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1. OBIIME ITOJIOKEHUSA

1.1. Hactosmiee IlomokeHue o0 JOKYMEHTOOOOpPOTE W KOHTPOJIS (Hajiee — TMOJIOKCHUE)
VYupexaenus: «CanbIMOEKOB YHHBEpPCUTET» (llajiee YHHUBEPCUTET) OIpeessieT MOPSAAOK, YCIOBUSA U
TpeboBaHUs K paboTe OpraHM3alMOHHO-PACIIOPSANTENILHBIMU TOKYMEHTaMH YHHBEPCUTETa Ha OCHOBE
WHCTPYKLUH IO JETOMPOU3BOJCTBY YHUBEPCUTETA.

1.2. TlomoxxeHue ycTaHaBIMBaeT oOImMe TpeOoBaHUS K (QYHKIMOHUPOBAHUIO CIIYXKO
JOKYMEHTAIIMOHHOTO 00€CIEeUYEeHUs YIPABICHHUS, JOKyMEHTUPOBAHUIO YIPABICHYECKON AESITENbHOCTH U
OpraHu3aluy paboThl ¢ JOKYMEHTaMHU B YHHUBEPCUTETE.

1.3. TlonoxxeHue pacmpoCTpaHUTCS Ha OPraHU3aAIMI0 Pa0OTHl HE3ABHCUMO OT BHJOB HOCHUTENS U
croco0oB mepemadn HMHGOPMALUH, B TOM 4YHCIE C DJIEKTPOHHBIMU JOKYMEHTAMH, BKJIIOYAs HX
NOATrOTOBKY, PETUCTPALUI0, Y4YeT W KOHTPOJIb HCIOJHEHHUS, OCYIIECTBISEMbIE C IOMOLIBIO
ABTOMATH3UPOBAHHBIX TEXHOJIOTHH.

1.5. JlokyMeHTallMOHHOE OOecTieueHre YIpaBIeHYeCKON esTeIbHOCTH YHUBEPCUTETA, KOHTPOJIb
32 BEICHHMEM JEIONPOM3BOJACTBA B CTPYKTYPHBIX MNOIPA3ACICHHUAX, METOAMYECKOE PYKOBOICTBO U
oOydeHHe paOOTHUKOB OCHOBaM pa0OThl ¢ JOKyMeHTamu Bozjaraiorcs Ha Jlemaprament HR u
nenonpousBojactea (nanee —/lenaprament HRu/l).

1.6. OTBETCTBEHHOCTh 32 OPTaHHM3AIHIO JETONPOU3BOACTBA, COOIIOJEHHE YCTaHOBICHHBIX
NPaBWJ, CPOKOB HCIIOJIHEHHMS M TNOpAAKa paboTbl ¢ JOKYMEHTaMHM B CTPYKTYPHBIX IOIPa3IENICHHIX
BO3JIaraeTcsl Ha UX pykoBoauTeneil. Cekperapu CTPYKTYPHBIX TOJAPAa3leICHU WM WHbIE paOOTHHKH,
Ha3HayaeMble PYKOBOAMTEIISIMH IIOJPA3JEC/ICHMH B KaueCTBE OTBETCTBEHHBIX 3a JIEJIONPOU3BOJICTBO,
o0ecrneuynBaoT y4eT JOKyMEHTOB, IPOXOXKICHHE JOKYMEHTOB B YCTAaHOBJIGHHBIE CPOKHU, OCYIIECTBIISIOT
03HaKOMJICHHE PAa0OTHHKOB C HOPMATUBHBIMHU U METOJTMUECKUMH JOKYMEHTAMU T10 JIEJIONPOU3BO/ICTRY.

1.7. Beinonnenue TpeOOBaHWI HACTOSILETO TOJOXKEHUS SBISETCS 00SM3aTEIbHBIM ISl KAXKIO0T0
paOoTHuKa yHHMBepcuTeTa. PabOTHMKM YHHBEpCHTETa HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTH 3a
BBITIOJIHEHHE TPeOOBaHUM MOJOXKEHHUS, CBOEBPEMEHHOE PACCMOTPEHHE U HMCIIOJHEHUE JOKYMEHTOB, MX
npaBUIIbHOE 0(hOPMIIEHHE U COXPAHHOCTb.

1.8. Opranmzauuio pabOTBl ¢ IOKYMEHTaMHM, COACPXKAIIMMH HH(POPMAIMIO OTPaHUYEHHOTO
nmoctyna (¢ rpudoM «CEeKPEeTHO», «UIS CITyKeOHOTO MOJBE30BaHU»), ocymiecTBisieT Jenaprament HR u
JIEJIOTIPON3BOJICTBA IO COTJIACOBAHMIO C PEKTOPOM YHHBEPCHTETA.

1.9. TpebGoBanus TNOJOXKEHUs K paboTe C OyXranTepckoil, Hay4YHO-TEXHHUUYECKOW M Jpyrou
CHEUMAIBHONW JOKyMEHTAlMeH paclpoCTPaHAIOTCS JIMIIb B YacTH OOIIMX NMPHHLUMUIIOB pabOThHl C HEH, a
TaKXe MOJrOTOBKH JIOKYMEHTOB K Tiepeiade B apXHB YHUBEPCUTETA.

1.10. Ilepemaua ciay>KeOHbIX JOKYMEHTOB M MX KOIHH CTOPOHHMM OpPraHU3aIUsaM, a TaKKe
nyOJIMKaysl UX B MEYaTH JOIMYCKAeTCs TOJBKO C paspelieHus NPe3uIeHTa WM PEeKTOpa yHHBEPCUTETa
WA COOTBETCTBYIOIIETO ITPOPEKTOPA, IO COrJIACOBAHUIO C PEKTOPOM.

1.11. B nepuo1 BpEeMEHHOI'0 OTCYTCTBHSI pa0OTHUKA, a TAKXKE YBOJBHEHUS, NIEPEBOIa HA JIPYTYIO
paboTy WM mepeMelleHrs] MMEIoUMecs y Hero B paboTe JOKYMEHTBHl MO YKa3aHUIO PYKOBOIMTEJS
CTPYKTYPHOTO TIOApa3AeICHHUS MePEeJaoTCs APYroMy paOOTHHKY.

1.12. JlomkHOCTHBIE OOSI3aHHOCTH pPa0OTHHUKOB, OTBEUAIOIIMX 3a JIENONPOU3BOJCTBO B
MOJPa3JIeNICHUSX YHUBEPCUTETa, PETJIAMEHTUPYIOTCS JIOJDKHOCTHBIMH HMHCTPYKIMsMH. Hapymienne
TpeOOBaHUI TaHHOW MHCTPYKUUH BJIC€YET AUCUUILTMHAPHYIO OTBETCTBEHHOCTh PaOOTHUKA YHUBEPCHUTETA,
JIOITyCTHUBIIIETO TaKOE HapyIICHHE.

1.13. TlpaBom moxanmucH B YHUBEPCUTETE MOTYT OOJNAAaTh PYKOBOJUTEIH CTPYKTYPHBIX
NoJpa3aeNieHUH ¥ MIPOPEKTOPHI, COTIACHO MX JTOJHDKHOCTHBIM HHCTPYKIIHSM.

1.14. Pexktop mMeeT mpaBO MOANUCH W BU3UPOBAHUS JOKYMEHTOB IO OCHOBHOW y4eOHOMH
JIeSITeIbHOCTH YHUBEPCUTETA, B TOM YHCJIE U PEIICHHs 10 HAYYHO-HUCCIIEIOBATEILCKON JEITEIbHOCTH U
npodeccopcKo-IPenoaaBaTeIbCKOMYy COCTaBY.

1.15. Ilpe3uneHT MOANMUCHIBAET M BH3UPYET JOKYMEHTHI 110 OCHOBHOW AEATENILHOCTH B YacTH
aJIMAHUCTPATUBHOTO YIpaBJICHUs, (UHAHCOBO-DKOHOMHYECKON JIESATETHbHOCTH YHUBEPCHUTETZ, B TOM
YHCJIe U PEeLIeHHs 10 aAMUHUCTPAaTUBHO-YIIPaBICHYECKOMY IIEPCOHATY.

2. OCHOBHBIE NOHATHUSA

B nonoxeHnu uenoab3yIoTCs CIeAYIOMe OCHOBHBIE TTIOHATHS:
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aBTOP JTOKYMEHTa — JIUIO (OpraHu3aIus, JOJDKHOCTHOE JIMIO, (PU3UYECKOE JIUII0), CO3/IaBIICe

JIOKYMEHT;
apXUBOXPaHWINIE — TIOMEIICHHE YHUBEPCUTETa, TPEJAHA3HAUYCHHOE I IOCTOSHHOTO,
BpeMeHHOTO (cBbIe 10 51eT) XpaHeHus JOKYMEHTOB U apXUBOB I10 TMYHOMY COCTaBY;
0JlTaHK JOKYMEHTa — JIMCT OyMard WU D3JEKTPOHHBIM Ia0JOH C PEKBU3UTAMH,

UACHTU(OUIUPYIOUINMHE aBTOpa O(PUIIMATBHOTO TOKYMEHTa;

BUJ JOKYMEHTA — KJIACCH(HUKAIIMIOHHOE TIOHATHE, 0003HAYAOIIee PUHAIEKHOCTh JOKYMEHTa
K OTIpeJIeIEHHOH Ipymiie TOKYMEHTOB 0 MPU3HAKY OOMIHOCTH (PYHKIMOHATHLHOTO Ha3HAUCHMUS;

BU3a — PEKBU3UT, (QUKCUPYIOUIMHA COrjacMe WIM HECOrJIachue JMJOJDKHOCTHOTO JIMIa C
CoZlep’KaHNEM JIOKYMEHTA;

AeJI0 — TOKYMEHT MJIM COBOKYITHOCTH JOKYMEHTOB, OTHOCSIIMXCS K OAHOPOAHOMY BOIPOCY WMITU
YYaCTKY ACATENLHOCTH, TIOMEIEHHBIX B OTACIBEHYIO 00JIOKKY;

JeJI0MPOU3BOJICTBO — JIEATEILHOCTD, 00ECIIEYNBAIOIIAs JOKYMEHTHPOBAHHUE, TOKYMEHTOO0OPOT,
oTepaTHBHOE XPaHEHUE U UCIIOF30BaHUE IOKYMEHTOB;

AOKYMEHT — 3a()MKCUpOBaHHAs Ha HOCHTEJIE MHPOpMAIHI C PEKBU3UTAMU, MTO3BOJISIOIIUME €e
UACHTU(OUINPOBATE;

JOKYMEHTHPOBaHHe — 3aCh HH(OPMAITH Ha HOCHUTEIE TI0 yCTAHOBICHHBIM IIPaBUJIaM;

AOKYMEHTO00OPOT — JBI)KEHHE JOKYMEHTOB B OpraHM3allUd C MOMEHTa UX CO3JaHMsS WU
MOJIy4YCHUA N0 3aBCPUICHUA UCIIOJIHCHUS NN OTIIPABKU;

3aBepeHHasl KONHs JOKYMEHTAa — KOMHA [IOKyMEHTa, Ha KOTOPOH B COOTBETCTBUHU c
YCTAaHOBJICHHBIM IOPAAKOM ITPOCTABIAIOT PEKBU3UTHI, O6CCHC‘II/IB3IOHII/IC €€ IOPUANYCCKYIO 3HAYUMOCTD,

UCTIOJITHUTEIb — pa0OTHUK YHUBEPCUTETA, BHITOIHSIIOMNI paboTy MO MOPYYEHHIO MPOPEKTOPOB
YHUBEPCUTETA, PEKTOPA, IPE3UICHTA;

KOMHUSA JOKYMEHTAa — DK3eMIUIp JOKYMEHTa, IOJHOCTHIO BOCIPOM3BOISAIINN HH(OPMAIUIO
IOJUITMHHUKA IOKYMEHTA,

HOMEHKJIaTypa AeJ — CHCTEMaTH3UPOBAaHHBINH MEpedeHb 3aroJIOBKOB NI, CO3/1aBaéMbIX B
OpraHM3allld, C YKa3aHHEM CPOKOB MX XPaHEHUS;

oOpameHue (PU3MYECKOr0 JHLIA — IMHUCHMEHHBIE MPEIJIOKCHUS, 3asSBICHUS WIH KAIOOBI, a
TaKXe yCTHbIE oOpaleHnst GU3NUECKUX JIUII;

odopmiieHHe ej1a — TIOJTOTOBKA JeNla K Tiepeiade Ha apXMBHOE XpaHeHHE,

odopmiIeHNEe TOKYMEHTA — [TPOCTaBJICHNE Ha JOKYMEHTEe HEOOXOIUMBIX PEKBU3HTOB;

00beM JAOKYMEHT0000pOoTa — KOJIMYECTBO JOKYMEHTOB, IOCTYMHUBIIMX B OpraHU3allUI0 H
CO3/IaHHBIX €10 32 OIPE/IEIIEHHBIA IEPUOI;

OTBETCTBEHHBII 32 1eJIONMPOU3BOACTBO — JIMIIO, OTBETCTBEHHOE 32 BEJEHHE JETIOMPONU3BOICTBA
B CTPYKTYpPHOM IOJIpa3AeIeHHH;

opopmiieHHe [OKYMEHTAa — I[IPOCTABJICHUE HEOOXOIMMBIX PEKBH3UTOB, YCTaHOBJICHHBIX
MIpaBUJIaMH IOKYMEHTHPOBaHYS;

NOJJUHHBIH TOKYMEHT — JOKYMEHT, CBEJeHHs 00 aBTope, BPEMEHH M MECTe CO3J[aHuUs
KOTOpOro, coacpXamuecsds B CaMOM JOKYMCHTEC MWW BBIABJICHHBIC HWHBIM IIYTEM, IMOATBCPKIAIOT
JIOCTOBEPHOCTD €r0 IPOUCXOKACHHUS;

perucrpanusi J0KyMeHTa — IPUCBOCHHUE JOKYMEHTY PErHCTPAllHOHHOTO HOMEpAa W BHECEHHE
JAHHBIX O IOKyMEHTE B PErHCTPAlMOHHO-YUYETHYIO (GopMYy;

PEKBU3HUT TOKYMEHTA — 3JIEMEHT 0()OpMIICHHS JOKYMEHTa;

CTPYKTYPHBIE MOAPa3AedeHUs — YIIPABIEHUS, OTEIIbI, JICTIAPTAMEHTBI, CITy)KObl YHUBEPCHUTETA;

yHuunupoBanHas ¢opmMa J0KyMeHTa — COBOKYITHOCTh PEKBH3UTOB U THUIIOBBIX (P)ParMEHTOB
TEKCTa JOKYMCHTA, YCTAaHOBJICHHBIX B COOTBECTCTBHU C pE€UIaCMbBIMH B HaHHOP’I C(bepe JACATCIIBHOCTU
3aJa4aMH U PaclloJIOKEHHBIX B ONPEACICHHOM HOPSAIKE Ha HOCUTENE HH(OpMalny;

¢dopmupoBanue gesa — rpynnupoBKa HUCIOJHEHHBIX JIOKYMEHTOB B JIEJIO B COOTBETCTBHM C
HOMCHKHaTypOI\/’I JCI 1 UX CUCTEMaTU3alusa BHYTpU J€J1a,

OpuAMYecKasi CHJIa JTOKYMeHTa — CBOWCTBO O(MIIMAJIBHOTO JOKYMEHTa BBI3bIBATH IIPABOBBIE
MOCIIEACTBUS;

JJIeKTPOHHAsI MOAMUCh — WUWHQOpManuss B OJIEKTPOHHOH ¢opMe, MNPHUCOCTUHEHHAs K
9JIEKTPOHHOMY JIOKYMEHTY WJIM WHBIM 00pa3oM CBsI3aHHAs C HUM H ITO3BOJISIOINAS MACHTHQUIUPOBATH
JIUII0, OAMKCABIIEE SIEKTPOHHBIN TOKYMEHT;
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3J1eKTPOHHBI JOKYMEHT — JOKYMEHT, MH(pOpPMAalUs KOTOPOro MpeAcTaBiecHa B
3JIEKTPOHHOH (hopMme;

IKCMEePTH3a LEHHOCTH JOKYMEHTOB — H3y4YCHHE JOKYMEHTOB Ha OCHOBAHHUHM KPUTEPHUEB HX
[IEHHOCTH JUTS OTIPE/ICNICHHS] CPOKOB XPAHEHHUS TOKYMEHTOB.

3. IOKYMEHTUPOBAHUE YIIPABJEHUYECKOMH JESTEJIBHOCTH

3.1. O6uue TpedoBaHus K 0)OPMIIEHUIO TOKYMEHTOB

3.1.1. IIpu cocTtaBneHnu u 0oPOPMIIEHHH JTOKYMEHTOB HEOOXOAMMO COOIOIATh P TPeOOBaHMIA
W TpaBWi, OOECHNEUMBAIOIINX IOPUANYECKYIO CHIIy JOKYMEHTOB, CIOCOOCTBYIOIIMX OIEPATHBHOMY
WCIIOJIHEHHIO JOKYMEHTOB M UX MOCIEAYIOIEMY UCTIOb30BaHUIO.

3.1.2. B nensax 3¢ eKTHBHOTO MCIOIB30BaHUS KOMITBIOTEPHOW TEXHHKH, TIOBBIIIICHUS KauecTBa
YIpaBJIEHYECKUX JOKYMEHTOB B YHHBEPCUTETE YCTaHABIMBAIOTCS CIWHbIC TpaBWja IOATOTOBKH U
0oQopMIIeHHUS TOKYMEHTOB.

3.1.3. CocraBnenue U oQopMIleHHE AOKYMEHTOB IPEIoiaraeT HAIMYUE B HUX OIPENEICHHBIX
pekBr3nToB. CoCTaB W TOPSIOK PACIOJIOKEHUS PEKBU3UTOB YCTAaHABIMBAIOTCS JIEHCTBYIOIIMMHU
I'OCTamu.

3.1.4. Ilpu ohopmneHnH JOKYMEHTOB UCTIOIB3YIOTCS CIEIYIOIINE PEKBU3UTHL

03 — »mOnemMa yHUBEPCUTETA;

08 — HanMeHOBaHNE YHUBEPCHTETA;

09 — cripaBouHbIe 1aHHBIE 00 YHUBEpCUTETE (Ha OJIaHKAX THCEM);

10 — HanMeHoBaHNE BHUA IOKYMEHTA;

11 — nara TOKyMEHTa;

12 — peructpalnOHHBIN HOMEP JOKYMEHTA,

13 — cchpiIKa Ha PErHCTPAlMOHHBIH HOMEp U aTy JOKYMEHTa;

14 — mecTO cocTaBiIeHUs WK U3AHUS TOKYMEHTA,;

15 — angpecar;

16 — rpud yTBepKIeHHUS JOKYMEHTA;

17 — pe3omrorus;

18 — 3aro0BOK K TEKCTY;

19 — oTMeTKa O KOHTPOJIE;

20 — TEeKCT TOKyMEHTa;

21 — oTMeTKa O HATMYUH MIPUIIOKEHUS;

22 — MOJIINCH;

23 — rpud coriacoBaHus JOKYMEHTA,

24 — BU3BI COTIIACOBAHMUS JOKYMEHTA,;

25 — OTTHUCK IeYaTH;

26 — oTMETKa O 3aBEpEHHH KOIINY;

27 — oTMeTKa 00 UCIIOJHUTEIE;

28 — oTMeTKa 00 UCIOIHCHUY JIOKYMEHTA M HAIIPaBJICHUH €0 B JIEJI0;

29 — oTMeTKa O TIOCTYIUICHHHU JIOKYMEHTA B YHUBEPCHUTET;

30 — uaeHTUUKATOP HISKTPOHHON KOMKHU TOKYMEHTA.

3.1.5. VYmpaBneHuecKHe JOKYMEHTHI, NOATOTOBJICHHbIE B CTPYKTYPHBIX IOJIpa3IeIeHHUsIX
YHHBEPCUTETA, JIOJDKHBI ObITh KPATKHMH, SICHBIMH TIO COJIEPXKAHUIO, BCECTOPOHHE OOOCHOBAHHBIMU,
OTPENAaKTUPOBAaHHBIMM W TPH HEOOXOOUMOCTH COIJIACOBAHHBIMH C JOJDKHOCTHBIMH  JIMIIAMH
NoJpa3eNieHnld, B KOMIETEHIMIO KOTOPBIX BXOAAT BOIIPOCHI, 3aTparuBacMble JOKYMEHTOM. TeKcT
JOKYMEHTa HE JIOJDKEH JIONMYCKAaTh PAa3IMYHBIX TOJKOBAaHHW W TPOTUBOPEUUTH JICHCTBYIOMIEMY
3aKOHOJIATENbCTRY.

3.2. B1aHKH 1OKYMEHTOB

3.2.1. JInst u3roToBiIeHNS JOKYMEHTOB B YHUBEPCUTETE MCIIONB3YIOTCA CIEAYIOIe OIaHKu:

- OnaHK cimy»eOHOM 3amucky (puioxenue 1);

- OJ1aHK OOBSCHUTENBHON 3alMCKH (TIPHIIOKEHHUE 2);

- OJ1aHK TIpoTOKOIMa (TIpUIOKeHue 3);

- ONaHK TIOJNIOKEHUS N0 OCHOBHOW JICSATENFHOCTH YHHBEPCHTETa, YTBEPKICHHE KOTOPOTO
OTHECEHO K KOMIIETCHIIMH YICHOTO COBETa YHUBEPCUTETA (TIPUIIOKEHUE 4);

- OJTaHK «IIPECTaBIICHUEY (PUIIOKEHUE 5);
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3.2.2. bnaHKu TOKYMEHTOB M3rOTaBIMBAIOTCs Ha Oymare gopmarta A4 (210x297 Mm) u
JOJKHBI UMETH TIOJIS:

- neBoe — 20 MM;

- mpaBoe — 10 mm;

- BepxHee — 20 Mm;

- HxHee — 20 MM.

YroTpebiaeHue 0JaHKOB MTPOU3BOJIBLHOMN (OPMEI HE pa3periacTcs.

3.2.3. BHyTpeHHHE JOKYMEHTHl YHHBEPCHTETa — WH(POPMALUOHHO-CIIPABOYHBIC, ILIaHOBEIE,
OTYETHBIC U Jp. — U3TOTABIMBAIOTCS HA OCHOBE KOMIBIOTEPHBIX MIA0JIOHOB C COOJIOZCHHEM TpeOOBaHUH
K 0(hOPMIICHHIO PEKBU3UTOB (pazmen 3.3).

3.2.4. bnanku, mnpUMEHAEMBbIE B YHUBEPCUTETE, pa3MeUIaloTCs Ha OQHUIUAILHOM caiTe
yHHBepcuTeTa B pasaene «OdunuanbHble JOKYMEHTHI. [lenonpon3BoIcTBOY.

3.3. O¢gopmiieHne peKBU3UTOB JOKYMEHTOB

3.3.1. DOmbmema —  CHUMBOIMYECKOe  Tpaduueckoe  H300paKEHHE  OpraHU3aIlHw,
3aperuCTPUPOBAHHOE B YCTAHOBJICHHOM Topsike. Omoiaema CY pasMerniaercst Ha OlaHKax yHUBEPCUTETa
HajJ HauMeHoBaHHeM CVY.

3.3.2. HanMeHOBaHWE YHUBEPCUTETA, HCIIOIb3yeMOe B O(PHUIIHAIbHBIX OJIaHKaX, BKIIFOYAET:

- COKpallleHHOE HaMEHOBAaHHE yUpenuTeNlsd YHUBEPCUTETA;

- MOJTHOE O(UIMATbHOE HAMMEHOBAaHNE YHUBEPCUTETA B COOTBETCTBHH C ycTaBoM CVY;

- COKpalleHHOe opHIMaTbHOEe HAMMEHOBAaHUE YHUBEPCUTETAa B COOTBETCTBUH C ycTaBoM CVY.

3.3.3. CnpaBouHble JaHHbIC 00 YHMBEPCUTETC — PEKBHU3WTHI, BXOJAIINEC B COCTaB PECKBU3UTOB
OnaHKa MHUChbMAa W COJACPIKAIME CBEJCHUS, HEOOXOAWMBIE ISl OCYIICCTBICHHS WH(POPMAIUOHHOTO
oOMeHa MeXAy OpraHM3allisIMHA: IOYTOBBIN ajpec yHHMBEpcuTeTa, HOMep TenedoHa, (akca, aapec
3JIEKTPOHHOM MOYTHI, UHTEPHET-apec.

[TouToBBIi anpec yHUBEpCUTETa YKa3bIBACTCSA B IOCIEN0BATEIHHOCTH, YCTAHOBIEHHOW 3aKOHOM
KP «O moutoBoii cBA3m».

3.3.4. HaumenoBanue Buma mokymenta (IIPUKA3, [IPOTOKOJI, AKT), yka3siBaeTcs BO BCeX
JIOKyMEHTaX, KpOME IHCEM, B COOTBETCTBMM C COAEpKAaHMEM M Ha3Haue€HHEeM JOKyMEHTa: IpHKa3,
MIPOTOKOJI, CIIpaBKa, JOKJIangHas 3amucka. He momyckaercss MCHONb30BaHME B KadecTBE HAUMEHOBAaHUS
BUJIa JOKYMEHTA CJIOBa «MEPONPUATHS», «MH(OpMALsD), «CBEACHUS» U IP.

B nenoBoii mepenucke HAMMEHOBAaHME BHJA M Pa3HOBUAHOCTH MHChbMa (FapaHTHHHOE MUCHMO,
COTIPOBOJUTENHHOE MHUCHMO JIp.) HE YKa3bIBAETCs.

3.3.5. [laroifi noKyMmeHTa SBISETCS JaTa €ro IOMNMCAHUS WM YTBEPXKAEHHS, Jara ero
peructpauuu. J1aToil pOTOKOJIOB U aKTOB SIBJISIETCS 1aTa COOBITHSA (3aceqaHusl, IPOBEPKU U IIp.).

Hara mokymeHTa o(OpMIISIETCS CIEAYIOIUM CIOCOOOM, MPelyCMOTPEHHBIM TOCYIapCTBEHHBIM
CTaHIapTOM:

- apaOCckuMH udpamMu B IOCIEA0BATEIBHOCTH: I€Hb MECSLIA, MECSL, TO/I.

Hampumep: 05.04.2020.

B Tekcrax JIOKyMEHTOB, COJEpXKAIlUX CBEJCHHS (QUHAHCOBOTO XapakTepa, NPUMEHSEeTCs
cioBecHO-1UGPoBoii crtocob: 05 anpens 2020 roga.

[Ipu pabote ¢ TOKyMEHTaMH TaTHPYIOTCS BCE CIIy>KEOHbIE OTMETKH Ha IOKYMEHTE, OTpaKalolIne
MPOLEAYPY ABMKEHHUS TOKYMEHTA B XOJ€ €ro MOJITOTOBKH M WCIONHEHHS: PE3OJIOINH, BU3bI, OTMETKA O
MOCTYIUIGHUM JOKYMEHTa B YHHMBEPCHUTET, OTMETKAa O 3aBEPEHUH KOIHMH, OTMETKa 00 HCIIOJHEHUH
JOKYMEHTa M HalpaBJICHUU €ro B AEJO.

3.3.6. PerucrpanuoHHBIi HOMEp JOKyMeHTa — HH(pPOBOe WM OyKBEHHOE OO0O3HAYCHHE,
MPHCBaNBaeMOe JTOKYMEHTY NpH €ro perucrpauuu. Permcrparust JOKyMeHTa MPOBOAMUTCS TIOCIE €ro
NOJNHUCAHMS WM yTBepKAeHUs. Hannune Ha TOKyMEHTEe perucTpallMOHHOTO HOMEPa CBHUIIETENBCTBYET O
TOM, YTO 3TOT JOKYMEHT BKJIFOUEH B JIOKyMEHTOOOOPOT YHUBEPCHUTETA.

IIpy nDocTymueHMM DOCTyNArOLIEd B YHUBEPCUTET M OTIPABISIEMOM  YHUBEPCUTETOM
KOPPECMOHACHIUH PErUCTPallMOHHBIE HOMEPA MPOCTABIISAIOTCS B MIpeesiaX KaleHAapHOro roaa

He pomyckaercs OTHpaBisTh KOPPECIIOHAEHTAM NHCbMa, HE HWMEIONINE PErHCTPAllMOHHOTO
HOMepa U JIaThl.

3.3.7. Ccpulka Ha PETHCTPAIMOHHBIA HOMEp M ATy 3arojHSASTCA B CIydae, €CIH ITHCHMO
ABJISIETCSL OTBETOM Ha MOCTYNHBIUMHA JOKyMEHT. CBEIeHHSI O MOCTYIMHMBIIEM JOKYMEHTE YKa3bIBalOTCS B
OTMETKE, BXOAALIEH B COCTaB PEKBU3UTOB OJIaHKa MTUCHhMA!
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Hamare 3Toro pexkBU3HTa HCKIIIOYAST HEOOXOMUMOCTh YIIOMUHAHUS B TEKCTE JOKyMEHTA aThl U
HOMepa MOCTYIHBIIETO JOKYMEHTA.

