®EJNEPAJIBHOE N'OCYJIAPCTBEHHOE BIO/DKETHOE
OBPA30BATEJIbHOE YYPEXJIEHWUE BEICIIETO OBPA3OBAHISL
«BAIIKHPCKHI I'OCYJAPCTBEHHBIN MEAHITMHCKI YHUBEPCATET»
MUHHUCTEPCTBA 3IPABOOXPAHEHUS POCCUMCKOM OEJAEPAITHH
(®I'BOY BO BI'MY MUH3/IPABA POCCHI)

IIPUKA3

. 06, e/ | N GPF
r. Yoa

06 yrBep:xaennd MeTpyKOMu 110 XeJIONPOH3BOACTBY
denepanbHOro rocyJapecTBEHHOr0 DHOAKETHOTO 00PA30BATEILHOTO
YYpexRAeHHA Bhicuiero odpasopanus «bamkupckui rocyjapcTBeHHbIN
MeAHIHHCKHH YHUBepcHTeT» MHAHHCTEPCTBA 34PAB00XPaHeHHS
Poceniickoil Meaepaunu

B nensx oprasuzanuu  paboThl TO COOMIONEHWIO IIOpSAKA BEOCHHUA
JIETIONIPOM3BOACTBA B YHUBEPCHUTETE, B CBI3H ¢ BCTYIUICHHEM B HeHCTBHE HOBOLO
I'OCT P 7.0.97-2016 "Cucrema cTanaapToB 1no uHopManuy, OHOIHOTEHHOMY U
I/IBJIaT/J;CKOMy Jerny.  OprasEu3allMOHHO-PACIOPSAUTENbHAS  JOKYMCHTALHA.
TpeboBanust X 0GpOpMIEHHIO JOKYMEHTOB", TP U K 8 3 BI B 4 10:

I.. YrBepmute u BBecTH B JelictBue c 01.07.2018 HMuctpyknuio mno
JETOTPOU3BOJICTBY ¢enepanbHOrO roCyAapCTBEHHOTO O10IKEeTHOTO
00pa3oBaTeNbHOTO  yUpeXJAeHHA  Beichmiero  obpaszoBamus — «bamkupckwuit
rOCYAApCTBEHHEIN MEIMIUMHCKAH YHUBEpCHTET» MUHNCTEPCTRBA 3PaBOOXPaHCHHS
Poccniickoii ®enepanuu (Ilpuioxenue).

2. PykoBopuTensiM ToApasNeieHH# O03HAKOMHUTB BCeX pabOTHHKOB C
WHeTpykuuell 1mo  AeNONpoOW3BOACTBY  (PeAEpalbHOrO  TOCYJapCTBEHHOTO
Or0KeTHOTO 00pa30BaTENEHOTO YUpeKISHHS BhIcIIero oOpasopanus «bamkupckuit
roCyJapCTBEHHBIH MEIUIMHCKUH YHHUBEpCHTET» MUHHMCTEPCTIBA 34pPaBoOXpaHeHH
Pocculickoli Qenepanuy 1 obeclevuTh BeAECHHE AEIONPOM3BOJCTBA B CTPOTOM
COOTBETCTBHUY C €€ TPeOOBaHUSIMH.

3. Hauaneruky ynpaeneHus UH(QOPMAOHOHHLIX TexHoNOTHH A.P. Buasamosy
pasMecTUTh MHCTPYKIHUIO 110 ENONPOU3BOACTBRY (eepalbHOr0 rocy1apCTBEHHOTO
Or0JKeTHOrO 00pa30BaATENBEHOTO YyIPEKICHNS BEIcHIero oOpazoBanus «bamkupeknii
roCyAapCTBEHHBIM MEAMIIMHCKUY YHMBEPCUTET» MHHHUCTEPCTBA 3IPAaBOOXPAaHEHUS
Poccutiickoit Genepanny Ha opullHaabHOM caliTe YHHBEpCUTETA.

4. Ilpu3HaTh yTPaTHBIIMM CHILYy MpHKka3 YHHBepcHTeTa oT 02.12.2016 No 198
«O0 yrBepxnmenun HMHcrTpykimu 1o genomnpoussoactsy PI'BOY BO BIMY
Munsgpasa Poccumy.

5. KoHTpons 3a HCIIONHEHNEM HACTOALIEr0 IpHKa3a OCTaBAI0 3a COOOi.
/
Pextop M B.H. IlaBnos

A



YTBEPXXJIEHA
npukazoM PI'BOY BO BI'MY
Munznpasa Poccun

or L 06 Lottt Ne F#

HHeTpyKIHSA IO 1eJI0NPOH3BOACTBY
¢egepanLHOTO rocyAapcTBEHHOT0 GI0PKETHOTO 06Pa30BATEILHOTO YIPEKACHUS
" Bblcmero oGpazosanus «BamikupckHii rocy1apcTBeHHBIH MeAHIMHCKHIT
yHHBepcuTe» Munucrepersa 3apasooxpanenus Poccriickoii ®enepannn

I. O01mne nonoxenun

1.1. Hacrosmias HMHCTpYKIMS 10  J[EJONpPOM3BOACTBY  (hemepalbHOro
FOCYAapCTBCHHOTO  OIOMKETHOro  00pa3oBaTENBHOTO  YUPEXKAEHHS  BBICIIErO
obpasoBaus  «BamKupcKuif  rocyNapcTBeHHBIH — MENWIMHCKHY  YHHBEPCHTET»
Munncrepcra 3mpaBooxparenus Poccuiickoit @emeparuu (mamee - WHerpykuys)
pa3paboTaHa B LENSX YCTAHOBIEHMS SAMHBIX TpeGOBaHMH K IOATOTOBKE, 0GpaboTKe,
XPaHCHMIO M HCIIONB30BAHMIO OOpasylolmuxcad B AEATENBHOCTH (elepanbHOro
FOCYNapCTBCHHOTO  OHOMKETHOTO  00pa30BaTeNbHOrO  YUPEXACHHS  BLICIIErO
obpa3oBaHns  «BAlIKMpCKUH  TOCYJNApCTBEHHBIH  METUIMHECKUI YHUBEPCUTET
Munncrepetsa sapaBooxpanenus Poccmiickoit ®enepanin (mamee - Yausepcurer)
JOKYMEHTOB,  COBEPIUICHCTBOBAHMs  Ha  €AMHOHM  METOJUYecKod  OCHOBE
MOKYMEHTAIIMOHHOTO O0eCHeYeHus yNpaBleHHsS M IOBBIICHHS ero 3((EKTHBHOCTH
MyTeM YHHGUKAUMK COCTaBa X (HOPM YIIPAaBIEHUECKHX JOKYMEHTOB M TEXHOJOTHH
pabOoThI ¢ HUMH.

1.2. Hacrosmas HWHeTpykiusa paspabotaHa H4A OCHOBAHKH CIEIYIOIHX
38KOHOJATENBHBIX ¥ HOPMATHBHBIX IIPaBOBEIX JJOKYMEHTOB!

- ®enepanbHell 3akoH oT 22.10.2004 Ne 125-03 «O6 apxHBHOM fele B
Poccniickoii ®enepamum» (pen. ot 28.12.2017);

- @epepanbHbiit 3axoH oT 02.03.2016 Ne 43-03 «O BHeceHHH W3MeHeHHH B
Denepanbusrii 3axon «O6 apxuBHOM nele 8 Poccuifckoii Deneparuny;

- ®enepanpHbli 3axoH oT 18.06.2017 Ne 127-03 «O BHECEHHYM H3IMEHEHHH B
OTZCIIPHBIC 3aKOHOAATeNbHbIe akThl Poccuiickoit @enepanum» (pen. ot 28. 12.2017),

- 3akon PecnyGuuiku Bamkoprocran ot 03.02.2006 Ne 278-3 «O6 apXHUBHOM jelle
B PecrryGnuke Bamkoprocram» (pen. ot 08.06.2018);

- Denepanereiii 3akoH oT 02.05.2006 Ne 59-03 «O MOPAIKE PAaCCMOTPEH¥A
obpaiennit rpaxaan Poccutickoit Meneparmny»;

- 3akoH PecnyGnuku Bamxkoprocran ot 12.12.2006 Ne 391-3 «O6 odparneHnn
rpaxciad B Pecry6imike Bamkoproctany; :

- ®enepansHblit 3akon oT 06.04.2011 Ne 63-®3 (pen. or 23.06.2016) «06
BIIEKTPOHHO H TIOAMMCH (C W3M. U JIOIL., BCTYIHT. B CHTy ¢ 31.12.2017);

- Iocranoenenue IlpaBuTtennctea Poccuiickoii Oenepanun ot 03.11.1994 Ne
1233 «O6 yreepxnenun Ilomoxenus o NopsfKe OOpallleHHd CO  CiykeGHOM
HHQOpMalell  OrpaHHYEeHHOrO pacIpocTpaHeHus B (QeldepalbHEIX  OpPraHax
UCIIONHUTEIbHON BNACTH, YIONHOMOYEHHOM OpraHe YIPAaBNEHHS HCIOIB30BaHUEM



aTOMHOM SHEPruM M YIOMHOMOYEHHOM OpraHe II0 KOCMHMYECKOH NeATenbHOCTH» (C
H3MCHCHMAMY, BHeceHHbIMH  IlocraHoBnesuem  [lpaButenscTBa  Poccuiickoit
®enepaunn or 20.07.2012 Ne 740, ot 18.03.2016 Ne 2014);

- Ilocranosnenue Ipasurenscrea Poccuiickolt ®enepauun ot 15.06,.2009 Ne 477
«O6  yreepxnmenum IlpaBMI  AeNONPOM3BOACTBA B  (JeiepaibHBIX  OpraHax
HCIIOJIHUTEILHON BIIACTHY,

- Ilocranosnenue IpaBurenscta Poccuiickoi Menepamunm oT 26.04,.2016 Ne 356
«O BHecennu u3MeHeHuM B IIpaBmma nenompousBoicTBa B (elepaibHBIX OpraHax
HCIIOJTHUTENBHOM BIIaCTHY;

- IlocranoBnenwe IlpaButenscrsa Poccuiickoit @epepanun ot 22.09.2009 Ne 754
«06 yreepxjeHur IIoNOXEHMS O CHCTEME MEXKBEIOMCTBEHHOTO 3JIEKTPOHHOIO
TOKYMEHTOo000pOTaY;

- PexoMeHIanuy 1O KOMNIEKTOBAHHIO, YYeTy W OpraHu3ailud XpaHeHHs
BIIEKTPOHHBIX apXUBHEIX JOKYMEHTOB B apxHuBax opranusanuii (BHUUIA, M.2013);

- Meroauveckie  pexoMeHIAIM [0 paspaloTKe  MHCTPYKIMH 11O
ACNOTIPOM3BONCTBY B (hefiepalbHBIX  OpraHaX  MWCIONHHUTENBHOM  BIAcTH ¢
npunoxenuamu (BHUUJIAT, M.2014);

- I'CHOY - TlocymapcTBeHHas cucTeMa JOKYMEHTAIHOHHOTO O0O0eCIIeueHus
ynpaeiaerus. OOwpe TpeGoBaBM K JOKyMEHTaM W CIyk0aM JOKYMEHTAalHOHHOIO
obecneuenus (M.1999);

- TOCT P 7.0.97-2016 «HanuonannbHEIH cranmapT Poccuiickoit ®eneparuy.
Cucrema CTaHAAapTOB IO HH(OpMAlMY, GHOIHOTEYHOMY W H3JaTeJIBCKOMY JIEINy.
OprasusanuoHHO-pacIOpATHTENbHAS JOKyMeHTans. TpeGoBaHus K OQOPMICHHIO
AIOKYMEHTOBY» (yTB. mpukasoM Poccrampapta or 08.12.2016 Ne 2004-ct) (pem. ot
14.05.2018);

- Meropudeckne pekoMeHIAIMH «DKCIEPTH3A HEHHOCTH H OTGOpP B COCTAB
ApxuBHoro Qorma Poccuiickolt ®enepanuu IOKYMEHTOB IO JHYHOMY COCTaBy»
(BHHMMIAL, M.2014);

- IlpaBuna opraHusaluy XpaHEHHS, KOMIUIEKTOBAHMS, Y4eTa W HCIONb30BAHMIS
ROKyMeHTOB ApxwsHOrO (omga Poccuiickoit Oemepanuv u ApyrMX apXHBHBIX
AOKYMCHTOB B OpraHax rocyJapCTBEHHOW BIACTH, OPTaHaX MECTHOTO CAMOYIPABIECHH
u  oprammsamusx. (M.2015); npuxkaz  onyGmukoBaH Ha  «QOHIHAIEHOM
HHTEPHET-TIOpTalle MPaBoBOi uHGopMalmemy (www.pravo.gov.ru) 10.09.2015.

1.3. MHCTpyKIms COePXUT TPeGOBAHHMS K JOKYMEHTHPOBAHHIO YIPABIEHUECKOH
ACATENBHOCTH MW OpraHusalMu paboThl C JOKYMEHTaMH. BJMHCTBO HpaBmI
AOKyMCHTHPOBAH¥A Ha BCEX YPOBHAX yNpABIeHHS OOECIICUMBACTCS NPHMEHEHHEM
locynapcTBenHOM CHCTEMBI OKYMEHTAI[MOHHOTO —O6ecIiedeH s YIPABACHUS |
YHUQUIUPOBAHHBIX CHCTEM NOKYMEHTAIIHH,

1.4, VIHCTpyKuust yTBEepXKIAETCs IIPUKA30M pPEeKTOpa VYHuBepcHTeTa mocie
COTTIACOBaHMA ¢ JKCIEPTHO-IPOBEPOUHON KoMuccuei (nanee - SIIK) Yupasnenus no
Aenam apxuBoB PecmyGuukm Bawkoprocran. CoracopaHue HPOBOAWTCS B LENSX
KOHTPOJIA 32 COONIOACHWMEM 3aKOHONATENbCTBA, HOPMATHBHBIX M METOXHUIECKHX




JAOKYMCHTOB,  PETYIHMPYIOIIMX  BONPOCHl  JOKYMEGHTALMOHHOTO  OfecledeHwus
YUPpaBIeHus, yyeTa M 00EeCNEUeHNsS COXPAHHOCTH JOKYMEHTOB KaK COCTABHOM HACTH
Apxusroro ¢ponga Poccuiickoit ®esepanum.

1.5. Ilonoxenns HacTosmielt MHCTPYKUMK PaCTIPOCTPaHAIOTCA HA OPTaHM3ALMIO
pPaboThI ¢ JOKyMEHTaMH HE3aBHCHMO OT BH/a HOCHTENS, B TOM YHCIIE C 3NEKTPOHHBIMHA
JOKYMEHTaMH, BKITIOYas IIOATOTOBKY, 00paboOTKy, XpaHeHHe U HCIOJB30BAHHE
JAOKYMEHTOB € IIOMOILBI0 HHGOPMAITHOHHEIX TEXHOIOTHIA.

1.6. Oprapuzaiiqio ©  BeJeHHE JENONIPOM3BOACTBA B YHUBEPCHTETE
OCYIIECTB/IAET OTACN AOKYMEHTALMH, a TakxKe JIHIO, OTBETCTBEHHOE 3a BeICHHE
ACJTIONIPOM3BO/ICTBA B CTPYKTYPHEIX IIOAPA3NCNICHUAX Y HUBEPCUTETA.

1.7. OTBeTCTBEHHOCTH 3a OpPraHM3AIMIO JEIONPOM3BOICTBA B CTPYKTYPHBIX
MOZPasNeNeHNUAX ~YHUBEPCUTETa BO3NATaeTCs HAa KX PYKOBOAMTENEH, KOTOpHIe
CaAMOCTOATEIBHO OTPEENSIOT OTBETCTBEHHBIX 32 BelCHHE JEIONPOU3BOICTBA B CBOEM
IOJpa3IeICHHH.

IlepcoHanbHYI0 OTBETCTBEHHOCTE 3a HaIeXKAIlee BeleHHE AeNOIpOH3BOACTBA,
CBOCBPEMCHHOE M KAuSCTBEHHOC HCIIONHEHUE [IOKYMEHTOB, COXPAaHHOCTH el B
CTPYKTYPHBIX [OAPA3HENIEHNAX HECYT PYKOBOAMTENM, JHIO, OTBETCTBEHHOE IO
BCACHUIO  NICJIONPOM3BOACTBE B CTPYKTYPHBIX  HOAPA3s[AelCHHAX, &  TaKKe
HCIIOCPC/ICTBCHHBIE MCIONHUTENH B TOM YacTH, KOTOpas OTHOCHTCS K KpYIy HX
JOJDKHOCTHEIX 00513aHHOCTEH,

O6 ytparte ciyxeGHbIX JOKYMEHTOB HEMEIIEHHO OKIAIBIBACTCS PYKOBOJIUTEIIO
COOTBETCTBYIOIIETO CTPYKTYPHOTO MOAPA3NENEeHUs, KOTOpPBI Ha3HAYAET CIyxeGHYIO
HPOBEPKY, COCTAaB/IACTCA aKT. Pe3yNsTaTel INPOBEPKH COOOIIAIOTCS B OTHEN
JIOKYMEHTAITHH.

Ilpu yBombHeHWH paGoTHHKA, IIlepexofe Ha Ipyryro paboTy, OTBe3le B
AJATEIBHYI0 KOMAHAMPOBKY HIIM YXOZE B OTITYCK MOKYMEHTHI, HaXOASMIHAECs ¥ Hero Ha
MCHOJTHCHUY, JOMXHBI TIEPe/aBaThCs  PYrOMy HCIONHUTENI0 duepe3  ITHIIO,
OTBETCTBCHHOC 32 BECHUE JENONPOH3BOACTBA B OTOM CTPYKTYPHOM IIOJPa3feiIcHuH,
II0 yKa3aHHIO PYKOBOJHUTENSA CTPYKTYPHOIO MOAPa3/IEIeHHs.

1.8. BHOBE Ha3sHaveHHBIE U8, OTBETCTRBEHHEIE 38 BEACHNE JICTIOTIPOU3BOICTBRA B
CIPYKTYPHBIX ~ NOADASMENEHHAX, B  o0A3aTENbHOM  IIOpPSAKE  HANpaBIISHOTCS
PYKOBOIHTCILIMA  CTPYKTYPHBIX — NOJPAa3feNeHHil Ha HHCTPYKTaX B  OTHEN
JOKYMEHTALIWH,

1.9. Ilepenaua JOKYMEHTOB, HOATOTOBICHHBIX WM H3aHHBIX B YHuBepcurere, 0
VX KOIWH B CTOPOHHHE OPTraHH3AUMH JOMYCKAETCS TOIBKO MOCIE IIONY4YeHHS OT HHX
O(HIMATEHOTO 3aIIpOCa U ¢ paspeIneHuns PYKOBOJUTEIS CTPYKTYPHOI'O OAPA3 (ENCHNS.

Benexue [nenonpousBoicTBa B YHHBEPCHTETE MOXKET OCYIHECTBIATECH C
HCII0b30BaHueM CHCTeMbI 2EKTPOHHOTO JOKYMEHTO060pOTa (CO).

1.10. TlpaBuna BeneHms AEIONPOM3BOJCTBA, YCTaHOBJICHHBIE HacTOSIIeH
Vuetpykiuelt, pacnpocTpaHsoTes Ha NOPSIOK paGoThl C JOKYMEHTaMH HECEKPETHOTO
Xapakrepa.

1.11. PaGoTa ¢ CeKpeTHEIMH NOKYMEHTaMH M JOKYMEHTAaMH OrpaHHYEeHHOro



ROCTyma, a Takke o6paborka cekpeTHOM W Apyrod HHGOOPMAIHM OrpPaHHIEHHOIO
moctyria (¢ rpudom "Jlna cimyxeGuoro momnbsosanus” (JICII)) ocymecTBIsOTCS
OTJIOM MOOHIIM3AIMOHHOM MO OTOBKH.

1.12.  WucTpykuus sBusercs o0s3aTeNbHOM [  HCIIONHEHHS  BCEMU
CTPYKTYPHBIMH NOJpasAeNICHUsIMU ¥ COTPYTHUKAMH Y HUBEPCHUTETA.

II. ToxymenTauus YHHBepenTeTa

2.1. earensHoCcTh YHUBEPCHTETA 00ECIIEUHBAETCS CUCTEMOH B3aUMOCBS3AHHEIX
YIPaBICHIECKHX NOKYMCHTOB, COCTABAAIOIIEX HX JOKYMEHTAl[HOHHYIO 0a3y,
HOKyMeHTHpOBaHKe 3aKIIOYaeTcs B (GUKcAluy Ha Gymare WIH APYTHX HOCHTENSX IO
YCTaHOBIICHHBIM  HpaBHJIAM  YHpPaBICHYSCKHX  JAeHCTBHI, T.e. B  CO3MaHHH
YIPaBJIEHISCKHUX TOKYMEHTOB.

2.2. YHUBEPCHUTET U3MAET CIIEAYIONINe MPABOBEIE aKTHI: TIPUKA3H], PACIIOPDKEHHS,
HWHCTPYKIHK, IIOJOXEHUA, MPOTOKONBl M HHBIE TOKYMEHTBI B COOTBETCTBHM C WX
KOMIIETEeHIIUEH. Y CTaHOBIEHHbIE YKa3aHHBIMK aKTaMi HOPMBI, TpeGOBaHuS, IIPaBHIia 1
ACHCTBHA MOTYT OBITh OTMEHEHBI MJIM H3MEHEHBI TONBKO ITYTEM M3MaHUS HOBBIX
HOPMATHBHO-IIPABOBBIX JOKYMeHTOB. Vcroms3oBanue B 3THX Iemsx TenedOHOrpamm,
TeNerpaMM U (paxcorpamMm JOIyCKaeTes TONBKO B Clydae TIPHHATHA 6e30TaraTebHbIX
MEp H TMpH YCIOBHUH  00A32TENBHOTO MOCIEAYIOIEro H3NAHHS COOTBETCTBYEOLIHX
HOPMaTHBRO-IIPABOBBIX 4KTOB IO IJAHHOMY BOIIPOCY.

2.3. B uensx mnoBbITeHHA KadecTBA M 3()DEKTHBHOCTH JEIONPOM3BOICTEA
HacTosmed MHCIpyKIMeH yCTaHABIMBAIOTCS —€QUHBIE NpPaBUIa  OMDOPMIEHHS
AOKyMEHTOB U WX PCKBM3WTOB Hd OCHOBE yHM(HKAIMM COCTaBa, POPM M CTPYKTYDEI
COACPpaKaHus TOKYMEHTOB, a TaKXKe MpoLeccoB palOThHl C JOKYMEHTAMH B COOTBETCTBHH

C NeHCTBYIOMMMY HOPMaTHBHO-ITPABOBEIMH aKTaMH H METOMHYECKHMI JOKYMEHTAMH B
obIacTH Jenompor3BOICTRA.

IIX. OcHoBHBIE IOHATHS

3.1. B Hacrosmeit MHCTPyKHMM HCTIONB3YIOTCSI ClIeAyIOIIHEe OCHOBHEIE ITOHATHS:

dpXHB - YYPeKICHHE HIM CTPYKTYPHOE TIOApasielieHHe OpraHH3ailiH,
OCYINCCTBILIIOIIES XPAHCHHE, KOMIUICKTOBAHME, YYeT ¥ HCIONB30BAHHME APXHUBHEIX
JOKYMEHTOB,

ApXMBHBIH (QOHI OpraHH3alud — COBOKYNIHOCTh apXWMBHBIX [OKYMEHTOB,
HCTOPHYCCKH UIIH JOTHYECKH CBA3AHHBIX MEKIAY CO00ii;

apPXMBHBIH JOKYMEHT - JOKYMEHT, COXpaHACMBIH WK MOJJIEXKAMKN COXPABEHHIO
B CHITy €ro 3Ha9MMOCTH JJI1 IpaxkJaH, o6IecTBa, ToCyAapcTBa;

ApXUBHBIH IHQp — 06o3HAYEHHE eRUHHUITHI XpaHEHHs B LEeIIX ©& yduera U
UOEHTHOUKAUNY;

aBTOP JOKYMEHTa - QU3HYECKOe HITH FOPUAMYIECKOS JIKITO, CO3ABIISE JOKYMEHT;

OnaHK  JOKyMeHTa - HabOp PEeKBU3HTOB, NIEHTHQHIUPYIOLIIK aBTOpa



0(HIAATEHOTO MHCEMEHHOTO HOKYMEHTE;

BHJ NOKYMEHTa - DPHHAUIEXHOCTE JOKYMEHTAa K OIIPelelNeHHON TIpyIme
JOKYMEHTOB I10 IPHU3HAKAM COAECPIKAHMS U 1IeJICBOr0 Ha3HAYEHHIS;

OOKyMeHT ApxuBHOro ¢oxma Poccuiickoii Denepanuu — apXUBHBIA JOKYMEHT,
NPOMICUINA HKCIEPTH3Y LIEHHOCTH JOKYMEHTOB, IOCTABJIEHHBIH HA TOCYIapCTBEHHEL
YHET U HOAIEXKAIIHMK IIOCTOAHHOMY XpPaHEHUIO;

JNOKYMEHTAIBHEIH (DOHA — COBOKYIIHOCTH JOKYMEHTOB, OOpasyIOIIMXCH B
IPOIECCE NEATENBHOCTH OPraHn3allkiH;

JAOKYMEHTUPOBaHME - (QHKcaryd HHOOPMAUMH Ha MaTepHAIBHBIX HOCHTENAX B
YCTaHOBIIEHHOM IIOPSIIKE;

ACIIONIPOU3BOJICTRBO - HEATEIBHOCTL, O0ECIIeUHBAIOIas CO3JaHne OPUIHANLHEIX
JOKYMEHTOB M OPraHHU3aiii0 paboTh C HUMH B OPraH3alliH;

IOKYMEHT - OQUUMANBHEIN JOKYMEHT, CO3[aHHEIH rOCYIapCTBEHHEIM OPTaHOM,
OpraHoM MECTHOI'O CaMOYIpPaBICHHA, HOPHAWYECKAM WIH (UIUIESCKHM JTHIIOM,
OQOPMIICHHBIE B YCTAHOBJIEHHOM IOpANKE M BKIIOYEHHEIN B JOKYMEHTO000pOT
OpraHU3aIAH;

DOKYMEHTOOOOPOT - IBIKEHHE IOKYMEHTOB C MOMEHTa MX CO3JAHUS WIH
TIONYICHHISA IO 3aBEPINICHUS UCIIOTHEHHS, IOMEILEeHHs B JeN0 U (HIK) OTNPaBKH;

AIENI0 - COBOKYMHOCTH JOKYMEHTOB MIIH OTAENBHBIM JOKYMEHT, OTHOCSAIIHECS K
OTHOMY BOIIPOCY HUIM YYaCTKY ACATEIBHOCTH OPTraHU3aIlHy;

C[MHKLIA y4YeTa OBNEKTPOHHEIX JOKYMEHTOB - 3JIGKTPOHHBEIM JTOKYMEHT,
3apPCrUCTPHPOBAHHBIN B MH(GOPMALHOHHOM CHCTEME OPraHM3alyM ¥ BKIIOYESHHBIN B
COCTaB DIIEKTPOHHOTO JIeNa;

CMMHULA XPaHEHUS 3IEKTPOHHBIX AOKYMEHTOB — KOHTEHWHEP BIEeKTPOHHOTO
JOKYMEHTA, '

34BEPECHHAS KONMSA - KONHMA JOKYMEHTa, Ha KOTOPOl B COOTBETCTBHM C
YCTQHOBJIEHHBIM I[IOPSIKOM IPOCTABIAKT HeOOXOAWMEIE PEKBH3UTHI, IPUIAFOLIME eif
IOPHINYECKYIO CHILY;

MHGbOPMAlHOHHAA CHCTEMa — COBOKYMHOCTE cCOflepikaiieiics B 6a3aX MaHHBIX
HHQOpMAllMK U 00eCHeuHBAOIINX e¢ 00paGoTKy HHMOPMALHOHHBIX TEXHONOTHH M
TEXHUYECKUX CPEIICTB;

KOHBEPTAlUsA, KOHBEPTHPOBAHHE JNIEKTPOHHBIX JTOKYMEHTOB — NpeoOpazoBaHue
3JICKTPOHHOTO IOKYMEHTa M3 OJHOTo opMaTa B APYToii;

KOHTEHHEp 3NMEKTPOHHOTO JOKYMEHTA — yIaKOBKa, BKJIIOYAIOIas 3IEKTPOHHBIH
JIOKYMEHT B (hopMaTe apXUBHOIO XPAHEHMS 1 €T0 METaIaHHbIE;

KOHTPOJbHAas CymMMa KOHTCHHEpa OSIEKTPOHHOIO [OKYMEHTa — 3HadeHWe,
PacCUUTaHHOE 110 HabOpY NAHHBIX MyTeM MPHUMEHEHHS ONpENENeHHOTO aTrOpHTMA H
HUCIIONTE3yeMO® [ IPOBEPKH LIeJIOCTHOCTH NaHHAIX IIPH WX Tlepeaue MiIH XpaHSHHH;

KOTHA ROKYMCHTa - NOKYMEHT, IOJHOCTHIO BOCHPOM3BOAALIMH HH(OOPMAIHIO
MOANMHHIKA NOKYMEHTA U €r0 BHeLIHNE [PH3HAKH, HE HMEIOIUi I0pHIHIECKOH CHITHL

MCTa/laHHEIC — JAHHBIE, ONMCHIBAIOLIME KOHTEKCT, CONEPIKAHME, CTPYKTYPY
SJICKTPOHHOrO MOKYMEHTa, a TaKXKe NPOUECCHl YNPABIEHHS MM Ha IPOTSHKEHUH €ro



’KU3HEHHOTO LIHKIIa;

MUTpanus JJICKTPOHHBIX NOKYMEHTOB — II€peMellleHHe AOKYMEHTOB W3 OIHOM
CHCTEMBI MM ONHOIO HOCUTEIS B APYLYIO CHCTEMY MM Ha APYrod HOCHTENL C
COXpPaHCHHEM  ayTEHTHIHOCTH, LEIOCTHOCTH, MOCTOBEPHOCTH JOKYMEHTOB H
IPUTOAHOCTH UX IS HCIIOJIL30BAHM;

HOMEHKJIATypa [ell - CHCTEMAaTM3HPOBAHHEIM IIepeveHb 3arojoBKOB Jell,
(hOPMUPYEMBIX B OpraHH3aLVH, C YKA3aHHEM CPOKOB UX XPaHeHH;

ofpalenre rpakIaHHHA - HANPaBIEHHBE B TOCYAApCTBEHHEIM Oprad, opra
MECTHOIO CaMOYNPABNEHNs WIH JODKHOCTHOMY JIHIy NHChbMEHHEBIE HPEIIOKEHNE,
3a4BJICHAE WM JKaoba, a Takke YCTHOE o0palleHue IPaXIaHuHa B MOCYJapCTBEHHBIH
Opras, OpraH MECTHOI'O CaMOyIIPaBIEHMS;

o0BeM JOKyMeHTOOOOPOTAa - KOJNHYECTBO JOKYMEHTOB, IOCTYHNMBIIMX B
OpraHHM3alHI0 U CO3NAHHEIX €10 3a ONPeJeIeHHBIH MEPHO;
oOpMIIeHHE  TOKyMEHTa - IIPOCTABIEHHME HEOOXOAWMEIX PEKBH3HUTOB,

YCTaHOBIIEHHEIX NPABUIAME JOKYMEHTHPOBAHM,
MOATHHHUK JOKYMEHTA - MIEPBLIM WM €AMHCTBEHHBIHN 9K3eMIUIAD JOKYMEHTA;
PErucTpanys HOKyMEHTa - IPHCBOCHHE JOKYMEHTY PErHCTPallIOHHOIG HOMEpa,
BHECCHHE CBEICHUH O IOKYMEHTE B PErHCTPAIMOHHO-YYETHYEO GOpMY;

PEKBU3UT JOKYMEHTA — D3JIEMEHT JOKyYMeHTa, HeOOXONUMEIN IS ero
0(hOPMIIEHHS U OpraHu3aluy paboTsl ¢ HUM;
CHCTEéMa  SNCKTPOHHOIO  JOKYMEHTOO0OpOTa  —~  aBTOMATH3UPOBaHHAS

HHQOPMALMOHHAs CHCTEMa, 00ECIIEYMBAOIAs CO3NAHIE SNEKTPOHHEIX JOKYMEHTOB H
SJICKTPOHHBIX KOMUH JOKYMEHTOB, YIIPABNICGHHE MMM, HX XpaHEHHE W JOCTYII K HHM, 4
TAKXK€e PETUCTPALUIO JOKYMEHTOB;

YHUQUIMpPOBaHHAs (GopMa JOKYMEHTa - COBOKYITHOCTh PEKBH3HTOB M THIIOBEIX
(DParMeHTOB TEKCTa NOKYMEHT, YCTAHOBIEHHEIX B COOTBETCTBHH C PELIAEMBIMH B
JlaHHOM cepe AesTeNbHOCTH 3a7a9aMy M PacTIONONKEHHEIX B OMPEC/IeHHOM TIOPsIIIKE
Ha HOocHUTene HHpopMaluy;

hopMHpoBanKe feNa - IPYMIHPOBKA HCIONHEHHBIX NOKYMEHTOB B MENO B
COOTBETCTBHM C HOMEHKIATYpPOH Ael;

madnoH Gianka (YHEQHUUPOBAHHOK (OPMEI ZOKyMEHTA) - GiaHK HNOKyMeHTa
(yHHUIMpOBaHHAA hopMa HOKYMEHTA), [IPe/ICTABICHHEIH B 3JIEKTPOHHON (popMme;

OKCHEPTH3a LEHHOCTH NOKYMEHTOB - H3YUCHHEe NOKYMEHTOB Ha OCHOBAHMH
KpUTCPHUEB KX LEHHOCTA B LEIAX ONpPENENEHHA CPOKOB XPAHEHMS IOKYMEHTOB H
0T6O0pa UX [UIS BKIIOYEHNS B cOCTAB APXUBHOTO (onza Poccuitckoit Deneparum;

BNIEKTPOHHBIH JOKYMEHT - NOKYMEHT, B KOTODOM HHGOpPMAHS IIpefCTaBieHa B
JIEKTPOHHO-ITH(PPOROH dhopme;

MJICKTPOHHBIH  JOKyMEHTOOGOPOT -  JOKYMEHTOOGOPOT C  IpHMEHEHHEM
UHOOPMAIMOHHON CHCTEMBL,

SNEKTPOHHAA KOIHMSA NOKYMEHTa - KOMHs HOKYMEHTa, CO3JaHHAs B 3eKTPOHHOMN
hopme;

SNIEKTPOHHAS UUPPOBast MONNHCH - PEKBU3UT 3IEKTPOHHOTQ IOKYMEHTA,
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IpenHasHAYeHHBIA JUIs 3aIllUThl JAHHOTO DJIEKTPOHHOIO MOKYMEHTA OT MOIJACIKH,
ITOIYYCHHEIH B pPe3yNbTaTe KpUNTOTpapuyecKoro npeobpa3oBaHusi HHGOPMAITUH C
HCIIOJIBE30BAHMEM 3aKPEITOrO KIIH04a AeKTPOHHOH INGPOBOM IIOAMHUCH U TTO3BOJISIONIMIA
HICHTHQHUITNPOBATE BIaAeNblla CepTHhHKATA KIHOUa MOAIHCH, 8 TAKKEe YCTAHOBHTH
OTCYTCTBYE HCKAXKEHUS HHGOPMAIH B 3JICKTPOHHOM JIOKYMEHTE;

IOpUAMYECKAss CHJIa JIOKyMEHTa - CBOMCTBO OQHUIHAIBEHOTO JOKYMEHTE,
coolIaeMoe eMy HeHCTBYIOIIHMM 3aKOHOAATEIECTBOM, KOMIIETEHIHEH H34aBIIEr0 ero
OpraHa H YCTAHOBIICHHEIM NOPAAKOM 0QOpPMIICHHU.

IV. IIpaBpnia noAroToBKM M 0hOpMIIEHHS JOKYMEHTOB
4.1. Obuue TpeGoOBaHMA K CO3[JaHHI0 JTOKYMEHTOB

Tpebopannsa k 0GOPMIICHHIO OPraHE3ALHOHHO-PACIIOPAAUTENBHBIX JOKYMEHTOB
cogepxarcs B I'OCT P 7.0.97-2016 «Cucrema cranmaproB 10 HHOOPMAIKH,
OubnuoTeyHOMY M  H3JATENBCKOMY JHely. OpraHdsaldOHHO-DACIIOpsAUTeIbHAS
AOKymeHTauuda. TpeOoBaHHs X OGQOPMIICHUIO [JOKYMEHTOB» (YTIB. IIPUKA30M
Poccrammapra ot 08.12.2016 Ne 2004-cT) (pen. ot 14.05.2018). B COOTBETCTBHE ¢ HAM
AOKYMEHTBl MOFYT CO3[1aBaThCs Ha OyMa’kKHOM HOCHTENE ¥ B 3JICKTPOHHOM (dopMme ¢
cobmoieHreM YCTaHOBIICHHBIX IPABUIT OGOPMIICHHIS JOKYMEHTOB.

Hpwu cosnanuu TOKyMEHTa Ha ABYX U Gollee CTpaHHIaX BTOPYK) M MOCIEYIOIYE
CTpaHMUBl HyMepyroT. HoMepa CTpaHHMI] MPOCTABIAIOTCA [IOCEPEAHHE BEPXHETO IIOJIA
FAOKYMEHTa Ha pacCTOSHNY He MeHee 10 MM OT BepXHETo Kpas JIHCTa,

HoryckaeTca co3faHne JOKYMEHTOB Ha JIHIEBONH ¥ 06OPOTHOM CTOPOHAX JIMCTA.
IIpu ABYCTOPOHHEM CO3JHHH JOKYMEHTOB IIMPHHA JIE€BOTO NOJA Ha JTHIEBOH CTOpOHe
TACTa ¥ IIPABOTO T0JI Ha 0OOPOTHOH CTOPOHE JIUCTA JOMKHEI OBITh PaBHbIL.

IIpexnouTHTeNbHEIME TAPHATYPAME K pasMepaMd Mpi(TOB I PEeKBH3UTOB
JOKYMEHTA SIBJISIOTCH:

Times New Roman Ne 13, 14;

Arial Ne 12, 13;

Verdana Ne 12, 13;

Calibri Ne 14 u nmpub:mkenHbIe K HuM.

ITpu cocraBnennn TaGuI JOMYCKAeTCs HCINONB30BAHNE IIPH(GTOB MEHBIINX
pa3Mepos.

AG3auHbIf OTCTYI TEKCTA ZOKYMeHTa — 1,25 oM.

3aroioBKU Pa3feNoB H MOAPA3IEiIOB [EYATAIOTCS ¢ ab3aIHbIM OTCTYLIOM MK
OEHTPHPYIOTCA 110 IIHPUHE TEKCTA.

MHorocrpounble PeKBUZUTE TIEUATAIOTCS YEPe3 OJMH MEKCTPOUHEIA HHTEPBA,
COCTABHBIC YACTH PEKBH3UTOB OTAENAIOTCS NOTONHUTEIEHEIM HHTEPBAIOM.

TexcT noxymenrTa nevataeres yepes 1 — 1,5 MeXCTPOUHBIX HHTEpBAA.

Ecnu HAOKYMEHT TOTOBUTCA IJISi H3OAHUA C YMCHEBIIICHHACM MacmTa6a, TCKCT
IeyaTacTCa Yepe3 aBa HHTEpBala.



HuTeppan Mexy OyKkBaMM B CIOBaxX — OOBIMHEIN. MHTepBAT MEXKIY CJIOBAME —
OJIMH 1Ipober.

Texcr moxyMeHTa BBIpaBHHBAaeTCsl II0 HIMpHHE NHcTa (10 TPaHHIEAM JIEBOTO U
IIPaBOro MOJeH JOKyMeHTa).

JnviHa caMoli ZAMMHHOR CTPOKHM pEKBH3WTA NP YIVIOBOM PAacIOJIOKEHHH
PEKBH3UTOB He Oonee 7,5 cM.

HnvHa camoil ANMHHOM CTPOKH pPEKBH3WTA NIPH IPOJOJIBHOM PacIONOKEHHH
PEKBH3NUTOB He Oonee 12 oM.

HopMaTHBHEIMH I1PABOBBIMH aKTaMM OPTaHHU32I[HH MOXET OBITH MPeIyCMOTPEHO
BBIJICJICHHE PEKBM3HUTOB "afapecar", "3arolloBOK K Tekcty" wWinm "mommuch", a Takxe
OTHENBHBIX ()ParMEeHTOB TEKCTa I1OJTYIKHPHEIM IIPHGTOM.

‘HopMartugHbIe [IpaBoBbI€ aKTHl OPTaHH3AINY, 4 TAKXKE MHbIE MHOIOCTPAHUYHEIE
JOKYMEHTBI MOTYT OOPMIIITBCS ¢ TUTYJILHBIM JIHCTOM.

O6pazen; ohOpMIICHHS THTYJIHLHOIO JIKCTA:

PACITIOJIOXEHME PEKBU3KMTOB HA TUTYJIBHOM JIMCTE JIOKYMEHTA
HanmMeHoBaHME OpraHU3alliy
I'pud cornacoBaHus JOKyMEHTA I'pud yTBEpKACHNSA ZOKYMEHTA

HaumenoBanue Buja JOKyMEHTa
3aroJI0BOK K TEKCTY

Mecto cocTarnenus (M3aumsa) JOKYMEHTa — IOJl U3JaHHs JOKYMCHTA

4.2. PEeKBU3UTH! JOKYMCHTOB

B cootsercteum ¢ I'OCT P 7.0.97-2016 «Cuctema cTanzapToB 1o MHGOpMAIHY,
OubimoreyHOMy M H3maTeNhCKOMy jeny. OpraHu3arHOHHO-DACTIOPSIUTENbHAS
AokyMerTanusi. TpeGoBanus K OQOPMICHHIO HOKYMEHTOB» (yIB. MIPHKA30M
Poccranzmapra ot 08.12.2016 Ne 2004-ct) (pen. or 14.05.2018) mpu odopmieHHy
JAOKYMEHTOB HCIONB3YIOTCS CIEAYIOITHE PEKBU3HTEL

Ol - rep6 (Tocymapctsemmsiii rep6 Poccuiickolt ®emepanmu, repS cybbexra

Poccuiickoit  Denepamum, repl  (TepansaudecKuit  3HAK) MYHHIUIIAIEHOrO
obpaszoBanus);

02 - smOnema;

03 - ToBapHEIH 3HaK (3HAK 0OCITYKHBAHHASN);

04 - xon hopMEI NOKyMeHTa;

05 - HauMeHOBaHVE OPraHU3ALHH - ABTOPA JOKYMEHTa,

06 - HanMeHOBaHKe CTPYKTYPHOTO OAPA3ISIIeH s - ABTOPA IOKYMEHTA;



07 - HaMeHOBaHKE TODKHOCTH JIMIA - aBTOpa IOKYMEHTA;
08 - cipaBouHBIe HaHHEE 06 OpraHu3alkg;

09 - HarMeHOBaHHE BHA JOKYMEHTA,

10 - nata noxymeHTa;

11 - perucTpalliOHHEIH HOMEpP HOKYMEHTA,

12 - ccpuka Ha perHCTPAMOHHEBIM HOMEp ¥ Ty NOCTYIHBIIETO JOKYMEHTa,
13 - MecTo cocTaBneHus (M34aHNA) JOKYMEHTA;
14 - rpud orpaHuYeHHs JOCTYNA K NOKYMEHTY;
15 - appecar;

16 - rpud yTBepIKAEHUSA JOKYMEHTA;

17 - 3ar0IOBOK K TEKCTY;

18 - TekcT nOKyMeHTa;

19 - oTMeTKE O IPHITIOIKEHHH;

20 - rpud cornacoBaHus JOKYMEHTA;

21 - Bu3a;

22 - TIOJIITHCE;
‘23 - 0TMETKA 00 SIEKTPOHHON HOIIHCH;

24 - y1e4aTh,

23 - oTMeTKa 00 HCIOJIHHTENE,

206 - OTMETKA O 3aBEPEHHH KOIHM;

27 - 0OTMETKa O IIOCTYIUICHHUH JOKYMEHTA;

28 - pezomronys;

29 - OTMETKa O KOHTDOIIE;

30 - oTMeTKa O HANPABICHUH JOKYMEHTA B €O,

4.3. OdopmiteHHe peKBU3UTOB JOKYMEHTOB

Ilpu mozproroke H OGOPMIECHHH  LOKYMEHTOB HCIOIB3YIOTCS DEKBH3HTEHI
OpraHM3aHOHHO-PACTIOPAUTENBHBIX JNOKYMEHTOB, COCTAB KOTOPBIX IIPEICTABIEH B
F'OCT P 7.0.97-2016 «Cucrema craHnapToB 1o HH(MOPMALH, oubnuoTeyHOMy u
W3NATENIBCKOMY  [Iey. OpraHu3aIMOHHO-PaCTIOPSAUTENbHAS  JOKYMEHTALIHS.
TpeboBarus x oQOPMIEHHIO IOKYMEHTOB» (YTB. nprka3oM PoccraHmapra oT
08.12.2016 Ne 2004-cT) (pex. ot 14.05.2018).

PekBusWTaMM  [JOKYMEHTOB, CO3[aBAeMEIX B opouecce  IeATeIbHOCTH
YHUBEpCHTETA, ABIIIOTCS:

4.3.1. Kon QopMEl IOKyMEHTa MPOCTaBIACTCS Ha YHAGHUMPOBAHHEIX (hopmax
AOKYMEHTOB B COOTBETCTBHU ¢ OOI(EpOCCHiicKkIM KITacCH(UKATOPOM YIIpaBlIeHIECKOH
noxkymenTanyy (OKVY /) unu jgokansHEM KJIacCH(UKATOPOM, PacIIONAaraeTesl B MpaBoM
BEpXHEM yIiy pabodero Moms JOKYMEHTa, COCTOMT M3 CJIOB "Qopma 10"
(HanmeHoBanHe KaccuduKaTOpa) I EdPOBOro Koma.

IIpumep - ®opma o OKY ] 0211151,

4.3.2. OcCHOBHOW roCyZapCTBEHHEBIN perucrpauuonnsii  Homep (OI'PH)



10

VHHBEPCHUTETa MPOCTABIAIOT B COOTBETCTBHH C MJOKYMEHTAMM, BBIIABAEMbIMH
HAJIOI'OBBIMH OpTaHAMH.

4.3.3. HWrenTHQUKaIHOHHBIA HOMEp HANOrOILIATENBIIHKA/KON  TIPHYHHEL
niocTaHoBKM Ha y4eT (MHH/KIII) mpocTaBIsioT B COOTBETCTBHH ¢ JOKyMEHTaMH,
BEIJABAEMEIMH HAJIOIOBBIMU OpPTaHAMH.

4.3.4. Haumenopanue YHHUBepCHTETA - aBTOPa JOKYMEHTa Ha OIaHKe JOKyMeHTa
JAOIDKHO COOTBETCTBOBATH HAMMEHOBAaHHIO IOPHIMYECKOTO JHIA, 3aKPCIUIEHHOMY B
ycTage. Ilom HaymMeHOBaHMEM OpraHUM3alMM B CKOGKAX YKa3bIBAETCS COKPAIIEHHOE
HaHMEHOBaHHUE Y HUBEPCHTETA.

4.3.5. HamMeHOBaHHE CTPYKTYPHOTO IOApasfeNeHHs - asTopa NOKYMEHTa
HCHONE3YeTCss B ONaHKax NOHCeM M ONaHKaX KOHKPETHHIX BHIOB ITOKYMEHTORB
COOTBETCTBYIOLIMX IOJAPA3NECI€HHN B COOTBETCTBHM C JIOKAJIBHBIME HOPMATHBHEIMH
aKTaMH U YKa3bIBAETCS 110/ HAHMEHOBaHUEM OPIraHU3AIlH.

4.3.6. Havmenopanve JOIDKHOCTH JIHLA - aBTOPA JOKYMEHTA HCIIONB3YETCS B
GranKax [OKHOCTHBIX JIMI{ M pacrojiaraeTcs IO HauMEHOBAHHEM OpraHH3alliu
HaumeHnoBanue AOMKHOCTH JHLA - aBTOPA SOKYMEHTA YKa3EIBAETCH B COOTBETCTBHH C
HAaVMEHOBaHUEM, IIPHUBEICHHBIM B PaclOpsAANTENBFHOM J0KYMEHTe O HasHaueHWHM Ha
IOJDKHOCTE.,

4.3.7. CnipaBoynsie naHHBIC 06 YHUBEPCUTETE YKA3bIBAIOTCA B OIAaHKAX ITHCEM H
BK/IIOYAIOT: IIOYTOBLIH ampec (DOIONHHTENHHO MOXKET YKa3hIBAThCS aipec MecTa
HaXO0XICHHA FOPHIMYECKOTO JIHIA, €CIH OH HE COBINAfaeT C IIOYTOBBIM aIpecoMm);
HOMep TenedoHa, pakca, ajpec SIEKTPOHHON MOYTHL. B COCTAB CIPaBOYHBIX IAHHBIX
TaK)Xe MOXKET BKJIXOYAThCA: KO opraHuzanuy no ObumepoccuiickoMy Knaccupuxaropy
OpenmpuaTHiE  w  oprammsamuii  (OKIIO),  ocHOBHOM  rocynapcTBeHHEL
PEeTHCTpalMoHHEIH Homep opravusaimu (OIPH) u mueHTHOWKANHOHHBIE HOMep
HaJIOTOTIIATeNbIIUKA/KO IPAYHHEI TIOCTAaHOBKY Ha HANOroBbIH yuet (MHH/KIIIT).

4.3.8. HaumeHoBaHWe BMJa HOKYMEHTa yKa3hIBAeTCS Ha BCeX JOKYMEHTAX, 3a
MCKITFOUEHHEM JISNIOBBIX (CIy)KeGHBIX) ITICeM, PaCIIONATaeTCs 0 PEKBH3HTAMY aBTOPa
AOKyMEHTa (HaMMEHOBaHUeM OpraHU3alMHN).

4.3.9. [lata [0KyMEHTa COOTBEICTBYeT JaTe NOANMCAHHUSA (yTBEPIKICHHS)
JOKyMEHTa MJIH Jare COOBITHS, 3abHKCHPOBAHHOrO B AOKyMeHTE. JIOKYMEHTSL,
M3/IatHbIe IBYMS HIH Gollee OpraHu3aluaAME, IMEIOT OAHY (€HHYIO0) [IaTy.

[lata NOKyMeHTa 3aIMCEIBAETCS B IIOCIEOBATENBHOCTH: JIGHb MECSIA, MECALIL,
roJl OMHHWM U3 JIBYX CIIOCOOOB:

apabckumu nudpaMr, pasaenesHsIMU ToUKoil: 5.06.2016;

CITOBECHO-LIMPOBBIM CII0OCOGOM, HarpuMep: 5 mrons 2016 T.

4.3.10. PerucrpauyoHHBII HOMep - LEbPOBON MM OyKBeHHO-HUDPOBOI
MICHTH(PUKATOP JIOKyMEHTa COCTOUT M3 IMOPSIKOBOTO HOMEpa AOKYMEHTa, KOTOpEIH
AOTONHATCA UHQPOBEIMA WK GYKBEHHBIMH KOXAMH (MHIEKCAMH) B COOTBETCTBHE C
HCTIONB3YEMBIMH KIIaCCH(PUKATOPaMHU.

Ha NOKyMeHTe, COCTaBIEHHOM COBMECTHO IBYMS U Gonee OpPraHU3aNMAMH,
LIPOCTABIIAIOTCA PErMCTPAlHOHHBIE HOMEpa MOKYMEHTa, NPHUCBOCHHBIE KaXIOH W3
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OprasM3alyi. PeriucrpauroHnsie HoMepa OTAEISIOTCS APYr OT Apyra KOCOH uepToit u
I[POCTABIIIOTCS B IIOPSJKE YKA3aHHSA aBTOPOB B 3ar0J0BOYHOH 4HacTd WiH npeambyie
JOKYMEHT4.

4.3.11. Ccpulka Ha PErHCTPANMOHHEIN HOMEpP M ATy NOCTYIHBIIETO JOKYMEHTA
BKITOYA€T PETHCTPAIMOHHEIH HOMEp ¥ IaTy BXOJAIIEro MHUIHATHBHOIO JOKYMEHTa, Ha
KOTOPHIH JAaeTCI OTRET.

4.3.12. Mecto cocTaBneHus (M3NaHWA) JOKYMEHTA YKAashIBAeTCS BO BCEX
AOKYMEHTaX, KpoMe AeNOBBIX (CiIyKeOHBIX) ITNCEM, a TaKkKe JOKIANHBIX, CIyKeOHBIX
3aIIMCOK M APYTHX BHYTPEHHUX HH(POPMAIMOHHO-CIIPABOYHEIX JOKYMEHTOB.

4.3.13. I'pud orpanuyeHHs IOCTYIa K JOKYMEHTY NPOCTABISETCA B IIPABOM
BEPXHEM Yyrily TIEPBOTO JIHCTA AOKyMEHTa (IPOEKTa NOKYMEHTd, CONPOBOXUTEILHOrO
NHChMA K JOKYMEHTY) Ha TpPaHMIE BEPXHEr0 MO [PY HAIMYMA B JOKYMEHTE
MH(OPMANKH, NOCTYH K KOTOPOM OrpaHHYEH B COOTBETCTBHH C 3aKOHONATENHCTBOM
Poccuiickoii ®emepaun.

4.3.14. AnpecaT uCIONB3YeTCS IPH OPOPMIIEHMH AENOBBIX (CTyKeGHbIX) MIHCEM,
BHYTPEHHHX HH(GOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (IOKIANHEIX, CIYXKeGHBIX
3aIMCOK M JP.). AZIPEcaToM OKYMEHTA MOXKET OBbITh OpraHM3aIlif, CTPYKTYPHOE
NIOApa3IEICHUE OpraHU3altH, JOIKHOCTHOS WIH (PU3NYECKOE JTHIIO.

PexBusuT "anpecar" IpocTaBNIsETCS B BepxHell IpaBoil 4acTH JOKyMeHTa (Ha
GIIaHKe C YITIOBBIM PACIIONIOKEHUEM PEKBU3UTOR) WITH CIIPaBa [IOX PeKBU3HTaAMU ONaHKa
(XIp¥ TIPONONBEHOM PACTIONOKEHAN PEKBU3MTOB 61anka). CTPOKH PeKBH3UTA "agpecar”
BBIDABHHMBAIOTCA IO JICBOMY KAl MIIH HEHTPYIOTCS OTHOCHUTENLHO CaMOM IIMHHOMN
CTPOKH,.

Ilpn ampecoBaHMH IOKYyMEHTa PYKOBOJMTENIO (38MECTHTEINO PYKOBOJIUTEJIS )
OpraHH3allid yYKa3bIBAlOTCA B JATEIBHOM Majiexe HAHMEHOBAHUE [OKHOCTH
PYKOBOAWTENA  (3aMECTHTENs]  PYKOBOOWUTENH),  BKIIOUAIONIEC  HAWMEHOBAHHE
OpTraHu3alliy, U GQaMuius, HHAMANE JOIKHOCTHOTO una, Hanpumep:

MHUHUCTPY 3paBOOXPaHEHHS
Poccuiickoit enepariun
Cxksopriopoii .B.

HITH

I'1aBHOMY UHXXEHEpY
000 "Mearexnuka"
Iletposy C.C.

HpH aaIpeCOBAaHUH TIHCLMA B OpranH3anWIO YKa3bIBACTCA €€ IOJIHOE WA
COKpalllCHHOC HAMMEHOBAHHE B UMEHUTEIEHOM ragexe. HaHpHMepZ

DenepansHOe apXUBHOE areHTCTBO
Pocapxus
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Ilpu anpecoBaHMM JOKYMEHT4 B CTPYKTYpPHOE NOApasfeleHHe OpraHHM3allid B
pekBusuTe “ampecar" yKasplBaeTCS B MMEHHTENBHOM TNaJeke HAHMEHOBAHHE
OpraHU3alyuH, HIKE — HAMMEHOBAHUE CTPYKTYpPHOTO MoApasaeneHus. Hampumep:

MuHHCTEPCTBO 3/ipaBOOXPaHEHHS
Poccuiickoit ®eaepariyun
JlermapTaMeHT opraHu3aIiiuim
MEIHIMHCKOH ITOMOILU

lIpn  anpecoBaHmy mHCEMa PYKOBOAWTENIO CTPYKTYPHOTO —IOJpAa3elCHHs
YKa3blBaCTCs B HMMCHHUTENIBHOM Igfe)ke HauMEHOBaHHE OpraHu3alliH, HIDKE — B
FATeIPHOM TMafe)ke HAMMEHOBAaHHE MJOIDKHOCTH PYKOBOAWTENS, BKJIOYAIOIICE
HaNMEHOBAHKME CTPYKTYPHOTO NOZApas/ieNieHus, paMuIuio, HHunuansl. HanpuMmep:

IlNopoackas xknuHMYecKas OONBHALA
Hauanssuxy oTnena kagpor
CemenoBoiit MLA.

Ilepen damunuel JODKHOCTHOTO JIMLA AONMYCKAeTCS YHOTpeOIATh COKpallleHue

"r-Hy" (TOCTIONMHY), €CIH ajpecar MyXKYuWHA, WM "T-xe" (rOCIOXKe), eciH aapecar
KeHurHA. Hanpumep:

1. r-uy ®amumus 1.0.

2. r-xe Qamuma 1.0,

Ilpn  pacceuike [IOKYMEHTa IpyNIe OpPTraHM3alMii OJHOTO TuIla WIM B
CTPYKTYPHBIC IIOAPA3NSNICHNUs OXHOM OpraHU3alyH, afpecaT yKassBaeTcs ob6oOuIeHHO.
Hanpumep:

PyxoBoaurenam
MYHHIIHOAIBHEIX OPraHOB
YIIPaBICHHA 30PaBOOXPAHEHHEM

HpPI PacCbllIKE JHOOKYMEHTa HE BCEM OpraHu3alisisM MIH CTPYKTYPHBIM

[TOApa3CNeHNUAM IIOM peKBU3HTOM "Azpecar” B ckoOKax ykassiBaercs: "(1o crmcky)".
Hampumep:

3aBeIyIOLUM OTIEICHUIMH
UEeHTPAIbLHOHA paitoHHON CONBHULIBI
(o cricky)

B omHoM nokyMeHTe He HODKHO OHITE Gonee JeThlpex agpecatoB. CiaoBo
"Komus1" mnepes BTOPBIM, TpEeTBHM, HEeTBEPTHIM azpecaTaMu He ykasblBaeTrcd. [lpu
GonbIIEM KONHYECTBE apecaToB COCTABIAETCH CIIHCOK (mHcT, yKasaTens) pacChUIKH
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JOKYMEHTa, Ha KaXJIOM [OOKYMEHTEe YKasplBaeTCsa OJHMH ajpecar WIM ajpecar
odopmnsercs o6o6IIeHHO. '

B coctaB pexsusuta "Anpecatr" MOXeT BXOIUTE ITOYTOBEIH ajpec. DJIEMEHTE
IIOYTOBOTO aJpeca YKa3hIBAlOTCA B IIOCNELOBATCIBHOCTH, YCTaHORIEHHOH [IpaBmiamu
OKa3aHHd YCIIyT IIOYTOBOM CBA3H, YTBEP)KISHHBEIMH IIPHKa30M MUHHCTEPCTRBA CBS3H K

MacCOBBIX KOMMyHuKanui Poccuiickoit @eneparum ot 31.07.2014 Ne 234 (penm. oT
13.02.2018). Hanpumep:

Beepoccuiickuit
HAY4HO-HCCIIe0BATEIbCKUH HHCTUTYT
JIOKYMEHTOBE/ICHUS B apXWBHOIO Jea
IIpodcoroznas yo., 1. 82,

Mocksa, 117393

ITouToBEIl afpec MOXeT HE YKA3bIBATbCS B JOKYMEHTAX, HANpPAaBIAEMEIX B
BEICIIME OPraHbl BJIACTH, BBHILECTOSAIIME OPTaHW3alWH, I1OJBEIOMCTBEHHbIE
OpraHu3arui 1 MOCTOAHHEIM KOPPECHOHAeHTaM (38 HCKIIOUSHHEM HAIIPABICHUS [IHCEM
yKasaHHBIM aJ[pecaTaM B KOHBEPTAaX C [PO3PauHBIMY OKHAMH).

Ilpu anpecoBaHMM JOKyMeHTa (GU3HYECKOMY JIHIY YKA3bLIBAIOTCS: (aMHIHS
HHMIIMAJIB], IOITOBLIH ajpec. Hanpumep:

Gamvuaug 1.0.
Jleunna yi., a. 5, kB. 12,

r. ¥Ya, Pecniybnuka bamxopTocran,
450000

Ilpy oTrpaske NHCEMA 10 3IEKTPOHHOM NOYTE WK N0 (aKCHMIIIBHOMN cBazy (563
AOCBUTKY [0 TIOYTE) IOYTOBBIK aipec He yKasBIBaeTca. IIpH HeOOXOIMMOCTH MOXKET
OBITh yKa3aH 3MeKTPOHHEIH anpec (Homep Tenedona/baxca). Hampumep:

Bceepoccuiicknii
HAYYHO-HCCIIe0BATENIECKUN UHCTHTYT

JOKyMEHTOBEECHHS M apXUBHOTO fefa
mail@vniidad.ru

4.3.15. I'pud yTBEpXKOEHMS NPOCTABIAETCS Ha MOKYMEHTE B ClIy4ae ero
YTBEPXKICHUS INODKHOCTHEIM JIHIIOM, PaclopsAUTENBHBIM TOKYMEHTOM
(NOCTaHOBNEHMEM, —peINeHHeM, [PUK&30M, pPACTIOPSIKCHHEM) HIIH pelieHneM
KOJUIETHAILHOTO OpraHa.

I'pud yrBepxaeHHs pasMemaercs B NPaBOM BEpXHEM YINy IEpPBOTO JIACTA

noxyMeHTa. CTPOKH peKBH3WTA BHIPABHMBAIOTCA IO JEBOMY Kparo HIIH LEHTPYHOTCH
OTHOCHUTENBHO CaMO¥ AITHHHON CTPOKH.
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IIpr yTBepXIOeHHH MTOKYMEHT4 [OJKHOCTHBIM JIHLIOM TIpU] YTBEp:KICHUS
cocTout m3 cinoBa Y TBEPXX/IAKD, HanMeHOBaHHS AOJKHOCTH JIHIIA, YTBEPKAAIOIIETO
AOKYMEHT, €ro IOANHMCH, HHUIIHAIIOB, HaMUIiK U JaThl yTRepKaenud. Hampumep:

YTBEPXJIAIO
Pextop ®I'BOY BO BI'MY Muusapasa
(nognuce) (pacimpoBKa MOAITICH)

Harta

Ilpn  yTBepXIeHMH JOKYMEHTa paclOpSOUTEIbHBIM JOKYMEHTOM TIPH(}
yTBepaKIeHusa coctouT w3 cnoa YTBEPXJEH (YTBEPXIAEHA, YVTBEPX/JIEHBI
wm YTBEPXJEHO), cormacoBaHHOr0O ¢ HAMMEGHOBAaHHEM BHIAQ YTBEPIKIAAEMOTO
JOKYMEHTa, HAMMEHOBAHMs pacIlOpAOUTENBHOIO JOKYMEHTa B TBOPHUTEIBHOM IIaJlexKe,
ero narsl, HoMepa. Hanpumep:

(ITpaswna) YTBEPXK/IEHDI
npuxazoM ®I'BOY BO BI'MY Munsapasa Poceun
oT 15.06.2017 Ne 117

Ilpy yTBepKOeHMHM JOKYMEHTa KOJJIEIHMATIbHBIM OPTaHOM, PELIEHHS KOTOpOro
¢duxcupyroTCs B NpOTOKONe, B TIpude YTBEPXKICHMSA YKashlBaeTCA HaHMEHOBAaHHE
OpraHa, pelIeHHEeM KOTOPOTO YTBEPXKICH IOKyMEHT, ZlaTa W HOMep NPOTOKoia (B
ckobxax). Hampumep:

(ITonoxenne) YTBEPXKJIEHO

YYEHBIM COBETOM

OI'BOY BO BI'MY Munznpasa Poccun
(mpotokon ot 04.07.2017 Ne 5)

4.3.16. 3aronoBoK K TEKCTy - KpaTKOe COIEpXaHHE NOKYMEHTA. 3aTONOBOK K
TeKCTy popmymupyercs ¢ npemorom "O" ("O6") u oTBeyaeT Ha Bompoc "o yeM?"):

~ IIPUKAa3 (0 4eM?) 0 CO3JIaHNK ATTECTAIMOHHON KOMHCCUHY,

- mpuKas (0 4eM?) 00 yTBepKIEHHH IITATHOIO PACIIHCAHHS,

- TIHCBEMO (0 9eM?) 0 IPeFOCTARICHHH MH(QOPMALUH,

3aronoBOK K TEKCTYy 0QOpMIAeTCs IIOR PEKBU3UTAMH OJIaHKA CNEBa, OT TPaHHIIEL
TIeBOTO NOJLL. B ykazax, MOCTAaHOBIEHHSX, PEIICHHSX, IPHKA3aX, U3IaBAEMEIX OPraHaAMH
BJIACTH, 3aroNIOBOK K TEKCTY MOXET OQOPMIIATECA HAJl TEKCTOM MOCEPEAUHE pabodero
TIOJIS JOKYMEHTA K [IeHTPHPYETCS OTHOCUTENBHO CaMOo ATHHHOM CTPOKH.

34arolloBOK K TEKCTy MOXET He COCTABISTHCH, €CAM TeKCT IOKYMEHTA He
MIPEBBIIIAET 4 — 5 CTPOK.

4.3.17. TexcT JOKyMeHTa COCTABISETCS Ha TOCYIapCTBEHHOM A3bIKe Poccuiickoif
Deneparum.
B TexcTe HMOKyMEHTa, MOATOTOBIEHHOM HA OCHOBAHHM 38KOHOAATENBHBEIX MM

HHBIX HOPMAaTHBHBIX IIPaBOBBIX aKTOB, paHee H3OaHHEBIX pacriopaguTeIBHBIX
HOKYMEHTOB, YKa3bIBalOTCA HX PEKBH3HTEI:
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- HaUMEHOBaHHe TOKYMEHTa, HAWMEHOBAaHHE OpTaHU3alluy — aBTopa JOKYMEHTA,
KaTa AOKYMEHTa, PETHCTPAIOHHDLIM HOMEp AOKYMEHTa, 3alOJIOBOK K TEKCTY WM
HAMMEHOBaHHE BUJIa TOKYMEHTa;

- HaWMCHOBaHHME OPraHM3allUM MM MJOJDKHOCTHOTO JIMIA, YTBEPAMBLIETO
TOKYMEHT, 1aTy YTBepPKACHMS JOKYMEHTA.

Texkcr pmoxkyMeHTa MOXET cOAepXarh pasfensl, MOOAPAsfelbl, YHKTEL,
HNOMITYHKTEI, HyMcpyeMele apaOckumM uudpamu. YpoBHell pyOpHKaiMy TeKcTa He
JOJKHO OBITE foiee YeTEIpex.

B nmpukasax TekcT m3maraercss OT IEPBOrO JIMIAa EIHHCTBEHHOIO YHCNa
("npuxassiBaio™).

B nokyMeHTax KoJJIerHalpHBIX M COBELIATENLHLIX OPTaHOB TEKCT H3IAraeTcst OT
TPETBErO JIMNd eOUHCTBEHHOrO uucna ("Koierms... nocraHosiser’, “"cobpanwe...
permuto”).

Texkcr mpoTokona H3NaraeTcs OT TPETHEr0 JHIA MHOXKECTBEHHOIO YHCIA
("cimymann", "BercTynunn", "nocraHoBmn”, "pemmmu’”).

