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O6 yrBepxnenuu BpemenHoii
MHCTPYKIIHH I10 A€JI0NPOH3BOJCTBY
B Mockosckom [Tonurtexe

B uensax cosepuiencrsoBanmus AOKYMEHTALIHOHHOIO O0ecrneyeHusi H OpraHM3aLuH
paboThl ¢ IOKyMEHTaMH B YHUBEpCcHTeTe

IPUKA3BIBAIO:

1. YTBepants Bpemenuyio uucTpykumio mo A€JIONPOU3BOACTBY H paboTe apxuBa B
Mockosckom [lonurexe (nanee - HucTpykums), u BBecTH ee B neiictsue ¢ 24.04.2017.

2. HavanbHuky oTaena KoHTpons u Aenonpoussoxcta (J.JI. IlaHosoit)
¢ 10.05.2017 He npunuMaTh Ha PETHCTPALIMIO JOKYMEHTHI, 0(DOPMIICHHBIE HEHAIEKAIIHM
obpasom.

3. PykoBoauTensm cTpyKTypHBIX MoJIpa3ieIeHHii:

3.1. O3HaKOMHTE COTPYIHHUKOB C Huctpykumeii;

3.2. B nepuon 10 BBeieHNs B JeiiCTBHE MOCTOSHHO ACHCTBYIOIIEH HHCTPYKILIMH 110
AC/IONIPOM3BONCTBY B YHHBEPCHTETE OOeCneunTbh paGoTy B CTPOrOM COOTBETCTBHH C
UHcTpykumei.

3.3. O6ecneunts odopmienue AOKYMEHTOB Ha OJIaHKaX yCTAHOBIEHHON (OPMBI B
COOTBETCTBHH ¢ TpeboBanuamu MHCTpyKimy.

4. lleHTpy no CBS3aM ¢ OGLIECTBEHHOCTHIO (A.A. CoxonoBy) ony6aukoBaTh
MHcTpykumio Ha oduumaneHoM caiite yHusepcurera B pasnene «l[Ipasosas
uHpopMaLms».

5. KoHTposb 32 BBINONHEHHEM HACTOAIIETrO MpUKa3a BO3JIOKHMTh Ha MPOPEKTOpa 1o
YNpaBJICHHIO AenamMu U KouTpomo U.B. Nap6y3ioka.

Pextop W A.B. Hukonaesko

OO YTBCpAACHHN BPEMCHROR HHCTPYKILM 110 Aenonpomnssoactey B Mockosckon [Moanrexe-02.01
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1. OBIIUE ITOJIOKEHU A

1.1. BpemeHHass MHCTPYKLMS MO JEIONPOM3BOACTBY (nanee — MHCTpykuus) B
(enepasbHOM TrOCYyIapCTBEHHOM OIOIKETHOM 00pa30BaTEJbHOM  Y4YpeKIACHUHN
BbICIIEr0  oOpa3oBaHusi  «MOCKOBCKMH  NOJUTEXHUYECKMH  YHHMBEpPCHTET»
(manmee — YHUBEpCUTET) pa3paboTaHa B IEJISIX COBEPIICHCTBOBAHUS JOKYMEHTAI[MOHHOTO
obecrieueHus yIpaBIeHUs U MOBBIIICHUS €ro 3G (PEKTUBHOCTH MyTeM YHU(DHUKAIIUU COCTaBa
u GopM ympaBiIEHUYECKUX JOKYMEHTOB, TEXHOJIOTMH pabOThl C HUMHU U oOOecredeHUs
KOHTPOJISI UCTIOJIHEHUSI JIOKYMEHTOB.

Hactosmass WHcTpykuus ycTaHaBlIMBAaeT €IMHBIE TpeOOBaHUA K MOPSAIKY
MOJTOTOBKH, OPOPMIICHHUIO, TPOXOKACHHIO, UCIIOJIb30BAHNIO, KOHTPOJIIO 3a UCTIOJHEHUEM,
y4eToM, XpaHEHHEM, I[eYaTaHUEM, KONMUPOBAHHUEM U THUPAKHUPOBAHHEM CIIyKEOHBIX
JOKYMEHTOB, 00pa3yIOLIUXCcs B IESTEIbHOCTH Y HUBEPCUTETA.

Hactosmas MWHCTpyKuuss pacnpoCTpaHsieTCss Ha OpraHu3aiuio  padoThl  C
JOKyMEHTaMU B Y HUBEPCUTETE B LIEJIOM, B COOTBETCTBUU C

- Koncturynuen Poccuiickon denepanuuy;

- ®enepanbHbiMU 3akoHamMu Pocculickon @enepanuu;

- TpynoBeim kogekcom Poccutickoit denepanuu;

- TPAXKIAHCKUM 3aKOHOAATENbCTBOM Poccutickoin denepanuu;

- Or0/IPKETHBIM 3aKoHOAaTeNbeTBOM Poccuiickoit denepanumy;

- npuka3zaMu MuHuctepcTBa o0pazoBanus U Hayku Poccuiickoit denepanuu;

- YcTaBoM YHHBEPCUTETA;

- pelIeHUAMHU YUEHOr0 COBETa Y HUBEPCUTETA,

- IIOJIO’KEHUSIMH, UHCTPYKLUSMH, [TPABUJIAMU;

- NHBIMU HOPMATHBHO-IIPABOBBIMU aKTaMH, YTBEPKICHHBIMU B Y HUBEPCUTETE.

- IPUKA3aMHU U PACHOPSIKEHUSIMUA PEKTOpa Y HUBEPCUTETA,

- pacopsHKEHUSIMU [TPOPEKTOPOB/AUPEKTOPOB MO HANIPABJICHHUIO;

- CIIyKCOHBIMU 3aIIMCKaMU CTPYKTYPHBIX MOJIpa3esICHUH.

1.2. UucTpyKuus cocTaBieHa B COOTBETCTBHH C

- TOCT P 6.30-2003 «YHUPUIUPOBAHHBIE CHCTEMbl JOKYMEHTAIUH.
YaubumupoBanHass CHCTEMa OpPraHU3alMOHHO-PACIOPATUTENILHON  TOKYMEHTAIIUH.
TpeboBanust k 0HOPMICHUIO TOKYMEHTOBY;

- MpaBWJIAMH IO JACNONMPOHU3BOACTBY B (he/epalibHBIX OpraHax HCHOJHUTEIBHOM
BJIACTH, YTBEPKI€HHBIMU NIOcTaHOBIIeHHEM [ IpaBuTtenscTBa Poccuiickoit @enepannu ot 15
utons 2009 r. Ne 477;

- METOJMYECKUMM PEKOMEHJAlUSIMH 1O  pa3paboTKe HUHCTPYKIUH 1O
JEJIOMPOU3BOACTBY B (helepalibHbIX OpraHax MCIOJHUTEIbHOU BJIACTH, YTBEP)KICHHBIX
npuka3zoM Pocapxusa ot 23 nekadpst 2009 r. Ne 76;

- «[IpaBunamu opraHu3alvy XpaHEHUs, KOMIUJIEKTOBaHUS, y4€Ta U MCIOJIb30BAHUS
JOKYMEHTOB ApxuBHOTO QoHa Poccuiickoit denepalinu u Apyrux apXuBHbBIX JOKYMEHTOB
B OpraHax TOCYAapCTBEHHOW BJACTH, OpraHax MECTHOIO CaMOYyIpaBJEHUS U
OpraHM3alusIX», YTBEPKACHHBIMU NpUKa3oM MuHucrepcrBa KynbTypbl Poccuiickon
®enepannu ot 31.03.2015 Ne 526;

- METOAUYECKUMHU PEKOMEHAALUSAMH « Y IOPSA0UYECHHUE YIPABICHUYECKUX JOKYMEHTOB
MIOCTOSIHHOT'O XPaHEHHUsI ¥ M0 JTIMYHOMY cocTaBy» (Mocksa, 2006);
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- T'OCT P 7.0.8-2013 «Cucrema cranaapToB mo MHGopManuu, OUOIMOTEHHOMY U
U3/1aTeNIbCKOMY Aeny. Jlenonpon3BOACTBO U apXUBHOE A€NI0. TEPMUHBI U ONPEIECIICHUSY;

- YcTaBOM YHUBEPCHUTETA.

1.3. Tlonoxxenust Hactosied WMHCTPYKIIMU pacHpOCTpaHSIIOTCS Ha OpraHU3aIrio
paboOThI ¢ IOKYMEHTaMHU HE3aBHUCHUMO OT BUJA HOCUTENS, B TOM YHCIIE€ C AJIEKTPOHHBIMU
NOKYMEHTAMH, BKJIIOYasg NOATOTOBKY, PETHUCTPALMIO, YYET M KOHTPOJIb HCIIOJHEHUS,
OCYUIIECTBJISIEMbIE C IOMOIIbI0 aBTOMATU3UPOBAHHBIX (KOMITBIOTEPHBIX ) TEXHOJIOTHIA.

CucreMbl  aBTOMaTHU3MPOBAHHONM  OOpaOOTKM  JOKYMEHTOB, MpPHUMEHSIEMbIE
B YHHBEPCUTETE, JODKHBI O0OCCIEYMBATh BBIOJHEHHE TPEOOBAaHUN HACTOSIICH
NucTpykuum.

1.4. OcobenHoctu pabOTHI C JNOKYMEHTaMHU, COJEPKAIUMHA KOH(DHUICHIIMAIBHYIO
uH(popmaiuio (IEPCOHANBHBIE JIAHHBIE), PETYIUPYIOTCS CIEIHAIBHBIMA HOPMATHBHBIMU
akTamM# (MHCTPYKIUSIMH, TOJOKCHUSIMH, MPaBUJIAMU), YTBEPKIAEMBIMU PEKTOPOM MU
YIOJTHOMOUYE€HHBIM UM JIOJIKHOCTHBIM JIUI[OM.

1.5. TpebGoBanust Hacrosiei MHCTpykiuu kK paboTe ¢ OyXTajaTepcKoul, Hay4dyHO-
TEXHUYECKON M IPYroil crenualbHONM JOKYMEHTAIMEN paclpoCTPaHsIIOTCs JIMIIb B YacTH
0OILIMX MPUHIUIIOB PA0OTHI C JOKYMEHTAMH, a TAK)Ke OJATOTOBKHU JIOKYMEHTOB K Ilepeaye
Ha apXUBHOE XpaHEHUE.

1.6. Opranuzanus, BeICHHE 1 COBEPIIICHCTBOBAHNE CUCTEMBI JIETIOTPOU3BOICTBA HA
OCHOBE €JIMHOW TEXHUYECKOW TMOJIUTUKH M TPUMEHEHUS COBPEMEHHBIX TEXHUYECKUX
CpPEICTB TMpu paboTe ¢ JOKYMEHTaMH, METOJUYECKOE PYKOBOJCTBO U KOHTPOJIb
COOJIIO/ICHUS YCTAaHOBIIGHHOTO TIOpsAJKa paboOThl € JOKYMEHTaMH B CTPYKTYPHBIX
MOAPA3AETICHUAX VYHuBepcurera OCYLIECTBIISIETCS OTZIEJIOM KOHTPOJIS "
JEJI0NPOU3BOICTBA.

1.7. OTBETCTBEHHOCTb 3a OPraHU3aLMIO JIEJONPOU3BOJICTBA, CBOEBPEMEHHOE U
Ka4eCTBEHHOE UCIIOJIHEHUE JOKYMEHTOB U X XPAHEHUE B CTPYKTYPHBIX MMOAPA3IEICHUSIX
BO3JIAracTcsi Ha PYKOBOAUTENCH CTPYKTYPHBIX TOAPA3ACICHUNA YHUBEPCUTETA, YTO
YCTaHABJIMBACTCS UX JIOJDKHOCTHBIMU UHCTPYKIUSIMHU.

1.8. HenmocpeactBeHHOe  BeleHHWE  JETONMPOM3BOJACTBA B CTPYKTYpHOM
MOAPA3/ICICHUN OCYILIECTBISAETCS PAOOTHUKOM, Ha3HAYEHHBIM OTBETCTBEHHBIM 3a 3Ty
paboTy MPUKA30M PEKTOpa WM YIIOJTHOMOUYEHHBIM JIUIIOM, U COBMEIIAIOIIUM BBITIOJTHEHHE
JeJIONMPON3BOACTBEHHBIX 0053aHHOCTEH cornacHo Ilepeunio oOsi3aHHOCTEM pabOTHUKA,
OTBETCTBEHHOTO 3a JIEJIONMPOM3BOACTBO (mpmioxkeHne Nel) ¢  QyHKIMOHATHHBIMU
00513aHHOCTSIMU B COOTBETCTBUU CO CBOEH JOJIKHOCTHON MHCTPYKITUEH.

[Ipu yxoze B OTIyCK, OTh€3/i€ B KOMaHAUPOBKY, O0JI€3HU WIIM YBOJIbHEHUU PAOOTHUK
CTPYKTYpPHOTO TOJpa3felieHus YHHUBepcuTeTa o00s3aH mepelaTh 10  YKa3aHUIo
PYKOBOJUTENSA CTPYKTYPHOTO MOAPA3JEICHUS BCE YUCISAIIMECS 332 HUM JIOKYMEHTBI
Ipyromy paOOTHUKY, KOTOpbIM 00s3aH TPUHATH MEpbl K HMX COXPAHHOCTH H
CBOEBPEMEHHOMY UCITOJIHEHUIO.

[Ipy yBOJABHEHMM WJIM TEpPEMEIICHUH pabOTHUKA, OTBETCTBEHHOTO  3a
NEJIONPOU3BOACTBO, IPOU3BOAMTCS Ilepeladya BCeX JOKYMEHTOB M i€l  BHOBbB
Ha3HayaeMOMYy paOOTHUKY B MPHUCYTCTBUU TPETHETO JUIA, O YEM COCTABIAETCA aKT
npuemMa — Imepefadd JTOKYMEHTOB W Jien (mpuiiokeHue Ne2), KOTOpPBI yTBEp:KIaeTCs
PYKOBOJIUTENIEM CTPYKTYPHOT'O MOIpa3AEICHUS.
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1.9. PabGotatp ¢ AOKyMEHTaMH YHHBEPCUTETa BHE CIYKEOHBIX MOMEUICHHH He
paspemiaercs.

1.10. Coneprxanue CiyeOHBIX TOKYMEHTOB HE MOJICKHUT Pa3IIIalICHUIO.

Hcnonb3oBaHre CBEEHUMN, COJEPXKAIIMUXCS B CIIY>)KEOHBIX IOKYMEHTAaX, B [€YaTH U
IPYTUX CPeACTBAaX MaccOBOW MH(OpMAIIMK HE AOMYCKAETCS.

B3aumoneiicTBre co cpeicTBaMyU MacCOBOM HH(pOpMAIUY U TIepeada UM CITyKeOHOM
uH(pOpMAIIMM  OCYILECTBIACTCS  CIEUUAJBbHO  YIOJHOMOYEHHBIM  CTPYKTYPHBIM
IOApa3AeIeHUEM Y HUBEPCUTETA.

[lepenaya HOKYMEHTOB, MPOEKTOB JAOKYMEHTOB, KOMHH JOKYMEHTOB paOOTHHUKAM
ApYTUX OpraHu3alii ¥ TpaxkJaHaMm, HE paboTaloIMM B YHUBEPCUTETE, IOIYCKaeTcCs
TOJIBKO C pa3pelieHusi PEKTOpa, IPOPEKTOPOB MO HAIPABICHUIO JEATEIbHOCTH
YHuBepcurera.

1.11. Bemonnenue TpeboBaHuii HacTose NHCTpYKIMK 003aTENbHO I KaXKI0TO
paboOTHUKA YHUBEPCUTETA.

1.12. PaGOTHHUKH CTPYKTYpPHBIX TOJpa3AeiieHuil HeCyT AUCIHUILTUHAPHYIO W UHYIO
YCTaHOBJICHHYIO 3aKOHOJATeslbCcTBOM Poccuiickoii denepanuyu OTBETCTBEHHOCTh 34
HecoOIoieHne TpedoBanuil HacTosdmeld MHcTpykuy.

OO0 yTpare AOKYMEHTOB PabOTHUKH HEMEIJIEHHO JOKJIAIbIBAIOT PYKOBOJUTEIIO
CTPYKTYPHOTO  MOApa3/ielieHud. PyKOBOAMTENb  CTPYKTYpPHOrO  MOJApa3eieHUs
VYHuBepcuTeTa Ha3HA4YaeT CIyXeOHOe paccieloBaHue, O pe3yibTaTaX KOTOpPOro B
HeJlenbHbIN cpok coobmaet B OKu/l.

1.13. OKu/l opranusyet He peke 0JIHOTO pa3a B roJ1 MJIaHOBBIE TPOBEPKHU COCTOSTHUS
JEJIONPON3BOACTBA U COOMIOACHUs TpeOoBaHUI HacTosmed NHCTpyKIUN B CTPYKTYPHBIX
nojapasieneHusax YHuepcuteta. O pe3ysprarax NPOBEPOK JOKIIAJIBIBAETCS PEKTOPY
(KypupyrolemMy mpopeKkTopy/aupekTopy). Ilpu HeoOXOAMMOCTH MOTYT OCYIICCTBIISITHCS
BHEIUIAHOBBIE IIPOBEPKHU.

1.14. Hacrosmas HWMHcTpykuuss pa3pabarbiBaeTcsl OTAEIOM  KOHTPOJS H
JIEJIONPOU3BOCTBA U YTBEPKIAETCS IPUKA30M PEKTOPA.

BHecenne usmeHeHMN B HACTOAIIYI0 MHCTPYKIMIO OCYIIECTBIISIETCA MPUKA30M
pekrTopa.

1.15. OcHOBHBbIE TOHSTHUSL:

aBTOpP JOKYMEHTa — OpPraHHU3alus, JOHKHOCTHOE JIMLO WM TPaXkKJIaHHWH, CO3JaBLIce
JIOKYMEHT;

0JIaHK JOKyMEHTa — JHUCT OyMaru WM SJEKTPOHHBIA IIa0JOH C PEKBU3UTAMH,
UJECHTUOULIHUPYIONIMMEU aBTOpa 0(UIIMATIBEHOTO JOKYMEHTA;

BU/JI IOKYMEHTa — KJIacCU(DUKAIIMOHHOE TOHITHE, 0003HAYA0IIee TPUHAIIICKHOCTD
JIOKyMEHTa K OINpEAEJICHHON Trpymnne JOKYMEHTOB IO MPU3HAKY  OOIIHOCTH
(GyHKIHMOHAIBLHOTO HA3HAYEHUS;

BBIIIMCKA W3 JOKYMEHTa — KOMMS YacTU TOKYMEHTA, 3aBEPEHHAs B YCTAHOBJIEHHOM
HOPSIIIKE;

JOJDKHOCTHOE JIMIIO - 3TO JHMIO, KOTOPOE B COIJIACUU C MPEJOCTABICHHBIMU
NOJIHOMOYMSIMH ~ BBINIOJHSIET  pacHoOpsAMTENbHbIC, OpraHU3alMOHHbIE (QYHKIMH B
YHUBEPCUTETE;

JIEJI0 — JOKYMEHT WJIM COBOKYITHOCTh JOKYMEHTOB, OTHOCSIIMECS K OJJHOMY BOIIPOCY
WIN YYaCTKy J€ATEIbHOCTH, TOMEUICHHBIX B OTAEIbHYIO 00JIOXKKY;
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JICIIONPOU3BOACTBO — JIEATEIbHOCTh, OOECHeurBaoImas JOKYMEHTHPOBAHUE,
JOKYMEHTOO0O0pOT, OIlEpaTUBHOE XPAHEHUE U UCIIOJIb30BAaHUE JOKYMEHTOB;

JOKYMEHT — 3aMKCUpOBaHHAasi Ha HOCHUTENE HHPOpMalusi C PEKBU3UTAMH,
MIO3BOJIAIOIINMY €€ UIEHTU(UIIUPOBATE;

JOKYMEHTUPOBAaHHE — 3aluCchb MH(OPMalUUd HAa HOCUTENE IO YCTAaHOBJIEHHBIM
IpaBUIIaAM;

JIOKyMEHTOOOOPOT — IBH>KEHHE JOKYMEHTOB B OpraHU3alMi C MOMEHTA UX CO3JIaHus
WJIY TIOJTYYEHHS 10 3aBEPLICHUS UCIIOJHEHNS WM OTIIPABKH;

JNOCTYNl K JOKYMEHTY — BO3MOKHOCTb MU YCJIOBHUS IOJYyYEHHUS W HCIIOJIb30BaHUS
JNOKYMEHTA;

3aBEpPEHHAas KONUs JTOKYMEHTA — KOIUsA JTOKYMEHTA, HA KOTOPOW B COOTBETCTBUU C
YCTaHOBJICHHBIM MOPSAKOM IPOCTABIISIIOT PEKBU3UTHI, 00€CIIEUUBAIOINE €€ OPUIUIECKYIO
3HAYUMOCTB;

KOMHS JIOKYMEHTa — OJK3EMIUIIP JOKYMEHTA, IIOJHOCTBIO BOCIPOU3BOISAIINN
MH(}OpMaIIO MOJIMHHUKA JOKYMEHTA;

META/IaHHbIE — JAHHbBIC, ONMCHIBAIOIIME KOHTEKCT, COAEPKAHUE, CTPYKTYpPY
JOKYMEHTOB, 00ECIIEUNBAIOILIUE YIIPABIEHUE JOKYMEHTAMU B UH()OPMAIMOHHON CUCTEME;

HOMEHKJATypa JeJl — CUCTEMATU3UPOBAHHBIM IIEPEUYEHb 3aroJOBKOB JIEN,
CO3[1aBaEMbIX B OpraHU3aluu, C YKa3aHUEM CPOKOB UX XPaHEHHUS;

oOpalieHle TpaxJaHWHA — HaIpaBJICHHbIE B OpraH BIJIACTH, YYPEKICHUE,
IPEANPUATHE, OPraHM3aLMI0 WM JOJDKHOCTHOMY JIMILy IHMCBMEHHBIE IPEIIIOKEHUE,
3asBJICHUE WIH Kajl00a, a TaKkXKe YCTHOE oOpallleHue Tpak/laHuHa;

00BEM JOKYMEHTOOOOpOTa — KOJMYECTBO JIOKYMEHTOB, IOCTYNUBLIMX B
OpraHM3aLMI0 U CO3JAaHHBIX €10 3a ONPEIEICHHbBIN IEPUOL;

ONUCH J€JI, JOKYMEHTOB — CIPAaBOYHBIM W YYETHBIA JOKYMEHT, COJEp Kallun
CUCTEMATHU3UPOBAaHHBIA TEPEUEHb EIWHUL] XpPaHEHMs/€IMHUL ydeTa apXWBHOro (oHIa,
IIPEAHA3HAYEHHBIN U PACKPBITHS UX COJEPKAHUS U YUETa,;

OPraHU3alHOHHO-PACTIOPSIAUTENBHBIN TOKYMEHT — BUJ TMCBMEHHOTO JOKYMEHTA, B
KOTOPOM (DUKCHPYIOT pEIICHHWE aJIMUHUCTPATUBHBIX U OPTraHU3allMOHHBIX BOMPOCOB, a
TaKXK€ BOIPOCOB YIPABIEHUS, B3aHUMOJEHUCTBUS, OOECIEUEHUS U PEryJupOBaAHUS
NEATEIBHOCTH OpPraHOB  BJACTH, YUYPEXKICHUM, MNPEANPUATAN, OpraHu3aluid, HX
MOAPA3AEICHUN U JOJKHOCTHBIX JIMLL;

oTOOp M mepedada — IMPOLECCHl peaIH3alvM  YIPABICHYECKUX PEILICHUH,
3a()MKCUPOBAHHBIX B MEPEYHSAX JAOKYMEHTOB WM JAPYTUX HHCTPYMEHTAX YIPABIICHUS
JOKYMEHTaMH, W KacalolUXCsl YHUYTOXKEHUS JOKYMEHTOB WM IIepefadyd HuX Ha
NOCJIEYIOLIEE XPAHEHUE;

odopmileHnE TOKyMEHTA — IPOCTABJIEHNE HA JOKYMEHTE HEOOXOIMMBIX PEKBU3UTOB,;

opULIMaTBHBIA JOKYMEHT — JOKYMEHT, CO3/IaHHBIM OpraHu3anuei, JOJKHOCTHBIM
JIMIIOM WJIM FPAXKAAHUHOM, O()OPMJICHHBIN B YCTaHOBJICHHOM IOPSKE;

IOJUIMHHUK TOKYMEHTA — IEPBBIM WIA €IMHCTBEHHBIN dK3EMIULIP TOKYMEHTA;

perucrpanus JOKYMEHTA — NPUCBOEHUE JOKYMEHTY PETHCTPAllMOHHOTO HOMEpPA U
BHECEHUE JIaHHBIX O JOKYMEHTE B PETUCTPALMOHHO-YUETHYIO (hopMmy;

PEKBU3UT JOKYMEHTA — 3JIEMEHT 0(OPMIICHHSI TOKYMEHTA;



6

AJIEKTPOHHBIA  TOKYMEHTOOOOPOT — JTOKYMEHTOOOOPOT ¢ HCHOJIb30BaHHEM
aBTOMATHU3WPOBAaHHOW  WH(MOPMAIMOHHOW  CHUCTEMBI  (CHCTEMBI  DJIEKTPOHHOTO
JIOKYMEHTO000pOTa);

CKaHMpPOBaHUE JOKYMEHTA — MOJIyYeHHUE JIEKTPOHHOT0 00pa3a JOKYMEHTa;

cityx0a IeoNpOU3BOJICTBA — CTPYKTYPHOE MOApPa3/elieHne, Ha KOTOPOE BO3JI0KEHbI
(GyHKIMM TIO BEJEHUIO JEJONPOU3BOJACTBA, a TAKXKE JIMIA, OTBETCTBEHHBIE 3a BEJICHUE
JEIIOTIPON3BOCTBA B IPYTUX MOIPA3CICHUSIX, OpTaHU3aINH;

Tabenp YHUPUIMPOBAHHBIX (OPM JTOKYMEHTOB — IE€pPEUEHb YCTAHOBJICHHBIX K
MPUMEHEHUIO0 YHUDHUITMPOBAHHBIX (OPM JOKYMEHTOB;

yauunupoBanHas ¢opma nmokymenta; Y®J - dopmynsp IOKymMeHTa
OTIPE/ICNIEHHOTO BUJIA, COAECPKAIINNA MOCTOSHHYIO YaCTh TEKCTA;

YHUUTOKEHUE JOKYMEHTOB — UCKJIIOYEHHE JTOKYMEHTOB M3 JOKYMEHTAJIbHOIO WIIU
apXUBHOTO (POHIA MO MCTEYEHUM CPOKA UX XPAaHEHHUS C IMOCIEAYIOIIUM YHUUYTOKEHUEM
(yTunm3zauueil) B yCTaHOBJICHHOM MOPSIZIKE,;

dbopMupoBaHue jaena — TPYNIHAPOBKA HCIOTHEHHBIX JOKYMEHTOB B €O B
COOTBETCTBUH C HOMEHKJIATYPOH €T M UX CHCTEMAaTU3allls BHYTPH Jela;

SKCIIEpPTH3a IIEHHOCTH JOKYMEHTOB — W3y4YeHHE JOKYMEHTOB Ha OCHOBaHUU
KPUTEPUEB UX IIEHHOCTH ISl ONIPEIEICHUS CPOKOB XpaHEHUs JOKYMEHTOB;

ANIEKTPOHHAS TOANMUCH — WHPOPMAIUs B DJIEKTPOHHOHN (hopMe, MPUCOSANHEHHAS K
AIIGKTPOHHOMY JOKYMEHTY WJIM HWHBIM OOpa3oM CBSI3aHHAs C HUM H TIO3BOJISIOLIAS
UACHTU(DUIUPOBATD JIUIIO0, TOJIUCABIIEE ANEKTPOHHBIA JOKYMEHT;

3JIEKTPOHHBIN JIOKYMEHT — JOKYMEHT, MH(OpMalMs KOTOPOTO MpEeACTaBliCHA B
AJIEKTPOHHOM (hopMme;

AJIEKTPOHHBIN 00pa3 JOKyMEHTa — JIEKTPOHHAs KOMHSI JOKyMEHTAa, U3TOTOBJICHHOTO
Ha OyMa)>XHOM HOCHUTEJIE;

IOpUINYECKasl CUJIa JOKYMEHTa — CBOMCTBO O(HUIIMATIBHOTO JTOKYMEHTA BbI3bIBATh
MIPABOBBIE TIOCTIEICTBHUS.

Nupie nonsTHs, HCHONb3yeMble B Hactosimied WHCTpyKIMH, COOTBETCTBYIOT
IIOHATHSIM, ONIPENIEIICHHBIM B 3aKOHO1aTeNbeTBE Poccniickon denepanun.

2. JOKYMEHTbBI YHUBEPCUTETA

2.1. B YHuBepcuTeTe U3AAIOTCSA JOKYMEHTBI, OTPAKAIOIINE €T0 OpraHNU3alMOHHBIC
OCHOBBI M JEATECIBHOCTHh (TUIaHUpOBaHWE, (PUHAHCHPOBAHMWE, YYE€T W OTYETHOCTH,
APKOHOMHUYECKHE, HAyYHbIE U KYJIBTYPHBIC CBS3HU, KaJpoBOE OOeCIeueHue, MaTepruaIbHO-
TEXHUUYECKOE 00ecIIeueHHe U Jp.).

CocTaB ympaBJIeHYECKUX JOKYMEHTOB OIMpEneseTCs] KOMIIETEHITNEH U QyHKITUIMU
YHuBepcuTeTa, MOpsIKOM peIIeHus] BOMPOCOB (eIMHOHAYATBHBIA MM KOJUIETHAIBHBIN ),
00BEMOM M XapaKTepOM B3aWMOCBSI3EH C JPYTMMH OpTaHU3AIMSIMH W OpraHaMu
YIIPaBJICHUS.

2.2. YHUBEPCUTET W3MIACT CICAYIONINE BHUJIBI OPTraHU3AIHMOHHO-PACTIOPSANTEIBHBIX
JIOKyMEHTOB:

a) pacropsIAUTEIbHbBIE — TPUKA3bI, PACTIOPSIKEHUS;
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0) opraHu3allMOHHBIE — YCTaB, IMOJOXKEHUS, MPaBHJIA, UHCTPYKIUU, MPOTOKOJbI,
IITATHOE PACIHCAHUE U CTPYKTypa YHUBEPCHUTETA, JOTOBOPHI, KOHTPAKTHI, COIIAIICHUS U
ap.;

B) HH(DOPMAIMOHHO-CIIPABOYHbIE — IUJIaHbl, OTYEThl, HPOrPaMMbl, CIIPABKH,
3aKJIIOUYCHMS, OT3BIBBI, AaKThI, JOKJIaJHBbIC (CIy>KEOHBIC), OOBSICHUTEIbHBIC 3aMUCKH,
CIIy’KeOHbIE MUChMA, TEJIErPaMMBbI, TeJle(OHOTpaMMBI U JIp.

2.3. EnuHcTBO npaBuil 0hOpMIICHHS YIIPABIEHYECKUX TOKYMEHTOB 00€CTIeunBAETCS
NpUMEHEHHEM YHU(PUIIMPOBAHHBIX (PopM TOKyMeHTOB (nanee — YD/I).

Y®JI moyKHBI COAEpKaTh MOCTOSTHHYIO WH(POPMAIIUIO U TTPOOEIIBI JJIsSI 3aT0THEHUS
nepeMeHHON HHPOPMAIINH 110 KOHKPETHBIM CUTYaIIHSIM.

YOJI BX0aAT B YHUDHUIIMPOBAHHYIO CUCTEMY OPTaHU3AIMOHHO-PACTIOPSIUTEIHHOM
nokymenTaru (YCOP]I), Ha ocHOBe KOTOpOM pa3paboTaH rocyJapCTBEHHBIM CTaHIAPT
I'OCT P 6. 30-2003 «YHupuIupoBaHHBIE CUCTEMbI JOKyMEHTAIIUU. Y HUDUIIMPOBAHHAS
CUCTEMa  OPraHU3allMOHHO-PACTIOPSAIUTENILHOM  JOKyMEHTaluu.  TpeOoBaHus K
opopMiIeHUI0O AOKYMEHTOB» M OOLIEpOCCUUCKUI KIacCU(PUKATOP YHPABICHYECKOU
nokymenraruu (OKY ).

2.4. B mensx COKpameHHWs KOJIMYeCTBa MPHUMEHSIEMBIX (OpM JTOKYMEHTOB B
VYHuBepcutere paspabaThiBaeTcsi Ta0enb YHU(PUUUPOBAHHBIX (HOPM  JOKYMEHTOB
(mpunoxxenue Ne3), HEOOXOAMMBIX M JOCTATOUYHBIX ISl peanu3anuu (QyHKIUNA U 3a1ad
yopaBieHUs: Y HUBepcUuTeToM (nanee — tadbenp Y DJI).

B Tabens Y OJI BKIIIOUaIOTCS yIIpaBiIeHYECKUE TOKYMEHTHI, IPUMEHSIEMBIE B KaXKIOM
CTPYKTYpHOM  Mojpa3jaefiecHun  YHuBepcutera.  (CocTaBieHUE  YNPABICHUYECKHUX
JIOKyMEHTOB, HE yKa3aHHBIX B Tabene YD/ 3anperniaercs.

2.5. B cootBetrctBuM ¢ Tabenem YD/ YHuBepcUTeTa COCTABISIETCS aTbOOM THITOBBIX
dbopm nokymeHTOB YHuBepcutera (maigee — anpbom TDJ[) — COBOKYHmHOCTH
YHU(PUIUPOBAHHBIX (DOPM TOKYMEHTOB, TPUMEHSEMBIX B JIEATETLHOCTH Y HUBEPCUTETA.

2.6. Tabenp YOI 1 anbbom TDJ] YHHBEpCHUTETA YTBEPKIAIOTCS TPUKA30M PEKTOPA.

Pazpabotky Y®/I, Begenue anrooma TDJl u Tabens Y D/] YHuepcutera, BHECEHUE
B HUX U3MEHEHU, KOHTPOJIb TpuMeHeHus ocymecTBiaser OKu/l.

Kaxnoe crpykTypHOe mojpasjiefeHue YHHUBEPCUTETa JOJDKHO HMMETh SK3EMILISP
anpOoma u tabens YO/ YuauBepcurera.

3. ITPABUJIA IIOJAT'OTOBKHU U O®OPMIJIEHM A JOKYMEHTOB
3.1. JlokyMeHTUpOBaHUE yNPABICHYECKON ACATEIBHOCTU

3.1.1. JIoKyMEHTHpOBaHWE YMPABICHUYECKOW MACATEIHHOCTA 3aKJIIOYACTCS B
¢ukcaruu Ha OyMare WIM JPYyrdX HOCHTEISX TI0 YCTAHOBJICHHBIM IpaBHIAM
YOpaBICHYECKUX  JEWCTBUM, T.e.  CO3JaHUM  YOPABIECHYECKUX  JOKYMEHTOB.
JlokymMeHTHpoBaHHEe (3anmuch WHGOPMAIMK) OCYLIECTBISETCS HAa €CTECTBEHHOM SI3bIKE
(pyKomnucHbIE, MATMHOMKMCHBIE IOKYMEHTBI, B TOM YKCJIE TeJIerpaMMBbl, TEIe(POHOTPAMMBI
U T.1.), @ TAK)KE€ HA UCKYCCTBEHHBIX SI3bIKaX C UCIMOJIb30BAHUEM MAITUHHBIX HOCUTEIIEH.

3.1.2. Hacrosmas WHCTpyKuus MO J€JIONPOU3BOJICTBY YCTaHABIMBAET €IUHBIC
npaBuia JOKYMEHTUPOBAHUS YIIPABICHUYECKUX IEUCTBUI U OPOPMIICHUS YIIPABICHUECKUX
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JOKYyMEHTOB, a TaKXe KOHKPETHbIC TpeOOBaHWS K TOATOTOBKE OTIEIHHBIX BHUOB
JIOKYMEHTOB.

BrlnonHeHre eMHbIX MpaBuil 0POopMIIEHUSI JOKYMEHTOB 00ECIICUHBAET:

a) IOPUIUYECKYIO CUITY IOKYMEHTOB;

0) KaueCTBEHHOE U CBOEBPEMEHHOE UCIIOJIHEHUE U COCTABJICHHUE IOKYMEHTOB;

B) BO3MOKHOCTb 00pa0OTKH JJOKYMEHTOB C ITOMOIIIBIO 3JIEKTPOHHO-BBIUYHCIUTEILHON
TEXHUKH;

') OPraHU3aIMIo OMEPATUBHOTO MOUCKA TOKYMEHTOB.

3.1.3. JlokymMeHT wuMeeT OpPUIUYECKYI0 CHIy TpPHU HAIAYUU PEKBU3UTOB,
00s13aTeNBHBIX JUISI TAHHOTO BHJA JIOKYMEHTA: HaMMEHOBAHHE OpraHU3allud — aBTOpa
JOKyMeHTa, Ha3BaHwe Buaa (yHUUIIMpOBAaHHOW (GOpPMBI TOKYMEHTA), JaTa, WHJEKC,
3aroJIOBOK K TEKCTY, TEKCT, BU3bI, IOJIMTUCH, TICYATh.

B nporecce moarotoBku u 0hOpMIIEHHSI COCTaB PEKBU3UTOB MOXKET OBITH IOTIOJIHEH
JIPYTUMU PEKBU3UTAMHU, €CIIM TOTO TPeOYIOT Ha3HAYEHUE JOKYMEHTa, ero 00paboTka U T.A.

CocTaB pEKBU3HUTOB, KOTOPbIE HCIOJIB3YIOTCA MPU TMOJATOTOBKE M O(POPMIIECHUU
OpraHU3alMOHHO-PACIOPSAUTENBHBIX J0KyMeHToB, omnpeaemsiercs ['OCT P 6.30-2003
«YHUPUUUPOBAHHBIE  CHUCTEMbl  JOKyMEHTaluu.  YHUDUIMpPOBAHHAs  CHCTEMa
OpraHU3alMOHHO-PACTIOPSIUTENILHONM ~ JOKYMEHTAalMK. TpeboBaHuss K  0(OPMIICHUIO
nokymeHtoB». Kpome storo nanueiii ['OCT ycranaBnuBaeT TpeOoBaHMsS K O0()OpPMIICHUIO
PEKBU3UTOB, 3aKPEIUIAET CXEMbl HUX PACIOJOXEHHUS M BBIACISAET PEKBU3UTHI, KOTOPHIE
JIOJKHBI UCTIOJIB30BATHCS MPY U3TOTOBJICHUH OJIAHKOB JJOKYMEHTOB.

3.1.4. PacnopsimutenbHble JOKYMEHTBI, TIOJTOTOBJIEHHBIE B  CTPYKTYPHBIX
MO/IPa3/ICNICHUAX YHHUBEPCUTETA, JIODKHBI OBITh KPATKUMH, SCHBIMU TIO COJIEPIKAHUIO,
BCECTOPOHHE  OOOCHOBAaHHBIMHU, OTPEAAKTUPOBAHHBIMH U TPU  HEOOXOJIUMOCTH
COTJIACOBAaHHBIMHM CO BCEMH 3aMHTEPECOBAHHBIMHU JOJKHOCTHBIMU JIUIIAMHU, CTOPOHHUMHU
opraHu3anusiMu. TeKCThl JOKYMEHTOB HE JIOJDKHBI JIOMYCKATh Pa3HOPEUUBHIX TOJKOBAHUMN
Y IPOTUBOPEYUTH ACHCTBYIOIIEMY 3aKOHOIATEILCTRY.

3.1.5. OTBEeTCTBEHHOCTh 3a HEKAYECTBEHHYIO IIOJTOTOBKY JOKYMEHTOB,
HEJOCTOBEPHOCTh COJIEPXKAIMUXCSA B HUX CBEJICHUN BO3JIAraeTcs Ha JOJDKHOCTHBIX JIMII,
KOTOpbIE YYAaCTBOBAJIHU B MOJITOTOBKE, BUBMPOBAHUHU U MOANUCAHUH IOKYMEHTOB.

3.2. brianku TOKyMEHTOB

3.2.1. JlokymMeHThl YHHUBEpPCUTETa IOJDKHBI O(OPMISTHCS HA YCTAHOBJICHHBIX
OJlaHKaX, Ha CTaHAAPTHBIX JucTax Oymaru popmata A4 (210 x 297 mm) umm AS (148 x 210
MM) OO0 B BHJIE€ JIEKTPOHHBIX JOKYMEHTOB U JIOJDKHBI UMETh YCTAHOBJIEHHBIA COCTaB
00s13aTeTbHBIX PEKBU3UTOB, UX PACIoyiokeHue 1 opopmiieHue. Pacronoxenne peKBU3UTOB
Ha OJaHKax OpraHU3alMOHHO-PACIIOPSIUTENBHBIX JOKYMEHTOB JIOJKHO COOTBETCTBOBAThH
I'OCT P 6.30-2003 «YuuduupoBaHHbIE CHUCTEMbI JTOKYMEHTAIlUU. YHUDHUIIMPOBAHHAS
CUCTEMa  OPraHU3aIllMOHHO-PACTIOPSIUTEILHON  JOKyMEHTalnuu.  TpeOoBaHus K
oopMIIeHHIO0 TOKYMEHTOBY (TpuiioxkeHue Ned).

JIOKyMEHTBI, U3/laBaeMble OT UIMEHH JBYX WJIH 0oJiee OpraHu3aruii, 0pOpPMIISIFOTCS
0e3 O1aHKa Ha CTaHJAAPTHBIX JTUCTaX OyMaru.

3.2.2. bnaHku JOKYMEHTOB YHHMBEpCHUTETa JOJDKHBI M3TOTABIMBATHCS Ha OeEnoi
Oymare wim Oymare CBETJIBIX TOHOB.
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branku MOKyMEHTOB MOCTOSIHHOTO CpOKa XPaHEHWs JOJDKHBI M3TOTaBIUBATHCS Ha
OyMare BBICIIMX COPTOB.

3.2.3. YHUBEpPCUTET UCTIOJIb3YeT OJIAaHKK JJOKYMEHTOB HOMEpPHBIC U 0€3 HoMepa.

CocTaB BUIOB U 00pa3ibl OJAaHKOB IOKYMEHTOB, IPUMEHSAEMbIX B Y HUBEPCUTETE,
YTBEPKIAIOTCS IPUKA30M PEKTOPA.

YnorpebieHue 6J1aHKOB MPOU3BOJIHLHON (hOPMBI 3aperiaeTcs.

3.2.4. B YHuBepcuTeTe yCTaHOBJIEHBI BAPUAHTHI OJIaHKOB C YIJIOBBIM U MPOI0IBHBIM
pa3menieHueM pekBu3uTOB (mpuitoxkeHune Neb);

3.2.5. B 3aBucHMOCTH OT Ha3HAYCHUS B YHHUBEPCUTETE MPUMEHSIOTCS CIIEIYIOIIHE
BU/JIbI OJTAHKOB TOKYMEHTOB:

a) o0mmit O;maHk  (MCMONB3YIOT  JUIS  WM3TOTOBJICHHUS  JIFOOBIX  BHUJOB
JOKYMEHTOB — MPOTOKOJIOB, PEUICHUMU, MOJIOKEHUW, MHCTPYKLHUM, aKTOB U T.I., KpOME
IIHICEM);

OO6mmit 6;aHk BKIrOYaeT B ceOst pekBusuThl 08, 11, 12.

0) OJIaHKHM MHCEM C YIJIOBBIM PACIIOJIOKCHHEM PEKBH3UTOB HAa PYCCKOM SI3BIKE —
4epHO-0es10r0 1[BeTa (HOMEPHEIE).

bnank muckma BrouaeT B ceds pexBu3uthl 03, 04, 05, 06, 08, 09, 11, 12, 13.

bnanku nucem HyMmepyroTcss Tunorpadckum crnocoobom. IlopsiakoBeiii HOMEp
IPOCTABIIAECTCA B HUKHEN 4acTh 00OPOTHOM CTOPOHBI OJaHKa JOKYMeHTa. biaHku nuceM
BBIIAIOTCS pa0OTHHMKAM, OTBETCTBEHHBIM 3a JEJIONPOU3BOACTBO B CTPYKTYPHBIX
MO/Ipa3IeNICHUsX Y HUBEPCUTETA, B OTENEe KOHTPOJIS U JAenonpon3BoacTia (mamee — OKu/Jl
) TIOJT POCITUCH B JKypHAJIC Y4eTa BbIJaud OJIAHKOB, HCITOJIB3YIOTCS CTPOTO 110 HA3HAYCHUIO
U XpaHATCs B mKadax win ceiax, 3aKkpbIBa€MbIX Ha KITIOU.

[lepenada 6;1aHKOB TUCEM APYTHM OPTAHU3AIMSAM U JTUIAM HE JOMYCKAETCs.

OTBETCTBEHHOCTh 3a OO0ECIEYeHHE COXPAHHOCTH HOMEPHBIX OJIAHKOB IMHCEM W
MPaBUIILHOCTH UX UCTIOJL30BaHMS HECYT paOOTHUKH, OTBETCTBEHHBIE 32 JCIOMPOU3BOJICTBO
B CTPYKTYPHBIX TOJPA3JACICHUSIX, M PYKOBOJUTEIU CTPYKTYPHBIX MOAPA3ACICHUN
YHuBepcurera.

Hcnopuennbie HoMepHbIe OJ1aHKH mrceM Bo3Bpaiatorcs B OKu/l BMecte ¢ otueTom
O PpAacXO/JIOBAHMM HOMEpHBIX OJAHKOB MHCEM C IMOCJIEAYIOIUM HMX YHUYTOKEHUEM
YCTAHOBJICHHBIM MOPSIJIKOM.

B) OJIaHK MPUKa3a;

r) OJJaHK pacHOpsSHKEHUS;

brnank KOHKpeTHOTO BHJa OKyMeHTa (TIpHKa3a, paclopsDKCHHsI) BKIFOUAET B ceOs
pexBusuthl 08, 10, 11, 12.

1) GJIaHK JIUCTa PE30ITIOIHH;

bnank nucra pe3ononuu BKitodaet B ce0s pexkBusuthl 03, 08, 09.

3.2.6. Kaxnapiii muct nokyMeHTa, opopMIICHHBIM Kak Ha OjaHke, Tak U 0e3 Hero,
JIOJIKEH UMETH TIOJIS:

20 MM — BEpXHEE;

20 MM — HIKHEE;

20 MM — JI€eBOEC;

10 mMm — mipaBoe.
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3.3. OpopmiieHre peKBU3UTOB JOKYMEHTOB

3.3.1. JlokyMeHThI, co3aBaeMble YHHUBEPCUTETOM, JOJDKHBI UMETh CTAHAAPTHBIN
COCTaB PEKBU3HUTOB, UX PACIOJIOKEHUE U OPOPMIICHUE.

3.3.2. CocraB peKBU3UTOB, UCIOJB3YEMBIX MPU MOJATOTOBKE U O(DOPMIIEHUHU BCEX
BUJIOB JIOKYMEHTOB, YCTaHOBJIEH B COOTBETCTBUM ¢ [lepeuHemM pEeKBU3UTOB JOKYMEHTOB
(mpunosxkerue Ne6).

3.3.3. CocTtaB pEeKBU3UTOB KOHKPETHOTO JIOKYMEHTa OIPECNSIeTCS €ro BUIOM U
Ha3HAYEHUEM.

Kpome nepeunciaeHHbIX peKBU3UTOB, IPU MOATOTOBKE JOKYMEHTOB M B IIpOLiECCE
paboOThI C JOKYMEHTaMH MOTYT MCIOJIb30BAThCSl JPYTHUE PEKBU3UTHI, HAPUMEP, OTMETKA
«Cpounoy, «Iloamexxut Bo3BpaTy» u JIp.

OtMmeTka 0 KOHQUIACHIMATBHOCTH IMPOCTABIIAETCS HA JOKYMEHTaX, COJAEpMaIIUX
nH(pOpMaIMIO0, OTHOCUMYIO K CITY)K€OHON TaliHE WJIM K UHOMY BUJY KOH(UIECHIUATHHOU
nH(popMaIuu, BUIbI KOTOPHIX YcTaHOBJIEHBI YKa3oM [Ipe3unenta Poccuiickoit @enepanuu
ot 06 mapta 1997 1. Ne 188 «OO0 yTBep>KIeHUN TIEPEUHS CBEICHUIA KOH(PHUICHIIMAIBHOTO
XapaKTepay.

B cootBerctBun c Ilomoxenuem o mopsjake oOpalieHus co  CIIyKeOHOM
uHpopManuerd  OrpaHMYEHHOrO  pACIpPOCTpaHeHHss B (elnepanbHBIX  OpraHax
VCIIOJIHUTEIIbHOW BJIACTH, YTBEPKIACHHOM InocTaHoBiieHUEM [IpaBurensctBa Poccuiickon
®enepanuu ot 13 HOA0ps 1994 r. No 1233, ormerka 00 mH(bOpMAaIuu, OTHOCUMOW K
CITykeOHOM TaliHe, MeeT BUJ « /715 CITy»KeOHOTO MOJIE30BaHU.

OTMeTKa MpOCTAaBISAECTCS B BEPXHEM IPABOM YIiy MEPBOTO JHUCTA AOKYMEHTa U
MOET JOMOJIHATHCS YKa3aHUEM HOMEpPA SK3EMILISIpa JOKYMEHTA.

3.3.4. Opranu3anuoHHO-PACTIOPSAUTEIbHBIE JOKYMEHTHI (MMPUKA3bI, PACTIOPSKEHHUS,
pelieHusi, TPOTOKOJIbI, aKThl, TUCbMa U Ap.), oTHOcsAmuUecs Kk YCOP/[ u BkItOueHHBIE B
OKVY ] (xmacc 0200000), momxHBl 0GOPMISTHCS B COOTBETCTBHM C | OCyJapCTBEHHBIM
craanaptoM Poccuiickoit @eneparu 'OCT P 6.30-2003 «YaudummpoBaHHbIE CHCTEMBI
JOKYMEHTalMi. YHU(QUIMPOBAHHAA CHUCTEMa OPTraHU3ALHUOHHO-PACTIOPSIUTEITHHON
AOKyMeHTaruu. TpeGoBaHUs K OG(OPMIICHHIO JOKYMEHTOB», KOTOPBIM YCTaHABIMBAET
COCTaB PEKBU3UTOB U TPeOOBaHUS K OPOPMIICHUIO PEKBU3UTOB JOKYMEHTOB, TPEOOBAHHUSI K
OJlaHKaM JJOKYMEHTOB.

PexBusut 03 - 3M0J1eMa opraHu3anuu UM TOBAPHbIH 3HAK (3HAK 00CJIYKMBAHMSI)

OMOnemy YHHMBepcUTETa MOMEIIAIOT Ha OJlaHKaX JTOKYMEHTOB YHHUBEpPCUTETa B
COOTBETCTBHUH C Y CTaBOM YHHUBEpcUTETA (ITOJIOKEHUEM 00 OpraHU3ALIHH).

PexBusut 04 - kox opranusanumn

Kon YuuBepcutera npocTaBisiioT B COOTBETCTBUHU ¢ KOAOM o O01epoccuiickomy
Kiaccudukaropy npeanpustuit u opranuzauuit (OKIIO).

PexBusut 05 - 0CHOBHOI rocy1apcTBeHHbIH
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perucrpauuoHHbid HoMep (OI'PH) ropuauyeckoro iuna

OcHOBHOM TOCyIapCTBeHHBIM peructpanroHHbeii HOMep (OI'PH) ropuamueckoro
JULA TPOCTABISAIOT B COOTBETCTBUM C JOKYMEHTAMH, BBIIABAEMBIMU Y HUBEPCUTETY
HaJIOTOBBIMHM OpTaHaAMH.

PexBu3ur 06 - naeHTH(PUKANMOHHBIN HOMEP HAJIOTOIUIATEIbIUKA
/xox mpuunHbI NocTaHOBKU Ha yueT (MHH/KIIII)

NneHTrduKamoHHbII HOMEP HAJIOTOILIATEIbITNKA/KOI MPUYWHBI ITOCTAHOBKH Ha
yaer (MHH/KIIIT) mpocTaBmsitoT B COOTBETCTBHM C JIOKYMEHTAaMH, BBIJaBa€MbIMU
YHUBEPCUTETY HAJIOTOBBIMHA OPTaHAMMU.

PexBusur 07 - koa popmbl JOKyMeHTA

Kon ¢opmbl noxkymenta ompenensercs mno OOmepoccuiickomy Kiaccuukaropy
ynpasieHdeckoit fokymentanuu (OKY [1).

Kompt mo OKVY]J[ mnomnexaT mnpocTaHOBKE Ha YHUPUIIMPOBAaHHBIX (opMax
nokyMeHToB. Kox mo OKVY /] nmpocraBnsiercs cipaBa OT KoAa OpraHu3aluu.

Kon mMoxet ObITh 3apaHee HaHECEH Ha OJIaHK.

PexBusur 08 - HauMeHOBaHMe OPraHU3alUM — AaBTOPA JOKYMEHTA

HanmeHnoBanue YHuBepcUTETa, KaK aBTOpa JIOKYMEHTA, YKa3blBa€TCs B TOYHOM
COOTBETCTBUM C HAUMEHOBAHUEM, 3aKPEIUICHHOM B Y cTaBe YHusepcurera — OenepanbHoe
roCy/1lapCTBEHHOE OOJKETHOE 00pa30BaTEIbHOE YUPEXKJACHHUE BBICHIETO 0OOpa30BaHUS
«MOCKOBCKMY MOJUTEXHUYECKUN YHUBEPCUTET».

CokpalieHHOe HaMMEHOBaHUE MOMEILAIOT HHUKE IMOJHOIO WJIM 33 HUM B CKOOKax
(MockoBckuli TOMUTEXHUYECKUH yHIBEepcuTeT, MockoBckwii [Tomurex, [TomuTex).

HanmMenoBanre Ha anrinuiickoM s3eike — Moscow Polytechnic University (Moscow
Poly).

PexBusur 09 - cipaBouyHblie JaHHBIE 00 OPraHU3aALUHA

CrpaBouHble JaHHBIE 00 YHUBEPCUTETE BKIIOYAIOT B c€0s1: MOYTOBBIN aJpec, HOMEP
tenedoHa u Tenedaxca, oGUIMATIBHBIN aJpec AJIEKTPOHHOW MOYTHI, UHTEPHET-aJpec U
IpYTUE CBEACHUS [0 YCMOTPEHUIO Y HUBEPCUTETA.

[ToutoBbli anpec odopmisieTcss B COOTBETCTBUU ¢ MyHKTOM 23 IlpaBun okazanus
YCIIyI TOYTOBOW CBSI3M, YTBEPXKICHHBIX IOCTaHOBIEeHHEM IIpaButenscrBa Poccuiickoun
®denepanuu ot 15 anpens 2005 r. Ne 221.

CnpaBouHbI€ TaHHBIE 00 YHUBEPCUTETE YKA3bIBAIOTCS B OJIAHKAX TTHUCEM.

PexBusur 10 — HanMeHOBaHUE BU/IA TIOKYMEHTA
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HaunmenoBanue Buma MOKyMEHTA, COCTABIEHHOTO WJIM M3JAHHOTO YHHUBEPCUTETOM,
JOJDKHO OTPENENIThCS Y CTaBOM YHHBEPCUTETa M COOTBETCTBOBATH BHIAM JIOKYMEHTOB,
npeaycmotrperabiM OKY ]I (kimacc 0200000).

HammeHoBaHnne BHIa UW3JaBaeMOro JOKyMEHTa  BKJIIOYAaeTCI B OJaHK
COOTBETCTBYIOIIETO BHJIa JOKYMEHTA WJIM YKa3bIBACTCS COCTABUTENIEM IPH TOJATOTOBKE
JTOKYMEHTA.

HanMeHoBaHME BUIAa IOKYMEHTA JOJKHO COOTBETCTBOBATH €T0 COACP)KAHMIO (aKT,
CIIpaBKa, 3aMKCKa, OT3BIB, MPOTOKOJ U JIP.).

HaunmenoBanue Buia TOKyMeHTa HE YKa3bIBAETCS B MUCHhMaX.

PexBusur 11 - gaTa 1o0kymMeHTa

JlaToii NOKyMEHTa SBJISIETCS JaTa €ro MojnucaHusi (MpUKas3bl, PaCMOPSIKEHMUS,
MUChMa, JOKJIAIHBIC 3alUCKU U JIP.), YTBEPKIACHUS (MHCTPYKIUS, MOJIOKEHHE, TpaBuia,
periiaMeHT, IUIaH, OTY4eT W Jp.), 3acelaHus (MPOTOKOJIbI), 3a()UKCUPOBAHHOIO COOBITHS
(akThl).

JIOKyMEHTBI, U3/IaHHBIE ABYMS WJIM OOJIe€ OpPTaHHU3aIUsMHU, JOJKHBI UMETh OJHY
(emuuyro) naty. Jlns OKyMEHTOB, COCTaBJICHHBIX YHHUBEPCHTETOM COBMECTHO C
HECKOJIbBKUMHU OpraHU3allMsMH, JaTOW JAOKYMEHTa SBIISETCS Jara TMOIMHCAHHUS €ro
MOCJICTHEN OpraHu3aluei.

Jlata MOKyMEHTa MPOCTABISETCS AOHKHOCTHBIM JIMIIOM, MOJMUCHIBAIOIIAM WM
yTBepKaamomuM  gokyment, wuiu OKwuJl npu peructpanmu JOKYMEHTa, WIIU
HETMOCPE/ICTBEHHO WCIIOJHUTEIEM MpH TMOATOTOBKE JIOKyMEHTa (CiaykeOHas 3arucka,
3asiBJICHUE U JIp.).

Bce cnyxeOHbIe OTMETKM Ha JOKYMEHTE, CBSI3aHHBIE C €r0 IMPOXOXKICHUEM H
UCIIOJIHEHUEM JIOJKHBI TaTUPOBATHCS U TIOIMUCHIBATHCS.

DneMeHThl JaThl TPHUBOAATCS apaOCKUMH mHdppaMd B OJHY CTPOKY B
MOCIIE0BATEIHLHOCTH: IEHb MecsIla, MecsIl, ToJl. JleHp Mecsa u Mecsity 0pOpMIISIFOT IBYMSI
napamu apaOckux nudp, pa3aeIeHHBIMA TOYKOW; TO/T — YETHIPhMS apabCKuMU udpamu.

Hanpumep: gaty 05 urons 2015 r. cnenyer opopmisats 05.06.2015.

JlotmyckaeTcsi ClioBeCHO-IIM(POBOM criocod opopMiteHUs naThl, HarpuMep: 05 UoHS
2015T.

Jns  3apyOexxHOM — mepenmuckd — Jomyckaercs — opopMieHME — JaThl B
MOCJIeA0BATEILHOCTH T0JI, MECIl, IeHb Mecsiia, Harpumep: 2015.06.05.

[TpocTaBisITh HOJIb B 0003HAYCHUH JHS MECSAIA, €CIIM OH COJICPIKUT OJHY HHUPPY, —
0053aTeNbHO.

B TekcTax TOKyMEHTOB, cOAiepKaIluX CBeeHNUS (PMHAHCOBOTO XapaKTepa, CIIOBECHO-
1 (poBoi crocod 0pOpMIICHHSI YUCEN TPUMEHSIETCS B 0013aTEIbHOM TOPSIIKE.

MecTo mpocTaBiIeHHS JaThl HA TOKYMEHTE 3aBUCHUT OT OJIaHKa M BHJIa JOKYMEHTA.

PexBu3ut 12 - perucTpanuOHHbINA HOMEP JOKYMEHTAa

Perncrpanvonnslii HoMep JOKYMEHTA MPOCTABISETCA B COOTBETCTBUU C CUCTEMOU
pETUCTpalvU, IPUHATON B Y HUBEPCUTETE.
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Peructpanmonnslii HOMEP JOKYMEHTa MPHUCBAWBACTCS JTOKYMEHTY TIOCIE €ro
yTBEPKACHUS (TTOATUCAHUS).

PeructpaiimoHHbI HOMEpP JOKYMEHTa YHUBEPCUTETA COCTOUT U3 €r0 MOPSIKOBOTO
HOMEpa, KOTOPBIA JOIMOJIHAETCS HWHACKCOM Jejia MO0 HOMEHKJIAType MAell, HHIECKCOM
CTPYKTYPHOTO MOApa3IeICHHs U Jp.

He nomyckaeTcst oTpaBisiTh KOPPECTIOHISHTaM MIChMa, pacriedaTaHHbIe Ha OJaHKaxX
JOKYMEHTa YHHMBEPCHUTETA U HE NMCIOIINE PETUCTPAIIMOHHOTO HOMEpa U JaThl.

PexBu3ut 13 — cebliika Ha MCXOAAIIMI HOMEP M ATy I0OKYMEHTA aJpecaHTa

Ccpulka Ha HMCXOJSIIMNA PErMCTPALMOHHBIA HOMEP M AaTy JOKYMEHTa aJpecaHTa
BKJIIOYAaeT B ce0s pEerucTpallioHHbII HOMEp W JaTy JOKYMEHTa, IOCTYIHBIIErO
(BXopsiiero) B YHUBEPCUTET, Ha KOTOPBINA JOJHKEH OBITh JaH OTBET.

Ccpulka Ha UCXOASAIIMI HOMED U JaTy JOKYMEHTA aJpecaHTa BKIIFOYAETCSA B COCTaB
PEKBU3UTOB OJIaHKA MUChMA.

Hanpumep:

Ha Ne 01-07/05 ot 27.11.2014

PexBu3uT 14 — MecTo cocTaBjaeHus (M3TaHNs) TOKYMEHTA

MecTo COCTaBIICHHSI WM W3JAHUS JOKYMEHTa YKa3blBAalOT B TOM CJydae, Korja
3aTpyAHEHO ero ompeaeneHue no pexkBusutam 08 «HammenoBanue opranuzauum» u 09
«CripaBouHbIE JaHHBIE 00 OPraHU3ALUN.

PexBu3uT ykasbiBaeTcsi B OJlaHKax JOKYMEHTOB YHHUBEPCUTETA, 3a HCKIOUYCHHEM
0JIAaHKOB MMHCEM.

MecTto cocTaBieHUs] WK U3JJaHUsI JOKYMEHTA YKa3bIBalOT HA JIOKYMEHTaxX ¢ y4eTOM
MPUHSATOTO aJMUHUCTPATUBHO-TEPPUTOPHAILHOTO JEJICHUS, M BKJIIOYAET B C€0S TOJBKO
oOmenpuHsAThIe cokparieHus. Hanpumep, ans YuauBepcutera — MockBa (yTOUYHEHHUE «T.»
HE YyKa3bIBaeTCs Iepe]l HAMMEHOBAHUSMU CTOJIMI[ TOCYIapCTB, a Takxke nepen CaHKT-
[TerepOyprom.)

B nmokxymeHnTe, aBTOpOM KOTOpOTO sIBIsieTcsl (uiauan YHHUBEPCUTETA, YKA3bIBACTCS
MECTO HaXOXKJICHUs prirana.

PexBusur 15 - agpecar

PekBu3uT «Agpecar» pacnosjaraioT B IMPaBOM BEpPXHEM YIUNIy MEPBOro JMCTa
JOKYMEHTA.

B kauecTBe ajpecara MOTYT ObITh OpPraHbl BIACTH, OPraHU3ALUU, UX CTPYKTYpPHbIE
MO/Ipa3iesieHus1, JOJHKHOCTHBIE WM (PU3NYECKUE JTULA.

HanMeHOBaHME OpraHa BJIACTH, OPraHM3allid, €€ CTPYKTYPHOI'O MOJpa3JeicHUs
YKa3bIBAIOT B UMEHUTEILHOM MaJIeKe, HAIIPUMED:
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MunuctepctBo  oOpa3oBaHHMsIT ¥ HAyKH
Poccuiickon @enepanunu

18071
JlemaprameHT
JEJI0NPOU3BOICTBA U apXUBa
IIpaBurenscTBa
Poccniickon ®@enepanun

Ilpu aapecoBaHMM JOKYMEHTA PYKOBOIAUTEIK OpPTraHU3alUd HAWMEHOBAHUE
OpraHu3alMd BXOJIWT B HAWMMEHOBAHUE JOJDKHOCTH aApecara W MUIIETCS B JaTE€IbHOM
najieke, MHUIMAIIBI YKa3bIBAIOTCS mepes] haMuuei.

Munuctpy [IpaBuTenbcTBa MocKkBHI,
pykoBoautento JlemaprameHTa oOpa3oBaHUs
ropoaa MoCKBbI

N.0. Gamunus

IIpu HanpaBiieHMM HOKYMEHTa JOJLKHOCTHOMY JIMIY Ha3BaHUE OPraHU3alUU U €€
CTPYKTYPHOTO NOAPA3AECICHUS YKA3bIBAIOT B POJUTEIBHOM IIaJIEKe, a IOJDKHOCTh M
bamunus agpecara — B JaTeIbHOM, HallpUMeD:

Jupekropy JlenapraMeHTa rocy1apCTBEHHON
MOJIMTUKU B cepe BBICHIETO 00pa3oBaHUs
MunucrtepcTBa 00pa3oBaHUST U HAYKHU
Poccuiickon ®@enepanuu

N.0. ®amunus
WIn
['maBHOMY Oyxranrepy
AO «IneKTPOLUECHTPOMOHTAN»

N.0. amumnus

Eciii JOKYMEHT OTIpPaBJISIOT HECKOJBKHM OJHOPOIHBIM OpTaHHW3aIUusIM WIH B
HECKOJIBKO CTPYKTYPHBIX ITOAPA3/ICIICHHIA OJTHOW OPTaHHU3AIMH, TO UX CICAYET YKa3bIBaTh
000011IeHHO, HATTPUMED:

PykoBoauTensim o011eo0pa3oBaTebHbIX
opranuzanuii CeBepo-BOCTOYHOIO
aIMUHUCTPATUBHOTO OKpyTa

ropoaa MoCKBbI

(o crucky)



15

[Tpu 5TOM TOKYMEHT HE JOJKEH COAepKaTh O0jiee YeThIPEX aJpecaToB.

CnoBo «Komnus» nepen BTOpbIM, TPETbUM, YETBEPTHIM aJpecaTaMy HE YKa3bIBAIOT.
[Ipu GosbllieM KOJUYECTBE AJPECATOB COCTABISAIOT CHMCOK PACChUIKM JIOKYMEHTa U Ha
Ka)XJIOM 3K3EMIUISIPE MUChMa YKa3bIBAIOT TOJIBKO OJHOTO aJpecara.

B pekBusute «Anpecar» AOIMYCKaeTCsd MCHOJIb30BaTh OQPUIMAIBHO TMPUHSATHIE
COKpAIllCHHbIC HANMEHOBAHMS OPraHOB TOCYAApPCTBEHHOW BJIACTH, OPraHOB MECTHOIO
CaMOYIIPaBJICHUS, OPraHU3alHM.

B cocraB pexkBu3nTa «Anpecar» MOKET BXOJUTH IMOYTOBBIN ajpec.

ITouTOBBII afpec HE yKa3bIBAETCS B JOKYMEHTAX, HAITPABJISIEMbIX B BBICILIE OPTaHbI
rOoCyJlapCTBEHHOM  BIacTH, (QenepaibHble  OpraHbl  HCIOJHUTEIBHOW  BJIACTH,
TEeppUTOpHUATIbHBIE OpraHbl (PelepaibHOTO OpraHa MCIOJIHUTEIbHOW BJIACTH B CyObEKTax
Pocculickon ®@enepanuu, MOCTOSHHBIM KOPPECIIOHCHTAM.

IIpn aapecoBaHrMH NMHCbMa B OPTraHU3ALMIO YKA3bIBAIOT €€ HAUMEHOBAaHUE, 3aTEM
MIOYTOBBIN aJIpec, TOYTOBBIN anpec neuataercs mpudrom « Times New Roman»  keriem
Neo 12, nanpumep:

['ocynmapcTBenHOE
00pa3oBaTeNbHOE YUPEXKICHUE
«IlenTp obpazoanus No 1840»

yi. b. Ilepescnasckas, a.1,
Mockaa, 129041

[Ipu anpecoBaHMM MAOKYMEHTa (PU3NYECKOMY JIMIY YKa3bIBalOT (pamMuwinio u
MHUIMAJIBI TTOTyYaTelis (MHULIKAIBI Tocie paMuiInm), 3aTeM MOYTOBBIN aJpec, HalpuMep:

damvumnua U.0O.

yn. Canosas, 1.5, kB.12, KupeeBckuii p-H,
r. JIunku, Tyneckas o6i1., 301264

DIEMEHThI OYTOBOI'O a/peca yKa3blBAKOT B IIOCJIEIOBATEIbHOCTH, YCTAHOBJICHHON
IIpaBunaMu OKa3aHMsI yCIYI IIOYTOBOM CBSI3U, YTBEPXKIACHHBIMH ITOCTAaHOBJICHHEM
[IpaButenscTBa Poccuiickoit @enepaunu ot 15 anpenst 2005 r. Ne 221 «O6 yTBepxaeHun
IIpaBUJI OKa3aHUs YCIyT OYTOBOU CBSZH.

Ha xoHBepTe o4TOBBIN agpec KOPPECIIOHAEHTA MTUIIETCSA B HKHEN IIPAaBOU 4acTH,
a aJipec OTIPABUTEIIA B IEBOM BEPXHEM YIITy.

[Topsimok  HamucaHuWs TIOYTOBOTO  agpeca Ha  IMOYTOBBIX  OTHPABJICHHSIX
pacrpocTpaHsieTcsl TakKe Ha HallMCaHUe MOYTOBOTO ajipeca B pekBU3UTaX «CIpaBOYHBIC
JTaHHBIE 00 OpraHu3aum» U «Aapecar»:

a) HaMMEHOBaHUE ajpecaTa (HAaMMEHOBAaHWE OpPTraHM3alMM WIK (aMUIUs, UMS,
OTUYECTBO I (PUBNYECKUX JIUIL);

0) Ha3BaHUE YJHUIIbI, HOMEP JOMa, HOMEpP KBAPTUPHI; (COKpAIEHUE «YJI.» CTaBUTCS
nepe]] Wi TI0Ciie Ha3BaHUsl YIIUIIBI 110 0J1ar03BY4YHIO)

B) Ha3BaHHUE HACEJIEHHOIO IyHKTA (TOpO/I, MOCENOK, U T.I1.);
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I') Ha3BaHHE 00JIaCTH, Kpasi, aBTOHOMHOTO OKpYTa, pECyOINKY;
1) Ha3BaHUE CTPaHbI (A1 MEKAYHAPOJHBIX IIOYTOBBIX OTIPABICHUN);
€) MOYTOBBII HHIEKC.

PexBu3ur 16 — rpu¢ yreep:xaeHus

JIOKyMEHT YTBEpP)KJIAETCS JTOJDKHOCTHBIM JIMIIOM (JIOJDKHOCTHBIMH JIMIIAMH) WIJIH
CHEIMAIbHO U31aBAEMBIM JIOKYMEHTOM.

JIokyMeHTBl ~ YHHMBEPCHTETa  YTBEPXKIAIOTCA  PEKTOPOM,  TPOPEKTOPAMH,
PYKOBOJUTEISIMA CTPYKTYPHBIX TOJpa3/eleHU YHUBEPCUTETA, BBHIMICCTOAIMMU WITU
MEKBEIOMCTBEHHBIMH OpraHaMM, B KOMIICTEHIIMIO KOTOPBIX BXOJUT PEIICHHE BOIPOCOB,
M3JI0KEHHBIX B YTBEPK/IAEMbIX IOKYMEHTaX YHUBEPCHUTETA.

[TpumepHbIi IepeueHb TOKYMEHTOB, MOJUICKAIUX YTBEPKICHUIO —  TIPHIIOKEHUE
Ne7.

[Ipu yTBep)KIACHWUU JOKYMEHTA JOJDKHOCTHBIM JIMIIOM TpuU( yTBEPKICHUS
JIOKYMEHTA JI0JHKEH COCTOSITh U3 CIICIYIONIUX 3JIEMEHTOB:

a) coBo «Y TBEPXXJIAKO» (mponucHbiMU OyKkBamMu 0€3 KaBbIYEK);

0) HaMMEHOBaHUE JOJKHOCTH JIUIA, YTBEPHKAAIOIIETO IOKYMEHT;

B) MOJIIIKCB;

') HTHUIMAJIBI, aMUIus;

1) 1aTa YTBEPKICHHUS.

Hanpuwmep:

YTBEPXJIAO

Pextop Mockogckoro [Honurexa
auynas noonucs W.0. Gamunus
16 oxts16pst 2017 r.

[Ipu yTBEpKACHUH TOKYMEHTA HECKOJBKUMU JOJKHOCTHBIMU JULAMU UX MOANUCH
pacnoJiararoT Ha OJTHOM YpOBHE.

[Tpu yTBEepKIAeHUU JOKYMEHTA MPUKA30M, TIPOTOKOJIOM TpU( YTBEPKIACHUS COCTOUT
W3 CIEAYIOIINX 3JIEMEHTOB:

a) CJIOBO «YTBEPXJIEH» («YTBEPXJIEHA», «YTBEPXJIEHbBI»,
«YTBEPXJIEHO»), cornacoBaHHOIO B pOJi€ ¥ YHCJIE C BUIOM YTBEPKIaEMOTr0 TOKYMEHTA;

0) HAaMMEHOBAaHME YTBEPIKJIAIOIIETO JOKYMEHTA B TBOPUTEIIHLHOM MajeKe, €ro gaTa u
HOMED.

Hanpuwmep:

YTBEPX/IEHA

[Ipukazom MuHHCTEpPCTBA 0OpA30BAHUS
1 Hayku Poccuiickon @enepanuu

oT 16 nexadps 2014 r. Ne 795

['pud yTBEepx’ACHUSA JOKYMEHTA PacIoiaratoT B IPAaBOM BEPXHEM YTy TOKYMEHTA.
Brocuth kakue-nub0 M3MEHEHUs U 100aBJICHUsI B MOJNUCAHHbBIE (YTBEP)KICHHBIC)
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JOKYMCHTBI HC JIOITYCKACTCA.

OTBETCTBEHHOCTh 3a KaudyeCTBO IMOATOTOBKU JOKYMCHTOB W JOCTOBCPHOCTL
COACPIKAUXCA B HUX JAHHBIX BO3J1aracTcs Ha JIMI, IIOATOTOBHUBINNX, 3aBU3UPOBABIINX U
IMOANMKUCAaBIINX NOKYMCHTEI.

PexBu3ur 17 — ykazaHus 10 MCIOJHEHHUIO TOKYMEHTA (Pe30.II0Lus)

VYkazaHus 10 UCIOJIHEHUIO JTOKYMEHTa (Pe30TroIusi) opOopMIISIIOTCS Ha OTACIHHOM
JUCTE WJIA HETIOCPEICTBEHHO HA JOKYMEHTE.

VYkazaHus 1o UCIOJHEHUIO TOKYMEHTa BKIIFOYAIOT CJICIYIONIUE JIIEMEHTHI:

a) haMHJINM ¥ HHUITAAJIBI UCTIOJTHUTEIICH;

0) comep:kaHue MopydeHus (Ipu HEOOXOAUMOCTH );

B) CPOK UCIIOJIHCHUS,

T') TOATHUCH PYKOBOIUTEIS;

1) nara.

[Toamuck B yKa3aHMSIX MO UCTIOJHEHUIO IOKYMEHTa HE pacin(poBBIBaCTCA.

B cimydae, korma ykazaHWs 10 HCIHOJHEHHUIO JOKYMEHTA [AlOTCS JBYM WIIH
HECKOJLKHMM JIMIIaM, PaBHBIM 10 JOHKHOCTH, OCHOBHBIM HCIIOJTHUTEIIEM SIBJISIETCS JIUIIO,
yKa3aHHOE TIEPBBIM, WJIM  YyKa3bIBaeTCA OTBETCTBEHHBIM  HWCIHOJHUTENTh. EMy
MIPEIOCTABIIACTCS MPABO CO3bIBA UCTIOTHUTENCH M KOOPAMHAIMS X PAaOOTHI.

OTBETCTBEHHBIH UCIIOJTHUTEIb U COMCIIOJIHUTENH BIPABE JIaBaTh MOPYUYCHUS B BUJIC
yKa3aHHUM 10 UCTIOJIHEHHIO JJOKYMEHTA JIMIaM, HEMOCPEJACTBEHHO UM IO TIMHEHHBIM.

Ha noxymenTtax, He TpeOyIOIIUX JIOMOTHUTEIBHBIX YKa3aHUW MO HCIOJHEHHUIO U
MMEIONTUX THIIOBBIC CPOKHM HWCIOJHEHHSA, B YKA3aHHUSAX II0 HCIOJHEHHIO JOKyMEHTa
yKa3bIBaeTCs UCIIOJTHUTEb, MOJIMKUCH aBTOPa YKa3aHuH, gaTa.