3.3.8. Mecto cocraBieHus WIM W3JaHUS JTOKYMEHTa YKa3blBaeTcsi B OJaHKaxX JOKYMEHTOB
YHHUBEPCUTETA, 32 HCKITIOYCHNEM OJIAHKOB MTHCEM.

3.3.9. JlokymeHT MoxeT OBITh aIpecoBaH OJHOW WM HECKOIbKHM OpTraHU3aIsiM,
CTPYKTYPHOMY TOJPa3JeNICHHIO, JODKHOCTHOMY JIUIly, TPYIIE OpraHu3aluii Wid JOJKHOCTHBIX JIMIL,
KOHKPETHOMY PaOOTHHKY, (PU3NYECKOMY JTUITY.

[Tpn HanpaBiIeHUH JOKYMEHTa B OPTaHU3AIMIO HIIH €€ CTPYKTYPHOE TO/Ipa3/ieJICHIe YKa3bIBaeTC s
nojgHoe (WIM COKpalleHHOE) HaWMCHOBAHWE OpPTraHW3allMd WM OpraHW3allid U CTPYKTYPHOTO
noJpa3eNicHus] B IMEHUTEIBHOM MaiexKe:

MunuctepcTBo 00pa3oBanus U Hayku Keipreizckoit Pecryonmku
Nnn
Otnen nuueHsnpoBanusi MuHucTepcTBa 00pa30BaHUs U HAYKH

IIpu agpecoBaHuU JOKYMEHTA PYKOBOJUTEI OpraHU3allid HAMMEHOBAHUE OpraHU3alui BXOIUT
B HaWMEHOBAaHHE JOJDKHOCTH ajpecarta. MHWIMANbl cTaBsATcsa mociie (GaMuimu ¢ mpoOeinoM Kak Ipu
aJIpeCOBaHMU JTOJDKHOCTHOMY, TaK U (QU3MUYECKOMY JIULLY.

I'enepanbHOMY JUPEKTOPY
0OcOO0 «Xen3 I'pynm»
Gamunus 1.0.

Ctpoku pekBu3uTa «AnpecaTy IOMyCKaeTCs IEHTPUPOBATH OTHOCUTEIBHO CaMOW IMHHOU
CTPOKH:

I'enepanbHOMY TUPEKTOPY
3A0 «Cema»
Oamumus 1.0.

[Ipu ampecoBaHuM TOKyMEHTa TPYIIE OJHOPOJHBIX OpraHW3allid WU TOpa3/IeieHni aapecaT
YKa3bIBaeTcsi 0000IIEeHHO:

PykoBoauTensm ¢unuanos
AO «Kypym»

[Ipu anpecoBaHUM BHYTPEHHUX TOKYMEHTOB (OOBSICHUTENbHAS, TOKJIAIHAS, CITyKeOHAas! 3aITMCKH)
YKa3bIBAETCsl JIOJDKHOCTh, HAa3BaHUE CTPYKTYPHOIO TMOApA3JCIiCHUs, WHHIMAIBI, (aMUIns JIUIa,
KOTOPOMY HAIpaBIISETCS JOKYMEHT:

Havansnuky Jlenapramenra
pa3BUTHUS U KauecTBa 00pa30BaHUs
Oamumus 1.0.
B cocraB pekBusutra «Azapecar» MOXKET BXOAUTH MOYTOBBIM anpec. I[louyToBwlil aapec
YKa3bIBa€TCsI 10 TOCIEA0BATEILHOCTH, MTeYaTaeTCs TEM XKe MPUPTOM, YTO M HAUMEHOBaHHUE ajpecara;

.- HaMMEHOBaHHWE ajpecara (HANMECHOBAHHWE OPTAHHW3AIMU — IOPHIAWYECKOTO JINIA WIIA WMS,
OTYECTBO, (haMIIIUs, PU3NIECKOTO JIUIIA);

- Ha3BaHHE YJUIBI, HOMEP JJ0Ma, HOMEp KBapTupbl/oduca;

- Ha3BaHWE HACEJICHHOTO IyHKTa (TOpoja, IMoceKa U T.11.);

- Ha3BaHUE 00JIaCTH, TOPOIA;

- cTpaHa (s MeXKAYHAPOIHBIX TTOYTOBBIX OTIIPABJICHUH ), TOYTOBBIN MHJIEKC.

Taxoke yka3pIBaeTcs aapec MoxydaTelis B IEJI0BBIX MHUChMax:

bumikekckuil rocy1apCcTBEHHBINA
yHusepcuteT uM. K. Kapacaesa,

r.bunikek, 720044,
npocnekT Y. AiitmaTosa, 27

[Tpu HampaBiieHUN TOKYMEHTa (PU3UICCKOMY JIUITY aipec OPOPMIISIOT CIIEIYIOIIUM 00pa3oM:
dammmug 1.0.
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yi. MonogaexHas, 1. 15, kB. 5,
r. bumkexk, 720054

[TouToBBIil agpec MOXKET HE YKa3bIBAThCS IMPH HANPABICHWH JOKYMEHTa B OpraHbl BIACTH H
YIpaBIICHYSI, TOCTOSHHBIM KOPPECIIOHICHTAaM, B TIO/[BEIOMCTBESHHbBIE OPraHU3aIUH.

Crpoku pekBu3NTa «ANpecary» BEIPAaBHHUBAIOTCA TI0 JIEBOMY Kparo. [Ipu 3TOM mepeHoCH clioB He
JIOTTYCKAIOTCS, IPEUIOTH ¥ COO3BI MHMIYTCS C Hadaia ciexyromeid crpokn. Camasi ITUHHAS CTPOKa B
PEKBU3HTE «AJIpecaTy He JIOJDKHA MPEBBIIIATh 6-7 CM.

B omHOM mmchMe MOXeT ObITH 10 4YeThipex anapecatoB. CIIOBO «KOIHUs» TeEpe]] BTOPHIM H
MOCTIEAYIOINMH aJpecaTaMy He TIPOCTABISETCA.

3.3.10. I'pud yTBepxkACHUS JOKYMEHTa MPOCTABISAETCS HA JIOKAIBHBIX JIOKyMEHTax (yCTaBhI,
TMIOJIOKEHUS, TIPaBUIIa, HHCTPYKIIMH, IITATHBIC PACIMCAHUs), TUIAHAX, OTYETaX, HEKOTOPBIX BHJIAX aKTOB,
MIPOTOKOJIOB U HEKOTOPBIX APYTUX AOKYMEHTAX.

JIOKYMEHT MOXET YTBEPXKAAThCA MPE3UACHTOM HW/WIM PEKTOPOM YHUBEPCHTETA, PEIICHUEM
YYEHOTO COBETa YHUBEPCUTETA, PACIOPSIUTCIBHBIM JOKYMEHTOM (IIpHKa3oM, pacropsbkerueM). ['pud
YTBEPKACHUS TOKYMEHTa pa3MEIIaoT B MPABOM BEPXHEM YTy YTBEP)KIAEMOTO TOKYMEHTa M TedaTaroT
OT TpaHMIBl BEpXHEro Tois ©Oe3 KaBpluek mponucHbeIME OykBamu. CnoBo «YTBEPX/IEH»
(«YTBEPXIEHA», « YTBEPXKIEHO» unu «YTBEPXKJIEHbBI») oTaenseTcst OT MOCISAYIONIMX CTPOK
pekBu3uTa 1,5 MEKCTPOYHOTO HWHTEpBANA, OCTAIBHBIE CTPOKM PEKBH3UTA IedaTaloTcs uepes |
MEKCTPOYHBIA UHTEPBAI.

[lpu yTBepKJCHUM JOKYMEHTa OJDKHOCTHBIM JIMIIOM TpU( ITOKEH COCTOSATh U3  CJIOBA
«YTBEPXIAK», nanMmeHoBaHUS AOHKHOCTU JIMIA, YTBEPXKAAIOIIETO JOKYMEHT, B UMEHUTEIHHOM
nmajexe, €ro TIOANKCH, WHUIMANOB, (aMWIAW, IaThl YTBEPXKACHWSA. 3aroToBKa JaThl COCTOHUT W3
CIUTONIHOM YepTHI IJIs HANIMCAHUS JHA M MecsIa, HalleYaTaHHOTO COYETaHHS (P ro/la U CII0Ba «TO/Ia»
0e3 CoKpaIleHusl.

YTBEPXKX/IAIO

Pexrop Yupexnenus
[onmucey Wuunmansl, pamunms
2019 roxa

[Ipu yTBepkIeHWU MOKYMEHTa TMPHUKA30M, PACIIOPSKEHHEM, IPOTOKOJIIOM Tpu() yTBEpPKIESHUS
coctout u3 cioBa « YTBEPXKIEH» («YTBEPXJIEHA», « YTBEPXXKJIEHO» i «YTBEPXXIEHBI»),
HAUMCHOBAHUS YTBEPXKJIAIOIIET0 JIOKYMEHTA B TBOPUTEIBHOM Tajiexke, €ro JaThl, O()OpMIICHHOMH
CJIOBECHO-ITU(POBBIM CIIOCOOOM, M HOMEpa.

(Uucmpyrxyus)
YTBEPXJEHA

MPUKa30M PeKTopa
ot 01 centsiopst 2019 roga Ne 35

(Ilonooicenue)
YTBEPXIEHO
MIPUKA30M PEKTOPa
ot 01 centsiopst 2020 roga Ne 35

3.3.11. Pe3omionusi COOEp>KUT MOPYUYEHHUS MPE3UICHTA, PEKTOpa (IPOPEKTOPOB) MO HCIIOTHEHUIO
JOKYMEHTa, B KOTOPOM OIPENEIISIOTCS MoApa3eNieHnss 1 paOOTHUKH, OTBETCTBEHHBIE 3a BBHINOJIHEHNE
JOKyMEHTA, XapaKTep U CPOKU O(OPMIICHHS.

Pesomronmst oopmisiercss Ha CBOOOJHOM MecTe B 3arojIOBOYHOM YacTH JOKyMEHTa WJIM Ha
OTAenpHOM JHcTe. Pesomronmsa BKiIoyaeT (GaMmwivio M WHHULWAIB MCIOMHUTENS (MCHOJIHUTENEH),
cofiepKaHue MOPYUCHHUS, CPOK UCTIOTHEHHS, TIOIIHCH U J1aTy:
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damums 1.0.
[Ipoury noaAroToBUTE IPOEKT JOTOBOPa
k 04.05.2020
[Toanuce pekTopa
28.03.2020

Ecan B pe3oionun yka3zaHo HeCKOJIbKO HCIOJTHUTE/IeH, TO OTBETCTBEHHBIM 32 MCIOJTHEHHE
SIBJIsIeTC JINIO, Ha3BaHHOe TepBbIM. (OTBeTCTBEHHBI HCIOJHHUTE]b OPraHuzyer padorty
HCIIOJIHUTEJICH M 0TBEYaeT 32 CBOCBPEMEHHOE H KAYeCTBEHHOE HCIIOJTHEHHE JOKYMEHTA.

Ha noxymenre He H0JKHO OBITH O0JIee YETHIPEX PE3OIFOLHH.

3.3.12. 3arojoBOK K TEKCTY NOKYMEHTa — 3TO KpaTKoe H3JIOKEHHE COACp)KaHHs JOKyMEHTa,
COCTaBJISIETCS KO BCEM JOKYMEHTaM, 3a HMCKIOYEHHEM IOKYMEHTOB, MMEIOIIMX TEKCT HEOOJIBIIOTOo
obwvema (10 8-10 cTpoK).

3aroJoBOK K TEKCTY JOKYMEHTa JOJDKCH OBITh KpaTKUM, TOYHO TIepelaBaTh COJAEp)KaHHE
JIOKYMEHTA. 3aroJIoBOK K TEKCTY COTTIaCOBBIBAECTCS ¢ HANMEHOBAaHUEM BHJA TOKYMEHTA.

3aroJIoBOK K TEKCTy TOKYMEHTa MOXET OTBEUaTh Ha BOIIPOC «O YEM?» HIIH «9ero?»:

[puka3 — 0 co3paHuy KOMHCCHUH 0 IPOBEpKEe (PHHAHCOBO-XO3SHCTBEHHOH NIEATEIBHOCTH;

[Tnan — pabots! otnena Ha Il kBapTan 2020 1.;

AKT — cIiMcaHUsl OCHOBHBIX CPEJICTB.

3aronoBok odopmiseTcs Mo peKBU3UTaMu OnaHka W medaraercs 10-12 mpudToM. 3aromoBok K
TEKCTy HE JOJDKEH 3aHuMaTh Ooiee 4-5 ctpok 1o 28-30 3HaKOB B CTPOKE, IIeYaTaeMbIX 4epe3 | HHTepBall.
B nokymenrax, odopmieHHBIX He Ha OJaHKe, 3aroJIOBOK MOXET pa3MelaTbcs LEHTPHUPOBAHHBIM
CIoco0OM TocepeinHe TeKcTa. Touka B KOHIIE 3ar0JIOBKa HE CTaBUTCSL.

3.3.13. OrmeTka o koHTpone. lIpu mocraHOBKe MOKyMEHTa Ha KOHTPOJb PabOTHHKOM OT/ENa
JIOKYMEHTAIIHOHHOTO O0ECIIeYeHUs] U KOHTPOJISI UCIIONHEHHs IOKYMEHTOB Ha BEPXHEM I10Jie TOKYMEHTa
cIipaBa IPOCTaBJsieTCsl oTMeTKa 0 KoHTpode (K).

3.3.14. TekcT IOKyMEHTa MOKET OBbITb MPEICTABIECH B BUAE IPaMMaTHYECKU CBA3HOIO TEKCTa,
TekcTa-TpadapeTa, aHKETbl WM Tabauubl. TeKCThl OpraHu3alMOHHO-TIPABOBBIX JTOKYMEHTOB (yCTaBOB,
MOJIO’KEHUH, MHCTPYKLIMH, PETJIAMEHTOB M JIp.) COCTOST M3 Pa3/eioB M IOAPA3JENOB, MOAPA3AEIIeMbIX
Ha IyHKTBI M MOANMYHKTHIL. Pa3nensl v moapasfensl TEKCTa MOTYT UMETh CaMOCTOSITEIbHBIE 3arOJIOBKH.
Bce cocTaBHBIE YacTH TEKCTa HyMEPYIOTCS apaOCKUMHU L (ppamH.

TekcTel  pacmopsIUTENbHBIX  JIOKyMEHTOB  (IIOCTAHOBIIEHWH,  pEIIeHWil,  MPHUKa30B,
pacrnopspkeHuil), Kak IpaBWJIO, COCTOSAT M3 JBYX uacTel. B mepBoi, KOHCTaTHpyomled dYacTH,
YKa3bIBAaIOTCS ~NPUYMHBL, OCHOBAaHHWS, LE€JAM COCTaBICHHA JIOKYMEHTa, BO BTOPOH  4YacTH,
pacropsAuTeNsHON, GOPMYIHPYIOTCS TTOPYUCHHS.

TexcTbl HHPOPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB (€JI0BbIE TIHCbMA, JIOKJIaIHBIE U CITy>KeOHbIC
3aIMCKH, CIIPaBKH M T.J.) COCTOST U3 ABYX-TPEX B3aUMOCBS3aHHBIX CMBICIIOBBIX yacTell. B mepBoii yactu
YKa3bIBalOT INPHUYMHBI, OCHOBAHMA, LIETU COCTABICHHS JOKYMEHTA, B 3aKIIOUUTENIBHOM — peleHwus,
BBIBO/IBI, TTPOCHOBI, MTPEII0KEHHS, PEKOMEHIAIINN.

[Ipu ynmommHAaHMM B TEKCTe AOKYMEHTa HOPMATHBHOTO IPABOTO aKTa WJIM MHOTO JOKyMEHTa
YKa3bIBaIOTCS BCE IOMCKOBBIE JaHHBIEC JOKYMEHTA: BUJ (3aKOH, IOCTAHOBJICHUE H T.1I.), Ha3BaHUE, JaTa U
PETHUCTPALIMOHHBIN HOMEP TOKyMeHTa (FJTH J1aTa YTBEPKACHNA), KEM OH M3/IaH WIIN YTBEPKICH.

B pacnopsanTenbHBIX JIOKYMEHTax, W3aBa€MBIX €IWHOJIMYHO pYKOBOAWMTENEM (TIpUKa3,
pacropspbkeHue W T.JI.), a TaKkkKe B JOKYMEHTaX, aJpeCOBAaHHBIX PYKOBOJCTBY OpPraHM3alUH, TEKCT
M3J1araeTcs OT IEPBOTO JHLA €IUHCTBEHHOTO YHCTA («MPUKA3BIBAIO)», «NPEONA2al0y, «NPOULY»).

TexcT mpOTOKOIA W3MararoT OT TPEThEro JHUIAa MHOXXECTBEHHOTO YHCHA  («CAVULANUY,
«BLICMYNUNUY, KNOCMAHOBUTIUY).

B nmokymeHTax, ycTaHaBIMBAIOIIMX IpaBa W OOSA3aHHOCTH YHHMBEPCUTETA, €ro CTPYKTYPHBIX
nojpasaencHuii (MOJOXKEHHe, WHCTPYKIUS), a TakkKe COoJep)KallluXx OIMCAHWE, OIEHKY (akToB Wiu
BBIBOJIBI (AKT, CIIPaBKa), UCITIONL3YIOT (hOPMY H3IIIOKEHHS TEKCTa OT TPETHEro JIMIAa eJIMHCTBEHHOTO HIIH
MHOKECTBEHHOTO YHCIA («omoen Ocywecmensem @OYHKYuuy, «8 cocmaé 00beOUHEHUs 6X0OUmy,
«KOMUCCUS YCIMAHOBUNAY).

B nenoBbIX muchbMax MCHONB3YIOT CleyIomue GOPMbI H3IT0KCHUS:
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- OT MEpBOTO JMIAa MHOXECTBEHHOTO YHUCIA («APOCUM HANpAsumuvy, «coobwaem Bamy,
«NpeoCcmasisieM Ha paccMompeHue U YmeepicoeHue);

- OT TIEPBOTO JINIIA SAMHCTBEHHOTO YUCHA («CUUMAI0 HEOOX0OUMBIMY, KNPOULY BbIOETUNLY);

- OT TPETHEro JIMIA CIUHCTBEHHOTO YHUCHA («PYKOBOOCMBO He 603DANCAEM)», (YUEHblll COBem
cuumaem B03MONCHbIMY).

3.3.15. OTMeTKa 0 HATHYHMH MPUIOKEHUH UCTIONB3YeTCsl MPH 0GOPMIICHUU CONMPOBOAUTEIHHBIX
MUCeM W TPWIOKEHUH K TpUKa3aM, paclopsDKCHHSM, IUIaHaM, MpOrpaMMaM, OTYeTaM, J0roBOpaM,
MOJIOKCHUSIM, TIPABUJIaM, HHCTPYKITUSAM U JIPYTUM JOKYMEHTaM.

B cimyxeOHBIX MHUChMaxX OTMETKAa O HAIWYHMH MPWIOKEHUH O(OPMIIICTCS OT JICBOH TpaHUIlbI
TEKCTOBOT'O MOJIA. Eciu mpuiiokeHWe Ha3BaHO B TEKCTE CIIY)KEOHOTO IMHChMa, TO YKa3bIBaeTCs
KOJUYECTBO JIUCTOB U KOJUYECTBO SK3EMILISIPOB (OOJIBIIE OJTHOTO IK3EMILISPa), HAPUMED:

[Ipunoxenue: Ha 5 1. B 2 3K3.

Ecnmu nokyMeHT nMeeT NpHIIOKEHHE, HE HAa3BaHHOE B TEKCTE MUCHMa, JTHOO MMEET HECKOIBKO
NPWIOXKEHUH, TO B OTMETKE O IPWIOKEHHM YKAa3bIBaIOT €r0 HaUMEHOBAaHME, KOJIMYECTBO JIMCTOB WU
KOJINYECTBO 3K3EMILUIIPOB; IPY HAJTMYUH HECKOJIBKHUX NMPUIIOKEHUH UX HyMEPYIOT:

IIpunoxenue:
1. Konus ycraBa yHuBepcurera Ha 15 1.
2. CnpaBka 0 (PMHAHCOBOM COCTOSIHUM YHHUBEPCUTETA Ha 3 II.
Ecmm JOKYMCHT-TIPWJIOKCHUC TaKKEC HUMCECT IMPWIOKCHHUE, TO OTMCTKAa O MPUIIOKCHUN
odopmIIIeTCs CIEAYIONIINM 00pa3oMm:

[Tpunoxenue: Akt ot 31.03.2020 Ne 45 u mpuiiokeHHe K HEMyY, BCero Ha 6 1.

Ecmn npunoxenuss K JOKYMEHTY COpPOIIIOPOBaHBI, TO YKAa3bIBA€TCS TOJBKO KOJHUYECTBO
9K3eMIUIAPOB (OJHUM U3 CIIOCOOOB, B 3aBUCMOCTH OT TOTO, UIMEETCSI CChUIKA Ha MPHUJIOKEHUE B TEKCTE
WJIH HET):

[Ipunoxenue: B 3 3K3.

Wnu:

[Mpunoxenue: MHCTpYKIHUS 10 MOXKapHOH 0€30MacHOCTH B 2 3K3.

Ecimm JAOKYMCHT HAIIPABJIAKOT HCECKOJIBKUM aJipecaraM, a IMPUIOKCHUC TOJIBKO B OJWH aJpec,
OTMETKA O NPUJIOKCHUM UMECT BU.

IIpunosxkenue: Ha 2 1. B 1 5K3. TONBKO B EPBLIN aapec.

Ha npuioxeHnsx K pacropsauTeNbHbIM JOKYMEHTaM Ha TEPBOM JIUCTE MPHIIOKEHHS B MPABOM
BEPXHEM YIJIy IPOCTABIISIETCS] OTMETKA O MPHIIOKEHUH B CIeyIoIel Gpopme:
[Ipunoxxenue
K IIPUKa3y peKTopa
ot 23.05.2020 Ne 14

AHaNOrHYHBIM 00pa3oM ohopMIIETCS IPUIIOKEHHUE K JIOTOBOPAM:
[Ipunoxxenue

K JOTOBOPY apeHAbI
ot 15.05.2020 Ne 46/5




YUYPEXJIEHUE
«CAJIBIMBEKOB YHUBEPCHUTET» Monoxenne o 10KyMeHTOOG0OpOTE

[Ipyn HaMUUMU HECKONBKUX MPUIOKEHUH oHu HymepyroTcs: [Ipunoxenue 1, [lpunoxenue 2 u
T.A. B TekcTe ocHOBHOTO HOKyMeHTa (MpUKasa, JOroBOpa U Ap.) B COOTBETCTBYIOUIMX MyHKTaxX AeIaeTcs
CCBIJIKA Ha MIPIIIOKEHHE.
3.3.16. Tloamuce — PEeKBU3UT, MPHIAIOIIUN JOKYMEHTY IOPHIMUYECKYIO0 cuiry. Ecimn nokymeHT
odopmieH Ha OJiaHKE, B COCTaB PEKBH3HMTA BXOIST: COKpalleHHOE HAaMMEHOBAaHHE JOJDKHOCTU JIMIIA,
MTOIITMUCABIIETO JOKYMEHT, JIMYHAs! OANKCH U paciri(poBKa MOANMKICH (MHUTHAIBL, (haMUIHA):

Pextop [Toanuce N.0. ®amunus

B nokymeHTax, oQopMIICHHBIX HE Ha OJylaHKe, B MOJINMCH YKa3blBae€TCs HAUMECHOBaHME
YHUBEPCUTETA:

Pexrop YupexneHus
«CanpiMOeKoB Y HUBEPCUTET» [Hoanuce N.0. ®amunus

[Ipy noanucanun TOKyMEHTa HECKOJBKUMH JOJDKHOCTHBIMHU JIMIAMU MX MOAMHUCH PACIONAraroT
OJIHY NIOJ ApYyrod B IOCIEAOBATEIBHOCTH, OTPAXKAOIIECH HEpapXui0 OOJDKHOCTEH, INpHUYEM IEpBOM
YKa3bIBaeTCs JOJKHOCTh PYKOBOAUTEIIS:

IIpe3uneHT [Toanuce N.0. ®amunus
Pexrop Iloanuce N.0. ®amunusa
IIpopekTop IToanuce N.0. ®amunusa

B JOKYMCEHTaX, COCTaBJICHHBIX KOMI/ICCI/ICI\/'I, YKa3bIBalOT HE MNOJDKHOCTH JIMI, NOANHMCBIBAIOIINX
JOKYMCHT, a UX 00SI3aHHOCTH B COCTaBe KOMHUCCHH, HAIIpPUMEP:

[Ipencenarens komMuccuu [Toanuce N.0. Gamunus
YieHpl KOMUCCUH IMoanuce HN.0. ®amunug

B 1mepuwon  JUIMTENILHOrO OTCYTCTBHMSL PEKTOPA VHHUBEPCUTETA JOKYMEHTHI YHUBEPCHUTETA
IMOJIIACKIBAIOTCS. MCHOIHSIIOINM 003aHHOCTH PEKTOPA B COOTBETCTBHH C IIPUKA30M, HAIIPUMED:

N.o. pextopa [Toanuce N.0. ®amunus

He nomyckaercsi HaamuchIBaTh OT PYKH «3a», CTaBHTh KOCYIO HepTy IMepel HauMEHOBaHHEM
JIOJKHOCTH, €CITU JOKYMEHT MOANHCHIBAET HE PYKOBOJAUTENb, YbsI TIOAMHICH OOpMIIeHa Ha TOKYMEHTE, a
3aMeIIAloIIee €ro TOKHOCTHOE JIULO.

3.3.17. Tpud cormacoBaHuss JOKYMEHTa WPHUMEHSETCS JUI OIICHKH IIeJIeCO00pa3HOCTH
MOJITOTOBKK  JIOKYMEHTa, €ro OOOCHOBaHHOCTH, COOTBETCTBHS 3aKoHOAaTenbcTBY KP H  WHBIM
HOPMATHBHBIM TIPABOBBIM aKTaMm. [pud corimacoBaHHS MOXKET YKa3blBaTh HAa HAJIWYKHE BHEIIHETO
COIJIACOBaHMsI JIOKYMEHTa, TO €CThb Ha COrjacoBaHue ¢ Apyrod opranuzanmed. I'pud cormacoBanus
cocroutr n3 cinoBa COIJTACOBAHO, nomkHOCTH JHIA, C KOTOPBIM IPOBOJUTCS COTJIACOBAHHE
JIOKYMEHTA, €r0 MOJMUCH, PACITU(POBKH MOJITHCH H JIATHI.

COI'JTACOBAHO
MunucTp o6pa3oBaHus
u Hayku KP
N.0. ®amunus
12.10.2019

FpI/I(l) COTJIaCOBaHUA MOXKCET COACPKATh CCBUIKY Ha OJOKYMCHT, B KOTOPOM Sa(i)I/IKCI/II)OBaHO
corjraCue opraHu3anuu ¢ COACPKaAaHUEM JOKYMCHTA:




YUYPEXJIEHUE

«CAJIBIMBEKOB YHUBEPCHUTET» Ionoxkenne o 10kymenTo0GOpOTE
COI''TACOBAHO COI'JTACOBAHO
TIpoTokon 3aceganusi KOMUCCUHU [Tucsmo Mapuu ropoaa burikek
MunucTepcTBa 00pa30BaHMs U HAYKH o1 20.10.2016 Ne 26

Keipreizckoii PecrryOmnku
o1 21.06.2019 Ne 45

I'pudsl cormacoBanusi pacnojararoT Ha OJHOM YpPOBHE, €CU MX OONbLIE ABYX — B HECKOJBKO
psanoB. Eciam AOKYMEHT, NPOXOAALIMK CTaJHI0 COTJIACOBAHUSI, MUMEET THUTYJIBHBIA JIHCT, TPUQBI
COIJIACOBAHMsI PACIIONIAratoTCsl B HYDKHEH 4acTH TUTYJIBHOTO JINCTA cIipaBa U cieBa. Ha mokymeHTax, He
MMEIOIIUX THTYJIBHOTO JINCTA, TPU(BI COrIaCOBAaHHS PACIOaraloT Ha MOCJEeTHEM JIUCTe JOKYMEHTa, Ha
CBOOOIHOM MeCTe 10J] TEKCTOM.

I'pudsr cormacoBanuss MOryT oQOpPMIIATHCS HAa OTHAEIBHOM JIMCTE — JIMCTE COIVIACOBAHUS, IPH
TOM Ha CaMOM JOKYMEHTE, Ha TUTYJIbHOM JIMCTe BHM3Y M Ha IOCIEAHEH CTpPaHMLE MO MOAIUCHIO
Jenaercs oTMeTKa: «JIMCT coraacoBaHus NpUIaracTcs».