B moxymenTax, ycTaHaBNHBAIOIMX IpaBa ¥ OOA3aHHOCTH OpraHM3alUH, HX
CIPYKTYPHBIX IOIApasAeiieHnd (IONOXKEHHe, HHCTPYKIMA), a TakKe COIAepiKalluX
OIKCAHHWE CUTYallWi, aHaNu3 PaKTOB MIIH BEIBOJE! (KT, CHpaBKa), HCHONE3YETCs hopMa
- M3JIOKEHHA TEKCTA OT TPeThero JIHLA EAMHCTBEHHOIO HIM MHOXXECTBEHHOIO 4YHCIa
("otmen ocymectuater (yHKIMMK...", "B cOCTaB yIpaBIeHHA BXOHAT...", "KOMHCCHS
IpOBeJia NIPOBEpKy...").

B coBMeCTHEIX TOKYMEHTAX TEKCT H3NIaraeTes OT IEPBOTO JIMIA MHOKECTBEHHOTO
yncna ("mprkassBaeM”, "pemmnu™),

B nenoBeIx (ciyxeGHBIX) MHCHMAX UCTIONB3YIOTCH (HOPMEI H3TOMKEHIIS

- OT TMEepBOrO JIHIAa MHOXeCTBeHHOro uwcna ("mpocuM HampaBHTh..."
"rpe/cTaBIAeM Ha pacCMOTpeHUE...");

« OT TPeTbero JHNa €IMHCTBeHHOro umcia ("YHHBEpPCHTET He BO3paaer..."
"00IIECTBO CYATACT BOIMOKHEIM...");

- OT IIePBOro JHUA EOUHCTBEHHOro uuciaa ('cuuTaro HeoOXOAUMBIM..."
"Ipexarao paccMOTpeTh..."), eciu MHCEMO OhOPMIIEHO Ha JOJDKHOCTHOM GIIaHKe,

B TexcTax IOKyMEHTOB yTIOTPEGIIOTCS TONBKO OBLIENPHHATEIE a66peBUATYPEI
rpauyYecKie COKpaIIeHHs.

Ilpu ymotpebnennu B TekcTe (GaMyUIAN JTHI HHMIHATIE YKa3BIBAIOTCS [OCIE
haMrIH.

B nmenoBeix (cIyxeGHBIX) IIMCEMAX MOTYT HCIIONB30BATHCS

- BCTYIHTENBHOE O0palneHue:

YBaxxaeMslit rociopun Ipeacenatens!

YBaxaeMpll rocoauH ['yGeprarop!

YBaxaemsli rocronus [Ipoxopos!

YBaxaeMas rocrosxa 3axaposa!

Ysaxaemslit Hukomnait TTetposm!

YBaxaemast Onsra HukonaesHa!

2
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YBaxaemsle rocrogal

B obpamenny no AoMKHOCTH HAHMEHOBAHYUE IO/DKHOCTH ITHIIETCS ¢ IIPOIMCHOM
OyKBEI, B 00pallleHnH 10 GaMHTMH HHHIKATH] JIMLA He YKa3hIBAIoTCH.,

- 3aKIMIOYUTENbHAs STUKeTHas (pasa:

C yBaxkeHwueM, ...

43.18. OrMeTka © UPUIOKEHHH COUEPKHT CBEISHHA O JOKYMEHTE
(mOKyMeHTaX), NPHIAraeMoM K OCHOBHOMY [JOKYMEHTY (B COIPOBOIHTENHHBIX
[IHChMaxX, MPETCH3MAX, aKTaX, COpaBKax H APYIHX HHPOPMALMOHHO-CIPABOYHBIX
JIOKYMEHTaX) HJIM O TOM, YTO JOKYMEHT fBIAETCS TNPHIOKEHHEM K OCHOBHOMY
IHOKyMeHTY (B JOKYMEHTaX — MNPHIOKEHHSIX K PAaCIOPAANTENLHEIM JIOKYMEHTaM,
TIONOKEHUSIM, [paBWIaM, WHCTPYKLIKAM, JOroBopaM, IUIaHaM, OT4eTaM M| 1p.
JOKYMEHTaM).

B  cOmpoBoAMTENBHEIX IHMCHMax ¥ APYIHX HHQPOPMALMOHHO-CIIPABOYHEIX
AOKyMEHTaX OTMETKA O IPHIIOKEHUH OQOPMIIIETCS IO TEKCTOM OT TPaHMIB JICBOrO
IIOJIA CIAEAYIOUM 00pa3om:

- €CIIH IIPUIIONKEHHE HA3BAHO B TEKCTE:
ITpunoxenue: Ha 2 1. B 1 3K3.

- €CJIH IIPHIOXKCHHC HE HA3B4HO B TEKCTE HIIH eClIH HpHJIO}KeHI/Iﬁ HCCKOJIBKO,
YKa3beIBarOT HA3BAHUA JIOKYMGHTOB-HPHHO}KGHHﬁ, KOITHYECTBO JIUCTOB H IK3EMIUIAPOB
KaXXoro IIpHIOXESHN .

ITpunoxenne: 1. llltarHoe pacrucanue Ha 4 1. B 1 3K3.
2. CMmeTa pacxo/oB... Ha 2 1. B 1 3K3.

- ©CJIU NIPHIOKEHHUE (IIPUIOKeHH) COPOIIOPOBAHEL
IIpunoxenue: oraer 0 HUP B 2 3K3.

- €CIH JOKYMEHT, SIBIIAFOLIUHCS IPHIOKCHHUEM, HMECT IIPHIOKEHHUA C
CaMOCTOSTCIIEHOH HyMepauHeﬁ CTpaHHII:

Ilpunoxenne: nucsmo Pocapxusa ot 05.06.2015 Ne 02-6/172 u TIPHIIOKEHUS K
HEMy, Bcero Ha 571

- CCIH TPUITOXKCHHEM SBISETCS 000COGNEHHBI DIEKTPOHHEIN HOCHTENb
(koMnakT-gucK, usb-duent-HakomuTens u ap.):
Ipunoxenue: CD B 1 5x3.

Ilpu sToM Ha BKIajmsime (KOHBEPTE), B KOTODHIL MOMEIIAeTcs HOCHTENb,
YKa3bIBAlOTCA HAMMEHOBARUS IOKYMEHTOB, 3aITUCAHHEIX Ha HOCHTENb, UMeHa (aitioB.

B pacnopsanuTensHbIx HOKyMeHTaX (peleHHSX, NpHKa3ax, pacIOpSIKEHHSIX),
AOrOBOpaX, IIOJIOXKCHHSX, NPAaBUIAX, HHCTPYKIMAX H APYrUX HOKYMEHTaX OTMETKA O
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IPUIIOKEHHH OQOPMIISETCS CIENYIOMIHAM 06pa3om:

- B TEKCTe INOKYMEHTa IpH INEPBOM YIOMMHAHHH NOKYMEHTA-IPUIOKEHHS B
CKOOKaX yKasBIBaeTCs: ... (IIPHIOXKEHWE) WIH ... (MpWIOKeHWe 1); mepes HOMeEpoM
NPHUIIOKEHUS JIOMYCKAETCs CTABHTE 3HaK HoMepa: ... (puiioxenne Ne 2);

- Ha I[epBOM JIMCTE JOKYMEHTA-I[PUIOXKEHHUS B TPABOM BEPXHEM Iy
YKa3bIBAECTCA:

ITpunoxenne Ne 2

K npukaszy ®I'bOY BO bBI'MY
Munzgpasa Poccuu

oT 22.03.2015 N2 93

CTpoKH peKBU3HTa BHIPABHHBAIOTCA IO JIEBOMY Kpal0 HIM IIEHTPHPYIOTCS
OTHOCHTEJIbHO CaMOH JIMHHOMN CTPOKH.,

Ecny nmpusioxenyueM K pacTOpsAIUTENEHOMY TOKYMEHTY ABIAETCS HOPMATHUBHBIHN
IpaBOBOM aKT WM MHOH NOKYMEHT, YTBEp)KHAEMEIH NaHHBIM PacHOPAIHTEIBHBIM
AOKYMEHTOM, Ha TI€PBOM JIHCTE MPUIOKEHMS NPOCTABIAETCA OTMETKA O [IPUIIOKEHHH
(6e3 cCBUIKM Ha DPACTIOPSIMTENBHEI TOKYMEHT) M TpH] yTBEPXKAEHHSI, B KOTOPOM
YKa3bIBAIOTCA JaHHBIC pacHOPAIMTENBHOIO JOKYMEHTd, KOTOPHIM yTBEpPIKIEH
JOKyMeHT-nipunoxkenue. Hanpumep:

[Tpunoxenne 1
YTBEPXJIEHO

Pexropom O®I'BOY BO BI'MY
Mumnznpasa Pocenu

ot 18.05.2017 Ne 68

4.3.19. I'pud cornacoBanms JOKYMEHTAa B 3aBHCHMOCTH OT BH/A JOKYMEHTa M
0coOeHHOCTeH ero ohopMIICHHS MOKET IPOCTABIITECS:!

- Ha IICPBOM JHCTE NOKYMEHTa (ECJ'IH JOKYMCHT AMCECT THTYJIBHBIﬁ JIUCT, — Ha

TUTYJIBHOM JIHCTE) B JIEBOM BEPXHEM YLy Ha YPOBHE rputa YTBEpXKICHHSI WA MOJ
HanMEHOBaHUEM JOKYMEHTa ONIKe K HIDKHEMY II0JII0);

- Ha TIOCIIEAHEM JINCTE JOKYMEHTA IO, TEKCTOM,
- Ha JINCTE COTVIACOBAHMS, ABISIOIIEMCS HEOTEEMIEMOI YaCTBIO JOKYMEHTA.
I'pud cornacoarms cocrout w3 cmosa COI'JIACOBAHO, nomxHOCTH JIHILa,
KOTOPBIM ~ COTJIACOBaH JOKYMEHT (BKIIOYas HAMMEHOBaHWE OpraHM3alluH), ero
COOCTBEHHOPYYHOM IOAMKCH, HHUIHANOB, GaMHIHH, NaThl COrTACOBAHIL. Hampumep:

COI''TACOBAHO

Pextop ®I'5OY BO BI'MY Munsipara Poccnu
(riogmues) Y.O. Gamunns
Hara

Ecmu  cormacosanue OCYLICCTRIACTCA KOJIIETHAIBHEIM OopraHoM, B rpmbe
COTITACOBAHUST YKA3BIBAIOT CBEJISHHI 00 Oprane, cornacoBaBlleéM JOKYMEHT, OaTe H
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HOMEpPE IPOTOKOJ4, B KOTOPOM 3a(UKCHUpPOBAHO pellleHHe O corjiacoBanuu. Ecam
COTJIaCOBaHHE OCYIIECTBIAETCA INCHMOM, YKa3bIBAIOT BUJ JOKYMEHTA, OPTaHH3aIHI0 —
aBTOpa JOKyMeHTa, JaTy U HoMep NnHckMa. Hampumep:

COI'JTACOBAHO

Komuccuett 1o fenam conuansHoi 3aImuThl
(mpoToKoI OT Ne )
COT'JTIACOBAHO

nucsMoM BAK ot 16.12.2015 Neo 249

4.3.20. Bu3za CBUIETENECTBYET O COTJIACHY ¥JIM HECOIIACHH AOJDKHOCTHOIO JIMIA
C COICPIKaHHEM IPOEKTa JOKYMEHTa. BH30H odopmisieTcs BHyTpeHHEE COTIaCOBAHHE
JOKyMeHTa. BH3a BK/OYaeT NOIDKHOCTL JIHIA, BU3HMPYIOIUEr0 JOKYMEHT, IIOIKCE,
paciu(ppoBKy noanucy (MHUIMANEL, (GaMUIHIO) U JaTy By3upoBanus. HampuMmep:

HauansHUK OpraHU3alrOHHO-TIPAROBOTO YIIPABICHMSA
IToamucsy U.O. ®amumus
Hata

[lpy Hanmu9my 3aMeYaHuil K JOKyMEHTY BH3Y OQOPMISIOT CIIEAYEOIIHM 00pa3oM:

3aMeuanus MpuiaraloTcs.
Havansnuk ropuaudeckoro otaena
IToamuce 1.0, damunug

Hata

B cucTeMBl 3eKTpOHHOrO JOKYMEHTOOOOPOTA, COIIACOBAHME MPOBOIUTCS B
3NeKTpoHHOH (popme, cormacao 'OCT P UCO 15489-1.

B noKyMeHTaX, TONIHHHMKH KOTOPBIX XpaHATCA B YHMBEpPCHTETE, BH3bI
TPOCTABIIAIOT Ha IIOCAEAHEM JIUCTE AOKYMEHTa MOA IONUCEI0, Ha 000pOTE TIOCIETHETO
JMCTa ITOANHHHMKA JNOKYMEHTa WM Ha IHCTe COTVIacoBauus (BHU3APOBAHHS),
IPHIIaraeMoM K JOKYMEHTY.

B HCXOAAUIHX AOKYMEHTaX BH3EI IPOCTABJIAIOTCA Ha 3K3EeMINTApax XOKYMEHTOB,
IMOMCITACMBIX B AEII0.

4.3.21. Iloanuch BKIFOUAET: HAUMEHOBAHHE JOKHOCTH JIAILA, NOAMHCEHIBAIOIIETO

FIOKYMEHT, €ro COOCTBEHHOPYYHYI0 NOIIACH, PACUIMpPOBKY MOAMMCH (MHHIHAIEL,
damunms). Hanpumep:

Pexrop [Monmuce N.0. Gamumug

Ecnn moxymeHT opopmien He Ha OnaHKe, B HAWMEHOBAHHE JOJDKHOCTH
BKIJIIOYAeTCs HAMMEHOBaHHe YHHBepcuTeTa. JlolrycKaeTcs IeHTPOBaTh HANMEHOBAHUE
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AO/DKHOCTH JIMIIA, MOJNHKCABINIETO JOKYMEHT, OTHOCHTENBHO CaMoM UIMHHON CTPOKH.
Hampumep:

Pextop
OI'bOY BO BIMY
Munznpara Poccuu TTojmuce H.0. ®amunus

HpH IIOANMCAaHHH  JOKYMEHTa  HECKOJIBKMMH  HOJUKHOCTHBIMH  JTHIIAMH,
3aHUMAaIOMYMH PasHOC IOJOKEHHEe, HX MOAIHACH paclionararoTca ofHa Imoxg Il;p}’l"OfI B

IIOCIIEIOBATENBHOCTH, COOTBETCTBRYIOLEH HepapXwd 3aHMMAaeMBIX JOKHOCTEH,
Hamnpumep:

PekTop IMoymnucs N.O. Gamunus
I'masHEIR OyxranTep IMopnuce N.0. @amunus

HpH NOATINCAHHH JOKYMEHTA HCCKOIBKHMM JIHIAMH PaBHEIX IOKHOCTEH HX
IIOAITHCH PacIiojiararoTcd Ha OQAHOM YpPOBHE. HaanMep:

HavansHuK ynpaBneHus Kagpos HauansHux IU1aHOBO-()HHAHCOBOTO
YIIPaBIICHUS
Tloamuce HN.0O. ®amunus IMoamucek HN.O. Gamunus

B JOKYMCHTAaX, COCTaBISCHHEBIX KOMHCCHeﬁ, B JIOAIIHUCH YKa3bIBaCTCA CTATYC JIMIA
B COCTaBC KOMHUCCHH. HaHpHMep:

IIpencenarens KoMuCCHM IMomruce N.0. Qamumus
YUneHbl KOMHCCHU Iommucs .0, Qamumnus
[Toarmrce H.0. Gamunnsg
Iommuce HN.0. Gamunus

Ilpn  nmonmwcaHuMM  JOKYMEHTA  JIMIOM, MCIONHSIONAM  OOA3aHHOCTH
PYKOBOAUTENSA, MOANUCE ODOPMIIIETCS ¢ YKA3aHHEM CTaryca MODKHOCTHOTO JHIEA B
COOTBETCTBHU C IPHKA30M (pactopsikenueM). Hanpumep:

H.o. pexropa ITomuces HN.O. Oamunng

W

Henonugronuil 0093aHHOCTH
pexrtopa IHonmucs H.O. ®amunusg

Ilp noanMcaHHM NOKYMEHTA IIMIIOM, HMEIOLIAM IpaBO IIOJIHCK B Cliydae
BPEMEHHOIO OTCYTCTBHS PYKOBOOHWTENA, UCIIPABICHHsS B HAMMEHOBAHUE HOJDKHOCTH H
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paciudbpoBKy haMHINK YXKe IOATOTOBISHHOTO ¥ COTJIACOBAHHOTO IIPOEKTa JIOKYMEHTA
BHOCATCA OT pyKH MIH C MCIIONB30BAaHHEM COOTBETICTBYIOIIMX Iurammos. He
JOIIYCKAaeTCsA CTAaBUTHh KOCYHO YepTy, HAJIUCh '3a" mepell HaUMEHOBAHUEM JIOKHOCTH
JHIA B IOJINCH, ECIIH JOKYMEHT NIOANMCEIBAET HHOE HOIDKHOCTHOE JTHLIO.

4.3.22, Ormerka 00 3NMEeKTPOHHOH IOAIMCH HCIONB3YETCA MPH BU3yaTH3aIlHH
3JIEKTPOHHOIO AOKYMEHTa, IOJIMCAHHOTO 3NEKTPOHHOI NOANHUCEIO, ¢ COBIIIOZEHHEM
CIIeIYFOIUX TpeOOBaHUH;

a) MeCTO pasMEIUCHUs OTMEeTKA 00 9JIeKTpOHHON [TOANHCH  JIOJKHEI
COOTBETCTBOBAaTh MECTY pasMEIleHHs] COOCTBEHHOPYUYHOH IOAIIMCH B aHAJIOIHYHOM
JOKyMEHTe Ha ODyMaXHOM HOCHTETIE,

6) 2JIeMEHTHl OTMETKH 00 3JIeKTPOHHOMN MOAMHMCH AOKHBI OBITH BHIAWMBIMH U
YU TaeMBIMH IIpH OTOOpaXKEHUH JOKYMEHTA B HATYPAILHOM PasMepe;

B) 3I€MEHTHI OTMETKH 00 97EKTPOHHOU MOANUCH HE JIOMDKHEI IIEPEKPEIBATHCS HITH
HaKIaJ(BIBaThCA JpYT Ha Ipyra,

) 3JIEMEHTBl OTMETKM 00 JJIEKTPOHHOM NOMIHCH He NOJKHBI IepeKphIBaTh
DIIEMEHTEl TEKCT4 AOKyMEHTa H JpYrHe OTMETKH 00 JJIeKTPOHHOM TOoANHUCH (IIpH
HAJIHIHH ).

OtMeTka 00 SMEKTPOHHON MNOANMCH B COOTBETCTBMM C 3aKOHOAATEIHCTBOM
Poccuiickolt ®epepanmu BkmouaeT Gpasy "JOKyMeHT TOANHCAH 3IEKTPOHHOMN
IIOJIUCRIO", HOMep cepTH(HKaTa KIIOYa 3JICKTPOHHOH I[IOAMMCH, (aMUIIHIO, HUMS,
OTYECTBO BIAJENEIA CEPTU(HKATA, CPOK NeHCTBUS cepTHUhHKATa KIIOYa 3IEKTPOHHOM
moamucH. OTMeTKa 00 3IEKTPOHHOH ITOMNIIMCH MOMKET BKIKOUYaTh H3oOpaskeHHe repha,
5MOIeMEl OpraHa BUacTH (OpTraHU3al(H), TOBApPHOIO 3HaKa (3HAKA OGCITY)XHBAHMUA)
OPraHu3aIy B COOTBETCTBHUH C ASHCTBYIOIINM 3aKOHOMATENBCTBOM. Hanpumep:

OMbnema AOKYMEHT IIOJIMCAH
oprasa QNEKTPOHHOH [TIOAITHCHIO
BJIACTH

Hanveropanmue Ceprrdnrar 1a111aaa00000000001 1
AOIIKHOCTH Baagenen Mvsa OtgecTeo DaMunms N.0O. Gavunus
Jeiicreurenen ¢ 01.12.2014 no 01.12.2019

4.3.23. Tleyarp 3aBepfeT MOMTHMHHOCTL IMONIHCH IOMKHOCTHOIO JIMIA Ha
JOKYMEHTaX, YMOCTOBEPAIOIIMX IIpaBa JHI, GUKCHPYIOUHX (axkThl, CBSI3aHHLIE C
(pMHAHCOBBIME CpEJCTBAMM, 4 TAKXKe Ha HMHBIX JOKYMEHTAX, IpeAyCMaTpPHUBAIOLIUX
3aBCpeHHE MONIHNCH IEYaTHI0 B COOTBETCTBHMH € 3aKOHOIATENHCTBOM PoccHiickod
Denepanuyn.

JIOKYMEHTEI 3aBepAIOTCA IIeHaThlO0 YHHUBEpCHTETAa. IleuaTh HpOCTABIAETCS, He
3aXBaTBIBAS COOCTBEHHOPYUHOH IIOJNMCH JHIQ, MOANMCABLIETO HOKYMEHT, WIH B
Mecte, obosnadennoM "MIT" ("Mecto meuaru").

4.3.24. Ormerka 00 HCIIONHHTENE BKIIOYAET (AMEIMIO, MUMS H OTYECTBO
HCTIONHUTENS, HOMep ero Ternedona. OTMeTka 00 WCHONHHUTENE MOXET JOINOHITHCS

HaUMCHOBAHUEM JOIKHOCTH, CTPYKTYPHOTO NOApPa3feNe N B SIEKTPOHHEIM aIpecoM
HUCHOJHUTEIIS.
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OrMerka 06 ucnonHuTene 0GOPMIISETCA Ha JMIEBOR CTOPOHE MOCIeHEro IHCTAa
JOKYMEHTa OT IpPaHHUBI JE€BOI0 IO WIM, [IPH OTCYTCTBHUH MeCTa, — Ha O0OpOTHOM
CTOpPOHE BHU3Y CJIEBA.

Hamnpumep: ©avunust Vma OTdecTBO, HAMMEHOBAHME YIIPABIIEHHUS, AODKHOCTS,
TenedoH, e-mail.

OrmeTka 00 HCIIONHHTENE MOXET OQOPMIISTHCS KaK HYDKHMN KOJOHTHTYI U
Ie4aTaThCs WPH(PTOM MEHBIIET0 pa3Mepa.

4.3.25. OTmeTka O 3aBepeHMH KOIMMHM OGQOPMILIETCS JUIS [IOATBEPKACHUA
COOTBETCTBHSI KOIMH MOKYMEHTa (BBITUCKH W3 JOKYMEHTA) IOJUIMHHHUKY JOKYMEHTA.
OrmMmeTKa 0 3aBEpPEeHHH KOITHH IIPOCTAaBIAETC 10 PEKBU3UTOM "MOANKCE" U BKITIOYAET:
cioso  "Bepwo", HamMeHOBaHHE MOIUKHOCTH JIHIIA, 34BEPUBILIEr0 KOMHIO, €ro
COOCTBEHHOPYYHYO MOAMHCH; PaCIIH(PPOBKY HOANKCH (MHUIKANE], (GaMUIHIO); ATy
3aBEPEHMs] KOMKH (BBIIMCKH U3 AOKyMeHTa). Hanpumep:

Bepno

HOKyMeHTOBe]| OT/IeNa NOKYMEHTAIIHH IMoamuce 1.0. Gamunus
Hata

Ecnu xonws BeliaeTcs Ui IPEACTABICHUS B APYIYIO OPraHU3alHio, OTMETKA O
3aBEPEHMM KOIMUM JOMONHSCTCA HAAMKCHI0 O MECTe XPaHEHHS NOKYMEHTa, C KOTOPOTo
Osina u3rorosneHa xomus («IlogmMHEMK noKyMeHTa Haxomures B ®TBOY BO BIMY
Munsnpasa Poccuu B nene Ne ... 3a ... roz») 1 3aBepsieTcs TIeuaThio Y HUBEPCUTETA.

J1s IpoCTaBiIeHHs OTMETKH O 3aBEPEHHM KOIME MOYKET MCIIONB30BATHCS IIITAMIL.

4.3.26. OT™MeTKa O MOCTYIUIEHUH JOKYMEHTa CIIY>KHT JUIS OATBEPKACHHS (haKTa
IIOCTYNIECHUS JOKYMEHTA B Y HUBEPCHTET U BKIIIOYALT JATY IOCTYIUICHHS M BXONSIUMIT
PETHUCTPAllHOHHEIA HOMEP NOKyMeHTa. IIpH HeoOXOANMOCTH OTMETKA O NOCTYILIEHUH
MOXKET TOIONHATECH yKasaHHeM BPEeMEHH IIOCTYIUICHHS B Yacax M MHHYTaxX ¥ crocoba
JOCTaBKH JOKYMEHTA.

OTMeTka 0 NOCTYINICHHH IOKYMEHTa MOXET pPOCTABIATECH € IIOMOIIBIO
IITaMIIa.

4.3.27. Pe3omonus CONEPIKAT YKA3aHUE 110 UCTIOTHEHHIO JOKyMeHTa. Pezomonusg
odopmireTcs Ha cBOGOAHOM MecTe paGodero oM JOKYMEHTa, Ha GIIaHKE PEe30IIOLHHT
WM BHOCHTCS HEHOCPEACTBEHHO B CHCTEMY JIEKTPOHHOTO JOKYMEHTOOGOpOTA.

Pesomionus BKIOUaeT: (QaMMIHIO, MHULMATE HCHONHUTENS (MCHONHUTENeH),
[IOpYY€HHE TI0 JOKYMEHTY, IIPK HeOOXOAMMOCTH — CPOK HCIIOIHEHHS, I10IIKCh JIHIA,
BBIHECIIIEr0 PE30JIOIHIO, NaTy pesomonny. Hampumep:

Oamunug U.0.

Iponry moarotosuts npemoxkenus x 10.11.2018
ITommucs

Hata
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4.3.28. OrMeTKa 0 KOHTpOJIE CBHIETENECTBYET O IMOCTAHOBKE HOKYMEHTA Ha
KOHTPOIIb, IPOCTABNSETCA 0TMETKA «KoHTpone» mwiu «K» Ha BepXHEM I10Jie JOKYMEHTA.
4.3.29. OT™MeTKa O HamPaBIICHUY JOKYMEHTA B [€JI0 ONpeeNfeT MECTO XPaHeHH
AOKYMEHTa IOCTie 3aBeplueHus paboThEl ¢ HEM M BKIOYAeT: clioBa "B geno”, uHmexc
AeNa 10 HOMEHKIAType Jel, B KOTOpOe IIOMeIaeTcsl JNOKYMEHT Ha XpaHeHHe, C

yKa3zaHHeM Troja, MODKHOCTH JMIa, OQOPMHBIIErO OTMETKY, NONIMCH, IaThl.
Hanpumep:

B nemo Ne 01-18 32 2018 1.
3aB. apXUBOM

IToamuce

Jlarta

OrMmeTka o HallpaBIICHHH JOKYMEHTA B JACGJI0 MOXKET AONOJIHATHCS KpaTKuMH
CBCACHMAMH O XapaKTepe UCIIONHEHUA AOKYMCHTA.

4.4. bnasky NOKYMEHTOB

JOKyMeHTsI YHEBepCHTETa OOPMIISIOTCS Ha OJIAaHKAX M UMEIOT YCTAHOBICHHEIIN
KOMIUTEKC O0S3aTENBHBIX PEKBU3UTOB H MOPSAOK HX PACIIONOXEHUS B COOTBETCTBHHU C
I'OCT P 7.0.97-2016.

. Hist GraHKoB IOKYMEHTOB, HCIIONB3yeTcst Gymara hopmara Ad (210 x 297 mm).

Kaxcaprit muct goxymeHTa, OGOPMIICHHBIN Ha OnaHKe WM 6e3 Hero, NoJDKeH
UMETh [IOJII He MEHee:

20 MM — J1eBoE;

10 MM — mpaBoe;

20 MM — BepxHee;

20 MM — HIXKHEE,

HoxymenTst pmurensEK (cBBme 10 JIeT) CPOKOB XPaHEHHS NOKHBI HMETh
JeBO¢ ToJIe He MeHee 30 MM.

B YHuuBepcurete MCONB3yroTCS GIAHKM JOKYMEHTOB Ha OYMaKHOM HOCHTENE
W/HIM  SICKTPOHHBIE WAGIOHBI GNaHkoB. BiaHKM Ha OyMaXXHOM HOCHTENE U
SNIEKTPOHHBIE IMAGIOHB! GIIAHKOB MASHTHYHEI IO COCTaBy PEKBUSMTOB, TODPSIKY HX
PacNONOKEH S, FTApHATYpaM IpuQTa.

Brnanku nokymenTos Ha GyMa)kKHOM HOCHTENE ¥ BIEKTPOHHBIE MAGIOHE! GIaHKOB
MSTOTABIIMBAIOTCS. HA OCHOBZHHHM MAKeTOB OIaHKOB, YTBEPXKAAEMBIX PEKTOPOM
YHuBepcurera.

B 3aBUCHMOCTH OT PacIIONIOXKEHHsI PEKBUSHTOB YCTAHABIHBAETCS 1BA BapHaHTa
O1aHKOB — YITIOBOM ¥ IIPOJIONBHBI.

IIpr yrnosoM BapuaHTe peKBU3WTH GNAHKA PACIONATAIOTCH B BEPXHEM JICBOM
YTy JHUCTA.

Ilpy NpOXOIBHOM BapHaHTE PEKBU3UTHL ONaHKA PACIONArAFOTCS IIOCepEeIHHE
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JIACTA BJIOJIb BEPXHErO IO,

B VuuBepcuTeTe NPHMEHAIOTCS CleAyroLIue GIaHKT:

a) OIaHK MICEMA,

6) GnaHK mMceEMa IS HHOCTPAHHEIX apecaToB;

B) OJ1aHK NpuKa3a Y HUBEPCHTETA;

T) GIIaHK PacTiOpsKEHHs Y HUBEpCUTETE;

1) 6nank npukasza Knunuxu BIMY;

¢) OnaHk nmpykasa KiuHHIeCKo! cTOMATONOrHYecKoil TOMMKIHHKIKH,

B VYHUBepCHTETE HCIONE3YIOTCS GIAHKH JOKYMEHTOB HA PYCCKOM SI3BIKE KaK
roCyAapcTBEHHBIM a3bIKOM Pocculickolt enepanmu.

JIIs [IePENCKA ¢ MHOCTPAaHHBIMH KOPPECTIOHAEHTAMH HCIONL3YIOT OJAHKH HAa
JBYX SI3BIKaX — PYCCKOM H aHTJIMMCKOM SI3EIKE.

Beererne B obpammenne 1o Mepe HEOGXOMMMOCTH HOBBIX GJIAHKOB JOKYMEHTOB
OCYIIECTBIICTCA IO paspellieHHi0  (IOPYYEeHMIO) peKTopa  YHUBEpCHTETA.
CooTBeTCTBYIOIIHE IPENOKEHAS BHOCATCS HAYAILHEK OTAEIA JOKYMEHTAIHA BMECTE
¢ obpasiaMu HpeaIaracMeIx OIIaHKOB.

4.5. [Ipapuia NOArOTOBKH, 0QOPMIICHHS, COTTIACOBAHMS OTACIIEHBIX BUIOB
JIOKYMEHTOB

4.5.1. Tlpuxas

4.5.1.1. Tlpuxas — 3T0 TIPaBOBON akKT, H3/2BAEMEI PEKTOPOM VHusepcurera,
JCHCTBYIOIIMM Ha OCHOBE JHHOHAYAINS B IeAX PElIeHHS OCHOBHBIX, ONIEPATHBHEIX,
KaZpOBBIX M JIPYTHUX 3a/la4, CTOSIIMK Iepel YHUBEPCUTETOM. [IpHKA3L! MOITHCHIBAIOT
TOJIBKO PEKTOPOM Y HUBEPCUTETA WITH UCIIONHAIOIIM er0 00SI3aHHOCTH.

TpuKasel penarces Ha TpH BHIA:

- II0 OCHOBHOM J€sTEeILHOCTH;

- ONepaTUBHbIE IPUKA3EI,

- IT0 JINYHOMY COCTaBYy.

1IpHKask! [10 OCHOBHOM NEATENTBHOCTH U3NAIOTCS I PEHICHHS OCHOBHBIX 38134,
CTOALMX Tepefl YHHUBEPCHTETOM, @ TAKXKe IS JOKYMEHTHPOBAHHMS OTHOIIEHHIR
oby4arolnerocs W YHUBepCHTETA.

OrnepaTyvBHEIE TIPUKA3bl M3NAIOTCS NS PeLICHHS OIEPaTHBHBIX 3a4ad, CTOAIHUX
rieper; Y HUBEPCHTETOM, II0 BOIPOCAM PYKOBOJICTRE ee TEKYIICH NeITeNBHOCTRIO.

Ilpukaspl N0 JMHYHOMY COCTaBY H3NAIOTCH IS JOKYMEHTHPOBAHUS TPYIOBEIX
OTHOIIEHHH pabOTHHKA 1 paBOTOATENS: IPH NpHEMe Ha paboty, mepeBose Ha Ipyryo
paboTy, NpeNOCTAaBNEHHH OTIYCKd, HANpaBIEHWH B KOMaHOHPOBKY, IOOUIPEHUH
paloTHMKA, HAJIOKEHMH Ha HEro AVCIUIUIMHAPHOTO B3bICKAHHSA W YBOJLHEHHN C
paborel. [lpukassl mo mMYHOMY cocTaBy 0dOpMITSIOTCS B YHHQUIUPOBAHHEIX (hopMax,

YTBCPXKIICHHLIX  OpraHaMM CTAQTHCTHKH, TIOJTOTOBJEHHBIMH II0 ITOCTAHOBICHUIO
pasurenscrra Poccutickoit ®eneparym.
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4.5.1.2. TIpoexTel IpPHKAa30B COCTABIAIOTCA HA OCHOBE TUIATEJBHOIO M
BCCCTOPOHHETO M3yYeHHs 3aTPArMBAaeMBIX B HHX BONPOCOB C TeM, UYTOBHI
coaepalliecs B IIPOEKTax MPEAJIOXKeHHs ObUIM KOHKPEeTHBEIMH W pealbHBIMY,
COOTBETCTBOBAIIH AeHCTBYIOLIEMY 3aKOHOZATEIBCTRY, obecreunBaInCE
HEOOXONMMBIMH MAaTePUATbHO-TEXHUYECKAMH CPECTBAMH M (DMHAHCHPOBAHWEM WU
HCKIIOYalnd HeoOXOHMMOCTE BBITYyCKa JOTONHUTENLHBIX IIPHKA30B B CBA3H C
HETIOIHOTOM MK HeZ0PabOTKOM MpeasIAyIero nprKasa.

IlpoekThl NpHKAa30B TOTOBIT W BHOCAT CTPYKTYDHbIE IIOZpa3eleHUs
YHHBEPCHTETA HA OCHOBAaHMH IIOPYHEHWN DEKTOpa YHHBEPCHTETA, €ro 3aMECTHTeNeH
OO B MHUIMATHBHOM HOpAIKe. IIPOEKTH IPUKA30B MO KaIPOBBIM BOIPOCAM TOTOBHT
YIIpaBJIeHHE KaJpPOB Ha OCHOBAHHK COOTBETCTBYIOLIMX 3aABJICHMIH.

OGecreyenne KayecTBEHHON IIOATOTOBKM IIPOEKTOB NPHMKA30B BO3IATAETCS HA
PYKOBOAHTENEH CTPYKTYPHEIX NOAPA3ACICHHI, KOTOPbIE TOTOBAT K BHOCAT HPOEKT.

IIpoekThl NpHKa30B M INPHUIOXKEHHNA K HHUM BHZHDPYIOTCS MCIIONHHTENEM u
PYKOBOIMTEIEM IIOAPA3ICICHNS, BHECIIAM IIPOEKT, PYKOBOIUTEIIMHE IIOAPa3eNcHuU,
KOTOPBIM B IIPOCKTE NPeAyCMaTPUBAIOTCA 3aAaHUY U NOPYIESHHUS, a TAKIKE HAYaIbHHKOM
OPraHH3allMOHHO-TIPABOBOTO YIPABIEHUS, IOPHAWYECKOTO OTHENA H HAYaJbHHKOM
OTAeNa JNOKyMEHTaluW. BospakeHWs IO MOPOEKTy NpyKa3a, BO3HUKAIONIHE IIpH
COrNacoBaHHM, M3NAraloTCf B KapTOYKe COIVIAaCOBaHMA IIPHKa3a B  CHCTEME
BJIEKTPOHHOTO OKyMeHTo00opoTa. Ecii B Nporiecce cOracoBanus B OPOEKT IIpHUKa3a
BHOCATCS M3MCHEHHS NPHHIMIHAIBHOIO XapakTepa, TO OH HOMISXUT HOBTOPHOMY
COIJIaCOBaHHIO.

1IpoeKTE! NPYKa30B, NPeACTaBIAEMbIe PYKOBOAUTENO HA MOAMKUCH, BU3HPYIOTCS
AOJDKHOCTHBIMH JIHIAMH, OTBETCTBEHHBIMHU 3a PETHCTPALMIO IPHKA30B B COOTBETCTBHH
C pacripe/ieNieHueM 00s3aHHOCTeH (paGOTHHK OTAeNa JOKYMEHTAlMK HIH YIIPaBlIeHHS
KaJIpoB, MIIK OTAeNla Ka4ecTBa 06pa3soBaHua K MOHHTOPHHTA, HIIH OTIENa OpIUHATYPEL,
WM OTAENa KOOPJMHAIMM HAy4YHBIX HCClenoBaHui, mmu I[leHTpa m0BY30BCKOiX
TOATOTOBKH W NPOQOPHEHTALMOHHON paGoTE, Wi WHCTHTYTA JOIOIHHTEIBHOTO
IPOQECCHOHABHOrO 06pazoBaHus, WM MeIHIHHCKOTO KOWIemKa, Wiy IKrmHuKH
BI'MY, unm KnuHu4eckol cToMaToIoru4ecKost TIOMMKIHHIKY, B 3ABUCUMOCTH OT TOTO,
KaKoe CTpYKTYPHOE NOApa3IeNeHKe OCYIIECTBIIAET PETHCTPAIHIO IPHKA3OB).

Ilpy MOAroTOBKE NPOEKTOB NMPUKA30B HE JOIYCKACTCS AyOnHupoBaHWe paHee
H3NaHHBIX IIPHKA30B, U CCHUIKA HA aKThl, YTPATUBLIKE CHILY.

TIpoeKTsl NpHKA30B IIEYATAIOTCS Ha CTaHIAPTHBIX OIIAHKAX YCTaHOBIEHHO
¢opmet B cootBercteum ¢ OCT P 7.0.97-2016. JaTtoit mpukasza ABIAETCS JaTa ero
IIOATTHCAHHSI.

4.5.1.3. B VuuBepcurere MOryT pa3pabaTEIBATHCS YyHUGHUMPOBaHHbIE (HOPMEI
IPHKa30B. YHUQHUIMPOBAHHEIE (OPMEL [IPHKA30B 1O O(OPMICHHIO OIKHBI

COOTBETCTBOBATH TPeOOBaHMAM HacTosmeN YIHCTPYKINK 1 HOMKHbI ObITH YTBEPXKIEHBI
NIPHKa30M YHUBEPCHTETA.
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IIpuxasel HyMepyIOTCSl IIOPSAKOBOM HyMepauueil B mpefenax KaJeHIapHOro
roja, IMpHKasel II0 pasHBIM BUAAM JEATENBHOCTH HYMEPYIOTCA OTHENBHO ¢
Ao00aBIeHHEM JTNTEPEL, COOTBETCTRBYIONIEH HAIPABIEHHIO JeATENbHOCTH Y HUBEPCHTETA.

Ilpukasel, mocne peTHCTpanMM, BHIKIAABIBAIOTCA B CHCTEME 3JIEKTPOHHOTO
JOKYMEHTOOOOPOTa ¥ HANPABNAIOTCS HCIONHHUTENSIM W 3aHHTEPECOBAHHBIM JIMIAM, B
COOTBETCTBHM C JIMCTOM DPAacCBUIKM II0 3JIEKTPOHHOM NOYTE, OTBETCTBEHHBIMH 3a
PEerucTpaLyIO IPUKA30B.

4.5.1.4. Tlpuxassl IeyaTarOTCs Ha ONaHKaX ycTaHOBIeHHOH (opMel (IHCTax
bymaru dopmara A4 (210 x 297 MM), HauMeHOBaHWE BHUAA NOKYMEHTAa — IIpUKa3 -
pacrosaraercs 1eHTpOBaHHO.

ITpukas pMeeT ClenyIOMue PEKBU3HTEL

a) IIOTHOE M COKPAICHHOE HANMEHOBAHHE YHHBEPCHUTETA,

6) nmns  cTpykrypHbix mompasgenennit (Knwunka BI'MY, Knmnudgeckas
CTOMATONOTHYECKas  TONHMKIMHMKA)  IIOJJHO®  HAaUMEHOBAaHME  CTPYKTYPHOTO
MOApa3/IeNeHus;

B) HAUMEHOBaHUe BH/A akTa (IIPUKa3/pacliopsHKEHUE) U €T0 HA3BAHHKE;

I') AaTa IOJIIMCAHHS U HOMEp;

1) HalMEeHOBaHKe TODKHOCTH M (haMUITKS JIHIE, IOAMTHCABIIErO IIPHKA3.

Hara odopmnsercs mudpoBEM CHOCOGOM, HOMEP COCTOMT U3 3Haka "Ne" m
IIOPsIIKOBOTO HOMEpa IIPHKAa3a.

4.5.1.5. 3aronoBok IpHKa’a HOJDKEH KPaTKO M TOYHO OTPAXKATh COMEPIKAHHE
TEKCTa MpuKasa, Hanpumep: «O INpoBeleHUH CIIEIMANLHON OLEHKH YCIOBHI Tpylda B
Yuusepcurere», Touka B KOHIE 3ar0lOBKa HE CTABUTCHA. 3arojIOBOK, COCTOALTHI M3
ABYX W 0ojiee CTPOK, II€UaTAaeTCs IONYXKHPHBIM IpHGTOM Yepe3 | MeXCTpOdYHBIH
HHTEPBAIL.

4.5.1.6. TekcT npHKasa COCTOHT, KaK MNpPABWIO, W3 KOHCTATHPYIONIEH U
PacIIOpsIIUTEIEHOH JacTei.

B koHcTarTupyloimel 4acTH KpaTKO H3NAraloTcs Leld ¥ 3afaud, (axKTel U
COOBITHS, MOCITYKHBIINE OCHOBAHHEM Ui H3IaHWs Npuxaza. OHA MOXKET HaUHHATHCS
ciiopaMH "B mengx", "B cooTBeTcTBHHU", "BO Hcnonuenue" u T.n. Ecu IpHKa3 U3TaeTCs
Ha OCHOBAHHM IPYroro MOKYMEHTa, TO B KOHCTATHpPYIOIIeH HacTH YKa3blBAeTCs
HaNMEHOBAHHE STOT0 JOKYMEHTa, €ro JlaTa, HOMEp H 3arojioBOK.

IlpeamGyna B mpoeKTaxX IIPHKA30B 3aBEPLIAETCS CIOBOM, I p M K @ 3 Bl B 4 IO,
KOTOPO® TeYaTaeTCs CTPOYHBIMHE OYKBaMH BPa3psIKy, IIOCIIE HETO CTABUTCS IBOETOYHE.

PacniopsiniTenpHas 9acTh JO/DKHA COLEPXKATh MEpedycieHne MpPeHCHBaeMbIX
JEHCTBHH ¢ yKa3aHWeM HCHONHHUTENS KAXAOro ACHCTBHS M CPOKOB HCIOIHEHHSL.
Pacmiopsiiurensras 4acTh MOMET NENMTBCA Ha NYHKTHI M HOANYHKTHI, KOTODBIE
HyMEpyIoTes apabckumu mudpamu. JeHCTBHS OXHOPOIHOTO XapaKTepa MOTYT GBHITE
IEPETUCIICHE] B OHOM ITyHKTe. B Ka4ecTBe HCIOMHUTENeH YKa3bIBAIOTCS CTPYKTYPHBIE
NOZpasfeNeHs UITH KOHKPETHBIE IOJDKHOCTHEIE HIa. B ciiyuae ecnu ynpasnenueckoe
ACHCTBHE IpPEAIONaraeT KOHKPETHOrO VCIIONHATENS, COOTBETCTBYIOIMH IIYHKT
AOKYMEHTA NOIDKEH HAYHHATHCS C YKa3aHus JOIDKHOCTH U (aMWiIMM HMCIIONHHTENS
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(MHMLIAAJEL B TEKCTE CTaBATCA Moche (aMHIuH) B JaTenbHOM naziexe. CIMCKH Uil B
TeKCTe IpHKa3a 0QOPMISIOTCS B alN(aBUTHOM ITOPSIKE.

B cmmckax ¢ ykasanueM NOMKHOCTH U (GaMHIINH, FOIDKHOCTE YKA3bIBAETC Iepe
Gamunnelt B mopsake yOBIBaHUSI [0 CTETICHH TIOAYMHEHHS 3aHUMAEMBIX JODKHOCTelH. B
IIpHKa3e 0013aTENIEHO YKa3bIBAETCA JODKHOCTE paboTHHKA Y HUBEPCUTETA.

B npuxas He cneayeT BKIOuYarTh IyHKT ."lIpmka3s jpoBecTH [0 cBemeHMA...".
JOIDKHOCTHEBIE JIHIA, A0 CBENEHUS KOTOPHIX NOBOIMTCS IPHKa3, MEPeHHCIIIOTCS B
JIUCTE PACCHUIKH, KOTOPEIN UCIIONHHTENE TOTOBUT BMECTE C IIPOSKTOM IpHKa3a.

Eciin B TeKCTe npuKa3za HeoOXO0AMMO YKa3aThk pa3Mep JeHEeXHBIX CPeICTB, CyMMa
yKaBBIBaeTCH B HHU(PPOBOM BBIPAKEHHH K IPOMUCHIBACTCS MPOMHCHIO, MIPH 3TOM
KoIleWku o0o3HavaroTed uudppamu, Hanpumep: 3000,20 py6. (Tpu Thicsum pybiei 20
KOIIEEK).

IlocmeHUR IIYHKT pacTIOPANUTEIBHON 4YacTH MOXET COACPXKATh CBEICHUS O
IOApa3eIeHUH WIH JAOJDKHOCTHOM JHIE, Ha KOTOpOe BO3NIaraercs KOHTPONb 3a
UCIIOJIHeHHEM IIpHKasa.

Ecnu nprkas usMenser, oTMEHsAeT WIH JONOJIHAST paHee U3JAHHEBIA JOKYMEHT
MW KaKKE-TO €ro IOJO0XKEeHHsA, TO OOUH H3 IyHKTOB PaCIOPSIMTENBHON 9acTH TEKCTa
JOJDKEH COJEPKATh CCBUIKY Ha OTMEHAEeMEBIH JOKyMeHT (IyHKT MJOKyMEHTa) C
YKa3aHHEM €TI0 aThl, HOMEpa U 3aT0N0BKa. TeKCT ITyHKTa JOJKEeH HAUHHATHCA CIOBAMU
«IIpH3HaTE yTPaTHBIINM CHITY IpuKa3 YHuBepcurera ot 10.01.2015 Ne 10 «O.........».

Ecnu HOBEIWM NPHKA3 OTMEHAET TOIBKO ONMH (MM HECKOJBKO) ITyHKTOB paHee
U3IaHHOTO TPHKas3a, TO OTMEHSIOTCA COOTBETCTBYIOINKE IIYHKTBI, HaIpuMep:
«I[Ipyu3HaTh yTpaTHUBINNM CHIIy IYHKT 5 npukasa Yuuepcurera oT 10.01.2015 Ne 10
«O....»

Haty B  TekcTe IpHkasa  oGopMmisitoT  apabckumu  nudppamMu B
HOCIIEIOBATENILHOCTH: AEHE Mecslla, Mecdl, rof. JeHp Mecsama u Mecsn oGOpMISIOT
JABYMs TIapaMH apaOCKux IUQp, pazleneHHBIMH TOYKOH, TOJ- YETHIPhMS ApabCKHMH
nugppamu: 18.09.2016.

Homyckaercs  crnoBecHO-IU(POBOH crmocob obopMIeHHS [aThl, HAIPUMED:
18 cenTabpsa 2016 roga. ,

CTpanmiTs! IpHKa3a ¥ UX IPHUIOKEHUH HYMEPYIOTCH KaK eJHHBI JOKYMEHT,

K mnpukasaM © KOMaHAMPOBAHWK COTPYJHHKOB OpPTaHW3AlMM IPHIAraeTcs
cuyxeOHOE  3ajaHMe Ha  KOMAaHIWPOBKY,  IOJMMCAHHOE  PYKOBOIHTENEM
COOTBETCTBYIOIIEr0 CTPYKTYPHOTO MO Ipa3AeIeHHs.

Buskl B IprKkase BKIIOYAIOT HOJDKHOCTH BHM3HPYIOIIMX, JHYHBIE ITOZIIHCH,
pacmu(poOBKY HOAIIHCEH.

4.5.1.7. Ccpuiku Ha Hanp4Me NPIIOKEHHH YKA3HIBAIOTCA B COOTBETCTBYIONIMX
IYHKTaX PAacHOPsIAWTENBHOH 4YacTH INpHKa3zd. Eciay TpuioXxeHWe ONHO, OHO He
HyMepyeTcs. Eciu npunoxkeHnH HECKONIBKO, UX HYMEPYIOT, BapHMep:

1. Bseecru B neiicTBre ITonoxenue o6 ommare Tpyxa pabOTHHKOB OI'50Y BO
BI'MY Munsapasa Poccun (TTpunoxerne Ne 1).

2. VTBepAWT: CHMCOK PaGOTHHKOB, MMEIOLMX IPAaBO IMOAINHCH JOKYMEHTOB
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(ITpunoxenwe No 2).

Hymepanua npusnoskenuil JZOMKHA COOTBETCTBOBATH IIOCIENOBATENBHOCTH HX
U3JI0KEHHS B TEKCTe IIPHKA3A,

TlpunokeHnsa SBISIOTCA HEOTHEMIEMOH YacThbi0 NpHKasa. Msjanue BMecTe
IIPHKa30M IPWIOKEHHH, HE YIOMSHYTHIX B TEKCTe TPHKA3a, He JOIIyCKaeTCA.

Ha npunokeHHsX K TIpHKa3aM «OTMeTKAa O HAJWYMY [IPHIIOXKEHUI»
NPOCTABJIACTCA Ha IEPBOM JIHCTE MPHIIOKEHHSA B [IPABOM BEPXHEM YIILy, HAIPHMED:

[Tpunoxxenne Ne |

K npukazy @I'bOY BO BTMY
Munsnpasa Poccrnm

or Ne

Eciu  OpunoxeHne K TIPHKasy YTBEPKAAETCS TPHKA30M PEKTOpa  HIIH
YHOJNHOMOYEHHBIM IIHIIOM, TO Ha NEPBOM JIHCTe IIPUIOKEHHs K [PHKA3y B NPABOM
BEPXHCM YITIy NHIIETCS Hepe3 ONHH MEXCTPOYHEBIH HHTepBall clIoBO «IIpHUITOKEHHE» C
yKa3aHHEeM IprKa3a €ro OaThl i PErUCTPallMOHHOr0 HOMEPA, HalpHMep:

Ipunoxenne Ne 1
YTBEPXIEHO

npukazom ©®I'BOY BO BI'MY
Munzapasa Poccrn

OT Ne

Eciy IpUHATBIA JOKYMEHT (IIOJIOXKEHHMe, NPaBHiIa, WHCTPYKIHUS, PerTaMeHT M
Zp.) BBOJUTCS B IeHCTBHE MPUKA30M, B BEPXHEM MPABOM YTIIy IIPOCTABILICTCS OTMETKA
O HalIM49UH NIPANIOKEHHUS, HIDKE ~ TPUQ yTBEPIKIEeHU JOKYMEHTa, HATIPUMED:

I Ipunoxenne

K ripukaszy ®I'bOY BO BTMY
Muusapaea Poccru

oT Ne

ITPUHATO

y4eHbIM coseToM PI'BOY BO BI'MY
Munsapasa Poccrn mpoTokoi
oT Ne

npu 5ToM cnoso HPVIHATO cxnoHsteTes B 3aBUCHMOCTH OT POfia YTBEPKIAEMOTro
KoxymenTa (rpasuna - [IPUHATDL, mias - [IIPUHAT, uncTpykums - T[IPVIHATA).

Ecny I0KyMeHT yTBepskIeHHEIH M BBEe/ICHHEI! BIEHCTBHE IIPUKAa30M, HMeeT
TIPHIIOXXEHUC, TO B [IPaBOM BEePXHEM YITY IPHIOKEHUS YKA3bIBASTCs  HAMMEHOBAHHE
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AOKYMCHTA, KOTOpBIﬁ YTBEPXKOACTCA HJIH BBOOHTCA B TefcTBHE IIpHKa30M, HallppMep:

[Npunoxenne

k ITonoxenuro o6 omare Tpyxa
pabotaukos ®I'EOY BO BI'MVY
Mprurznpasa Poccuun

4.5.1.8. I'lpu moAroToBke NpHikazos Ha ABYX M GoJee NKMCTAX, JIMCTHI AOJIKHEI
OBITH MPOHYMEpOBaHBI, HOMEP H4 LEPBOM JMCTE HE CTaBHUTCA. IIpHIIOKEHMs
HYMEPYIOTCsI OTHENBHO OT IpHKa3a. Homepa NMCTOB IpOCTaBIAIOTCS MOCEpeaMHe
BepxHero mnons apabcxumu mudpamMum co BToporo nmcta ¢ mubpe 2. Kaxmoe
NPHIIOKECHNE K IIPHKA3Yy HMEET CaMOCTOSTENIEHYIO HyMEPAIIHIO,

3aroI0OBOK K TEKCTY HPHIOKEHHS MeuaTaercsl NEeHTPHPOBAaHHBIM CIIOCOGOM.
HaumenoBanvie BHAa JOKyMEeHT2 - NPWIOXKEHHS (IEpBOE CIOBO 3arojioBKa
IPUIIOXKEHHNs) BBIAENAETCS TPONUCHEIME GYKBAMH, TIONYXUPHBIM IIPU(GTOM M MOXKET
Op1Ts HanevaTano Bpaspsaky ([Tonoxenne, [lepeyens, CIUCOK U T.4.).

3aroNOBKH pa3fieloB M [VIaB, €CIM OHM WMEIOTCHA, CIeNyeT paclojarath B
cepefiuHe CTpOKM Oe3 TOYKM B KOHIE W 3alKCHIBATH NPONHUCHBIMH OyKBaMH, He
TIOQYEPKUBAsA, WKW ¢ IPONHCHOH OYKBLI B CepelWHE CTPOKH, BBIAEIHMB HA3BaHUE
[IONYKHPHBIM IIPHGTOM. ,

Ilpr nepsoM ynmomuHanuu B akTe 00 0OBexTe (Kpyre OOHEKTOB, NMOHATHH),
KOTOPBIA YIIOMHMHAETCA B aKT€ HEONHOKPATHO, IPUBOAUTCS €ro HOJHOE HANMEHOBaHWE
M B CKOOKax - cokpamleHHOe (HaOpuMep: Hajlee MMeHyeTCs WM Aajee -.), a B
HaJbHEHIIEM B TEKCTe YIIOTpeBGIIeTcs TONBbKO ero COKpalleHHOe HauMEeHOBAHHe.

Texcr npunoxenus moxeT ObITE odopMieH B Bune Tabiunpl I'pader u cTpokn
TabIALBl JOMKHE HMETh 34rONOBKH, BEID)KEHHEIE HMEHEM CyILECTBUTENLHBIM B
HMEHUTENEHOM Ttanexe, [loq3aronoBku rpad U CTpoK rpaMMaTHYECKd IOMXKHEI OBITH
COTTIaCOBAHEI C 3aTOJIOBKAMH.

Ecmu Tabnuiy mewaTaroT Gosee 4eM Ha OJHOM CTpaHMIE, 3aTOJIOBOYHAS YACTE
TabuuIel (HauMeHoBaHHe rpac) IOBTOPAETCS Ha KAK/IOM CTpaHHMIIE.

4.5.1.9. HanmerOBaHKE CTPYKTYPHOTO TMOApA3NENCHHUS B IIpHKase yKa3blBaeTcs
IIOJIHOCTEI0 B COOTBETCTBHH C IONIOKEHHUEM O CTPYKTYPHOM HojpasneneHuu. Ilpu sToM
HaUMCHOBaHWUs CTPYKTYPHBIX NOJPA3AeNeHHH JOMKHEl OBITH HAIMCAHBI ¢ MPOMMCHOM
OyKBBI, a HAHMEHOBAaHWS MOAPA3TEICHHH, BXONANIMX B COCTAB CTPYKTYPHBIX
nojapasnueneHuii, co crpounoit. McmompzoBanue COKpAIllEHHBIX HaUMEHOBAHUI
BOSMOXHO, €CNIM COKpallleHHOe HAWMEHOBaHHE CTPYKTYPHOTO IIOJpa3feleHus
YCTaHOBJIEHO B [IPUKA3E O CTPYKTYPe YHUBEPCHTETA.

4.5.1.10. Cornacopanue IpuKa3oB.

JUist OUeHKM Lienecoo6GpasHOCTH H3JIAHMA [IpHKA3d, ero OGOCHOBAHHOCTH W
COOTBCTCTBHA  3aKOHOIATENKCTBY Poccuiickoit @epepanuy, NTOKaNbHEIM —aKTaM

yHHBGpCHTeTa IIPOBOAUTCA COrNaCcOBAHHE IIPOEKTa IpHKasa, AJid 4ero (bOpMI/IpyeTCSI
JIMCT COTJIACOBaHHA,
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VIHWIMaTOp OTHpaBNseT MPOEKT IPHKAa3a COIVIACYIOIIMM JIMIaM  uepes
perucTparopa IpyKasza, B 32aBUCHMOCTH OT TOrO, Kakoe CTPYKTYpHOe TOApasiclieHHe
OCYIIECTBISIET PETHCTPALIHIO.

Cpox cornmacoBaHHs [pPOEKTAa MNpPHKAa3a COTVIACYIOIIMM JHMIIOM HE JOJDKEeH
npeBbImaTs 2 paboumx AHeH ¢ MOMEHTA ero IoNyueHusd, KpoMe IPoeKTa IpHKasa 06
YTBEePXKAECHUH JOKAILHOTO HOPMAaTHBHOIO aKTa, KOTOPEIH JOJUKEH OBITL COTNIacoBaH B
TeYeHHe 5 pabounx aHel.

IIpoeKTsl TpPUKA30B, MOATOTOBIEHHbIE CTPYKTYPHBIMH IIOAPA3ICICHHAMHE
YHUBEPCHTETA, COTTACOBLIBAIOTCS B CIIEAYIOMIEM NOPSIKE:

¢ PYKOBOIMTENEM CTPYKTYPHOIO IIOApA3delieHHs, OTBETCTBEHHBIM 3a
TOATOTOBKY IIPOCKTa INpUKa3a B HacTH COONIONEHHUS [IPAMMATHYECKHX [IPABUI
(cuHTakcuc, opdorpadus, MyHKTyays), CMBICIIOBOTO ¥ CTAIMCTHIECKOTO XapakTepa, a
TaKXe €ro HONHOTHI M JOCTOBEPHOCTH MHGOPMAIHM, COOTBETCTBHUS CHCTBYIOIIEMY
3axoHozmaTensCcTBy Poccuiickoif Denepamuu, ycraBy W JIOKANBHBIM HOPMATHBHBEIM
aKTaM YHHBEPCHTETa, COCTaBd JIACTA COTTACOBAHHUs, HEOGXOAMMOCTH IIOBTOPHOTO
COTTIACOBAHHS, TIPABOMOYHOCTH ITOITHCAHUS TIPUKA34;

C OTHENOM [OKYMEHTAallMH B YACTH IPaBHJIBHOCTH OGOPMICHHMS MpPOEKTa
IpUKa3a B COOTBETCTBHM C YCTAHOBIGHHBIMH TpeQOOBaHHMAMH II0 BEICHHIO
ACTONPOU3BOJICTBA B Y HUBEPCHTETE, KOMIUIEKTHOCTH [IPHUKA3a;

C IOPHMAMYECKHM OTHEIOM Ha MNperMET COOTBETCTBHSA MPOEKTa MpHKa3a H
TIPUTOKEHMH K HEMY ([IpH HANKM4YKMK) 3aKOHOAATeNbCTBY Poccuiickoii ®epepanum;

¢ OpraHu3aloHHO-IPABOBEIM YIIPABICHHEM, €CIIH POEKT IPHKA3a O(OPMIEH

38 TOATIHMCHIO PEKTOPA;

C IIPOPEKTOPOM, B KOMIETEHIHIO KOTOPOrO BXOJUT KOOPAUHALIUA HANPABIICHHS
AEATENILHOCTH WK BONPOCOB, PETYIIMPYEMBIX IIPOEKTOM IIPHKA3a;

C PYKOBOMMTENAMH CTPYKTYPHEIX HONpa3JeIeHMH, KOTOPEIM B [IPOEKTe TIPHKa3a
MpeTyCMaTPHUBAIOTCA 380aHUsI H OPYYEHUS;

¢ YupaBIeHHeM XalpoB B Clydae, ©CIH IPOSKTOM [MPHKA3a PETyIUPYIOTCS
TPYXOBbIE [IPABOOTHOIIEHHA YHUBEPCUTETA H €r0 pabOTHHKOB;

¢ Il1aHOBO-QWHAHCOBEIM yNpaBIeHHEM, Byxrantepue#f, B cilyyae, eciv B
[IPOCKTE MPUKa3a PerynupyroTcs QUHAHCOBBIE BOIPOCH B YaCTH yKa3aHHA MCTOYHHKA
(bMHAHCHPOBAHKMA ¥ MPOLEYDPH OMNIATH PaboT M yCIyr QUSHIECKHX H YOPUINIECKUX
JIAL, & TAKKe B YACTH HAJIOIOBOT'O PeTyIHPOBAHHSL.

OTBeTCTBEHHOCTE 33 MOJHOTY CIMCKA JIMI, BHSCEHHBIX B JIACT COINIACOBAHHS
BO3J1araeTcsi Ha HHHITHATOpA IIPUKA3a.

Ilpy  HEoGXOAMMOCTH CpOYHOTO W3NAHKS [pPRKA3a, peIIeHHE O CpoKax
COTJIacOBaHM W COCTABE COIIACYIOIINX JIMI IPHHHMAET HadalbHUK Opranu3aiioHHo-
NPABOBOTO YIIPaBJIEHHS,

B ciryqae BHeceHMs 3aMedaHui IO MPOEKTY NIPHKA3a COTIACYIOLIEE JAIO UMEET
NIPaBO HAIIPaBUTh €ro Ha AopaboTKy HHHIKMATOPY.

VnmimaTop nopaGarthiBaeT NPOEKT NPHUKAasa M N0 PELICHAI PYKOBOIWTENS
CTPYKTYPHOTO IOAPA3ACiCHUS HANpPAaBIAET €ro Ha [OBTOPHOE COTJIACOBaHHE
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COTTIaCYIOLUM JIUIIaM.
ITo oxoH4aHMH COrTIACOBaHUS IIPOEKT MPHKA3A HATIPABILETCA HA IOIIUCAHNE,
Pemenue o moamucaHuy Mpyka3oB 6e3 MPOXOXKIACHHUA MPOLECCa COMTACOBAHMS
IIPHHHMAET PEKTOP.
4.5.1.11. BHecenue U3MeHEeHHN B IPUKA3EL,

M3sMeHeHHs B NpUKa3 U IPHUIOKEHWE K HEMY BHOCATCH IIOCPEICTBOM H3IaHUs
HOBOTO ITPHKA3A.

BHecennem n3MeHeHwi cunTaeTcs:

- JOIOJHEHHe CTPYKTYPHBIMM DJIeMEHTaMu (IyHKTamu, aGzaramu, meducamu),
IPUIIOKEHUAMH, CIIOBaMy, ITHGpaMH;

- 3aMeHa CJIOB, Ubp;

- M3JIOXKEHHWE B HOBOM pEJaKOWM 3arojioBKa, KOHCTATHPYIOUIEH WM

PacIopsIUTENIBHON YacTH, CTPYKTypHOro oneMeHTa (OyHKTa, ab3ama, jeduca),
IPUIIOKEHHUS;

- MCKIIIOYEHUE U3 TEKCTA CJIOB, UQP.

B xoncratupyromeil dactu (mpeamOyiie) K NpHKa3y YKa3bIBAIOTCS OCHOBAaHMS,
ey, IPUYHHE! BHECEHH H3MEHEHUH, HAallpuMeED:

«B CBA3M C KaJpOBBEIMH M3MEHEHHAMH...», «B CBA3M ¢ TeXHMYeCcKoH OmubKoit...».

Texer pacropsnuTensHOM WacTH IIpWKasa HauyuHaeTca co cloB: «BHectn
U3MEHeHUsA B (YKasbIBaeTCs BHJ, JaTd, PETMCTPAIMOHHBIA HOMED M HaMMeHOBAHIE
JAOKYMEHTa, B KOTOPEIH BHOCATCA H3MeHeHH s )». Hanpumep:

«BHecTr usmMenenusa B yHKT 10 npukasa Yausepcureta ot 29.06.2015 Ne 85/77
«O nopsnxe mosb30BaHKA GIAHKAMM CTPYKTYDHBIX IOApasAcieHHil YHHBEpCHTETa»:
AOIONHHUTS HOCIIE CII0BA «TIPOPEKTOP» CIOBaMH IO yueGHOM paboTey.

Ecnu m3 Texcra nekimodaroTest (ZIONOMHAOTCS) OTAENBHEIE CIIOBA, TO B IPUKA3E,
KOTOPBIM BHOCATCS H3MEHEHHs, YKa3bIBaeTCA, B KaKOM MECTe TeKCTa (3arojioBoK,
KOHCTaTHPYIOIIas MK PacHopsiIUTeIbHas 9acTh (IyHKT, ab3ar, nedrc, IpuIoXKeHHe 1
T.JI.) UCKIIIOYAKOTCA (JOMONHSIOTCA) CIIOBA, 4 CAMH CIIOBA YKA3BIBAIOTCS B KABBIUKAX.

Ecru B TekcTe 3aMeHsIOTCS HU(POBBIE IOKA3aTeNH (HEHEXKHAST CyMMa, [UIOIALp),
TO paHee yKa3aHHBIC M HOBBIE IIOKAa3aTE€NH B TEKCTe IIPHKa3a, KOTOPHIM BHOCATCS
HU3MEHEHHS, YKA3BIBAIOTCSH B KaBhIUKaX.

Ipy HeoGxonUMOCTH 3aMeHUTH IM(POBbIe 0G03HaYEHUs YIOTPeBIseTC TePMHUH
«audpsy. Hanpumep:

«undpst «10,114, 125y 3aMenuTs mudpamu «12, 215, 126,

IIpy BeOOXOIMUMOCTH 3aMEHMTB CII0BA U LUGPEI YIIOTPeBIIETCS TEPMHIH «CIOBaY.
Hampumep:

«cnoBa «B 50 pasy» 3ameHNTH croBaMu «B 100 pas».
IIpy HCKIFOYEHMH IYHKTOB ¥ IOANYHKTOB, a TaKKe IIPH [JOLOIHEHHH IOKyMEHTa

OYHKTaMH W TNOANYHKTaMH H3MEHEHMe HyMEpalMn NOCIEOYIOUIHX TIIYHKTOB H
IIOAITYHKTOB HE IIPOHU3BOIHTCA.

BHecenne sHaunrensHoTO YHCIIa U3MEHEHHH B TIPUKA3 OCYIIECTBIIACTCA ITYyTEM
NPUHATHA €ro B HOBOH peiaxKuuy ¢ OAHOBPCMEHHBIM IIPU3HaHUCM YTPaTHBIINM CHILY
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paHee AeHCTBOBABLIETO NPHKA3a.

IIpu BHECEHHH H3MEHEHHH HEJOITyCTUMO:

- YKa3bIBATE HOBBIE CPOKH BBIIOJIHEHU ITOPYy4eHUH, eCli 9T CPOKH HCTEKJIH Ha
MOMEHT BEIXO/1a IPYKa3a O BHECEHNH U3MEHEHHH,

- JaBaTb CCBUIKM Ha JOKYMEHTBI, BBIIYIUIEHHBIE IIO3KE MAAThl H3JaHHA
NEePBOHAYATLHOT'O IPUKAa3a.