DopMyYJIUPOBKU PE30JIOIUN  JIOJDKHBI YETKO OIpPEeNeisaTh CYTh 3aJlaHus, CpPOK
UCITOJTHEHHSI ¥ JOPMY MPEICTABIICHUS PE3YIHTATOB UCIIOTHEHUS.

PexBu3ur 18 — 3aro/ioBOK K TEKCTY JOKYMEHTA

3aroi0BOK K TEKCTY COCTABIIACTCS KO BCEM JIOKYMEHTAM.

3aroyioBOK K TEKCTY BKJIIOYAET B ceOsl KpaTKOe CoJep:KaHue JOKYMEHTa U JOJIKEeH
OBITH MAKCUMAIBHO KOPOTKUM U TOYHBIM.

3aro0BOK JIOJKEH ObITh COTIACOBAH C HAUMEHOBAHUEM BHUA TOKYMEHTA.

3aroloBOK K TEKCTY MHUIIETCS OT JIEBOW TPaHUIIbI TEKCTOBOTO MO C MPOMHCHOMN
OyKkBbI, uepe3 1 HHTepBal MOCIe PEeKBU3NUTA PETUCTPALIMOHHBIA HOMEp JOKYMEHTA, TEM K€
pasmepom mpudTa, 9To U BeCh TeKCT (Kerb Ne 14). B koHIIe 3aroj0BKa TOUKa HE CTaBUTCS.
3aroyioBOK K TEKCTY MOKET 3aHUMATh 4-5 CTPOK, AJTMHA MAaKCUMAJIbHOM CTPOKH HE T0JDKHA
MPEBBIIIATH § CM.

3aroyioBOK MOXET OTBEYATh HA BOIIPOCHI:

a) o uem (o kom)?, Hampumep: O cozmaHuM aTTecTallMOHHOW Komuccuu, OO
yrBepkaeHun [lonoxkeHus o 3amMre TNEepCOHANBbHBIX JaHHBIX, OO0 okazaHuu
KOHCYJIbTATUBHOM ITOMOIIIH;

0) uero (koro)?, Hanpumep: JoJKHOCTHAsE MHCTPYKLUS JTOKyMeHToBena, [IpaBuna
nepesoaa B ... , IlpaBuna npuema B ... , [IpaBuia BHyTpeHHEro pacropsaka.
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Ecnu 3arooBok oTBEYaeT Ha BOMPOC «O YeM?», OH MUIIETCS C MPOMUCHON OYKBBI U
dbopMyIupyeTcs MPU TMOMOIIU OTTJIArojbHOTO CcymiecTBuTelbHoro (06 m3MeHenuu ..., O
BbIJIeICHUH ..., OO OTMEHE ...).

Ecnim B JOKyMEHTE OTPaKEHO HECKOJBKO BOMPOCOB, 3arojIOBOK MOJXKET
hopMyIHpoBaThCs 000OIIEHHO.

3aroI0BOK pacroJjiaracTcs 1moj] peKBU3UTaMu OJIaHKa U HE JOJDKEH 3aHUMAaTh OoJee
IIATH CTPOK. 3aroJIoBOK oopmisieTcst 0e3 KaBbIueK. Touka B KOHIIE 3ar0JIOBKA HE CTaBUTCS.

3aroioBOK K TEKCTY JOKYMEHTa COCTaBIISICTCS MCTIOJHUTEIEM, TOTOBSIIINM MPOEKT
JIOKyMEHTA.

PexBu3ur 19 - oTMeTKa 0 KOHTPOJIE JOKYMEHTA

OTMETKY 0 KOHTPOJIE MPOCTABIIAIOT HA JOKYMEHTAX, IOCTABJIICHHBIX HA KOHTPOJIb, C
nomoibio mramna «KOHTPOJIb» B BepxHeM mpaBoM YIily JUCTa YKa3aHUM WA CAMOTO
JTOKYMEHTA.

Cpoxk UCTIOJIHEHUS TIpocTaBisieTcs B hopMe AaThl 3aBEPIICHUS UCTIOJTHEHUSL.

PexBu3ur 20 - TeKCT J10OKYMEHTA

TekcT JOKyMEeHTa YHHUBEPCUTETAa COCTABIAKOT HA  PYCCKOM  fI3bIKE —
roCcyJlapCTBEHHOM s13bIke Poccuiickoit denepanuu, B COOTBETCTBUM C 3aKOHOJAATEIILCTBOM
Poccuiickon ®@enepanumu.

TekcT JOKyMEeHTa u3/1araercss pPYCCKUM JIMTEPATYPHBIM SI3BIKOM C Y4YETOM
0COOEHHOCTEW OQUIMATBHO-JEIOBOIO CTUJISL, BHUJA JOKYMEHTa W €ro Ha3HA4YCHHUS B
ynpaBlieHuYeCKOU edarenbHOoCTH. CojiepikaHne TOKYMEHTa JI0JKHO ObITh U3JI0KEHO KPaTKo,
JIOTUYHO, TOYHO U SICHO.

TekcThl TOKYMEHTOB O(OPMIISIIOT B BUJIE!

a) aHKETHI,

IIpu cocraBmeHMM TEKCTa B BHJAE AHKEThl HAWMEHOBAHUS  IPU3HAKOB
XapaKTEPU3yeMOro OOBEKTa JOJDKHBI OBITh BBIPKEHBI MMEHEM CYIIECTBUTEIHHBIM B
MIMEHUTEJIBHOM NAaJEKE I CIIOBOCOYETAHUEM C IJIar0JIOM BTOPOTO JIMIIA MHOKECTBEHHOTO
YyCa HACTOAIIETO WM TMPOUIEAIIETO BPEMEHU («HUMEETE», «BIIAJIEETe» WIH «ObLIN,
CHAXOAWJINCH» H T.1I.). XapaKTePUCTHKU, BBIPAKEHHBIC CIIOBECHO, IOJDKHBI OBITH
COIJIaCOBAaHbI C HAMMEHOBAHUSIMU ITPHU3HAKOB.

0) TabIuUIIbL;

I'padpl u cTpoku TaOMUIBI JOJDKHBI HMMETh 3arojOBKH, BBIPAKEHHBIE HWMEHEM
CYIIIECTBUTEJIbHBIM B UMEHUTEILHOM Tajiexke. [loa3aronoBku rpad u CTpOK JOJKHBI OBITH
COTJIacOBaHbI C 3arojioBkaMu. Ecnu Tabmuily nedararoT 0ojiee yeM Ha OJHOW CTpaHUIIE,
rpadbl TaOIUIBI AOJKHBI OBITH TPOHYMEPOBAHBI U Ha CJICAYIONIUX CTPAHMIAX JOJDKHBI
OBITH HalleyaTaHbl TOJIHKO HOMEpA ATUX rpad.

B) CBSI3BHOT'O TEKCTA;

CBSI3HBIN TEKCT, KaK IMPABUIIO, COCTOUT U3 JBYX YacTel. B mepBoi 4aCTH yKa3bIBarOT
MIPUYHHBI, OCHOBAaHWUs, 10(SH) 051 COCTaBJICHUS JIOKYMEHTA, BO BTOPOH
(3aKJIFOUUTENTEHOM ) — PEIIeHUs, BBIBOJIBI, MPOCKOBI, MPEI0OKEHNS, pEKOMEHAANH. TeKCT
MOXET  COAEpkaTh  OJHY  3aKJIIOUHUTEIBHYIH)  4aCTh,  HAIpUMEpP:  IHUCbMA,
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3asBJICHUS — MPOCHOY O€3 MOSICHEHHUS.

B) B BU/JIC PA3JIMYHbIX BAPUAHTOB COCAMHEHUSI aHKEThI, TAOJUIIbI, CBI3HOTO TEKCTA.

B nokymeHTax YHUBEpPCHUTETA, KAK OpPraHu3alliM, ACWCTBYIOIIECH HAa IPUHIMIIAX
eAMHOHavyanus (TpuKa3, pactnopssKeHWe U T.J.), a TaKKe JIOKYMEHTax, aJpeCOBaHHBIX
PYKOBOJICTBY OpraHM3allMd, TEKCT M3JIarailoT OT IEpPBOTr0 JHUIA €JUHCTBEHHOI'O 4uCcia
(«rIpUKa3bIBaIOy, «OOA3BIBAIOY, KIIPOIIIY).

B nokymeHTax KoJIJIerHajdbHBIX OpPraHOB TEKCT H3JIaratoT OT TPEThEro JuIla
€IMHCTBEHHOTO YHUCJa («IIOCTAHOBIISIETY, «PELINID).

B coBMeCTHBIX JTOKYMEHTaX TEKCT HM3JIaraloT OT MEPBOTO JIMIA MHOKECTBEHHOTO
yucia («IpUKa3bIBaEM», «PELIUIIN ).

TekcT npoToKoIa U3JIaratoT OT TPETHETO JIMIAa MHOKECTBEHHOTO YK CIIA («CITyLIaIn,
«BBICTYITUJINY, «TTOCTAHOBHIINY, «PEIIHIIN ).

B nokymeHTax, ycTaHaBIMBAIONUMX IIpaBa M OOS3aHHOCTHM OpraHu3aluid, HX
CTPYKTYPHBIX MOJIpa3ieyicHuil (MOJOKEHUE, HWHCTPYKIMSA), a TakkKe COJAepKallux
OMKCaHUe, OLUEHKY (DaKTOB WJIM BBIBOJBI (KT, CIIPABKa), UCIOIB3YIOT (DOPMY HU3JI0KEHUS
TEKCTa OT TPEThEro JHIa EIMHCTBEHHOTO WM MHOXXECTBEHHOTO 4Yuncia («OTAe
OCYILECTBIISIET (DYHKITUNY», «B COCTaB 00bEAMHEHUS BXOJIAT», KKOMUCCUSI YCTAHOBUIIAY).

B nuceMax ucnonb3yroT ciaeayronme GopMbl U3JI0KEHHUS:

a) OT MEPBOro JIMIAa MHOXECTBEHHOTO YHCa («IPOCUM HAMPABUTHY, «HAIPaBIsEM
Ha PacCMOTPEHUEY);

0) OT MmepBOro JHIlAa €IWHCTBEHHOTO YHUCIa («CUUTAI0 HEOOXOTUMBIMY», IIPOIITY
BBIJICTTUTDY );

B) OT TpPEThEro JIMIa E€AMHCTBEHHOTO uucia («YHUBEPCUTET HE BO3paKaACT»,
«YHHUBEPCHUTET CUUTAET BO3ZMOKHBIMY).

B TekcTax JIOKalbHBIX HOPMATUBHBIX aKTOB (MpaBuia, MOJOKEHHE, UHCTPYKUIHUS U
Ip.) HUCHONB3YIOTCSA TJaroibl B (OpMe HACTOSIIEr0 BPEMEHH, NPHUIAIOIINE TEKCTY
MPEANUChIBAIONIMN  XapakTep, Hampumep: «Bwuza Bkiaouaer B ceOsi HaMMEHOBaHUE
TOJDKHOCTH ...», «HopMaTuBHBIE Tipennucanusi 0QhOPMIISIFOTCS B BHJIC TTyYHKTOB, KOTOPBIC
HYMEPYIOTCS apaOCKUMU MUppaMu C TOYKOH U 3aTr0JIOBKOB HE UMEIOTY.

B TekcTe nokymMeHTa, MOJATOTOBICHHOTO HAa OCHOBAaHUM 3aKOHOJATENIbHBIX, WHBIX
HOPMATHBHBIX MPABOBBIX AaKTOB U JOKYMEHTOB JIpPYTHX OpraHU3AIUi WU paHee W3IaHHbIX
YHUBEPCUTETOM JTOKYMEHTOB, YKa3bIBAIOTCS CJICAYIOIINE PEKBU3UTHI: HAMMEHOBAaHUE BUA
JIOKYMEHTa, HAaMMEHOBaHUE OpraHu3alud — aBTopa JOKyMEHTa, JaTa JOKyMEHTa,
pPETUCTPAIMOHHBIA HOMEpP JOKYMEHTa, HAMMEHOBAHUE JOKYMEHTA (3arojIOBOK K TEKCTY),
3aKJIFOYEHHBIN B KABBIYKHU, HAITPUMED:

«B cooTBeTcTBUM ¢ 4YacThio 3 crartbu 52 depepanbHOTO 3akoHa OT 29 nekalOps
2012 1. Ne 273-®3 «O6 obpazoanuu B Poccutickoit deneparmm

IMPUKA3BIBAIO: ...».

Ecnm TexcT comepKUT HECKOJIBKO IOPYYEHHUM, PELICHUM, BBIBOAOB U T.I., TO €r0
MO>KHO pa30uBaTh Ha Pa3Aeibl, MOAPA3IEIbl, IyHKTHI, IOAMYHKThI, KOTOPbIE HYyMEPYIOTCS
apabckumu udpamu. [locne udpsl cTaBUTCs TOUKA.

Paznensl w monpasznesibl MOTYT HMMETh 3aroJIOBKM (MOJ3arojIOBKH). 3arojioOBKU
pa3zesioB MUIIYTCsl C MPOMUCHOM OYKBBI (JOIMyCKAeTCsl MX HaNMCaHHWE MPOMUCHBIMU
OoykBamu). [log3aronoBku mevataroTcsi ¢ MpoONMUCHON OyKBBI. Touka B KOHIIE 3aTOJIOBKOB U
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MI0/13ar0JIOBKOB HE MTPOCTABIISIETCS.

B Texcrax JOKYMEHTOB JOJDKHBI YIOTPEOISTHCS TOJNIBKO OOLIETPUHSATHIE B PYCCKOM
A3bIKE€ 0003HAYEHUS, TEPMUHBI U COKPAIICHHUS.

[Tpu HEOOXOAUMOCTH YIIOTPEOJICHUS COKpaIlleHUs (COKpAIlIEHHOTO HAMMEHOBAaHMS ) B
TEKCT€ CHayaja IMHUIIETCS IOJIHOE HaMMEHOBaHWE, a 3aTéM B CKOOKax JaeTcsl ero
COKpalieHue (COKpalleHHOe HaWMEHOBAHHE), 3a HCKJIIOYEHHUEM OOIEeTPUHITHIX
COKpAIlleHU, HApUMEpP: «... IPUMEpHas HOMEHKIaTypa Aen yuuepcurera (nanee — [TH/I)

>

B TekcTtax JOKYMEHTOB HAMMEHOBAHMS CTPYKTYPHBIX MOApPA3JACICHUA U
KOJUIETUAJIbHBIX OPTaHOB YHHMBEPCHUTETA CIEAyeT IedaraTb CO CTPOYHOM OYKBBI C
COTJIAaCOBAHMEM BHJIA MOJIPA3/ICIICHHS U €r0 Ha3BaHUS B POJAUTEIHHOM MaJEKeE.

Hanpumep: uHCTUTYT (4ero?) MHOCTPAHHBIX SI3BIKOB, IIEHTP POCCUICKO-KUTAHCKOTO
COTPYJHUYECTBA, YIIPABICHUE JICIIAMH U T.II.

B TekcTax JOKyMEHTOB HAMMEHOBAHMS JOKHOCTEH PYKOBOAUTENICH CTPYKTYPHBIX
MO/APA3/ICICHU U KOJUICTHAIbHBIX OPraHOB YHHBEPCHUTETA JOJKHBI I€YaTaThCA CO
CTpPOYHOU OYKBBI, HAIIPUMEP: PEKTOP, MPOPEKTOP, MPE3UACHT, TUPEKTOP, 3aBEIYIOIIHIA,
[JIABHBIN OyXranTep, Ha4aJlbHUK, PYKOBOJAUTEh U JP.

PexoMmenannu no HamMCaHWIO OTJEIbHBIX HAMMEHOBAHUM, CJIOB U CJIOBOCOYETAHUM
— npuioxeHue Neg.

TekcT mToKyMeHTa BBIPABHUBAETCS I10 JIEBOM U IIPABOM I'PAHUIIAM TEKCTOBOIO ITOJI,
neyataroT 4yepe3 oauHapHbii (1,0) MeXCTpouHbI WHTEpBad, 0€3 MEepeHOCOB, Ha3BaHUE
mpudra «Times New Romany, keribs Ne 14, pacctaHoBKa TEKCTa MO MTUPUHE.

Ecnu nocneanss crpaHuia JOKyMEHTa COCTOUT U3 HECKOJIBKUX CTPOK, JOIMYCKAaeTCs
revararh TEKCT Yepe3 MEHBIIHA MEXCTPOUHbIN nHTepBai (Hanpumep: 0,8-0,95).

[Tpu moAroToBKe JOKYMEHTOB Ha JBYX U 00Jiee CTPaHULIAX BTOPYIO U MOCIEAYIOLIIE
cTpaHullbl HyMepytoT. Homepa cTpaHuUll MPOCTABISAIOT MO LIEHTPY BEPXHErO MOJs JUCTA,
HazBaHue mpudra « Times New Romany (kersp Ne 12).

PexBu3ur 21 - oTMeTKa 0 HAJTMYUM MPUJIOKEHUI

OTMeTKa O  HaIWYMM  IPWIOKEHUH  HMCIONb3yeTcs 1pu  oGopMIICHHUH
COMPOBOJIUTEIIbHBIX IMHUCEM M TMPUIOKCHHH K NpHKa3aM, pPacIoOpsHKEHUSAM, IUIaHaM,
mporpaMMaM, OTYeTaM, JIOrOBOpPaM, IOJIOXKCHHUSIM, MpaBHIIaM, MHCTPYKIUSAM W JAPYTUM
JOKYMEHTaM.

B nucemMax oTMETKa O HAJIMYUHU IPHIIOKEHUH 0(OPMIISICTCS O] TEKCTOM ITUChMa OT
I'PaHMIIBI JICBOTO MOJIA, Yepe3 1 nHTepBal.

Ecny muchMO MMeEET NpHUIIOKCHMS, Ha3BaHHbIE B TEKCTE, TO OTMETKa O HHUX
odopmIIsIETCS 110 CeAyIoNIeH dhopme:

[Ipunoxenue: Ha 8 1. B 1 3K3.
Ecnu npunoxeHus B TEKCTE MUChMa HE Ha3BaHbI, TO HEOOXOAMMO MEPEUUCIIUTh UX

HAMMEHOBAHHUSI, KOJIMYECTBO JIUCTOB U K3EMILISIPOB KaXkIO0TO.
[Tpn HaNMMYMY HECKOJBKUX MPUIIOKECHUN UX HYMEPYIOT, HAIPUMED:
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[Ipunoxenue:

1. Komus aumioma o BeiciieM oOpa3zoBanuu ot 27 utons 2014 r. Ne BP 165839
Ha 3 11. B 1 9K3.;

2. Konust mpukaza MockoBckoro Ilomurexa ot 25 utons 2016 1. Ne 183 «O06
OKOHYaHUU 00yueHHs» Ha 2 J. B 1 2K3.

Ecnu npunoskeHus cOpOIIIOpoBaHbl, KOJIUYECTBO JTUCTOB HE YKA3BIBAIOT.
[Tpunoxenue: 6porntopa B 1 9K3.

Ecam k mOKyMeHTy mpuiiararoT Apyrom JOKYMEHT, TAKKE UMEIOIIUM ITPUIIOKEHUE,
OTMETKY O HaJMUYUU MPUIIOKEHUS OPOPMIISIOT CIEAYIOIINM 00pa3oM:

[Ipunoxenue: KOMUs JUUEH3MM Ha MPaBO BeACHHS 00pa30BaTENIbHOM JEATEIbHOCTH
Mockosckoro [lonmrexa u npunoxenue k Hel Ha 12 1. B 1 2k3.

Ecnu mpuioxeHne HampaBlsIOT HE BO BCE YKa3aHHBIE B JOKYMEHTE ajpeca, TO
OTMETKY O €ro HaJIn4Yuu 0OPMIISIOT CJICAYIOINM 00pa3oMm:

[Tpunoxkenue: Ha 3 1. B 5 3K3. TOJBKO B MEPBBIN aJipec.

Ecnu npunoxeHusiMH K CONPOBOJUTEIBHOMY TMHUCHMY SIBJISIOTCS JOKYMEHTHI,
conepxkamme wHOOpPMAIMIO KOHGUICHIIMATIBHOTO XapaKTepa, HalpuMep, CIyKeOHYIO
TaliHy, OTMETKA O MPHJIOKEHUU OPOPMIISIETCS CISAYIOIIUM 00pa3oM:

[Ipunoxenue: copaBKa O HEINIATEKECIOCOOHBIX NPEANPUATUAX, I  CIIY)KEOHOTO
nosb3oBanus (JICIT) Ne 08-128 na 2 1. B 1 3K3.

Ha npunoxxeHusx crpaBovyHOIo Xapakrepa K IprKas3aM, paclopsKeHHUSIM, IPABUIaM,
MHCTPYKIMAM, ITOJOKEHUAM, IIaHAM, IPOrpaMmaM, JOTOBOpaM M JIPYTHM JTOKYMEHTaM
OTMETKA O MTPUJIOKEHUHU IPOCTABISAETCS HA IIEPBOM JINCTE MPUIIOKEHUS B IPABOM BEPXHEM
yIiLy.

Ecnu npunoxenne o1HO, OHO HE HyMepyeTcs. Eciii NMpuitoKeHu HECKOJIBKO, OHU
HYMEPYIOTCSL.

B ormeTtke o MPUITOKCHUAX YKA3bIBACTCA HAMMCHOBAHHC BHJAd OCHOBHOIO
HOKYMCHTA, €Io JaTa 1 HOMCP, HAIIpUMCDP:

[Tpunoxxenue 2

K nipuka3zy Mockosckoro I[lomurexa
ot 18 ampens 2016 1. Ne 23

Ecnu npumnoxxeHrneM K JOKYMEHTY SIBJISETCS YTBEPKAAEMbIN JOKYMEHT (ITOJI0KEHUE,
npaBuiia, MHCTPYKIUS, PETJIaMEHT U Jp.), B BEPXHEM MIPABOM YITy IPOCTABIIAETCS OTMETKA
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O TPUJIOKEHUH, HUXKE Yepe3 2 MEKCTPOUHBIX MHTEpBaJia IpU( YTBEP>KIACHHS JOKYMEHTa,
HaIlpUMep:

[Tpunoxenue 1

YTBEPXJIEHO
npuka3om Pocapxusa
ot 12.11.2014 Ne 125

[Ipunoxxenus IOKHBI OGOPMIISATHCS HA CTaHAAPTHBIX JIMCTaX M HMETh BCE
HEOOXOUMBIE ISl TOKYMEHTOB PEKBHU3UTHI (BUJ JOKYMEHTa, HAUMEHOBaHUE JOKYMEHTa
(3aroJIOBOK K TEKCTY), MOAIMUCH JODKHOCTHOTO JIMIIA, BU3Y H T.1I.). [[pUIIoKeHHE K TTHCHMY
MaTEepUAJIOB, HE OTOBOPEHHBIX B TEKCTE CAMOI'0 MUCbMA, HE TOITyCKAETCS.

PexkBu3uT 22 — NoANMUCH JOJKHOCTHOIO JIMIA

B cocraB pexBusnta «Iloanvch q0KHOCTHOTO JIUIAY» BXOISAT:

a) HaMMCEHOBAaHWE JOJDKHOCTH JIMIIA, IIOAMHCABIIETO JOKYMEHT (TIOJHOE,
BKJIFOYAIOIIICE Ha3BaHWE YHUBEPCUTETA, €CIM JOKyMEHT oQopMiieH He Ha OjaHKe
JIOKYMEHTa YHUBEPCUTETA, U COKPAIIEHHOE — Ha IOKYMEHTE, 0(POpMIIEHHOM Ha OJIaHKe);

0) TUYHas IMOJINCH;

B) pacmu@poBKa noanucy (MHUIMAIbI, (haMUus).

Hanpumep:
Pexrop JIUYHAS NOONUCD N.0O. ®amunus
15R10
[IpopexTop o HanpaBJICHUIO JIUYHASL HOONUCH N.0. ®amunus

[Ipn noanucanny NOKYMEHTAa HECKOJBKUMU JOJDKHOCTHBIMU JIMIIAMU UX MOAIUCH
pacrojaratoT OAHy IMOJ APYroil B IOCIEAOBATEIBHOCTH, COOTBETCTBYIOIIEH HEpapXHUH
JIOJDKHOCTEW, HAIIPUMED:

Pexrop JIUYHASL NOONUCD N.0. Gamunus

['maBHBIM Oyxrantep JIUYHAS NOONUCD N.0. ®amunus

HpI/I MoANMCaAHNHN JOKYMCHTA HCCKOJIbKUMU JIMIAMH, PAaBHBIMH I10 JOJIZKHOCTH, HO
MMPpCACTABIIAOIIUMUA PA3HBIC OPIraHbl, IIOAIIMCH PACIIOJIararoT Ha OHOM YPOBHC, HAIIPHUMCED:

PexTop Mockosckoro [lonurexa Pextop YO BI'ITY
auynas noonucs N.0. Gamuius auynas noonuce N1.0. Gamuins

[Ipy moamucaHuu JOKYMEHTa HECKOJbKUMH JIHMIIAMH PABHBIX JOJKHOCTEH, HX
MOJAMKCH PacCIoyiaraloT Ha OHOM YPOBHE, HallpuMep:
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[IpopexTop no counanpHON U [IpopexTop mo pa3BUTHUIO
BOCIIUTATEIBHOM paboTe

auyHasa noonuce N1.0. ®amunusg auyHasa noonuce 1.0, ®amunus

B AOKYMCHTax, COCTaBJICHHBIX KOMI/ICCI/Ieﬁ, YKa3bpIBalOT HE€  JOJDKHOCTHU
MOAIMMCHIBAIOIINX JINI, a4 UX 00513aHHOCTH B COCTaBE KOMHUCCHH.

daMuIMyd 4JICHOB KOMHUCCHU paciojiararoT B aJ'I(I)aBI/ITHOM IopsAAKE, a MocCjc CJI0B
«Hpez[cezxaTenb KOMHUCCHN» U «YJIEHbIl KOMHUCCHIY ABOCTOYHE HE CTaBHUTCs, HAIIPHUMCP:

IIpencenarens komMuccuu JIUYHASL NOONUCH N.0. ®amunus
YreHbl KOMUCCHHA JUYHAAL NOONUCH N.0. damunuga
JUYHAAL NOONUCH N.0. damunusa
JUYHAAL NOONUCH N.0. damunusa
JUYHAA NOONUCH N.0. Oamumius

[Tpu pacimmdpoBKe MOIMUCH MEKTYy HHUITHATAMH U (haMUJIHEH CTaBUTCS TPOOeI.

He nmomyckaetcs moanucanue TOKYMEHTOB C MPEAJIOTOM «3a» HIIH MPOCTaBICHUEM
KOCOM YepThI Mepel HAMMEHOBAHHEM JIOJIKHOCTH.

Ecnmu n0mKHOCTHOE JTUTIO, TOMUCH KOTOPOTO 3ar0TOBJICHA HA TIPOCKTE JIOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT JOJ/DKCH MOIIMMCHIBATHCSA JTOJDKHOCTHBIM JIMIIOM, WMEIOIIUM
NpaBO TOJIMUCH B COOTBETCTBUM C TMPHUKA30M O JICJICTHPOBAHMU TTOJIHOMOYHH,
JIOBEPCHHOCTBIO. B 3TOM ciiydae Ha JOKYMEHTE MPOCTABJISCTCS IITAMI (JIOMYyCKAeTCsS OT
PYKH) C PEKBU3HTAMHU JOBEPESHHOCTH.

[Tpu moanmMcaHuy JOKyMEHTa JOJDKHOCTHBIM JIMIIOM, B COOTBETCTBHH C TIPHUKA30M,
UCTIOJTHSIONUM  O0SI3aHHOCTH BPEMEHHO OTCYTCTBYIOIIETO PYKOBOJIUTENS (OTITYCK,
BpEMEHHAsI HETPYIOCTIOCOOHOCTh, KOMAaHIUPOBKA), MOAIMUCH O(QOPMIISETCS CIICAYIOIIUM
oOpazom:

Bpuo pexropa N.0. Gamunus
Bpuo npopekropa/nupekropa no HarpapJIeHUIO N.0. ®amunus
HanmMeHnoBaHue TOJKHOCTH MeYaTaeTcs OT IPAHUIIbI JIEBOTO OIS,
JUisi BOBMOXHOCTH OIPEAEICHHUs] OpUrMHajia JOKYMEHTa, O(QOpPMIIEHHOTrO HE Ha
opumanbHOM OJIaHKEe JOKYMEHTA, a Ha CTaHAAPTHBIX JIMCTAX (3alMcKa, akT U Jp.), IpH
MOJMMCAaHUU HEOOXOAMMO UCTIOIb30BaTh YepHIIIA (IACTY) CUHETO I[BETA.

PexBu3ut 23 - rpu¢ cornacoBanus

CortacoBanue NnpoeKTa JOKyMEHTa ¢ IPYTUMU OpTraHU3alMsIMU, HHTEPECh KOTOPBIX
B HEM 3aTparuBaroTCs, 0pOpMIISIIOTCS TPUQPOM COTIIACOBAHUS.
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[IpoekT MOKyMEHTa MOXKET OBITh COTJIACOBAH HEMOCPEACTBEHHO TOJKHOCTHBIM
JIUIIOM, TIPOTOKOJIOM KOJUIETHAILHOTO OpTaHa WM CITyKEOHBIM MUCHMOM.

I'pud cormacoanmsi opopmirsiercs moa pekBu3uToM 23 «lloanmuce JOMKHOCTHOTO
JUIIa» B JICBOM HUKHEM YTy, OJIMKE K HIDKHEMY TOJIIO TOKYMEHTA.

I'pud cornacoBanus BriodaeT B cedst ciioBo «COI'JIACOBAHO» (mponucHbIMU
OykBamu 0e3 KaBbIUEK), HAUMEHOBAHUE JOJHKHOCTH JIUIA, C KOTOPBIM COTJIACOBBIBACTCS
JOKYMEHT (BKJIIOYash HAaMMEHOBAHWE OPTaHW3AIMH), JIMYHYIO TOJAIMKCH, PacHIMpPOBKY
MOANKCH (MHUIUAIBI, (PaMUIINIO) M TaTy COTJIACOBAHMSI, HAIPUMED:

COI''TACOBAHO
IIpencenarens
MOCKOMapXUTEKTYPbI
auyHas noonucs V1.0, @amunus
22.04.2015
Ecnu cornmacoBanne mpoBOAUTCS TOCPEACTBOM MHUChMa, MPOTOKOJIA U JIp., TO Tpud
corjacoBaHusi 0POPMIISIETCS CIEAYIOIUM 00pa3oM:

COI''TACOBAHO
IIpoToxon 3acenanus [IpaBnenuns
Poccniickoi rocy1apCTBEHHOM

CTpaxoBou koMnanuu «Pocroccrpax»
ot 10.05.2015 Ne 8

HJIN

COI''TACOBAHO
IIucemo Poccuiickoit akagemMun
MEIUIMHCKUX HAYK

oT 26.07.2010 Ne 10-15/43-2

['pudbl cormacoBaHusi MOTYT pacroJiaraTbCs Ha OTICIBHOM JIMCTE COTJIACOBAHWSI,
€ClIi CcoJep)KaHWe IOKYMEHTa 3aTparuBaeT HWHTEPEChl HECKOIBbKMX opraHu3anuid. Ha
OCHOBHOM JIOKYMEHTE B MeCTe, IMPEAyCMOTPEHHOM [JIsi PACIONOXKEHHUS TpupOB
COTJIaCOBaHUS, IENIACTCs OTMETKA «JIMCT cOTIacOBaHUS MPUITATACTCs.

CornacoBaHue JOKYMEHTa OCYILIECTBIISETCS:

a) MPOPEKTOpaMU/TUPEKTOPAMHU 1A HAMPABIICHUIO IEITEILHOCTH Y HUBEPCUTETA,

0) pYKOBOIMTEISIMH CTPYKTYPHBIX TOJpa3/eieHuil YHUBEPCUTETa, HHTEPECHI
KOTOPBIX 3aTParuBaeT Cojep>KaHnue JOKyMEHTA,

B) JTOJDKHOCTHBIMU JIUIIAMU TI0 IPOUITIO ACSTEIHHOCTH;

I) HWHBIMM OpraHU3alMsSIMH, HWHTEPEChl KOTOPBIX 3aTparvuBacT COJCpPIKAHHUE
JIOKyMEHTA,

1) OpraHaMH BJIACTH, OCYIIECTBISIONIUMHU FOCYAapCTBEHHBIM KOHTPOJIb (HAa30p) B
OTpeIeICHHOM 001acTH (IKOJIOTUUECKUM, HAJIOTOBBIN, MOXKAPHBIHN U T. I1.);

€) BBIIICCTOSAIIMMH OpPraHaMd M OPTaHMU3ALMIMH — B CIyYasX, IPeIyCMOTPEHHBIX
3aKOHOAATEIHCTBOM;
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k) OOIICCTBEHHBIMU OPTaHHU3AIMAMH — B CIIyYasiX HEOOXOIUMOCTH.
PexBusur 24 - Bu3a

CornacoBaHue JaOKyMEHTa OQOpMIISIETCS BU30M Ha JOKyMEHTE WIA TpupoM
COTJIaCOBAHUS.

BusupoBanue mnpoekra JOKyMEHTa MPOBOAMTCS AJIs OLEHKH IeJIecO00pa3sHOCTH
JOKYMEHTa €ro 0OOCHOBAHHOCTH M COOTBETCTBHUS JEHCTBYIOIIEMY 3aKOHOJATEIbCTBY U
IIPAaBOBBIM aKTaM.

[IpencraBnsiemble Ha MOANKMCH JOKYMEHTBI BHU3HPYIOTCA (JIMYHAS IOJIUCH,
pacmidpoBKka TONMUCH, JaTa) HCIOIHUTEIEM M PYKOBOJIUTEIEM CTPYKTYPHOTO
MO/Ipa3/iesIeHus, I/1€ TOTOBHIICS MTPOEKT JOKYMEHTA.

Buza Bkirowaer B ce0si JMYHYIO MOAMMCH, PAcIIM(POBKY MOAMUCH (MHHUIIMAIIBI,
¢bamunust) u gary. I[Ipm HeoOX0aUMOCTH yKa3bIBa€TCd HAUMEHOBAHUE JTOJDKHOCTHU JIMIIA,
BU3UPYIOLLEro JOKYMEHT, HAIIPUMED:

HavanpHuK y4eOHO-METOINYECKOTO YIIPaBICHHUS
auyHasa noonuce WN.0O. ©amuius
JAMMITIT

YcraHoBieHHBIE BUABI O(GOPMIICHHS BH3 COTJACOBaHUS (IIPUHAUICKHOCTh BHU3BI
COrJJaCOBaHUS K KOHKPETHOMY JOKYMEHTY CMOTPH ITYHKT 4 HACTOSIILIENH HHCTPYKLUN):

a)

HanmMmenoBanune Craryc | Jlara dUO KommenTapuii | [lToanuce
JOJKHOCTH, (Teneon)
nojApa3eacHus

0) nns OTAENBHBIX BHAOB JOKYMEHTOB BHU3bI (JIMYHAs MOAMKCH, pacmuppoBKa
MOAMMKCH, J1aTa) MPOCTABIIAIOTCS HA KOMHWHM JIOKYMEHTa, Ha JIMIEBOM CTOPOHE WJIM Ha
000pOTE MOCIEAHETO JINCTA JOKYMEHTa. [lomyckaeTcs MoMMcTHOE BUSHPOBaHHUE JOKYMEHTA
Y €ro NPUJIOKEHNH.

3ameuanusi, 0coOble MHEHUS U IOMOJHEHHSI K POEKTY JOKYMEHTa 0(hOpMIIAIOTCS Ha
OTJEJNBHOM JIUCTE U MEpeAaroTCcsl UCHOJHUTEN0. B 3TOoM cimyuyae Bu3a odopmisiercs
CJIEYIOIIUM 00pa3oM:

Nwmerorest 3amedanus (CoraceH ¢ yueToM 3aMeUaHui U Jip.)
Hauganpuuk YOO
auynas noonuces N.0. Gamuinus
JAMMITIT
PexkBu3ur 25 - oTTHCK MeyaTn

Ileuats sgBISIETCS CITOCOOOM MMOATBCPKACHUA ITOAJITMHHOCTH ITOAIMNCH JOJIZKHOCTHOTO
JiMa Ha TOKYMCHTC.
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Ilewatp mpocTaBnsieTcss Ha JOKYMEHTax B  CIydasx, HOPEAyCMOTPEHHBIX
3aKOHOAATEIBCTBOM WJIM UHBIMH HOPMATHUBHBIMU MTPABOBBIMHU aKTAMMU.

ITeyatb ¢ wuzoOpaxenuem [ocymapcrBeHHoro repOa Poccuiickoit denepanuu
CTAaBUTCS HAa JIOKYMEHTaX, IJI€ BOCHPOU3BEICHHE OTTHCKA 3TOW IMEYATH CIHEHUAIBHO
MPEAYyCMATPUBAETCS JIEMCTBYIOIINM 3aKOHOJATEIbCTBOM; a TAKKE HA MOMAINMCH PEKTOPA,
MIPOPEKTOPOB/AUPEKTOPOB IO HAMPABICHUID W JPYTHMX JOJDKHOCTHBIX JIMI, KOTOPBIM
JIOBEPEHHOCTHIO WM MPUKA30M PEKTOPa MPEIOCTABIECHBI COOTBETCTBYIOIIME MMOJHOMOYHS.

[TewaTs cremyeT TMPOCTABISATH Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBas
JUYHOM MOJINUCH JOJKHOCTHOTO JIMIA, MOIMUCABIIEr0 JOKYMEHT. OTTUCK MEYaTH MOXKET
3aXBaThIBATh YaCTh HAMMEHOBAHUSI JOJDKHOCTH JIMLA, MOANKUCABIIETO JIOKYMEHT.

Ha nmoxymeHTax, mOATOTOBIEHHBIX HAa OCHOBE YHU(DHUIIMPOBAHHBIX (HOPM, TIEYAThH
MIPOCTABIIACTCS HA CIEIUAIBLHO OTBEJICHHOM MecTe, 0003HaueHHOM CUMBOJIOM «M.IL.» mnm
HUHBIM 00pa3oMm.

OTTHCK TPOCTABISAEMOMN MEYATH JI0HKEH OBITh XOPOIIIO YUTAEMBIM.

PexkBU3HUT 26 - 0TMETKA 0 3aBepeHUU KONUU

[Ipu 3aBepeHHMH COOTBETCTBHS KOMHUHM (BBIMCKU M3 JIOKYMEHTA) MOJJIMHHUKY
JOKYMEHTA Ha MMOCJIEHEM JIMCTE KONUU (BBIITMCKH U3 TOKYMEHTa) Ha CBOOOJHOM MECTE MO/
TEKCTOM HMKE pekBH3nTa «[I0AMHUCh JOIKHOCTHOTO JIMIA» MPOCTABISAIOT 3aBEPUTEIBHYIO
Ha/AMUCh, KOTOpask BKJIKOYAET B c€0s1 CIEAYIOLIUE SJIEMEHTHI:

a) cioBa «BepHo» (6€3 KaBbIUEK);

B) JIOJKHOCTb JIMIIA, 3aBEPUBILIETO KOMHUIO;

T) JINYHAS TOJIIKCH;

1) UTHUITHAITBI, (paMUJIHS;

€) JlaTa 3aBEpEHUs;

) TieyaTh (Ipu NpeICTaBICHUU B IPYTYIO OPraHU3AIHIO).

JIucTel MHOTOCTPAaHWYHBIX KONUM (BBIMMCOK W3 JIOKYMEHTa) HYMEpPYIOTCA U
OpOIIIOPYIOTCS, OTMETKA O 3aBEPEHUHN KOIUU JAOIOIHAETCS YKa3aHUEM KOJIMYECTBA JIUCTOB
KOnuu (BBIIUCKH M3 AOKyMeHTa): «Bcero B kommu _ 1.». JlomyckaeTcsi 3aBepATb
otmeTKoU «Komus BepHa» KaxAblid TUCT MHOTOCTPAHUYHOW KONIUU JOKYMEHTA.

JlomyckaeTcsi KONUIO JOKyMEHTA 3aBEPATh, KAK Te€pOOBOI, TaK U MPOCTON MEYATHIO.

He nomyckaercs 3aBepeHME KONMUU C JIOKYMEHTOB, MMEIOIIUX HESICHBIA TEKCT,
MOAYHMCTKH, IPUITUCKU U UHBIE HEOTOBOPEHHBIE UCTIPABJICHUS.

OTMeTKa O 3aBEpPEHUM KONUU HCHOJIB3YETCA M ISl YAOCTOBEPEHUS BEPHOCTHU
BBIITUCOK U3 JOKYMEHTOB (pacropsiKeHH, MPUKa30B, IPOTOKOJIOB U Ap.).

HorapuanbHoe 3aBepeHHE JOKYMEHTOB OCYIIECTBISIETCS B COOTBETCTBUU C
3akoHoAaTenbcTBOM Poccuiickoit denepannv U HE TOMJIEKUAT PETYIUPOBAHUIO HACTOAILIEH
NucTpykunm.

PexkBu3ur 27 - oTMETKA 00 MCIIOJTHUTEJIC

OtrmeTka 00 HCIIOJIHUTEIIE AOKYMCHTA IIPOCTABJIACTCA B JICBOM HHXXHCM YIIY
J'IPIHCBOﬁ U O60pOTHOI>’I CTOPOHBI IMOCJACAHCTO JIMCTA IMMOAJIMHHHNKA JOKYMCHTA.
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OtmeTka BKIIOYaET (PaMUIMIO WCIIOTHUTENS, WHHUIMAIBI, HOMEP €ro TenedoHa,
neyataercs mpudrom «Times New Romany, kernp Ne 9, uwepe3 1,0 mMexcTpouHbIN
WUHTEPBAJL,

HaIpuMep:

N.0. ®amunus
8(123) 456-78-90

B nmoxymenrtax, umeromux oTMeTky o koH(uuenuuanbHoctu ([CII), otmeTka 00
HCIIOJIHUTENIE MPOCTABISIETCST Ha O0OpOTE IMOCIETHEr0 JHCTAa KaXKIOro SK3eMIULIpa
nokymenTa — mpuprom «Times New Romany, kermp Ne 9— B jeBoM HIKHEM yriiy U
BKJIIOYAeT B ce0s: yKa3aHHE KOJMYECTBA OTIEYAaTaHHBIX OJK3EMIUISIPOB, (HaMUIIHIO
UCTIOJHUTENSA, (paMUIuI0 paOOTHUKA, W3TOTOBUBIIETO JOKYMEHT, W JaTy [edaTaHus
JOKYMEHTA, TeJIe(OHHBII HOMED.

HanpuMep:

OrmneyataHo B 2 9K3.
1 7k3. - B agpec

2 9K3. - B JIeNI0

Hcn. N.0. ®amunms
Otn. N.0. ®amunus
JAMMITTT

+7 495 123 45 67

Ecnn AOKYMCHT C OTMETKOU O KOH(bI/I,Z[CHHI/IaJILHOCTI/I HMECT IIPUIOXKCHHUE, TO
OTMETKa 00 UCIIOJTHUTEC IMPOCTaBJIAACTCA TOJIBKO HA JOKYMCHTC.

PexBu3uT 28 - oTMeTKa 00 HCIIOJTHEHUH TOKYMEHTA

OTmeTka 00 HCIIOHEHUU JOKYMEHTA BKJIIOYAeT B ce0sl CIEAYIOIUE TaHHbIe:

a) CChUJIKa Ha JaTy U HOMEP JOKYMEHTA, CBUETENIbCTBYIOIIETO O €r0 MCIOJHEHUH,
WJIU TIPU OTCYTCTBHH TaKOTO JIOKYMEHTA KpaTKUE CBEACHUS 00 UCIIOTHCHHH,

0) cnoBa «B pgeno» (6e3 KaBbIYEK); HOMEp Jeja, B KOTOPOM OYIET XPaHUTHCS
JIOKYMEHT;

B) TMIOANHUCh HWCIOJMHUTENS JOKYMEHTa WJIH PYKOBOAUTEIS CTPYKTYPHOTO
MoJIpa3iesieH s, B KOTOPOM UCTIOJHEH IOKYMEHT;

r) Jata.

Hanpumep:

Hcx. or 16.01.2015 Ne 09-53-215/03
B nemno Ne 09-53

JUYHASL NOONUCH

oama

OtmMmeTKa 00 MCIOJHEHUH AJOKYMCHTA IIOMCINACTCA Ha IICPBOM JIMCTC JOKYMCHTA B
JICBOM HHJ)KHCM YTI'JIIY.

PexBusut 29 - oT™MeTKa 0 MOCTYIVICHHHU TOKYMEHTA B OPraHu3anuio
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OTMeTKa O MOCTYIJICHUH JOKYMEHTa B Y HUBEPCUTET MTPOCTABIISICTCS B BUJIE IITAMIIA
U COTCPKUT:

a) HANMEHOBAHKE Y HUBEPCUTETA;

0) BXOJSIINNA HOMED;

B) JIaTy MOCTYIUICHUS JOKyMEHTa (IIPpHU HEOOXOUMOCTH — YacChl 1 MUHYTHI);

T') KOJJMYECTBO JINCTOB JJOKYMEHTA U MPUIIOKEHUH K HEMY.

PexBu3ut 30 - uaeHTU(PUKATOP TOKYMEHTA

W nentudukaTopom TOKyMEHTA SIBISETCS OTMETKA (KOJOHTHUTYJ), TPOCTaBisgeMas B
JIEBOM HWKHEM YTIIy KaXIOM CTPAHHUIIbl JTJOKYMEHTA M COJEprKallas TeMy JOKYMEHTA U
4yepe3 TUPe HOMEHKIIATYPHBIH HOMEP CTPYKTYPHOTO TojpasieneHust (kerib Ne 8).

PexBu3ur 31 - oTMeTKa 0 KOH(PUACHIUAIBHOCTH

OTMeTka 0 KOH(MDUACHIIMATBLHOCTU MPOCTABISETCS HA JOKYMEHTaxX, COJEpIKallux
nH(pOpMaINI0, OTHOCUMYIO K CIIY»KE€OHOHN TaiiHe WM K MHOMY BUIY KOH(PHUACHIUATLHOU
nH(popMaIuu B COOTBETCTBHM C IEpPEUYHEM CBEIACHUN KOH(PUIACHIMAIBLHOTO XapakTepa,
yTBepxkAeHHBIM Yka3oM [Ipesunenta Poccuiickoit ®enepammmu ot 06.03.1997 Ne 188
«O0 yTBepKI€HUH MEePEYHs CBEJCHUN KOH(MUIECHIIMATBLHOTO XapaKTepay.

OtMeTka 0 KOH(MUICHIIMATIBLHOCTH Ha JOKYMEHTaX, COAepKalux HHGOpMAIIHIO,
OTHOCHMYIO K CITy»Ke0HOH TaiiHe, nuMmeeT BUJ « /s ciryxe6H0TO Ttos3oBanus (JICII).

3.4, HpaBI/IJIa PaCIOJOKCHUA PCKBU3UTOB HA JOKYMCHTC

3.4.1. Ilpu pacmoyioskeHUr PEKBU3UTOB HA TOKYMEHTE HCTOIB3YIOT TPU MOJIO0KEHHS
tabymsTopa. [Ipu 3TOM cuer BeAeTcst OT TPaHMIIbI JIEBOTO TOJIS.

PekBu3NTHI Ha JOKYMEHTE PacroiaratoTcsl CISAYIOUIIM 00pa3oM:

HyJsieBoe noJsio:kenue TadyJasiropa:

a) HAMEHOBaHHE OPTaHU3AIUH;

0) cripaBOYHbIE JaHHbIE 00 OPraHU3aLUN;

B) BUJI IOKYMEHTA;

T) 1aTa TOKyMCHTA,

1) CChIJIKA HAa UCXOMSAIINA HOMEpP U JaTy TOKYMEHTA aJpecaHTa;

¢) HaMCHOBAHME JOKYMCHTA,

) TekcT (KpoMe Havaja ab3aieB);

3) OTMETKA O HAJTUYUHU TIPUIIOKCHUH;

¥) JOJDKHOCTB JIMIIA, TOAMMCABIIETO JOKYMEHT WM 3aBEPSIONIETO TIOKYMEHT;

K) rpud corimacoBaHus;

J1) BH3a,

M) OTMETKa 00 UCTIOJTHUTEIIE;

H) OTMETKa 00 MCIIOJHEHUH JJOKYMEHTA.

IlepBoe mosoxenune Tadyasaropa 1,25 cm:

a) HadaJo a03areB B TEKCTE (B TOM YHCIIE 1 HYyMEPOBAaHHBIX).
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Bropoe nosoxenue tadyasitopa 9 cMm;

a) ajgpecaT (KaXIbIi 3JIEMEHT PEKBU3UTA MeYaTaloT Ha OTJEIbHON CTPOKE).

Tperbe noso:xkenne tadyasiropa 10 cm:

a) rpud yTBepKacHMS (KpOME paciiu(pOBKY MOIITHCH);

0) rpud coriacoBaHus;

B) Haamuch «IIpuitosxeHuey.

3.4.2. icnonb3oBaHue MpoOesoB:

[Tpo6ernbl ynoTpebsitores:

nocJe 3Haka Homep «Noy, Hanpumep: Ne 432;

MOCJIC YUCUTENbHBIX, HarpuMep: 15 mapta 2010 1., 5 THIC. pyOIIei;

MeX Iy nHunManamu u pamunueit, Hanpumep: O.U. BanoB.

[TpoGemnbl OTCYTCTBYIOT:

MEXTy HOMEPOM JIOKyMEHTA U €r0 UHAEKCOM, Harmpumep: 127/o;

nepe YUCIUTENbHBIMY, Hanpumep: 1.1, 1.17.

PeKBU3HUTHI JTOKYMEHTOB, COCTOSIIIME W3 HECKOJIbKHX CTPOK (KpOME TEKCTa),
MeyaTarTCs 4Yepe3 OJMH MEXKCTPOUHBIM HWHTEpPBAJI CTPOUYHBIMH OyKBaMHU, HaIlpUMeEp
pexBu3nT 18 «HauMeHoBaHuEe JOKYMEHTa», €CIIM OH COCTOUT U3 HECKOJIBKUX CTPOK.

CocTaBHbIE YacTH OJHOTO PEKBU3HUTA I[I€YATAIOT 4Yepe3 OJIMH MEKCTPOUYHBIM
MHTEpBaJI, HAPUMEDP COCTABHBIE YACTH pEKBU3UTA 15 «Anpecary.

PexBU3UT OT peKBU3UTA MedaTaroT yepe3 1-2 MEeXCTPOUHBIX MHTEpBaja, HalpuMep
pekBu3uT 20 «TekcT nokymeHTa» oT pekBu3uTa 23 «Iloanuch 10IKHOCTHOTO JIMIIA.

Texcr mokymMeHTOB miedyaTtaercss Ha Onankax ¢opmara A4, AS uepe3 onuH
MEKCTPOYHBIN HHTEPBAJ.

[Ipy wu3roToBleHWHM JOKYMEHTOB Ha JBYX U 0OoJjiee CTpaHHUIaX, BTOPYIO H
NOCJHEAYIONINE CTPaHULIBl HyMepyroT. Homepa cTpaHHI] TpOCTaBISAIOT IOCEPEAUHE
BEPXHETO0 MOJIs JJUCTa apabckumu nudpamu (kerib Ne 12).

4. TIOAT'OTOBKA N O®OPMJIEHUE OTAEJIBHBIX BJIOB IOKYMEHTOB
4.1. ITpuxkas

4.1.1. Ilpuka3 — JOKalbHBIA HOPMATUBHBIN aKT, W3/1aBa€MbId ISl PEILICHHIA
NEPCOHAIIBHOTO XapaKTepa U pa3pelIeHNs] OCHOBHBIX U OPraHU3alMOHHBIX 33]1a4, CTOSLIUX
nepes Y HUBEpCUTETOM.

IIpukassl U31ar0TCA:

a) pEKTOPOM;

0) JUIOM, BPEMEHHO WCIOJHSIOMMM OO0S3aHHOCTH PpEKTOpa B CIIy4ae €ro
OTCYTCTBHsI, HA3HAYECHHBIM [IPUKA30M PEKTOPA;

B) IPOPEKTOPAMHU/TUPEKTOPAMHU 10 HATIPABJIEHUIO B COOTBETCTBUU C ITOJIHOMOYUSIMU
Y TIOPSAJIKOM 3aMELIEHUS, YTBEPKAAEMBIMH PUKA30M PEKTOPA, JOBEPEHHOCTHIO.

4.1.2. Ilpukassl o couepkaHuio U criocodaM ohopmMIIeHUs OBIBAIOT TPEX BUIIOB:

a) M0 OCHOBHOM J€ATEIBHOCTH (CPOK XPAHEHHUS - IOCTOSIHHO);

B mpukazax mo OCHOBHOI AESTENIbHOCTH PEIIAIOTCS BOIMPOCH y4eOHOM, HayYHOH,
(dbrHAHCOBOM, OpraHU3AIMOHHON, NH(POPMAITMOHHOM, TOKYMEHTAIIMOHHON JEsSTEIHbHOCTH,
IUTAHUPOBAHHUS, OTYETHOCTH, PA3BUTHA U T.II.
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0) o nuIHOMY cocTaBy (cpok xpaHeHus — 50/75 ner).

[Tpukaspl O JTMYHOMY COCTaBY PETrYJIUPYIOT MpHUEM (3a4MCIICHUE), TepEeMEIIECHUE,
yBOJIbHEHHE (OTUUCIICHHUE), MPEJOCTaBICHUE BCEX BHJIOB OTIIYCKOB, BBIHECEHHE
TACUUATUIMHAPHBIX B3bICKAHUMN, MIOOIIPEHNUM, HATPAXKIACHUMN U T.I1.

[IpuKka3bl IO TMYHOMY COCTaBY IOJIPA3AEIIAIOTCA HA TPU IPYIIIbI, KOTOPBIE U3JA0TCS
U PETUCTPUPYIOTCS OTAEIIBHO:

10 JUYHOMY COCTaBy pabOTHUKOB (TIpUEM, MEpEMEIlEHNUEe, COBMEILIEHHUE, MEPEBO/I,
YBOJIbHEHHUE, aTTECTallUsl, TOBBIIMICHUE KBATH(UKAINK, TPUCBOCHUE 3BAHHM, U3MEHEHUE
dbaMuiIuy, TOONIPEHMs, HArpaXKIEHUs, OIulaTa TpyJa, NPEMHUPOBAHHE, pPa3TUYHBIC
BBITIJIATHI, BCE BHJBI OTIYCKOB PAaOOTHUKOB C TSKEIBIMU, BPEAHBIMA M OMACHBIMH
YCIIOBHUSIMU TPY/1a, OTITYCKa M0 YX01y 3a peOEHKOM, OTITyCKa 0€3 COXpaHEHUs CoIepKaHus,
JEKYpCTBa 1O MPOMUII0 OCHOBHOM NIEATENbHOCTH, NIUTEIbHBIE BHYTPUPOCCUUCKHUE H
3apyOeKHbIE KOMaHANUPOBKH, KOMAHIUPOBKH ISl pAOOTHUKOB C TSKEJIBIMU, BPEIHBIMU U
OIACHBIMU YCJIOBUSIMH TPy, IPOJICHHE TPYIOBBIX IOTOBOPOB, poctoii) (Ha ocHoBaHUM
®enepanbHoro 3akoHa oT 2 Maptra 2016 roga Ne43 «O BHeCEHMM HW3MEHEHUU B
denepanbHbIi 3aKk0H «O0 apxuBHOM Jeine B Poccuiickoit denepanuny ycTaHaBIUBAETCS
CpPOK XpaHeHus B TeueHue 50 JeT co AHS CO3JaHus Ha JOKYMEHTHI MO JINYHOMY COCTaBY
coznansble ¢ 2003 roga B rocy1apCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYTIPABJICHUS
BBICTYIAIOIIMX MCTOYHUKAMU KOMIUIEKTOBAHUS TOCYJAPCTBEHHBIX W MYHUIIUMAIBHBIX
apXuBOB (PaOOTHHUKOB));

M0 KPAaTKOCPOUYHBIM BHYTPHPOCCHHCKHM U 3apyOeXHBIM KOMaHIAMPOBKaM,
JTUCUUTUIMHAPHBIM B3bICKAHUSIM, €KET0/THBIM OIIAYUBAEMBIM OTITYCKaM, OTITYCKaM B CBSI3U
¢ 00ydeHueM, IeKypcTBaM (CPOK XpaHESHHUS - 5 JIeT.);

M0 JINYHOMY COCTaBY OOYYaroOIIMXCA — CTYJIEHTOB, aCIUPAHTOB, CIyIIaTeIeH u Jp.
(3aumncieHne, TEpeBOJl, OTYUCICHHE, HAa3HAYCHUE CTUNEHIAUNH W JAPYruX BBIILIAT,
JTUCHUTUIMHAPHBIEC B3bICKAHUS, TOOIIPEHHUS], HarpakJAeHUs1, BCE BUIbI OTIYCKOB, IEPEMEHA
MMEHH, HAMpaBjCHUE Ha CTAKHUPOBKY, OOyUYECHHE, y4acCTHE B MEPONPUITHUSAX, BhbIJaua
AyOJIMKAaTOB TOKYMEHTOB U Jip.) (CpOK XpaHeHwus - 75 ner).

B) 10 aIMHHHCTPATHBHO-XO3SIMCTBEHHOM EeITeIbHOCTH (CPOK XpaHCHHMS - 5 JIET.).

B npukazax no aIMHUHUCTPATUBHO-XO3AMCTBEHHOW JEATEIIBHOCTH PEIIAOTCS
BONPOCHl aJMUHUCTPATUBHOW M XO3SMCTBEHHOM NEATEIBHOCTH, HAIPUMED: O MEPEHOCE
pabouero JiHs, 0 paboTe B pa3AHUYHBIC U BBIXO/IHbIC JHU, O IPOBEACHUN NHBEHTapU3aLIUU
U J1p.

4.1.3. Tlpukaspl, HyXJarONMecs B M3MEHEHHH (JIOMOJIHEHWM), WM OTMEHE, B
MPU3HAHUM YTPATUBIIUMU CUITy, TIOJJISKAT U3MEHEHHIO (JOTIOJHEHUIO) WM OTMEHE, B
MIPU3HAHUU YTPATUBIIMMHU CHITY ITyTEM M3JaHUA MIPUKa3a.

N3MeHeHus WK JOTOJIHEHUSI BHOCATCS TOJIBKO B IEPBOHAYATIbHO U3/JaHHbBIN ITPUKA3.
BHeceHne naMeHeHuii Wi JOTIOJIHEHUH B TPUKa3 O BHECEHUU U3MEHEHHM WU IOTTOJTHEHU I
HE JOMYCKaeTCH.

Y TpaTuBIIMMU CUITY SIBJISIFOTCS] TPUKA3bl Y HUBEPCUTETA!

a) paKTUYECKH YyTPATHUBIIIHE CHUITY;

0) B CBSI3M C U3BMEHEHUEM 3aKOHOATEIbCTBA.

[Tonmexxat oTMeHe npuKas3bl Y HUBEPCUTETA!

a) €CJIM CPOKH UCIIOJIHEHUS MPUKa3a HE HACTYMIIH (MPUKA30M PEKTOPA);

0) 1o pemeHuto cyaa.
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4.1.4. Tlpuka3 medaraeTcsi Ha YTBEp)KICHHOM OJaHKe MpHKa3a YHHUBEPCUTETA
(mpunoxenne Ne9). YrorpebiieHue 01aHKOB IPOU3BOJIBHON (hOPMBI 3amperiaeTcs.

[Ipyka3pl 1O JUYHOMY COCTaBy pPaOOTHHUKOB MOTYT OQOpPMISTBCA  Kak
TPaJAMIIMOHHBIM CHOCOOOM, Tak W C HCIOJIb30BaHUEM YHUGUUIHUPOBAHHBIX (HOpM,
BBeIcHHBIX B JieiicTBUE ¢ 05 anpesst 2004 r. moctaHoBiieHreM ['ocy1apcTBEHHOTO KOMUTETA
Poccuiickoit denepanuu o cratuctuke ot 05 ssuBaps 2004 r. Ne 1 «O nepBUYHBIX YYETHBIX
JOKYMEHTaxX).

[lepenaya npuka3oB, UX KON paOOTHUKAM CTOPOHHUX OpraHHU3alUil JOIyCKAeTCs
TOJIBKO C pa3pellieHusi peKTopa Y HUBEPCUTETA UJIH JIULIA, UCTIOJIHSAIOLIETO €ro 00s13aHHOCTH,
€CJIM MHOE HE NMPENyCMOTPEHO HOPMATHBHBIMH JOKYMEHTAMM BBIIIECTOAIIUX OPraHOB U
OpraHHU3aIni.

[TonroroBka mpoekTa MpuKasa BKJIOYAET B ce0s M3yueHHUe CyIIecTBa Bopoca u cOop
HEOOXOMMBIX CBEIECHUMN; MOJrOTOBKY CAMOI0 IIPOEKTa MpUKa3a; COrIacOBaHUE MPOEKTa;
NOJNMKUCAHUE PEKTOPOM, peructpanunio. CoraacoBaHue MpOEKTa MpUKa3za OCYLIECTBISETCS
IyTeM BU3MPOBAHUS 10 YCTaHOBJICHHOHN Gopme (mpuioxeHune Ne9).

4.1.5. [Ipuka3 101KEH UMETh YCTAaHOBJICHHBIA KOMILJIEKC 00s13aTENbHBIX PEKBU3UTOB
U CTaOMJIBHBIN TIOPAIOK UX PACIIONOKEHUS:

a) 1aTa JOKYMEHTa;

JlaTo# npurkasa sIBJII€TCS 1aTa €ro perucrpauni. [ Ipukas BcTynaer B cuity ¢ MOMEHTA
€ro perucTpaluu, eciu B TEKCTE HE OTOBOPEHBI Apyrue cpoku. Jlary mpukaza opopMisitoT
IU(POBBIM CIIOCOOOM.

JlaTy npuka3a He00X0UMO O(POPMIISITE B COOTBETCTBHUH C MpaBUiIaMu 0(hOPMIICHUS
pexBuzuTa 11.

0) perucTpalOHHbI HOMEP TOKYMEHTA;

PerucrpaliluOHHBIM ~ HOMEPOM  NpPHMKa3a  SABJISIETCS  IOPSAKOBBIL  HOMED,
IPUCBANBAEMbI U3 PETHUCTPALIMOHHOTO MAacCUBA MO KaXXJAOMY BUY IPUKA30B OTAEIIBHO B
npeaenax KajleHJapHOTo Tojla U JOMOJHEHHBIM OYKBEHHBIM HMHJIEKCOM, 0003HAYAIOIIUM
IPUHAIIEKHOCTD K ONPEAEICHHOMY BUY MpUKa3a.

Peructpaiimonsslii HOMEp MpuKa3za HEOOXOAUMO OQPOPMIIATH B COOTBETCTBUU C
npaBuiaMu oopmiieHus pekBusnTa 12.

B) HAMMEHOBaHUE JIMOO aHHOTALMSA JOKYMEHTA (3ar0J0BOK K TEKCTY);

HanmenoBanue nm0o0 aHHOTanus (3arojioBOK K TEKCTY) IPHUKa3a COCTABIIAETCS
JUIOM, TOJATOTOBHMBIIMM IIPOEKT IMpPUKA3a, M JIOJDKHO KPAaTKO M TOYHO OTpa)xaTh
coJiepKaHue TeKCTa.

PacniopsiauTenbHbie TOKYMEHTHI JOKHBI UMETh 3ar0JIOBOK, KOTOPBIM HAaUMHAETCS C
npeiora «O/O06». Hampumep: OO0 yrtBepkaenun.., O peructparuu.., O co3qaHUM...
3aroyioBOK K TEKCTY MpHKa3a JOJKEH KPAaTKO M TOYHO OTPa)KaTh COJIEpKaHUE TEKCTa
npukasza. Touka B KOHIIE 3ar0JIOBKA HE CTaBUTCS. 3arojOBOK MevyaTaeTcs mpudToM uepes
OJIUH MEKCTPOYHBII HUHTEPBAJL.

Hanpumep:

OO ytBepxkaeHnH GOopM TOKYMEHTOB
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HanMeHoBaHMe npHKa3a, COCTOSIIEE U3 HECKOJIBKUX CTPOK, II€YATAETCS YEPE3 OJUH
MEKCTPOUHBIM HHTEPBAI.

HanmMenoBanue mnpukaza HE0OX0AMMO O(QOPMISTH B COOTBETCTBUHU C MpPABUIAMH
odopmiieHus1 pekBusnTa 18.

') TEKCT JOKYMEHTA,

B TekcTax mpuka3oB IOKHBI YIOTPEOJIATHCS TONBKO OOUICHPUHSITHIE B PYCCKOM
A3bIKE€ 0003HAYEHUSI, TEPMHUHBI U COKPAIIICHHUS.

[Tpu HEOOXOAMMOCTH YyHOTPEOICHHS COKpAIIEHUS (COKPAIIEHHOIO HAMMEHOBAHUs ) B
TEKCTE€ CHauyaja MHUIIETCS IOJHOEe HaMMEHOBAaHME, a 3aTeM B CKOOKax JaeTcsl ero
COKpalleHHe (COKpallleHHO€ HAauMEHOBAHME), 3@ MCKJIIOUYEHHEM OOIIETPUHSATHIX
COKpAILICHU, HATTPUMED:

JIns opranusanuy ...

IMPUKA3BIBAIO:

1. HazHauuTh MOCTOSIHHO JEUCTBYIOIIYIO IKCIEPTHYIO KOMHUCCHUIO YHHMBEpPCUTETA
(manee — 9K) ... .

B TekcTax mpuka3oB HAUMEHOBAHUA CTPYKTYPHBIX NOAPA3ACICHHM, KOJIErHalbHbIX
OpPraHOB YHUBEPCUTETA M JOJDKHOCTEM WX PYKOBOAUTENEH JOJDKHBI T€YaTaThCsi B
COOTBETCTBHM C MpPaBWJIAMU HAINUCAHUS YaCTE€W W OTIEJIOB OPTraHU3alllM, JOJLKHOCTEH,
yKa3aHHBIMH B TpaBmiIax opopmieHus peksusuta 20.

TekcT mpukasza, Kak IpaBUIO, COCTOUT U3 KOHCTATUPYIOLIEH U PACIOPAIUTEIIbHON
4acTeu, HHOI A — TOJIBKO U3 PaCIIOPSIUTEIBHOM.

B koHcratupyromeit yactu (mpeamOyiie) KpaTKo H3JAraloTcs Ienu W 3aJadd
MPEANUCHIBAEMBbIX JEHCTBUN, (PAKThl UM COOBITHSI, TIOCIYKUBIINE MPUUMHONW H3aHUS
npuka3a. OHa MOKET HaUMHAThCSA cloBaMu «B nensx», «Bo ncnonnenue» u T.1.

Ecnu npuka3 u3maercs Ha OCHOBAHMM JAPYroro JOKYMEHTa, TO B IpeamOyiie
YKa3bIBAa€TCSl BUJI 3TOr0 JIOKYMEHTAa B POJUTEIBHOM IMANIEXKE, €r0 aBTOp, JaTa, HOMEP H
HAUMEHOBAHHE, HAITPUMED:

Bo wucnonnenume pacnopsbkenus MmwuHuHCTEepcTBa  TpaHcnopra  Poccuiickon
®enepanuu ot 14 mapta 2008 . No AM-23-p «O BBefeHUU B JCUCTBUE METOIMYCCKUX
pexomennanuii «Hopmbl pacxosia TOIIUB U CMa30YHBIX MaTEpHUaIOB Ha aBTOMOOMIBHOM
TPAHCIIOPTE»

ITPUKA3BIBAIO:
BBECTH B JICHCTBUE HOPMBI PacXx0/1a TOIUIUB JJIsl aBTOTPAHCIIOPTAa Y HUBEPCUTETA .. ..

Ecnu npukas u3naercs B COOTBETCTBUM C HOPMATUBHBIMU aKTaMH, TO B peaMOyJie
YKa3bIBa€TCS KOHKPETHBIM MYHKT WJIA CTaThsi HOPMATUBHOIO aKTa, 3aT€M BHUJ 3TOTO
JOKYMEHTa B POAUTEIILHOM IaJIeXKeE, €ro aBTOp, AaTa, HOMEP U HAMMEHOBAHUE, HAIPUMED:

B cootBerctBuM ¢ myHkroM 3 pacnopsbkeHus IIpaBurenbctBa ropoga MOCKBBI
ot 07 centa0ps 2009 r. Ne 31p «O mpenenbHbIX HalleHKaX Ha MPOIYKIUIO, Peali3yeMyIo
B IIPEINPUATHSIX OOLIECTBEHHOT'O TUTaHUSI IIPH 00Pa30BATEIbHBIX YUPEKIACHUIX)
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INPUKA3BIBAIO:
1. YcranoButs ¢ 01 okts16pst 2009 r. ipeaenbHbIe pa3Mephbl HAIICHOK Ha TPOIYKIIHIO,

[IpeamOysna MOXKET OTCYTCTBOBATh, €CIIH MIPEANKUCHIBAEMbIE IEUCTBUS HE HYKIAIOTCS
B pa3bACHEHUMH. TEKCT TNPUKA30B B TaKUX ClIy4yasgxX HAYMHAETCA CO CIIOBa
«ITPUKA3BIBAIO:», koTOpoe NMUIIETCS MONYKUPHBIM MIPU(TOM C HOBOUM CTPOKH, O€3
KaBBIUCK, MPOTTMCHBIMHA OYKBaMH, M CTABUTCS IBOCTOYHE..

PacniopsiauTenbHas 4acTh TNpUKa3a JOJDKHA HAYUHATHCS TOCHE TpeamOyibl Kak
HOBBIH ab3ary co cneaytromieii crpoku nociie cinoBa «[IPUKA3BIBAIO:».

B TekcTe pacnopsauTensHON YaCcTH MTPUKaA3a YKa3bIBAKOTCS:

WCIIOJTHUTEIH;

KOHKPETHBIE JCUCTBUS,

CPOKH MCIIOJIHEHHUSI PENNHUCHIBAEMBIX IEUCTBUMN.

TexkcT pacnopsiAMTENBHOM 4YacTH JENUTCAd Ha NyHKTBL. [IyHKTBI HymepyroTcs
apaOckumu udpamu.

IIyHKTBI, = KOTOpBIE  BKJIIOYAIOT  YNPABICHYECKHE  JCUCTBHS,  HOCSIIUE
pacnopsIMTENbHBIN XapakTep, HAYMHAIOTCA C TIJaroja B HeompelneleHHO (opme,
HaInpuMep:

INPUKA3BIBAIO:
1. 3anpeTuth HAXOKAECHUE B BEPXHEN OJICHKIE ...

3anpemaercs AaBaTh MOPYYEHHs, KOTOPBIE BBIPAKAKOTCS TIJIArojaMu «YCHUIUTB,
«YKPEIUTH», «IOBBICUTH», «YCKOPUTH» M T.I., UCIOJIHEHHUE KOTOPBIX HEBO3MOYKHO
IIPOBEPUTD.

B kauecTBe HCMONHUTENEH MOTyT OBITh yKa3aHbl HAMMEHOBAHUS JOJIKHOCTEH
UCTIOJHUTENEH B 0000IIIEHHOM BU/IE, HAIPUMED:

INPUKA3BIBAIO:
1. JIupexktopam HWHCTHTYTOB (nekaHaMm (aKyJIbT€TOB) YHHUBEPCUTETAa Ha3HAUUTH
OTBETCTBEHHBIX 34 ... .

Ecau I[MPpUKAa3 UMCCT IIPUIIOKCHHA, TO B TOM IIYHKTC TCKCTA IIPpUKa3d, B KOTOPOM
YKa3bIBACTCA HAMMCHOBAHHUC IIPHIIOKCHUA, B KOHIC IIPCIAIOKCHUA ACIACTCsA CCBIIIKA Ha

YKa3aHHOE TMPHUJIOKEHUE «COTJACHO MPUIIOKEHHUIO» WIIM «COTJACHO TMPHUJIOKEHUIO ...»,
6o ykaspiBaeTcs B ckookax (ITpunoxkenue) wiu (Ilpunoxenue ...);

Harmpumep:

1. VYtBepaute IlonokeHne O TPOBENCHUHM TPAKTUKH  OOYYaIOMIUXCS

VYuusepcutera (I[Ipunoxenue).

[Tpunoxkenue kK mpukazy odopmisercs ciaeayoumm odpazom. B mpaBom BepxHeM
yIiay TakKuX JOKYMEHTOB NUIIYT cJIoBO «lIpmiokeHue» ¢ yKa3aHHMEM HavWMEHOBAaHMS
pacnopsIUTENLHOTO JOKYMEHTA, €ro JaThl, HOMEpA.
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Hampumep:
[Tpunoxenue

K nipuka3zy Mockosckoro I[lomurexa
ot 01 uronst 2017 r. Ne 53

B CIIy4ae HaJIU4Us HECKOJIBKMX NPUIIOKEHUN K ITPUKa3y, IPUIOKEHNUS HyMEPYIOTCS

[Mpunoxenne 1(2,3.....)
K npukasy Mockosckoro Ilonmurexa
ot 01 urons 2017 r. Ne 53

CrpaHuLbl IpUKa3a v NPUII0KEHHS] HYMEPYIOTCS KaK €AMHBIN JOKYMEHT, HAUHHASL CO
BTOpOI cTpaHMubl. Homepa cTpaHUI] MPOCTaBIAIOT MOCEPEIMHE BEPXHETO IOJIA JINCTA
apabckumu mudpamu (kermp Ne 12).. Ilpu perucrtpauuu nOpHKa3bl HYMEpPYIOTCS
MOPSIIKOBBIMM HOMEpPaMU B Ipeieliax KajJeHAapHOIo roja.

Ecnu npuka3 oTMEHSIET WK MPU3HAET YTPATUBIIUM CHITY, U3MEHSET UM JIONOJIHAET
paHee WU3JAHHBIA TNpPHUKa3, WIM KaKUe-TO €ro IMOJIOKEHUS, TO OAWH M3 IYHKTOB
pacnopsIMTETbHON YacTU TEKCTa MpPHUKa3a JOJDKEH COJIEepKaTh CChUIKY Ha OTMEHSEMbIN
(mpy3HaBaE€MbIil YTPATUBIIMM CUJIY) WM U3MEHSEMbIH (IOMOJHSAEMbIN) MpUKa3 (IIyHKT
IpUKa3a) ¢ yKa3aHWeM ero aBTopa (OpraHuzaluu), 1aThl, HOMEpa U HAMMEHOBAHMUS.

Texkcr nyHKTa JAOKEH HadumHAThbes ciaoBaMu  «OTtmeHuTs ...», «lIpu3Harth
yTPaTUBIIMM CUITY ...», «BHecTn namenenune(-s1) (1onoaHeHue(-51)) B MpUKa3», HalpUMep:

3. Ilpusnare yrpatuBmuM cuily npuka3z Mockosckoro [lonurexa ot 08 ceHTs0ps
20151 No 77 «O06 yTBEepx AeHUHU OJIAHKOB Y HUBEPCUTETAY.

BHecenne m3MeHEHUH W JOIMOJIHEHWH B MPHIOKEHHE K MPHUKazy oQopmisieTcs B
TeKcTe npukasza. Kaxaoe nusmeHeHue (10Nn0JHEHHUE) AOJHKHO ObITh 0(hOPMIIEHO OTEIbHBIM
MYHKTOM (TOJITYHKTOM).

Bceesasuc ...

INPUKA3BIBAIO:

BHECTH U3MEHEHME B NpuiioxkeHue 1 k npukasy MockoBckoro [lonurexa ot 10 utons
2016 r. Ne 49 «O06 yTBEepKACHUU MOJOXKEHHS O ... »:

1. B TekcTe mosokeHusi ciaoBO «(akKyJIbTE€T» 3aMEHUTh Ha CJIOBO «UHCTUTYT» B
COOTBETCTBYIOIIMX NaJexKaAX.

Ecnu npunoxxenue k npukasy opopmieHo B BUe TabJIUIIbl, BHECEHUE U3MEHEHUH B
HEro OCYIIECTBIISIETCS B IPUJIOKEHUH K BhIITyCKaeMoMY MpHKasy. B TekcTe npukasa naercs
yKa3aHue, Halpumep:

Bcepasuc ...

INPUKA3BIBAIO:

1. Buectu nu3smenenue B npuka3 Mockosckoro [lonaurexa ot 17 mapta 2015 1. Ne 1144
«O Ha3Haue€HUU PYKOBOAMTEJICH M YTBEP)KIECHUM TEM BBITYCKHBIX KBAJIM(UKAIIMOHHBIX



35

paboT», M3JI0XKHUB NTYHKT |5 mNpunokeHuss B PEeAAKIUH COTJIACHO MPHIIOKEHUIO K
HACTOSIIIEMY ITPUKA3Y.