3.3.18. Busbl cornacoBaHusi JOKYMEHTa — OTMETKa O BHYTPEHHEM COIJIAaCOBAaHUM IOKYMEHTA.
BusupoBanue IOKyMeHTa NIPOBOAMTCS A0 NOANMCAHMSA JOKYMEHTa PEKTOPOM WM HPe3UACHTOM
yHHBepcuTeTa. Br3a BKIIOUaeT: TOMKHOCTh BU3HPYIOUIETO, €ro MONICh, MHUIUAIL U (aMIITHIO, ATy,
HampuMmep:

Hauanenuk [Jlenapramenta HR u
JIEIIONTPOU3BOICTBA Iloanucs N.0. Gamunus

[Ipu HanMuMKU 3aMeYaHui K MPOCKTY JOKYMEHTA BU3Y 0(OPMIISIOT CICAYIOIIMM 00pa3oM:

3ameuaHusl IPUIIATAIOTCS
3aenyrommit YMO
narta IToamnuce N.0. Gamuus

W
CornaceH ¢ yueToM 3aMeyaHuil

3aenyrommit YMO IMoamuce N.0. ®ammnus
nara

3aMe‘IaHI/I$I BHOCATCA HeHOCpe}ICTBeHHO B Hpel];CTaBHeHHLIfI Ha BI/ISI/IpOBaHI/Ie HpOGKT JIOKYMGHTEI
Wi 0pOPMIISIFOTCS HAa OTACIHLHOM JIHCTe OyMaru M BMECTE C IPOCKTOM JOKYMEHTAa BO3BPAIAlOTCS
HCIIOJHUTEITIO.

OtmpasisieMble JOKYMEHTHI BH3UPYIOTCS Ha 3K3EMIUIIPE, OCTAIOMIEMCS B €€ OpraHU3alldu,
BHYTPEHHHE JJOKYMEHTBI BU3UPYIOTCS Ha IIEPBOM DK3EMILISIPE.

[IpoekT noKyMeHTa BUBHPYIOT:

- IPOPEKTOP YHUBEPCUTETA, KYPUPYIOIIUN OAPAa3IeICeHUE I COOTBETCTBYIOIICE HAIPABICHHUE
paboTsr;

- PYKOBOAMTENH IMOAPA3/ICIICHUS, B KOTOPOM ITOJITOTOBIICH JIOKYMEHT;

- pYKOBOZII/ITeHI/I HOHpaSHeHeHHﬁ, K KOMIICTCHIINHN KOTOpBIX OTHECCHBI BOHpOCBI, 3anaFI/IBaeMI)Ie
JIOKyMEHTOM;

- pykoBoauTeNnH (UHAHCOBBIX M 3KOHOMHYECKUX CIYXO, eciau 3Toro Tpedyer cojepikaHue
JIOKYMEHTA,;

- PYKOBOZMTE/b FOPUIUUCCKON CyKObI, €CITM He00X0AMMa IIPaBOBas IKCIEPTH3a TOKYMEHTA.

3.3.19. Iloanuck DOIKHOCTHOTO JIMAIIA.

B cocTaB noanuicu BXoIAT: HANMEHOBAHUE JTOJKHOCTH JIUI[A, MTOAMMCABIIETO TOKYMEHT (TIOTHOE,
ecii JOKyMEHT o()OpMJICH He Ha OJIaHKe JOKYMEHTa, ¥ COKpAIlEHHOE — Ha JJOKYMEHTE, O()OPMIICHHOM Ha
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OnaHKe), TMYHAS TOAMUCH U ee pacii(poBKa (MHUIKAIE U GaMuins). MexIy HHUIHaIaMu pooern He
CTaBHUTCS, MEKAY MHUIMANAMHU U QaMuiIneil CTaBUTCS Hepa3phIBHBIN mpoben. PacmmdpoBky monmucu B
pexBusure «llonmuce» pacnonararoT Ha ypoBHE HOCIEAHEH CTPOKM HAMMEHOBAHHUS 1OJKHOCTH.

HaumeHoBaHue MOMKHOCTH I€YaTaeTCsl OT JIEBOM I'paHHMLBI TEKCTOBOTO IIOJIS, MHHULHUAIBl U
(bamMunust — OT MPaBOii TPaHUIBI TEKCTOBOTO TOJIS, HATIPUMED:

IIpopexTop o yuebHoit paboTe
Iloanuce N.0. ®amunus

He nomyckaeTcst MOAMKCHIBATD JTOKYMEHT C MPEIOTOM «3a» W MPOCTABICHUEM KOCOW YepThI
nepel HAMMEHOBAaHUE TOHKHOCTH. ECu HOMKHOCTHOE JIMIIO, MTOMKCH KOTOPOTO 0(OpMIICHA Ha TPOSKTE
JIOKYMEHTa, OTCYTCTBYET, JOKYMEHT TIIOAMUCHIBAET 3aMECTUTEIb PYKOBOIWTENS, HMEIONIMH TPaBoO
HOMUCHIBATL JTOKYMEHTBI 32 PYKOBOJIMTEIIS, M WHOE JOKHOCTHOE JIUI0, UMEIOIIEe MPAaBO MOIIKCH B
COOTBETCTBMU C MPHUKA30M O pACHpEIeIeHUH OOS3aHHOCTEH, MPH 3TOM yKas3bIBacTCs (DaKkTHUeCKas
JOJDKHOCTSD JIMIA, IMMOANMCAaBIICTO JOKYMCHT, U €ro (I)aMI/UII/Iﬂ.

Ipu moanmMcaHUU TOKYMEHTA JIUIIOM, Ha3HAYEHHBIM B COOTBETCTBHHU C TIPHKA30M HCTIOTHSFOIIHM
00SI3aHHOCTH BPEMEHHO OTCYTCTBYIOIIETO PYKOBOIHUTENS (OTMYCK, BPEMEHHAas HETPYIOCIOCOOHOCTD,
KOMaHIMPOBKa), TOITUCH O(OPMIISICTCS CIICAYIOUIUM 00pa3oMm:

N.0O. HavanpHUKa enapTaMeHTa
(UHAHCOBO-9KOHOMHYECKOTO
pa3BUTHUS Iloanucs N.0. Gamunus

[Ipu noanucanun TOKyMEHTa HECKOJBKUMH JAOJDKHOCTHBIMU JIMIAMU MX MOIIHCH PACcIONaraiT
OJIHY IIOJI APYI'OX B ITOCJIEIOBATENIBHOCTH, COOTBETCTBYIOLIEH HEPAPXUU JOJKHOCTEH.

3.3.20. Ottuck neuaru. [leuaTs sBJISETCS CIOCOOOM TOJATBEPXKICHUS TOJJIMHHOCTH TOJMUCH
JIOJDKHOCTHOTO JIMIIAa Ha NOKyMeHTe. lledaTs cTaBUTCS Ha JOKYMEHTax B CIy4asX, MPEIyCMOTPEHHBIX
HOPMAaTHBHBIMU MIPaBOBBIMH aKkTaMu. [leqaTh cTaBUTCS HA CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBas
JUYHOW TIOJITUCH JIOJDKHOCTHOTO Jinia. [ledats MokeT 3aXBaThIBaTh YaCTh HAUMEHOBAHUS JIOJDKHOCTH
TUIa, TOJIMUCABIIETO JAOKYMEHT. B IOKyMeHTax, MOATOTOBIEHHBIX Ha OCHOBE YHHU(DHUIIMPOBAHHBIX
¢dopM, reyaTh CTABUTCS B MeCTE, 0003HaU€HHOM OTMETKOH «M.I1.» i uHbIM 00pa3oMm.

Otruck mnewarn ¢ wu3oOpaxkxeHuem ['ocynmapcrBenHoro repba Keipresckoit PecnyOnuku
CTaBUTCA Ha JOKYMEHTax, TPeOYyIOIHUX 0CO0O0r0 yIOCTOBEPEHUs UX MOJIMHHOCTH. [IpocThie KpyTibie
nevatu (0e3 HM300paKeHHsT TOCYJApPCTBEHHOW CHMBOJIMKHM) CTaBATCS Ha KOMHSX JIOKYMEHTOB JUIs
YAOCTOBEPEHHS WX COOTBETCTBUS NOMNWHHUKaM. OTTHCK TedYaTd JOJDKEH 3aXBaThIBaTh OKOHYAHUE

HAaUMEHOBAHUS JIOJDKHOCTH JIUIIA, TIOIMCABIIETO IOKYMEHT.

3.3.21. Ormetka o koH(puAEeHIMATBHOCTH. OTMETKa 0 KOH(QUICHINATBHOCTH MPOCTABISETCS Ha
JOKYMEHTaX, COAEp KalINX NePCOHATbHBIE JaHHBIC.

3.3.22. OrMmeTKka O 3aBepeHUM KOMHW. YHHBEPCHUTET MOXKET BBIIaBaTh KOMHH TOJIBKO TeX
JOKYMEHTOB, KOTOPBHIE CO3/IaHbl B IPOLIECCE €ro AEATENbHOCTH. sl mpuIaHus KOMHMU IOPHIMYECKON
CHJIBI OHa J0JKHA OBITH COOTBETCTBYIOLIMM 0Opa3oM 3aBepeHa. 3aBepeHus! TpeOYIOT TaKKe BBIITUCKU M3
JIOKYMEHTOB.

Konuu NOKYMEHTOB 3aBepslFOTCS OTBETCTBEHHBIMU JIMIIAMHU, HAa3HAYEHHBIMU PYKOBOJIUTEIISIMU
CTPYKTYPHBIX [TOJIpa3esieHuid, TH00 JULIaMH, KOTOPBIM TaKOE MPAaBO MPEI0CTaBIEHO TOBEPEHHOCTEIO.

[Ipu 3aBepeHHM COOTBETCTBHUS KONMU JIOKYMEHTA IMOJUIMHHUKY HIDKe pekBusuta «llommuchy»
MPOCTaBJISIETCS 3aBepUTEIbHAs HaqMHUCh «Komus BepHay, JTOIKHOCTS JINIA, 3aBEPUBIIIETO KOIHUIO, TINIHAS
NoANKCh, pacmudpoBka moanucH (MHULUANBI, (pamunus), nata 3aBepeHus. Jlomyckaercs 3aBepsATh
KONMIO JOKyMEHTa TIe4aThio, ONpelessieMOl JIOKAJbHBIM aKTOM yHHBepcuTera. Komust mokymenra
BOCIIPOU3BOJIUTCS C WCIIOJIb30BAHUEM OPITEXHUKH, TP STOM TEKCT JOKYMEHTa MeperecyarbiBaeTcs
HOJTHOCTBIO, BKJIFOYAS SIEMEHTHI OJIaHKaA.

3ampemaercsi CBHIETEIbCTBOBAHWE BEPHOCTH KOMWUH  TAaclmopTa, WHBIX JOKYMEHTOB,
yIIOCTOBEPSIIONIMX JINYHOCTh, BOEHHOTO Omiera, CIy)XeOHBIX ymocToBepeHui. He mommexar
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CBUJICTEIHCTBOBAHUIO KOMUU JOKYMEHTOB, HMCIONIMX HESCHBI TEKCT, MOAYUCTKH U HUHBIC
HEOTOBOPECHHBIC UCITPABJICHHUS.

Komun mokyMEHTOB 3aBepstOTCS OTBETCTBEHHBIMH JIMIIAMH CTPYKTYPHBIX MOJApa3AelicHUH, B
KOTOPBIX XPAHUTCS MOMIMHHUK JTOKYMEHTOB, KOTIHS KOTOPBIX TPEOYyeT 3aBePEeHMS.

OTMeTKa O 3aBEpPEHHM KOMHUMU AaHAJOTUYHO HCIONB3YEeTCS U s YAOCTOBEPEHHS] BEPHOCTHU
BBITIICOK M3 JOKYMEHTOB (TIOCTAaHOBJICHHUH, paCIIOPSHKEHUH, PUKA30B, IIPOTOKOJIOB).

KOIIMA BEPHA
JlomKHOCTD
®.1N1.0.

[arta

OpuruHanel 3aBepsE€MBIX JOKYMEHTOB XpaHATCS B CTPYKTYpPHBIX TOApa3JelieHUus X B
COOTBETCTBHH C YTBEP)KJIEHHONH HOMEHKJIATYPOH 1€ YHHBEPCUTETA.

3.3.23 Ormerka 00 WCHONHUTENE pacloiaraeTcsd Ha JAIEBOM MM OOOPOTHOH CTOpOHE
MOCIIEHETO JIMCTA JOKYMEHTA B JIEBOM HI)KHEM YIIIy OT TPaHUIIBI TEKCTOBOTO MOJIS B Mpesieiax HIKHEro
TOJIst JIUCTA (HE HIDKE 2 U HE BBINIC 3 CM OT HWYKHETO Kpas JINCTA) U IeyaTaeTcs mpudToM pazmepa Ne 14,
OTMmeTKa BKIIIOYAeT WHHUIHAIHI U (aMIUTUI0 UCTIOTHHUTENS ITOKYMEHTa, HOMEp ero TernedoHa ¢ KoaoM
ropoja.

A.Il. Kasses
(705) 36-38-75

JlaHHBIN pPEKBU3UT TO3BOJISIET OpraHM3alMM, KOTOPOM ajapecyercss JOKyMEHT, B Ciydae
HEOOXOJUMOCTH OBICTPO CBSI3aThCA C HYXKHBIM HCIIOTHUTENEM, KOTOPBIA XOPOIIO 3HAET BCE HIOAHCHI
BONIPOCa M MOXKET NPEJOCTaBUTh BCIO MHTEpecyIollyto nHpopMaiuio. [lo3ToMy B JaHHOM PEKBHU3HTE
YKa3bIBAIOT UMEHHO COTPYAHUKA, KOTOPHIM TOTOBHMJ HOPOEKT OTOPABISIEMOr0 NOKYMEHTA, 8 HE IPOCTO
meyaraji ero TeKCT.

3.3.24. OTMeTKa O MOCTYIUICHUU JOKYMEHTOB B YHHUBEPCUTET MIPOCTABIIAETCA B 1EJIIX UX yUeTa U
BKJIIOYAET JaTy MOCTYIUICHUS U MOPSAKOBBIA HOMep mnocTymuieHus. OTMeTKa O NOCTYIUICHUU
npoctasngercs B Jlemapramente HRu/l B HMkKHEM mpaBoM yTiTy NMEpBOTrO JINCTA JOKYMEHTa C MOMOIIbIO
HITamIa:

ITOJYYEHO
CV Bx

4. OCOBEHHOCTHU O®OPMJIEHUSA OTAEJBHbBIX BUIOB TJOKYMEHTOB
4.1. CocTaBjenne 4 o(popmJieHHE MPUKA30B (PacoOpsizKeHUil)

B coorBercTBMM ¢ ACHWCTBYIOIIMM 3aKOHOHATENbCTBOM  KwIpreickoit PecnyOnuku wu
KOMITETCHIINCH YHHBEPCHUTET W3AACT CICAYIONINE PaCHOPSIUTEIbHBIC JOKYMEHTHI: TPUKa3bl M
PacIopsHKEHUSL.

4.1.1. [lpuka3 — JOKaIbHBIN aKT, U3ABACMBIN JJIs PEIIEHUS OCHOBHBIX U OIEPATHBHBIX 3aj1ad,
CTOSIIMX NEpe]l YHUBEPCUTETOM.

4.1.2. PacnopsbkeHHE — PacHOPSIUTEIbHBIA JTOKYMEHT, H3AaBaeMblii MPEHUMYIIECTBEHHO I10
OINEepaTUBHBIM  BOIpPOCaM MOBCEAHCBHOW  y4eOHOW, MPOM3BOJCTBCHHO-XO3SMHCTBEHHOW |
aIMUHUCTPATUBHON JESATEIBHOCTH YHUBEPCUTETA.

4.1.3. OdopMieHNIO TPUKA3aMH TTOJICHKAT:
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- IOBEJICHHE 10 CBEACHUs paOOTHHKOB YHHUBEPCHUTETA, TPEOYIOUIMX ONEPATHBHOTO pa3pelIeHus
ykazanuii MuHHCTEpCcTBa 00pa3oBanus U Hayku Keipreizckoit PecyOnmuku;

- pemieHWs W TIOPYYeHHS PYKOBOJCTBA, CBSI3aHHBIE C OpraHu3anue paboThl, MOPSIKOM
JIeSITEeIbHOCTH YHUBEPCUTETA U IPYTUMH OCHOBHBIMH BOTIPOCAMH €S TETFHOCTH, HMEIOIIHE TTOCTOSHHBIN
xapakTep u 00s3aTeIbHbBIC K UCTIOIHCHUIO;

- YTBEp)KJIEHHE W BBEJCHHE B JCWCTBHE TOJIOKCHUH, yCTABOB, MPABIII, HHCTPYKIIUI U IPYTHX
JIOKAJIbHBIX HOPMATHBHBIX aKTOB, a TPHA HEOOXOAMMOCTH pEIIeHHE BOIPOCOB II0 MPOBEACHUIO
ONpENICTICHHBIX OPraHU3alMOHHBIX MEPONPUSITHM, CBS3aHHBIX C BBEIACHHEM B JCHCTBUE OTUX
JIOKYMEHTOB;

- BONPOCH PEOpPraHM3alVH, CO3JAaHWA, JHUKBUAAIMA CTPYKTYPHBIX  MOJpa3AeleHHH
YHUBEPCUTETA;

- 00BsIBIICHHUE PE3YJILTATOB POBEPOK U PEBU3UN;

- TmpueM Ha padoTy, MepeBoJl Ha ApYryio padoTy, YBOJNBbHEHHE PaOOTHUKOB, MPEJOCTaBICHHE
OTITyCKa pabOTHUKAM;

- IpHeM, BOCCTaHOBJICHHUE, IEPEBOJI, OTUUCIIEHUE CTY/ICHTOB;

- moomipeHue pabOTHHUKOB, CTYACHTOB M HAIOXKEHHE NUCIUIUIMHAPHBIX B3bICKAHWHA, pyTHe
KaJIpOBbIE BOIIPOCHI;

- MPOTOKOJILHEIE PEIICHUS KOJUIETHAILHBIX OPTraHoB.

4.1.4. Ilpukaspl TOIPa3JCISIOTCS HA MPHUKa3bl MO OCHOBHOM JCATENHHOCTH YHUBEPCHUTETA U
MIPHUKA3bI IO TUIHOMY COCTaBY.

4.1.5. TIpoekTbl MPHUKAa30B MO OCHOBHOH JESITEIBHOCTH pa3padaThIBalOTCS PYKOBOJUTEISIMU
CTPYKTYPHBIX MOApa3AeICHUH 10 MOPYUEHUAM MPE3UICHTA, PEKTOPA, IPOPEKTOPOB YHUBEPCUTETA UIIH B
COOTBETCTBHH C (QYHKIIHSIMHA, TIPEAYCMOTPEHHBIMH ITOJIOKEHUSMHU O CTPYKTYPHBIX ITOIpa3IeICHUsX.

4.1.6. Ilpu cocTaBieHnN MPOEKTa MPUKa3a HEOOXOIUMO:

- COIJIaCOBBIBATh €ro COZEp KaHHE C paHee M3JAaHHBIMHU M0 JAHHOMY BOIPOCY JTOKYMEHTaMH BO
n30eKaHue TTOBTOPEHUI WM TIPOTUBOPCUHIA;

- W3Narath TEKCT KPATKO, MOCJIENOBATEeNLHO, Y€TKO, HE JIOMYCKas BO3MOXKHOCTH €T0 IBOSIKOTO
TOJIKOBAHUS;

- VKa3bIBaTh KOHKPETHBIX HCIOJHUTENCH TMpHUKa3a, CTPYKTYpPHOE MoJpa3ielieHne |
JIOJDKHOCTHOE JIMIIO, HA KOTOPOE BO3JIAaraercs KOHTPOIb 332 WCIOJHEHHWEM IpHKa3a, peallbHbIe CPOKU
WCTIOJTHEHHS TOPYIEHUH;

- obecrieunBaTh FOPUANYECKH MPaBUIBHOE (OJHO3HAYHOE) HAMKCAaHWE YIMOMHHAEMBIX B HEM
HaMMEHOBAaHUN BEJOMCTB, IPEAIPUITHI, OpraHU3alul, yUpeKICHUN, JOTHKHOCTEH;

- coONrofaTh CpPOKM TOJTOTOBKM IPOEKTOB TPHKA30B, YCTAHOBIIEHHBIE PYKOBOJICTBOM
YHUBEPCUTETA.

4.1.7. U3menenue mnpuka3oB (pacmopsiKeHHI) MPOU3BOJIUTCS ITyTEM BHECEHUS OIMOTHEHHM,
W3TIOKEHUSI B HOBOM peNakiuy, MPU3HAHWS YTPATHBIIUMH CHIIy OTAEIHHBIX IYHKTOB, pa3felioB U
IIPUWIOKEHUHN K HUM.

4.1.8. Tlpuka3 (pacnopspkerue) oopmirsieTcst Ha CrieluaibHO pa3padboTanHoM Onanke «[Ipukasz»
wm («Pacnopspkenue») (mputokenue 12), JOKEH WMETh YCTAHOBJICHHBIM KOMILIEKC OO0S3aTEIIBHBIX
PEKBU3UTOB: HAWMEHOBAaHWE YHHUBEPCUTETa, HaUMEHOBAaHHWE BHJAA JIOKYMEHTa, Jara IpuKas3a
(pacmopsiKeHHs), pErUCTPALMOHHBIN HOMED, 3aT0JIOBOK K TEKCTY, TEKCT, TIOAMHCH, BU3bI COTIIACOBAHUSI.

4.1.9. Tekct npukasa (pacmopsbKEeHUs) JODKEH MMETh 3arOJIOBOK M COCTOSATH W3 JIBYX YaCTEW:
KOHCTaTUPYIOIIEH U PaCTIOPSAUTEIbHOM.

4.1.10. KoHcraTupyromas dYacTh SIBISETCS BBEJICHHEM B CYTh pacCMaTpPHBAacMOTO BOIPOCaA,
pPacKpBIBACT MPUYWHBI, TIEH W 33Ja4dl MPEANUCHIBAEMBIX JCUCTBHMA, TOCTYKHUBIIUX OCHOBAHWUEM JUIS
W3JIaHUS TPUKa3a (pacropsHKeHus).

TekcT KOHCTaTHUPYIOIIEH YacTH HaYyMHAeTCs cioBaMu: «B cooTBeTcTBUM...», «Bo ncmonHeHune
oo, «B uenax...», «is ...», «B cBa3u...» u ap.

Ecnu npukas (pacropsbkeHre) u3gaeTcs Ha OCHOBAaHUHM JOKYMEHTOB BBINIECTOSIINX OPTaHOB, B
KOHCTaTUPYIOIIEH YacTH YKa3bIBAIOTCS HA3BaHUE JOKYMEHTa, JaTa, HOMEp.

KoncTarupyromas 9acte MOXKET OTCYTCTBOBATh, €CIH IPEANUCHIBAEMbIE B PACTIOPSIAUTEIHHOMN
YaCTH JCHCTBHS HE HYKJAIOTCS B Pa3bICHEHUH.

4.1.11. PacriopsauTenbHas 4acTh COACPIKUT MPETUCHIBAEMbBIC ACUCTBUS, (PaMUIIUU U TOJKHOCTH
JIUII, OTBETCTBEHHBIX 32 MX HCIIOJIHEHUE, CPOK MCTIOTHEHUSI.
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PacnopsinutenbHas 4acTh mpukasza (paclopsbKEHUs) OTAENSeTcs OT KOHCTATHPYIOUICH CIOBOM
NpUKa3bIBaro (0053bIBaI0), KOTOPOE MevaTaeTcs B pa3psAKy C OTCTYIIOM Ha ab3atl.

TekcT pacropaauTeN HON YaCTH HM3JIaraeTcs B MOBEIUTEIHFHOM HAKJIOHEHWH W TIOJIPa3/emseTCs
Ha TIYHKTBI, €CJHM WCIIOJHEHHE BO3JIAraeTcsi Ha HECKOJIbKUX HWCIONHUTENEH U TpearoiaraeTcs
BBIMIOJTHEHWE DAa3JMYHBIX [0 XapakTepy JHelcTBUi. B oTmenbHOM NyHKTE NpHKa3a YKa3bIBaeTCs
KOHKPETHOE JTOJKHOCTHOE JIUI0, HAa KOTOPOE BO3JTIAraeTcsi KOHTPOJIb UCITOTHEHMS.

4.1.12. Ecnm ympaBieHYeCKOe JeiicTBHE TMpEAroyiaraeéT KOHKPETHOTO  HCIOJIHHUTEI,
COOTBETCTBYIOIIMH MYHKT AOJDKEH HAaYMHATBCA C YKa3aHHS JOJDKHOCTH M (DaMUIMK WCIIOJHUTENS
(MHUIMATIBL B TEKCTE CTABSITCS MOciie paMuinm).

B mpukase (pacmopsokeHHH) O CO3MaHMM KOMHCCHU (pabodeil Tpymnmbl) COCTaB KOMHCCHH
YKa3bIBACTCS B CIICAYIOIIEM MOPSAKE:

- ¢damMuIMs M MHHULMANBL, JOJDKHOCTH MpeAcenaTesiss KOMUCCHM JHOO PYKOBOIUTENsI paboueit
TPYIIIBL

- (haMuIHA ¥ MHUIHAJBI, JOHKHOCTh 3aMECTHTENS TIPECeNaTeNs KOMUCCHU JTHO0 PYKOBOIUTEIS
paboueii rpymisr;

- (hamMuITMs ¥ MHUITHATIBL, TOJDKHOCTE CEKpeTaps.

Jamee B ambaBUTHOM TMOpSAIKE MEPEUHCISIOTCS WIEHB KOMHCCHHU (pabodedt TpymIbel) C
yKa3aHHEM JIOJKHOCTH.

Ecnu omHOMY MCTIONTHHUTENIO TTOPYYaeTCsi HECKOJIBKO 3alaHMid, TO TEKCT JENUTCS Ha MOAMYHKTHI.
[lyHKTBI W TOAMYHKTHl PACMOPSIUTENHPHON 4YacTH TIpUKa3a HYMEpYITCs apabckumu IuQpaMu
cnenyromuM oopazom: 1.; 1.1.; 1.2.; 1.3.;......2.; 2.1.; 2.2.

4.1.13. K mpoekTy mpukaza MOTYT NpWJIararbcs YTBEPKIACHHbBIE 3TUM TPHUKA30M IOJIOXKEHUS,
WHCTPYKITUH, TUIAHBI U APYTHE CITy>KEOHBIE TOKYMEHTHI.

B ciayuae yTBepxkmeHUS MPUKa30M MOJOXKEHHA, MHCTPYKIUN, TUIAHOB U JAPYTUX JOKYMEHTOB HX
TEKCT MPHJIaracTcsl K MPOeKTy MpuKasa.

Ecmu B Tekcte mpukasa (pacnopsbKeHHs) YKa3bIBA€TCS CChIIKA «COTIIACHO MPUIIOKEHHIO» (TpU
HAJTMYUH HECKOJIBKUX MPUJIOKEHHH OHA HyMEPYIOTCSI), TO Ha TIEPBOM CTPAHMIIEC TIPUIIOKEHHS ITATIIETCS:

[Ipunoxenue 1
K IIPUKa3y peKTopa
oT Ne

B »sTOoM ciywae mpuiiokeHue (NPUIOKEHUs) SIBIAETCS COCTABHOM YacThIO NPUKa3a M UMEET
CKBO3HYIO HyMEpAIUIO CTPAaHUL[ BMECTE C TEKCTOM IIpUKa3a.

Ecnu B TekcTe mpoekTa mpukasza (pacrlopspKeHHs) JIENaeTcsl CChUIKa «Y TBEPIUTH MPUIIaraeMyro
MHCTPYKLUIO (IIOJIOXKEHHE, [IPaBUiIa)», TO Ha NEPBOM CTPAHUIIE NPUIIATaeMOT0 PacIIOPSAUTEIBHOIO aKTa
MUIIETCS:

YTBEPXJIEHA
MPUKa30M PEKTOpa
oT Ne

B nmanHOM ciiydae Hymepanusi CTpaHUI] WAET OTAEIBHO B KaXJOM YTBEPXKIACHHOM IPaBOBOM
nokymente (Muactpykius, [lonoxxenne, [lepedeHn).

CnoBo «YTBepkIeHa» corjacyeTcss B pPOJE H YHCIE C TIEPBBIM CJIOBOM 3arojoBKa
YTBEPKIaeMOI0 JOKYMEHTA:

YTBEPXJEHA (UucTpykius);

YTBEPXJIEHO (Ilonoxenwue);

YTBEPXIEHbBI (Hopmsr).