Kaxgoe w3MeHeHHME JIOIDKHO OBITE OQOPMIEHO OTHENBHBEIM  IIYHKTOM
(moamyHKTOM).

Heobxomumo coOmniofars JOTUKY H3NMOKEHMA: M3MEHEHHS BHOCSATCA CHadana B
TEKCT IPHKa3a 110 OPSIAKY IYHKTOB, 3aTeM B IPHUIOKEHHE.

IIpy BHEceHHMH W3MEHEHHI OJHWM NPHKA30M B HECKONBKO IIPHKA30B
H3MEHSIEMBbIC IIPUKA3EL PACIIONATal0TCs B XPOHOIOTHICCKOM MOPAIKE.

Ilpy NOMONHEHMH TEKCTA HOBBLIMH af3alaMu JaBaTh yKa3aHWE Ha HW3MEHEHUE
HyMepalliy Iocienyomux ad3anes (1ehrCcoB) He HYXKHO.

Ilpu oTMeHe, MPU3HAHHH YTPATHBIUMM CHIY IYHKT2 HyMepalus IOCIeIyIOMuX
IIyHKTOB TaK)ke HE MEHSIETCA.

3aMeHa NMOJNMCAHHBIX M 3aperHCTPUPOBAHHEIX TIPHUKA30B W TPHJIOKEHM K HYM
3aIlpelnaeTcs.

4.5.1.12. IlpuKkaspl MONIHCHIBAIOTCS PEKTOPOM WM YIIOIHOMOYEHHBIM JTHIIOM HA
OyMaxHOM HOCHUTEIE.

[Mogmuce COCTOMT M3 HAMMEHOBAaHHS MJOIDKHOCTH JIMIE, ITOJIIHMCABIIErO
JAOKyMEHT, JUYHOM IOANMCH M pacliM(ppOBKH NOATHCH (MHHLIHANLL, (HaMUIH).
HauMmenopanne [JOIDKHOCTH [EYATAETCS OT JIEBOM TPaHULBl TEKCTOBOTO IIOJA,
WHHLMAIEL B (haMHNMS [1eYaTaloTCs OT MPABOi IPAHMIIBI TEKCTOBOTO IIOJA.

Ilp mnopnwcaHum MpUKasa IMOJNKCE IIPOCTABIAIOTCS PYYKOM C [acToi,
YepHHJIAMHM  YEepHOTO, CHHEro MiaH (QHoleToBoro uBeTa. He gomyckaercd
UCIIONIb30BaHUeE I'eJIEBLIX PyUEK,

He momyckaercs npu nopnmmcaHuy TPHKA30B KCHONB30BAHHE (AKCHMHIBEHOIO
BOCIIPOM3BEACHH S MOANKCH C ITIOMOIIBIO aHAJIOTOB COOCTRBEHHOPYYHOM IIOAIMCH.

lpukaser odopMIfIOTCs B ORHOM OK3eMIUIApE Ha O(GHIMANHHBIX OIaHKax
YHuuBepcurera.

HpI'IKaS BCTYIIa€T B CHJIY B L€HL €rOo INMOANHCaHHUA, €CIH HMHOE HE YKa3aHo B
TCKCTE TIpHKa3a.

DaKTOM PErMCTPanuy ABMACTCS MOMEHT NMPOCTABJICHMS Ha GYMaKHOM HOCHTENE
PErUCTPAllHOHHOrO HOMEpPa H JATEL.

Obpasern opopmnerus npukasa mpusoguTcs B Ipusmoxernn NeNe 1,2,3.

4.5.1.13. CoBMecTHEIE MpUKA3bl IEYATAIOTCS HA CTaHAAPTHEIX JIHCTAX GyMmar
dbopmata A4 (210 x 297 Mm), Branku B 3THX CIydasx He HCIIOJNIB3YIOTCS.

ITpy 0GopMIEHHN COBMECTHOFO TIPHUKA3a;

- HANMCHOBAHUE OPraHH3alUH - PACTIONAraloTCs Ha OJHOM YPOBHE,

- HANMEHOBAHHE BUJIA TOKYMEHTA - IIPHKa3; PacIioaraeTesl EHTPOBAHHO;



32

- JaTa COBMECTHOIO IpHKasa - eJUHas, COOTBETCTBYET AarTe Gonee MmO3gHeEl
HOAIIHACH;

~ PeTHCTPallHOHHBIA HOMEP IOKYMEHTa, COCTABICHHOTO COBMECTHO IBYMS H
GoJiee OPTraHU3aIMAME, COCTOUT U3 PErUCTPALIMOHHEIX HOMEPOB JOKYMEHTa KaXI0H U3
9THX OpPTraH¥3alui, IPOCTABIAEMEIX Yepe3 KOCYIO YepTy B TOPSJIKE YKa3aHHs aBTOPOB B
JOKyMEHTE;

- IOAIIKCH PYKOBOJKTENEH Opranu3aiiil pacioaraloTes HIDKE TEKCTa Ha OHOM
YPOBHE.

CoBMECTHO IOATOTOBNIEHHBIE NOKYMEHTHI (MOIMHHWKK) IOANUCHIBAIOTCI B
KOJIM4YECTBE, COOTBETCTBYIOMIEM YUCITY [TOJIIMCHIBAIONINX HX OPTaHH3aIlHi,

Tupax ¥ yKkasaTenb pacCBUIKH COBMECTHO MOArOTOBIEHHBIX ITOKYMEHTOB
OTIPENENSFOTCS OpraHu3alluel, IIOArOTOBUBIIICH IIPOEKT.

4.5.2. PacniopsikeHue

PacropssxeHre — NpaBoBOM aKT, M3IABAaeMEId B LENSX PELICHHS ONEPATHBHEIX
BOIIPOCOB, HMEET OrPAHHYEHHBIM CpPOK JIEHCTBHA U KacaeTcs Y3KOTO Kpyra
JNOJKHOCTHEIX HI, PabOTHHKOB. Usnaetcs o BOIIPOCaM
HHMOPMAITMOHHO-METOAUYIECKOrO XapaKkTepa, a TakkKe MO BONPOCAM, CBA3AHHBIM C
OpraHHU3alyed HCIOJHEHUA NPUKA30B, MHCTPYKIMHA W JPYrdX HOPMATHBHO-IIPaBOBEIX
aKTOB.

PacnopseHuss MOI'YT IOANHUCHIBATE HE TONBKO PEKTOpP YHHBEpCHTETa, HO U
[IPOPEKTOpa B IIpeJenax cBOeH KOMITETEHIIHH.

IoaroroBka m odopMieHMEe pPEKBH3HTOB pACHODSKGHHsS  aHAJOTHUYHEBI
0(POPMIIEHHIO IIPHKA30B.

Pacnopsbxkenus ~ HyMepyloTcs — NOPSAKOBEIMH — HOMEpaMd B Mpedenax
KaJIeHlapHOTro roja.

O6pazen othopMIeHHs PACIIOPIKEHS IIPHBEIEH B Hpﬁnomeﬁnn NeNe 4,5,6.
4.5.3. TlonoxeHud, npaBuna, HHCTPYKIHA

4.5.3.1. TonoxeHne IPHHIMAETCA B TOM CIIy4ae, €Clli B HEM YCTaHABIHBAIOTCS
CHCTEMHO CBf3aHHBIE MeXAy co0oH IpaBmiia MO BOMNpOCaM, OTHECEHHBIM K
KOMITETEHIMH Y HUBEPCHUTETA.

B npaBunax ycTaHaBIUBAIOTCH HOPMEI K TpebOBaHHS, OOA3ATENBHBIC A
BBITTOITHEHHA.

B wHCTpYKUMH H37araeTcs MOPANOK OCYIIECTBIEHHS KaKoH-TH00 JesTeNbHOCTH
HIIH [TOPANOK IPHUMEHEHUS [IOJOXEHHHM 3aKOHOAATEIBHBIX M MHBIX HOPMATHBHO-
IIPaBOBBIX 8KTOB.

4.53.2. Tlomoxenuss (UpaBWia ¥  WHCTPYKUMH) TNPUMEHSIOTCS — Kak
CaMOCTOSTENIbHEIE IIPABOBBIE aKThI, KOTOPhIE MIOJIMCHIBAIOTCA PEKTOPOM Y HUBEPCHUTETA
UITH yTBEPXKAIOTCA IIPUKA3OM peKTopa YHuBepcuTeTa, COOTBETCTBEHHO YTBEPKICHHE
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oopmigeTca B GopMe rprda YTBEPKICHMS WIK IIyTEM H3IaHHS PaclOPAIUTEILHOTO
JOKyMeHTa 00 ux yTBepxacHuu. ['pud) yTBep)KACHHA CTABUTCS B BEPXHEM [PABOM YIJIy
IIEPBOH CTPAHULIB] UK TATYJIBHOTO JTHCTA JOKYMEHTA, HalIpUMep:

VTBEPXJIAI
Pexrop ®I'bOY BO BI'MY
Mumnznpasa Poccun

(noammces) (pacnmdpoBKa ITOITHCH)
25.01.2018

YTBEPXJIEHO
npukasom GI'BOY BO BI'MY

Munznpasa Poccun
oT 27.01.2018 Ne 12

Ilopamok  IOATOTOBKM  IIPOEKTa  IIONOXKEHWS, MPABHI M MHCTPYKIWH
COOTBETCTBYET 00IlleMy HOPAAKY ITOATOTOBKH IIPOEKTOB HOPMATHBHO-IIPABOBEIX AKTOB.

4.5.3.3, Texkcr wu3maraetcs OT TPeThEro JHIA EHHCTBEHHOTO WX
MHOXECTBCHHOTO 4mciaa. B Texkcre Hcmonp3yroTess cioBa: "momnken", "cnepyer",
"Heobxomumo", "3anpemaerca”, "He momyckaeTca",

3aroioBoK K TEKCTY MOJIOXEeHus (IpaBuil, MHCTPYKIWH) OTBeYaeT Ha Bompoc "O
aem?" (mampumep, «llonoxkeHne 0 BHYTPEHHEM KOHTpOJE KadecTBa METHIIMHCKOM
IIOMOIIK B MEJUIMHCKOH OpraHM3alum», «VHCTpyKIMsS O MOpAOKe 3alloJHEHHS
MEIUIMHCKON — JOKyMeHTauum», «MHcTpykmus o0 opraumzaimuu  paboTel  C
ofpalleHuaAME TPpaxIaH B YHHUBEPCHTETEY). 3arojloBOK K WHCTPYKIIHM, COZepiKalieit
JOIDKHOCTHBIE TPeGOBaHHA M MOPSIOK IIPOBENEHMS paGoT, OTBedaeT HA BOIPOC
"Komy?" (mampumep, «MHCTpYKUMS /Ui WHTEPBEIOEPOB IO  [IPOBEACHHIO
COILTMOJIOTHUYECKOT'O OIIPocay ).

KoncTaTupyromel 4acThIO YIOIOXKeHUs (IPaBIil, MHCTPYKLMH) CIYXKHT pasjiel
"O0mpe nonokeHus", B KOTOPOM YKa3BIBAIOTCS OCHOBAHHS pa3paboTKH, OCHOBHOE
HazHavYeHHe HOPMATHBHOIO aKTa U cdepa ero pacmpocTpaHeHHs, OTBETCTBEHHOCTD 33
HapyHUICHHE YCTaHOBIEHHBIX PABUI M TEXHOJIOTHIA.

OcHOBHO#H TEKCT MONOXEHNS (IPABHII, HHCTPYKIMK) MOXKET JISHTHCS Ha TIIaBbL,
TYHKTHI ¥ IIOAIIYHKTEL. [ TaBBI ZOKHEI HMETE Ha3BAHHS.

I'naBer HyMepyloTca puMcKuMy Hudpame. Hymepanus MyHKTOB ¥ IIOAIYHKTOB
IPOM3BOIUTCA apabCKUMHM Ldpamu.

Obpasen ohopmiIeHH [T070XKeHUs TpuBeaeH B Ipmioxennn Ne 7.
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4.5.4. ITpoToxon

IlpoToxon — MOKYMEHT, CcOIEpKAlMii TOCHEROBATEIFHYIO 340HCh XOJa
OOCY’)KIEHHsS BOIPOCOB ¥ NPHUHATHS pElleHANM Ha coOpaHMsaX, COBEIaHHAX,
KOH(DEPEHIUAX U 3aCeJaHusIX ¥ Ap.

IIpoTOKONE! MOTYT M31aBaThCA B IIOJIHOW HNIH KPaTKoil (opme, IpH KOTOPOi
(GHUKCHpPYeTCs TOJIBKO MPHHATOE [I0 HEMY PELICHHE.

3arucH BO BpeMs 3aceiaHus, cOOp MaTepHANOB W IIOANOTOBKA TEKCTa
BO3JIATA€TCA Ha CEKpeTaps COBETA, COBELIABMS, 3aceJaHrsd, KOMUCCHH H COTPYIHHKOB
NOApa3eNIeHH, TOTOBUBIIMX BONPOCHL K obcyxneHuo. OdopMieHye TPOTOKOIA
JOJDKHO OBITE 3aBEpIIEHO HE ITO3THEE YeM Yepe3 3 AHS CO JHA COBCILAHMA.

TeKcT MpoToKoIa, KaK IIPaBUII0, COCTOUT U3 JBYX YaCTei: BBOAHOM ¥ OCHOBHOM,

Bo BBOZHOM TacTH 0QOPMIISIOTCS CIEYIONIHE PEKBH3UTEL:

- IIpencenarens umu [IpeacenarenbCTBYIOMINIL;

- Cekpertaps;

- llpucyTcTBOBAM — COMCOK IIPUCYTCTBOBABILIKK LK OTCHUIKA K IPHIIATAEMOMY
CITUCKY IIPUCYTCTBOBABILHX,

- IloBecTka nus,

- JIOKIaM4UKY 1O KaXIOMY MyHKTY ITOBECTKH JHS.

OcHOBHas 4acTh NPOTOKOJIA COCTOMT W3 Pa3fielioB, COOTBETCTBYIOMMX ITYHKTaM
NOBeCTKH JHs. TekcT kaxgoro pasumena coctoutr w3 Tpex uacred: CJIVIIAJIM,
BBICTYITAIM, PEHIWIIM (ITOCTAHOBUWJIN). OcHoBHOE cofepxaHne AOKIAN0B U
BBICTYIUICHHH IIOMEIIAETCA B TEKCTe MPOTOKoNa (kpaTkas (OpMa HPOTOKONIA
NPHMEHACTCA B Cllyyae, KOIla K IPOTOKONY NPHIAraloTCcad TEeKCTHl MOKJIAAoB W
BRICTYIUIGHHI),  pelleHHe  I1eYaTaercs MIOJTHOCTBIO. Cnoso  PEIIMIIA
(IIOCTAHOBWJIM) neuaTaercs NpomACHEIMU GyKBamMu 6e3 paspaaki ¢ HOBOIT CTPOKH
OT HYJICBOTO TIONOXeHus Talyisropa (OT IpaHMIEl JeBOro mojst). TeKcT peleHus
CTPOUTCA 170 00pa3ily TeKCTa MpHKaza.

IIpu Hanuuny ocoGOro MHEHMs MO IPHHATOMY PELICHHIO OHO 3alMCEIBACTCA B
IIPOTOKOIIE IIOCIIE COOTBETCTRYIOIETO TPOTOKOILHOTO PEIEHHS,

Texer kpaTkoro mpoToxona TaKkKe COCTOMT M3 ABYX dacTeil. B BBomHOM wacTu
yKasblBaroTca HHUIMaNsl # (ammimu Ilpencenmarenscrayromero (IIpencemarers),
CeKpeTaps, a TaKKe HHHIMANEl B PaMHIIHY IPHCYTCTBOBABINNK JIHL,

Cnoso  "IlpucyrcTBOoBanu"  meuaraeTcss OT TIpaHHNEL  JIEBOLO  TIOJ,
MIOAYMEPKHUBAETCS, IIOCTIE CIOBA CTABUTCH ABOETOUHE. Hike meyararoTcs HAaUMEHORAHHS
JOJDKHOCTeH MNPUCYTCTBYIOIIUX, a CIpaBa OT HAHUMEHOBAHHSA JOJDKHOCTEH - WX
HUHUIMANEL 1 pamuinn. HauMeHOBaHHS JOMKHOCTEH MOTYT YKa3bIBaThCS 000GIIEHHO.

Crmcok oTzenseTcs OT OCHOBHOM YacTH NPOTOKONA CINIOLIHON YePTOi.

B 0oCHOBHOH 9acTi IIPOTOKOIA YKA3EIBAETCH HOMEp BOIIPOCA B COOTBETCTBHH C
IIOBECTKOH AHS, COAEPIKAHUE BONPOCA U [IPHHATHIC PELICHHS.

HaumeHoBanwe Bompoca HymepyeTcs pHMCKOM Imbpoi M HaumHaeTcs c
npeanora "O" ("O6"), meuaraercs meHTpoBaHHO pasMepoM mpHbTa Ne 15 U
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NOAYEPKUBACTCH OZHOM UYEPTOH HIKE IIOcieHel CTpOKW Ha paccTOSHUM He Gonee
uHTepsana. Ilox yeproif yxaseBaloTcs GaMUIHE TOMKHOCTHBIX JIML, BBICTYHHBIIMX
npu OOCYXIeHHH JaHHOTO Bompoca. MaMHUIHH TEYaTaroTcs depe3 | MeXCTpOdHEIH
HHTEpBal.

3aTeM yKas3blBaeTCs NPUHATOE 10 BOIIPOCY PELICHHUE,

IlpoTokOn TNOZNMCHIBAaETCS MNPEICEAATENBCTBYIOIMM HA  3aCelaHHd W
CeKpeTapeM.

Hata, mpocrapieHHas Ha IIPOTOKOIE, TOMKHA COOTBETCTBOBATE JHIO IIPOBEICHHS
COBEIIAHHUS.

IlpoTokonaM IpHCBaMBAIOTCS IIOPAAKOBBIE HOMEpA B IPENEIaX KaleHAapHOTO
rofla OTACNBHO MO KaXMOH Ipyle IIPOTOKOIOB: IIPOTOKOJNEI 3acelNaHHil KOJIEruu,
TIPOTOKOJNIBl MEIULIMHCKHAX, TEXHHYECKMX, HAYYHBIX M SKCIIEPTHBIX COBETOB H p.
ITpOTOKONEl COBMECTHEIX 3aceflaHviii WMEIOT COCTABHBIE HOMEpa, BKIIOYAIOIIHE
TIOPAAKOBLIE HOMEpa MPOTOKOJI0B OpraHu3ailii, NPUHUMABIINX VIaCTHE B COBEIIAHMUH.

IMpoToxon MoxeT cofepxarh pelleHne 06 YTBEPXKICHHM KaKOTO-THOO
IDoKyMmenTa. B aToM ciyyae B TexcTe IIpoTOKONIA MODKHA COMEPKATHCS CCHUTKA Ha TOT
AOKYMEHT, & CaM JOKYMEHT IPUNIAraeTcs K IPOTOKOIY.

Konuwm npoToxosnoB NpH HeOOXOOUMOCTH DACCHUIAIOTCA 3aHHTEPECOBAHHBIM
AOJLKHOCTHEIM JIAIAM B COOTBETCTBUH C YKa3aTeleM PAcCBUIKH, YKA3aTelb COCTABIAET
U IOANHCHIBACT OTBETCTBEHHEIM HCIONHHUTENh MOAPA3NENICHHS, TOTOBHBIIErO
PaccMOTpEHUe BONIpoca.

IlpunsThle peIleHHs [OBONATCS [0 WCHONHHTENeH B BHAE BLIIHCOK H3
IIPOTOKOJIOB.

IlpoTokonsl medaTaroTcs Ha ONaHKe IIPOTOKONA, OOMEM ONaHKe WM
CTaHJapTHOM JiucTe 6ymaru ¢opMara A4 M UMEIOT CIIAYIOIUE PEKBH3UTEL

HAWMCHOBAHHE YHUBEPCHTETA - YKa3BIBACTCs! IIONHOE M COKpaleHHoe (B
CKOOKaxX) HaNMEHOBAHMS,

Buz fokymenra - [IIPOTOKOJI (ecnu mpotokon odopmisercs Ha obueM 6manke
WK CraHfapTHoM nucre Oymarw, crnoBo ITPOTOKOJI mneuaraeTcs NpOIMCHBIMH
OykBamMu BpaspsjKy, HOLYXHUDPHbIM IIpudhToM pasMepoM Ne 17 u BLIDABHUBAETCS 110
HEHTPY);

BHUJ 3aCENaHHd, COBEIAHMs OTHAEISETCS OT MpelbIOyLIero PeKBHU3UTA ABYMS
MEKCTPOYIHBIMA HHTEpBAlaMH, TI€YATACTCS MHMOIYXHUPHBIM LIPHGTOM Yepes ONHH
MHTEPBAJl ¥ BHIPABHUBACTCA 10 IIEHTPY;

MECTO [POBEACHHS 3aCe/JaHNs, COBEIIAHMS: YKa3sIBaeTes (TIpH HEOBX0AMMOoCT ),
¥ KO0 IIPOBOJUTCA COBEINZHUE MK B KAKOM MECTE; II€YaTaeTCs Yepe3 2 MeXCTPOYHBIX
MHTEpBalla IOCNe PEKBH3MTA "BWJ 3aCelaHMdA, COBEIIAHWA", OTHENAeTCS OT HEro
JIBOHHOH 4ePTOH U BRIPAaBHHBAETCA 10 LIEHTPY;

AaTa B HOMEp IIPOTOKONA: JaTa OGopMILeTCs CIOBECHO-IH(PPOBEIM CIOCO60M H
IIeYATACTCA 9ePe3 2 MEeXKCTPOYHBIX MHTEPBAla HIIKE TPEIBUIYINEr0 PeKBH3HTA: HOMEDP

MPOTOKONIA 0003HadaeTCss apalCKUMK IMGOPaMi, MOXET BKIHOYATh OYKBEHHEIE
UH/IEKCEL
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OcHoBHas 4acTh IPOTOKONIA TIedaTaeTes Yepes 1,5 MeXCTPOYHEIX HHTepBAII.

Ionmucek oThenseTca OT TEKCTa 3 MEXCTPOYHBIME HHTEPBANAMH M BKJIIOYAET
HAaUMCHOBAaHHE  JODKHOCTH  JIMIA, IpeJCeAaTeNbCTBOBABUIErO0 HA  3aCElaHHM
(COBeLIAHKY), €T0 IMYHYIO IIOAIUCH, PacIIHhPOBKY MOANMCH (MHALAAIE! 1 bamuus).

HanMeHOBaHKe JO/DKHOCTH I€YaTaeTCA OT JIeBOM TIPaHHMIBl TEKCTOBOTO TIOMS
uepe3 1 MeXCTpOYHBIH HHTEpBal W LEHTPHPYETCA OTHOCHTENBHO CAMOMN IMHHOIM
CTPOKH.

Pacummdposka nognmcu pacmonaraeTcss Ha  ypOBHE  IIOCIENHEH CTPOKH
HaMEHOBAHMs AODKHOCTH ¢ MPOOeToM MeXIy MHUIHAnaMy u haMunueii. [Tocnemmss
OykBa B pacIIn(bpOBKe OrPaHUIMBACTCS [IPABEIM IOJEM.

Obpaser mporokona mpusogures B Ilpmnoxenmsr Ne 8, obpaser KpaTKoro
npotoxoia B IIpunoxernnn Ne 9,

4.5.5. AKT

AKT — IOKyMEHT, COCTaBINEHHBIH HECKONBKAMH JHIAME H IOXTBEPIIAIOL[MI
(paKTBl, CoOBITUA (aKT MpHeMa paGoT, aKT CIHCAHHUST MATEPHANIOB, AKT IpHeMa-Iepeaaum
JOKYMEHTOB H T.IL.),

TekeT akTa COCTOUT U3 IBYX YacTell: BBONHOU ¥ KOHCTATHPYIOLIEH.

B BBOOHOH HacTH aKTa YKA3BIBACTCSA pPAacTOPAMTENBHEIR JTOKYMEHT, Ha
OCHOBaHHY KOTOPOTO aKTHPYIOTCS (axT, coObITHe MIi JeifcTBHe, ero HOMep H IATa.
Ilpy nepeducieHWM JHIl, YYaCTBOBABIIAX B COCTABNEHWH aKTa, YKa3bIBAIOTCS
HaHMEHOBAHUS NOJDKHOCTEH, (haMWINA ¥ MHHUIHKAIE! (B MIMEHUTETBHOM Ianexe). Ecim
aKT COCTaBICH KOMHCCHCH, TO TIEPBBIM YyKa3bIBAETCS INPeACeiaTe]b KOMHCCHH,
OaMHIME  WIEHOB KOMUCCHM DAacloliaralorca B al(aBHTHOM nopsake. Crosa
"OcHosanue", "Ilpencenarens”, "WieHs! komuccun”, "ITpucyrcTBOBANIA" MHIIyTCA C
IIPONHCHOH OYKBEL

B xoHcTaTHpyloIlel WacTv axTa W3IaraloTcsd IEnd W 3a]aun aKTHPOBAHMS,
CYIIECTBO M XapakTep MPOBEACHHOM Komuccuell paGoThl, ycTaHOBIEHHbIE (AKTHI U
COOBITHA, a TaKKe BLIBONEl M 3aMEUAHHA. Koncratupyromas: 4acTh 3aKaHUMBaeTcs
CBCIICHUAMHI O KOJNMYCCTBE SK3EMIUIAPOB aKTa M MECTe UX HAXOXIACHHUS, KOTOpBIE
MOMEINAIOTCA NEpell OTMETKOH O HAIMYMM TIPWIOKEHHH K akTy OT HYJIeBOTO
TIOJIOKEHUS TalyNATOpa, HAPUMED:

CocrapneH B 3-x akzeMIgpax:
1-it sK3eMIIIAp -
2-H aK3eMIIsp -
3-# sK3eMILTAD -

Koiu4uecTBo 5K3eMIIISpOB aKTa Ompenensercs THeIoM 3aMHTEPECOBAHHBIX B HEM
CTOPOH WM HOPMATHBHBIMH NOKYMEHTaMH, PeriaMeHTUPYIOIAMH COCTABICHHE aKTA.
Ilpy HANMYMM NpHIOXeHH# CChUIKA Ha HHMX NaeTcs B KOHIIE TEKCTa aKTa IIepej
TIONIIUCAMHE ¥ O(OPMIIIETCS. KAK PEKBH3HT "OTMETKA 0 HATHYHA IIPAJIOKEHHUI",
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AKT IOIMUCEIBAETCS BCEMH WICHAMH KOMHAccHH. Ilpy pacnmdpoBke mommuceit
HHHUIWAIIE] CTABATCA Nepea GaMITHIMH.

4.5.6. Cny>xe0Has epenucka

4.5.6.1. CnyxeOHas nepenucKka - pasiiHyHble BHABLL OQHIHANBHBIX JOKYMEHTOB
HH(OPMAIMOHHO-CIIPABOYHOTO XapaKTepa, HCIONb3yeMEIx 11l obMeHa HEbopMareit
B [EATEIBHOCTH OPraHOB BJIaCTH, OPraHU3aIHH M IPaKIaH.

Buzsl menosod nepemucKM M WX HasBaHWs - jienoBoe (clyxebHOoe) IHCHMO,
TenerpamMma, (Qakcorpamma  (daxc), TemedoHOrpaMma, BSNEKTPOHHOE ITHCHMO
(3)1eKTPOHHOE  COOGIIEHNE) - CIOXKHIIKCE B 3aBHCHMOCTH OT CHOCOG0B Hepenau
ASNOBOH MHOOPMAIIHH: IO KaHATAM MOYTOBO! CBS3H WK TIOCPEACTBOM IEKTPOCBS3H.

Henosoe (cimyxe0Hoe) MMUCHMO - [OKYMEHT HH(OPMAITHOHHO-CIPABOYHOTO
XapakTepa, HalpaBiseMbli  JO/DKHOCTHBIM  JIMIOM  YHHBEPCHTETA  afpecary
(opraBv3alnMy WIIH JHILYy) I10 TIOYTOBOH CBI3H.

Temerpamma -  mOKyMeHT  HHGOPMALHOHHO-CIIPABOYHOTO  XapaKTepa,
HanpaBJIeMBIH ajpecary (OpraHy BIAcTH, OpraHH3alMyl WIM JIMIY) IO TenerpadHoit
CETH 0OILEro MoIL30BAHHS.

Dakcorpamma (Qaxc) - moyuaemas Ha GyMaKHOM HOCHUTENE KOIHUS JOKYMEHTa
(IMCBMEHHOTO, TIpaIuecKoro, W3OOPa3UTENBHOI0), MEPEIAHHOrO [0 KaHATIAM
(haKCHMUIIBHOM CBA3H.

TenegpornorpamMma - JokyMeHT HHGOPMALMOHHOTO XapakTepa, IepeaBaeMbIil 1
TIOJIy4YaeMBIH 110 TenedhoHHOH CBA3H.,

OJNeKTpPOHHOE  THCHMO (omexTpoHHOE  cOOOINEHHWe) -  JOKYMEHT
MH(QOPMALMOHHO-CTIPABOYHOTO ~ XapaKTepa, NepefaBaeMblii ¥  IONy4aeMsld 1m0
3JIEKTPOHHOH TMOYTe. DIEKTPOHHOE IIMCEMO WMMEET CTaTyc AOKYMEHTa, €CIH OHO
3aBEPEHO SIEKTPOHHOH UGPOBOH IOANKCEIO.

Crryxe0Hble HCEMa Y HUBEPCHUTETA FOTOBATCH:

B BU/I€ HHHUIUATHUBHBIX H OTBETHBIX ITHCEM;

KaK COTIPOBOJUTEIBHBIE INCHMA K TIPOEKTAM.

Hpu opopmitennn ciryxeGHBIX [IHCEM HUCTIONE3YIOTCS PEKBU3HTEHL:

TIOJTHOE HAWMEHOBaHYE Y HHBEPCHTETA;

AOIDKHOCTS JIHMLA, TOATIHCABILIETO JOKYMEHT;

CIIpaBOYHbIE JaHHEIC 00 YHHUBEPCHUTETE;

aZpecar;

JlaTa JOKYMEHTa,

PETHCTPALIMOHHEIN HOMEP JOKYMEHTa,;

CCBIIKA Ha MCXOMSIIMN HOMED 1 ATy JOKYMEHTA apecaHTa;
TEKCT JOKYMEHTa;

OTMETKA O HAJIMYHUHU IPHIIOKEHIIA;
BH34,
TOANHCE JOIKHOCTHOTO JIHIA,



38

oTMeTKa 00 ycnonautene (PUO, Ne tenedona — 8 mpudrrom).

ITucema puHAHCOBOrO XapaKTepa, a TAKKe MUChMa, cofepiKaliye 00s3aTeNbCTRa
(rapaHTHHHBIE THCEMa), 3aBEPSIOTCA repOOBOil ITeYaThIO YHuBepcuTeTa.

CiyxeOxble muchMa IEYaTAOTCA Ha GIaHKE YCTAHOBIEHHON GOpPMEI mpH(TOM
Times New Roman 14, 15 — B 3aBrcuMocTH 0T 06beMa JOKYMEHTA.

Ilpu odopmiennu  mmcbMa Ha [OBYX WIM Oojlee CTPaHUNAX BTOpas H
NOCTIeNYOIHEe CTPAHULIBI HYMEPYIOTCA IIOCePEIUHE BEPXHETO IO JIHMCTa apabCKuMM
nudpamu.

Cpokd  DNOATOTOBKM  OTBETHBIX  CIYKEGHBIX IIMCEM  YCTAHABIHMBAIOTCS
PEe30JIIOIHEH pekTopa Ha OCHOBaHHMH HMEIOUIMXCS CPOKOB HCIIOJHEHWsS IIOpy4eHHI,
3alPOCOB HITH 110 PEICHUIO aBTOPA PE30TIOLIHH.

TexcTsl OTBEeTHBIX CHYyKeOHBIX MHMCEM MAOMKHBI TOYHO COOTBETCTBOBATD
3a[jaHAsIM, 3aQUKCHPOBAHHEIM B DE3ONIONMAX pEKTopa YHHBEpcHTeTa. B Texcre
OTBETHOI'O IIMChMA HE YKa3blBaeTCsd HOMEP U JaTa CIy:eOHOTO IHChMa, JJII 3TOr0 €CTh
PEKBHU3UT Ha OJ1aHKe THCEMA.

Cpoky  TIOArOTOBKH — UHUYUAMUSHIX — CIIYKEOHBIX [MCEM  ONpeHelIIoTCs
PYKOBOJUTENSMH CTPYKTYPHBIX OApPa3AeIeHHIA.

4.5.6.2. TexcT nHchMa H3TAraeTcs OT 3-ro JIMIA €IHHCTBEHHOrO YUCIa («®I'BOY
BO BI'MY MunsgpaBa Poccun He cumTaeT BO3MOXHEIM..», «O®T'BOY BO BI'MY
Munzapasa Poccuu npenaraer...» 1 Ap.) HIH OT 1 —TO JIAIA MHOXECTBEHHOrO YHCIA
(«Ipocum mpenocTaBuTh HHGOPMAIHIO...», «HanpaBiaseM IpoexT...» u Ip.).

Ilpu coctaBneHHM CITyeOHBIX, AESIOBBIX W KOMMEpPHUECKHX IIHCEM MOXKHO
UCTIOIb30BATh HA0Op CTAHNAPTHLIX (hpas.

J1s 0GBACHEHHST MOTHBOB TOTO YIH WHOTO AeHCTBHSA, TOM MM MHOH peakuun
UCIIOIB3YIOT CASAYIOUINE BEIPAKEHHNSA:

— B nopsnxe npoBederus cOBMeCTHOM paGoThL. ..;

— B cooTBercTBUM ¢ BammM miceMomM;

— B COOTBETCTBUM C IPOTOKOIOM. . .;

— B otBet na Bame ob6pauenue. . .;

— B nogreepxnenne Haiei JOTOBOPEHHOCTH. . .;

— B mensx ycuneHus oTBETCTBEHHOCTH. . . ;
— Ha Bame obpamenuye. ..

Ecni cOCTaBIAIOT IMCHMO-TIPOCEGY, TO HCIIONB3YIOT TAKHE BEIPAKEHHA:

— ITpocuM okasaTs cofeifcTBuE. ..

— IIpocuM BEiCHATH B HalI afpec. . .;

— IIpocuM NPUHATE YYaCTHE. ...}

— Ipoury npuHATE MepHI. . ..;

~ IpoIy npUHATE K CBEICHHIO. ..

— IIponry noBecTH X0 cBeHeHHA..;

— Ilpolry JTHKBUAHPOBATE 33I0JKSHHOCT. . .

ConpoBouTensHble MHCEMa 0OBIMHO HAYWHAIOT CO CJIOB:

— Hanpasisgem nabQOpMALHIO. ..
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—Bosspaiaem cipaBotsEie MaTepuansL. . .;

— Brickuiaem moanucausiit ¢ Hamel CTOPOHEL JIOTOBOD. ..}

— Ilocsinaem crpaBouHyIo muTEpaTypYy. ..

IIncEMa-TIOATBe PR ACHNS HAYMHAIOTCS TaK:

— IlonTeepxmaem. . .;

— C GyaromapHoCcThI0 HOATBEPKIAEM. . .;

~ ®I'BOY BO BI'MVY Munsnpasa Poccun IIOATBEPXXAACT. ..

B nyceMax-HaoMHHAHKAX UCTIONB3YIOT TAKHE MOJENH:

— Hanomunaewm, uro...;

— Hanomunaem Baw, uro...

B nucrMax-H3BeIEHHIX — TAKHE MOJENH:

— Coobmaem, uro...;

— CraBuMm Bac B U3BECTHOCTE, UTO. ..

ITiucsMO-rapanTis MOKET COepIKaTh CJIEAYIOLIHE (pa3bl:

— Omuiaty rapautupyem. .. ;

— CpOKH BEIIIONTHEHHUS FapaHTHPYEM. ..

ITiceMa-IpHITaeHyus MOXKHO HAYHHATD CO CJIOB:

— IlpHrianiaeM IpuHATE yyacThe. .. ;

— IIpocuM HalpaBHTh NPeACTABUTEIIS. . .

Otxas B IpockGe U OTKIOHEHYe [IpeIyI0KEHS! CTPOST IO TAKHM MOJIEIIAM:

— Bamte npennoxenue oTKIoHAETCS IO CIIeIYIOILAM NPUYHHAM. ..}

— Hanpapnennriit B Hamr afpec mpoexT MmIaHa COBMECTHEIX NEHCTBUN M3ydeH.
CunraeM ero HempHeMIEMEIM 110 CIEOYIOMMM IPHUYHHAM, . . .;

—Ha Barmie o6pamenne o coBmecTHOM pabote cuytaem, ..

3aKIIIOYUTENEHEIME CIIOBAMM TEKCTA [THCHMA MOI'YT OBITH CIIEIYIOLIHE:

— Y6enurensro npocum Bac BeIenyT. ..

— YOeauTensHO NPOCHM HATIPABUTH B HAIN anpec MHOOPMAIIHIO;

~ YbenurensHo npocuM Bac He 3amepxkiBarh OTBET;

— Ilpocum M3BUMHUTE 3a 3a/IePIKKy C OTBETOM.

Texcr mmchMa, Kak TpPaBMIO, COCTOHT W3 ABYX dacted, B mnepBoli yactm
H3jlaraeTcs NMPUYMHA, OCHOBAHHE MK 00OCHOBAHME COCTABIICHIL OHChMa, IPHBOIATCS
CCBUIKH Ha NOKYMEHTEI, SBISIONINECS OCHOBAHHMEM MOATMOTOBKH mHchMa. Bo BTOPOi
9aCTH, HauMHAIOMeHcs ¢ ab3ara, MOMEmAIOTCS BEIBOJEL IPEIJIOKEHHS, IPOCHOLL,
PEIeHus | T.7.

HaTol miuchMa SIBIsSIeTCs aTa ero Mo AIHCaHs.

IlpaBo moxmucu ciymeGHBIX IHCEM YCTaHaBIIHBAETCSI B COOTBETCTBHM C
pacupenieNieHneM 00A38HHOCTEH, B TONOKEHMSIX O CTPYKTYPHBIX NOApasAeleHHsx, B
ACDKHOCTHBIX MHCTPYKLMSAX, B HA3BaHHEIX JOKYMEHTAX NOKCH GEITH IPEAyCMOTPEH
TIOp5A/IOK IOJIIMCAHHS IPH OTCYTCTBHU PYKOBOISIINX AOKHOCTHEIX JIUILL,

Kak mnpasmmo, Tekcr nucsma maummaeTcs o YBaXUTECIBHOTO OOpalleHds K
d4/Ipecary, KOTOpOe NeYaTaeTesl IEHTPHUPOBAHHEBIM CIIOCOGOM, HalpuMep:
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YBaxcaeMblH |
ITocne obpaienys nepes TEKCTOM MUCHMa IIPOITYCKAETCS IyCTas CTPOKA.
O6pazen opopMienus nucbkMa IpuBoAUTCS B IIpunokenuax NeNe 10-13.

4.5.7. Joxnanuas, ciayxeOHast, 0OBACHUTENLHAS 3aIIUCKH

4.5.7.1. [oxknamHasg 3amucka — JOKYMEHT, a[pEcOBAHHBIA  pEKTODPY
YHHUBEPCUTETA, MOJKET CONEPKATh H3JI0XKEHHE KaKOro-THGo BONpPOCa ¢ BBIBOJAME H
IIPENIOKESHUAMH.

HoknanHas 3amucKa MOIDKHA CONEPIKATh PEKBU3UTHI: ampecar, HauMEHOBAHHE
JOIDKHOCTHOIO  JIMIA, HAMMCABLIErO €€, CTPYKTYPHOTO IIOApa3feNeHHs, MAaTy
HalMcaHusd, TeMy. TeKCT qOKIagHOM 3alliCKH COCTOUT M3 JBYX CMEICIIOBLIX YacTel:

— B BOJHOH YaCTH W3IararOTCsl IMPUYHHKBI, (akTel W COOBITHSA, [TOCITYKHBLINE
[IOBOJOM [Jis HaIlCaHHS,

— BTOpas 4acTb AOJDKHA COJNEPXKATb BBIBOABI M IIPEIOKEHHMS O KOHKPETHBIX
IEeUCTBUX,

Ilpn mpeacrasneHnH uHOGOpMAIMK 00 WCHONHEHWH K4KOro-TuGO ITOKyMEHTa
AETaeTCA CChUIKA HA No W JaTy 3TOro JoKyMeHTa. [Io pe3yinbTaraM paccMOTpEeHHS
JOKIIAAHOM 3aMMCKU Ha JOKYMEHTE IIPOCTABIISETCS PE3OIFOLIHS.

4.5.7.2. Cnyxebuas 3anmucka — TOKYMEHT, a[peCOBAHHbIN JODKHOCTHOMY JIHLLY,
cofepKalluit mpockOy paGOTHHMKA MM 3allHCKA O BBIIOJHEHWM KaKOH-THOGO paboTEL,
Teker cimyxeOHOR 3aIIUCKH COCTOUT U3 ABYX CMBICIIOBBIX YacTeil:

— B TIepBOH YaCTH IPHUBOAUTCA OOOCHOBaHHE, TO €CTh H3JAIaloTCs IPHYMHEL
COCTaBICHUS CIy)KeOHOH 3amnucKky;

— BO BTOPO¥ 4acTH NIEPEXOAAT K IIPEIOKEHHUAM, 3a1BKaM, IpockGaM M T.J.

HOJDKHOCTD, WHMIMANE W (AMHIHS JULE, KOTOPOMY afpecoBaHa CIyXxeOHas
3aITMCKa, YKashIBAIOTCS B NATEJIBHOM Mafe)ke. TeKCT HauWHaeTcAd ¢ obpalleHus X
JDOIDKHOCTHOMY Juiy. K ciyxeOHOI 3amucke npunararoTcs INOMIMHHAKH BCEX
AOKYMEHTOB,  OTP@XCHHEIX B €€  COIepXaHHH B  XPOHONOTMYECKOH
OCTIEN0BATENBEHOCTH. BU3BI NIPOCTABIAIOTCS Ha JIMLEBOM CTOPOHE IOCIETHEr0 JHCTA
JDOKYMEHT4 IIOJ IIOIKCEI0, ONMKe K HIHIKHEMY IIOJIO.

O6pasen opopmienns ciyxeGHo 3anucky npuBogutes B Ipumoxennn Ne 14.

4.5.7.3. OOwsAcHUTENbHAs 3aMHCKA - JOKYMEHT, OOBICHAIOIIMA TIpPAYKHEL
KaKoro-aubo MpOMCIIeCTBHA (elicTBus, (aKTa), COCTABNAEMEI pPaGOTHUKOM H
NPeCTaBIEMbIH BBILIECTOSIIEMY JOIDKHOCTHOMY JIMILY.

Texer 06BACHUTENBHOM 3aIIICKI COCTONT U3 ABYX CMBICIIOBEIX JacTel:

— B IISPBOY YaCTH U3JAraroTcs (akTsl, IOCTY)XUBLIKNE IOBOJOM K €€ HallHCAHMIO,

~ BO BTOPOH - IIPMBOASLTCA NPHYUHEL, OOBACHSIONIHE CIOXKUBLIYIOCS CHUTYAIIHIO
HITY IIPOH3OLIEXIINE COOBITHS.
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Hoxnanusle, cryxeGHBIE, OOBACHUTENBHBIE 3alHCKU AJPECOBAHHLIE PEKTOPY
YHUBEPCUTETA, IIEPEAAIOTCS B OTAEN JOKYMEHTAUMH I PETHCTPalid M Iepefadd Ha
paccMOTpeHHe.

B cooTBeTcTBHE ¢ pe30iIonMel WA, pACCMOTPEBLIErO AOKYMEHT, HOKIaAHAs,

cnyme6Ha5{, OOBACHHUTENBHAS 3allHCKU HallpaBIIAIOTCA OTHACIOM MOOKYMECHTAaHH Ha
HCIIQJIHEHHE,

4.5.8. Marepuansl y4eHOIro COBETa

3acenanus yYEHOro COBETa IIPOBOJSTCA B COOTBETCTBHH C IIAHAMH €ro paboTsL,
COCTaBIIIEMBIMU Ha T'OJI.

ITtan paboTel y4ueHOro coBeTa (QOPMHPYETCS HA OCHOBE MPEIOKEHHIT
CTPYKTYPHBIX TIOApa3feNeHHH, YKa3aHUul PyKOBOACTBAa YHWUBEPCHTETA H IIOpYYEHHIA
BBIIIECTOSIUMX OPTaHOB.

Ha ocHOBaHMH Npe/JIOKEHHH CTPYKTYPHBIX MOAPA3ENCHAN yIeHEIH CEeKpeTaph
YYEHOTO COBETa COCTaBIAET IPOEKT ILTaHa paGOTEL

IIpoexr mana paGoTsl YUEHOTO COBETA PaCCMATPHBAETCA H C YYETOM [TOIIPABOK
YTBEPXKAAETCA PEeKTOPOM YHMBEpPCHTeTa W HamparidgeTcsd wienam CoBeTa W HHBIM
3aMHTEPECOBAHHBIM JIUIAM. _

IIpOeKThI pelieHHs YYEHOro COBETa COIJNIACOBBIBAIOTCS C 3aHHTEPECOBAHHBIMH
CTPYKTYPHBIMU TIOAPA3IEICHIAMH.

Marepranbl K 3acelaHMI0 y4EHOTO COBETA TUPAKHUPYIOTCS M PACCHINAIOTCH
CeKpeTapeM YUeHOr0 COBETA I10 CITHUCKY.

I'padyueckne MaTepuansl TOTOBATCA B BHIE KOMIBIOTEPHOHM Mpe3eHTALNH
(Habopa cnalifioB) ¢ HCIONB30BaHHEM IPOrPaMM, BXOIANTIX B CTAHJAPTHBIN Habop
Microsoft Office. MaTepuans! npunuMaroTcs Ha BIel-HAKOIHTEISX.

PeIleHus y4eHOr0 COBETA B OKOHYATENIBHOM PENaKUyK TOTOBATCH CEeKpeTapeM
Y4EHOTO COBETA.

OrzenbHble  pelleHHs ~ y4eHOTO  coBeTa  OMOPMIAIOTCA  IIPHKA3aMit
(PacHOpAYKeHHAMH, MHCIPYKTUBHBIMH NTMCBMAMH) H SBISIOTCS OGA3aTENBHBIMHE IS
HCTIOJTHEeHUSI.

IIpyrHSTEIE HA 3aCENaHIH YUEHOTO COBETA PEIIEHH s OQOPMIIAIOTCS POTOKOIOM.

Hatoi oKyMenTa ABISIETCS aTa €ro IIPUHSTHA.

3aroloBOK HOMKEH KPATKO H TOYHO OTPAXKATh COIEPIKAHHE TEKCTA PELISHHS
YI€HOro coseta. Touka B KOHIlE 3arONOBKA HE CTaBHUTCA. 3aTONOBOK, COCTOSIUMI W3
IBYX ¥ Ooliee CTPOK, IT€daraeTcs NONYKUPHEIM IIpH(TOM dHepes 1 MEMCTPOIHEIH
HHTEPBAI, BRIPABHUBAETCS I10 LIEHTPY.

Texer oTmensercs OT 3aronoBka 2 - 3 MEXCTPOYHBIMH HHTEpBATAMH H
newataetcs mwpudTom Ne 14 yepes 1,5 HHTEpBANa OT JIEBOH TPAHHUIBI TEKCTOBOTO MOJIS
W BBRIpaBHUBACTCS 110 JIEBOH ¥ NpaBO¥ IpaHWIaM TeKCTOBOro Mois. [lepsast crpoka
ab3aila HAYMHACTCS Ha paccToaHUH 1,25 oM OT NeRoit I'PaHHIBEI TEKCTOBOTO TIOJIS.
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Texer pewrenus ydeHOro coBeTa COCTOMT M3 2 4acTell: KOHCTAaTHPYOIIel
(mpeaMOyIBI) M pEKOMEHNATENILHOMH.

B KoxcTatupyIlomieit yacTH KpaTKO M3NAraroTCs Hei U 3a4aYH, OHAa HAuHHAETCS
CIIOBaMH "3aCiIyllaB ¥ 00CyIUB coobIienue... ",

IlpeamGyna 3aBepiuaeTcs CIOBOM YUYEHOrO COBETA DEINH:I, KOTOPOE IIeUaTaeTcs
BPaspaIKy.

PexomennarenpHas 4acTh JAOKHA COLEPXKATH NMEPEUKCICHHE TPEAITHCEIBAEMBIX
AEHCTBHUH ¢ yKa3aHHEM HCTIONHHUTEI KXKI0TO JEHCTBHA U CPOKOB UCIIONHEHVA.

PexomeHnarebHas 4acTh MOXET IEIMTHCS Ha IIYHKTHl W HOAIMYHKTEHI, KOTOPHIE
HYMEPYIOTCS apaOCKHMH ITUdpam.

IlpoTokon s3acefaHHs yYeHOTO COBETA IOAMKMCHIBAET TpeAceaaTeNh (MK
IPENCENATeNECTBYIOMME Ha 3aCeJaHHH - 3aMCCTUTENIb PYKOBOTHTENS Y HUBEPCHUTETA).

Ha szaceflaHMd y4YeHOTO cOBETa BEHETCA NPOTOKON, OGOPMIIEHHE KOTOPOTO
OCYILECTBIISIETCS CEKPeTapeM YUEHOIO COBETA.

4.5.9. Matepuansl K COBELIAHMIAM Y peKTOpa

IToBecTia OUepeTHOrO COBEIAHUS ¥ PEKTOPA YTBEPKIAETCA HE TIO3[HEe HeM 3a 3
IHs [0 IIPOBEIEHHS COBEIAHNA.

Martepuansr 118 paccMOTpeHHs Ha COBELIAHWSX y peKTopa YHHMBEpCHTeTa
JIONTOTABIHMBAIOTCA ~ PYKOBOIAMTEIAMM  CTPYKTYPHBIX  TIOApasfeNenuit  (uim
OTBETCTBEHHBIM COTPYAHMKOM CTPYKTYPHOTO ITOIpasielIcHus).

Marepuransl, HDONTOTOBIEHHbIE K PACCMOTPEHMIO HA COBEIIAHHAK, MOJIKHEI
COCTOATE H3 KPATKHX 3aIMCOK C HEOOXOOMMBIMHM OOOCHOBAHHAMH M IIPOEKTAMH
pemeHnA 1o obcyxnaeMeIM Bompocam. K MarepuanaM mpuiaraeTcs CHOMCOK JIHII,
TIpUTIANIaeMbIX JUI YYACTHS B COBEIIAHU.

PesyneTaThl paccMOTpeHMs BONPOCOB Ha COBEINAHHMH Y PeKTOpa ohOpMISIOTCS
IIPOTOKOJIAMH.

IloaroroBka npoToKosIa COBELIAHHSA ¥ PEKTOPA OCYIHECTBIAETCS OTBETCTBEHHEIM
JTHIIOM, HasHaYeHHBIM IPHKAa30M PEKTOpA. '

IloanuCaHHBIA IIPOTOKOT B 3TOT JKe JEHb HANPABIAETCS B CTPYKTYPHBIE
NOIpPasAeNCHNs Y HUBEPCHTETA B COOTBETCTBHH C PACCHLUIKOMH.

IIpoToxon ¢ukcupyer xon oGCYyXHeHHs BOIPOCOB M IIPHHSTHS pelieHddl Ha
COBCLIAHUAX Y peKTopa. IIpoTokon mMeeT cremyronie peKBU3HTEL:

4) HAMMEHOBAHHE BHIA TOKYMEHTA - T[POTOKOI,

0) BUJ COBELIAHNS,

B) JaTa IIPOTOKOIA OhopMIIseTcs IMMPOBEIM CIOCOGOM;

I') HOMep [IPOTOKOIA COBEIAHMS 0603HaYALTCS apaGCKUMK g pamMu.

) TEKCT IPOTOKOJA COCTOMT U3 ABYX YacTel: BBOAHON M OCHOBHOI,

B BBOJTHOH 9aCTH YKa3BIBAIOTCSH bamues 17§ HHUIHAATET
IPENCeNAaTeNECTBOBABIIETO Ha COBELIAHHY, NOMKHOCTH, MHUIMATIEI B (QAMIITHH JIHI,
IPUCYTCTBYIOUIMX HA COBEILAHNN.
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Cnoso '"llpencemaTenbcTBOBal" Ie4aTaeTCs LEHTPUPOBAHHO MPOIHCHEIME
OyKBaMH, IOA HHM JBYMS MEKCTPOUHBIMH MHTEPBAlAMH HHYXE - JOIDKHOCTD
IIpeCEeNaTeIbCTBOBABIIErO, 3aTeM Ha J(Ba WHTEpBalia HIDKe, LEHTPUPOBRHHO -
WHUNUANIBL U haMEIHS.

Cnoso  "IlpucyTtcTBOBanM"  mevaTaeTcss OT  TPaHHMUB!  JIEBOrO IO,
TIOMYEPKUBAETCs, B KOHIIE CIIOBA CTaBHTCH JBoetouue - "[IpucyrcTBoBamu:". Uepes
ONUH MEXCTPOYHBIM MHTEpBal ClieBa I[eYaTaloTCid HANMEHOBAHUA NOJDKHOCTEH, a
CpaBa OT HAaMMEHOBAaHMs IOJDKHOCTEH - MX HHUIMANsl W davunud, (hamuiu
YKa3BIBAIOTCA B al(aBUTHOM NOPANKE B COOTBETCTBHM C HOMEHKIATYPOH 3aHHMaeMOR
JIOJKHOCTH).

OcHoBHas 4acTb NPOTOKONA IIedaTaeTcs 4depe3 1,5 MeKCTpPOYHBIH HHTEpBal U
BKIIIOYaeT BONMPOCH], PACCMATPHBAECMbIE HA COBEIIAHMH, a Takke MPHHATHIE IO HUM
pereHus.

Haumenosanue JOJKHOCTH IIeYaTaeTcd OT JICBOH Tpanulbl TEKCTOBOIQ IIOJIA.

Y. OcobGennoctn ofopmiteHus 1 nepeaaua paxkcorpamm,
TeJie(oHOrpaMM M 3JIeKTPOHHBIX MHCEM

5.1. ®akcHMHUNBEHAA CBA3b obecneunBaeT Iepenady HHGOpPMauu ¢ GYMasKHOTO
HocuTeNs (TeKCTHI, TaOMMIBI, Tpa(uKy, PUCYHKH, 4deprTexku Qororpaduu ¥ T.J0.) H
npreM 31oi HHQOpMalMH B BuAe Kormmu. OTOPaBIseMBle JOKYMEHTH BBIIOJIHEHBI
YCPHBIM HBETOM, MMEIOT Y€TKOE H KOHTpacTHOe usobpaxkenue. O6beM IepenaBaeMoro
AOKYMEHTa He MIPEeBBLINIAET IATH NWUCTOB. Ha mepemaBaeMoM MOKYMEHTE B BepXHEM
IIPaBOM YIIy IPOCTaBIAeTCs OTMeTKa "®akc ¢ moceuikoi” mmm "dake 6e3 gocwuiku”.
JOKyMeHT, MpHHATEHIH 10 GaKCHMUIBHOM CBI3H, HE HMEET FOPHINIECKOH CHIIBL.

B HuxweMm 5eBOM YTy JHIEBOl CTOPOHEI TIOCIEAHEro IHMCTA HOKYMEHTa
yKa3sIBAIOTCA GaMuiis H HoMmep Telae(oHa HCIIOTHUTEN.

IoxnucanHEI# TOKYMEHT PerHCTpUpyeTcs (MIPOCTABIMIOTCS HCXOISIIMNA HOMEp U
xata). Ilocie 3TOro JOKyMEHT MOCTYHaeT K HOKYMEHTOBeAy AjiA Iepefadd. TeKcTHl
AOKYMEHTOB ¢ IIoMeTKo# " Jljis ciyxeOHOTo I0oNb30BaHus" epeaaBaTh 3alpelaeTcsL.

JOKyMeHTEI, peHasHAYEHHBIE I OTIPABKH, IOJYIEXAT 00A3aTeNLHOMY YUeTy
B xKypHaune. [locie mepemadn MHGOPMALUHA IIOIIHHHEKY JOKYMEHTOB BO3BpAIIAIOTCH
UICTIOJTHHUTENIO ¢ OTMETKOM O BpeMEeHH OTIIPABKIL.

Hoctynuemme B YHUBEpCHTET (akcOrpaMMbL TIOIEKAT 06S3aTeIbHOMY yUeTy B
KypHane. Ipuxsarsie QakcorpaMMBI JOCTABIIOTCS [0 HA3HAYEHMIO TOJ PACIIHCKY B
IEeHE TpHeMa, CPOYHBIE — HEMEIJIEHHO., ,

5.2. TeneoHorpaMMBl MCHOIB3YIOTCS JJIsl ONEPATABHOTO PEIIEHHMS BOIPOCOE B
Cllydasx, Korjaa coobmenus, nepefaBaeMsle o TelieoHy, TpeOyIOT JOKYMEHTAIBHOIO
ogopmienus. TekcT TeneoHOrpaMMbl NepefaeTess YCTHO 1O KaHanaM TenedOHHOI

CBA3HW, 3AIMCHIBACTCA (I€4aTaeTCst) IONydaTeNleM H JOJDKEH BKIIOYAThH He Gomee 50
CIIOB.
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TenedonorpaMmma cocTaBiageTCs B OJHOM 3K3EMILUIAPE ¥ IIOANIACHIBAETCA JTHIIOM,
OT HWMEHH KOTOpOro OHa Imepefaerca. lloamucanHHble — TeleOHOrPaMMbl
PETUCTPHPYIOTCA; MOCHE NEpefady Ha HUX IPOCTABILIIOTCA AaTa H BpeMs INepeliadd,
damMuwIuy 1 HoMepa TeaeOHOB [iepeIaBIlero u npuHasiiero. /laroi TenedoHOrpaMMBI
ABIAETCs JaTa ee nepenadn. Ecmu TenedoHorpaMma IIepelaeTCsi HECKOJIBKHM -
afgpecartaM, TO K HEH AODKEH MNOPHIAraTbCsl HX CIUCOK € YKa3aHHEM HOMEpPOB
TenedoHoB. Ecmu rtenedhoHorpaMmoll mOATBEpXKIAaeTCs MCIONHEHUE KaKoro-ubo
JOKYMEHTa, TO €€ KOIUs MpUoOIIaeTcs K 3TOMY JOKYMEHTY.

Bxopsamas TenedonorpaMmMa JOKHA UMETh T€ K€ PeKBU3HTEI, 9TO U HCXOIAIIas,
3a UCKIIIOYEHHUEM MTOATIHMCH, KOTOpas Ha BXOIAIeH TeneoHorpaMMe OTCYTCTBYET.

IOpupuueckas  cuna — MOCTynuBIIed — TeneoOHOrpaMMBl  OIpefdendercs
CJISIYIOIUMH PEeKBU3UTAMU: HCXOASIINM PErHCTPAlMOHHEIM HOMEPOM OTIIPaBIIeMO
Tee(OHOTPaMMBI; JOKHOCTHIO, (haMmtdel, ¥MeHeM, OTYECTBOM U IIOJIIHCHIO JIHLA,
OTIIPaBUBILErO TeneoHOrpaMMy; IOIDKHOCTBIO, (amMunuel, MMEHEM, OTYECTBOM H
IONIHUCEIC JHIA, HNPUHABLIETO Tele(OHOrpaMMy; BXOIAIIMM pPETHCTPAllMOHHBIM
HOMEPOM NOIy4eHHOH TenedhoHOorpaMMEL.

Ilpuusteie TenedoHOrpaMMEBI TIEHATAIOTCS B JBYX SK3emInmipax. [lepsbli
OK3eMIULIp TIepefaeTcs peKTopy VYHHBEPCHUTETa HA PacCMOTpeHHe, BTOPOH —
noMBaeTes B Jieno Bxoaqmpx Tenedonorpamym. Ilocne wHcmonHeHWS NEPBBIH
SK3EMIUIAD Tele(OHOrPaMMEI ¢ OTMETKOH © BEINOJHEHWH [OPYYeHHs PYKOBOJCTBA
IOMINNBAETCA B COOTBETCTBUY C HOMEHKIIATYPO e,

5.3. Ucxopsumme hakcorpaMMBI H Telle(OHOTPaMMBI HOAIHCHIBAIOTCS PEKTOPOM
YuuBepcureTa. OTBETCTBEHHOCTh 3a COMEpKaHHe WHQOpMAaIWy, IepelJaBaeMoi IO
3JIEKTPOHHBIM KaHajaM CBS3H, [PaBWILHOCTE OQOPMIIEHHA HOKYMEHTOB BO3JIAracTcs
Ha UCNOJHUTENs, NOArOTOBUBIIEIO JOKYMEHT K Iiepejade, M PYKOBOOHTEILL
COOTBETCTBYIOIIETO CTPYKTYPHOTO IOAPa3ACICHHM.

5.4, Cpo4nble JOKYMEHTHI B B¢ Tene(oHOrpaMM | (hakcorpamm, HOCTYIIHBIIVE
13 BEIIIECTOANMX OPraHOB, JOBOJATCS IO HCIIONHUTENEH B IeHb ITOTyIeHMSL.

5.5. OnexkIpoHHBIE IHCEMA NEPEHAOTCS JJIEKTPoHHOH mouToft  (e-mail).
IIporpaMMHOe ofecliedeHue 3NeKTPOHHOH IOYTHI IO3BOJAET OCYIIECTBIATH OOMeH
TAHHBIMH MEXIy KOMIIBIOTEpaMH, aHANH3, IIOHCK, OTOOp IO 3aJaHHOMY KpPUTEPHIO,
00paboTKy, KOIMpPOBaHME, XPaHEHHE IOJIYYEHHLIX M OTHPABACHHLIX COOOLIEHHIH.
AppecaT 3JIEKTPOHHOH IOYTHl NONy4aeT H300pakeHHe MOKYMEHTa (RNEeKTPOHHOTO
COODIIECHU) Ha SKpaHe KOMITBIOTEPa WM B BUAC KONHMH HAa OyMa)KHOM HOCHTENE,
MOJYYeHHOH TPy MOMOIIM [IeYaTaoIIero yeTpoiicTBa (MpuHTEpa).

DJIEeKTPOHHBIH JOKYMEHT O(OPMIISETCS 10 OOLIHM MpaBriiaM JeIOIpOU3BOICTRA
H HMEeT PEKBH3UTBI, YCTAHOBIECHHBIE I QHAIOTHYHOTO NOKYMEHTa Ha OyMa)KHOM
HOCHTEIIE, 32 HCKIIOYSHHEM OTTHCKA NeuaTH. [Ipu mepenaye sieKTPOHBRIX [IOKYMEHTOB
B JPYrHe OpraHH3alid NOKYMEHTHI 3aBepsIOTCS 3JeKTPOHHOM IOAIHCHIC pPEKTOpa
YHUBEpCUTETa — aBTOpa JOKYMEHTa B COOTBETCTBHH ¢ DenepanbHuM 3akoHOM "O6
3JIeKTPOHHOM moamucH".

B YHuBepcuTeTe MOTYT CO31aBaTLCA H UCTIONB30BATHCS:
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4) ONEKTPOHHBIE MJOKYMEHTEHl, CO3JlaBaeMbleé B OJIEKTPOHHOH Qopme 6e3
NIPEBAPUTENBHOIO TOKYMEHTUPOBAHUS Ha OYMaXKHOM HOCHTEJE,

6) 2J1eKTPOHHBIE 06pa3bl JOKYMEHTOB, IIONYYEHHDIE B PE3yIETaTe CKAHUPOBAHHA
AOKYMEHTOB U XPaHfI{Kecd B CHCTEME JIEKTPOHHOTO JOKYMEHTOOGOPOTA.

JNEeKTPOHHBIN JOKYMEHT JIOJDKeH OBITE oQopMiaeH o oOIEM IIpaBHiaM
JENONPON3BOACTBA M HUMETh pEeKBH3WTHI, YCTAHOBJIEHHEIE IS  aHAJOTMYHOTO
JIOKyMeHTa Ha 6YMa)KHOM HOCHTEIE,

DIIEKTPOHHEIE JOKYMEHTEl CO3Aal0TCs, 00pabaThIBalOTC U XPAaHATCA B CHCTEME
9NEKTPOHHOIO JOKYMEHTO060poTa YHHUBEPCHTETA.

HoKymenTsl, co3gaBaeMble B YHHBEpCHTETe ¥ (WIM) IIOCTYIMBINME B
YHuBepcuTeT Ha OyMaXHOM HOCHTENE, BKIIOYAIOTCS B CHCTEMY SIEKTPOHHOTO
AOKYMEHTOOGOpOTa TMOCNe CKAHWPOBAHMS W CO3JAHHSl OSIEKTPOHHEIX 00pa3oB
IOKyMeHTa. BKIFOWeHHE 37IeKTPOHHOr0 06pasa JOKyMEHTa B CHCTEMY 3JIEKTPOHHOTO
JOKYMEHT0000POTA BO3MOXKHO IIOCTIE €T0 CPABHEHHS ¢ [TOTHHHUKOM JOKYMEHTA.

EnuHuuedl ydera 31eKTPOHHOTO NOKYMEHTA SBIACTCA BIEKTPOHHBIA TOKYMEHT,
3aPeTHCTPHPOBAHHEIM B CHCTEME 3NIEKTPOHHOTO JOKYMEHTOOO0POTA YHHBEPCHUTETA.

ONeKTPOHHbIE JOKyMeHTHI (OPMHPYIOTCS B Jela B COOTBEICTBHM C
HOMEHKJIATYPOH J€ M HHIESKCHPYIOTCS B TIOPSIKE, YCTAHOBIEHHOM B OTHOIUGHMH Je,
COCTABIIEHHEIX U3 JOKYMEHTOB HA GYMa)KHOM HOCHTEIE.

Ilpu cocTaBneHHMHM HOMEHKIATYPBI el YKa3kIB4eTCs, YTO [HelI0 BeleIcs B
3JIIeKTPOHHOM BHJIE.

OJIEKTPOHHBIE NOKYMEHTHI IIOCJA€ HX WCIONHEHHS HOANEKAT XPAaHEHHWIO B
YCTaHOBJIEHHOM IIOpsAZKE B YHHBEPCUTETE B TEUSHHUE CPOKOB, NPEAYCMOTPEHHBIX I
aHANOTHYHBIX JOKYMEHTOB Ha 6yMaKHOM HOCHTEE.

llocme WCTeYeHMA CpOKa, YCTAHOBNEHHOTO JUISs XPaHEHHS SIEKTPOHHBIX

NOKYMEHTOB, OHH IIOJJIEXAT YHHYTOKEHHUIO HAa OCHOBAaHUM aKTa, YTBEPMKICHHOIO
YHUBEpPCHTETOM.

VI. Opranuzanus f0KyMeHT0060POTA H HCIONHEHHS JOKYMEHTOB
6.1. [IpyAMIIEl oprafgu3aniy J0KyMeHT0000poTa

6.1.1. JIpmwKeHnue JOKyMEHTOB B YVHHMBEPCHTETe ¢ MOMEHTAa HX CO3NAHMS MWK
NOITYHCHIA (O 3aBEPINCHHS UCTIONHEHHS MIIH OTIIPABKH 00pasyeT JOKYMeHTOOB0pOT.