[Tpunoxenue
K nipuka3zy Mockosckoro I[lomurexa

oT No

Brecenne u3aMeHeHu B npuiiokeHue K npukasy MockoBckoro [lommrexa ot 17 HOSOps
2015 . No 1144

PykoBonurens
No Oamuins Tema BBITTYCKHOM (TOMKHOCTD,
n/m | Wwms OTdyecTBO KBaJTU(DUKAIIMOHHOW pabOThI kadenpa,
®amuius 1.0.
1 2 3 4
15 | N.O. ®amunus [IpoexkTupoBanue BHYTpHOOBEKTOBOTO | JlomeHT Kadeapsl
MapIUIPyTHOTO TPAHCTIOPTHOTO | «ABTOMOOUITH u
CPEACTBA C aBTOMAaTUYECKOU CUCTEMOM | TPAHCIIOPTHO-
VOpaBJICHUS C pa3pabOTKON Kapkaca | TeXHOJOTUYECKHE
Kopmyca CUCTEMBD»
O®ucuues ['.B.

Tekcr oTnensieTcs OT HAMMEHOBAHMS IPUKA3a ABYMsI MEKCTPOUYHBIMU MHTEPBAIAMH,
nevyaraeTcs pekoMmeHayembiM Impudrom Times New Roman Ne 14 uyepe3 omauH
MEXCTPOUYHBIM MHTEpPBaJl OT HYJEBOIO TMOJOXKEHUS Talynaropa (J€BOM TIpaHUIbI
TEKCTOBOTO TIOJIs1) ¥ BEIPABHUBAETCS 110 IIUPHUHE TEKCTOBOTO MoJist. [lepBast cTpoka Kaxa0ro
ab3alla HaYMHAETCsl C MEepPBOro MojoxeHus Tadynstopa (1,25 cm) OT JieBOW TpaHUIIbI
TEKCTOBOTO TOJISL.

Texcr mpukasza He06X0UMO 0(HOPMIISITH B COOTBETCTBUU C MPABHIIAMH 0()OPMIICHUS
pekBusuTa 20.

1) OAINKUCH JOJHDKHOCTHOTO JIUIIA;

[Toanuck npukasa COCTOUT U3 HAMMEHOBAHUS JTOJDKHOCTH JIUIA, TIOMUCHIBAIOIIETO
JOKYMEHT, IMYHON TOJNUCH, paciii(ppOBKU NOANUCH (MHULUANBI, paMIIIns).

HaumeHoBaHMe TOKHOCTH JIMLIA, TOANKCHIBAIOLIETO MPHUKA3, IeYaTaeTcs OT JIEBOM
IPaHUIBI TEKCTOBOTO TOJISl, MHUIIUABI U (JaMIIIHS — OT TIPAaBOM TPAHMIIBI TEKCTOBOTO TOJIS.
[Toamuck oTaensieTcst OT TEKCTa MpHUKasa ABYMsI MEKCTPOYHBIMU MHTEpBaJIaMH.

[loamucke mpukaza HEOOXOAUMO O(OPMIISATE B COOTBETCTBUU C TpaBUIIAMH
odopmiieHUsI peKBU3UTA 23.

€) BU3a,

CorlacoBanu€ MPOEKTOB MPHUKA30B 0(hOPMIIIETCS BU30OH.

CornacoBaHusl BKJIIOYAIOT JIOJDKHOCTH, JIMYHBIE MOAMUCH, paclIM(ppOBKY MOIIUCEH
u aary. CoriacoBaHus IPOCTABIAIOTCS Ha 000POTE MOCIEIHEro JINCTA IPUKa3a.

Kaxxnast Bu3a cornacoBaHusi OTAENAETCA OT Apyroi 1 MexXCTpOUYHBIM HHTEPBAJIOM.
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Busy cornacoBaHusi mpoekTa npukaza Heo0XoAuMO O(QOPMIISITh B COOTBETCTBHH C
npaBuiIaMu oopMIIeHUs pekBU3nTa 24 (puioxeHwue 9).

) OTMETKA 00 UCITOJTHUTEIE;

OtMmeTKy 00 HCHOJHUTENE K MpHUKa3sy HEoOX0IUMO O(GOpPMIISTH B COOTBETCTBUU C
npaBuiaMu opopMieHus: pekBu3uTa 27.

3) UIeHTU(GUKATOP TOKYMEHTA;

Nnentuduxatop npukasza ohopmisieTcsi B COOTBETCTBUM € peKBU3UTOM 30.

1) OTMETKA O HAJIMYUU MPUIIOKEHHM.

[IpriioxkeHuss HYMEPYIOTCS MpPU HAJWYAKM HECKOJIBKUX MNpPWIOKEeHUH. Eciau
MPUIOKEHUE OJTHO, TO Lu(ppa «1» HE CTaBUTCSL.

OTMETKy O Hamu4YuM TNPWIOKEHUH K TMpuKasy HeoOXoaumMo oQopMIsITh B
COOTBETCTBUM C TmpaBwiaMu odopmieHus pexkBuszuta 21 (B 4YacTd, OTHOCSIICHCS K
pacnopsIUTEILHOMY TOKYMEHTY).

4.1.6. IloaroroBka mprKa3a BKIIIOYAET B CEOSI:

a) 3y4eHHUE CYIIECTBA BOMpPOoca U cOOp HEOOXOAMMBIX CBEICHUI;

[IpoexkThl MpPHUKa30B pa3padaThIBAIOTCA CTPYKTYPHBIMH MOAPA3ACICHUSIMH IO
MOPYYEHHUIO PEKTOpa WM MPOPEKTOPOB/IUPEKTOPOB IO HANPABJICHHIO, JHOO TIO
cOOCTBEHHOW MHUIIMATUBE HA OCHOBAHWU COOTBETCTBYIOIIETO JOKYMEHTA (JOKYMEHTOB).

[lepen pa3paboTkoOil MpoeKTa MpuKas3a TIIATEIbHO HM3Y4YaloTCs 3aKOHOAATENIbHbIE
akTel Poccuiickonr ®enepaunu, JOKalIbHbIE HOPMATHBHBIE aKThl YHUBEPCHUTETA U
TOKYMEHTBHI, SIBJIIOIIHMECS] OCHOBAaHUSAMM K U3JaHUIO [TPUKA3a.

0) MOArOTOBKY MPOEKTa MpHKa3a;

ObecrieueHne KayeCTBEHHON MOATOTOBKHM IMPOEKTOB MPHKA30B U MX COTJIACOBAHME
BO3JIaraeTcsl Ha pyKOBOAMTEIIECH CTPYKTYPHBIX MTOAPA3IEICHUN, IOArOTOBUBIIUX ITPOEKTHI
IPUKA30B.

[TpoeKThl MpUKa30B 10 OCHOBHOM JEATEIBHOCTH JOJKHBI pa3padaThIBaThCs B CPOK,
YCTaHOBJICHHBIA  PEKTOPOM WM  MPOPEKTOPOM/AUPEKTOPOM MO  HAIPABICHUIO,
MOPYYMBIIUM MOATOTOBKY MPHKa3a, TM00 B COOTBETCTBUH CO CPOKAMHU, YCTAHOBICHHBIMU
HOPMAaTHUBHBIMH JIOKYMEHTaMHU.

[IpoekThl MpUKa30B MO JIUYHOMY COCTaBY paOOTHHUKOB WIJIM O0YYAIOIINXCS JTOKHBI
MOArOTaBIMBATECA B JI€Hb IIOCTYIUIEHUS JOKyYMEHTa (JOKYMEHTOB), SBISIOLIETOCS
OCHOBAaHHWEM JIJIS U3/IaHMs PUKa3a.

[IpoekThl MpHUKa30B O BHECEHHM W3MEHEHHU (JOMOJHEHWI) B paHee W3AaHHBIN
pUKa3 WIK O €ro OTMEHE JMO0 MpPU3HAHUHU YTPATUBIIMM CUJIY pa3pabaThIBalOTCS TEMHU
CTPYKTYPHBIMH MOAPA3AEIECHUSIMHU, KOTOPBIE TOTOBWIIM IIPUKA3, MOJIEKAIINI N3MEHEHUIO
(IOTIOJIHEHHIO) WJIM OTMEHE JMOO MPU3HAHWIO YTPATHUBIIUMM CHILy, JIMOO TOJJIEKaT
0053aTeIbHOMY COTJIACOBAHUIO C HUMHU.

B) COTJIaCOBaHKE MPOCKTA MpHKa3a (MpHiIoKeHue 9);

Ecoim B mporecce coriiacoBaHusi B IPOEKT MPHUKa3a BHOCATCS HM3MEHEHUS
MPUHUMIIMAIBHOIO Xapakrepa (MEHSIOTCS CPOKM MCIOJHEHHUS, CMBICIIOBOE COJEp KAHUE,
JMIa, OTBETCTBEHHBIE 32 UCIIOJHEHHUE NMPUKA3a U T.11.), TO OH MOJICKHUT MepeoHOpMIICHUIO
Y IOBTOPHOMY COIIACOBAHHIO.

[IpoekTsl TPUKA30B 1O OCHOBHOW MW IO aIMHHUCTPATUBHO-XO3SHCTBEHHOMU
JeSITeIbHOCTH Y HUBEPCUTETA, 3aTparuBaroiire (MHaAHCOBBIE U UMYIIIECTBEHHbIE HHTEPECHI
VYHuBepcurera, B 0053aTEIbHOM TMOPSAKE BHU3UPYIOTCS HAYaJIbHUKOM YIPABICHUS
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SKOHOMUKH H (PUHAHCOB, HAYaJbHUKOM HMYIIECTBEHHOTO YINpPABICHUS, TJIaBHBIM
OyXrajJTepoM WJIM JIUIIOM, €r0 3aMEIIAI0IIIM.

[IpoekTbl TPUKA30B 1O OCHOBHOW W N0 aJIMHHUCTPATUBHO-XO3AMCTBEHHOU
NEATEIIbHOCTH Y HUBEPCUTETA BUSUPYIOTCA HAYAIBHUKOM FOPUAUYECKOTO YIIPABICHUS WA
€ro 3aMeCTUTENIEM, B YaCTU HUX COOTBETCTBUS HOpPMaMm 3aKoHoAaTelbcTBa Poccuiickon
denepauum.

[IpoexkThl MpUKa30B, COJEpXKAIIUE€ BOMPOCHl IUJIAHUPOBAHMS  MOCTYIUICHUS
U HCIOJb30BaHUS (PUHAHCOBBIX CPEACTB, B 0O0S3aTENIbHOM TMOPSJIKE BU3UPYIOTCS
HAYaJIbHUKOM YIIPaBJICHUs SKOHOMHUKHU U (PUHAHCOB WJIM JIUILIOM, €TO 3aMEIAOLIUM.

[TpoekTbl mnpuKa30B B 00s3aTENbHOM TNOPSAIAKE BUBHPYIOTCS KypUPYIOLIUMHU
IIPOPEKTOPaMH, PYKOBOJMTEISIMH CTPYKTYPHBIX NOJpa3JeiICHUN [0 HalpaBICHUIM
NEeATEIbHOCTH.

[TpoeKkThI MpHKa30B NPEACTABIAIOTCS Ha OJMUCH TPU HEOOXOIUMOCTH CO CIIPABKOMH,
coJiepKallei KpaTkoe U3JI0)KEHUE CYyTH BOIpOca, 000CHOBAHUE MIPEIaraéMbIX peIleHuH, a
TaK)K€ CBEJICHHUS O TOM, Ha OCHOBaHUH YE€T0 MOJArOTOBJIEH MPOEKT U C KEM COIIAaCOBaH.

JlaToii nmpuKasa sBJIETCA ]aTa €ro perucTpanuu.

1) pErUCTpalMsl pUKa3a;

PerucrpaunonHsle  HOMEpa TMpUKa3aM [0  OCHOBHOM  JEATEIbBHOCTH U
aIMUHUCTPATUBHO-XO3UCTBEHHOW paboTe YHUBEpCUTETa, IO YYEeTy JABUKECHUIO
KOHTHMHTEHTa CTYJEHTOB W CIyllareied, MpuKasbl MO0 O(POPMIIEHUIO KOMaHIUPOBOK,
BHYTPEHHHUE pacnopsKeHus pyKoBOIUTENEN CTPYKTYPHBIX noJipa3/ieIeHu
MIPUCBAaMBAIOTCS B IPEENIAX KAJEHAAPHOIO r0/1a B COOTBETCTBYIOIIEH ITPYNIE JOKYMEHTOB.

[Ipu peructpauum K HOMEpPAM NPUKA30B M PACIOPSHKEHUN MPUCBAWBAOTCS
COOTBETCTBYIOIINE UH/EKCHI:

IIPUKAa3bl 10 OCHOBHOM JESITENBHOCTH Y HUBEpcuTeTa — Ne -o7;

IIPUKAa3bl 10 AIMUHUCTPATUBHO-XO3MCTBEHHOU EATEIBHOCTH - Ne -ax

MIPUKAa3bl 10 JINYHOMY COCTaBY:

KaJIpOBbIE MPUKA3bl MO MPUHITHUIO PAOOTHUKOB B IITAT, NEPEBOMAY, YBOJBHEHHIO,
npuKasbl Mo HaaOaBkaM (YCTaHOBJIEHHME M OTMEHA, MaTepHallbHAs IMOMOINb, MPEMHH,
MOOLIPEHMS, BBIIJIATl KOMIIEHCALIMOHHOTO XapakTepa, NpHKa3bl O MaTepualbHOU
OTBETCTBEHHOCTH, BO3JIOKEHUE OOA3aHHOCTEH, IJUCUUIUIMHAPHOE B3bICKAHUE, CMEHa
(amMunmu, NpoAJieHne Cpoka TpyAoBoOro jgorosopa — Ne /ic;

IPUKa3bl MO OTIyCKaM pabOTHUKOB - Ne /o;

MPUKa3bl IO KOMaHAUPOBKaM - No /k;

IIPUKa3bl 10 IBMXKECHUIO KOHTUHI€HTA CTYAEHTOB U cirymarenei - Ne -c;

pacnopspKEHHsI pEKTOpa U MPOPEKTOpoB — Ne -p;

BHYTPEHHUE PACHOPSIKEHUSI CTPYKTYPHOTO MoApasjienaeHus - Ne /HOMEHKIaTypHbIN
HOMEpP CTPYKTYpHOIO IMOApa3AeiieHus, rae Ne - TMOpSAKOBBI HOMEp IIpUKas3a
(pacropspKeHHsi) COTJIaCHO KajlieHIAapHOMY (Y4eOHOMY) Tofy.

Jata u No B mpukase MOpOCTaBIsE€TCA CTPOr0 PYKONMCHO CHHUMH YEpHUIIAMU
(mactoit). Perucrpanus mpousBoAMTCS PaOOTHUKAMHU COOTBETCTBYIOIIETO CTPYKTYPHOTO
MOpa3IeICHUs COTJIACHO C JIOHKHOCTHOW MHCTPYKIIMEN (IOKHOCTHBIX O0SI3aHHOCTEH) B
JI€Hb MOJINUCAHUS WIM HA CIEAYIOIUNA paboyuil IeHb ¢ MOMEHTa MOANUCAaHUs NpPHUKa3a
(pacniopspkeHust) pEKTOpOM (TIpOpeKTOPOM/TUPEKTOPOM o HAIPaBJICHUIO),
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PYKOBOAMUTENIEM CTPYKTYpPHOTO MoOjpasfeneHus (LeHTpa, (uinuana, ympaBieHUs) WIA
JIMLIOM €r0 3aMEIIAIOIIUM.

[Ipumepsl OnaHKOB MpHKaza MPEACTABICHbI B MPUIOKEHUH 9 K HacTosuen
Nuctpykumm.

4.1.7. OKuJl ocyimiecTBiseT O3JEKTPOHHYIO pPacChbUIKy KOMUW NPHUKA30B B
CTPYKTYpPHBIE MOJIpa3/IeJICHUSI B CACTEME JIEKTPOHHOIO IOKYMEHTO000pOoTa Y HUBEPCUTETA
(manmee — COJ/1) B COOTBETCTBUU C yKa3aTeJeM JIUCTA PACCHUIKU, KOTOPBIM COCTABIISIETCS U
MOJIMCHIBACTCS UCIOIHUTENEM (TpuiokeHne 9). DJEeKTpoHHash KOmHs 00s3aTeIbHO
HAIIPABJISIETCS UCIIOJIHUTEIIO.

[Ipu HeoOxomumocTu Mo ykazaHuio HauvanbHuka OKwuJl ocymectBiser 3aka3 Ha
U3TOTOBJICHHE OYMa)KHBIX KOTIUH MPUKA30B U MOCIEAYIOLIYIO UX PACCBUIKY B CTPYKTYPHbIE
IIOApPA3AEICHUS.

Konuu npuka3oB TOJKHBI PacChUIaThCs B CPOK HE MO3HEE CIEIYIOMIEro padbodero
IHS OT JAaThl PETUCTPALU MIPUKA3a.

Konuu npuka3oB Wiu BBIMUCKU U3 MPUKA30B, 3aBEPEHHBIE MO TMOJHOU (opme C
MIPOCTABJICHUEM TI€UATU «JJIs1 JOKYMEHTOB» C pa3pelleHHs] peKTopa MpHU HEOOXOIUMOCTH
pacchUIalOTCs B 3aMHTEPECOBAHHBIE OPraHU3ALMM [0 WX MHCBMEHHBIM 3alpOCaM WIIH
BBIJIAFOTCS HA PYKHU IPAXKIAHAM IO 3asBICHUSM.

4.2. Pactiopsixenne

4.2.1. PacniopsbkeHUE — PACTOPSIIUTENBHBIN JOKYMEHT, U3JaBaeMblil 10 BOIIPOCaM
MH(GOPMALIMOHHO-METOJUUYECKOI0 XapaKTepa, ONepaTUBHOTO yNPABIEHUS NEATEIbHOCTHIO
VYHuBepcurera (poBe/ieHHe COBENIaHNM, KOH(GEPEHITUH U T.11.), @ TAKXKE JIs1 OpTraHU3aIIH
VICIIOJIHEHHMSI IPUKA30B, UHCTPYKLUM U IPYTUX HOPMATUBHBIX AKTOB.

PacniopspkeHue He JOJDKHO COJepXkKaTh NPEANMCAHUM, HOCSIIMX HOPMaTHUBHBIN
XapakTep.

PacniopsokeHueM Hemnb3sl yTBEPKIaTh U BBOAUTH B IEHCTBHE KAKHE-TMOO JTOKYMEHTHI.

PacnopsokeHUsIMU HEb3s JTONOJIHATh, OTMEHATh, W3MEHATh KAaKWE-THOO MYHKTHI
MPUKA30B WK MPUKA3bI B LIEJTIOM.

PacnopskeHne mMeeTr orpaHUYEHHBINM CPOK JEHUCTBUSA U, KaK MPABWIO, Y3KUH KPYT
aZpecaToB.

Pacnopsixenus nsnarores:

a) pEKTOPOM;

0) JMLIOM, HUCHOJHSIOUIMM OOS3aHHOCTH PEKTOpa B Cllydae €ro OTCYTCTBUS,
HA3HAYEHHBIM IIPUKA30M PEKTOPA;

B) IMPOPEKTOPAMU/IUPEKTOPAMH IO HANpaBICHUIO B COOTBETCTBHM C IEPEUYHEM
KOOPAMHUPYEMBIX MOJpa3/ieiaeHU, chepoil OTBETCTBEHHOCTH U IMOPSIKOM 3aMelleHus,
YTBEPKIa€MBIMU IIPUKA30M PEKTOPA.

4.2.2. PacniopsbkeHHs, HYXXIArOIMecs B W3MEHEHUU (JOTOJHEHHWU) WU OTMEHE,
MO/JIEXKAT U3MEHEHHIO (JIONOJIHEHHIO) HJIM OTMEHE MMYTEM M3/IAHMS PACIIOPSHKEHUS.

W3MeHeHuss WM JONOJHEHHS BHOCATCA TOJBKO B IE€PBOHAYAIBHO H3JAHHOE
pacriopsbkeHre. BHeceHne M3MEHEHMM WM JOIOJHEHHWM B PACIOPSIKEHHE O BHECECHUHM
W3MEHEHUW VI JOMOJHEHUN HE JOMYCKAETCA.
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4.2.3. PacrnopshkeHHe TIe€4yaTaeTcsi Ha YTBEPKIACHHOM OJIaHKE pacHOpsKCHUS
Yuusepcurera (mpuiaokenne NelQ). YmorpeOsieHue OJIaHKOB MPOM3BOJIBHON (HOPMBI
3anpeniaeTcs.

4.2.4. PacnopspkeHHE JIOJKHO HMMETh YCTAHOBJICHHBIM KOMIUIEKC OO0S3aTeIbHBIX
PEKBU3UTOB U CTAOMIJIBHBIN MOPSJIOK UX PACTIOJIOKEHUS:

a) 1aTa JTOKYMEHTa;

JlaTol pacropsbKeHus sBISETCA JaTa ero perucrpauuu. PacropsbkeHue BeTynaer B
CHJIy C MOMEHTA €ro PEruCTpaluu, €CIM B TEKCTE HE OTOBOPEHBI Apyrue cpoku. Jlaty
pacrniopspkeHust ohopmIIeTcst UPPOBBHIM CITOCOOOM.

Jlaty pacrnopsbkeHusT HeoO0XoauMo O(OpMIISIT B COOTBETCTBUM C IpPaBUIIAMU
odopmiieHus pekBusnTa 11.

0) perucTpaluOHHbI HOMEP TOKYMEHTA,

PeructpaliluOHHBIM HOMEpPOM DPACIIOPSDKEHUS SIBISAETCS TOPSIAKOBBIA HOMEpP C
OYKBEHHBIM MHAEKCOM «P», mpucBanBaeMblii U3 PErUCTPAIMOHHOTO MAacCHBa B Mpejeax
KaJICHJAPHOTO ro/ia.

PerucrpaiinoHHbIi HOMEP pacnopsKEHUs HEOOXOAUMO OPOPMIISITH B COOTBETCTBHUU
C mpaBwiIaMHu 0(hOpPMIICHHS peKBU3HTA 12.

B) HAMMEHOBAHUE JIMOO aHHOTAIINS JOKYMEHTA (3aroJIOBOK K TEKCTY);

HanmenoBanue nu6o aHHOTAIMS (3aT0JIOBOK K TEKCTY) PACIOPSIAKEHHUS COCTABIISIETCS
JULOM, TOTOBSIIHUM IMPOEKT PpACHOPSHKEHUS, M JOJDKEH KpaTKO M TOYHO OTpa)aTh
COJIEpKaHHUE TEKCTa.

PacniopsbkeHue J0KHO MMETh HaMMEHOBaHHWE, KOTOPOE HayMHAaeTcs C Ipejiora
«0O/O6y». Hanmpumep: O npoBejieHud ..., 06 yuactuu ..., O qomycke ....

HaumeHnoBanue pacnopspkeHus HeoOXoauMo OQOpMIISITH B COOTBETCTBUU C
npaBuiamMu opopmieHus pekBuzuta 18 u mynkra 4.1.5 nacrosimeit Mactpykuuu.

I) TeKCT JOKYMEHTA;

B Tekctax pacmopspKeHH JOMDKHBI YHOTPEONSTHCS TOJNBKO OOIICTIPUHATHIE B
PYCCKOM $I3bIKE€ 0003HAUYEHHMSI, TEPMUHBI U COKPAILLEHUS.

[Tpu HEOOXOAMMOCTH YyHOTPEOIEHHS COKpAIIEHUS (COKPAIIEHHOTO HAMMEHOBAHU ) B
TEKCT€ CHayaja MHIIETCS IOJIHOE HAaMMEHOBAaHWE, a 3aTéM B CKOOKax JaeTcsl €ero
COKpalleHue (COKpallleHHOE HAaWMEHOBAHUE), 3a HCKJIIOYEHHUEM OOILETNPUHSITHIX
COKpAIEHNUW, HAIIPUMED:

Jlns obecrieueHus ...
OBA3BIBAIO/ITPOILLY:
1. IIpoBect MexBy30BCKHUi KBeCT "UnCThIe UTPHI'"(71aj1ee - KBECT)

B Tekcrax pacnopsKeHHH HAaWMEHOBAaHMsI CTPYKTYPHBIX —IOJpa3JelICHM,
KOJUIETUAJIbHBIX OpPraHOB YHMBEPCUTETA M JOJDKHOCTEM MX PYKOBOIMUTENEH JOJDKHBI
[I€4aTaTbCsi B COOTBETCTBUM C INPABWIAMHM HAIUCAHUSA YaCTE€W U OTIAEIOB OpPTraHMU3alNH,
JOJHKHOCTEH, yKa3aHHBIMH B MpaBuiax opopmienus pexksusura 20.

TexkcTt pacnopsskeHMs, Kak IPaBWIO, COCTOMT M3 KOHCTATUPYIOLIEH W
pacropsAaUTEIbHON YaCTEN, NHOTAA — TOJIBKO U3 PACTIOPSIUTEIIBHOMN.

B xonctatupyromeit uyactu (mpeamOyiie) KpaTKO H3JIAararoTcsl LEeMu U 3aJadyd
NPEINUChIBAEMbIX ACHCTBUMA, (PaKThl WM COOBITUS, MOCIYKUBIINE MPUYUHON H3IaHUS
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pacrniopsikeHnusi. OHa MOXKET HaUMHAThCs cloBaMu «B 1ensix ...», «Bo ucnonHeHue ...» u
T.J.

Ecnu pacnopsixenue u3gaeTcsi HA OCHOBAHUU JIPYTroTro IOKYMEHTa, TO B mpeamOyiie
YKa3bIBa€TCsl BUJ 3TOTO JOKYMEHTA B POJIUTEIHLHOM IaJie’Ke, ero aBTop (OpraHu3anus),
JaTa, HOMep U HauMEHOBaHUE, HapUMep:

«Bo ucnonnenue npukaza Mockosckoro [Tomurexa JIJI meca I'TTT r. Noe 0123
«O co3gaHuu MOCTOSHHO JiekcTBYoIEero KoopamHalmoHHOro coBeTa»
OBA3BIBAIO/IIPOLIY:

1. 3aBeayromux Kadenpamu AeIeTUPOBATD ... .

[IpeamOyna oxanuuBaetrcst cinoBamu «OBA3BIBAIO/ITPOLIY:»:  koropoe
MUIIETCS MOTYKUPHBIM MIPUPTOM C HOBOM CTPOKH, 0€3 KaBbIUEK, MPOMUCHBIMU OyKBaMH,
Y CTaBUTCS IBOCTOYHE.

[IpeamOyia MOKET OTCYTCTBOBATD, €CJIM MPEIMCHIBAEMbIC JIEUCTBUS HE HYKIAIOTCS
B pa3bsCHEHUHU. TEKCT paclopssKeHHsT B TaKUX CiIydasX HayMHAEeTCs CO CJIoBa
«OBA3BIBAIO/TIPOLIY: » xoTOpO€ NMUIIETCS MOTYKUPHBIM IIPUPTOM C HOBOM CTPOKH,
0e3 KaBbIYEK, MPONMUCHBIMU OYKBAMHU, U CTABUTCS JIBOCTOYHE.

PacnopsinutenbHas 4acTh paclopsbKEHHS JOJDKHA HAYMHATHCS TOCHE MpeamMOyibl
KaK HOBBIN a03arl co cienyroueit ctpoku nocie cinosa «OBA3BIBAIO/ITPOIY: »

B tekcte pacnopsauTenbHON YaCTU PACIIOPSIKEHUS YKA3bIBAKOTCS:

UCIIOJTHUTEIH;

KOHKPETHBIE JIEVCTBUS;

CPOKH UCIIOJTHEHHUSI PEINMUChIBAEMBIX ICHUCTBUM.

TekcT pacnopsiAMTENBHON YacTW JENUTCA Ha MyHKThL. IIyHKTBI HyMepyroTcs
apabckumu 1udpamu.

[IyHKTBI,  KOTOpbIE  BKJIIOYAIOT  YNpPABICHYECKHE  JCHCTBUS,  HOCSIIUE
pactopsSIIUTELHBIN XapakTep, HAYMHAIOTCA C TIJaroja B HeompemeaeHHOW (opme,
Hanpumep:

B coorBerctBun ¢ mocraHoBienueM lIpaBurenscrBa Poccuiickon Penepaunu
J mecsy I'TTT 1. Ne 0123 «O nepenoce Bbixoaubix nueit B ['TTT roay» u B cBsI3u ¢
npeacTosmM npasaaoBanueM [pazauuka Becasl u Tpyna 01 mas I'TTT 1. u dus [Ho6east
09 masa I'TTT r.

OBSA3BIBAIO:

1. Cuurats 03 1 08 Mas ['TTT 1. mHAMEH caMOCTOSATEIHLHOM PAOOTHI O0YJAFOIIIHXCA.

3ampeniaeTca JaBaTh MOPYYEHHUS, KOTOPBIE BBIPAXKAIOTCS TJIarojiaMu «yCUIIUTHY,
«YKPENUTb», «IOBBICUTH», «YCKOPUTH» M T.M., UCIOJHEHUE KOTOPHIX HEBO3MOKHO
MIPOBEPUT.

Ecnu 3aganme wim  jAeicTBHE TpeAnoJiaraeT KOHKPETHOTO  MCIOJHUTENS,
COOTBETCTBYIOIIUI MyHKT PACTOPSHKEHUS JOJDKEH HAYMHATHCS C YKa3aHUs JOJKHOCTH U
(dbaMuIMKM ¢ MTHUIIMAJIaMU UCTIOJIHUTEISI, HallpUMep:

B uensx ontuManbHOro UCHOJIBb30BAHUS TOMEIEHUN Y HUBEPCUTETA
OBSI3BIBAIO:
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1.....
2. ...
3. Jlupekiuu 1O SKCIUTyaTallud UMyliecTBeHHOro komiuiekca (M.0. damwuus)

o0ecrneynTh TEKYIIUHA PEMOHT BBIIIENEPEYUCICHHBIX MMOMEIIeHU B cpok a0 JIJI mecsin
ITIT r.

B kauectBe wHcmoiaHUTENE MOTryT OBITh yKa3aHbl HAMMEHOBAHUS JOJIKHOCTEH
WCIIOJTHUTEIIEH B 0000IIICHHOM BHJIE, HAIIPUMED:

mnmpomy:
JlexanoB (hakynbTETOB MPEAOCTABUTH B METOIMYECKHUMA OTACI IEPEUCHb ... .

Ecnu HeoOX0IMMO OJJHOMY UCIOJHUTEIIO MO0 KOJUIETHAIIBHOMY OpraHy Mopy4uTh
HECKOJIBKO 3aJ[aHHH, TIOIe)KAIINX UCTIOTHEHUIO B OJTUH U TOT K€ CPOK, TO OTBETCTBEHHOTO
MCTIOTHUTEIS U CPOK YKA3BIBAIOT OJIMH Pa3 B OCHOBHOM IYHKTE, a TIOPYUYEHUS BBIICISIIOT B
OTJICbHBIE TIOAMYHKTHI, HAPUMED:

2. Unenos xomuccuu B cpok a0 JJI mecs I'TTT r.:

2.1. [Ipoananu3upoBaTh y4eOHO-METOUIECKIE MaTEPHAIIBI 110 TUCIUTUTHHAM ... ;

2.2. [ToceTuTh JEKIIMOHHBIE U IPAKTUIECCKHUE 3aHATHS ... .

Ecnu pacniopsipkeHre U3MEHsIeT WIH JIOTIOJHSET PaHee U3/1aHHOE PaCIOpsKEHHUE I
KaKMe-TO €ro MYHKTbl, TO OJMH U3 IYHKTOB pacHOpPAIUTEIbHON 4YacTH TEKCTa
paclopspDKeHHsT JOJDKEH COAEpXaThb CChUIKY Ha OTMEHSEMOE WM H3MEHSIEMOE
(mononHsiemoe) pacnopsbkeHue (IYHKT pAaclopsDKEHUs1) € yKa3aHMEM €ro aBTopa
(opranuzanuu), JaThl, HOMEpa M HAaUMEHOBAaHMs. TEKCT MyHKTa JOJHKEH HAuMHATHCS
cioBamu «BnHectn wu3MeHeHue(-s1) (momonHeHue(-s1)) B pacnopsbkeHue».  Kaxmoe
M3MEHEHHE (IONOTHEHHE) TOIKHO OBITH O(POPMIIEHO OTACIBHBIM MMYHKTOM (IIOAITYHKTOM),
HaTnpuMep:

OBS3BIBAIO:

BHECTH U3MeHeHUs B pacnopsikenne Mockosckoro [Tommrexa 11 mecsiy I'TTT r. No
0123 «O pa3MernieHnn CTPYKTYPHBIX MTOAPA3ICICHU, H3JI0KUB IMTYHKTHI PACTIOPSIKEHUS B
CIEYIOLIEH PENAKIUN:

1. nynkr 2.2. «KabunHeT 3aBenyromero kageapoi « ABTOMOOUIN U TPAHCIOPTHO-
TE€XHOJIOTUYECKUE CUCTEMBI» PA3MECTHTH ... )».

2. Ilyakr 5.5. «llentp mnpodeccuoHaNbHOW NEPENOATOTOBKM U IOBBIIICHUS
KBTM(PUKAUU PAOOTHUKOB MAIIMHOCTPOCHUS PA3MECTUTH B...».

BHeceHune n3MeHeHni U TONOJIHEHUH B IPUIIOKEHHUE K PACIIOPSIKEHUIO 0(POPMIISIETCS
B TeKcTe pacnopspkeHus. Kaxmnoe n3meHeHHe (IOMOJHEHUE) TOJKHO OBITH O(OpPMIIEHO
OTJIEJBbHBIM IYHKTOM (ITOAIYHKTOM), HAIIPUMED:

Bceszuc ...
IMPOIY:
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BHECTH M3MEHEHHE B INpuiiokeHue 1 k pacnopspkenuto Mockosckoro Ilomurexa
ot I mecsiiy I'TTT 1. Ne 0123 «O06 opranuzanuu npoBeaeHus Mex1yHapoJHOW Hay4HO-
MPaKTUYECKOM KOH(PEPEHIIUH ...:

1. Beectu B cOCTaB OPTKOMHTETA ...

Ecnu npunoxxeHue K pacrnopsbKeHHI0 OQOpMIIEHO B BHUAE TaOJIUIbI, BHECEHHE
M3MEHEHUN M JOTOJHEHUW B HEro OCYIIECTBISETCA B MPHIOKEHUU K BBITYCKAEMOMY
pacnopsbkeHHIo cM. MyHKT 4.1.5 Hacrtosimeit MHCTpyKUInH.

Tekct oTnensercs OT HAMMEHOBAHUS PACIOPSIKEHUS JABYMS MEXCTPOYHBIMU
UHTEpBAIaMH, evataeTcs pekoMeHayeMbiM mpudToMm Times New Roman Ne 14 uepes
OJIMH MEXCTPOYHBIA HMHTEPBAJ OT HYJEBOTO MOJIOKEHHsI TaOyisiTopa (JIEBOM TpaHUIIbI
TEKCTOBOI'O TIOJIsI) W BBIPAaBHUBAETCS I10 JIEBOM M NPABOM I'PAHWLIAM TEKCTOBOTO IOJI.
ITepBas cTpoka Kakaoro ad3aia HaUMHASTCS ¢ TIEPBOT0O MoJIokKeHUs Tadymsaropa (1,25 cm)
OT JIEBOM TPAHULIBI TEKCTOBOTO TOJIS.

Tekcr pacnopspkeHus: HE0OX0AMMO O(OPMIISITH B COOTBETCTBUM C MPABUIIAMH
odopmiieHus: peksusuTta 20.

1) MOIIUCH AOKHOCTHOIO JIUIIA;

[lognuce pacnopsokKeHUss COCTOMT W3 HAMMEHOBAaHUS  JIOJDKHOCTH  JIMIIA,
MOAMNKUCHIBAIOIIETO JOKYMEHT, JUYHOW MOJNUCH, PacIM(POBKU MOANUCH (MHULIMAIIBI,
damumms).

HanmMeHoBaHMe JOJKHOCTH JIMLA, IOJIMCHIBAOIIErO PACIIOPSKEHUE, IEYaTaeTCs OT
JIEBOM IpaHUIIbl TEKCTOBOTO MOJIsl, HUHUIIUAJBI U (PaMUITUS — OT IIPAaBOM IPAHULIBI TEKCTOBOIO
noyst. Ilommuces oTaensercs OT TEKCTa PACIHOPSDKEHUS JBYMS  MEXCTPOUYHBIMU
MHTEpBaJIaMHU.

[loanuck pacnopsbkeHHs HEOOXOAMMO OQOPMIIATH B COOTBETCTBHM C MpaBUIIaAMU
odopmiieHUsT peKBU3HUTA 23.

¢) BuU3a;

CoriacoBaHu€ MPOEKTOB PACTIOPSHKEHUI 0(POPMIISIETCST BU3OM.

CoryiacoBaHusl BKJIIOYAIOT JOJKHOCTH, JIMYHBIE MOAMNKMCH, PACIIM(PPOBKY MOAMUCEN
u aaty. CoriacoBaHus MPOCTABISAIOTCA Ha 000POTE MOCIEIHErO JIMCTA PACTIOPSKEHUS.

Kaxxnas BrA3a COrsiacoBaHus OTAEISETCSA OT IPYTrOoul 1 MEKCTPOUHBIM UHTEPBAJIOM.

Busy cormacoBanus pacmopsikeHUsT HEOOXO0AuMO O(OPMIISITH B COOTBETCTBHH C
npaBuiaamu opopmiieHus pekBusnta 24 (mpunoxenue 10).

) OTMETKa 00 UCIIOJIHUTETIE;

OtMeTrky 00 HCHONHUTENE K PpaCHOPsHKEHHI0 HeoOXoauMo oQGopMIsiTh B
COOTBETCTBHUHM C MpaBuiiaMu 0(hOPMIICHUS pEKBU3UTA 27.

3) UACHTU(GUKATOP TOKYMEHTA;

Nnentuduxatop pacnopsikeHus ohopmiiieTcss B COOTBETCTBUU € PeKBU3UTOM 30.

1) OTMETKA O HAJUYUU MPUIIOKEHUH.

[Ipunoxkenuss HyMeEpyrTCs TIPH HaJW4YUM HECKOJIBKMX MNpWIOKeHHd. Eciam
IPUII0KEHUE OJTHO, TO Iudpa «1» He cTaBUTCA.

CrpaHulbl pacnopsyKEHUs M TNPWIOKEHUH K HEMY HYMEPYIOTCS Kak €IMHbIN
JOKYMEHT TIOCEepeIMHE BEPXHETO MOJIs JUCTa apadCKUMHU LU pamH.
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OTMETKY O HamW4Yuu TPUJIOKEHUN K PaCHOPSKEHUIO HE0OXomauMo o(GopMIIsITH B
COOTBETCTBUM C TMpaBujaMu odopmiieHus pexkBuszuta 21 (B yacTu, OTHOCSIIEHCS K
pPaciopsIUTETLHOMY TOKYMEHTY).

4.2.5. IToaroroBKa pactopspKeHUs BKIIOUAET B ceOsl:

a) cOOp HEOOXOIMMBIX CBEJICHMIA;

[IpoexThl pacnopsiKeHUN pa3paldaThIBAIOTCS CTPYKTYPHBIMH MOAPA3ACICHUSIMH IO
MOPYYEHUIO PEKTOpa WX MPOPEKTOPOB/IUPEKTOPOB IO HAMPABICHUIO JMOO 10
COOCTBEHHOW WHUIIUATHBE.

[Tepen pa3paboTKoil MpoeKTa PacCOPSHKEHUS TIIATEIHHO U3Y4YaIOTCS IOKYMEHTHI U
CBEJICHUS, SIBIISIOIINECS] OCHOBAHUSMHU K U3JITAHUIO PACTIOPSIKCHHMS.

0) MOATOTOBKY M COTJIACOBAHHUE MPOEKTA PACTIOPSIKECHNUS,

OObecnieueHre Ka4eCTBEHHON MOATOTOBKH MIPOEKTOB PACTIOPSKEHUI BO3JIaracTcsl Ha
PYKOBOJIUTENEH CTPYKTYPHBIX MOJApA3ICICHUN, KOTOPHIE TOTOBSAT M BHOCST TMPOEKTHI
PACTIOPSKEHUM.

[TpoekThl pacopsDKEHUH O BHECEHWH M3MCHEHHH (JIOMIOJIHEHH) B paHee M3JaHHOES
pacmopsbKeHHEe WM O €ro  OTMEHe pa3pabaThiBalOTCS TEMH  CTPYKTYpPHBIMHU
MOAPA3ICICHUSIMHA, KOTOPhIE TOTOBWJIM PACIOPSHKCHHUE, TIOMJISKAIIee W3MEHEHUIO
(IOTIOTHEHUIO) WJIH OTMEHE.

CormacoBaHne MPOCKTOB PACHOPSHKEHUN MPOBOJUTCS C PYKOBOAUTEISIMH TeX
CTPYKTYPHBIX  TOApPA3ACIICHUA, B  BEACHWM  KOTOPBIX  HAXOMATCS  BOMPOCHI,
paccMaTpuBaeMble B pacropsbkeHur. CoriacoBaHue OJKHO MPOBOJAUTHCS ONEPATUBHO B
paboueM MOopsJIKE JIMYHO WK JOCTYIHBIMHU CPEJICTBAMH CBSI3H.

B) MOAMUCAHUE MTPOSKTA PACTIOPSIKEHHUS;

PexTop moanmuceiBaeT MPOEKTHI PACTIOPSHKEHUH MO JSSTEIBbHOCTH YHHUBEPCUTETA B
LEJIOM.

[TpopekTop/aAupeKkTop MO HAMPaBICHUIO TMOJIUCHIBAET MPOEKTHI PACTIOPSKEHUN
TOJIBKO TIO JACSITEIBHOCTH TEX CTPYKTYPHBIX TOJpa3aeieHuii, paboTy KOTOPBIX OH
KOOPJIMHUPYET, U OXBATHIBAIOIINX C(hepy ero OTBETCTBEHHOCTH.

[TpoexT pacropsoKEeHUS MIPEACTABISICTCS Ha TIOIITHCH pPEKTODY,
MPOPEKTOPY/AUPEKTOPY MO HAIMPABICHUIO MOJHOCTHIO O(OPMIICHHBIM, 32 HCKIIOUEHUEM
pekBu3uTOB «/Jlata» n «PerncrpanoHHbIE HOMEPY.

[Ipomecc monamucanusi TPOEKTOB PACHOPSIKEHUN KOHTPOJHMPYET CTPYKTYPHOE
MoIpa3iesieHrue TOATOTOBHUBIIIHE PACTIOPSIKCHHE.

Buecenne wu3MeHEeHUN WM KCHPABICHUA B MOJNMCAHHOE PACHOPSDKEHUE WIH
COTJIACOBAHHBIN MPOEKT HE JAOMYCKAETCS.

T) perucTpanus pacropsHKCHUSI.

[lognucanHoe  pacHopsbKEHHWE  pPEeTUCTPUpPYETCs, MpUCBaMBaAIOTCS  JaTta M|
PEruCTpallMOHHBIN HOMED.

OpuruHan  paclopsDKeHHMsl  XpaHUTCS B CTPYKTYpPHOM  MOJpa3eieHuH,
OCYIIECTBIISIONIUM PETUCTPAIHIO.

4.2.6. CTpyKTypHOE MOAPA3ACICHUE OCYIIECTBIISET FICKTPOHHYIO PACCHIIKY KOTTHMA
pPaCHOpSDKCHMI  JIMIIaM, OTBETCTBEHHBIM 32 HCIOJTHEHHE JOKYMEHTOB, a TaKke
3aMHTEPECOBAHHBIM  CTPYKTYPHBIM  MOJpa3AesieHUsIM, TIOATOTOBUBIIMM  MPOEKTHI
PaCHOpSDKEHUM W JIOJDKHOCTHBIM JIMLIaM Y HUBEPCUTETa, B COOTBETCTBUU C JIMCTOM
PAcCChUIKM, KOTOPBIM  COCTaBJISIET PYKOBOIAUTENIb CTPYKTYPHOTO  TOJpa3ieieHus,
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MOJATOTOBUBIINKA  MPOEKT pacropstkenns (npuioxkenne Nel0). Jluct  pacchuiku
PaCHOpPsKEHUsI TOJDKEH INPUKIIABIBATECA K MPOEKTY PACIOPSIKEHUS IIPU MOATOTOBKE U
HaIIPaBJICHUU Ha MOJIIHUCH.

Konnu pacnopspkeHHMil TOJDKHBI PacChlUIaThCs B CPOK HE IMO3[HEE CIEAYIOLIETO
pabodero HS OT JaThl PETUCTPALIUU PACIIOPSIKEHUS.

4.3. ITonoxeHue, npaBuiia, THCTPYKIIUS

4.3.1. Tlonoxxenue (mpaBuiia, WHCTPYKIHS) SIBISETCS JOKAIHHBIM HOPMATHBHBIM
aKTOM Y HUBEPCUTETA, YTBEPHKIAEMbIM PEKTOPOM WJTU JIULIOM, UCIIOJHSIOIIUM 00s13aHHOCTH
pEKTOpA B CIIy4ae €ro OTCyTCTBUSI.

[IpaBuia — TOKYMEHT, yCTaHaBJIMBAIOIINI HOPMBI U TpeOOBaHUsI, 00s3aTENIbHbIE JIS
BBITIOJTHEHMUSL.

[TonoxeHnue — NOKYMEHT, YCTaHABJIMBAIOUIUN CHUCTEMHO CBS3aHHBIE MEXAY COOOH
npaBuja Mo BOIPOCaM, OTHECEHHBIM K KOMIIETEHIIMN Y HUBEPCUTETA.

HMHCTpyKIUst — TOKYMEHT, B KOTOPOM H3Jaraercs MopsioK OCYIIECTBICHUS KaKOM-
MO0 NeATEIbHOCTH UM TTOPAIOK TPUMEHEHHUS MOJOXKEHUN U MHBIX HOPMATUBHBIX aKTOB.

4.3.2. Tlomoxenue (TpaBwiia, WHCTPYKIUSA), 32 HCKIIOYCHHEM JIOJDKHOCTHOM
WHCTPYKIUU, YTBEPKAAETCS MPUKA30M U OQOpMIISETCs KaK MPUIIOKEHHE K MpUKa3zy Ha
CTaHAApPTHBIX JucTax Oymaru gopmara A4.

JIOOKHOCTHAsI MHCTPYKLMSI YTBEPKIACTCSI TPU(POM yTBEPHKIACHUS.

VYnotpebiaeHue 6J1aHKOB MPOU3BOILHON (OPMBI 3aIIPEIIACTCS.

4.3.3. Ilonoxxenue (mpaBwiia, WHCTPYKIUS) JIOJDKHO MMETh YCTAHOBJICHHBIM
KOMIUIEKC 00513aTeIbHBIX PEKBU3UTOB U CTAOUIIbHBINA MOPSAJOK UX PACIIOIOKECHHUS:

a) OTMETKa O HAJIMYUU MPUII0KEHUH (TOJIBKO IS MOJI0XKEHUS (PaBUJl, THCTPYKIUH),
O0(OPMIIEHHOTO KaK MPUIJIOKEHUE K TPUKA3Y);

OTMeTka 0 HaJIWYUMK YTBEPKIAEMBIX MPWIOKEHUH (MOJOKEHHE, NpaBuia,
MHCTPYKIMSA) K TpHKasy o(QopmisieTcss B MPaBOM BEPXHEM YIUIy YTBEPKIAAEMBIX
npuioxkeHuid. OT Tperbero monoxkenus tadymsaropa (10 cm) HOomMKHO OBITH HameyaTaHO
cinoBo «IIpunoxxenne» (6€3 KaBbIYEK, BKIIOYAst HOMEP, €CIIN MPHIOKEHUN HECKOJIBKO).

CrpaHuupl n0pHKasza, YTBEPKAAIOLWIETO MPUIOKEHUE, HYMEPYIOTCS IOCEpEIUHE
BEPXHET0 N0JIs JIUCTa apabCKUMHU U pamMH, HAYMHAsI CO BTOPOU CTPAHULIBI.

[TpunoxeHne HyMepyrOTCsl KaK OTIEJBbHBIN JOKYMEHT IOCEPENNHE BEPXHETO IOJIS
aucTa apabckumu nudpamu, HAaYUHAS CO BTOPOM CTpaHMIIbI.

OTMEeTKy O Hamu4YuM NPWIOKEHUH K TMpuKasy HeoOXoauMo oQGopMIsITh B
COOTBETCTBUHM C TMpaBwiaMu odopmieHHus pekBuzuta 21 (B yacTu, OTHOCSIIEHCA K
pacnopsIUTEILHOMY TOKYMEHTY).

0) rpud yTBEpKICHUS;

JIist MOJDKHOCTHOM WHCTpYKIuu rpud yrBepxkaenus — cioBo «YTBEPXJIAIO»
nevaraetcs mponucHbIME OykBamu mpudrom Times New Roman kerens 14 0e3 kaBbluek
Y BBIPABHUBAETCS MO JIEBOMY Kparo OT TPEThEro mnosioxeHus tadynaropa (10 cm). Huxe
MeyaTaloTcs CTPOYHBIMM OyKBAMH, HayWHas C MPONUCHOW, HAMMEHOBAHHUE JOJIKHOCTH
WA, YTBEPXKIAIOMIETO JTOKYMEHT, HWXe ero uHuuuansl u (amwmus. Ilom Humum
npocrtapisercss aara. COCTaBHbIE YAacTH JAHHOTO PEKBU3HMTA TEYATAIOTCS Yepe3 OJAMH
MEXCTPOYHBIN UHTEPBAJ, HAIPUMED:
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YTBEPXIAIO
PexTop Mockosckoro [lonurexa
auynas noonucsy N.0. Gamunust

JJI mecan I'TTT r.

I'pud yTBepkIeHHUS JTOJDKHOCTHOW HWHCTPYKIMU HEOO0XoauMo ohopMIisiTh B
COOTBETCTBUHM C IIpaBUjiaMu opopMiieHUs pekBu3uTa 16.

B) BUJ| IOKYMEHTA;

Jliist monoxxenus (rmpaBwit, HHCTpYKIuK) Bua gokymeHTa (cioBo «IIOJIOKEHHUE
(«ITPABUJIA», «<MHCTPYKIIUS»)) neyaraercss MpONUCHBIMU OyKBaMH IOJTY>KUPHBIM
mpudToM Times New Roman kerenb 14 6e3 kaBbIUE€K U BHIPABHUBAETCSI 110 LICHTPY.

Hns  momkHOCTHOM MHCTpyKuu Bupj Aokymenta — «JOJIKHOCTHAS
NHCTPYKUUSA» neyataeTcs yepe3 2 MEKCTPOUHBIX UHTEPBaJa OT Tpuda yTBEP KICHUS
MPONMUCHBIMUA OykBamu TONykupHbIM mipupTom Times New Roman «kerenr 14 06e3
KAaBBIYEK U BBIPABHUBAETCS IO LIEHTPY.

Bun noxkymenta HeoOxonuMo o0QOpMIISTH B COOTBETCTBUM C IpaBUJIAMHU
odopmiieHus pekpusuTa 10.

r) Jata JOKyMeHTa (I TOJIOKEeHHs (TpaBHII, HMHCTPYKIUHU), O(DOPMIICHHOTO Kak
MPUIOKEHUE K TPUKA3y, 0POpMIIIETCA Ha IPUKA3E);

JlaToll [OJDKHOCTHOW MHCTPYKLIMM SIBIIIETCA Jara €€ yTBepkiaeHus. Jlaty
JOJIKHOCTHOM MHCTPYKIIMUA MOYKHO O(POPMIISITh KaK LIU(PPOBBIM, TaK U CIIOBECHO-LIU(DPOBLIM
CIIOCOOOM.

JlaTy JOKHOCTHOM MHCTPYKIMM HEOO0XOAUMO O(OpPMIISITH B COOTBETCTBUHU C
npaBuiamMu opopmieHust peksusuta 11.

1) PErUCTpalMOHHBIN HOMEp JOKYMEHTa (IJis MOJIOkKEHUs (TpaBuil, UHCTPYKIUN),
0(OPMIIEHHOTO KaK MPHIJIOKEHUE K MTPUKa3y, 0(OpMIISIETCS Ha MIPUKa3e);

PerucrpanmoHHbIii HOMEp JOJDKHOCTHON MHCTPYKIUMM HEOOXOAUMO O(QOpPMIISTH B
COOTBETCTBHHM C MpaBuyiaMu 0hopMIIeHUs pekBu3nuTa 12.

€) HaMMEHOBaHME JIN0O aHHOTALUS IOKYMEHTA (3ar0JIOBOK K TEKCTY);

HanmMenoBanune nub0 aHHOTaIMsl (3arojOBOK K TEKCTY) IMOJOXKEHUs (IpaBui,
WUHCTPYKIIMM) COCTAaBJISIETCSA JIMIIOM, MOATOTOBUBIIMM TPOEKT TMOJOXKEHUs (TpaBuI,
MHCTPYKIUH), U JOJDKHO KPaTKO U TOYHO OTPAXKaTh COAECPHKAHUE TEKCTA.

[Tonoxxenue (mpaBuiia, MHCTPYKIIHS ), 0POPMIIEHHOE KaK MPUITIOKECHHE K TPUKA3Y, KaK
MpaBUIJIO, UMEET HAUMEHOBAaHUE, KOTOPOE HAUMHAETCA C Mpeasiora «o (00)» W MUIeTcs
CTPOYHBIMH OyKBaMH.

HanmMeHnoBanue monoxeHusi (MpaBWJl, WHCTPYKLUMHU) T[E€YaTaeTcs 4epe3 OJHH
MEXCTPOUHBIM WHTEpBall OT peKkBu3uTa «Bun mnokymeHTta» cTpouHsiMH OykBamu 0e€3
KaBbIYeK MOMyXUpHbIM mpudTom Times New Roman kerens 14 u BepaBHHUBAeTCS 1O
LHEHTPY TEKCTOBOTO MOJIs, HAIIPUMED:

MHOJOXEHUE
0 MPOBeJIeHUH TeKYylero KOHTPOJIsl yCIeBaeMOCTH
U MPOMEKYTOYHOM aTTeCTAINH 00y4al0IMXCsH
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[lonoxeHue O CTPYKTYpHOM IIOApA3JEICHUM HMMEET HAaUMEHOBAHHME, KOTOPOE
HauyMHAaeTCs ¢ npeyiora «o (00)», HarpuMep: 00 yHpaBJeHHH 110 PadoTe ¢ MePCOHATOM.

JIOJDKHOCTHAsT MHCTPYKLMS MMEET HAMMEHOBAHHUE, KOTOPOE OTBEYAeT Ha BOIIPOC
«Koro?», HanpuMep: IJ1aBHOI0 CIEHAINCTA, 3AMECTUTE/IA HAYaIbHHKA 0T/AeIA.

HanMeHoBaHME NOJDKHOCTHOM MHCTPYKLIMM II€YaTaeTCsl IIOCIE BHJA JOKYMEHTa
CTpPOYHBIMH OyKBaMH O€3 KaBbIUeK MONykUpHbIM mipudTom Times New Roman kerens 14
Y BBIPABHUBAETCS I10 LIEHTPY TEKCTOBOIO ITOJISL.

HanmMeHnoBaHue moyoxkeHust (MpaBWJI, UHCTPYKLHH), COCTOSIIIEE W3 HECKOJIBKUX
CTpPOK, [1€4aTaETCs Yepe3 OJUH MEXCTPOUYHBII HHTEPBAJL.

HaumenoBanue mnonoxenust (MpaBuil, WHCTPYKLUH) HEOOXOAUMO OQOPMIATH B
COOTBETCTBHUH C 0(DOPMIICHHEM peKBU3HTA 18.

) TEKCT IOKYMEHTA;

B Tekcrax monoxeHui (IpaBui, UHCTPYKLMMA) TOJDKHBI YHOTPEOJIATHCS TOJBKO
OOLIENPUHSTHIE B PYCCKOM SI3bIKE 0003HAUEHUS, TEPMUHBI M COKPAILIEHUS.

[Ipu HEoOXOAMMOCTH YNIOTPEOIICHUS COKPAILIEHUS (COKPAILIEHHOTO HAMMEHOBAHUS ) B
TEKCT€ CHayaja MHIIETCS IOJIHOE HAauMEHOBaHWE, a 3aTéM B CKOOKax JaeTcsi €ero
COKpalieHue (COKpalleHHOe HaWMEHOBAHHUE), 3a HCKJIIOYEHHUEM OOIEeTPUHSITHIX
COKpAILICHUU.

B Ttekcrax mnosnoxkeHudd (mpaBui, HMHCTPYKUMKA) HAUMEHOBAaHUSA CTPYKTYPHBIX
MOJPA3ACICHNN, KOJUICTMAJIIbHBIX OpPraHOB  YHUBEPCUTETa M JIOJDKHOCTEM  HX
PYKOBOJMTEIIEH JOJDKHBI I1€4aTaThCd B COOTBETCTBUU C IPABUJIAMU HAIIMCAHUS 4acTed U
OTJIEJIOB OPTaHU3ALMH, TOJDKHOCTEN, YKa3aHHBIMU B ITpaBuiIax odopmieHus pekpusura 20.

Texct mnonoxenuss (mpaBWwi, HHCTPYKIUHM) U3JIAraercsi OT TPETbEro JMIA
€AMHCTBEHHOTO WJIM MHOKECTBEHHOT'O YUCJIA. B TEKCTE MCIOB3YIOTCS CI0BA: «IOJKEHY,
«caenyeT», «kHeo0X0IUMOY, «3aIlpeIlaeTCsy, «HE TOMYCKAETC», a TAKXKE II1aroJibsl B Gpopme
HACTOSIIIIEr0 BPEMEHHU, MPUIAIOIIME TEKCTY MPEANUCHIBAIOIINNA XapakTep, HampuMmep:
«YKa3bIBAIOTCS», «II€YATAOT» U T.J.

KoHcratupyromeil 4acTbl0 MONOXKEHUs (MPaBUJ, MHCTPYKIUMHU) CIYXKHUT pasienl
«O0mme TOJOXKEHUs», B KOTOPOM YKa3bIBaIOTCS OCHOBaHUSI pa3pabOTKH, OCHOBHOE
Ha3HAYeHHE HOPMATHMBHOTO aKkTa M cdepa ero pacmpoCTpaHEHHs, OTBETCTBEHHOCTH 3a
HapyILIEHNUE YCTAHOBJICHHBIX PABUIL

OCHOBHO# TEKCT MOJOKEHUS (IPABUI, HHCTPYKIMU) MOXKET JIETUTHCSA Ha pa3ielibl,
[IOIPa3IEIIbl, IyHKTHI U IIOJIYHKTHI.

Pa3niens! JOKHBI UIMETh HAa3BaHUsI U HyMEPOBAThCS apaOCKUMU LUPPaMHU.

[TonoxxeHne (npaBuia, UHCTPYKIMS) UMEIOT YHU(PUIMPOBAHHYIO CTPYKTYPY TEKCTA.

JIOMKHOCTHAs! MHCTPYKLMS paOOTHUKA BKJIFOUAET Pa3/iebl:

1. Ha3nayenue u o0aacTb IPUMEHEHMUS.

2. HopmaTtuBHOE obecnieueHue.

JlaHHBIN pa3Aen COAEPKUT MEPEYEHb TOKYMEHTOB (3aKOHBI M MHbIE HOPMAaTHBHbBIE
npaBoBble akThl Poccuiickonn @enepanun, YcTaB YHHMBEPCUTETA, IIOJIOKEHHS O
CTPYKTYPHOM NOJpa3J€iICHUU, MHCTPYKIUU, PEKOMEHAAIMM W TaK Jajee), KOTOPbIMU
pabOTHUK PYKOBOJCTBYETCS B CBOEH JESATEIbHOCTH.

3. OmpeneneHust U COKpALLIEHUS
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JlaHHBI pa3fen COAEpPKUT ONpENENCHUS M COKpAIICHMs, HCIIONb3yeMbIE B
JOJKHOCTHOM MHCTPYKITUH.

4, OOmue noJI0KEHUS

B paznene «OO0ume nonoxeHus» onpenensiercs TOUHOe HauMEHOBAaHUE JIOJKHOCTH
pabOTHMKA, Ha3BaHHWE JOJDKHOCTUM YKa3bIBa€TCS CTPOrO B TOYHOM COOTBETCTBUHU C
JNEUCTBYIOIIUM INTAaTHBIM pAaclHCaHUEM. JTO HEOOXOAMMO [JIsi ONpEeNeNieHUs poJid
JOJKHOCTH B KOHKPETHBIX YCIOBUAX ACSATEIBHOCTH Y HUBEPCUTETA, YPOBHS OIUIATHI TPyAa
paboOTHHKA, 3aMEMIAIOIIETO AOIKHOCTD, YCIOBUNM CTUMYJIMPYIONIUX BBIILJIAT, a TAKXKE IS
MPABUJIBHOTO PELIEHUS BOIPOCOB COLMAILHOTO o0ecnieueHrs. HaumeHnoBanue 10MKHOCTH
pabOTHHKA MOJDKHO OTPaXKaTh XapaKTep BBITIONHIEMOW UM paboThl. TOIBKO ompenenuB
HaVMEHOBAHHE JIOJKHOCTH, MOKHO PACKPBITh €€ Ha3HAYEHUE U ONPEICIUTh YPOBEHB IO
orJiaTe TpyJa pabOTHHKA, 3aMEIAIOUIET0 3Ty JTOJKHOCTb.

Kpome Toro, onpeznensiercss 10JKHOCTHOE JIHMIIO, KOTOpOE Ha3HauyaeT pabOTHUKA Ha
JOJIKHOCTh U OCBOOOXKIAET OT HEe.

Jlanee omnpezensercss NOAYMHEHHOCTh pabOTHUKA. B COOTBETCTBUU ¢ MpPUHIUIIAMU
yYIpaBJICHUS.

B 10JKHOCTHBIX MHCTPYKLMSIX PYKOBOJIUTEIEH BO3MOKHO yKa3aHUE HA HAJTUYHUE Y
pabOTHHKA MOTYNHEHHBIX.

B OJKHOCTHBIX MHCTPYKIUSAX PYKOBOAMTENICH COAEPM ATCSA yKa3aHHsl O MOPSIIKE
3aMeIleHHus] pa0OTHHKA B CIIy4ae €ro BPEMEHHOrO OTCYTCTBHUS (OTIYCK, JUIMTENIbHAs
KOMaHJIUPOBKa, 00JIe3Hb U TOMY 10J100HO€). Ecin HeT 4eTKux yka3zaHuil O JOKHOCTHBIX
JUIaX, BBIIOJHSIIOUIMX O00SI3aHHOCTU PYKOBOAMTENECH BO BpeMs MX OTCYTCTBHS, TO 3TO
Je30praHu3yer paboTy yupexiaeHus. Kpome Ha3BaHHOTO, JaHHBIA pas3fes COIEPKUT
[IEpEUYECHb JTOKYMEHTOB (3aKOHbI M WHbIE HOPMAaTUBHBIE IPABOBbIE aKThl Poccuiickoii
Qenepanny, YcTraB YHUBEPCUTETa, HWHCTPYKLIHUH, IIOJOXKEHUSA O CTPYKTYPHOM
NoJIpa3/ielIeHu, PEKOMEH/IAllMU U TaK Jajiee), KOTOPbIMU PaOOTHUK PYKOBOJCTBYETCS B
CBOEH JIeSITEIILHOCTH.

5. KBanmdukanmonusie TpeOOBaHUS.

CopeprxanueM pazzena « TpeboBaHus K KBaTu(UKAIUU) ONPENIEISI0TCS TPEOOBAHUS
K YPOBHIO 00pa3oBaHusl U CTaxy paOoTHHKA. J[aHHBIA pa3fen COACpKUT TpeOOBaHUS K
KBIM(PUKALIMHK 110 pa3psiiaM OIJIaThl TPYJa U COIVIACOBBIBAETCS C YIPABICHUEM T10 padoTe
C IIEPCOHAJIOM Y HUBEPCHUTETA.

6. JomxHOCTHBIE 00SI3aHHOCTH

Pa3nen «OcHoOBHBIE 3a/1a4H U 00513aHHOCTUY JOJKHOCTHOW MHCTPYKIIUU PACKPHIBAET
OCHOBHBIE 3a/1a4il paOOTHHUKA, BBITEKAIOIINE U3 3a/1a4 U PyHKIUN YHUBEpCUTETA.

[Tpu sTOM Hambosee TOYHO OMPENENeTCs COAEpKAaHME KOHKPETHOM 3a7aud WM
(yHKIIMH, BBIMOJIHEHUE KOTOPOU Bo3naraercst Ha paboTHuka. CieayeT OTMETUTh, YTO BCE
byakuu YHuBepcuTeTa, 0€3 HCKIIOYCHHS, PACTIPEACISIIOTCS MEXKIy paOOTHUKAMH,
BKJIFOYasi PyKOBOAUTEIEH OTIEIIOB, YIIPABICHUM.

Jlanee 3anmuchIBalOTCS] KOHKPETHBIE 00A3aHHOCTH pa0OTHHUKA, BBIIIOJIHEHUE KOTOPBIX
00ecIeunBaeT pelieHre NOCTaBICHHbIX Mepe HUM 3a/a4.

OO0s3aTenbHBIM B JIAaHHOM pasjielie SIBJsEeTCA MyHKT 00 00paboTKe MepCOHANbHBIX
JAHHBIX, TaKE MPU HATUYUU MUHUMYyMa paboT C HUMHU.

7. IlpaBa
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B paznene «IlpaBa» maercs mepeueHb NpaB, MPENOCTABISIEMBIX PAOOTHHUKY IS
YCIIEITHOTO BBINOJIHEHUSI BO3JIOKEHHBIX HA HEro JOJDKHOCTHBIX oOs3aHHOcTel. Ilpum
COCTaBJIEHUM 3TOTO pasjesia HEOOXOAMMO YUWUTHIBaTh (PUKCALMIO KOHKPETHBIX IPaB I10
HaIPABJICHUIO JEATENBHOCTH PabOTHHKA C Y4EeTOM cHenu@uku ero padortel. Yerkoe
OIIpe/IeNICHUE IIPAB CIOCOOCTBYET pa3pELIEHUIO CIOPHBIX BOIIPOCOB BO B3aUMOOTHOIIIEHUSAX
MEXy paboTHUKaMHu B YHuBepcutete. [Ipenocrabienue pabOTHUKY MpaB COCOOCTBYET
MOJIHOMY MCIIOJIHEHHUIO BO3JIOKEHHBIX Ha HEro 00s13aHHOCTEH.

8. OTBETCTBEHHOCTh

B nanHoM paszzgene naercs mepedeHb HapyUIEHHH, 3a KOTOpble paOOTHHK HECET
IIEPCOHAIBHYIO OTBETCTBEHHOCTb.

9. BzaumopaeiictBue

B nanHOM pasznene mnpomucheiBaeTcs 00JaCTh B3aMMOJEWCTBHS B HHTEpEcax
CTPYKTYPHOI'O IOJPA3JEIEHUsS MIPU B3aUMOOTHOLIEHUSAX C APYTHMMH HOJIPA3IEICHUSIMU U
CTOPOHHUMU OpraHU3aLMSIMU B IIpeieaX CBOUX KOMITETEHIIUH.

10 3akirounTeNbHBIC TIOJOXKEeHHS (CM. TiprtoxeHne Nol8)

11. CormacoBanue.

JlaHHO€ MPUJIO)KEHNE COAECPKUT BU3bI COTTIACOBAHUS JOKHOCTHOM MHCTPYKIIUH.

Texcr mnonoxeHuss (TpaBWil, HMHCTPYKUMHU) OTIENSETCS OT 3arojloBKa JBYMs
MEXKCTPOYHBIMH HHTEPBAJIaMH, ITeYaTaeTcsi peKoMeHryeMbIM mpudrom Times New Roman
Kereiab 14 yepe3 OJuH MEXCTPOUHBIM MHTEPBAJ OT HYJEBOIO IOJIOKEHHS Talynaropa
(JieBOi TpaHMIIBI TEKCTOBOTO TOJISI) W BBIPABHUBAETCS IO JICBOM M TMPaBOMl TpaHUIAM
TekcToBoro mnois. IlepBas crpoka kaxaoro adsana Ha4MHAETCS C MEPBOrO MOJOXKEHUS
Tadynstopa (1,25 cM) OT J1eBOM IpaHUIbl TEKCTOBOTO IOJIS.

TexcT nonoxeHus (IpaBuil, THCTPYKIIMK ) HEOOXOIUMO O(POPMIIATH B COOTBETCTBUU
¢ npaBuiamu opopmieHus pekBusuta 20.

3) MOANMCH JTOJHKHOCTHOTO JIMIIA,

[Tognuce AOMHKHOCTHOIO JHI[A COCTOMT M3 HAaWMEHOBAHMS JIOJDKHOCTH JIMIIA,
MOJMKUCHIBAIONIETO JAOKYMEHT, JIMYHOW MOJIMUCH, PACIIM(PPOBKHU MOIANUCH (MHULIHAAIHI,
bamunms).

[Toanuce oTaensercs OT TEKCTa JOKYMEHTA JBYMsI MEXKCTPOUYHBIMU MHTEPBAJIAMHU U
oopMJIsieTCA B COOTBETCTBUU C OPOPMIIEHUEM pPEKBU3UTA 23.

M) BU3a (U1 TOJI0KEHUs (TPaBUJI, MHCTPYKILINH ), 0QOPMIICHHOTO KaK MPHIIOKEHUE K
pUKa3zy);

CornacoBaHu€e IPOEKTOB JOKHOCTHBIX HHCTPYKLIUNA 0(OPMIISIETCS BU3OM.

Bu3ssl cornacoBanusi Ha MPOEKTAaX JOKYMEHTOB O(OPMIISIIOT HA 0OOPOTHOM CTOPOHE
IIOCJIEAHETO JIUCTA JJOKYMEHTA.

Kaxxnas Bu3a cornacoBaHus oTaensieTcs OT Apyroi | MeKCTpOUYHBIM UHTEPBAJIOM.

Busy cormacoBaHuss HeoOXoaumMo O(OPMIISITh B COOTBETCTBMM C IpPaBUIIAMU
oopmiieHHs peKBU3UTA 25.

K) HACHTU(DUKATOP TOKYMEHTA.

OtmeTky 00 wuaeHTU(UKATOpPE K TMOJOXKEHUIO (MIpaBWJIaM, WHCTPYKIIHSIM)
HE00X0MMO 0(OPMIISITh B COOTBETCTBUU C MpaBuiamu odopmieHus peksusuta 30.

4.3.4. TlonroroBka nmoJiokeHus (MpaBUil, MHCTPYKIIMH) BKIIIOYAET B CEOs:

a) M3y4CHHE CYIIECTBA BOMPOCa U COOP HEOOXOIMMBIX CBEICHHIA,
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[IpoekTbl  yKa3aHHBIX  JOKYMEHTOB  pPa3palaThIBAIOTCS  PYKOBOAHUTEISIMU
CTPYKTYPHBIX MOJpa3Je/ICHHi1 YHHUBEPCUTETA, HEMOCPEICTBEHHO 3aMHTEPECOBAHHBIX B
OPUHATHUM JTAHHOTO JIOKaJbHOI'O HOPMATHBHOTO aKTa, PpPETJIAMEHTUPYIOIIETO HX
NeSTeIbHOCTh, B COOTBETCTBHMM C TpeOOBaHUSIMU 3aKOHOJATeNbcTBAa Poccuiickoit
@enepanun, YcraBa Y HUBEPCUTETA M UHBIX JIOKAIBHBIX HOPMATUBHBIX aKTOB.

[IpoeKTBl TMONOKEHUI O BHOBb CO3JABAE€MbIX CTPYKTYPHBIX MOAPA3ACICHUAX
YHuBepcurera pa3padaTbIiBalOTCS PYKOBOAUTENSAIMUA 3TUX CTPYKTYPHBIX MOJIpa3eieHui B
COOTBETCTBUM ¢ mpuiioxkeHussMu 11 - 16 k Hactosmeit UHcTpykunn BMecTe ¢ MpoeKTaMu
JOJDKHOCTHBIX ~ MHCTPYKIMH  paOOTHUKOB  BHOBb  CO3/1aBAEMOTO  CTPYKTYPHOTO
noapasaesieHus (mpuosxkenue Nel8).

0) MOATrOTOBKA MPOEKTA MOJIOKEHMSI (MPABUIT, HHCTPYKIINH );

ObecnieueHne KaueCTBEHHOM MOJATOTOBKU MPOEKTOB MOJOXKEHUI TOKYMEHTOB U UX
COIJJaCOBAaHME BO3JIAraeTCs Ha PYKOBOIUTENIEH CTPYKTYPHBIX IMOAPA3AEIICHUN, KOTOPBIE
TOTOBAT MPOEKTHI.

[Ipu HEOOXOAUMOCTH BHECEHUSI U3MEHEHUH (JIOTIOTHEHUI) B MOJI0KEeHUE (MpaBuIa,
MHCTPYKIMIO), YTBEPKICHHOE MPUKA30M, pa3padaThIBae€TCs MPOEKT MpPUKa3a O BHECEHUU
M3MEHEHUH (JIONOJIHEHUIA) B IPUJIOKEHHUE K MPUKa3y 00 UX YTBEPKICHUH.

[Ipu HE0OXOAMMOCTH OTMEHBI JMOO MPU3HAHUM YTPATUBIIUM CHIIy JOKYMEHTOB,
YTBEPKICHHBIX TMPUKA30M, pa3padaThIBaeTCs MPOEKT NpHKaza 00 HX OTMeHe JHOOo
MPU3HAHUM YTPATHUBILIHMM CHIIYy MPUKa3a 00 UX YTBEPKICHUU.

Ecnu pazpabatbiBaeTcss HOBOE TMOJOXKeHUE (MpaBuiia, HWHCTPYKIHS) B3aMeH
CYILLECTBYIOILIEr0, YTBEPKIAEMOE IIPUKA30M, TO B OJJHOM M3 IIyHKTOB PAaCHOPSAUTEIbHON
yacTU MpuKa3a o0 YTBEP)KIECHUM HOBOW peAaKIUU JaHHOTO JIOKyMEHTa JOJDKHA
COJIEPKAThCS CChIJIKA HA YTPATUBILIUI CUITy IIPUKa3, KOTOPBIM OH ObLT yTBEPXKCH.

B) COIJIACOBaHME MPOEKTA MOJIOKEHUS (IIPABUII, THCTPYKIUH);

[IpoexTsl  mONOXEHUW (MpaBWil, WHCTPYKIMI) TMOAJIEKAT 00A3aTEIHLHOMY
BU3HPOBAHUIO JIMIIOM, OCYIIECTBIISIONIMM pa3pabOoTKy TMPOEKTa, COTIACOBAHUIO C
KYPHUPYIOILKUM IMPOPEKTOPOM, B COOTBETCTBHHM C MPUKA3aMHU O TIOJTHOMOYHUAX TPOPEKTOPOB,
PYKOBOJIMTENIEM CTPYKTYPHOTI'O MOAPA3AEICHHS], THBIMH 3aMHTEPECOBAHHBIMU JIMLIAMU, YbEO
JeSITeIbHOCTh 3aTparuBaeT pa3padaTbiBaeMblii IPOEKT.

Cpok corjiiacoBaHusi OJHUM JIMIOM HE JOJDKEH NPEBBIIATH 2-X padouux AHEH C
MOMEHTa TOJIYYEHHs] MPOEKTa IMOJOXKEHUs (IpaBWJl, UHCTPYKLMU) HA COIJIACOBAHME, JIO
Hayajia TPOIEAYphl COTJIACOBaHUS B 00SA3aTENBHOM IMOPSIKE TMPOEKT IMepeaaeTcs Ha
IPaBOBYIO (FOPUAMYECKYIO) SKCIEPTU3Y B IOPUIUYECKHUM OTAeN Y HUBEPCUTETA.

[Ipy DOpUHATHM JIOKAJIBHBIX HOPMATUBHBIX AaKTOB, 3aTParMBaroOllMX MpaBa
oOydaromuxcsi W  paOOTHUKOB YHHMBEPCHUTETA, YUYUTHIBAETCS MHEHUE COBETOB
o0y4Jaronuxcsi, COBETOB POJIUTENEH, PEICTABUTEIbHBIX OPraHOB 00YYaIOUIUXCs, a TAKKE
B IOPSAKE W B CIydassX, KOTOPBIE MPEAYCMOTPEHBI TPYIOBBIM 3aKOHOAATEIHCTBOM
Poccuiickoit @enepanuu, NpecTaBUTEIBHBIX OPraHOB PAOOTHUKOB.