W3nanue BMecTe C MPUKA30M MAaTEpPUAIIOB, HE OTOBOPEHHBIX B TEKCTE MPUKA3a, HE IONYCKAETCS.

[Ipunoxxkenuss K mnpukaszy (pacmopsHKEHHIO) MOJDKHBI OBITh 3aBU3UPOBAHBI  PYyKOBOJUTENEM
MOAPA3AEIECHUS, IOArTOTOBUBLIETO IIPUKA3, WM €T0 BBILIECTOAIIUM PYKOBOJUTEIIEM.
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4.1.14. Ilpuka3 (pacnopspkeHHE) Ha TOJIMUCH peKTopy (NMPOPEKTOpy) IepemaeTcsl Yepes
cekpeTapsi pekropa (IPOpPEKTOpa) TOcCie BHU3UPOBAHUS KOPPEKTOPOM M TpPH HAIWYMK BCEX BHU3
COIJIACOBAHMUS.

4.1.15. Koppektop mpoBepseT Npuka3 (pacmopspKeHHE) Ha TPEIMET CTHIUCTHYCCKOTO |
rPaMMaTH4ECKOr0 COOTBETCTBUS. VI3MeHEeHus, BHOCUMBIE B TEKCT JOKYMEHTa B MPOLIECCE COTIaCOBAaHHUS
U PENaKTUPOBAHUS, BUBUPYIOTCSI KOPPEKTOPOM.

4.1.16. OTBETCTBEHHOCTH 3a COJACpPKaHNE W KaUeCTBO IpHKa3a (pacHopspKEHUH) Bo3aracTcs Ha
PYKOBOAMTENEH CTPYKTYPHBIX IMOApa3efeHui, BHOCAIINX NpHKa3 Ha (pacmopsbKEHHE) COTIAaCOBAHME.
CornacoBanue TpoekTa NpHKa3za (paclopsHKEHUS) MPOBOJUT OTBETCTBEHHBIM  WCTHONHUTENb — WIIH
PYKOBOJUTEND CTPYKTYPHOIO IOAPa3AEICHNUS, B KOTOPOM pa3paboTaH MPOEKT JOKYMEHTA.

4.1.17. IlpoekTsl TpUKa30B (pacmopsHKeHUI) IO OCHOBHOW JESATEIBHOCTH — MOJJIEKAT
COIJIACOBAaHUIO ITyTEM BHM3HMPOBAHMA IPOEKTa TOKYMEHTa MJODKHOCTHBIMH JIMIAMH: HPOPEKTOpaMH,
KypUPYIOILUMH COOTBETCTBYIOIIME HANpaBlICHUSA JESTEIbHOCTH; PYKOBOAUTEISAMHU CTPYKTYPHBIX
NoJpa3aeNieHUl, OTBETCTBEHHBIMU 32 HCIIOJIHEHHE JOKYMEHTa B LI€JIOM; PYKOBOAUTENEM CTPYKTYPHOTO
noJipa3eseHusl, K KOMIETEHIIUH KOTOPOT0 OTHECEHBI BOIIPOCHI, 3aTParuBaeMble TOKyMEHTOM.

4.1.18. Ilpuka3pl M0 OCHOBHOW AESTEIBHOCTH MOAMUCHIBAIOTCS MPE3UJECHTOM WIH PEKTOPOM, B
€ro OTCYTCTBHE — JIMLOM, HCIIOJHIIOIUM OOSM3aHHOCTH PEKTOpa, a TaK Xe YHNOJIHOMOYECHHBIM
npopektopoM. Ilpukasel mo y4eOHOW JesITETBHOCTH TOAMUCHIBAIOTCS HA OCHOBAaHMH JIOBEPEHHOCTH
MPOPEKTOPOM, KYPUPYIOIINM YUeOHBIH MPOIECC, MPU HATWYHK COOTBETCTBYIOIIUX BU3 COTIACOBAHUSI.

4.1.19. B mocnegHeM myHKTE MpHUKasa (ITyHKT O KOHTPOJe) yKa3sBaroTcs AomKHOCTH 1 O.1.O.
JIUIIa, OTBETCTBEHHOTO 32 UCTIOJIHEHHE TIpHKa3a (PacropsKeHUs).

4.1.20. Cpok corjacoBaHHsl MNpuKaza (PacHopsLKEHHUS) C KaxXAbIM JIOJDKHOCTHBIM JIMIIOM HE
JOJDKEH IPEBBIIATh ABYX pabouux nHed. BospaxeHus, 3aMedaHus Win JONOJIHEHUS K MPOEKTY MpUKa3a
(pacmopsiKeHHs) U3JIaraloTcsi Ha OTJEIEHOM JIUCTE.

4.1.21. He nomyckaeTcs perucrpamus IpPHUKa30B, PacHOpsHKEHHH M HMHBIX JOKYMEHTOB 3a
MOJMUCHIO TIPE3UIEHTA WM PEKTOPa B UX OTCYTCTBHE.

4.1.22. Tlocne corjnacoBaHUsi W MOJNUCAHUS TPUKA3bl U PACHOPSIKEHUS IO OCHOBHOMU
JesTenbHOCTH peructpupytores B Jenapramente HRu/l. Perucrpanus npukasa (pacropskeHus) JOHKHA
NPOBOJMTLCS HE TMOIKE CleAyroniero pabodero aHs Mocle ero mnoinucaHus. He paspemraercs
PEruCTPUpOBaTh MpPHUKa3bl (PAacCHOPSKEHMs) C MPOMYLICHHOW JaTOH BBINOJHEHHS MOPYYEHHH.
OHOBpPEMEHHO C TEKCTOM JJOKyMeHTa Ha OymaxkHoM Hocutene B Jenaprament HRu/l npexocrasisiercs
3JIEKTPOHHAs BEepCUS JOKyMEHTa M YKa3aTelb pPACChUIKM IPHKa3a, COCTABISIEMbINI OTBETCTBEHHBIM
WCIIOJIHUTEJIEM W ITOANMCAHHBIA PYKOBOIMTENEM €ro CTPYKTYpHOro monpasnencHus. llpum oTcyTcTBumn
3JIEKTPOHHOM BEPCUH U yKa3aTells PACCBUIKM MPUKA3a PETUCTpalys JOKyMEHTa He IPOU3BOJUTCS.

4.1.23. PyxkoBoaMTenW 1O HANpPaBIEHUSIM JEATEIbHOCTH BBEPEHHBIX CTPYKTYPHBIX
NOJpa3JeficHuid  BIIpaBe W3/1aBaTh PACIOPSKEHUS, PETYIHUPYIOUIME TMOPSIIOK padOThl  BHYTPH
noapasaeneHuid. Takue pacrnopspKeHus1 00s3aTeIbHbI U UCHIONIHEHUs MOAYMHEHHBIMU Pa0OOTHUKAMH U
MOJIJIeKAT PErHCTPaliH, YIETY U KOHTPOJIIO HCTIOTHEHHS [0 MECTY WX M3JIaHusl.

4.1.24. 1loaroToBKy M COTJIACOBaHHE NMPOEKTOB IMPHKA30B MO JHYHOMY COCTaBY COTPYAHHUKOB
OCYILECTBIISIET HCKJIIOUMTEIBHO YIIPAaBJICHHE MPAaBOBOIO OOECIeUeHus, KaJpOBOH MOJHUTUKU W
npopUIakTUKH  Koppynuud.  OTBETCTBEHHOCTb  3a  COONIofeHHMe  TpeOOBaHHMH  TPYHOBOTO
3aKoHOAaTenbcTBa KbIprei3ckoit PecryOnmukn M HOpMATHBHBIX aKTOB, COAEPXKAIINX HOPMBI TPYIOBOTO
npaBa, NpHM H3JAaHUM TPHKA30B [0 JMYHOMY COCTaBy BO3JaracTcs Ha YIpaBJIeHHE IPaBOBOTO
oOecrieyeHusi, KagpoOBOM MOJUTHKH W NPO(UIAKTUKH KOppynuud. lIpukaszel MO JIMYHOMY COCTaBy
PETUCTPUPYIOTCS B YINPaBICHHM TPABOBOTO OOECIIEUEHUS, KaJPOBOW TOJIMTUKA H TPOPUIAKTHKH
KOPPYIILIHH.

[loaroToBky corijacoBaHne W PErHCTPALMIO NPUKA30B II0 JIMYHOMY COCTaBy OOydaroImuxcs
OCYIIIECTBIISIET y4eOHO-METOIUIECKOE YIIPABICHHE.

4.1.24. Tlpuka3sl TO OCHOBHOW [IEATENILHOCTH TOANMCHIBAIOTCS PEKTOPOM B OTCYTCTBHE
MIpe3UICHTA.

4.2. Odopmiienue MoJI0KeHHH, MPaBUJI, HHCTPYKIIHIA
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4.2.1. TlonoxeHne — JIOKANbHBIN aKT, YCTaHABIMBAIOMIMN CHCTEMHO CBS3aHHBIE MEXIy cOOOM
MpaBUja PErJaMEeHTHPYIOUIET0 XapakTepa MO OTAEIbHBIM BOINpPOCAaM  JAESITEIbHOCTH YHHBEPCUTETA,
NOJpa3aeNeHUH, TODKHOCTHBIX JINL, PAOOTHUKOB U CTYJCHTOB.

[IpaBuna — JOKaJIBHBIA AaKT, YCTaHABIMBAIOIIMNA TpPeOOBaHUS WM HOPMBI OCYILECTBICHHUS
OTIpeJIeIEHHBIX BUIOB JESTEIBHOCTH, 00s3aTeNbHBIC [ IPUMECHEHUSL.

WHCcTpyKuus — JIOKadbHBIM aKT, M3JaBacMbli B LEJSIX YCTAHOBJICHMS IPABWII, PETYIUPYIOIIUX
OpraHU3allMOHHbIE, HAYyYHO-TEXHUYECKHE, TEXHOJIOTHYECKHE, (UHAHCOBBIE M MWHBIE CIIELUAIbHbIC
CTOPOHBI JICTETLHOCTH YHUBEPCUTETA, UX TOAPa3AEICHUH, JOJKHOCTHBIX JIHII.

4.2.2. llonoxenus (mpaBuiia, HHCTPYKIKMK) MOTYT YTBEP)KIAATbCs MPE3UACHTOM WJIH PEKTOPOM
yHuBepcuTeTa. llepedeHp mosiokeHUH (TpaBuil, HHCTPYKLM), YTBEP)KAAEMBIX YUYCHBIM COBETOM
YHHBEPCUTETA, YCTaHABIMBAETCSI YCTaBOM YHHMBEPCHUTETa W JIOKAJIBHBIMH HOPMATHBHBIMU aKTaMH
YHUBEPCUTETA.

4.2.3. llopsmok TOATOTOBKH W COTJIACOBAHMS TMOJOKEHWH (MIPaBWJI, MHCTPYKIUH) B IEIOM
COOTBETCTBYET MOPSAKY MIOATOTOBKH PACHOPSIIUTEIBHBIX TOKYMEHTOB (IPUKA30B, PACHOPSIKEHUN).

4.2.4. Tlonoxenus (mpaBmwia, WHCTPYKIHK) TOJDKHBI UMETH 3arojOoBOK. TEKCTHI TOJIOXKCHHIA
(TpaBuy, MHCTPYKIIHIA) TTEYaTalOTCA HAa CTAHJAPTHBIX JHcTax Oymaru ¢opmarta A4. Tekct m3naraercs ot
3-r0 JIMIa C HCHONB30BAaHHEM CIIOB: «IOJDKEH», «CIELYeT», «3alpeliaercsd, «HEOoOXOOUMO», «HE
JIOTTYCKaeTCsh» U T.I1.

Texcr nosnoxenus (MpaBuUil, UHCTPYKLUUH) COCTOUT U3 Pa3fesioB, UMEIOIINX CAMOCTOSTENIbHbIC
3arooBku. [loapasaensl MOTYT AETUTHCS Ha IyHKTHI M IMOANYHKTHI. Pa3fensl, moapasnensl, MyHKTH U
MOJITYHKTBl HyMEPYIOTCS apaOCKUMH [P pamH.

4.2.5. Tekct nosnoxenus (MpaBuI, HHCTPYKIIMK) HAYMHACTCS pa3naesioM «OOIIie MOJ0KESHUN», B
KOTOPOM YKa3bIBAIOTCSI OCHOBAHUS pa3padOTKH TOKYMEHTa, cepa ero MpUuMEHEHHUSL.

4.2.6. llonoxenus peructpupytorcs u xpanarcs B Jlemapramente HRu/l. IlpaBunma u
WHCTPYKUUHM YTBEP)KAAIOTCS IMPHKAa30M MPE3UJICHTAa WM PEKTOpa YHHBEpPCHUTETa JIMOO pelIeHHEM
YYEHOTO COBETa YHHMBEPCUTETa, [0 BOMpOCaM YYEOHOH JesTelnbHOCTH M XpaHsarcs B [lemapramente
HRu/I.

4.3. OdopmjieHune NPOTOKOJIOB 3aceJaHUA

4.3.1. [Iporokon — HOKyMeHT, (PUKCUPYIOINI X0 00CYKICHHS BOIIPOCOB U MPHUHSATHIE PEIICHHS
Ha coOpaHusX, 3aceTanusX (IpuoxxeHue 3).

4.3.2. PexBu3uTaMu NPOTOKOJIA SIBJSIFOTCSA: HAUMEHOBAHWE YHHBEPCHUTETa, HAMMEHOBAaHUE BUA
JOKYMEHTa, J1aTa JOKYMEHTa, MECTO COCTABJICHHS WM M3JAaHHs TOKYMEHTa, 3ar0JIOBOK K TEKCTY, TEKCT,
MOJIITUCH.

4.3.3. TIporokosbl OQOPMISIOTCS Ha OCHOBAaHMHM PYKOMHCHBIX 3aIllMCel, 3ByKO3amuced u
MaTepHajoB, MOATOTOBJICHHBIX K 3aCelaHHI0 (TEKCTOB MOKJAIOB, BBICTYIUICHHH, CIPAaBOK, MPOEKTOB
pelIeHnH, TOBECTKH JIHS, CIIMCKOB MPUTJIAIICHHBIX U JIp.).

B npotokone orpaxkaioTcsi Xon OOCYKIEHHS BONPOCOB, MHEHHS MPHUCYTCTBYIONIMX IO
paccMaTpUBaeMbIM BOIIPOCaM M MIPUHATHIE PEILICHUS.

B 3aronoBke K TEKCTy NpPOTOKOJIA YKa3bIBA€TCS HA3BaHWE OpraHa, AESITEIBHOCTh KOTOPOTO
MPOTOKOJHPYETCS.

4.3.4. TexcT MpOTOKOJIA COCTOUT U3 JBYX YacTeil: BBOJHOW U OCHOBHOM.

B BBOIHO# yacTH yKa3bpIBaIOTCs (aMUIMHM M MHALUAIBI TIPeJiceaTelsl U CeKpeTapsi, KOJIMYeCTBO
i hpaMurd (Ipyu He0OXO0IUMOCTH — JOIHKHOCTH) TIPUCYTCTBYIOIIMX W OT/IENBHO — IIPUTJIAIIICHHBIX.

daMun NPUCYTCTBYIONIMX 3aIMCHIBAIOTCS B MPOTOKOI (eciam ux He Oonee 15) B andaBuTHOM
nopsinke. Ecnmm  Ha 3acegaHmM  IpUCYTCTBOBaJio Oojiee 15 4elmoBeK, COCTaBISETCS  CIIMCOK
MPUCYTCTBYIOUINX, KOTOPBIN MPHJIAaraeTcsl K MPOTOKOITYy, a B IPOTOKOJIE YKa3bIBAETCS 001IIee KOINIECTBO
YYaCTHHUKOB C OTMETKON «CITUCOK MPHIIAraeTCs.

BBogHas uyacTh 3akaH4MBaeTCS MOBECTKOH JHA. BoIpockl B MOBECTKE JHSA pacojlararoT Mo
CTETIEHM MX CJOXXHOCTH, Ba)XHOCTH U IMPEIIOJIAraéMOro BpPEMEHH OOCYXACHHUS C yKa3aHHEM
JOKJIQIYMKOB 110 KaXXJOMY ITyHKTY. Bonpocsl popMymupyroTcs ¢ IpeioroM «o», «00» M HyMepyTcs
apabckuMu I pamu.

4.3.5. OcHOBHas 4acThb TEKCTa MPOTOKOJA COCTOUT W3 pPa3AeNoB, MOCBSIIEHHBIX BOIpPOCAM
NOBECTKM JHA. XOX pPACCMOTPEHMs] KaXXAOro BOIpOca IIOBECTKM JIHS  3allMCBIBAETCs B
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nocnenoBatensHocTr: CIIYIHAJIM — BBICTYIIMIIN — IIOCTAHOBWJIN (PELINJIN)-KOHTPOJIb U
OTBETCTBEHHOCTbD.

B pasmene CJIIYHIAJIA mnpuBomsaTcs (GamMunumsd W WHUIHAAIR JOKJIATduKa (HAMMCHOBAHHE
JOJDKHOCTH YKa3bIBAaeTCsS B IIOBECTKE [HS), IOJHOE WM KPaTKOE HM3JIOKEHHE NOKIana (cooOLieHHs,
oryera). Eciam TOKIaguYMKOM MPEACTaBICH TEKCT BBICTYIUICHUS, B MIPOTOKOJIE MOCTe yKa3aHusi GpaMuInu
JIOKJTaTYNKa B CKOOKaX yKa3bIBaeTCs: (TEKCT JOKIIAAa MPHIIAraeTcs).

B pazmene BBICTYIIMJIM Taxxke ykaspBaroTcs (aMWIAK, WHHUIMATBl BBICTYMAIONINX H
coJiepKaHue WX BBICTYIJICHUH B TOM MOCIEI0BATENbHOCTH, B KAKOW OHU MPO3BYYAlIN Ha 3aCEAaHUH.

Bomnpock! k JOKIaI4uKy ¥ OTBETHI IPOTOKOJIUPYIOTCS 1O MEPE WX MOCTYIUICHHUS U 3alTUCHIBAIOTCS
B TOH € I0CIENOBAaTENIbHOCTH, IPU 3TOM CJIOBA «BOIPOC», «OTBET» HE IMIIYTCS, a YKa3bIBAIOTCS
(bamMuIMK ¥ MHULHABI JIULA, OT KOTOPOTO MOCTYITHII BOIIPOC.

4.3.6. TekcT NOCTaHOBISIOMICH YacTH MPOTOKOIA (POPMYIHPYETCS B MOBETUTEIBHON Popme (Kak
B PAaCHOPSIUTEIbHBIX TOKYMEHTAX).

B moctaHOBISIONIYIO YaCTh 3alMCBHIBAIOTCS PUHATHIC peuleHns. Ecian peleHnii HeCKOIbKO, OHU
HYMEpYyIOTca apaOCKuMu tudpamu. [Ipu NpUHATHH pelIeHHS TOJOCOBAaHUEM IOCTE 3aIMCH PELICHUS
NPUBOIATCS PE3YJIbTaThl TOJIOCOBAaHMS C YKa3aHHEM 4YHCIA TOJOCOB, MOJAHHBIX «3a», «IIPOTHUBY,
«BO3JEPIKABLINXCS», & TAKXKE CIIMCOK JIUL, HE Y4aCTBOBABIIMX B TOJIOCOBaHMU.

Pemrenust mo mpouexypHsiM Bompocam (00 yTBEpXACHUHM IOBECTKHM AHSA, O IpeKpalleHUN
00CyXJIeHUsI, O TPUHSATHU K CBEICHHIO CIPABOK, COOOMICHWH M T.N.) TaKKe OTPa)KaloTCs B TEKCTE
IPOTOKOJIA.

4.3.7. Y4acTHUK COBCIIaHUS WU 3aceIaHMsi MOXET BbICKa3aTh 0CO00E MHEHHE IO MPUHATOMY
pemennto. [locne 3acemanusi ocob0oe MHEHHE HW3JaraeTcsi Ha OTICIBHOM JIMCTE, MOAMUCHIBACTCS H
nepeaaeTcs JMIly, OTBETCTBEHHOMY 3a BeieHue MpoTokojia. Coaepkanue 0co00ro MHEHUS 3alUChIBACTCS
B IIPOTOKOJI ITOCTIE 3aIIMCH COOTBETCTBYIOIIETO PEIICHHS.

K mnporoxonmy MOryT mnpuiaraTbCs TEKCThl BBICTYIUIGHHH, CIIHCOK MPHCYTCTBYIOIIMX Ha
3ace/laHuM.

4.3.8. IIpoTokon 3aceaHus MOANUCHIBACTCS TIPEACEAATENIEM U CEKPETAPEM 3acelaHMs.

Jaroii mpoToKoa SBISIETCS JaTa 3ace/laHus. Peructpaius u XxpaHeHue JJOKYMEHTa ITPOU3BOIUTCS
M0 MECTY HU3JJaHHSI.

43.9. llpu oOcyxneHMH 0CO00 BaXHBIX BOIPOCOB MPOTOKOJBI MOTYT BHU3HPOBAaTHCA
JOKJIag4uKaMu. BU3bl mpocTaBistoTcst HA 00OPOTHOW CTOPOHE MOCIIEAHEr0 JIMCTA MPOTOKOIA.

4.4. CocTaBieHue U 0popMJICHHE JeJIOBBIX ITHCEM

441, JlemoBoe NHCHMO —  JIOKYMEHT, IIOCPEJICTBOM  KOTOPOTO  OCYIIECTBIISICTCS
MHGOPMAITMOHHBIH 00MEH MEXKIY OPraHU3alUsAMHU U JIOJHKHOCTHBIMH JIUIIAMH.,

PasnuyaroTcss AenmoBBle THCHBMA: 3alpoChl, NPUTIANICHUs, TO3[paBIeHUS, HANOMUHAHUS,
MOITBEPIKIACHHMS, TIPEUIOKEHHUS, PEKOMEH IAIINH, PEKIIAMHBIC, TApaHTHIHBIC, CONPOBOAUTEIBHBIE U JIP.

4.4.2. JlenoBoe muchbMo odopmisieTcss Ha OJlaHKe MHChbMa yHHBEpCHTeTa. [[eloBoe MUCHMO
JIOJDKHO OBITH TTOCBSIIIEHO OJTHOMY BOTPOCY. HecKoIbKo BOMPOCOB M3JIAraloTCs B OJJHOM ITHCHEME TOJBLKO
B Cllydae, €ClId BOIPOCHI B3aMMOCBs3aHbl. OO0bEeM NMHChMa HE JIOJDKEH MPEBBINIATh JABYX CTPAHUI], B
HCKIIIOYUTEIBHBIX CIyYasiX JOIMYCKATCS MMChMa JI0 IIATH CTPAHMIl MAIIMHOIIMCHOTO TEKCTa.

4.4.3. PekBu3uTamMu MHUChbMa SIBIISIOTCSA: HAUMEHOBAaHWE YHHBEPCUTETa, CIIPABOYHBIC JIaHHBIC 00
YHUBEPCUTETE, JlaTa, PErHCTPAIMOHHBIA HOMEp, CChUIKA Ha WHAEKC M JaTy MOCTYMHBIIETO JOKYMEHTA,
3aroJIoBOK K TEKCTY, aJIpecaT, TeKCT, OTMETKA O HAJHUYWHU MPHJIOKEHHS (B COMPOBOAMTEIBHBIX MUChMaX ),
MTOIKCH, OTMETKA 00 MCITOJIHUTEIIE.

3aronoBok opopmiIsieTcs ToA pekBU3uTaMu OsaHka v neyaraetcs 10-12 mpudrom.

3aroJioBOK K TEKCTY JIOJKEH OBITh KPATKUM M OTPaXKaTh CYTh MKChMa, HAPUMED:

0 NPeodnoHCeHUU 3aKTIOUUMb 002080 HOCMABKU,

0 Hecob0eHUU CPOKO8 BbINOIHEHUS 002080PA;

00 OKA3aHUU HAYYHO-MEXHUYECKOU NOMOUJU.

Ecnu TexcT mucbMa 10 TSTH CTPOK, 3aT0JIOBOK JIOITYCTHMO HE COCTABIISTh.

4.44. Ecnmum ACEMO SIBISICTCS OTBETHBIM, B PEKBH3UTAaX OJIaHKA yKa3bIBACTCSI HOMEpP W J1ara
MOCTYNHBINETO (HHAIUATHBHOTO) MHCHMAa.
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4.4.5. Ecnu nucbMoO afjpecoBaHo OoJiee 4eM B 4 ajjpeca, TO HCIIOJIHUTEIEM COCTABIISCTCS CITUCOK
PacChUIKK Ha OTHpPaBICHUE KOPPECTIOHACHIIUH (npunoxenue 7).

[lpn HanpaBIeHWH THCEM B BBIMIECTOSAINNE W MOABEJIOMCTBEHHBIC OpPTraHHM3AIMH, a TaKKe
HOCTOSIHHBIM KOPPECTIOHJICHTaM ITIOYTOBBIH apec B PEKBU3NTE «ApecaTy» JOIMYCTUMO HE YKa3bIBaTh.

4.4.6. Tekct mnHucbMa JODKEH OBITh JIOTUYHBIM, TMOCJIEIOBATENLHBIM, YOCOUTEIbHBIM H
KOPPEeKTHBIM 110 (hopme. DakThl U COOBITHS JOIDKHBI M3JIaraThCsi 00bEKTHBHO, JJAKOHMYHO, SICHO. TeKCT
NHChMa HE JOJDKEH JJOMYCKAaTh Pa3IndHOTO TOJIKOBAHUSL.

TexcT MOXeT U3naraThCsi:

- OT MIEPBOTO JIMLIA MHOKECTBEHHOTO YHCIIa: IPOCHM, HAalpaBJsieM, IpeiaraeM 1 ap.;

- OT MepBOTO JIMIA SMHCTBEHHOTO YUCIIA: MPOILY, IpeyIaraio, Mpuriaman u ap.;

- OT TPETHETO JIMLA SAMHCTBEHHOTO YHCIIA: YHUBEPCUTET PACCMOTPET], YHUBEPCUTET HAIIPABIISET.

4.4.7. lenoBoe mucbMo, opOpMIICHHOE Ha OJaHKE YHHUBEPCHTETA, MOAJICKUT BU3UPOBAHUIO HA
00OpOTHOH CTOPOHE MUCHEMa OTBETCTBEHHBIM HCIONHHUTENIEM. BU3BI POCTABIAIOTCS HA KONMHMH MHCHMA,
OCTAaIOLIEHCs B JIelie YHUBEPCHUTETA.

Ecmu genoBoe mmchMO mepechUiaeTcsl aapecaTy Mo (akCHMWIBHOW cBs3u (0e3 OTIpaBKH
MOJJTMHHNKA TIO TI0YTE), BU3BI MPOCTABISIOTCS HAa TMEPBOM DK3eMIUIsIpe (IIOMJIMHHUKE) Ha 00OPOTHOU
CTOPOHE TIOCIIEIHEr0 JIMCTA, U MOCiIe Nepeaadn mo (akcy 3TOT ke SK3eMIULIP MHChMa IepeJaeTcs B JAej0
Ha XpaHEeHHE.

4.4.8. [lenoBele MNHCbMa MOMAIMUCHIBAIOTCA IPE3UIEHTOM WIM PEKTOPOM YHHBEPCHUTETA,
IPOPEKTOPaMU B COOTBETCTBHHM C WX KOMIETCHIWEH, WHBIMH JIMIAMH, MMCIONIMMHU JIOBEPEHHOCTb.
HOI[HI/IC&HI/IC IICEM, O(bOpMHCHHLIX Ha O(bI/IIII/IaHI)HOM 6H3HKC YHUBCPCUTCTA, WHBIMHU JIMIIAMH HEC
JIOITyCKaeTCsl.

4.4.9. OrmeTtka 00 wcromHUTENE (COCTaBUTENE MUChMA) MPOCTABISAETCA HA IJUIEBOW CTOPOHE
MIOCJIC/THETO JIUCTA IO MOJIUCHI0, OMKe K HIKHEMY JIEBOMY TIOJIIO TIOKyMeHTa Oe3 ab3ara.

BHocuTth kakue-mu00 ucnpapiieHus1, 100aBICHUS B MOMUCAHHBIC MUChMa HE pa3peiacTcs.

4.5. OdopMmieHne aKTOB, JOKJAAHBIX, CJYKeOHBIX 3aIIHCOK

4.5.1. AKT — TOKYMEHT, COCTaBJICHHBIN JIJISl TOATBEPIK/ICHUS YCTAHOBJICHHBIX (haKTOB, COOBITHUH,
neicTBuil (mpuioxenue 13).

AKTBI COCTaBISIIOTCS KOJUISTHAIbHO (HE MEHee JByX cocTaBureiei). (O0sM3aTellbHBIMH
PEKBU3WTAMHU aKTa SIBJSIIOTCS: Ha3BaHWE yHHBEpcHUTeTa, Ha3BaHue Buaa aokymeHnta (AKT), mata u
PETUCTPAIlMOHHBIA HOMEp JOKYMEHTa, MECTO COCTaBJIEHHUs, 3arojlOBOK K TEKCTYy, TIOJIUCH, B
HEOOXOMMBIX CITyJasiX — TPUQ) YTBEPIKISHHUSL.