B VYrurepcurere _YCTaHaBJ'IHBaIOTCH ClIenyIOlHe IPUHIUIB B OPraHHU3allHH
JOKYMeHToo0opoTa:

HEHTpallu3alys OIepaliii [0 IPHEMY H OTIIPABKe JOKYMEHTOR,

OpTaHH3alHUs IPEABAPHTEIBHOTO PACCMOTPEHHS OCTYIIAIOIIUX [OKYMEHTOB;

OTHOKPATHOCTE PEIMCTPAlMH JOKYMEHTOB;

yCTpaHeHHe He00OCHOBaHHEIX COTIIACOBAHV IPOEKTOB JOKYMEHTOB;

periaMenTalys onepauni 1mo obpaboTKe, PaCCMOTPEHHIO U COTTIACOBAHMIO
JIOKYMEHTOB.
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B JOKYMEHTOOO0pOTE YHuBepcuTeTa BRIACIAIOTCH CIIeIYIOIIHE
JIOKYMEHTOITOTOKH:

MOCTYNAroLasA JOKYMEHTAHUS (BXOAAIIA)

OTIIpaBisieMas JOKyMeHTanus (MCXOnaas);

BHYTPEHHSIS JJOKYMEHTAIIHS.

6.1.2. Tlopsnok MpoxXoXxAeHHs JOXYMEHTOB M OTlepalliy, IIPOBOAUMEIE C HUMH B
YHHBEPCUTETE, PErNaMeHTHPYIOTCA Hacrosimeit WHCTPYKIMeH, NOIOKEHHAMH O
CTPYKTYPHBIX NOAPA3OCNeHHsIX H JODKHOCTHBIMH HHCTPYKUMSAMH COTPYIHHKOB
YruBepcurera.

6.1.3. Ilpy mpuMeHeHHH B YHHBEpCHTETe JMEKTPOHHOTO IOKYMEHTOO60pOTA
OTZAENIOM JOKYMCHTAllMM COBMECTHO C yIpapRieHHWeM HH(MOPMAITHOHHEIX TEXHOJIOTHH
0BCIyXMBaHHA PaspabaThIBAIOTCs MAPIIPYTHL ABHKEHHS IOKYMEHTOB.

6.2. Opranuzalius JOCTaBKH JJOKYMEHTOB

6.2.1. JlocTaBka NOKYMEHTOB B YHHBEPCHTET OCYIIECTBIAETCH, KaK IIPaBHIIO,
CPelICTBAMH TIOYTOBOMH, PEeNIbIBETePCKOiL, 2TEKTPOHHOM CBI3H H KYPHEPCKOH.

C NOMOIBIO NOYTOBOH CBsI3M B YHHBEPCHTET JOCTaBNsAeTCS ITHCEMEHHAs
KOPPECTIOHEHIIUSA B BUJIC MPOCTHIX M PErHCTPHUPYEMBIX LMCeM, IIOYTOBBIX KapTOYeK,
Gangeponel 1 MEIKUX TTAKETOB, 4 TAK)Ke MedaTHbIE H3AaHMUSL.

6.22. Tlo xaHajaM ONeKTPOHHOM CBA3K I[OCTYNAOT:  (haKCOIPaMMBL
TeNe(GOHOrPaMMEL, AIEKTPOHHbIE JOKYMEHTEL

6.3. Ilpuem, 06paboTka B pacTipelielieHHe BXOISIIAX JOKYMEHTOB

6.3.1. IlepsonauaneHas oGpaGoTKa  TOCTYNAKOUIEH  KOPPECIOHASHIUH
3aKNH0YAETCA B IPOBEPKS MNPABUABHOCTH [OCTABKH H LEIOCTHOCTH BJIOXKEHUH,
¢ukcarmn (akTa NOCTYINEHHT MNOKYMEHTA U HOATOTOBKE KOPPECHOHACHIMH K
Iepefade o Ha3HAYESHHUIO.

1IpoBepKa PpaBUITBHOCTY JOCTABKH MMEET L0 BHIABIEHHE KOPPECIOH EHIIHH,
JOCTaBJICHHOX HE MO HasHaueHWI0. KOHBEPTHI ¢ JOKyMEHTaMM, B TOM YHCIE U
3aKa3HBIC, BCKPBIBAIOTCS, IPH STOM IIPOBEPSIIOTCH HEJOCTHOCTD YIIAKOBKY M HANHYKE
BJIOYKEHHBIX IOKYMeHTOB. [Ipu 06Hapy)eHHH OTCYTCTBUS JOKYMEHTA WM IIPHIIOKESHHS
K HEMYy, & TaKkeé HECOOTBEICTBHI HOMEpa, YKA3aHHOTO Ha KOHBEPTE, HOMEpPY
BJIOXKEHHOTO NOKYMEHTa COCTABIIETCA aKT B JIBYX 9K3EMIUIAPAX, ONUH M3 KOTOPBIX
IIPHUIIAraeTCs K MONMyYEHHOMY HOKYMEHTY, a Ipyrod HampaBlseTcs OTHpaBuTeo. Ilpn
OTCYTCTBHM H2 MOKYMEHTE ajipeca OTIPABUTENS KOHBEPT HpPUIAraeTcs K JOKYMEHTY.
KorBepThl Npunaraorcs X JOKYMEHTaM W B TOM Cllydae, KOTAA JATA TIOYTOBOTO
WTEMNENs Heo0XoAuMa I TOATBEPXK/CHWS BPEMEHY OTHNPaBKH ¥  IIONyYEHHs
Aokymenta. B cnyyae momydyenus cyneOHBIX JOKYMEHTOB KOHBEPT IIPHIIAraeTcs
oGs3aTenbHO. Bo BCeX OCTANBHBIX CllyqasxX KOHBEPTI YHEITOMKAFOTCH. ITomydeHHbIH
AOKYMEHT PErUCTPUPYETCSA B PErUCTPAlMOHHOM JKypHane. Ha nonydeHHOM HoKyMeHTe
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IPOCTABIIAETCA PETUCTPANMOHHLIN INTaMIl. PerucTpalldOHHBIA IITAMI IIPOCTABIAETCH
Ha IOJIy4YeHHOM JOKYMEHTEe B HKXKHEH YacTH NepBOro JIMCTA, KOTOPHIH BKIIIOYAET
HAaNMEHOBaHHE OpPraHH3allMM — IOJydaTeNs MOKYMEHTa, JaTy ITOCTYIUICHHS H €ro
HHJEKC.

Konseptsl ¢ rpudoM "nuaHo" He BCKPBHIBAIOTCA M HEPEJAIOTCS [0 HA3HAUCHMUIO.
Ocranpable JOKYMEHTHI [IepeAAOTCsl Ha PErHCTPALIMIO.

PerucTpanyy nopneskar BXOAAIIME JOKYMEHTEL, TIOCTYNAIIIKE OT IOPHIAIECKAX
1 yacTHBIX Jun. He roamexxar permcrpanmu: nuchbMa, MPUCHAHHLIE B KOIMH Ui
CBEJICHUS, CBOJKYM H MHQOpPMAlUM, NPHCIAHHBIE B KOIHH VIS CBEJICHHS, PEeKIaMHEIE
H3BCIICHYS, IUIAKATH], MPOIPaMMBI COBEINABWH, KoH(QepeHIME U T.I., M[EYATHLIE
usfanusa  (KHMXH, O KypHaJBl, OroJUleTeHH), [O3[pPABUTENBHEIE  IHCbM2 H
MIPUITIACUTENbHEIE OUIIETH.

JOKYMEHTEI, aijpecOBaHHEIE PYKOBOACTBY YHHUBEPCUTETA, a Takke 06€3 yKazaHus
KOHKPETHOTO  JIMIA HIH  CTPYKTYPHOTO  IIOApasfelieHHs  NpeNBapUTEIbHO
paccMaTpUBalOTCs B OTAENE NOKYMEHTAllHH, 3aTeM HANpPaBIIOTCS PEKTOpY HIIH B
CTPYKTYPHOE IOJpa3ieiIeHie.

bes mpeBapuTeNpHOro PacCMOTPEHHS [IEPENAIOTCS 110 HA3HAYCHHIO JOKYMEHTE,
aZpeCOBaHHBIC HEMOCPENCTBEHHO CTPYKTYPHBIM NOAPa3AeICHUAM MWK JOJDKHOCTHLIM
THIAM,

6.3.2. TlocrynuBiume TenerpamMMbl —IIPHHEMAIOTCS IO  PAacmlucKy ¢
INPOCTABJICHUECM JaThl ¥ BPEMEHH [IPHEMA, PETHCTPUPYIOTCS IO TEM Ke IIPaBUIAM, UTO
W [HAChbMA, a 3aTeM MEepelaloTCs Ha pacCMOTPEHHE pEKTOpYy YHHBEpCHTETa W
UCIIOJIHEHHE.

6.3.3. JloxyMeHTBI lepeqaroTes PEKTOPY Y HUBEPCHTETA WM HETIOCPEICTBEHHBIM
HCTIOJIHUTEIIAM B JIEHb HX NOCTYIUIEH¥A. Pe3ynmbTaThl paccMOTpeHHS H YKa3aHHs 110
HCIIOJIHEHHIO JIOKYMEHTOB JAlOTCs B (JOpPME DPE3OMIONMH pexTopa YHHBepcurterd. B
COCTaB PE30JIOIMH BKIIIOYAIOTCH CICAYIONIME O00S3aTe/IbHBIC 3JIEMEHTHI YKa3aHHe
MCHONHUTENS  (MIM  HCTIONHMTeNel), KOTOPOMY  HANpaBlAETCs  JOKYMEHT;
IPEAMICHBACMOE JISHCTBHE, IOPSAOK ¥ CPOKHM €0 WCHONHEHHS, HOANNCH PEKTOpa
YHUBEpCUTETa ¥ J]aTa NOANHACAHUS Pe3ONIONMH. PE30MIOUM JOKHEL COTIEPIKATE SCHOE
M HCHUCPILIBAIOMIES YKa3aHHE O IOpAAKE H XapakTepe WCHONHEHMA IOKYMEHTOB,
KOHKPETHOM HMCITOJIHATEINE U CPOKE HCIIOMHEHNS.

PaccmoTpennble pekTopoM YHMBepcHTETa JOKYMEHTHI BO3BPAINAIOTCH B OTIEN
AOKYMCHTAllMM JUI PETHUCTPAlMM B JKYPHATaX H B CHCTEME SJIEKTPOHHOIO
FOKYMEHTOODOPOT2 BHOCHTCS COJEP)KAaHHE pE3OMIOLUMH M HalpaBisieTcs Ha
HCIIONHCHHE B CHCTEME 3IICKTPOHHOI0 IOKYMEHTO000pOTa MK 110 3IEKTPOHHOM moyTe,

6.4. Oprasuzaiwst 06paboTKH HCXOIAIIHX IOKYMEHTOR

loaroToBKa HCXONAMMX JOKYMEHTOB BKIIOYaeT B ce6s paGoTy 10 COCTABIEHHIO
MpOeKTa JOKYMEHTA, COrNaCOBAHHUIO, TOANHCAHHIO (YTBEPKAEHHIO) H OTIIPaBKe.
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ITpoeKkT NOKyMeHTa IpPOXOJHUT BHYTPEHHEE COIIACOBAHME (BM3HMPOBAHHME) ¢
3aMHTEPECOBAHHBIME NTHIAMK. J[0 mepemauu JOKyMeHTa Ha IIOANIMCH WCIIONHHTENH
AOKEH TIPOBEPHUTH €r0  COJAEPXaHHE, IPABUIBHOCTE OQOpMIICHHS, HalIHIue
HEOOXOJVMMBIX BU3 M IPHIOKeHHH, JJOKyMEHT IpencTaBigeTca Ha MOAMHCH BMECTE C
MarepuaiaMy, Ha OCHOBAHHY KOTOPBIX OH IOTOBHJICS. J[OKYMEHTBI, COCTABIEHHEBIE H
o¢opMIIeRHEIE C HapyIeHHeM, BO3BPALIAIOTCS MCIIOIHHTENIO Ha N0paboTKy.

IMopnucaHdplil JOKYMEHT, CO3HAHHBIN B YHUBEpCUTETE, PErHCTPUPYETCS B
oTAene NoKymeHrauuu. IIpu perucrpanuyu nmpopepseTcs TPaBHIEHOCTE OQOPMIIEHHS U
aApecoBaHUA MOKYMCHTOB; Halu4yne MOJIIHCed, BM3, NpunokeHud. Hemnpasuieso
odopMiIeHHBIE JOKYMEHTHl IIONJICIKAT BO3BPATy HCIONHHTENIM Ha JA0paboTKy.
CoTpynHuK, NpEHEMAIOIKE U OQOPMIIOIMN MCXOASIIME JOKYMEHTEl, B MOMEHT
PETHCTpAaly IPOCTABNAET B HUX JAThl M HCXOIINe HOMepa, 3aBepsieT OCTAIOLIHEecs
Uld TOMUMBKH B [CI0 3aBH3MPOBAHHBIE KOIMH OTHPaBISEMBIX JOKYMEHTOB,
3aperucTpHpOBaHHbIe TOKYMEHTH! IIepeatoTes Ha o6paboTKy M OTIIPaBKy B A€HB HX
odopmienns. O6paboTia OTHpaBIsieMON KOPPECTIOHIEHITHU BKITFOUAET €€ COPTHPOBKY,
aZipeCoBaHue, BIOXEHWE B KOHBEPTHI, 3aK/IeWBaHHe H O(QOPMIEHHE IIOYTOBOTO
ornpaBneHus. Ha 3axasHyl0o KOpPeCTOHACHUHIO COCTABISETCS OIMCh PACCHUIKH.
JOKyMEHTEI, OTNpaBiieMble OTHOBPEMEHHO B OJWH afpec, BKIAABIBAIOTCI B OIUH
KOHBEpT.

JIOKyMEHTEI,  OTNpaBIfeMBbie  YHHBEPCUTETOM, IEPEJAIOTCI  HOYTOBOI,
KYyPLePCKOH CiIyx00H, 3NeKTpHIecKoi wiIH (PAKCHMHIILHON CBA3BIO.

ObpaboTka MOKYMEHTOB /Ui OTHPABKH IIOYTOBOW CBA3BIO OCYIIECTBISETCH
OTHEIOM IOKYMEHTAlMK B COOTBETCTBMH C IlpaBuiaMu oKasaHHs YCIyT HOYTOBOM
CBA3H, YTBEP)XXICHHbIMH IIpHKazoM MuHkomcBssn Poccrm or 31.07.2014 Ne 234,
JIOKyMEHTBl [jii IOYTOBOM OTHOpaBKM NEPENAlOTCSs MONHOCTBIO ODOPMICHHBIMH,
3apETUCTPUPOBAHHBIMH ¢ YKa3aHMEM ITOYTOBOIO afpeca HiH ¢ YKa3aHHEM Ha PacChUIKY.

[Toutoselit ajgpec BKNIOYEET OMMUCaHHE MeCTa HAXOXKIACHHA IIOIB30BATEls
YCIIyTaMH TIOYTOBOM CBA3H ¢ 00sA3aTENBHBIM yKa3aHHEM ITOYTOBOTO MHAEKCA H (MIH)
0003HaYEHHE C TIOMOIIBIO CHMBOJIOB a/{peca M0JIB30BAaTe s YCIyTaMi TOYTOBOM CBSI3H B
MH(OPMAIHOHHOI CHCTEME OPraHu3aluy $eepalbHOMN [0YTOBOI CBI3H.

llouToBEIH ajpec MOTB30BATENS YCIYraMy [IOYTOBOM CBA3H B MH(DOPMAITHOHHOI
CHCTEéME OpraHu3aliM (eAepalbHOR IOYTOBOM CBS3M IIPHCBAMBAETCS IONB3OBATENIO
ABTOMATHYECKH I(PH IIOATBEPXACHUHN UM COMIACHS Ha IMONyYEHHE 3aKa3HbIX TOYTOBBIX
OTIpPaBJICHNH, [TePeCEIacMbIX B QOpMe JIEKTPOHHOTO NOKYMEHTa B COOTBETCTBYHU C
1. 57 ITpaBun oka3aHus yCayr OYTOBOH CBSIZH.

Ha mOYTOBBIX OTHpaBneHMAX OTHpaBHTENEM YKA3BIBAIOTCA TOYHEIE ajpeca
OTIIPABUTEINIL U aJpecaTa.

AJpeca OTHpaBATENS M aJpecata IIOYTOBBIX OTHPABICHHH, MPHHAMAEMEIX IS
NIEPECHUIKH B Npenenax Teppuropun Poccuiickolt deneparny JOMKHEL GHITh YKa3aHEI
H8 DYCCKOM sA3BIKS. AJpeca OTIPABHTENA H afpecata MOYTOBBIX OTIPABICHHLY,
NPUHUMaEMbIX [JI TICPECBUTKH B Mpefenax TEePpUTOPHH pecnyCiIHK B COCTaBe
Poccuiicko#t @enepauym, MOryT OBITB yKa3aHBI Ha TFOCYJJapCTBEHHOM  fI3BIKE
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COOTBETCTBYIOIIEH PECITyOIUKY [IPHU YCIOBHH UX MTOBTOPEHUS Ha PYCCKOM SI3BIKE.

Ha MexayHapomHBIX IIOMTOBBIX OTIIPABICHUSX aapec ITHINETCS JIaTUHCKVMH
OykBaMu ¥ apabckumu muppamu. JlomyckaeTcs HamMCaHHAE aJpeca Ha S3BIKEe CTPaHBI
Ha3HAUEHHUH I[PH YCIOBUH IOBTOPESHUS HAVMEHOBAHUA CTPaHBl Ha3HAYSHHS Ha PyCCKOM
A3BIKE.

Appec anpecara NHIIETCS B NpaBoH HIDKHEH YacTH NOYTOBOIO OTHpaBNCH¥S, a
aZpec OTIpaBHIENS — B JIEBOH BepxHeHd wacTu. AJpec IHIIETCS 4ETKO U Oe3
HCIIPABICHMM, B HEM He JOIDKHO OBITh 3HAKOB, HE OTHOCAIMXCA K ajpecy, H
COKpAaIlleHHBIX Ha3BaHUM.

PekBHU3UTHl ajjpeca Ha IOYTOBLIX OTIPABICHUAX B COOTBeTCTBUH ¢ [IpaBunammu
OKa3aHWs YCIIyT IIOYTOBOH CBSI3H MHIIYTCH B CIEAYIOIIEM ITOPIIKE!

a) COKpallleHHOe HaMEeHOBaHHE YHHUBEPCHUTETA;

0) HasBaHKE YIHIEI, HOMEP AOMA;

B) Ha3BaHUE IOpoOa;

r) Ha3BaHUe palioHa;

I{) Ha3BaHHE PECITyOIHKH;

€) Ha3BaHHe CTPaHbl (1 MEXKTyHAPOJHBIX IIOYTOBBIX OTIIPABICHHN );

) TIOYTOBBLIH MHJIEKC.

C noMompo CpencTB SNEKTPHYECKOH CBA3H OCYIIECTBIAETCS Iepefaya
WHQOpPMALMH B BHAE Telerpamm, TelerafiriorpamMm, ¢axcorpamm, teiedoHorpamm,
DJIEKTPOHHBIX COODIIEHMIA,

Temerpammel, cocTaBIsIeMble B Y HUBEPCHUTETE, IPUHUMAKOTCS JOKYMEHTOBEIaMH
OTZeTa JOKYMEHTAIlM¥ 3aBU3HPOBAHHEIMY, IIOJINCAHHLIMM, JaTHPOBAaHHBIMH U
3aperCTPUPOBAHHEIMH ¢ OTMETKOM O KaTeropuu H BuAe oTipaBieHusA. OTnpaska
TeJeTpaMM  OCYLIECTBIAETCA B COOTBETCTBHHM ¢ IlpaBMiaMH oOKazaHWA YCIyT
TeNnerpa@Hoi cBA3M, yTBepkaeHHbMH [locTanosnenuem IlpaButensctsa Poccuiickoit
Denepanyu ot 15.04.2005 Ne 222 (pea. or 31.01.2012).

Ilepenaga nHGOPMALUK ¢ IOMOIIBIO TEIE(GOHOTPAMM OCYLIECTBIISETCS YCTHO IO
KaHalaM TeJe()OHHOHN CBA3H U 3aITUCHIBACTCA (I1eUaTaeTCs) Oy IaTeNeM.

6.4.1. Peructparius HCXOISIIIMX JOKYMEHTOB

HOKYMEHTEI, MCXOAAHIME H3 YHHMBEPCHUTETAa M IOAIHCAHHLEIE DPEKTOPOM |
IIPOPEKTOPaMH, PETHCTPUPYIOTCS OTACTIOM JIOKYMEHTALHH.

JIOKYMEHTDI Ha PETHCTPALMIO B OTHE) AOKYMEHTALMY NPEACTABIAIOTCA C ABYMS
IK3eMINisipamMu  Komud. OpHa KOMHA ¢ BH3AaMH COINIACOBAHMS OCTAeTCd B
IeNONPOM3BOACTBE OT/ENA TOKYMEHTAL|H, [Ie TIOMEIIAETCS B COOTBETCTBYIOMIEe Iello,
Apyras KONHA € PErUCTPAlHOHHEIM HOMEPOM H JaTOH BO3BPAINAETCS B CTPYKTYPHOE
[0JpasjieNeHue, IOATOTOBHBLIEE TOKYMEHT.

lIpn perucTpammy JOKYMEHTOB DPA0OTHAKH OTAENA JOKYMEHTALHH OOS3aHbI
IPOBEPHUTE  IPABUIBHOCTE OQOPMIEHWS JOKYMEHTOB, BKIIOYANOIIYI0 B  cebs:
COOJfOIEHNe  YTBePXICHHOK  (opMBI  GUaHKka  YHHBEPCHTETa, COOTBETCTBHE
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HCTIONE30Banus GopMbl GIIAHKOB YHHBEPCUTETA ITOAITUCH PYKOBOICTBA YHUBEPCHUTETA,
HajJ{4he M IIPaBUIBHOCTh OQOPMICHHS BCEX PEKBHU3HMTOB JIOKYMEHTA, TOUYHOE
COOTBETCTBHE TEKCTa KONHMM MOKyMEHTa MOMJIMHHHUKY OTIpPaBIAEMOrO NOKYMEHTa,
Halnhyue HeoOXOINVMBIX BH3 COTJIAcOBaHMSA ¢ ux pacuradposkod, daMumpn
UCIIOJHUTENA, HOMepa ero TeiedoHa, NPUIOKEHHH M IIOTHOTO IOYTOBOTO afpeca
HIOJTyqaTes.

JoxymenTe, odopmieHHble 0e3 COONFOJEHAS MpaBill, K PErHCTPaliH H
OTIIPaBKe OTAEIOM JOKYMEHTALMW He IIPUHHUMAIOTCS M BO3BPAIIAIOTCS HUCIIONTHUTENIM
Ha NopadoTKy He3aBHUCHMO OT (haKTa IMOAMUCAHUS,

JOKyMEHTBl ANl OTIPAaBKM IEpenaloTca B OTAEN NOKYMEHTAlMH NOJHOCTBIO
0(OpMIICHHBIME, 3apPEerHCTPUPOBAHHEIME, C VKA3aHHEM IIOYTOBOTO ajpeca HIH C
yKa3aTeneM pacChlIKU U COOTBETCTBYIOIINM KOJHYECTBOM 3K3EMILIAPOB.

B cnyuae Heobx0AMMOCTH CPOYHOTO JOBEAEHHS JIO aJpecaTa MOAIUCAHHOIO H
32perYCTPUPOBAHHOrO IIMCEMa HCIIONHUTETh JODKEH OTIPABUTE 3NEKTPOHHYIO BEPCHIO
IHCBEMa II0 3JIEKTPOHHOH MOYTe C YyKa3aHHeM perucTpalliOHHOTO HOMEpa, MATHI
TIONMMCAHNA U C COOOIIEHNEM O AOCHUIKE MTOATMHHENKA ITUCEMA TIO TT0YTE,

6.4.2. OTnpaska TOKyMEHTOR

Otmpagka HCXOOAMUX NOKYMEHTOB OCYIECTBIAETCS LEHTPATN30BAHHO OTAEIOM
JOKYME@HTAIHH.

CTpyKTypHBIE TIOApa3[eNieHsI CIAl0T B OTJEN JOKYMEHTAIlMM Ha OTIIPaBKY
UCXOAIHe B OyMa)kKHOM H SIEKTPOHHOM BHIE, a MEXIAYHApOIHBIE OTIPABICHHS -
BMECTE C 0OPMIICHHEIMH KOHBEPTAMH.

OtnpaBnsemMble JOKYMEHTHI MO/DKHBEI OBITE KOMIDIEKTHBIMH, CO BCEMH
TMPHWIOKEHUAME K KaXIOMY JOKYMEHTY, ¢ OTMETKOH COCTaBHUTENs MOKYMEHTA O BUIE
IIOYTOBOTO OTNPABIEHH (3aKa3HOe, 3aKa3HOE ¢ YBEIOMIICHHEM O BPYUIEHHH H T.I1.).

IIpu  oTmpaBke HOKYMEHTa HECKONBKHM  aupecaraM ¢  OTACILHEIMH
TIPHIOKCHUAME B KaXIbIH afpec K JOKYMEHTY JOMKeH OBITH IOATOTOBIIEH YKa3aTelhb
PacChUIKH, TIOANUCAHHEIH PYKOBOIUTENEM CTPYKTYPHOTO MOAPa3EICHHsA, C YKa3aHueM
damunum uenonHuTeNs. [IpHnokeHns, NpeaHasHAYEHHbIE JAHHOMY aApecary, JAOJKHBI
OBITH CKPEMJISHBI C OCHOBHEIM JTOKYMEHTOM.

Otxen mqoxyMeHTalM# MONOOPKY JOKYMEHTOB M NPHIIOMKEHHH 10 ajpecaraM He
IIPOM3BOIHT.

OTBETCTBEHHOCT 3a INOJHOTY M KOMIUIEKTHOCThL NEPENaBAEMBIX HAa OTIPABKY
JOKYMEHTOB  BO3JaraeTCss Ha CTPYKTYpHBIE TOApAa3JielleHus - HCIOJBUTEIN
TOKYMEHTOB.

HOKyMEHTEI COPTHPYIOTCS II0 KATETOPUSAM MOYTOBBIX OTIpPABIEHHH H
YTIAKOBBIBAIOTCA. JIOKYMEHTBI, OFHOBPEMEHHO OTIPABISIEMEBIE OJHOMY ajpecaTy,
BKJIaABIBAOTCS B OJIMH KOHBEPT,

Ha xoHBepTe yxasplBacTCs BHI IIOYTOBOTO OTIpPABIEHHSA, MOYTOBEIA ajmpec
[ONMy9aTe/ls X ero HaMMEHOBaHWe (YCHOBHOE HITH OTKDPBITOE COIJIACHO aapecaTry B
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nuceMe). JIOmKHOCTE U haMITis afpecaTa He YKa3bIBalOTCS,

KoHBEpTH! 3aKIEUBAIOTCS, B3BELIMBAXOTCA JUIA ONPEICICHHS CTOUMOCTH
OTIIPABIEHHA, MAPKUPYIOTCS ¢ IOMOIIBI0 (PaHKHPOBATIEHON MAIIHHEL (TIPOCTABIIAETCS
HaMMEHOBAaHHUE M a/IpeC OTIIPABHUTENS, 3HAK, 3aMEHSIOIINH IT0OYTOBYIO MapKy, BEIHIHMHA
no4TOBOTO cbopa | Jata OTIPABIECHHA ).

6.4.3. TTopsioK IPOXOKIAEHHS BHYTPEHHNX TOKYMECHTOB

[IpoxoxeHre BHYTPEHHHMX [JOKYMEHTOB Ha OJTalaX HX [OATOTOBKH H
0(hOpMIIEHHS KOIDKHO COOTBETCTBOBATH MIPOXOXKISHHMIO HCXOISIIMX JOKYMEHTOB, a Ha
9TAIle X UCIIONHEHHS - BXOJAINX TOKyMEHTOB.

OdopmieHHble  JOKYMEHTHl IEpeflaloTCs HA MOANHCh PYKOBOACTBY B
COOTBETCTBHH C IIPaBOM MOATIMCH JOKYMEHTOB M pacupezeneHueM o0sa3aHHoCTel.

Iocme moarrcanys JOKyMEHTH! PeruCTPUPYIOTCS.

IlognucanHele  pPEKTOPOM WM NOPOPEKTOPOM M 3aperdMCTPHPOBAHHBIC
PacTOpPSATUTENbHEIC JOKYMEHTBI B 0043aTeNBHOM  IIOPSJKE pPacChUIAIOTCA B
CTPYKTYPHBIE MOAPA3/IEleHHA, B BEICHUU KOTOPBIX HAXOIITCI pPacCMAaTpUBAEMEbIE
BOMPOCHI HOCPEICTBOM JJAEKTPOHHOH MOYTHI MIH B CHCTEME 3JIEKTPOHHOIO
JOKYyMEHTO000pOTA.

Ilepenaya  JOKyMEHTOB MEX LY CIPYKTYPHBIMH  IIOJApa3[eNeHUAMH
OCYUICCTBIACTCA depe3 CeKpeTapeH CTPyKTYpHBIX NOApasfielleHud MWW  JII,
OTBETCTBEHHBIX 33 JICJIOIPOH3BOACTBO,

[ipn Heo6XOAMMOCTH OpPHUIHMHAILI TOKYMEHTOB IEPEHAIOTCS B CTPYKTYpPHBIE
MOApasfieNIeHus ¢ COOTBETCTBYIOMIEH OTMETKON B PErUCTPALIHOHHOM XYPHAJE.

6.4.4. Opransanus IpueMa U IepeIadn JOKYMEHTOB
C HCIIONBE30BaHNEM (DaKCHMHIIILHOH CBS3H

Cpencrsa GakCHMHIbHON CBAM NpeNHA3HAYAIOTCS JJI ONIEPATUBHOM TIEpefadyd 1
IpHeMa TEKCTOB JOKYMEHTOB U CIIXKeOHEIX MaTEPHAIIOB B CTOPOHHWE OpraHH3allMH, 4
TaKKe I[oApasfeNiecHHs, pa3MelNeHHble BHE OCHOBHOro s3mamusa. Cpenactsa
(paKCUMHUIIEHOH CBSA3M YCTAaHOBIEHBI B OTIENE JOKYMEHTAIHH.

C wdcnonesoBaHMeM cpeICTB (DaKCHMIIBHON CBA3M MOTYT OBITh II€peHaHbl
MaTCPHAJIEl TEKCTOBOIO, TAaONHMYHOIO HIM TIpadHuecKOr0 XapakTepa, HCIIOTHEHHEIE
THIOTPAQCKUM, MAIIMHONMCHEIM MM PYKOIMCHHM CHOCOGOM B YEPHOM HIIH
TECMHO-CHHEM [BETC ¢ YETKHM M KOHTPACTHBIM M300pakeHHeM (IepBhie 3K3eMILIApLI
HJTH MX KCEPOKONHUY) Ha Oeltoit Gymare ¢ MUHUMANBEHON BBICOTON GYKB ¥ Iudp 2 MM.

ObseM 1epenasaeMoro B TeUCHHE ONHOTO CEaHCAa CBA3M  JOKYMEHTA,
BBIIIOJIHEHHOTO Ha Oymare dopmara A4 (210 x 297 MM), He DODKEH MpPeBHINIATH 5
JTHCTOB.

IloAroToBNEHHEI! ISl Tepeladn OpMrMHAT (aKCOTpaMMbl, B TOM YHCIE
3apyGexHBIM ajipecaTaM, BU3UPYETCH MCTIONHHTENEM U PyKOBOIUTEIEM CTPYKTYPHOTO
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[IOApa3AeTICHUSL.
®daxcorpaMMmBl Ha WHOCTPAHHBIX SA3BIKAX OTIIPABILIIOTCS IIPH HATHYHH II€pPeBOJA,
3aBEPEHHOI0 JIMLIOM, TOANNCABIINM (PakcorpamMmmy.

Ilocne nepefavyn I1o (1)8.1{0}’ MOJNHHHHUKK HJOKYMCHTOB IIOJJICHKAT OTIIPaBKE II0
MoOuTe HIiH NCpeaav HCIIOJHHTEIEO.

6.4.5. Coobmenus, mepeaaBaeMele IO IEKTPOHHON MoUTe

OJeKTPOHHBIMH Ha3bIBAIOTCS COOOLICHMSA, IiepejaBacMble (IOJIydaeMbIe) depes
CPEICTBA BBIYMCIUTENHLHOM TEXHHKA B CHCTEME 3JIEKTPOHHOM IMOYTHL. AHamms,

00paboTKa U XpaHeHHe TaKUX COOOIIEHHI TaKXKe OCYIIECTBISETCS C IIOMOIIEIO CPEICTB
BBIMUCIUTEIBHON TEXHHKH B OTAEE JOKYMEHTALIHH.

VIIL. OcobenrOCTH patoTs! ¢ 3JIEKTPOHHBIMH JOKYMEHTAMH
7.1. OneKTpOoHHbIE TOKYMEHTE]

7.1.1. DnexTpoHHBIE NOKYMEHTBI CO3MaioTCd, 00pabaThIBAIOTCS ¥ XPAHATCH B
CHCTEME 3JIEKTPOHHOIO JOKYMEHT0000poTa YHHBEPCHTETA.

DJNEKTPOHHEIH [JOKyMEHT JOJDKEeH OBITE o(opMIleH o OOIMM IpaBHiaM
JEIONPOU3BOACTBA H WMETh PEeKBHU3WTHl, YCTAHOBIEHHBIE MN aHAJOTHIHOTO
JIOKyMeHTa Ha OYMa)KHOM HOCHTEIE, 3a UCKTIOYCHHAEM PEKBH3ATA "T"ocynapcTBeHHBIH
rep6 Poccutickoit ®enepanuu’.

B VuuBepcurere — HCHONB3YIOTCA ~ ONEKTPOHHbIE  JOKyMeHTHI  (6e3
IIPCABAPUTEIHFHOTO JOKYMECHTHPOBAHHA Ha OyMaXHOM HOCHUTENE) M DJIeKTPOHHEBIE
KOTINH JOKYMEHTOB.

CocTaB  2M€KTPOHHBIX ~ JOKYMEHTOB, CO3JABa€MBIX B  YHHMBEPCUTETE,
YCTQHABJIMBACTCA IIEPEUYHEM JOKYMEHTOB, CO3/@HHe, XpPaHEHWE ¥ HCIOIb30BaAHHUE
KOTOPEBIX OCYINECTBJIAIOTCA HUCKAIOYHTENBHO B (hopMe IAEKTPOHHEIX JTOKYMEHTOB IIpPH
OpraHW3allH BHYTPECHHEH JEATEIPHOCTH Y HUBEPCHTETA, paspabaThiBAEMBIM HA OCHOBE
pexoMernanuii GexepanbHOro apXHBHOrO dreHTCTBA.

Ilepeuens NOKYMEHTOB, CO3[JaHHE, XpaHEHHe W MCIOJb30BAHUE KOTOPBIX
OCYIMIECTBIIAIOTCA ~ UCKIIOYMTENBHO B (GOpME SIEKTPOHHBIX JOKYMEHTOB IIpH
OpraHu3alK BHYTPCHHEH NEATENbHOCTH OPTaHM3AINH, YTBEPKIACTCA PYKOBOLUTEIEM
3TOH OPraHM3allMd [0 COTIACOBAHUIO C YIIPaBleHHEM IO AedaM apxuBoB PB, KV
Hauwonansusrii apxus Pb.

DJIEKTPOHHBIE JJOKYMEHTH!, HAIpaBlsseMble B OPraHbl rocy1apCTBEHHON BIACTH ¥
OpraHbl MECTHOTO CaMOYTIPaBJIeHHs, IOANUCHIBAIOTC YCHICHHON KBANH(HUIMPOBAHHOM
SIEKTPOHHOM IOJMUCHI0 JOMMKHOCTHOTO JIMNA YHHBEPCHTETA B COOTBETCTBHM C
DenepanbHEM 3akoHOM "O6 3J1eKTpoHHOHR moamHIcH".

B cHcTeMe  9NEKTPOHHOrO  JOKYMEHTOOGOpOTa  YHHBEDCHTETA  MOTYT
MCTIONE30BATRCS CIIOCOOBI MOATBEPKACHUS AEHCTBHI ¢ 3JEKTPOHHEIME JOKYMEHTAMY,
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IIPH KOTOPBIX HCIOJB3YKTCS MHBIE BHABI DIEKTPOHHBIX ITOJNMCEH B COOTBETCTBHHU C
DenepansHbIM 3ak0oH0M "O0 deKTpoHHOM oamHcH".

7.1.2. Apxus VHHBepCHTETa IIPHHMMAET 3JIEKTPOHHBIE JOKYMEHTH OT
CTPYKTYPHBIX IIOApasfelieHNl YHHUBEPCUTETA B LENIX O0CCICUeHHS UX COXPaHHOCTH,
y4JeTa U UCIIONB30BaHHs ¥ OCYINECTBIAET IOATOTOBKY JOKYMEHTOB IMOCTOSHHOIO CPOKa
XpaHeHH: K nepefave Ha xpanenue B I'KY Haunonanensrii apxus Ph B ycraHOBIEHHOM
nopszke. B COOTBETCTBMH ¢ BO3NIOXKEHHBIMY Ha YHHUBEPCUTET 3a4a9aMi B DYHKIIHAMEY,
a TaKxe B 3aBUCHMOCTH OT cocTaBa M (OPMBI NpelNCcTaBIeHHs, 0Opa3yIomuxcs B ee
ACATENLHOCTH JOKYMEHTOB, B apXMBe YHHBEPCHTETa BhLIENAeTCA (CO3HAeTCA) apXuB
BIEKTPOHHBIX JOKYMEHTOB.

B YHuBepcureTe ycTaHaBIMBAeTCs MOPAAOK CO3MAHMUS, TIONYYEHHs, 0OpabOTKH,
XpaHEHUsA W HCIONB30BAHMS OJIEKTPOHHBLIX JOKYMEHTOB B YCIOBHAX MPHUMEHEHMS
BEJOMCTBEHHON CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTOOGOpPOTa, a TaKke IOPSIOK
OTIPaBKH, ITOTyYEHH U PETHCTPAIIHH JIEKTPOHHEIX COOOIIIEHHI,

IIpn 3ToM nenecooOpasHo peIyCMOTPETD CIIELYIOIIME OI0KEHHS.

[lonyuenne ¥ oTHpaBKa 3IEKTPOHHBIX JOKYMEHTOB OCYUIECTBISIOTCA OTIEIOM
JOKYMEHTAaLHH.

Iocne BKIIOWEHHS SIEKTPOHHBIX NOKYMEHTOB B CHCTEMY SIEKTPOHHOTO
AOKYMEHT0000pOTa HOPMUPYIOTCS PErHCTPAlMOHHO-YUETHBIE JaHHble O JOKYMEHTe,
obecIIeuHBaIOIIME YIPABIEHHE IOKYMEHTOM, B TOM YHCI€ €ro IOMCK, JOCTYI K
AOKYMEHTY, KOHTPOJIb, XpaHeHHE, HCIIONB30BaAHME K IPYTHE JaHHEIE.

HOKyMeHTBI, co3laBaeMble B YHuBepcuTeTe W (WIK) IIOCTYIHBIIHE B
YHUBepCHTET Ha GYMaXHOM HOCHTENe, PETHCTPUPYIOTCA B CHCTEME 3IEKTPOHHOTO
AOKYMEHTO000pPOTa C CO3/laHHEM B Hell SJIEKTPOHHON KOIIHHA TaKOro JOKYMEHTa.

Perucrpanus u yd4er SIEKTPOHHBIX JOKyMEHTOB OCYIIECTBIIIOTCA B CHCTEME
NIEKTPOHHOTO NOKYMEHTO060poTa Y HUBEPCUTETA.

DNEKTPOHHEIE JOKYMEHTH (POPMUPYIOTCS B SJIEKTPOHHBIE Jefld B COOTBETCTRHH C
HOMEHKIIATYpOii Ael.

B HOoMeHKmaType Jen yka3blBaeTCs, 9TO AENO BENETCA B SNEKTPOHHOH dopMme,
49TO OTMeYaeTes B rpade "[Ipumedanne",

ONEeKTPOHHBIE NOKYMEHTHI I[OCIE HX HCIIONHEHMS IIH OTIPABKH IOJIEHKAT
XPaHEHHUIO B YCTAHOBJICHHOM MOPSAKE B HH(QOPMAIMOHHBIX CHCTEMAaX OPraHH3alliy B
TCHUCHUE CPOKOB, NPENYyCMOTPEHHBIX [/ AHATOTHYHEIX IOKYMEHTOB HA GyMayKHOM
HOCHTEIE.

Ilocme ¥CTeYeHHs CPOKOB, YCTAHOBNEHHBIX [UI XPaHeHHs BIeKTPOHHBIX
AOKYMCHTOB, OHH MOJJNICNAT YHHYTOXKEHHMIO HAa OCHOBAHHUH aKTa, YTBEPIKIECHHOIO
PEKTOpOM YHUBEPCHTETA.

Cocrasnenue, odopmreHHe M COTNACOBAHHE  [POEKTOR 3NEKTPOHHEBIX
AOKYMEHTOB  OCYIIECTBIACTCS IO  OOMIMM  mpaBWiaM  JelONpOM3BOACTBA,
YCTaHOBICHHBIM B OTHOLICHHH AHAJOTMYHBEIX JOKYMEHTOB Ha OYMa)XHOM HOCHTele.
OVIEKTPOHHBI!  JIOKyMEHT JOKEH HMETh pEKBHU3WTEL YCTAHOBIECHHEIE  IJIA
AHAJIOTMYHOTO IOKYMEHTa Ha 6yMaXKHOM HOCHTENE, 33 HCKIIIOUEHUEeM OTTHUCKA [1€9aTH.
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JIIsl TONTBePXASHHUS. TOAMUHHOCTH HIEKTPOHHBIX JOKYMEHTOB B YHUBEPCHTETE
HCIIONE3YIOTCA DNIEKTPOHHEIE ITH(POBbIE IO IIHCH.

Hcmone3yemble cpeicTBa 3NIEKTPOHHON [UGPOBOH NOMMHCH JOKHE OGBHITH
CepTUOUIMPOBAHEL B YCTaHOBJIEHHOM IIOPSIAIKE.

ITpy paccMOTpeHHM M COTTACOBAHUM SIEKTPOHHBIX JIOKYMEHTOB, & TAKXKe IIPH
TOJIKMCAHHN BHYTPEHHHX HH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB (JOKIAHEIX,
CITy>eOHBIX 3aTHCOK, CIIPaBOK, CBOAOK H JIp.), CO3IABAaeMbIX B 3JIEKTPOHHON dopMe, B
CHCTEME DIIEKTPOHHOTO JOKYMEHTOOOOpOTa YHHBEpPCUTETA MOTYT HCIIONB30BATHECS
CriocOOBI TOATBEPXKACHHUS JNeHCTBHH C SNEKTPOHHBIMH, JOKYMEHTaMH, NPH KOTOPBIX
3NEKTPOHHAA LHU(poBas MOANMCH HE MCIONB3yeTcs. Takwe MpaBHiIa MOTYT OBITh
YCTaHOBJICHEI IIPH YCJIOBHM, YTO IPOrpPaMMHBIE CPEICTBA, HCIIOIB3YEMEBIE B HAHHOM
denepanbHOM  OpraHe  HCIONHHTENLHOM  BI4CTH, IMO3BOIAIOT  OFHO3HAYHO
MIEHTAGNIMPOBATE KO, TIOAMYCABIICE UITH 3aBU3HPOBABILEE IOKYMEHT.

B cooreerctBum ¢ IlpunoxxenweM K IIpaBuiiaM [eJONpPOM3BOICTBA B
(emepanbHBIX OpraHax HCIONHUTENBHOM BoacTM (B peRakIUA I[IOCTAHOBIEHHS
IMpasurensctsa Poceuiickoli ®eneparmu ot 26.04.2016 Ne 356) npumenser Iepedens
00A3aTENBHEIX CBEACHHH O ITOKYMEHTAX, WCIOMb3yeMBIX B IIENAX ydeTa M IOHCKA

AOKYMCHTOB B CHCTEMax 3IEKTPOHHOIO AOKyMeHTooGopoTa (enepalbHEIX OpPraHoB
ACHOMHUTENBEHOM BIacTH. K TakxuM cBeleHUAM OTHOCSTCS

1. AxgpecanT (aBTop)

2. Anpecar

3. HOMmKHOCTE, haMUITEs X HHUIHAJIEL JINIA, TOANHUCABIIEIO JOKYMEHT

4. HauMeHoOBaHHe BUa JOKYMEHTA

5. [lara noxymenra

6. PeracTpallioHHEIH HOMEP JOKYMEHTA

7. JlaTa IIOCTYNJIEHUS OKYMEHTA

8. PerucTpalioHHbIR HOMEp BXOASAIIETO JOKYMEHTa

9. CezmeHus o CB3aHHBIX JOKyMeHTax (HaMMEHOBAHHE BHJA JOKYMEHTa, Hara,
PEerHCTPAlMOHHEIR HOMEp, THIT CBS3%)

10. 3aroioBox K TEKCTY (KpaTKoe ComepaHue JOKyMEHTa)

11. Muxexc nena o HOMEHKIATYpE el

12. Csenenus o nepeajpecanuy JOKyMeHTA

13. KonmyyecTBO IHCTOB OCHOBHOTO JOKyMeHTa

14. Ormerxka 0 mpunOXeHHH (KOJMYECTBO HPHIOKEHHH, OOIiee KONMYECTBO
JIUCTOB NPUTIOKEHUH)

15. Vkasanua mo HCMONHEHMIO NOKyMEHTa (MCIONHUTENh, LOPYYeHHE, AaTa
MCIOIIHEHHUST) ,

16. OTMeTKa 0 KOHTpOIIE

17. I'pud orpannvenus nocryna

18. Crenenus 06 31K TPOHHOMN OANHACH

19. TIpoBepka 3MeKTPOHHOH TTOAIHCH
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20. Ilonpa3nenenue - OTBETCTBEHHBIN HCIIOIHHATEb JOKYMEHTA

21. @alnk! MEKTPOHHOTO NOKYMeHTa (KOIMIecTBO (hailios, uMeHa thaitios)".

MucTpykuuel o Jemonpor3BOACTBY MOXKET OBITh NPEAYCMOTPEHO BKIIOUCHHE B
CHCTEMY 3JIEKTPOHHOTO JOKYMEHTOO00pOTa Y HUBEPCUTETA OTIOHUTENBHEIX CBEIEHHH
O JOKYMEHTaX OTMETKAa O MEepeHOCe CPOKa HCIIONHEHHSI AOKYMEHTa, CPOK XpaHeHWHs
JOKYMEHTA, HaMMEHOBaHMsA IPHIOKEHUH K DIEKTPOHHOMY MAOKYMEHTY, KIIOYEBEIS
CJIOBA U Jp.

Enunvnel yueTa 3eKTPOHHOI'O AOKYMEHTA SBISETCH BIIEKTPOHHBIH JOKYMEHT,
3apETUCTPUPOBAHHBI B CHCTEME SIEKTPOHHOTO JOKYMEHTOO00pOT2 YHHBEpPCHTETA.
ONEKTPOHHBIH JOKYMEHT, MMEIOIMH [PHIOKEHHs, PErHCTPUPYEeTCs KaK OOuH
JIOKYMEHT.

Ilocne oTHpaBKH 3MEKTPOHHOTO JOKYMEHTa, 3aBEPEHHOTO JNEKTPOHHOM
MIOANUCHIO YIIOJHOMOYSHHOTO AOKHOCTHOIO JIMUA, JOCBUIKH apecaTy ero KOIMH Ha
OyMa)KHOM HOCHTeNe, KaK NpaBWiIo, He TpeOyercs, 3a HCKIIOYEHHEM OTBETOB Ha
obpallleHus IpaxAaH, IOCTYNHBINHX IO WHQOPMAIMOHHO-TEIEKOMMYHUKALOHHEIM
KaHajlaM, Ha KOTOpBIe B COOTBETCTBHM C PenepanbHbM 3akoHOM oT 2.05.2006
Ne 59-03 "O nmopsaxe paccMoTpeHus obpaiennit rpaxaan B Poccuiickoit ®enmeparuu”
(Cobpanne 3axonoparensctBa Poccuiickoit Penepanuu, 2006, Ne 19, cr. 2060)
3aJABUTEIII0 JaeTCs IIMCBMEHHBIH OTBET, HalpaBlAeMEBI II0 IIOYTOBOMY aJpecy,
YKa3aHHOMY B OOpaIieHuu.,

HcrionHeHHBIE 3JIEKTPOHHBIE JOKYMEHTBI CHCTEMATH3WPYIOTCS B [el1a B
COOTBETCTBHHM ¢ HOMEHKIIATYpOH fen YHuBepcuTera. I1pu cocTaBneHNY HOMEHKIIATYPEI
Iel B rpade NpHMeHaHHe BKIHOYACTCH yKazaHHe "DIEKTPOHHBIE JOKYMEHTHI"

CpoxH XpaHeHUs 3JIEKTPOHHBEIX JOKYMEHTOB COOTBETCTBYIOT CPOKAaM XpaHEHHS
JOKYMEHTOB, YCTAHOBJIEHHEBIX 3aKOHOAATENbHBIMM M HHBIMH  HOPMATHBHBIMH
IpaBOBRIMKH akramu Poccuiickoli ®enepamuu, THIOBBEIMH WJIH BEJOMCTBEHHBIMH
NEPEYHAMY ISl aHATOTHYHBIX TOKYMEHTOB Ha OyMaXKHOM HOCHTEIE.

MecTo XpaHEHHs SIEeKTPOHHBIX INOKYMEHTOB [0 HX IIE€Pelaud B apXuB, BHJ
HOCHUTENEH, Ha KOTOPBIX OHM XpaHATCA, a Takxke (OPMAThl X IIOCTOSHHOTO H
JJIATEIBPHOTO CPOKOB XpPaHEHHS ONpPEeeNsioTcs ¢ ydeToM (YHKIMOHHPYIOUIHX B
YHUBEPCHTETE NPOIPaMMHO-TEXHUYECKUX CPEACTB H HOPMATHBHEIX M METOIMYESCKHX
AOKYMEHTOB YIIpaBIeHUs 0 JelaM apxuBoB PeciryGiuky bamkoprocran.

OKcnepTr3a IEHHOCTH SNEKTPOHHBIX JOKYMEHTOB OCYHIECTBISETCS B 06IEM
[IOPANKE, YCTAHOBASHHOM B OTHOWICHHH JNOKYMEHTOB Ha OymaikHoM Hocutene. [locie
HCTEYCHHSA CPOKa, YCTAHOBICHHOTO MJIsI XPAHEHHS JNeKTPOHHBIX Neli (3IeKTPOHHEIX
LOKYMEHTOB), Ha OCHOBAaHHMH aKTa O BBIIEIEHUH UX K YHHUTOMKEHHIO, YTBEPKIAEMOTO
PEKTOpPOM YHUBEPCHUTETA, YKa3aHHEIE SIIEKTPOHHBIC [ena (3IEKTPOHHBIE JOKYMEHTE)
IOJIIEXKAT YHUUITOXKEHHIO,

IocTynueimme W3 CIPYKTYpHBIX I[OZpasieleHAd B apXuB YHHUBEPCHTETa
SNEKTPOHHBIE JMOKYMEHTHl IMepeAaloTcs IO ONucAM ¢ ohOopMIeHMEM axTa
npreMa-Tiepenayy SJIeKTPOHHBIX JOKYMEHTOB Ha apXHBHOE XpaHEeHHe,
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OJeKTPOHHBIE TOKYMEHTH! [EpPelaloTCAd B apXUB YHHBEPCHTETA CTPYKTYPHBIMH
IOApasfeNeHMsiMd 10 Tpa@HKy ¥ B TIIOpAKe, YCTAHABIHBAEMBIM  apXHBOM
YHuBepcureTa.

J1s IOATOTOBKH JEKTPOHHBIX JOKYMEHTOB K Ilepefiade B apXuB YHUBEPCHUTETA
MOXKET TIPUBIIEKaThCs YIpPaBlIeHHE HHQPOPMAILMOHHBIX TEXHOJOTUH, OCYLISCTBIMIOIIEE
CHCTEMHOE aIMHHHCTPUPOBAHNE HH(OOPMAIIMOHHEIX CHCTEM Y HUBEPCHUTETA.

Texuuyeckne acmexkTsl IpHeMa JJIEKTPOHHBIX JOKYMEHTOB B apXuB
YHHUBEpPCHTETA, ONEpalyM ydeTa, 0TOOpa, OOECTCUeHMM COXPAHHOCTH ¥ XPaHCHHI,
KOHBEPTHPOBAaHMA B HOBbIE (¢opMaThl M MHUIPAllid HA HOBBIE HOCHTEIH
YCTaHABJIHBAOTCS B CHELMANBHBIX HHCTPYKIMAX, paspabaTbiBacMbIX B Y HUBEPCHTETE.

ApxuB VHHBEpPCHTETA OCYIICCTBISET aIMUHHCTPHPOBAHHE HHGOPMAIIMOHHEIX
CHCTEM YHHBEPCHTETa B 4acTH coOmrofeHus Tpe0oBaHWH K XPaHEHHIO CO3JAHHBIX
H/HIN BKJIIOUEHHBIX B HUX 3J€KTPOHHBIX JOKYMEHTOB.

B apxuBe  VYnupepcutera  coznaercs ~— mHGOpPMANMOHHAas  CHCTEMA,
obecrieunBaroiias yIpaBlIeHUE apXUBHLIMH OJIEKTPOHHLEIMH [OKYMEHTAMH, WIH
BRIIENACTCS MECTO M XPpaHeHMsA OSIEKTPOHHBIX JOKYMEHTOB Ha (H3NYECKH
000COOIEHHEIX MAaTepHAlbHEIX HOCHTENSIX, B TOM YHCHE I WX BPEMEHHOTO
pasMeINeHns B LENIX aKKIMMaTH3allhu¥, & TAaK)Ke yCTaHABIMBAeTCA MK BEIIEISIETCS
He0OX0AHMOe cepBepHOe H KOMMYHHKAIIMOHHOE 000pyJOBaHHE.

ONeKTpOHHBIE JOKYMEHTH], IIOICKALIHE XPAHEHUIO, MEPENAIOTCE B apXUB
YHUBEpCUTETA B BHJE KOHTeHHepoB, 0OECIEYMBAIOIIMX IIEIOCTHOCTH SIEKTPOHHBIX
AOKYMEHTOB, 110 HH(pOPMAaLMOHHO-TEIEKOMMYHHUKAIOHHOM CETH B3 MHGOPMALMOHHOH
CHCTEMBI YHHMBEPCUTETa B MHGOPMATHOHHYIO CHCTEMY apXuBa YHHUBEPCHTETA MW HA
060COONEHHEIX HOCUTENAX OHOKPATHON 3aIIHUCH.

Ipy moAroTOBKE 3JIEKTPOHHBIX JOKYMEHTOB K [I€pefaue Ha XpaHeHHE B apXHB
VYHHUBeEpcHUTETa IPOBOAUTCH HX KOHBEpTalys B (popMaTr apxupHOro Xpanenus PDF/A-1
(namee  —  QopMaT  apxHBHOrO  XpaHeHHsa). B ciydae = H3MEHEHHA
IPOrpaMMHO-AIIIaPaTHON Cpefbl M BBHIXOJA W3 YHOTPeONeHMS KOMITBIOTEPHEBIX
(bOpMaTOB, MOBpEXNEHHA HOCUTENsT apXuB VYHUBEpCHTETa IPOBOAMT paboTy 1o
KOHBEPTallUU 3JICKTPOHHBIX JOKYMEHTOB B HOBBIE (JOpPMATH! H/WIK MUI'PANUK Ha HOBBIE
HOCUTEJIH.

JUi ONepaTHBHOIO HOCTyNAa K 3ICKTPOHHBIM [JOKYMEHTAM B CHPABOYHBIX U
IIOMCKOBBIX ILIEIAX apXWB YHHBEPCHUTETAa IPOBOIUT paboTy IO CO3ZaHuio (oHIA
NIOJTE30BaHMS JIEKTPOHHBIX JOKYMEHTOB.

ONEeKTPOHHEBIE JOKYMEHTH! GOH/a [TONB30BAHNS TIOIEKAT YUYETY.

OTmen  JOKyMeHTAaHH COBMECTHO ¢  YIpaBieHHEM HH(OPMAIHMOHHBIX
TEXHOJIOTHH B COOTBETCTBHH C JCHCTBYIOU[MM 33aKOHOMATENHLCTBOM POCCHHCKOM
OQenepatmu B chepe nabOpManiy, TOKYMEHTALMOHHOrO obECTeUeHHs U apXMBHOIO
Aena paspabaThIBalOT BHYTPCHHHE HOPMATHBHBIE AOKYMEHTH II0 KOMIUIEKTOBAHHIO,
YUETY, XPaHEHHIO U UCIIONB30BAHHIO JJIEKTPOHHBIX apXUBHEIX JOKYMEHTOB.
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7.2. OpraHuzaiys dIeKTPOHHBIX JOKYMEHTOR B COCTaBe apXUBHOTO HOHAA
Yuupepcureta

ONEKTPOHHBIE JOKYMEHTHI IIOCTOSHHOTO M BpeMeHHBIX (CBbimie 10 JeT) CpokoB
XPaHEHMS BKITIOYAKOTCA B COCTaB apXUBHOTO QOHAA YHHUBEPCHUTETA.

ONeKTpOHHBIE MNOKYMEHTHl BPEMCHHBIX CpPOKOB XxpaHenws mo 10 ner
BKITFOYHTENBHO XPaHATCS B TEUEHHE YCTAHOBJICHHOTO Cpoka B HHGOPMAaIMOHHOM
cucTeMe (XpaHMJIHLIE 3IEKTPOHHEIX JAOKYMEHTOB) B (opmaTe, B KOTOPOM OHHU OLLIH
CO3MaHbl WIHM BKIIOYEHB! B MHQOPMALMOHHYIO cHCTeMY. B apxyip YHHBepCcUTETA 3TH
JOKYMEHTEl HE NEpPEeNaroTcs. OINEKTPOHHBIE TOKYMEHTH CHCTEMATHIHPYIOTCS B
AH(DOPMAIIMOHHOHN CHCTEMe B COOTBETCTBHH ¢ HOMEHKIATYPO# Jen YHHBepcHTeTa H
HHACKCUPYIOTCS B MOPSIKE, YCTAHOBIEHHOM B OTHOIIEHHM Jell, COPMHUPOBAHHEIX M3
JOKYMEHTOB Ha OyMa)KHOM HOCHTEIE,

ITpn BKIIOYEHHM 3aTOJOBKOB BIEKTPOHHEBIX ZeT B HOMEHKIATYPY el HHIEKCHI
SIIEKTPOHHOTO Jefla M 3ar0JI0BKM SNEKTPOHHBIX JET COCTABIAIOTCS IO TEM JKE
OpaBHJIaM, YTO M MHIEKCEI H 3aT0JIOBKU JIe]l ¢ IOKYMEHTaMU Ha OyMaXKHOM HOCHTeNe, B
rpade «lIpruMedanrey YKa3bIBaeTCs, YTO AENO BEAETCS B SIEKTPOHHOM BHUJE.

Ilo OKOHYaHHM  eNONpPOM3BOACTBEHHOTO FOJa B  WMTOTOBOM  3alHCH
HOMEHKJIATYPBI ACN OTHAEIHHO YKA3hIBaEeTCA KOJIMYECTBO 3aBeEHHBIX SIICKTPOHHBIX Je)I
IIOCTOSHHOTO, BpeMeHHEIX (cBhile 10 net) u BpeMeHHEIX (o 10 JeT BKIIOYHTENIBHO)
CPOKOB XpaHEeHUs,

OJIEKTPOHHEIE JOKYMEHTHl IIOCTOSHHOTO M BpeMeHHHIX (cBbume 10 meT) cpokos
XPpaHeHWA, B TOM YUCIIC IT0 JUYHOMY COCTaBY, BKIFOYAIOTCA B COCTAB apXUBHOTO (QOHIA
YHuBepcurera.

CucreMaTn3salys SMEKTPOHHBIX JOKYMEHTOB M KX HHAEKCAMS B COOTBETCTBHH C
HOMCHKIIATYpOH fefl, (OpMUpOBaHHE KOHTEHHEPOR 3JIEKTPOHHBIX NOKYMEHTOB ISt
Iepesavr SICKTPOHHEIX JOKYMEHTOB B apXWB YHHBEPCHTETA OCYIIECTBIIIIOTCA B
CTPYKTYPHBIX IIOAPa3ACIEHUAX Y HHBEPCUTETA B COOTBETCTBYIONMX HH(YOPMALIMOHHEIX
CHCTeMaX.

Kounte#iHep 31€KTPOHHOTO NOKyMEHTa NPEeICTaBIseT coOol zip-apXuB (cxxaTyro
Zip-TIanKy).

B xonTeliHep 3MEeKTPOHHOTO JOKYMEHTA BKIIOYAOTCS:

~ ONEKTPOHHEIH JOKYMEHT B JOpMaTe apXUBHOIO XPAaHEHMS;

~ METaJaHHbIe JOKYMEHTa, BKJII0Yas 3NIeKTPOHHbIE MOIIMCH.

ONEKTPOHHBIE  JOKYMEHTEI, IMEIoIINe IPHIIOKEHHS, ABIIAIOIIHNECS
HEOTheMIIEMOH 4acThIO JIOKyMEHTa, o(opMIIeHHEIS KaK NOKYMEHT
HHQOPMALMOHHO-CIIPABOYHOTO XapakTepa (rpaduk, CIMCOK, CMeTa, IUaH ¥ Ap.),
HOPMATHBHBIA MM HHOW JIOKYMEHT, a TaKKe JHCTHI COrMacOBaHus K JOKYMEHTAM IpH
KOHBEPTHPOBAHHE B (OPMAT apXHBHOTO XpaHEHHs HPUCOSHUHAIOTCH K OCHOBHOMY

HOKyMEHTy, obpasys ¢ HuM onud ¢aitn. Ilpunoxenus Gonsmoro ofbema MOTYT
KOHBEPTHPOBATLCS B OTJENbHEIE (Daiibl,
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ITpu mnepemade KOHTEHHEPOB OSIEKTPOHHBIX JOKYMEHTOB M3 CTPYKTYPHOIO
NI0Jpa3/ieIeHus] B apXKUB Y HUBEPCUTETA [0 MH(MOPMAIHOHHO-TETEKOMMYHUKALIMOHHON
CEeTH  COIEPXKHMOEe KOHTeHHepa DIEeKTPOHHOIO  JIOKYMEHTA  BKIIOYAETCd B
HH(OPMALMOHHYIO CHCTEMy apXHBa YHUBEPCHTETa ¥ pasMEINaeTcs Ha cepBepe,
BRICTyIIad B Ka4yeCTBe OCHOBHOIO D3K3eMIUIipa ACKYMeHTa. B HHGMDOpPMAIHOHHOMN
CHCTeME apx¥Ba YHHBEpCUTETaZ (QOPMHPYIOTCS paboude 3K3eMIUAPE  (KOIMH)
9JICKTPOHHBIX OKYMEHTOB, KOTOPEIE Pa3MEIaloTcs Ha cepBepe pabourx KON,

KoHTeliHepsl 3MEKTPOHHEIX HOKYMEHTOB MOIYT IlepelaBaThcs B  apXuB
YHuBepcHTeTa HA QH3HIeCcKH 060COGICHHEIX MATEPUAIBHBIX HOCUTENAX OJHOKPATHOIMN
3&I1HCH B JIBYX HIACHTHUYHBIX SK3eMILIAPax — OCHOBHOM H paboueM, :

OCHOBHOH 9K3EMIUIAP ONCKTPOHHBIX JOKYMEHTOB SBISETCA 3TalOHHBIM
9K3EMINIAPOM M HCIIOAB3YCTCA B HCKIIOYHTENIBHBIX CIydasx, a Takxke Id CO3IaHHMs
KoM paGovyero 9K3eMIUIApa B3aMEeH HCIIOPYEHHOTO I YTPAYEHHOTO SK3eMINIApA.
PaGounit 5K3eMIIAp SMEKTPOHHBIX JOKYMEHTOB B apXuBe YHHUBEPCHTETA SBISETCH
3K3EMILIAPOM, C KOTOPOTO NPH HEOOXOAUMOCTH F3TOTABIMBAIOTCS KOIHMHU 3JIEKTPOHHEIX
JOKYMEHTOB, B TOM YHCIIE I OHAA MOMB30BAHHS.

OJIEKTPOHHEIE JOKYMEHTH! JOJDKHBEI OBITh CHCTEMATH3MPOBAHBI, ONHMCAHBI U
BHECEHBI B ONHCH U APYrHE apXWBHBIC CIPABOYHHMKH TaKMM 00pasom, 4TOOBI MOMKHO
OB110 06ECTIEUUTE UX YHET, IOUCK B HCIOMB30BAHHE.

7.3. Obecnieuenne COXPaHHOCTH SIEKTPOHHBIX JJOKYMEHTOB

CoXpaHHOCTL  DIEKTPOHHBIX MOKYMEHTOB B apXuBe  YHHBEPCHIETA
oOecnednBaeTcs:

— CO3J]aHMEM HOPMATHBHBIX (ONTHMANBHBIK) YCIOBHI XpaHEHHS HOCHTeNei
3JIEKTPOHHEIX JOKYMEHTOR;

- PasMCINCHHEM OICKTPOHHBIX [OKYMEHTOB Ha CepBepax apxuBa H/WIA B
apXWBOXPAHUIMING, eCNH 3JeKTPOHHBIE INOKYMEHTH NepeNaroTcs Ha XpaHeHue U
XPaHATCS Ha QU3HIECKH 060COGICHHBIX MATEPHATLHEIX HOCHTENISX;

- COGIEOICHYIEM HOPMATHBHBIX PEXXUMOB XPaHEHHUS 3EKTPOHHBIX JOKYMEHTOB,
- TPOBEPKOM Ha HAIMYME BPEJOHOCHBIX KOMITBIOTEPHBIX IIPOTPaMM («BHUPYCOBY);
~ IIPOBEPKOH HANUYMA U COCTOSHHUS EKTPOHHEIX JOKYMEHTOB;

- KOHTpOJIeM (];)H3PI‘:IGCKOI‘O H TEXHHMYECKOI'0 COCTOSHHI HOCHTEeIeH H
JNCKTPOHHBIX JOKYMCHTOR,

- KOIMPOBAaHHEM 3NIEKTPOHHBIX MOKYMEHTOB B IEISIX CO3faHus pabodmx
IK3EMILIAPOB;

- KOHBEPTUPOBAHHEM 3NIEKTPOHHBIX JIOKYMEHTOB B HOBEIE (DOPMATEL ¥ MUTpaLHei
Ha HOBBIC (B TEXHONOIHYECKOM OTHOLIEHHH) 3]I€KTPOHHBIE HOCHTEIH.

Jna  obecredeHus COXpaHHOCTH OIEKTPOHHBIX JOKYMEHTOB B  apXHBE

YHuBepcuTeTa HEOOXOHHUMO  BBINOJIHSATE MEPONPUATHA N0 HHOOPMAIHOHHOMN
Oe301acHOCTH:
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- 3aIMWUTY OIEKTPOHHBIX JOKYMEHTOB OT BO3IEHCTBHA BPENOHOCHBIX
KOMIIBIOTEPHBIX IPOrpamMm (KBEPYCOB» U IIp.);

- 3aAIIHTY SJICKTPOHHBIX JTOKYMEHTOB OT HECAaHKIIMOHHPOBAHHOI'O JOCTYITa K HHM.