') YTBEPKJICHHE MPOEKTA MOJIOKEHHUS (MPABUI, HHCTPYKIUH);

MOJIOKEHUSI O CTPYKTYPHBIX MOJpa3ieieHusX (Kpome oOpa3oBaTelbHbIX, HAYYHO-
UCCJIEIOBATENLCKUX MOJpa3feleHuii W (QuIMalioB) YTBEPXKAAIOTCS PEKTOPOM/BPHO
peKTopa/ 1.0. peKTopa,;
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YTBEpXKACHHE TMOJOXKEHHH o  ¢uiamanax, oOpa3oBaTeibHBIX H  HAY4YHO-
HCCIIEIOBATENIbCKUX MMOAPA3AEICHUSIX Y HUBEPCUTETA HAXOAUTCSA B KOMIIETEHIIUN YYEHOTO

COBETa Y HUBEPCUTETA;

[Io oOKkOHYaHMM MNPOLEAYPHl COIJACOBAaHUS MPOEKTA IOJIOKEHUS (IPaBHII,
UHCTPYKLMHU),  PYKOBOJIUTEIb  CTPYKTYpHOTO  MOJAPA3JEJICHUs,  BBICTYNAIOLIUN
MHUIMATOPOM €r0 NPHUHSTHS, HANpaBISET CIyKEOHYIO 3alMCKy Ha MM Ipelcenaress
YUEHOT'O COBETA Y HUBEPCUTETA JIMOO YUEHOTO CEKpeTaps (C 00sA3aTeabHbIM MTPHIIOKEHUEM
OyMaXHOrO0 BapHaHTAa COTJACOBAHHOIO MPOEKTa JIOKAJIbHOIO HOPMATUBHOIO AaKTa), C
IPOCHOO BKJIFOYMUTH B IIOBECTKY JHS 3aCEJAaHUSI YUEHOTO COBETAa Y HUBEPCUTETA BOIIPOC O
PAaCCMOTPEHMHM COOTBETCTBYIOLLIETO MpoeKTa JokyMeHTa. CiyxeOHas 3amucka o
BKJIFOYEHUH B NTOBECTKY JHS JOJDKHA HAIPAaBJIATHCA HE MO31HEe, yeM 3a 10 qHel 1o JaTel
3aCEeIaHnsl YYEHOIO0 COBETa YHHUBEPCUTETa, HA KOTOPOM IMPEANOJIAraeTcsi pacCMOTPETh
YKAa3aHHBINA IPOEKT.

[Tocne paccmoTpenus M 0100pEHUsST HA 3acelaHUU YUYEHOTO COBETa YHHBEpCUTETa
IIPOEKTa JOKYMEHTA, HA OCHOBAHUM BBIITMCKH U3 PELIEHUS] YUYEHOI'O COBETA, PYKOBOJUTEIIEM
CTPYKTYpPHOT'O HOJIpa3esieHUusi TOTOBUTCS MPOEKT MpHUKa3a 00 YTBEPKACHUM MOJOKEHUS
(mpaBWJI, MHCTPYKIUHU), C O0S3aTEIbHBIM NPUIOKEHHUEM YTBEPKIAEMOTO JIOKAIBHOIO
HOPMATHBHOTO aKTa.

1) perucTpanusi moJIokKeHus (MpaBuil, UHCTPYKIIUN).

[lognucanuele mMpuKa3bl 00 YTBEPKICHUU TMOJOKEHUN (MpaBU, WHCTPYKIIHIL)
PETHCTPUPYIOTCS KaK MPUKA3bl IO OCHOBHOM JI€SITEIbHOCTH.

4.3.5. Konmnu yTBEep ACHHBIX TMOJOKEHUH (MIpaBWiI, MHCTPYKIUI) PacChUIAOTCS B
COOTBETCTBUM C TMOPSJAKOM PACChUIKM MNPHUKA30B MO OCHOBHOM JEATEIBHOCTH IO
CTPYKTYPHBIM MOAPA3JIEICHUSIM BMECTE C MPUKA30M 00 UX YTBEPKICHUH.

4.4. TTporokomn

4.4.1. IIpoToKOI — JOKYMEHT, B KOTOPOM (DUKCUPYETCS X0 00CYk IACHHUS BOIPOCOB
U TIPUHATUS pEHICHUH Ha COOpaHMsIX, COBELIAHUSAX, KOH(MEpPEHIHUSX U 3aceAaHMsIX
KOJUIETHAJTLHBIX OPTaHOB.

[TpoTOKOTUPOBAHKIO TMOJICKAT 3aceJaHusl KaK TOCTOSHHO JEHCTBYIONIUX, TaK M
BPEMEHHBIX KOJUIETHAJILHBIX OpPraHOB YHHBEpPCHUTETa (COBETOB, KOMHCCHW, COOpaHU,
KOH(pEepeHIIMi U JIp.) M COBEIIaTeNbHas NEATEIbHOCTh YHHBEpPCUTETa (COBEIIAHUS Y
TOJDKHOCTHBIX JIUIT U PYKOBOJIUTEIIEH CTPYKTYPHBIX TOIPA3ICTICHUN).

4.4.2. IIpoTokonsl YHUBEPCUTETA U3AIOTCS:

a) oomue (mpunoxenue Nel9);

[TpoTokoI COEep>KUT, KpOME 0OCY TAEMBIX BOIIPOCOB U PEIICHUH, KPATKYIO 3aIHCh
BBICTYIUICHUN JOKJIAIUKOB.

dopma cocTaBlIeHHs MPOTOKOJA, SBOYHOTO JIUCTA, MOBECTKU JHS 3acelaHuii — B
npuinoxeHuu Nel9.

[TpoTokomMpoOBaHUIO TIOIEKAT 3aceaHus Kadeap, COBETOB, KOMUCCUH, cOOpaHUid,
KOH(EpEHITNH.

0) 3acenaHuii yueHoro copera YHuepcurera (nmpuioxenue Ne20);
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®opmbl  ohopmIIeHHSI TIPOTOKOJIOB 3aceaHWil Y4eHOTO0 COBeTa YHHUBEPCHUTETA,
CTEHOTPaMMbI, CIMCKA YJIEHOB YYEHOI'O0 COBETA, MOJYYUBIIUMX OKOJIJIETEHU AJI TalHOTO
roJIOCOBaHMsI, OroJuIeTeHs — B IpriioskeHuu Ne20.

4.4.3. TIpoTtokosl TeyaTraeTcsi Ha YTBEPXKJICHHOM OOIIEM MPOJOJbHOM OJlaHKe
YHupepcutera. YnorpebiieHue 0JJaHKOB IMPOU3BOJILHOM (POPMBI 3aIpeIacTcs.

44.4. TIpoTokoad [JOJDKEH HMMETh YCTAaHOBJCHHBIM KOMIUIEKC 0O0sI3aTelIbHBIX
PEKBU3UTOB W CTAOMIIBHBIN TTOPSJIOK UX PACIIOJIOKCHUS:

a) BUJ JOKYMEHTA;

Bun nokymenta (cioBo «ITPOTOKOJI») meuataercst yepe3 OJUH MEKCTPOUHBIHM
WHTEpBaJ OT HAWUMEHOBAHHWS YHUBEPCUTETA MPOMUCHBIMU OyKBAMH, TOIYKUPHBIM
mpudpTom Times New Roman kerenp 14 0Oe3 kaBblu€K W BBIPABHHUBACTCS IO LIEHTPY
TEKCTOBOTO TTOJIS.

Bun nokymenta HeEoOX0IMMO OQOPMIISIT B COOTBETCTBHU C TPaBHIIAMH
odopmiieHus peksusuTta 10.

0) 1ata TOKyMEHTa;

JlaToii mpoTOKONa SBISETCA JaTa 3acelJaHusi, COOpaHMs, COBEIIAHMS, KOTOpas
odopmIIsIETCS CIOBECHO-IIU(PPOBBIM CIIOCOOOM.

JlaTy mnpoTokoja HeoOXoaumMo OQOpPMISATH B COOTBETCTBUU C IMpaBWIaMU
odopmiieHust pekBusuTa 11.

B) PETUCTPAIMOHHBIA HOMEP TIOKYMEHTA;

PerucrpalilmioHHBIM HOMEPOM TIPOTOKOJIA SIBJIIETCSI €r0 TMOPSIAKOBBI HOMEP B
npejeNiax KaJeHIapHOTo/y4eOHOTo roja, MPUCBAWBAEMbIA OTIEIBHO MO KaXIOW TpyIIe
MPOTOKOJIOB. [IpOTOKOJIBI COBMECTHBIX COBEIIaHUM (COOpaHuil) TOHKHBI UMETh COCTaBHBIC
HOMEpa, BKIIIOYAIOIIME MOPSAIKOBbIE HOMEpa MPOTOKOJOB OpraHu3aluii, MPUHUMABIIUX
ydacTue B paboTe COBEIIaHUS.

PerucrpaiinoHHpiii HoMep MPOTOKOIa HEOOXOAUMO OGOPMIIATh B COOTBETCTBUU C
npaBmiiaMu opopMIIeHUs pekBu3nTa 12.

I') HANMEHOBAaHUE MO0 aHHOTAINS JOKYMEHTA (3ar0JIOBOK K TEKCTY);

HanvenoBanrem OO0 aHHOTAIMEl (3aroJIOBKOM K TEKCTY) MPOTOKOJA SBIISCTCS
HAaVMEHOBAHHME BHJla KOJUIETMAJIbHOM WJIM COBEILATEIbHON JEATEIbHOCTH (3acelaHus,
coOpaHus, COBEIIaHWS) W KOJUICTHAILHOTO OpraHa, KOTOPBIC MOJDKHBI CKIIOHSTHCS B
najieke, COOTBETCTBYIONIEM BUTYy IOKYMEHTA, HAIIPUMED:

ITPOTOKO.I
3a4CEIaHNs CYETHOM KOMUCCUHU YYEHOI'O COBETA

HavmMeHoBaHue MpoTOKOJia MevaTaeTcsl 4yepe3 OJMH MEKCTPOUYHBIM HHTEpBal OT
pekBu3nuTa «MecTo cocTaBieHHs (M3[AaHUS) TOKYMEHTa» CTPOYHBIMH OykBamu, 03
kaBbruek mpudrom Times New Roman kereins 14 1 BoIpaBHUBAETCS 10 LIEHTPY TEKCTOBOI'O
TIOJISL.

HanmMenoBanue nmpoTtokoia HE0OX0AUMO O(hOPMIISITE B COOTBETCTBUM C TIPABHIIAMH
odopmieHus pexkpusuta 18.

1) TEKCT IOKYMEHTA;

B Tekctax mpOTOKOJIOB COKpamieHHs (COKpalleHHbIE HAMMEHOBAHUS), a TaKXKe
HAaWMEHOBAHMSI CTPYKTYPHBIX MOAPA3ICICHNN, KOJUIETHAIBHBIX OPTAaHOB Y HUBEPCUTETA U
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JOJDKHOCTEM MX PYKOBOJUTENEH JOJDKHBI TEYaTaThCsl B COOTBETCTBUM C MpaBUIaMU
oopmieHnus pekBuzuTa 20 B 4aCTH, Kacarolleiicss HamMcaHusl COKPAIEHUH (COKpaIIEHHBIX
HAaUMEHOBAHUM ), YaCTeW U OT/AEJIOB OpraHU3aAIMH, JOJKHOCTEH.

TekcT mpoTOKOJIa COCTOUT U3 ABYX YACTEW: BBOJHOU U OCHOBHOM.

B BBOZIHOM 4acTH 3amIOIHSIOTCA CIEAYIOIINE PEKBA3UTHI:

npejacenareab WK NpeAce1aTebCTBYIOIINT;

CEKpeTaphb;

MPUCYTCTBOBAIIA — CIIMUCOK MPUCYTCTBYIOIIUX (SIBOYHBIH JIKCT);

MOBECTKA JHS;

JOKJIATYUKH MO KaXKJAOMY ITYHKTY MMOBECTKH JIHSI.

PexBusutsl «IIpencenarensy, «CexpeTapby medataroTcsi 0€3 KaBbIYEK OT TEPBOTO
nonoxeHus: tadbynsaropa (1,25 cm). B xonme crno «IIpencemartensy, «Cekperapby»
YKa3bIBAIOTCS MHUIMAIB W (QaMWINM  TPEACENAaTeNIbCTBYIOIET0O W CeKpeTaps
COOTBETCTBEHHO.

PexBuzut «llpucyrcTBOBaNM» MmedataeTcsi 0€3 KaBbIUYEK OT IMEPBOTO IMOJIOKECHUS
ta0ynsitopa (1,25 cMm). B konue cnoBa «lIpucyTcTBOBaJIM:» CTaBUTCA JIBOCTOUYHE
«KOJMYECTBO YEJIOBEK (SIBOUHBIN JTUCT MIPUIIATACTCS ).

Ha MHOrouncieHHbIX COOpaHUSIX YKa3bIBAIOT TOJILKO OOIEe KOJIMYECTBO UYETOBEK
(150 gemn.).

Ha coOpanusix, koH(pepeHUusAxX, cbe3lax, Ie MPUHATUE peuieHus Tpedyer
ONPEICIICHHOTO KBOPYMA, YKa3bIBA€TCS, CKOJIbKO YEJIOBEK JOJIKHO IMPUCYTCTBOBAaTh U
CKOJIBKO MPHIILJIO Ha 3aCEIaHUE.

Ecnu B 3aceganuu (COBEIIaHMM) MPUHUMAIOT YYacTHE MPEICTABUTETU Pa3HBIX
OpraHu3alNi, YKa3bIBa€TCsI MECTO PA0OTHI U IOJDKHOCTh KaXKJIOTO MIPEICTABUTEIIA.

BBogHas dYacTh MpoOTOKONA 3aKaHuMBaeTca noBecTkol  aHA.  IloBecTka
IIHSI — [IEPEYEHb pacCMaTPUBAEMbIX BOIIPOCOB, IEPEUUCIIEHHBIX B MOPSAKE UX 3HAYUMOCTHU
C YKa3aHHMEM JIOKJIQTYMKA M0 KaKJIO0MY MyHKTY oBecTku aHs. PexBusut «lloBectka mHs»
reyaraercs OT MepBoro noJioxkeHus tadymnsaropa (1,25 cm).

OcHoOBHasi 4acThb MPOTOKOJA COCTOUT W3 Pa3/IeNIOB, COOTBETCTBYIOIIMX MYHKTaM
MOBECTKHU JTHS.

Tekct KaXXJ10r0 paznena CTPOUTCSA o CXeMe:
CJIYITIAJIN — BBICTYTIUJIA — TIOCTAHOBWIHA (unu PEHINJIN).

Kaxnpii pasgen uMeeTr HOMEpP COOTBETCTBYHOIIMKA HOMEPY B IOBECTKE JHS.,
HaIpumep:

1. CJIIYILIAJIN:
1. BBICTVIIWJIN:
1. IOCTAHOBWJIN (unu PEHINIIN):

2. CJIVIIAJINA:
2. BBICTVYIINJIN:
2. IOCTAHOBWJIN (nnu PEIINIIN):

nT.AO.
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OCHOBHOE COJEpKaHUE JTOKIAI0B U BBICTYIIJICHUH TOMEIIAETCSl B TEKCTE MMPOTOKOJIA
WIN NIPUJIaraeTcs K HEMy B BUJIE OT/I€TIbHBIX MaTepUaJIOB.

JIOKYMEHT, yTBEPKIAEMbIi KOJIJIETHAIbHBIM OPTaHOM, MOXKET IIPUIIAraThCsl K TEKCTY
IIPOTOKOJIA, WK NIEPEIAaBAThCA 110 HA3HAUYEHUIO, UM XPAHUTBCS OTAEIBHO OT IPOTOKOJIA B
APYToOM JIETIe.

JIOKYMEHT, YTBEPKIAEMbIi KOJUIETHAILHBIM OPTaHOM, MPHJIAraeTCs K MPOTOKOIY.

Copep:xannie 0c000ro MHEHHS, BHICKa3aHHOTO BO BpeMs 00CYKICHHMSI, 3aITUChIBACTCS
B TEKCTE€ MPOTOKOJA IIOCJIE€ COOTBETCTBYIOIIETO MPOTOKOJBHOTO IOCTAaHOBJICHUS
(peenus).

PexBusutel «llpencenarensy, «CekpeTapby neyaTaroTcsl OT TPAHUIIbI JIEBOTO MOJIS.

PexBuszut «lIpucyrcTBoBanm» neuaraercsi 0e3 KaBblYEK OT MPAHULIbI JIEBOTO MOJISL.

TexcT npoTokona oTaensieTcss OT HAMMEHOBAHUS MPOTOKOJIA OJTHUM MEXKCTPOUYHBIM
UHTEPBAJIOM, ITeYaTaeTcs peKkoMeHayeMbiM mpudToM Times New Roman kerens 14 gepes
OJIMH MEKCTPOYHBIA HMHTEPBAT OT HYJEBOTO MOJIOKECHHs TaOyisiTopa (JIEBOW TpaHHIIBI
TEKCTOBOTO TOJIsI) M BEIPABHUBAETCS 110 JIEBOU M MIPABOM TpaHUIIAM TEKCTOBOTO TIOJISI.

TexkcTt mnporokoma HEO0OXOAUMO OQOPMIISITH B COOTBETCTBUU C MpaBUIIAMHU
odopmiieHus: pekBusuTta 20.

€) MOAMUCH JOHKHOCTHOTO JIHIIA;

[IpoToxon moAmMCHIBAaETCS MPEACEAaTeNbCTBYIOMUM Ha 3aC€AaHUNA M CEKPETapeEM.
[Tonnucu BriroyatoT B ce0s cinoBa «IIpeacenarensy, «Cekperapb» (0€3 KaBbIUEK), THUHBIE
MOJAMKCH, pacIMGPOBKY MOANMKUCEH (MHULIUAIIBI, (PaMUIIHHN).

[loanucu oTaensoTCs OT TEKCTa U JpYr OT Jpyra ABYMsI MEXCTPOUHBIMU
MHTEpBaJIaMU.

[loanuck mpoTokoiga HEOOXOAMMO O(OPMIISATE B COOTBETCTBUM C IpPaBUIIAMU
odopmiieHus pekBu3uTa 22.

) UIEHTU(PHUKATOP JOKYMEHTA.

OTtmeTky 00 wuaeHTH(UKATOpE K MPOTOKOIY HEOoOXOauMo o(OpMIsTH B
COOTBETCTBHHM C NpaBuiiaMu opopmiieHus peksuzura 30.

4.4.5. IloaroroBka MpoTOKOJIa BKJIKOYAET B CEOS:

a) cOop mMarepuasoB (T€3UCOB, TOKIATI0B, BRICTYIUICHHH U T.I1.);

CTpykTypHOE MNOApPA3ACIICHHE, HA KOTOPOE BO3JIOKEHA MOJATOTOBKA MaTEpHAJIOB
(Te3uCOB, JOKIAA0OB, BBICTYIUICHUH M T.I.) TIO BOMPOCAM IMOBECTKU JIHA, MPEJOCTaBISCT
yKa3aHHbIE MaTepHUalbl JIUIlY, OTBETCTBEHHOMY 3a O(pOpMIIEHHE TPOTOKOJIA, B HA3HAYEHHBIN
UM CpOK.

0) 3anuch nH(GOPMaLUU BO BpEMsl IPOTOKOJIUPYEMOTO MEPOTIPUSITHS;

3anuchk MHPOpPMAIMKU BO BPEMS IPOTOKOJIMPYEMOTO MEPOIIPUATHS OCYLIECTBIIAETCS
CEKpETapeM KOJUIETHMAJIbHOTO OpraHa, CeKperapeM, BbIOpaHHBIM Ha CcOOpaHuu,
[IOMOIIIHUKOM PYKOBOJAMTENS WM pPAOOTHUKOM, YIOJHOMOYEHHBIM PYKOBOJUTEIEM,
MPOBOASIIKUM IPOTOKOIUPYEMOE MEPOIIPHUSITHE.

B) o(hopmIieHHE POTOKOA;

[IpoTtokon cocTaBiseTcs Ha OCHOBAaHMM 3alCel, NMPOU3BEIACHHBIX BO BpEMs
COBeILlaHus (3ace/laHus), MPEeACTaBICHHBIX TE3UCOB, JOKJIAJ0B U BHICTYIUIEHUH, CIIPABOK,
MIPOEKTOB U JIp.
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OTBETCTBEHHOCTh 3a OQOpMJICHHE TMPOTOKOJIA BO3JAraeTcs Ha CEKpeTaps
KOJUIETHAJIBHOTO  OpraHa, CeKperapsi, BbIOpaHHOTO Ha coOpaHUM, IOMOIIHUKA
pyKOBOAMTENS WM paOOTHUKA, YINOJIHOMOYEHHOTO PYKOBOAMUTENIEM, MPOBOISIINM
MIPOTOKOJIMPYEMOE MEPOIIPUSATHE.

OdopmiieHre IpOTOKOJIa TOJHKHO OBITH 3aBEPILICHO HE TO3/IHEE TPEeX padounuX JTHEH
(B 3aBUCUMOCTH OT CPOYHOCTH NMOCTAHOBJICHUI) CO JHS MPOBEJAEHUS MPOTOKOIUPYEMOIO
MEpOTPUSTHUS.

I') MOJIMUCAHUE MTPOTOKOJIA;

[IpoTokOn MOAMUCHIBAET CEKpETaph WM TMOMOIIHUK PYKOBOAUTENS (pabOTHUK,
YIOJIHOMOYEHHBIA PYKOBOJUTENIEM ), U IPEAOCTABIISIET €0 HA MOJNUCH MPEICEAATEIIO WIH
MpEeACeNaTENbCTBYIOIIEMY TOTKHOCTHOMY JIUILY.

BHecenne n3MeHEHN U UCTIPABJICHUN B MOANKMCAHHBIA IIPOTOKOJ HE JOITYCKAETCS.

1) perucTpanus IpoTOKOJIA.

[ToaHOCTRIO O(DOPMIIEHHBIN IK3EMIUISP MPOTOKOJA PETUCTPUPYETCS U XPAHUTCS B
CTPYKTYPHOM MOJIpa3/ieJICHHH, OTBETCTBEHHOM 3a 0(hOpMIICHUE ITPOTOKOJIA.

4.4.6. CTpyKkTypHOE TIOJpa3jielieHue, OTBETCTBEHHOE 3a O(opMIICHHE MPOTOKOIIA,
OCYILIECTBIISIET 3aKa3 Ha U3rOTOBJICHUE KOMUI MPOTOKOJIOB U MOCIEAYIONIYIO UX PACCHUIKY
B CTPYKTYPHBIE TTO/Ipa3ACICHUSI.

[IpuHsITBIE peleHus TOBOJATCS 10 UCTIOTHUTENEH B BUJIE BBITTMCOK U3 MMPOTOKOJIOB.

Konuu npoToKoI0B WM BBIMUCKUA W3 MPOTOKOJIOB, 3aBEPEHHBIC 10 MOJHON dopme,
pU HEOOXOUMOCTH PACCHUIAIOTCS B 3aMHTEPECOBAHHBIC OPTaHU3AIMKA B COOTBETCTBUU C
YCTaHOBJICHHBIM MOPSJIKOM.

4.5. Ciy>xeOHOE THCEMO

4.5.1. CnyxebHoe MHCHMO (Jlajee — MHUCbMO) — JOKYMEHT, KOTOPBIA CIY>KHUT
CPEICTBOM OOLIEHUSI MEX]Yy YHHMBEPCUTETOM M OPTaHU3ALMIMU U YaCTHBIMU JIMIIAMH B
IPOLIECCE OCYIIECTBICHUS UX JAESTEIbHOCTH.

CnyxxeOHble M1ChMa, HAMPABIIIEMbIE HA UMSI PYKOBOJMTEIS BBILLIECTOSIIETO OpraHa,
MOJAMKUCBIBAKOTCS TOJBKO PEKTOPOM WJIM JIMLIOM BPEMEHHO 3aMEIIAIOIIKM €TO.

CnyxeOHble NHCbMa, HaNpaBiieMble  YHUBEPCUTETOM B  CTPYKTYpHbIE
MOJIPA3/ICNICHUs] BBINIECTOSIIUX OpPraHOB, MOJIUCHIBAIOTCS PEKTOPOM WA  JIULOM,
UCTIONHSIONUM OOS3aHHOCTH WJIM TPOPEKTOPAMU/TUPEKTOPAaMH TI0 HAMpaBICHUIO B
COOTBETCTBHUH CO C(Hepoil OTBETCTBEHHOCTH.

CrnyxeOHble TUChbMa, HallpaBJsieMble Y HUBEPCUTETOM B aJIpec APYrUX OpraHu3anui
U TpaXk/iaH, MOJIMCHIBAIOTCS PEKTOPOM, MPOPEKTOPAMU/IUPEKTOPAMH 10 HAMPABICHUIO B
COOTBETCTBHUH C MEPEUHEM KOOPAMHHUPYEMBIX MOJIpa3feiecHull, cepoit OTBETCTBEHHOCTH,
NENeTUPyeMbIMU MM OpPraHU3AIMOHHBIMU TOJHOMOYMSMU W TOPSAKOM 3aMEIleHHUs,
YTBEPK/1a€MbIMU MTPUKA30M PEKTOPA WJIM UHBIM JIOJDKHOCTHBIM JIUIIOM Y HUBEPCUTETA.

4.5.2. CnyxeOHble MHCbMa JENATCS Ha BUIBL:

1. Ilo ¢pyHKIIMOHATTEHOMY TPU3HAKY:

a) m1chbMa, TPeOYIOIIME MHUCbMa-0TBETA (ITPEAIOKEHUS, 3aIIPOCHI, IPOCHOBI);

06) nucema, He TpeOyolue NUChMa-OTBeTa (MOATBEPXKACHUSA, HAIIOMUHAHUS,
peIynpexaeHNs, U3BEIICHNS, PUTJIALICHHs], COIPOBOJUTENIbHbIE TUChMAa, TApAaHTHITHbIE
nucbMa, nHOOpMaIMOHHBIC (PEKIaMHBIC) TMCHMA).
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2. I1o conmepkateTbHOMY MPU3HAKY:

a) UHUIIMATUBHBIE MMHChMa;

0) OTBETHBIC MHCHMA.

Cny>xeOHble miUchMa Y HUBEPCUTETA TOTOBSITCS:

KaK OTBETHl O BBIMOJHEHUHM MOpy4YeHUH MHUHHUCTEpcTBa 00pa3oBaHUS M HAYKH
Poccuitickon Oenepanumy;

KaK OTBETHI Ha 3alIPOCHI Pa3IMUHBIX OpraHU3aIui U YaCTHBIX JIUIL;

KaK MHHUIIMATUBHbBIC MHChMA.

4.5.3. [lucema, agpecoBaHHbBIE BBHIMIECTOSIIIMM OpPTaHaM, OPTaHU3AIMSIM W YaCTHBIM
munaM B Poccuiickoit @enepanuu v aipecoBaHHbIE 3apyOeKHBIM OpTraHU3aIisIM U YaCTHBIM
JUIaM, TOJDKHBI TTeYaTaThCsl Ha YTBEPKACHHOM OJIaHKE MUChMa Y HUBEPCHUTETA.

YnotpebiaeHue 6J1aHKOB MPOU3BOILHON (POPMBI 3aMPENIACTCS.

4.5.4. TIuceMo JOJKHO UMETh YCTAaHOBJICHHBIM KOMIUIEKC 0053aTeNbHBIX PEKBU3UTOB
Y CTaOUJIbHBIN TTOPSIOK UX PACTIOJIOAKEHUS:

a) 1aTa JTOKyMEHTa;

Jlata muchbMa — jJaTta ONPUHATUS pelleHus, 3aukcupoBaHHOTO B Tekcrte. JlaToit
MUChMa SIBJISIETCS J]aTa €ro perucTpaluu.

JaTty nuceMa HeoOX0AUMO OQOPMIISITH B COOTBETCTBHH € MPABMIAMH O(OPMIICHHUS
pekBusura 11.

0) perucTpallMOHHbIM HOMEP TOKYMEHTA;

PeructpallmoOHHBIM ~ HOMEpPOM  TUCbMa  SBJSIETCS  TMOPSAKOBBIA  HOMED,
MIPUCBAaBAEMbIl U3 PETHCTPALMOHHOTO MAacCHMBa B MpPEAeNax KaJeHIApHOTO roja u
JOTIOJIHEHHBIM MHAEKCOM JIeJla 10 HOMEHKJIAType JeJ CTPYKTYpHOrO MOApa3AciICHUs, B
KOTOPOM XPaHUTCS KOIHUS MUCbMA.

Perucrpaiiionnpiii HOMEp MUCbMa HEOOXOAUMO O(OPMIISITH B COOTBETCTBUH C
npaBuiIamMu opopMieHus: pekBu3uta 12.

B) CCBUJIKA HAa UCXOJISAIIMNA HOMEP U JIaTy JTOKYMEHTA aJIpECaHTa;

CCBUIKY Ha MCXOISIIMN HOMEpP M Jary JOKYMEHTa aJpecaHTa HEOOXOAUMO
0o(OPMIISITH B COOTBETCTBUH C TIPaBHIIaMK 0(hOpMIICHHSI peKBU3HTA 13.

r) ajpecar;

[T1cbMO HE TOMKHO COAEPKATH 00JIee YETHIPEX aIPECaTOB, MPU ATOM CI0BO «Kormush»
mepea BTOPBIM, TPETbHM, YETBEPTHIM ajpecaraMH He yKas3biBaloT. [Ipu Oonbirem
KOJIMYECTBE a/IPECATOB COCTABJISIIOT CIIMCOK PACCHUIKM MUChbMa M Ha KaXKJIOM AK3EMILIApE
MMChMa YKa3bIBAIOT TOJILKO OJHOTO aJipecaTa.

[Ipu appecoBaHnU MUCHhMA JOJDKHOCTHOMY JIMILY €r0 MHULIMAIBI YKA3bIBAIOT MEPE
bamunmei.

Homnyckaercs nepen paMuiuel, MMEHEM, OTYECTBOM YIOTPEOICHHE COKPAIIEHHOTO
oOpailieHust «r-Hy» (TOCIOJIMHY), «T-3Ke» (TOCIOoXkKe), «Tp.» (FpakaaHUuHY, TPaXKIaHKE).

B 3apyOexxHoil mepernucke cieayeT ynoTpeOJsiTh TOJIbKO MOJHOE HAUMEHOBaHUE
ajpecara, BKIIIOYAIOIee B ce0sl 00OpalleHne «rOCIOANH», «rOCTIoXKa» U (pamunuio (MM,
bamununio).

PexBu3utr «Agpecar» pacrnojiaraloT B IPAaBOM BEPXHEM YIJIy I[EpPBOro JIHCTa
JIOKyMEHTa OT BTOPOTO MOJOXKeHUs Taldynsaropa (9 cMm), BeIpaBHHUBAs 1O JICBOMY Kparo
CaMOW JUIMHHOM CTPOKH.
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AnpecoBaHue mHCbMa HEOOXOAUMO O(OPMIIATH B COOTBETCTBUU C MpaBUIIAMHU
oopmiieHus: pekBu3uTa 15.

1) HaMMEHOBaHME JIN0O aHHOTALUS IOKYMEHTA;

HanmMenoBanue 1100 aHHOTAIUS (3ar0JI0BOK K TEKCTY) MHUChbMa COCTABIISIETCS JIUIOM,
TOTOBAIIMM MIPOEKT MUChMA, U I0JHDKHO KPAaTKO U TOUHO OTpaXkaTh COJEPIKAHUE TEKCTa.

[TuceMO TOMIKHO UMETh HAMMEHOBaHKE, KOTopoe HaunHaeTcs ¢ npeaiora «O (O0)».
Hanpumep: O npoBeaenuu ..., O6 ygactuu ..., O npuoOpereHut ..., O paCTOpKEHUH ... .

HanMenoBanne mnuchMa medaraeTcs depe3 JBa MEXKCTPOUHBIX HWHTEpBaja OT
pekBu3nUTa «AzpecarT» CTPOYHBIMU OyKBaMM, HadWHasi C TMPOMUCHOM, 0€3 KaBhIUEK
oObryabIM mIpudTOoM Times New Roman kerens 14 ot neBoi TpaHUIIBI TEKCTOBOTO TOJIS.

HaumeHnoBanue nucpma, COCTOSIIEE U3 HECKOJIBKUX CTPOK, NIEYAaTaeTCs uepe3 OANH
MEXKCTPOUHBIN UHTEPBAJ.

HanmMenoBanne nuchbmMa HEOOXOIUMO OQGOPMIISITH B COOTBETCTBUU C IPaBUIAMHU
odopmiieHus: pekBusuTa 18.

€) TeKCT IOKYMEHTA;

Texer muchbMa JODKEH OBITH JAKOHWYHBIM, TOYHBIM, HCKIIOYATh BO3MOYKHOCTH
HEOJIHO3HAYHOTO TOJIKOBAHMS, a TAaKK€ HEUTPAIbHBIM IO TOHY W HE COJAEpKalluM
AMOLHOHAIIBHON OKPACKHU.

TexcT oTBETHOrO MUChMA JIOJDKEH TOYHO COOTBETCTBOBATH JAHHOMY IMOPYUYEHHUIO,
MOCTYMUBIIEMY 3aMPOCY, YKA3aHUIO MO UCIOJHEHUIO TOKYMEHTA (PE30JIOLHH).

Texkcr nuchbma, Kak MPaBUIIO, TOHKEH KAacaThCsl OJHOTO BOMPOCA MM HECKOJIBKUX
BOIIPOCOB, €CJIM OHM B3aMMOCBSI3aHBI U OYJyT paccCMaTpUBATHCA B OJIHOM CTPYKTYPHOM
NOJIpa3/IeJIeHuu Opraiu3anuu aapecara. Eciu Heo0X0aumMo 00paTuThCs B OpraHU3aUIo 110
HECKOJBKUM Pa3HOPOAHBIM BOIIPOCAM, TO HEOOXOJUMO COCTABJISTH OT/IEIbHBIC MHChMA IO
KaKJIOMY U3 HHX.

CnyxxeOHOe THUCHMO, HAMPAaBIIEMOE BHYTPHU CTpPaHBI, COCTABJISETCS HA PYCCKOM
s3bike. [lnceMa, HampaBisiembie 3apyOeKHBIM MapTHEPAM, MOTYT COCTABIISITHCS Ha SI3BIKE
CTpaHBbI aapecara, Ha PyCCKOM WJIM aHTJIMHCKOM SI3bIKaX.

B Tekcrax nmuceM AOKHBI yHOTPEOIATHCS TOIBKO OOIICTIPUHSITHIE B PYCCKOM SI3BIKE
0003HAYECHHUS, TEPMUHBI U COKPAILICHUSI.

[Tpu HEOOXOAMMOCTH YyHOTPEOICHHS COKpAIEHUs (COKPAIIEHHOTO HAMMEHOBAHU ) B
TEKCT€ CHayaja MUIIETCS I0JHOE HAWMMEHOBAHHWE, a 3aTeéM B CKOOKax [aeTcs €ro
COKpaleHue (COKpallleHHO€ HAaWMEHOBAaHHWE), 3a HUCKIIOYEHUEM  OOIIEIPUHSITHIX
COKpAIllCHUU.

B Tekcrax muceM HaMMEHOBAaHHS CTPYKTYPHBIX MOIPA3ACICHUM, KOJIETHAIbHbBIX
OpraHoB YHHUBEpPCUTETa M JOJDKHOCTEW HX PYKOBOJUTENECH HOJDKHBI IeYaTaThCs B
COOTBETCTBUM C IpaBUJIaMU HAIMCaHUS 4YacTed M OTIEJIOB OpraHu3allyd, JOJKHOCTEH,
yKa3aHHBIMU B MpaBuiiax opopmieHus: peksuszuta 20.

Texct mucbMa u3naraeTcsi OT TPEThEro JMIa €IMHCTBEHHOTO YHUCJa WJIU MEPBOro
JUIa MHOKECTBEHHOT'O YHCIIa, HAPUMED:

«@PenepallbHOE TOCYIAapPCTBEHHOE OIOJKETHOE O00pPa30BaTEIbHOE YUPEKIECHHUE
BhICIIErO0 oOpa3oBaHusi «MOCKOBCKHI TONUTEXHUYECKUH yHHMBEpCUTET» (mamee —
MockoBckuii [Tomutex) paccmorpeno Baii 3anpoc (mucbmo ot JJJI.MM.ITTT Ne 01/23456)
¥ COOOIAET. ..» U T.IL.
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TekcT nuchMa, Kak MPaBUII0, COCTOUT U3 CISAYIONINX OCHOBHBIX YaCcTEH:

a) oOparieHue;

[Ipu oOpamiennu k ajapecaTy YUHMTBIBAETCS €ro Ciy)keOHoe MojiokeHue, cdepa
nestenbHocTH. Hanbomnee yacto ynorpebiasieMbiMu popMaMu 0OpaIlleHHs SBIISIOTCS

YBaxxaemsiit Cepreii [lerpoBuu!

VBaxkaemas JIronmuia JleonngosHa!l

VYBaxkaembie Tocmoma! (YmorpeOmisieTcsi, KOTJja HEM3BECTHBI MMEHA IMOTydaTeseH
MHUCbMA).

YBaxkaeMble KoJuieru!

[Ipu oOpaieHnn K BBICIIMM JIOJDKHOCTHBIM JIMLIaM OpPraHOB BJIACTH, JACIyTaTaM,
npe3ujieHTaM (mpeaceaaTensiM) o01ecTB, KOMIIAHUN, GUPM, a TaKKe K TyXOBHBIM JHIIAM
pPa3IMYHBIX BEPOMCIOBENAHUNA MPHUHATO OOpallleHHEe C YKa3aHWeM JIOJKHOCTH 0e3
damunuu.

0) BcTymuieHue (000CHOBaHUE);

Bo Bcrymienun ¢Gopmynaupyercs TeMa MNHCbMa, OOBICHAOMIAs MPUYUHBL €ro
HarnucaHus. BeTynnenue MoXXeT coaepKarh:

CCBUIKY Ha JOKYMEHT (OpraHM3allMOHHBIM, pacCHOpPSIUTENbHbIN, HOPMATHUBHBIM,
JOTOBOPHBIN, HHPOPMAILIMOHHBIN WU CIIPAaBOYHO-AHATIUTUYECKUM) U (UJIN) €ro OT/EIbHbIE
IYHKTBI, TOCITYKUBIINE IOPUINIECKUM OCHOBAaHUEM WM ITIOBOJOM JUJISl [TUCHMA;

KOHCTaTaluio (pakTa, COOBITHS, CIOKUBILIEHCS CUTYALIUH.

B) OCHOBHOE COJIEpKaHUE;

OcHOBHOE cojiepKaHUE MUCbMa HauyMHAKOT ¢ ab3auna. B ocHOBHOM cojaep:kaHUU
nUChbMa MPUBOAAT ONUCAHUE COOBITUS WJIM CUTyallud, UX aHajiu3 U HPUBOAUMBIE
JI0Ka3aTeIbCTBA.

T') 3aKJIFOYCHUE.

3axiroueHre MuchMa HAYMHAIOT ¢ a03ara. 3aKII0YeHNE MPEACTABISET COOO0M BBIBOIBI
B BHJIC TIPEIJIOKEHUI, MHCHHH, TpeOOBaHUH, MPOCKO, OTKa30B, HATTOMUHAHUM.

Tekcr otnenseTrcs OT HAUMEHOBAHUS NMUCbMa OJIHUM MEXCTPOUYHBIM HMHTEPBAJIOM,
nevaraercs pekomeHayembiM mpudrom Times New Roman kerems 14 yepe3 omuH
MEXCTPOUHBI HWHTEpBal OT HYJIEBOTO TMOJIOKEHUA TaOymsaTopa (JIEBOM TpaHHIIbI
TEKCTOBOT'O IIOJIS1) M BBIPABHUBAETCS IO JIEBOM M IMpaBOW IpaHUIIAM TEKCTOBOIO IOJIS.
IlepBas cTpoka Kaxaoro ad3ala HAUMHAETCS C IEPBOrO MosokeHus Tadynsaropa (1,25 cm)
OT JIEBOW I'PaHUIbI TEKCTOBOTO IOJISL.

TexcT nucemMa HEOOXOAMMO OPOPMIIATH B COOTBETCTBUU C IPaBUIaMU O(OPMIIEHHUS
pexBusura 20.

) OTMETKA O HAJIMYUU MPUIIOKEHUIH;

CrnoBo «IIpunoxenue:» medataeTcsi HEXHUPHBIM MIPU(TOM CTPOUYHBIMH OYyKBamH,
Ha4yMHasl C IPOIMCHOM, OT JIEBOM I'paHULbl TEKCTOBOIO IOJISI U CTABUTCS ABOETOYHE.

OTMeTKa 0 HaJTM4YMK MPUIOKEHUS OTIAEISIETCS OJHUM MEXKCTPOUYHBIM MHTEPBAIAMHU
OT TEKCTa MUChMa.

CnoBo «IIpunoxenue» HE3aBUCHUMO OT KOJWYECTBA NPWIOKEHUN MHIIETCS B
€AMHCTBEHHOM YHCJIE.
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MHoOrOCTpOUHbIE HAaWMMEHOBAHHWS JIOKYMEHTOB, YKa3aHHBIX B MPHUJIOKEHUH,
NeYyaTaroTCcsl Yepe3 OJJUH MEXCTPOUYHBIN UHTEPBAJ.

CrpaHulpl NUChMA U KAKIOTO U3 MPUIIOKEHUN K HEMY HYMEPYIOTCSL OT/ACIIBHO APYT
OT Jpyra Kak CaMOCTOSITEeJIbHbIE JOKYMEHTHI. [IuchMa HyMepyloTcs HauuHasi CO BTOPOU
CTPAHMUIIBI.

OTMeTKy O HaIWYUU MPWIOKEHUS K MNUCbMY HEo0XoauMo oQopMIsSTh B
COOTBETCTBHH C MpaBHIaMu 0popMIIeHUsI peKBU3HTa 21 (B 4aCTH, OTHOCAILEHCS K TUCBMY ).

3) HOJMUCH JOJKHOCTHOTO JIULIA;

[loanuck ciy)xeOHOrO NHCbMa COCTOMT M3 HAMMEHOBAaHUS JOJDKHOCTH JIUIA,
MOAMKUCHIBAIOIIETO OKYMEHT, JUYHOW TMOJIMUCH, PACHIU(POBKU MOIMUCH (MHUIIMAIIBI,
bamuus).

HaumenoBanue JOKHOCTH JIMIA, TOAMMCHIBAIOLIETO CIYy)KEOHOE MHUCHMO,
reyaTaeTcsi OT JICBOW TpaHUII TEKCTOBOTO TOJIS, MHUIMAIBI U (aMIIIdsg — OT IPaBOM
rpaHuIbl TeKCTOBOTrO Todsi. lloanmuce oTaensieTcs OT TEKCTa MHChMa WM OTMETKH O
HAJUYHMH TPUIIOKEHUS TBYMS MEKCTPOUYHBIMU MHTEPBATAMH.

[loanuce cayxebHOro mnucbMa HEOOXOIUMO O(GOPMIIATH B COOTBETCTBUU C
npaBuiIaMu 0pOpMIICHHUS PeKBU3HTA 22.

1) BU3a,;

Bu3bl cornacoBaHusi Ha MPOEKTE CIIy)KEOHOro MUChbMa O(QOPMIISIIOT PYKOMHCHBIM
CrocoOOM B HW)XHEH YacTH JIMIEBOM CTOPOHBI KOMHUHU TMHChMA, BBIMOJHEHHOW Ha
CTaHAapTHOM Jcte Oymaru opmara A4.

Bu3sbl cornacoBaHus C1y»Ke€OHOTO MUCbMa HEOOXOIUMO OPOPMIISITH B COOTBETCTBUH
¢ npaBuiIaMu 0(OpMIICHHUS peKBU3KUTA 24 (ODKHOCTD, MOAMKCH, paciindpoBKa, 1ara).

K) OTTUCK II€YaTH;

OTTHuCK TIeyaTH Y HUBEPCUTETA IPOCTABIIACTCS Ha CIIyKeOHbIe TUChMa (DMHAHCOBOTO
XapakTepa U MUchbMa, CoiepKaIiie 00s3aTeNIbCTBA.

OTTHCK TeYaTd HeOoOXOJWMO TPOCTaBISATH B COOTBETCTBUU C MpaBUJIAMHU
odopmIICHUSI pEKBU3HTA 25.

J1) OTMETKa 00 UCIIOJHUTEE;

OTmeTKa 00 UCTIOTHUTENE B CIIy’KEOHOM MUChME COCTOUT U3 MHHUIIMATIOB, (haMUITNN
u HoMmepa TenepoHa pabOTHHKA CTPYKTYpPHOTO TMOIpa3felieHus, SBISIOIIETOCS
HEMOCPEJACTBEHHBIM HCIIOTHUTEIEM U MOATOTOBUBIIUM TEKCT MHUCHMA.

OTtMmeTKy 00 HCHOJHHUTENE B CIY)KEOHOM MHCbME MMEYaTaloT OT JIEBOW T'PaHUIIBI
TEKCTOBOT'O TOJISI B HMKHEH 4YacTW MUChbMa Ha JUIEBOM WM OOOPOTHON €ro CTOpOHE
HexkupHBIM HiprudTom Times New Roman kerens 9 uepe3 ouH MEKCTPOUYHBINA HHTEPBAJL.

OTtMeTKy 00 HCHIOJHUTENE B CIY>)KEOHOM NHUChME HE00XoauMo OhOopMIIATH B
COOTBETCTBHHM C MpaBuyiaMu 0opMIIeHUs peKBU3UTa 27.

M) UJACHTU(PUKATOP JOKYMEHTA.

OTMeTKy 00 uaeHTHU(hUKATOpE K CIy>KEOHOMY MUCBMY HE0OXOIUMO O(QOpMIIATH B
COOTBETCTBUH C MpaBuiamMu opopmienus peksuzuta 30.

45.5. Ilpu odopmienun mnuchkMa Ha JBYX U 0Oojee CTpaHHMIIAX BTOpas W
MOCIICAYIOIUE CTPAHUIBI HYMEPYIOTCS MOCEPEIMHE BEPXHEro MOJs JIMCTa apaOCKUMU
nudpami.

4.5.6. CnyxeOHOE MTUCHMO, MOAMMCHIBAEMOE PEKTOPOM Y HUBEPCUTETA COBMECTHO C
PYKOBOIUTENSIMUA JAPYTUX OpraHu3anui, ohopMisieTcss Ha CTaHJApTHOM JMcTe Oymaru
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dopmara A4. [lpu 3TOM naHHBIE O HAUMEHOBAHUM OPTaHW3AIlMU, TTOAMKCABIICH MHUCHMO,
BKJIFOUAIOTCSl B HAMMEHOBAHUE JTOJKHOCTH B pekBU3HUTE «[loAnuch 1OMKHOCTHOTO JHIIaY.

4.5.7. IToaroroBka c1y>kK€OHOr0 MUChMa BKJIFOYAET B CEOSI:

a) M3y4eHHE CyIIECTBA BOMpoca U cOOp HEOOXOAMMBIX CBEJCHUIA;

[IpoekThl ciTy>keOHBIX MHCEM pa3padaThIBAIOTCS CTPYKTYPHBIMHU MOAPA3ACICHUIMU
10 MOPYUYEHHUIO PEKTOPA, TPOPEKTOPOB/ AUPEKTOPOB 1O HAIIPABJICHHUIO HJIA IO COOCTBEHHOM
WHUIIMATUBE HA OCHOBAHUHU COOTBETCTBYIOIIETO JOKYMEHTA.

[lepen pa3paboTKOii TPOEKTa CIY>KEOHOTO THChMa TIIATEIBHO W3YYaAIOTCS
3aKkOHoarenbHble akThl Poccuiickonn ®denepaunu, JOKAIbHBIE HOPMATHUBHBIE AKTHI
VYHuBepcutTera, ITOKYMEHTBI, SIBISIIONIMECS OCHOBAaHUEM I MOATOTOBKH IHMCbMa U
MpeabIayIas Nepenucka 1o ykazanHomy Bompocy. [lepen pazpaboTkoii mpoeKkTa OTBETHOTO
CIIy’K€OHOTO TMHChMa, KpPOME TOro, TINATEILHO W3Y4YaeTCs TOCTYIUBIIMNA 3aIpoc,
MIpeIIOKEHHE, MPOCKOAa.

0) MOJrOTOBKA MPOEKTA CIIYKEOHOTO MUChMA;

OOGecrieueHre KauyeCTBEHHON TMOATOTOBKM IIPOCKTOB CIYKEOHBIX IHCEM M HX
COrJJaCOBAaHUE BO3JIAraeTCsi Ha PYKOBOJUTENECH CTPYKTYPHBIX MOAPA3/AENICHUN, KOTOPhIE
TOTOBSIT IPOEKTHI CITY>KEOHBIX MTHUCEM.

CpOKH MOATOTOBKH OTBETHBIX MUCEM YCTAHABIMBAIOTCS HOPMATUBHBIMU ITPABOBBIMU
aKTaMU WIM YKa3aHUSIMU 10 UCIIOJTHEHUIO IOKYMEHTOB PEeKTOpa Win npopekropa. Cpoku
MOJATOTOBKM WHUIIMATUBHBIX MHCEM OMNPEICIAIOTCA PYKOBOAUTEISIMUA CTPYKTYPHBIX
nojapasiesnieHuid, B cooTBeTcTBUM C llomokeHreM 00 oOpraHu3aluu KOHTPOJS 3a
WCIIOJTHEHUEM JIOKYMEHTOB, YTBEPXKJIEHHBIM IPUKA30M pEKTOpa YHHUBEPCUTETA OT
12.12.2016 Ne 436-O/1.

B) COIIACOBAHUE MPOEKTA CIY>KEOHOTO MUChMa;

[IpoekT  cmyxeOHOro THUChMa  BHU3BHPYET  PYKOBOJWUTENh  CTPYKTYPHOTO
MO/Ipa3/iesIeHus, BHOCSIIIETO MPOEKT MUChMa. B cilydae MoATrOTOBKU MPOEKTA CITYKEOHOTO
MUChMa COBMECTHO HECKOJBKUMHU CTPYKTYPHBIMH TMOJpa3JeICHUSIMH, PYKOBOJIUTEIb
Ka)XJI0T0 CTPYKTYPHOT'O MMOJIpa3/ieSIeHUs] BUSUPYET MPOEKT.

I') MOJIMUCAHUE TTPOCKTA CIYKEOHOTO MUChMa;

[IpoekT  cmyxeOHOrO nMchMa  MOJAETCS Ha  TOAMUCh  PEKTOPY,
MIPOPEKTOPY/IUPEKTOPY MO HAMPABICHUIO BMECTE€ C KOMUEW MHChMa, Ha KOTOPOU
odopmiieHa Br3a (BU3bI) COTJIACOBAHUS.

BHeceHnue n3aMeHeHuU 1 MCTIPaBJICHUH B MOAIMCAHHOE MUCHhMO HE JOMYCKAeTCsl.

1) pErucTpalus CIy>ke0HOTO MUCHhMA;

[lognucanHoe ciyxebHoe mnuchMo peructpupyercs B OKuJl, rtme emy
MIPUCBANBAIOTCA JaTa U PETUCTPAIMOHHBII HOMED.

4.5.8. OpuruHanibl CIyKE€OHBIX TUCEM HAIPABJISIOTCS apecaTam:

- o noure yepe3 skcreauruio OKu/l;

- HapouHbIM crocooom or OKwuJl B MuHHCTEpCTBO 00pa3oBaHMS MU HAyKH
Poccniickoit @enepannu u Ipyrue BILIECTOAIINE OPTaHbl;

- HapOYHBIM CIIOCOOOM OT CTPYKTYPHOTO MOJIPa3/ICNICHHs, MOArOTOBUBIIETO
CITy>keOHO€ MUCHMO.

4.5.9. Kommuu oTmpaBisieMbIX CIIy>KEOHBIX IMHCEM C BU3aMH COTJIACOBAHUS XPaHITCS
B JIeJIaX CTPYKTYPHBIX MOApa3eICHUNA BMECTE C OpPUTHHATAMU WA KOMUSMU MOCTYHBIINX
B YHUBEPCUTET MUCEM B COOTBETCTBUU C HOMEHKJIATYpOU JeJ.
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DJEKTPOHHBIN PK3EMIUISIP CIIY>KEOHOTO MUChMa XPAHUTCS B CUCTEME AJIEKTPOHHOTO
JOKYMEHTO000pOoTa Y HUBEPCUTETA B COOTBETCTBUM C HOMEHKJIATYpOHl €.

4.6. 3anucka (noknaaHas, ciy>keOHas, OObICHUTEIbHAS )

4.6.1. Insg uHpOpMaIIMOHHOTO OOMEHa MEXIY CTPYKTYPHBIMH IOJpa3IeICHUsIMU,
JOJDKHOCTHBIMU JIMIIAMU U PAaOOTHUKAMH B YHUBEPCUTETE HMCIOJB3YIOTCS CIEAYIOIINe
BU/IbI 3aMHCOK:

a) noxraaHas 3amucka (mpuinoxenue No21);

JlokiiagHasi 3amucKa COCTaBIIAECTCS C IENbI0 MH(POPMHUPOBAHUS PYKOBOACTBA O
CJIOXKUBINIEHCS CUTYyaITuH, 00 UMEBIINX MECTO (PaKTax, O BHIOJIHEHUU WU HEBBITIOJHEHUU
3aJlaHWi, TIJIAHOB, YKa3aHWU, pabOT WM MOOYXKIEHUIO K MPUHITHIO OMPEIEICHHOTO
peuieHusl.

JlokasHble 3aMUCKU 00€CTIEUNBAIOT CBA3b OOBEKTOB YIIPABIEHUSI HA BEPTUKAIIBHOM
YPOBHE, TO €CTh HANPABJISIOTCA OT HUKECTOSIIETO JOHKHOCTHOTO JIMIA BBIIIECTOSALIEMY
JOJKHOCTHOMY JIMILY.

JloknasHble 3alKMCKU HAIpPaBJSIOTCS  PEKTOPY, MPOPEKTOpaM/IIMPEKTOpaM IO
HAIPABIICHUIO, PYKOBOJAUTEIISIM CTPYKTYPHBIX TOPa3ACTICHHI.

0) ciyxeOHast 3anucka (mpuitokenue Ne22);

CriyxeOHble 3aITUCKU — 9TO MEPENUCKa MEXKY CTPYKTYPHBIMU TOPa3ACICHUSIMU.

CnyxeOHast 3amucKa, B OTIMYME OT JOKJIAJHOW 3alMCKH OOECIEeuMBaeT CBA3b
0OBEKTOB yNPaBJICHUS HA TOPU3OHTAILHOM YPOBHE, TO €CTh COCTABIISIETCS PAOOTHUKOM HJTN
PYKOBOJMTENIEM CTPYKTYPHOTO MOJPA3JCICHHUs] Ha UMsI PAOOTHHKA WA PYKOBOJUTENS
apyroro nonpaszzaenenus. CinykeOHasi 3alIMCKa HANpPAaBIAETCS OT OJHOIO PYKOBOIUTENS
IPYroMy UM OT OJHOTO pabOTHUKA APYTOMY.

B) 00bsicHUTEIbHAs 3anucka (nmpunoskenue Ne23).

OObsicHUTENbHAS 3alKMCKAa — JOKYMEHT, OOBSCHSAIOMIMI IPUYUHBI KaKOTO-IHOO
coObITHS, (haKTa, MOCTYTIKA.

4.6.2. 3anucka cOCTaBJIsETCSA HA CTaHAAPTHOM JHCTe Oymaru ¢opmara A4.

4.6.3. 3anucka JOHKHA UIMETh YCTAaHOBIJIEHHBIM KOMIIIEKC 0053aTEIbHBIX PEKBU3UTOB
¥ CTaOMJIBbHBINA TOPSATIOK UX PACIOJIOKECHUS:

a) HAMEHOBAHHE CTPYKTYPHOTO MOAPA3JICICHIS — aBTOPa 3aIICKH;

HanmMeHoBaHME CTPYKTYpHOTO TOJpa3JeieHusi — aBTOpa 3alMCKH I€4aTaeTcs
CTPOYHBIMH OyKBaMH, HauWHas C IPOIUCHOM, 0e3 KaBblueK OOBIUHBIM IpudToM Times
New Roman kerens 14, oT 71€B0il rpaHUIBI TEKCTOBOTO MOJIS.

B) BU/Jl JOKYMEHTA,

Bun JIOKYMEHTA (cioBa «JOKJIAJHASA (CJIYKEBHAAL,
OBBbSACHUTEJBHAS) 3AIIUCKA») neyataroTcs uepes JBa MEKCTPOYHBIX HHTEpBajia
OT HAaWMEHOBAHMS CTPYKTYPHOI'O MOJApa3/ieNieHUs MPOMUCHBIMU OyKBaMU 0€3 KaBbIYEK
nonykupHbiM mpupToM Times New Roman kerens 14, oT 1eBOil TpaHUIBI TEKCTOBOTO
TOJIAL.

) 1aTa TOKYMEHTa;

JlaToy 3anucKy SIBISETCS 1aTa €€ pErnCTPaLH.

Haty HeoOxomumo o0GOpMIISTH B COOTBETCTBHM C MpaBuUiIaMH O(OpMIICHUS
pekBusuta 11.
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1) pETUCTPALIMOHHBIA HOMEP JTOKYMEHTA;

PerucrpaliluoHHbIM ~ HOMEPOM  3alMCKU  SIBISIETCS  TOPSAJKOBBIA ~ HOMeEp,
IpUCBaMBaEeMbli B IIpejieiax KajJeHAapHOro roja.

PerucrpaninoHHbIA HOMEDP 3aIIUCKU MUILIETCA HA OJHOM CTPOKE C JATOU U OTAEISACTCSA
OT pekBu3UTa «BUJ JOKYMEHTa» OJHUM MEXCTPOYHBIM HHTEPBATIOM.

PeructpaiiionHbIii HOMep HEOOXOAUMO OPOPMIISATH B COOTBETCTBUHU C IpaBUIIaAMU
obopmiieHus: pekBu3uTa 12.

€) ajapecar;

B pexBusute «Ampecar» yKa3bIBalOT JOJDKHOCTh, HHHUIHMAIBI U  (HaMUIUIO
JIOJKHOCTHOTO JIWIIA, HA PACCMOTPEHHE KOTOPOTO HAMPABISAETCA 3alKCKa.

PexBusutr «Agpecar» pacmnojiaraloT B IMPaBOM BEPXHEM Yriy IMEpBOTO JHCTA
JIOKyMEHTa OT BTOPOTO MOJIOXKEHUsI Talbynsaropa (9 cm), BhIpaBHUBAS MO JIEBOMY Kparo
CaMOW JUIMHHOM CTPOKH.

AnpecoBaHue 3amUCKA HEOOXOIMMO O(OPMIISITH B COOTBETCTBUU C MPABUIAMHU
odopmiieHUs pekBu3nTa 15.

K) 3aroJI0BOK K TEKCTY JJOKYMEHTA;

3aroJ0BOK K TEKCTY 3alTUCKH COCTABIISCTCS JIUIIOM, TOTOBSIIIUM 3aIUCKY, U JOJDKECH
KpPaTKO ¥ TOYHO OTPaKaTh COJICPIKAHUE TEKCTA.

3anucka 10 KHA UMETh HAMMEHOBAaHUE, KOTOpoe HaunHaeTcs ¢ npeaiiora «O (O0)».
Hanpumep: O Hanpasinenun Ha 00yuenue, O0 yuactuu B koHpepeHuu, O0 ono3gaHuu Ha
paoory.

HanmeHoBaHME 3amuCKu MEYaTaeTCsd 4Yepe3 OJIMH MEKCTPOYHBIM HHTEpBal OT
peKkBU3UTOB «JlaTa mokyMeHTa» U «PerucrpallMuOHHBIE HOMEpP IOKYMEHTa» CTPOYHBIMU
OykBaMu, HAYMHAs C IPONMUCHOM, O6e3 KaBbIuek mpudtom Times New Roman kerens 14, oT
JIEBOW IPaHUIIbl TEKCTOBOTO TOJIA.

HanmeHoBaHMe 3a0MCKH, COCTOSIIEE U3 HECKOJIBKUX CTPOK, ITeYaTaeTcs 4epe3 OAuH
MEKCTPOYHBIN UHTEPBAJL.

HanMenoBanme 3amucku HEOOXOAMMO O(GOPMIISITH B COOTBETCTBHHU C TPABHJIAMH
odopmiieHus: pekBusuTa 18.

3) TEKCT JOKYMEHTA;

TexcT 3anucku HaunHaeTcs ¢ oopanienns. Hanbosnee yacteiMu popmamu oOparieHust
SIBJISTFOTCSI:

VYBaxkaemblit Hukomnaii AnekceeBuy!

VBaxaemas Huna PomanoBHa!

B tekcrte pokmanHo# (Ciy:)keOHOW) 3alHMCKU BBIACISIOTCS JIBE WU TpU YacTu. B
nepBoi YacTu cooO1aroTest GakThl, HOCTY>KUBIIME TTOBOJIOM JJIS COCTABIICHUS TOKIaHON
(city>xeOHO) 3aMMCKH, BO BTOPOM — KOHKPETHBIE BBIBOJIbI, MPOCKOBI U MpeioxkeHus. Eciu
TEKCT COCTOUT U3 TPEX YacTeil, TO BO BTOPOM YacTH OyJIeT aHAJIU3 CIIOKUBILIECHUCS CUTYAIIUH,
BO3MOYHBIE BAPUAHTHI PEILICHHUS, & B TPETHEH — BHIBOJIBI U MPEATIOKECHHUS.

TekcT oTnensercss OT HAMMEHOBAHUS 3aMUCKUA OJHUM MEXCTPOUYHBIM HUHTEPBAJIOM,
nevaraercs pekoMeHayembiM mpudrom Times New Roman kerems 14 yepe3 onmuH
MEXCTPOUYHBIM HMHTEpPBAJl OT HYJIEBOTO TMOJOXKEHUsI Talynaropa (JIEBOH TPaHUIIbI
TEKCTOBOTO TOJISI) U BBIPABHUBAETCS IO JIEBOM W NpaBOM IpaHUIIAM TEKCTOBOTO MOJIA.
[TepBas cTpoka kaxmoro ab3ara HaYMHAETCS C TIEPBOTO MOJI0XKeHus Tadynaropa (1,25 cm)
OT JIEBOW I'PaHUIIbl TEKCTOBOTO TOJISI.
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TexcT 3anucku HEO6X0AUMO O(QOPMIISTH B COOTBETCTBUU C MPaBUIAMH O(POPMIICHUS
pexBusura 20.

1) OTMETKA O HAJIMYUU IPUIIOKEHUS;

3anucka MOXET MMETh NMPWIOKEHHE, TOrAa OTMETKAa O HEM JIENaeTcs TaKKe Kak
OTMETKA O MPUIIOKEHUU K CITy’)KEOHOMY MHUCHMY.

CrnoBo «IIpuinoxxeHune:» neyaraercs 4epes3 J1Ba MEKCTPOUHBIX MHTEpBaIa OT TEKCTa
3aMUCKU CTPOYHBIMU OYKBaMHM, HAUMHAasi C IPOMUCHOM, 0€3 KaBbIU€K OOBIYHBIM HIPUPTOM
Times New Roman kerenb 14, 0T J1eBOM rpaHHIIbl TEKCTOBOTO MOJISI M CTABUTCS ABOCTOUHE.

CnoBo «IIpunoxeHue» HE3aBUCHUMO OT KOJWYECTBA NPWIOKEHUN MHILIETCS B
€AMHCTBEHHOM YHCJIE.

OTMEeTKy O HaJIMYUU TPWIOKEHHs K 3alldcKe Heo0XoaumMo oQopMiiTh B
COOTBETCTBHH C MpaBmiiaMu opopMIieHUsI peKBu3HTa 21 (B 4aCTH, OTHOCSIIIEHCS K TTUCHMY ).

K) [OJITUCh JTOJDKHOCTHOTO JINIIA;

[Toanuce 3aMCKHA COCTOUT U3 HAMMEHOBAHMS JOJIKHOCTH JIMIIA, TOMUCHIBAIOIIETO
JOKYMEHT, TUYHOU MOANUCH, paclIn(ppOBKU MOANUCH (MHULIMAIIBI, PaMUIIHS).

HanmMeHnoBaHue JOJKHOCTH JTUMLA, OMUCHIBAIOILETO 3aMKUCKY, 1€YaTAETCs OT JIEBOU
IPaHUIIBI TEKCTOBOTO MOJISl, MHULIMAJIBI U (PaMUJTUSL — OT IPABOU IPAHUIIBI TEKCTOBOTO MOJIS.
[Toanuck oTAenseTcs OT TEKCTa JOKIAAHOM 3aUCKU WM OTMETKH O HAIMYUU MPUITIOKEHHUS
JIBYMSI MEXKCTPOUYHBIMH UHTEPBAJIAMHU.

[Ipy moamucaHuy 3amMCOK HEOOXOJUMO HCMOJIb30BAaTh YEpHUIA (TIacTa) CHHETrO
1[BETa, YTOOBI HE 3aTPYHATH ONpE/IeICHUEe OPUTrHHaIa JOKYMEHTA.

[loanuck 3anucku HEOOXoauMO OQOPMIIATH B COOTBETCTBUU C IpaBUIAMHU
odopmIIeHHUS peKBU3HTA 22.

7) UICHTU(PUKATOP TOKYMEHTA.

NnentudukaTop 3anuckd HEOOXO0AUMO OQOPMIISATH B COOTBETCTBUH C MpPaBUIIAMU
opopmienus pexkuzuta 30.

OpurvHasibl 3alMCOK XPaHATCS B JI€JaX CTPYKTYPHBIX MOJpa3feieHuil —
WCIIOJIHUTEJIEH B COOTBETCTBUU C HOMEHKJIATYPOU J€.

4.7. CnpaBka

4.7.1. CnpaBka — 3TO JJOKyMEHT, COAEpKalluii OMUCAaHUE U MOITBEPKICHUE TEX WU
MHBIX ()aKTOB, COOBITUH, B TOM YHCIie OMorpauieckoro uin ciy>keOHOro xapaxkrepa.

CripaBku 0(OpMIISIFOTCS] HA CTaHAAPTHOM JHcTe Oymaru ¢popmata A4.

4.7.2. CnpaBka [0JDKHA HWMETh YCTAHOBJICHHBI KOMIUIEKC 00s3aTeIbHBIX
PEKBU3UTOB U CTAOMIIBHBIN TTOPSIOK UX PACIIOTIOKEHUS:

a) HAMMEHOBAHWE OPTaHU3ALINY;

YKa3pIBa€TCsl HANMEHOBAHUE Y HUBEPCUTETA.

B) BHUJI IOKYMEHTA;

Bun noxymenta — cinoBo «CIIPABKA» mnedaTtaercs mponucHbIMU OykBamu 0€3
KaBbIYeK MOIYKUpHbIM HipupToM Times New Roman kerenb 14, oT jieBO#l rpaHHUIIbI
TEKCTOBOTO IOJIS.

0) naTa JOKyMEHTa,;

JlaToii cripaBKu SIBISIETCA JaTa €€ MOIUCaHUS.
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Haty HeoOxomumMo o0QGOpMIISTH B COOTBETCTBHM C MpaBuUiIaMH O(OpMICHUS
pexBusura 11.

B) PETUCTPAIMOHHBIA HOMEP JTOKYMEHTA;

PeructpalliOHHBIM ~ HOMEpPOM  CIIPaBKM  SIBISIETCS  TOPSAIKOBBIA ~ HOMEp,
MIPUCBAaMBAEMbI B Mpeeiax KaJleHJapHOIro roja.

PeructpanionHbii HOMep HEOOXOAUMO O(POPMIISATH B COOTBETCTBUHU C IpaBUIIaMU
odopmiieHUs: pekBu3nUTa 12.

r) ajpecar;

PexBusut «Anpecat» ohopmiisercs o TpeOOBaHUIO.

1) TEKCT TOKYMEHTA,

Texcr cmnpaBku OuOrpadMyYEecKOro WM CIY)KEOHOTO XapakTepa O 4YeIOBEKe
HAYMHACTCS C yKazaHws (amuwimu, MMEHHU, OT4eCcTBa (IMOJIHOCTBHIO) JIUIA, O KOTOPOM
COOOILAIOTCS CBEICHMUS.

B Tekcte cmpaBku He cleayeT HMCIOJIb30BaTh apXaWdHble OOOpOTHI, HApUMED:
Hacrosimast cnpaBka nmana ... , Hacrosmum moATBEp:KAAETCA, YTO ... JCHCTBUTEIBHO
paboTaer ... .

Tekct meyaraercs pekomeHxyeMbIM mmpudTom Times New Roman kerens 14 yepes
OJIMH MEXCTPOYHBIM WHTEPBAJ OT HYJEBOTO TOJOXKECHHS TalOyisaropa (JEBOW TpaHUIIBI
TEKCTOBOTO TIOJISI) M BBIPAaBHMBAETCSA MO JIEBOW M MPAaBOW T'PaHMUIIAM TEKCTOBOTO TMOJIS.
[TepBas cTpoka Kaxxaoro ad3ala HauYMHAETCs ¢ IEPBOro MoJioxkeHus Tadymsaropa (1,25 cm)
OT JIEBOM TPAHUIIBI TEKCTOBOTO TIOJIS.

Tekcr cipaBku HE0OXOAUMO OPOPMIISITH B COOTBETCTBUH C MPaBUIIAMU O(OPMIICHUS
pexBuzuta 20.

¢) MOJIUCH OHKHOCTHOTO JIUIIA;

[Toanuck cripaBKM COCTOUT U3 HAUMEHOBAHUS JOJDKHOCTH JIMIIA, TIOIMHUCHIBAIOIIETO
JIOKYMEHT, TMYHOU MOAMUCH, paciupPOBKU MOANMUCH (MHUIIHAIIBI, PaMUIIHS).

HaumenoBanue 7OKHOCTH JIUIIA, TIOMUCHIBAIOIIETO CIIPABKY, TIEYaTAETCs OT JIEBOM
TPAHMIIBI TEKCTOBOTO OIS, HHAIHAIIBI U ()aMUJTUS — OT TIPABOU TPAHMIIBI TEKCTOBOTO TTOJIS.
[Toamuck oTaEsAeTCs OT TEKCTa CIPABKU ABYMS MEKCTPOUHBIMA HHTEPBAJIAMU.

[Togmuce cmpaBku HE0OXOAWMMO OQOPMIISATE B COOTBETCTBHU C TIPaBHJIAMH
odopmIieHUs peKBU3NTA 22.

’K) OTTUCK II€YAaTH;

CrpaBku, TOATBEPKIAIOIMINE CBEACHUS OHOTrpaUUYECKOTO WA CIIYKEOHOTO
XapakTepa O YeIOBEKE, a TAKXKe CIPABKHU, COJEPKAIME CBEACHUS (PUHAHCOBOTO XapakTepa,
3aBEPSIOTCS MMPOCTABICHUEM OTTUCKA M€YaTH.

OTTUCK TIeYaTH MPOCTABIISIETCS IOCJE MOAMUCAHUS CIPABKU YIMOJIHOMOYEHHBIM
JOJKHOCTHBIM JTUI[OM.

OTTHCK TIe"YaTH Ha clipaBKe He0OXO0AUMO O(POPMIISITH B COOTBETCTBUU C MPABUIIAMHU
odopmiIeHUST pEKBU3UTA 25.

3) OTMETKA 00 MCIIOJIHUTEIIE.

OtmeTKy 00 HCHOJHHUTENE B CIpPaBKEe HEOOXOAUMO O(OPMIISITh B COOTBETCTBUU C
npaBuiaMu opopMIIeHUS peKkBU3uTa 27.

4.7.3. IlonroroBka CpaBKH BKJIIOYAET B ceOs:

a) M3y4CHHE CYIIECTBA BOTIPOCa U COOP HEOOXOMMBIX CBEICHMIA,
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CrpaBKU COCTaBIISFOTCSI CTPYKTYPHBIMH TTOAPA3ACIICHUSIMH 10 TIOPYYCHUIO PEKTOPA,
IPOPEKTOPOB/IUPEKTOPOB MO HAMPABIECHUIO WIIM MO TUCbMEHHOMY 3aIpocy paOOTHUKOB U
oOyyJaronuxcsi Y HUBEpCUTETA, FPAXK/IaH.

[lepen cocraBiieHHEM CHPAaBKU THIATENIBHO HW3YYalOTCA 3aKOHOJATENbHBIE AaKThI
Poccuitickonn @enepannu, JOKAIbHBIE HOPMATUBHBIE aKThl Y HUBEPCUTETA U JOKYMEHTHI,
SABJISIFOIIMECS] OCHOBAHUSIMU JIJIS1 TOATOTOBKHU CITPaBKH.

0) MOJrOTOBKA CIIPABKH;

ObecnieueHre Ka4YeCTBEHHOM MOATOTOBKH CIIPABOK BO3JIAraeTCsl HA PYKOBOIAUTENICH
CTPYKTYPHBIX TIOJIpa3/ieJICHUI, KOTOPhIE OTBEYAIOT 3a MPEOCTABICHHBIC CBEICHU.

Cpoxu MOATOTOBKH CIPABOK, SIBJSIONIMXCS OTBETOM Ha 3ampocC, YCTAHABIUBAIOTCS
HOPMATHBHBIMH TIPABOBBIMH aKTaMU WJIM YKa3aHUSMHU [0 HUCIOJHEHHUIO JOKYMEHTOB
PEKTOpa WK MIPOPEKTOPa/AUPEKTOPA IO HAMIPABIICHUIO.

I') OJINUCAHUE CITPABKU;

CnpaBku, cojaepkaniue cBeleHus (UHAHCOBOTO XapakTepa, JOJKHBI UMETh JIBE
TTO/IITHACH

Pexropa (mpopekTopa/qupeKTopa 1Mo HarpaBJICHUIO);

IJIaBHOTO OyXranrepa.

CnpaBku Ouorpauyeckoro, KaapoBOro WM CIY:KEOHOTO XapakTepa O 4YeJIOBEKe
JOJKHBI UMETh JIBE TTOITHUCH:

PYKOBOJAMTENSA CTPYKTYPHOIO MOAPA3JECICHMs, OTBETCTBEHHOIO 3a COCTaBIICHUE
CIIPaBKH U COJICPIKAIIUECS B HEW CBEIICHUS;

YIOJHOMOYEHHOTO JIUIA OYXTaITePCKOM CITyKObI, HAITPUMED:

HavanbHuK CTpyKTYypHOTO
MOIpa3AeiICHUS JIUYHASL NOONUCH N.0. Gamunus

3amMecTUTENb TIIaBHOTO OyXTanrepa JIUYHASL NOONUCY N.0O. Gamunus

Buemnue cnpaBKkM MOJMUCHIBAIOTCS PEKTOPOM, MPOPEKTOPOM/TUPEKTOPOM  T10
HallpaBJIICHUI0 WM JIMLIOM, 3aMELIAIIINM €ro, pPYKOBOJIUTEISIMU CTPYKTYPHBIX
NOAPA3NAECIEHUN, HMEIOIIMMHA MPaBO NOAMNUCHA JOKYMEHTOB B COOTBETCTBUU C
MOJIOKEHHUSIMA O CTPYKTYPHBIX MOJAPA3IAECICHUSAX WIM B COOTBETCTBUU C JOJKHOCTHBIMU
MHCTPYKLIHSMH U TPUKA30M O PACTPEAECICHUH TOJTHOMOYUH.

BHecenue n3MeHeHN 1 UCTIPABJICHHUN B MOJNKMCAHHYIO CIIPABKY HE JOMYCKAETCA.

1) IPOCTaBJIEHUE OTTUCKA MEYaTH;

Ha cnipaBku, nMerorue moamnuch pekTopa, MpopeKTopa/IMPEKTOpa MO HAPABICHUTO
WJIU JIUIIOM, 3aMEIIAONIUM €T0, CTABUTCS TepOoBasi mevath Y HUBEPCUTETA.

Ha cnpaBku, nmeromme noanuch PyKOBOAMUTENS CTPYKTYPHOTO IOAPA3ACIICHUS,
CTAaBUTCS I€YaTh C HAUMEHOBAHHEM COOTBETCTBYIOLIETO CTPYKTYPHOTO MOAPA3ACICHUS.
Ecnu cTpykTypHOE monpa3ieneHue HE HMMEET IeYaTb CO CBOMM HAMMEHOBAHUEM, TO
CTaBUTCS N€YaTh ISl JOKYMEHTOB.

€) perucTparysi CrpaBKH;
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[TomrocThIO  OopmiIeHHAsT  COpaBKa  PETHUCTPUPYETCSI B CTPYKTYPHOM
NoJipa3/ieJIeHUH, OTBEUYAIOIIEM 3a TOJIOTOBKY CIpPABKH, IJe € NMpHCBaUBaIOTCS JaTa U
pPEruCTpallMOHHBIN HOMED.

4.7.4. OpuruHajibl BHEITHUX CIIPABOK HAMPABIISAIOTCS ajpecaTaM:

- o noure yepe3 skcneauuio OKu/l;

- BBIJAIOTCS HA PYKU paOOTHUKAM, 00YYaIOIMMCS U FpakJaHaM MOApPa3/IesICHUEM,
MTOJATOTOBUBIIIUM CIIPABKY.