Jlatoii axTa sBISETCS Jara €ro COCTAaBJICHUS. 3arojOBOK K aKTy JIOJDKEH TpaMMAaTHYEeCKH
COIJIACOBBIBATHCS CO CIIOBOM «aKT»:

Axm nposepxu puHaHco80-X038UCMBEEHHOU 0esIMETbHOCIL.

Axm cnucanus MamepuaibHbIX YeHHOCEIL.

TexcT akTa COCTOUT U3 JIBYX YacTei: BBOJHOM U OCHOBHOW. Bo BBOJIHOM 4acTH aKkTa yKa3bIBaeTCA
OCHOBAHHE €r0 COCTaBJICHUS (pacHOPSIUTENbHBIA JOKYMEHT, HOPMATHBHBIA OKYMEHT, JOTOBOP C
yKa3aHHEM €ro JaThl U HOMEpa), COCTABHTENM akTa (Mpeacefareib W YICHBl KOMUCCUHU) C YKa3aHHEM
JIOJDKHOCTEH, MHUIMANOB U Qamiuiuii. B OCHOBHOHM 4acTW M3laraercsi CyIIHOCTb, XapaKTep, METOABI U
CPOKHM TMPOJICIIAHHOM pabOThl, YCTAHOBJICHHBIC (DAKTHI, @ TAK)KE BBIBOJBI, MPEIIOKCHHUS M 3aKIFOUYCHUS.
TekcT akTa MOKET OBITh pa3zelieH Ha ITyHKTHI U MOAITYHKTHI. AKTBI MOTYT COJIEPKATh MPEII0KCHHSL.

[Ipu cocTaBieHMM aKTOB pPEBH3WM M O0OCIECNOBaHHMI WX COJEPIKAHUE COTJIACOBBIBACTCS C
JIOJDKHOCTHBIMH JTUTIAMH, ACSATEIBHOCTh KOTOPBIX OTPaKaeTcs B akTe. AKT CUATACTCS MPHUHATHIM U
BCTyIaeT B [IEHCTBHE IIOCJIEC €ro MOAMHWCAHWS BCEMH WICHAMH KOMHCCHUHM WA BCEMH JIMIIAMH,
Y4aCTBOBABIIMMH B €ro COCTaBJICHHUU. JIMII0, HE COrJIaCHOE C COACP>KAHUEM aKTa, 00A3aHO MOANMNCATH
€ro_c OroBOpkKoi o cBoeM Hecoriacuu. Ocoboe MHEHHE YjeHa KOMHUCCHM cieayeT oQOopMIsSTh Ha
OTIETHFHOM JINCTE U TIPUJIAraTh K aKTy.

B HEoOXomuMBIX ciTydasix, €CJIM 3TOTO TPEOYIOT HOPMATHUBHBIE JOKYMEHTBI, aKThI YTBEPIKIAOTCS
MPE3UCHTOM WM PEKTOPOM YHHMBEPCHUTETA, MO PACIOPSHKEHUIO KOTOPOrO MPOBOIUIUCH NECUCTBUS,
3aBEPIIUBIIHECS COCTABICHUEM aKTa.
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45.2. Jloknaounas sanucka — NOKYMEHT, aJIpECOBAHHBIA IMPE3UACHTY, PEKTOPY (IIPOPEKTOpPY)
YHUBEPCUTETA, COJCPKAIIMNA OOCTOSTEILHOS U3JI0KEHUE KAKOT0-IMOO BONpOca C BBIBOJAAMH U
TIPETOKCHISIMU COCTaBUTENS (TIpriioxkenue 14).

JlokiaHple 3alHiCKH COCTABIAIOTCS B IENSIX HWHQOPMHUPOBAHHS PYKOBOACTBA O (haKTax,
CUTYaIUsX, TPEOYIOIIUX MPUHSTUS YIPABICHUSCKUX pelleHui. [lokiagHas 3amucka MpelCcTaBiIsIeTCs
PYKOBOAMTEINIO TTOAPA3IEIICHUS WU PEKTOPY (MIPE3UIEHTY) YHUBEPCHUTETA.

JlokmamHple  3alMCKM  COCTAaBJISIOTCS HA CTaHOApTHOM JHucTe Oymarm  Qopmata A4.
OO0s3aTeIbHBIME ~ PEKBU3UTAMH  JIOKJIAJHOW  3allUCKU  SBJISIOTCS: HAWUMEHOBAHUE CTPYKTYPHOTO
nonpasaencHus, HawMmeHoBanue Buma pokymenta (JJOKJIA/IHAS 3AIIMCKA), nara, anpecar,
3aroJIOBOK K TEKCTY, TEKCT, TIOATHCh.

TexcT AOKIAAHON 3allUCKU COCTOMT M3 JBYX WM TPEX YacTei: B MEPBOW YaCcTHU M3JIATalOTCA
MPUYUHBI, (DAKTHI WIIK COOBITHS, TTOCITYKUBIIIKE IOBOJIOM JIJIsl COCTABJICHHS IOKYMEHTA, BO BTOPOH 4acTH
— aHAIM3 CJIOXKWBIIEHCS CHUTyallMd, BO3MOXHBIE BapHUaHTBI €€ pEIICHUs, B TPETheH — BBIBOABI H
MPEUIOKEHASI O KOHKPETHBIX JEHCTBHUAX, KOTOpBlE, [0 MHEHHIO COCTAaBUTENA, HEOOXOAMMO
MPeNNpUHATh. BTOpas 4acTh B JIOKJIAJHOHM 3allMCKE MOXKET OTCYTCTBOBAaTh, B 3TOM CIydyac €€ TEKCT
COJICPKUT OIMCAHHE CIIOKHUBIIEHCS CUTYyallly, BBIBOABI M MIPEIIOKESHUS COCTaBUTEIIS.

JloknagHast 3amvcka TOJIICHIBAETCS COCTaBHTEIEM, €CITM OHA IPEACTABISAETCS PYKOBOIUTEIO
MoJIpa3ACiCHNs], U PYKOBOIUTEIIEM MOJPA3CICHHS, SCIIM OHA TMPEIACTABIIACTCS PEKTOpY (IMIPOPEKTOPY)
YHUBEPCUTETA, U PEKTOPOM, €CJIM OHA TIPEJCTABIISCTCS MPE3UICHTY.

4.5.3. Cnyocebnas 3anucka — ITOKYMEHT, COCTaBISICMBIH PAaOOTHHKOM WM PYKOBOIUTEIIEM
MoIpa3AeicHNs U aAPECOBAHHBIA PYKOBOJIUTEIIO W CIEITUAIMCTY APYroro moapas3eiicHusl.

CnyxeOHbIE  3allMCKA  COCTABIIAIOTCSA [0  BONpPOCaM  MaTepUAIbHO-TEXHHUYECKOTO,
WH(POPMAITMOHHOTO, XO3SMCTBEHHOTO 00eCTIeUeHus U JIp.

CryxkeOHas 3ammrcka oopMIIIETCS Ha CTaHAAPTHOM JHCTe Oymaru ¢dopmara A4 um agpecyercs
PYKOBOIMTEIIO CTPYKTYPHOT'O MOAPA3ICIICHUS WX UHOMY JTOJDKHOCTHOMY JIMILY.

OO0s13aTeNIbHBIMA PEKBU3UTAMH CIIY)KEOHOW 3aIlMCKHU SIBJISIOTCSA: HAMMEHOBAHHE CTPYKTYPHOIO
nonpasaeneHus, HaumeHoBanue Buaa nokymeHTta (CJIVIKEBHAS 3AIIMCKA), mara, 3aroioBok K
TEKCTY, aJpecaT, TEKCT, MOIHUCH.

Texcr ciyxeOHOW 3alMCKU, Kak MPaBWIIO, COCTOMT M3 JIBYX dYacTei — OOOCHOBaHUS U
3aKITFOUEHUs (MIPEIOKEeHHS, TIPOCHOBI, 3asIBKH H T.I1.)

Crny>xeOHas 3arrcKa MOIITUCHIBAETCS COCTABUTEIIEM HIIM PYKOBOAMTEIIEM O3 ACIICHUS.

5. M3IOTOBJIEHME JIOKYMEHTOB C TOMOIINBIO KOMIIBIOTEPHOM
TEXHUKHN

5.1. Tlpu U3roTOBIICHUHU JTOKYMEHTOB B TekcToBOM penaktope Word for Windows npumensirotrcst
mpud el rapaUTyphl Times New Roman pasmepom 12-14.

3aronoBok mevaraercs 10-12 mpudrom.

B Onanke noKyMeHTa M NPW M3TOTOBJICHHM TAOJHIl MOTYT HCIOIB30BAThCA MIPU(PTHI MEHBIINX
pasmepos: 10-12.

OtMeTKy 00 MCIIOTHHUTEINE TaKKe JIOMyCKaeTCs evaTars mwprudrom Menbiiero pazmepa: 10-12.

5.2. Tekcr moKyMeHTa nieyararot uepes 1-1,5 MexKCTpouHbIX UHTEpBala Ha Onankax ¢popmara A4.

JlOKyMeHTHI, TpenHa3HaueHHbIE Ul KOMHMPOBAaHHUS C YMEHBIICHHEM, IEYaTaloTCs depe3 JBa
MHTEpBaja.

5.3. MHOTOCTpOUYHBIE PEKBU3UTHI MEYATAIOTCS Yepe3 OJUH HHTEPBAJ, COCTABHBIE YaCTH OIHOTO
PEKBU3HTA OTIENSIOT APYT OT Apyra JBYMS MEXKCTPOYHBIMH HHTEpBaJaMy (HApUMep, B PEKBHU3UTaX
«Anpecar», «'pud yTBepKIEHHUS» U ApP.), PEKBU3UTHI OJUH OT APYrOoro OTAEISIIOT 1-3 MEKCTPOUYHBIMU
WHTEpBaJaMH (HaIlpUMep, 3aT0JIOBOK K TEKCTY OT TEKCTa, TEKCT OT TOJIICH), 32 UCKIIOUYSCHHEM OTMETKH
0 HAJIMYAM TPUIOKEHHSA, KOTOpas Me’aTaeTcs] HEMOCPEICTBEHHO IO/ TEKCTOM COIPOBOAMTEIHHOTO
nHUCbMa.

5.4. Ha3zBanue Buna nokymeHTa nedataercs: npomucHbiMu OykBamu: [IPOTOKOJI, AKT,
CIIPABKA u 1p.

Pacmmdposky noxnucu B pexBuzute «lloanuce» opopMISIIOT Ha YpOBHE IOCIEAHEH CTPOKU
HaMMEHOBaHU JOIDKHOCTH € MPOOETIOM MEKAY MHUIHATaMU U (haMIITHEH.
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5.5. MakcuManpHas JjMHa CTPOKHM MHOTOCTPOYHBIX PEKBU3UTOB, UCKIIIOYAsl TEKCT JOKYMEHTA, —
28-30 3HaKoB.

JlommyckaeTcst pacmoyIoKUTh 3arojIOBOK HaJl TEKCTOM IIEHTPHUPOBAHHBIM cIOocoO0M. Touky B
KOHIIE 3ar0JIOBKa HE CTaBST.

5.6. Tlpy W3roTOBIEHUU MTOKYMEHTOB OT TPAaHMIIBI JIEBOIO IIOJS TIEYATAIOTCS CICAYIOIIKE
PEKBHU3HTHI: 3aroJIOBOK K TEKCTy, OTMETKAa O HAIWYHHA TPHIOKEHHUS, OTMETKa 00 WCIOIHHTEe,
HaMEHOBaHWE JNOJDKHOCTH B pekBm3uTax «llommuce» m «['pud cormacoBaHmsy, OTMETKA O 3aBEPCHUH
koruu, a Takke cnoBa «CJIIYIIAJIM», «BBICTYIIWIIW», «PEHINJIM» B mnpoTtokonax, cCioBa
«IIpumeuanue» u «OCHOBaHHE», €CIU B TEKCTE JOKYMEHTAa MMEIOTCS MPUMEYAHMs WIM BbIACIICHHAS
CCBUIKA Ha TOKYMEHT, MMOCITYXUBLIIMHA OCHOBAaHHUEM K €r0 U3IAHHUIO.

5.7. Ilpu W3roTOBJICHUHM JOKYMEHTOB Ha JBYX W OoJiee CTpaHHUIAX BTOpas U IMOCICIYIOIIUE
CTpaHUIBI HyMepyroTcs. Homepa cTpaHuIl MPOCTaBISIOTCS TOCEPEAMHE BEPXHETO MO JIUCTa apaOdCKUMU
nudpamMu 0e3 CII0Ba «CTPAHHUIIA» MW COKPAIICHHUS «CTP» ¥ 3HAKOB MIPETTMHAHUSI.

6. OPTAHM3ALUSA JOKYMEHTOOBOPOTA
6.1. Perucrpanusi M yueT BHyTPEHHUX JOKYMEHTOB

6.1.1. K BHyTpeHHUM TOKYMEHTaM OTHOCSTCS JOKYMEHTHI, IOATOTOBJICHHbIE B YHUBEPCUTETE, U
HE BBIXOJAIINE 3a IPEeIbl YHUBEPCUTETA.

6.1.2. Ilpuka3sl mpe3ugeHTa M peKTopa IO OCHOBHOM JIE€ATENbHOCTH PETUCTPUPYIOTCS B
Hemapramente HRu/l, nM nmpucBanBaroTcs OPSIKOBBIE HOMEpA B TIpe/ieax KaJeHJapHOro roja.

6.1.3. Ilpuka3pl npe3uIeHTa U PEKTOpa MO JUYHOMY COCTaBY COTPYAHHUKOB PETHCTPUPYIOTCS B
Henapramenre HRuJl. M mpucBamBaroTCcsi MOpSAAKOBBEIE HOMEpa B IpeleNnax KaJeHIAapHOTO Toja C
OYKBCHHBIM HHJICKCOM:

- K — nns1 npuka3oB 1o JUYHOMY COCTaBy paOOTHHKOB YHUBEPCHUTETA;

[Iprka3pl Mo JMYHOMY cOCTaBy OOYYarOIIMXCS PErHCTPUPYIOTCS B y4eOHO- METOJUYECKOM
ynpasiieHHH. MM nprcBanBaroTcs MOPSIKOBBEIE HOMEpa B Ipejieiax KaleHIapHOTO rojia ¢ OyKBEHHBIMHU
WH/IEKCAMH:

- C — 1715 IpUKa30B MO JUYHOMY COCTaBY CTYJCHTOB;

- A — U1 TPUKA30B 110 JINYHOMY COCTaBY aCIIHPAHTOB;

- M — s mpuka3oB MO JMYHOMY COCTaBy CTYAEHTOB M ciymiarenei LleHTpa moBbIeHus
KBaJH(pUKaul 1 NpoheCCHOHATIBHOI MEPEeNOArOTOBKH CIIELMATNCTOB;

- ¥V — 17151 mpUKa30B 10 00yYaromyMCs.

6.1.4. ITlognMMHHUKK TIPUKAa30B TI0 OCHOBHOW JEATENbHOCTH YHHMBEpPCHUTETa XpaHITCAd B
Henapramente HRu/l, moaIMHHUKY MPHUKA30B 0 JINYHOMY COCTaBY COTPYAHHUKOB M OOYyYarOIIMXCS — B
YIpaBJIEHUH NPaBOBOro oOecneueHHs, KaJpOBOH MOJIMTHUKK W NPOQHUIAKTHKH KOPPYNUUH M y4eOHO-
METOJUYECKOM YIIPABJIEHUH COOTBETCTBEHHO.

6.1.5. Perucrpanys mpPOTOKOJOB, aKTOB KOJJIETHANBHBIX OpPraHOB BENETCS CEeKpeTapeM
KOJUIerHajabHOro opraHa. lIpoTokomam 3acemaHuii, akTaM IpPUCBaWBAalOTCS MOPSAIKOBBIE HOMEpPa B
Ipejienax KaJeHAapHOro rojia 1Mo KakJAOMy BHIY HPOTOKOJIOB M aKTOB OTHENBHO. IIpOTOKONBI M aKkTh
MOJIIITMBAIOTCS B JIENa U XPAHITCA B COOTBETCTBHH C HOMEHKJIATYPOH A€l B CTPYKTYPHOM HOpa3IeICHUN
10 MEpE UX CO3JaHMsL.

6.16. [TomoxeHUst 0 CTPYKTYPHBIX MOAPA3JAECICHUSIX U 10 OCHOBHOW JIEATEIIBHOCTH YHUBEPCUTETA
PETUCTPUPYIOTCS TIPU HATHMYUU JICKTPOHHOU Bepcuu U xpaHsaTcs B Jlemapramente HRull. [Tomoskenmsim
B YHMBEPCHUTETE NIPHUCBANBAIOTCS TOPSAKOBBIE HOMEpA B TpeziesiaX KaJeHAapHOTo ro/ia.

6.1.7. llepenncka 1O BOMpOCaM CIIy>)KEOHOM JNEATENBHOCTH MEXAY CTPYKTYPHBIMU
NoJpa3elicHHsIMU  YHUBEPCHTETAa BejeTcsi 0e3 perucrpaimu jokymeHToB B Jlemapramente HRuJl u
MOJIJIEKUT CAMOCTOSITENILHOM TIepeiade U3 OJTHOTO CTPYKTYPHOTO MOAPA3eNIEHuUs B IpyTOe.

6.2. Opranusanus padoTbl ¢ JOKYMEHTAMM B CTPYKTYPHBIX MOApAa3AeJeHUusIX
6.2.1. Opraam3amusi W BEICHHE JCIIONPOU3BOJICTBA HEMOCPEACTBEHHO B CTPYKTYPHBIX

MOIPa3ACIICHIUSIX OCYIIECTRISIFOTCS. OTBETCTBEHHBIMH 32 JCIIOPOU3BOICTRO.
6.2.2. OTBETCTBEHHBIN 32 JEIOMPOU3BOICTBO OCYIICCTRIISICT:
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- MpHeM W y4eT JOKyMeHTOB, mnoctynamomux u3 Jemapramenta HRwu/l, xonTponms 3a ux
MIPOXOXKIEHUEM B JAaHHOM CTPYKTYpPHOM NOJPA3/IEICHNN;

- PEerucTpalyi W YydYeT BHYTPEHHHMX M MCXOMSIIMX JOKYMEHTOB, IIOATOTOBIEHHBIX U
0(OPMIIEHHBIX B CTPYKTYPHOM HOJpAa3JeNCHUH, IPOBEPKY NMPABUIBHOCTU UX 0hOpMIICHHSA, OPOpMIIEHUE
peecTpoB mepenavyrd JOKYMEHTOB, TMepeaady 3THX JOKYMEHTOB paboTHuky Hemapramenta HRuJl mis
JOCTaBKH 110 HA3HAYEHHIO;

- CBOCBPEMEHHYIO IepeJady IIOJy4YeHHBIX JOKYMEHTOB Ha PAacCMOTPEHUE PYKOBOIUTEIIO
CTPYKTYPHOTO MOJIpa3AeICHHMs, a II0CIIE MOTYyYEHHUs PE30JIIOLNN — HEOCPEICTBEHHOMY HCIIOJHUTEIIO;

- O3HAaKOMJICHHE Pa0OTHHKOB C JOKYMEHTaMH IO IMOPYYEHHIO PYKOBOIUTENSI CTPYKTYpHOTO
HOJPa3IeTICHUS;

- “HGOPMHUPOBAHUE PYKOBOJHUTENS CTPYKTYPHOTO MOApPA3ACNCHHS O COCTOSHUU HCIOTHEHUS
JIOKYMEHTOB U MOPYUYEHUM B CTPYKTYpPHOM IOJIpa3AeIeHNH;

- o0ecreyeHue COXPAHHOCTH IOKYMEHTOB M €N, BblJady JOKYMEHTOB M JieJl pabOoTHHUKaM
CTPYKTYPHOTO HOApa3AEICHuUs U pabOThl, KOHTPOJIb 338 UX BO3BPAIIEHUEM U COXPaHHOCTHIO;

- BeZicHHe 1 (OpMHUPOBaHKE e B COOTBETCTBHH C HOMEHKJIATYPOU /1€ YHUBEPCUTETA;

- IOJITOTOBKY U y4acTHE B IPOBEICHUH 3KCIIEPTU3bI ICHHOCTH TOKYMEHTOB, ITIOJTOTOBKY U CAATY
JIeJl Ha XpaHEeHUEe B apXUBOXPAaHUIIUILIE;

- O3HAKOMJICHHE IO MOPYUYEHHUIO0 PYKOBOAMTENS CTPYKTYPHOTO MOJpa3ieieHHs] MPUHUMAaeMbIX
COTPYJIHUKOB CTPYKTYpPHOTO mojpasfeneHuss ¢ WHCTpykuueil M ApyrMMH HOPMATUBHBIMH U
METOANYECKUMH TIOKYMEHTaMH 10 BOIIPOCaM pabOThI C JOKYMEHTaMH U JIEJIONPOU3BOJICTRA;

- TIOJly4eHHe OT PaOOTHHUKOB CTPYKTYPHOTO MOJpa3fesieHHs ITOKYMEHTOB IPU YXOAE B OTIYCK,
BbI€37e B KOMaHAUPOBKY (3a UCKJIIOUEHHEM KPAaTKOCPOYHON) MJIM YBOJIbHEHUH;

- IOJy4YCHHE M3 AapXUBOXPAHWIHMILA €] BO BPEMEHHOE IIOJIb30BaHME, BO3BpALCHHE HX B
ApXUBOXPAHWIMILIE [0 UCTEUEHUH CPOKOB MOJIb30BAHUS UMH;

- COCTaBJICHHE aKTOB HAa YHHYTOXEHHE JOKYMEHTOB C MCTEKIIMMH CpOKaMH XpaHEeHHS H
YHUUTOKEHUE YKa3aHHBIX TOKYMEHTOB.

6.2.3. PykoBOIMTENN CTPYKTYPHBIX IOJAPA3IEICHUH OpPraHu3yloT PabOTy C IMOCTYNUBIINMHU
JIOKYMEHTaMH, OIIPEJEIISIOT OTBETCTBEHHBIX HCIIONHHUTENEH, 00eCTICUNBAIOIINX MOJTOTOBKY OTBETOB Ha
HUX, C TOMOIIBI0 PabOTHUKOB, OTBETCTBEHHBIX 3a JIEJONPOU3BOJICTBO, KOHTPOJIHPYIOT KayecTBO U
CBOEBPEMEHHOCTH UCTIONIHEHHS JOKYMEHTOB, IOPYUYCHUH.

6.2.4. B chaywae swmKkBMauMum —CTPYKTYpHOTO TOApa3A€iCHUs, WX 3aKOHYECHHBIE
JIEIIONPOU3BOICTBOM JIeNla, CPOKH XPaHEHUSI KOTOPHIX HE UCTEKJIM K MOMEHTY JTUKBUIAIINH, TIEPENatoTCs
B apXMBOXPAaHWIUILIE PYKOBOAUTENEM CTPYKTYPHOTO oApasaeneHus. JJokyMeHThl BpEMEHHOTO XpaHEeHUs
C UCTEKIIMMH HAa MOMEHT JIMKBUAALUK CPOKAMHU XPAHEHUS] YHUUTOXKAIOTCSA B YCTAHOBJICHHOM IOPSIKE
OTBETCTBEHHBIM 32 JEJIONPOU3BO/ICTBO JIUKBUAUPYEMOTO CTPYKTYPHOTO MOApa3ieeHusI.

He 3akoHueHHBIE [€TONPOM3BOACTBOM JeNla, JOKYMEHTBHI TIepelaloTci B CTPYKTYpHOE
noapasfeneHye, Ipojaoibkaloniee paboTy mo maHHomy Bompocy. Ilepemada nen ¥ JOKyMEHTOB
odopmIIsieTcsl aKTOM, MOANUCAHHBIM TMepeAalonield W NPUHUMAIONICH CTOPOHAMH, KOMHS KOTOPOTO
MepeaeTcs B apXuB YHUBEPCHUTETA.

6.2.5. Ilpm pabore C [AOKyMEHTaMH B CTPYKTYPHBIX MOJpa3JelIEHUsIX HEoOX0IUMO
PYKOBOJCTBOBATHCS CIEAYIOIIUMH TPEOOBAaHUAMHU:

-pa0OTHUKM  CTPYKTYPHOTO TOAPA3JEICHUS HECyT OTBETCTBEHHOCTh 3a COXPaHHOCTh
HaXOJSIMXCS Y HUX IOKYMEHTOB U KOH()UACHIIMAIBHOCTD COAEPIKaIIEHCs B HUX HH(OpMAaIny;

-CBEJICHHS, COZIEpIKAIecs B TOKYMEHTaX, MOTYT UCIOJIb30BaThCs TOJIBKO B CIYKEOHBIX LEISAX U
B TIpeJiesiax MOJTHOMOYHA, IMEIONIUXCS y PA0OTHHUKA CTPYKTYPHOTO TIOJpa3eCHuS;

6.3. PaGoTa ¢ oOpaimeHusiMH IrpaskaaH

6.3.1. Pabora ¢ oOpameHusSIMH TpakIaH OCYIIECTBISETCS B COOTBETCTBHHM C TPeOOBaHUSIMH
3akoHa KP «O nopsinke paccMOTpeHHs: 00palieH!id Tpaskaan.

6.9.2. YcTaHOBJIEHHBIH HACTOSIIMM IYHKTOM THOPSIOK PAacCMOTPEHHs OOpallleHWHd TIpakaaH
pacrpocTpaHseTcsl Ha IPAaBOOTHOILIEHMs, CBS3aHHBIE C PAacCMOTPEHHMEM OOpalleHUH HHOCTPaHHbBIX
rpakaaH M JuI 0Oe3 TPaXIaHCTBA, 332 HCKIIOYEHHEM CIy4aeB, YCTAHOBICHHBIX MEXIyHApOIHBIM
JIOTOBOPOM.
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6.3.3. YcTaHOBJIEHHBIH HACTOSIIUM IYHKTOM TOPSIOK DPAacCMOTpEHHsS OOpallleHWi TpakaaH
pacmpocTpaHseTcsl Ha Bce oOpalleHHs TpakAaH, 3a HMCKIIOYEHHEM OOpalleHui, KOTOpble MOJyIeKaT
PacCMOTPEHUIO B MIOPSAKE, YCTAHOBICHHOM HHBIMH 3aKOHAMH.

6.3.3. I'pakmanH MOXXET HANpPaBUTh B yYHHMBEPCUTET oOpamieHue B THCbMEHHOW (opme Ha
OyMa)kHOM HocuTene WIH B (opMmMe 53JIeKTPOHHOTO JOKYMEHTa uepe3 O(WIHMaNIbHBIA CalT WIn
oUIIaTBHBIN aipec AIEKTPOHHOM MMOUTH yHIBepcuTeTa info@salymbekov.com.

6.9.4. I'paxxnanvH B CBOEM MUCHMEHHOM OOpaIIeHHH B 003aTeITFHOM TOPSIKE yKa3bIBaeT JIN0OO
HalMEHOBaHUE YHUBEPCHUTETA, THUO0 (HaMIIINIO, UMS, OTIECTBO COOTBETCTBYIOIIETO JOJDKHOCTHOTO JIUIIA,
1100 JOKHOCTH COOTBETCTBYIOIIETO JIMIA, a TaKXKe CBOU (haMHIIMIO, UM, OTYECTBO (TOCIeIHEEe — MIPH
HaJIM4MHU), MOYTOBBIA azpec, IO KOTOPOMY [OJDKHBI OBITh HAIPaBICHBl OTBET, YBEAOMIICHHE O
nepeaapecayu OOpallleHus, U3j1araeT CyThb MPEIJIOKEHUs, 3asBICHUS WM KaloObl, CTaBUT JUYHYIO
MOJMHKCH U JaTy.

6.9.5. B oOpameHnn, TOCTYNWBIIEM B YHUBEPCHTET B (OpME IIEKTPOHHOTO JOKYMEHTA,
TrpaXJaHUH B 00SA3aTENbHOM MOPSAKE YKa3blBaeT CBOM (aMHIIMIO, MM, OTYECTBO (IOCIEAHEE — IpHU
HAJIMYWH), apecC AIEKTPOHHOM IOYTHI, 10 KOTOPOMY JOJDKHBI OBITh HANPABJICHBI OTBET, YBEIOMIICHHE O
nepeaapecanui oopaieHusl.

6.9.6. O0Oparenne, B KOTOpoM oOXamyeTcst CyJeOHOe pelieHre, B TeUeHHEe CeMHU JTHEW CO JHS
pPETUCTpallMi BO3BpAIlacTCsl TPaXKAAHMHY, HaINpaBUBIIEMY OOpallleHHe, C pa3bsICHEHHEM TMOpsIKa
00kaoBaHMsI JAHHOTO CYAeOHOTO pEeIICHHS.