OnruManbHEIE YCTOBHMS XpaHEHHS OIEKTPOHHBIX JOKYMEHTOB B apXHBe
VYHuBepcuTeTa 00eCneYnBaIOTCA:

- 00OpymoBaHMEM IIOMEUICHUN H XpPaHWIHI] CPEACTBAMY NOXKAPOTYINEHHS,
OXpPaHbl X CUTHATM3AIAH;

- IpUMEHEHHEeM TEXHHYECKHX CpPEACTB MJIA CO3JaHHS  ONTHMAJLHBIX
(HOpMAaTHBHEIX) TEMIIEPATYPHO-BIAKHOCTHOTO, CBETOBOIO,
CaHUTAPHO-TUTMEHHYECKOI0, OXPAHHOIO PEeXUMOB B IIOMEINEHMSX M XpaHWIUINAX
apXuBa;

~NPUMEHCHHEM IIPOrPaMMHEIX CpPeACTB AN obecnedeHHs HH()OPMALHOHHOM
Oe3omacHOCTH;

- TIPUMEHCHHEM ClENHMAaNbHbIX CPEACTB XpAaHeHUS U TIepeMeIleHHus TOKYMEHTOB
(cepBepBI, CTeNNaH, IMKa(bl, GOKCHL, QYTIAPEI);

-HaIM49HeM B apXuBe ABYX MM 00Jee HAGHTHYHBIX HK3EMIUISIPOB EIIHUI]
XPpaHeHMs MEKTPOHHBIX TOKYMEHTOB M UX Pa3lellbHBIM XpaHEeHHEM,

- HaJIHYUeM TEXHHYECKHX M IPOrpPaMMHBIX CPEICTB, MpeAHA3HAYECHHBIX IS
PE3E€PBHOIO KONHMPOBAHMS, KOHBEPTUPOBAHUS ¥ MHIPALlUH DIIEKTPOHHBIX JOKYMEHTOB,
KOHTPOJIA UX (DHU3MYECKOro M TEXHUYECKOrO COCTOSHHUA.

-3aIl(UTOM MH(OPMAIMK OT HECAHKIIHOHHPOBAHHOTO OCTYIIa MyTeM IPHMEHEHMUS
COOTBETCTBYIOIIUX TEXHUIECKHX CPE/ICTB;

~ IOCTYIIOM K MH(OPMALUY YCTAHOBIICHHBIX KATEIOpHii II0NB30BaTENEH;

-PEXHMAMH  XPAHCHHUS ONEKTPOHHBIX AOKYMEHTOB, HCKIIOUAIONIMMU YTpaTy,
YHHYTOXEHHE WK UCKaXXeHHe HHPOPMAIHH,

B ciyuae H3MeHEHHS [POrpAMMHO-aIapaTHON Ccpembl M BBIXOHA W3
YIOTPEONCHUS  KOMIBIOTEPHEIX  (OPMATOB, MOBPEXNEHHS  HOCHTENS  ApXUB
YHHUBepcUTeTa TPOBOAUT PabOTy 110 KOHBEPTALMH 3EKTPOHHEIX JOKYMEHTOB B HOBbIE
(popMaTEI H/UNK MUTPAIMY HA HOBBIE HOCHTEIH.

KOHTpONb TEXHUECKOTO COCTOAHHS BIEKTPOHHBIX JOKYMEHTOB U (PH3HYECKOro
COCTOSIHMA HOCHTENEH MPOBOMMTCSA HE peXXe OJHOIrO pas3a B 3 roja.

Jnd OnepaTHBHOIO JOCTyNa K SJIEKTPOHHEIM JOKYMEHTaM B CIPABOYHEIX U
IIOUCKOBBIX LEIAX apXuB YHHBEPCHTETa MOKET NPOBOANTE paboTy IO CO3TAHUIO

(boHIa MONB3OBAHMS SIEKTPOHHBIX JOKYMEHTOB. DJNEKTPOHHEIE JOKYMEHTHl (GOHIA
TIOTTb30BAHHUA MOJUTIEKAT YUETY.

7.4. OnruMansiele YCIOBHS XpaHeHUS SIIEKTPOHHEIX JOKYMEHTOB

XpaHeHe SEeKTPOHHBIX JOKYMEHTOB B apXHBe YHUBEpCUTETA OCYIIECTBIAETCS
B YCIIOBHAX, OOECTICYHBAIOIMX UX 3aIIUTy OT IIOBPEXKACHUN U BpeNHBIX BO3HEeHCTBHIM
OKpYXalOIllell Cpeibl, B COOTBETCTBAM C TpeGOBaHHAMH, YCTaHOBJICHHBIMHA
«IlpaBunamMu OpraHd3auuuM XpaHEeHHS, KOMILIEKTOBAHMUS, y4éTa M HCIIONB30BaHUA
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OOKYMEeHTOB ApxuBHOrO QoHma Poccuiickoli @ezepaluet ¥ APYTUX APXHBHBIX
NOKYMEHTOB B  OpraHaX [OCYHapCTBEHHOH  BIACTH, OpraHax MECTHOTO
CaMOYIIPaBIICHUS U OPTraHu3alHIx».

3aluTa 3IEKTPOHHBIX JOKYMEHTOB ofecreunBaeTcsd 3a CHET COONIOAEHIT
(momnmepsxkw):

1) cBeTOBOTO peXIMa XpaHEeHNs;

2) TeMIIepaTypPHO-BIaXHOCTHOTO PEXUMA XPAHEHHS;

3) CaHUTaPHO-TMTHEHHIECKOTO PEXUMA XPAHEHHS.

B apxuBoxpaHHWIHINE, Bce BHOEI paboT C MOKYMEHTaM¥, NPOBOAATCH IIpH
OTrpPaHUYCHHBIX YPOBHAX OCBEWICHHA., JUIA 3allUTHl 3JEKTPOHHBIX HJOKYMEHTOB
NPHMEHSIOT XpaHeHHe (H3HIecKH O000COONEeHHBIX MAaTepHANBHBIX HOCHTENeH ¢
3allMCaHHBIMH Ha HHX JJIEKTPOHHBIMH JOKYMEHTaMH B IEPBHYHBIX 3alUTHBIX
CPENCTBaX XpaHEeHUs - QyTiipax.

Ilpy XpaHeHdWM JOOKYMEHTOB Ha (M3UYecKH OGOCOGNEHHBIX MaTepHalbHbIX
HOCHTENIIX  yCTAHaBIMBAIOTCd  DPEKOMEHIyeMble TPOM3BOLAUTENIEM  [apaMeTpEl
TEMIEPATYPHO-BIXXHOCTHOTO PEXHMA.

Ilpy xpaHeHHM SNEKTPOHHBIX JOKYMEHTOB Ha CepBEpax apXubBa YHUBEPCHTETa
CIIeAyeT PYKOBOACTBOBATLCS TPeOOBAHUAME (HPM-U3TOTOBUTENCH M PEKOMEHIAIUIMH
Poccuiickoro rocyiapcTBeHHOr0O apxXuBa HAYYHO-TEXHHYECKOH IOKYMEHTAIINH,

7.5. PasMellieHNe 3IeKTPOHHBIX JOKYMEHTOB B apXHBOXPAHMJIMILE

B apxup YHUBEpCHTETa SMEKTPOHHBIE TOKYMEHTBI MOTYT IIOCTYIIATS:

— 13 uHGOPMALMOHHEIX CHCTEM OpraHM3alMk W PasMeNlaThes Ul XpaHeHHs Ha
cepBepax (OCHOBHOM H pabodeM) apXuBa Y HHBEPCHTETa;

- Ha (u3nYeCKH 00OCOGNEHHBIX MaTepHAlbHBIX HOCHTEIAX OJHOKPATHOMH
3aIIMCH B JBYX OK3eMILIApax (OCHOBHOM M paboueM) M pa3sMeIlaThci B IIOMEINCHHSX
JJISL BX XPaHEHHSA B COOTBETCTBHH C YUYETHBIMH JOKYMEHTAaMHU apXHBa.

OcHoBHo# u paboumit cepBepsl apxuBa YHUBEPCHTETA M OCHOBHEIE M paboume
OK3CMIULIPBI  €IMHHI, XPaHCHHA Ha OU3HIECKH 000COONEHHBIX MaTepHaibHBIX
HOCHTEIX PEKOMEH/IyeTCs pa3MeliaTh pasaesHo,

Ilpy XpaHeHHH 3NEKTPOHHBIX [JOKYMEHTOB Ha (PU3HYECKM OGOCOGIEHHBIX
MaTepUanbHBIX HOCHTENAX KaX[IBIH HOCHTENb MOMKSH WMETh HErepMeTHYHEIi}
HHIUBHIYaNbHEIH  (QyTIAp, NpPH 95TOM JOKHO OBITH HCKIIOUEHO CBOGOIHOE
NepeMeILeHIe HOCUTEN BHYTPH QyTispa.

Oytiaapsl ¢ Qusmdeckd  0GOCOGIEHHBIMEH — MAaTepHANBHBIMH  HOCHTENSIMH
PasMeINaoTca B OOKCaX B CNENMATM3MPOBAHHEIX ImKadax, Ha IIONKAX CTemnaKeil,
mxagos. Paccrostuue Mexry GyTnspamu 1omKHO GBITH JOCTATOYHBIM I TOTO, YTOOEI
HOCHUTEJTH MOHO OBIIO CBOOOAHO MOMEIaTh ¥ [OCTaBaTh H3 OOKCa.

lpn pasmerennn ¢yTnspoB ¢ Qusudecku 060COGICHHEIME MATepHATBHBIMU
HOCHTEILIMH B OOKCax HEOOXONMMO pacHosararh MX TAaKHM 00pasoM, UTOGE! GBI
BU/IHEE apXUBHbIE MG L] €AUHHL XpaHESHHSL.
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Ilpxn nmonroBpeMeHHOM XpaHEHHM SJIEKTPOHHEIX MOKYMEHTOB Ha (DH3MYECKH
000COOJIEHHBIX MAaTePUANBHBIX HOCHTENAX [PEANOYTEHHE CIEeLyeT OTHABaTh
CIICHMAIM3HPOBAHHBIM CPEICTBAM Pa3MEIIEHUs], B KOTOPHIX HOCHTENH 3alIUIIAIOTCA OT
BPEIOHEIX BO3LNEHCTBHH OKpYyXamlleH cpenbl (MarHUTHBIX, O3JEKTPOMATrHHTHEIX,
TEMIIEPATYPHO-BIAXHOCTHEIX H AP. ).

7.6. IIpoBepka HaM4Hs U COCTOSHHUS 3JIEKTPOHHBIX JOKYMEHTOB

IlpoBepka HamMYUA ¥ COCTOSHHA OCHOBHBIX ¥ pabovnxX 3SK3eMILIAPOB
SJIEKTPOHHEIX JOKYMEHTOB IPOBOAMTICSA IPH TIPHEME DJIEKTPOHHBIX AOKYMEHTOB B
apXWB YHHBEPCHTETa, d4epe3 Toj] JIOCHe IpHeMa SJISKTPOHHBIX JOKYMEHTOB Ha
XpaHCHHE B apXWB M Jajiee ¢ IEPHOJUYHOCTRIO OJWH pa3 B 3 rofa, a TaKke IIpH
NepeMeIleHHH apXuBa B Apyroe IOMeINEHNe, IIPH CMEHE 3aBeYIOLIET0 apXHBOM, IIpH
CMeHe MHGOPMAlMOHHOM CHCTEMBI apXWBa YHHBEPCHTETa, IIPH  MHIDAIUH
ICKTPOHHEIX NOKYMEHTOB HA HOBbIe HOCHTENM H Iepel mepeAaveil JOKYMEHTOB Ha
XpaHEeHMe B FOCYIapCTBEHHEIH apXuB.

B xone npoBepKkM HaNM4MA M COCTOSHHS OJICKTPOHHBIX JAOKYMEHTOB B apXHBE
YHHBEPCUTETA OCYIIECTRISAIOTCS CIIEIYIONINE MEPOIIPHATHS:

— YCTAHOBICHHE (DAKTHYECKOTO HAIMYHS CAMHWI] XPaHESHHS SICKTPOHHBIX
JIOKYMEHTOB, HaXOJSIIIXCS HA XPAHEHHH;

— BBIBICHHE M YCTPaHEHME HEAOCTATKOB B Yy4YeTe€ eAWHHI XpaHEeHHS
3NEKTPOHHEIX JOKYMEHTOB;

— BBUIBIIEHHE OTCYTCTBYIOIIHX (M3HUYECKH OOOCOONEHHBIX MaTepHalbHBIX
HOCHTENIeH KOHTEHHEPOB 37eKTPOHHBIX JOKYMEHTOB H OPraHHU3alys UX PO3BICKA,

— KOHTPOJb (QU3MIECKOr0 COCTOSHUS (PU3MIECKH 000COOIEHHRIX MATEpHABHEIX
HOCUTEJIEH KOHTEHHEPOB 3JICKTPOHHBIX JOKYMEHTOB,;

— KOHTPOJb TEXHUYECKOTO COCTOSAHUSA M BOCIPOMU3BOAMMOCTH IEKTPOHHBIX
AOKYMEHTOB IPOTPAMMHBIMA CPEACTBAMH (IIPH XPaHEHWH 3JIEKTPOHHBEIX JTOKYMEHTOB
Ha QPU3HYECKH 000COGICHHBIX MATEPHAIBHEIX HOCHTEAX);

— BBIABJICHHE W YYCT €IMHMI[ XPaHEHH IEKTPOHHBIX JOKYMEHTOB, TPEeOYIOMIHX
CIICLHAIbHOM TeXHUYeckoW oOpaloTKy (NpH XpaHEeHWH SNEKTPOHHEIX JOKYMEHTOB Ha
¢usmuecki 060COGIECHHEIX MaTEPHATIBHBIX HOCHTENAX);

— BBIABJICHHE M Y4€T DJIEKTPOHHBIX JOKYMEHTOB, TPEOYIOLIMX KOMHUPOBAHUS K
Pa3sMEINeHHs Ha HOBLIX HOCHTENSX M IPOBEJEHHE IpYrodl TexHHUeCKOM oOpaGoTku
(IpH  XpaHeHMM ONeKTPOHHBIX HOKYMEHTOB Ha (H3UYeckH 0GOCOGIEHHBIX
MaTEPHATBHEIX HOCHTEAX).

B cnydasx HapymeHHs TeMIepaTypHO-BIAXKHOCTHOTO peXHMMa XpaHeHHd,
IIPOBEPKY CJEAyeT NPOBOMUTE KaXKIbIH pa3s Iocie CHTyallli HAPYLIEHHs PEKIMA.

1IpoBepKa 2IIeXTPOHHEIX JOKYMEHTOB Ha HaJIMYAe BPEIOHOCHBIX KOMITBIOTEPHBIX
IPOrpaMM (KBUPYCOB») OCYIIECTBIAETCS IIPH MPUEME 3NEKTPOHHBIX JOKYMEHTOB Ha
XpaHCHHE OT CTPYKTYPHEIX MOJpasieNcHull YHHUBEpCHTETa, a TAKKe BO BpeMs
IPOBCMCHNUA [EPUOAHTICCKHX MPOBEPOK TEXHWYECKOTO COCTOSHMA SIEKTPOHHBIX



62

JOKYMEHTOB, KaXXBIH pa3 nepel UCIIONb30BaHHEM 3JIEKTPOHHBIX JOKYMEHTOB, a TaKKe
B MPOIECCE IIOArOTOBKH JOKYMEHTOR IIOCTOSHHOTO CpoKa XpaHeHus K nepeaade B [KY
Hanwonansnsiil apxus PB.

IIpy ypoBepKe HalIM4YHsA K COCTOSHUSA AJIEKTPOHHBIX IOKYMEHTOB B apXHUBE
YHuBepcuTeTa He0OXOIUMO:!

— COXPAaHsATH IIOPANOK PaclloIOXEeHNsT eIVHNI] XpaHeHUs B QyTiapax, Ookcax, Ha
CTeNnaxax, B WKadax (IpH XpaHEHUH 3NEKTPOHHBIX JIOKYMEHTOB HAa (HIHYECKH
000CODONEHHBIX MAaTePHATBHEIX HOCHTENAX);

— BO3BPAIATh HA CBOH MeCTa, O0Hapy>XeHHEIE BO BpeMS IIPOBEPKY, HEIIPABHIBHO
XpaHsdlyecs eNUHMIBl XpaHeHUs (NpH XpaHeHHW SJeKTPOHHBIX NOKYMEHTOB Ha
bu3ugecKu 060COONEHHBIX MaTePHAIBHEIX HOCHTENAX);

— HU3pIMATh €JUHMIBl XpaHEHHWs, COICP)Kalllie BPEHOHOCHEIE KOMITBIOTEPHEIS
IIpPOrpaMMbl («BHDPYCBD»), W TIOMEINATh OTAEIBHO AJI IIOCHeRyIole# CrenualbHoR
00paboTKY 3IMEKTPOHHBIX JOKYMEHTOB.

PaboTel M0 NpoBepKe HATHYHUS U COCTOSIHUA MEKTPOHHBIX JOKYMEHTOB HOJIKHEL
HAYMHATLCA ¢ OCHOBHBIX 3K3eMIUISPOB SAMHUI] XPaHEHHS DICKTPOHHEIX JOKYMEHTOB H
3aKaH4YUBAThCA PAbOUNMH 3K3EMIUISIPAMH.

IIpy rmnpoBepke HaIW4YUsd eIUHMI] XPAHCHHS 9JIEKTPOHHBIX JOKYMEHTOB
IPOBOJUTCA CBEPKa MX OOINEro KOJMHYeCTBAa M YYETHBIX HOMEPOB CO CBEISHHAMM B
KHHUTEe y4eTa MOCTYINICHUH M BBIOBITHA SMEKTPOHHBIX JOKYMEHTOB M KOJHMYECTBA CO
CBEIESHHAMH II0 TUCTY ydeTa IeKTPOHHEIX JOKYMEHTOB,

Ilpn mpoBepke HamMuusl EOUHHI] XPAHEHHWs OIEKTPOHHBIX JOKYMEHTOR
[IPOBOAMTCS COIOCTABNEHNE (DAKTHHECKHUX OOIMHUX KOJNMYECTBEHHBIX H KOHTPOJBHBIX
XapaKTEePHCTHK ¢ HTOrOBOH 3aIUChIO OTIHCH, CBEPKa HX HAJIHYMS C ONMHCHIO.

7.7. IlpoBepka GpU3M4ECKOro U TEXHHYECKOTO COCTOAHIA 000CODIeHHEIX
MaTePHANLHBIX HOCHTENIEH 3JIEKTPOHHBIX JOKYMEHTOB, TEXHHYECKOT0 COCTOSHHMS
3MEKTPOHHBIX TOKYMEHTOB

IIposepka Qu3nUeckoro ¥ TEXHUIECKOI'O COCTOSHMSA (U3MYecKH 000COGIICHHBIX
MATEPUATBHEIX HOCUTENeH 3aKIIF0YaeTCs B OLEHKE:

— (PH3MIECKOT0 COCTOSMHHUS HOCUTENEH, B TOM YHCIIE:

COCTOSHHME MEPBHYHBIX CPEICTB XpaHEHWS HocHuTelield (Hamuude TpPEIyH,
ReopMalull, paspymieHns, HaIWde M KauyeCTBO HAAMHCeR Ha BKIAABINAX M Ap.),
HaJIMYie 3allBUICHUS U 3arpA3HEHMA NTOBEPXHOCTEH, HAIWIKE BIATH Ha MOBEPXHOCTX,
(pusnyecKoe cocTosHUE pabodell IIOBEPXHOCTH M KOPIYCOB (PH3HIECKH 000COGIECHHBIX
MaTEepHaJIbHBIX HOCUTENCH (BBIABICHHE MEXaHHYECKHX MOBPEXICHHH U nedopManii,
PacCilOCHH, IIy3BIPEHNS, U3MEHEHUS [IBETA, HANUIHE HapalyH, IPOKOJIOB) U Ip.;

— OIIEHKE TeXHHYECKOI'0 COCTOSHHA (PH3MYecKH 000COOICHHBIX MaTepUAIbHEIX
HOCHTEJIEH, B TOM YHCIE:

COOTBETCTBHE XapakTepPHCTHK HOCHUTENsT CBelEHMAM, CONESPXAIIHAMCH B
CAATOYHOH OTMCH CTPYKTYPHOTO MOIpa3ieleHus; HPOBEPKa SIEKTPOHHEIX JOKYMEHTOB
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Ha HalM4hHe B HHUX BPEAOHOCHBIX KOMIIBIOTEPHEIX MpPOrpaMM («KOMIIBFOTEPHBIX
BUPYCOB»); IIPOBEPKa Ha cOOU IPY CIUTEHIBAHKH HHPOPMAITHH.

Ilpu npoBepke TEXHUYECKOTO COCTOSHHS EKTPOHHEIX JOKYMEHTOB IIPOBOIATCS
IPOBEPKa BOCIPOU3BOAUMOCTH BCEX €AVHHI] XPaHEHHS JIIEKTPOHHBIX JOKYMEHTOB Ha
000pYNOBaHHH apXUBA.

Kontpons Texauyeckux mapamerpos (pusnyeckd 060COBIEHHBIX MATepHATBHEIX
HOCHTeNeH, 3JIEKTPOHHBIX JOKYMEHTOB IIPOBOAAT ¢ IOMOIIBIO CHENHATHIHPOBAHHOTO
anmnapaTHOIo H IPOrpaMMHOro obecreyeHHsl.

Pe3ynbTaThi NpOBEPKHM HAIMYHA M COCTOSHHS OJEKTPOHHBIX JOKYMEHTOB M
OBHapyXeHHBIE B €¢ XOIe HeIOCTaTKH (MKCHPYIOTCA B aKTe NMPOBEPKH HAIMYUS M
COCTOAHHA DOJICKTPOHHBIX MOKYMEHTOB pas3/JeNbHO 1O OCHOBHEIM H  paboyum
SK3EMIUApaM OJJEKTPOHHBIX JOKYMEHTOB. B ciyuae ecmu paGoume M OCHOBHEIE
SK3EMIUIAPEI SIMHUI] XPaHEHHUs XPaHATCA B OJHOM XPaHMIHIIE, Pe3yIbTaThl IPOBEPKH
HX HaJHIUA B COCTOSIHUS BHOCATCS B CBOAHBIH akT (IIpunoxenie Nels).

AKTBI, COCTaBIIEHHbIE 10 OKOHYaHWH [IPOBEPKH, BKIFOUAIOTCA B JEIO.

7.8. Beiziaya 3eKTPOHHBIX apXUBHBIX JOKYMEHTOB U3 apXHBOXPAHMIHIIA

EJMHHIBL  XpaHeHHs SIeKTPOHHBIX JOKYMEHTOB BBIIAIOTCS H3  apXuBa
VYHUBEPCHTETA 110 3aIPOCaM B KOMMIX:

— M1 HCIONB30BAHUA B CTPYKTYypHBIE IIOApasfeNeHus H paboTHHKAM
YHuBepcurera;

— IPaBOOXPAHHUTENBHEIM, CyneOHBIM OpraHaM H OpraHaM HPOKYPaTyphl B
HOpAAKEe, YCTAHOBIIEHHOM JAEHCTBYIOIINUM 3aKOHOAATENLCTBOM;

— A7A TPOBEACHHMSA APXHBHBIX pabOT C DIEKTPOHHBIMH JTOKYMEHTAMH
(HayYHO-TEXHUYECKOrO  ONMCAHWS,  YCOBEPIIEHCTBOBAHMS  HAYYHO-CIIPABOYHOIO
annapara, BBITOMHEHUS TeMATUYECKUX H IPABOBBIX 3alIPOCOB, 3KCHEPTH3EI IIEHHOCTH
JOKYMEHTOB M T.II.);

- OpraHu3anysIM U YaCTHBIM JIHIAM H Jp.

Komnu »neKTpOHHBIX [OKyMEHTOB [ BBIAAYM MO 3aIpocaM CO3NA0TCS HAa
OCHOBE pa004ero sK3eMILLIpa KOHTelHepa SIEeKTPOHHOTO JOKYMeHTa. BepHOCTS Konnu
KOHTEeMHepa  OJNEKTPOHHOTO  JOKYMEHTa CBHIETENBCTBYETCA  OTCOSHMHEHHOMN
3JIEKTPOHHOH IOZNVCHIO Y HUBEPCUTETA (ApXHBa Y HUBEPCHTETA).

QaxT BBIJAYM KOMHMH 3NEKTPOHHBIX JOKYMEHTOB (HKCHpYEeICA B IKypHaue
BBIIAYH JIEKTPOHHBIX JOKYMEHTOB.

7.9. Y4YeTHEIe €IUHHUIEL 3TEKTPOHHEIX IOKYMEHTOB

Y4eTHOM SAVHHIICH ANICKTPOHHBIX JOKYMCHTOB B dpXHEBE yHHBGpCHTeTa
JABIACTCS CANHHIA XPaHEeHUd — KOHTeﬁHep SJNICKTPOHHOI'0O JOKYMCHTA.

Y4eTy NOJnexar Bce XpaHALUIMECS B AapXWBe YHHBEPCHTETA ONEKTPOHHBIE
JAOKYMEHTHI H OIMCH IEKTPOHHBIX JOKYMEHTOB, Jeil.



64

Y4eT NpOM3BOAMTCA MyTeM IPHCBOCHWS EJUHHIEAM XPaHEHUS BIeKTPOHHBIX
JOKYMEHTOB YYCTHBIX HOMEPOB, KOTOPBIE ABIIAIOTCS COCTABHOM YACTHIO UX APXMBHOTO
mudpa.

Ilpy XpaHEeHHH 3IEKTPOHHBIX MOOKYMEHTOB Ha (U3HYECKH 000COGIEHHbIX
MaTePHANBHBIX HOCHTENSIX apXWBHBIA KMQp ob6o3HauaeTcs Ha BKIAmbImie (QyIiaapa
SIUHUIBI XPAHEHHS C IETBI0 00cCIeueH s ee yueTa H uaeHTHhuKammu. I1py Xpadesun
JJEKTPOHHBIX JOKYMEHTOB B MHQPOPMAallMOHHOH CHCTeMe apxuBa YHHBEpPCHTETA
apPXUBHBIA [IH(P BKIIOYaeTCsA B METa/laHHbIe KOHTEHHepa 3IIeKTPOHHOr0  JOKYMEHTA.

ApXMBHBIH IH(P eIUHWIBI XpaHEHHS 3JICKTPOHHEIX JOKYMEHTOB BKJIIOUAET
CIIEIYIOLIHE DIIEMEHTHI:

~ HOMep (OHZIA, B COCTaB KOTOPOTO BKIIFOUECHEI 3JEKTPOHHEIE JOKYMEHTEI;

~ HOMED OIKCH 3JIEKTPOHHBIX AN, JOKYMEHTOR;

~ HOMEp eAWHHUbI XPaHEHHSA OJJIEKTPOHHBIX JOKYMEHTOB (KOHTelHepa
BIIEKTPOHHOTO JOKYMEHTA) IO OITUCH 3NEKTPOHHBIX AeN, JOKYMEHTOB;

~ OTMETKa O CTATYCE YK3eMINIAPA 3IEKTPOHHBIX JOKYMEHTOB: (OCH.) — OCHOBHOH,
(pab.) — paboumuii,

Ilpy ydveTe 3NMEKTPOHHBIX JOKYMEHTOB B YUYETHBIX MOKYMEHTAaX OTPaXKAIOTCS
JaHHBEIE 00 00BeMe KOHTeHHepa O3JEKTPOHHOIO AOKyMeHTa B Merabaiitax (M6),
KOHTPOJBHON CyMMe, IIOATBEPKJArOIIeH IIeIOCTHOCTD KOHTEHHEPa 3JIEKTPOHHOTO.

7.10, CracTemMa y4eTHBIX JIOKYMEHTOB

B apxmBe VHusepcuTera BeNeTCA LEHTPANTH3OBAHHBIA yYeT 3MEKTPOHHBIX
AOKYMEHTOB, OCYIISCTBISEMEIH DAa3NENbHO MO OCHOBHBIM H PaGOuMM 3K3eMILISpaM
3JEKTPOHHBIX JOKYMEHTOB.

YYeT 21eKTPOHHBIX JOKYMEHTOB B apXWMBe YHMBEPCHTETa MOXET BECTHCH B
MH(DOPMALHOHHOM CHUCTEMe apXHBa.

HAnst Gukcanuy yYeTHBIX HaHHBIX OC OIEKTPOHHBIX JOKYMEHTAX B apXHuBe
YHUBEPCUTETA MOTYT HCTIONB30BATECS CIIEAYIONIHE YIeTHBIE JIOKYMEHTHI:

— KHHTA y49eTa IIOCTYIUICH}E U BEIOBITHS 3JEKTPOHHBIX JOKYMEHTOB;

— icT GoHAR;

— OIIHCH NEKTPOHHBIX JE), JOKYMEHTORB;

— peecTp omucei. _

IIpu npreme 3TeKTPOHHBIX AOKYMEHTOB B apXUB Yuupepcutera B Kuure yuera
IOCTYTIICHUH Y BEIOBITHS 2T€KTPOHHEIX JOKYMEHTOB YKA3BIBACTCSL:

[IOPAIKOBLIA HOMEp 3allHCH;

JlaTa NOCTYIUICHHS! MITH BHIOBITHS IOKYMEHTOR,

HaHUMCHOBaHHE OpraHH3allkH, CTPYKTYpPHOI'O IHodpasieieHusd, OoOT KOTOpOro
HOCTYITHMIIH HITH BBIOBLTH JOKYMCHTHI,

HaMMEHOBAHHME, HOMEp U 1aTa J(OKYMEHTA, 110 KOTOPOMY ITOCTYIIMIY HIIH BHIOBUTH
TOKYMEHTEI,
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Ha3BaHHME M HOMeD (OHJA, ONHCH IOCTYIMBIUMX HIH BBHICHIBINMX DIEKTPOHHBIX
JIOKYMEHTOB;

KpafiHHe HaThl NOCTYNMHMBIIMX MM BEIOBIBUINX SJIEKTPOHHBIX JOKYMEHTOR,
BKIIFOUCHHBIX B OIIHCE;

KOHTPOJbHAsA CyMMa, o6beM B MO 31€KTpOHHBIX [JOKYMEHTOB OTHENBHO IO
TIOCTYIHUBIIAM H BEIGHIBUIMM JOKYMEHTaM IIOCTOSHHOTO CPOKA XPaHEHHs, BPEMEHHBIX
(cBBImIe 10 JIET) CPOKOB XpaHEHHs! ¥ TI0 IMYHOMY COCTABY;

KOJMYECTBO IOCTYNMMBIIMX (BBIOBIBINMX) MNOKYMEHTOB C YKa3aHHEM c¢TaTyca
OK3EMILIAPa ROKYMCHTOB (OCH, — OCHOBHOI, paG. — paGoumii), eciiM HOCTYNHIN MK
BEIOBIIH JOKYMEHTEI Ha GU3HYeCKH 0G0COBIEHHBIX MATEpHaIbHBIX HOCUTENAX,

Omuch  DNEKTPOHHBIX 7N, JOKYMEHTOB SIBAAETCS OCHOBHEIM II€PBHYHEIM
YUCTHBIM JOKYMEHTOM, IPUMEHAEMBIM JUI1 Yy4YeTa INEKTPOHHHIX JOKYMEHTOB H
SICKTPOHHBIX €N MOCTOSHHOIO ¥ BPeMEHHBIX (cBBINE 10 JeT) CpOKOB XpaHEHHS, a
TAIOKe OINMCAHHBIX JIIEKTPOHHBIX JOKYMEHTOB ApxuBHOrO (oujaa Poccuiickoit
OQenlepaliny, TPENHASHAYEHHBIX JUIS TEpeNadd B 1 OCYHapCTBEHHOS KA3GHHOE
yapexnenne Harmonaneneni  apxus Pecry6nuxu BamxoprocTaH.

B ommcH BemeTcs NOSIMHMYHBIA YdyeT eNUHHMIl XPaHEHHMS SIEKTPOHHBIX
AOKYMEHTOB (KOHTEHHEpPOB O3JIEKTPOHHBIX HOKYMEHTOB) MyTeM 3aKpelUleHHs 3a
Ka)XBIM CaMOCTOATENBHOIO HOMepa. EAMHMIBI XpaHESHUS 3JIEKTPOHHBIX JOKYMEHTOB
YUHUTBIBAIOTCA B OIMCH B COOTBETCTBHH ¢ HX CHCTEMaTH3auuell W CKBO3HOM
HyMepaluel 3a ITOPAIKOBEIMY YYETHBIMH HOMEPaMH.

TTonMMKHKIK ONMHCH GMEKTPOHHBIX Jel, JOKYMEHTOB 0QOpMIISETCS Ha GYMAKHOM
Hocurene (IIpunoxenue Nel6).

B KkoHIIe OnHCH SMEKTPOHHEIX Hell, JOKYMEHTOB OhOPMILETCS HTOroBas 3almuch,
B KOTOPOH YKa3hIBAETCS KONMIECTBO CIMHAIT XpateH s ((HppaMu 1 IPOIHCHI0), 06beM
CIHMHHULl XPAaHCHHSA OSIEeKTPOHHBIX MJOKYMEHTOB B MG, ofllee KOIMYECTBO eIMHHUI
XpaHeHdss (OCHOBHBIX/ paGouMX) M MHBIE KOIWYECTBEHHBIE XapaKTePUCTHKHI
OJIEKTPOHHEIX TOKYMEHTOB. TOroBas 3amuch MOMMUCLIBAETCS €€ COCTABUTENEM C
yKa3aHHeM JOJDKHOCTH U JAThl COCTABICHHSL.

CrpyktypHsle mofmpasfencHHs YHMBEPCHTETa IPH IIOATOTOBKE 3IEKTPOHHEIX
AOKYMEHTOB K CHaye B apXuB OGOPMILIIOT OIHCH BIEKTPOHHEIX JOKYMEHTOR
CTPYKTYPHEIX mofpasfenenuil (Ilpunoxkenne Nel7), KOTOpHIE CIYXAT YYETHBIMH
AOKYMEHTaMM W OCHOBOH Ui COCTAaBJIEHMS B apX¥Be COOTBETCTBYIOILETO T'OAOBOTO
pasfiena CBOAHOH OMUCH SIEKTPOHHEIX JIEN, JOKYMEHTOB IIOCTOSHHOIO CPOKa XPaHEHHS!
M TPEICTaBICHHS €r0 Ii YTBEPXKIAEHWs B YCTAaHOBIGHHOM mopsake. Omich
CTPYKTYPHBIX [OApA3NENCHUH MOANEKAT XPaHCHMIO [O MEPEeAadyd 3IeKTPOHHBIX
AOKYMEHTOB 38 3TH I'OJBI Ha IIOCTOSIHHOE XpaHEHHE.

Peectp ommceif Bemercs B apxuBe VHuBepcuTeTa B 0OOLIEM IIOpSJKe,
YCTaHOBJIEHHOM [IJIs BEICHUS PEECTPOB OIUCEH.

CBelleHNs O eNMHUIAX XPAHEHHUS SIEKTPOHHBIX JOKYMEHTOB OTPaXaKTCA B JIETe
donnma. B cxeme cucreMartusanpm (GOHZA HOKHA GBITH OTpaXX€Ha CHUCTeMaTH3alKs
BNEKTPOHHEBIX JIEN; B COCTaB Jella GOHIA MOIYT GHITh BKIIOUCHET paboyue HHCTPYKIHK
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o paboTe C JIEKTPOHHBIMH JOKYMEHTaMH (OHIA, & TAKKE AaKThl Ilepenadn
BICKTPOHHEIX NTOKYMEHTOB Ha XPaHEHHE B TOCYAAaPCTBEHHBII (MYHHUIUITATBHEIN) APXUB;
aKTEl, OTPAXAIOIIME TEKYIIYIO OPraHH3aLHI0 XPaHEHWS 3MEeKTPOHHBIX JIOKYMEHTOB
(NPOBEPKY HANMIHS ¥ COCTOSHHUS MJIEKTPOHHBIX TOKYMEHTOB, IPOBEPKH (BH3UUECKOTO
TEXHHICCKOTO  COCTOSHHUS DIEKTPOHHBIX  IOKYMEHTOB); akThl, (UKCHPYIOLIHE
M3MEHEHUA B COCTABE U OOBEME DIESKTPOHHBIX JOKYMEHTOB (O BBHIACHEHHH K
YHHYTOXXCHUIO  9JMEKTPOHHBIX  J(OKyMEHTOB, He TOQIKAINMX XPAHEHHIO, O
HEHCTIPABUMBIX IIOBPEXICHUAK DIEKTPOHHBIX HJOKYMEHTOB; O TEXHHYECKHX OLIMOKAX B
YYCTHBIX JOKYMEHTaX; O CO3MaHUM JOIONHHTENBHOrO pafodero SK3eMIuIsIpa
BJICKTPOHHBEIX MOKYMCHTOB; O KONHPOBAaHHHU 3IEKTPOHHBIX JOKYMEHTOB; MPOBEIEHHH
KOHBEPTHPOBAHUS WK MUTDALIMH SIEKTPOHHBIX JOKYMEHTOB ¥ Ap.); AKTH! BBHIABICHHA
BPE/IOHOCHBIX KOMITBIOTEPHEIX IIPOFPAMM B 3JIEKTPOHHEBIX JOKYMEHTaX.

Bce nmokymenTHI B gene (oHmAa pacmonaralotci B XPOHOIOTHYECKOLX
IOCIeI0BaTeNEHOCTH. Ha JIoKyMeHTEI enma (oHIa cOCTaBseTcs BHYTPEHHAS OINCH,
JTCTBl AeNla HyMepPyTcd, K Aely (OHAa COCTABISETCS 3aBEpUTENbHAd Haamuch, 11o

Mepc  IIOIIOTHEHHS CbOHJIa 34BCPHTCIIbHAA  HaZIUCh H  BHYTPCHHAA  ONUCH
ICPpECOCTARIAIOTCA.

7.11. Micnionp30BaHME 21EKTPOHHBIX JOKYMEHTOB apXHBa

Hcnonb3opanue 3A€KTPOHHBIX HOOKYMEHTOB — NPHMEHEHHME MH(OPMALHH
ApXHUBHBEIX JJISKTPOHHBIX JOKYMEHTOB B KYJNBTYDHBIX, HAYYHBIX, [TOJHTHYECKHX,
3KOHOMHYECKHX IEIIAX, A 00eCHEeUeHNS 3aKOHHBIX HHTEPECOB MPAKIAH.

ApXuB YHHUBEPCHTETA NPEZOCTABISET IIONB3OBATENSM KOMUH SJIEKTPOHHBIX
AOKYMEHTOB, HE COJEPXKAI(MX HHOOPMALUM OTPAHUYEHHOTO IOCTYNA, a TakKe
- TIOMCKOBBIE IaHHbIE 3NIEKTPOHHEIX JOKYMEHTOB.

Hoctyn mome3osatenedl K 3NEKTPOHHBIM TOKYMEHTAM OrPAHMYEHHOTO ZOCTYIIA
OCYWECTBIACTCA €  y49eToM  TpeGOBammi, YCTAHOBIEHHBIX  JAeHCTBYIONIUM

3aKOHOIATENbCTBOM Poccuiickoi Depepanyun U COOTBETCTBYIOIUMH HOPMaTHBHEIMH
IIPaBOBLIMH aKTaMU.

OcHOBHEIME (hOpMaMY HCITOIE30BAHYS SBISIOTCS:

— HH(MOPMAIMOHHOE 00ecreueH e IONB30BaTeNel;

— HCIIOJHEHHE 3alPOCOB YOOB30BATENICH, B TOM YHCIE COLMANBHO-IIPABOBOTO
XapaxTepa;

— CO3JaHHE KOIMH 3JJICKTPOHHBEIX JOKYMEHTOB IO 3ampocaM (PH3MUECKUX H
IOPHUYECKUX JIHIL;

— BBIaYa 3JIEKTPOHHBIX JIOKYMEHTOB BO BPEMEHHOE II0NIE30BaHHE B CTPYKTYPHBIE
TONpasACIeHUs. Y HUBEPCHTETA H CTOPOHHME OPraHH3aIlHL.

JlocTyll  pyKOBOZCTBA M COTPYAHHKOB YHWBEpCHTETA K 9NEKTPOHHBIM
AOKYMCHTaM apxuBa IpPH HalWYA¥ HHOOPMAIYOHHOW CHCTEMBI OCYLHECTBISAETCS
HETIOCPENCTBEHHO ¢ pabOYNX MECT COTPYIHHMKOB B COOTBETCTBHH C YCTAHOBIEHHBIMH
NPAKA30M PeKTOpa Y HUBEPCHTETA IPAaBaMH HOCTYMa K JOKYMEHTAM.
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Apxus VYHHBepcHTeTa MOXET IPEJOCTABIATE JIEKTPOHHBIE NOKYMEHTHI II0
JOKaJIbHO¥ ceTH YHuBepcureTa. B 3TOM ciryuae BEIETCHA JMEKTPOHHBIH JKypHAI yueTa
BBIJ@YH JICKTPOHHEIX TOKYMEHTOB M3 apXHBa, B KOTOPOM (UKCHPYETCS: 1aTa BEIAAYM,
(amMuHs, HHALHANB! 3aIIPOCHBINEr0 IOKYMEHT COTPY/HHKE, HA3BaHHWE CTPYKTYPHOTO
TI0J{pa3IeJIeHHs, 3aroJI0BOK U YUETHBIH HOMEp BBIIAHHOTO JOKYMEHTA.

ApPXHUB OpraHM3alli MO)KeT o0ecneYMBaTh yIANCHHBIH JOCTYN K 3IEKTPOHHLIM
JOKyMEHTaM apXura (dboHay mone30BaHus), [Ipr opraHuzalun yAaNeHHoro JOCTYIIa 1o
HH(QOPMAIMOHHO-TEIEKOMMYHHKAIIMOHHOH ~ cetn  «VHTepHer»  obecmeumBaeTcs
H/ICHTAQHUKANMA II0Jb30BATENCH CHCTEMBI M 3aIUTA OT HECAHKIMOHHPOBAHHOTO
JIOCTyIIa.

ApXvWB OpraHM3allMd MOXEeT JPEeIOCTAB/SITH AOCTYH K  3JIEKTPOHHBIM
JOKYMEHTaM, OTKPBITBIM I IyOJIHMYHOrO AOCTYNA, Hepe3 CaiT OpraHH3aliKd B CETH
«HUHTEepHET.

ITo 3ampocamM opraHoB BIACTH W OPTaHH3AIMHA JNIEKTPOHHBIC JOKYMEHTEI apXHBa
BEIJAIOTCA MOJB30BATENAM Ha (QU3HMUEcKH 000COOIEHHBIX MATEPHAIBHEIX HOCHTENNX B
BHJI€ KOIMA Padoyero 3K3eMIUIIpa IEKTPOHHBIX JOKYMEHTOB.

7.12. VICTOYHHKH KOMIIIEKTOBAHUA

Komnnekrorauue apxHuBa VHI/IBepCHTeTa JNCKTPOHHLRIMH  JOKYMEHTaMH
BKIIIOYaCT:

— ONpeIeNeHWe CIPYKTYPHBIX TOApasfeNeHuil, 3JICKTPOHHBIE JTOKYMEHTEI
KOTOPBIX NIEPENAIOTCS B APXUB,;

— OTpeJeNeHue COCTaBa INEKTPOHHBIX IOKYMEHTOB, MOMIEKAIIUX IIPHEMY B
ApXUB;

— OpTaHU3AIHIO NIepeadt 3IeKTPOHHBIX JJOKYMEHTOB B apXHB.

ONIeKTPOHHEIE ~ JOKYMEHTHL IIEPENalOTCA B  apXWB  YHHBEPCHTETa IO
HH(}OPMALMOHHO-TEICKOMMYHHUKALMOHHON CETH MM Ha (GH3WYeCKH 060COBIeHBEIX
MaTepHaIBHBIX HOCHUTENAX OJHOKDATHOH 3aIMCH B BUJC KOHTEHHEPOB 3JIEKTPOMHBIX
A€, BKIIFOYAIOIIIX JICKTPOHHEIE JOKYMEHTEI B (PopMaTe apXHUBHOTO XpaHeHH .

Cpoku riepesady 3NEKTPOHHBIX HOKYMEHTOB B apXHB YHHBEpCHTETa
YCTaHABIHBAIOTCSA YHUBEPCUTETOM CAMOCTOSTEIIBHO B rpadiviKe MpreMa-Tiepeadn fel.

ApxuB YHuBepcUTeTa BEJIET CIMCOK CTPYKTYPHBIX IIO/[pasaeleHuif, 0T KOTOPHIX
SJIEKTPOHHBIE TOKYMEHTBI IIOCTYIIAIOT B aPXUB Y HUBEPCHTETA.

7.13. OxcnepTu3a NEHHOCTH 3EKTPOHHBIX JJOKYMEHTOB

4.5.1. DkxcmepTn3a IEHHOCTH JIGKTPOHHBIX JOKYMEHTOB YHusepcurera
[IPOBOIUTCH B COOTBETCTBUM C IPABUNaMH H TpeOOBAaHUAMH, YCTAHOBIEHHLIMH IS
JOKYMEHTOB Ha 6yMa)KHOM HOCHTEIE C YYETOM JOIOTHUTENbHEIX HPU3HAKOB:

— IIOJNIMHHOCTD DIIEKTPOHHOrO JOKYMEHTa, HAIMYHE JIEKTPOHHON IIOAMACH U
IIOJIOKUTENBHOIO Pe3yIbTaTa e MPOBEPKHY;
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— BO3MOXHOCTE BOCHPOH3BENEHMS U 00paboTkH WHGpOPMALUWH INMEKTPOHHBIX
JOKYMEHTOB €3 ¥CIIOIb30BaHNs OPUTHHAIEHOTO MIPOrPaAMMHOIO 00eCIeUeHHMS;

— BO3MOXHOCTh oO0ecrieueHuss BpeMeHHoro (ceeime 10 ner) XpaHeHwus,
[IPOBEJICHHS TEXHOMOTHYECKHX MUTPaIIHii.

ITo ucTeueHHH CpoKa XpaHEHUs SNEKTPOHHBIX JOKYMEHTOB B HHGOPMAIHOHHOM
CHCTEME, IPOBOAMTCA JKCIEPTU3a HX IIEHHOCTH B IENIX COCTAaBIEHHMS OIMCeH
OJIEKTPOHHBIX MJOKYMEHTOB IIOCTOSHHOTO M BpeMeHHbIX (cBbime 10 JeT) cpokos
XpaHeHUsl, 4KTOB O BEIJENEHMH K YHUYTOXKEHHIO DIEKTPOHHBIX JOKYMEHTOB, CPOKH
XPpaHeHHUA KOTOPBIX HCTEKIIH.

YTBepK)eHNe aKTOB O BBLAEICHHH K YHHYTOKEHHIO 3JIEKTPOHHBEIX TOKYMEHTOR
OCYHICCTBIIETCS B IIOPSIKE, YCTaHOBIEHHOM IUISL JOKYMEHTOBR Ha GYMaKHOM HOCHTENE.

ODNeKTPOHHEIE JleNid ¢ UCTEKIIMMH CPOKAMH XPAHEHWs IOMIEKAT (U3HIECKOMY
YHHYTOXKCHHIO MM YOAJIECHHIO ITPOTPaMMHO-TeXHIYECKUMH CpelCcTBaMU ¢ (uKcaruei
(paxTa yHMYTOXEHHS B IIPOTOKOJIE HHPOPMAIIMOHHON CHCTEMBI Y HUBEPCHTETA.

Ilpy npoBedeHMH OKCHEPTM3Bl LEHHOCTH OJEKTPOHHBIX JOKYMEHTOB B
HH(OPMAIMOHHEIX CHCTEMaX OpPraHU3alMY OCYIMIECTBIISETC:

— OTOOp HCNOJHEHHBIX 3IEKTPOHHEIX JOKYMEHTOB [IOCTOSHHOIO M BPEMEHHBIX
(ceie 10 j1eT) CpOKOB XpaHEHHs, BKIIOYEHHBIX B HH(POPMALYOHHYIO CHCTEMY
YHUBEPCHUTETA, IS IOATOTOBKU K Iepeliavue B apXuB;

— IIPOBEPKA NPABUILHOCTH POPMHUPOBAHKA M CHCTEMATH3AIMH €IUHHI] XPAHEHMS
3IEKTPOHHBIX JOKYMEHTOB;

— npoBepka (hainoB ¢ IEKTPOHHEIMU JOKYMEHTAMH HA HAIMYME BpPeJOHOCHBIX
KOMITBIOTEPHBIX IIPOTPaMM.

7.14. TlogroToBKa 3MeKTPOHHEIX AOKYMEHTOB K NIEPe/ae B apXuB Y HUBEPCHTETA

OIIEKTPOHHEIE [ie]la HEPEeNaloTCAd B apXHB YHHBEPCHTETA B YHIOPSAOYCHHOM
COCTOAHMH IO ONMCAM DIEKTPOHHLIX [JOKYMEHTOB CTPYKTYPHBIX ITOJApa3feseHui
(ITpunoxerne Nel7) ¢ CONpPOBOAMTENBHON CiTy)KeGHOH 3aMHCKOR CTPYKTYPHOTO
NIOJpa3IeeHud,

B mpouecce NOATOTOBKM OSNEKTPOHHBIX JOKYMEHTOB K Iepefade B apXuB
VYHHUBEpCUTETA OCYIIECTBIIAETCS !

- KOHBEPTHPOBaHHE BJICKTPOHHBIX TOKYMEHTOB B ()OPMAT apXMBHOTO XPAHEHHUS;

- BKJIOUCHHE OSNEKTPOHHEIX IOKYMEHTOB B (popMmaTe apXHBHOTO XpaHEHMsS B
KOHTEHHEPEI 3JIEKTPOHHBIX JOKYMEHTOB;

- CO3/IaHYe ONUCEH SNIEKTPOHHEIX TOKYMEHTOB CTPYKTYPHBIX TIOpa3AeCHIM.

B KOHTeHHEp SNEKTPOHHOrO NOKYMEHTa, IIOANEXKAIEro IIepefaie B apXHB
YHuBEpCHUTETA, BKIIOYAIOTCA:

daiin sNeKTPOHHOTO KOKYMeHTa B hopMaTe apXMBHOTO XPAHEHHS,

hadiier npunoKeHHH JOKyMeHTa B (opMaTe apXHBHOTO XPAHEHHSd, €CIH OHY
MMEEOTCS ¥ He BKIIOYEHEI B (haiiil OCHOBHOTO SJIEKTPOHHOIO JOKYMEHTA;

GaliTel ANEeKTPOHHEIX IOAIICe;
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(aiibl IPOBEPKH BIEKTPOHHBIX IOAIMCEH, MOITBEPKAAIONINE TOMOKHTEbHEIH
Pe3YNIBTAT IIPOBEPKHU 3NEKTPOHHOM TTOATIHCH;

daiin MeTagaHHEIX SNMEKTPOHHOrO JOKyMeHTa B popmare XML (11 obecnedenus
IOCTENYIONIel KOHBEPTAUMM METaJaHHEIX B HH(QOPMAIMOHHYI0 CHCTEMY apXHBa
OpTaHM3alWH), BKIOYArOmuMi: 1) MeTajgaHHEIE - PEKBHU3HTBL  SIEKTPOHHON
PETUCTPaMOHHON KapTOUKHM AOKYMEHTa H 2) MeTaJaHHBIe, OTPaXaIOMIHe NPOIECCHE
YOPaBICHUsT  3JICKTPOHHBIM ~ JOKYMEHTOM JO MOMEHTAa €0 BKJIIOUEHHS B
MH(OPMALMOHHYIO CHCTeMY (IyGIMKaluK TOKyMeHTa B CHCTEME).

B uHQOpPMAIMOHHOH CHCTEMEe pPACCYWTHIBAIOTCS CNEAYIONIME I1apaMeTphl
KOHTEHHEpa SIIEKTPOHHOTO NOKYMEHTA!

— o0BeM 371eKTPOHHOTO jiesa B MG;

~ KOHTpOJIbHAsA CyMMa KOHTelHepa dIIeKTPOHHOrO Aea.

B undopmamuonHoil cucTeMe (GOPMUPYETCS OMKCH 3IEKTPOHHBIX JOKYMEHTOB
CTPYKTYPHOTO ITOPa3AEIIeHHs JI0 YCTAHOBIECHHOH (opMe.

Ilpu npueme KoHTeliHepa SNMEKTPOHHOTO NOKYMEHTAa B apXWB YHUBEPCHTETA K
MCTaJaHHBIM  3JICKTPOHHOTO JOKYMEHTa Jo0aBisieTcs INIPUCBOSHHBIN B apXuBeE
YHMBEPCHTETA APXUBHEIN IH(P.

Ilpu  mpueMe  3IEKTPOHHOTO  Jjela B  apXuB  YHHBEPCHTETA IO
HH(OPMAHOHHO-TENEKOMMYHHIKAIOHHOH CeTH B HHQOPMAIMOHHOI CHCTEMe apXHBa;

- ¢opMupyercs 3amEch 06 ONEKTPOHHOM JOKYMEHTe B 0ase [aHHBIX
UHGOPMAIMOHHOM CHCTEMEI apXUBa Y HUBEPCHTETA;

- 3aIMCh 00 HEKTPOHHOM JIOKYMEHTE [JOIONHAETCS CChUIKON Ha MECTO XpaHeHHs
JNIEKTPOHHOT'O [OKYMEHTa.

OXHOBPEMEHHO MPOBOAMTCS IPOBEPKA IEKTPOHHBIX JOKYMEHTOB Ha HATMYHE
BPEIOHOCHBEIX ~ KOMIIBIOTEPHBIX  IIPOTPaMM M IIPOBEPKA  BOCIPOM3BOIMMOCTH
3JIEKTPOHHBIX JOKYMEHTOB.

Ilpu rmepefade 3MEKTPOHHBIX JOKYMEHTOB B apXMB YHHBEPCHTETA Ha
000CO6IIEHHBIX MAaTEPHAIBHEIX HOCHTENIX IPOBOJUTCS:

— IPOBEPKA (PUBHYECKOTO M TEXHHIECKOTO COCTOSHHA GH3MIECKH 050COBIEHHbBIX
MATEPUANBHBIX HOCHTEICH ONHOKPATHOH 3alMCH, NpPeAHA3HAYEHHEIX I 3amucH
BIIEKTPOHHBIX JOKYMEHTOB;

— 3alIHCh KOHTEHHEPOB 3IEKTPOHHEIX JOKYMEHTOB Ha (pusrdecku 060cobIeHHbIe
MaTepraJibHBIE HOCHTENH ONHOKPATHOM 3alHCH B JABYX OK3eMILIspax (OCHOBHOM H
pabouem);

— IIPOBCPKA KAYECTBA 3alHCH ¥ BOCHPOM3BONUMOCTH  3IE€KTPOHHBIX
JOKYMEHTOB;31

— COCTABJICHHE B CTPYKTYPHOM IIO[pA3fieNieHHHd OIHCH  3IEeKTPOHHBIX
AOKYMEHTOB, NPSIHA3HAYSHHBIX A ITepe/iaty B apXUB Y HUBEPCUTETA.

IIpy 3anucu SNEKTPOHHEIX NOKYMEHTOB Ha (U3HYECKA 060COGIeHHbIe
MaTEepUATBLHBIE HOCHTENN PEKOMEHIYETCs COOMIONaTh IIPHHIMIT PA3SMEILCHHS Ha OHOM
HOCHTEIIE JICKTPOHHBIX JOKYMEHTOB OJHOTO 3JEKTPOHHOTO Jefa.
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Kaxapit  ¢ytmap ¢usmuecku 06GOCOGNEHHOrO MATEPHANBHOTO HOCHTEN,
nepelaBaeMOTO B apxuB, cHabXxaeTcs (POHTANBHBEIM BKJIANBIIEM, Ha KOTOPOM
YKa3BIBAETCH:

— COKpailieHHOE Ha3BaHUE Y HUBEPCUTETA,;

— COKpallleHHOE Ha3BaHUe CTPYKTYPHOrO NOApaselieHus Y HUBEPCUTETA,
— HHIEKC Jena;

— 3arojIOBOK Aena;

~ OTMETKa O CTATyCe JK3EMIIIAPa 3IEKTPOHHOTO zena: «OcH.» (OCHOBHOM) MK
«Pab.» (paboumnit);

— 00BeM 3JIeKTpOHHOTO Aena B M6;

— KOHTPOJBHAs CyMMa 3NIeKTPOHHOTO JeNa;

— JlaTa 3aIMCH 3JEKTPOHHBIX JOKYMEHTOB Ha HOCHTEE,

— [Ip¥ HeOOXOAMMOCTH OTMETKH 06 OrpaHiYeHyH JOCTYIA U JIp.

Bxrappin momemaercs B QyTIAp 3MEKTPOHHOrO HOCUTENS TAKAM 0bpasoM,
4TO0B HAAIKCH Ha HeM ObUTH BHIHEI TIPH 3aKPHITOM (QyTIIApE.

Haamicu Ha BKIafBIIaX [EYATAIOTCS WM HAHOCATCA OT DPYKH YeTKHM
pa30opuUMBEIM TIOYEPKOM CHIELHAIBHEIMH 4YEPHBIME BOJOCTOMKHMM YEpHHIIAMHY.
B03M0XXHO #CTI0E30BaHHE IITAMIOB ¥ JPYTHX aHATOTHIHBIX CPEJCTB.

7.15. Cocrasnenue u oQopMIIeHUE ONUCEH 2TEKTPOHHBIX el

Onuck  NEKTPOHHBIX  JOKYMEHTOB, IOATOTOBIEHHAS B  CTPYKTYPHOM
TIOAPA3ACNCHUN YHUBEPCUTETA, ABIACTCS MEPBMYHLIM YYETHBHIM JOKYMEHTOM A
COMHUL] XPaHCHHS 3IEKTPOHHBIX JOKYMEHTOB IIOCTOSHHOIO M BPEMEHHLIX (CBBIILE
107eT) CcpoxoB XpaHeHHHs, B TOM YMCIEe A COCTABICHHA OIHCH S3IEKTPOHHBIX
AOKYMCHTOB, TI€PE[aBaeMLIX Ha TIOCTOSHHOE XpaHeHWE B IOCYAapCTBEHHLIMH
(MYHHIUITATEHELR ) apXuB,

OnHen 97eKTPOHHBIX JIOKYMEHTOB COCTaBIAIOTCS He TO3THEee d4eM depe3 ONHH
TOJ TIOCJIE 3aBEPIICHUS (POPMUPOBAHHUA SEKTPOHHOTO /€A B AeJONPOH3BONCTBE.

IIpy  COCTaBICHHM ONHCH OJCKTPOHHBIX JOKyMEHTOB B CTPYKTYPHOM
NOpa3/eIeHIH COOMIONAIOTCA CAEAYIONIHE TPeOOBAHNS:

~ S3arOJIOBKH 3JIEKTPOHHBIX JIEJI BHOCSTCA B OIMCh B COOTBETCTBHMH C [IPHHATOMH
CXeMOU CHCTEMAaTH3alMK Ha OCHOBE HOMEHKJIATYPEI JIET;

KK IbI BJIGI{TPOHHBIﬁ AOKYMECHT BHOCHTCS B OIIMCH IHOJ CAMOCTOSATEIBHRIM

IIOPAAKOBEIM HOMEPOM C yKasaHHEM JaThl JOKYMEHTa, CpOKa XpaHeHHs, o6beMa B M6
U KOHTPOJILHOM CYMMEI,

I'papa omucu «IIpumevanve» WCHONBIyeTCH i OTMETOK O IpUeMe
SJICKTPOHHBIX IOKYMEHTOB M IPU HEOOXOAMMOCTH APYroit HH(OPMAIHH.

OOBeKTOM ONHCaHMS B OMUCH JJIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHOIO
HOZAPA3NCICHYs ABISIOTCA CAMHWIB! XPAHCHMS 3TeKTPOHHBIX JOKYMEHTOB. EAHHMIIb!
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XPaHCHMS 3JICKTPOHHBIX JOKYMEHTOB, OTHOCAIIKECS K OTHOMY ey, COCTABIAIOT B
OIIMCH OTAENBHBIH pa3sien, UMEOIMH oOLIHil 3ar0N0BOK, B KOTOPOM YKa3BIBAIOTCS:

— HHJEKC Jefa (B COOTBETCTBHH ¢ HOMEHKIATYpPOit fen);
— 3aroJOBOK Hejla;

— Kpa#HKe ATkl JOKYMEHTOB Jella;
— KOJI-BO JIUCTOB AOKYMEHTOB A€a.

OmucaTenpHas CTAThS CIHHHIBI XPaHCHHSA BKJIYACT B cebs ClIenyrouue
9JNEMCHTEI:

- HOMEP JOKYMEHTAa I10 IOPAIKY B peJiCiax pasacia OIHuCH,;

HaUMEHOBAaHKE TOKYMEHTA (BHL HJOKYMEHTA, 3ar0jI0BOK K TEKCTY);
- JlaTa JOKYMEeHTa;

— CpOK XpaHEeHHS;

- 00BeM KOHTelHepa 3IeKTPOMHOro JOKyMeHTa B MO;

— KOHTpPOJBEHadA CyMma KOHTeﬁHepa SINCKTPOHHOrO IOKYMCHTA,

Ha ocHoBHOM m paboudil OK3eMIUIPBl 3NEKTPOHHEIX JOKYMEHTOB B
CTPYKTYPHOM IIOJPa3feiICHHH COCTABIAIOTCS OTHENBHEIE ONMCH Ha OyMaKHOM
HOCHTEIIE U B 3IEKTPOHHOM hopMme.

B koHIe omuch odopmisgercs HTOroBas 3aluch, B KOTOPOM YKa3BIBAETCH
KONMUIECTBO EIUHMI] XPAaHEHHUs BIIEKTPOHHBIX AOKYMEHTOB (LM(DpaMi ¥ MPOIHCHIO);
ol 06BeM eAHHHI XpaHEHHs, BKIIIOYEHHEIX B OXIACH, B MG,

K omucn cTpykTypHOro moppasfieiieHuss MOXET COCTABIIATLCH HPEAHUCIOBHE ¢
yKa3aHHeM MHQOPMALHMOHHOH CHCTEMBI, W3 KOTODOM M3BIEHUEHB 3JIEKTPOHHEIE
AOKYMEHTEI, MPOIPaMMHOTO O0eCIeueHHs, €ro BepCHH M IPYIMX TEXHOIOTHHYECKHX
XapaKTEePUCTUK HHGOOPMANHOHHEIX CHCTEM.

7.16. ITopsnok nepeiaur 3eKTPOHHBIX IOKyMEHTOB B apXUB YHHUBEPCHTET

DNEKTPOHHEIE JOKYMEHTH! IIOCTOSAHHOTO M BPeMEHHOTO (cBbIme 10 JIET) CPOKOB
XPaHCHUA [ICPENAIOTCA B APXUB YHHBEPCUTETA €XETONHO He paHee YeM 4epes roj U He
IO3AHEE YEM Hepes 3 rojia Mocie 3aBeplIeHus paGoThl ¢ TOKYMEHTAM.

Ilepenaga >neKTPOHHEIX JOKYMEHTOB B apXHB YHMBEPCHTETA HPOH3BOLUTCA B
YIOPANOYCHHOM COCTOSHHUM B BHJIC KOHTEHHEPOB OJICKTPOHHBIX JOKYMEHTOB Ha
OCHOBAHWH OIMCEH BIIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHBIX IIOAPA3JCICHHH I10
HH(OPMaOHHO-TEIEKOMMYHUKAIMOHHON CEeTH WM Ha pu3raeckn 060COBIEHHBIX
MAaTepHaIBHBIX HOCHTENIAX, KOTOPBIE IIEPEMEHIAIOTCS H3 CTPYKTYPHBIX MOApa3AeeHHi
B apXHB Y HUBEPCHTETA.

Ilpy mepenave KOHTEHHEPOB SIEKTPOHHEIX JOKYMEHTOB B APXHB YHusepcureta
BBIITOHAIOTCA CISAYIONUEe OCHOBHBIE NPOLe Ty PEI paboTH! ¢ JOKYMEHTAMU:

1) dopmupoBanre B WH(GOPMALHOHHON CcHCTEME YHHBEPCUTETa KOHTEHHEPOB
ANMEKTPOHHBIX JOKYMEHTOB;
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2) dopMHpOBaHME OIKCH  SNEKTPOHHBIX  JOKYMEHTOB  CTPYKTYPHOTO
HoJpasfeNeHus (CXATOUHOH OIMCH);

3) mepenaua KOHTeHHEPOB 3IEKTPOHHBIX MOKYMEHTOB C CONPOBOAMTENBHOM
CITy>XeOHOH 3aliCKOH M 3K3eMIUIIPOM CHATOYHOM ONKWCH B DIEKTPOHHOI (opMme B

MHGOPMAITHOHHYIO CUCTEMY apXuBa YHuBepcurera To
HH(QOPMaIXOHHO-TEIeKOMMY HUKAILMOHHON CETH;
4) IipH HEBO3MOKHOCTH repeayun IIOKYMEHTOB 1o

MH(QOPMAOHHO-TENEKOMMY HEKAILIHOHHOMN CeTH, epeada KOHTeHHEPOB 3IeKTPOHHBIX
AOKYMEHTOB Ha (PU3HYECKH 000CO0ICHHBIX MATEPUANLHEIX HOCHTE/LAX;

5) nampaBneHre B MHOOPMAIIMOHHYIO CHCTEMY YHHMBEPCHTETa YBEIOMIICHHS O
IpHEeMe apXUBOM YHUBEPCUTETa KOHTEHHEPOB NIEKTPOHHBIX JOKYMEHTOB;

6) mpoBepKa apXMBOM YHMBEPCHTETAa 3JI€KTPOHHBIX OKYMEGHTOB HA HAIMIHeE
BPEIOHOCHBIX KOMIIBIOTEPHBIX MpOrpaMM (BHPYCOB), MIPOBEPKA BOCIPOM3BOIUMOCTH
3NEKTPOHHBIX MOKYMEHTOB, IMPOBEPKAa (HU3WYECKOTO ¥ TEXHUYECKOI'0 COCTOSHHS
HOocHTeNned (TpM nepefiade DIEKTPOHHBIX JOKYMEHTOB B apXUB YHHMBEPCHTET4 Ha
br3uYecKr 060CO0TEHHEIX MaTEPHANbHBIX HOCHTENAX);

7) HanpaBeHHEe B MHQOPMALHOHHYIO CHCTEMY YHHBEPCHTETa YBEIOMICHHMS O
OpUeMe SJIEKTPOHHBIX JOKYMEHTOB B apXHB YHHBEPCHTETA HIH YBEIOMIEHHS 00
OTKa3¢ B IIPHEME JJOKYMEHTOB € YKa3aHHEM TIPHYKH;

8) BHeCeHWE CBEIEHHMM O HMOCTYNHBIIMX B ApXUB 3JIEKTPOHHBIX JOKYMEHTAX B
YUYETHBIE JOKYMEHTE]! apXHBa H pasMeElleHHe IEeKTPOHHEIX JOKYMEHTOB B apXHBE.

IlpueM 2JeKTPOHHBIX NOKYMEHTOB B apXMB OQOPMISETCS COCTABICHUEM
UTOrOBOH 3allMCH B KOHIE KaXIOTo SK3eMIUIpa CHATOYHOM OMHCH, B KOTOpOIL
IuQpaMu M TPOMHCHIO YKA3BIBACTCS KONMYECTBO (AKTHUECKH NPHHATHIX B apXHB
SIEKTPOHHBIX JIEN, 3IeKTPOHHBIX JTOKYMEHTOB, X KOHTpPOJbHEIE CyMMEbI, 00beM B MO,
AaTa TpueMa-rnepefadd. Mrorosas 3amuck IOATBEPIKAAETCS [OANMCAMH COTPYIHHKA
dpXuBa M COTPYAHHKA CTPYKTYPHOIO IIOAPAa3feNCHHA, IepeIaBIero 3JIeKTPOHHBIE
JOKYMEHTH.

Ilocne mpuema B apXuB 3EKTPOHHEIX JOKYMEHTOB Ha (H3IUECKH 050COBIEHHbIX
MaTePHUANbHbIX HOCHTENAX BKIAZBIIIN, IOMELICHHEE B (QyTISp eIUHMIB] XPAaHEHHUS B
CTPYKTYPHOM IOJpa3/eNeHNH, 3aMEHAOTCA Ha BKJIABIIIH, 0)OPMISIEMBIE B ApXUBE.