4.8. AxThI (32 UCKITIOUCHUEM OyXTalTePCKHX)

4.8.1. AKT — TOKYMEHT, (PUKCUPYIOLIUI YCTaHOBIIEHHBIE (DAKTHI M COOBITHSI.

4.8.2. AXT nevaraeTrcsi Ha yTBEP)KAECHHOM MPOJOJILHOM OJIaHKEe Y HUBEPCUTETA.

4.8.3. AKT TOJKEH UMETh YCTAaHOBJICHHBIM KOMILJIEKC 0053aTeNbHBIX PEKBU3UTOB U
CTaOMJILHBIN TOPAIOK MX PACIIONIOKECHUS (IpuiiokeHue 2, 24):

a) HAMMEHOBaHKUE OpraHU3alluy;

YKa3bIBaCTCSA IIOJIHOC HAUMEHOBAHUE Y HUBEPCUTETA.

0) HaMMEHOBaHUE CTPYKTYPHOTO TMOpa3ieJCHHs, TOATOTOBUBIINN AKT;

HauMmeHoBaHWe  CTPYKTYpHOTO  TIOApa3fefieHUs TiedaTaeTcss uepe3  OJuH
MEXCTPOUYHBIA HHTEPBAJI OT HAMMEHOBAHUS Y HUBEPCUTETA CTPOUHBIMHU OyKBaMU, HAUWHAS
C MPOMKUCHOM, 0€3 KaBblueK 00bIYHbIM pudTOoM Times New Roman kerens 14 14, ot neBoit
IPaHUIbl TEKCTOBOTO MOJIS.

B) BHJI JIOKYMCHTA,;

Bun nokymenra (ciioBo «AKT») meuaraercs uepes 0iuH MEKCTPOUYHBIN HHTEPBAIT OT
HAaUMEHOBaHMsI YHUBEPCUTETAa IMPOMUCHBIMU OyKBaMH, O€3 KaBBIYEK MOJIY>KUPHBIM
mpudTom Ne 14 ot neBo# TpaHUIIBI TEKCTOBOTO TOJIS.

Bun nokymenta HeoOxonuMo oQOpMIISTH B COOTBETCTBUM C IpaBUJIAMU
odopmiieHus peksusuTta 10.

I) 1aTa TOKYMEHTA;

JlaToii aKkTa sIBISETCS AaTa AKTUPYEMOIO COOBITHS.

Haty axta HeoO0XoauMo OQOpPMIIATH B COOTBETCTBUU C MpaBUiIamMu O(OPMIICHUS
pexBusuTa 11.

1) PETUCTPAIIMOHHBIN HOMEP JOKYMEHTA;

PerucrpanimoHHbIM HOMEPOM aKTa SIBISETCS MOPSAKOBBIA HOMEp, IPHUCBANBAEMBIil B
npeaenax KajieHIapHoro roja.

PeructpanmoHHbIii HOMep akTa MUILETCS Ha OJJHOM CTPOKE C TaTOM U OTAEISAETCS OT
pekBU3UTa «BuJ TOKyMEHTa» OJJHUM MEKCTPOUHBIM HHTEPBAJIOM.

PeructpanmoHHbplii HOMEp akTa HEOOXOOUMO O(QOPMISTH B COOTBETCTBUU C
npaBuiiaMu oopmiieHus: pekBusura 12.

¢) rpu( yTBepkieHHs (IpH HEOOXOAMMOCTH);

I'pud yrBepxkaenust — cinoBo «Y TBEPXK/IAKO» neuaraercst 3arnaBHbIMU OyKBamu
o0brunbM mpudrom Times New Roman kerens 14 Ge3 kaBbIYEK M BBIPABHUBACTCS T10
JIEBOMY Kparo OT TPEThero nosioxkeHus tTadynaropa (10 cm). Huxke medararoTcst CTpOYHBIMU
OykBaMH, HauWHas C TPONUCHOW, HaWMMEHOBaHHE IOJHKHOCTH JIHIIA, YTBEPKIAIOILIETO
JOKYMEHT, HIKE ero HHUIMAIGI U ¢pamuius. [lon HuMu npocTasnsercs aara.

['pu¢ yrBepxkaeHUS 0POPMIISIETCS B COOTBETCTBUU C O(hOopMIIEHUEM peKBHU3UTa 16.
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’K) HAMMEHOBaHUE JIMOO aHHOTAIMS TOKYMEHTA (3aroJIOBOK K TEKCTY);

HanmenoBanue n100 aHHOTaIus (3ar0J0BOK K TEKCTY) aKTa COCTaBIIACTCS JIMIIAMM,
TOTOBSILIUMH aKT, U JIOJKHO KPATKO U TOYHO OTPaXKaTh COJAEPKaHUE TEKCTA.

AKTBI JOJKHBI UMETh HAMMEHOBaHHUE, KOTOpoe HaunHaercs ¢ npeasiora «O (O0)».
Hanpumep, O nposepke ..., O0 oTkaze ... .

HanmeHoBaHMe akTa revataercs 4uepe3 OJJMH MEKCTPOUYHBIN HHTEPBAJ OT PEKBU3UTA
«MECTO COCTaBlieHUs1 (M3/aHUsI) TOKYMEHTa» WJIM OT PEKBU3UTOB «JaTa JOKYMEHTa» U
«PETUCTPAIMOHHBIN HOMEP TOKYMEHTa)» CTPOYHBIMU OyKBaMH, HaUWHas C MIPOMUCHOM, 0e3
KaBbIueK moNykupHbIM mpudrom Times New Roman kerens 14 oT 1€BOil TpaHUIIBI
TEKCTOBOTI'O ITOJIS.

HanmeHoBaHue akTa, COCTOSIIEE M3 HECKOJIBKUX CTPOK, MEYaTaeTrcsl yepe3 OJMH
MEXKCTPOUHBIN UHTEPBAJ.

HanmMenoBanne axkta HeoOX0IMMO OQOPMISIT B COOTBETCTBUU C IIPaBUIIAMH
odopmiieHus: pekBusuTa 18.

3) TEKCT JOKYMEHTA;

TekcT akTa COCTOUT U3 JIByX YAaCTEH: BBOJTHOW M KOHCTATUPYIOIIECH.

B BBOAHOI YacTH aKTa yKa3bIBAa€TCS PACIOPSIUTEIbLHBIN JOKYMEHT, HA OCHOBaHUU
KOTOPOTo akTupyercst (hakT, cOObITUE WM JIEUCTBHE, €r0 HOMEp M JaTa, a TakXKe JHIIa,
COCTABJISBIIME aKT UM MPUCYTCTBYIOIINE TIPU 3TOM.

[Ipy mnepeuucieHWH JUI, YYaCTBOBABIIMX B COCTaBJIICHUM aKTa, YKa3bIBAIOT
HAaMMEHOBaHUE JOJDKHOCTEH (¢ 0003HaueHHWEM OpraHu3anuii), GpamMuwimu u UHUIHAIE! (B
UMEHUTEILHOM TMajiexe). Eciam akT cocTaBiieH KOMHUCCHEH, TO TEPBBIM YKa3bIBAETCS
npeaceaaTeab KOMUCCHH, 3aTEM 3aMECTUTENb IPEACEAATENS] KOMUCCHU U YIEHBI KOMUCCUU
— B aI(paBUTHOM TIOPSAJIKE, MOCIICTHUM YKA3bIBAETCS CEKpETaph KOMUCCHUHU.

B xoHcTaTHpyOIIeil YaCTH aKTa U3JIararoTcsl CyIIHOCTh, XapaKTep, METOJbI U CPOKHU
IpOJIeIaHHOM PabOoThI, yCTAHOBJICHHBIE (DAKTHI, BHIBOJIBI, 3aKIIOUCHUSI.

CmoBa «IIpencenarensy», «YUnensl komuccum», «llpucyrcTBoBanm» mnuIIyTcs C
MIPOTMCHON OYKBBI 0€3 KaBBIYEK OT TPAHUIIBI JIEBOTO TTOJIS.

Tekcr akTa 3aKaHYMBACTCS CBEACHUSMHU O KOJMYECTBE O(DOPMIICHHBIX K3EMILISIPOB
Y MECTE X HAXOXKIACHUS WK aJipecaTax, KOTOPbIM OHU HAMPABJICHBI.

KosnuecTBO 3K3EMIUIIPOB aKTa ONPENENsAeTCs] KOJWYECTBOM 3aMHTEPECOBAHHBIX
CTOPOH WJIM HOPMAaTHUBHBIMH JOKYMEHTAMH, PETJIAMEHTUPYIOIIUMU COCTABJICHUE aKTa,
Harnpumep:

CocTaBiieH B 2-X 3K3eMILISIpax:
1-# sK3eMIUISIp — ypaBICHHUE MOJIOIC)KHOM MOJUTHKH,
2-1 DK3eMIUTSp — yIpaBJeHUE 10 paboTe ¢ MePCOHAIOM.

TekcT oTaenseTrcs OT HaMMEHOBaHUS (3arojioBKa) OJHUM MEXKCTPOUYHBIM
WHTEPBAJIOM, IleYaTaeTcs pekoMeHayeMbiM mpudTom Times New Roman kerens 14 uepes
MOJITOpa MEXCTPOUHBIX UHTEPBAJIa OT HYJIEBOTO MOJIOXKEHUS TaOynsaTopa (JIE€BOM rpaHHIIbI
TEKCTOBOTO T0JIsI) U BRIPABHUBAETCS 110 JIEBOM U MPAaBOM I'paHUIIAM TEKCTOBOT'O TOJISI.

TekcT akta HEOOXOAMMO O(QOPMIIATH B COOTBETCTBUU C INMpaBUIaMH O(OPMIICHHUS
pexsusnra 20.

) MOAMUCH JOJHKHOCTHOTO JIUIIA.
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[loamuch akTa COCTOMT W3 JHUYHBIX MOAMHCEH C pacHIM(PpOBKON (MHUIHAIIBI,
(baMuus) UL, Y4acTBYIOIIMX B COCTABJIEHUU aKTa WM YJIEHOB KOMHCCHH, B OPSIKE UX
yKa3aHHs B TeKCTe akTa. HauMeHOBaHUs TOHKHOCTEN HE YKa3bIBAIOTCSI.

[Toanuck akta HE0OX0AMMO 0OPMIISITH B COOTBETCTBUHM C TIpaBUSIaMH O(POPMIICHHS
pekBu3uTa 22.

4.8.4. TlonroroBka akta BKJIFOYAET B CEOs:

a) 3aMmuch HEOOXOUMBIX CBEJICHUM U (PAKTOB;

BrisscHenre He0OXOAMMBIX CBEICHHH 1 ()aKTOB M UX 3aITUCH MPOU3BOIUTCS BO BpEMS
aKTUPYEMOTO COOBITHS;

0) opopmiteHHe aKTa;

OTBeTCTBEHHOCTh 3a O(OPMIICHHE aKTa BO3JIAraeTCs Ha JIWIl, y4aCTBOBABIIHMX B
COCTABJICHUH AKTA.

OdopmiieHne akTa JTOJDKHO OBITH 3aBEpIIEHO B JIEHb IMPOBEACHHUS AKTUPYEMOTO
COOBITHUSI.

B) NOJANKMCAHUE AKTA;

HeoOxonumoe  KOJIMYECTBO OSK3EMIUISIPOB  aKTa IMOAMUCHIBAIOT BCE JIMIIA,
Y4acTBOBABLIME B €r0 COCTaBICHUH. JIMIl0, MMEIoIlIee 3aMeUaHusl 10 COACPKAHUIO aKTa,
MOJAMKCHIBAET €T0 C YKa3aHUEM O CBOEM HECOTJIACHH U U3JIaraeT CBOE MHEHHE Ha OTJIEJIbHOM
JIUCTE, IPUIIAaracMoOM K aKTy.

AKT NOANUCHIBACTCS B JIEHb aKTUPYEMOTO COOBITHSI.

BHecenue n3MeHEeHN U UCTIPABJICHUN B ITOANMCAHHBIA AKT HE JIOITYCKAETCH.

') pErUCTpalus aKTa.

[TonHOCTBPIO OQOPMIICHHBIE DSK3EMIUIAPHI aKTa, MOMJIEKAIIETO YTBEPKICHUIO
PEKTOPOM HJIH MPOPEKTOPOM/TUPEKTOPOM 110 HAIIPABIICHUIO JACATEIHLHOCTH Y HUBEPCUTETA,
a TaK K€ aKThl HE MOJIJICKAIIUE YTBEPKICHUIO U COCTABIICHHBIE IO Y HUBEPCUTETY B LIEJIOM,
peructpupyercsi B OKu/l.

DK3eMIUISIphl aKTa, MOJUJICXKAIIET0 YTBEPKJICHHUIO PYKOBOJUTENIEM CTPYKTYPHOTO
Mo/Ipa3/iesicHus Y HUBEPCUTETA, WM HE MOMJIEKAIIET0 YTBEPKIAECHUIO U COCTABIEHHOIO B
OJIHOM CTPYKTYPHOM TMOJPAa3ACICHUU, PETUCTPUPYIOTCS B CTPYKTYPHOM MOAPA3IEICHUN
"YHuBepcHTeTa.

3aperucTpUpOBaHHBIE HK3EMIUIAPbl aKTa MEPENAlOTCAd YyKa3aHHbBIM B TEKCTE
ajgpecaTaM i HUCIOJB30BaHUST M XpaHEHUS B JieJlax CTPYKTYPHBIX MOApA3eICHUN
YHuBepcuTera B COOTBETCTBUU C HOMEHKJIATYpPOU JeTl.

4.9. loroBop (cornamieHre, KOHTPAKT)

49.1. JloroBop (cornamieHue, KOHTPAKT) (UKCUPYET CcoOIJallieHue CTOPOH 00
YCTaHOBJICHUH KaKUX-THOO OTHOIICHUH M PETYIUPYET ITH OTHOIICHHUS.

4.9.2. JloroBop (cormiamieHue, KOHTPAKT) MOAMUCHIBAIOTCS:

PEKTOPOM;

JIUIIOM, BPEMEHHO HCTIOTHSIOMNM 00SI3aHHOCTH PEKTOPa B CIy4dae ero OTCYyTCTBUS,
Ha3HAYCHHBIM MTPUKA30M PEKTOPA;

MPOPEKTOPAMU/TUPEKTOPAMH 10 HATIPABJICHUIO B COOTBETCTBUU C JCIICTUPYEMBIMU
UM OpPTaHU3AIMOHHBIMU TOJTHOMOYHMSIMHU U TIOPSJIKOM 3aMEIICHUS, YTBEPKIACMBIMU
MPUKa30M PEKTOpa, HA OCHOBAHUU JOBEPEHHOCTH.
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4.9.3. JloroBop (cornamieHne, KOHTPAKT) MeYaTaeTcsi Ha CTaHAapTHOM JIUCTe Oymaru
dbopmata A4, opopmisieTcss B KOJMYECTBE HK3EMIUISIPOB PAaBHOM KOJIHMYECTBY CTOPOH
JI0OTOBOPA, €CJIM CTOPOHAMH HE YCTAaHOBJIEHO MHOE.

4.9.4. JloroBop (cornamieHue, KOHTPAKT) JTOJKEH UMETh YCTAaHOBJICHHBIA KOMILIEKC
00s3aTENbHBIX PEKBU3UTOB U CTAOMIIBLHBIN MOPSAOK UX PACTIONOKECHHUS:

a) BUJ JOKYMEHTA,

Bun noxymenra (cioBo «JJOI'OBOP (COT'JIALIEHUE, KOHTPAKT)») neuataercs
NPOMUCHBIME OYKBaAaMH WM CTPOYHBIMH, MONYXHpHbIM mipudrom Times New Roman
Kerenb 14 6e3 KaBbIYeK U BHIPABHUBAETCS 110 IIEHTPY TEKCTOBOTO MOJISL.

Bun nokymenta HeoOxomuMo o0QOpMIISITH B COOTBETCTBUM C TpaBUJIAMH
odopmieHus pexkpusuTa 10.

0) nata JOKYMEHTa;

JlaToli sBisieTcs AaTa MOANKCAHUS JOroBOpa (CorjalieHus, KOHTpaKTa) MmocjieaHen
opraHuzanueu, Kotopas oopMIseTCs CIOBECHO-IIU(POBLIM CIOCOOOM, B COOTBETCTBUU C
npaBuigamMu opopmieHust pekpusuta 11.

B) PErUCTPALlMOHHBIA HOMEDP IOKYMEHTA;

PeructpaliliOHHBIM HOMEpPOM SIBJISIETCS. €r0 MOPSIAKOBBIM HOMEp B Tpenenax
KaJICHJapHOr0/y4ye0HOro rojia, MpUCBauBaeMblid OTAEIBHO MO KaXKJI0M IpyIie JOroBOPOB
(cornaiieHuii, KOHTPaKTOB).

PeructpaiimoHHblii HOMEp JOTroBopa (COIVIAlEHUs, KOHTPAKTA), 3aKIFOYEHHOTO
YHUBEPCUTETOM C JPYyroul OpraHu3aluei, COCTOUT W3 PETrUCTPALMOHHBIX HOMEPOB
YHuBepcuTeTa U OpraHu3aliu, IPOCTABICHHBIX YEPE3 KOCYIO YEPTY B MOPSAKE YKa3aHHUS
OpraHM3aluii B TEKCTe JoroBopa U O(OpPMIISETCS B COOTBETCTBUM C NpPaBUIAMU
odopmiieHUs peKBU3HUTa 12.

I') MECTO COCTaBJICHUS (M3/1aHUS) JOKYMEHTA;

VYKka3pIBa€TCsi MECTO COCTABJCHHS C YYE€TOM MPHUHITOrO0 aJMUHUCTPATUBHO-
TEPPUTOPUATBHOTO JIEJICHUS.

1) HAMMEHOBaHKE TMO0 aHHOTAIUS TOKYMEHTA (3aroJIOBOK K TEKCTY);

HaumenoBanne na100 aHHOTAIMs (3aroJIOBOK K TEKCTY) JOTOBOpa (COTIAIIeHHUS,
KOHTPAaKTa) COCTABIISECTCA JIMIIOM, MOJTOTOBHUBIIMM IMPOEKT, U JOHKHO COOTBETCTBOBATH
BUJlY U COJEPKAHUIO JJOKYMEHTA.

€) TEeKCT IOKYMEHTA;

Texcr goroBopa (cornameHus, KOHTpAKTa) KaK MPaBUIIO, UMEET YHU(DHUIIMPOBAHHYIO
CTPYKTYPY B 3aBUCHMOCTH OT €ro BUJA WM TMOJPA3ACISICTCS HAa paslieibl, MyHKThl U
MO/MYHKTBHI.

3) BU3UPOBAHUE IOKYMEHTa

BuszupoBanue 10KyMeHTa I0MyCKaeTCs B BUJE JIMCTA COTIACOBAHMS CIIUTHIM BMECTE
C OJTHAM W3 3K3EeMILUTIPOB J0r0BOpa (KOHTPAKTA, COTIAIICHNS )

IIpumep:
JIMCT COI'JTACOBAHMA (BUSUPOBAHIA)

IIpoekTt morosopa
(KoHTpakTa, corjiamieHus): Ha OKa3aHME YCIIYT/BBITIOJIHEHUE PaboT
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HaumenoBanue Cratyc | /[lara OdUO KommenTapuii | [Toanucek
JIOJDKHOCTH, (Tenedon)
noJipasiesieHus

N.O. ®amunus (MHULMATOPa JOTOBOPA)
Ten 123456789

) TIOANUCH JOJDKHOCTHOTO JIUIIA;

[Toanucek noroBopa (cornameHusi, KOHTPaKTa) JOJKHOCTHBIM JIMIIOM O(QOPMIISETCS
I10J1 PEKBU3UTAMU CTOPOH, YEPE3 IBa MEKCTPOUHBIX HHTEPBAJIA, COCTOUT U3 HAUMEHOBAHHSI
JOJHKHOCTH JIMLIA, TOAMMCHIBAIOIIETO JOKYMEHT, TIMYHOM MOANKCH, paciIu(POBKHU MOMTUCH
(uHMLIMATBL, (paMUITHS ), PACIIONIAralOTCs HAa OTHOM YPOBHE U 0(QOPMIISIIOTCSA B COOTBETCTBUU
C mpaBuiaMu 0(hOpMIICHUS peKBU3UTA 22.

1) OTTUCK IEYATH.

OTTHUCK medaTH NpOCTaBIsI€TCA MOCHe MOANUCAHUS JI0roBopa (CorjamieHus,
KOHTPAKTa) JOJKHOCTHBIM JIuoM. Ha 1oroBops! (cormnarienus, KOHTPaKThl), HOAMUCAHHbIE
PEKTOPOM WJIM TPOPEKTOPOM/TUPEKTOPOM IO HAMPABICHUIO MPOCTABISAECTCS OTTUCK
repOOBOI MevaTH.

OTTHUCK TIeyaTH Ha AOTOBOpE (COIIAllleHUH, KOHTPAKTE) HEOOX0AMMO 0hOPMIIATH B
COOTBETCTBHHM C MpaBujiaMu 0(hOpMIICHUS PEKBU3UTA 25.

JloroBopbl (coriamieHusi, KOHTPAKThl) YHHUBEPCUTETA, HMEIOIINE (PUHAHCOBBIM
XapaKkTep, XPAHITCS B CTPYKTYPHBIX MOJpa3ICICHUSX

a) 00 o0yuyeHHH — B MEpHOJl OOYYEeHHS — B JIOTOBOPHOM OTJEJC; 10 OKOHYAHHUIO
(oTuyMCNEeHUI0) — TepedaroTcsl B LIEHTPbl MO paboTe CO CTyIeHTaMu I O0(QOopMIICHUS
JIMYHBIX 7€)1 00y4JaromuXCsl ISl apXUBHOTO XpaHEHUS,

0) TpyZlOBbIE — B TUYHBIX JIeJIaX paOOTHUKOB (OTIET KaJapOB);

B) O BBIMIOJHCHUU PabOT/OKa3aHUH YCIYT - JOTOBOPHOM OT/IEIIC;

T) BO3ME3THOTO OKa3aHHs yCIyT, MOAPs/Ia - yIpaBlIeHUE OyXTalTepCKOro y4yeTa.

4.9.8. Ha ocHoBaHMM CiIy)XeOHBIX 3alMCOK 3aWHTEPECOBAHHBIX CTPYKTYPHBIX
MO/Ipa3/IeJICHU YIpPaBICHUEM 3KOHOMUKH M (PUHAHCOB U IOPUAMYECKUM YIpPaBICHUEM
pa3pabaThIBalOTCA THUIOBBIE (DOPMBI JIOTOBOPOB, KOTOPBIE YTBEPKAAIOTCA IPUKA30M
pEeKTOpa YHHBEpPCUTETA.

4.10. 3asBicHHE

4.10.1. 3asBnenue — 310 oOpalleHre TPAKIAHNHA O Pa3peIIeHUH TOTO WM WHOTO
BONPOCA, KaCAIOLIErocsl OCYLIECTBICHUS PEAOCTAaBICHHBIX I'PaXX1aHUHY (paOOTHUKY WU
oOyyaroremycsi) mpaB, 3aKpEIUICHHBIX JIEHCTBYIOIIMM 3aKOHOJATEIbCTBOM, HE CBSI3AHHOE
C HapyIlIEHUEM TPaB U UHTEPECOB Ipak/IaHWHA, HATIPUMED: 3asBJICHUE O pUeMe Ha padoTy,
3asiBJICHUE O MEPEBOJIC U T.II.

4.10.2. 3asBnenue opopmisieTcs, Kak MpaBUIO Ha OJIaHKE YCTAHOBJIEHHOTO 00pasia
(pa3paboTaHHbIE CTPYKTYPHBIMH MOAPA3ACICHUSIMH), B HEKOTOPBIX CIy4asix JIOMyCKaeTcs
PYKOIIUCHBIN BapuaHT Ha CTaHAAPTHOM JiucTe Oymaru (opmara A4 (mputoxenue Ne25),
COJICPKUT CJICTYIOIINE PEKBUZUTHI:

a) cBeJieHUs 00 aapecare;
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B cBenenusax 06 aapecare yka3bpIBalOTCS HAMMEHOBAHUE JOJKHOCTH, MHUITHAIBI U
(baMuIus TOJKHOCTHOTO JIMIA B IaTelIbHOM najiexe. CBegeHus 06 aapecare opopmistores
B IIPAaBOM BEPXHEM YTJIy 3asIBJICHHUS.

0) cBeZicHUS O 3asIBUTEIIC;

B cBegenusix o 3asBUTENE yKa3bIBAIOTCS (pamMuuivsi, UMs, OTYECTBO U JOJIKHOCTbH C
HalMEHOBAHHUEM CTPYKTYPHOIO MOJIpa3iesieHus (i1 paOOTHUKOB), CTATyC 00yYaromerocs
C yKazaHueM Kypca OOy4eHHs] U HAaMMEHOBAaHMEM HWHCTUTYTa, (akyibTeTa, (uiauania,
KOJUTeIKa M T.I. (JUIsi 00y4aromuxcs), aapec MecTa JKUTEIbCTBA U KOHTAKTHBIN TeaedoH.
CBenenus 0 3asBUTENIC MUIITYTCS MO/ CBEICHUSIMU 00 ajpecare.

B) BHUJI JIOKYMEHTA;

Bua nokymenTa (CioBo «3asiBICHHE)) MHUILIETCS MO [EHTPY TEKCTOBOTO IMOJIS JIMCTa
Ha4YMHAas C IPOIMMCHON OYKBBI, B KOHIIE CTABUTHCS TOUKA.

') TEKCT JIOKYMEHTA;

TekcT 3asBAEHUs U3JIaraercsi oT 1-ro JuIa €IMHCTBEHHOIO YMCIa M MUIIETCS MO
PEKBU3UTOM «BuI TOKyMEHTa».

1) TIOJAMKCH 3asIBUTEIIS,

3asBUTENb MOAMKUCHIBACT 3asIBJICHUE MOJ] TEKCTOM C MPABON CTOPOHHI.

€) JaTa IOKYMEHTa;

3asBUTENb NPOCTABIISIET AATy HATMCAHUSI 3aBJICHUS 110 TEKCTOM C JIEBOM CTOPOHHBI.

) BU3a,;

Busy cornacoBanuss ¢ pyKOBOAMTENIEM CTPYKTYpPHOTO MoJpasfeneHus (s
3asiBJICHUN OT PAOOTHUKOB), TUPEKTOPOM HMHCTUTYTA, J€KAaHOM (akyiabTeTa W T.I. (IS
3asiBJICHUI OT O0y4aromuxcs) oQopMIISIIOT B HIDKHEW YacTH JIMCTa C JIMIIEBOM CTOPOHBI
3asiBJICHUSI.

Ot neBOW TpaHHUIIBI TEKCTOBOTO TMOJS YKa3bIBA€TCS HAWMEHOBAHMUE JOJIKHOCTH
BU3HUPYIOILIETO JIWIA, HIKE OQOpMIISIETCS JIMYHAS TOJNUCh U MHUIUAIBl U (aMUius
BU3UPYIOLIETO JIUIA, HIXKE MPOCTABIISIETCS ]JaTa BU3UPOBAHMSL.

Buza, xak mpaBmino, opopmisieTcs PYKOMHCHBIM CIIOCOOOM B COOTBETCTBHH C
npaBuiamMu opopMIIeHUS peKBU3UTA 24.

3) yKa3aHUsI 0 UCHIOJHEHUIO JOKYMEHTa (Pe30JItoIus);

VYkazaHus MO WUCIIOTHEHUIO 3asSBJICHUS HEOOXOAMMO O(POPMIISTH B COOTBETCTBUHU C
npaBmiiaMu opopmiieHus pekBusuTa 17.

1) OTMETKa 00 UCTIOJIHEHUH JJOKYMEHTA;

OtMmeTKy 00 MCIOTHEHUU 3asiBICHHUS HEOOXOIUMO O(GOPMIISITh B COOTBETCTBUU C
npaBuiIamMu opopMIIeHHS peKBU3HUTA 29.

4.11. Tenerpamma

4.11.1. TenerpaMMbl COCTAaBJIIFOTCS B TE€X CJIy4asx, KOTrJa OTIPABICHUE MOUYTON HE
o0ecrnevynBaeT CBOEBPEMEHHOTO PEIIEHHUS BOIIPOCOB, M HET BOZMOXKHOCTH BOCIIOJI30BAThHCS
ApyruMu Bujamu cBsizu. OTnpaBKy Tenerpamm ocyiecTsister sxcneaumus OKu/l.

4.11.2. Tenerpammy oGOpMISIOT Ha OJaHKaXx YCTaHOBJICHHOTO o00pasia
(mpunoxenne Ne26) u mepenaroT [uisi oTpaBku 4depe3 Tenerpad B JABYX dK3eMIUIIpaXx,
NEPBBIA U3 KOTOPBIX PETUCTPUPYETCS M OTIPABIACTCS aapecaTy, BTOPOU MOAIINBACTCS B
eJI0.
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4.11.3. B Tenerpammax JOJIKHBI COJEPKATHCS CIEAYIOIINE PEKBUZHUTHI:

a) CIIy»eOHBI! 3aroJ0BOK;

Cny>xeOHBbII 3aroJ0BOK COCTaBIISIET PAaOOTHUK CBA3M, NPUHUMAIOLIUN TeJEerpaMmy
IUIsl IEpEAAYH.

0) yka3zaHHe Ha KaTerOpHIo TejerpaMMBbl (TpH nojiaue kateropun « OObIKHOBEHHAS,
OTMETKa O KaTErOpUH HE YKa3bIBAETCs);

CKOpOCTh TPOXOXKJIEHUS TeJIErpaMMbl 3aBUCHUT OT YyKa3aHUS €€ KaTeropuH.
Kareropus temerpaMMbl IpOCTaBISIETCA COCTABUTEIEM M YKa3bIBAa€TCS MEpe] aJApecoM
«Cpounas». Tenerpammbl kareropuu «CpodHas» MPUHUMAIOTCS JJISI IEpeAadyy TOJIBKO B
HACEJICHHBIC MMyHKTHI, UMEIOINE TeerpadHyIO CBA3b.

Kareropuss tenerpammsl, nepecbuiaemon B npeaenax Poccuiickon ®depepaunuu,
JI0JKHA OBITh HAIMTMCAaHA HA PYCCKOM SI3BIKE.

B) OTMETKA O BUJIE TEIETPAMMBI;

Bun tenerpammel, nepeceuiaeMor B mpeaenax Poccuiickoin @enepannu, T0HKEH
OBITh HAIIMCaH Ha PYCCKOM S3bIKE.

Bun TtenerpaMMbl yKa3bIBae€TCs MCIOJHUTENEM Mepel aApecoM, HampuMep:
«YBenomienue tenerpadom», ¢ OTMETKON «BpyuuTh (1aTa)» u ap.

Opna TenerpaMma MOKET UMETh OJIMH WJIM HECKOJIBKO BUJIOB.

I') aJpec ¢ yKa3aHUEM apecara;

AJnlpec oOTmpaBUTENs M ajgpecara TeJIerpaMMbl, IEpechUlaeMOM B Ipenaenax
Poccuiickoii @enepannu, 10JKEH ObITh HAITUCAH HA PYCCKOM SI3bIKE.

Anpec TenerpaMMbl JIOJDKEH COJIEPkKATh BCE aIpECHBbIC JJAHHBIC, HEOOXOAUMBIC IS
oOecrieueHus ee JOCTaBKHU ajpecary 6e3 po3bicka U HaBEJACHUS CIIPABOK.

B anpece TenerpaMMbl HAMMEHOBaHUE HACETIEHHOTO IMMyHKTa (TOPO/I, CEJI0, IEPEBHS U
T.I1.) YKa3bIBA€TCSl B UMEHUTEILHOM Ta/IeKe, a HAMMEHOBAaHUE PeCyOIMKU, Kpasi, 00JacTu
U palioHa, Ha TEPPUTOPUU KOTOPBIX HAXOJUTCS HACENECHHBIA IYHKT, — B POJUTEIHLHOM
najexe.

B aapece TenmerpaMMmbl Tepel; HOMEPAMHM CTPOEHUM, KOPIYCOB, KBapTUP
COOTBETCTBYIOIIHME CJIOBA MUIITYTCS MOJHOCTHIO UM COKPAILEHHO — «CTPY, KKOPID», KKBY.

Takue cioBa, KaKk «IPOCHEKT», «IIPOE3», «KBapTaDy, «OyIbBap» U T.M., TUIIYTCS
MOJIHOCTBIO.

CrnoBa «kpait», «00JaCTh», «palioH», «CEII0», «IACPEBHS», KYJIHIAY, «IIEPEYIOK» H
«JIOM» MOKHO MHUCATh MOJTHOCTHIO UIN COKPAILLIEHHO — KKP», €00, «PH», «C», «JIEP», KYIDY,
«HIEP» U «I».

Homepa nomoB, cTpoeHHi, KOPIyCOB U KBapTUP MUIIYTCS IUppaMU WIH CIOBaMHU.
JpoOHble HOMEpAa MUIIYTCA C HUCIOJIb30BAHUEM CHUMBOJBLHOTO 3HAKa «/» WM CIOBAMH
«ZIpoOHast uepTay.

HanmeHoBaHMS HOMEPHBIX YU U HOMEPHBIX OPTaHU3ALMI TUITYTCS CIIOBaMU.

Tenerpamma MokeT ObITh aipecoBaHa B OJMH WJIM HECKOJIbKO afapecoB. [Ipu nogaue
TEJErpaMMbl B HECKOJIBKO aJpPECOB C OJHUM M TEM K€ TEKCTOM JIOJHKHO I0/1aBaThCs
CTOJIBKO 3K3EMIUISIPOB TEJIErPAMMBI, CKOJIBKO aJpecoB YyKa3zaHo. B angpecHoil 4actu
TeJlerpaMMBbl YKa3bIBA€TCS TOJIBKO TOT MYHKT, KyJla €€ CleayeT JOCTaBUTh. JlomyckaeTcs
IPUEM MHOT0AJIPECHOM TeJlerpaMMBbI C OHUM TEKCTOM IO CITUCKY aJpecoB, HO He bonee 20
agpecaToB B ciucke. CIIMCOK apecoB IOKEH MO0/1aBaThC OAHOBPEMEHHO C T€JIETPaMMOM.
K kaxxnmomy cniucky npumnaraercs | 3K3eMIUIsip TeIerpaMMbl.
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TenerpamMMa B OIuH aapec MOXKET OBITh aJpecoBaHa OAHOMY HWJIM HECKOJIbKUM
JUAM.

Anpec TenerpaMmbl reyaTaeTcs 4epe3 OAMH MEXCTPOUHBIA HHTEPBAI.

B Tenerpamme ykaspiBaeTca TenerpadHblii ajpec MoJyyaTens C yKa3aHHUEM
HAaMMEHOBAHMS aJipecaTa. YKa3blBaeTCs: HAMMEHOBAHUE JOJKHOCTH, MHULIUAIIBI, (pamMuius
noxyyareins. B ciydae, ecnu TenerpaMma agpecoBaHa YaCTHOMY JIUILY YKa3bIBAE€TCS TOJIBKO
UHULMAJIBI U (haMUITUS.

1) TEKCT IOKYMEHTA;

TexcT TenerpaMmbl H31araeTcsl KpaTko, 0€3 MpeioroB, COI030B U MECTOMMEHHIA.
[Ipennoru, coro3bl U MECTOMMEHHUSI YMOTPEOJNAIOTCS TOJBKO B TEX ClydasX, KOTJa HX
OTCYTCTBHE MOKET U3MEHHUTb CMBICII COOOIIIEHUSI.

TexcT TenerpaMMbl MOXKET MeUYaTaThCsl ¢ COKPAIIEHHBIMU 0003HAYEHUSIMH 3HAKOB
MpenuHaHus 00 MOTHBIMU CIIOBaMH, JIMOO COOTBETCTBYIOIIUMU CUMBOJIAMHU, HAIPUMED:

touka — TUK;

3ansirtas — 311T;

kaBbluku — KBY;

ckooku — CKBb.

3HaKU «HOMEp», «JABOETOUYHUE», «BOCKIUIATENbHBIA 3HAK» MOTYT OBITh HAIUMCAHBI
7100 MOJIHBIMU CJIOBaMH, JINOO COKpAIEHHO, HAITpUMED:

noerouune — JIBTY;

BocKiHMIaTeabHbIN 3HaK — BCKJI,

Homep — HP.

3HaKu «TUpEe» («KMHUHYC»), IUTIOCY, «JIPpOOHAsi 4epTa» MOTYT YKa3bIBaThCs JHOO
HOJIHBIMU CJIOBaMH, JTMOO COOTBETCTBYIOIIMMHI CUMBOJIAMH.

Jpyrue 3Haku MOT'YT YKa3bIBaThCs TOJBKO ITOJIHBIMU CJIOBaMH.

[{udpoBbie naHHBIC B TEKCTE MUIITYTCS CIIOBAMHU MO0 3HAKaMu 1UDpP.

Bce 3HakM, HanMCcaHHBIE TOJIHBIM WM COKPAIEHHBIM CJIOBOM, JOJDKHBI OBIThH
HaIlMCaHbl C WHTEPBAJIOM MEXAYy MPEAIIECTBYIOIUMH WIH MNOCIEAYIOIIUMH CIOBAMH,
uudpaMu, 3HAKaMU.

Tekct medaraercsd Ha OJHOW CTOPOHE JIMCTA YEPE3 OJUH MEKCTPOUYHBIA MHTEpPBAI
MPONMHUCHBIMU OyKBamu, 0€3 MepeHOCOB, a03aleB U UCIIPABJICHUN U HE JIOJKEH COJEPXKATh
6oxee 300 ciioB, HAUMEHOBAHUE Y HUBEPCUTETA YKA3bIBAETCSl HETIOCPEICTBEHHO B TEKCTE.

€) PErUCTPALIMOHHBII HOMEp JOKYMEHTA;

[Tocne TekcTa, HO Iepe1 MOAMKUCHIO CTABIT PErUCTPALIMOHHBIN HOMEP TEJIerpaMMBlI.

) JlaTa JOKyMEHTa;

Jaty TenerpaMmbl HEOOXOIMMO OGOPMIIATH B COOTBETCTBUU C IIPABUIIAMHU
odopmiieHus: pekBusuTa 11.

3) MOAMNKCH TOKHOCTHOTO JIMIIA,;

[Toanucek B Tenerpammax ohopmIIieTcst OTACIBHONU CTPOKOW U HAUMHAETCs ¢ ad3arla.
VYka3bIBaeTcsl JOKHOCTh, MHUIMAIBI M (aMUINS JTOJDKHOCTHOTO JIMIIA, MOANKCABIIETO
TEJErpaMMmy.

OTa 4yacTh TeJIerpaMMbl OTIEISIETCS YepTOM, T.K. B HEE BXOHAAT Tapu(HBIE CJIOBa,
MOJITIeKAIUE OIJIaTe U Iepeaayde mo reaerpady.

4.11.4. B tenerpaMMe oj 4€PTON yKa3bIBAETCS apec OTIIPABUTEIIS.
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Agnipec oTmpaBuTENs Ha TelerpaMmax, NEpPechUlaeMbIX B Ipenenax Poccuiickon
denepauuu, JOJKEH YKa3bIBAETCS HA PYCCKOM SI3BIKE.

VYkaspiBaeTcsi aapec YHuBepcuteTa mia tenerpamMm: b.Ceménonckas yi., 1.38,
Mocksa, 107023.

[Toanuce TenmerpaMmbl HEOOXOAMMO OQOPMIISITH B COOTBETCTBHM C IPAaBUIIAMHU
obopmIIeHUST peKBU3HTA 22.

') OTTUCK [1€YaTH.

OTTHCK TMedYaTH MPOCTAaBISAETCS MOCE MOJMUCAHUS TEJeTpaMMBbl JI0JKHOCTHBIM
JIALIOM.

Ha Tenerpamme TOANMMCAHHOW  PEKTOPOM, TMPOPEKTOPOM/IUPEKTOPOM  TIO
HaIPaBJICHUIO U JIUIIOM 3aMEIIArOIUM €r0 MTPOCTABIAECTCS OTTUCK TepOOBOM MEUATH.

OTTuCcK TmMeyaTtd Ha TeJerpaMMe HeoO0XoauMo O(OpPMISITH B COOTBETCTBUU C
npaBuiIamMu opopMIIeHUsI peKBU3UTA 26.

4.12. JlIokyMeHT, TiepeiaBaeMblil 0 (aKCUMUIILHON CBSI3U

4.12.1. ®akcuMmIbHAS CBsA3b 00€CIEUnBACT mepeaady nHpopManuu ¢ 0yMaKHOTO
HOCHUTEINS (TEKCThI, TAOIULbI, TpAQUKHA U Ap.) U IPUEM 3TOM MHPOPMALMK B BUAE KOIHH
(bakcumurie), Ha3biBaeMOU (hakcoM Ui TesnedhakcoMm.

4.12.2. TpeGoBaHUS K COCTaBICHUIO U O(OPMIICHUIO COOOIIEHUH, TIEpeIaBaeMbIX C
NOMOUIbI0  (aKCUMMJIBHOM  CBSI3U,  ONPEAENSIOTCS  BHUJIOM  OTIPABIISIEMOIO
JOKyMEHTa — MOJIMHHUKA (MUChbMO, JOTOBOP, TPOTOKOI U T.1.).

4.12.3. O6bemM nepeiaBaeMoro JOKyMEHTa, BBITIOJIHEHHOTO Ha Oymare ¢popmara A4
YEpHBIM UM TEMHO-CUHUM LIBETOM, HE JOJKEH IPEBBIIATH 5 JIUCTOB.

4.12.4. 3ampemaercss HCMONb30BaTh (aKCUMUJIbHBIC ammaparbl B KayecTBE
KOMUPOBAJIbHO-MHOKUTEIBHON TEXHUKM U TepefaBaTh C MCIOJIb30BAHHEM CPEICTB
(aKCUMUIBHOM CBSA3M JOKYMEHTBI M MaTEpHaJIbl, COEpPKAIINE CIYKEOHYI0 HH(DOpMAIUIO
OTpaHUYEHHOr0 JO0CTyMNa, B TOM YHCIIe C MOMETKON «Jljig Cily’)K€OHOro MOJIb30BaHUSY,
«KondpunenuuansHo» u «He nist neyatu.

[To cetn (akCUMUIBHOM CBSI3U MOTYT IepeAaBaThCs TEKCTOBbIE M TIpaduueckue
JOKYMEHTBI, UCTIOJTHEHHBIE TUMOTPAPCKUM, MAIIIMHOIIUCHBIM UM PYKOTTMCHBIM CIIOCOOOM
B YEPHOM WJIM TEMHO-CMHEM LIBET€ C YETKUM M KOHTPACTHBIM H300pakeHueM (TiepBbie
AK3EMILISIPBI M UX KCEPOKOMHUH) Ha Oesiol Oymare ¢ MUHMUMAaJIbHON BBICOTOM OYyKB U LGP 2
MM. Tonmuua nuHui u300paxkenus nobkHa ObiTh He MeHee 0,15-0,20 mwm. Illupuna
JOKyMEHTa He JoJpKHa npesblmiaTh 210 mwm. J[mMHa 1OKyMEHTa HE OrpaHUYHMBAETCS.
JIOKYMEHTBI JOJKHBI OBITh pa30pOLIIOPOBAHBI U UMETh T0JIsl He MeHee 10 MM IHUPUHOM.

Ha nokymente, mnpegHa3HadyeHHOM [UIsl TMepenadd  (PaKCUMHIIBHOM  CBS3BIO,
JOTIOJIHUTENBHO K YCTAHOBJICHHBIM PEKBU3UTAM YKa3bIBa€TCsI HOMEP TenedoHa.

[Tpu mepenaye TEKCTOB CITy)KEOHBIX TOKYMEHTOB 10 KaHajgaM (aKCUMUIBHOU CBSI3U
HEOOXOMMO  pPYKOBOJCTBOBaTbCA  HacTosimed  MHCTpykiuedn u  clieayoluMu
TpeOOBaHUSIMHU:

- 3amnpelaercs INepenaBaTb TEKCTbl JOKYMEHTOB, COJEpXKallMX IEpPCOHAJIbHBIC
JAHHBIE TPaXK]IaH;

- (hakcorpaMmbl Ha UHOCTPAHHBIX SI3bIKaX OTIPABJISIOTCS NMPU HAJIMYMU MEPEBOJA,
3aBEPEHHOTO JIMIIOM, MOJMUCABIINM (pakcorpammy.
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Koutpons  ucnonb3oBaHusi  (AaKCUMIIBHOW  TEXHHUKA B CTPYKTYPHBIX
NoJpa3AelieHUusIX Y HUBEPCUTETA OCYIIECTBIISICTCS UX PYKOBOJICTBOM.

CpenctBa (hakCUMHUIIBHOM CBSI3M TPEAHA3HAYCHBI ISl ONEPAaTUBHOM IMepemadu |
npreMa TEKCTOB IOKYMEHTOB U CIIY>)KEOHBIX MaTepHaJIoB.

4.12.5. OTBETCTBEHHOCTh 3a COJIep)KaHue MepeaaBaeMoi nHOpMalK BO3JIaraeTcs
Ha HWCIOJHUTENSA, TOJATOTOBHBIIETO JOKYMEHT K Tiepenade, W PYKOBOIUTEIS
COOTBETCTBYIOIIETO CTPYKTYPHOTO TIOpa3ACICHUSI.

4.13. Tenedonorpamma

4.13.1. TenepoHorpaMmbl PEKOMEHIYETCS HWCIOIB30BaTh [IJIi OMEPATUBHOTO
pEIIeHHs BOIIPOCOB B CITydasx, KOrja COOOIIEHUs, IepeaaBaeMble 1Mo TeiaedoHy, TpeOyroT
JOKYMEHTanbHOro odopmienus. TenedhoHOrpaMMON NEpenaroTCsi HECI0XKHbBIE TEKCThI
(mpurnaneHus Ha COBEIIAHUs, 3aCETaHUS U T.1I.).

4.13.2. Tekct TenedoHOTpaMMBI TiepeaaeTcs YCTHO MO KaHajgaMm TeledOHHON CBS3H,
3aMHCHIBACTCS M 3aT€M I€YaTaeTCs MOTydaTeIeM.

4.13.3. O0s3aTeTbHBIMU PEKBU3UTAMHU TIOCTYIHUBIICH TeIePOHOTPAMMBI SBISIOTCS:

a) HAaMMEHOBaHME OpPTraHU3allMu — aBTOPa JOKYMEHTA;

0) BuJ JOKyMeHTa — Tesie)OHOTpaMMa;

B) UCXOASIIUN PETUCTPAITMOHHBIN HOMEDP IOKYMEHTA,;

r) agpecaT (HAaMMEHOBAaHHE OPTaHMU3AIMH, Ky 1a IepeaaeTcs TeneoHorpamMma);

1) TEKCT IOKYMEHTA;

€) TOJKHOCTD, (haMIIIHS, MHUITAAJIBI, JIUIIA, TOMHUCABIIETO Tele(oHorpaMMy;

) JOJKHOCTh, (haMUJTUSI U UHUIIMAJIBI, TIEpeaBIIero TeeoHorpaMmy, HOMEp €ro
TenedoHa;

3) JOJKHOCTb, (amMuiusi, WHUIMAIGI W  TOANUCH JIMIA, [PUHSBILIETO
tenedoHorpammy;

1) BXOJSAIIUN PETUCTPAIMOHHBIA HOMEDP IOKYMEHTA;

K) Jata TeneoHorpamMMel (1aTa U BpeMs ee rnepeiayun).

4.13.4. TlepenaBaemasi TenepoHOTpaMMa COCTaBISIETCS HA CTaHAAPTHOM JIUCTE
Oymarm Qopmata A4 B OAHOM OK3EMIUIAPE M TOJIMUCHIBACTCS PYKOBOIUTEIEM
CTPYKTYPHOTO MOAPa3IeJICHHS U OTBETCTBEHHBIM HUCIIOIHUTEIIEM.

Ecnu tenedonorpamMma mepemaercs HECKOJIBKUM ajipecaraM, K HEH MpHiiaraercs
CIIUCOK aJJpeCcaToOB U HOMEPOB UX TEJIEPOHOB.

[lepenaBaemas tenedoHorpaMMa JIOJDKHA HMMETh T€ K€ PEKBU3UTHI, YTO H
MOCTYIMBILIAS.

4.13.5. TenedoHorpamMma 3aMKUCHIBACTCS B KypHAJIE WM €ro AJIEKTPOHHOM aHaJore
o o0Opasiry:

a) JIOJDKHOCTb, MHULIMAIKI, (pamuinsi, HoMep TenepoHa pabOTHHKA, MEPEAaBIIETO
TenedoHOrpamMmy;;

0) MOHKHOCTh, MHHUIMANBI, (hamrums, HoMep TenedoHa paOOTHHKA, MPUHSBIIETO
TenedoHOrpamMmy;

B) 1arta TesneoHOrpaMMBbl;

I') BpeMsl [epeaayy;

1) TeMa TeneOHOrpaMMBl;
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€) IOJKHOCTh, WHHMIMANGL, (aMuius JIula, OT HMMEHH KOTOpPOro IepeaaeTcs
TeneoHorpamma.

4.14. CoobiieHue, iepeaaBaeMoe 1Mo IEKTPOHHON MOYTe

4.14.1. DnekTpoHHAs MMOYTa UCIOJIB3YETCs, KaK ISl MePEChUIKA COOOIIEHUN MEXTy
CTPYKTYPHBIMH MTOAPA3/ICICHUSIMHU BHYTPH Y HUBEPCUTETA, TaK U JUIS IIepeiadu COOOIICHU N
JIPYTUM YUPEXKICHUSIM, OPTaHU3ALIMAIM U TPAXKIaHAM.

4.14.2. 3anpeniaeTcs mepeiaBaTh TEKCT JOKYMEHTA C MOMETKON «/[7st ciryxeO6HOTO
MIOJIb30BaHUS».

4.14.3. Aapecar 3eKTPOHHOM MOYTHI MOTyYaeT n300pakeHNe TOKYMEHTa Ha dKpaHe
KOMIThIOTEPA WJIM B BUJIC PACIICYaTAHHOW KOMUU Ha OyMa)KHOM HOCHUTEIIE,.

4.14.4. DneKTpOHHOE COOOIICHNE COCTOUT M3 UMEHHU M aJipeca OTIPABUTENIs, aapeca
WJIM HECKOJIBKUX a/IpECOB MOJIydaTesniel, 3arojloBKa U TEKCTa.

4.14.5. Anpec B cuUCTEME AJIEKTPOHHOM MOYTHI COCTOMT U3 MUMEHH 3JIEKTPOHHOTO
MOYTOBOTO SAMKA U JOMEHA, Pa3/IeIEHHBIX 3HAKOM 3JIEKTPOHHOM MOYTHI «(@)», HAIPUMED:
mospolytech@mospolytech.ru

4.14.6. TpebGoBanusi K OGOPMICHUIO JOKYMEHTOB, TOCHUIAEMBIX D3JIEKTPOHHOM
MOYTOM, aHAJIOTUYHBI TPEOOBAHUSM, MPEABIBIAEMBIM K O(OPMIICHUIO YIPABICHUYECKUX
JIOKYMEHTOB, 3a(DMKCUPOBAHHBIX HA OyMaKHBIX HOCUTEIISX.

4.14.7. DAEKTpOHHOE MHCHBMO HMEET CTAaTyC JIOKYMEHTa, €CJIM OHO IOJITUCAHO
3JIEKTPOHHOM MOJIUCHIO.

4.15. Konust foKyMeHTa (BBITIMCKA U3 JOKYMEHTA)

4.15.1. Konuu noapa3aesstoTcs Ha CIASAYIOIUEe BUJIBL:

[To cioco0y M3TOTOBICHMUS:

a) (hakCuMUJIIbHAS;

dakcuMUIbHAS ~KOMHUS TOYHO BOCIPOM3BOJUT BCE BHENIHWUE MPHU3HAKH,
XYyJI0)KECTBEHHBIE OCOOCHHOCTH O(OPMIICHHS PEKBH3WUTOB, WX pAaCIOJOXKEHWEe. Takue
KOIUYA W3TOTABIMBAIOT THUIOTPA(CKUM CIIOCOOOM WM C TOMOIIBIO KOIMHMPOBAILHOM
TEXHUKH.

0) cBoOOTHAS.

CB00OOTHAS KOTHSI M3TOTABIUBACTCS PYKOIHUCHBIM WIJIH MAIIHHOMUCHBIM CTIOCOOOM.
Taxkast KOst TOJTHOCTBHIO BOCIIPOM3BOIUT HH(POpMAIIHIO O(PHUIIMATHFHOTO TOKYMEHTa, HO HE
TOYHO BOCITPOM3BOIUT BHEIIIHUE €TO TPU3HAKH.

I[To criocoby odhopmieHus:

a) TOJIHAS;

[TomHast xomusi OQUIIMATBHOTO JOKYMEHTa JOJKHA IMOJIHOCTHIO BOCIIPOU3BOIUTH
nH(popMaLrio 0QUIHAIBHOTO JOKYMEHTA U OBITh 3aBepeHa 10 MOJHOU (hopMme.

0) BeImHcKa (mpritoskenne Ne27);

Brimucka w3 gokymMeHTa OoQOpMIISIETCS B Ciy4asX, KOT/Ia W3TOTOBJICHHWE KOTIHH
JOKyMEHTa HEBO3MOXHO (HAampuMep, B CHIy KOH(MUICHIIUATLHOCTH COJEPIKAIIUXCS B
JIOKYMEHTE CBEJICHMI) WJIM HEleJIeco00pa3Ho (M3-3a 3HAUUTEILHOTO 00BhEMa COEPIKaHUS
JIOKYMEHTA).
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Brimcka 3 mokyMeHnTta oopmisieTcst Ha cTaHgapTHOM Jicte Oymaru opmata A4
CJIeIyIoIUM 00pa3oM:

a) BOCIIPOU3BOIATCS PEKBU3UTHI OJIaHKA JIOKYMEHTA 3a UCKJIFOUEHUEM HauMEHOBaHUs
BHJIa JOKYMEHTA.

0) B HaMMEHOBaHWUW BHUJA JOKYMEHTa YKa3bIBaeTcs, Hampumep: «Bpimmcka us
npuKasa», «BbITIHcKa U3 MPOTOKOJa» (0€3 KaBhIUEK);

B) BOCITPOHU3BOIATCS PETUCTPAIIMOHHBIN HOMED U J]aTa OPUTHHANIA JOKYMEHTA,;

I') BOCHPOU3BOJIUTCS TOJHOCTHIO BBOAHAS WJIM KOHCTATUPYIOIIAs 4acTh (€CIM OHa
€CTh) JOKYMEHTA;

1) 13 OCHOBHOM WJIM PACTIOPSAUTEIFHON YaCTH TEKCTa JOKYMEHTA BBIMTHUCHIBACTCS TOT
MyHKT, HH(OpMAITUsS KOTOPOTO HE0OX01UMa;

€) BOCTIPOM3BOIUTCS PEKBU3UT «IloamucCh MOMKHOCTHOTO JHIA» 0e3 JTUYHOU
MTO/IMHCH;

) MPOCTABJISAETCS OTMETKA O 3aBEPEHUH KOIUH 110 ITOJTHOM UITH KPaTKOH (opme.

B oTAenbHBIX ClTydasiX B COOTBETCTBUHU C TPEOOBAaHUSIMH HOPMATUBHBIX TOKYMEHTOB
WJIH TTO TPEOOBAHMIO BBIMIECTOSIICH OpraHN3alliK BEITUCKA U3 TOKYMEHTa 0(popMIIseTCs He
KaK KOMHWS YacTH JOKYMEHTa, a KaK CaMOCTOSTEIbHBINH JOKYMEHT, BOCIPOHM3BOISIIHIMA
nH(}OpMAITNI0 OCHOBHOTO JOKYMEHTA 0 YCTAaHOBJIICHHON (hopMe Ha YTBEPIKICHHOM OJIaHKE
YHuBepcuTeTa W TOANMHCAHHBIA TOJDKHOCTHBIM JIMIIOM, WMEIOIIMM TPaBO TOAIKCH
OCHOBHOTO JIJOKYMEHTA, C TIPOCTaBJICHUEM MedaTh. B 3ToM cirydae 1aToil BEITUCKH SBIISETCS
nara ee noanucanus. Hanpumep, «Bbimucka W3 3a4€THOW KHIDKKW», «Bbimmcka w3
pabouero yueOHOTO TUIaHa» U Jp.

B) OTITYCK.

OTnyck — 93TO KOMHS OTMIPABIAEMOro (MCXOMSIIEro) JOKyMEHTa, KOTopas
MOJIIIMBAETCS B JIETIO OPTaHU3AIUH, a MOJUIMHHUK JOKYMEHTa HApaBIIIeTCs aJipecary.

Otnyck odopmisieTcss Ha CTaHAAPTHOM JucTe Oymaru ¢ odopmiieHHEM Bcex
PEKBU3UTOB, KPOME PEKBU3UTOB OJJaHKA MCXOJIAIIETO JOKYMEHTa M 0€3 JTMIHOW MOIITUCH
JOJDKHOCTHOTO JIUIIA, TTOATMCABIIETO MOIMHHUK JOKYMeHTa. Ha oTImycke B HIDKHEH 9acTh
JUIEBOM CTOPOHBI TOCJICIHETO JIMCTa PYKOMHMCHBIM CIIOCOOOM O(GOPMIISIOTCS BHU3bI
JTOJDKHOCTHBIX ~ JIMI], TIOJTOTOBUBIINX IMOJJMHHUK OTIPABIIEMOT0 (HCXOJSIIIETO)
JIOKyMEHTA.

4.15.2. Komuu 1OKyMEHTOB Y HUBEPCHUTETA BBIJAIOTCS TPaXKaaHaM TI0 3asBIICHUSIM U
OpraHU3AIMSIM TIO 3aIPOCcaM.

4.15.3. Konust 1oKyMeHTa 3aBepsETCS B COOTBETCTBUU C IpaBUJIaMH O(OPMIICHUS
pekBu3uTa 27 MO MOJHOM (C MPOCTaBJIEHWEM IeyaTH) UM KpaTkoi (0e3 mpocTaBiIeHUS
neyatu) hopme.

[To monHOM (hopme TOJKHBI 3aBEPATHCS KOMUU JOKYMEHTOB, BbIJaBa€Mble Ha PYKHU
WIH OTIIpaBisieMble (UCXOSIIKE) U3 Y HUBEPCUTETA.

[To kpatkoii (hopMe JOJIKHBI 3aBEPSITHCS KOMUH JOKYMEHTOB, OCTAIOIIUECS B Jeax
YHuBepcurera.

5. OPTAHM3ALIMA JOKYMEHTOOBOPOTA
N NCITOJIHEHMA JOKYMEHTOB
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Opranu3zanus paboTbl ¢ JOKYMEHTaMHU B JIEJIOMPOU3BOJCTBE MPEACTABISAET COOOU
COBOKYIIHOCTh BHUJOB pa0OT, 00ECIEUMBAIOLIUX JBHKEHUE TOKYMEHTOB C MOMEHTa HX
CO3/IaHUS WM IOJIyYEHHs 1O 3aBEPUICHUS] MCIIOJHEHUS WIM OTHPABICHUS, XPAHEHUS U
MCIIOJIb30BaHUs IOKYMEHTOB B TEKYILEH 1€ATEIbHOCTU Y HUBEPCUTETA, COXPAHHOCTD, YUET,

CUCTEMATHU3allMI0  JIOKYMEHTOB,  (opmupoBaHue MW  odopmiieHue  JAel  Ha
JEJIONPON3BOACTBEHHON CTaAUM M UX IEepeady B OTIEN apXUBHOTO JAEJIONPOM3BOJACTA
VYHuBepcutera (Hanee — apXxuB YHUBEPCHUTETa) B COOTBETCTBUM C TpeOOBaHUAMH,

YCTAaHOBJICHHBIMU HOPMATHBHO-MCTOANMYCCKUMHU JOKYMCHTAMHU II0O APXHBHOMY JCIYy H
ACJIOIIPONU3BOACTBY.

5.1. Opranuzanuus JOKyMEHTO000pOoTa

5.1.1. JIBmkeHHe AOKYMEHTOB B YHHUBEPCUTETE C MOMEHTAa WX CO3JaHUS WJIU
MOJIYYEHHUS JI0 3aBEPIICHMS MCTIOJHEHUS WIM OTIpaBIEHUs] 00pa3yeT TOKYMEHTOOOOPOT
YHuBepcurera.

B nokymenTo000poTe YHUBEpPCUTETA BHIICISIOTCS CIACIYIONINE TOKYMEHTOOTOKHU:

MOCTYyNaroIIas T0OKyMeHTalus (BXO/Id111asi) B Y HUBEPCUTET (jajiee — MoCTymnaroIias);

OTMpaBiisieMasl JOKyMmMeHTauus (ucxopsmias) u3 YHuBepcurera (nmamee —
OTIpaBJisieMas);

BHYTPEHHSISl JOKYMEHTAIIUsT Y HUBEPCUTETA (J1aJiee — BHYTPEHHSIS).

5.1.2. Tlopsimok MpOX0XKACHUS JOKYMEHTOB M OIEpallfH, MPOU3BOAUMBIE C HUMHU B
MOJpa3ACICHUsIX  YHUBEPCUTETA, PEIVIAMEHTUPYIOTCS  Hacroswen Mucrpykiuen,
MOJIOKEHUSIMU O CTPYKTYPHBIX TOAPA3ACICHUSIX, JOJDKHOCTHBIMU HMHCTPYKIUSIMHU
PaOOTHUKOB U JIPYTUMHU JIOKATHHBIMH HOPMATUBHBIMU aKTaMU Y HUBEPCUTETA.

5.1.3. JIoKyMeHT JOJKEH MpeObIBaTh TOJBKO B TE€X CTPYKTYPHBIX MOJIPa3ICICHUIX
YHuBepcurera, rie 3T0 00yCIOBIEHO HEOOXOIUMOCThIO PAOOTHI C HUM.

5.1.4. B YHuBepcuTeTe OCyIIECTBIsIETCS paboTa ¢ TOKyMEHTaMH Ha AJIEKTPOHHBIX U
OYMa)KHBIX HOCHUTEISX.

5.2. OcobennocTr paboThI C AMEKTPOHHBIMH TOKYyMEHTaMU

5.2.1. B YHuBepcuTeTe CO3/1AI0TCS U UCTIONIB3YIOTCS:

ANIEKTPOHHBIE  JIOKYMEHTBHI, CO37aBaeMble B  DJJEKTpOHHOW  dopme  0Oe3
MIPEABAPHUTEILHOTO JOKYMEHTHUPOBAaHUS HA OyMa>KHOM HOCHUTEJIE;

AJICKTPOHHBIE 00pa3bl JTOKYMEHTOB, IOJYYCHHBIE B pE3yJbTaTe CKAaHUPOBAHUS
OyMakKHBIX TOKYMEHTOB U XpaHsmmecs B CO/I.

5.2.2. DneKTpOHHBIA JTOKYMEHT JOJDKEH OBbITh O(opMIIeH MO OOIMM IpaBUiIaM
JEIIOTPON3BOICTBA U UMETh PEKBU3UTHI, YCTAHOBJICHHBIC JJIs1 aHAJIOTUIHOTO JIOKYMEHTA Ha
OyMa)XHOM HOCHTEJIE, 32 UCKIIFOUEHUEM OTTHCKA TIeUaTH.

5.2.3. DIeKTpOHHBIN TOKYMEHT JOJDKEH COJIEP’KaTh MIIM TIOCTOSIHHO OBITH CBSI3aH C
METaJaHHBIMH, OTPAXKAIOIIMMU OIEpaIH, COBEpIIAEMble C JOKYMEHTOM B Ipoliecce
JEIIOBOU JIeSITENbHOCTH. [Ipn 3TOM:

a) CTPpYKTypa TOKyMeHTa, ero ¢GopMaT U B3aUMOCBS3H MEXIY COCTABJISIONIIMU
JOKYMEHT DJJIEMEHTaMH JIOJDKHBI OCTaBaThCS HEU3MEHHBIMH, HE HCKAKCHHBIMU
MeTaJJaHHBIMH;
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0) B MeTaJaHHBIX O JOKYMEHTE JOJDKEH OBITh OTpa)X€H KOHTEKCT €ro CO3/aHusl,
MOJIyYeHHUs] M HKCIOJb30BaHUsA (B TOM 4HCIIe IPOLECC AENIOBOM NEeATeNbHOCTH, YacThIO
KOTOPOTO SBJISIETCS IaHHAsI OTlepalus, 1aTta U BpeMs JaHHOM orepanuu U €€ YYaCTHUKH);

B) B METAJaHHBIX O JIOKYMEHTE JOJDKHBI OBITh MPEICTABICHBI CBSI3U MEXKIY
OTACIIBHBIMM JOKYMEHTAMH, COCTABIIIONIMMHA B COBOKYIIHOCTH €IUHBIA KOMIUIEKC
JOKYMEHTOB.

5.2.4. DneKTpOHHBIE TOKYMEHTHI co3AatoTcsi, oOpadaTbiBatoTcst U Xpanstes B COJ1
Vuuepcurera. C3Jl VYHuBepcurera JIOJDKHA  COOTBETCTBOBAaTH  TPEOOBAHUSAM,
YCTaHOBJICHHBIM MMHUCTEPCTBOM CBSI3W M MACCOBBIX KOMMYHHKAui Poccuiickoin
denepanum.

5.25. B »31eKTpOHHOM BHJI€ MOXET OCYILIECTBISATHCS MNPUEM TMOCTYMAIOIIUX
JOKYMEHTOB. JIBM>KEHHE TOKYMEHTOB BHYTPU Y HUBEPCUTETA, BHECEHUE YKa3aHHUU I10
WCIIOJIHEHUIO JOKYMEHTa (pEe30JIOLMii), HCIOJHEHHE, II0CTAHOBKA HAa KOHTPOJIb,
MOATOTOBKA OTIPABISIEMbIX M BHYTPEHHHX JIOKYMEHTOB, COIJIACOBaHUE (BU3MPOBAHUE),
y4€T, PpErucTpalms, pacchbUIKa, OTMETKa OO0 WCIOJIHEHUH JOKYMEHTOB, XpaHEHUE,
YHUUYTOKEHUE JOKYMEHTOB ¢ nomouso CO/I.

5.2.6. CocraB 31eKTPOHHBIX JOKYMEHTOB, oOpamatomuxcs B COJl, onpenensiercs
PEKTOPOM, BPHO PEKTOpa Ha OCHOBE pexomeHAanuii denepaibHOro0 apXMBHOIO areHTCTBa
U B COOTBETCTBUU C llepeuHem BUIOB TOKYMEHTOB, CO3/1aHUE, XPAHEHUE U UCIOJIb30BAHHE
KOTOPBIX OCYILECTBIISIETCS B (POPME IEKTPOHHBIX TOKYMEHTOB.

[Tepedyens nokyMeHTOB, moanexammux perucrpaiuu B COJ1 — npunoxenue Ne28.

5.2.7. [Ipuem u oTHpaBiIeHUE IEKTPOHHBIX JOKYMEHTOB ocytiecTBisitorcs B OKu/l,

5.2.8. Ilpu mepegaue MOCTYNUBIIUX 3JIEKTPOHHBIX JTOKYMEHTOB Ha PacCMOTPEHHE
PEKTOPY, BpPHO PpEKTOpAa HAIPABICHUU DJJIEKTPOHHBIX JOKYMEHTOB B CTPYKTYpPHBIE
IIO/IPA3/IeJICHUs] U OTBETCTBEHHBIM HCIIOJIHUTENSIM Y HUBEPCUTETA, OTIPABKE 3JIEKTPOHHBIX
JOKYMEHTOB Ha XpaHEHUE BMECTE€ C HUMH NEpeNaroTcs (HAmpaBIIAIOTCS, XpaHATCS) HX
pPErHCTPallMOHHBIE IaHHBIE.

5.2.9. JlokymeHTHI, co3daBaeMble B YHHUBEpPCUTETe, W (WIHM) TOCTYNHBIINE B
YHuBepcuter Ha OyMakHOM HocHuTene BkmodaroTcs B COJl mocne cKaHMpOBaHHUS U
CO3JaHMs JIEKTPOHHBIX BEPCU JOKYMEHTOB.

5.2.10. BkitoueHue 3eKTpoOHHOTO BuAa AokyMeHTa B COJl BO3MOXKHO IMOCHE €ro
BepuduKaluu (CpaBHEHUS JIEKTPOHHOTO 00pa3a JOKYMEHTa C MOJJIMHHUKOM JIOKyMEHTA)
Y TIOATBEPKIAEHUS COOTBETCTBUS JIEKTPOHHOTO BU/IA MOJJIMHHUKY JOKYMEHTA.

5.2.11. B C3/1 He pa3MemiaoTcsi JOKYMEHTHI C TpU(OM CEKPETHOCTH.

JIOKyMEHTBI, colepKalllie MepCOHAIbHbIE U MHbIE KOH(PHUICHIMAIbHbIC JaHHbBIE,
MoryT pasmemarbess B COJl mpu coOM0IeHUH YCTaHOBJIEHHBIX 3aKOHOJATENIbCTBOM
Poccuiickoit @eneparuu TpeOOBaHUM MO 3aIUTe HHYOpMAITIH.

5.2.12. B nensx ydera v moucka 10kyMeHTOB B COJ] ucnonb3yrorcs 00s3aTeIbHbIe
CBEJIeHUs1 O JOKyMeHTax corjacHo [lepeuHto oOs3aTeNbHBIX CBEICHHM O JTOKYMEHTaX,
UCTIOJIb3YEMBIX B IIEJISIX y4eTa U oucka JoKkymeHToB B COJI (mpunoskenue Ne29).

5.2.13. Enuuuneil yuera »3JEKTPOHHOTO JOKYMEHTA SIBJISETCA DJIEKTPOHHBIM
JOKYMEHT, 3aperucTpupoBaHHbii B COJ[. DONEKTpOHHBIM JOKYMEHT, HWMEIOUIUN
MPUIOKEHUS, PETUCTPUPYETCS KAK OJJUH JOKYMEHT.
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5.2.14. Peructpamusi JAOKYMEHTOB TMPOMU3BOJUTCS B TMpEJeiax BBbIIEICHHBIX B
VYHuBepcutere - JOKYMEHTONOTOKOB:  IMOCTyHAaloOlUMe JOKYMEHTBI,  OTIpaBisieMbIe
JOKYMEHTbI, BHYTPEHHUE TOKYMEHTHI.

5.2.15. CocraBnenue, ohopMJIEHHE U COIVIACOBAHUE IMPOCKTOB 3JIEKTPOHHBIX
JOKYMEHTOB OCYLIECTBIISIOTCS MO OOIIMM MpaBUIaM JIeJIONPOU3BOICTBA, YCTAHOBIEHHBIM
B OTHOILLIEHUHU aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa>KHOM HOCHUTEJIE.

5.2.16. 3apeructpupoBansblii B CO/] mokymMeHT nepeaaeTcss M1y paOOTHUKAMU
CTPYKTYPHBIX TOJIpa3JiejicHul YHHBEPCUTETA B DJJICKTPOHHOM BHUJE, TO €CTh B (opMme
AJIIEKTPOHHON KapTOUKHU-TIOPYUYEHHUS C TEKYIIMM HaO0OPOM PEKBH3UTOB M MPUKPEIIICHHBIM
(daiaoM ToKyMeHTa.

5.2.17. ®opmupoBanue gaen B COJ] 3a ucTeKmuil mepuoj MPOU3BOIUTCS ITOCIE
MCIIOJTHEHUSI BCEX MOPYUYEHUM 1O JOKYMEHTAaM.

Hymepamust ctpanuiy B Jiefie  YTOYHSIETCS U KOPPEKTHPYETCS pPaOOTHUKOM,
OTBETCTBEHHBIM 3a JIEJIONIPOU3BOJICTBO, TIepe]] CAa4eii B apXUB Y HUBEPCUTETA.

5.2.18. DnexkTpoHHBIE ITOKYMEHTHI (OPMHUPYIOTCS B J€la B COOTBETCTBHUH C
HOMEHKJIATypOr e U UHACKCUPYIOTCS B TOPSIAKE, YCTAHOBJIECHHOM B OTHOIIEHUU e,
COCTABJICHHBIX M3 JOKYMEHTOB Ha OyMa)>KHOM HOCHUTEJE.

[Ipu coctaBieHun HOMEHKIATYpHI fen B rpade «lIpumeuanue» ykaszplBaeTCs, 4TO
JIEJI0 BEJIETCS B AJIEKTPOHHOM BH/IE.

B ciydae cymecTBoBaHMs OyMa)KHOTO aHajiora JIOKyYMEHTa J1eJ10 (popMUpYeTCsl Ha
OYMa>KHBIX HOCUTENSIX U ¢ tomotbio CO/I.

5.2.19. DnekTpoHHBIE JOKYMEHTHI MOCJIE MX HCIOJHEHHS MOJJIeKAaT XPaHEHHUIO B
TEYCHUE CPOKOB, MPEIYCMOTPEHHBIX [IJIi AHAJIOTHYHBIX JIOKYMEHTOB Ha OyMa)KHOM
HOCHTEIIE.

Cpoku XpaHEHHUsI SJEKTPOHHBIX JTOKYMEHTOB COOTBETCTBYIOT CpPOKAaM XpaHEHHS
JOKYMEHTOB, YCTAaHOBJICHHBIX 3aKOHOAATEIIbHBIMA U MHBIMH HOPMATUBHBIMHU TIPABOBBIMHU
aktamu Poccuiickoit ®@enepanuy, TUNOBBIMM WM BEJOMCTBEHHBIMHU MEPEUHSIMH JJIs
aHAJOTUYHBIX JOKYMEHTOB Ha OyMa)KHBIX HOCHUTETISX.

DNEeKTpOHHBIE JOKYMEHThI, HMEIOIIME CPOK XPAaHEHUsI TOCTOSHHBIM, WU
nosroBpeMeHHbI (cBhimie 10 net), unmu ¢ orMmerkoit DIIK, momnexar opopmiieHH0 Ha
OyMa>KHOM HOCHTEJIE CO BCEMU PEKBU3UTAMU, YIOCTOBEPSIOIIMMH UX MOAJIMHHOCTb.

5.2.20. DkcnepTu3a 1EHHOCTU 3JIEKTPOHHBIX JIOKYMEHTOB OCYIIECTBIISIETCS B 00IIIEM
NOpsAJIKE, YCTAHOBJICHHOM B OTHOIIIEHUH JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

5.2.21. Tlocne ncreyeHus: Cpoka, YCTAHOBICHHOTO JJIsl XPAHEHHS JICKTPOHHBIX JE
(2JIEKTPOHHBIX JIOKYMEHTOB), HA OCHOBAaHHMHM aKTa O BBIACICHUU HUX K YHUYTOKEHHIO,
YTBEPXKIACHHOTO PEKTOPOM (TIPOPEKTOPOM/TUPEKTOPOM IO HAIPABJICHHUIO), YKa3aHHBIC
ANIEKTPOHHBIE Jiesa (3JEKTPOHHbBIE JOKYMEHTHI) OJIEKAT YHUUTOXKEHUIO.

5.2.22. TloctynuBime U3 CTPYKTYPHBIX MOApA3ACIICHUN YHUBEPCUTETA B apXUB
YHuBepcuTeTa 3IEKTPOHHBIC JOKYMEHTHI MEepPEealoTcs Mo OMHUCSIM ¢ o(popMIICHHEM aKTa
pueMa-repeiaun JIEKTPOHHBIX JIOKYMEHTOB Ha apXUBHOE XpaHEHUE.

5.2.23. Opranuzanuio, BEJACHHE M COBEPIICHCTBOBAHUEC JCIIONMPOU3BOACTBA C
ucronb3zoBanueM C3J], Meroanueckoe pyKOBOACTBO M KOHTPOJb  COOJIIOJICHUS
YCTaHOBJICHHOTO TTOPsAKa paboThI ¢ JokyMeHTaMu B COJl B CTPYKTYPHBIX MMOpa3IeICHUIX
Yuuepcutera ocymectisier OKu/l.
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5.2.24. Texanueckoe conpoBoxaeHre COJ] ocymecTBIsOT oTBeTcTBeHHBIE 32 CO/]
pabOTHUKHM  oOTHeNa HWH(POPMAIIMOHHBIX CHUCTEM  YNpaBICHUS HUHPOPMAIMOHHBIX
TEXHOJIOTUH.

5.2.25. HenocpencTBeHHOE BeJICHHUE JIETONMPOU3BOJICTBA ¢ HcHoib3oBanueM COJl B
CTPYKTYPHBIX  MOJpa3JieJieHusIX  YHHUBEPCUTETAa  OCYIIECTBISIETCS  paOOTHUKAMHU,
OTBETCTBEHHBIMH 3a BEJICHUE JICTOMPOU3BOJICTBA B CTPYKTYPHBIX MOAPA3ACICHUSX.

5.3. Opranuzanys noJay4YeHus U OTHPABICHUS TOKYMEHTOB

5.3.1. B YHuBepcurere ocyuiecTBiIseTCsl HEHTpaau30oBaHHas (Gopma MOTyuyeHus: u
OTHpaBJIEHUA TOKYMEHTOB uepe3 skcneaunruo OKu/l.