6.9.7. OOpaieHre MOIJISKUT 00s3aTENFHON PETUCTPAIlMK B TEYEHHWE TpeX JHEW C MOMEHTa
MOCTYIUICHUS B YHUBEPCHUTET.

6.9.8. Ha oOpamenus rpaxnaan, nocrynupmue B Jemaprament HRu/l, odopmusercs
peructpaunonHas kaptouka b/ «Bxoasmas KoppecnoHICHLIHD.

6.9.9. Ha oOpameHny CTaBUTCA PETHCTPALMOHHBIA INTaMII YCTAaHOBICHHOTO o0pasma ¢
yKa3aHHEM MOPSIAKOBOIO HOMEpa M HadalbHOH OykBBI (hamuinu aBTopa. KosexkTwBHBIE oOpamieHus
conepxkar OykBy «K» v HOpSITKOBBIN HOMEP.

6.9.10. IloaroTroBieHHBI Ha OOpalleHHEe OTBET MOXET OBITh HANPABICH IO AJIEKTPOHHOMY
ajipecy, yKa3aHHOMY B OOpallieHnH, JTHOO0 Ha IOYTOBBIN aJpec rpaIaHHHA.

Ha xomnnextrBHOE 0oOpalieHHe, MOJNHCAHHOE HECKOIbKUMH TpaKAaHAMH C YKazaHHeM ajpeca
KaXI0OT0 M3 HHX, OTBET NACTCA KaXIOMY I'paXIaHMHY Ha yKa3aHHbBIH UM B oOparieHuu aapec. Eciu
oOpalieHue MOANMCAHO HECKOJBKUMH TpakJaHaMH, HO aJpec AJIsl HallpaBJCHUS OTBETAa YKa3aH TOJIBKO
OJTHOTO U3 HHUX, OTBET HAIPABJISIETCS TPAXIAHIHY, yKa3aBIIeMy CBOH aapec ¢ Mpoch0oii JOBECTH JaHHBIH
OTBET JI0 CBEACHUS JPYruX NOANHKCABIINX 00palieHUe rpakKIaH.

6.9.11. Ha oOpameHnue, B KOTOPOM He YyKazaHa Qammius TpaKIaHWHA, HAIPABHUBIIETO
oOpaleHue, WK MOYTOBBINA aJipec, M0 KOTOPOMY JIOJDKEH OBITh HAIlpaBJIeH OTBET, OTBET Ha oOpalieHue
HE JlaeTcsl.

6.9.12. Ecnu B oOpaleHnr comepikKaTcs CBEIEHUS O MOJrOTaBIMBAEMOM, COBEPIIAEMOM WIIN
COBEpPILIEHHOM IPOTUBOIIPABHOM JICSIHUH, a TAKXKE O JIUIIE, €r0 MOAr0TABINBAIOIIEM, COBEPIIAIONIEM HITH
COBEpIIUBIIEM, OOpallleHHe MePeChIacTCsl ¢ COMPOBOIUTENHHBIM THCHMOM B TOCYAapCTBEHHBIH OpraH
B COOTBETCTBHU C €r0 KOMIETECHIHEH.

6.9.13. He paccmarpuBaeTcs Mo CyIIeCTBY OOpaileHHe, B KOTOPOM COJIEpKaTCS HEICH3ypHBIC
00 OCKOPOMTENbHBIC BBIPAXKEHHS, YIPO3bl KU3HH, 3J0POBHI0 M HMMYIIECTBY JOJDKHOCTHBIX JIHIT
YHHBEPCHUTETa M WICHOB UX CEMEW, a TakkKe oOpalleHHe, TEKCT KOTOPOro He IMOJAAETCsl MPOYTEHHIO.
ABTOpPY Takoro oOpaieHus HarpaBiseTcs COOTBETCTBYIOLIEE COOOIIEHHE.

6.9.14. OtBet Ha oOpallleHre He JaeTcs, ¥ OHO HE TIOJICKUT HAIPaBJICHUIO HA PACCMOTpPEHHE B
TOCYJIApCTBEHHBI OpraH B COOTBETCTBHM C €T0 KOMIIETEHIMEW B Cllydae, €ClIH TEKCT MHChbMEHHOTO
oOpalieHus: He O3BOJISET ONPEACIUTE CYTh MIPEIOKEHHUS, 3asIBIICHHSI WM 5kajlo0bl. ['pask1aHuHy Takoro
oOpalieHusi B TeYEHHE CEMHU JIHEH CO JHS PErucTpally OOpallleHHs HAMpaBIseTCs COOTBETCTBYIOIIEE
cooOmieHue.

6.9.15. He nanpasiisieTcs OTBET 1O CYLIECTBY NMOCTABICHHOTO B OOpAlLIEHUH BOIIPOCa, €CII B HEM
MOTYT OBITH pa3rialleHbl CBEACHUS, COCTABIIAIONINE FOCYJAPCTBEHHYIO WM HHYIO OXPaHSIEMYIO 3aKOHOM
TaiiHy. [ pakaHuHy fnaeTcs COOTBETCTBYIOIIEE MMCbMEHHOE Pa3bsICHEHHE.

6.9.16. YHHBEpPCHUTET BIIPaBE MPUHATEH PEIICHUE O 0€30CHOBATEIIFHOCTH OUYEPETHOTO OOpaIeHHUS
W TpPEeKpaleHUH TEPEeNUCcKH C TPaXAaHUHOM IO JaHHOMY BONPOCY NPH YCIOBHH, YTO YKa3aHHOE
oOpalieHne W paHee HampaBisieMble OOpAICHHS HANpPABISUINCh B YHHBEPCUTET, W B OYEPEIHOM
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COOOLICHNN HE MPHUBOASITCS HOBBIE IOBOABI MM 0OCTOsSTENbCTBA. O JAHHOM pEIICHUH YBEIOMIISIETCS
rpakJaHWH, HANPABUBILWI oOpaleHue.

6.9.17. Bce mOKyMEHTHI MO OAHOMY OOpamieHuio (HOpPMHPYIOTCA B JEJI0 W XPaHATCA B
ycTaHoBJIeHHOM nopsiake B Jlemaprament HRu/l.

6.9.18. OOpaieHusi paccMaTpUBalOTCsA B CpoK He Oosnee 30 mHEW co AHS MX PETUCTPALUU B
Jemaprament. HRuJl B HCKIIOUMTENBHBIX CIyYasX CPOK PACcCCMOTPEHHUS MUCBMEHHOTO oOOpamieHus
MOXeT OBITh MpomieH He Oonee dyeM Ha 30 mHeid. O TPOIUICHHHM CPOKAa PACCMOTPEHHS OOpaIIeHUs
MUCBMEHHO YBEAOMIISIeTCS TpaskaaHuH B TeueHune 30 qHel ¢ MOMEHTa perucTpauun o0pamieHusl.

6.9.19. IIpu moaroToBKE OTBETA Ha OOpalIeHre HEOOXOAMMO YUUTHIBATH BpeMsl, HEOOXOJMMOE Ha
MIOYTOBYIO NIEPECHUIKY OTBETA TPAXKIAHHHY .

OTMeTKH 0 XO0Jie M MTOrax PacCMOTpPEHHs OOpamleHUi B YCTAHOBJICHHOM IMOPSAKE 3aHOCSTCS B
BJ1 «Bxonsmas KoppecrnoHICHLIND.

6.10. PadoTa ncnoHuTeN el ¢ JOKyMEeHTaMH

6.10.1. McnonHuTenp noay4yaeT JOKYMEHTHI B IEHb UX PETUCTPALMK WIH Ha CICAYIOLIUN 1€Hb B
COOTBETCTBHH C PE30JIIOIMEH TPOPEKTOPa (PYKOBOIUTENS CTPYKTYPHOTO MOAPA3ICIICHU ).

6.10.2. HcmomHeHune TOJYYEHHOT'O JOKyMEHTa TpeaycMaTpuBaeT cOop ©  00paboTKy
HE00X0IMMOH HHPOPMAIIH, IIOATOTOBKY MPOEKTa JOKYMEHTA.

6.10.3. Ecnam wucnomHeHue TOKyMEHTa TOPYYEHO HECKOJBKUM JIUIAM, TO OTBETCTBEHHBIN
UCIIOJHUTENb (JIUIO0, YKAa3aHHOE B PE30JIIOLUHY MIEPBBIM) UMEET MPABO KOHCYJIbTUPOBATHCS C OCTAIbHBIMU
WCTIOMHUTENSIMH 711 BBIPAOOTKM COBMECTHOT'O peENIeHHs. Bce WCIONHUTENMW B PaBHOW CTENEHU
OTBETCTBEHHBI 332 CBOEBPEMEHHOE W Ka4eCTBEHHOE WCIOJIHEHHE JOKyMEHTa W MpPEICTaBICHUE
OTBETCTBCHHOMY  HWCIIOJHUTEII0 B  YCTAHOBJICHHBIE WM CPOKM HEOOXOJMMBIX  MaTepHasoB.
OTBETCTBEHHBIN HCIOJHUTEIh HECET MEPCOHAIBHYI) OTBETCTBEHHOCTH 3a IOJIHOTY U JIOCTOBEPHOCTh
WH(GOPMAITUH, U3TI0KEHHON B IIOATOTOBJICHHOM IPOEKTE JOKYMEHTA.

6.11. KoHTpOoJIb MCIOJITHEHUSI AOKYMEHTOB

6.11.1. KoHTponb 3a HCHOJIHEHHUEM [IOKYMEHTOB M IOPYYEHHUM, OCYIIECTBIAEMBIH B LENSIX
CBOEBPEMEHHOTO ¥ KayeCTBEHHOTO WX HWCIOJHEHUS, BKIIOYaeT B ceOs IMOCTAHOBKY Ha KOHTPOIIb,
MIPOBEPKY XOJa UCIIOIHEHNUs, yIeT, 0000IIeHNe U aHAIN3 X0Jla U PE3yJIbTaTOB UCIIONHEHUS IOKyMEHTOB
Y TIOPYUYEHHA, CHATHE WX C KOHTPOIIS, HalpaBJIeHWE UCIIOTHEHHOTO JIOKYMEHTA B JIeJ10, HH(PpOPMHUPOBaHUE
PYKOBOAMTENS O pe3ysbTaTax UCTIOIHEHHUS.

OTBETCTBEHHOCTh 32 COCTOSIHHUE pPAa0OTHl TIO0 HCIOJIHEHUIO JOKYMEHTOB, HaxOJSIIUXCS Ha
KOHTPOJIE BO3JIaraeTcs Ha pPyKOBOJHUTENEH CTPYKTYPHBIX MOAPa3 ICIIeHUH.

6.11.2. KoHTponb HCIIONHEHUS JOKYMEHTOB BKJIIOYaeT B ceOs IMOCTAaHOBKY JOKyMEHTa Ha
KOHTPOJIb, TIPOBEPKY CBOEBPEMEHHOTO JIOBEIEHHUS JOKYMEHTa IO HCIOJIHUTENS, NpEeABAPUTEIHEHYIO
NPOBEPKY M DPETYJIHMPOBaHHE XOAa HCIOJIHEHUS, CHATHS JOKYMEHTa C KOHTpOJs, y4eT W o0oOmieHue
PE3yNbTaTOB KOHTPOJISA, HHPOPMHUPOBAHKUE PEKTOPA WM MPE3UACHTA YHUBEPCUTETA O XOJI€ UCTIOTHEHUS
JIOKYMEHTOB W MCTIOJTHUTEIbCKOW AUCIIUTUIHHE.

6.11.3. Cpoku HUCHOJHEHUS HNOKYMEHTa HCUUCISIOTCS B KaJCHJApHBIX JHAX C MOMEHTa
MOCTYIJICHUSI JOKYMEHTa B YHUBEPCUTET WU C AATHI NOJMUCAHUA JOKyMeHTa. CpOKU UCTIONTHEHUSI MOTYT
OBITH TUITOBBEIMHU M MHANBUAYAIbHBIMH. THITOBBIE CPOKU MCITOTHEHHSI YCTAHOBJICHBI HOPMAaTHBHO aKTaMH.
WHnuBuayanbHblE CpPOKM yCTAHABIMBAIOTCS NPE3WJIECHTOM WM PEKTOpPOM (IIPOPEKTOpOM) TpHU
BBIHECEHUH PE30JIIOLHH.

6.11.4. Jlaroil mcnoimHeHHS AOKyMEHTa CUYMTAETCs JaTa, yKa3aHHas B PE3OJIIOIWH, a TpPU ee
OTCYTCTBHMHM — JIaTa, Ha3BaHHAsl B TEKCTe MOKyMeHTa. [Ipy OTCYyTCTBMU KOHTPOJIHHOW AAaThl MCIIOTHEHUE
JOKYMEHTa JOJKHO OBITH MPOMU3BEIECHO B MECSIYHBIA CPOK, 8 JOKYMEHTOB C MOMETKOH «CpodHO» — B
TPEXIHEBHBIN CPOK.

6.11.5. Ha nokymMeHTax, MOCTaBJICHHBIX Ha KOHTPOJIb, IPOCTABIIACTCS OTMETKA «K».

6.11.6. KoHTpoNbh HCTIOTHEHHUS TOKYMEHTOB CTPOWTCS HAa OCHOBE PETHUCTPAIMOHHBIX MAHHBIX,
BHOCUMBIX B BJI «Bxonsias KoppecrnoHACHIIUD.
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6.11.7. B cimyyae HEBO3MOXHOCTH HCIIOJIHUTh JTOKYMEHT B CpPOK MCIIOJIHUTENb 3a 3 AHS 10
UCTEUYCHHUSI CPOKa 00sA3aH OOpaTHTHCS C MUCHMEHHOW MPOChOOH O MPOJICHHH CPOKa K PYKOBOJUTEIIO
CTPYKTYPHOIO IOApa3zaeneHus. Pemienne o NpoaieHnu CpoKa MCHOJIHEHUS] MPUHUMAET PYKOBOAMTEID,
BBIHECIIIHI PE30ITIOIIHUIO.

U3meHeHne cpoka UCHONHEHHS MJOKyMEHTa OQOpMIISIETCS Kak emle OJHA PEe3OJIIOLUs.
Hcnonautens o0s3an mpouHpopmupoBaTh [emapramenr HRuJl 06 m3MeHEHMH CpoKa HCIIOTHEHHS
IokymeHTa. CBeeHus: 00 N3MEHEHUH CPOKa MCIIONHEHUs TOKyMeHTa BHocsiTes B B/

6.11.8. IIproCTaHOBUTH HCIIOJIHEHUE JOKYMEHTa, a TaKXe OTMEHHUTb €ro MOXET TOJbKO
OpraHu3anus — aBTop JJOKYMEHTa, [0 BHYyTPEHHUM JIOKYMEHTaM — PYKOBOJAUTEIb MK OpTaH yIpaBJICHNUS,
MPUHUMABIIUN pEIICHUE.

6.11.9. CornacoBanue MOAroTaBIMBAEMOI0 JOKYMEHTA C 3aMHTEPECOBAHHBIMU OPraHU3ALUAMU U
JUIIAMH JOJDKHO MPOBOAMTHCA B IIPE/IENIaX YCTAHOBIEHHOTO CPOKa HCIIOJHEHUS JOKYMEHTA.

6.11.10. PaboTHHK, OCYIIECTBISIONINN KOHTPOIbh MCIOMHEHHUS TOKYMEHTOB, IOJDKEH PETYISAPHO
npocmaTpuBaTh bJl HOKYMEHTOB, CpOK HWCIOJHEHHS KOTOPHIX MpHOMIMKAeTca, W 3a 3-5 mHed 10
HUCTCUCHHUA CpOKa HAIpaBJIATb HWCHOJJHUTCIIAM HAIlOMHHAHUA O HpI/I6J'II/DK€HI/H/I CpOoKa HCIIOJIHCHUA
JOKYMEHTA.

6.11.11. JIoKyMEHT cUMTaeTCsi WUCIOJHEHHBIM IMOCJE BBIIOJHEHUS MOPYYECHHM, 3aIpoCcOB U
MOJITOTOBKH JIOKyMEHTa-OTBETA.

OcHoBaHuEM IJId CHATHA JOKYMCEHTA C KOHTPOJIA SABJISAIOTCA:

- 0 JOKyMEHTaM, TpeOyIOIIMM IMCbMEHHOI'O OTBETa, — IIMCbMO-OTBET, O(OPMIIEHHOE B
COOTBCTCTBUM C YCTAHOBJICHHBIMU IIpaBHJIaMM MW IHOANHMCAHHOC TMPE3UJACHTOM HIU PECKTOPOM
(TIpOpeKTOpOM) YHUBEPCHUTETA;

- IO JOKyMEHTaM, He TpeOyloIMM MHCbMEHHOTO OTBETa, — CIpaBKa pPYyKOBOAMUTEIS
NOJpa3eNICHNs O PE3yJIbTaTax PeLIeHUs BOIpoca.

6.11.12. JIokyMeHTBI CHUMAIOTCSI C KOHTPOJISL, €CIIU PEILleHb! IOCTABIEHHBIE B HUX BOIIPOCHI N
aBTOPOM JIaH OTBET MO cyuecTBy. [IpoMeXyTOUHBIM OTBET, paBHO KakK W 3alpoC MO HUCIOIHAEMOMY
JOKYMEHTY WJIM YacTHUYHOE BBIIOJHEHHE NOPYYEHHs, He SBJSIETCS OCHOBAaHMEM JMJIsl NPHU3HAHUS
JOKYMCHTA MCITIOJITHCHHBIM.

7. M3IrOTOBJIEHUE, YYET, WCHOJIb30BAHUE " XPAHEHME IIEYATEW,
IITAMIIOB YHUBEPCUTETA

7.1. B yHuBepcuTeTe HCIOJB3yeTCsl repOoBas MevaTh M MedaTh peKTopata (QupMeHHBIM
HaMEHOBaHUEM YyHHUBepcHUTeTa (TJaBHBIC [€4aTH) W TeYaTH CTPYKTYPHBIX MoapasieneHuid. [Ipu
HEOOX0IMMOCTH MOTYT HM3TOTAaBIHMBAaThCS M NMPUMEHATHCS T€YaTH VIS OTACIBHBIX BHIOB JIOKYMEHTOB
(moroBopoB, c4eTOB, HaKJIagHBIX W Jp.) [leyaTwm mNpOCTaBISAIOTCS Ha JOKYMEHTaX, TPEOYIOIIHX
JIOTIOJTHUTENBHOTO YIOCTOBEPEHUS UX MOUIMHHOCTH.

7.2. I'epOoBasi me4aTh YHHBEPCUTETA 3aBepsieT MOIMHHOCTB IMOJIHMCH TODKHOCTHOTO JIMIA HA
JOKYMEHTaX, YAOCTOBEPSIOIIMX IpaBa JHL, (QUKCHUPYIOIMX (AaKThl, CBS3aHHBIE C (UHAHCOBBIMHU,
MaTepHaJbHBIMU CPEJICTBAMH U JIP.

I'epOoBasi meyarh yHUBEpCUTETa NPOCTAaBJISETCS HA JOKYMEHTaX B COOTBETCTBHU C
pacnopsANTENbHBIMU JOKYMEHTAMH YHUBEPCUTETA O NOPSIJIKE U3TOTOBJICHU, XPAHEHUs!, HCIIONb30BaHMS,
YHHYTOXXEHUSI [TeYaTel U MTaMIOB.

[ledaTh pekTopaTa YHUBEPCUTETA MPOCTABISETCS HA JIOKYMEHTaX B COOTBETCTBHU C
pacnopsANTENbHBIMU IOKYMEHTAMH YHUBEPCUTETa 00 OpraHu3alyy y4eOHO-METOANYECKON M Hay4YHOU
NesITeAbHOCTH. (pHIIoKeHHE 9)

7.3. TepOoBoii TeyaTblo 3aBEpSIOTCS TOJINKHCH TPE3HJCHTAa YHHBEPCUTETa, HavalbHUKA
JemapTaMeHTa SKOHOMHUYECKO-(DMHAHCOBOTO PAa3BHUTHS, TJABHOro Oyxrairepa, a Takxe Jpyrux
JOJDKHOCTHBIX JIUL, KOTOPBIM PACHOPSAOUTENbHBIM JOKYMEHTOM YHHMBEPCHUTETAa WM JIOBEPEHHOCTBHIO
HPEIOCTABICHBI COOTBETCTBYIOIIHE TIOTHOMOYHSL.

7.4. Ilramn ¢ ¢akCUMUIBHBIM BOCIPOU3BEJACHUEM TMOJIMCHA TPE3UJCHTA WIH PEKTOpa
YHHBEPCUTETA, U3TOTOBJICHHBIA MO €ro MOPYYEHHUIO, XPAHUTCS M UCIIOJIB3YETCS! JODKHOCTHBIM JIULIOM,
OIIPEIEICHHBIM YCTHBIM PAcIOPsDKEHUEM PEKTOpa U MPE3UIACHTA.

HItamMmn ¢ (GakCUMMIBHBIM = BOCIIPOM3BEACHHEM TIOJIHMCH HCIIONB3YeTCs JUIA  3aBEPeHUS
MO3/IPaBUTENBHBIX, IPUBETCTBEHHBIX MMHCEM, IOOMIEHHBIX aIpecoB H HHBIX JOKYMEHTOB, HE TPEOYIOMINX
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opuauueckord  uaeHTH(ukanuu. [IpuMeHeHHWe yKa3aHHOTO INTamma JUis MOANMCAHUs TMPHKA30B,
pacropspKeHUi, CITyKeOHBIX MUCEM HE JOMYCKACTCA.

7.5. IlewaTm, BOCHPOW3BOIAININE HAWNMEHOBAHHWE IIOAPA3ACICHUN (IemapTaMeHTa, OTAeNa,
(akynpTeTa), MPOCTABISAIOTCS HA ITOKYMEHTaX, MOAMHCHIBAEMBIX PYKOBOIUTEISMU COOTBETCTBYIOIINX
MOApAa3AEICHUMN.

7.6. OTTHCK TIeYaTH Ha JOKyMEHTE MOXKET 3aXBaThIBATh YaCTh HAMMEHOBAHHS JIOJDKHOCTH, HO HE
JIOJDKEH 3aXBaThIBaTh IOANKCH JOJDKHOCTHOTO JHIla. B 1nokyMeHTax, OQOpMIIEHHBIX HAa OCHOBE
yHHDUIMPOBaHHBIX (popM (PuHaHCOBBIE, OyXTanTepckue, OTYETHBIE JOKYMEHTHI), IeYaTh MPOCTABIISECTCS
Ha CIIeMaIbHO OTBEJCHHOM MecTe, o0o3HaueHHoM M.IT.

7.7. OTTHCK TIPOCTABIISIEMOM ITeYaTH JOKCH OBITh XOPOIIIO YHTACMBIM.

7.8. OTBETCTBEHHOCTh 3a XpaHEHHWE W IMPABWIBHOE HCIIOJb30BAaHUE IE€YaTe CTPYKTYPHBIX
MoJipa3AeNICHU HECYT UX PYKOBOJIUTEINH.

7.9. Jlna ynocToBEepeHUs] NOAJIMHHOCTH JIOKYMEHTOB M 3aBEPEHUS KONHM [TOKYMEHTOB B
YHUBEPCUTETE UCHOIB3YIOTCA MIEYaTH CTPYKTYPHBIX MOAPA3ICICHUM.

7.10. TleyaTH W3roTaBIMBAIOTCSI B CTPpOIro OrpaHM4Y€HHOM KOJHUYECTBEC W HUCKIIIOYUTCIIBHO B
CiIykeOHBIX memsaX. PemreHne o HEOOXOIMMOCTH HW3TOTOBIEHUS IeYaTeld M WX KOJIHYECTBE NMPHHUMAET
MPE3UICHT WM PEKTOp YHUBEpPCHUTEeTa. 3asBKa Ha M3TOTOBIEHHE IME€YaTH W €€ CKU3 O(MOPMIISIOTCS B
CTPYKTYPHBIX MOJIpa3fiesieHusx u nepenatotcs B Jenaprament HRu/l.

7.11. Tlepenada reyaTeil MOCTOPOHHUM JIMIIAM U BEIHOC UX 32 MIPENEIIb 3MaHMs HE Oy CKAIOTCSI.

7.12. JIns mpoCTaBi€HUSI OTMETOK O IMOJYYEHHH, PETUCTPalliM, MPOXOXKICHUH W HCIIOJIHEHUU
JOKYMEHTOB, a TakXe JAPYTrUX OTMETOK CIPAaBOYHOIO XapakTepa MPUMEHSIOT COOTBETCTBYIOLIUE
MaCTUYHbIC IITAaMIIbI.

7.13. IledaTn yHUBEpCUTETA JOIDKHEI XPAHUTHCS B HAJIEKHO 3aITHMPAEMBIX MIKadax.

7.14. OTBETCTBEHHOCTh 3a 3aKOHHOCTb HCIOJB30BaHHMS W HAICKHOCTh XpaHEHHUS TepOOBOI
MevaTH W MeYaTH PeKTopaTa YHUBEPCHTETa BO3JaraeTcs Ha paOOTHHKA YHUBEPCHTETA — MaTepHalIbHO
OTBETCTBEHHOE JINIIO B COOTBETCTBUH C IPUKA30M IMPE3UIEHTa U PEKTOpa.

OTBETCTBEHHOCTh 32 HAJECKHOCTh XPAHEHUs, 3aKOHHOCTh HCIOJIb30BaHUS JPYrux Medareu
BO3JIaraeTcsi Ha pyKOBOJUTENEH COOTBETCTBYIOIINX MOApa3AeieHni 1100 Ha Ha3HAYEHHOE UMU JTUIIO.

7.15. Ilpumenmme B HETOJHOCTh, M3HOIIEHHBIE, HEHCIIONB3yeMbIE M YCTapeBIINE Ie4YaTH U
mTamibl Bo3Bpamatotes B Jlemaprament HRull ans meHTpann30BaHHOTO YHHUYTOXKEHHUS MO aKTy C
COOTBETCTBYIOLLEH OTMETKOU B KypHaJle yueTa.

7.16. Ilopsimok XxpaHeHHs reyaTel ¥ ITaMIIOB, IPAaBUIIBHOCTh UX MCIIOJIb30BAaHUS B CTPYKTYPHBIX
noipa3eNieHusIX exeroqHo nposepsiercs Jemaprament HRu/l.

7.17. B ciny4ae neHCTBUTEIHHON CIy)eOHOM HEOOXOIMMOCTU IO PEHISHUIO TMPe3UIeHTa WIN
pEeKTOpa YHUBEPCHUTETA JIOYCKAETCsl U3TOTOBJIEHHUE JOMOTHUTEIBHBIX 9K3EMIUIIPOB repOOBOil MevaTy.

8. OPTAHM3AIIUSA XPAHEHUSA JOKYMEHTOB

8.1. Tlopsmok xpaHEeHHs JIOKYMEHTOB B YHHBEPCHTETEC YCTAHABIHBAETCSI B COOTBETCTBHH C
3akoHogarenbcTBoM KP mo apxuBHOMY zeiy, MpHKa3aMu M PaCHOPSDKEHUSAMHU PEKTOPa WM MPE3UIeHTa
YHHUBEPCUTETA, HACTOSIINM IOJIOKEHUEM.

8.2. C MOMeHTa 3aBeJICHUS U JIO TIepe/lavur B apXuB Jiesia XPaHATCS 10 MecTy uX (popMupoBaHusi.
JIOKyMEHTBI TIOCTOSIHHOTO M BPEMEHHOT'O CPOKOB XpaHeHus (cBbiie 10 neT) mepeaaroTcsi Ha XpaHeHUE B
apxXUB YHHUBEpPCHTETa M IIOCJE YCTAaHOBJIEHHOIO CpOKa XpaHEHHS B YHHUBEPCHTETE IEPENAIOTCA B
rOCyapCTBEHHOE OIOJDKETHOE yUpexkaeHHne «I 0CyIapcTBEeHHBIN apXuBy.

8.3. I'pynmupoBKa UCTIOTHEHHBIX IOKYMEHTOB B JI€JIa, CHCTEMaTH3aIlMs ¥ YYeT Jiell, ONpeieicHne
CPOKOB UX XpaHEHUS OCYIIECCTBIISIIOTCS] B YHUBEPCUTETE B COOTBETCTBHH CO CBOJHON HOMEHKJIATypOH e
YHHBEPCHUTETA.

9. COCTABJIEHUE U BEAEHUE HOMEHKJIATYPbBI JEJI

9.1. Homenknarypa neia — oopMIIeHHBIH B YCTaHOBJICHHOM MOPSAIKE CHCTEMaTH3UPOBAHHBIH
MepeyeHb 3aroJIOBKOB JIEJ, CO3/1aBa€MbIX B YHUBEPCHUTETE, C YKA3aHUEM CPOKOB UX XpaHEHHS.