Ha Bxiazpiite, nomemaeMoM B GyTisp eIUHUIE XpaHEHHUS, 0)OPMISEMOM B
apX¥Be, YKa3bIBaeTCH:

— HauMEHOBaHHe YHUBEepCHUTETA (TIOJHOE, COKPANIEHHOE);
— HoMep (onma;
— HOMED OIHUCH 3JEKTPOHHEIX Jell, IOKYMEHTOB;

HOMep JeNa 110 OIIHCH;

— OTMETKA 0 CTaTyce 9K3eMIUIIPA JNEKTPOHHEIX TOKyMeHTOB: «OCH.» (OCHOBHOIH)
unu «Pab.» (pabounit);

— KpaliHue JaThl XOKYMEHTOR 3JeKTPOHHOIO Jema;

— IPH HeoOXOMMMOCTH AENAIOTCS JOTIONHUTENbHbIE OTMETKH 06 OTrpaHHYCHHUU
AOCTYIIa K JOKyMEHTaM H Jp.
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Bxnazeim momeuiaercd B QyTisip duspdecku 000coOICHHOrO MaTepHABHOTO
HOCHTEJIS TakuM oOpa3oM, 4YTOOBI HaINECH Ha HeM OBUTH BHUIHBI IPH 3aKPBITOM
dbyTnape.

7.17. Ilepenava TOKYMEHTOR apXHBa OPraHu3allii Ha XpaHESHHE

IlogroroBka M Iiepenaya 3NCKTPOHHBIX JOKYMEHTOB, BKIFOUEHHBIX B COCTAaB
ApxusHoro (Qouna Poccuiickoii @exepanyn, Ha HOCTOSHHOE XpaHEHHE B
I'ocynapcrBeHHOE KaseHHOe yupexiaeHue HanuoHanpHsif apxuB PecmyOuuku
bamkopTocTaH OCYLIECTBISETCS B COOTBETCTBHHM C MpaBWIaMH W 10 TpaduKy.
[lepemaya SIEKTPOHHBIX JOKYMEHTOB B 1 OCYJapCTBEHHOE Ka3eHHOE YUpeXICHHE
Hauuonanenelil apxuB PecnyOnuku bBamkoprocTan  oCyllecTBISeTcs B BHIE
KOHTelHepoB 3NIEKTPOHHEBIX JOKYMEHTOB o

nHOPMAITHOHHO-TEIIEeKOMMYHHKAHOHHOW CeTH WM Ha (U3udecku 060COOIEeHHBIX
MaTepHalbHBIX HOCUTEIIAX,

VIIL. ITouckoBbIE€ CHCTEMDI
8.1. Perucrpanus JOKyMEeHTOB

8.1.1. OcHOBOH TIIOCTPOCHUS IOUCKOBBIX CHCTEM SIBISETCS PETHUCTPALHS
JOKYMEHTOB - 3ailiCh YYETHBIX AAHHBIX O AOKYMEHTE II0 YCTaHOBJICHHOH (opMe,
(GuxcHpyomas GakT ero CO3TAHUS, OTTIPABISHHUS WK [IONYICHHS.

8.1.2. PermcTpanuy IIOLNEKAT BCe BHYTPEHHHE M HCXOSNIME NOKYMEHTHI, a
TaKXke BXOAIINE JOKYMEHTEI IIOCTYTAIOIIHE U3 JPYTHX OpraHu3aluid U 0T GU3HYECKUX
nur, Tpebyromume ydeTa, HCIIONHEHWS M MWCIONB30BAHMA B CIPABOYHBEIX LEJAX.
HOKyMEHTBI PErHCTPHPYIOTCS HE3aBHCHMO OT CII0c06a MX JOCTABKM, NEPefauyd KIH
CO3JaHuMs.

JlomyckaeTcss perucTparusi IHCeM, IIONYIeHHBIX 110 SNIEKTPOHHOM II0YTe, €CiIy
OHM IPEACTaBIAIOT co00M CKaHMpOBaHHBIM o0pa3 THCEMa ¢ PErdCTPAIMOHHBIM
HOMEpPOM, [HaToi IOANMCAHHMA H NOANuCEHo. JloceUlka Ha OGyMaKHOM HOCHTENE
oOs3aTenbHa.

HOKyMEHTBI PETUCTPHPYIOTCS B YHHBEPCHTETE OJMH pa3 B JeHb IOCTYILICHHS,
Perucrpaims nOKyMEHTOB NpPOM3BOXUTCA B TIpefleNlaX TPYIHI, B 3aBHCHMOCTH OT
HasBaHWsA BHJA AOKYMEHTA, aBTOPa H COAEPKaHusd AOKYMEeHTOB. Hanpumep, oTAensHO
PETHCTPUPYIOTCA ~ TOKYMEHTHI, TOCTYNAIOIiMe M3 BBIHECTOALNEr0 OpraHa W
HAIPaBJIAEMBIE €MY, [IPHKA3bI 110 INYHOMY COCTaBY, IIPOTOKOQJE! ¥ PELICHHs KOJUIETHH
U ap.

HOKYMEHTE! peTHCTPUPYIOTCS OAWH Ppas: IOCTyHAIONIME - B [OCHL HX
IOCTYTUICHUS, CO3[aBaeMble - B JeHb IOANMCAHMA WIH yTBEepXKAeHus b0 Ha
cnenyromui pabounit gews. Ilpu nepemade AOKYMEHTA W3 OJHOTO CTPYKTYPHOTO
NIOApa3AeNeHNs B IPYrOe OH IOBTOPHO HE PETHCTPUPYETCH.
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OOfpawenus rpaxiad perucCTPUPYIOTCS OTHENBHO OT CHYXKeOHOHM Mepenvickd B
oTJese JOKyMEHTAIIHH.

8.1.3.  Perucrpaums  OOKyMEHTOB B  YHHBEPCHUTETE  OCYIIECTBISETCS
JELEHTPANU30BaHHO:

a) B OTZeNe JOKYMEHTallMH PErHCTPUPYETCS BXOISINAs KOPPECIOHACHIMI M3
BHIIIECTOAIIMX OpPraHoOB, KOPPECHOHIEHIIN, aJpecoBaHHas Ha KM peKkTopa
YHuBepCcHTETd, U3 MUHHCTEPCTB, BEIOMCTB, YIPEXKICSHHH ¥ Opranm3aluil; JOKYMEHTEI,
aJipeCcoBaHHbIe B YHHUBEpCUTET 0e3 yKasaHUs KOHKPETHOTO ajpecaTa, HMCXOAAIIas
OOKYMEHTallUsl 3a MOANKMCBIO peKTOpa WM IpPOpeKTopa YHHBEPCUTETA, MPHKA3bl U
pacIopspKeHus;

6) B CTPYKTYPHBIX NMOIpa3[efeHUsIx YHHUBEPCUTETA PETHCTPUPYETCA BXOAAIAs
KOPPECTIOHACHIINA, aApecoBaHHAasd PYKOBOJICTBY CTPYKTYPHOIO IOIpAa3feNeHUs WK
HCIIOJIHUTENAM, HCXOIAIAs KOPPECIIOHIGHITNA H BHYTPSHHUE TOKYMEHTEI.

HOKyMeHTHl orpaHmMueHHOro gmoctyma ¢ rpudoMm "Ing  cayxkeOHOro
nonpsopanusa” (manee - JICII) perucIpupyroTcs OTASIOM MOOHIH3ALAOHHOM
IIOATOTOBKH.

8.1.4. Bxopdmmue NOKYMEHTBl PErHCTPUPYIOTCA B JE€Hb IIOCTYIUICHHSA, 4
UCXOJALIHE K BHYTPEHHHE NOKYMEHTEI - B ZICHB ITOAIICAHHA.

8.1.5. PerucrpanMoHHBI HOMep CTABUTCS B IPaBOM HIDKHEM YTIY JOKYMEHTA U
COCTOMT H3 TOPSAJKOBOTO HOMEpPA MOCTYIUICHMS IO KYpPHaly PerucTpalldd NaHHOM
IPYTIIBEL KOPPECTIOHIEHTOB ¢ BO3MOKHBIM 0OaBIeHNEM JIUTEPEL (¢ WM 3). 37ech xKe
YKa3BIBAe€TCA JaTa IOCTYIUICHHS JOKYMEHTA.,

8.1.6. HcxomamuM HOMEpPOM OTIPaBIIEMOr0 HOKYMEHTA-OTBETA SBJISETCSI
MOPSIIKOBBIM HOMEp IO TPYNIe KOPPECIIOHAEHTOB B PErHCTPAIlMOHHOM JKypHAe C
A00aBIeHneM HOMepa MopaseieHus Tudo 6e3 Hero.

COTpyIHHMKY, OTBETCTBEHHBIE 34 BeJEHHE IENOMPOM3BOICTBA, I[IPOBEPAIOT
UPaBHIBHOCTE O(QOPMICHHS HCXOAAIINX NOKYMEHTOB (HANW4We IIOANKCH, MOaThl,
HOMEpa, aiapecata, CCBUIKH Ha BXOMAIIMH JOKYMEHT, COINIACOBAHMS, OTMETKH 00
UCIIOJIHEHHN U HAIPaBJICHUH B I€J10, (PaMHIHH UCIIONHUTENS, HOMepa TeledoHa 1 Ap.)
U BHOCSIT 3aIKMCH B PErMCTPALMOHHBIE JXypHAITEL,

Hcxonsume TenerpaMMEl U Tele(hOHOIPaMMEBl PETHCTPHPYIOTCS T4K JKe, KaK U
IpyTas HCXOAAIas KOPPECIIOHASHITHSL.

8.1.7. Muopmanys 0 3apeTHCTPHPOBAHHBIX IOKYMEHTAaX BHOCUTHCS B JKypHAI
PETHUCTPalMOHHEIA JKypHan. B oroene JOKYMEHTAallUM NOKYMEHTBHI TAKKE IIOJIEKAT
PETHCTpaNuy B CHCTEME 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

8.1.8. Jlng nocTikeHHsS WH(OOPMALMOHHON COBMECTHMOCTH pPEerMCTPAIHOHHBIX
AaHHBIX M CO3[aHHS ITOMCKOBBEIX CHMCTEM YCTAHABIMBAETCA CIEAYIOLIME COCTaB
OCHOBHBIX PEKBU3HTOB PErHCTPALIHAM:

HalMEHOBaHIe OpraHu3aiy (aBTOpa WITH KOPPeCTOHAEHTa),

HAaHMEHOBAHME BHA TOKYMEHTA,;

JiaTa U PErMCTPAlMOHHBIN HOMED JOKYMEHTA;

JaTa ¥ MHIEKC IOCTYIICHIS,
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3arojI0BOK K TEKCTY (KpaTKoe CofepiKaHue JOKYMEHTa);

pe30omoLs (MCIIONHUTENb, COlePIKaHue TOPYIEHHUS, aBTOD, JATa);

CPOK HCIIONHEHUS TOKYMEHTA,

OTMETKa 00 HCIONHEHHH JOKYMEHTA.

CocTap 06s3aTeIbHBIX PEKBU3UTOB PETHCTPALME B 3aBHCHMOCTH OT XapakTepa
AOKYyMEHTa M 3a/ia4 HWCIHONB30BaHUS HH(POPMAlMH MOXET NOTONHATHCS OPYTHMH
PeKBU3UTAMHA:

BHYTPEHHAA Ilepeapecas JOKYMEHTOR [10 HCIIOIHATEIIM,

HaJIM4IHE TIPUIIOMKSHHIA;

AOQDKHOCTHO® JIANO, MOCTABUBILEE JOKYMEHT HA KOHTPOIIE;

BU][ IT€peladl AOKyMEHTa ([104TOH, (hakcoM ¥ T.A.) H JAp.

8.1.9. Peructpanus n10KyMeHTOB-OTBETOB OCYIIECTBISETCS B PEruCTpalAOHHEIX
KypHalax MHUIHATHBHBIX HOKYMEHTOB, & TakKe B CHCIEME 3JIEKTPOHHOTO
JOKyMEHT0060pOTa,  JIOKYMEHTY-OTBETY IpPHCBAUBACTCA MOPSAKOBBIM HOMEpP B
Tpenenax COOTBETCTBYIOMIErO PErHCTPAliOHHOIO MAaccHBA C JOOABICHHEM HOMED
ITOAPA3NETICHHS - HCTIOJIHUTEN.

8.1.10. TokymeHTEI, HanpaBiseMble PEeKTOPY (BXOLSIIASL KOPPECIIOHACHIHS HITH
MPOCKTBl  HOKYMEHTOB Ha IOANWCAHHE), IEPEHAIOTCS TONBKO dYepes OTHeN
JOKYMEHTALFH.

PaccmaTpuBaloTCs NOKYMEHTBI DPyKOBOIHMTENEM, KaK TMPaBWIO, B JIeHb HX
[OCTYMNEHUS. Pe3ynbTaThl pACCMOTPEHH S TOKYMEHTOB OTPaXaloTcs B GOpMe YKasaHus
I10 UCTIOJIHCHUIO NOKYMEHTA (PE3OIIIOIHH ). '

Tepenada 3aperucTPUpPOBAHHOIO U PACCMOTPEHHOTO PYKOBOLCTEOM JIOKYMEHTa

HE 10 IPMHAICHKHOCTH, B IPYTOC CTPYKTYPHOE TIOApasjieseHHe, MUHYs OBIIHH oTxed,
HE JTOITYCKAeTCs.

8.2. Opranusanys IOUCKOBOH CHCTEME! I10 IOKYMEHTaM

8.2.1. Perucrpaius MOKYMEHTa 3aKII0YaeTCs B 3aIllMCH HEOOXOIHUMEIX CBEICHMMH
O NMOKYMCHTE B PETHCTPANMOHHO-YYCTHBIE (DOPMBI (KAPTOUKH) TPafULHOHHBIM KU
ABTOMATH3HPOBAHHEIM ~ CIIOCO0OM, TPHUCBOCHHH JAOKYMEHTY COOTBETCTBYIOINETO
DCTHCTPAllHOHHOI'0 HOMEPa H IIPOCTABICHUM €r0 HENMOCPEACTBEHHO HA JOKYMEHTE.
Vnpopmammsa 0 LOKYMEHTaX, TONydeHHAs IIPY UX DPErHCTPaliH, PerHCTPalOHHEINR
HOMEP NIOKyMCHTa CIYXHT €ro TINaBHBIM YYeTHBIM M IOMCKOBHIM IPH3HAKOM,
HOCTYIACT B IIOMCKOBYIO CHCTEMy, KOTOpas BKJIOYaeT B cebs CIpaBodHBE (110
KOppECIIONIeHTaM, BHIaM HOKYMEHTOB, W [p.), TO OOpailleHHsIM TIpaXnaH M Ip.
HHGOOPMAITHIO.

8.2.2. D(dexTHBHOCTE paBOTHl IOHCKOBOM CHCTEMBI J[OCTHIASTCS yTeM
Pa3paboTKU KNacCHOHKALMOHRBIX CIIPABOYHHKOR, HOMEHKJIATYPHI JIE.

8.23. B aBTOMAaTH3MPOBAHHBIX MOMCKOBEIX MACCHBAX JIOHCK KOHKPETHOTO
AOKYMEHT2 HIH NOAGOPKM MaTepUalioB OCYINECTBIAETCS IO aTpubyTam (3arojoBoK,
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BHJ NOKYMCHTA, Jara IPHUHATHS, HOMED HOKYMEHTa M T.I.) HIH II0 KOHTEKCTY (Imo
M000My CHIOBY W dpase, COAepKAILEHCS B HCKOMOM JIOKYMEHTE).

8.2.4. B cucremax siexTponHOro mokymentoobopora (C3J[) perucrpauus
AOKYMCHTOB MTPOUCXOAUT aBTOMATHYECKH C HCIIONB30BaHUEM YCTAHOBICHHOrO Habopa
0053aTeNBHBIX PEKBH3UTOB M SOUHOM CTPYKTYDPBl PErHCTPAllHOHHOrO HoMepa. JaHHEIE
O JJEeKTPOHHOH PErucTpalvy HOKYMEHTa MOXKHO NpORyOIMpoBaTh MAIIMHOIPAMMOM
Kaprouky ("TBepmas Komus"), KOTOpas HCIOJBE3YETCS B KAYECTBE BCIIOMOIAaTelbHOM
CIIPaBOTHOM KapPTOTEKH II0 MECTY PErUCTpPalldy B LEIIX CTPaXxOBKH HHGOPMAIIMH U JIpH
nepeaye JOKyMeHTa B IPYTHe CTPYKTYPHbIE IIOApa3ae/eHuU.

ITpy aBTOMaTH3UPOBAHHOM perucTpanmy GopMHUpyeTca GaHK PErHCTPaI[MOHHEIX
JAHHBIX W OpPraHU3yeTCd €ro HCMONL30BaHHE NpPH ydeTe, IIOMCKe, KOHTPOJE CPOKOB
HCIIONIHEHKSA, OTOOpe JOKYMEHTOB [UIL XpaHEHHS M YHUYTOXKEHMS, aHAIU3e
MH(OPMALMOHHOTO MAacCHBAa H HCIONHUTENHCKON NUCIMINMHEL U T.A. O6paboTka
MH(OPMAly IpM HCIIONB30BAHMY ABTOMATH3MPOBAHHON TEXHONOTHMH PEerHCTpalyiH
AOKYMEHTOB OCYIIECTBIISICTCS C IIOMOIUBIO CIENyIOMHX 0a3 MaHHBIX: IPHKA30B IO
OCHOBHOH J€ATEIBHOCTH, PACTIOPSDKCHUH, IPHKA30B 10 JINYHOMY COCTABY PaGOTHHKOB,
BXOJAIIESH KOPPECIIOHAEHIMH, HCXO A KOPPECIOHASHIMA ¥ IPYIHX B 3aBUCHMOCTH
OT OCOGEHHOCTE} BeJIeHNA AeNOIPON3BOICTBA B Y HUBEPCHTET.

8.2.5. IlowmckoBele cHCTeMBI MOKHEL obecrneuuBarh IIOMCK HHQOPMALUE O
ACATENIBHOCTH  YHHBEpCHUTeTa, HE OTHeCeHHOH K choyxeGHol wuHpOpMauu
OrpaHHYEHHOTO PacIIPOCTPAHECHHUS.

8.2.6. llopamox TONMydeHMs HoJb30BaTeneM WH(OPMANKH  OHpeJenser
YHUBEPCHTET KaK COOCTBEHHMK WM BIIaJeNel] HH()OPMALMOHHEIX PECYPCOB HA OCHOBE
TpeOOBaHUH 3aKOHOIATEILCTRA.

8.2.7. TlopsaoK 3aIIUTEl K JOCTYIA CIyXeOHOH MHGOPMALMH OrpaHHYeHHOTO
PacIpoCTpaHeHUs ONPERLNACTC YHUBEPCUTETOM B NpefeliaX ero KOMOETeHIIHH JHOO

HEMOCPEeACTBEHHO COOCTBEHHHKOM WH(}OpMaun B COOTBETCTBUU C
3aKOHOJIaTENIECTROM. '

IX. Iogcuer o6beMa xoKyMeHTO0GOPOTA

9.1. Tlox ofbemMoM mOKYMEHTOOGOPOTA NOHUMAETCH KOMMUECTBO HOKYMEHTOB,
TIOJIyCHHBIX M CO3/IaHHBIX YHUBEPCHTETOM 3a OIpPEeNeNeHHbI eproy BpeMeHu (Tof,
mecan). Iloxasatenn o6beMa NOKYMEHTOOGOPOTA HCIOIBRYIOTCS s OIIpEeLeIeHHS
TEXHOJOTHYECKOH OCHAINEHHOCTH IPOLeccoB paboThl ¢ JOKYMEHTAMH, a TaKKe IS
aHaJIu3a PasIMYHEIX aCIIeKTOB YIIPaBIIeHYECKOH NEITeNHHOCTH.

9.2. Iozncuer xommuecTBa NOKYMEHTOB IPOW3BOMMTCS [O PETHCTPALIHOHHBIM
dopmMaM B MeCTaX HX PErUCTpallWy. 3a eJMHHIY MOACUeTa IPUHEMAETCS caM
JOKyMeHT, Oe3 ydeTa KONMH, CO3NABAEMBIX TNpU TEYaTaHHH K PasMHOKECHHH.
PasMHOXEHHBIE SK3eMIUTAPHL  IIONCUUTHIBAIOTCA OTACIBHO IIO XKypHalnam pabor
(xcepokc u T.m.). Tlo HEM ONMpemeNSIOTCS Pacxon OyMard M 3aTparsl BpEMEHHM Ha
OIIEPALMH IO SKCIEANIMOHHON 06paboTKe JOKYMEHTOB.
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HocTynaromue NOKyMEHTEI B CO3LAIONTHECS B YHHBEPCHTETE MOACIHTHIBAIOTCA
OTAECILHO.,

9.3. Ioacyer o6reMa JOKyMEHTOOBOPOTA IPOBOARTCS IO IpymnaM JOKyMEHTOB:
PacoOpANUTENbHEIC, ISPEIIUCKa, OOpaIleHNs TPaXIaH 1 Ap.

Iloxcuer moxymeHTOOGOPOTA OCYWIECTBISETCS B LEIOM IIO YHHUBepCcUTETY ¢
OOS3aTEMBHEIM ~ YYETOM  JOKYMEHTOB, 3apETHCTPUPOBAHHEIX B CTPYKTYPHEIX
nozppasnenenusx (Ilpunoxenne Nel8),

X. KoHTpOoaL HCNOJIHEHHS JOKYMEHTOR

10.1. KoHTponb HUCIONHEHHA JOKYMEHTOB - 9TO COBOKYHHOCTh JeWCTBUIA,
00ecTIeYHBAIOIHK CBOSBPEMEHHOE UCIIONHEHHE JOXYMEHTOB.

Llempio KOHTpOJNS ABIAETCS OGeCHedeHHe CBOEBPEMEHHOIO M KAaYeCTBEHHOIO
HCTIONHEHVS [IOPYIeHHH, 3a)HKCHPOBAHHBIX B JOKyMeHTaxX. KOHTpomo mommexar see
AOKYMEHTEI, HMEIOIIHe KOHKPETHOE IIOPYUEHHE M CPOK HCIIONHEHHMS.

Opranusaiis KOHTPONS HCIONHEHHS BKIIOYAET B cebs IIPEIBAPHTEIHHYIO
IPOPaboTKy JIOKyMEHTa, NIOCTaHOBKY MOKYMEHTa Ha KOHTPOIB, XKOHTPOJHL 06
HCIIONHEHAN NOPYYEHHiH, 3aQUKCHPOBAHHBIX B JOKYMEHTaX, CHATHE ¢ KOHTPONS IO
YCTaHOBIICHHEIM TIPaBHIAM.

Konrpomo nomnesxar Bce Tpebyrommue MCIONHEHAS (comepsxatue ropydeHus),
TIOCTaBIICHHEIC HA KOHTPOJIb B COOTBETCTBHM C YKa3aHUSIMU PEKTOPA.

10.2, KoHTponb OCYLIECTBISIOT PYKOBOAWTENH, OTACT JOKYMEHTALMH,
OTBETCTBCHHBIC MCIIONHUTENN M OTBETCTBEHHBIE 32 ENOTPOU3BOLCTEO B CTPYKTYPHBIX
TIOAPA3AEIECHUAX.

10.3. Tlocme paccMOTpeHMS JOKYMEHTORB peKTOpoM YHuUBepcuTeTa Ha
AOKYMCHTaX, NOMNEKAIMUX KOHTPOJIO, IpocraBiasercs otMetka "K". OrMerxa o
MOCTAHOBKE HAa KOHTPOJB IIPOCTABIICTCA TAKKEe B PETUCTPALMOHHON KapTOUKe
MOKyMeHTa.,

10.4. Cpoku HCHONHEHHS TOKYMEHTOB HCUMCHSIOTCS B KaJleHOApHBIX JHAX C
Aarhl IOANACAHUA (YTBEPXKIGHHSA) HOKYMEHTa, a WOCTYIHBIIHX U3 IpYyrux
OpraHM3allMd — ¢ [arbl HX TOCTYIUIeHHA. CpOKH HCIOIHEHHS JOKYMCHTOB
ONPEHCHSIOTCS  PEKTOPOM  YHUBEPCHTETa, HCXOHS W3 CpOKd, YCTAHOBIEHHOTO
OpraHM3alliel, HanpaBHMBINE#l [JOKYMEHT, WIM B COOTBETCTBHM C IepeYHeM
AIOKYMCHTOB, TOANEKAMX KOHTPONIO 32 WCIOJIHEHMEM, C yKa3aHWEM CPOKOB
ucnionHenus. KoHeyHas JaTa MCIIONHEHHA YKa3bIBAETCS B TEKCTE NOKYMEHTa WIM B
PE30JIIOIHH PYKOBOIUTENA.

CpoKH HCIIONHEHHST JOKYMEHTOB OINpeeNsIoTCs PYKOBOZUTENEM, WCXOMS U3
CPOKa, YCTAHOBJICHHOTO OpraHM3ANWeH, HANPABHBINEH IOKYMEHT, HIH CPOKOB,
YCTaHOBJICHHBIX 3aKOHOIATEILCTROM.

HOKyMEHTH! TTOANEXAT HCIIOIHEHUIO B CIIEIYIOLIHE CPOKH:

a) ¢ KOHKPETHOM JaTol HCIONHe s - B YKa3aHHBIN CpOK;
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6) Ge3 ykazaHHs KOHKPETHOM NaThl MCIHOIHEHWS, HMEIOLIHE B TEKCTE HOMETKY
"CpouHO" WCHOJHSASTCS B 3-AHEBHEI CPOK, HMEHOIIHe IIOMETKY "omepaTuBHO" - B
10-nHeBHEIH cpok, ocTanbHEIE - B Cpok He Goliee MecsLa;

B) 10 OOpallleHHsAM IpacIaH ¥ OPraHM3alHii, IOCTYIHBUIAM B YHUBEpCUTET U
TpeOyIOIIUM [ONONHATENBHOT0 H3yIeHHs | IPOBEPKH, - 10 ORHOIO MECANA CO JHS HX
PErHCTPaliy, 110 OCTANbLHBIM OOpaIleHIIM - He Oonee 15 quHeit,

Ecnu mocneanuit ess cpoKa HCTIONHEHHs. JOKYMEHTa PUXOIUTCS Ha Hepatoduil
ACHB, TO [NOKYMEHT TOJEKUT HCIONHEHHIO He [o3nHee paGodero S,
IpeqIIeCTBYIOIIEro HepaboueMy IHIO.

W3MeHeHne CpoKa HCIIOMHEHNS! IPOU3BOMTCS IULOM, YCTAHOBHBIIIEM YTOT CPOK.
Hcnonmuutens obpammaercs K pyKOBOIMTENIO C MOTHBHPOBAHHOM npockbofi 06
M3MCHCHHHM CPOKA HE [O3/IHEe, YeM 3a 3 JHS [0 €ro MCTeYeHHs. B IPOTHBHOM Cilydae
AOKYMCHT CYMTACTCA HE HCIOJHEHHBIM B CpOK. LI3MeHeHHe NOKYMEHTHpyeTcs —
IIPOCTAaBIIAIOTCS HOBBIH CPOK, JJaTa M3MEHEHHS H [TOAIIHCE.

10.5. JIoKyMeHT CUMTaeTcs WHCIOJHCHHBIM M CHEMAETCA ¢ KOHTPONA [OC/e
BBINONHEHUA  3aJaHMil, IOpyYeHHH,  3ampocoB, COOOCWIEHHS  pe3yILTATOB
3AMHTEPECOBAHNEIM OpPraHW3alMsiM W IHIaM HIH JPYroro JAOKYMEHTHPOBAaHHOIO
[IOATBEPXKACHNS HCIONHEHHsA. JIOKYMEHT C KOHTpONS CHMMA€TCS TONBKO TeM
AODKHOCTHBIM JIMIIOM, KOTOPHIM AHO yKa3aHHe, 3alaHue, IOPYYEHHE 10 UCIIOIHEHHIO
noxymenTa. Ha nokymenTe 1 B perHCTpalHoOHHBIX GOpMaxX MPOCTARIAIOTCS OTMETKA 00
WCIIOJIHEHHH, TIOAIINCE JIHIA, TIOATBEPXKAAIOIIErO UCIIOIHEHME, [aTa.

10.6. KoHTponb 32 HCIIOIHEHHEM JOKYMEHTOB B VYHHBepCHTETE OCYILLECTBISET
OTACH A0KyMeHTauny. OTACN NOKYMEHTAlHH YYHTEIBAET U 0606IaeT He pesKe ONHOro
pasa B MECSII( JAHHBIC O XOZe, Pe3y/IhTaTaX HCIIOJIHEHHS JOKYMEHTOB.

10.7. ABTOMaTH3MPOBAHHBIA KOHTPOID HCIOMHEHUS CTpOUTCH Ha Ga3e MaHHBIX
PerucTpanyy H 00eCeYnBaeT OepaTHBHOE HHGOPMUPOBAHHE HCIONHITENEH, OTeNa
AOKYMEHTAIIHH O COCTOSHMM MCIIONHEHHS BCEX BHJOB JOKYMEHTOB, IOPYYEHHI,
3alaHKH, a4 TaKKe Npe/BapHTENbHBIH KOHTPONbL CPOKOB IIOATOTOBKY M HCIIOMHEHHS
AOKYyMEHTOB, aHalH3 HCNONHUTENBECKON JuCHMIIMHEL KOHTpoNBHEIE zmeifcTBHA
OCYWICCTBIIAIOTCSA JTULIOM, KOTOPOMY IIOPYYEHO BefICHHE KOHTPONL, M B MecTax
PETHCTPallK NOKYMEHTOB ¢ Mcnonb3osandeM COJI,

XI. PaboTa ucnosnuTeNeit ¢ JOKyMeHTAMH

Opranusanus paGoTel ¢ mokymeHTamMu B YHHBepcHTeTe OCYILECTBIAETC Ha
OCHOBAHMHM  yKa3aHW# 10 WCHONHEHWIO JOKYMEHTOB (pe30JIEOLHi) pexTopa
YHHBEPCUTETA, PYKOBOAUTENS CTPYKTYPHOLO NIOAPA3NENCHNs, HHBIX AOIDKHOCTHBIX
JIMIL.

PyxkoBomurens moppasmeneHus — HCIIONHHTENE TOJy4aeT JOOKYMEHTH B
BOSMOXHO ~ KOPOTKHE CPOKH (B JEHb HX pPacCMOTPEHHA COOTBETCTBYIOLIHAM

PYKOBOJIUTEIIEM HITH Ha CNEAYIOIIHiT paboduil AeHb), CPOUHBIE TOKYMEHTHI MEPealoTes
HCIIOHHUTEIIO HE3aMeMIUTENBHO.,
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PyxoBomurenn/crieiualucThl CTPYKTYPHBIX IOApa3fe/ieHH YHHBEPCUTETa B
IIPOLECCE UCITOMHEHUS JOKYMEHTa OCYIIIECTRIISIOT:

- ¢bop u 06paboTKy Heobxoaumol HHpopMAarTHL;

- MOATOTOBKY IIPOEKTa MOKYMEHTAa ¥ BCEX HEOOXOMUMBIX MPHIOXEHHH C
coOII0IeHreM NIPaBUNI JOKYMEHTHPOBAHUS, YCTAHOBIEHHbIX B Y HHBEPCUTETE;

~ COTTIACOBAHUE IPOEKTA C 3aHMHTEPECOBAHHBIMH JOKHOCTHEIMHE JTHIIAMH;

- [1opaboOTKy IpoeKTa MJOKyMEHTa IO 3aMEYaHNsM, IIONY4YCHHBIM B XOI€
COIJIacOBaHHA (B ClIydae Cephe3HON KOPPEKTHPOBKH NPOEKTa JOKYMEHTA IPOBOIUTCS
€ro IIOBTOPHOE COTNIACOBaHHE);

- B HEOOXOAMMEBIX CIIydasX - IIOJTOTOBKY CIIHCKa (YKa3aTels) pacChLIKH
JIOKyMEHTa);

- NIPEJICTABJIEHHE NPOEKTa JOKYMEHTa Ha IIOJHCH (YTBEPXKICHHE) PYKOBOJCTRY;

- OHpeleieHHe MecTa XpaHeHHs JOKyMeHTa (KOIMM JOKYMEHTa) II0
HOMEHKJIAType [ie]l, B KOTOpoe JOINKeH ObITh [IOMEILEH TOKYMEHT.

IIpenycMmaTpHBaeTCs MOPSIOK TPYNIOBOH paboTH Haj NOKYMEHTOM B CIyuasX,
€CJIM MCTIOIHEHKE JOKYMEHTa IIOPYIEHO HECKONBKHIM JIHIAM:

OTBETCTBEHHBIM 32 OpPraHU3alMIO BBIIONHEHHS [OPYyYeHMS  CYHTAETCd TOT
HCIIOIHUTENb, Ybd (paMUIINs YKa3aHa B Pe30JIFOLIH IIepBoii (OCHOBHOM MCTIQIHUTEINS);

OTBETCTBCHHDLIM  MCIIONHHUTENs BHOPABE CO3BIBATL  COMCIIONHHUTENEH  AId
BBIPaOOTKYU COBMECTHOTO PEITIEHH;

NPOEKTHl PEMICHHN IPEACTaBIAIOTCS COMCIIONHUTENAMHM OTBETCTBEHHOMY
UCTIOTHUTEIO,

‘B ciOydae OTCYTCTBHS HCIIONHHTENS (xOMaHIMpOBKa, OTHYCK, OOJe3Hs)
JOKYMEHTHI [IepeAatoTCsa APYTOMY HCIIOJIHUTENIO, B Cllydae YBOJNLHEHHMs paboTHHKA UK
nepexofa Ha JIpyroll  y4acToK pabOTHI JOKYMEHTHI IepefaloTcsA [0 akTy
NpHeMa-nepeNayd PYyKOBOIMTENIO TIOJAPa3[elieHUs WIM II0 €ro YKa3aHWK BHOBb
HA3HAYEHHOMY COTpPYIHUKY.

Hcmonaurens MMeeT INpaBO IMpeAiiaraTh HU3MEHEHHE CPOKa HCIOMHEHHS
TOKYMEHTa (C COOTBETCTBYIOIIMM OOOCHOBAaHHMEM, MPEACTABISEMBIM DPYKOBOJICTBY),
©ClIl OTCYTCTBYIOT PEalbHBIC YCIIOBUS BBITIOJIHEHHS 34J[aHMA, AejJaTh IIOMETKH Ha
AOKYMEHTEe O BPEMCHH €ro IIOCTYIUIEHHs, O JaTaX IPOMEXYTOYHOIO WCIIOIHEHHs
(TeneOHHBIX ¥ NHCBMEHHBIX 3allpocax), O fJaTe M Pe3yNbTaTe OKOHYATENBHOrO
HCIIOJTHEHH.

WUcnonuurens He JODKeH pasInaliath COAEPIKAHHE MOCTYNHBIIMX XK HEMY
HAOKYMEHTOB M TNOJTOTOBJICHHBIX IIPOEKTOB CIIYXKEOHBIX HOKYMEHTOB, C HUMH MOIYT
OBITB 03HAKOMIIEHE! TONBKO JIHIIA, IMEIOIIAE OTHOMIEHHE K HX HCIIONHEHHEO.

Hcnomnsurens onpesienser HeoGXOOMMOE KOMMYECTBO PACCHUIAEMEIX SK3EMIILIPOB
AOKYMEHTa, MepeaeT NOKYMEHT Ha TUpaxupoBaHue. Ha moxymenrt, pacceuiaeMblii Gonee
€M B JETBIPE a/ipeca, HCTIOHKUTEIb TOTOBUT YKA3aTelb Ha PACCHUIKY.

Ilpy omepaTWBHOM peNICHUH BOIIPOCOB 6€3 COCTABIEHHS NOMIONHUTENBHBIX
AOKYMEHTOB MCHONHHTENE JeNaeT OTMETKM Ha JOKyMEHTe: O JaTe TOCTYIUISHHS (eciy
00pa30oBaicsl MHTEPBAl BPEMEHH MEXJY MOCTYIUICHMEM JOKYMEHTA M €ro IOCTABKOR
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UCITONHUTEMO), O JaTax MPOMEXYTOYHOrO HCIIONHEHHs (3alpoc CBEEHUM, TenehOoHHEIE
IIEPEroBOpsl M T.J,.), O JaTe ¥ pe3ynbTaraX OKOHUYATENBHOTO UCIOJIHEHHs. Bce OTMETKH
pasMemaoTcs Ha CBOOOIHEBIX OT TEKCTa MeCTax.

XII. PaGoTa ¢ ofpamenusiMi rpakaan

Tucemennble ofpamenusa rpaxiad (B TOM 4HCle Ha WHOCTPAHHBIX SI3BIKAX),
NOCTYIIMBIIME B apeC Y HUBEPCHTETA, PETHCTPUPYIOTCS B OT/AENE JOKYMEHTALTHH,

3aperncrpupoBaHHble OOpaIlleHUss TpakIaH NEepefaloTcs Ha MOAIMCH PEKTOPY
YHuBepcuTeTa ¢ 0043aTENHHEIM YKa3BIBAIOTCS CPOKa HCIIOHEHHS IOPYUEHHS.

B HeoOxoguMbBIX Ciy9asx ITHCEMeHHBIE OOpallleHds TpakaaH OepyTcsa Ha
KOHTpOJIb, TOTAA B IIPABOM BEPXHEM YITy IEpPBOro JHCTa OOpPAIIeHHS CTaBATCH
mrraMitel «KoHTpons» U «[1ucbMO IOATIEKUT BOIBPATY.

Bompocel, NomHATEle B NHCBMEHHOM OOPaIUEHHM TIPAKIaHHHA, CUHTAIOTCH
PCILCHHBIMH, €CIH OHHM pPacCMOTPEHbBI, 110 HHUM IPHHSTEI HEOOXOIWMEIE MeEpPHl H
3adBUTENIO JaH OTBET B IHCBMEHHOH UK yeTHOH dopmax.

. 3aKOHYEHHEIE IeIIOIIPOH3BOJCTBOM ITHChbMEHHBIe 00paIleHHs TPaXkJaH B OTHE)E

HOKyMeHTalud (QOpPMHPYIOTCS B Jeia B COOTBETCTBHM C  YTBEP:KISHHOM
HOMEHKJIATYpOH Jell.

XIIIL Pa6oTta ¢ J0KyMeHTaMH, COACPKAMMMH CJAYKEOHYI0
HH(OPMAIHIO OrPAHHYEHHOT0 PACIPOCTPAHEHHS

PaGora ¢  joxymeHTamm, comepampMu  CIyXeOHYHO — HEGDOPMAIHIO
OFPaHUIEHHOTO DACIPOCTPAHEHHS, OCYLIECTBISETCS B YHHUBEPCHTETE B TOPSJIKE,
YCTaHOBJICHHOM /I HECEKPETHBIX JOKYMEHTOB, C YHETOM OCOOEHHOCTEH, M3JI0XKEHHEIX B
HACTOAIIEM pasfere.

Ha moarorasnueaeMeix B oTAelax YHHBEPCHTETA JIOKyMEHTaX (MX IIPOEKTaX),
VI3IaHMSIX, COAEPXKAIMX CIIyKeOHyI0 HH(MOPMAIIMIO OrPaHHYEHHOTO PACIIPOCTPaHEHHS,
IpOCTaBILHOTCS TToMeTKa « i crnykebHoro monk3zopanus» (manee — «JCII») u Homep
SK3EeMILIApA.

HoKymenTupoBaHHas HHOOPMALHsS OTPaHWYEHHOro paclpoCTpaHeHHs 6e3
CaHKIMK PEKTOpa YHHUBEPCHUTETA HE MOATICKUT PasTalIeHuio (PacpoCTpaHeH o).

Heo6x0auMoCTh MpocTaBIeHAs Ha JoKyMeHTax moMeTku «JICII» ompenensercs
UCTIONIHATENEM ¥ JODKHOCTHBEIM JIMIOM, ITOJANMCHBAIOIMM WM YTBEPIKAAROIAM
JOKYMEHT.

JOIDKHOCTHBIE JIMIlA, TPUHABIIME pelleHrHe 06 OTHECEHHH JOKYMEHTHMpOBAHHOM
HH(bOpMaluy K WHOOPMAIMH OrPAHIYEHHOIO PACIPOCTPAHEHHS, HECYT MEePCOHATBHYIO
OTBETCTBEHHOCTH 33 OOOCHOBAHHOCTE IPHHATOIO PEIIIEHMUS.

Hometxa «JICTI» u HOMEp 3K3eMIINIAPa NPOCTABIIOTCS B IPABOM BEPXHEM YTIIy

HEpBOH CTPaHWIIBl JIOKYMEHTa, a TAKKe HAa IIEPBOM CTPaHHIEe CONpPOBOAUTEIHHOIO
IIHCHEMa K 3TOMY JEOKYMEHTY.
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Ilpuem u perucTparis BXOAANMX TOKYMEHTOB, 4 TAKXKE PETHCTPAIMS HCXOSIIIIXK
IOKYMEHTOBR, COZEpKaIINX CITyKeOHYIo HH()OPMAIHUIO OTPaHUYIEHHOTO

pacnpoctpaneHud, ¢ nomerkod «CII» ocymecTBIsioTCa OTaEIOM MOOHIA3ALHOHHON
MOTOTOBKH.

HoxymenTs ¢ moMeTKoit «ICIT»:

- YUMTBIBAIOTCH OTAENBHO OT HECEKPETHOM JOKYMEHTAIHH;

- IIEYATAIOTCS ¢ YKa3aHHEM Ha JIMIEBOM U 00OPOTHOM CTOPOHE B JIEBOM HHXKHEM
YTy MOCHEAHEro JIMCTa KAKIOTO SK3eMIIApa HOKYMEHTa KOJIHYEeCTBa OTIeYaTaHHEIX
SK3eMIULIPOB, (aMIINX WCIONHHTENS ¥ HOMepa ero ciyxeGHoro rtenedona. Ha
JHIIEBON CTOPOHE KaXKHOTO JIMCTA JOKYMEHTa B [IPABOM HYODKHEM YINIy [POCTaBIAIOTCS
HaMeHoBauue Qaiina, narta NedaTaHHs, WHAUMANE MMEHH H OTYECTBA, (aMHIHT
CIEIHAINCTA, TIEYATABIIET0 JOKYMEHT;

- TICpeAaroTCs COTPYNHHMKAM OTHENOB YHUBEpCHTETa IOX pPacHucKy IIo
YKa3aTello PacChUIKH, COCTABICHHBIM K NONNHACAHHEIM HCIIOIHUTEIEM,

- IIEPECHLIA0TCA OPYTHM OpraHaM M OpraHu3aldsaM (enbaberepckoil cimyx6oi
HJTH CTIENCBSI3BI0;

- XpaHATCH B celihax MM HeCTOPaeMbIX METANIMIECKUX mKadax.

Vcrnonuennble AOKyMeHTHl ¢ momerkod «JICIT» rpymmupyrotcs B fmelia B
COOTBETCTBHU C HOMEHKIIATYPOH M€ HEeCEeKPETHOIO JeJIONPOM3BOACTEA OTAEIbHO HIN
BMECTE C JIpYIMMM HECEKPETHBIMU JOKYMEHTaMH II0 OJHOMY U TOMY ke Bompocy. Ha
06IIOXKKe Jea, B KOTOpPOe MOMEIICHBl Takhe JOKYMEHTHI, IPOCTABIAETCS MOMETKA
«ACII».

YHUYTOXeHHe fel, JOKyMeHToB ¢ momerkoit «JICIT», yTpaTHBIIMX cBOe
NIPaKTHYECKOE 3HAYCHHe K He MMEIOIWX HayyHOM W MCTOPHYECKOH IIEHHOCTH,
IIPOM3BOAMTCA MO aKTy. B yuyeTHbIX (popmax 06 3TOM fenaercs oTMETKA CO CCHIIKOM Ha
COOTBETCTBYIOIUIUH aKT.

OsHakoMIleHWEe COTPYIHMKOB VYHHBEPCHTETa ¢ JOKYMEHTAMH ¥  [IENiaMH,
uMeromuMe noMerky «JICID», HaxonsmumMucs B apxuBe YHUBEPCHTETA, OCYIIECTBIISETCS
C  COIacus peKkTopa YHHBepcuTeTa JHO0  PYKOBOAWTENSMH  CTPYKTYPHBIX
IO/pas/IeNIeHkHt, TOTOBUBIUMMH JIOKYMEHTEL IIpu 9TOM yKasaHHbie JOKYMEHTBI MOLYT
ObITh BBIIAHBI COTPYIHWKAM OTAENOB YHHBEPCHTETA IIOX PacIHCKy BO BpeMEHHOE
TIONIE30BaHKE Ha CPoK He Dornee 10 nHeit.

3a ytpary JokymeHTOB ¢ uomeTkoit <«JICID», pasriammenue cIyxebHolH
HUHQOPMAlMK OTPaHMYEHHOTO DACIpPOCTPAHEHVS, a TaKkKe HApPYILICHNUA TIOPSOKa
o0palieHNs ¢ [OKYMEHTaMH, COAEPALMMH TaKylo HHGDOPMALHIO, COTPYIHUKH
CTPYKTYPHBIX = IOApa3ieNeHHd  YHHBEPCHTETa MOTYT OBITh  HPHBIEYEHBI K
IUCUHIITAHAPHOU UIK MHOM NIPeyCMOTPEHHOM 3aKOHOAATENECTBOM OTBETCTBEHHOCTH.

XIV. IleyaTaHne JOKYMEHTOR

IlevaTaHue NOKYMEHTOB OCYINECTBJISETCA B CTPYKTYDHBIX HOApa3NeNeHHIAX
YHHBEPCHTETA C NCTIONB30BAHMEM [IPOrPAMMHO-TEXHIYECKHX CPE/ICTR, KOMIIBIOTEPHOH
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TEXHUKH Npy coOmoaeHnn TpeGoBanuil HacTosme WHcTpykium.

IIpr MOAroTOBKE MaTEPHANOB K IIEUaTaHHIO 0c050e BHHMAHHE ciiemyer obpalnars Ha
HEOOXOIUMOCTb YETKOrO M TOYHOIO HAMMCAHIS (pamMuTiif, IMeH, OTYECTB, TEpMHHOE,
HAUMCHOBAHMA ~OpraHoOB TIOCYJApCTBEHHON BNACTH W YIPABICHHS, OpraHU3aIHii,
MHOCTPaHHBIX CIIOB M reorpaguuecKix HasBaHWM, HaMMEHOBaHWii, maT U HOMEpOB
FOPMaTUBHLX IIPABOBBIX aKTOB. [IpM 3TOM NpPUMEHSFOTCS TONBKO OOIIEIIPHHSTEIE
COKpAILCHHSI CIIOB.

XV. TupaxnpoBanne MaTepHaioB

TupaxupoBaHue HOKYMEHTOB, Kak IIPABUIIO, IIPOM3BOJUTCA B W3AATEIHLCKOM
OTACJIC, a TAKKE€ B CTPYKTYPHBIX NOAPA3NEIECHAAX HA MHOXUTEILHBIX anfmaparax s
OIIePaTUBHOI'O KOITMPOBAHHS. :

TUPaXHUPOBAHUIO HONEKAT TONBKO JMOKYMEHTEI, OTHOCALIHECS K CayxeOHOMH
JEATENBHOCTH Y HUBEPCHTETA.

Kontpons 3a Tupaxuposannem AOKYMCHTOB B CTPYKTYPHBIX MOIpa3JeleHUIX
BO3JIaracTCs Ha HX PYKOBOJUTENEH,

AT TUPa’KHPOBAHMA IPHHUMANOTCS CIyeOHble HOKYMEHTBI, H3TOTOBJIEHHBIE
MalFHHBIM CIIOCO60M ¢ 9ETKHM OTIIEYaTKOM 4ePHOrO [[BeTa.

Konmpopansgo-MHOXuTENBHEIE paGoOTE] IIPOU3BOAATCS C PaspeilleHHs peKTopa
YHUBEpCHTETA, €10 3aMEeCTHTENEH.

PactipakupoBaHHEIe JOKYMEHTE BEIIAIOTCS 38Ka34YHKY I10]] PACIIUCKY.

Tupaxwuposannsle nonurpapucrom OK3EMIULIPEI JOKYMEHTOB Ha TIOCIIeTHeH
CIpaHue NIOIDKHEL HMETh BRIXOJHBIE IAHHEIE: HOMEp 3aKas3a, THPaX, JaTa.

IoanmMHRNKY pacTHpPaKUPOBaHHEIX AOKYMEHTOB BO3BPAINAOTCS 3aKa3UHKAM IIPH
MOIYYeHUH THPaXKa.

Y4eT {OKyMEHTOB Be/IeTCA B XKypHAIE yIeTa TUPaXXHUPOBAHNA ZOKYMEHTOB.
XVI. Opranusauns 10KyMeHTOB B AEeJIONPOM3BOICTRE
16.1. CocraBnenne HoMeHKIATYp nen

16.1.1. Homenknatypa men — CHCTEMATH3HUPOBAHHBIM IIEPEYEHb 3arOJIOBKOB
(HAMMEHOBAHWI) e, 3aBOUMBIX B YHHBepcuTeTe, ¢ yKasaHHeM CPOKOB ux XPaHeHuUs,
O(QOPMIICHHEIH B YCTAHOBIEHHOM HOpsJKe.

Homenknatypa jem npenmasmauena A1l TPYNNHPOBKU  HCIIOJNHEHHEIX
AOKYMEHTOB B [eJ1a, CUCTEMATH3ALMHY 1 y4eTa Aejl, ONpe/elleHus CPOKOB HX XpaHEHHS.
Homenxnarypa gmen wucmonssyercs NpyH TOCTpoeHMK HHGOPMALMOHHO-IORCKOBOM
CHCTEMEI, ABNAETCA OCHOBOH NI COCTABIIEHHUS OITHCEit e TOCTOSHHOTO 1 BPEMEHHOTO
(cBBime 10 1er) XpaHeuus; B apXuBe YHHBEPCUTETa HCIIONB3YETCS s y4yeTa nen
BPEMEHHOTO (10 10 JreT BRIFOYHTETBHO) XpaHeHHS.
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16.1.2. HoMenknatypa e YHHBEPCUTETa COCTABISAETCS OTAETIOM JOKYMEHTALHHA
IO YCTaHOBICHHOH QopMe Ha OCHOBAHMHM HOMEHKIATyp M€l CTPYKTYPHBIX
nonpasnenenuit (Ilpunoxenue Ne 20).

Ilpu cocTaBneHuM HOMEHKIIATYp Hel CIEAYeT DPYKOBOJACTBOBATHECA YCTABOM
YHuBepcuTeTa, ITATHEIME PAaCIHCAHKAMH, TUIAHAMY M OTYETAMH O paboTe, MepedHIMH
JOKYMEHTOB ¢ YKa3aHHEM CPOKOB HX XPaHEHH,

Howmenknatypa nen cIpyKTypHOTO NOApa3fielieHns cocTaBuserTcs (He mosgHee 15
HOAOPS TEKyIIEro roja) COTPYNHMKOM, OTBETCTBEHHEIM 34 JeJOIPOM3BOACTBO,
COIJIACOBBIBAETCA C OTHENOM JOKYMEHTAalWM, IOJUMCHIBAETCS pPYKOBOIUTEIEM
NOJpa3/IeNeHHs K IPEACTABIICTCA B OTALN JOKYMEHTAIMH,

BHOBE cosnanHoe mofpasfeneHHe O0f3aHO B MECAYHBIA CpoK pa3paboTarh
HOMCHKIIATYPY JeII TIOAPAa3feNeHHus U IIPEACTaBUTH A8 COIVIACOBAHHSA B OTHEI
JOKYMEHTALIHH.

B HOoMeHKmarypy Jem BKIIOYAIOTCS 3arOJIOBKM €], OTPaKAIOIMUe Bce
AOKYMEHTHpYeMble YYacTKM paboTel YHEBepcuTeTa, B TOM YHCIE CIpPABOYHbIE H
KOHTPOJIbHBIE KAPTOTEKH, JIMYHLIE JIea.

HasanwsaMu  pa3sneloB HOMEHKIATYpsl [eNl  YHHBEPCHTETa  SBASIOTC
HaUMCHOBAaHUS  CTPYKTYPHBIX  IOApa3JelNeHui, paslOeNsl  pacloyiaraiorci B
COOTBETCTBHH C YTBEPXKACHHOH CTPYKTYPOIA.

llocne yTBepXmeHHS HOMEHKIATYPSHl [ell CTPYKTYyPHBIE —ITOAPA3IeICHHS
YHUBEpCHTETA MONYYAlOT BHIIMCKA M3 COOTBETCTBYIONIMX WX pasieloB JIf
HCIIONB30BAaHMA B paboTe.

16.1.3. Csoxnad HOMeHKIATypa el YHHBEPCHTETA COCTABIAETCS OTAENOM
AOKYMEHTalluM 10 ycTaHoBneHHOE dopme ([Ipumoxenne Ne 21) Ha ocHoBe
HOMCHKIIATYPBI JA€H CTPYKTYPHBIX NOApasfeNieHuHd MNpH METOAMYECKOH NOMOIIH
I'oCyapcTBEHHOrO KaseHHOTO yupexueHus HallMOHANBHEIE —apXuB PecryGnuxu
bamkoprocras.

CrozHad HOMEHKNATypa Jen VYHHBEPCUTETA ITOIMMCHIBACTCS HAYATIBHUKOM
oTheyna  MOKYMEHTalNWM,  3aBEeHyIOIIMM  apXUBOM  OTAeda  JOKYMEHTAlUH,
COTJIACOBBIBACTCA C 3KCIIEPTHON KOMMCCHEH YHHMBEPCHTETa H YTBEPXKIAESTCA PEKTOPOM
YHuBepcuTeTA.

CornacoBbiBaeTcss HOMEHKNaTypa mel ¢ VYIpaBlIeHHEM IO NeIaM apXUBOB
Pecry6muxy BalmkoprocTas He pexe OHOTO pasa B 5 JIeT.

CBonnas HOMEHKIATypa JeNl YHHBEpCHTETa IedaTtaeTcs B 3-X IK3EMILISIpaX.
IlepBBI YTBEPXKICHHBIH SK3EMIUISP HOMEHKIATYPH! Jei  SBISETCS JOKYMEHTOM
HOCTOAHHOTO CPOKA XPAHCHUA U BKITFOYAETCA B HOMEHKIATYPY AeN B paslell oThena
ROKyMEHTauuH. BTopoli nepenaercs B YipaviieHve MO AenaM apXHBOB Pecy6nuku
bamkoproctan. Tpernit npuMeHsieTcs B apxuBe YHUBEPCHTETA.

CBonHas HOMEHKIATypa Aell YHHBEPCHTETA B KOHIE KKIOTO rojd YTOTHIETCH,
YTBCPXKNACTCS M BBOAMTCA B IEUCTBHE C | AHBAPS CIEAYIOLIEro KaleH apHOTO roja.

CBonHas HOMEHKIATypa Lel YHHBEPCHTETa COCTABISETCS M COTVIACOBEIBAGTCS
3aHOBO B CITy"a¢ KOPCHHBIX H3MEHEHNH (DyHKIUH M CTPYKTYpHl YHHBEpCHTETA.
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16.1.4. B noMmeHKmaTypy men YHHBEpCHTETA BKIIOWAIOTCS 3aroJOBKH JeN,
OTPaXAFOLIHE BCE AOKYMEHTHPYEMbIE YIaCTKH paboTel YHHBEPCHTETA.

I'pagibl HOMERKITATYPBI eIl 3aNOJIHAIOTCS CEAYIOIEM 06pazoM.

B rpade | HOMEHKNATYps! [Iel MPOCTABIAIOTCS HHISKCH KAXIOTO [eNa,
BKIIIOYCHHOTO B HOMEHKNATypy. MHIeKc jena cocToHT u3 uubpoBOoro oGo3HAYEHHUS
CTPYKTYpPHOTO IIOZPa3fieNICHUA M IIOPANKOBOTO HOMEpPA 3arojlOBKA Jiela [0
HOMEHKJIATYPE B IIpeleNaxX CTPYKTYPHOI'O IMOAPa3/(eAeHHS.

Wrpekcel nen obosnavarores apabeknmu nudpamu. Hampumep: 12-05, rre 12 -
0003HaYeHHE CTPYKTYPHOTO MOApasaencHus, 05 - IOpS/IKOBBI HOMEp 3aroiioBka Aejia
10 HOMEHKJIaType.

B HOMeHKNAaType Hel PEKOMEHIYETCS COXPAHATh ONMHAKOBHIE HHICKCH A
OZIHOPOZHBIX €M B NpeneNax pasHbIX CTPYKTYPHBIX —IIOADAasfeAeHHit; s
NEePeXOAdIMX e HHACKC COXpaHsIeTCs.

B rpady 2 HOMEHKIATYPHI Ael BKIFOUAOTCS 3ar0NOBKY 1l (TOMOE, qacrek).

3aros0Bok jenma NOKEH 4eTKo, B 060OIMmeHHOH dopMe, OTpaXkaTb OCHOBHOE
COIepIKaHye U COCTaR JOKYMEHTOB [ea.

He nomyckaetcs ynorpebieHie B 3arooBKe Jela HeKOHKPETHBIX hopMynHpoOBOK
("pasuble MaTepuansr", "obiuas mepenucKa” ¥ T.1.), 4 TAKKe BBOJHBIX CIIOB H CIIONIEIX
000pOTOB, COKPAIIEHHEX HANMEHOBAHUI YUPEKEHHUIA.

3arOJNOBOK Mela COCTOHT M3 DIEMEHTOB, DACTIONAraeMBX B clenyromeii
TIOCNENOBATENBHOCTH: Ha3BaHWe BHAA Jena (Heperucka, XypHal d T.J.) WIH
PasHOBHUIHOCTH JIOKYMEHTOB (IIPOTOKOJIEI, TIPHKA3bl ¥ T.H.); Ha3BaHMe YHHBEPCHTETA
WK  CTPYKTYPHOTO IOApa3fencHus (aBTOp NOKYMEHTa); HasBaHHWE OpTaHH3alHH,
KOTOpOH OyZyT anpecoBaHBl HIIM OT KOTOPOH GYIMyT IOIyYeHHI JOKYMEHTH! (ampecar
MM KOPPECIOHASHT JOKYMEHTa); KpaTKOe COLEpIKaHWE JOKYMEHTOB Jela; Ha3BaHHe
MECTHOCTH (TEPPUTOPHH), C KOTOPOH CBA3AHO COZEpP/KAHHE JOKYMEHTOB Jelia; HaTa
(meproz), Kk KOTOPOMY OTHOCSTCS JOKYMEHTEL AeTa.

B saromoBkax Jgen, comepamux JOKYMEHTHI ITO OJJHOMY BOIIPOCY, HO He
CBASAHHBIX MOC/ICAOBATENLHOCTRIO HCIIONHEHNS, B KAUECTBe BUIA Jend yrmoTpeGsercs
TEPMUH  "JOKYMEHTBHI', nHajlee yKaskBaeTCi COmepXKaHHe BOIIPOCA, KOTOPOMY
TIOCBAIICHE! JOKYMEHTEI, & B KOHIE 3aI'0JIOBKa B CKOOKAX MEPeUHCISIOTCS OCHOBHBIE
BHJIB! IOKYMEHTOB. 3arojiOBKU JeNl MOTYT YTOUYHSTHCA B HPOLECCE GopmMupoBanus 1
oQOpMNIEHHs Jielid B KOHIlE 3arONOBKA B  CKOGKax YKa3bIBAIOTCS  OCHOBHEIE
PasHOBUIIHOCTH OKYMEHTOB, KOTOPEIE OJDKHBI OBITh cHOPMHPOBAHH B Jene (ILTaHsL,
CIIVCKH, TOKNAmb! U T.1, ).

B zaronosxax ACN, coepKauiux NEPCIIMCKY, YKa3bIBACTCA, C KEM M II0 KaKoMy
BOIIpOCY OHA BEOeTCA,
B 34rQJIOBKax p1{~A) COOepIKaImux NEPCHHUCKY C OOHOPOIOHBIMH

KOPPECIIOHACHTAMH, IIOCJIEHHE HE YKa3BIBAXOTCA, & YKa3bIBaeTCAd HUX 0611166 BHAOBOE
Ha3BaHUe,

Hanpumep:
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"[lepermicka ¢ ydpexAeHHSIME 00pa3’oBaHHS O HArPAXAEHAM pPabOTHHKOB,
NIPUCBOEHHY TIOYETHBIX 3BaHMHA", ‘

B saromoBkax  gmen,  comepKalllAX — DEPENIMCKY ¢  PasHOPOAHBIMU
KOPPECIIOHIEHTAMH, NIOCIeHNE He IePEUHCILIIOTCS.

Hanpumep:

"[lepericka ¢ 0o0pa3oBaTelIbHBIME  YYPeXIEHMAMH 1[I0  BOIPOCaM
JOKYMEHTHPOBAHUA YIIPABICHICCKOH AesTenbHOCTH" .

B 3aronoske Jena yKasbIBaeTCS KOHKPETHBIM KOPPECIIOHIEHT, €CNH Iepenucka
BEJIETCS TONBKO C HUM.

Ilpu obo3Ha4YeHMH B 3arofoBKaX JeNl alMHHHCTPATHBHO-TEPPUTOPHATHHBIX
CIMHUI] YYHTBIBACTCS CIEAYIOLIEe: €ClIU COACpKaHWe JIeNa KacaeTCs HECKOIBKUX
OIHOPOJHBIX AIMHHHCTPATHBHO-TEPPUTOPUANIBHEIX €JUHHL, B 3arojOBKE Jeld He
YKa3BIBatOTCs MX KOHKPETHEIE Ha3BaHW, 8 YKA3bIBASTCA UX 00Ilee BIIOBOE HA3BAHNE.

Ecnu comepxanne nema kacaeTcst OOHON aIMUHHCTPATHBHO-TEPPHTOPHATIEHOMN
eTUHULE] (HaceeHHOTO ITyHKTa), ee (ero) Ha3BaHWE YKA3bIBAaeTCA B 3aIONIOBKE JENa.

B 3aromoBkax men, coaepXallMx IUIAHOBYIO, WIM OTYETHYIO JOKyMEHTAIIHIO,
yKa3BIBaeTcs lepro] (KBapTal, TOX), Ha (3a) KOTOPBIH COCTABNEHE IIAHEL {OTYETHI).

Ecnu feno 6yzmeT cocTosTh U3 HECKONBKMX TOMOB HIM YacTeH, TO COCTABISETCS
o0mM¥ 3aroJoBOK JeNa, a 3aTeM IpPH HEeOOXOZHMMOCTH COCTABISIOTCH 3arOiOBKH
KaX10ro ToMa (9acTH), yTOUHSMIOIIHE COACPIKaHUe 3aroloBKa Jena.

3aroI0BOK NPHIOXKEHUS K Nery, cChOPMHPOBAHHOTO B OTAEIHHEIH TOM, MOIKEH
COOTBETCTBOBATH 3aI'0JIOBKY, IOMEIIEHHOTO B 3TOT TOM JOKYMEHTA,

Ilopsmok pacrionoXeHHs 3arONOBKOB Jel BHYTPU pasfeloB M IOIPAa3NEIoB
HOMEHKJIATYPBI JIeN ONPENEIAETCs CTEIEHBI0 BaXXHOCTH AOKYMEHTOB, COCTABIIAIONINX
Aena, ¥ HX B3aMMOCBS3bI0. B Hawame pacnonmararorcs 3arofioBKu Jel, COAEpPIKaIIuX
OpraHHU3aLAOHHO-PaCIOPAAUTENBHYIO, 3aTeM IUIAaHOBYIO, OTYETHYIO,
CIIPaBOYHO-UHGOPMALHOHHYIO HOKYMEHTAIIHIO.

3aroJIOBKU [eN MOTYT YTOYHSTECS B IpOLECCe (QOPMUPOBAHHSA U OMOPMICHHS
nent.

I'pacha 3 HOMEHKNATYpPEI €N 3aII0IHAETCS IO OKOHYAHMH KANCHAaPHOTO FOLA.

B rpade 4 yxaspisaercs cpok XpaHeHHs jena, HoMepa cTaTel 1o Ilepeuno, a rpu
€ro OTCYTCTBHHM - II0 MPHMEPHOH HOMEHKIAType MOel MIH COIVIACOBAHHBIN C
3KCHEPTHO-TIPOBEPOYHON KOMHUCCHEH apXHBHOTO OpraHa.

B rpade 5 "Ilpumeyanue" ykassBaloTcs Ha3BaHHE IepedHel JOKYMEHTOB,
HCIIOJIB30BAHHEIX TIPK ONpeNeNeHH: CPOKOB XPAHEHUS Jell, TPOCTABISIIOTCS OTMETKH O
3aBEACHUM €N, O IEPEeXONAIX nenax (Hampumep, nepexomamee ¢ 2005 ropa), o
BBINCJICHUH JICNT XK YHUYTOXEHHIO, O COTPYAHUKAX, OTBETCTBEHHEIX 32 (DOPMUPOBAHHE
Ien U Jp.

Ecnu B Teuenme roma B YHHBEPCHTETE BO3HHKAIOT HOBBIE OOKYMEHTHPYEMBIS
Y9aCTK# paboTHl, OHH J[OTIONHHTENBHO BHOCSTCS B HOMEHKIATYpy. LI BHOBE
3ABOMMMBIX eIl B KaX/IOM pasjierle HOMEHKIIATYPB OCTaBIAIOTCS Pe3epPBHEIE HOMEpa.
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IIo oKOHYaHWH rojia B KOHLE HOMEHKIATYPHI AEN [AENaeTCs MTOroBasd 3allich H
KOJIMYECTBO 3aBEICHHEIX e (TOMOB).

16.2. ®opmMuporanue nei

16.2.1. ®opmupoBaHue fell — MPYIIMHPOBKA UCTIONHEHHEIX JOKYMEHTOB B [efa B
COOTBETCTBUM ¢ HOMeHKIaTypo. [lema  dopMmupyiorcs B YHHBEPCUTETE,
JCLICHTPaNU30BaHO, T.e. B CTPYKTYPHBIX HoApasfeneHusx. DopMUpoBaHHEM el
3aHHMAFOTCA JIMIA, OTBETCTBEHHBIE 32 HEJIOTPOH3BOACTBO.

HcnonHendsle M 3aKOHYEHHBIE JENIONPOM3BOACTBOM IOKYMEHTHI MOMKHE B
10-mHeBHEIR CPOK CHABATHCH HCMOJHHUTENEM JHMIAM, OTBETCTBEHHHIM 33 BeeHHe
ACJIONPON3BOJICTBA B CTPYKTYPHBIX IOXPA3ACICHUAX, Ml GOpMHUpPOBaHHS HX B Iena.
Homep pmena, B koTopoe HokeH ObITH TIOALIAT JOKYMEHT, ONPENENIeT pyKOBOIUTENb
CTPYKTYPHOTO HOJApPAa3NCICHUA WM WCIOIHHUTEIb B COOTBETCTBHM C HOMEHKIATYpPOH
Je.

16.2.2. Tlpu dopMupoBaHuK Aesl COGIMIONAOTCS CIEINYIOIME MPaBHIa: B IO
MOMEIIAIOTCSA TONBKO HCIIOJHEHHEIE, IIPABUILHO OQOPMICHHBIE JOKYMEHTEL B
COOTBETCTBHM € 34rojIOBKamMH Jell II0 HOMEHKIAaType; IIOMEM(AI0T BMECTE BCE
JOKYMEHTHI, OTHOCSAIIMECS K PA3PEIICHHIO OJHOTO BONPOCA; IPYIIHPYIOTCA B JENO
JOKYMEHTBI OJHOTO KaleHIApHOIO [ofa, 38 WCKIIOUEHHEM IEePEXOAAIIMX K JIMYHBIX
A€J1; pa3fenbHO IPYINUPYIOTCS B ela JOKYMEHTH IIOCTOSHHOTO M BPEMEHHOTO CPOKOB
XPaHeHHs, MallUHOTPaMMBEl IMOMEINAOTCs B Jlena Ha oOOIMX OCHOBaHuAX (B
COOTBETCTBHH ¢ HOMEHKIATYpOH nie). B reno He JOMKHEI MOMEIIATHCS JOKYMEHTE,
INOJJIeXKAINKME BO3BpaTy, /HINHUE DK3EMIUIAPB, YEPHOBHKH, eN0 HE JOKHO
HIpeBBIarThk 250 nucToB.

HOKyMeHTBl ~ BHYTpPH  Hella  pacloNaraloTcss B XPOHONOTHYEcKO,
BOIIPOCHO-JIOTHYECKOH TI0CHEA0BATEIbHOCTH FIIA HX COYCTAHKH.