5.3.2. [lomyueHnue u OTHpaBICHUE JTOKYMEHTOB B YHHUBEPCUTETE OCYIIECTBISIOTCA
CpPEACTBAaMHU MOYTOBOM, KYPbEPCKOU U JJIEKTPOHHOU CBS3U.

533. C mnomompl TMOYTOBOM  CBSI3W  JOCTaBISETCS M OTIPABISETCA
KOPPECTIOH ICHITUS B BUJIE TIPOCTHIX, 3aKa3HBIX (PETUCTPUPYEMBIX B OTACICHUSAX TTOYTOBON
CBSI3M), 3aKa3HBIX C YBEJIOMJICHUEM IHMCEM, ITUCEM C OOBSIBICHHON IIEHHOCTHIO, MTPOCTHIX U
3aKa3HBIX OaHIEPOJIeH, TOCHUIOK, MEIKUX MTAKETOB, TIOYTOBBIX KAPTOUEK, a TAK)KE MTeYaTHBIC
U3JIaHUS.

5.3.4. Tlo xaHanaM >IEKTPOHHOM CBS3M MOCTYMAIOT M OTIPABISIOTCS: TEIErPAMMBI,
Tenedakchl, TENEPOHOrPAMMBI, AIEKTPOHHBIE TOKYMEHTHI.

5.3.5. Iopsanok pabOThl ¢ MOCTYNAIOIMMMUA B YHUBEPCUTET U OTMPABIAEMbIMU U3
VYHuBepcurera JOKYMEHTaMH Ha 3JIEKTPOHHBIX HOCUTENISX aHAJIOTHYEH MOPSIIKY paboThI €
JOKyMEHTaMu Ha OyMaKHbIX HOCUTEJISIX.

5.4. Ilpuem u nepBuyHasi 00pabOTKa MOCTYNAIOIIUX JIOKYMEHTOB

5.4.1. TlpueMm, mepBuUHYI0 O0paOOTKYy W pacmpeiesieHue JOKYMEHTOB, BKIIIOUas
JOKYMEHTBI Ha 3JIEKTPOHHBIX HOCHUTENSAX, MOCTYNAIOIINUX B YHUBEPCUTET, OCYIIECTBIISIET
skcrneaurus OKu/l.

KoppecnoHeHus COpTUPYETCS HAa PETUCTPUPYEMYIO U HEPETUCTPUPYEMYIO B
cootBercTBUU ¢ [lepeunem HeperucTpupyemoii koppecrnonaeHmu (npuinoxenne Ne30).

5.4.2. KoHBepTHI C JOKYMEHTaMU, IPUCIIAHHBIE B a/IpeC Y HUBEPCUTETA O€3 yKa3aHUsI
KOHKPETHOT'O aJIpecara, BCKPbIBAIOTCS (32 UCKIIOYEHHEM KOHBEPTOB C IOMETKOM «JIMUHO»)
U MPOBEPSIOTCS HA MPABUIIBHOCTD aIPECOBAHUS NOCTYNAKOIIUX JOKYMEHTOB, X IOCTaBKH,
[EJTOCTHOCTh YMAKOBKM W KOMIUIEKTHOCTh JOKYMEHTOB. OmmMOOYHO JOCTaBICHHBIC
JOKYMEHTBI IEPECHUTAIOTCS 110 MPUHAIIEKHOCTH HJIM BO3BPAILAIOTCS OTIIPABUTEIIIO.

KonBepT coxpansieTcs u npuiaraetcsi K JOKyMEeHTY, B OCOO€HHOCTH IPH OTCYTCTBUU
Ha JOKYMEHTE aJIpeca OTIPABUTENS U AAThl OCTYILJICHUS.

[Tpu BBIABIIEHHH OTCYTCTBHSI JOKYMEHTOB WM MPUIIOKEHNUN K HUM COCTABJISETCS aKT
B TpeX AK3eMIULIpax: OJUH akT octaercsa B skcneauuuu OKu/l, Bropoil npuodmaercs K
NOCTYIHBILEMY JOKYMEHTY, TPETHI HaIIpaBIsAETCs OTIPABUTEINO TOKYMEHTA.

5.4.3. JloxyMeHTbI, IpHCIaHHbIE B aJpec YHUBEPCUTETa, HAINpPABJISIOTCS Ha
paccmoTpenne B OKu/l ¢ nenbro onpeneneHus MOCTYNUBIINX JOKYMEHTOB HE MOJIEKAIINUX
pPETUCTpALlMM CO CKAaHUPOBAHUEM, IMOMJICKAIIUX PETUCTpAlMUd O€3 CKAaHUPOBAHMS U HE
ITO/JIEXKALIUX PETUCTPALIUH.
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5.4.4. JlokyMeHTHI ¢ MOMeTKOU «JIMYHO» Ha KOHBEpTE NepenaroTcsi 0€3 BCKPBITHUS B
CTPYKTYpHbIE TOJpa3/ieJICHUsI YHUBEPCUTETA, B KOTOPBIX YHUCIUTCS COOTBETCTBYIOIIUMN
pabOTHHUK.

5.4.5. [loxymeHntsl ¢ ormerkamMu «Becbma cpouHo», «CpouHo», «OrnepaTuBHO»,
«HemensieHHO» W TOMY TOJOOHBIE HE3aMEIJIUTENBHO TEPE/laloTCsl Ha PAacCMOTPEHHE B
OKu/l, anmapat pekropa, COOTBETCTBYIOUIETO MPOPEKTOPA/AUPEKTOpPA O HAIPABICHUIO
WJIM PYKOBOJUTEISI CTPYKTYPHOTO MO/Ipa3/iesieHns Y HUBEPCUTETA.

5.4.6. llocrynuBmue B aapec YHHUBEpCUTETa TeJerpaMMbl U (haKCOrpaMMBI
NPUHUMAIOTCST PaOOTHUKAMM JKCHEAMLIMU TOJ PACIUCKY C TPOCTABIEHUEM JaThl U
BPEMEHU ITPUEMA.

5.4.7. ®akcorpaMmbl Ha HWHOCTPAHHBIX S3bIKAX MPUHUMAIOTCS MPU HAITHUYHUU
NepeBoJia, 3aBEPEHHOTrO JIMIIOM, nojanucaBmuM Qakcorpammy. Ilpu orcyrcTBUmn
BO3MOXXHOCTH TIOJIyY€HHs TepeBoAa (akcorpamMma IMPUHUMAETCS U HaIpaBisIeTCs B
yIOpaBJICHHE 0 MEXKAYHAPOJIHON MHTErpallMd U paboTe ¢ MHOCTPAHHBIMHU CTYIEHTAMH
COTpYAHMYECTBA JIJIsl IEpeBoia TeKcTa U Bo3Bpaiaerca B OKu/l s perucrpanuu.

5.4.8. IloctynuBiiue B afpec Y HuBepcuTeTa TeaeoHOrpaMMbl IPUHUMAIOTCS] YCTHO
1o KaHajam TejaedOHHOM CBs3M, MH(GOpMAIIUs 3aluChiBaeTCs (reuaraercs) pabOTHUKaAMU
skcneauumu OKu/l.

5.4.9. lloctynuBuive B afjpec Y HUBEPCUTETA SJIEKTPOHHBIE MHUChbMa (COOOIIEHUS ) Ha
AJIIEKTPOHHYIO MOYTY Y HUBEpCUTETA IPUHUMAIOTCA U peructpupyrorces OKu/l.

5.5. llpenBapuresibHOE PACCMOTPEHUE MOCTYIAIOMINX TOKYMEHTOB

5.5.1. Bce moctynuBImMe JOKYMEHTBI M OOpaIIeHUs TPpaXKIaH, BKIIOYas JOKYMEHTHI
Ha DJJIEKTPOHHBIX HOCUTENSAX, MpeaBapuTenbHo paccMmarpuBarorcss OKu/l, ¢ wensro
BBIICJIEHHS TOKYMEHTOB:

a) MOJIeKAIUX 0053aTeIbHOMY PACCMOTPEHUIO PEKTOPOM;

Ha o0s13atenpHOE paccMOTpEHUE PEKTOPY MEPENAIOTCS JOKYMEHTHI, IOJyYeHHbIE OT
BBIIIECTOSALLMX OPraHOB, JOKYMEHTHI, COAEpKallue MHPOPMALUIO MO MPUHIUIUATBHBIM
BOIIPOCaM JESTENbHOCTA YHHUBEPCUTETA, JOKYMEHTBI, TPEOYIOIIME pPEIICHUs PEeKTopa,
JOKYMEHTBI, TPEOYIOIINE UCTTOJTHEHHUS.

0) mojyexalux 0053aTeTbHOMY PACCMOTPEHUIO MPOPEKTOPAMU/IUPEKTOPAMU IO
HaIpaBJICHUSM,;

Ha o0s3arenpHOe paccMOTpEHHE MPOPEKTOpaM/IUPEKTOpaM IO HAaNpaBiICHUIM
nepealTcs JOKYMEHTHI, TpeOyIoIIKe PeIIeHUs] U UCTIOIHEHUSI B COOTBETCTBUU CO chepoit
UX OTBETCTBEHHOCTH U MEPEYHEM KOOPAMHUPYEMBIX UMH MOAPA3ACIICHUN;

B) HampaBJsSIEMBIX Cpa3y Ha HCHOJHEHHE PYKOBOJUTEIAM CTPYKTYPHBIX
MOIPA3ICITICHUM.

B crpykTypHBIE mnOApa3feneHus YHHUBEPCUTETA IEPENArOTCs JOKYMEHTHI, HE
TpeOyrollre YKa3aHUW MO UCTIOJHEHUIO JOKYMEHTA PEKTOPA WIIH IPOPEKTOPOB/ IUPEKTOPOB
10 HAMPABJICHUSAM JIEATEILHOCTH Y HUBEPCUTETA.

5.5.2. OcHoBanmeM IS TPHHATHA pEUICHWs B XOJE MPEABAPUTEIHHOTO
pPacCMOTpEHHUs SABISIETCSl COAEp)KaHWE JOKYMEHTa, a He aJapeCoBaHUE JOKyMEHTa
KOHKPETHOMY JIOJKHOCTHOMY JIUITY.
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5.5.3. Tlocne mpenBapuUTETHLHOTO PACCMOTPEHUS TOKYMEHTHI, BBIICICHHBIC IS
PACCMOTPEHHUSI PEKTOPY, MPOPEKTOPaM/IUPEKTOpaM IO HANpPABICHUSM, MepeAaroTcs Ha
peructparuio B OKu/l.

5.6. [Topsanok peructpanuu NOCTyMAIUX JOKYMEHTOB

5.6.1. [Tognexariue perucTpaiiuu MocTynarIIre JOKyMEeHTbl K 00pallleHUsI TpaK/1aH
perucTpupyrorcs nentpanmsosaHo B OKu/l.

Peructpanuu mnojanexar IOKYMEHTBI, MNOCTYHAOIIME OT TOCYJapCTBEHHBIX M
MYHULMIIAJIbHBIX OPTraHOB BJIACTH, OPraHOB MECTHOI'O CaMOYIIPABJICHUs, FOPUIUIECKUX U
bu3nyeCKuX UL HE3aBUCUMO OT Cc1Ioco0a X JOCTAaBKH, Epeaun UIIH CO3JaHusl.

[Tonnexaiue perucTpanuy MOCTYMAOLUE JTOKYMEHTHl M OOpalleHusl rpakiaaH
JOJDKHBI PETHCTPUPOBATHCA OJHOKPATHO HE3aBUCUMO OT croco0a UX JOCTaBKH WIU
MOJIYYECHHUS.

5.6.2. Ilognexamye perucTpaiuy MOCTyIAoNINe TOKYMEHTHI M 00paIieHus rpak/1aH
PETHCTPUPYIOTCS C TOMOILBIO CO3[JaHUSI PETUCTPALIMOHHO-KOHTPOJIBHOM KapTouku B CO/]
B COOTBETCTBYIOIIEH rpynme JT0KyMEHTOB.

Ha Bxoas1iemM 10KyMEHTE NPOCTaBIISIETCS B IPaBOM HUKHEH YaCTH JIMLIEBOM CTOPOHBI
€ro IMepBOil CTpaHMIBl PErMCTPALMOHHBIN IITamI, ¢ YKa3aHUEM JaThl HOCTYIUICHUS,
PETUCTPALIMOHHOTO HOMEPA U KOJINYECTBA JIMCTOB B IOKYMEHTE.

OTMmeTKa O MOCTYIJICHUH JOKYMEHTa B Y HUBEPCUTET OPOPMIISIETCS B COOTBETCTBUU
¢ nmpaBuiamMu oopmIIeHUS pekBu3nTa 29.

5.6.3. Bcs Bxoasmas KOppeCOHACHIINS, TIOCTyNAlOIasi B aJpec Y HUBEPCUTETa —
peructpupyercs OKu/l.

Bxoasmme mokymentel ¢ otmeTkod «Jlms cmykeOnoro momib3zoBanmsy (JICII),
HE3aBUCUMO OT TOT'0, B UEH apeCc OHU MOCTYIUIIU, perucTpupyrorcs u xpansarcs B OKu/l.
JIOKYMEHTBI, TOCTYNUBIINE HA OyMa)XHOM Hocutene, ckanupyrores B OKu/l.

B VHuBepcutere yCTaHABIMBAIOTCS CIEAYIOLIME MPaBWJIA IO MPUCBOCHUIO
PETUCTPALIMOHHBIX HOMEPOB BXOSIIEH KOPPECTIOHCHIINHN:

a) BXOJIIasi KOppecroHaeHIus, mocTynuBinas Ha aapec YHuBepcureta: 000-000-
No;

0) Bxosias koppecrnonaeHus ¢ otMeTkoi «J1CID»: 000-Ne-ac,

rie 000 - HOMEHKIATypHBII HOMEp  CTPYKTYPHOIO  IOJpa3feiieHus,
Ne - mopsiAKOBBIN HOMEP JOKYMEHTA B TAHHOMW IaIKe.

5.6.4. llonmHHUK AOKyMeHTa Ha OymakHoM Hocutene xpanutcs B OKu/l u mo
3aBepUICHUH PabOThI C JOKYMEHTOM CITUCBHIBACTCA B JIEJO.

5.6.5. JlokyMeHThI, moCTynuBIIMe ¢ oTMeTkaMu «CpouHo», «OnepaTUBHO» U T.I.,
PETUCTPUPYIOTCS HE3AMELIUTEIBHO.

JIOKYMEHTBI, TOCTyNUBIIME B padodee BpeMs, PpErUCTPUPYIOTCS B JCHb
HOCTYIUICHHUS.

JIOKyMeHTBI, OCTYNUBIINE B Hepabouee BpeMs, PETUCTPUPYIOTCS Ha CIEAYIOIIHMA
pabouuii 1eHb.

5.6.6. JlokyMeHTBI HYMEpYIOTCS TMOpPSIKOBOH HyMmepanuedl B Mpeaenax
KaJICHJApHOTO roia.
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5.7. Ilopsinok paccMOTpEeHUS MOCTYNAOIIUX JOKYMEHTOB
PEKTOPOM, ITPOPEKTOpPaMU

5.7.1. TloctynuBuime  JOKYMEHTbl  JOJDKHBI  JOKJIAJbIBATBCA  PEKTOpY,
MPOPEKTOPaM/IUPEKTOPaM IO HAIPABJICHUIO Y HUBEPCUTETA B ICHb MX MOCTYILJICHUS.

CpouHble JOKYMEHTBI JOJIKHBI IOKIAABbIBATHCS PEKTOPY, MPOPEKTOPaM/ TUPEKTOPaM
10 HAMPABJICHUIO Y HUBEPCUTETA HEMEIJICHHO.

5.7.2. Tenedaxcel, TenerpaMMsl, Tese(oOHOrpaMMBbl IOCIIE PETUCTPALIUU MEPEIAIOTCS
Ha pacCMOTPEHHUE PEKTOPY WM UCTIOTHUTENSAM HEMEAJIECHHO.

[ToctynuBmuii Bcien 3a TeiepakcoM MOUIMHHUK JOKYMEHTAa HampaBisieTcsl B
COOTBETCTBYIOILIEE CTPYKTYPHOE MOAPa3/I€IC€HUE-UCIOTHUTED.

5.7.3. JIokyMeHTbl Ha MOJIMUCH PEKTOPY YHHUBEPCUTETa WJIM JIUILY, BPEMEHHO
UCTIOJHSIOUIEMY €ro O0OS3aHHOCTH, MPUHUMAIOTCS OT CTPYKTYPHBIX MOJpa3/elIeHuH,
pabOTHUKOB M O0yYarolMXcs YHUBEPCUTETAa UCKIIOUUTENBHO Yepe3 MPUEMHYIO0 PEKTopa
(JIMYHO B pYKU MOMOIIHHUKY).

[TomoIIHUK peKkTopa MpH MpueMe JOKYMEHTOB Ha MOAMNUCH PEKTOPY Y HUBEPCUTETA
WIM UCTIOJIHAIONIEMY O0s3aHHOCTH PEKTOpa MPOBEPSIET HATMYKME COOTBETCTBYIOIIUX BU3 U
COOTBETCTBHE HCIIOJIHEHUS MpaBuil odopmiieHus JoKymeHToB. [Ipu HecooTBeTcTBUU
npaBui1 0pOpMIIEHHUS TOKYMEHTHI HE MPUHUMAIOTCS MJIM BO3BpALIAlOTCs Ha TOpaboTKy, 0e3
PaCCMOTpPEHHS.

JIOKyMEHTBl JTOJDKHBI OBITh COTJIACOBAaHBI M 3aBU3MPOBAHBI HCIIOJHUTEIEM,
COUCIIOJIHUTENEM (TP HAJIM4YMU), PYKOBOJAUTEIEM CTPYKTYpHOTO TMOJpa3iesieHus,
KypUPYIOIIUM TPOPEKTOPOM M (WUIIM) MPOPEKTOPOM/IUPEKTOPOM IO HAMpPABICHUIO B
COOTBETCTBUM C JICJICTUPYEMBIMH MOJHOMOYHMSIMH, TEPEYHEM KOOPIUHUPYEMBIX
nojipa3ziesieHuii u chepoil OTBETCTBEHHOCTH, YCTAHOBJICHHBIMU MPUKA30M PEKTOpa M
JOBEPEHHOCTHIO.

JIoKyMeHTBI, Kacaromuecs (QUHAHCOBBIX BOIPOCOB, JOJDKHBI COJEpXKaTh BHU3Y
IJIABHOTO OyxranTepa W HadaJbHUKA YIPaBICHHUS SKOHOMHUKM W (DMHAHCOB WM WX
3amecTuTeNel. JIoKkyMeHThI, Kacarouuecsi ABUKEHUS KaJpOBOTO COCTaBa, BUBHPYIOTCS
HAYaJIbHUKOM OTJIeJIa KaJIpOB.

5.7.4. JIoKyMEHTBI JJIsl pACCMOTPEHHUSI IPOPEKTOPOM/AUPEKTOPOM 10 HAMPABIIECHUIO
MOCTYNAIOT MOMOIIHUKAM MPOPEKTOPOB/AUPEKTOPOB IO HATIPABICHUIO, B COOTBETCTBHE C
JICNETUPYEMBIMA €My TOJTHOMOYHSAMHU, MEPEYHEM KOOPAMHUPYEMBIX MOAPA3ICICHUN W
cepoit OTBETCTBEHHOCTH, YCTAHOBJICHHBIMH IPUKA30M PEKTOpa U JOBEPEHHOCTHIO.

5.7.5. TIoMONTHUKY TPOPEKTOPOB/TUPEKTOPOB MO HAMPABJICHUIO MPOCMATPUBAIOT,
CHUCTEMATH3UPYIOT, TOAOMparOT HeoOXoAuMyo uHpopMmanuioo (10  MOPYUYCHHUIO
PYKOBOAMTENSA) MU NEPENaloT MOCTYNUBIINE JOKYMEHTBI IMPOPEKTOPY/IUPEKTOPY IO
HAIPAaBJIEHUIO HA PACCMOTPEHUE.

5.7.6. Pextop wiM NPOPEKTOP/IUPEKTOP TIO HAMPABJICHUIO, pPaccMaTpUBAET
NOCTYNUBIIME JTOKYMEHTHI, O(OpMIIsAeT yKa3aHWA 1O UCHOJHEHHIO JOKYMEHTa
(pe3osirolMM) W HaMpaBisieT B AJEKTpoHHOM Buae B C3OJ[ B COOTBETCTBYIHOIIUE
CTPYKTYPHBIE MTOAPA3CICHUS IS UCTIOTHEHUSI.

5.7.7. [Tlepemaya MOCTYNMUBIIMX JOKYMEHTOB M3 OJHOTO CTPYKTYpHOTO
noJpa3fieyiecHuss B JIpyroe TPOU3BOAUTCS  pabOTHUKAMHU, OTBETCTBEHHBIMH  3a
AEIOMPON3BOACTBO B CTPYKTYPHBIX MOJIPA3ACICHUSX:
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- B 3JIEKTpOHHOM BHJie uepe3 CO/;
- B OyMaxHOM Bu/Ie (ITpy HEOOXOIUMOCTH).

5.8. PabGoTa ucnoiaHuTeEH ¢ MOCTYNAIOMIUMH JOKYMEHTAMU

5.8.1. IlonyuuB JOKYMEHTHI Ha UCIIOJIHEHHE PAOOTHHUK, OTBETCTBEHHBIM 3a
JICIIONIPOU3BOICTBO, JTOJDKEH:

a) HEMEJICHHO O3HAaKOMHTHCS C UX COJEPKAHHEM, BBIICTUB JOKYMEHTHI,
TpeOyIoIIre CPOUHOTO UCTIOTHCHHUS,

0) BHECTU CBEJICHUS O TMOJYYEHHBIX HA OYMa)XHBIX WJIHM 3JIEKTPOHHBIX HOCHUTEISIX
JIOKyMEHTaX B JIEKTPOHHBIN KypHaJ y4€Ta MoJydaeMbIX T0KyMeHTOB B CO/JI;

B) IIEpeaaTh JOKYMEHTHI PYKOBOAUTEIIO CTPYKTYPHOTO MOAPA3ACIICHHUS.

5.8.2. PykoBoauTenu CTpyKTYpHBIX MOJAPA3ACICHUA OCYIIECTBIISIOT:

a) OIIEpaTUBHOE pPACCMOTPEHHE TOKYMEHTOB M O(QOpMIICHHE YyKa3aHWH TI0
HCTIOJTHEHUIO JOKYMEHTOB (PEe30JIto1uii);

[Ipu paccMOTpeHNH TOKYMEHTOB U KOPPECTIOHICHIIUN PYKOBOIUTEIb CTPYKTYPHOTO
MO/IPa3ICNICHUS BBIJCISICT TOKYMEHTHI, TPEOYIOIIE CPOUYHOTO UCTIOTHCHHSI.

0) He3aMeIUTETHLHYIO TIEpeIady uX HEMOCPEICTBEHHOMY HCTIOTHUTEITIO;

HemocpencTBeHHBI HWCIIOHHUTENb IOJyYaeT JOKYMEHTHI B COOTBETCTBHE C
YKa3aHHUSIMHM I10 MCIIOJTHCHHUIO IOKYMEHTOB (PE30JIIOIUAMHU) PYKOBOJIUTENS CTPYKTYPHOTO
Mo/Ipa3/iesieHuss B J€Hb TMOCTYIUICHUS JTOKYMEHTOB. CpouHbIE JTOKYMEHTHI MepeqaroTCs
WCIIOJIHUTEII0 HEMEIJICHHO.

B) KOHTPOJb 3a KAaueCTBOM HCIIOJIHEHHUS JIOKYMEHTOB U 3a COCTOSHHEM
UCIIOJTHUTENIbCKOW TUCIUTIIIUHBI 110 JOKYMEHTAM.

PykoBouTeNnb CTPYKTYpPHOTO TOAPA3/IEICHUS €XKEHEBHO MPOBEPSET KAa4eCTBO U
CPOKH MCTIOJTHEHUS 3a/IaHUi 110 OCTYMUBIIUM JJOKYMEHTaM.

5.83. Cpoku WCTHOMHEHUS TOCTYNMUBIINX JOKYMEHTOB HCUYUCISIOTCS B
KaJICHIAPHBIX/pab0unX MHSIX OT AaThl TMOCTYIUICHHS ITOKYMEHTOB B YHHBEPCHTET, B
cooTBeTcTBUH C [lonokeHreM 00 opraHu3anud KOHTPOJIS.

KoHeuHnast mata NCIIOTHEHHS YKa3bIBACTCS B TEKCTE IOKYMEHTA UJIU B YKAa3aHUAX 10
WCTIOJTHEHUIO JJOKYMEHTA (PE30JII0I1UHU) PYKOBOIUTEIS.

5.8.4. UcnonHeHne TOKyMEHTa MPeayCcMaTpUBaeT:

- c0op 1 00paboOTKy HEOOX0UMOI HH(POPMAIIHH;

- IOATOTOBKY MPOEKTa JOKYMEHTa U €r0 0OPMIICHHUE;

- COTJIaCOBaHME MPOEKTa JOKyMeHTa (CM. opopmIIeHHEe peKBU3UTA 24);

- JIopabOTKy TpOeKTa JOKyMEHTa II0 3aMEYaHWsIM, TIIOJTYyYCHHBIM B XOJIe
COTJIACOBaHUS;

- IpEe/ICTaBICHHE MMPOCKTA JOKYMEHTA Ha MOMKCH (YyTBEPKIACHHE);

- moxnucanue (yTBepKICHHE) PYKOBOJACTBOM YHHBEPCUTETA UM PYKOBOIUTEISIMHU
CTPYKTYPHBIX TOJpa3/IeJICHUN, UMEIONUX MPaBO TOMAMUCH JOKYMEHTOB Ha OCHOBAaHUU
JIOBEPEHHOCTH;

- IOATOTOBKY peecTpa PacChLIKUA JOKYMEHTA.

5.8.5. Ilpu HanWUuu OTBETCTBEHHOTO WCIIOJTHUTEIIS BCE OCTATBHBIE COUCTIOTHUTEIH
CBOEBPEMEHHO U KAueCTBEHHO TMPOBOAAT aHaIM3 WHOOPMAIMU W TPEAOCTaBISIOT
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OTBETCTBEHHOMY HCIIOJTHUTEIIIO B YCTAHOBJICHHBIC UM CPOKH HEOOXOAMMBIE JOKYMEHTHI
(IpOEeKThI JOKYMEHTOB, CIIPABOK, CBEJICHUHN U T.1I.).

5.8.6. OTBeTCTBEHHBIH WCIOJHUTEIL OTBEYAET 3a OPraHU3alMI0 HMCIOJHEHUS
JOKYMEHTa B YKa3aHHBII CPOK U MMEET MPABO CO3bIBATH COMCIIOIHUTENIECH JIJIs1 BHIPAOOTKH
COBMECTHOTO PEIICHUS.

5.8.7. VcnoysiHUTENM UMEIOT MPaBO IMOJIb30BAThCS CIIPABOYHO-UH(OPMAIIMOHHBIMU
MarepuaiaMi 1 OMOJIMOTEYHBIM (DOHIOM TSI TTOJTYYEHUS HEOOX0AMMOM HH(OPMAIIUH.

5.8.8. McnomuuTenu He MOJDKHBI pasriamiaTth COJEpKaHUE MOCTYMHUBIIMX K HUM
JIOKYMEHTOB U MOJATOTOBJICHHBIX MPOEKTOB CIIY>KEOHBIX JJOKYMEHTOB, C HUMH MOTYT OBIThH
03HAKOMJICHBI TOJIBKO JIUIIA, UMEIOIINE OTHOIICHHUE K X UCITOJTHEHHIO.

5.8.9. UcnonauTenu MEIOT MPaBo AeIaTh OTMETKHA Ha JJOKyMEHTE:

- laTa MOCTYILJICHUS;

- IaThl MPOMEXYTOYHOTO UCTIOJIHEHHUS (3aMpOC CBEICHUH, TeIe(OHHBIE TTEPETOBOPHI
U T.J.);

- IaTa ¥ pe3yJbTaT OKOHYATEILHOTO UCIIOJTHCHHUSI.

5.8.10. McnotHUTETM UMEIOT MPABO NPEICTABUTh HA UM PYKOBOIUTEINS, JABIIETO
yKa3aHHUs MO HUCIOJHEHUIO JOKyMEHTa (PE30dIolHI0), MOTHUBHPOBAHHYIO MPOCHOY O
MIPOJIJICHUU CPOKa HCIIOHCHHS JOKyMEHTa HE IO3[Hee S5-M JHEH T0 MCTEUYCHHS ITOTO
CpoKa.

5.8.11. B ciy4ae OTCYTCTBHS HMCHOJHUTENS (KOMAaHIUPOBKA, OTITYCK, OOJIC3HB)
HaxXOJIAIIMECSs y HEr0 Ha HCIOJIHEHUH JIOKYMEHTHI JIOJDKHBI OBITh TEpENaHbl JPYyroMy
PabOTHUKY MO YKa3aHUIO PYKOBOJUTENSI CTPYKTYPHOTO MOAPA3/CICHHs], OTBETCTBEHHOCTh
3a UCTIOJTHEHUS BO3JIaraeTcsl Ha pyKOBOAUTEI CTPYKTYPHOTO MO/Ipa3iefieHuE.

[lepenadya MOKYMEHTOB B CTPYKTYPHOM TMOJpa3/IeICHUU OT OJHOTO HMCTOTHUTEIS
JIPYroMy MOXET TMPOU3BOJUTHCA TOJIBKO uepe3 pabOTHUKA, OTBETCTBEHHOTO 3a
JIEIONTPOU3BOCTBO.

5.8.12. OTBETCTBEHHBIN HCIIOJIHUTEIb HECET NMEPCOHAIBHYI0 OTBETCTBEHHOCTH 32
JIOCTOBEPHOCTh HMH(GOpPMAINK, WCIOIL30BAaHHOW TP TOJATOTOBKE JOKYMEHTa, 3a
coOmroieHre TpeOOBaHN NCTIOHUTEIHCKON TUCIMIUIMHEI, 32 TPaBUIILHOE UCIIOTh30BaHUE
JEHUCTBYIONUX HOPMATHBHBIX OKYMEHTOB B TMOATOTOBKE, O(OPMIICHHH W HWCIIOTHCHHUH
JTIOKyMEHTOB B CPOK.

5.8.13. Jlo mepenaun JOKyMEHTA Ha TOAMKUCH OTBETCTBECHHBIA UCIIOTHUTEND TOJDKECH
MIPOBEPUTH €TO COJIEPKaHUE, MPABWIBHOCTh 0(OPMIICHHUSI, HATMYUE HEOOXOIUMBIX BU3 H
MIPUIOKEHUM.

[TpoeKkT mOKyMeHTa BH3UPYETCS COTJIACHO CIICIYIONIEMY TMOPSIKY: MUCIOJHUTEIEM
nopy4eHus: (yka3aHus), PYKOBOJCTBOM CTPYKTYPHOTO TOJpa3JeicHusl YHUBEPCUTETA,
OTBETCTBEHHBIX 3a BBIMOJHEHUE MOpYy4YeHUs (yKa3aHWs), PYKOBOACTBOM CTPYKTYPHBIX
MOpA3IeNICHUd — COUCIIOJIHUTENIEH TopydeHmsi (yKa3aHus), a TakKKe KypUPYIOIIUM
MIPOPEKTOPOM/ TUPEKTOPOM 10 HAMPABIICHUIO JACSITEIBHOCTA YHUBEPCUTETA.(CM. PEKBU3UT
24)

JIOKyMEHT MpeAoCTaBIAETCS Ha NOANUCH (YTBEPKIEHUE) BMECTE C MOCTYMUBIIMMHU
JOKyMEHTaMu, Ha OCHOBAaHUU KOTOPBIX OH TOTOBUJICS.

Bce [0KyMEHTBI, MOArOTOBJIEHHBIE C HAPYIICHUEM TMOJOKEHUNH HacTOsALIEH
NHcTpyKkuuu, BO3BpalalOTCd ~ OTBETCTBEHHBIM MCIOJHUTENSIM Ha JOpaboOTKy, 0e3
PacCMOTpPEHHS.
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5.8.14. OTBETCTBEHHOCTh 32 Kau€CTBO MOJTOTOBKH JOKYMEHTOB U JIOCTOBEPHOCTH
coJiepKalluXCcs B HUX JaHHBIX BO3Jaraercsi Ha JUI, MOJTOTOBUBIINX U 3aBHU3WPOBABIINX
JOKYMEHTBHI.

5.8.15. Bhocuth Kakue-1MOO WU3MEHEHUS W [O00aBJIE€HUA B NOOAIIMCAHHBIE
(YTBEp>K/I€HHBIE) JOKYMEHTHI 0€3 pelieHus Jiuia, HoAnucaBiiero (yTBEpAUBIIETO)
JOKYMEHT, HE JIOMyCKaeTCsl.

5.8.16. Ilocne pelieHuss TOCTABICHHBIX B IOJYYEHHOM JOKYMEHTE BOIPOCOB
OTBETCTBEHHBIN HUCIOJHUTENh, PYKOBOJIUTEIh CTPYKTYPHOTO TMOAPA3ACICHUS WU
pabOTHUK, OTBETCTBEHHBIN 3a JEIOMPOU3BOJICTBO, BHU3Y MEPBON CTPAHMIIBI JOKYMEHTA
JIOJDKEH C/IeNIaTh OTMETKY 00 UCIIOJIHEHUH JJOKYMEHTA ¥ HAPaBJICHUH €T0 B JIETIO.

OtMmeTKky 00 MCHOJIHEHUU JOKYMEHTa HeOOXOAMMO O(OPMIIATH B COOTBETCTBUH C
odopmiieHHEM peKBU3UTA 28.

5.9. Opranuzanust paboThI C OTIPABISIEMBIMU TOKYMEHTaAMH

5.9.1. [IpoekThI OTIpaBIAsIEMbIX U3 Y HUBEPCUTETA JOKYMEHTOB JIOJDKHBI TOTOBUTHCS
OTBETCTBEHHBIMH  WCIIOJIHUTEISIMH TI0 YKa3aHUIO PYKOBOJIUTENEH  CTPYKTYPHBIX
MOJpa3ACiCHN Y HUBEPCUTETA.

5.9.2. OTBEeTCTBEHHOCTHh 3a COCTaBJICHHE W O(OpMIICHHE MTOKYMEHTa, a TakKKe
COrJacoBaHUE TMPOEKTa JOKYMEHTAa BO3JIaraeTcsi Ha CTPYKTYpHOE MOJpa3JeieHue-
WCIIOJTHUTEITb.

5.9.3. OrnpaBnsiemble  JOKYMEHTBI TOTOBSITCS Ha OJlaHKaX JIOKYMEHTOB
YCTaHOBJICHHOW (DOpPMBI, CITy>)KeOHbIE MUChMa — HA COOTBETCTBYIOIIMX YTBEPIKICHHBIX
OylaHkax mucbma. J[7s oTIpaBKu JOKYMEHTOB, HE UMEIOIINX apPECHON YacTH, TOTOBSITCS
COMPOBOAUTEINIbHBIE TUCHMA.

5.9.4. TloaroroBieHHbIE TMPOEKThl OTHPABISEMBIX JOKYMEHTOB MOJJIEXKAT
COIJIACOBAHUIO C PYKOBOJIUTEISIMU T€X CTPYKTYPHBIX MTOAPA3/I€IEHUI, KOTOPbIE YHAaCTBYIOT
B IMOJIFOTOBKE 3THUX MPOEKTOB WJIM CTPYKTYPHBIX TOJApa3AeiieHuil, chepy AesTeIbHOCTU
KOTOPBIX 3aTPAruBarOT BOMPOCHI, PACCMATPUBAEMBIE B IPOEKTE TOKYMEHTA.

5.95. Eciu B yka3aHMSX MO HCHOJHEHUIO JOKYMEHTa (PE30JIONWHU) YKa3aHbI
CTPYKTYPHBIE MOAPA3/EICHUA-COUCIIOJHUTENN JTOKYMEHTA, TO KaXKJblil COUCIIOJHHUTEIb
yepe3 PpYKOBOAMUTENS CBOErO0 CTPYKTYPHOIO TMOJAPA3JEIEHUS  HaIpaBiseT CBOM
MIPEIOKCHHS] OTBETCTBEHHOMY MCITOTHUTEIO WM WH()OPMAITHIO 00 UX OTCYTCTBUHU.

5.9.6. Ilpu noaroToBke npoekTa OTmpasisieMoro gokyMmenta B CO/] ucnomnurenem
CO3/1aeTCs DJIEKTPOHHBIN MPOEKT JTOKYMEHTa U KapTouka JOKyMEHTa K HeMy. B kaptouke
JOKYMEHTa BHOCSTCS PEKBU3HUTHI OTIPABISIEMOTO JOKYMEHTAa: WHULMATOP MOPYYEHHS,
UCIIOJIHUTEIb, KPaTKOE COJAEpKaHHEe, CPOK HUCIOJHEHUs (NMEePEHOCITCS M3 yKa3aHUs 10
UCTIOJIHEHUIO IOKYMEHTa (pe30JTto1iuH ). VICTIOIHUTENb MPUKPEIIISET SJICKTPOHHBIN IPOCKT
JOKYMEHTa K KapTouKe, GOPMHUPYET CIUCOK PACCHUIKH, MAPIIPYT BUSUPOBAHMS JJOKYMEHTA.
[Ipensioxkenuss OT CTPYKTYPHBIX MOJIPa3ACICHUN-COUCIIOIHUTENIEN JOKYMEHTA K MPOEKTY
OTIMPABIIIEMOTO JOKYMEHTA BHOCITCS B KAPTOUKY MPOEKTA JOKYMEHTA B BUJIC IPUMEUYAHUMA
Y TIPUKPEIUICHHBIX (aiioB. OTBETCTBEHHBIN UCIIOJIHUTENh HA OCHOBAaHUY TIPEIJIOKCHUH U
3aMEYaHM, TPUCTAHHBIX COUCTIOTHUTEISIMHU, TOTOBHUT MPOEKT OTIPABIIIEMOTO TOKYMEHTA.

[Ipu moATrOTOBKE MpPOEKTAa OTIPABISAEMOTO JIOKYMEHTa Ha OyMa)KHOM HOCHUTENE
WCIIOJTHUTENIEM BHAyaje IeYaTaeTcs MPOEKT MHChMa HAa CTAHJAPTHOM JIMCTE OyMmaru
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dbopmata A4 u Bce HEOOXOAMMBIE TPUIOXKEHUS K HeMy. [lOArOTOBIEHHBIN NPOEKT
OTIPABIIIEMOI0 JOKYMEHTA TMIEPeIaeTCs Ha COrJIacOBaHUE (BU3UPOBAHUE) PYKOBOJAUTEISIM
CTPYKTYPHBIX TOJIpa3fieieHuil (CM. pEKBU3UT 24).

5.9.7. CornacoBanue (BU3UPOBAHUE) TIPOCKTAa OTHPABISAEMOro JIOKYMEHTa B
ANIEKTPOHHOM Buje ocymectigercs B COJl ¢  momompbio  cHOpMUPOBAHHOTO
MCIIOJIHUTEJIEM CIIHUCKAa BU3UPYIOLIUX JAOHKHOCTHBIX JIMI (MapuipyTa) B KapTOUKE MPOEKTa
JOKYyMEHTa.

Ha mpoekTtax oTHpaBisieMbIX [TOKYMEHTOB Ha OyMaXHbIX HOCHUTEISIX BHU3bI
MPOCTABJISIOTCS COMJIACHO PEKBU3UTY 24, B 3aBUCHUMOCTHM OT BHJA OTIIPABISIEMOIO
JOKYMEHTA.

B ciyyae BHeceHHsI B ITPOLIECCE COIIaCOBaHUS B MPOEKT TOKYMEHTA CYIIECTBEHHBIX
U3MEHEHUN  (MEHSIOTCS CPOKHM  WCIOJHEHUS, CMBICIIOBOE  COJEpXaHue, JIMIA,
OTBETCTBEHHBIE 32 MCIOJIHEHHWE IIpUKa3a M T.II.) TO IPOBOJUTCA €ro IIOBTOPHOE
COIJIACOBaHUE (BU3MPOBAHNUE).

5.9.8. CornacoBannbiii (3aBu3upoBanHbiii) B COJ] mian Ha OyMa)KHOM HOCHTEINE
MPOEKT OTHPABISIEMOr0 JIOKYMEHTa BO3BpAIA€TCsl HCIOJIHUTENI0, MOATOTOBUBLIEMY
MPOEKT TIOKYMEHTA.

Jlo mpenocTaBieHus: Ha MOANKUCH PEKTOPY, MPOPEKTOPY/AUPEKTOPY MO HAMPABIECHUIO
MCIIOJIHUTEIb MPOBEPSET MPABUIILHOCTH 0(hOPMIIEHHSI ITPOEKTA OTIPABIISIEMOTO JOKYMEHTA,
MPaBUILHOCTh AJPECOBAHMS, HAJIMYHE HEOOXOJUMBIX BH3 COIJIACOBAHMUSI, MPHIIOKEHUI,
pu HEOOXOAMMOCTH — CIPABOK, MOSCHUTENIBHBIX 3aIUCOK, Pa3bICHAIOIIUX COJIEpPIKaHUE
IIOATOTOBJICHHBIX JIOKYMEHTOB, PEECTPA PACCHUIKU.

CpouHble JOKYMEHTBHI COMPOBOKIAIOTCS CIIY>)KEOHOM 3amMCKOW € TOSACHEHUEM O
HEO0OXOJUMOCTHU UX MOANUCAHUS B 3allpallliBaeMble (KpOTUalIINE) CPOKH.

[Tocnie mpoBEpKHU KCIIOJIHUTEND PacleyaThIBAET COIIACOBAHHBIN (3aBU3HPOBAHHBIN )
IOPOEKT OTIIPABIIEMOIO JIOKyMEHTa Ha OJaHKe JOKYMEHTa YCTAHOBJIIEHHON (opMmsl,
CITy>)keOHO€ MUCHMO — Ha YTBEPXKJIEHHOM OJIaHKE MUCHhMa, U TIepeAaeT ero MOIMUCAHTY.

OTBETCTBEHHBI HCHOJHUTENb MEPEAAeT MPOEKT OTHPABIIEMOr0 JOKYMEHTA,
MOMOILIHUKY pPEKTOpa (JIMYHO B PYKH) ISl MOANMCAHUS JTOKYMEHTa PEKTOPOM, BpHO
pekTopa, TMOO0 HampaBiseT HA MOMANUCH MPOPEKTOPY/IUPEKTOPY MO HAMPABICHUIO B
COOTBETCTBUM C JCJIETMPYEMbIMH IOJHOMOYMSMH, IE€PEYHEM KOOPAUHUPYEMBIX
nojipa3ziesieHuit U chpepoil OTBETCTBEHHOCTH, YCTAHOBICHHBIMU MPUKA30M Y HUBEPCHUTETA,
JOBEPEHHOCTHIO.

5.9.9. IoanucaHHBIA PEKTOPOM MM MPOPEKTOPOM/TUPEKTOPOM IO HAMPABICHUIO
oTnpaniisieMblid IokymMeHT nepegaercs B OKu/l s peructpanuu B CO/I.

5.10. Peructparus oTIpaBisieMbIX JOKYMEHTOB

5.10.1. OrnpaBnseMble TOKyMeHTHI peructpupytorcs B OKu/l B neHp noanucanus u
nepearTcs Ha OTIPABKY HE MO3JAHEE CISAYIOIEro paboyero JaHs.

5.10.2. Tloanexaiue perucTpaluv OTMIPABISEMbIe JTOKYMEHTBI, IOJNHUCAHHBIC
PEKTOPOM, MPOPEKTOPOM/IUPEKTOPOM I10 HAMPABJICHUIO, PYKOBOJUTEISIMU CTPYKTYPHBIX
nojpa3eeHU A, UMEIOIITMMHU MPABO MONKUCH TOKYMEHTOB, peructpupytores B OKu/l.

JIOKyMEHTBI JOJKHBI PETHCTPUPOBATHCS OJHOKPATHO HE3aBHCHMO OT CIoco0a uX
OTIpaBJyicHUdA, B ToM yuciie B CO/I.



88

5.10.3. PeructpannoHHbIi HOMEp JOKYMEHTA U JaTa PETUCTPAIINH TPOCTABISIOTCS
Ha MOJIMHHUKE JOKYMEHTA B peKBU3UTaX OJJaHKA U HA KOTIMH, OCTAIOIIEHUCS B CTPYKTYPHOM
NOAPA3AECIECHUN Y HUBEPCUTETA, OTBETCTBEHHOM 3a €0 MCIIOJHEHHUE, IS MOCIEAYIOIIErO
€ro CIMCaHUs B JIEJIO U XPAHEHUSL.

OTCKaHMPOBAaHHBIN JK3EMIUISIP MCXOJAIIECT0 NMUCbMa C MPUCBOCHHBIM HOMEPOM M
BU3aMu xpaHuTcs B COJl B COOTBETCTBYIOLIEH MAIIKE.

JlokyMeHTBI ¢ oTMeTKOM « /7151 cimy>keOHoro nmonb3oBanus» ([ CII), peructpupyrorcs
u xpanarcs B OKu/l YHuBepcurera.

5.10.4. TToamexariue perucTparuy OTIPABIsIEMbIe JOKYMEHTBI PETHCTPUPYIOTCS B
JI€Hb UX MOAMUCAHUS WIH YTBEPKICHHUS.

JIOKyMEeHTBI, TOJINWCAHHbIE WM YTBEpXKICHHBIE B  Hepabouee Bpems,
PETUCTPUPYIOTCS HA CIACAYIOUINI paboUmil 1eHb.

5.10.5. OrmnpaBisiemble JOKYMEHThl HYMEPYIOTCA TMODPSAKOBOM Hymepaluend B
npejenax KajJeHAapHOTo rojia, UMEIOT OJIMH PErUCTPAllMOHHBIN HOMEp U 1aTy HE3aBUCUMO
OT KOJIMYECTBA aJPECATOB.

5.10.6. Ilocnme perucTpamuu AOKyMEHT mepenaercs B skcneaunuio OKuJl s
OTIpaBJICHUA aJpecaTy Ha OYMaKHOM HOCHUTEIIE.

5.10.7. Komms oTmpaBiseMoro JOKyMEHTa C BH3aM{ TOJAIINBACTCI B JIEJI0
CTPYKTYPHOTO MOJpa3eeHHs] B COOTBETCTBUM C HOMEHKIIATYpOU JEll.

5.11. OrnpaBneHue JOKyMEHTOB

5.11.1. oxkymeHThl mnepenarorcs mjisg otnpasieHus B skcneaunuro OKull 1o
YKa3aHUIO PEKTOpa, TMPOPEKTOPOB/IUPEKTOPOB IO HAIMPABICHUIO U PYKOBOJAUTENEH
CTPYKTYPHBIX MOJIpa3/IeJICHUM.

Pemienne o crnocobe MOCTaBKM NPUHUMAET PEKTOp, MPOPEKTOpa/IUPEKTOpa IO
HaIpPaBJICHUIO, PYKOBOJIUTENN CTPYKTYPHBIX MOIPA3ICICHHM.

5.11.2. HenpaBunbHo  0o¢pOpMIICHHBIE  JIOKYMEHTBI UM  KOPPECIOHJICHIIUS
HECTYeOHOro Xapakrepa K OTIpaBKe HE IPUHUMAIOTCS U BO3BPAILIAIOTCS UCTIOTHUTESIM.

5.11.3. JlokyMeHTbI, HampaBJiieMbl€ IOYTOBOW CBS3bIO, YIAKOBBIBAIOTCSI B KOHBEPT,
opopMIsitOTCST W OTOpaBisitoTCsA.  JloKyMeHTBI, OTIpaBisieMble B OJIUH  aJpec,
BKJIAJBIBAIOTCS B OJUH KOHBEPT.

PaGoTHHKH, OTBETCTBEHHBIE 3a OTMPABKY JOKYMEHTOB, MPOBEPSIOT MPaBUIBHOCTH
o(opMIIeHUS U KOMIUIEKTHOCTh TOKyMEHTOB.

5.11.4. HapouHbIM HampaBisIlOTCS OKYMEHTbI B MUHUCTEPCTBO 00pa3oBaHUS U
Hayku Poccuiickoit @enepanuu v B UHbIE OPraHU3aLMU O MOPYYEHUIO PEKTOPA, BPEMEHHO
WCIIOJTHSIFOIIETO 00SI3aHHOCTH PEKTOpa.

5.11.5. O6paboTka JOKYMEHTOB JJIsl OTIIPABIICHHS 110 TeJaerpady oCylecTBISICTCS B
COOTBETCTBHHM C JIEUCTBYIOIIMMHU MPABUIIAMU OKa3aHUs yCIyT TejaerpadHoi CBA3M.

[Ipu otnpaBneHuu TejlerpaMMbl B 4YeThIpe aapeca u Oojee (1o 20 ampecoB)
MPUJIAraeTCsl CIUCOK PACCHUIKH, COCTABISEMBbIN UCTIOTHUTENEM.
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5.11.6. Ilpu otmpaBienun TeaePoOHOrpaMMBbl HECKOJIBKUM ajjpecaTaM K Hel JOJHKEeH
IpPUIAraThCs CIUCOK aJpecaToB C YKAa3aHUEM HOMEPOB TeNe(POHOB 3a TMOIIHUCHIO
PYKOBOIUTEIIS CTPYKTYPHOTO MOAPA3AEICHUS, TOANNCABIIETO TENIE(HOHOTPAMMY.

5.12. Perucrpaiys u MpoxoxJIeHHEe BHYTPEHHUX JOKYMEHTOB

5.12.1. TlpoxokneHue BHYTPEHHUX JOKYMEHTOB Ha 3TamaXx HX MOATOTOBKUA U
o(opMIIeHHs JOKHO COOTBETCTBOBATH MPOXOXKICHUIO OTIPABISIEMBIX TOKYMEHTOB, a Ha
JTane UCHOJHEHHUS — NOCTYAIINUX JOKYMEHTOB.

5.12.2. BHyTpeHHHE MOKYMEHTHI (JIOKJIagHbIe (CIy>KeOHBbIE) 3alUCKH, CIIPaBKH,
CBOJKH U JIp.) paCCMAaTPUBAIOTCS TEMU JOKHOCTHBIMU JIML[AMU, KOMY OHU HaIlpaBJICHBI.

5.12.3. Tlomnexamue perucTpanvd BHYTPEHHHE JTOKYMEHTHI (KpOMe JOKJIaJIHBIX
(city>keOHBIX) 3aITUCOK), MOMANMCAHHbIE (YTBEPXKICHHBIE) PEKTOPOM WJIM JIMIIOM BPEMEHHO
WCTIOJHSIOMIUM OOS3aHHOCTU PEKTOpa, MPOPEKTOPOM/IUPEKTOPOM MO HAMPABICHUIO, WIIH
WHBIM JOJDKHOCTHBIM JIMIIOM B COOTBETCTBHM C TPHUKA30M PEKTOpa U JOBEPEHHOCTHIO
peructpupytorca B OKu/l.

5.12.4. [lognexamue perucTpalud BHYTPEHHME  JIOKYMEHTBHI  JIOJKHBI
PErHCTPUPOBATHCS OJHOKPATHO HE3aBHUCUMO OT COC00a UX CO3JaHus.

5.12.5. Tlognexamue perucTpalnuyd BHYTPEHHHE JOKYMEHTBI PETUCTPUPYIOTCS B
CO/.

5.12.6. TloaroroBka mpoOeKTa BHYTPEHHETO, B TOM YHUCJE PACHOPSIUTEIHHOTO
JOKyMeHTa (MpuKasa, pacrnopsbkeHus ), ocymectsisiercs B CO/I.

5.12.7. OTBETCTBEHHbIII HUCHOJHUTENb - 3TO HMHHUIMATOP JTOKYMEHTa, KOTOPBIH
KOHTPOJIUPYET COIVIACOBAHME M IIOAIMCAHUE JTOKYMEHTA, TaK >X€ BHOCUT B IIPOEKT
JOKyMEHTa COOTBETCTBYIOIIME HCIIpaBiaeHus. Ha ucnoyiHuTENE 1EKUT OTBETCTBEHHOCTD 3a
cojepxanue u o(popMmieHHE JOKYMEHTa, CBOCBPEMEHHOE U IMPaBUJIbLHOE BHECEHUE
U3MEHEHUI U MpeJIOKEHUH, MOJAaHHBIX CHEIUATUCTaMU, YYaCTBYIOIIMMHU B IPOLEIYpe
COTJIaCOBAHUS:

a) CO3/1aeT MPOEKT BHYTPEHHETO JOKyMEHTa (JOKJIaJHOU (CiIy>KeOHOM) 3aluCKu U
p., B TOM YHCIIC IPUKA3a ¥ PACIIOPSIKCHHS);

0) popMHpyeT KapTOUKY K MPOEKTY CO3AaHHOTO JOKYMEHTA.

B) HaIIPABIISET MPOCKT CO3/IaHHOTO JJOKYMEHTA Ha COTJIACOBAHHME;

B xapTouke JoOKyMeHTa BHOCATCS PEKBU3UTHI: UHULIMATOP MOPYUEHHUSI, UCTIOJIHUTET,
KpaTKO€ COJIEp>)KaHHUE, a TAK)KE CIUCOK PACCBUIKM JTOKYMEHTa, MapIIPyT BU3UPOBAaHUSA U
MOANKCH IOKYMEHTA.

I) NPUKPEIUISIET MPOCKT CO3/IaHHOTO JIOKYMEHTa K KapTOYKe W OTHPAaBISIET MO
3aIaHHOMY MapIIpyTy Ha COIJaCOBaHUE U HA MOAIUCH JOKHOCTHBIM JIMIIAM.

HenocpeacrBeHHbIM PyKOBOAUTEIbL HCIIOJHUTEIsA. Ha 3TOM 3Tane pykoBOIUTENb
UCTIOJTHUTENSI MPOBOJUT MEPBUYHYIO 3KCIEPTU3Y JOKYMEHTA, BBISBISET OIIMOKU IpU
COCTaBJICHUH JIOKYMEHTA.

COBMECTHO C UCIIOJIHUTENIEM OH HECET OTBETCTBEHHOCTH 32 COJIEPKAHUE M KaYECTBO
oopMIIeHUSI JOKYMEHTA.

I'maBHbIil Oyxrajarep / Ha4YaJbHHMK YNPABJEHHS J3KOHOMHUKH U (PUHAHCOB.
[IpoBoaUT aHanMM3 NPEICTABIECHHOIO MPOEKTa JOKyMEHTa Ha mnpeaMeT (UHAHCOBOMN
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KOPPEKTHOCTH, AHAIMU3UPYET HAJIOrOBble PUCKU (YCIIOBHS OIUIAThl, HEOOXOIUMOCTH
0aHKOBCKOM rapaHTHU U T.IL.).

PykoBoauTe/ib HanmpaBJieHUs1 3aKyNOK. AHaIU3UPYET TOKYMEHT C TOUKH 3pEHUS
KOPPEKTHOCTH YKa3aHHUS B IOTOBOPE HAMMEHOBAHUM, apTUKYJIOB, KaTaJlOKHBIX HOMEPOB, a
TaK)kK€ BO3MOXXHOCTH 3aKyNKA U CPOKOB IOCTaBKM COOTBETCTBYIOLIUX 3aKYIMaeMbIX
KOMILJIEKTYIOIIMUX, HEOOXOIUMBIX JIJIs1 BBITIOJHEHUSI JAHHOTO JJOKYMEHTA.

PykoBoautesbr (MM NPEACTABUTE]b)  HOPUIAUYECKOTr0  yIpPaBJIeHUs.
AHanu3upyeT MPENCTaBICHHBIN TPOEKT TOKYMEHTa C TOYKH 3pPEHUS COOJIIOICHUS
TpebOBaHMIl EHCTBYIONIET0 3aKOHOaTeIbcTBa Poccuiickoit deneparun, KOHTPOIUPYET
MPaBOCIIOCOOHOCTh JOJKHOCTHBIX JIUI] M KOHTPAreHTOB, YYacCTBYIOIIUX B TOJANMHMCAHHUU
JIOKyMEHTOB, TPU HEOOXOAUMOCTH TpeOyeT OT KOHTpareHTa MpeJOoCTaBICHUS
HEJIOCTAIOIIeH MHPOPMAIIUK U JJOKYMEHTOB, MOATBEPKIAFOIINX TTPaBa JOHKHOCTHBIX JIUII.

PykoBoauresp (MM NpeacTaBuTe]b) KOHTPOJIBHOIO ynpasJjeHus. [Iposepser
HaJIe)KHOCTh M IUIATEKECIIOCOOHOCTh KOHTpareHTa M WHBIE AaCIMEKThl 3KOHOMHUYECKOU
0€30MacHOCTH CHENKH, TaK ke MPOBEpKa COOIIOJECHUS PEeKMMa KOMMEPUYECKON TalHbI U
3aIUThl THHOPMALIHH.

PykoBoauresb (mm NMpeACTABUTEJIb) CJIYKOBI AeJIONPOU3BOACTBA
Kontponupyer coOniojieHie BHYTPEHHUX HOPMATUBHBIX aKTOB, MPAaBWIBHOCTh M
rPaMOTHOCTh OQoOpMIICHHS (CTHWJIMCTHKA M TIpaMMaTHKa), coOJifoJeHHue TpeOoBaHUMN
W3aHUs PACIIOPSAIUTEIbHBIX U MPOYUX JOKYMEHTOB.

PykoBoauTe/ib (WIH NPeACTABUTENb) KAAPOBOIi Cary:k0bl. [[poBepka cobmroaeHus
TpynoBoro koxekca Poccuiickorn deaepannn U BHYTPEHHUX JIOKAIbHBIX HOPMATUBHBIX
aKTOB, KaCarOIINXCS pabOTHI C MEPCOHATIOM, COOJIIO/ICHUS PABUIT BHYTPEHHETO TPYAOBOTO
pacropsiika 1 TpyA0BOM JUCIUIIIIUHBI.

OTBETCTBEHHBIA HUCIIOJHUTEIb MOXET WHHUIMUPOBATh COTJIACOBAHUE MIPOEKTa
OTJIMYAIOIIEHCS OT YCTAHOBJICHHOM, €CIIU:

-3TO0 TpeOOBaHHE PEKTOpa, MPOJAUKTOBAHHOE CPOUYHOCTHIO M BaXKHOCTBHIO JAaHHOTO
JIOKYMEHTA;

- CMBICI U COJEpKaHUWE JIOKyMEHTa 3aTparuBaeT cdepy OTBETCTBEHHOCTH
MoApa3eeHUN U CIICIIUATNCTOB, Yb€ YUACTHE B COTJIACOBAHUU HE MIPEAYCMOTPEHO.

5.12.9. CormacoBaHue TMPOCKTa PaACHOPSIUTEIHLHOTO JOKYMEHTa (TIpuKas3a) B
AJIEKTPOHHOM BHUJI€ OCYIIECTBIISIETCS C TMOMOIIBI CHOPMUPOBAHHOIO HCIOIHUTEIEM
CIIMCKA BU3HMPYIOIIMX JOJKHOCTHBIX JIMI] B KapTOYKE IIPOCKTa MpHKasza (CIHCKa
BU3npoBaHus). [IpoeKkT mpriKaza MOCTYMAaeT Ha COrJAaCOBAHHME MOJKHOCTHBIM JIMIIAM B
COOTBETCTBHUM C MapIIPYTOM, 33/IaHHBIM UCIIOJIHUTEJIEM.

5.12.10. 3ameuyaHus K MPOEKTY MpHUKa3a BHOCATCS B KapTOYKE MPOEKTa MpHKa3a B
BUJIC TPUMEYAHUN U MPUKPEIIICHHBIX (DAIIOB.

5.12.11. B cnydae BHEceHHS B IMPOIECCE COTJACOBAaHUS B TPOEKT MpHUKa3za
CYIIIECTBEHHBIX HM3MEHEHUN (MEHSIOTCSI CPOKM HCIOJHEHHUS, CMBICIIOBOE COJEp’KaHUE,
JUIa, OTBETCTBEHHBIC 3a WCIIOJIHEHWE MpHKa3a W T.M.), MPOBOIAUTCA €ro MOBTOPHOE
BU3UPOBAHUE.

5.12.12. 3aBU3UpPOBAHHBIH B COOTBETCTBUHM CO CIHUCKOM BHU3HUPOBAHHS IPOCKT
MpuKa3za WIM PacropsbKEHUs B AJIEKTPOHHOM BHUJIE HANPaBISETCS PEKTOPY WIIW JIUILY
BPEMEHHO  HUCIIOJIHAIONIEMY  OOS3aHHOCTH  PEKTOpa, MPOPEKTOPY/AUPEKTOpPY MO
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HAIPABIICHUIO, PYKOBOAUTEIIO CTPYKTYPHOTO MOAPA3/ICICHNUS B COOTBETCTBUU C MPUKA30M
peKTOpa, TOBEPEHHOCTHIO.

5.12.13. TlomoIHMK pacrieyaTbIBaeT MPOCKT MPHKa3a UK PACTIOPSIKEHUS U TTepeaeT
Ha MOJANMKUCH PEKTOPY WM JIMIY BPEMEHHO MCIOJHAIOMIEMY OOS3aHHOCTH PEKTOpa
IPOPEKTOPY/IUPEKTOPY MO HAMPABICHUIO, PYKOBOAMUTENO CTPYKTYPHOIO MOApa3AeIeHuUs
B COOTBETCTBUU C MPUKA30M PEKTOPA, JOBEPEHHOCTHIO.

5.12.14. TlpoekT mnpuKaza WIX paCHOpsHKEHHUS Ha OyMa)XHOM HOCHUTEJE
MOJIMMCHIBACTCS JIOJDKHOCTHBIM JIMIIOM COOCTBEHHOPYYHO, 0e3 wucnonb3oBanus Oll, u
nepenaercss B OKu/l n1s peructpanuv, CKaHUpoBaHUs U paccblIkd B COJl 31eKTPOHHBIX
00pa30B MpuKa3a UM pacropsHKEHUS B CTPYKTYPHBIE MOIpa3esiCHuUsI.

5.12.15. Tlpuka3sl U pacmoOpsDKCHHS XPaHATCA Ha OyMa)KHOM HOCHTENC B Jiejiax
OTJIeNIa B COOTBETCTBUU C HOMEHKJIATYpOH Jell.

5.12.16.  AnpecoBaHHbIE  TPOPEKTOPAM/AMPEKTOpaM IO  HAMPABJICHUSM,
PYKOBOIUTENSIM CTPYKTYPHBIX TOApA3JEICHUN, OTBETCTBEHHBIM JIMIIAM BHYTPCHHHE
JOKYMEHTHI (JIOKJIaIHbIe (Cay)eOHbIC) 3aMCKHU U Jp., KPOME TIPUKA30B, PACTIOPSDKEHU ),
noaroroBieHHbie B COJI, moamucanHbie pyKOBOAUTEISIMU CTPYKTYPHBIX MOAPa3/ICICHUH,
3apeructpupoBanHbie B COJ] 1 mpuKpemieHHbIe K KapTOUKe TIOKyMEHTa, HAIIPABIISIOTCS B
ANEKTPOHHOM BHie B COJl HEMOCPENCTBEHHO afpecary.

B mpuemMHO# pekTopa MpopeKkTopa/IupeKTopa Mo HampaBIeHUIO WA B CTPYKTYPHOM
nojipa3zieiecHnu  pabOTHUK, OTBETCTBEHHBIM 3a JIEJONPOU3BOJICTBO  OCYIIECTBIISET
MOJIyY€HHUE U YUET aJpeCOBAHHBIX PEKTOPY, IPOPEKTOPY/IUPEKTOPY MO HATIPABICHUIO WU
PYKOBOIMTENO CTPYKTYPHOTO TMOJpPA3AEICHUsl, OTBETCTBEHHOMY JIMIy BHYTPEHHHUX
nokyMeHToB B COJI B )KypHaje ydyeTa MOoJy4yaeMbIX JOKYMEHTOB, a 3aT€M NEepeIaeT Ux Ha
paccMOTpeHHE ajpecary.

[Tocne paccMOTpeHHsI pEKTOPOM MPOPEKTOPOM/IUPEKTOPOM I10 HAIIPABJICHUIO WU
PYKOBOAMTENEM  CTPYKTYPHOIO  TOJpa3fefieHuss pabOOTHUK, OTBETCTBEHHBIM  3a
JCJIOTPON3BOACTBO, BHOCUT YKa3aHHUS IO HUCIOJHEHHUIO JOKYMEHTOB (pPE30JIOIUHU) B
KypHaJI y4eTa MOJy4aeMbIX TOKYMEHTOB U B KAPTOUKY JOKYMEHTOB, a 3aTE€M HaIpaBIIsSeT
KapTOUYKy C MPUKPEIUIEHHBIMUA BHYTPEHHUMH AokyMeHTamMu B COJl HemocpeacTBEeHHOMY
HCIIOJTHUTEITIO.

5.12.17. Tlocne perieHus MOCTABICHHBIX BO BHYTPEHHUX JOKYMEHTaX (HOKJIAIHBIX
(cmyxeOHBIX) 3alUCKax W Jp., B TOM YHCJIE MPHKa3aX U PaCHOPSHKEHUSIX) BOIPOCOB,
OTBETCTBEHHBIN HCIIOMHUTENb, PYKOBOJIUTENb CTPYKTYPHOTO TOAPA3JACICHUS WU
pabOTHUK, OTBETCTBEHHBIH 3a JIEOMPOU3BOJICTBO, BHOCUT B KapTOUKy OTMETKH OO0
UCIIOJIHEHUH JIOKYMEHTOB.

5.12.18. [TIlepemaya BHYTPEHHHUX JIOKYMEHTOB M3 OJHOIO CTPYKTYpHOTO
MOJpa3iesiecHuss B  JpPYroe MPOU3BOAUTCS pPaOOTHUKAMHM, OTBETCTBEHHBIMU  3a
JIEJIOMPOU3BOICTBO B CTPYKTYPHBIX MOJPA3ACICHUIX B 3JIEKTPOHHOM BHjie yepe3 CO/I.

5.12.19. PykoBoauTenu CTPYKTYPHBIX MOJIpa3aesIiCHHil 00ECIIeYnBaIOT OMepaTHBHOE
pacCMOTpeHHE BHYTPEHHHX JIOKYMEHTOB (IIPUKA30B, PACHOPSIKEHHMM, JTOKJIAIHBIX
(cmy>ke0HBIX) 3aMMCOK W Jp.), NepeJady HX OTBETCTBEHHOMY HCIOJHUTENIO B JEHb
nocrymienusa, OKwuJl crmeautr 3a COCTOSHUEM UCHOJHUTENBCKONW JTUCIHUIUIMHBL 110
JOKYMEHTaM.
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5.12.20. BHyTpeHHHE HNOKYMEHTBI, B TOM YHCII€ NpPHUKa3bl U PACHOPSLKEHUS,
NpUCTaHHBIE JJIi  COTJIaCOBaHHWS (BU3MPOBaHUs), JOJDKHBI pacCMaTpUBAThC U
BU3HUPOBATHCS HE TTO3AHEE CICAYIOIIETO THS TOCIE MOCTYIIIICHHUS.

5.12.21. Cpoxku UCTIOJIHEHUSI BHYTPEHHUX JOKYMEHTOB UCUUCIISIOTCS B KAJICHTAPHBIX
THSIX OT JAThl OMUCAHUS (YTBEPKICHHS ) TOKYMEHTOB.

5.13. Pacniedatka v TUpaXUPOBAHKUE IOKYMEHTOB

5.13.1. Pacnevarka NOKYMEHTOB MJisi pEeKTOpa YHHUBEPCHUTETa OCYIIECTBISETCS B
MIPUEMHOM PEKTOPA.

5.13.2. PacnieuaTka JOKyMEHTOB CTPYKTYPHBIX MOpPa3AeICHUIN OCYILEeCTBISETCS 1O
MECTY MOJArOTOBKH JIOKYMEHTOB B CTPYKTYPHBIX ITOAPa3/1eIICHUSX.

5.13.3. TupaxupoBaHHMe JOKYMEHTOB, TMPOM3BOAUTCA B  CTPYKTYpPHBIX
MO/PA3/ICNICHUAX Ha MHOXUTEIBHBIX ammaparax JUisi ONEPaTUBHOIO KOMUPOBAHMS.
MHoroTupakuble JOKYMEHTbl Pa3MHOXKAIOTCSA B U3AAaTENIbCKO-TIOIUTpadUuecKOM LIEHTPE,
KaK MpPaBUIIO, C YMEHBIIIEHUEM U ¢ 000pOTOM

5.13.4. TupaxupoBaHUIO MOJJICKAT TOJIBKO JOKYMEHTBI, OTHOCAIIUECS K CITYKEOHOM
JEeSATEIbHOCTH Y HUBEPCUTETA.

5.13.5. KoHTponb TUpaXHpOBaHUS JTOKYMEHTOB B CTPYKTYPHBIX MOJpa3eieHUIX
VYHuBepcuTera Bo3jaraeTcsl Ha uX pyKoOBOJUTENEH.

5.13.6. [Ins TupakupoBaHUS TPHUHUMAIOTCA CIIYKEOHBIC JOKYMEHTBHI, MOCIe
COTJIaCOBAHUS C PYKOBOJUTENEM CTPYKTYPHOIO MOAPA3ACIICHHUS.

5.13.8. TupaxupoBaHue AOKYMEHTOB C Tpudom «/ls ciry>keOHOTO TOJIb30BaHUS
MIPOU3BOJUTCS B W3/IaTEIbCKO-TIOJIUTPapUUECKOM ILEHTpEe YHUBEPCUTETa C pa3pelieHus
pekropa.

5.13.9. PactupakupoBaHHbIE TOKYMEHTHI BBIJJAIOTCS 3aKa3YUKY MO POCIHUCH.

5.13.10. OpuruHanbl pacTUPaKUPOBAHHBIX TOKYMEHTOB BO3BPAIIAOTCS 3aKa3UHKY
P MOJYYEHUH TUpaXKa.

5.13.11. Twupaxupyemble JTOKYMEHTHI TMOJIeXKAT Y4YeTy B  H3ATEIbCKO-
nourpauyeckoM LIEHTPEe YHHUBEPCUTETa B KypHAJE€ ydeTa WM €ro 3JEeKTPOHHOM
aHaJjore.

5.14. Y4yet u aHanu3 00beMOB JJOKYMEHTOO0OOpOTa

5.14.1. Yder 00beMOB JIOKYMEHTOOOOPOTa BEACTCS B IICJISIX COBEPIICHCTBOBAHMS
OpraHu3aluu padoThl C TOKYMEHTAMH.

5.14.2. Ananu3z o0bEMOB JOKYMEHTOOOOpPOTAa, CTPYKTYPhI JOKYMEHTOIIOTOKOB H
coJiepKaHusl JOKYMEHTOB, IMOCTYMAIONIMX B YHUBEPCUTET U CO3/1aBa€MbIX UM, BEJETCS B
eTIsX palMOHAILHOTO pacrpeieseHus JIOKYMEHTOITIOTOKOB, MTOBBIIIICHUS
WCIIOJTHATEIIbCKOW TUCITUTIIINHBI, KadecTBa U 3()PEKTUBHOCTA TPUHUMAEMBIX PEIICHHM.

5.14.3. Pe3ynbTaThl yueTa KOJIMYECTBA TOKYMEHTOB 0000IIAIOTCS U aHATU3UPYIOTCS
OKwu/l m mpencTaBisrOTCS TPOPEKTOPY MO YIPABJICHHUIO JEaMU W KOHTPOJIO B BHIIEC
CIIPaBKH aHAJIMTHICCKOTO XapaKTepa.

5.14.4. Y4yer KoqMuyecTBa JOKYMEHTOB 3a OINPECJICHHBIA MEPUOJ BpeMEHH (TO],
MECHII, IEHb) TPOBOAUTCS TI0 MECTY PETUCTPAITH TOKYMEHTOB.
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5.14.5. Yuyer xonnyecTBa TOKYMEHTOB BKJIIOYAET B ce0s y4eT HOMEPHBIX OJAHKOB
i nuceM. Yuet OnankoB Beaercs OKu/l B xypHane ydera Bbigaun OJIaHKOB.

HcnopuenHble HOMepHbIE OJ1aHKK nTuceM Bo3Bpatatorcs B OKu/l BMecte ¢ oTueTom
O pacxoJOBaHMM HOMEpPHBIX OJaHKOB muceM (mprioxenue Ne3l) ¢ mocienyrounmM ux
YHUUYTOKEHUEM YCTAHOBIJIEHHBIM MTOPSIKOM.

3a eAuHMIy YYeTa KOJMYECTBAa HK3EMIUIIPOB JOKYMEHTOB IPUHUMAETCS caM
JOKYMEHT (TIOAJIMHHUK WM KOIUs, €CJIM 3TO €AMHCTBEHHBIN dK3EMIULIP JOKYMEHTA).

5.14.6. Yuer konuuecTBa JOKYMEHTOB MOKET MPOBOAMUTHCS MO YHUBEPCUTETY B
L[E€JIOM WJIM IO OTAEJIBbHBIM CTPYKTYPHBIM NOJIPA3IECICHUSIM.

5.14.7. TlocTtynarone U CO3AAKOLIMECS JOKYMEHTHI MOJCUUTBHIBAIOTCS OTIEIBHO.
[Ipyn ydere OTHpaBiIsEMBIX JOKYMEHTOB CONPOBOAMTENBHOE MHUCHbMO M IPHIIAraeMble K
HEMY JIOKYMEHTBI IPUHUMAIOTCS 32 OJUH JOKYMEHT.

5.14.8. UrtoroBeic MaHHBIC IOACYETA IPEACTABISIIOTCS B TaOIW4YHON (opme,
CTPYKTYPHBIMH MOJPA3ACICHUSIMHU.

5.15. Tlopsiiok CHATHS U BbIIAYU
KOIHUM TOKYMEHTOB Y BBIITUCOK U3 IOKYMEHTOB

5.15.1. Konuu AOKYMEHTOB WM BBIIUMCKH U3 JOKYMEHTOB (B TOM YHUCJE KOIUU
apXMBHBIX JOKYMEHTOB) BBIJAIOTCS TpaxJaaHaM IO 3asBJICHHUSIM WM 1O 3alpocam
OpraHM3aliil TOJIKO C pa3pelieHHsl PeKTopa, MPOPEKTOPa/IUPEKTOpa MO HaNpaBICHUIO
JESITeIbBHOCTH U TOJIBKO C T€X IOKYMEHTOB, KOTOPbIE OBLIIN U3/1aHbI B Y HUBEPCUTETE.

5.15.2. Tlpu peureHuu e, KacaloIIUXCs MpUeMa TpaxiaaH Ha paboTy, yuéoy,
YIIOBJIETBOPEHUs] HUX TPYNOBBIX M JPYrMX 0paB, NOpu (HOPMHUPOBAHUM JUYHBIX €Il
VYHUBEpPCUTET MOXET M3rOTaBIMBaTh KOMHM JIOKYMEHTOB, BBIJIAHHBIX JAPYTUMHU
OpraHM3alMsIMU U HEOOXOAMMBIX [UIsl PEHICHHUsS COOTBETCTBYIOUIMX BOIPOCOB, (KOIUU
IUIUIOMOB, CBUJETENBCTB O TOJYYEHHH OOpa3oBaHUs M T.J.), B COOTBETCTBUHM C
JNEUCTBYIOUIUM 3aKOHOIATEIbCTBOM.

5.15.3. Ilpu mepechuike B ApyrHe OpraHU3aIMH WIM BbIJade HAa PYKH TpakaaHaM
KOIHIO IOKYMEHTA CJIeAYET 3aBEPAThH 110 YTBEPKIAECHHON (POpME C MTPOCTABICHUEM I1€UYATH.

Ecnu xommust JOKyMEHTa MEpechbUIaeTCsl B OpraHU3alliid, OHAa 3aBepsAeTcs MPOCTOM
nevarpo. ['epOoBOil meuaTrio 3aBepsAIOTCA KOMUU TOKYMEHTOB MO0 OHUIIHAIIEHOMY 3a1poCy
CTOPOHHEN OpraHU3aluy.

6. KOHTPOJIb UCITIOJIHEHUSA JOKYMEHTOB
6.1. Opranu3anust KOHTPOJIS UCTIONHEHUS JOKYMEHTOB

6.1.1. YnpaBneHndyeckue TOKyMEHTHI, TPEOYIOIIUE NCTIOTHEHHS U TOATOTOBKU OTBETA,
IOJIEKAT KOHTPOJIIO.

6.1.2. KoHTpOJIb UCTIOHEHUS! TOKYMEHTOB YCTaHABIMBACTCS B IIENIAX O0OeCIeueHUs
KauyeCTBEHHOTO UCIIOJHEHHS TOKYMEHTOB, MMOBBIIICHUS! YPOBHS OPraHU3aTOPCKOM paboThI
U HUCHOJHUTENbCKON AUCHMIUIUHBL, C UENbI0 OOECHEeYeHHs YCTAaHOBJICHHBIX CpPOKOB
WCIIOJIHEHHSI JOKYMEHTOB, YKa3aHHBIX B PE30JIIOLUH, TUIIOBBIX CPOKOB HCIOJHEHHMS WIIN
CPOKOB yKa3aHHBIX B JOKYMEHTE.
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6.1.3. KonTposnb ucnoaHeHus: JOKYMEHTOB ocyiecTBisiercs: pabotnukamu OKu/l ¢
nomoibo CI/I.