Homenknarypa men npeaHa3HaueHa il TPYNIUAPOBKH HCIIONHEHHBIX JIOKYMEHTOB B Jiena,
obecrieveHus IOMCKa JOKYMEHTOB M y4eTa JeJl, OIpeesieHUs] CPOKOB UX XpaHEHUs..
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9.2. CBoaHas HOMEHKIAaTypa Jell YHMBEPCHUTETAa COCTaBIACTCS MO YCTaHOBJICHHOW Qopme
apX1BOM YHHBEPCHTETa HA OCHOBAHUU HOMEHKJIATYP JIeJI CTPYKTYPHBIX MOApa3IeICHHN.

HowmeHnknarypa nen cTpyKTypHOTO HOApa3feieHUusl COCTaBisieTCsl paOOTHUKOM, OTBETCTBEHHBIM
3a JeJOoNpOU3BOACTBO, coryacoBbiBaercsi ¢ Jlemapramentom HRu/l, monmuceiBaercst pykoBogureneMm
CTPYKTYpPHOTO TIoApa3aesieHus u npeacrasmsiercs B Jenaprament HRu/l.

BHOBB co31aHHOE CTPYKTYpHOE MOpa3Ae/iCHUE B MECSUHBIA CPOK pa3padaTeiBaeT HOMEHKIATYPY
JleJI TIopa3AeliecHus U rpencrapiset ee B Jlemaprament HRu/l.

Homenknarypa nen, nmpeaBapuTenbHO corilacoBaHHas ¢ YueHbiM coBeToM (DC) yHHBEpcHTeTa,
YTBEPKIAETCS MIPE3UICHTOM.

Ilocne yTBepxaeHHS HOMEHKIATypa [eJI HalpaBiIsieTCsl B COOTBETCTBYIOLIUE CTPYKTYPHBIE
NoJpa3eNiCHus] YHUBEPCUTETA.

B Tedenune nenonpou3BOJCTBEHHOTO T0/1a B HOMEHKIATYPY € CTPYKTYPHOTO TOApa3feicHus
MOTYT BHOCHTBCS] U3MEHEHHS.

Jnsi BHOBb 3aBOAUMBIX B K&KIOM CTPYKTYPHOM IIOAPa3ACiCHUU el B HOMEHKJIATYype
OCTaBJISIIOTCS pe3epBHBIE HOMEpA.

9.3. HomMmeHkiaTypa Jen COTJIaCOBBIBAETCS HE pPeXe OJHOrO0 pasza B IATh JeT. B ciydae
3HAYUTEJIBHBIX M3MEHEHMH B CTPYKType YHHBEpPCHTETa pa3pabaThiBaeTcsi HOBas HOMEHKIATypa Iell,
KOTOpasi COTJIaCOBBIBACTCSI Y YCHBIM COBETOM YHUBEPCHUTETA U YTBEPKIACTCS MPE3UIECHTOM.

94. Ilpm coOCTaBICHHHM CBOJHOW HOMEHKJIATYpPBl JIeN CIEAyeT PYKOBOACTBOBATHCS
YUpPEOUTEIbHBIMA JOKYMEHTAMH YHHMBEPCUTETa, CTPYKTYpPOH YHHMBEPCHUTETa, TMOJIOKCHHUAMH O
CTPYKTYPHBIX TOJpa3eiCHUsX, IITATHBIM PAcIIUCAHUEM, TTEPEUHEM JTOKYMEHTOB CO CPOKAMHU XpaHEHUS,
CBOJIHOM HOMEHKJIATypOH JI€J1 YHUBEPCUTETA 3a MPOILLIbIE TOBI.

VYTBepKOCHHBIH 3K3EMIULIp CBOJHONM HOMEHKJIATYPBI AEJ SIBISETCS AOKYMEHTOM IIOCTOSIHHOTO
XpaHEeHUS U BKJIIOYAETCS B pa3/ie]l HOMEHKIATYpPhl apxuBa yHUBepcuTeTa. CTPYKTYpHBIE OApa3AeICHUs
MOJTYYal0T KOTIMU COOTBETCTBYIOLIMX pa3/iesioB sl UCTIONb30BaHus B paboTe.

9.5. HasBanmsiMu pa3ienoB HOMEHKJIATYpbl Jed  SBISIOTCS Ha3BaHUSA CTPYKTYPHBIX
NoJpa3eNICHUH, PacIiOOKEHHBIE B COOTBETCTBUH C YTBEPKIECHHOM CTPYKTYPOil.

9.6. B HOMeHKIIaTypy Jen BKJIIOYAlOTCA 3ar0JIOBKH JIEN, OTPaKaIoLINe BCE JOKyMEHTHPYEMBbIE
YYacTKH PabOThI OpraHU3aINH.

9.7. I'pacybl HOMEHKIATYPBI 1€ 3aMOTHIIOTCS CIEIYIOUIUM 00Pa3oM:

- B rpade 1 mpocTaBisSIOTCS MHAEKCHI J1eJ1, BKIIOUEHHBIX B HOMEHKIaTypy. MHnekc aena cocrout
M3 HOMepa CTPYKTYpPHOTO MOJIpa3/ieleHHs U MOPSIKOBOTO HOMepa 3aroJioBKa Jejia B Ipejenax paszena,
Hanpumep: 03-05, tne 03 — oOo3HaueHue nofpasneneHus, 05 — MOPSIKOBBI HOMEp 3aroJioBKa Jelia B
npezenax IaHHOTO pas3zeda.

- B rpady 2 HOMEHKJIATypHl Jei BKIIOYAIOTCS 3aroJiOBKW Jiesl (ToMmoB, 4acteit). [lopsmox
pacrloioKeHus 3aroJOBKOB JIel BHYTPH pa3/eioB HOMEHKJIATYphl Jel KaXIOro TOApa3eNeHus
OTIpeeIIeTCS CTENEHbIO BAXXHOCTH JOKYMEHTOB, COCTaBIISAIOLINX JI€N1a, U UX B3aUMOCBSI3SIMH.

B nauane pasnena pacronararoTcst 3arojIOBKM 171 YUPEAUTEIbHBIX, OPTaHU3alMOHHO-TIPABOBBIX
U paCTOpPSIUTENBHBIX JIOKYMEHTOB, 3aTEM 3aroJOBKH JIeJ, COJEpIKAIIWX IUIAHOBBIE W OTYETHBIC
JOKYMEHTBI, Jlajiee — JOKYMEHTBI, OTpaKalolue CeU(UKY AesTeIbHOCTH TOApa3AeICHuUs, MepenrcKa.
3aroJoBKU [IeJl, COCTaBJICHHBIX M0 Teorpad)nueckoMy M KOPPECIIOHACHTCKOMY NpU3HAKaM, BHOCSTCS B
HOMEHKJIATYPY JIeN 10 ali()aBUTy KOPPECTIOHJICHTOB WM TeorpaduiecKuX Ha3BaHUH.

3aroyoBOK Jiena JO0JDKEH YeTKO M B 000OLIeHHOW (opMe OTpakaThb OCHOBHOE COJIEp)KaHUE U
cocTaB JOKyMeHTOB Jena. He pmomyckaercss ymoTpeOjieHHWe B 3arojoBKE [ella HEKOHKPETHBIX
(bOpMYITHPOBOK («pa3HbIe MaTEPHAIIBbD), «OOIIas TIEPENCKay | T.J.), a TAKXKE BBOJHBIX CIOB U CJIIOXKHBIX
000pOTOB. 3arojOBKH el MOTYT YTOYHATHCS B TEUEHHE IEIONPOM3BOJCTBEHHOTO TO/Aa B MpoIiecce
(dopmupoBaHus U 0POPMIICHHS AE.

[Ipu cocTaBneHnn 3ar0JI0OBKOB JIe UCTIONB3YIOTCS (GOPMYITHPOBKH U3 IIPUMEPHOI HOMEHKIIATYPBI
JIeJT BBICIIIEr0 y4eOHOTO 3aBeIeHusI.

3aroJyoBOK Jiejia COCTOHUT U3 3JIEMEHTOB, paciiojlaraeMbIX B CIEAYIOLICH OCIEA0BaTEIbHOCTH:

- Ha3BaHUe jAena (MIPUKa3bl, aKThI, CMETHI PACX0/I0B, JOTOBOPHI H T.1I.);

- Ha3BaHNE YHUBEPCUTETA WM NOpa3esicHus (aBTOp JOKYMEHTA);

- Ha3BaHHUE OpraHU3allK, KOTOPOH OyIyT alpecoBaHbl I OT KOTOPOM OyIyT HOIy4eHbl JOKYMEHTHI
(KOppeCIoH/ICHT);

- KpaTKoe CoZiepKaHue JOKYMEHTOB JIefa;
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- Ha3BaHHE MECTHOCTH (TEPPUTOPHN), HAa KOTOPOH pacIoyioyKeHa opraHu3anus (YHUBEPCUTET) — aBTOP
JIOKYMEHTA,
- IaThI (TIeproJT), K KOTOPBIM OTHOCATCS TOKYMEHTHI JIeNa.

CocTaB 3J1€MEHTOB 3aroJIOBKa Jiejla OIpeessieTCs XapaKTepoM JOKYMEHTOB JIeTa.

B 3aromoBkax pnen, conepXamux JOKYMEHTBl IO OJHOMY BOMPOCY, HO HE CBSI3aHHBIX
MOCIIEOBATENIEHOCTHIO JIEIIOTIPOU3BOJICTBA, B KAYECTBE BU/IA Jelia YIIOTPEOIISETCS] TEPMHH «JIOKyMEHTHD,
a TI0CJIe CJIOB «JIOKyMEHTBHI» B CKOOKax YKa3bIBAIOTCS OCHOBHBIE Pa3HOBHUAHOCTH JOKYMEHTOB, KOTODBIE
JIOJIKHBI OBITh CTPYIIIMPOBAHEI B Jiejie, HanpuMep: «J{oKyMeHTHI (KOITUM CYETOB, CEPTU(DUKATHI KAYeCTBA,
aKThI MPUEMa-CAauH) O 3aKyNnKaM (POPMEHHOU OJCIHKIBI».

TepMHH «ZOKYMEHTB» TNPUMEHSIETCS Tak)Ke€ B 3aroJiOBKax Jell, COJepKalluX JOKYMEHTEHI,
SIBIISIONIUECS TPWIOKCHUSIMA K KaKUM-JIHOO JOKYMEHTaM, Hampumep: «JlOKyMEHThI K MpPOTOKOJIaM
3acelaHuil yUeHOTO COBETa», «lOKyMEHTBI — OCHOBAaHHS K IPUKa3aM 110 TUYHOMY COCTaBY».

- B rpade 3 HOMEHKIATYPHI JIeN yKa3bIBaeTCsS KOJIMYECTBO AeI (TOMOB, yacTeii). OHa 3amoiHseTcs
M0 OKOHYAHUH KaJIEHAAPHOTO TOA.

- B rpade 4 yKa3pIBaIOTCSI CPOKU XPaHEHUs Jell, HoMepa cTaTeld Mo MEepevHI0 AOKYMEHTOB C
YKa3aHHEM CPOKOB XPaHEHHUSI.

- B rpade 5 «llpumeuanus» B TedeHHE BCETO CpOKa JEHCTBHSI HOMEHKJIATYPHI Jell
MPOCTAaBJISIFOTCS. OTMETKHU O 3aBEICHUH JIeTl, BBIJICIICHUH JIeJ]T K YHHUITOXKEHHIO, Tiepeiade Aei U Jp.

9.8. Cpok xpaHeHHs JAejia 1 HOMEp CTaThU IO MEPEUHIO YKA3bIBAIOTCS B HOMEHKJIATYpe JEN CO
cceuTkoi Ha IlepedeHb THUMOBBIX YIPaBIEHUYECKUX apXHUBHBIX JTOKYMEHTOB, OOpa3yIONIUXCS B MPOIECCE
JEeSTEIbHOCTH TOCYIAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYNpaBlieHHS W OpraHu3amlui, c
yKa3aHUEM CPOKOB xpaHeHus. CpoKu XpaHEeHUsI JIe]], He yKa3aHHBIX B IiepeuHe, ycranapnuBaroTcs JIIMK
o npencraniennto lemapramenta HRull.

Hcuncnenne cpokoB XpaHEHHS TOKYMEHTOB, 3aKOHUEHHBIX JEJOMPOU3BOJCTBOM B TEKYIIEM
rojy, HaurHaeTcs ¢ | ssHBaps CIeAYIOIIETo roja.

10. O®OPMJUIEHME JEJI

10.1. [ena yHuBepcUTeTa MOJISKAT O(DOPMIICHHIO TIPY UX 3aBEJICHUM M 110 3aBeplieHuH rojaa. B
3aBUCHMOCTH OT CPOKOB XpaHEHHS ITPOBOJIUTCS TOJTHOE WITH YaCTUIHOE O(OPMIICHUE JIEI.

10.2. TlomHOMY OGOpPMIIEHHIO TOJUIeKAT Jelia TOCTOSHHOTO, BpeMeHHOro (cBbime 10 mer)
XpaHeHHUs 1 10 TMYHOMY cocTaBy. [loiHOe oopMIiIeHue fena nperycMaTpruBaeT:

- TOAIIIMBKY | TIEPETIIeT Jela;

- HyMepaIuIio JINCTOB B JIEIIE;

- COCTaBJICHHE 3aBEPUTENILHON HAIMKCH JeTa;

- COCTaBJIeHHE B HEOOXOAMMBIX CIIy4asx BHYTPEHHEH ONMUCH JOKYMEHTOB JIeTa;

- BHeCEHHE HEOOXOJMMBIX YTOYHEHUH B PEKBU3HUTHI OOJOXKKH Jena (YTOYHEHUE MHJEKCa W 3arojOBKa
Jlena, 1aThl Jiena, yka3aHue KOJIM4YecTBa JIMCTOB Jiea U JIp.)

10.3. [ema Bpemennoro xpaneHus (1o 10 eT BKIIOYUTENHHO) TMOJICKAT YACTUIHOMY
oopmiIeHHIO; JeNla JONMyCKaeTcs XPaHWTh B IalKaX-CKOPOCHIMBATENSX, IEPECUCTEMATHU3ALUI0
JIOKyMEHTOB B JEJIE MOXHO HE IPOBOAWTH, JIMCTHI HE HYyMEpPOBaTh, 3aBEPUTENIbHBIE HAJINCH HE
COCTaBIISITh.

10.4. lena mOCTOSHHOTO M BpeMeHHOTro XpaHeHHs (cBbime 10 jeT) moAmuBaroTCs Ha YeThIpe
NPOKOJIa B TBEPAYIO OOJIOKKY W TEPEIJIETAIOTCS C YYeTOM BO3MOXKHOCTH CBOOOJHOIO UTEHHMS TEKCTa
BCEX JOKYMEHTOB, JIaT, BU3 M PE30JIoNuil Ha HUX. lIpyM MOAroTOBKE /A€d K MOIIIMBKE METAUIMYECKHE
CKpETUIEHUS U3 IOKyMEHTOB YAAJSIOTCS.

10.5. Jlenma mMOCTOSSHHOTO XpaHEHHMSI, COCTOSIIUE U3 TOKYMEHTOB 0CO00H HAyYHO-UCTOPHUUYECKOM,
XYJI0’KECTBEHHOHW WIJIM MHOW IIEHHOCTH WIJIM HE(OPMATHBIX JIOKYMEHTOB, XPAHSTCS B 3aKPBITHIX TBEPBIX
Mamnkax ¢ 3aBsi3KaM¥ WX B KAPTOHHBIX PyTisipax (KOpoOkax).

10.6. B memnsix obecrieueHnsi COXpaHHOCTH M 3aKPEIICHUS MOPS/IKa PACION0KEHHS T0KYMEHTOB,
BKJIFOUEHHBIX B JIEJIO, BCE JIUCTBI €r0, KPOME JINCTOB 3aBEPHUTEIBHOM HAANHWCH U BHYTPEHHEH ONUCHU
(BHYTpEHHSISI OMHCh HWMEET OTHCIBbHYI0O HYMEpalldio), HyMEpYyIOTCS apaOCKuMU HudpamMu BaJlOBOM
HyMepalfeil B MpaBOM BEpXHEM YTITy, HE 3a/ieBas TeKCTa AOKYMEHTa, MPOCThIM KapaHpaamioM. JIucTe
JIeN, COCTOSIIIUX U3 HECKOJIBKHX TOMOB, HYMEPYIOTCS B K&KIOM TOME OTAenbHO. Ilpunoxenue k aemy,
COCTaBJISIOIIEE OT/IENbHBIN TOM, HyMEPYEeTCs OTAEIHHO.
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dotorpadun, YepTeKH, TMarpaMMbl U IpyTrue WUIIOCTPATUBHBIE U crieluUIecKue JOKYMEHTHI,
NPEACTABIISIONINE CAMOCTOSITEIBHBIH JUCT B Jelie, HyMEpyIOTCS Ha OOOpPOTHOH CTOpOHE B JICBOM
BEPXHEM YTIIy.

Cro’keHHBIN JIMCT Pa3BOpavMBACTCA W HyMEpyeTCsl B NPaBOM BepxXHeM yriy. Ilpm sTom mucr,
CJIO’KEHHBIH U TIOALIMTHIN 32 CepeUHY, MOJISKUT MEePELINBKEe U HyMepyeTcs Kak OJUH JIHCT.

JlokyMeHTBI 007bII0T0 (hopMaTa MOIIMBAIOTCS 33 OAWH Kpail M HyMEpYyIOTCS KaK OIHH JIUCT B
IPaBOM YTIIy Pa3BEpPHYTOTO JIHCTA.

Jluct ¢ HakIeeHHBIMH JOKYMEHTaMH (BBIpE3KaMM, BBIMUCKaMH, QoTorpadusiMd W T.II.)
HyMepyeTcsl KaKk OWH JUCT. Eciu K TOKYMEHTY MOAKJIECHBI OHUM KpaeM JIpyTrue TOKYMEHTHI (BBIPE3KH,
BCTAaBKM TEKCTa, MEPEBOABI U T.II.), TO KAXKIBII JOKYMEHT HyMmepyercst oTaenbHo. [loqmmurTeie B meno
KOHBEPTHI C BIOXKCHUSIMH HyMEPYIOTCS; IPH 3TOM BHaudale HyMEpyeTcsl KOHBEPT, a 3aTeM, OYepeIHbIM
HOMEPOM, KaXKJJ0€ BIO’KEHHE B KOHBEPTE.

[MogmmTeie B €70 JOKYMEHTHI ¢ COOCTBEHHOW HyMepalueil JIMCTOB MOTYT HyMEpOBaThCsl B
o0IIeM TMOpSIAKE WM COXPAaHATh COOCTBEHHYIO HYMEpAIMIO, €CIM OHAa COOTBETCTBYET IIOPSAKY
pacIonoKeHus JINCTOB B JieTe.

10.7. Jlms ydera KOIWYeCTBa JHCTOB B Jene W (PUKCalMd OCOOCHHOCTEW WX HyMepamuu
COCTaBIICTCS 3aBEPHUTEIbHAS HA/IITHCH JIeNIa.

10.8. Ha oOmoxxkax nenm BpeMeHHOTo xpaHeHus (mo 10 JeT BKIIOYUTEIBHO) 3alUCHIBACTCS:
HaMMCHOBAHUC YHHUBCPCUTCTA C YKa3aHUEM OpFaHH3aHHOHHO'HpaBOBOﬁ @OpMBL HaNMCHOBAaHHUC
CTPYKTYPHOTO ITOJpa3/IeieHHs], HHISKC JieJa TI0 HOMEHKJIaType JIeJ, 3ar0JIOBOK Jefia, 1aTa Havaia Jena
(Mo mepBOMY MOKYMEHTY), JaTa OKOHYaHHs Jena (IO TOCIeAHEMY JOKYMEHTY), CPOK XpaHEHHs II0
HOMEHKJIaType.

10.9. Ha oGmokkax Aen MOCTOSHHOTO, BpeMeHHoro (cBbiire 10 JeT) XpaHeHUs W MO JIMIHOMY
COCTaBy 3alMCHIBACTCS: HANMEHOBAHUE YHUBEPCUTETA C YKa3aHHEM OPraHU3aIllMOHHO-TIPABOBOH (OpPMBI;
HAUMCHOBaHUE CTPYKTYPHOTO MOJApa3jeiicHUs; MHICKC naena (HoMep Jena); HoMep ToMma (4acTd) 1o
TOZIOBOMY pasjielly CBOJHOW ONKCH JIell; 3ar0JOBOK Jieja; aHHOTalMs K JAOKyMeHTaM Jiena (ams aen
HIOCTOSIHHOTO XPaHEHUs, COIePXkKAIIMX 0co00 IIEHHbIE JOKYMEHTHI); KpaifHue natThl aeia (ToMa, 4acTH);
KOJIMYECTBO JINCTOB B JIEJIE; CPOK XPAHEHUS JIeNa.

11. POPMUPOBAHMUE JIEJI

11.1. ®opmupoBanue Aen — rpyHIHPOBKA HCTIONHEHHBIX TOKYMEHTOB B JieJa B COOTBETCTBHUH C
HOMEHKIIATYypOH el M CUCTeMaTH3aluell JOKyMEHTOB BHYTPH JIElL.

Hema B yHuBepcutere (HOPMHUPYIOTCS JICUEHTPAIM30BAHHO, B KaXIOM CTPYKTYPHOM
MoJipa3AesIeHNH — JTUI[aMH, OTBETCTBEHHBIMH 3a JIEIONPON3BOJICTBO.

11.2. Metoauueckoe PYKOBOACTBO U KOHTPOJIb 3a MPABHIBHOCTHIO (hOPMHUpPOBAHHS J€T B
YHHUBEpPCUTETE OocyIiecTBiseTcs padoTankamu Jlemapramenta HRu/l u apxuBa.

11.3. Ilpu hopMupoBaHuM Jies HEOOXOAMMO COOJIIOIATh CCAYIOIINE OCHOBHBIC TPEOOBaHUS:

- B JIEN0 TIOMEMNIAIOTCA TOJBKO HCIIONIHEHHBIE W TPAaBWIHHO O(OPMIIEHHBIE ITOKYMEHTHI B
COOTBETCTBHH C 3ar0JIOBKAMH €I TI0 HOMEHKJIaType;

- B JIEJIO MIOMEIIAIOTCA BCE IOKYMEHTBI, OTHOCSIINECS K Pa3peIIeHNI0 OJTHOTO BONPOCa;

- B JIEJIO TPYIIUPYIOTCS JOKYMEHTBI OJTHOTO KaJI€HIAapHOI'o rojia, 3a UCKIIOYEHUEM IIEPEXOAIINX
Y JTIMYHBIX JET;

- TOKYMEHTBI TOCTOSTHHOTO M BPEMEHHOT'O XpaHEHHS TOMEIIAIOTCS B OT/AEIbHBIE JIENA;

- JIOKyMEHTHI, TIOJy4YeHHblE MO KaHajllaM »JJIEKTPOCBS3M, IOMEIIAI0TCS B Jejla Ha OOIuX
OCHOBAHUAX.

11.4. B peno He [OMKHBI MOMEIIAThCs JOKYMEHTHI, MOAJIEKAIIUE BO3BpATy, JIUIIHHE
9K3EeMIUIAPHI, YePHOBHUKH; TI0 00BEMY JIEJIO HE JOJDKHO MpeBbIaTh 250 JIMCTOB NPy TONIIMHE He Oonee 4
cM (TommuHa n1en co cpokamu xpanenus A0 10 mer ve mowkHa mpeBbimats 10 cm). [Ipu npessinennn
JAHHOTO 00BeMa 3aBOAMTCS BTOPOil ToM. Ilpu Hanuuum B Jiesie HECKOJIBKUX TOMOB (4acTeil) WHIEKC U
3aroJI0BOK Jiejia MPOCTaBJISIIOTCS Ha KaKAOM ToMme ¢ JoOasneHneM oboszHaueHuit: «Tom 1», «Tom 2» n
T.J.

11.5. TlpunoxkeHus:s K JOKyYMEHTaM, HE3aBUCUMO OT JIaThl UX YTBEPXKJEHUS WJIM COCTAaBJIEHUS,
MPUCOSAMHSIOTCS K TOKYMEHTaM, K KOTOPBIM OHHU OTHOCsTCS. [Ipunoxenns o0beMoM cBbite 250 JIUCToB
COCTaBJISIOT OTACIBHBIA TOM, O Y€M B OCHOBHOM JOKYMEHTE JeNaeTCsl OTMETKA.
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11.6. JIokyMEHTHI OPraHOB rOCYAAPCTBEHHOM BIACTH M MECTHOTO CAMOYIIPABIIEHUS U TOKYMEHTBI
0 WX UCIIOJIHEHUIO TPYIIITUPYIOTCS B JIeNa M0 HAIPaBICHUIM AESTENbHOCTH YHUBEPCUTETA.

11.7. Ilpuka3bl 10 OCHOBHOM NESTEIbHOCTH YHUBEPCUTETA IPYNITUPYIOTCS OTAEIBHO OT IPUKA30B
10 TMYHOMY cocTaBy. [Iprkasbl rpynnupyroTcs B A€ja 110 BUAAM M XPOHOJIOTUH C OTHOCSIILIUMHUCS K HUM
MIPUIIOKEHUSMH.

[IpaBuna, nonoXeHus, UHCTPYKLUH, YTBEP)KICHHbIE B KA4ECTBE CaMOCTOSITEIbHBIX TOKYMEHTOB,
TPYNIUPYIOTCS B OTAEIbHBIE €A,

[IpoTokonsl B Jene pacmojaratloTcs B XPOHOJOTMYECKOM IMOPAIKE MO PETUCTPALlMOHHBIM
HOoMepaM. JIOKyMeHTBl K MpPOTOKOJIaM, CTPYIIHMPOBAHHBIE B OTJENbHbIE JI€Jla, CUCTEMATU3UPYIOTCS IO
HOMeEpaM IPOTOKOJIOB.

11.8. YTBepkaeHHbIE OTUETHI, CMETHl M APYTrHUe JOKYMEHTBI TPYIIHUPYIOTCS OTIAENBHO OT HX
MIPOEKTOB.

11.9. lokyMeHTBl B JUYHBIX JI€JaX PACIONararTcs B XpPOHOJIOTMYECKOM MOPAIKE MO MEpe HX
HOCTYIUICHUSL.

JIuueBbie cueTa pabOTHUKOB IPYMITUPYIOTCS B CAMOCTOSTEIBHBIC Jiefla U PaclojararoTcs B HUX
1o andaBuTy HaMUINH.

11.10. Ilepenucka rpynnupyercs, Kak MpaBUIIO, 33 KaJCHOAPHBIA FOJ U CUCTEMATU3UPYETCS B
XPOHOJIOTHYECKON MOCIIeIoBaTeIbHOCTH. [Ipy BO30OHOBIEHUH NEPENUCKHU 110 ONpENeIeHHOMY BOIPOCY,
HayaBIIEHCsl B TpenpIAyIleM oAy, JOKYMEHTBHl BKIIOYAIOTCA B JI€J0 TEKYIIEro roja ¢ yKa3aHHEM
MHJIEKCa JIeN1a IPeIbIayIIero roja.

11.11. [pennoxenus, 3asBICHUS U KITO0BI TPaXkJIaH 1O BOIIPOCAM JIESITEIBHOCTH YHUBEPCUTETA
Y BCE JIOKYMEHTHI 110 UX PaCCMOTPEHMIO U UCTIOIHEHUIO IPYIIHUPYIOTCS OT/IEIBHO OT 3asBICHHUN Ipax1aH
no nW4yHbIM BompocaM. OOpamieHus TpakAaH M JOKYMEHTBI, CBSI3aHHBIE C HX pPa3pelleHHEM,
pacronaraloTcsi B JieJie B XPOHOJOIMUECKOM WM andaBuTHOM nopsnake. Kaxmoe oOpamenue u
JIOKYMEHTBI TI0 €r0 PACCMOTPEHMIO COCTABIISIOT B JI€JI€ CAMOCTOSTENbHYIO TPYIIILY.

11.12. ®dakcorpammsbl, TelerpaMMbl, Telie)OHOIPaMMBbI TOMELIAIOTCS B JieNa Ha OOIIUX
OCHOBaHHUSIX.

12. NEPEJAYA JEJ HA XPAHEHHUE B APXUB YHUBEPCUTETA

12.1. B apxuB yHHBepcHUTETa NEpeqaroTCs Jella MOCTOSIHHOTO, BpeMeHHOro (cBbime 10 meT)
XpaHEeHHUs U JIeNa 10 JIMYHOMY cocTaBy. JloKyMeHTHI, oOpa3oBaBIIMecs] 1 0Opa3yIoLMecs: B pe3ysibTare
JeSITeIbHOCTH YHUBEPCUTETa, UMEIOIINE HCTOPUYECKOE, HAayYHOE, COLUAIBHOE, SKOHOMHYECKOE WU
WHOE KyJbTypHOE 3HaueHHWe, BXOIAT B coctaB ApxuBHoro ¢onga KP w moanexar mepegade Ha
MOCTOSIHHOE XPaHEHHE.