PacnopsautensHble JOKYMEHTHI IPYMIIMPYIOTCS B [eNa TI0 BEAAM U HOMEpaM ¢
OTHOCSAIIIUMHCS K HUM TPUIOKEHUIMH,

IlonoxeHus!, HHCTPYKIMH, YTBEPKICHHBIE PACHODPSAUTENLHEIMI KOKYMEHTAMH,
SBIFOTCA NPHIOKEHUAMM K HHM M TIPYNINHPYIOTCS BMECTE C YKa3aHHBIMU
moxyMeHTaMH. Ecnu ke OHM yTBEpXKIEHEI B KAUeCTRE CaMOCTOATENILHOIO JOKYMEHTa,
TO UX IPYIIHPYIOT B CAMOCTOATEIbHBIE AEIA.

IIpHKassl 10 OCHOBHOH NIEATENBHOCTH IPYIIUPYIOTCS OTAEIBHO OT MPUKA30B [0
JTHYHOMY COCTaBY.

IIpHKas3kl 0 JIMYHOMY COCTaBY, KACAIOLIMECS Pa3iUYHBIX CTOPOH HESTEIbHOCTH
OpraHu3aluy (mpueM Ha paboTy, YBONBHEHHE M IlepeMelleHHe, KOMaHJHUPOBKH,
IpEMUPOBAaHKE H T.A.), TPYIIIUPYIOTCS B CAMOCTOSTENBHBIC I€Na B COOTBETCTBMH C
YCTaHOBJICHHBIMU CPOKAMY KX XpaHeHus.

IIpOTOKOMBL B feNie PacIIoNaralTCs B XPOHONOIMYECKOM TOPAAKE 10 HOMepaM.
JIOKyMEeHTBI K NIpOTOKONAM,  CTPYINUPOBAHHBEIE B  OTHENbHEIE nena,
CHCTEMAaTH3UPYIOTCSA 110 HOMEPaM IIPOTOKOJIOB.
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YTBep)KNEHHBIE ILIAHBI, OTYETH, CMEThI, JUMUTE], TUTYIBHBIE CIIHCKY H IpyTHE
MOKYMEHTBI TPYIIHPYIOTCA OTHENBHO OT IIPOEKTOB. JIOKYMEHTHI B JIMYHBEIX JENaX
PacIolaraloTCs 10 Mepe WX IMOCTYIUIeHMs. JIuumeBBle cueTa COTPYXHHMKOB IO
3apabOTHOH IUTaTe TPYNIUPYIOTCSA B CAMOCTOSTEbHEIE Iena i pacIionaraloTcs B HUX B
TIOPSIAKE CTPOTOro andaBrTa Mo (HaMUIIHIM, HMEHAM, OTYECTBaM.

Ilepenucka TpynmupyeTcs 3a Iepuoj] KaaeHapHoro rofa u CUCTEMATU3UPYETCH
B XPOHOJOTHYECKOH  IOCHEJOBATENBHOCTH: HOKYMEHT-OTBET IIOMeEINaeTcs 34
AOKYMEHTOM-3alpocoM. 11pu BO30GHOBIEHAN TIEPEIMCKHU TI0 OLPEASNIEHHOMY BOIPOCY,
HaYaBUICHCA B MPEABIAYIIEM TOLY, FOKYMEHTEl BKIIOUAIOTCS B JEN0 TEKYINEro Ioja ¢
yKazaHHeM HHJEKCa AeNa IpeAbiIyIiiero roja.

16.2.3. Jlena co qHA MX 3aBEACHHL, 10 JIepefladdl B apXUB YHUBEPCHTETA WK Ha
YHHYTOXCHHE, XPAHATCA [0 MECTY HX (OPMHPOBAHHSL.

Jena cumTaroTcd 3aBelEHHBIMH ¢ MOMEHTA BKIIOYEHHS B HMX IIEPBOTO
UCIIONIHEHHOro JoKyMeHTa. [locie MCIONHEHHS NOKYMEHTOB H OKOHYaHHA paboTHl ¢
HUMU OHH IIOMEIIAr0TCs (TIOAMUBAIOTCSA) I obeceyeHns PU3NIECKON COXPAHHOCTH B
TBepIsIe 00JJOXKKH HIIH MallKH-PETHCTPATOPEL.

B kaxmoM CIPYKTYpDHOM [OApasfeleHHH  BLIIENSIOTCS COTPYAHHKH,
OTBCTCTBEHHEIE 33 COXPAHHOCTL [JOKYMEHTOB H (OpPMHpPOBaHHE HX B Jena
(OTBETCTBEHHBIE 3a JCTONPOU3BOACTRO). PyKOBOAUTEIH NOJpas[eieHu U YKa3aHHEIS
COTPYNHMKH 00€CTIeUrBaIOT COXPAHHOCTE IOKYMEHTOB H [Ie]l.

Hiist oBecriedeHus COXPAaHHOCTH W yuera JOKYMEHTOB H e, JIOCTyNa K HUM
JIOTDKEH MIPOBOJUTHCS KOMIUIEKC paboT:

CO3MAHHE ONTHMAJLHBIX TeXHHYECKHX ((DH3UYECKUX) YCIOBHE XpaHEHH
IIOKYMEHTOB H JIE;

pasMeIeHue Ael;

[IPOBEPKa HATMYHS U COCTOSHYS TOKYMEHTOB H e,

CoBIIIOAeHIE NOPSIAXa BEINAYH Ae.

Hena pasmemaoT B pabounx KOMHATaX WM CIENHANLHO OTBEAECHHBIX IS DTOH
Ie/M MOMEMIEHHAX, YTO0bl 00ECIIeYnTh HX COXPAHHOCTh M 3allIUTY OT BO3ZeHCTBUS
IIBUIA ¥ COJIHEYHOrO CBETA.

Hena mns ux ydera um 6BICTporo IIOHMCKA PacIoNararoTCs BepPTUKAITBHO,
KOpeLIKaMH HapyXy H B COOTBETCTBHH ¢ HOMEHKIaTypoil men. Ha xopemkax o6oxex
A€J yKa3bIBAIOTCS WHICKCHI [0 HOMEHKIIATYpe Jell.

16.2.4. Jlema mOKYMEHTaIbEHOIO QoHma VHuMBepcHTeTa, HaXOIIINMECS Ha
TEKYINEM XpaHCHUH, IIOJIeXKAT y4ery. Ilepuonudaecky, Kak IpaBuilo, epex mepeaadeit
ACIT B apXuB, TIPOBOJUTCS IIPOBEPKA HAIMYHNA M COCTOSHUS JOKYMEHTOB H JEll B LIENAX
YCTAHOBNIEHMs (DAKTHYECKOrO HATMYHA Jed M COOTBETCTBHS WX KOIIM9ECTBY,
YUCIIAIEMYCH [T0 HOMEHKIATYpe e,

IIpoBepka HaIMYUS H COCTOSHHUS AOKYMEHTOB M Jel IpPOBOAUTCA IIpH
TICpEMEINCHAN  Ziell, IIPA BO3BpATe NeN, JIPH CMEHE PYKOBOAHMTENS CTPYKTYPHOTO
NOApasfeNcHusd, HavYalbHUKa OTHeNa JOKYMEHTAllMH, [pH pEOpraHM3aluH |
TUKBUJANHY Y HUBEPCUTETA UK €€ CTPYKTYPHOT'O NOZpa3ielIeHus,



28

IIpoBepka Hanu4us MPOBONMTCS IIyTEM CBEPKM CTaTelt HOMEHKIATYPHI JeN C
ONHCAHHEM Me) Ha 00I0XKe, a UINIECKOE COCTOSHUE el ONpeNeisercs MyTeM KX
BU3yallbHOrO NpocMoTpa. Bee oOmapy:keHHBIE HENOCTATKH (DUKCHPYIOTCA B aKTe
NPOBEPKH HANHYMA U COCTOSHHUS apXMBHBIX NOKyMeHTOB (IIpuiokenue Ne 22).

K aKxTy mpoBepkH HanHM9Hs H COCTOSHHMS apXMBHBIX JOKYMEHTOB COCTABIISETCS
JTHCT NTPOBEPKH HAITMYHSA ¥ COCTOSIHUS apXUBHBIX JOKYMEHTOB.

B cmy4ae yTpaTsl JOKyMeHTOB H A€l IPOBOAMTCSA CITyXeOHOE pacciIeJOBaHHE, 110
pe3ynpTaTaM KOTOpPOTO JIMIO, BHHOBHOE B YTpaTe, HECET OTBETCTBEHHOCTH B
YCTaHOBIICHHOM IIOpSIKeE.

Belnaua fen ApyruM noapasieleHusM IpOM3BOIUTCS ¢ Pa3pellleH s HaualbHaKa
OTAeNa NOKYyMEHTAlMH. Bbigaua Jen COTpyAHHKaM IOApasfelieHuit s paboThl
OCYIIECTBIIETCA TIOJ paciicKy. Ha BEIIaHHOE HeNo 3aBOIMTCA KapTa-3aMeCTHTeIb,
[oMeIaeMass Ha MeCTO BBIIAHHOTO gena. B Hell ykasbIBaeTcs CTPyKTYpHOE
MOJpa3/iefieHue, HHIEKC Jena, [aTa ero BhIaYM, KOMY IO BBUIAHO, JaTa ero
BO3BPAIIEHNS, IIPEyCMaTPHBAIOTCA Tpadbl A1 PACIIHCOX B [OMYYECHUH | TIpUEMeE Jela.

Jlena BBIFAIOTCA BO BPEMEGHHOE IIONB30OBaHME COTPYAHHMKAM CTPYKTYPHBIX
IIOpasAeNeHui Ha CPOK He Ooiee ONHOTO MecALa W ITOCHe ero WCTEUSHHUs! MOANIEKAT
BO3BpaTY.

VHBIM rocyaapcTBEHHBIM OpraHaM M OpraHH3alUsaM KOIIMM W3 e BELIAIOTCS Ha
OCHOBAHHH MX NHCHMEHHBIX 3alPOCOB C Pa3pEUICHUS PYKOBOAUTEN [I0 AKTaM.,

Ecnu oTienbHElE NOKYyMEHTBI, Y€ BKIIOYeHHBIE B N0, HaXojdIieecs Ha
TCKYIIEM XpaHCHHH B CIPYKTYPHOM TOXpA3fielleHHH, BpEMEHHO TpebyroTes
COTPYZHVIKY, OHM MOrYT OBITh BBIJAHEI W3 Jiella OTBETCTBEHHBLIM 33 (hOPMHpPOBAHUE U
XPaHCHHE JIeJl, & Ha MX MECTO BKIIA/IBIBAETCS JINCT-3aMECTHUTENb, ¢ YKA3aHUEM - KO,
KOMY M Ha KaKo# CpPOK BEIJAH JOKYMEHT.

U3baTie [OKYMEHTOB M3 [eNl IOCTOSHHOTO XpAaHEHHs JIONYCKAeTCA B
HCKIIIOMUTEIIBHBIX CIyYasX M MPOM3BOAMUTCA C PaspelleHHs peKTopa YHHBEPCHUTETa ¢

OCTaBJICHHEM B Jiglie 3aBep6HHOﬁ KOIIMKM JOKYMCHTa M akKTa o IIPHYHHAX BBIIAYH
TIOAJIHHHHKA.

16.3. OxcnepTr3a NEHHOCTH JOKYMEHTOB

16.3.1. DkcnepTHsa NEHHOCTH JOKYMEHTOB — OIpeHelieHHe WX HEHHOCTH ¢
eTBI0 0TOOPA Ha TOCYIapCTBEHHOE XPaHeHHe ¥ YCTAHOBICHHS CPOKOB XpaHCHHS.

16.3.2. DxcnepTH3a LEHHOCTH JOKYMEHTOB B YHHBEPCUTETE IIPOBOIUTCS: B
ACTOMPOU3BOACTBE — IPH COCTABNCHHH HOMEHKIATYp Jen, GOpMHpOBaHHMH [el U
[IPOBEPKE MNPaBUIBHOCTH OTHECCHHS JOKYMEHTOB K [€jaM, MOATOTOBKE el K
TIOCIETYIOMEMY XPAHEHUIO; B apXHBE — B IIPOLIECCe NOATOTOBKH JIEN K mepenaue Ha
TOCYJIapCTBEHHOE XpaHeHNe,

16.3.3. JIna opraHusalmu ¥ IpoBeicHHUs 3KCIICPTU3EI LIEHHOCTH JOKYMEHTOBR,
oT6Opa MX N Iepefaun Ha roCyNapCTBEHHOE XpaHeHHe, a TaKkKe JUIs KOHTDOJII W
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OKa3zaHMs METOAHYECKOH IIOMOINHM B TNPOBEACHHM OJKCIEPTH3bl B OpPraHH3aI[HK
CO3Jat0TCS MTOCTOSHHO AeACTBYrOIHE 3KenepTHEIe KoMuccuu (DK).

OK sBIseTcs COBEIATENBHEIM OpPTraHOM, PaBOTaeT B NOCTOSHHOM KOHTaKTe ¢
SKCTePTHO-NIpoBepouyHOH Komuccued (OITK) VmpaBneHws 1o mgenaM apXHBOB
PecriyOnuxm bamkoprocran 51 [IOJIy9aeT or  JIIK HeoOXoauMbIe
OPTraHW3aI[MOHHO-METOIAICCKHE YKA3aHYSL.

16.3.4. OcuoBubMu byHKIHaME DK sBiIoTCS:

- OpraHu3al|s eXXETOQHOT0 0TO0Pd JOKYMEHTOB IS XPaAHCHMS,

- PAacCMOTpeHME TOJI0BEIX DPa3[elloB ONMUCEH JieNl MOCTOSHHOTO M BPEMEHHOTO
(cBpie 10 neT) XpaHeHHd, B TOM YHCIE K 110 JIMYHOMY COCTaBY, aKTOB O BBIAEIEHAM K
YHHYTOXXEHUIO IOKYMEHTOB ¥ JIeJ1, HE TIOJIeXAWX JalbHeHIIeMy XpaHEeHH IO,

- DacCMOTpeHHe aKTOB O HEHCIPaBHMOM IIOBPEKIEHMH JTOKYMEHTOR
TIOCTOAHHOTO XPaHCHHA M aKTOB O HEOOHapy:KeHHH Hell, NOJIeKAalluX Iepefaye Ha
TOCYAapCTBEHHOC XpaHCHHE;

- IOArOTOBKA M BHeceHHe Ha paccMmorpeHue OIIK Vmpapnenus mo jgenam
apxuBoB Pecny6amxu BamkoprocTan IpemioxeHuii o6 ycTaHOBICHMH W M3MEHEHUH
CPOKOB XPaHEHHS I0KYMEHTOB,; |

- Y4acTHE B JIOArOTOBKE M PACCMOTPEHHM NIPOSKTOB HOPMAaTHBHEIX JOKYMEHTOB,
METOAHYIECKUX NMOcoBHi Mo BONMpocaM TOKYMEHTALMOHHOTO 00€eCIIeYeH s, SKCIePTH3e
LEHHOCTH [OKYMEHTOB ¥ OTOOpY HX Ha TOCYJapCTBEHHOS XpaHenue (mepedHeit
AOKYMCHTOB C YKa3aHHEM CPOKOB WX XPaHCHHA, HOMEHKJIATYD AN, HHCTPYKUMH 110
JEJIONIPOU3BOJCTRY | T.IL.).

16.3.5. 9K cospaercs npukazoM pekTopa YHHBEPCHTETA M3 HHCa HauOoOJee
KBaNMUQUUMUPOBAHHEIX COTPYIHUKOB B KOJHYECTBE HE MEHee TPeX delOBeK. B cocTas
9K B 00s3aTeNbHOM TOpsAKe BKIIOYAIOTCA 3aBENyIOIMEH apXuBoM  (JIHIO,
OTBETCTBEHHOE 3a apXWB) YHHBEPCHTETa W IPEACTABHTENbL YIpaBACHHS 10 HeliaM
apxuBos Pecrry6muxu Bamoprocran. IMpesgcesarenem DK HasHawaeTcs TpopexTop
YHuBepcurera.

163.6. OK mpoBomsT 3acefaHusi B COOTBETCTBHM C IINIAHOM paboTEH
YTBEPXKIAaeMBbIM PYKOBOIUTENIEM OPraHU3alliy [10 Mepe HeOOXOIUMOCTH, HO HE peike
ABYX pa3 B rox. Pemenns DK npuHuMarorcs GONBIIMHECTBOM TONOCOB. 3acemanus DK
NPOTOKONAPYIOTCA. [IDOTOKONEI MOAMMCHIBAIOTCA IpefcefaTeNeM M CeKpeTapeM
KOMHCCHH, YTBEPXKAAIOTCA PEKTOPOM Y HHBEPCHTETA.

16.3.7. Tlporokoiner DK, comepixaiuue pemenus o6 ogobpennn omwvceil Ha xena
[IOCTOAHHOTO XPAHCHHA M Ii0 JIMYHOMY COCTaBY, HM3MEHEHHM CPOKOB XpaHEHHUS
AOCKYMCHTOB, yCTAHOBJICHHBIX TUIIOBEIME U BEJIOMCTBEHHEIMH ITEPEYHSIMH, TUIIOBEIMA U
MPUMEPHBIMHI HOMEHKJIATYPaMH IE€ll, YCTaHOBIECHHH CPOKOB XPAHEHHS JOKYMEHTOB, He
NpeNyCMOTPEHHBIX NEHCTBYIOIUUMK THNOBBIMH U BEJOMCTBEHHBIMH IICpedHSIMH, a
TAIOKC  TUIIOBBIMH M IPUMEPHBIMH  HOMEHKJIATypaMH  Jiel, YTBEPKIAIOTCS
PYKOBOJUTEICM OPraHU3alMi TONBKO IIOCIIE UX PACCMOTpeHHs W yTBepxaeHus JITK
YTipaBieHns no nenam apxuBos Pecrry6uxy Bamkoprocran.

HoxymenTuposanne neatensroctd K U GopMupoBaue e, OTIOXMBITHXCS B
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pe3ynbTare ee OeATeIbHOCTH, BO3NaraloTcs Ha CeKpeTaps KOMHCCHH.

OKCIEpTH3a LIEHHOCTH JOKYMEHTOB OCYLIECTBISAETCS eXETOAHO coBMecTHO ¢ DK
H TpPHBIEYCHHEM COOTBETCTBYIOIIHMX CHEIUAMCTOBR [0J]] HENOCPENCTBEHHEBIM
METOAWYECKHM PYKOBOACTBOM apXHBa.

OxonuaTensHoe pemenne npuHuMaroT DK YHauBepcuTeTa.

16.3.8. Ilpu npoBefeHMH SKCTIEPTH3BI LEHHOCTH JOKYMEHTOB B OTAeNaX H
APYIHX CTPYKTYPHBIX MOAPAsJeNeHUAX YHHBEPCUTETa OCYIIECTBIASTCA OTGOD
MOKYMECHTOB IIOCTOSHHOIO M BpeMeHHOro (csbie 10 jer) xpaHeHus mid Nepeladd B
apXuB, ZOKYMEHTOB C BPEMEHHBIMU CPOKaMHM XpPaHEHW, NOJIEXaIINX JanbHeHRmeMy
XPaHEHHI0 B CTPYKTYPHBIX IIOJpasAciICHHAX, BBIICICHHE K YHHYTOXKEHHIO OET 3a
NPEABIAYIIHE TOABI, CPOKH XpaHEHHs KOTOPLIX HCTEKNH. IIpH 3TOM OMHOBpPEMEHHO
IIPOBEPAIOTCS Ka4eCTBO M IOJIHOTA AEHCTBYIOIIEH HOMEHKIATYPH JeJ, NPaBUIBHOCTE
OIIPENIENICHHA CPOKOB XPAHCHMA JIEJI, 3a8BEACHHBIX B COOTBETCTBHM C HOMEHKJIATYpOH,
COOmioNieHre yCTAHOBICHHOTO HOPAAKa OGOPMIICHHS AOKYMEHTOB M (POPMHPOBAHU
Ielt.

163.9. Ot6op AOKyMEHTOB I TOCTOAHHOTO XpAaHEHWs IIPOBOXUTCA Ha
OCHOBAHMY IIepEYHeH NOKYMEHTOB C yKa3aHHEM CPOKOB HX XPaHEHWS M HOMEHKIIATYp
Aell YHWBEPCUTETAa ITyTeM TMOJIHCTHOTO MPOCMOTpa Jel. B JlenaXx IOCTOSHHOTO
XPaHEHMs IIOANeNKAT HM3BATHIO IyOIETHBIE JK3eMIULIPE H HeoQOPMIEHHBIE KOIHH
MOKYMEHTOB, HepPHOBMKH, HE OTHOCAIIMECS K BOIPOCY NOKYMEHTHI C BPEMEHHBIMU
CPOKaMH XpaHEeHWS.

Hena ¢ otmetxoi "OTIK" mozBepraioTcs TakKe NOIUCTHOMY MPOCMOTPY C LIENBIO
OIPEACICHNUA U BBIACTCHHUI U3 MX COCTABA AOKYMEHTOB, MOUICXKAIINX MOCTOSHHOMY
XpaneHuto. Jlema c¢ ormerkolt "DIIK", copepxamue AOKYMEHTHI TOCTOSHHOTO
XpaHEHHU, TOAJIeXAT Nepe(OpPMUPOBAHMIO. BriaeneHnse 3 ux cocraBa AOKYMEHTEI
IIOCTOSIHHOTO XPaHEHHs NPHCOSIHHSIOTCS K OZHOPOIHBIM JeIaM HIIH OhOPMIISIFOTCS B
caMoCTosTeNnbHEIe Jesa. CpOXH XpaHEeHHS [ell, CONEPIKalliX OCTABIINECS JOKYMEHTH]
BPEMCHHOI0 XpaHEeHHs, ONPeNeNOTCS MO MEPEYHI0 AOKYMEHTOB C YKA34HHEM CPOKOB
YX XpaHEHWs HIM II0 HOMEHKIarype Jen. IlommmBka BHOBE C)OPMHPOBAaHHBIX el
IIPOU3BOAKTCS TOJBKO IOCTIE 3aBEPIIEHNS SKCIIEPTH3EL

OnHOBpEeMEHHO ¢ 0TOOPOM TOKYMEHTOB IIOCTOSIHHOTO i BPEMEHHOTO (CBbIure 10
NeT) XpaHeHWs A Tepefadyd B apXuB B OTHENaX H  APYIHX CTPYKTYPHBIX
IOAPasACICHUAX NPOBOAHTCS OTOOp Jen MOKYMEHTOB BpeMeHHoro (mo 10 ner)
XPaHCHWA ¢ NCTEKIKUMHA CPOKaMHU XpaHeHuA. [Ipi 3TOM yIHUTHIBAIOTCS TaKHe OTMETKU B
HOMCHKJIATYpe HeN, KaK "0 MHHOBaHHSI HagoGHOCTH", "MIpu YCNOBHM TpPOBEIEHHS
(3aBeprueHus) peBusHH" U T.IL

16.3.10. Apxus YHuBepcHTETa IPOBOIAT SKCIIEPTH3Y LEHHOCTH JOKYMEHTOB OpH
0T6Ope MX Ha TOCYNAapCTBEHHOE XpPAHEHWEe MOJi HEIOCPEACTBEHHBIM METOXMUECKIM
PYKOBOJCTBOM YTIpaBNEHHUS [10 NeflaM apxuBoB PecnyGnyku BamkoprocraH.

Ilpy nposeneHny IKCIEPTU3BI B apXuBe YHHBEpCHTETA UCIIONB3YIOTCS IIepEeYHH
AOKYMCHTOB C YKd3aHWEM CPOKOB HX XPaHEHHs, HOMEHKIATYPH €Nl yKa3aHHOM
OpraHu3alyy, yTBePXAEHHEIE B YCTAHOBNICHHOM ITOPSIKE.
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IIpoBeneHre SKCHEPTH3BI B apxuBe OazmWpyeTcs HA aHAIM3E COCTaBa
JOKyMEHTallH VYHuBepcHUTeTA, B IIEPBYIO ouepenn
OPraHN3alMOHHO-PACIIOPIANTEIBHOH (mpukazos, PACIIOPSKEHUH, pelleHuH,
IPOTOKOJIOB M T.IL), @ TaKkKe IIAHOBOM M OTYETHOM NOKyMeHTanuu. IIpH 3TOM
YTOUYHSETCS, THe (B KaKUX CTPYKTYPHBIX NOAPA3ICICHUNX) OCTABIAIOTCS Ha XpaHEHHE
OCHOBHBI¢ 3K3EMILIAPEI 3THX HOKYMEHTOB. JlyOleTHble 3K3eMIUIAPBI BBIAEISIOTCS K
YHUYTOXKEHHIO.

[Tpu npoBefeHUH SKCIEPTH3E] JOKYMEHTOB B apXMBE YHHBEPCHTETA YTOUHSIETCS
TAKXKE XapakTep IOBTOPEHHS COJepiKallelicd B HHMX HHOOpMAalWH B JPYIHX
OOKyMEHTaX: BHJ, (GOopMa M IIONHOTa IOBTOpEHMs. BEINelcHHe NOKYMEHTOB C
[IOBTOPAIOIIEHCS HH(QOpMaIHeli K YHHITOXEHHIO [IPOBOANTCH TOIBKO IIOCIHE CBEPKA HX
C AOKYMEHTaMH, OCTABISEMBIMH Ha I'OCYJapCTBEHHOE XpaHEHHE, ITOJ METOINYECKHM
PYKOBOACTBOM YIpaBleHMA [0 JenaM apxuBos Pecny6Gnuku BamkoprocTan.

B cimyyae oGHapyXeHUs B IpoIecce MPOBEIEHHS JKCIEPTH3LI HEZOCTAYU
JOKYMEHTOB  IIOCTOSHHOTO  XPaHEHHS  COOTBETICTBYIOIIUMH  CTPYKTYPHEIMH
NOMpasAeICHUAMH Y HUBEPCUTETa IPUHUMAIOTCS MEPHI 110 KX PO3BICKY.

[lo pesysibraTaM 3KCIEPTH3B! HEHHOCTH JOKYMEHTOB COCTABISIOTCA OMUCH JE)
IIOCTOSIHHOI'0, BpEMEHHOro (CBhIIe 10 J1eT) XpaHeHUA ¥ [0 JHYHOMY COCTaBY, a TaKKe
aKTEl O BEIACICHUY AET K YHHITOXKESHHIO.

OrGop MOKYMEHTOB 3a COOTBETCTBYIOIUMI IEPHON K YHUYTOXKEHHIO U
COCTaBJICHHE aKTa O BEIACIICHHH HX K YHUYTOXXEHHIO IIPOU3BOTUTCS [IOCHE COCTABICHHS
TOIOBBIX Pa3/IelIOB CBOMHEIX OMMCEH [ieNl IIOCTOSIHHOIO XPaHeHHUS 3a STOT XKe MEPHOLL.
YKasaHHBe ONMCH M aKTsl PacCMaTpHBAIOTCA Ha 3aceqaHud DK oIHOBpeMEHHO.
OnoGpennbie DK aKkTHI YTBEPXKIAIOTCS PEKTOPOM YHUBEPCHTETA TOJNBKO MOCIE
yrBepxaenrss OIIK Viopasnenusa no pgenmam apxusoB PecmyGamku Bammkoprocran
OIIMCeH Jel IOCTOSHHOIO XpaHeHHS. Ilocie 95TOro MOXKHO YHHUTOXKATH [ea,
BKJIFOYEHHEIE B JAHHBIE AKTBI.

Hena BKkmOYaOTCE B aKT O BBHACICHHM X YHUYTOXKCHMIO, €CIH
NpeAyCMOTPEHHBIHM Il HUX CPOK XPaHEHHA HCTEK K 1 sHBapsi TOTO TOAA, B KOTOPOM
COCTaBNeH axT. Hampumep, fema ¢ TPEXJIETHHM CPOKOM XPaHEHHd, 3aKOHYECHHEIE
AenonpousBoactsoM B 2015 roxy, Moryr GBITH BKIIOYEHHI B aKT, KOTOpBIl Oymer
cocTaBiIeH He paHee 1 suBaps 2019 roja, ¢ MITHIETHHM CPOKOM XpaHeHHs — He paHee |
auBaps 2021 ropa.

16.3.11. Cnaua noxymenTos (nei) Ha epepaboTKy (yHUUTOXeHuE) 0hopMITeTCs
NpHEMO-CHATOYHBIME HaKIaIHBIMU, B KOTOPBIX YKa3hIBAETCA BEC IMPHHATOH GYMaKHOi
MaKyJIaTypHlL.

Jlata cpauu MOXyMEHTOB, ¥X BeC M HOMEp HAKIAJHON YKashIBAIOTCS HA aKTe,
KOTOPBIM IOAIIMBAETCS B COOTBETCTBYIOIIEE MENO IOCHE BHECSHWS H3MEHEHW B
YHYETHBIE TOKYMEHTHI apXHBa MIIH CITYXKOB! TOKYMEHTAILIMOHHOIO 06ecIedeH s,

Hopsnok yHRYTOXEHNA N ¢ UCTEKIINMHU CPOKaMHY XpaHenus ¢ rpudom "JICIT"
OIpelleNsieTcs CeNMaabHBIMUA HHCTPYKIMSIMHU,
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16.4. Odopmnenne xein

164.1. Jlema CIPyKTYpHBIX TOApasfeleHrii YHHBEPCHUTETA  TIOIJIEKAT
O OPMIISHHIO TIPU UX 3aBSICHHH U 10 3aBEPIICHIH TOA4,

3aKOHYEHHBIE ISJONPOU3BOCTBOM JieJia MIOCTOSHHOTO W BpeMeHHOro {cBaie 10
JIeT) XPAHEHHUA IOoCIe OKOHYAHM KAJICHIapPHOro rojid, B KOTOPOM OHH GBIIH 33aBEICHE,
UL TIOATOTOBKH HX K IepeAadye B apXuB Hoanexar OGOPMICHHIO H OIHCAHMIO B
COOTBETCTBUM ¢ HacTosALLEeH MHCTpyKIHei.

16.4.2. B 3aBHCHMOCTH OT CPOKOB XpaHeHHs MPOBOAUTCS HOJNHOE WM YACTHIHOE
odopMIIEHNE IEI.

ITonHOMY OGOPMIIEHHIO TOIJIEXKAT JieNa IIOCTOSHHOTO, BpeMeHHOro (¢Bpime 10
JI€T) XPaHeHud ¥ IO JHUYHOMY cocTaBy. IIoHOe 0pOpMIEHHE Jeia MPEeIyCMATPHUBALT:

- odopmieHHe pPeKBHU3MTOB OONOXKKM [ena 1[0 YCTaHOBJIEHHOH (dopme
(Ilpunoxenue Ne 23);

- HyMePalio JIMCTOB B JIENe; COCTaBJIeHUE NucTa-3aBeputena aena (IIpunoxenne
Ne24);

- COCTaBJICHHE B HEOOXOMMMBIX CIydasX BHYTPEHHEH OIHCH IOKYMEHTOB Jela
(mpunmoxenwue Ne 25);

- TOOJNINMBKY HIH IEpPEeIieT JeNa; BHeCeHHe HEOOXONHMMEBIX YTOYHCHHH B
PEKBU3UTHL 0OJIOKKH Jena.

Hena BpeMerHOro (o 10 reT BKIIOYHTENHHO) XPAHEHUS MOMIEKAT TACTHIHOMY
0QOPMIIEHHIO: Jiela XPAHATCS B CKOPOCIUHBATEINX, [IEPECHCTEMATH3ALMA JOKYMEHTOR
B Jclle He TPOBOAMTCSH, JNHCTHI Jela HE HYMEPYIOTCH, 3aBEPHUTEILHEIE HAAIIHCH HE
COCTaBIISIFOTCH.,

164.3. B uemax obecnedeHHS COXPaHHOCTH ¥ 3aKpEIUIEHHS MOPSIKa
pacIoNioxKeHNd HNOKYMEHTOB, BKIIOYEHHBIX B JeN0, BCe JIHCTBI €ro, KpoMme
3aBEPUTEIPHON Ha[NKCH M BHYTPEHHEH OIHMCH, HyMepyioTcs apabCkuMe uudpamu
BAIOBOH HyMepalMell B BepXHEM MpaBOM YNy, He 3a[eBas TEKCTa JOKYMEHTa,
OPOCTEIM TIpaduuecknM kapanpamoM. JIHCTBl BHYTpeHHEH ONMCH JOKYMEHTOB Zefa
HYMEDPYIOTCA OTHCNbLHO. JIMCTHI e, COCTOSINHX M3 HECKOJBKHX TOMOB HIIM YacTeii,
HYMEPYIOTCS I10 KaXIOMY TOMY HJIM YaCTH OTAeJIbHO. [ToAIIHTEIE B EN0 JOKYMEHTEI C
coBCTBEHHOM HyMmepaumeidl THCTOB (BKIIOYAs ITEUATHBIE H3JAHKS) HYMEPYIOTCH B
00IIeM IOPSAKE UIH COXPAaHSIOT COGCTBEHHYIO HYMEPALMIO, ECIIM OHA COOTBETCTBYET
TIOPSAIKOBOMY PacIONIOXKEHUIO JIUCTOB B JIEE.

JIuct 6onpioro bopmara, MOAMIMTEIN 38 ONUH Kpaii, HyMepyeTcs KakK OJHMH JIUCT
B IIpaBOM BEPXHEM YIIIy.

HOKyMEHTBI ¢ coOGCTBEeHHON HyMepaivell JHCTOB, B TOM HHCIE IeYaTHBIE
W3JIaHus, HyMEPYIOTCS B 00IIeM TOpsIKe.

JIMCTBL iew, COCTOAIMX M3 HECKONBKHX TOMOB WM dYacTell, HyMepyHTcd IO
KaKIOMY TOMY HJIK 9acTH OTHAENbHO.
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Qotorpaguu, depTeXH, JHATPAMMEl M JpYrHe WLIOCTPaTHBHBIE W
CHIELM(UYECKHE JOKYMEHTHI, IPEACTABIIONINE CAMOCTOSTENLHBIH JHCT B e,
HyMepYIOTCA Ha 000POTHOMH CTOPOHE B JIEBOM BEPXHEM YIILY.

HonmuTsie B 1eI0 KOHBEPTHI ¢ BIOXKECHHUSIMH HYMEPYIOTCS: CHAYaa KOHBEDT, a
3aTe€M OUepeTHBIM HOMEPOM KaXJI0€ BIIOXKEHHE B KOHBEPTE.

IlpunoxeHusas X mOely, HOCTYNMBINHE B [eperiere, OQOPMISIOTCS Kak
CaMOCTOATEIIBHEIA TOM B HyMEPYIOTCH OTHENBHO.

16.4.4. na ydyera KONMYECTBa JICTOB B jleNe M (UKCAUHH ocoGeHHOCTel ux
HyMEpalMH COCTaBIICTCS 3aBepHUTENbHAs HAANMCh Henia. B 3aBepUTENsHOM HaqnucH
YKa3bIBalOTCA KOIHYECTRO MPOHYMEPOBAHHBIX JIUCTOB Aela U OTACIBHO, Yepes 3HaK "+
(Im0c), KONMYECTBO JIMCTOB BHYTPEHHEW OMMCH (TIpH ee HAIMGHM), a TaKKe
OrOBAPUBAIOTCA OCOGEHHOCTH HyMepalliMl JOKYMEHTOB fAefia (HAIMdue JHUTEPHBIX
HOMEPOB  JIHCTOB, MpPONMYINEHHBIX HOMEPOB W Jp.). 3aBepuTeNbHas HAAMIHCH
[IOANKCEIBAETCS €€ COCTABHTEIIEM ¢ YKa3aHWEM PaciIuDpOBKH MOMIIKCH, JOJKHOCTH W
JaTBl COCTaBJICHHS.

16.4.5. DBHyTpeHHAs ONKMCh COCTABIETCS HAa OTACNHGHOM  JIHCTE  TIO
YCTAQHOBIICHHON (OpMe, KOTOpas COAEPKHT CBEJEHHS O IIOPAAKOBEIX HOMEpaXx
AOKYMCHTOB Jefla, MX HOMepax, Harax, 3arojioBKaX K HoMepax JIMCTOB Jjena, Ha
KOTOPBIX PACIONOKEH KaXIbIi NOKyMEHT. B KOHIle BHYTpeHHEH OIMCH COCTaBIAETCS
UTOTOBAs 3aIllUCh O KOTHYECTBE BKIIOUEHHBIX B HEe JOKYMEHTOB M KOJIHYECTBE JINCTOB
BHYTPEHHEH OMHICH. BHYTpEHHAS ONMCE MOAITHCEIBAETCS €e COCTABHTENEM C YKa3aHHeM
paclMbpPOBKY NOAMKCH, JOJDKHOCTH M AATHI COCTABISHNS OMHCH.

16.4.6. O6noxka Hena MOCTOSHHOIO, BPEMEHHOTO (CBbIme 10 NeT) XpaHeHHs w
MO JIMYHOMY COCTaBy OGOPMIAETCS IO YCTAHOBICHHOH (opMe, Ha KOTOpPOW
YKa3bIBAIOTCS: HAUMEHOBAHHE YHUBEPCUTETA; HAMMEHOBAHHE MOIPA3JENECHUS; HOMED
nena (TOMa, 4acTH); 3arOJN0BOK ela; AaTa JAeNa (ToM4, 4aCTH); KOJNIMUECTBO JIHCTOB B
Jene; CPOK XpaHeH s JeNa; apXHBHBIA mudp neia.

Ha o6noxke 1ien IIOCTOAHHOTO XpaHeHWs NpedyCMATPHBAETCS MECTO JUIf
HaUMEHOBAHUA TIOCYJapPCTBEHHOIO apXuBa, B KOTOPHIH OHM OyayT nepenaHbL
ApPXUBHEIH 1mp Ha 06I0XKKAX [eJT IOCTOSHHOTO XPaHEHHS IPOCTABIIAETCA B apxuBax
OpTaHH3aUMH TONBKO IIOCIIE BKIKOYEHHS 3THX A€ B TOOBLIE Pa3felkl CBOAHBIX OIHCceil
Aen, yTeepiaueHHEIX OlIK  ViopameHws o jenaM  apxuBoB  Pecry6iumkxm
bammkopTocras.

Hpn odopmnenun 06IOXKKA Jel HauMeHOBaHHe YHHBEPCUTETA YKa3bIBACTCA
IIOJIHOCTEIO, B UMEHUTEIBHOM I14JeKe.

3aronoBKY JeNn Ha OONOXKKH [EPEHOCATCA M3 HOMEHKIATYD Jel YHuBepcHureTa,
cornacosanublx ¢ JIIK Yipasnenus mo nenam apxusos Pecrry6nuku Bamkoproctan.

Ha obnoxxe Jiena oBs3arennHo yKa3sIBAETCH aTd Aena — rofi(sl) 3aBeeHUs U
OKOHYaHUA Jiena B NETIOIPON3BOJACTBE. JlaTa Jena MOXeT He yKa3sIBaThes TOJBKO Ha

00JTOMX)Kax AL, COOCpXKallHX I'OOORLIE ILIAHBI U OTHETHI, T.K. UX HATHl OTPaKaOTCsA B
3aroJioBKax Jaeil.
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HaTol fiel, coaepKalix pacopsAUTEIBHYIO M HHYIO JOKYMEHTAIHIO (JOKIAIEL,
NYChMa, CTEHOIPaMMBI M T.J.), & TaKKe JUIT Aell, COCTOAIINX U3 HECKOJIBKHX TOMOB
(yacTeit), ABISTIOTCS Kpal{Hue NaThl JOKYMEHTOB Jefia, T.e. ATl (YHCIO0, MECHl, roxn)
perucTpaniy (COCTABIEHHS) CAMOIO pAHHEr0 W CaMOro IIO3AHEro JOKYMEHTOB,
BKJTIOUEHHBIX B JIEJIO.

Haroli gema, comepXallero INPOTOKONEI 3ACEHAHMH, ABIAIOTCH  AATHI
YTBEPXKACHUS (€CIM OHU YTBEPIKNAFOTCS) HIM COCTABJIEHHS INEPBOrC U IOCIENHEro
IIPOTOKONA, COCTABILIONINX SO,

Haro#f nmuYHOrO Jena SBNAIOTCA HAThl MOMANMCAHWS IIPHKa30B O IIPHEME H
YBOJIBHEHHH J1UIla, HA KOTOPOE OHO 3aBeJIEHO.

OO6szarenbHBIME PEKBH3UTAME OOJIOXKKY [eNa ABISETCS yKasaHHE KOIHMJYecTBa
JIHCTOB B [ieNle, KOTOPOe POCTABIAETCA Ha OCHOBAHUHY 3aBEPUTENHHOH HaANUCH Jeila, U
CpOKa XPaHCHHUsA JieNa, KOTOPLIK NepeHOCHTCS Ha OONIOKKY U3 HOMEHKIIATYpPhI Aell,

PexBusur "Cpok xpaHeHHMs Jema" IEpEeHOCHTCS Ha OONOXKKY Jena H3
COOTBETCTBYIOILEH HOMEHKNATYPHI JEL.

Ha penax moctosHHOrO XpaHeHus numercs: "XpaHuTh MOCTOSHHO",

16.4.7. Tlo oxoHYaHWM TroJa B HAANHCH HAa OBIOXKKaX el IOCTOSHHOIO W
BpeMeHHOro (c¢Bpimie 10 Jier) XpaHeHHS BHOCATCS YTOYHEHHS: MpOBEPSETCS
COOTBETCTBHE 3arOJIOBKOB L€/ Ha OOJIOXKE COIEPIKAHHIO TIOAIIMTEIX JOKYMEHTOB, B
HeOOXOMMMEIX CIIyJasx B 3arojIOBOK Jea BHOCITCA JONONHMTEIBHBIE CBEISHUSN
(IPOCTABIAIOTCS. HOMEPa IIPHKA30B, IPOTOKONOB, BUAEI B (POPMEI OTYETHOCTH H T.IL).

Hammenosarus Gponnoobpasopareins 1 MOAPa3IENCHUs, O U HOMEp JeNa MOTYT
IIPOCTABIIATECA Ha O0JIOKKE IITAMITOM.

JOKyMEHTBI, COCTABIIIONIME JIENO, TIOAIIUBAIOTCS MK IIEPETIETAIOTCS C YIETOM
BO3MOXKHOTO CBOGOJHOTO YTGHHS TEKCTA BCEX HOKYMEHTOB. IIpH HOArOTOBKE el K
NOAIMBKE  (IIEPEINIETY) METAaNIMYeCKHe CKpeluleHus (GynaBKW, CKpeHKH) U3
JOKYMEHTOB yAAJIAKOTCSL.

Herna BpeMenroro (1o 10 6T BKIFOYHTENBHO) XPAHEHHS JOMYCKAETCA XPAHUTD B
CKOPOCITHBATENIAX, HE IPOBOAUTE IIEPECHCTEMATH3ALMIO MHOKYMEHTOB B JEJE, JHCTEI
AieNa He HyMepPOBaTh, 3aBEPUTEIIbHEIC HAAIIHCH HE COCTABIIATD.

16.5. CocTasnenue omnucel aen

16.5.1. Ha sapepmieHHble [eNla NOCTOSHHOTO, BpeMEHHOro (cBbIe 10 ner)
XpaHeHHs W 10 JIMYHOMY COCTaBy, MpOIIeQIIHE 3KCIEPTH3Y IIEHHOCTH,
chopMHUpOBaHHbBle M OQOPMICHHBIE B COOTBETCTBMH C  YCTAHOBNEHHBIMH
TpeOoBaHMAMY, coCTaBIAIOTCS omkcH. Ha gmena Bpemensoro (mo 10 rer) XpaHeHUs
OIHCH MOT'YT HE COCTABJIATELCH.

Omyucy  COCTaBNfAIOTCA OTHENBHO Ha Jefa IIOCTOSHHOLO XpAaHeHHT, JeNa
BPEMEHHOTO (CBBILIe 10 1TeT) XpaHeHHS, eMa [0 TMYHOMY COCTaBY.
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Onucu Jen CTPYKTYypHBIX IOAPA3IENeHHM COCTABIMIOTCA 1O YCTAHOBICHHOH
¢opme (Ipunoxenne Ne 26) 1 MPEACTABILIFOTCS B apXKB Yepes Toj 0Ce 3aBepIIeHAS
Iell B JEJIONPOU3BOACTRE. '

Omuce men CIpyKTYPHOIO TNOApPAasAeleHHs IOAMHCEIBAETCS COCTABUTENEM C
yKasaHHeM €ro JOJDKHOCTH, COITIACOBBIBAETCS ¢ HAYANBHUKOM OT/Ie)Ia JOKYMEHTAIUH U
YTBEPIKAAETCS PyKOBOAMTENEM CTPYKTYPHOrO MMOApasAeIcHys.

Ornucek e CTpyKTypHOTO IIOApa3[eneHus OPTaHH3alMd COCTaBISETCA B IBYX
3K3EMINLIPaX, OOUH U3 KOTODPBIX MEPEAaeTCs BMECTe C JlellaMH B ApXUB OPTaHU3ALKH, a4
BTOPOH OCTaeTCss B Ka4eCTBE KOHTPOIBLHOTO DOK3IEMIUIIPA B  CTPYKTYPHOM
IO pazIeTICHHH.

Ha ocuopanmm onuceif mem CTPYKTYpHBIX MOApasfeleHHH COCTABIAIOTCS
CBOJHBIC ONHCH [ENl NOCTOSHHOTO XpaHeHWA W 0 JHIHOMYy cocTaBy ([IpuioseHus
No27 n Ne28).

16.5.2. Tlepen BHeceHHMEM 3arOJIOBKOB el B ONHCh MPOBEPSIOTCS KadecTBO
(GopMHpOBaHHA H ODOPMIEHUA [el: COOTBETCTBUE 3arofioBKA JENa COIEPKAHHIO
AOKYMEHTOB B Jielle; INPaBUIBHOCTE OGOPMIEHMS M TPYHIHPOBKH JOKYMEHTOB,
BKIIIOYCHHBIX B JI€I0; IPAaBUILHOCT, HyMEpallMH JIHCTOB [eNla; HaJlMuue B JeNe, B
HEOOXOAMMBIX CTydasX, BHYTPCHHE! ONMCH feja U ee MPaBIIBHOCTD; MPABHIIBHOCTD
oopMIIeHNs OBMOKKY Jella, HATHYKE K IPaBUIBHOCTE 3aBEPUTENBHON HAMIHCH HeNA.
B cnyuae o0napyXKeHMs HapylIeHHs YCTAHOBIEHHBIX MOpaBHUI (GOPMHPOBAHHT K
O(QOPMIICHYSA €] OHH JOMXHBI GBITh YCTPaHEHBI.

B cinysae obHapyxeHHS OTCYTCTBHS [el, YHCIALMXCS O HOMEHKIATYpE,
CTPYKTYPHBIM TOJpa3eNeHHeM NPUHUMAIOTCA MePH! 10 UX po3bicKy. OGHapyKeHHEIS
AeNla BKIIOYAIOTCS B ONKCh. ECNIM INpHMHATBIE Mepel He JalW pe3yabBTAaToB, TO Ha
HEOOHAPY KEHHbIE JIENa COCTABNASTCS CIIPAaBKa O NPHYMHAX OTCYTCTBHA JEN, KOTOpas
[IOATNHCHIBACTCS HAYANBHUKOM CTPYKTYPHOIO MOAPA3NENIeHHs M IepeaeTcs BMECTE C
ON¥CBIO A€V CTPYKTYPHOIO NOAPA3IENCH s B APXHB.

16.5.3. OmnucarensHas cTaThs OMHCH [N OTAENA U APYTOrO CTPYKTIYPHOLO
TOJpa3geeHus] BKIIOYAET B ¢ebs CiIelyIomue SIeMeHTH: HOPSIKOBEI HoMep fela
(TOMa, 9acTH) 10 OIHCH; WHAEKC AeNa (TOMa, HaCTH), 3arojioBOK JeNa (ToMa, yacTh),
IIONHOCTHIO COOTBETCTBYIOIIUH 3aroJI0BKY Ha O0NOXKKe feia; JaTa Jeia (ToMa, YacTH);
KOJTUYECTBO JIUCTOB B JIelie (TOMe, YacTH).

16.5.4. Tlpm cocraBmeHMm onmcH Jel OTAeNa M JPYTOro CTPYKTYPHOTO
noJpas/eleHlss COOIIONAroTCsA CIEAYIOlMe TpeGOBAHMS: 3arONOBKH IENT BHOCATCH B
OIUCEH B COOTBETCTBHMY C NPUHATOH CXEMOM CHCTEMATH3al[MU HA OCHOBE HOMEHKIATYPHI
ACIT; KaXZ10e NEN0 BHOCHTCA B OIMCH IIOJ CAMOCTOATENBHBIM HOPSIKOBEIM HOMEPOM.
Ecnn zieno COCTOUT U3 HECKOMBKUX TOMOB (YacTelt), TO KaXIbi TOM (YacTh) BHOCHTCS
B OIIHCH IIOA CaMOCTOSTENBHBEIM HOMEPOM; IIOPSAOK HYMEpalUM A€T B OIUCH —
BAJIOBBIA 32 HECKONBKO JIET, MOPAZOK IIPHCBOCHUSA HOMEPOB OMHCAM CTPYKTYPHBIX
TIOApa3feNICHAl YCTaHABIMBAETCA 110 COITIACOBAHWIO C apXWBoM; Ipadbl OIHCH
3alIOJIHAIOTCS B TOUHOM COOTBETCTBHM C TEMH CBEJCHHAMHE, KOTODBIE BEIHECEHHl Ha
OOJIOKKY Jena; NP BHECCHHWW B OIMCH NOAPST ASN ¢ OXMHAKOBBLIME 3aTOTIOBKAMU
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MHIIETCS IOTHOCTBIO 3arojIOBOK IEPBOTO JIeNd, a BCe OCTajJbHBIE OMHOPOIHEIE Jea
0603Ha9a0TCS CIOBaMH "TO Ke"; IpH 3TOM ApYyrHe CBEJeHHs O JAeiaX BHOCATCSA B
ONKCh TOJHOCTBK (Ha KaXJOM HOBOM JIMCTE OIFICH 3aroj0BOK BOCIPOH3BOJHTICS
HOJHOCTEIO); rpada omucy "TIpuMeuanue" UCMOB3yeTCS AN OTMETOK O TIpHEMe Jell,
0COOEHHOCTAX HX (HM3HYECKOTO COCTOSHHS, Tepejade Jnen APYTHM OTHenaM |
TOApa3IeJICHHM CO CCHUIKOHN Ha HeOOXOMUMBIM aKT, HAIMYMK KOIMH K T.I1.

16.5.5. B xonIle omMcH BCIIE 34 NociefHell ommcaTenbHOH cTaThell nenaercs
UTOTOBAsI 3aITUCh, B KOTOPOH YKA3BIBAIOTCS KOJIHYECTBO e, YHCIALIUXCA IO OIFCH,
IICPBBIA WU MOCIEAHHH HOMepa Jel IO OIMCH, a TAKXKe OTOBapHBalOTCH 0COGEHHOCTH
HyMEpaIiy A€l B ONKCH (JIATEpPHEIEC HOMepa IeN M IPOIYINEHHbIE HOMEPa).

16.5.6. Omuce Jen CTPYKTYPHOIO IIOOPA3/ENEHHs COCTABIAETCS B IBYX
9K3EMIIISApaX, ONMH W3 KOTOPHIX IIEPEefacTcss BMECTe C JelaMH B apXWB, a BTOPOH
OCTaeTCs B KAUECTBE KOHTPOIBHOTO IK3EMILIAPA B IIOApPA3IeIeHHH.

16.6. OnepaTuBHOE XpaHEHHUE JOKYMEHTOB ¥ JEl

16.6.1. C moMmeHTa 3aBEeleHMs K JO Ilepelaull B apXHB YHHBEpCHTETa JeNa
XPaHATCS TI0 MECTY UX (OPMUPOBAHK.

16.6.2. PyxoBomumTenM CTPYKTYPHBIX MOAPAsfEleHHHA H  COTPYIHMKH,
OTBCYAIOIHE 32 JICNONMPOM3BOACTEO, HECYT OTBETCTBEHHOCTh 3@ COXPAaHHOCTE
IOKYMEHTOB U JIS]L

16.6.3. llena Haxoxsrcsa B pabouMx KOMHATAX U CHEIMAIBHO OTBEACHHBIX IS
3TOH IIeNK MOMEINEHUSX; pacIloNaraloTes B 3allMpaloIuXcs mKahax, 00eCIedTHBaOIIIX
UX IIONHYK COXPaHHOCTH, MPEJOXPAHSIOIINAX AOKYMEHTHI OT IBITH M BO3NEHCTBHS
COJTHEYHOTO CBeTa. B Nenax IOBBINEHMS ONEPaTHMBHOCTH MOMCKA JOKYMEHTOB Jena
PacronaratroTcs B COOTBETCTBUHE C HOMEHKNIATypol fen. Konus HoMeHKnaTyps! e nin
BBINMUACKA U3 HEE IIOMEINAIOTCs HA BHYTpeHHeH cropose mkada. Ha kopelikax o60xex
ACIN yKa3kIBAIOTCA WHAEKCH IO HOMEHKIIAType Jelt.

16.6.4. Brimaua gen ApyraM oTAenaM, CTPYKTYPHBIM MOApPa3NeNeHUsIM HIH
CTOPOHHUM OPraHU3alMAM NMPOM3BOAUTCA C paspelleHys pykoBoactBa. Ha BrimaHHOE
ACIIO 3aBOAWTCA KapTa-3aMecTHTelNb. Brlaaua Jen cOTpYAHUKaM IOoZpa3feNeHni s
paboTEl OCYIIECTBISIETCS O[] PACIMCKY, 3aIHCHBACTCI B KYpHQJl, A€ YKa3bIBAeTCs
CTPYKTYPHOE IOIpAa3NeNeHye, haTa ero BLIAAYM, KOMY JeIO BBIIAHO, [JA4T4 €ro
BO3BPAIIEeHHs, Tpatbl )1 PACITHCOK B NIOIYYESHHH H JIPHEMe JeIa.

Hena BBIXAIOTCA BO BpeMEHHOE IIOJNB30OBAHHE COTPYJIHHUKAM CTPYKTYPHEIX
ioapa3ieneHnit Ha cpoK He Gonee onHoro Mecsima. [Tocne ucTedeHns yKa3aHHOTO CpoKa
ASNO JOIKHO OBITh BO3BPAIIEHO Ha MECTO €ro XpaHeHHH.

CTOpOHHMM OpraHM3alUsM Iema BEIIAI0TCH [0 AKTAM.

16.6.5. V3paTve AOKYMEHTOB U3 e MOCTOSHHOTO XpaHEHWs JOMyCKaeTcs B
MCKIOYUTENIBLHBIX CIIyYasX Ha OCHOBAaHMH MHCHMEHHOIO 3allpoca U IPOMU3BOIUTCS C
PaspelCHUs] PYKOBOACTBA YHHBEPCHTETA C OCTaBICHHEM aKTa O TIPUYMHAX BEIIAYH
NOATTMHHUKA M IIONIIHBKOH B €10 Ha €r0 MECTO 3aBEPEHHON KOTIMY.
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XVIL Ilepegaya qen v AOKYMEHTOB B apXHB YHHBEPCHTETA

17.1. TloaroToBka JOKYMEHTOB K Ileépefiaue Ha XpaHEHHe B apXMB Y HHBEpCHUTETa
BKIIKOYaeT paboTy COTPYIHHUKOB, OTBETCTBEHHBIX B CTPYKTYPHBIX IIOZpasfeleHHsIX 3a
BEZIGHHE JEIONPON3BOACTBA, IO IIPOBEJEHHIO 3KCIEePTH3El IEHHOCTH JIOKYMEHTOB,
(QOPMHPOBAHKIO B OHDOPMIEHHIO e, COCTABIEHHIO OMKCeH el ¥ aKTOB O BBIAEJICHHN
K YHHYTOXKEHHIO JOKYMCHTOB ¥ Jel, IIPM METOJUYEeCKOd IIOMOLIM apXwBa
YHUBepcHTETA.

172, B cBoell NpaKTHYEeCKOM  [EATENBHOCTH apXMB Y HUBEpPCHTETA
PYKOBOICTBYeTCs 3aKoHOJaTenbcTBOM Poccuifckoit {enepanuyu, HOPMATHBHBIMHU H
METOAMYECKHMHU NoKyMeHTaMy DenepanbHol apXuBHOH CITy)X0BI PoccHH, NoJIoKeHHeEM
00 apxuBe YHHUBEPCHUTETA.

17.3. I'naBHBEIME 3alauaMyl apXyBa YHHBEPCHUTETA SBIAIOTCS: KOMIIIEKTOBAHUE
apxuBa OpraHM3alWK IOKYMEHTaMH; OOccHedeHHe COXPAHHOCTH, Yuerd, KadecTBa
06paborku, 0T60pa U HCIONB30BaHMS JOKYMEHTOB, XPAHAIIMXCS B apXHBE; IOATOTOBKA
W [epefada JOKYMCHTOB Ha TOCYNapCTBEHHOEe XpaHEHWe; OCYIIECTBIEHHE
METOIMYIECKOI0O PYKOBOICTBA M IIDOBEPOK COCTOSIHUS!  JACIONPOM3BOJCTBA B
OpraHH3al¥HK U ee CTPYKTYPHBIX TOApa3ieleHusX. :

17.4. Apxws YHuBepcHTeTa B LETSX BBIIOJHEHHS CBOMX 3a4a4 OCYILIECTBIAET
crejyromye GyHKIMHY: IPUHAMAeT Ha XpaHeHWe B COOTBETCTBHM C YCTAHOBJICHHBIM
[IOPAIKOM JIOKYMEHTBl CTPYKTYPHBIX IIOAPA3JeNeHUl OpraHu3alliy; YYWTHLIBAET H
00eCIeYuBacT COXPaHHOCTh NPHUHATEIX B 4PXHBBI A€ M JOKYMEHTOB; COCTABISET
HayYHO-CIIPABOYHEIN ammapaT K XPaHAIIEIMCA B apXHBaX JOKYMEHTaM, [POBOIHT
9KCIIEPTH3Y LICHHOCTH IOKYMEHTOB, XPaHALINXCS B apXHBe; €XETOJHO IIPEICTABIAIOT
Ha paccMOTpeHME SKCHepTHOM xomuccun (OK) opraHmsanuy TrofoBble pPa3iensl
CBOJOHBIX OIMCEH JeN, NOANCKAIIMX XPaHEHHWIO, W aKThl Ha Jejia, BBIOCNCHHBIE K
YHUYUTOXCHHIO B CBA3H ¢ HCTEUCHHMEM CPOKOB HX XPaHEHUS; OKa3bIBACT METOIUYECKYIO
IIOMOIs  CTPYKTYPHBIM [OAPa3AENCHHAM B IIPOBEAEHUH OKCIEPTHU3El IEHHOCTH
AOKYMEHTOB; IOATOTABIMBACT ¥ B YCTAHOBIEHHOM NOPSAIKE MepelacT HOKYMEHTHI Ha
TOCYJapCTBEHHOE XPAaHEHHE; OKa3bIBAeT METOLMYECKYH ¥ NPAKTHIECKYIO IIOMOLLE
ciy>k6e JOKYMEHTAlMOHHOTO 06eCTIeYeHUsT OPTAaHM3aLMH B PO3BICKE NEJ, 3aBEIEHHBIX B
COOTBCTCTBHH C HOMEHKJIATYPOH [eil, HO CBOEBPEMEHHO HE IOCTYIIMBIIMX B APXUB;
CHEIONHO TPENCTABIACT IO YCTAHOBIECHHBIM (QOpMaM B  COOTBETCTBYIOHIWH
FOCYNIapCTBEHHBIA (MYHULMIANBHBIA) apXUB CBECHUS O COCTaBe M 06BeMe (OHIOB,
XPaBAIAXCA B apXUBe; OCYIISCTBIACT MCIONB30BAHHE NOKYMEHTOB, XPaHAMIMXCA B
ApXUBE; BBIAAET B YCTAHOBICHHOM MOpSAKE JOKYMEHTHl WM HMX  KOIHH
3AMHTCPECOBaHHBIM OPTaHM3ALMAM BO BPEMEHHOE I0JB30BaHMe; HCIIONHACT 3aIPOCH]
OpraHW3alH U 3asBIEHUS TPaXTaH IO BOIPOCAM COLMATEHO-TIPABOBOLO XapakTepa, B
YCTaHOBICHHOM IOPSAKE BBIJAIOT KOIMM HOKYMEHTOB ¥ aApPXHMBHBEIE CIIPaBKH,
KOHCYJIBTHPYET OpPraHM3alliMl W OTHENBHBIX JIMIl IO BONPOCAM MECTOHAXOXKIECHHUS
AOKYMEHTOB, HEOOXOAMMEBIX NS HABEACHWS ApPXHBHBIX CIIPABOK, BEIET y4eT
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HCTIONB30BAHMUS OKYMEHTOB, XpaHANUXCS B apXWBE; OCYLISCTBIIET IIPOBEPKY
COXPaHHOCTH, [IPABUIBHOCTH (POPMHUPOBAHHSA ¥ OPOPMIISHHS Ae B AeIONPOHN3BOICTEE;
YYacTBYET B pa3paboTKe JOKAIBHBEIX HOPMATHBHO-IPABOBEIX AKTOB W METOJHUYECKUX
JTOKYMEHTOB (MHCTPYKI(UI, peKOMEHMAINiA, ITOJIOXKEHHH U T.IL.) 10 apXHBHOMY JIENy H
OpraHM3aluK JOKYMEHTOB B ACIONPON3BOACTRE.

17.5. B apxuB VYHuBepcuTeTa MEPEJalOTCSA JENa IOCTOSHHOTO, BPEMEHHOIO
(cepimre 10 neT) XxpaHeHHA | IO JIHIHOMY COCTaBy. VX mepefada IpOU3BOAMTCA TOIBKO
10 OTTHCSIM. )

17.6. Jena BpemenHoro (o 10 JeT BKIFOUMTENHHO) XpaHEHH MIepeade B apXuB,
HE NOJUICXKAT, OHH XPaHATCS B CIPYKTYPHBIX IIOLpa3/ieleHHAX YHHBEPCHTETa H TIO
HCTECYCHHH CPOKOB XPaHEHHUS IOIIEKAT YHHUTOXKEHWIO B YCTAHOBICHHOM IOPSIAKE.

17.7. llpmeM Kaxmoro Jjena IIPOM3BOAMTCS 3aABEAYIONIHM apXHMBOM B
IPUCYTCTBHH COTPYAHMKA, cAaroiero neno. Ilpu aToM Ha 000X 3K3EMIULIpaX ONUCH
IPOTHB Ka)JI0ro Jela, BKIIIOYEHHOTO B Hee, AeaeTcs OTMETKa O HAIHYHH JOKYMEHTOR.
B xoHIle kaXk0ro 3K3eMIUIspa ONMKUCH YKA3bIBAIOTCS UAPaMU U [IPOIUCEI0 KOITHYECTBO
(QaKTHYEeCKH IPHHATEIX B apXHB JeNl, HOMEpa OTCYTCTBYIOLIMX JeN, Jara
npueMa-nepeadd, a Talke NOJNUCH 3aBeAYIOIIEr0 apXUBOM U JIHMIA, IepelaBIlero
nena.

B choy4ae nMKBHIAIMM WM PEOPTaHM3alidl CTPYKTYPHOIO IIOpa3feieHmns
VYHMBepCcHTETA COTPYAHHK, OTBETCTBEHHEINM 3a BeleHHE IeJIONPOM3BOACTBA JAHHOIO
CTPYKTYPHOTO TOApasAeIeHs, B ICPHOL NIPOBEACHUS TUKBUIALMOHHEIX MEPOIPHITHI
GopMHpYeT Bce HMEIOINHeCs JOKYMEHTHI B Aena, oGopMISeT Aena U IepelaeT UX B
apXvB YHHBEpPCHTETAa HE3aBHCHMO OT CPOKOB XpaHeHus. llepepaua fen
OCYILECTBIAETCSA 10 ONTUCAM [€]T © HOMEHKIIAType Iell.

XVIIL Ilepegaya gesi 0 XOKYMEHTOB YHHUBEPCHTETa HA XPAHEHHE B
rocy1apcTBeHHbIA (MyHHIHUNANLHBIH) apxuB

18.1. JlokyMeHTBI YHHBEPCHTETA IIOCHE MPOBEACHHS DKCIEPTH3H MX L[CHHOCTH
MOIYT TI€pPEllaBaThCid HIM B COOTBEICTBHHM C JCHCTBYIOUIMM 3aKOHOAATEIBCTBOM
nojnexxaT — oOs3areNpbHOM  Hepefjaye  Ha  XpaHEHWe B IOCYJapCTBEHHBIH
(MyHUITAIANEHBIN) apXuB.

13.2. TloaroroBka AOKYMEHTOB K Tepeqade HA XpaHEHWE B apXHB BKIIOYACT
paboTy oTHena JOKYMEHTAllMd U apXuBa YHHUBEPCHTETA IO IIPOBEICHMIO IKCIIEPTH3EL
LJEHHOCTH JOKYMEHTOB, (POPMHPOBAHHIO W OGOOPMIEHHIO NEJN, COCTABICHHUIO Omuceil
AEN 1 8KTOB O BBIACIICHUH K YHHYTOXESHUIO TOKYMEHTOB H JEIL.

18.3. Tlopsnox mepenadd JOKyMEHTOB OpraHM3allid HA XpPaHCHHE B
roCyapCTBeHHbIA (MYHHUMIANBHEIH) apXUB YCTAHOBIECH IPHKA30M MUHKYTIBETYPBI
Poccur ot 31.03.2015 Ne 526 "OG yTBepXI€HUM IYPaBUJ OPTaHM3AIMH XPAHCHI,
KOMIUICKTOBAHHSA, Yy4eTa M HCIONL30BaHUA JOKYMEHTOB ApxusBHoro ¢oHzaa
Poccuiickoit Dejepanuu 1 APYrux apXUBHBIX TOKYMEHTOB B OpraHax roCyIapCTBEHHOMN
BIIACTH, OpraHax MECTHOI'O CaMOYTIPaBIeHUA U opranuzanusax”. B cOOTBETCTBHH ¢ 3THM
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[PUKa30M TOKYMEHTH ApxuBHoro dorna Poccuiickoit ®enepaumu, obpazosapiyecs B
YHHBEPCUTETE, 10 HCTEYeHHH CpPOKOB KX BPEMEHHOTO XpaHEHHS B apXuBe
VHUBEPCUTETA IIEPENaloTC] Ha IIOCTOSHHOE XpaHeHHe B COOTBETCTBYIOIIMIA
FOCYJAapCTBEHHBIN (MYHULUITIANBHEIN) apXuB.

18.4. JloKymMeHTBI IlepefaloTcsi HA IOCTOSHHOE XPAaHEHHE B YHOPSIOYEHHOM
COCTOSIHMM € COOTBETCTBYIOIUMM Hay4HO-CIIPaBOYHBIM anmnaparoM. B VYHuBepcuTeTe
Bce paboTHl, CBA3aHHBIE C OTOOpPOM, MOATOTOBKOM M Iepenauel JOKyMEHTOB Ha
IIOCTOSHHOE XpaHeHHe, B TOM YHCIE ¢ HX YIOPAIO4YeHHEeM W TPaHCIOPTHPOBKOIM,
BBITIOJTHAIOTCA 32 CYET CPEACTB Y HUBEPCUTETA.

18.5. HocpoyHas mepefada JOKYMEHTOB Ha IOCTOSHHOE XPaHEHME MOXET OBITh
OCYIUECTBIIEHA IPH OTCYTCTBHM HEODXOAMMEBIX yCIIOBHH s ofecrnedeHud
COXPaHHOCTH NOKYMEHTOB ApPXHMBHOTO ¢onIa Poccuiickoli @enepanvu, npw yrpose
YTpaTsl (YHUYTOXEHMSI) HOKYMEHTOB, a TaKxkKe [0 mpockbe VHHUBepcuTeTa Ha
OCHOBaHMY JOTOBOPA C TOCYJAPCTBEHHBIM (MYHHIIMITAIBHBIM) ApXHBOM.