6.1.4. KoHTpOJIb UCTIOTHEHUS TIOKYMEHTOB BKJIIOUYAET:

a) MOJy4YeHUe JaHHBIX TOCTAHOBKHU JOKYMEHTa Ha KOHTPOJIb;

0) MOCTaHOBKY JOKYMEHTa Ha KOHTPOJIb;

B) IPOBEPKY CBOEBPEMEHHOTI'O JJOBEICHUS TOKYMEHTA JIO UCTIOTHUTES;

T') IPEeIBAPUTENIbHYIO TIPOBEPKY U PETYIMPOBAHHUE X0/a UCTIOTHCHHUS,

1) CHATHUE UCTIOJIHEHHOTO JOKYMEHTA C KOHTPOJIS;

¢) HarpaBJICHUE MCIIOJHEHHOTO JIOKYMEHTA B JIEJIO;

k) y4eT, 0000IIeHUE U aHAJIHU3 X0/1a ¥ PE3YJIbTaTOB HCIIOTHEHHUS IOKYMCHTOB,

3) UH()OPMHUPOBAHKIE PYKOBOAUTEIICH O COCTOSIHUM UCTIOJIHEHHS JOKyMEHTOB.

6.1.5. PykoBomuTenu CTPYKTYpPHBIX MOJpa3fesiecHui 00si3aHbl CIEAUTHh 3a
COCTOSTHUEM HCHOJHUTENbCKOM JMCHMIUIMHBL IO JOKYMEHTaM C HOpYy4YEHUSIMHU
PYKOBOJCTBAa YHHBEpPCHUTETa, a Takke IO JOKYMEHTaM, IOCTYIHUBIIUM B aapec
CTPYKTYPHOTO MOApa3ieJeHHs U TPEOYIOIINM UCIIOJHEHHUS ¥ TIOATOTOBKH OTBETA.

6.2. OyHKITMOHUPOBAHHUE CUCTEMBI KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB

6.2.1. IlocTaHoBKy [OKyMEHTa Ha KOHTPOJb MPOU3BOJUT PEKTOp WU
MPOPEKTOP/AUPEKTOP MO HAMPABIECHUIO, OCYIIECTBISIOIINN pACCMOTPEHHE TOKYMEHTA.

6.2.2. Ilpu mocTaHOBKE IOKYMEHTa Ha KOHTPOJIb B PABOM BEPXHEM T10JI€ TOKYMEHTa
CTaBUTCSI OTMETKA O KOHTPOJIE, KOTOPYIO 0003HauatoT ci10BoM (1tamnom) « KoHTposb».

OKwu/] umeet npaBo mosry4atb HEOOX0IUMYIO HHPOpMAIHIO 00 HcroaHuTelne (Homep
TenedoHa, IEKTPOHHAS MMOYTa U T.II.) U MOIy4aTh OT HENOCPEACTBEHHOTO MCIOJHUTENS
MOJITBEPK/ICHUE MOTYUYEHUS 3aJaHUsI 110 TOKYMEHTY, [IOCTaBJICHHOMY Ha KOHTPOJIb.

OTnen uMeeT MpaBo IMOJIydaTh HEOOXOJUMYIO MH(OpPMALMIO O XOJE HCIOIHEHUS
A0KyMeHTOB. OTBETCTBEHHOCTh 3a MPEJOCTABICHHYI0 MH()OPMAIMIO HECYT UCTIOTHUTEIU
M0 TOKyMEHTaM.

Ecnu B JoKyMeHTe He yKa3aHbl KOHKPETHBIE CPOKH MPEAOCTaBICHUs MH(pOpMaluu, B
VYHuBepcUuTeTe YCTAaHOBJIEHBI THIIOBBIE CPOKHM HCIOJHEHUSI MOPY4YEHHUI( MOJIokKEHUE 00
OpraHu3alMKi KOHTPOJIS 32 UCTIOTHEHUEM JOKYMEHTOB YTBEPK/ICHHBIN MPUKA30M PEKTOPA):

«HE3aMEJUIMTENIbHO» — B JIEHb BbIAAUU MOPYUYECHUS;

«CPOYHO» — HE T03Hee 3-X pabouux JHEH;

«OTNEPAaTUBHO» — B T€UEHHUE D pabouux JTHEH;

- nokymeHThl Anmunuctpanuu lIpesuaenta Poccuiickoir @enepauuu, Armnmapara
[IpaButensctBa Poccuiickoit ®enepaunu, MunucrepctBa 00pa3oBaHus M HAyKH
Poccuiickoit ®enepaunu, deaepanbHol cioy>kKO0bl MO HaA30py B cdepe oOpa3zoBaHHs U
HayKu 0€3 yKa3aHusl KOHKPETHOW aThl HCTIOTHEHUS B TeueHue 10 (mecsatn) pabounx aHEH;

- BHYTPEHHHUE JOKYMEHTHI (TPUKa3bl, PACMOPSIKEHUS, PEIICHUs, MPOTOKOJbI) HE
6osiee 30 (TpuaLaTH) KaJeHAAPHBIX JHEH, €CIIM CPOK HE OMpEIeIIeH;

TeJerpaMMbl B TeueHue S5 (martu) padouux AHel, ¢ momeTkod «CpodyHO» — B JI€Hb
NOCTYIUJICHUS,

- MPOTECT MPOKYypopa, 3anpockl DenepanbHONl HAIOTOBON Ciry)O0bl, DenepaabHON
AHTUMOHOTIOJBHOMU CIIy’)kObI B TeueHue 5 (mstr) pabounx JHEH;
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- 3anpocsl [IpaButenscTBa MOCKBBI ¢ TOMETKON «ANIOCTWIIBY B TeueHue S5 (MmsATH)
paboumx JTHEH;

- 3aMpocChl Cy/IeOHBIX, CIEICTBEHHBIX WM WHBIX MPABOOXPAHUTEIBHBIX OPraHOB B
COOTBETCTBHUHM C 3aKOHO/ATENHCTBOM He Oosiee 30 (TpuauaTv) KajJeHAAPHBIX THEH, ecliu
MHOE HE YCTAHOBJIEHO 3aIPOCOM MJIM UCIIOTHUTEIBHBIM JOKYMEHTOM

- 3anpoc Jlenyrata ['ocynapcteennoi [{ymel, wiena Cosera deaepauuii  He
oosee 3 (Tpex) pabouux aHEH

3alpochl O MOATBEPKIACHUH (PakTa U CPOKOB OOyuU€HUs, TEPEBOAOB, OTUHCICHUS,
BbIJIaYU JJOKYMEHTOB 00 00pa3oBaHWH, MOCTYMHUBIIME M3 CTOPOHHHMX OpraHU3anuil — B
teyerne 30 pabounx IHEH;

oOpaiteHus rpakaaH — pacCMaTPUBAIOTCS B COOTBETCTBUH ¢ DeiepanbHbIM 3aKOHOM
Poccuiickoii ®@enepaiuun ot 2 mas 2006 r. Ne 59-@3 «O mnopsiake paccMOTPEHHs
oOpaienuii rpaxaan Poccuiickoit @enepanumy corjiacHO OTAEAbHON MHCTpyKINH.

B cooTBeTCTBUU C MpUKa30M PEKTOpa O paccMOTpeHun oopaienuit rpaxaad OKu/l:

OCYLIECTBISIET 00S3aTENbHYI0 PETUCTPAIMI0 AJEKTPOHHBIX M  MHCbMEHHBIX
oOpamieHuil rpaxkJaH B TeueHUe 3-X pabouux JHEH C MOMEHTa IOCTYIUICHHUS B
YHHUBEPCUTET C YCTAHOBJIEHUEM KOHTPOJIBHOTO CPOKa UCIIOITHEHNS,

HaIpaBJIsieT JJIEKTPOHHBIE M MHChbMEHHBIE OOpAIllEHUs] TPaXKIaH PYKOBOIUTEISIM
CTPYKTYPHBIX MOAPA3AECICHUN Y HUBEPCUTETA, B KOMIIETCHIINIO KOTOPBIX BXOJIUT PELIEHUE
MOCTaBJIEHHBIX B 00OpalEHUSX BOMPOCOB, 0€3 pe30JII0LMK PEKTOpa Y HUBEPCUTETA.

PykoBoauTenu CTpyKTypHBIX NOAPA3ACICHUN YHHUBEPCUTETA OO HACTYIUICHUS
KOHTPOJIBHOTO CpOKa HCIIOJIHEHHS HaIMpaBlIAIOT OTBET Ha OOpalleHHEe 3a MOJIHUCHIO
pEeKTOpa, MPOPEKTOPOB/ TUPEKTOPOB 110 HAMPABICHUIO (B COOTBETCTBHUHU C PACIIpPEIeICHIEM
ITOJITHOMOYMI MEXKy MPOPEKTOPAMU WIIM UHBIMH JTOJKHOCTHBIMM JIMIAMU Y HUBEPCUTETA
NpU HAJTUYUM COOTBETCTBYIOIIETO IMPHUKa3a PEKTOpPa, JOBEPEHHOCTBIO) MO MOYTOBOMY
ajzipecy, yka3aHHOMY B 0OpallieHuu.

M3meHeHne cpoka UCITOTHEHUS MPOU3BOAUTCS TOJIBKO MO YKa3aHUIO PEKTOpA.

peryiasipHoe UH(GOPMHUPOBAHHME PEKTOpPa, MPOPEKTOPOB IO HAMPABICHUSIM,
PYKOBOJUTEIEN CTPYKTYPHBIX IMOAPA3IEIECHUN O COCTOSSHUN U PE3YJIbTAaTaX UCIIOJHEHHUS;

OKu/l exxeMecauHo HHPOPMUPYET O COCTOSTHUM UCTIOTHUTENBCKON AUCIUILIUHBI IO
KOHTPOJIBHBIM JIOKYMEHTaM. JlaHHbIe aHAM3UPYIOTCA, 0000IIal0TCs U MPEICTABIIAIOTCS B
BUJIe 0TYeTa. Takke OTUeT pacchllaeTCs MPOPEKTOPAM 10 HAMPABIECHUSIM U PYKOBOUTEISIM
CTPYKTYPHBIX NOJIpa3IEICHUM.

OT4YeT COAEPKUT CIESAYIONTYIO HH(DOPMAITHIO:

-00111ee KOJIMYECTBO JOKYMEHTOB, HAXOISIINXCS Y UCTIOJIHUTENEH;

-KOJINYECTBO JIOKYMEHTOB C HapYyILIEHUEM CPOKOB;

-KOJINYECTBO HEUCIIOJHEHHBIX JOKYMEHTOB.

Takrke yka3bIBatOTCS JAHHBIE IO CTPYKTYPHBIM [TOAPA3AEICHUSAM U UCIIOTHUTEISAM.

OKu/l umeer nmpaBo MHMDOPMHUPOBATH JOHKHOCTHBIX JIMII O XOAE W pe3yibTaTax
WCIIOJIHEHMS 3aJaHUil MO KOHTPOJIbHBIM MOPYYEHHUSIM M JOKyMEHTaM Ha 3acelaHusix
peKTopaTa U y4eHOro COBETA.

6.2.3. CHATHE TOKYMEHTOB C KOHTPOJIS IO YKa3aHUIO PYKOBOJICTBA.

OcHoBaHUEM ISl CHATUSL C KOHTPOJISL JOKYMEHTOB C MOPYYEHUSIMH PEKTOpa WIH
MPOPEKTOPa/IUPEKTOpPA O HAMPABICHUIO SIBJIIETCS TOKYMEHT (OTBET), IOANMCAHHBIN
PEKTOPOM, TPOPEKTOPOM/IUPEKTOPA IO HAIMPABIEHUIO, PYKOBOJUTEIEM CTPYKTYPHOTO
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nmojapasaeneHus 00 ciykeOHas 3amucka 00 WCIOTHEHUW JOKYMEHTa 3a TMOJIHUCHIO
PYKOBOJMTENSL CTPYKTYPHOTO TOJpa3JeleHusi C OmnucaHueM (akTa HCIOIHEHUS
OpY4EHHUS.

JUIst CHATHSA C KOHTPOJIA MOPYYEHHUH pPEeKTOpa YHHUBEPCUTETa IO CIIyKEOHBIM
3aMuCcKaM OT pyYKOBOAUTENEH CTPYKTYPHBIX MOAPA3ACICHUNA WIIH IO UCTIOJIHEHUIO PEIICHUM
3acelaHus peKTopaTa He0OXO0IUMO MPETOCTABUTH CIYKEOHYIO 3aMUCKY PEKTOPY WU JIUILY,
HCTIOJTHAIOIIEMY 00SI3aHHOCTH PEKTOpa, ¢ ONucanueM (akTa UCTIOTHEHHUS MTOPYyUYCHUSI.

JIOKyMEHTBl WJIM TOPYYEHHS] CHUMAIOTCS C KOHTPOJIS, €CJIM PEIICHbI BCE
MIOCTaBJICHHBIE B HUX BOMPOCHI UJIM aBTOPaM JaH OTBET IO CYIIECTRY.

[TpoMeKyTOUHBIA OTBET, pAaBHO KaK M 3alpoC MO HCHOJHEHHOMY JOKYMEHTY WU
YaCTUYHOE WCIIOJTHEHUE TIOPYUYEHUS, HE SIBJIIETCS. OCHOBAHUEM JIJIsl IPU3HAHUS JOKYMEHTA
WCIIOJTHEHHBIM.

JIOKYMEHT CUYMTAeTCsd HCIOJHEHHbIM, KOIJIa PEIIeHbl OKOHYATEJIbHO BCE
MOCTaBJICHHBIE B HEM BOIIPOCHI M COOJIIO/ICHBI CPOKH.

Ucnomnurens ¢GopMUpyeT OTYET O BBINOJHEHUHM, KOTOPBIM OJKEH OBITh
MH(POPMATUBHBIM U COAEPKATh KOHKPETHOE OINMUCAHHWE NEUCTBUU U MPUHATHIX Mep. [Ipu
MOJrOTOBKE IOKYMEHTA YKa3bIBAOTCS €70 PEKBU3UTHI, TAK )K€ IMIPUKJIIAIBIBACTCS KOTIMHU BCEX
MOATOTOBJICHHBIX JOKYMEHTOB.

Ecnu mocnennuii neHb Cpoka HUCIOJMHEHHUS MPUXOJUTCS HAa Hepabouuil JeHb, TO
JOKYMEHT TOMJIEKHUT HCIOJHEHUI0 HE TMO03/Hee padodero AHs, MPEAlIeCTBYIOLIErO
Hepabouemy JTHIO.

B cityyae, eciu UCIIOTHUTEND MOTYYaAET 3alaHUuE, KOTOPOE HAXOAUTCA 3a IPEACIaMu
€ro IMOJHOMOYHMH, OH 00f3aH yBEJOMHUTH 00 3TOM PYKOBOJMUTENS B TEYCHUH OJHOTO
pabouero AHS C MOMEHTa MOJY4YEHUS JOKYMEHTOB, 3a HCKIIOYEHHEM JIOKYMEHTOB,
UCIIOJIHEHUE KOTOPBIX TPEeOyeT HEOTIOKHOTO UCIIOTHEHHUS.

[Ipu HEoOXOAMMOCTH M3MEHEHHMsI CpOKa MCIOJIHEHUS JOKYMEHTA OTBETCTBEHHBIM
WCITOJTHATEITb TIPEJICTABIISICT HAa UMSI PEKTOPA WA TPOPEKTOPA/ TUPEKTOPA IO HATPABIICHUTO
MOTHBHUPOBAHHYIO MPOCKOY O MPOJICHUH CPOKa.

Ecnmu BhImosiHEHWE 3afaHWsi B YCTAHOBJIEHHBIA  PE30JIIOIMEN CPOK  HE
MPEOCTABISAECTCS BOBMOXKHBIM, HCIIOJIHUTENb 00s13aH 10JI0KUTh 00 3TOM PYKOBOJUTEIIO B
MUCHbMEHHOM BHUJIE HE MEHEE YeM 3a 5 JHEH JI0 UCTEUCHUS! CPOKA BBITIOJIHEHUS TOPYUYCHUS
1 OOBSICHUTH IPUUMHY 3aJIep>KKU. Eci mpuunHa SBIISIETCS] YBOXKUTEIBHON, PYKOBOIUTENb
MOXET MPOJIUTh CPOK BBHITIOJIHEHUS 33]1a4HU.

CpoOK UCIIOJIHEHHS CPOYHBIX OPYUYEHUM HE MPOJIJIEBACTCA.

Bo Bcex ciyyasx HM3MEHEHHS CpPOKa HCIOJHEHUS TOKYMEHTOB OTBETCTBEHHBIM
UCIIOJIHUTENb CBOeBpeMeHHO nHpopmupyeT OKu/l.

OtMmeTKy 00 MCHOJIHEHUU JAOKYMEHTa HeoOXOAMMO O(OpMIIATH B COOTBETCTBUU C
npaBuiIamMu opopMIIEHHS peKBU3HUTA 28.

JUist CHATHS TOKYMEHTa C KOHTPOJII MCHOJHUTENb 00s13aH npenoctaButh B OKu/l
CJIeIyIOIIUE JOKYMEHTBI:

- KOTIUIO KOHTPOJILHOT'O IOKYMEHTA C KOIMUEH JINCTA PE30JIIOIUH;

- OTBETHBIA JOKYMEHT WX JII000€ Jpyroe JOKYMEHTHPOBAHHOE IMOATBEPKIICHUE
UCTIOJHEHUs (CaykeOHas 3ammcka).

JIOKyMEHTBI 10 CHATHSI C KOHTPOJISI JOJKHBI OBITH 3apPETUCTPUPOBAHBI, TO €CTh UMETh
HOMEp U JaTy.
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HpI/I CHATHHN JOKYMCHTA C KOHTPOJISI B IIPABOM HMIKHEM I10JIC JJOKYMCHTA CTABHUTCA
OTMCTKA O CHATHUU C KOHTPOJIA, KOTOPYIO o0o3HayaroT cioBaMu «C KOHTPOJIA CHATO» C
YKa3aHHUECM J4aThl U IIOAIIHMCH pa6OTHI/IKa oTacia.

7. POPMUPOBAHUE JOKYMEHTAJIBHOI'O ®OHJA

YHuBepcuter GOpMUPYET CBOM JTOKYMEHTAIbHBIM (OHA W3 00pasyrommxcs B
IIPOLIECCE €T0 JIEATEILHOCTH JTOKYMEHTOB.
dopMupoBaHUE JOKYMEHTAILHOTO (OHAa Y HUBEPCUTETA OCYIIECTBISETCS apPXUBOM
YHuBepcuTeTa MyTeM COCTABJICHHS HOMEHKIJIATYpPHI e, GopMUpOBaHUS U O(OPMIICHHUS
7ien1, 00ecTeueHnst UX COXPaHHOCTH, y4eTa U Mepeaadu el B apXUB Y HUBEPCUTETA.
7.1. CocraBiieHME HOMEHKJIATYP AE

7.1.1. Homenknatypa nen VYHHMBEpPCHUTETa UCIHOJB3YETCS I TPYNIIUPOBKHU
WCIIOJIHEHHBIX JIOKYMEHTOB B JieJia, CACTEMATU3ALMK U y4eTa Jell, ONpPeeIeHUs] CPOKOB UX
XpaHEHHs] W TOUCKA JOKYMEHTOB, SIBJIIETCS OCHOBOM HJii COCTaBJEHHUsS OIMMCEH Jien
MTOCTOSIHHOTO M BpPEMEHHOT0 XpaHeHus (cBbiie 10 sieT), a Takke JIJIs y4eTa JieJl BpeMEHHOTO
xpanenus (10 10 J1eT BKIIOYUTENBHO).

OcHoBoli  (opMUpOBaHUSA JOKYMEHTaIbHOTO (oHAA YHHUBEPCUTETA CIIYKUT
HOMEHKJIaTypa Jie] Y HUBEPCUTETA.

7.1.2. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U IMOJHOE COCTABIEHUE HOMEHKIATyphl
nen YHUBepcuTeTa, opsaok GopMUpoBaHus U 0POPMIICHUS /1T, 00OECTICYeHUE UX yUeTa U
coxpanHoctH obecrieunBaeT OKu/l.

7.1.3. HomeHknatypa en Y HUBEpCUTETa COCTABIISIETCS HA OCHOBE N3YYEHUS COCTaBa
U COJEpKaHUs JIOKyMEHTOB, O0Opasyloumxcs B JAesITeNbHOCTH YHuBepcuteTa. [lpu
COCTAaBJICHUM HOMEHKJIATYphl JIeJ Y HUBEPCUTETA CIEAYET PYKOBOACTBOBATHCS Y CTaBOM,
MOJIOKEHUSIMA CTPYKTYPHBIX MOJPA3[eICHHI, LITATHBIM PACIHCAHUEM, HOMEHKJIATYpOu
nen YHUBEPCUTETA 3a MPOIUIBIN TOJT, OMUCIMU A€ MOCTOSTHHOTO U BpeMEeHHOTO (CBbiie 10
JeT) XpaHeHWs, PErUCTpalMoHHbIMH  (opmamu  YHuBepcuteTa, llpumepHoii
HOMEHKJIaTypol aen By3a (M., 1999), [lepeunemM THNOBBIX YNPAaBIEHYECKUX APXHUBHBIX
JOKYMEHTOB, OOpPa3yIOIIUXCsl B JEATEIbHOCTH TOCYJAapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOTO CaMOYMpAaBJICHUS W OpraHu3alliii, ¢ ykazaHueM cpokoB xpaHeHus (M., 2010)
[IpaBuna opranu3anuu XpaHEHUs, KOMIUIEKTOBAHUS, YUETA U UCIOJb30BaHUS JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepannu u Ipyrux apXMBHBIX JOKYMEHTOB B OpraHax
rocyJ1IapCTBEHHOM BJIaCTH, OpraHax MECTHOTO CaMOYyIpaBlieHHs U opranuzanusax (M, 2015).

7.1.4. CocTaBisitOTCSI HOMEHKIIATYPBI J1€]1 CTPYKTYPHBIX MOAPA3ACIICHUNA U CBOJIHAS
HOMEHKJaTypa Jen YHuBepcutTera (manee — CBojgHas HOMEHKIaTypa jen). Popmbl
HOMEHKJIATypbl JIeJ1 CTPYKTYpHOTO mnojpasiencHus YHusepcurera u  CBOJIHOMN
HOMEHKJIATyPHhI JIeJl TPUBEACHBI B MpuiiokeHusax 32, 33 k Hacrosmieit MHCTpyKimw.

7.1.5. 1IpoeKT HOMEHKIATypbl J€J CTPYKTYPHOIO MOJAPA3IAECICHUS COCTABIISIETCA
pabOTHUKOM,  OTBETCTBEHHBIM 332  BEJIECHHE  JEJONPOU3BOACTBA  CTPYKTYPHOIO
nojapasnaenenusi, cornacoBbiBaerca ¢ OKu/l, apxuBom YHuBepcuTeTa, MOANHUCHIBACTCS
pykoBoauTeneM nojapasnaenenus u npeacrasigercs B OKu/l u apxus YHupepcurera.

BHOBB co3ganHOe noapa3eneHre B MECIUHbIN CPOK pa3pabaTbiBa€T HOMEHKIIATYPY
nen noapaszaenenus u npeacrasisieT ee B OKu/l u apxus YHusepcurera.
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7.1.6. CBogHast HoMeHKJatypa aen cocraBiserca B OKu/l u3 HOMEHKIaTyp nen
CTPYKTYPHBIX IIOJIpa3IEICHUN.

MeTronuueckyr0 IMOMOLIb IPU COCTABJICHWM HOMEHKIATYp [J€J1 CTPYKTYPHBIX
IIOPA3/ICJICHU U CBOAHOW HOMEHKJIATYphl JEJI OKA3bpIBalOT apXWB YHHUBEPCUTETA U
DkcrepTHast komuccusi YHuBepceuteTa (nanee — 9K).

CBoHas HOMEHKJIATypa Jell CcorjacoBelBacTcs ¢ LleHTpanbHOM OJKCIEPTHO-
npoBepoyHoil komuccuert ['maBapxuBa Mockssl (ganee — LIDIIK I'maBapxuBa MOCKBBI)
OJIMH pa3 B 5 JeT, MO0 B cilyyae KOPEHHBIX HM3MEHEHHH B CTPYKType. JlOKyMEeHTHI
VYHuBepcuTeTa, HUMEIOIIME HCTOPUYECKOE, KYJIbTYpHOE, HAyyHOE, COLHUAJIbHOE,
HSKOHOMUYECKOE M TOJIUTUYECKOE 3HAUYEHHE, COCTaBISIIOT YacTh ApPXUBHOrO (QoHaa
MOCKBBI.

B cooTrBercTBUU C mpaBWiIaMy pabOThl apXUBOB OpraHU3alMil OHU MEPEAAI0TCs Ha
MOCTOSIHHOE XpaHeHue B [ocygapcTBeHHOE OIO/DKETHOE yupexjaeHue ropojga MOCKBbI
«llenTpanbHbIll TOCyIapCTBEHHBIM apxuB ropojga MockBe» (manee — I'BY «lI'A
MOCKBBI»).

CBopgnasa HOMEHKJIaTypa nen MOJIIMCHIBACTCS HadaJlbHUKOM OKu/l,
corjacoBbiBaeTcs ¢ DK U yTBepKAaeTcsl MPUKa3oM peKTopa He MO3Hee KOHIa y4eOHOro
(Teky1ero KajeHAapPHOr0) roa U BBOAUTCS B AeHCTBHE C 1 yncia ydeOHOTro (ClIeIyIoIero
KaJICHJApHOT0) ro/ia, B Cy4yae U3MEeHEHUs! (DYHKIMI U CTPYKTYpbl Y HUBEPCUTETA CBOAHAS
HOMEHKJIATypa JeJl MOJJIeKUT mnepepaboTke u coryacoBanuto c¢ I[DIIK I'maBapxusa
MOCKBBI;

7.1.7. TIlocne ytBepxkaeHuss CBOJHOM HOMEHKJIATYypbl JE€1  CTPYKTYPHBIE
IIOIPA3/ICJICHUs] IOJY4YaloT BBIIMCKM M3 COOTBETCTBYIOIIMX €€ pa3leioB ULl
UCIIOJIb30BaHus B padore.

7.1.8. CBogHas HOMEHKJIATypa JeJ TOTOBUTCS HE MEHee YeM B YEThIpeX
AK3EMIUIAPAX: 1- IK3EMIUIIp KaK JOKYMEHT IIOCTOSIHHOTO CPOKa XPaHEHHUsI IOMEIAETCS B
aeno OKwu/l, 2-it ucmonp3yercss B OTAene Kak paboumii 3Kk3eMIuisip (MOKHO BECTH B
AJIEKTPOHHOM BHJE), 3-U UCHOJB3YETCS] apXWBOM YHHUBeEpcuTeTa, 4-ii ocraeTcs B
I'maBapxuBe MOCKBBI, C KOTOPBIM COIIACOBBIBAJIACH CBOJHAS HOMEHKJIATypa JEIl.

7.1.9. OCHOBY CTPYKTYphl CBOJHOW HOMEHKJIATypbl J€J COCTAaBJISIET CTPYKTypa
(wraTHOE pacniucanue) YHuBepcuteTa. Pa3nenamu, noapasaenaMu U ApyruMu JAeJICHUSIMU
HOMEHKJIATyphbl el YHUBEPCUTETA SBISIIOTCA Ha3BaHUSA CTPYKTYPHBIX MOJpa3JeICHUM
(HanpuMep: yrnpaBlieHHE 3KOHOMHMKM M (DMHAHCOB, Y4E€OHO-METOIUYECKOE YIpPABICHHE,
Oyxrairepckas ciayx0a u T.IL.).

Paznenel  pacronararorcss B COOTBETCTBHE C  YTBEPKIACHHOM CTPYKTYpOU
YHuBepcurera.

7.1.10. B CBOiHY¥0O HOMEHKJIATYPY J€1 BKJIKOYAKOTCS 3ar0JOBKH JEJI, OTPAXKAOLIUE
BCE JOKYMEHTHpPYEMbIE yYaCTKU pabOThl Y HUBEPCUTETA.

B CBoaHyI0 HOMEHKIATYPY J€EJ HE BKIKOYAIOTCS IEPUOTUYECKHUE U3AaHUS.

7.1.11. T'padbpl cBOJHON HOMEHKIATYPBI JAEN, €€ CTPYKTYPHBIX MOJpPa3eICHUM
3aMOJHSAIOTCS CIETYIOIIMM 00pa3oM:

a) B rpade 1 mnpocraBiasioTcs UHAEKCHl KaXIOro Jea, BKJIOYEHHOTO B
HOMeHKJIaTypy. HIIeKC fena COCTOUT M3 YCTaHOBJIEHHOTO B YHHUBeEpcUTETE LU(POBOTO
0003HAaYEHUs CTPYKTYPHOI'O MOJpa3JeieHus] U MOPSAKOBOTO HOMEpa 3aroyioBKa Jena Mo
HOMEHKJIAType B MpeAeNax CTPYKTYpHOro noapaszaeneHus. MHaekcol nen 0003HavarTcs
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apabckumu mudpamu (Hampumep: 09-07, rne 09-uHAEKC CTPYKTYPHOTO MOJpa3zesieHus,
O7-nopaKOBBIA HOMEp 3arojloBKa Jejla 10 HOMEHKJIAType [iell CTPYKTYpPHOIO
noApa3eiacHus).

0) B rpady 2 HOMEHKJIATypbl BKIIOUAKOTCS 3ar0JI0BKH JIeJ1 (TOMOB, YacTel).

[Topsimok pacnoyioKeHUsl 3aroJIOBKOB JIeJ BHYTPU pa3[eiioB U MOAPA3IEIOB
OMpENENsIeTC CTENEHbIO BAXXHOCTU JOKYMEHTOB, COCTaBIAIOMIMX Jejda, MU HX
B3aMMOCBS3bI0. BHavase pacrnonaratoTcsi 3arojIoBKH 1€, COIepKaIIX OpraHu3alluOHHO-
paclopsIUTENbHYI0  JOKYMEHTAlWI0, T[pPU 3TOM 3aroJiOBKM  JI€d, COJAEpKAIIUX
IIOCTAHOBJICHWSI M TPHUKa3bl BBIIIECTOAIIMX OPraHU3alUi, pacloyaraloTcs Iepes
3aroJIOBKaMu JIeJ ¢ MPUKa3aMH PEKTOpa YHHUBEPCHUTETA. 3aroJIOBOK JI€1a JOJKEH YETKO U
B 00001IeHHOM (popMe OTpakaTh OCHOBHOE COJEpKaHWE M COCTAaB JJOKYMEHTOB Jena. He
JIOITyCKaeTCsl ynoTpeOIeHne B 3arojioBKE Jieja HEKOHKPETHBIX (POPMYIUPOBOK («pa3HbIE
MaTepuaibl», «00Ilas Mepenucka» M T.I.), a TakKe BBOJHBIX CJOB U CIOXHBIX
CHHTAaKCUYECKUX 000POTOB.

B 3arosoBkax zen, coaepKaiux J0KYMEHTHI IO OJHOMY BOIIPOCY, HO HE CBSA3aHHBIX
MOCJIEI0BATEILHOCTBIO JIEIOMPOU3BOJICTBA, B KAUECTBE BHUJIA JIea yIOTPEOIISIeTCs] TEPMUH
«JIOKYMEHTBI», B KOHII€ TaKOro 3arojoBKa B CKOOKax YyKa3bIBaIOTCS OCHOBHbBIE
PA3HOBHUJIHOCTH JIOKYMEHTOB, KOTOpBIE JOJKHBI OBITh B J€le (Hampumep: AOKYMEHTbI
(cmyeOHble, MOKJIaaHbIe 3alUCK{, MHChMa). 3aroJIOBKM JieJl MO BOIpocam, He
pa3peuieHHbIM B TEYEHHE OJIHOTO T0Jla, SIBIISAIOTCS «IEPEXOASIIUMM» U BHOCATCS B
HOMEHKJIATYpy CJIEIYIOLIETO TOJa C TEM K€ NHIEKCOM.

Ecnu geno Oyzner cocTosATh U3 HECKOJIBKUX TOMOB MJIM YacTed, TO COCTaBISETCS
oOLIMii 3aroJIOBOK Jefia, a 3aTeM IIPU HEOOXOAMMOCTH COCTABIISIOTCS 3ar0JIOBKU KaXKJ10TO
TOMa (4acTH), yTOUHSIOLIUE COACpKaHUE 3aroJIoBKa Jea.

B) B rpade 3 yxazbiBaercs koaudecTBo Jien (TOMOB, yacTeil). OHa 3amoiHsAeTcs 1o
OKOHYAHHH JIE€JIONPOU3BOACTBEHHOTO IO/,

r) B rpajge 4 yka3bIBarOTCs CpOK XpaHEHHUs Jejla, HOMepa CTaTed MO THUIIOBBIM
nepeunsm u [TH/] By3a.

[Ipy BKJIIOYEHHMM B HOMEHKJIATYpPY J€1 YHHUBEPCUTETA 3arojOBKOB, TOKYMEHTOB,
CPOK XpaHEHMS KOTOPBIX HE MPEayCMOTpeH TUIOBBIMU nepeunsmu U [IH/] By3a, cpok ux
xpanenus ycranapinuBaercs [[DTIK 'maBapxuBa Mocksbl u OK.

n) B rpage 5 «lIpumeuanue» B TEUYEHHE BCEro CpOKa JEHUCTBHUSI CBOJHOMU
HOMEHKJIATYphI JeNl MPOCTaBISIOTCS OTMETKH 00 OCOOEHHOCTSAX (OPMHUPOBAHMS NIEd, O
MECTE XpaHEHHUS IMOUIMHHUKOB JOKYMEHTOB, JNAIOTCA PA3bSICHEHHS K CPOKaM XpaHEHUs
JIOKYMEHTOB «IIPU YCIIOBUU Pa3peIICHUs] PEBU3UN», «BEJIETCS B AJICKTPOHHOM BHUJIE» U JIp.

7.1.12. Eciiu B TeueHHE rojia BO3HUKAIOT HOBBIE JOKYMEHTHUPOBAHHBIE YUYaCTKH
paboThl, HE MPEYCMOTPEHHBIE JeJia, OHU JIONOJHUTEILHO BHOCATCS B HOMEHKIIATYPY JIe]
CTPYKTYPHOTO MOJIpa3eiaeHUsI.

7.1.13. 1o okOHYaHUU JAEIONPOU3BOICTBEHHOTO Ir0/Ia B KOHIIE HOMEHKJIATYPhI Je1
3aMOJHAETCA UTOrOBasl 3alUCh O KOJIMYECTBE 3aBEICHHBIX A€l (ToMoB). IIpu cocraBnennu
UTOTOBOW 3alHMCH HCIOJIB3YIOTCS B yuCie npounx cBeaeHus rpadsl 3. [loacuer momken
BECTHCH C YUETOM «HEpEeXOASAInX» aen u aen ¢ ormetkoit D1IK. Ceenenust, conepxaimecs
B UTOTOBOM 3aMMCH, COOOLIAIOTCS apXHUBY Y HUBEPCUTETA (npunoxxenne No34).

7.2. ®opmupoBaHHe J1e7 U UX TEKyLIee XpaHEHUe
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7.2.1. lena ¢opMupyrOTCsI B COOTBETCTBUM C HOMEHKJIATYpOH M€, a Takke C
COOJII0OICHUEM IIPUHIIUIIOB CUCTEMATHU3ALMH JOKYMEHTOB U UX PacIpeieeHus B JIena.

B neno noMemarorcest JOKyMEHTBI, KOTOPBIE IO CBOEMY COAECPIKAHNUIO COOTBETCTBYIOT
3aroJIOBKy Je€Ja, IIPU 3TOM 3alpeliaeTcsl TPYNIUpoBaTh B JI€]a YEPHOBBIE U 1yOJIETHBIE
AK3EMIUIIPBl JIOKYMEHTOB (3a HMCKJIOYEHHEM OCO00 LEHHBIX), a TaKXe JOKYMEHTHI,
MOJIEKAINE BO3BPATY.

7.2.2. Jlena ¢GopMHUpYIOTCS B CTPYKTYPHBIX TOJpa3iefieHUusIX YHHUBEpCUTETa
(JinamMu, OTBETCTBEHHBIMM 3a JEJIIONPOU3BOACTBO). POpMHpPOBaHUE [€] BEAETCA MOJ
METOJIMYECKUM PYKOBOJCTBOM apXuWBa YHHUBEpPCHTETa, a NpU HEOOXOJUMOCTU
I'maBapxuBoM MOCKBBI.

7.2.3. Ilpu dbopmupoBaHuu A€l B CTPYKTYPHBIX MOJpa3AeiCHUSIX YHHUBEPCUTETA
HEO0OXOAMMO COOJIIOIATh CIEAYIOIINE MPABUIIA;

-[IOMEIIATh B JIEJI0 HCIIOJIHEHHBIE JOKYMEHTBHI, COOTBETCTBYIOLIME IO CBOEMY
COJZIEPKaHUIO 3ar0JIOBKY Jiejia 10 HOMEHKIIAType el CTPYKTYPHOIO ITOAPA3ACIICHNUS;

-IIOMENIaTh BMECTE BCE JOKYMEHTBI, OTHOCSIIMECA K PA3PELIEHUIO OJTHOTO BOMPOCA;

-[IOMENIATh MPUIIOKEHHUS BMECTE C OCHOBHBIMU JOKYMEHTAMU;

-TpyNIIMPOBAaTh B JIE€JI0 JAOKYMEHTHl OJHOIO JIEJIONPOM3BOJCTBEHHOTO TIoJa 3a
UCKIIFOYEHUEM TIEPEXOASAIINX JIETT;

-pa3nenbHO TPYyNIUPOBATh B JI€Ja JOKYMEHTHI IOCTOSIHHOTO M BPEMEHHOTO CPOKOB
XpaHEHMS;

-3aKJIF0YaTh B JIEJI0 10 OJHOMY 3K3EMILIAPY KaXXI0T0 JOKYMEHTA;

-IoMeIaTh B Jeia (akcorpaMMmbl, TeJIerpaMmbl, TeiaehoHOrpaMMbl Ha OOIIUX
OCHOBaHMUSIX;

-IOMENIaTh B AEJ0 JOKYMEHT, IPAaBUJIbHO U MOJHOCTHIO O(POPMIIEHHBIN (JOKYMEHT
JOJDKEH UMETh AaTy, HOAINUCH U Ip. PEKBU3UTHI);

-HE MOMEIATh B J€J0 JOKYMEHTHI, MOJIEkKAIIME BO3BPATY, JINIIHUE dK3EMIUISIPBI U
YEPHOBUKH (32 UCKJITFOYEHHUEM 0CO00 IIEHHBIX);

-0 00BEMY AEJI0 HE AOJKHO IpeBbIaTh 250 AUCTOB MpH TOJNIMHE HE OoJiee 4 cMm
(TommmHa Aen co cpokamu xpaHeHus A0 10 ner He nmomkHa npesbimath 10 cm. Ilpu
MPEBBIIICHUH JAHHOTO 00beMa 3aBOJUTCS BTOPOM ToM. [Ipu Hanmuuuu B Aeiie HECKOIbKUX
TOMOB (4acTeil) UHAEKC 1 3aroJIOBOK JI€J1a MPOCTABISIOTCA Ha KAKJIOM TOME € 100aBJICHUEM
o6o3naueHui «T.1», «T.2» u T.11.

JIOKyMEHTBI BHYTpPH J€Jla pacloJlaraloTcs CBEPXYy BHU3 B XPOHOJOTMYECKOW,
BOIIPOCHO-JIOTMYECKON ITOCIIEN0BATEIBHOCTH WIM UX COUYETAaHUU.

PacniopsiaurenbHble JOKYMEHTHI IPYNIIUPYIOTCS B Ji€a M0 BUJIAM U XPOHOJIOTHH C
OTHOCAIMMHUCS K HUM IPHIIOKECHUSIMMU.

[Tosoxkenusi, MHCTPYKLIMH, YTBEPKICHHBIC PACIOPSAUTEIBHBIMA JOKYMEHTaMU,
ABJISIFOTCS IIPWIOKEHUSAMHU K HUM U IPYIIIIAPYIOTCS BMECTE € YKa3aHHBIMU JIOKYMEHTaMU.

[Iprka3pl 10 OCHOBHOMW JNESATEIBHOCTH YHUBEPCUTETA TPYIIUPYIOTCS OTIACIBHO OT
IIPUKA30B MO JINYHOMY COCTaBY WJIM JIBUKEHUIO KOHTHHI€HTA CTYJIEHTOB U IIPUKA30B IO
aJIMMHHUCTPATHUBHO-XO3SIICTBEHHOM padote. [Ipukasbl o nuaHOMy cocTaBy (pOpMHUPYIOTCS
B OTJACJBHBIE JI€Jla N0 PAa3IMYHBIM BOIIPOCAM, B COOTBETCTBUM CO CPOKAMHM XPaHEHUS
(HampuMep: MpHUKa3bl O IpHUeMe, IEPEeMELICHUH, YBOJbHEHUN PAaOOTHUKOB (HOPMUPYIOTCS
OTZIEJBHO OT IIPUKA30B 10 KOMaHIMPOBKaM, OUYE€pPEAHBIM OTIYCKaM U T.JI.).
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[TpoTOKOIBI B JIEJI€ paclonararoTcsi B XpOHOJIOTHYECKOM MOPSIIKE IO HOMEpaM.

JIOKyMEHTBI B TUYHBIX JIeJIaX pacrojararoTcs Mo Mepe UX MOCTYIUICHHUS.

Oo6pamienus (IpeayIoKEHUsI, 3asBICHUS U Kajl00bl) TpaXKJaaH Mo BoOmpocam padboTh
VYHuBepcurera, €ro nojpaseiaeHuil rpynnupyoTcs OTACIbHO OT 3asBICHUN T'paKaaH 1o
JUYHBIM BOIIPOCAM.

[lepenucka rpynnupyercs 3a NepUoJ KaJleHJapHOro roa.

3aKOHYEHHbIE JAEJIOMPOU3BOACTBOM JIEKTPOHHBIE JOKYMEHTHI (DOPMUPYIOTCS B Jiena
(manku, TUPEKTOPUN) B COOTBETCTBUM C HOMEHKJIATYPOU JIe7T Y HUBEPCUTETA, OTICIBHO OT
JOKYMEHTOB Ha OYMa)KHBIX HOCHUTEJSX, Ha >KECTKOM JUCKE CIEIUAIBLHO BBIJCICHHOTO
KOMITBIOTEPA.

7.2.4. Jlena co AHS WX 3aBeJCHHS 10 Mepeladdl B apXuB YHHUBEPCHUTETA WJIM Ha
YHUYTOXKEHUE XPAHSITCS 10 MECTY BX (popMUpOBaHUS.

7.2.5. Jlena cuuTaroTCs 3aBEACHHBIMM C MOMEHTA BKJIOUEHHUS B HUX TIEPBOTO
HCIIOJTHEHHOTO JOKyMeHTa. [loce ucmonHeHns: JOKyMEHTOB M OKOHYaHHsI paOOThI ¢ HUMHU
OHM MOMeIIaroTcs (MOAIMBAIOTCS) 111 obecriedeHus (PU3NUECKON COXPAaHHOCTH B TBEP/IbIC
00JI0KKHU WJIH TAMKU-PETUCTPATOPHI.

7.2.6. B KaxIOM CTPYKTYpHOM TIOJpa3JeiICHUN BBIACISIOTCS pPaOOTHHKH,
OTBETCTBEHHBIE 33 COXPAaHHOCTh JOKYMEHTOB M (QopMUpoBaHUE MX B Jena (paOOTHUKH,
OTBETCTBEHHBIE 3a JEJIONPOU3BOACTBO). PykoBoAWTENM MOApA3IECNCHUNA W yKa3aHHbIE
pPabOTHHUKHU 00ECIIEYNBAIOT COXPAHHOCTh JOKYMEHTOB U JIETI.

7.2.7. Jlna obecrnieueHusi COXpaHHOCTU M y4eTa JOKYMEHTOB M 1], TOCTYyIa K HUM
IPOBOJIUTCS KOMILJIEKC PadoT:

a) Coznanve ONTUMAJbHBIX TEXHUYECKUX ((UBMYECKUX) YCIOBUH XpaHECHMUS
JTIOKYMEHTOB U JIET;

0) Pazmemenue ae;

B) [IpoBepka HaIM4Us U COCTOSHUS IOKYMEHTOB U JIEJT;

r) CobnrofieHue nopsijika Belaauu Jiell.

Jlena pa3MemaroT B pabounx KOMHATaxX WK CIIEUUAIbHO OTBEACHHBIX JIJISl 3TOM LIeNN
MTOMEIICHUSIX B 3alUparoIIrecs mkadwl, ceHdbI U T.11., 9TOOBI 00ECIIEYUTh UX COXPAHHOCTh
Y 3aIIUTy OT BO3JEHUCTBHUS MBUIM M COJHEYHOTO cBeTa. Jlema B mikadax Ans UX ydera u
OBICTPOTO MOKMCKA PACIOaraloTCs BEPTUKAIBHO, KOPEIIKaMHU HapyKy U B COOTBETCTBUU C
HOMEHKJIATypOM 1€l CTPYKTYpHOTo mnozpaszaeneHus. Ha kopemkax oO0JIOXKeK e
YKa3bIBalOTCA HWHAEKCHl 10 HOMEHKJIAType Jel CTPYKTypHOro mnonpasneneHus. Ha
BHYTPEHHEW CcTOpoHE InKadga IMOMeNlaeTcsi HOMEHKIaTypa Jell  CTPYKTYpHOIO
noJipas/ieJiecHus WM BbIMKMCKAa U3 Hee. [Ipu moucke Kakoro-aubo JOKyMEHTa BHadalie
CJielyeT HalTU HY>KHBIN 3aroJIOBOK JIeJia, a 3aTEM 10 UHJIEKCY JeJia — COOTBETCTBYIOIIYIO
Nanky Ha ToJIKe.

Hena, Haxomsuiyecs Ha TEKYyIIEeM XPaHEHUH CTPYKTYPHOTO MOApa3iesieHus,
noanexart yuety. [lepuoandecku, Kak mpaBuiio, epes nepeaadeii B apxuB Y HUBEPCUTETA,
IIPOBOJUTCS MTPOBEPKA HAJIMYMSI M COCTOSIHUS IOKYMEHTOB U JIe] B LEJSAX YCTaHOBJICHUS
(aKTUYEeCKOro Halu4Musi JIe1 U COOTBETCTBHS HX KOJUYECTBY, YHCISAIIEMYCS IO
COOTBETCTBYIOIIEH HOMEHKIIATYpE JIeJ CTPYKTYPHOIO MOAPA3ACIICHHUS.

[TpoBepka HAIMYMSA U COCTOSIHUSI TOKYMEHTOB U JIeJl IPOBOAUTCS MPHU MepEMEIICHUN
JIeN1, TPU BO3BpATe NI, IPU CMEHE PYKOBOJUTENS CTPYKTYPHOrO MOJpa3JeieHus, IpH
peopraHu3aly U JUKBUAALMY Y HUBEPCUTETA UM €r0 CTPYKTYPHOTO NOIpa3IeIeHUsI.
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[IpoBepka HaM4UMs MPOBOAUTCS IIYTEM CBEPKHM CTATEN COOTBETCTBYIOIEW CBOJIHOU
HOMEHKJIATYyphI JI€JT I HOMEHKJIATYpPbI AEN CTPYKTYPHOTO MOAPA3AEIECHUS C ONHCAaHUEM
Jen Ha O0JI0XkKKaX, a (PU3UYECKOEe COCTOSTHUE JIeN ONpeeisieTcs MyTeM UX BU3YalbHOTO
npocMotpa. Bece oOHapykeHHbIE HEAOCTATKU (PUKCUPYIOTCSA B aKT€ MPOBEPKHU HATUYUS U
coctosHus Jen. B cimydae yTpaThl JOKYMEHTOB U JIeJ IPOBOJIUTCA CIIyKEOHOE
paccieoBaHue, N0 pe3yabTaTaM KOTOPOro JIMII0O, BHHOBHOE B yTpaTe, HECET
OTBETCTBEHHOCTh B YCTAHOBJIICHHOM MOpsiAKe. Bblgaua fen coTpyAaHMKaM CTPYKTYPHBIX
nojipa3fieieHuit Juis paboThl OCylIeCTBIseTCsl MoJ pacnucky. Ha BblgaHHOe J1eno
3aBOJIUTCS KapTa-3aMeCTUTEb, IIOMEIaeMas Ha MECTO BbIJJAHHOIO Jena. B Hei
YKa3bIBa€TCsl CTPYKTYPHOE MOJpa3JeleHUe, UHIEKC Jela, JaTa €ro BbIJAa4d, KOMY JEJIO
BBIJIAHO, /1aTa €ro BO3BPALIEHUS, MPEAyCMaTPUBAIOTCS Ipadbl A PaCUCOK B MOJy4YEHUU
U npueMe nena. Jlena BbIIaroTCsl BO BPEMEHHOE MOJIb30BAHUE COTPYAHUKAM CTPYKTYPHBIX
NoJipa3/ieIecHuii Ha CPOK He 0ojiee OJTHOTO Mecsila M IOCJIe €ro MCTEUEHHs MOJJIeKaT
BO3BpaTy.

WHbIM opraHu3anusM Jena BbIIAIOTCS HA OCHOBAaHUU WX MUCBMEHHBIX 3alPOCOB C
pa3pelIeHUsl PEKTOpa YHUBEPCUTETA WM IPOPEKTOpA IO YIPABICHUIO JACIAMH H
KOHTPOJIIO.

Ecnm oTaenbHblE JOKYMEHTHI, YK€ BKIIOUCHHBIE B JIEJI0, HAXOAAIIEECS HA TEKYLIEM
XpaHEHHH B CTPYKTYPHOM MOJpa3JeiIeHUH, BDEMEHHO TPeOyroTCs pa0OTHUKY, OHU MOTYT
OBITH BBIJJAHbI U3 JIeJla OTBETCTBEHHBIM 3a (POPMHPOBAHUE U XPAHEHUE JEN, a HA UX MECTO
BKJIQJIBIBAETCS JINCT-3AMECTUTEIb, C YKa3aHUEM — KOI'Zla, KOMy M Ha KaKOH CpPOK BBIJIaH
JNOKYMEHT.

W3paTHe [OKYMEHTOB W3 JIeJl IIOCTOSHHOIO XpaHEHWs JOIyCKaeTcs B
UCKIIFOUNATEIIBHBIX CIIydasX W IMPOU3BOJUTCS C pa3pelleHUs PEKTOpa YHHBEPCHUTETA C
OCTABJICHMEM B JI€J€ 3aBEPEHHOM KOINHWM JOKYMEHTa W aKkTa O IpPUYMHAX BbLAAYU
NOJJIMHHUKA.

7.3. IloaroToBKa TOKYMEHTOB U JICJ K Iepeadye Ha apXUBHOE XpaHECHUE

7.3.1. lIokyMeHThl YHUBEPCUTETA SIBISIFOTCS] TOCYAAPCTBEHHOW COOCTBEHHOCTHIO, U
MOCJIE MPOBEAECHUS IKCIEPTU3BI UX LIEHHOCTH B MOPSJKE, yCTaHOBICHHOM DenepanbHbIM
apXWBHBIM areHTCTBOM, IOJJICkKAT 00sA3aTeNbHON Tepeade Ha MOCTOSTHHOE XPaHCHHE B
l'ocynapcTtBeHHOEe  OrOJKETHOE — yupexjaeHue ropojga MockBbl  «lleHTpanbHbIN
rocyjapcTBeHHbIN apxuB ropojia Mocksbl (I'BY «III'A MockBbsl») I'maBapxruBa MOCKBHI,
Kak yacTh ApxuBHoro ¢onaa Poccuiickoit deaeparumn.

7.3.2. Jlna xpanenus qokyMeHTOB ApxuBHOoro ¢onaa Poccuiickoit denepanuu,
OTHOCAIIUXCS K TOCYAapCTBEHHOM COOCTBEHHOCTH, U IOKYMEHTOB BpeMEHHOTO (cBbIie 10
JIET) CpOKa XpaHEHUs, UMEIONIMX MPAKTUYECKOE 3HAUYEHHE, a TaKXKEe JOKYMEHTOB IO
JUYHOMY COCTaBy, UX Yyuye€Ta, HCIOJb30BaHUA, OTOOpa M MOJArOTOBKH K Mepeaadye Ha
MMOCTOSITHHOE XpaHEHHE Y HUBEPCUTET 00pa3yeT apXuB.

7.3.3. [lonroroBka JOKyMEHTOB K Iepe/jaue Ha XpaHEHUE B apXUB YHHUBEPCUTETA U
Ha YHUYTOXKEHHE BKJIOYaeT B ceOs paboTy apxuBa UM paOOTHUKOB, OTBETCTBEHHBIX 3a
NEJIONPOU3BOACTBO B CTPYKTYPHBIX MOJPA3ACICHUAX, IO MPOBEACHUIO 3SKCIEPTU3I
LEHHOCTH JJOKYMEHTOB, O)OPMIICHUIO JI€JI, COCTABICHUIO OMUCEH 1€ U aKTOB O BBIJICTICHUU
K YHUYTOKEHUIO JOKYMEHTOB U J€J C UCTEKIIUMHU CPOKAMU XPaHCHMUSI.
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7.4. DKcriepTr3a IIEHHOCTH JJOKYMEHTOB

7.4.1. DkcrmepTvza IIEHHOCTH JOKYMEHTOB B YHHMBEPCUTETE Ha CTaJIUH
NEIONPOU3BOACTBA TNPOBOJUTCS: MPHU COCTABICHWM HOMEHKIATYpBI J€J; B MpoLecce
(dbopMupoBaHUs €T U MPOBEPKU MPABUILHOCTU OTHECEHUS TOKYMEHTOB K JejiaM; Mpu
MOATOTOBKE JIEN K Mepeaye B apXuB Y HUBEPCUTETA.

7.4.2. ]Jlng opraHu3aliud W TPOBEICHUS DKCIEPTU3bl IIEHHOCTH JOKYMEHTOB
VYHuBepcuTeTa M0JKHA CO3[aBaThCsl MOCTOSSHHO JEHCTBYIOIIAS KCIEPTHAs KOMUCCHUSA
(manmee — OK), cocTaB KOTOPOI yTBEPKAAETCS PUKA30M PEKTOPA.

7.4.3. Oyukuu u npaBa DK, a Takke opraHuzaiusi ee padOThl ONPEICIISIOTCS
MOJIOKEHUEM, KOTOpPOE yTBepKaaeTcs: pekropoM no corinacoBanuto [[IOIIK ['maBapxusa
MOCKBBL.

7.4.4. DxcnepT3a IIEHHOCTH JIOKYMEHTOB MOCTOSIHHOTO M BPEMEHHOTO XpaHEHUs
OCYILIECTBIISIETCS €XKETOJIHO B CTPYKTYPHBIX MOAPA3ACICHUSX YHUBEPCUTETA PAOOTHUKOM,
OTBETCTBEHHBIM 3a JEJOMPOU3BOJCTBO, COBMECTHO ¢ DK 1oA HENmoCpeaCTBEHHBIM
METOJUYECKUM PYKOBOJICTBOM apXHBa Y HUBEPCUTETA.

7.4.5. [1pu npoBe/IeHNH SKCIEPTU3bI IEGHHOCTU JOKYMEHTOB OCYILIECTBIISIETCS OTOOP
7€ TIOCTOSIHHOTO U BpeMeHHoro (cBeimie 10 eT) xpaHeHus [ Nepeiadyd B apXuB
YHupepcutera; or00p Jei ¢ BpeMeHHbIMU (MeHee 10 jeT) cpokaMu XpaHeHHUs U ¢ TOMETKOM
«/lo mMuHOBaHUS HATOOHOCTHY, MOMJICKANTUX JATbHEHIIIEMY XPaHEHHUIO B CTPYKTYPHBIX
MOApa3IeICHUSX; BbIJICJICHUE K YHUYTOKEHUIO JOKYMEHTOB U JI€JI 32 MPEAbIAYIIUE TOJIbI,
CPOKHU XpaHEHUS KOTOPBIX UCTEKIIU.

7.4.6. OT60p MTOKYMEHTOB IS TIOCTOSTHHOTO XPAaHEHHs TMPOBOJUTCS HA OCHOBaHUH
3aKOHOJIATEIbHBIX U WHBIX HOPMATHUBHBIX MPaBOBBIX akTOB Poccuiickonn denepanuu u
CBOIHOM HOMEHKJIATYPHI €)1 Y HUBEPCUTETA ITyTEM MOJUCTHOIO MpocMoTpa Jiel. B nemax
MOCTOSIHHOTO XpaHEHUsI TMOJJIekKAT HU3BIATHIO JTyOJIETHBIC SK3EMIUISIPbl JOKYMEHTOB,
YEPHOBUKH, HEOPOPMIICHHBIE KOMWUU JOKYMEHTOB M HE OTHOCSIIUMECS K BOIPOCY
JIOKYMEHTBI C BPEMEHHBIMU CPOKAMU XPAHCHUS.

7.4.7. 1o pe3ynbTaTam 3KCIEPTU3bI LIECHHOCTU JOKYMEHTOB COCTABJISIOTCS OMKMCH eI
MOCTOSIHHOT0, BpeMeHHOTO (CBbItIe 10 JIeT) XpaHeHUSs U 0 JIMUHOMY COCTaBY, a TAKXKE aKThl
O BBIJICJICHUM JIeJ1 K YHUUYTOXXEHHUIO, MPU YCIOBUU YHOPSAOYEHUS i€l MOCTOSHHOTO
XpaHEHUs U 10 JUYHOMY COCTaBY 3a JaHHBIN MEPUO.

7.5. CocTaBiieHHe ONUCEH JIeN MOCTOSSHHOTO,
BpeMeHHOTO (cBbIe 10 1eT) XpaHeHUs ¥ TI0 TUYHOMY COCTaBY

7.5.1. Onuce aen mpeacTaBisieT coO0W MepPedeHb JIed ¢ CAMOCTOSITEIbHON BajoOBOU
(opsiIKOBOM) 3aKOHYEHHON Hymeparei. OCHOBOM COCTaBJICHUS OIMCEH NN SBISICTCS
HOMEHKJIATypa JIeJl.

7.5.2. Onucu COCTaBISIOTCS OTACIBHO Ha Jiefla TOCTOSHHOTO XPaHCHHS; Jela
BpeMeHHOTO (cBbIlIe 10 neT) XpaHeHus; aena no JUYHOMY COCTaBy.

Ha nena Bpemennoro (10 10 jieT) XxpaHeHUs OMUCH HE COCTABJISIIOTCSL.
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7.5.3. B YHuBepcurere B KaXIOM CTPYKTYpPHOM MOJpa3felieHUU OMHUCH Ha Jelna
MOCTOSIHHOTO XPaHEHUSI COCTABJISIIOTCS €KEr0/THO T0J1 HEOCPEICTBEHHBIM METOUYECKUM
PYKOBOJICTBOM apX1Ba Y HUBEPCUTETA.

7.5.4. CpaTo4dHble ONMKCH JIE], OArOTOBJICHHBIE CTPYKTYPHBIMU MOIPA3/ICICHUSMU,
CJIy’KaT OCHOBOM JJIs1 TOATOTOBKM CBOJAHOW OMHUCH JieNl Y HUBEPCUTETA, KOTOPYIO TOTOBUT
apXvB YHHUBEPCUTETA U 110 KOTOPOU OH CHAET JI€JIa Ha TOCYIapCTBEHHOE XpaHeHue B [ bY
«II"'A Mockss» [ maBapxuBa MOCKBBI.

7.5.5. CnaTtouHble ONHCH €] CTPYKTYPHBIX MOAPA3IAECICHHUN COCTABISIOTCS I10
ycraHoBiieHHOH (opme (mpuiokerre Ne35) U npeaoCTaBIAIOTCS B apXUB Y HUBEPCHTETA
IIpH epeiaye Jaell.

Hcnonp3oBanre 0JIAHKOB POU3BOJILHOM (hOPMBI 3ampeniaeTcsl.

7.5.6. B ommcsax gen yka3bIBaeTCs MOJHOE ACHCTBUTENbHOE (0€3 COKpAICHHIA)
HalMEHOBAHHE CTPYKTYPHOrO TMOJAPA3ACICHUSI, KOTOPOE BEJIO Jela M 3aKOHYUIIO HX
JEJOMPOU3BOACTBOM. B cityyasix, Kkorja CTpyKTypHOE MoJpa3/ieieHle B TEUeHHE epruoa,
32 KOTOpBIM BHOCSTCSA JieJla B OIKCh, ObUIO MEPEMMEHOBAaHO (MpeoOpa3oBaHO), MOA
MPEXKHUM HAMMEHOBAHUEM IUILIETCS €r0 HOBOE (TIOC/IeIHEE) HAMMEHOBAHUE.

7.5.7. OnucarenbHasi CTaThsl OMNUCH JE€l CTPYKTYPHOTO TMOJpa3/esieHus] UMEET
CJIEIYIOLIUE DIIEMEHTBI:

a) MOPSAAKOBBIN HOMEp Jena (ToMa, YaCTH) 1O OIHCH;

0) uHaeKc aena (ToMa, 4acTH);

B) 3aroJIOBOK Jiesia (Toma, 4acTu);

r) nara jaeina (ToMa, 4acTH);

1) KOJTMYECTBO JIUCTOB B Jej€ (TOME, YACTH);

7.5.8. Ilpu cocraBiaeHUN ONUCH Jie] COOJIIOTAIOTCS CIICIYIONMINE TPEOOBAHUS:

a) 3aroJOBKHM JI€JI BHOCSITCS B ONUCh B COOTBETCTBUU C MPHUHITOM CXEMOM
CHUCTEMAaTHU3allM1 HA OCHOBE HOMEHKJIATYypHhI J€E;

0) KaX/10€ JeJ0 BHOCUTCS B OINKUCH IMOJ CAMOCTOSATEIbHBIM MOPSAIKOBEIM HOMEPOM
(ecnu A€I0 COCTOUT U3 HECKOJIBKUX TOMOB (4acTeil), TO KaXAblii TOM (4aCTh), B TOM UUCIIC
c()OpMUPOBAHHOE B OTIEIbHBI TOM NPWIOKEHHE K JIeJy, BHOCUTCS B OIHCh MOJ
CaMOCTOSITEIIbHBIM HOMEPOM;

B) NOPSJIOK HyMEpPAIMH JI€] B OMMCH — BAJIOBBI;

r) rpadbl OMUCH 3aMOJTHSAIOTCS B TOYHOM COOTBETCTBHH C TEMH CBEICHUSMHU, KOTOPHIE
BBIHECEHBI Ha O0JIOKKY J1eN1a;

1) TIpU BHECEHUU B OMUCh MOJPSI JIe C OJWHAKOBBIMHM 3aroJOBKaMU ITHUIIETCS
MOJIHOCTBIO 3aroJIOBOK Ka)XJOro Jelia, JPYrue CBEICHUsI O Jeliax BHOCATCS B OIHUCH
MOJIHOCTHIO (HA Ka)KJIOM HOBOM JIMCTE OIMUCH 3ar0JI0BOK BOCIIPOU3BOUTCS MOJHOCTHIO);

€) MHOTOTOMHBIE JieJia B OITUCh BHOCSITCS IO MOPSKY HOMEPOB TOMOB,

) B OITUCU MEKy HAMMEHOBAHUSMHU (3ar0JI0BKaMHU) JIe] OCTABIISETCS MHTEPBAI HE
MeHee 1 cm;

3) rpada ommcu «llpumedanue» wucnosb3yercss sl OTMETOK O NpHEME [ed,
OCOOCHHOCTSIX HMX (DU3MUECKOTO COCTOSHHUA, O Tepeaade Jed APYTUM CTPYKTYPHBIM
NOAPA3AEIEHUSAM CO CCBUIKOM HAa COOTBETCTBYIOIIUM AKT, O HAJIMYUU KOIIMU U T.II.

7.5.9. B KoHue omucu Bcle[ 3a MOCJIECIHEH OMUCATEIbHON CTAaTbel Jenaercs
UTOTOBasl 3alCh, B KOTOPOHl ykas3biBaeTcsa (UppamMu W MPOMUCHIO) KOJIUYECTBO eI,
YUCTSIIIUXCSA MO OMNKCH, MEpPBbIA M TMOCIEAHUNA HOMEpa Jell MO OMNHUCH, a TaK¥kKe
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OTOBAapUBAIOTCS OCOOCHHOCTH HyMeEpallMk JeJd B ONUCH (JIUTEpHBIE HOMEpa H
NPOMyIIEHHBIE HOMEPA).

7.5.10. Onuck nen CTPYKTYPHOTO TOpa3AeiieHus] TOAIMICHIBACTCS COCTABUTEIIEM C
yKa3aHHEeM €ro JIOJDKHOCTH, COTJIACOBBIBACTCS C PYKOBOJIUTENIEM CTPYKTYPHOTO
MOJIpa3/IeNICHUs] U YTBEP)KIAETCS MPOPEKTOPOM/TUPEKTOPOM IO HAIIPABJICHUIO.

7.5.11. Onuce gen CTPYKTYpHOTO MOJApa3/ieicHUsT Y HUBEPCUTETA COCTABIISICTCS B
JABYX 9K3EMILTAPaX, OAWH U3 KOTOPHIX MIEPEIACTCS BMECTE C IeTIaMH B apXHUB Y HUBEPCUTETA,
a BTOpPOM OCTaeTCs B KAU4€CTBE KOHTPOJIBHOTO HK3EMILISIPA B CTPYKTYPHOM IMOAPA3ICICHUH.

7.6. Oopmiienue nen s nepeadn Ha apXUBHOE XpaHEHUE

7.6.1. 1o 3aBepiiieHHH JEI0MPOU3BOACTBEHHOTO ro/ia U 10 Pe3yIbTaTaM dKCIEPTU3bI
[EHHOCTH JOKYMEHTOB, Jieja YHHUBEpPCUTETA MOJJIeKAT OPOPMIICHUIO B COOTBETCTBUH C
npaBuiIamMu o(popMIIEHHS JIe]l M IOJATOTOBKH JIJI K Mepejaue Ha apXUBHOE XpaHEHHE.

7.6.2. IlpaBuna odopmieHuss Aen U MOATOTOBKM JIeN K IepeAadye Ha apXUBHOE
XpaHEeHue:

a) O0n0Ka (TUTYJIBHBIN JIKCT) JieJIa MOCTOSTHHOTO XPAaHESHUS | 110 JITYHOMY COCTaBy
odopmIsieTcs 1Mo yctaHoBieHHON hopme (mpuioskerre Ne36). Hannvcu Ha 00m0xKKax et
(TOMOB) CJIETyET BBIMOJIHATH YEPHBIMU YEPHUIIAMU, Pa300PUNBO, O€3 COKpaIICHUH.

0) Ha o6noxxke nena yka3blBarOTCsl pEKBU3UTHI:

-HAMMEHOBAHUE BBIIIECTOSIICH OpraHU3allii, HAUMEHOBAaHUE YHHBEPCHUTETA,
HAUMEHOBAHUE CTPYKTYPHOTO MOJPa3eCHHs; JEIONPOU3BOACTBEHHBIN HOMEDP (MHJIEKC)
JieNa; 3aroJIOBOK Jiefia; 1ata fiena (ToMa, 4acTH ); KOJIMYECTBO JIMCTOB B JIEJI€; CPOK XPAHCHHUS
nena.

B) PekBU3UTHI, TPOCTaBIIsIEMbIC Ha O0JI0KKE (TUTYJILHOM JIUCTE) Jiea, OPOpMIIIIOTCS
CIEAYIOIIUM 00pa3oMm:

-HAMMEHOBAHUE BBIIIECTOSIIEH OpraHu3alyd, HAWUMEHOBaHUWE YHUBEPCUTETA,
HAaMMEHOBAaHUE CTPYKTYPHOTO MOJpa3feleHusi — YKa3blBaeTCcid IOJHOCTHIO, B
UMEHUTEIPHOM TMaJie’ke, C yKa3aHueM OQUIHUAIBHO MPUHSATOTO  COKPAIICHHOTO
HAMMEHOBaHHUS, KOTOPOE YKa3bIBA€TCSI B CKOOKaxX IIOCJTE TMOJHOTO HauMeHOBaHus. B
Cly4asix, Korja B TEUEHHME TroJla, 3a KOTOPbIA TOTOBSTCSA Jejia, HAWMEHOBAaHUE

BBILIECTOSIIEH ~ OpraHu3allii, HAauMEHOBAHWE  YHUBEPCUTETa,  HAWMEHOBAHUE
CTPYKTYPHOTO TOJIpa3/ieieHusi ObLIN MepEeUMEHOBaHbI (IIPe0OPa30BaHbl), MUIIETCS HOBOE
(mocneaHee)  HAaUMEHOBAaHWE;  MEPEUMEHOBAHMS  BBILMIECTOSINEW  OpraHU3alllH,

HaUMEHOBAHUS YHUBEPCUTETA YKA3bIBAIOTCA HA TUTYJIBHOM JIMCTE ONKCU; HAUMEHOBAaHUE
CTPYKTYPHOTO IOJIpa3esIeHUs YKa3bIBAE€TCSl B COOTBETCTBUU C YTBEPKACHHON CTPYKTYpPOH;
JIEIONPON3BOACTBEHHBI HOMEpP (MHACKC) Jiesia — MpOoCcTaBisieTcs nudpoBoe 0003HAUECHHE
(MHAEKC) JeTa M0 HOMEHKIIAType Ael.

r) 3aroJIoBOK Jejia JIOJKEH ObITh KPaTKUM M B TO K€ BPEMS MOJHO PAcKpbIBAaTh
COJIep)KaHuE TMOALIUTBIX B JEJIO0 JOKYMEHTOB. B 3arojoBke yKa3bIBAalOTCA BUAbBI
UMEIOLUXCA B JIe€ JOKYMEHTOB, UX aBTOp, KpaTKasi HH(POpMaLus TEMaTUKU TOKyMEHTOB.
Ecin HauMeHOBaHME Jiela HE PAacKpbIBaeT COJAEP)KAHUE MOJIIMTHIX B HEM JOKYMEHTOB
(«Pa3znas mepenucka», «llepenucka mo oOmuM Bompocam» M T.II.), COCTaBIISIETCS HOBOE
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HAaUMEHOBAaHME, OTPAXKAIOIee COJAEP)KaHUE MOJIIUTHIX B JeNie TOKYMEHTOB, U OOJIOXKKa
nena nepeodopmisiercs. Ecnu neny Henb3st AaTh OJHO 00IIee KpaTKOe HAaMMEHOBAHUE, TO
3arojIOBOK COCTAaBJISIETCS MyTeM OOOOIIEHUS! CXOOHBIX JOKYMEHTOB WM IEPEUUCICHUS
HauOoJsee BaXKHBIX; JaTa Jiejla — YKa3bIBarOTCs roJl (bl) 3aBEJICHUS U OKOHYAHUS JeNa B
J€JIONPOU3BOCTBE.

n) Jaroil gein, copepKaliux pacnopsiAUTEIbHYO JOKYMEHTALMIO, @ TAKXKE IS e,
COCTOAILIMX M3 HECKOJIBKUX TOMOB (4YacTel), sIBISIOTCS KpailHHe NaThl JOKYMEHTOB Jena,
T.€. AaThl (YMCJIO, MECSL, IOJ) PErucTpauuu (COCTABJIECHHS) CAMOTO PAHHETO M Camoro
MO3JHETO JTOKYMEHTOB, BKIIIOUEHHBIX B Jien0. [Ipu 3Tom uncno (aByms mudpamu) U rojq
o0o3HauarTcs apabckumu 1udpaMu, Ha3BaHUE MecsIa MUIIeTcs ciaoBamu. J[aTtel nena
MOTYT HE YKa3bIBaThCS Ha OOJIOKKE JeJ, COAEpIKallliX, HampuMep, rOJ0Bble IUIAHBI U
OTYETHI, TAK KaK OHU OTPaXKalOTCs B 3ar0JIOBKaX JEl.

g nen, cpopMUPOBAHHBIX U3 JOKYMEHTOB [0 HOMHHAJIBHOMY MPHU3HAKY, TO €CTh
M0 BHUJIaM JIOKYMEHTOB (IIPUKAa3bl, pacCIOpsDKEHUs, aKkThl W T.I.), AAaTOW Haydajga Jeia
ABJISIETCSl JaTa TOJANUCAHMS WM YTBEPXKIEHUS CaMOr0 pPAaHHErO0 JOKYMEHTa, a JaTou
OKOHYaHMS — AaTa nognucanus (yTBep>KIeHuUs1) caMOro MO3AHEro JOKYMEHTA.

JlaTtoi nema, conmepamero MpPOTOKOJIBI 3aCEIaHMM, SBISIETCS aTa YTBEPKIACHUSA
(ecii OHU YTBEPKIAIOTCA) UM COCTABIICHUS MEPBOTO U MOCIEIHErO MPOTOKOJIA.

KpaliHumu gatamMul AMYHOTO Jieia SABJISIOTCS 1aThl MOANKMCAHMS MTPUKA30B O IPUEME
U YBOJBHEHUH JIMIA, HA KOTOPOE OHO 3aBelieHO. B ciywyae cMepTu nuua, Ha KOTOpOE
3aBECHO J€JI0, KOHEUYHOM 1aTOM ABIISIETCS JaTa JOKYMEHTa, H3BELIAOIIErO O €ro KOHYMHE,
WJIN 3alUCh 00 3TOM COTPYJIHUKA OT/ieja KaJIpoB.

g nen, copepkaliux NepenucKy, 1aToi Havana Jiena siBseTcs JaTa MoCTYyIICHUS
IIEPBOI0 BXOASILEr0 UK JaTa IEPBOro UCXOIAIIET0 JOKYMEHTA, a JaTOW OKOHYaHUS — /1aTa
CaMOro IO3[HEr0 BXOALIETO WM HUCXOJALIEr0 JOKyMEHTa HE3aBUCUMO OT MeCTa
HaxoXkJeHus ux B aene. KoauuecTBo NpOHyMEPOBaHHBIX B JI€I€ JIMCTOB MPOCTABISETCS C
JMCTA — 3aBEPUTENS JIeTIa.

e) Ha nenax mocTostHHOro XpaHEHUs MUIIETCS: «XPAHUTH IIOCTOSTHHOY.

*) B memsx oOecriedeHus COXpaHHOCTU W 3aKPEIUIEHUS MOPSAKA pPaCIONOKEHUs
JOKYMEHTOB, BKIIFOUEHHBIX B JIEJIO, BCE €0 JUCThI, KPOME YHCTBHIX, JIUCTA-3aBEPUTENS U
BHYTPEHHEH OMHCH, HyMEpPYIOTCS B Pa3BepHYTOM BujAe apaOCkumu nudpamu, BajJoBOH
HyMmepanuuen. YucTole JIMCThI U3 J1e71a u3biMatoTcs (0€3 NOBPEKAEHUS LIETOCTHOCTH JIena) U
YHUYTOXAKOTCA. JINCTBI HyMEpyIOTCA NPOCTHIM KapaHJalllOM CBEPXY BHU3 B BO3PACTAIOIIEM
HOpsZIKE HOMEPOB, HauMHas ¢ nepBoro. L{udpsl npocTaBisAOTCS B IPAaBOM BEPXHEM YIUIy
JMCTA, HE 3a/1€Bast TEKCTA JJOKYMEHTOB. JINCThI BHYTPEHHEN ONKUCU HYMEPYIOTCS OTAEIBHO.
JIMCTHI €1, COCTOSIIMX U3 HECKOJIBKUX TOMOB WJIM YacTel, HyMEPYIOTCS 10 KaKIOMY TOMY
WIN 4acTU OTJIENbHO, HauuHas ¢ 1-ro. [Ipunoxenus k nemy, MOCTYNUBIINE B MEPEIUIETE,
0(QOpPMIIIOTCS KaK CaMOCTOSITENIbHBIE TOMA U TAK)XXE HYMEPYIOTCS OTAENBbHO. JIOKYMEHTHI €
COOCTBEHHOM HyMepalel JIMCTOB, B TOM YHCJIE IEYaTHBIE U3/IaHusl, HyMEPYIOTCS B 0011EM
nopske (IpU 3TOM IEpPBOHAYAIbHAS HyMEpalus 3a4EpKUBAETCS), WM COXPAHSIOT
COOCTBEHHYIO HyMEpall1IO, €CJIM OHA COOTBETCTBYET MOPSAIKOBOMY PACIIOJIOKEHHUIO JIUCTOB
B JIEJIE.