12.2. Jlena mocTossHHOTO ¥ BpeMeHHoro (cBbimie 10 j1eT) cpoka XpaHeHUs epeaaroTcs B apXuB 10
aKTaM npuemMa-tiepeaayn aei (npunoxxenue 15). Jlena BpemenHoro xpanenus (1o 10 et BKIIOYUTEIHHO)
nepeave B apXvB HE TOJUIEKAT, OHU XPAHATCSA B CTPYKTYPHBIX MOAPA3IENEHUAX U 110 UCTEUEHHH CPOKOB
XpaHEeHHUs OAJIEKAT YHUITOKEHHIO B YCTAHOBJICHHOM IOPSIIKE.

12.3. [lpuem Kaxaoro Jena MPOU3BOIUTCS PAOOTHHUKOM apXWBa B MIPUCYTCTBUU DPAaOOTHHKA
CTPYKTypHOTO mopapasfeneHus. Ilpu 3ToM mpoBepsieTcss KOJWYECTBO JINCTOB M cofepxaHue aena. Ha
000MX 3K3eMIUISIpax aKTa MPOTHB KAXJOTO Jella, BKIIOYEHHOTO B HEro, JENIaeTCs OTMETKa O HaJMYUH
Jena. B KoHIle KaXI0Tr0 IK3eMIUISIpa akTa YKa3bIBaIOTCS HU(PPaMH U IMIPOIHCHI0 KOJINYECTBO (DaKTUUECKU
MIPUHATHIX B apXWB I, HOMEPa OTCYTCTBYIOIIMX Jell, JaTa MprueMa-Tiepeaadu Jell, a TakkKe MOAIHICH
pabOTHHKA apXuBa U JIMLa, TIEPEeIaBIIEro JIea.

12.4. B ciyyae MCKIIIOYEHHUS U3 CTPYKTYphl YHUBEPCHTETa NOApasfeiieHus 00 W3MEHEHUs
CTPYKTYphl paOOTHHMK, OTBETCTBEHHBIH 3a BEJAEHHE IEJIONMPOM3BOJCTBA, (POPMHPYET BCE WMEIOIIHECS
JOKYMEHTBI B Jiena, opopMIIsieT Jelia U TepellaeT UX B apXWB YHUBEPCHTETA, HE3aBHCUMO OT CPOKOB
xpanenus. [lepenada nen ocymecTisieTcs MO akTaM IpueMa-rnepenadu Jel 1 HOMEHKIaType Aedl.

13. OPTAHU3AIIMA U UCITIOJTHEHHUE 3AITPOCOB B APXUBE YHUBEPCUTETA

13.1. ApxuB yHHBepcUTETa BEIET y4eT MHCIOJIb30BAHUS JTOKYMEHTOB, B TOM YHCIE BBIIAUY
JIOKYMEHTOB U /€I, BbIAaYy apXUBHBIX CIPABOK, BBIITUCOK, KOITMI TOKYMEHTOB.

13.2. ApXuB yHUBEpCUTETA pacCCMATPUBAET U UCTIOIHSIET 3aIPOCH], MOCTYIUBIINE B MMCEMEHHON
¢dbopMe, 10 UHTEPHET-00pAICHHIO (3aMpoc), M0 HHPOPMAIMOHHO-TEICKOMMYHHKAITMOHHOW ceTH. OTBET
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MOXET OBITh HampaBleH B BHUAE 3JCKTPOHHOI'O COOOILIEHHS IO YKa3aHHOMY aBTOPOM 3ampoca
3JIEKTPOHHOMY aJipecy.

13.3. 3ampoc noap30BaTess TOMKEH COIEPKATh CIEAYIONIYI0 HHPOPMAIIHIO:

- HaMEHOBaHHUE IOPUIMYECKOTO JIMIA — aBTOpa 3ampoca (A rpaxaaH — GaMuiInio, UM, OTYECTBO,
NIPY HAJIMYUH TIOCIIEHETO);

- IOYTOBBIN W/WUJIM JIEKTPOHHBIN aipec, 10 KOTOPOMY AOJIKEH ObITh JaH OTBET;

- CBEICHHS, MHTEpECYIOIME IMOJb30BaTENsI W XPOHOJIOTMYECKHE PaMKH 3allpallinBaeMon
MHQOPMAIIH;

- ¢opMy mosyueHHs TOJb30BaTeNneM MHpopManuu (MHGOPMALMOHHOE MHCHMO, apXUBHAsl CIpPaBKa,
apXUBHAs BBIIIUCKA, apXUBHAs KOIUS, TEMaTUUECKUI IepedyeHb, TEMaTUIECKUI 0030p JOKYMEHTOB);

- TMYHYIO TIOANIUCH aBTOpa 3ampoca (rpakIaHHHA WU JODKHOCTHOTO JIMIA);

- Jaty.

13.4. 3ampoc, TOCTYNHBIINA B apXWB YHHBEPCHUTETa, PAacCMATPUBAETCS B COOTBETCTBHU C
TpeOOBaHMSIMHM HOPMATHUBHBIX IPABOBBIX AKTOB IO PabOTe ¢ OOPAIIEHUSIMH IPaXXIaH U IPEIOCTABICHUIO
rOCy/IapCTBEHHBIX (MyHHUIMNAIbHBIX) YCIYT.

OTBeT Ha NOCTYNUBILMKA B apXUB YHHUBEPCUTETA 3aIpOC MpeaocTabisiercs B Teuenue 30 nHel co
nHs1 peructpanmu. C paspeneHns pykoBOACTBAa YHUBEPCUTETA 3TOT CPOK MOXKET ObITh MPOAJICH He Oonee
yem Ha 30 1HEH ¢ yBeIOMIICHHEM 00 3TOM 3asiBUTEIIS.

13.5. ApxuB yHUBEpCUTETA BBIIAET CIEAYIOLINE apXUBHBIE CITPABKU:

- 00 0Oy4eHunu;

- 0 pabore;
- 0 3apaboTHOI MIaTe.
13.6. CnpaBku 0 colep KaHUU u pe3yabpTaTax OCBOCHHUS pOrpaMMbl

OakamaBpuaTa/crieIHaINTeTa/MaruCTPaTypsl (HAMMEHOBAaHUE JUCIHILINH (MOZIYJIEH) MpOrpaMMEbl, BUIBI
MPaKTUKH, KYPCOBBIX paboT (MMPOEKTOB), KOJIMYECTBA 3a4ETHBIX SAWHUII/aKaJeMUIeCKUX YacOB, OLIEHOK)
BBIJIA€T COOTBETCTBYIOIINH JIeKaHAT.

13.7. TlonrotoBneHHbIE apXUBOM OTBETHI Ha 3aIpOCHI (ApXUBHBIE CIIPABKU, APXUBHBIC BBIITHCKU
W apXWBHbIE KOINHMH) HAINPABISIOTCA 3asBUTENISIM 1O MOYTE€ WM BBIIAIOTCA: 3asBHTENI0 — TPH
NPEIbSBICHAN JOKYMEHTA, yJIOCTOBEPSIOMIEr0 JTMYHOCTh, €0 MPEJCTaBUTENSIM — IPH IMPeIbIBICHUN
JOKyMEHTA, yJOCTOBEPSOLIETO IMYHOCTh, U TIOBEPEHHOCTH, O(OPMIIEHHOH B YCTAaHOBIICHHOM TIOPSIKE.

14. IOPAAOK YTBEPXJIEHUSA U USMEHEHUS ITOJIOKEHUSL

14.1. Hacrosiniee NOJOKEHUE, a TAKXKE U3MEHEHUS W JOIMOJHEHMS] K HEH paccMaTpUBAaIOTCS U
MPUHUMAIOTCS MIPE3UICHTOM YHUBEPCUTETA, COTIIACOBBIBAIOTCS Y YCHBIM COBETOM.

COI'NTACOBAHO YTBEPXJIEHO
IIpoTtoxkon 3acenanus Yuenoro CoBeta IIpe3ueHToM yHHBEpCUTETA
oT Ne oT Ne




YUYPEXJIEHUE
«CAJIBIMBEKOB YHUBEPCHUTET» Mono:kenne o 10KymMeHT00GOpOTE

puinoxenue 1

{CTpykTypHOE moapa3enenue}

Komy: {CtpyKTYypHOE noApa3ieneHne, Ha UMsI PyKOBOJHUTEIS }

OTHOCHTEJILHO: CIIYIHK
EBHAS

3AIIUCKA
CocTtas nH()OpMAITUN
CocraB nH(hopMarim
CocraB napopmamu
{ JomKHOCTB [Toamnuck ®.1.0.}
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IMosnoxkeHne 0 AOKYyMeHTOOOOpOTE

{CTpyKTYypHOE noapa3aejieHue}

IMpuioxenne 2

Komy: {Ha uMs pykoBoAUTENS }

Or koro: 1(-)11131?;]1‘](1:

OTHOCHTEJIBHO:
bHASA

3AIINCKA
CocraB nadopmanun
CocraB unopmanuu
CocraB nH(OpMAIUN
{10/KHOCTD [Moamnuck ®.1.0.}
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IMonoxkeHne o 1OKyMeHTO0O0OpOTE

ITPOTOKOJI Ne

IMpuioxenne 3

3acenanusi Yuenoro CoBet YupexaeHus «CaabiMOEKOB Y HUBEPCUTET»

Hara mpoBeneHust coOpaHus: «__ » 2020 roma

IHHOPAAOK I'OJIOCOBAHMUA:

VyacTHHKH 06CyI[I/IJII/I BCC€ BOIIPOCHI Ha MOBECTKE JIHA W NPUHAIN PCUHICHUA, YKa3aHHBIC B HACTOALIEM

IIporoxore.
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IMosnoxkeHne 0 AOKYyMeHTOOOOpOTE

Hu oaun u3 Y4YaCTHUKOB HE HMECT HpeTeH3HI>'I o MOpAAKY CO3bIBa, NPOBCACHHA HAHHOI'O 3aCCIaHUs

VYuenoro Coser.

ITopsamox romocoBaHUS COOTBETCTBYET MOPSIIKY ydacThs 4diaeHOB YdeHoro COBET B COOTBETCTBUH C
ITonoxxennem 00 VYyeHOM coBeTe, a TaKKE pEHMICHUS WICHOB SBIAIOTCA WX JA0OPOBOJIBHBIM

BOJICU3bSIBIICHUCM.
noamnucCu:
[IpeacenarenbcTBYOMMN (noonucyw)
Cekperapb (noonucw)
(noonucw)
(1.0. ©amunus)
(noonucw)
(U.0. ©amunus)
(noonucw)

(U.0. ©amunus)

N.0. ®amunusg

N.0. ®amunusg
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IMpuioxenne 4

MUHUCTEPCTBO OBPA3OBAHUA U HAYKH! KBIPFI)BCKpﬁ PECIIYBJIMKH
MUHHUCTEPCTBO 3/IPABOOXPAHEHUS KBIPT'BI3CKOU PECITYBJIMKH
YYPEXJIEHUE «CAJIBIMBEKOB YHUBEPCUTET»

OJOBPEHO YTBEPXIEHO
Y4ensim CoBeTom YupexaeHusi «CaabiM0eKkoB NMPUKA30M Npe3nieHTa Y4upeRIeHns
YHuBepcurer» «CanpiM0eKoB YHHBEPCUTET
Ipotokoa Ne_ ot « » 20 1. Ne  or« » 20 .
MHNOJOKEHUE
o ..

Bumkex 2019
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IIpunoxenne 5

Pexrtopy Yupexnenus «CansiMOekoB

YHuBepcureT»
N.0. ®amumusg
IMPEACTABJIEHHUE
C MPOIITy
Iloanuce N.0.®amunusa

JIOIKHOCTH

(lama)
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[pnaoxenue 6

HEPEYEHb JOKYMEHTOB, IOJJIEXKAINUX YTBEPXKIEHUIO

1. AxTel (TIpOBEpOK W pEBH3WIA; OOOpPYNOBaHWS, CHHCAHHSA;, JKCHEPTU3bI, Tepeqadd e,
JTUKBUAAITNHN OPTaHU3AINHN, YIPSKACHUH, IPEATPUIATHN U Ap.).

2. 3aganus (Ha TPOCKTUPOBaHHWE OOBEKTOB, TEXHHUYECKHX COOPYKEHHUH, KaluTaIbHOE
CTPOUTENLCTBO, HA TMPOBEACHUE HAYYHO-HCCIEAOBATEIBCKUX PabOT, MPOEKTHO-KOHCTPYKTOPCKHX H
TEXHOJIOTHYCCKUX PabOT, TEXHUICCKUE H T.1I.).

3. Unctpykuuu (mpaBuia) — JOJDKHOCTHBIE, TEXHOJIOTHUYECKHE, MO TEXHUKE O0e30MacHOCTH,
BHYTPEHHETO TPYAOBOT'O PACTIOPSIKA.

4. HomeHKNaTypa Ied yHUBEPCUTETA.

5. HopmaruBel (pacxozma ChIpbSI W MaTEPUAIOB, JJIEKTPOIHEPTUH, TEXHOIOTHYECKOTO
MMPOSKTUPOBAHUS, YUCIICHHOCTH Pa0OTHUKOB H JIp.).

6. OTueThI (HayYHO-HCCIeIOBATENBCKUX paboT U Ap.).

7. llepeunn (DOKHOCTEH, JOKYMEHTOB U Jp.).

8. I[lnanbl (paboThl KOJUIETHAIBHBIX OPraHOB, COBETOB, CTPOHMTEIbHO-MOHTKHBIX, MPOCKTHO-
KOHCTPYKTOPCKHX, Hay4YHO-HUCCIIEIOBATENECKUX paboT, BHEAPEHHUS HOBOW TEXHHUKH, MO KalUTAIBHOMY
PEMOHTY H T.1I.).

9. INonoxenust (0 CTPYKTYPHBIX MOAPA3JCICHHUSAX, TPEMUPOBAHNH, [0 OCHOBHOHM JTOHKHOCTH H
ap.).

10. Ilporpammsl (poBeaeHus paboT, KOMAaHAUPOBOK U T.11.).

11. PacieHKku Ha MPOU3BOACTBO PadoT.

12. CmeTsl pacxooB (Ha cojiepKaHue arnapara yInpaBieHHUs, Ha KallUTalIbHOE CTPOUTEILCTBO,
Ha pa3BUTHE U JP.).

13. CtpykTypa 1 ITaTHAs YUCIEHHOCTD.

14. ®opmbl yHUUITMPOBAHHBIX TOKYMEHTOB.

15. lltaTHOE pacmucaHue.
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(3aroJI0BOK K TEKCTY)

Ne i/mt

(DaMI/IJ'II/Iﬂ, HWHHUIWAJIBI ITOJIy4YaTCIIsA

JIOIKHOCTD

OTBETCTBEHHBIN UCIIOTHUTEID IMoanuce

N.0. ®amunusa
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INEPEYEHb HEPEIT'HCTPUPYEMBbBIX TJOKYMEHTOB

1.TTOCTg1, OCTr1, TYV.

2. I'padukn, HapsAAb, 3aBKH, pa3HAPSIKH.

3. JIoKyMEeHTHI TI0 MaTepUaIbHO-TEXHUYECKOMY O0ECIIeUeHUI0, CTATHCTHYECKAs B OyXraiTepcKas
yUYeTHAasl U OTYETHAS TOKYMEHTALIHSL.

4. KoppecnoHneHnus, aipecoBaHHasi COTPYAHUKAM YHHBEPCUTETa ¢ oMeTKoi "JInaHo".

5. HayuHble OTYETHI.

6. HopMBbI 1 HOpMaTHBBI pacxo/1a MaTepUaIoB.

7. [ImanoBO-(hMHAHCOBBIE TOKYMEHTHI.

8. IleuaTHble u3ganus (KHUTH, )KypHAJIbI, OIOJUIETEHH).

9. adopmarioHHble MaTepuabl, MPUCIaHHBIE KOIIMH JJIsl CBEJICHUSI.

10. ITo3apaBuTenbHbIe NUCbMA, TEIETPAMMBI.

11. IlpeiickypaHThI.

12. [lpurnacurenbHble OUIIETHL.

13. IIporpamMmMel KOH(EPEHIHIA, COBEIIAHHIA.

14. PextamMHBIe MaTeprabl (JIMCTOBKH, TIPOTPAMMBI, IIPOCIIEKTHI, U3BEIIICHIS).

15. TenerpamMmbl ¥ MMChMa O pa3peIIeHNH KOMaHIUPOBOK.

16. 3aganus Ha KOMaHIUPOBAHKE CIICIIMAIUCTOB 32 PyOEK M CMETHI 10 KOMaHIUPOBKAM.

17. YueOHbIe MIaHbI, MPOTPAMMBL.

18. ®opmebl 1 Ostanku (KpoMe OJaHKOB CTPOTOTO y4eTa U OTYETHOCTH).
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JOKYMEHTbDI, HA KOTOPBIX CTABUTCS I'EPBOBAS IIEYATD

1. AxTbl (mpuéma 3aKOHYEHHBIX CTPOHMTENBCTBOM OOBEKTOB, OOOPYHOBAaHHWS, BBINOJIHEHHBIX
padoT, SKCIIEPTU3HI U T.1.).

2. JloBepeHHOCTH M0 peaJu3alid [OJHOMOYMH B  aJMHHHACTPATHBHO-XO3IHCTBEHHOU
JIeSITENIbHOCTH.

3. J1oroBopbl, KOHTPAKTHI (IIOCTaBKH, HOAPAIA, O HAYYHO-TEXHUYECKOM COTPYIHHUYECTBE, apeHIe
MOMEIIEHUH U T.1.), AONOJHUTEIbHBIE COTJIAIIEHUS K HUM.

4. 3amanus (Ha TPOEKTUPOBaHUE OOBEKTOB M COOPYKEHHH, Ha KAaHTAIBHOE CTPOUTEIBCTBO,
BBINIOJTHEHUE TEXHUYECKUX IPOCKTOB U T.1I.).

5. 3asiBku (Ha oOopymoBaHME, M300pPETeHUE U T.1.).

6. 3asiBiieHUs (Ha aKKPEAUTUB, 00 OTKA3€ OT aKIEnTa U T.1I.).

7. JlokyMeHTBI ¢ oOpa3namul OTTHCKOB TedaTeil W Tmoamucel pabOTHHKOB, MMEIOIINX IPaBO
coBepIeHns (PMHAHCOBO-XO3SHCTBEHHBIX OTIEPAIIHIA.

8. Harpamubie TUCTHI.

9. [Muckma rapanTuiiHbie (Ha BBIOJIHEHUE pabOT, yCIIyT, OIJIaTy U T.1.).

10. TlonosxkeHus O CTPYKTYPHBIX HOIAPA3ICICHUSX, [0 OCHOBHOW NEATEIBHOCTH, UHCTPYKLIHH,
MIpaBUiIa U Ipyrue JOKaJbHbIE aKThl YHHBEPCUTETA.

11. IIpoToKOIBI IO OCHOBHOW (PMHAHCOBO-X03IHCTBEHHON EATCIBHOCTH.

12. Peectpsl (4eKOB, OI0DKETHBIX TIOPYUICHHIA).

13. CmeThl pacxonoB (Ha coaep)KaHWE armapara YIpaBJIeHHsS, Ha TOATOTOBKY W OCBOCHHE
MIPOM3BOICTBA HOBBIX M3/IEIHA, Ha KAJIBKYJISILIUIO K JIOTOBOPY MOJIpsi/ia, Ha KallUTAIbHOE CTPOUTENBCTBO U
T.J.).

14. CropaBku (JIMMHUTHBIE, O BBIIJIAT€ CTPAxXOBBIX CYMM, HCIIOJIb30BAHUN OIOIKETHBIX
ACCHUTHOBAHHM Ha 3apIljiaTy, 0 HAYUCIEHHOW U TPUYMTAIOLIECs 3apIuiaTe, apXUBHbIE U T.JI.).

15. llltatueie pactiucanus AYII u n3MeHeHUs K HUM.

16. TpynoBbI€ TOrOBOPHI U TOMOTHUTEIBHBIE COTTIAIICHUS K HUM.

17. JloroBopsl 0 MaTepUaIbHON OTBETCTBEHHOCTH.

18. JomxHocTHBIE HHCTpYKIMK AVYII.

19.11puka3el O OCHOBHOW aIMUHUCTPATUBHO-XO3IHCTBEHHON AEATEIBHOCTH.

20. [pyrue nOKyMeHTBI, AN KOTOpBIX 3akoHogarenscTBoM KP  mpemycmarpuBaetcs
MIpOCTaBJIeHNE repOOBON NIeUaTH OpraHU3aIiy.

Ha ocranpHBIX IOKyMEHTaX, He TPeOYIOIUX 0COO0T0 MOATBEPKICHHS MOJIHHHOCTH, CTAaBUTCS
NeYaTh/IITaMIl CTPYKTYPHOTO ITOpa3IeJICHHsI WK CIIEHUATN3UPOBAHHBIE TIEYaTH.

JOKYMEHTBI, HA KOTOPBIX CTABUTCS IIEYHATDH PEKTOPATA

1. 3akiroueHus W OT3BIBBI OpraHU3alMii Ha JUCCEpTaluM, aBTOpedeparsl, HampaBlsieMble B
BBICLIYIO aTTECTAlMOHHYI0 KOMHUCCHIO, a TaKKe JOKYMEHTHI, CBA3aHHbIE C 3amuToi auccepraunu (MK/I,
YIOCTOBEPEHHUS O C1aue KaHAWAATCKUX 3K3aMEHOB, BBIITMCKA 3aceanus Kapeapsl U T.1.).

[IpoTOKOIIBI IO OCHOBHOM y4eOHO-METOIUUECKON U HAYYHOH JesITeTbHOCTH.

IratHsle pacniucanud II1C u u3sMeHeHNs K HUM.

Tpynoseie norosopsl ¢ [II1C n 1onoTHUTENBHBIE COTJIAIIEHUS K HUM.

Homxnoctable nHCTpYKUnu [1TIC.

IIpuKazbl MO OCHOBHOM y4eOHO-METOIUYECKON 1 HAyYHOU ACSITETFHOCTH.

AKTBI Tepelaud, CAa4yH, IepepacrpeneyeHus B y4eOHO-METOAMYECKOH UM Hay4YHOH
JIeSITEeIbHOCTH YHUBEPCHUTETA.

8. JloBepeHHOCTH TIO pealu3allid TOJHOMOYMH B y4eOHO-METOJAMYECKOH U Hay4YHOH
JIeATEIBHOCTH YHUBEPCHUTETA.

Noookrwd
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No Perucrpa- Hata 3aroyIoBOK IOKyMEHTa Howmepa [Ipumeuanue
/o LIMOHHBIH JOKyMEHTa JHUCTOB Jiesia
HHJEKC
JIOKYMEHTa
1 2 3 4 5 6
Hroro JIOKYMEHTOB

KonuyectBo nmucToB BHyTpeHHeﬁ OIIMCH

(uudpamMu ¥ IPOIKUCHIO)

(umpaMu 1 IPOTIHCHIO)

HaumenoBanue JOJDKHOCTH JIMIia,

Pacmmdporka noanucu

COCTaBUBLICTO BHYTPEHHIOIO OITUCH

JOKYMCHTA Acjia

IToxamuce

Jlama
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MUHUCTEPCTBO OBPA30BAHUSA U HAYKHU KbIPT' LI3CK9P1 PECIIYBJINKHN
MUHUCTEPCTBO 3/IPABOOXPAHEHUS KbIPI'bI3CKOU PECITYBJIMKHU
YUYPEXJIEHUE «CAJIBIMBEKOB YHUBEPCUTET»

OJOBPEHO YTBEPKIEHO
Yuenbim CoBeTom YupexaeHusi «CajabiM0eKoB NMPUKA30M MPe3uJIeHTa YUpe:KIeHust
YHusepcurer» «CanbiM0eK0OB YHUBepCUTET
Iporokoa Ne_ or«___ » 20 T Ne  or« » 20 T

JEJIO Ne 05-03-01

[Tpukassl 1 pacoOpsHKEHUS MPE3UACHTA, PEKTOPA, IPOPEKTOPOB YHHUBEPCUTETA TI0 OCHOBHOM
JIEATEILHOCTH.
Konun

Hauarto
OKOHYEHO

Ha JIICcTax
XpaHuTh
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Iloso:xenue o Z[OKyMeHTOOﬁOpOTe

YYPEXJIEHUE
«CAJIBIMBEKOB
YHUBEPCUTET»
MNPUKA3
ORDER
«__» Ne
............................ (OmHOCUMENbHO) . ...,
............................................. (Lenu u ocnosanus)...........
MMPUKA3BIBAIO

L
PR

Pexrop OOIITHCH

Hpniaoxenue 12

“SALYMBEKOV
UNIVERSITY”
INSTITUTION

r. bumkek

N.0. ®amunus
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AKT Ne
IPOBEPKH BEJICHUS JEIONPON3BO/ICTBA B
nekanate (akymnprera EI'J]

OcHoBaHue: npuka3 pekropa YupexaeHus «CaneiMOexkoB YHuBepcutery @amunus M.0. OT «__ »
2019 Toma Ne «O TmpoBemeHMHM TPOBEPKH IO BEICHHUIO JEIONPOM3BOICTBA B
CTPYKTYPHBIX MOAPA3ACICHUSIXY.

CocTaBiieH KOMHCCHEN:

npencenarens — HayanbHUK Jlemapramenta HRull @avunua U. O,

uieHsl: apxuBapuyc Pamunus U.0., nenonpousBonutens Pamunus U.O.

[MpucyrcTBoBanu: 3aBeayromui kadeapor @amunus H.O., OTBETCTBEHHBIH 32 AEIONPOU3BOACTBO B
nexanate paxynprera EI'Jl @amuaus U.O.

B nepuon ¢ 15 mo 17 maa 2020 r. xkoMuccus OpoBena MPOBEPKY BEICHHUSA ACIONPOU3BOJCTBA B
nexanare (akynerera EI'JI. B pesymbraTe TpoBEpKHM YCTaHOBICHO HapymieHue WHCTpyKuMu 1o
JIEJIOTIPOM3BOJICTBY: HETIPAaBMIIbHO OOPMIICHBI OOJIOKKHU Ha AeTax.

CocrapiieH B 2 3K3eMIUISIPaX:

1-i1 9K3. — apX1B YHUBEPCUTETA,

2-11 9K3. — AeKkaHaT (pakyJbTeTa IMCTAaHIIMOHHBIX 00pa30BaTENbHBIX TEXHOIOTHIA

[Ipencenarens [Hoanuce N.0. ®amunus
YJieHbl KOMHUCCUU ITomnuce N.0. Gamunus
IToamuce N.0. damunus

C aKTOM O3HaKOMJIEH:
Hexan ®J10T [Toanuck N.O. ®amunus
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Oo0pa3zen opopmienust akra
Mpuaoxenne 14

Pexropy Yupexnenns «CanpiMOexkoB
VYuusepcuter» U.0. Qamunua
OT pyKOBOOUTESI MOAPA3ACTICHHS
(Haumenoganue)
U.0. Pamunua

JOKJIATHASA 3AIIMCKA
20.06.2016

[oBoxy no Bamero ceenenus. . ............

PykoBoauTens noapasaeneHus [Toanuce N.0. ®amunus
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AKT
npueMa-Tepeiadi T0KyMEHTOB MOCTOSTHHOTO CPOKa XpaHEHHUs
kadenpst EI'Jl B apxuB yHUBepcuTeTa

Ne HasBanue Kpaitnue Kon-Bo Kon-Bo IIpumeuanue
/o JOKyMEHTa JaThl aen JIMCTOB B JeJie
1 [IpoToxomnsl 3aceqanus 2019-2020 1 45
Kadeaps YU.T.
2 I'ogoBoii oTuer o 2019-2020 1 24
pabote Kadeaps VU.T.
Uroro: 25 nen

Crai:

3apenytommii kadeapoi [Moamnuck N.0. ®damunus
ITpunsn:

3aBeyOIINid apXUBOM IMoanuce N.0. ®amuusa

Jara
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«CAJIBIMBEKOB YHHBEPCHUTETH» MEKEMECH «SALYMBEKOV UNIVERSITY» INSTITUTION
Kuipruis Pecnybankacs o Kyrgyz Republic
bumkex m., Oyunx xeu. 3 SA LY M B I:K()V 3 Fuchik street, Bishkek
Tea: +996 312 65 85 38, +996 312 65 85 18 UNIVERSITY Phone: +996 312 65 85 38, +996 312 6585 18
E-mail: salymbekov.kg@mail.ru E-mail: salymbekov.kg@mail.ru
salymbekov.kg@gmail.com salvmbekov.kg@ gmail.com
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