18.6. Iipojnenne CpoKOB XpaHEHUS JOKYMEHTOB B apXWBe YHWBEPCHTETA
AOIyCKAaeTCs MO NMHCHBMEHHOMY Pa3pelleHHI0 TOCYHAapCTBEHHOro (MYHMIIMIIATBHOTO)
apXuBa B Cly4ae HEOOXONMMOCTH IIPAKTHYECKOTO KCIIONB30BAHUS JIOKYMEHTOB
YHuBepcurera.

18.7. Tlepenada [OKYMEHTOB IOCTOSHHOTO XpAHEHHS B TOCYAapCTBEHHBIH
(MyHUIMIIANGHBIH) apXHB OCYINECTRISIETCS B COOTBETCTBUY C ILIAHOM, YTBEDKACHHEIM
PYKOBOZHTENEM VYTpaBleHHs IO JAelaM apXuBoB PecryOnuku bBalikopTocTaH IIo
COTJIACOBANMIO C NEPENaroel nena Y HUBEpCHTETA.

18.8. JIokyMEHTEI EPEeNaloTCs B TOCYAAPCTBEHHBIA (MyHUIMIIANBHEIN) apXHUB 11O
ONMHCAM  [ell, JOKYMEHTOB TIOCTOSHHOIO CpOKa XpaHEHHS, YTBEPXKACHHLIM
OKCIEPTHO-NpoBepouHoil  komuccuer (OIIK) apxuBHOTO yupexkuenus. Ilepex
nepefavell NOKYMEHTOB Ha IIOCTOSHHOE XpaHEHWe COBMECTHO C MPEICTAaBUTENEM
rOCYAIapCTBEHHOr0 (MYHUUUIATLHOTO) apX¥iBa IPOBOAUTCA IPOBEPKA NPABHILHOCTH
OTIMCAHUS U OhOPMIIEHHS [eN, PHU3UYECKOTO H CAHHTAPHO-THTHEHHIECKOr0 COCTOSHHS
RoxymeHToB. IIpu oOHapyxenmn nedekToB cocTapifeTcs axT, yCTPaHCHHE
00HapyKeHHEIX Ie()eKTOB IPOBOIUTCS CHAAMH Y HIBEPCUTETA.

18.9. Ilepenava fen npoBOAMTCS B roCyAapCTBEHHOM (MyHHIUIIATEHOM) APXUBE
noeuHIYHO. Ha Beex YeThipex sK3eMIIpax onuced Jen, TOKyMEHTOB IPOCTABMISIOTCS
OTMETKH O [IpHeMe JIe,

18.10. TIlpm nmepBoif lepemade  OOKYMEHTOB B rOCYIapCTBEHHBIH
(MyHHIMNATBHEIR) apXuB IlepefaeTcsi WCTOpPHYECKAs CIpaBKa K donny. Ilpu
TIOCISYIOIIX Mepefadax NOKYMEHTOB IepelaeTcs NONONHEHHE K HCTOPHYECKOH
CIIpaBKe.

18.11. Tlepenaga HOKYMeHTOB OG(GOPMISETCS AKTOM [IpHeMa-Tiepeiadn
AIOKYMCHTOB Ha XpaHCHHE, COCTABISIEMBIM B [BYX SK3eMIIIApax. OOuH SK3eMIIAp
OCTAeTCsl B OCYJaPCTBEHHOM (MYHHIIMITATEHOM) apXuBe, JPYroif — B YHUBepcHTETe.

Bwmecte ¢ AOKYMEHTAaMH TIEpeRacTCs TPH IK3CMILIAPa OIUCH Jel, JOKYMCHTOB, B TOM
HHCJIC OTUH B 3JICKTPOHHOM BUEC.



100

18.12. Ecnu mnpu nepenade OGHApYXKEHO pacXOXIEHHE MEXLY HTOTOBOL
3aIUCBIO OMHUCH JelN, AOKYMEHTOB M ()aXTHYeCKHM HalMUHEM MepelaBaeMbIX [N, B
ONUCH J€l, JOKYMEHTOB O(opMiIsercs HOBash HTOTOBas 3allHCh, B KOTOpOIt
YKa3bIBAIOTCA (DAKTUYECKOE Haludde Jell W HOMepa OTCYTCTBYIOWHMX Aen. Homepa
OTCYTCTIBYIOLIMX € (UKCHPYIOTCS B axTe MOpHeMa-Iiepefaud Hell Ha IIOCTOSHHOE
XpaHCHHE, IPUYMHBL OTCYTCTBHA el — B IpuiaraeMoifl kK akTy IpHeMa-Tepenadd
CIIpaBKe, HOJIOTOBICHHON Y HUBEPCHUTETOM.

XIX. YHHYTOXKEeHHE JOKYMEHTOB

19.1. TokyMeHTEI ¢ MCTEKIIMMY CPOKAMH XPaHEHHMs MOIEXAT K YHHITOKEHHIO.
O10op HOKYMEHTOB 3a COOTBETCTBYIOLIMM ITEPHOJ K YHHYTOXKEHHIO ¥ COCTABJICHHE
aKTa O BBIJCICHHH HX K YHHYTOXCHMIO apXUBHBIX IOKYMEHTOB, He TOIIEKAUIMX
XpaHenuto (mprnoxenne Ne 29) npousBoIUTCs TOCTE COCTABIeHHS CBOMHBIX ONHUCEil
JICII IIOCTOSTHHOY'0 XPaHEHHUs 38 3TOT JKe IEPHOL.

YKasaHHBIC OIMCH ¥ aKTHl paccMaIpuBaioTCA Ha 3acemammu 1[DK  (DK)
YHusepcutera oxxoBpemenHo. Cornacosannble L[DK (QK) VHUBEpCHTETOM aKThI
YTBEPXJAIOTCS PeKTOPOM, TONBKO IMOCHE YTBEPXKIECHHS OKCIEPTHO-TIPOBEPOUHON
KOMHCCHEH YTpaBieHus no jenam apxuBoB Pecny6nuxu bamkoprocTan omuceil men
IOCTOSIHHOTO XPaHEHU; MOCe 3TOr0 YHHBEPCUTET MMEET HPaBO YHHUYTOXKMTH Aeia,
BKJIIOYCHHEIE B IaHHBIC aKThl B COOTBETCTBHH C YCTAHOBJIEHHBIM OPAIKOM.

19.2. AKT 0 BBIIENEHHH JOKYMEHTOB K YHHYTOXEHHIO apXHBHBIX JOKYMEHTOB,
HE NOJUICHAIMX XPAHCHUIO COCTAaBIAETCS], KaK IPAaBHIIO, Ha Jiefla BCEr0 YHUBEPCHUTETA.
Ecnu B axTe yKasaHEI Jie/la HECKOJBKUX CTPYKTYPHBIX IOZIpAa3ielieHul, TO HA3BAHHe
KaXX[OTO CTPYKTYpPHOIO NOAPasjeNeHNs YKa3blBaeTcs Iepel IPYIION 3ar0noBKOB Iei
9TOT'O NOApa3neNeHH.

Hena BKIIOYAIOTCA B aKT, €CII YCTAHOBIICHHBIHM 1Tl HUX CPOK XpaHEHUs UCTEK K
1 sHBaps rofia, B KOTOPOM COCTABIIEH aKT (HAaIpHMep, 3aKOHYEeHHEE B 2018 romy Hena
C 3-TETH¥M CPOKOM XPaHEHHS MOTYT GBITh BKIIOUEHE! B aKT, COCTABJICHHEIH He panee 1
sHBaps 2022).

Ilocne yTBEpXUEHHA  aKTOB O BEUICTEHMM JOKYMEHTOB K YHUUYTOKEHHIO
APXHBHEBIX IOKYMEHTOB, HE NOJJISKAIINX XPAHEHHUIO JieNa IIePeNaloTcs Ha epepaboTKy
(yTHIM3aLUI0) [0 NpPHEMO-CAATOYHOM HaKTaJHOi, B KOTOpPOH YKa3bIBAIOTCH IaTa
ICpefadt, KOMMYECTBO CHABAaCMBIX A€ W BeC OyMaKHOH MakynaTypsl (Tlocie
YHUYTOXXCHUA Jie]l B HOMCHKIIATYPe el NPOCTaBIeTCS oTMeTKa "YHuutokeno. CM.

axT ot... Ne..." ¢ yKasaHueM JO/KHOCTH, (haMumy, TIOAKCH NHIA, OTBETCTBEHHOIO 32
nepenady neil Ha YHUYTOXEHUE, U JaTHL,
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XX. Yyer u xpaneHne neuyareii, ITaMiios, GJIaHKOB
20.1. MaroTosaeHye 1 UCIONB30BAHKE MeUaTel | [ITAMIIOB

Wsrorosnenue repboBofi M Opyrux Iedaredl NpPOM3BOAMICS Ha OCHOBAHHM

TOPY4eHHS PeKTOpa YHHBepcuTeTa. K MpeACTaBIsIEMOMY IHCLMY 110 3TOMY BOIIPOCY
IIpujaraeTcs o0pasert IevaTH.

I'epGoBass meuaTh H3rOTABIMBACTCS B BHIE Kpyra, B CEPEAMHE KOTOPOTO
n3obpaxaercs ['ocymapersennsni repG Poccumiickoit @enepanuu, a IO OKPYKHOCTH
pasMelaeTcs HauMeHOBaHHe Y HUBEPCHTETA.

Kpome mnewarm ¢ wusobpaxenuem [ocynapctennoro repba Poccuiickoii
®enepaunn B YHUBEPCHTETE HCIIONB30BATHC I[IEYATH Vi OTIEIBHBIX KaTErOpHil
AOKYMEHTOB, MCTANIHIECKHE BEDKUMHBIE IIEHATH AJIA OlI€YaTEIBAHNA [TOMEIIECHHUH,

OTBeTCTBEHHOCTh M KOHTPOIB 3a COONIOZEHWEM IOPAKA XpaHeHHs IrepGoBoi
TCYaTH, a TakKe 3a 3aKOHHOCTHIO IIOJIG30BAHHs €0 BO3NAraeTcsi HA PeKTopa
YHuBepcureTa.

- Pexrop YruBepcHuTeTa CBOMM IIPHKA30M BO3IATAET OTBETCTBEHHOCTE 33 XPaHEHHE
H MONB30BaHKe repOoBok NevaThio Ha Ha4anbHUKA OT/ENa NOKyMEHTAIUH.

Ilpr cMmene pekropa VHuBepcuTeTa Trep0oBas I€daTh IepeqaeTcss BHOBD
Ha3HAYCHHOMY PYKOBOJUTEIIO IO aKTy.

IlewaTs ¢ umzobpaxkenmeM IocyrmapcTBennoro repGa Poccmiickoit ®enepamnuu
CTaBHTCSl Ha HOKYMEHTaX, TPeOyIOIMX 0co0Or0 YAOCTOBEPEHMS HMX IIOJIMHHOCTH.
ITevatn 6e3 u300pakeHHS TOCYAAPCTBEHHONM CHMBOIMKYM CT@BSTCA HA KOMAX
JAOKYMEHTOB JUIsI YAOCTOBEPEHHS KX COOTBETCTBHS IOIMHEHAKAM.

B VYHuBepcureTe ATA MPOCTABICHHS OTMETOK O TONYYEHWH, PETHCTPaIlHy,
HPOXOXIACHHHA M MCTIONHEHHH NOKYMEHTOB, JPYIMX OTMETOK CIPaBOYHOTO XapakKTepa
IPUMEHSIOTCA COOTBETCTBYIOMIME IIITAMITEL,

OTBeTCTBEHHOCTL 3a XpaHEHHe M IIONB30BAHHE MEYATAMM B CTPYKTYDHBIX
TIOZIpa3/eIeHUAX Y HUBEPCUTETA, BO3JIAraeTes Ha PyKOBOJUTE)IA IOpas IeeHHs.

IleyaTd W3rOTAaBNMBAIOTCA B  CTPOTO  OrPAHHMYEHHOM  KOIMYECTBE
HCKIIOYMTENIBHO B CIyxeOHBIX LensX. PenieHne o HeoOGXOAUMOCTH H3TOTOBIEHHA
evaTed W MX KOIMYECTBE IPHHUMAET PEKTOp Y HUBEPCHTETA.

3asiBKa Ha H3rOTOBNICHHUE [IEYATH U e CKH3 OQOPMIIOTCS B COOTBETCTBYIOLIHX
TIOIPA3ACNCHUAX ¥ TIEPeJAlOTCA Ha AOMINCh PEKTOPY Y HHBEPCUTETA.

OTBETCTBEHHBIM 33 H3COTOBIIEHHE IedYaTel M IITAMIIOB SBIAETCS HAYATBHHK
OT[iena MaTepHaIbHO-TeXHUIECKOr0 CHAGMEeHW. .

M3roTOBJICHHBIE TeYaTH M IITAMILL YYHTEIBAIOTCA B OTAENE NOKYMEHTALHMH B
CenyanbHOM XypHane. [ledaTw ¥ mITaMIEl BBAGIOTCS [MOJ pocHHch. Iledatd u
LITaMITE! Y HUBEPCHTETA NOJKHBI XPAHHTECS B HECTOPAeMbIX METaUTHIECKHX mkapax
WU celidax.

KOHTpONb 32 MpaBHIBHOCTEIO XpaHEeHHS M HCIIONE30BAHNS TIEYaTeH H IITAMIIOB B
CTPYKTYPHBIX NOAPA3ACTCHASX YHHUBEPCHTETA OCYLUSCTBISET OTHEN AOKYMEHTAIIUH.
Ilepenava reuareit INOCTOPOHHUM JTHI@AM M BEIHOC UX K3 MNOMEIIEHMH, 3aHUMaeMBbIX
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Opranu3ailiel, He ZOIyCKaeTCs.

Ilpumieyie B HETOAHOCTh M YTPATUBIIME NTPAKTHYECKOe 3HAUEHHE IIeYaTH U
INTaMIIBl [IOAJIEKAT YHUYTOXKEHHIO II0 akTy. B XypHane yuera meyaredl H IITAMIOB
IPOCTABIIAIOTCS COOTBETCTBYIOIUE 0TMeTKH ([Ipunoxenne Ne 19).

Cotpynuuk, xoTopoMy OBLIM BBIJAHE! II€YaTh MM INTAMII, TIPH OCTABJICHUH

TOJDKHOCTH 0053aH CIaTh X B OTHEN JOKYMEHTALIUH.

HaumMenosanue

XpaHuTtcs

[Ipnmensiercs

I'epborasg
NeYaTh

YV HagaJIEHUKA
OT/IENd
JIOKYMEHTAITHH

IIprmMepHBIif NepeyeHs OKYMEHTOB:
INTAaTHOE PacHXCaHue, JOTOBOPEL, 00pa3IEl
OTTHCKOB Ilevarei u nogmuceit
pabOTHUKOB, IMEIOLMX [IPABO COBCPIIIEHUA
(PHHAHCOBO-XO035IHCTBEHHEIX OIEPAIMH,
(DMHAHCOBBIE TOKYMEHTEI, FapaHTHHHbIE
MUCHM4A, JIOKATBHBIE HOPMATHBHEIE aKThI
YHHBEpCHUTETa, IPECTABICHHS U
X0[aTalCTRa, IUTATEXHbIE MOPYUCHHU,
CMETEI PACXOMOR, JIOBEPEHHOCTH, OT3LIBEL
Ha JUCCEPTALMH, PEICH3HN Ha
asropedepaTsl, CIPaBKH, JOKYMEHTHI 00
00pasoBaHuH,

Ileyatu

CTPYKTYPHEIX
Ioapa3aeieHuit

Y num,
OTBETCTBEHHEBIX 34
BeJICHHE
JEIIONPOH3BO/ICTBA
B CTPYKTYPHBIX
TIOIPA3ENICHUAX

Ha moxymenTax, oAMHCaHHBIX HIH
YTBEPHKACHHEIX PYKOBOACTBOM
MOJpasaeNICHUH, a TAKXe Ha KOMHIX

1 BBITIUCKAX U3 JOKYMEHTOB CTPYKTYPHBIX
IoJipasaeaeHuit

branku
crporoi
OTYE€THOCTH

B yuebrrix
OTiIenax

-TUILIOMEI 00 OKOHYaHHH Y HUBEPCHTETA,
-IIPUITOKECHHA K JUIUIOMY 00 OKOHYAHHH
YHUBEpCUTETA,

-THILTOMBI O HETIOTHOM BBICHIEM
ofpazosaHum,

-aKaJIEeMHYECKIE CIIPABKH.

B ornene opaunaryprr

~ JUIUIOMEI 00 OKOHYAHWH OpAHHATYPHI;
- TIPHJIOXKEHUS K TUITIOMY 00 OKOHYaHUU
OPJIMHATY DB

B W10

-IIHILNIOMSBI O IIpodecCHOHATEHOM
[IOJFOTOBKE;

-TIPHJIOKEHHS K JUIUIOMY O
poECCHOHAIIBHOM IIOATOTOBKE;
~CEPTUQUKATH CIICITHANIHCTA;

- YAOCTOBEPECHHUSA YIOBLIHICHHS
KBanHpuK

COTNACOBAHO

MpoTtoxon SKcnepTHo-npoaepowHoﬁ
xomuceny: Ynpaeneuus
No jenam apxueos

o BV S [0
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IMpunoxenue Ne 1
K 1.1 4.5.1.12.

DOEAEPAJIBHOE IT'OCYJAPCTBEHHOE BIOJUKETHOE
OBPA30BATEJILHOE YYPEK/IEHHE BBICIINEI'O OBPA3OBAHMS
«BAITKHAPCKUN I'OCYJJAPCTBEHHDLI MEIUIITUHCKAIA YAUBEPCHATET
MUHHACTEPCTBA 3APABOOXPAHEHUSI POCCUMCKOM ®EAEPAIINI
(®TBOY BO BIMY MHUH3/IPABA POCCHI)

2 MedcCmpOouHbIX UHMEPBana
IIPUKA3

I 2 MediccmpoyHbIX UHMEPS8ana
N -

I 1 nycmas cmpoxa ¢ 1 mesxcempounsim unmepeanom
r. Yoa

2 MEMNCCIPOUHBIX URMEPSANA

O6 yreepaaennn MHCTPpYKIHHA 10 1e/10NPOA3BOACTBY (eiepaibHOro
TOCY1APCTBEHHOr0 GX0KETHOT0 00PA30BATENLHOI0 YIPEXKACHNUs BLICIIET0
o6pasoBanus «Bamknpekuit rocy1apcTBeHHBIAH MEeIHIHHCKHI YHHBEPCATET
Munucrepersa sapaBooxpanennsn Poceniickoii ®enepanun

I 2 MedcCmpoUHbIX UHMEPSana

B nemax

s IPHUKAa3bBAaw.

1. VYrteepaute u BBecTH B pefictsie ¢ 01.07.2018 WHcrpykimioo 1o
IEOHPOUBOACTBY (heneparbHOIro TOCyAapCTBEHHOTO OI0[DKETHOTO
00pasoBaTeNbHOTO  YUPEXIEHWs  BBICHIETO  obpasoBammsa  «Bamkupexuit
TOCYapCTBEHHBIN MEUIMHCKAN yHHBEPCHTET» MUHUCTEPCTBA 3MPABOOXPAHECHHS
Poccuiickoit Qeneparmu ([Ipunoxenne).

2.

3. IlpusHaTh yTPaTHBIIAM CHULy IPHKA3 Y HUBEPCUTETA OT

4. KOHTpOIb 32 MCIONHEHHEM HACTOSIIETO IPHKA3a BO3IOXHTE Ha

I 3 MesHCCmpOYHbIX UHMEPBANa

PexTop IMoxnuce B.H. TlasnioB

O6pasen opopmireHns npukasa YHuBepcuTeTa
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IIpunoxenue Ne 2
K n.m. 4.5.1.12.

OEJEPAJIBHOE I'OCYIAPCTBEHHOE BIO/PKETHOE
OBPA3OBATEJILHOE YUPE/JIEHHWE BRICIIEIO OBPA3OBAHISI
«BAIIKHAPCKUI I'OCYJAPCTBEHHGLIA METUITHHCKHAN YHUBEPCUTET
MUHUCTEPCTBA 3[[PABOOXPAHEHVH POCCHIHCKOH ®EJIEPAIAN
(®I'BOY BO BI'MY MHH3IPABA POCCHH)

KJIMHHAKA BIMY

2 MeNCCMPOUHBIX UHMEPBANA
IIPHKA3
I 2 mesiccmpounvix unmepeana
Ne -

I I nyemas cmpoxa ¢ I mesicempounvim unmepsanom
r. Yoa

I 2 MeACCMPOUHBIX UHMEPBANA
06 yrBepaxaenuu Huerpyknum ...
2 MeICCmpOYHbIX UHIMEPBAna

B nemax

,IPHKAa35lBalo:

1. VTBepauTh ¥ BRecTH B Aefictre ¢ 01.07.2018 Muctpykumro
(ITpunoxenue).

2. .
3. Ilpm3HaTh yTpaTHBIIMM CHIY TIPHKa3 aaBHoro Bpaua Kmuamku BIMY ot

4. KoHTpOnb 3a UCIIOTHEHUEM HACTOAIIETO [IPHKA3a BO3IOKHTE Ha
I 3 mediccmpouHbIx uHmepeana

I'maBHBIH Bpau Ioxnuce N.0. ©amunus

Obpasen odopmienusn npuxasa Kaunnxn BIrMY
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IIpunoxenue Ne 3
ko 4.5.1.12.

OEJEPATTGHOE IOCYIAPCTBEHHOE BIOJUKETHOE
OBPA30BATEJILHOE YYPEKAEHE BLICLIIETO OFPA3ZOBAHISA
«BAIIKUPCKIIN FOCYIAPCTBEHHBI MEJUIITHCKUIA YHUBEPCHTET»
MUHHUCTEPCTBA 3IPABOOXPAHEHHS POCCHMCKOMN GEJIEPAIIN

(®I'OY BO BIMY MHH3/JPABA POCCHH) '
KIMHAYECKAS CTOMATOJIOTHUECKAS TIOJUKIMHUKA

2 MedNcCmpOoYHbIX UHIMEPBAnd
TIPUKA3
I 2 MEeJICCMPOYHBIX UHMEPEANA
N -

I I nyemas cmpoka ¢ 1 mesiccmpounsim unmepseanom
r. Yda

I 2 MESICCIPOYHbIX UHMEPEAna
06 yTeep:kaennn WHCTPYKIHH ...
2 mesKCmpoUHbIX UHMEPBALA

B nensx

sIPHUKAa3BbBIBalm.

1. YTBepmuts u BBECTH B sieficTue ¢ 01.07.2018 UncTpyKipmzo
(ITIpunoxenmue).

2. .
3. Ilpu3HaTte yTpaTHBINMM CHILy [IPHUKA3 IVaBHOTO Bpada Kiumuxu BIMY ot

4. KOHTpOIE 32 HCIIONHEHHEM HACTOSIIETO MPHKa3a BOIOXKHUTE Ha
I 3 mediccmpounvx unmepsana

I'maBHEIH Bpau INopmwmce HN.0. Gamumus

OGpasen odopmiienus npukasa Knuunueckoii cromaToaornyeckoii
NOJTHKINHHKH
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IIpunoxenue Ne 4
K IL.1. 4.5.2.

®EJIEPAJIGHOE F'OCYJAPCTBEHHOE BIOKETHOE
OBPA3OBATEJILHOE YYPEKNEHUE BEICIIEIO OBPA3OBAHMST
«BAIKUPCKUI TOCYJAPCTBEHHBII MEJAIIMHCKIAA YHUBEPCUATET
MHHUCTEPCTBA 3IPABOOXPAHEHISI POCCHIICKO OE[EP AL
(®I'BOY BO BTMY MHH3/APABA POCCHH)

2 medcCcmpOYHbIX UHMEPSANd

PACIIOPSKEHHE
I 2 MEdICCmpOoYHbIX UHMEPBANa
Ne -
I I nycmasn cmpoxa c 1 Me:)fccmpoqﬁbm UHMEPBANIOM
- r. Yoa

2 MENCCMPOUHBIX UHMEPEANQ
O BrIxoze Ha oXpaHY O0IIECTEEHHOIO OPAAKA

I 2 MEJICCMPOYHBIX UHMEPBALA

Bo ucnonnenue npukasa ot Ne «O...» 1 cormacHo rpaduky

BBEIXOJa JOOPOBONBHON HApONHOW JpYyXHHB Ha | nomyrogue 2014 ropa,
00g38K1BANO;

1. PykoBogureneil CTpyKTYPHBIX OApa3IeiCHMI
2.

3. KOHTpOJ'I]': 32 HCIIOTHEHHEM PaCIOPsKEeHHI BO3JIOXKHUTE

I 3 mediccmpouHeIx unmepsana

Pexrop Ilonmuce B.H. Ilasnos

O6pazen opopmienns pacnopssxenns YunaBepenTera
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ITpunoxenne Ne 5
k.. 4.5.2.

OEJIEPANNBHOE FOCY JAPCTBEHHOE FIOKETHOE
OBPA3OBATEJBHOE YUPEXIEHHE BBICIIET'O O5PA3OBAHHS
«BAIKIAPCKANA FOCYJAPCTBEHHBII MEIUITABCKUN YHUBEPCHTET
MHHHACTEPCTBA 3IPABOOXPAHEHHIS POCCHVICKOV OEEPALI
(®I'BOY BO BIMY MHUI3/IPABA POCCHH)

K/IMHUKA BI'MY
| 2 medccmpoyHbIX UHMEP8ana
PACIIOPAKEHHUE
I 2 MedCCMPOUHbIX UHMEPEANQ
Ne -

I I nyemas cmpoxa ¢ 1 mesicempounsvim unmepsanom
r. Yoa
; 2 MeAHCCMPOUHBIX UHMEPBANA
O BoIxozie Ha 0XpaHY 001IECTBEHHOI0 MOPAAKA

I 2 MedicCmpOoyHbIX UHMEPSaNa

Bo ucnonnenue npukasa ot Ne «0...» u cornacHo rpaduky

BEIXONa NOOpOBONBHOW HapomHOM ZApykHHB Ha 1 momyrogme 2018 roma,
00 sA3bIBal0;

1. PykoBopuTelneil CTpYKTypHBIX MoApasfecHuit
2.

3. KOHTPOJIB 3a HCIIOJTHCHUEM PACIIOPSIKEHHS BO3JIOKHTH

I 3 mediccmpoyHeIX uHmepsand

I'naBHEIH Bpay Ionmuce 1N.0. Gamunug

OGpasen odopmiienus pacrnopskeHust Kinunkn BITMY
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ITpunoxenue Ne 6
K 1.1, 4.5.2.

®EJEPAJIBHOE I'OCYJAPCTBEHHOE BIOKETHOE
OBGPA3OBATEJILHOE YUPEIEANE BBICIIETO OBPA3ZOBAHNS
«BAIIKHPCKUN I'OCYJAPCTBEHHBI MENMITNHCKAN YHUBEPCHTET»
MUHMCTEPCTBA 3JPABOOXPAHEHIS POCCHICKOM OEIEPALINN
(®TBOY BO BIrMY MHUH3APABA POCCHH)

KIMHUYECKAA CTOMATOJOTMMECKAS ITOJIMKTHHHAKA

2 MmesrccmpouHbIX UHMEPBANd

PACITIOPSIZKEHHE
I 2 MedcmpouHbIX UHMEPBANd
Ne -
I I nycmas cmpoxa ¢ 1 mevsiccmpoutviv unmepeanom

r. Yoa

2 MEJICCINPOYHBIX UHMEPEAna

O Bbixoge Ha oxpaHY 0GLIECTBEHHOr0 MOPSAKA
I 2 medcCcmpoyHbIX UHMEPBAnA
Bo ucnonnenue nprkasza ot Ne «0O...» " cornacHo TpaduKy

BBIXOZla HOOpPOBONBHOM mapopHON ApyxuHEl Ha 1 nomyromme 2018 roxa,
0043 b BaI0O;

1. PykoBopuTeneit CTpyKTYPHBIX IOApa3/ieTeHHUI
2.

3. KOHTpOJIB 3a HCIIOITHCHHUEM PaCIIOPAXKEHHS BO3JIOXKUTH

I 3 mescempouneix unmepsana

I'maBHEIH Bpay Ilonnucek N.0. Gamunus

OGpasen opopmienus pacnopsxenus Kanuudeckoii CTOMATOJIOrHYeCKOI
. NOIMKJIHHUKH



109

ITpunoxenue Ne 7
K . 4.5.3.3.

YTBEPXJIEHO

npuxasom GI'EOY BO BTMVY
Mnunszapasa Poccrn

oT Ne

I 2 MECCHIPOYUHBIX UHMEPBANA

INOJIOKEHHUE
0 (HaMMEHOBAaHHE CTPYKTYPHOTO IIOAPA3AENEHUS)

2 MeHCCMPOUHBIX UHMEPBANA

I. O6ue nonoxeHus

II. 3agaun

III. Ctpykrypa

IV. Oysxmun

V. IlpaBa

VI. B3anMOOTHOIIEHHMS U CBS3M C IPYTUM CTPYKTYPHBIM [OApasieleHHeM

VII. OrBeTcTBEHHOCTD

I 3 mesrccmpounvix unmepeana
Pyxorogurens
CTPYKTYPHOI'O NOApa3 e NS IMonmmuce H.0O. Gamunng

OGpasen odopmiieHns H0103KeHHS
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IIpunoxenue Ne 8
K 1.1, 4.5.4,

OEJEPAJIBHOE 'OCYJAPCTBEHHOE BIO/KETHOE

OBPA3OBATEJILHOE YUPEXKJEHHUE BBICINEI'O OBPA3OBANIIS
«BAIITKNPCKHN I'OCYTAPCTBEHHBIN MEUIAHCKIY YHUBEPCUTET»
MHHUCTEPCTBA 3JPABOOXPAHEHWS POCCUUCKOU OEJEPALIAA

(®I'bOY BO BI'MY MUH3/IPABA POCCHU)

2 MediccmpoyHIX uHmepeana

IIPOTOKO.I

2 MEJCCmpOUHBIX UHMEPBANA

3aceJaHHsI YYE€HOTO coBeTa YHHBepcHTeTa (PaKkyabTeTa)

T. Yia
Ne

2 MEdICCIPOYHBIX UHMEPSANd

Ilpeacenarenserpyromuit — M.O. @amumus
Cexperaps — 1.0, ®amunus

IpucyrcTpoBany: 30 yesioBeK (CIUCOK MPUIIaraeTcs )
(niu nepedncaeTcs B anbaBUTHOM MOPAAKE)

I[NOBECTKA JOHA:
1. Konuenmus passurud ............
Hoxknam pexTopa
1. CIIVIIAJI;
H.O. Oamunus — TeKCT ZOKITAJA OPHIATraeTcs
BEICTVYIIUIIN:

N.0O. Gamunus — KpaTkas 3ailUCh BEICTYIICHNS
W.O. Oamunus — KpaTkas 3aUCk BEICTYIIEHUS

PEIIMII;
1.1. YTBepauTs....

3 mediccmpounvx uHmepsana
IIpencenaTensCeTByrOMMit ITognucs

Cexkperapn IMognuce

Ob6pazen odopmienns nporoxosia

H.O. ®amunus

H.O. ®amunusa
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[Tpmnoxenne Ne 9
K IL.IL 4.5 4.

IIPOTOKO.I

2 MEAHCCIMPOUHBIX UHRIEPEAnd

COBEIIaHUs y PEKTOpa
N.O. ®avuus

r. Yoa
Ne
2 MEXNCCMPOYHBIX UHMEPBANA

[MprcyrcTBOBAIH:
HaunMeHnoBanue NOMKHOCTH - H.O. Gamunng
HamMenopanue HOIKHOCTH - HN.0O. Gamumus
HamMenoBanue JOIKHOCTH — 1.0. ®amunug

Hruuyuaner u

gamunuu

8 anpasumnom

nopsaoxe

I. O BeIMONHEHNY TOJIOBOrO [IaHa HAYYHO-HCCIIEHA0BATEIbCKOM paboTEl

(®H.0.)

1. IIpuHATE X CBEIEHUIO. .
2. HavansHuky oTmena...

II. O BBeseBUN Mep NO...

(©.J1.0.)
IIpHHATE K CBEIEHHIO. ..

3 meoiccmpounvix unmepsana

Pexrop INonrmucs B.H. I'Tagnos

O6pasen oopmuaeHHs KPATKOro NPOTOKOJIA
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IIpunoxenue Ne 10
K 1.1. 4.5.6.2.

GEJEPAJILHOE F'OCYIAPCTBERHOE BIO[KETHOE M yHECTpY 3ApaBOOXpaHeHH s
OBPA3OBATEJILHOE YUPEX/IEHHE

BBICILET'O OEPA3OBAHIS PecnyGnuku BamkopTtocTan
«BAINKHPCKHI rOCYJAPCTBEHHEI baxuposy A.A.
MEJUIIHUHCKHH YHUBEPCUTET»
MHHHCTEPCTBA 3IPABOOXPAHEHH A
POCCUMCKOM OEIEPALIMH
(®I'GOY BO EIMV MHUH3/IPABA POCCUN)
yi. Jlennna, 3, r. Yiba, PecyGnura Bamikoprocran,
Poccuiickas ®enepamis, 450008
Tel. (347) 272-41-73, dakc 272-37-51
E-mail: rectorat@bashgmu.ru, http:// www bashgmu.ru
OKTIO 01963597 OI'PH 1020202561136
HHH 0274023088 KIIII 027401001

Ne

Ha Ne 0T

YBajkaeMblii AHBap AKpamMoBHY!

®I'BOY BO BI'MY Munsapasa Poccru paccMoTpesto Baile MHCHMO 110 BOIIPOCY
BKIFOYEHHUA B .......

IIpunoxenue: Ha 311. B 1 3K3.

PexTop B.H. IlaBnos

Ganvumms 1.0.
272-00-00

O6paszen opopmienunsn caymxebHoro nucLma
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PEJEPATILHCE FT'OCYJAPCTBEHHOE EIQJKETHOE

OBPA3OBATENLHOE VUPEXEHHE
BLICIUEO OBPA3SOBAHHA
«BALIKUPCKHIT FOCYIAPCTBEHHBII
MEIUIITHHCKHWHA YHUBEPCUTET»
MHHHCTEPCTBA 3IPABOOXPAHEHHW A
POCCHUICKOM GENEPALIMH
(®I'BOY BO BI'MY MHUH3JIPABA POCCHUH)
ya. Jlennua, 3, . Yia, Pecnybnnxa Bamxkoprocran,
Poccniickas depepauns, 450008
Ten. (347) 272-41-73, dake 272-37-51

E-mail: rectorat@bashgmu.ru, htp:// www.bashgmu.ru

OKITIO 01963597 OT'PH 1020202561136
HHH 0274023088 KIIII 027401001

Ne

Ha No oT

[Ipunoxenue No 11
K IL.I. 4.5.6.2.

FEDERAL STATE BUDGETARY EDUCATIONAL
INSTITUTION OF HIGHER EDUCATION
«BASHKIR STATE MEDICAL UNIVERSITY»
OF THE MINISTRY OF HEALTHCARE OF THE
RUSSIAN FEDERATION
(FSBEI HE BSMU MOH Russia)

3 Lenin St., Ufa, Republic of Bashkortostan,
Russian Federation, 450008
Ten. (347) 272-41-73, daxe 272-37-51
E-mail: rectorat@bashemu.ru, http:// www.bashgmu.ru

IIpod. ®amumus H.0.
Pexropy...

VYeaxkaeMslii npog. Gamumus F1.0.!

®I'bOY BO BI'MY Munsnpasa Poccun ripurnamaet Bac

PexTop

Davmua .0,
272-00-00

B.H. I'TaBioB

O6pasen oopmaenus caykeGHOro mucsMa
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IIprnoxenue Ne 12
Kk n.a. 4.5.6.2.

@EJIEPAJIEHOE F'OCY NAPCTBEHHOE BIOJXKETHOE
OBPA3OBATE/IEHOE VUPEXIEHUE
BBICHIEI'C OBPA3OBAHUSA
«BANIKHPCKY T'OCYAAPCTBEHHBIN
MEANHHAHCKHAN YHUBEPCUTET»
MHWHHCTEPCTBA 3JPABOOXPAHEHM ST
POCCHUCKON ®EJIEPALIMU
(OTBOY BO BIMY MHH3IPABA POCCHH)
KJUHHKA BIMY
ya. aduesa, 2, r. Ya, Pecnybnnaxa Bawkoprocran,
Poccuiickan @enepamis, 450083
Teil. (347) 223-11-92, daxc (347) 223-11-42
E-mail: kbamu@bashgmu.ru, http:// www.kbgmu.ru
OKIIO 01963597 OTPH 1020202561136
HHH 0274023088 KIIIT (27401001

MVYTI «VY paBomoxaHam»

Ne

Ha Ne OT

B Kinnnuke BIMYVY cooburaer ...

I'naBHEIi Bpay | N.0O. Damunus

Pamumus 1.0,
272-00-00

OGpaszen; opopmitenns ciyskebuoro nucema Kinuaku BIMY
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IIpunoxenue Ne 13
K .0. 4.5.6.2.

®E/TEPAITHOE I'OCY JAPCTREHHOE BIODKETHOE  T'A'V JTTTO PB

OBPA3OBATEIIEHOE VUPEXIIEHHE

BBICIIETO OEPA3OBALILS «JeHTp MOBLILIEHH KBAIH(QUKAIIH)

«BAUIKUPCKHI N'OCYJAPCTBEHHLIA
MEJUHHUHCKHWA YHUBEPCHUTET»
MHWHHCTEPCTBA 3/IPABOOXPAHEHMA
POCCHUHMCKOM GENEPALTMHA
(OI'BOY BO BI'MY MHH3IPABA POCCHIK)
KIHHUYECKAS CTOMATOJIOI'MTUECKAS
INOJHUKJIHHWKA
yi. HepHeimesckoro, 104, r. ¥Via, Pecrybnuka Baimkoproctas,
Poccuiickas ®enepaums, 450077
ten. (347) 273-87-54, daxc (347) 273-82-76
E-mail: kspbgmu@yandex.ru, http:// www ksp@bashgmu.ru
OKIIO 01963597 OI'PH 1020202561136
WHH 0274023088 KITIIT 027401001

No

Ha Ne OT

Knurnueckas CTOMATOJIOTHUECKas
TPYLOYCTPOHCTRO ..........

I'maBHBI# Bpau

Damunmsa 1.0,
272-00-00

TIOJHKIIHHHKA

rapaHTHpyeT

HN.0O. Gamunug

O6pasen odopmiieHns ciyseGHOT0 MHChMa KIMHHYECKOH CTOMATOJ0TAYeCKOi

MNOJTHKJIHHHKH
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ITpunoxenue No 14
K n.a. 4.5.7.2.

Pextopy ®I'BOY BO bBI'MY
Mun3zapasa Poccun

[Hasioy B.H.

3aBe/lyIolIero kadeapoi .....
Qamunug 1.0.

CJIVKEBHAA 3AITMCKA

01.09.2018

O paccMmorpenud. . ..

ITpomry Bac pacecmorpeTs ......

Iloamnuce

Obpaszen ciyke0HOI 3aMMCKH
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IIpunoxenue Ne 15

K n.a.7.7.
(HazBaHMeE apX¥Ba)

AKT YTBEPXIAIO

Ne PyxoBoauTens (Ha3BaHHe apXHBa)
HNpPOBEPKH HAIUYHSA U COCTOSHUSA Toanmucs Paciugposka nogmucu
9NEKTPOHHBIX JOKYMEHTOB Hata
®oH Ne
OcHoBaHHe

(mmaHoBasg NpOBepKa, IepeMelleH e TOKYMEHTOB, APYroe)
Cocrasnen:

(momxnHOCTH, QaMuIHy paGOTHHKOR apXKBa)
Hasanwe donna

NoeNe ommceit

IIpoBepka npoBoaUIacs ¢ o

IIposepkoii ycTaHOBIEHO!

1. YrenuTes 110 nucTy ydeTa BIeKTPOHHEIX JOKYMEHTOB (GoHza ell. Xp.
00BEeMOM MBb.

2. He oka3agock B HATHYHHK eld. Xp.
3. YucnuTres mo onucsaM aenl

SIEKTPOHHBIX JOKYMEHTOR 00BEMOM MO.

4. He oxazanocek B HaIHYHH 9JICKTPOHHEIX JOKYMEHTOR
5. imeeTcs B HaNM9HH 1O JaHHOMY (GOHIY (BKIIOYEHHEIX B OIICH) en.xp.
o0BeMoM MG.

6. HenpaBuiibHO MOITIOKEHHEIX €/l. XP., OTHOCSIIUXCS K ApYruM GOHAM ___ efl. Xp.
7. IMeeTcs B HATMYHH 110 JaHHOMY (OHIY (BKIIOYEHHEIX B OIIHCH)

SIEKTPOHHBIX JOKYMEHTOB 00BEMOM MB®6., u3 HuX TpebyIoT:

4) 3aMEHBI HEUCIIPABUMO TI0BPEX NEHHBIX
0) yHaneHus BpeIOHOCHBIX KOMITBIOTEPHEIX TIPOTPAMM
I') BOCCTaHOBIIEHHS BOCIPOH3BOAMMOCTH JOKYMEHTOB
J) METPaLliK B HOBbIE HOPMATE]
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IIpogomxenue [Ipunoxerns No 15
K 1. 7.7.

8. O6mas xapaKkTepHCTHKA COCTOSHYIA U YCIIOBHN XpaHeHHs JOKyMeHToB. OCHOBHbIE
HEeJOCTAaTKH B COCTOSHUH U YCIIOBHSX XPaHEHUS DIEKTPOHHEBIX JOKYMEHTOR:

Hpunoxenne: MACT(5I) IPOBEPKH HATHIHI M COCTOAHIA MEKTPOHHBIX JOKYMEHTOB
(Ne...).
ITpoBepKy IPOU3BOTHIIH:

(HauMeHOBAHYSA TODKHOCTEH paBoTHHKOB) (moamnucH) (pacudpoBKH OAIHCEH)
Jarta

®opma aKTa NPOBEPKH HAJIHYHA H COCTOSHHUS
3JIEKTPOHHBIX JOKYMEHTOB
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Ipynoxenue Ne 16

K .a. 7.10.
®I'BOY BO BI'MY Munsnpasa Poccun YTBEPXJAIO
Donp Ne Pexrop ®I'5OY BO BI'MY
Munsgpasa Poccuu
OITMCh Ne B.H. IlaBnos
BIIEKTPOHHBIX JIef, JOKYMEHTOB aaTa

IIOCTOAHHOTO XpaHeHM

3a roj
No Hunexc |3aromosok merna |Kpaiinue nater | O6vem, M6 [ IpuMeuanus
T/ nena
1 2 3 4 5 6
B nanHbI# pasgen omMcH BHECEHO nen,
(umppamnt 1 ponMCHIO)
c No 1o No
{undpaMu ¥ niponKcko) (dpamu 1 nponKceo)
obbeMoM MB6.
HaunMenoBanue NOIKHOCTH
COCTaBHUTENA OTTHCH IMoamnmce Pacmindposka moxamucu
JIu110, OTBETCTBEHHOE 32 BEJICHUE
HenonpousBoncTsa 1 apXuB IMoxnuce Pacumdposka nogmucu
COI'TACOBAHO YTBEPXJEHO
Ipotokon 3K ®I'BOY BO BITMY IIpotoxon JIIK VYupasneuus
Munsgpasa Poccuu IO JenaMm apxuroB Pb
OT Ne oT Ne

dopmar Ad (210 x 297 mm)
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Ipomomxenue [punoxenus Ne 16
K .. 7.10.

ITPMJIOXEHUE K OITUCH Ne
SNCKTPOHHEIX [N, JOKYMEHTOB
HOCTOAHHOTO XpaHEHHS

3a rox

Peectp HOKYMEHTOB (KOHTEHHEPOB MEKTPOHHBIX JOKYMEHTOE) SNEKTPOHHOTO JeNa:
<EF>

Ne en. xp. no omucH Wunexc nena
3aronoBOK Jend

Hara Per. Ne Haumenosanne nokymenra |O6pem, M6 |IIpumeuanys
TOKYMEHTa | HOKYMEHTA

1 2 3 4 5

HaumeHoBanue 10mKHOCTH
COCTaBHTENSA OIMCH I'Tomrince Pacumugposka nogmrcu

Popmar A4 (210 x 297 mm)

<*> CocTaBnseTes Ha Kaxaoe aMeKTpoHHoe aeno.

(I)opma rOJOBOro pa3ae/ja CBOJHON ONMHCH JJ1E€KTPOHHBIX AeJ, JORYMCHTOB
IOCTOSTHHOI'O CpOKa XpaHeHHA
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IIpunoxenue Ne 17

ko 7.10., 7.14.

Oraen noKyMeHTaLHH
®I'EOY BO BI'MY Musnszapasa Poccun
®ong Ne
OITHCH Ne
BIIEKTPOHHBIX [N, ZOKYMEHTOR

Unnexce 3aroioBOK Jena Kpaitane Obpeym, |IIpumeuan

I/ mena JaThl <*> Mo )58
2 3 4 5 6
HawnmenoBanme pasgena
B nmaHHEBIH pasgen omMcH BHECEHO e,
(mmrppamu ¥ MPOIHCEIO)

c Ne o Ne
o0BeMoOM Mo.

HaumMeHOBanHe HOMKHOCTH
PYKOBOIHTENS CTPYKTYPHOTO

IIoJpa3ieNeHNus [Hoamuce Pacmmdposka noanucu
Hata

COI'JTACOBAHO COI''TACOBAHOQ **

JInno, OTBETCTBEHHOE 32 BEICHHUE ITpoTokon K cTpyKTypHOTO
AEIOTIPOM3BOICTBA 1 APXUB HoJipa3feneHus

IMoanuce Paciudposka noamucu oT No

Jara

<*>T'paha omyckaeres B ONHMCH [EN IOCTOSHHOTO CpPOKa XpaHeHHS.
<**> IIpu namuupu K crpykTypHOro mogpasnenenus.
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IIponomkenue ITpunosxenust No 17

k. 7.10., 7.14.
Ilepenan
nen
(urdpaMu 1 NTPONKCEIO)
U PErHCTPAMOHHO-KOHTPOIBHBIX KaPTOTEK K IOKYMEHTAaM,
(undpaMu ¥ IpoTHCHIO)
00BeMOM MB6.
HaumeHnoBaHNe TOMKXHOCTH paboTHHKA
CTPYKTYpPHOro noapaseeHUus Iommce Pacmdporka momamucu
ITpwusan Jen
(uudpamMu ¥ TpOIIICEIO)
U PEerucTPalliOHHO-KOHTPOJIBHBIX
(unpaMu 1 IPOMUCEEO) )
KapTOTEeK K AOKYMEHTaM, 00heMOM MBob.
HawmeHoBauNe HOIKHOCTH
paboTHHKA apXuBa Hoxmuce Pacmmdporka nmoamnucu

Hara

@opmar A4 (210 x 297 mMm)
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ITponomxenne [Tpunoxenwus Ne 17

k. 7.10., 7.14.

ITPHJIOXKEHHWE K OITMCHU Ne
NEKTPOHHEIX JIel, JIOKYMEHTOB

PeecTp nm0KyMeHTOB (KOHTEHHEpPOB 3MEKTPOHHBIX JOKYMEHTOB) SNEKTPOHHOTO Jeia:

<>

Ne en. xp. mo onwcu

Hunexc nena

3aroJloBOK Jiena

Hata Per. Ne | HammenoBanue nokymenta| O6veM, | Ilpumedanms
JIOKyMEHTa |JIOKyMeHTa Mo
1 2 3 : 4 5
HaymeHoBanve 10MKHOCTH _
COCTaBHTEIIA OTHCH [Mogmuce PacmudpoBka nogmucu
®opmar A4 (210 x 297 mm)

*Cocrasngercs Ha KaxIoe 3NMEKTPOHHOE JIEJIO.

(Dopma OINHCH JEKTPOHHBIX JeJI , JIOKYMEHTOB CTPYKTYPHOIr'0 moapasaejeHust
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[Tpunoxenue Ne 18
K IL.I. 9.3.

CITPABKA
06 oObemMe JoKyMeHTo0bopOTa
3a 20
(mecs)
HOKyMeHTE KomiuecTs0 JOKYMEHTOB Bcero
IOJUIMHHUKH TUPAXK
NOCTYMNAIONIHE
OTIIPABIsIEMbIE
BHYTPEHHHE
Hroro
JIMLo, OTBETCTBEHHOE 32 BEJCHUE
JenonpousBo/CTBa U apXUB IToamucs Pacumudposka noanucu

Hata

®opmat A5 (148 x 210 mm)

Popma cIpaBKH 0 AOKYMEHT0000pOTE
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IIpunoxxenue Ne 19
x o 20.1.

Kypuan ydyera neqareii u mrraMnos

Ne  |Orruck nevatu [Haumenosan [Jata [Ipennpustue- KoMy BhigaHa
/1 | (mramra) ve nevaTH [IOIIyYEHHUSI  |H3TOTOBHTEND, |(JIOJDKHOCTD,
(irramma) IevYaTH Jarta u Ne OJIpa3eICHIE )

(1wrramMna) OT |CONPOBOAMTE
HU3TOTOBUTENS | IBHOTO

JOKYMEHTa

1 2 3 4 S 6

Pocmnce Jlata Bo3Bpara [Pocmuch Jata JlaTa, HoMep

padOTHHKA nevyaTu paboTHHKA YHHYTOXEHHS | aKTa
nevyaTh

7 8 9 10 11
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OI'BOY BO BI'MY Mumnsapasa Poccun

CTpyKTypHOE ITompasaenenye

ITpunoxxenue Ne 20
K. 16.1.2.

HOMEHKJIATVYPA OEJI
Ha roj
Hnnexc 3aronosok fena | Kon-Bo Tomos |Cpok xpanenus u | [IpuMeuanue
nena (uactel) Ne cTaTteu o
HEPETHIO
| 2 3 4 5

Haspanue pasnmena

HanMenoBauue JOIKHOCTH
PYKOBOINUTENS CTPYKTYPHOTO
[IOJpa3eNeHu s TMoanuce

Harta

COI''TACOBAHO*

IIpotoxon OK cTpyKTYypHOrO HoApasaeicHus

OT No

* Ilpu rammauu 5K cTpyKkTypHOro mogpasaeneHus

Pacimdposka nonmucu

@opmar A4 (210 x 297 MmM)
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IIpomomxenne Ipuioxenus Ne 20
K. 16.1.2,

Hrorosas 3anuce o KaTCropuiax 1 KOIIHYECTBE e,

3aBEJCHHBIX B oAy B CTPYKTYPHOM MOJpa3aeIeHiu
Ilo cpokaM xpanenwus Bcero B ToMm uncrne:
MEPEXOAAIMX ¢ OTMETKOM «IITK»
1 2 3 4
IlocTosuHOrO

Bpemennoro (cBruue 10 jer)
Bpemennoro (fo 10 net
BKJIFOUHTETBHO)

HUTOI'O:

HawumeHoBauHe nomxHOCTH
PYKOBOJUTENS CTPYKTYPHOTO
MOApa3JeneHus Ionrmmics Pacumdporka noanucu

Jara
Hrorosbie cBeieHNs IepEeNatbl B apXUB Y HHBEPCHTETA
HanmeHoBaHHe HOMKXHOCTH NMHIA,

[IEPEIABIIETO CBEACHHUS ITogmuce Pactmigposka moanmcu
Hara

DopMa HOMEHKIATYPHI JeJl CTPYKTYPHOTO TOJpas/IeeH s
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Ipunoxenue Ne 21
K n.m. 16.1.3.

$I'BOY BO BI'MY Musnsnpasa Poccun

HOMEHKJATYPA JEN
Ha ron

YTBEPXJIAKO
Pexrop ®I'6OY BO BI'MVY
Munsgpasa Poccuu

B.H. IlaBnos

Harta

Hugexc |3aronosox mena | Kon-o gen | Cpok xpanenns u Ne | [Ipumeuarne

AeJia CTAThH II0 TIEPETHIO

1 2 3 4 5

Hazpanue paznena

JIN110, OTBETCTREHHOE 32 BEIEHHE
JENOTIPON3BOJCTRA H ApXHB [Moamuce Pacumndposxa roamnucu
Harta
COI'JTACOBAHO COI'JTACOBAHO
Ilpotoxon DK ®I'BOY BO BIMYVY IIpotokon JIIK YopasieHHS 110 Jeram
Munzgpasa Poccrn apxuBoB PecriyGnnku BauikopTocTan
OT No oT Ne

Dopmar A4 (210 x 297 Mm)




129

IIpomomxkenue [pumoxenus Ne 21
K Ima. 16.1.3.

HToropad 3amuck 0 KaTeropusax U KOJINYECTRE Je,
3aBEICHHEIX B rony 8 ®I'5OY BO BI'MY Munsapasa Poccun

Ilo cpokamM XpaHeHus Bcero | B ToM uucne:
NePeXOAdauX | ¢ OTMETKOH «OITK»
1 2 3 4
IlocTosiHHOTO

Bpemennoro (cBbure 10 ser)

BpemenHoro (mo 10 net
BKJIIOUHTENIHHO)

HUTOI'O:

JIMII0, OTBETCTBEHHOE 3a BEICHHE

JEeJTIONPOU3BOJCTBA H apXUB IlTopnuce Pacuudposka noanrcu
Jara

Hrorosele cBe/ieHNs Hepeatbl B apXUB

HanMeHOBaRHe HOMKHOCTH JTHITA,
HepeaaBIero CBeICHHUs IMonmmce Pacmmdposka mogmucy

Jara

@opma CBoaAHOI HOMEHKAATYPBI A€ YHugepcurtera
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Ipunosxxenue Ne 22

K ILI. 16.2.4,
OI'BOY BO BI'MY Mumnsapasa Poccru
AKT YTBEPX]IAIO
Pextop ®I'BOY BO BTMY
Ne Munsnpasa Poccuu
TIPOBEPKHU HATHYHS B.H. ITanos
¥ COCTOSIHUA apXHUBHBIX JIOKYMEHTOB Hata
Domm No
Hazpanue donga
Homepa ommmceit
ITposepka npoBoiIacE ¢ o
IIposepkoit ycranosieHo:
1. YuCnuTCst o OmUcaM fied el Xp.
(xommaecTBo)
2. BBIABIEHEI TEXHUYECKHE OITAOKH:
2.1. Mmerotes MuTepHEIE HOMEpA:
a) He YUTEHHEIE B HTOIOBOM 3aIIMCH ell. Xp.
(xomyecTBO)
0) He nepeyncieHHsIe, HO YUTEHHbIe
B HTOT'OBOH 3aIIHCH ell. Xp.
(xoymr4ecTBO)
2.2. IlponyieHo HOMEPOB:
a) He YYTeHHBIX B HTOTOBOH 3allMcH el Xp.
(XomuecTBO)
0) He NePeuHCNCHHbIX, HO YUTEHHBIX
B HTOT'OBOH 3aIHCH eld. Xp.
(xo/m4ecTBO)
2.3. Ipyrue, B pe3yJbTare 4ero oobeM
YBEIUYHIICS Ha el Xp.
(xoImIYecTBO)
YMEHBIIWICS Ha el Xp.
(xoHyecTBO)
3. YHCIUTCS IO OIHCSIM B PE3YIBTaTe
YCTPaHEHHUS TEXHUIECKHUX OLIUOOK efl. xXp.
(xommgecTBo)
4. He okazaiock B HATHYUH el. Xp.
(xonmruectBo)
5. VIMeeTcs B HANHYHH 110 JAHHOMY QOHIY
(BKIIIOUEHHBIX B OITUCH) em. Xp.

(komIUecTBO)



131

Iponomxenue Ipunoxenns Ne 22

K I.1. 16.2.4,
U3 HUX TpeOyIonmx:
a) ne3uH(peKITHH ‘ ell. Xp.
{xonnuecTrO)
©) Te3UHCEKIHH en. Xp.
(xonuuecTBO)
B) pecTaBpalyn ell. Xp.
(KOTTHUIECTRO)
I') IIEpeTeTa Wik IOAUINBKH el. Xp.
(KOTHIECTRO)
7I) BOCCTAHOBIIEHHUA 3aTYXaIOIKX TEKCTOB el Xp.
(koHUIEeCTBO)
€) HEUCIIPABHIMO MMOBPEKACHHEIX el. Xp.
(KoJH4eCTBO)
6. FiMeeTcs He BKITIOYEHHBIX B OIIUCH efl. Xp.
(KonmmuecTBO)

7. Viroro mo nasHoMy (oHIY (BKIFOUESHHBIX U HE BKIIOYEHHEIX B OIIUCH),
HMEIOLIUXCS B HATTHYUHH eld. Xp.
(KOJIMYECTBO)

8. XapaKTepHCTHKa YCIIOBUM XpaHeHHs

IIpoBepky pou3BOIUIM:

JIn1o, oTBETCTBEHHOE 33 BE[CHHE

JETONPOU3BOACTBA U aPXHB IMommcs Pacomdposka mojuucu

Hara

HaumenoBanme

TOJDKHOCTEH

pabOTHHKOB Ilognucu Pacmudpoka nopmuceit
@opmar A4 (210x297 mm)

(I)opMa AKTa MPOBCPKH HATHYMA H COCTOAHHUSA APXHMBHBIX TOKYMEHTOB
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[Ipunoxenue Ne 23
K. 16.4.2.

M. Ne

Om. Ne
. Ne

(HaMEHOBAaHHE rOCY JAPCTBEHHOTO (MyHUIMIIANTLHOIO) apXuBa)

@I'bOY BO BI'MY Munsapaga Poccun

(HarMeHOBaHKE CTPYKTYPHOTO MOAPA3JICIICHUS)

HEJIO Ne TOM Ne

(3aron0BOK Jerna)

(xpaitnue marTer)

Ha cTax
XpaHHUTE
®. No
Orr. Ne
JI. Ne
®opmat A4 (210x297 mm)

Popma 00JI0KKH €12 IOCTOTHHOTO XPAHEHH A
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[punoxenune Ne 24

K m 16.4.2,
JIncr-3aBepurens aena Ne
B nene moammTo M rponymMepoBaHo TUCT(OB),
(urdpamu 1 IPOIECHIO)
c Ne 1o Ne
B TOM YHCJIe JUTEepPHEIE HOMEPA JIACTOB
[IPOITYIeHHEIE HOMEpa JIHCTOB
+IIUCTOB BHYTpeHHeH onncH
Oco6eHnocTH HU3HIECKOTO COCTOAHHA U POPMHUPOBAHHS Ne Ne nucros
nena
1 2
HarmMenoBaHue TOMKHOCTH IMoamnuce Pacimdposka nopnucu
Jata

®opma JHCTA 3aBEPUTENS Je1a
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IIpunoxernue Ne 25

k.. 16.4.2,

BHYTPEHHSIA OTTUCH
JOKYMEHTOB fena No
Ne Peructpanu | Jlata 3aronosok | Homepa [Tpumevanue
ILIL OHHBIA JOKYMEHTa |JOKyMEHTa |JIHCTOB Aena

UHJIEKC

JOKyMeHTa

2 3 4 5 6

Hroro JTOKYMEHTOB

KomiuecTBo TMCTOB BHYTpeHHEH ONMHCH

(urdpamMu ¥ TPOTACHIO)

Haumenosanue AOJGKHOCTH JIHIA,
COCTaBUBIICTO BHYTPCHHIOKO OIIHCH
JOKYMCHTOB Jciia

Hara

(mmdpavu 1 IpOMICEHIO)

Ilonmuce

Pacmu¢ppoBka noanucH

Popma BHYTPEHHel ONHCH JOKYMEHTOB Jelia
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ITpunoxxernue Ne 26

K a1 16.5.1.
OI'BOY BO BI'MY Munznpapa Poccrm
HavmMenoBaHue CTPYKTYPHOTO IOIpasieleHus
OITCH Neo
Jen
Ne  |HMupexc 3aronosok |Kpatiame |Cpok Komuuecrso |IIpumeyan
w/n | aena nena JIATHI XpaHeHus* |JIHCTOB ue
1 2 3 4 5 6 7

Haspanue pasynena

B mannyro onvck BHECEHO

(mudpaMu ¥ NPOMHCHIO)

c Ne o Ne , B TOM HHCTIE!

JUTEPHEIE HOMEPA:

el

TIPONTyIeHHEIE HOMepa!

HaumMmeHoBanMe qonKHOCTH

COCTABHTEIISI OITHCH foanuce

Jata

COI'ZTACOBAHO
JIMIT0, OTBETCTBEHHOE 3a BEIEHME
IEIIONPOU3BOJICTRBA B APXVIB

Ionnucs PacumpoBka IMOAMHCH
Jara

Pacrmudposka roamnucu

COI'NTACOBAHOQ **
ITporokon 3K cTpykTypHOTO
HoJpa3eNeHusa

oT

Ne

<*> I'paa omyckaeTcst B OIKCH /1€ IOCTOSHEOTO CPOKA XPAHEHNS.
<#*> [1py Hamrauu K CIpYKTYpHOro nogpasaeicHus,
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IIponomxenue [Ipmwnoxenns Ne 26

K. 16.5.1.
IMepenan nen
(I paMu B IPOIKHCEHIO)
51 PerucTpPalHOHHO-KOHTPOIBHEIX KapTO4YeK K JOKYMEHTAM.
(mudpamu 1 IPOIHCEHIO)
HaumeHoBaHHE HOMKHOCTH
COCTABUTENS OIIHCH ITonmuck Pacimdposka noanucu
ITpraan Jen
(dpaMu & TPOIHCHIO)
51 PETHCTPAIMOHHO-KOHTPOJBHBIX KapTOUEK K JOKYMEHTAM.
(b paMu 1 IPOIIHCEHEO)
JIMno, oTBETCTBEHHOE 34 BEJCHHE
JACJIONPOH3BOCTBA U apXUB Ilopmucs Pacmmdposka mojucu
Gopmar A4 (210x297 mm)

@opma onucH e CTPYKTYPHOIo MOApa3ieaeHust
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Ilpwosxerne Ne 27

k.. 16.5.1.
OI'BOY BO BI'MY Munszapasa Poccun YTBEPXJIAIO
Pextop ®I'EOY BO BI'MY
Ponpg Ne Munzapasa Poccnn
B.H. IlaBnos

OIINCE Neo Hara
JEN, IOCTOSHHOTO XpaHEHHS
3a roJ,

Ne  |Ununexkc mena |3aromosok Kpaitnue Konuuectso ITpumeuanue
/1 nena JIATHI JTHCTOB

1 2 3 4 5 6

Ha3panme pasjena

B naHHBIN pa3zen OmHucH BHECEHO e,

c Ne o Ne

(upaMu ¥ PONHCHIO)
, B TOM HuCIIE:

JTUTepHEIE HOMepa:

[POIIYIIECHHEIE HOMepa:

Jlumo, oTBeTCTBEHHOE 32 BEJcHHE
JI€TIONIPOU3BO/ICTRBA H apXUB
Harta

COI'JTACOBAHO
ITpotoxon 3K ®I'EOY BO BTMY
Munznapasa Poccuu

Jara

Ioamuce Pacmu¢poBka ogmHcH

YTBEPXJEHO

ITpoToxon DIIK YnpasneHus 1o genam
apxuBOB Pecnybnuku bamrkoprocran
Harta

Gopmar A4 (210x297 mm)

®opma onHEH eI HOCTOSTHHOrO XpaHeHHS
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[Ipunoxenue No 28

K I.m. 16.5.1.
@OI'b0OY BO BI'MY Munsapasa Poccuu YTBEPXJIAIO
Pexrop ®I'BOY BO BI'MVY
Dong No Mnunznpasa Pocenu
B.H. ITaBnoB
OITNCH Ne Hara
Hen no TMIHOMY cOCTaBy
3a rox
Ne | Munexc mema |3aromosox |Kpaiiame |Cpox Konuyectso | [IpumMeuan
I/ Jena JaTHI XpaHEHUs  |JIHCTOB ue
1 2 3 4 5 6 7
B manmneti pasjen omnucu BHeceHO Ien,
(undpaM B IPOIHUCHIO)
c Ne o Ne , B TOM YHCIIE:
NHUTEPHEIE HOMepA:
IPOIYyIIEHHLIE HOMEpa:
JIuIio, OTBETCTBEHHOE 33 BEICHHE
IENOTIPON3BOJCTBE K APXHB IToamuce Pacmmmdposka moamucu
Hara
COI''TACOBAHO COT'JIACOBAHO
IIporoxon 3K ®I'BOY BO BIMY [Iporoxon OIIK Yupasnenus 1o genam
Mumnzgpasa Poccun apxuBoB PecnnyOnuku Bamkoproctay
Hata JHata
®opmar A4 (210x297 mm)

PDopMa ONHCH A€ IO JHYHOMY COCTABY
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OI'BOY BO BI'MY Munszapasa Poccun

AKT
Ne
O BBIJIENICHUH K YHHUTOXKCHHUIO
a8pPXUBHBIX JOKYMEHTOB,
He IIOIIS/KAIIUX XPaHeHHIO

Ha ocHoBauwu

IMpunoxenue Ne 29
K .m. 19.1.

YTBEPXIAIO
Pexrop ®TBOY BO BI'MY
Munzapasa Poccuu

B.H. I1IaBnos
Hara

(H&BBaHI/IB H BBIXOOHEIC JaHHEBIC NEPCUHA NOKYMCHTOB

C YKa3aHHEM CPOKOB HX XpaHEHH)
0T06paHBI K YHHYTOXCHHIC® KaK HEC HMECHOUIHE HaquO-HCToqueCKOﬁ IIEHHOCTH H

YTpaTHBIIKE NPaKTHYECKOe 3HaueHue JOKyMeHTH! GoHna Ne

(nazpanme donmna)

Ne |3aromosok ["ompt Homep |Homep en. xp. Koma- |Cpoxu IIpumeuanue
I/ |Jerna AT OIIMCH™  (TT0 OTIHCH HEeCTBO |XpaHeHAd

TPYIIIOBOM el Xp. |H HOMepa

3aroJjI0BOK CTaTeH 1o

JOKYMEHTO MEPEUHKD

B

2 3 4 5 6 7 3

Hroro el. Xp. 3a TOJIbI.

(uwndpamu u TponHCHo)

OmnricH e NOCTOSHHOIO XpaHeHHs 3a

roas! yrBepxaeHsl 1K

YipaBleHus 00 JelaM apxeBOB PecmyGruku
Ne )

JIHI10, OTBETCTBEHHOE 34 BEICHUE
JEJIONPOU3BOJCTBA U apXUB IHoxrce
ara

COI''TACOBAHO

IIporoxon DK ®TBOY BO BI'MYVY
Munzppasa Poccun

oT Ne

BamkopTocTaH (IIPOTOKOA OT

Pacmu¢poska nognucu

<k> HpPI BEICJICHHH K YHHYTOXCHHIO AOKYMEHTOB IIPH IIOATOTOBKE ACN K [EpCAavdc apxHB

opranuszanuy rpadrl 4,5 He 3an0IHIIOTCS
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IMponpomxenue [punoxernus Ne 29
K .. 19.1.

JIOKYMEHTEHI B KOIIUIECTRE el.Xp:
- Ha GyMaKHOM HOCHTEJIE BECOM KI' cJTaHbl

Ha YHHYTOXKCHHE:

- Ha 5JJeKTPOHHOM HOCHTENEe CAAHbl Ha yHHUTOXKEHHE

(crtoco® yHHUTOXKEHHS)

HauMeHOBaHUE TODKHOCTH pabOTHHKA,

CHABIIETO JOKYMEHTHI Tlognuch  PacmmudpoBka IOAIHNCH
Jlata

HaMeHeHus B Y4E€THBIC JOKYMEHTEI BHCCCHEL

JIxno, OTBETCTBEHHOE 3a BEIECHHE

JEJIONPOM3BOJICTBA B apXHUB IMoanuce PacminpoBKa OATIHCH
Jata

®opmar A4 (210x297 mm)

(I)opma AKTa 0 BbIACJICHHH K YHHYTOXKEHHI0 aPXHBHBIX
JOKYMEHTOB, HE MOJIEKATNHX XpaHeHHIo '