[logmnTeie B €710 KOHBEPTHI C BIIOKEHUSMU HYMEPYIOTCS: BHayajle KOHBEPT, a
3aTeM OYepeIHBIM HOMEpPOM KaKJI0€ BJOXXKeHHE B KoHBepTe. Hambosee 1eHHble B
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HCTOPUYECKOM U XY/I0KECTBEHHOM OTHOLICHUH JOKYMEHTHI (UePTEXKH, PyKOTHCH, TpaduKa
U T.JI.) HE MOJUINBAIOTCS, @ BKJIAIBIBAIOTCS B KOHBEPTHI.

Ecnu B HyMepauuu JIMCTOB JIOMYIIEHa olu0Ka, BCe 1eJI0 HymepyeTcs 3aHoBo. [Ipu
ATOM CTapble HOMEPA 3aYECPKUBAIOTCS OJHOM HAKIIOHHOM YEPTOU, U PSIIOM CTAaBUTCS HOBBIU
HOMEp JIMCTa. B KOHIIE /1e71a COCTaBIsAETCA HOBAs 3aBEPUTENbHAS HAAUCH, IIPU 3TOM CTapas
3aBEpPUTEIbHAST HAANUCh 3aYEPKUBAETCS, HO COXPAHSETCA B JI€JIe; BHOCATCA TAKKe
VICTIPABJIEHUS] BO BHYTPEHHIOIO OIUCH, HUIIA OIUCh COCTABIISETCS 3aHOBO.

3) Ilociie 3aBepiieHUs HyMEpaluy JIUCTOB COCTABIISIETCS] 3aBEPUTENIbHASI HAIIUCH,
KOTOpasl pacroyiaraercs B KOHLE Jesa. 3aBepuTeibHas HAJANUCh COCTABIISIETCS B JIEJ€ Ha
OTIENBbHOM JIMCTe-3aBepuTeNie Jena. B Hell nudpamMu M NOpONUCHIO yKa3bIBAETCS
KOJIMYECTBO JINCTOB B JJAHHOM JIeJI€, OTMEYAIOTCSI OCOOEHHOCTH OTAENbHBIX JTOKYMEHTOB
(ueptexu, hoTorpaduu, pUCYHKH U JIp.) U GU3UUECKOTO COCTOSHUSI JOKYMEHTOB (TIOMapKH,
HEpa300PUMBBII TEKCT, TOPBAHHBIE JTUCTHI U JIP.).

3aBepuTENbHAS HAIIKACh NOAMMUCHIBAETCS €€ COCTAaBUTENEM C  YKa3aHUEM
pacuippoOBKY MOANKUCH, JOJKHOCTH M JaThl cocTaBieHus. KonudecTBo JUCTOB B Jiefie
MIPOCTABIISIETCS] HA 00JIOKKE JIE1a B COOTBETCTBUHU € 3aBEPUTEIbHON HAAMKCHIO.

n) Jlyig yyera JOKyMEHTOB ONPEJEICHHBIX KATETOPUl MOCTOSHHOTO XPAHEHHU S, YUET
KOTOPBIX BBI3bIBAETCS CINELM(PUKON [TAaHHOM JOKyMEHTaluu (JIMYHble JAena WU J1p.),
COCTABJISICTCS] BHYTPEHHSISI OITUCH IOKYMEHTOB Jiena (mpuioxkeHune Ne37).

BHyTpeHHSI1 OnMuUCh JTOKYMEHTOB Ji€la COCTaBIIAETCS TakkKe Ha OObEeMHbIEC efa
MOCTOSIHHOTO XpaHEHMsI, €CIM OHU C(OPMHUPOBAHBI MO PA3HOBUIHOCTSIM JIOKYMEHTOB,
3aroJI0BKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COACPIKAHUE JOKYMEHTOB, C LIEJIbI0 yUeTa
u Oosiee OBICTPOTO HAaXOXKACHMSI JOKYMEHTOB B Jiesie. Bo BHYTPEHHIOIO OMHCh, TOMUMO
JOKYMEHTOB, IOJIIUTHIX B JIEJ0, JOJKHBI ObITh BHECEHBI U BCE MPUIIOKEHUS, OTHOCSILIUECS
K HeMy. JIMCThl BHYTpEHHEHN OIMCH MOIINBAIOTCS B Havasie aena. Eciu aeno noamuTo 6e3
OJlaHKa BHYTPEHHEH ONUCH JOKYMEHTOB, TO COCTaBJICHHAas IO YCTAHOBJIEHHOW (opme
OMKCh MOJKIECUBACTCS 3a BEPXHUU Kpall K BHYTPEHHEN CTOPOHE JMIEBOM OOJOXKKH Jena.
HeoOXxoaumMocTh COCTaBIEHUS] BHYTPEHHEH ONUCHU JIOKYMEHTOB OTHENbHBIX J€
ompeneisieTcss HacrosAmed HHcrpyknmein. BHYTpeHHsIE OnMCh JTOKYMEHTOB —Jena
COCTaBIISIETCS Ha OTACIBHOM JIHCTE€ 1O YCTaHOBIEHHOW (opMe, KOTOpas COIAEPKUT
CBEJICHMS O IMOPSIKOBBIX HOMEpax JOKYMEHTOB J€a, NX MHJEKCAX, 1aTaX, 3arojJ0oBKaX U
HOMEpAax JIMCTOB J€a, Ha KOTOPBIX PACITOJNIOKEH KaXKIbIM JOKYMEHT. K BHyTpeHHEN
OTIHCHU JOKYMEHTOB JIEJIa COCTAaBIISIETCS UTOTOBas 3aMKCh, B KOTOPO yKa3bIBaeTcs nudpamu
U TPOMNUCHIO KOJIMYECTBO BKJIKOYEHHBIX B HEE JOKYMEHTOB, NPUWIIOKEHUWA K JACIy U
KOJIMYECTBO JINCTOB BHYTpeHHEW omnucu. [Ipu M3MEHEHMM cocTaBa JTOKYMEHTOB Jiejia
(U3BATUH, BKJIOYEHUH JOKYMEHTOB, 3aMEHbl WX KOMUAMH U Jp.) OTH HU3MEHEHUs
OTpa)kaloTcs BO BHYTpeHHeW omucu B Tpade «lIpumedanue» co ccbulkamMu Ha
COOTBETCTBYIOIIIME aKThI U TTPU HEOOXOJIMMOCTHU COCTABIISIETCS] HOBAsl UTOIOBAsl 3aIlUCh.

BHyTpeHHss onuch JOKYMEHTOB JIela MOANUCHIBAETCS COCTABUTENIEM C YKa3aHUEM
pacirpoBKY MOJIMUCH, JOJKHOCTH U JAaThl COCTABJICHUS OMHUCHU U TIPU HEOOXOIUMOCTHU
CKPEIUIAETCS NIEYaThIO.

7.6.3. Odopmienne ne1 MPOBOAWTCS PaOOTHUKAMH, OTBETCTBEHHBIMH 34
JEJIONPOU3BOACTBO B CTPYKTYPHBIX MOAPA3AEICHUAX YHUBEPCUTETA, IIPU METOAUYECKOU
ITOMOILIY 1 [0 KOHTPOJIEM apXuBa Y HuBepcurerta. [lonHomy odopmiieHnIo moasiexar aesia
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MMOCTOSTHHOTO XPaHEHHsI, JIeJIa TI0 JMYHOMY COCTaBY, Jiejla BPEMEHHOTO CpOKa XpaHeHusI (70
10 set) mouIexkaT 4aCTUIHOMY O(OPMIICHHIO.

[TomHoe odopmiteHne nemna nmpeaycMaTpuBaeT: oQOpMIICHHE PEKBU3UTOB OOJIOKKH
JieNia 10 yCTaHOBJCHHOW (opme; HyMepalllio JHCTOB B Jelie W COCTAaBJICHHE JHCTa-
3aBepuTens aena (mpuinoxenue Ne38); coctaBieHre B HEOOXOAUMBIX CIIydasXx BHyTpPEHHEH
OMMHCH JTOKYMEHTOB JIejla; BHECEHHUE HEOOXOJUMBIX YTOYHEHHH B PEKBH3UTHI OOJIOKKH
aena.

7.7. Ilepenaya JOKyMEHTOB Ha apXUBHOE XpaHEHHUE

7.7.1. B apxuB YHuBepcuTeTa MepearoTcs Jejla ¢ UCIOJHEHHBIMU JOKYMEHTaMU
MOCTOSIHHOTO, BpeMEHHOTO (cBbIlIe 10 JIeT) XpaHEeHUs U 1O JINYHOMY COCTaBYy.

7.7.2. Tlepenaua MTOKYMEHTOB B apXHWB YHHBEPCHUTETa MPOU3BOAMUTCS TOJBKO IO
OMUCSM JIeJI.

7.7.3. Jlena ¢ UCTIOTHEHHBIMHA JOKYMEHTAMH IMTOCTOSTHHOTO W BpeMEHHOTO (CBbImIe 10
JIET) XpaHEHUs IEPEIatoTCs B apXUB Y HUBEPCUTETA HE paHEE, YEM Yepe3 IroJl U HE TIO3HEE
YeM Yepe3 TPU Iojia Mocie UX 3aBEPIICHHS B IEIONPOU3BOJICTBE.

7.7.4. [lena BpemenHoro (10 10 jeT BKIIOUUTENHHO) XpaHEHUS Tepeade B apXuB
VYHuBepcutera He noasiekar. OHM XpaHATCS B CTPYKTYPHBIX MOAPA3ACICHUSX W IO
UCTECYCHUH CPOKOB XPAHECHHMS MOIEKAT YHUUTOKEHHUIO B YCTAHOBJIEHHOM MOPSIKE.

7.7.5. Ilepemaua nen B apxuB YHHMBEPCHUTETA OCYIIECTBISIETCS 1O Tpaduky,
COCTABJICHHOMY AapXMBOM YHHUBEpPCUTETA, COIVIACOBAHHOMY C PYKOBOJMTEISIMH
CTPYKTYPHBIX MMOJpa3ICICHUN U YTBEPKIECHHOMY YIIOJIHOMOUYEHHBIM IOJIKHOCTHBIM JIUIIOM
YHUBEPCUTETA.

7.7.6. B nmepuoa moAroTOBKHU Jied CTPYKTYPHBIM MMOJApA3/e/iCHUEM K Iepeadye B
apXxuB paOOTHUKOM apxXuBa YHHMBEPCHUTETA MPEBAPUTEIHLHO MPOBEPAETCS MPABUIBHOCTD
ux ¢hopMHpoBaHUs, 0HOPMIICHHS U COOTBETCTBUE KOJIMYECTBA JEJI, BKIOYEHHBIX B OIKCH,
KOJIMYECTBY JI€J, 3aBEJICHHBIX B COOTBETCTBUM C HOMEHKJIATYpOU Jies1 Y HuBepcurera. Bee
BBISIBJIEHHBIE TIPU MPOBEPKE HEOCTATKU B POPMUPOBAHUU U 0POPMIICHUH JIe] paOOTHUKU
CTPYKTYPHOT'O MOJpa3eieHus 00s3aHbl YCTPAHUT.

7.7.7. llpuem KaXIoro jejia MpOU3BOAUTCS PAOOTHUKOM apXuBa YHHUBEPCHUTETA B
NPUCYTCTBUH paOOTHHKA CTPYKTYPHOT0 noapaszaeneHus. [Ipu 3ToM Ha 000MX IK3eMITISIpax
ONKCH IIPOTUB KAXKJOr0 J€Na, BKIFOUEHHOTO B HEE, IEJaeTCsl OTMETKA O HAIMYUM Jena. B
KOHIIE KaXKJIOTO 3K3eMIUIsIpa OMUCH YKa3bIBalOTCSA HU(PpPaMU U MPOMHUCHIO KOJIUYECTBO
(hakTUYeCKu MPUHSTHIX JIeJl, 1aTa preMa — IepeIadu Ael, a TaKkKe MOANUCH paboTHUKA
apxuBa YHHBEpcUTETa U pabOTHHUKA, MEpeAaBIIEro Jea.

BwmecTe ¢ nenaMu B apxuB YHUBEpPCUTETA MTEPEAAIOTCS PETUCTPALIMOHHBIE KAPTOTEKH
Ha JOKYMEHThl M (WJM) NpPOrpaMMHBIE CpEACTBA W 0a3bl JaHHBIX, COJAEpXKaIIUe
MH(}OpMAILMIO O PErucTpallid U HCIOJHEHUHU MepeAaBaeMbIX JTOKYMEHTOB. 3arojoBOK
KaKJI0M KapTOTEKH WK 0a3bl JAHHBIX BKIJIIOUAETCS B OIKUCH.

7.7.8. Jlena u omucu Ha CJaBacMble TOKYMEHTHI JOCTaBJISIOTCS B apXuB
VYHuBepcurera pabOTHUKaMU CTPYKTYPHBIX MOApa3/iesicHuid Y HuBepcurera. [lena B apxus
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VYHuBepcurera nepenaroTcs B CBA3Kax. OTBETCTBEHHOCTD 32 COXPAHHOCTh JOKYMEHTOB IIPH
TPAHCIIOPTUPOBKE U CAAUy UX B ApXUB YHUBEPCUTETA HECET CTPYKTYPHOE MO/Ipa3ielieHuE,
nepenaolnee JOKyMEHTHI.

7.7.9. B ciy4yae NUKBUIAIMU WM PEOPTaHU3AIUMU CTPYKTYPHOTO MOJApa3/ieieHUs
VYHuBepcurera, pabOTHHUK, OTBETCTBEHHBIN 32 JEIOMPOU3BOACTBO JAHHOTO CTPYKTYPHOIO
MO/Ipa3/iesieHus1, B MEPUOJ MPOBEICHUS JTUKBUAAIIMOHHBIX MEPONPUATUN (HOpMUpPYET BCe
MMeEIoIIMECs JOKYMEHTBI B Jiesia, OpOpMIISIET Jiena U MepeaeT X B apXuB Y HUBEPCUTETA,
HE3aBUCUMO OT CPOKOB XpaHeHus. llepemaua pgen ocymecTBisieTCs MO ONMUCAM €l H
HOMEHKJIAType JIEJ C COCTABJICHUEM aKTa IIpUeMa-TIepeiayu.

7.7.10. B cnyyae yTpaTbl JIOKYMEHTOB OPraHU3YeTCS PO3BICK JOKYMEHTOB C
odopmIIeHHEM Pe3yIbTaTOB PO3BICKA B YCTAHOBICHHOM MOPSIKE.

7.7.11. Ilpu cMeHe 3aBeNyIOLIEro apXWBOM MPOBOAMUTCS MPOBEPKA HAIMYMS J€1 B
ApXUBE C COCTaBJICHUEM aAKTa MIpUMa-Tiepe1adu Je.

7.8. YHUUYTOXXEHUE JOKYMEHTOB U JIeJI C UCTEKIITUMU CPOKAMH XPAHCHUS

7.8.1. Jlena BpeMenHoro (g0 10 JjeT BKIIOUMTENIBHO) CpOKa XpaHEHUs TOCIe
MX 3aBEPILEHUS B JIETONPOU3BOJICTBE XPAHATCA B CTPYKTYPHOM MOJPA3IAEICHUH IO MECTY
ux (HOpMHUPOBAHUS B COOTBETCTBUU C YKa3aHHBIM B HOMEHKJIATYpE JIeJl CPOKOM XPAHEHHS,
HO HE MEHEE OJJHOr0 rojia, a 3aTe€M YHUUYTOKAIOTCS 10 aKTaM.

7.8.2. OTOOp JIOKYMEHTOB 3a COOTBETCTBYIOIIUNA TEPUOA K YHUUYTOKCHHIO
Y COCTABJICHUE aKTa O BBIICIEHUU UX K YHUUTOKEHHUIO MPOU3BOJUTCS MOCIE COCTABICHHUS
CBOJHBIX ONUCEHN J1€] NOCTOSHHOIO XPAaHEHHUs U IO JUYHOMY COCTaBY 3a 3TOT K€ MEPUOJ.
VYKazaHHble ONWCH W AaKThl paccMarpuBaroTcs Ha 3aceganun OK  YHuBepcutera
onHoBpeMeHHO. CornacoBanHble OK VYHUBepcUTETa aKThl YTBEPXKAAKOTCS PEKTOPOM.
[Tocne 3Toro YHUBEPCUTET UMEET NMPABO YHUUTOKUTH JI€J1a, BKIIFOUCHHBIE B TAHHBIE aKThI
B COOTBETCTBUU C YCTAHOBIICHHBIM MOPSIKOM.

7.8.3. AKT O BBIJICTICHUU JJOKYMEHTOB K YHUUTOKEHHUIO COCTABIISIETCS, KaK IIPaBUIIO,
Ha Jiena Bcero YHuBepcutera (npuioxenue Ne39). Ecnu B akTe yka3aHbl Jiej1a HECKOJIBKHX
CTPYKTYPHBIX MOJPA3ACICHUI, TO Ha3BaHUE KaXIOro CTPYKTYPHOTO MOApa3ieieHus
YKa3bIBa€TCsl Mepel TPYyNIol 3aroJoBKOB i€l 3TOr0 MOJApAa3JIeNeHus. 3arojioBKU
OJIHOPOJHBIX JEJI BHOCATCA B aKT IMOJ OOIIMM 3arojOBKOM C YKa3aHUEM OOIIEro
KOJIMYECTBA JI€Jl, OTHECEHHBIX K JAHHOW IpynIe.

Jlena BKIIFOYAIOTCS B aKT, €CJIM YCTAHOBJIEHHBIM JJIsI HUX CPOK XPAHEHHS UCTEK K
01 saBaps roma, B KOTOpOM cocTaBiieH akT. Hampumep, 3akonuennsie B 2012 rogy nmena ¢
3-IETHUM CPOKOM XpaHEHUsI MOTYT ObITh BKJIIOYEHBI B aKT, COCTaBJICHHBI HE paHee
01 saBaps 2016 rona.

7.8.4. Tlocne yTBEp>KI€HHS aKTOB O BBIICTICHUN IOKYMEHTOB K YHUUYTOXKEHHUIO JIeia
nepeaarTcs Ha epepadboTKy (YyTHUIU3AIHIO).

7.8.5. Tlocne yHWYTOXKEHUS Je1 B HOMEHKJIAType JieNl JellaeTcsi OTMETKa
«YHuuroxkeHo. CM. akT oT ... No ...» ¢ yKazaHHeM JIO0JKHOCTH, (haMIIIUY, MTOANUCH JIHIIA,
OTBETCTBEHHOTO 32 Mepeaayy Jejl Ha YHUUTOXEHHUE, U JaThI.

8. UBTOTOBJIEHUE, YUET, UCIIOJIb30BAHUE U XPAHEHUE
MEYATEW, ITAMIIOB
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8.1. IlewaTpto YHUBepcUTETa B COOTBETCTBUM C €r0 Y CTAaBOM SIBJSIETCSI MEYATh C
nzo0paxenueMm ['ocymapctBeHHoro repoa Poccuiickoit deneparnuu (ganee — repOoBas
1eyarth).

I'epboBass mnedarh NPOCTABISIETCd HA JOKYMEHTax IOANMCAHHBIX PEKTOPOM,
IPOPEKTOPAMU/AUPEKTOPAMHU [0  HANpPABICHUSIM  JIEATENBHOCTH Y HUBEPCUTETA,
PYKOBOJMTEIIMA ~ CTPYKTYPHBIX IIOAPA3ACICHHA HMEIOIIMMHU IPaBO  MOANMCAHUSA
JOKYMEHTOB MO JJOBEPEHHOCTH.

Hacrosmas MHCTpyKIMs onpeaensieT BUAbl, KOJIUYECTBO, MOPSIOK YUETa, XPAaHEHUS
Y YHUUYTOXXEHUS NIeYaTeil U IITaMIIOB, IPUMEHSIEMBIX B Y HUBEPCUTETE.

[leyatTn W MITaMObl W3rOTaBIMBAIOTCS B CTPOrO OrPAHUYEHHOM KOJUYECTBE U
HCKJTIOYUTENILHO B CIYKEOHBIX LeNsaX. Perienre o He00X0AMMOCTH U3TOTOBIICHUS TiedaTei
Y X KOJINYECTBE IPUHUMAET PYKOBOJCTBO Y HUBEPCUTETA.

8.2. VHHBEpPCUTET TMNPUMEHSET: TepOOByH Tie4aTh, Ie€YaThb CTPYKTYPHOTO
MO/Ipa3ieNICHus, aIPECHBIN IITaMII, UH(POPMAMOHHBIN IITaMIT (KOTIHS BEpHA, KOS, KOIHS
C KOIUH, KOHTPOJIb, C KOHTPOJISL CHITO, BEPHO, MOANKUCH PYKH, OuHas ¢opma oOydeHHs,
3a0uHas (Qopma O0OydeHMs, OuHO-3a04yHas QopmMa oOyudeHus, U Jp.), HyMepaTop
ABTOMATUYECKHN, PErUCTPAMOHHBIN IITAMII.

8.3. OTBEeTCTBEHHBIM 32 M3rOTOBJEHUE repOOBOM IeyaT, MeyaTed CTPYKTYPHBIX
MOAPA3AEIEHUN U IITAMIIOB Y HUBEPCUTETA SIBISAETCS PEKTOP Y HUBEPCUTETA.

[leyatn  CTPYKTYpHBIX  TOAPA3ACICHUN  YHUBEPCHUTETA  W3TOTABIMBAIOTCS
Ha OCHOBaHHUHM CIYXEOHOMN 3aIIUCKU PYKOBOAUTENS CTPYKTYPHOI'O NOJIpa3esieHUsl pEKTOpY
YHuBepcurera.

N3zroroBnenue repOoOBON U MHBIX M€YaTeH, IITAMIIOB OCYILECTBIISAETCS:

- B CBSI3M C PEOpraHU3alMel, N3MEHEHUEM HAUMEHOBaHUsl Y HUBEPCUTETA;

- B CBS3M C CO3JaHMEM, pEOpraHu3alied WM HM3MEHEHHEM HauMEHOBAHHUS
CTPYKTYPHOT'O MOJPa3AeICHUI Y HUBEPCUTETA,

- B CBSI3H C UX U3HOCOM, MTOTEpEN (yTpaToil), XUIEHUEM U T.JI.

Bce u3roromieHHbIE NEYaTH, IITaMIbl (KpOME NedyaTe M ITaMIOB CEKPETHOrO
nenornpousBoAcTBa) BeiaaroTcs OKu/l YHuBepcurera pyKOBOJUTENO COOTBETCTBYIOLIETO
CTPYKTYPHOT'O MOAPA3/ACIICHNs Y HUBEPCUTETA WU JIUIlY, OTBETCTBEHHOMY 3a XpaHEHUE U
MCIOJIb30BaHME TI€YaTH W/WIM MITaMIla, HA3HAYCHHOMY PYKOBOJUTENIEM CTPYKTYPHOTO
MO/pa3/ieyicHUus Y HUBEPCUTETA COIVIACHO BHYTPEHHEMY PACIOPSKEHHUIO IMOJ POCIHUCH B
KypHaJje ydera redareid 1 mramioB (mprioxerue Ne40).

8.4. Xpanenue repOOBOI MeuyaTH, ILITAMIOB YHHMBEPCUTETA, ME€YaTe M IITAaMIOB
CTPYKTYPHBIX IIOJpa3eiICHUN Y HUBEPCUTETA, OCYLECTBIAETCS JIMLAMHU, OTBETCTBEHHBIMU
32 XpaHEHUE M HCIIOJIb30BAHME MeYaTeld M IITaMIOB, B METAUNIMYECKUX MIKadax WU
ceridax.

B ciydae yrepu repOoBoii neyaTty wiv MITaMIIOB YHuBepcuTeTa HauanbHUK OKn/l
00s13aH NPUHATH MEPbl K UX OOHAPYKEHHUIO, & TaKKE HE3aMEIJIUTENIBHO COOOLIUTH B
MMICbMEHHOM BHJIE PEKTOPY Y HUBEPCUTETA.

B ciyyae yrepu nedatu wid mITaMIia CTpPyKTYpPHOIO HOJIpa3eiIeHus] Y HUBEpCUTETa
PYKOBOIUTEINb CTPYKTYPHOTO MOAPA3IeIeHUs 0053aH NMPUHATh MEPHI K X OOHAPYKEHUIO,
a TakXe HEe3aMEeJUIUTENIbHO COOOIIUTh B MUCHMEHHOM BHJAE MPOPEKTOPY/IUPEKTOPY IO
HaIIPaBJICHUIO JEATEIbHOCTH Y HUBEPCHUTETA.

8.5. YHuuToxxenue repboBoit eyat mpousBoautcs JK.
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YHHMUYTOKEHHE IITAMIIOB YHUBEPCUTETA, II€YAaT€d M IITAMIOB CTPYKTYPHBIX
noJpaseiaeHuil Y HuBepcurera, npoussoaurcs OK
Y YTBEPKIAETCS PEKTOPOM Y HUBEPCUTETA.

9. CIIMCOK UCTOYHUKOB 1 JINTEPATYPbI

denepadbHBIi  KOHCTHTYIMOHHBIM  3akoH  oT  25.12.2000 Ne  2-®K3
«O rocyaapctBeHHoM repoe Poccuiickoit @eaeparumy.

®enepanpubiii 3aKoH 0T 06.04.2011 Ne 63-D3 «O6 >1MEKTPOHHOMN MOATHCH.

denepanbHbIii 3ak0H 0T 27.12.2002 Ne 184-D3 «O TeXHUYECKOM PETyIUPOBAHUI.

®enepanbabiii 3ak0H OT 22.10.2004 No 125-D3 «O06 apxuBHOM fene B Poccuiickoit
denepanumy.

®enepanbubiii 3akoH 0T 01.06.2005 Ne 53-@3 «O rocynapCTBEHHOM SI3bIKE
Poccuiickon ®enepanum.

®enepanbubii  3akoH ot 27.07.2006 Ne 149-®3 «O6 wunHbopmaruwy,
UH(OPMAITMOHHBIX TEXHOJIOTHUSAX U 3aIIUTe UHPOPMALITUN.

DdenepanbHbIi 3akoH 0T 27.07.2006 Ne 152-D3 «O nepcoHaIbHBIX TAHHBIX .

®enepanbubiii 3akoH oT 02.05.2006 No 59-03 «O mopsike paccMOTPEHHUS
oOpaienuii rpaxaan Poccuiickoit @enepanumy.

®enepanbubiii 3akoH 0T 09.02.2009 Ne 8-®3 «OO6 obecneueHun goctyna
K uwHbOpMAIMK O JACATEIBHOCTH TOCYIApCTBEHHBIX OpPraHOB W OPTaHOB MECTHOTO
CaMOYIIPABIICHUS.

3akon ropoaa Mocksbl ot 28.11.2001 Ne 67 «O06 ApxuBHOM (poHAE MOCKBBI U
apXuBax».

3axon ropoga Mockssl oT 11.06.2003 Ne 39 «O repbe ropoga MocKBbI».

[Tocranosnenne IlpaButenbctBa Poccuiickoit deneparuu ot 27.12.1995 No 1268
«O0 ynopsiio4eH U3roTOBJICHHUS, UCIIOIb30BAHUS, XPAHCHHS U YHUUTOXKCHUS TIeyaTen u
0y1aHKOB ¢ BocmpousBesienreM ['ocynapcTBenHoro repoa Poccuiickoit @eneparnumy.

[TocranoBnenne IlpaButensctBa Poccuiickori deneparmu ot 19.01.2005 Ne 30
«O TUIIOBOM perjiaMeHTe B3auMOACUCTBUS (elepalibHbIX OpPraHOB MCIOJHUTEIbHON
BJIACTH.

[TocranoBnenue [IpaBurensctBa Poccuiickoit @eaeparuu ot 15.04.2005 Ne 222 «O06
yrBepxaeHun [IpaBun okazanus yciyr Tenerpa@Hoi CBI3m».

[TocranoBnenue [IpaBurensctBa Poccuiickoit @eaeparuu ot 15.06.2009 Ne 477 «O06
yTBepkaeHun [lpaBun nenmompousBojcTBa B (enepabHBIX OpTraHax HCHOJHUTEIHLHOM
BIIACTH.
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[TocranoBnenue [lpaBurensctBa Poccuiickoit @eneparuu ot 22.09.2009 Ne 754 «O6
yrBepxkAcHUn  [lonoxkeHuss O  CHCTEME  MEXBEIOMCTBEHHOIO  3JIEKTPOHHOIO
JOKYMEHTOO00pOTa.

[TocranoBnenue IlpaButensctBa Poccuiickoit ®enepannn ot 08.09.2010 No 697
«O eanHON cucTeEMa MEKBEIOMCTBEHHOTO JJIEKTPOHHOTO B3aUMOJICHCTBUS»

Pacnopspxkenue IlpaBurennbctBa Poccuiickoit denepamnu ot 21.03.1994 No 358-p
«O0 obecrieueHNH COXPAHHOCTU JOKYMEHTOB I10 JIMYHOMY COCTaBY».

AJMUHHCTPAaTUBHBI pErJIAMEHT MpeAocTaBiieHus DenepaqbHbIM — apXUBHBIM
areHTCTBOM TOCYJAapCTBEHHOM yciayrd «CoriiacoBaHue TMOJOKEHH O LEHTPaJbHBIX
AKCHEPTHBIX KOMUCCHUSX, LIEHTPAJIbHBIX apXHBaX U MHBIX HOPMATHUBHBIX MPABOBBIX aKTaX
0 apXWBHOMY Jely  (enepalbHbIX OpPraHOB  TOCYJapCTBEHHOM  BJacTd U
[IO/IBEJIOMCTBEHHBIX MM OpPraHOB M OpraHu3aluid, a TaKXkKe MHCTPYKUMI 10
JEeJIONPON3BOACTBY (peliepalibHbIX OPraHOB TOCYNAapCTBEHHOM BIACTH». Y TBEPXKIEH
npukazoM MuskyIsTypsl Poccun ot 23.11.2007 . Ne 1322.

[IpumepHOE TMOJIOKEHUE O IIOCTOSHHO JCHUCTBYIOLIEW OKCIEPTHOW KOMUCCUHU
YUpPEXKICHUS, OpraHu3aluy, NpeanpusiTUs. YTBEpXKIEHO mpukazoM PocapxuBa oOT
19.01.1995 r. Ne 2.

OK 011-93 O0mepoccuiickuii kaaccupukaTop yrnpaBieHYECKON JOKYMEHTALINH.

OK 016-94 O6mepoccuiickuit knaccudukarop mpodeccuil pabounx, AOJKHOCTEN
CIIy’KaIlMX U TapUPHBIX Pa3psaoB.

KBanudukaoHHbI CIIPAaBOYHUK JIOJDKHOCTEH PYKOBOAUTENEH, CIEIUATUCTOB U
IPYTUX CIyXalux. YTBEepXkAeH noctaHoBieHuem Muntpyaa Poccum ot 21.08.1998 r.
Ne 37.

[lepeueHb THUIMOBBIX YIPaBIEHUYECKUX JOKYMEHTOB, OOpa3yloIIMXCS B IPoOLEcce
NEATEIBbHOCTH TOCYAAPCTBEHHBIX OPraHoB, OpPraHOB MECTHOI'O CaMOYIIPAaBIECHUS W
OpraHu3aluii, ¢ yKa3aHWEM CPOKOB XpaHEHHUs. YTBEPXKIECH IMPUKA30M MUHKYIbTYpbI
Poccun ot 25.08.2010 r. No 558.

[IpaBuna opraHu3alMy XpaHEHUs, KOMIUIEKTOBaHUS, yde€Ta M MCIOJIb30BaHUS
nokyMeHTOB ApxuBHoro ¢onga P® u apyrux apXuBHBIX JOKYMEHTOB B OpraHax
rocyJIapCTBEHHOM BJIACTU, OpraHax MECTHOT'0 caMoynpaBiieHus 1 opranu3zanusx (M.,2015);

MeTonnueckre peKoMeHJaluy 10 pa3pad0TKe HHCTPYKUUM MO I€TOMPOU3BOICTBY B
(denepanbHBIX OpraHax MUCHOJHUTENIBHON BIAacTU. Y TBEpKIEHBI Mpuka3oM PocapxuBa oT
23.12.2009 r. Ne 76.

[IpumepHass MHCTPYKIUS MO JETOMPOU3BOJICTBY B BBHICIIEM y4eOHOM 3aBEJCHUH,
yTBEPXKJAECHHON TMpukazoM MuHucrtepctBa obpazoBanusi Poccuiickoit ®denepaniu Ot
24.06.2000 r. Ne 2286.

[IpumepHass HOMEHKJIaTypa JeJl BBICIIEr0 Yy4yeOHOTO 3aBeleHHUs. YTBEpKIcHa
Muno6pazoBanus Poccun ot 11.05.1999 .

I'OCT 9327-60 bymara u uznenus uz 6ymaru. [lorpedurenbckue Gpopmarsl.

I'OCT 17914-72 OO0n0XKH [€1 JJIATEIbHBIX CPOKOB XpaHEHUs. TexHUYecKue
YCIJIOBHSL.

I'OCT P 7.0.8-2013 CUBU/. [denonpou3BOACTBO U apXMBHOE J€70. TepMHUHBI U
ONpEIECIICHHUS.
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'OCT P 54471-2011/1ISO/TR  15801: 2009 Cucrempl 53JIEKTPOHHOTO
JOKyMeHTOoOOOpoTa. VYmpaBieHue AokyMeHTanueir. HWupopmaius, coxpaHsemas B
AJIEKTPOHHOM BHUJe. PeKoMeHaum mo 00eceueHnI0 JOCTOBEPHOCTH M HaIC)KHOCTH.

['OCT P 51511-2001 Ilewatu c¢ BocmpousBeneHueMm [ocymapcTBeHHOTO repoa
Poccuiickoit @enepanuu. @opma, pazMepbl U TEXHUYECKUE TPeOOBaHUS.

I'OCT P 6.30-2003 YHupuiupoBaHHbIC CUCTEMBI JTOKYMEHTALUH.
YHudunupoBaHHas CHCTEeMa OPraHU3alMOHHO-PACIIOPSANTEIILHON  JOKYMEHTAIUH.
TpeboBanust kK 0HOPMIIEHUIO JOKYMEHTOB.

I'OCT P UCO 15489-1-2007 Yupapnenue qokymeHtamu. Oomue TpeboBanums.

ISO 216: 1975 bymara mnmcdass W HEKOTOPbIE BHJBI IEYATHOW MPOIYKIUU.
[ToTpeburtensckue Gpopmatsl psaaoB A u B.

YHudumupoBanHas cucTeMa OpraHU3alMOHHO-PACTIOPSAUTEIILHON JTOKYMEHTAIIUN.
YuudunupoBanubie ¢GOpMbI, HWHCTPYKTHBHBIE M METOAMYECKHE MaTEpHAIbl MO UX
MIPUMEHEHUTO.

OpraHu3aImoOHHO-pacTIOPSIUTENbHAS JOKyMeHTausA. TpeboBaHus K 0hOPMIICHUIO
JTOKyMeHTOB: MeToandeckue pekomenaaruu mo saeapenuto ['OCT P 6.30-2003.

HavanpHuk oTAENa KOHTPOJIA U IE€ITONPOU3BOICTBA J.J. IlanoBa
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[Tpunoxenue Nel
K MHCTpyKIIMK 110 J€101POU3BOJACTBY

INEPEYEHDb
00si3aHHOCTeli pAGOTHMKA, OTBETCTBEHHOI'0 32 JIEJIONPOU3BOICTBO

PabGoTHUK, OTBETCTBEHHBIN 3a JACIONPOM3BOACTBO B CTPYKTYPHOM MOJpa3eiieHUH,
OCYILIECTBIISIET:

1. IlpueM NOCTYNHBIIKX B CTPYKTYPHOE MOJIpa3IeieHUe JOKYMEHTOB U Ilepeaady ux
PYKOBOJIUTEIIIO.

2. YUéT NOKyMEHTOB U CBEACHHUH OO0 YKa3aHUSX I10 MCIOJHEHHIO JOKYMEHTa
(pe3oonusaxX) pyKOBOJUTEINS CTPYKTYPHOTO OJIpa3AesieH s, O ABUKEHUH TOKYMEHTOB, 00
UX UCTIOJHEHUHU.

3. [lepenady JOKYMEHTOB HETIOCPEICTBEHHBIM MCIIOTHUTEIISIM.

4. ITpoBepKy npaBUIIbHOCTU O(DOPMIIEHHS TPOECKTOB JJOKYMEHTOB, pa3padaThIBa€MbIX
B CTPYKTYPHOM TOJIpa3/IeJICHUU U MPEJOCTABISIEMbIX HA COTJIACOBAHUE WJIM HA MOAMMKCH.

5. llepemauy HOKYMEHTOB Ha Ie€yaTHble pPaOOThl, THUPAKUPOBAHUE WU Ha
OTIIpaBJICHHUE.

6. Peructpanuio AOKYMEHTOB, TMOJUICKAINIMX PETUCTPAlMA B CTPYKTYPHOM
[IO/Ipa3/ICJICHUN.

7. KoHTposib 3a CPOKaMM HCIIOJIHEHUS JOKYMEHTOB U MOPYYEHUN PYKOBOAMTEIS
CTPYKTYPHOT'O MOJAPA3AECIICHHUS.

8. MndopmupoBaHue pyKOBOAUTENS CTPYKTYPHOTO [TOIPA3/IEIIEHUS O COCTOSIHUU JIEIT
10 UCTIOJTHEHUIO JOKYMEHTOB.

9. Coobmenue B OKu/Jl cBeaeHmii o UCIOIHEHUIO TOKYMEHTOB, TOCTaBJIECHHBIX Ha
KOHTPOJIb.

10. CocraBiieHue HOMEHKJIATYPHI J1e]1 CTPYKTYPHOTO MOAPA3/eNeHUs] COBMECTHO C
PYKOBOIHUTENEM U JPYTUMH KOMIIETEHTHBIMUA PAOOTHUKAMU CTPYKTYPHOTO MTOIPA3ICICHNUS.

11. ®opmupoBaHue €1 B COOTBETCTBHM C HOMEHKIATYpOW JI€71 CTPYKTYpPHOI'O
HIOIpa3ECIICHNU.

12. TloarotoBky, odopmieHHE U Tiepenady Aesl CTPYKTYPHOIO MOApa3JeieHHs B
apXyB YHHMBEPCHUTETA UM HA YHHUUTOKCHHE.

13. Os3HakoMJEeHME BHOBb NpPHUHATBHIX pabOTHUKOB ¢ MHcTpykuued 1o
JIEJIONPOU3BOCTBY B Y HUBEPCUTETE TOJ] POCIIHC.

14. O3nakomiieHue pabOTHUKOB C HOPMAaTUBHBIMHU M METOJAMYECKUMHU JOKYMEHTaMU
0 JIEJIONPOU3BOICTBY.

15. ExxeqHEBHBI MOHMUTOPUHT CUCTEMBI 3JIEKTPOHHOT'O IOKYMEHTOO00pOTAa.

16. MOHUTOPHUHT JIEKTPOHHON NOUYTHI CTPYKTYPHOTO MOAPA3AEIECHHUS.
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[Tpunosxenue No2
Kk MHCTpYyKUMHU 110 AENONPOU3BOACTBY
dopma aKTa npUeMa-nepeaayu J0KyMEHTOB H el
MunucTepcTBO 0OpazoBanus U Hayku Poccuiickoit deneparuu
®denepallbHOE TOCYIAPCTBEHHOE OI0KETHOE 00Pa30BaTEIHbHOE YUPEIKICHUE BBICIIIETO 00pa30BaHUS
«MOCKOBCKHU NOJUTEXHUUYECKUA YHUBEPCUTET»

(MOCKOBCKHWH ITOJIMTEX)
AKT YTBEPXJIATO
Ne PykoBoauTens CTpyKTypHOTO
Hassanue ctpykrypHOro Ilonpaznenenus MOCKOBCKOTO
[Tonpaznenenus MoOCKOBCKOTro Ilonurexa
[TonuTexa (MECTO COCTaBICHUS) N.0.
Pamunus
« » 20 r.

ImpueMa-rnepcaadm JOKyMEHTOB JCJI

B coortBerctBUM ¢ mpuKazoMm pekTopa OT ........ No..... «Ha3Banue npukaza»
(momxuocTh M.0. @amuins nepearoniero aena) nepenan(a), a (nomknocts N.0. Gamunus
MIPUHUMAIOILIETO JieJa) MpUHAI(a) B NPHUCYTCTBUM KOMHMCCHUM B COCTaBE€ IpeIcenaTens

.................. U YICHOB KOMHUCCHUU: ............... JOKYMEHTHI (Ha3BaHUE CTPYKTYPHOTO
MOJIPA3ACICHUS) 32 ..ouunnnnnnn... TOJIbI.

Ne Hanmenosanue I'on OO01iee [Tpumeuanue

/o | AOKyYMCHTa KomnuectBo nen

1 2 3 4 5

UTOI'O: npuHATO ....... (PP ) INCTOB/TOMOB/JIEN.

(yugppamu u nponucwvo)
OTCyTCTBUE TOKYMEHTOB:
1.
CocraBieH B 2-X 3K3eMILIIpax:
1-1 sx3eMIuLsAp

(Hazeanue cmpyKmypHo2o noopazoeieHust)
2-11 DK3EeMIUISIP — OT/IeT KOHTPOJIS U ISTIOTPOU3BOJICTBA YIIPABICHHUS.

ITepenan(a): N.0. ®amunus
[Tpunsii(a): N.0. ®amunus
IIpencenarens: N.0O. ®amunus
UneHbl KOMUCCHU: N.0O. ®amunus

Akt npuema-niepenauu nen - 00
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[Tpunoxenue Ned
K MHCTpyKIIMK 1O J€101POU3BOJACTBY
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nponospkenue [punoxenns Ned
K MHCTpyKLIMH 110 1eTONPOU3BOICTBY
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[Tpunoxenne Ned
K MHCTpYyKIIMK 1O AETIONIPOU3BOACTBY

Oo0pa3upl 0J1aHKOB

OO0pa3ery 61aHKa YHHUBEPCUTETA C YTIIOBBIM PACIIOIOKEHUEM PEKBU3UTOB

MOCKOBCKMUM
NoAUTEX

MWHOBPHAYKH POCCUM

PenepanHoe roCcyAapPCTBEHHOE SIONXETHOE
BLICLUENO 0BPA30BaHMS

pascaaTensHO yup
« MOCKOBCK M NONUTEXHUHECKUA yHUBEpCUTET?

{Macxoscki Nonvrex)
1oBCKas yn., 8. 38, Mocxkag, 107023

E. Ceméroeckan
Ten. +7 4952230523, 459 78562 24
u

www.
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npoaoipkenue [punoxenus NedS
K MHCTpyKLIMH 110 1eTONPOU3BOICTBY

OO0pa3er 6aHka YHUBEPCUTETA C MTPOJIOIHHBIM PACTIOJIOKEHUEM PEKBU3UTOB

MMHUCTEPCTBO OBPA3OBAHUS Y HAYKU POCCUICKOM OENEPAIIUN
OEJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJPKETHOE OBPA30BATEJIBHOE YUYPEXK/IEHWE BBICIIEI'O OBPA3OBAHVA

«MOCKOBCKHM IMOJIMTEXHUYECKAN YHUBEPCUTET»
(MOCKOBCKMM NOJIUTEX)



121

[Tpunosxxenue Nob6
K HCTpYKIMH IO 1EIOTPON3BOICTBY

HEPEYEHDb
PEKBU3UTOB IOKYMEHTOB

01 — T'ocynapcTtBennsiii repd Poccuiickoit denepariy;

02 — rep6 cyonekTa Poccuiickoit denepanuu;

03 — sMmOnema opraHu3alK WM TOBAPHBIN 3HAK (3HAK OOCITYKUBAHUSA);

04 — xon opraHu3anyy;

05 — ocHOBHOI1 TocyapcTBEeHHBIN peructparnonabii Homep (OI'PH) ropunnueckoro
U1,

06 — uaeHTUGUKAIMOHHBIA HOMEP HAJIOTOIIATEIBIINKA/KO PUIUHBI TTOCTAHOBKU
Ha yuet (MHH/KIIII);

07 — xox popMBbI JOKYMEHTA;

08 — HaumMeHOBaHNE OpTaHU3AIIH;

09 — cipaBoYHBIC JaHHBIC 00 OPraHU3AIINN;

10 — Bua TOKyMEHTA;

11 — nara nOKyMeHTa;

12 — peructpaninoHHbIN HOMEP JIOKYMEHTA;

13 — ccplTka Ha UCXOAIIUM HOMED U JIaTy JOKYMEHTa apecaHTa;

14 — mecto coctaBiieHus (U31aHUs) TOKYMEHTA;

15 — anmpecar;

16 — rpud yTBEpKACHUS;

17 — yxazaHus 10 UCTIOJTHEHUIO JOKyMEHTA (PE30IIoLUs );

18 — HanMeHOBaHME TUOO aHHOTAITUS JOKYMEHTA (3aroJIOBOK K TEKCTY);

19 — oTMeTKa 0 KOHTPOJIE TOKYMEHTA;

20 — TeKCT TOKYMEHTA,

21 — oTMeTKa O HaJIMYHUH MTPUII0KEHUN;

22 — IOAITACH TOKHOCTHOTO JINIIA;

23 — rpu cormacoBaHus;

24 — Bu3a;

25 — OTTHCK II€YaTH;

26 — oTMeTKa O 3aBepEeHUH KOIIHH;

27 — oTMeTKa 00 HUCIIOJIHUTEE;

28 — oTMeTKa 00 UCTIOJTHEHUH JOKYMEHTA,

29 — oTMeTKa O MOCTYIJIEHUU JOKYMEHTA,

30 — uaeHTuPUKaTOp JOKYMEHTA;

31 — oTMeTKa 0 KOH(UICHITUATEHOCTH.
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[Tpunoxenue Ne/
K MHCTpyKIIMK 110 1€101POU3BOJCTBY

IMPUMEPHBINA IEPEYEHD
JTOKYMEHTOB, MO/VIeKAIMX YTBEPKICHUI0

1. AxTbl (IIPOBEPOK W PEBU3MI; 3KCHEPTHU3BI, MEpedadyd Jed; O BBbIICICHUU K
YHUUTOKEHUIO TOKYMEHTOB U T.JI.).

2. 3ananus (Ha MPOBEJCHUE HAYIHO-UCCIIEI0BATEILCKUX PA0OT, TEXHUYECKUE U T.1I.).

3. MHctpykuun/mpaBuia (JOHKHOCTHBIE; 110 JIEJIO0MPOU3BOJICTBY; MO OXpaHe TPYyAa;
BHYTPEHHETO pacropsaka u T.1.).

4. HopMmaTuBHI (pacxojia MaTepHaioB, IEKTPOIHEPTHH; YUCIEHHOCTH paOOTHUKOB U
T.J.).

5. OtyeTsl (0 paboTe, KOMaHAUPOBKAaX, HAYYHO-UCCIIEI0BATEIbCKUX padOTaxX U T.1.).

6. Ilepeunu (CTPYKTYpHBIX MOAPA3ACICHUAN, TOIDKHOCTEH, CBEACHHNA U T.1I.).

7. Ilnanbl (paboT; yueOHbIE, HAYYHO-UCCIEA0BATEILCKUX padoT; paboThl Y4eHOro
COBETa U T.1.).

8. [Tonmoxxenus (00 opraHu3aliy;, CTPYKTYPHOM MOAPA3IEICHNUN; TPEMUPOBAHUH H
T.J1.).

9. [Iporpammsl (rpoBeAeHUS paOOT U MEPONPUSATHI; KOMaHIUPOBOK H T.1T.).

10. Pacriienku Ha mpou3BOACTBO padoT.

11. Cmerts! (pacxoa0B; Ha KallUTAIbHOE CTPOUTEIBCTBO U T.1I.).

12. Crangaptsl (Opranu3aiun).

13. CtpykTypa ¥ mTaTHast YUCIEHHOCTb.

14. TapudHbie cTaBKH.

15. Ycras.

16. ®opMbl yHUDUITMPOBAHHBIX TOKYMEHTOB.

17. IlITaTHbIe pacnUCaHUsl U UBMEHEHHS K HUM.
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[Tpunosxxenue No8
K MHCTPYKIMH TIO IEIOTPON3BOICTBY

PEKOMEH/JAIIUHN
110 HAITUCAHUIO OT/Ie/IbHBIX HAUMECHOBAHHUI, CJIOB M CJIOBOCOYECTAHUH
1. Ha3BaHus1 JOKyMEHTOB OPraHOB BJIACTH U YIPABIICHHUS
1.1. Ha3BaHus 1OKyMEHTOB, KOTOPbIE€ MUIIYTCS C IPOMUCHOMN OyKBbI

C nponucHoW OyKBBI MULTYTCS:

Kounctutynus Poccuiickon ®@enepanuu,

Jexnaparus mpaB 1 cBOOO YEJIOBEKA U TpaKJaHNHA,

®denepanabHbIil KOHCTUTYLMOHHBIN 3aKOH (Ha3BaHUE),

denepanbHBIN 3aKOH (Ha3BaHUE),

denepaTUBHBINA TOTOBOP,

3akoH Poccuiickoii @enepanuu (Ha3BaHue),

Vka3 [Ipe3unenta Poccuiickoit @enepannu (Ha3BaHue),

[locnanue Ilpesunenta Poccuiickoit ®Denepanuu DenepansHomy CobOpaHHIO
(Ha3Banmue),

Konekc Poccuiickoit @deneparu 00 aAMUHUCTPATUBHBIX TPABOHAPYIIICHUSIX.

Ha3Banust JOKyMeHTOB 0€3 IpEeIIeCTBYIOLIETO, CTOSIIEr0 BHE Ha3BaHUS POIOBOTO
cioBa (ycTaB, MHCTPYKIIHS | T.I1.) TUIIYTCS C TPOIUCHON OYKBBI:

[NocynapctBennsii OroxeT Poccuiickoit deneparyu, ['eHepanbHbIN IJIaH pa3BUTHS
MoOCKBBI.

B  Ha3BaHMAX  JOKYMEHTOB, TIPUHATBIX  COBEIIAHMSIMH,  KOHIpECCaMU
MEXTYHApOAHBIX OPraHU3alUid U YUPEKICHUH C MPOMUCHOW OyKBBI MHUIIYTCS TIEPBOE
CJIOBO M UMeHa coOcTBeHHbIe: ITOroBbIii TOKyMEHT BeHCKOM BCTpeuun.

Tak e MUAIIYTCSA Ha3BaHUs MEXAYHAPOIHBIX TOTOBOPOB, COTJIAIEHNN, KOHBEHIIUM:
MpuiIaraTeabHoe, 00pa30BaHHOE OT HA3BAHMI CTpPaH, 3aKJIOYMBIIUX JOTOBOP, MULIETCS CO
CTpoYHOW OyKBBI, HampuMmep: poccuiicko-ppanmy3ckuii  JloroBop o  apyxoe,
COTPY/IHUYECTBE M B3aMMHOM IMOMOIIM (MPEIIIECTBYIONIEE CIOKHOE MpUiarareibHoe,
00pa3oBaHHOE OT Ha3BaHUI CTPaH, 3aKJIIOUUBIIHX JOTOBOP, MUIIETCS CO CTPOUYHOMN OYKBBI,
HaIrpuMep: poccuiicko-ppaniry3ckuit Jlororop o ...), CoBMeCTHasi pOCCUMCKO-UHIUHCKas
JEKJIapanusl.

B 3TuX 10KyMeHTax MUILYTCS ¢ MPOMUCHOM OYKBHI clioBa «JloroBopy, «KoHBeHIIUY,
«Cornamienuey.

1.2. Ha3BaHus 1OKyMEHTOB, KOTOPbIE TUIIYTCSI CO CTPOUYHOM OYKBBI

Co cTpouHO OyKBBI MUIITYTCA:

npoeKT (efepaaIbHOro KOHCTUTYIIMOHHOTO 3aKOHA (Ha3BaHUE),
MPOEKT (heepaIbHOTO 3aKOHA (Ha3BaHUE),

pacnopsbkenue [Ipesnnenta Poccurickoit denepanuu,
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nocranoBienue Cosera Oenepannu Penepanbaoro Codbpanus,

noctaHoBiieHue ['ocynapcreennoit Jlymer @enepansaoro Codbpanus,

noctanosienue [IpaBurensctBa Poccuiickon denepannu,

pacniopspkenue [IpaBurensctBa Poccurickon denepanuu,

Bua NOKyMEHTOB € MpPEANIECTBYIOUIMM POAOBBIM CJIOBOM, HE BKJIIOUCHHBIM B
3aroJIOBOK, MHUILIETCS CO CTPOYHOM OYKBBI, @ 3aroJIOBOK 3aKJIOYAETCS B KaBBIUKH U
HAaYMHAETCS C IPOMMUCHOM OYKBBI: TEXHOJIOTHYECKass HHCTPYKIMS «BBo1 HHpOpMaIum.

2. 'eorpaduueckre Ha3BaHUs, HA3BAHUS TOCY1apCTB,
aIMUHUCTPATUBHO-TEPPUTOPHATHHBIC HANMEHOBAHUS

2.1. O01ee mpaBuiIO HAMKMCAHUS reorpadUuecKrX Ha3BaHUN

C nmponucHoOi OyKBbI NUIIYTCA BCE CJIOBA, BXOJAIIME B COCTAB TeorpapuyecKux
Ha3BaHUM 3a MCKJIIOYEHUEM POJIOBBIX Ieorpauueckux TEPMUHOB (OCTPOB, MOpE, TOpa U
T.J.), YIOTPEOJIEMbIX B MPSMOM 3HAYEHUH, CIIY>)KEOHBIX CIIOB, a TAK)KE CJIOB «UMEHNY,
«IAMATIY, «IET», «TOJay.

Hanpumep: Ypan, Bocrounas CuOups, Llentpansuas EBpona, octpoB Hosas 3emiis.

2.2. Ha3zBaHus rocy1apcTB

B odunmanbHpix Ha3BaHUAX TOCYAAPCTB BCE CJIOBA MUIIYTCA C MPOMUCHONW OYKBHI:
Poccuiickas ®enepanust — Poccusi, Dctonckas Pecriybnuka, 'ocynapctBo M3panisb.

2.3. AAIMUHHUCTPATUBHO-TEPPUTOPHUAIILHBIE €TUHUIIBI

B ux Ha3BaHMSX € TPONMUCHOW OYKBBI NHUIIYTCS BCE CJIOBA, KPOME POJOBBIX
o0o3HaueHui (00JacTh, JEMAPTAMEHT, MPOBUHIMSA, IITAT), a TaKXKe CIY>KEOHBIX CJIOB:
MockoBckast 001acTb, XaHThI-MaHCHICKHIT aBTOHOMHBIN OKPYT.

2.4. Y nuipl, epeyaKd, TOPOACKUE TOCTOIIPUMEYaTeIbHbIE MECTA

B Ha3zBaHuMsAX NPOCHEKTOB, YNNI, IUIOLIAAECH, MEPEYIKOB U T.II. BCE CIIOBA, KPOME
poJIOBbIX (asuiesi, OyibBap, HabepexHas, IePeysoK, TUIOMAaAb, MPOE3/l, MPOCIEKT, TYIHK,
yIHIla, WTIOCCE), MUIIYTCS C MPOMUCHOW OYKBBI MO O0OIIeMy MpaBWIy HamUCaHUs
reorpaduueckux Ha3BaHUMW: mpocnekT Mupa, ynuna byteipckuit Ban, ynuna Kapernsiii
Psan, ymuuna CepnyxoBckoit 3actaBbl, Hukutckue Boporta, bosbmoit Ko3zuxuHckuit
nepeyinok, bonbioi Kamennsiii MocT, PocToBckast HabepekHas, mocce DHTY3HacTOB.

HanmeHoBaHMsI BOMHCKUX, YYEHBIX U APYTUX 3BaHUM, TpodeccHii U T.I1. B COCTaBHBIX
HA3BaHMSX YJMI] MUINYTCA C MPONUCHOW OyKBBI: ynuna Aamupana MakapoBa, ynuna
Axkanemuka Koposnesa, ynuna Apxurekropa Biacosa, ynmuna KocMonasra Bonkosa, ynuna
Jlerunka baOymikuna, mpocnekt Mapinana XykoBa.

B Ha3zBaHMAX TOPOACKUX JOCTONPHUMEYATENBHBIX MECT BCE CIOBA, KPOME POJOBBIX
HapUILIATEIbHBIX, YIOTPEOIIEMBIX B IPSMOM 3HAUYE€HUU (3aMOK, IBOpELl, KJIaJOUIIE U T.1.),
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nunryTcss ¢ nponucHor OykBbl: bonbmoi Kpemnesckuit [IBopen, 3umHHII aBOpEL,
HNnxenepHsiii 3aMOK, [leTponaBioBCcKas KPEMocCTk.

Kpemib nuiercs ¢ nponucHo OYKBBI, KOT1a SIBJSIETCS COOCTBEHHBIM UMEHEM YaCTH
ropoga (MockoBckuii Kpemib), U CcTpouHbIMH OyKBaMH, KOrJa yHOTpeOJseTcss Kak
000011IeHHOE TTOHSATHE HAMMEHOBAHUS JPEBHEH KPEMOCTH.

2.5. XKene3Ho1I0poKHbIE CTAHIIMHU, BOK3aJIbl, a3POTIOPTHI, CTAHIIMU METPO

B Ha3BaHMSAX KEJIE3HOMOPOKHBIX CTaHIMKM, BOK3AJIOB, a’3pOIOPTOB C IMPOIMKUCHOU
OYKBBI ITUIITYTCS BCE CIIOBA, KPOME POJIOBBIX 0003HaUEHMIA: adpoBok3an Baykoso, Kypckuii
BOK3as1, MockBa-ToBapHas, cranuus llepenenkuHo.

CraHIIUM METPO CIIeIyeT MUcaTh 0€3 KaBbIUEK, C MPOMUCHON OYKBBI IIEPBOE CIOBO H
MMEHa COOCTBEHHBIE: CTaHIUsi MeTpo Apbarckas, M3maitnoBckuit mapk, JleHWHCKwHA
MPOCIIEKT.

3. [IpeanpusiTuis, yIpeKASHUsS, OpTraHUu3aIKs, 00bCTHHCHHS
3.1. OGuiee mpaBuIio

B Ha3zBaHusAX opraHuzauuu (MPEeanpUsITHH, yUpEKIACHUN, GUPM U T.I1.) EAUHUYHOTO
XapakTepa ¢ MPOMUCHON OyKBbI MUIIYTCS MEPBOE CIOBO U BXOSIIME B COCTAB HA3BAHUS
coOcTBeHHbIe MMeHa: Poccuiickuit nerckuit dhonm, Jlura odbmecrtsa Kpacnoro Kpecra.

Hazpanus opranuzanuii HEEAUHUYHOTO XapakTepa MUILYTCS CO CTPOYHOM OYKBBI:
0ropo oOMeHa JKUJIIUIONIA U, OTAE KaapoB, noaukianauka Ne 140 'arapuHckoro paiioHa.

Ha3Banus opranusanuii BO MHO’KECTBEHHOM UHCJIE MUIIYTCS CO CTPOYHON OYKBBI:
Ooup>xu 1 6aHKu MOCKOBCKOM 00J1aCTH.

3.2. Hactu 1 OTIEebl OpraHu3anui

Ha3BaHus IIIaBHBIX YIIPABICHUM U CAMOCTOSITENBHBIX OTJIEJIOB B COCTABE BEIOMCTBA
MUIIYTCS ¢ TPONHCHOM OykBbl: ['N1aBHOE ympaBieHHE HEMEHTHOW MPOMBIIUIEHHOCTH,
Otaen Tpyna u 3apabOTHOM TIIATHI.

Ha3Banus yacTe v OTAEI0B OpraHu3anui, a TAKKE CI0Ba TUIIA IPE3UANYM, YUCHBIN
COBET, (PaKyJIbTET, OTAEIIEHUE, CEKTOP, TPYyMIa MUILIYTCS CO CTPOYHOU OYKBBI: OT/IEN KaJApOB
['maBHOTO yIpaBieHUs, SJKOHOMUYECKUH (aKyJIbTET, SKCIEPTHAs TPYIIIA.

3.3. HazBanwus 3aBoji0B, padbpuK, KOMOMHATOR U T.II.
C YCJIOBHBIM HAaMMEHOBAaHUEM B KaBbIYKaX

C mponucHO# OYKBBI MUIIETCS IEPBOE U3 MOCTABICHHBIX B KABBIYKU CJIOB, POIOBOE
K€ Ha3BaHUE M Ha3BaHHUE, YKA3bIBAIOIEE CHEIHAIBbHOCTD, MUIIYTCS CO CTPOYHON OYKBBI:
3aBog «Kamubp», mNpou3BOACTBEHHOE O0O0beaUHEHHE «DJerant», Toprosas (upma
«/Jlercknit MuUp», KOHLIEPH «Tenekom».
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3.4. Ha3zBanus cO cI0BaMu «MMEHH TOI0O-TO» UM HOMEpPaMHU

B Ha3zBaHMSX CO CIIOBOM «MMEHH» HJIM HOMEPOM pPOJOBOEC Ha3BaHHE W Ha3BaHUS,
YKa3bIBAIOIIEE CIEIUATN3AIINIO, TUITYTCS CO CTPOYHON OYKBBI: METAILTYPTHUSCKUN 3aBOJT
umenu A.W. Ceposa, padbpuka nerckoit kauru Ne 1,

3.5. CnoxHbIC Ha3BaHMsI, HAUMHAIOIIHECS CJIOBaMHU

«l'ocymapctBeHHbI», «Becepoccuiickuiny, «LlenTpanbHbiiny, «Mex1yHapOIHbI»
WY IOPSIAKOBBIMU uncnuTeNbHbIMU (I1epBsiil, Bropoii u T.11.)

C mpomucHol OyKBBI MUINETCS TEPBOE CI0BO: Bcepoccuiickuii OuprkeBoi OaHK,
MexayHaponHass ~ yYHHMBEpCcaJlbHas ~ Oupa  BTOPHUYHBIX  PECYpPCOB, [lecrou
rOCy1apCTBEHHBIN MTOAINUITHUKOBBIN 3aBOJ, 1 0OCy1apCTBEHHBIN KOHILIEPH 10 IPOU3BOACTBY
LBETHBIX METAILTOB «HOPUIbCKHIT HUKEIIBY.

3.6. CnoxHble Ha3BaHMsI, HAUMHAIOIIKECS C reorpauyecKkoro onpeieaeHus

[TuiryTcss ¢ mponucHOM OYKBBI, €CJIM 3TO OMNPENENICHHE BXOJIUT B COCTaB, U CO
CTPOYHOM, €ciu Treorpauyeckoe Ha3BaHHE HE BXOJUT B COCTaB HA3BaHUs, a TOJBKO
yKa3blBa€T HA MECTOHaxoXJeHue: MOCKOBCKass MexayHapoaHas (oHgoBas Oupixka,
VYpanbckuil 3IEKTPOMEXaHWYECKUN 3aBOJ, MOCKOBCKHH IIEHTP IIEHHBIX Oymar, HO:
opJI0oBCcKO€ npeanpusitTue «OnumIn, TyJIbCKUNA KOOTIEpaTuB « VIcKaTenby.

3.7. Ha3zanus 3apyOeKHbIX (prpM, KOMITaHU, KOHIIEPHOB, OAHKOB

HazBanust 3apyOexHbix ¢upM U T.I. W3 OJHOTO WIM HECKOIBKUX CIIOB
TPAHCKPUOUPYIOT pPYCCKMMH OYKBaMHU M 3aKJIFOYAIOTCS B KaBbIYKH. C MPONKUCHON OYKBBI B
ATUX HA3BaHUSAX MUUIIYT MEPBOE CIOBO B KaBbIYKAX M COOCTBEHHbIE MMEHA: KOMITAHMS
«IOmnaiiten Creitc ctuny, «/xeHnepan MoTope», KOHIEPH «Ilexo».

HasBanwus 3apy0OexHbix pupM u T.11. B BUIe OyKBEHHOH a00peBHUaTyphl B KABBIYKH HE
3akmouarorcs: ADIT, TTT, MbBb.

3.8. AKaI[CMI/II/I, HAaYIHO-HUCCIICAOBATCIIbCKUC YUPCIKICHUA, y‘IC6HBIC 3aBCACHUA

B Ha3BaHMSX Hay4yHBIX YUPEXKIACHUM M YUEOHBIX 3aBEJACHUN C MPOMMCHON OYKBBI
IUIIETCS IEPBOE CIIOBO, A TAKXKE NMEHA COOCTBEHHbBIE, BXOAIINE B Ha3BaHue: Poccuiickas
akanemus Hayk (PAH), Poccuiickas akanemus meauiuackux Hayk (PAMH), Poccuiickas
aKaJeMHsl CEIbCKOXO3SMCTBEHHBIX HaykK, BoenHo-Bo3mymHas akagemus ummenu [O.A.
[Narapuna, Mactutyt ontuku armocdepsl Cubupckoro otnenenust Poccuiickoi akaaeMun
HayK, MOCKOBCKHI1 roCcy1apCTBEHHbII yHUBepcuTeT uMeHd M.B. Jlomonocosa (MI'Y).

Cpennue ydeOHbIE 3aBEJICHHS HEEIMHMYHOIO XapakTepa (IIKOJbl, TEXHUKYMBI,
YUMJIUINA) TUIIYTCSI CO CTPOYHOM OyKBbI: MenuuuHckoe yuwmuniie Ne 1, cpenusis mkosa No
59 umenn H.B. T'orons, mockoBckast cpenusis mkona Ne 266. OnHako eciau B COCTaB
Ha3BaHMsI BXOAMUT Teorpaduueckoe OmpeleieHre WM Ha3BaHUE HOCUT €IUHUYHBIN
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XapaKkTep, TO OHO THUIIETCS C MPOMHCHOW OYKBBI: MYy3BIKAIbHOE YUWUIIUINE HWMEHH
HNnnomuroBa-MBanoBa, HukonaeBCkui Cy10CTPOUTENBHBIN TEXHUKYM.

3.9. CpenctBa MaccoBoi HHGOpPMAITUH.

3penuuiHbie NPEANPUATHS U YUPEKICHUS (TeaTpbl, My3eH, MapKu U T.I1.).

C npornucHo#i OyKBbI MUILIETCS TOJIBKO MEPBOE CIOBO U COOCTBEHHBIE UMEHA, BXOSIINE B
Ha3BaHue: ['ocynapcrBeHHbIr TeaTp UM. EBr. Baxtanrosa, L{eHTpanbHbIN AapK KyJIbTypbl
u otabixa uM. M.I'opskoro, «Pocculickas razeray.

C nponucHOM OyKBbI MUIIETCS U HaYaJIbHOE CJIOBO YCEUEHHOT'O Ha3BaHUS, KOTOPOE
ynotpeo6siercs: B GyHKuu moiaHoro: ['ocynapctBennast OpyskeitHas mainata MOCKOBCKOTO
Kpemns (Opyxkeiinas nanata), ['ocyaapcTBeHHbINA TuTepaTypHblid My3el (JIutepaTypHbiid
My3eil).

B Ha3BaHWX U3 pOAOBOTrO HAMMEHOBAHKS 1 HANMEHOBAHMS B KABBIUKAX C IPONMCHON
OYKBBI MHILETCA TOJIBKO HAMMEHOBAaHUE B KaBblUKax: BbicTaBKa «llymkuH B 3apyOexHON
KYJIBTYPEY.

['eorpaduueckoe onpeneneHne B COCTaBe Ha3BaHUS MUIIETCS C MMPOMUCHON OYKBBHI:
MocxkoBckuii Tearp «CoBpemeHHUK». Ecnu reorpaduueckoe omnpeneneHue He BXOAUT B
COCTaB Ha3BaHMs, TO OHO MUUIETCSI CO CTPOYHOM OYKBBI: MOCKOBCKUN LUPK «JIyu».

Crnosa «/IBopen», n «Jlom», BXOASIIME B HA3BaHUE YUPEKIACHUMN KYJIbTYPBI, TULITYTCS
c mponucHoM OykBhI: JIBOper, TBopUecTBa aJisg JeTedl u roHomecTBa, {om Poccuiickoi
IIPECCHI.

OTu Ke ciloBa MUIIYTCI CO CTPOYHOW OYKBBI: €CHM YNOTPEONSIOTCS Kak
HApUIATEIIbHBIE CYLIECTBUTEIIBHBIE, & TAKXKE BO MHOYKECTBEHHOM UMCIJIE U IIPU HAIUYUU
nepesl HUMU JIBYX ONpeAeseHrui: 3UMHUI JBOpeEll, 10M OTAbiXa, boibiioi KpemieBckuii
JBOpeELL.

3.10. CokpaiieHHble Ha3BaHUS OPTraHU3aLNAN

CoxpailieHHbI€ HA3BaHUS, COCTABICHHBIC M3 YACTEH CIOB, MUIIYTCS C MPOIKCHOM
OykBbI, eciau O00O03HAYAIOT YUYPEKICHHUS EIUHHYHBIE, W CO CTPOYHOM, €CIM CIyXKaT
HAaUMEHOBAHUSMH POJIOBBIMU: [ 03HAK, TOCKOMHUTET.

CoxpallleHHbIE YCIOBHBIE Ha3BaHUS OPTaHU3AIMM MUIITYTCSA C MPOMUCHOW OYKBHI B
KaBblUKaX M HE CKIOHSIOTCS, €CIM MM MpPENLIECTBYIOT CIIOBA «TPECT», «KOMOHUHATY,
«bpabpuka» u T.m.: komOmHat «Ky3zbaccyronap» (komOuHara «Ky3zbaccyroinby); Tpect
«Caparosras» (Tpecta «CapaToBrasy).

ITpu OTCYTCTBUU CIIOB «TPECT», KKOMOMHAT» U T.I. UX HAMMEHOBAHUs MUILIYTCs O€3
KaBblYeK U ckJIOHst0TCS: HoBocubupcekraceTpoit (HoBocuOupckracerporo).

CoxpallieHHbIE CMEILIaHHbIE Ha3BaHUs €IMHUYHBIX OpraHM3aluil
(CTO’KHOCOKpAIIIEHHBIE CJIOBA B COUYETAaHUHU C OYKBEHHBIMH a00peBHATYpaMu) MUIIYTCS C
MPOIMUCHON OYKBBI, CAUTHO. be3 KaBbIuek; mpuueM, OyKBeHHbIE aOOpeBHATYpbl, KOTOPbIE
INPUHITO MHUCATh MPOMHCHBIMU OyKBaMH, COXpaHSIOT HAMCAHUWE KaK B Hayajie, TaKk U B
cepeMHe WIM B  KOHLE cokpaimieHHoro o6o3nauenusi: HUWMHcrpoiikepamuka,
HHUD3IIcenscTpoit, 'maponopHUN.



128

4. TlomuT4eckre mapTuu, OOIIECTBEHHbIE 00hETUHECHHUSI,
Che3/bl, KOHTPECCHI, KOH(PEPEHITUU

4.1. Ha3zBanus 00111€CTBEHHBIX OpraHU3aIni,
npo¢cor030B, ABWKECHUM, MAPTHIl U TBOPUECKUX COIO30B

B HazBaHusAX OOIIECTBEHHBIX OpraHu3anuii, npogcoro30B, NBUKEHUN, NMapTUA U
TBOPUYECKUX COIO30B C MPOMUCHOW OYKBBI MUIIYTCS MEPBOE CIOBO U MMEHAa COOCTBEHHBIE,
BXojs1me B Ha3BaHue: Jlemokpatuueckas maptust Poccun (AI1P), Poccuiickuii nerckuii
dbona, Poccuiickuii COr03 MPOMBITTUICHHUKOB U TIPEITPUHUMATENICH.

[Tumercs co cTpouHOi OYKBBI IEPBOE CIOBO HA3BaHUS OOIECTBEHHON OpraHU3aluu
IIPY HAJIMYUHU YCJIOBHOI'O HAMMEHOBAHMS, 3AKJIIOUEHHOIO B KaBBIYKH, 4 TAK)KE HA3BaHUE €€
LEHTPaJbHOTO OpraHa, €ClIM OHO He HauuHaeTcs cloBOM «lleHTpanmbHBIN»: 00IIECTBO
«Mernenary, npasienue Coro3a kunematorpaductoB Poccutickoit denepaiiuu, UCIOIKOM
KoHpenepanuu KypHaTUCTCKUX COI030B, HO: LIeHTpanbHbIil coBeT 001IecTBa «3HAHUEY.

4.2. Cpe3nabl, KOHTpECChl, KOHPEPEHIIUHU, CECCUH, TIIEHYMbI

B HazBaHusx che3n0B, KOH(DEPEHIUH, CECCUl, NIEHYMOB, 3aCE€JaHUN CJI0BA «ChE3»,
«3acefjaHuey MUUIyTCsa co CTPOYHOM OyKBbI. C MPONKMCHON OYKBBI B 3THX HA3BAHUSIX MUITYT
TOJbKO cioBa tuna: Ilepseiit, Bropoii, Mexaynapoausii, Becepoccniickuii U T.11.

5. lomkHOCTH, 3BaHUS, TUTYJIBI

5.1. HaumeHOBaHUS BOMHCKHUX M IMOYETHBIX 3BaHHUH,
YUYEHBIX CTEIIEHEN

HanMenoBaHMEe BOMHCKMX W MOYETHBIX 3BAHHM, YYEHBIX CTENEHEW MUIIYTCA CO
CTPOYHOU OYKBBI:

TEHEpAJl APMUH,

JNEVCTBUTENBHBIN YieH POCCMICKON akaJieMun HAyK, aKaJEMHUK,

naypeat ['ocynapCcTBEHHOM MPEMUM.

Bricmiee 3Banue Poccuiickoit denepannu nuiiercss ¢ OponucHor OykBbwl: ['epoit
Poccuiickon @enepanum.

[ToueTtnsbie 3Banust Poccuiickor denepandv MUIIYTCS B KaBbIYKaX U C MPOIKMCHOU
OYKBbI IIPU WX YCTAHOBJIEHMM W MPUCBOCHUHU. B Apyrux ciydasx NOYETHbIE 3BaHUS
nuyTest 0e3 KaBblYeK U CO CTpOUHOUM OykBbl. Hampumep, yCTaHOBUTH MOYETHOE 3BAHUE
«Hapomneii aptuct Poccuiickon ®Denepanun», HO HarpaauTbh HAPOIHOIO apPTUCTA
Poccuiickon @enepannm.



129

5.2. JIOM>KHOCTH M TUTYJIbI 3apyOE€KHBIX CTPAH
U MEKyHapOIHbIX OpraHU3al1ii

Ha3Banue TUTYJNOB M JOJDKHOCTEH B 3apyO€XHBIX CTpaHaX U MEXKIyHapOIHBIX
OpraHu3alMsIX THUIIYTCA CO CTPOYHOM OyKBBI: wuMmmeparop SnoHuHM, KopoJieBa
Hunepnannos, npesunent Uuaum, kanipiep @PI, renepanbhsiil cekpetaps OOH.

B nuniomaTtudeckux JTOKyYMEHTaX, B COOOIIEHMSX O BCTpeYaxX Ha BBHICIIEM YPOBHE
Ha3BaHUS BBICIIUX JODKHOCTEW W THUTYJIOB MHUIIYTCS C MpONUCHOW OykBwI: [Ipe3umeHT
®paniy3ckoit Pecniyonuku, [Ipembep-munuctp Manuu.

6. YciIoBHBIE IMEHA COOCTBEHHEIE,
MECTOUMEHHUS MPU OOPAIIECHUH K JTUIIaM

6.1. YcnoBHBIE COOCTBEHHBIE UMEHA

VYcnoBHbBIE MMEHAa COOCTBEHHBIE MHUIIYTCS € MPOMUCHOM OyKBBI B TEKCTax
opuumanbHBIX COOOUIEHUH, B J0roBopax, akrtax: lIpaButenbctBo, Upe3BbluailHbIA U
[Tomnomounslit [locon — B TekcTax OQUIMAIBHBIX COOOIIEHUN (HO, OOBIYHO: TOCOJI,
MPaBUTEIBCTBO); «KMMEHYEMBIN B JanbHelem ABTop, M3naTenscTBO» — B U3AATEIHCKOM
ZOTOBOPE.

CnoBo «l'ocynapCTBEHHbBI» TMHIIETCA C TMPOMUCHONM OYKBBI B  CIEIYIONMUX
CJIOBOCOYETAHMSIX:

['ocynapctBennsiii repd Poccutickoit @enepanuu,

['ocynapctBenHbiii rtiMH Poccurickon ®enepanun,

[NocynapctBennsiit ¢uiar Poccuiickoii deneparuu.

Co cTpouyHOI OYKBBI MHUIIETCS TEPBOE CIOBO B CIEAYIOIIMX CIOBOCOYETAHUSX:
rocynapcrseHHas rpanuna Poccuiickorn  ®enepanmu, TrOCyIapCTBEHHAs Harpaja
Poccuiickon ®@enepanum.

6.2. Mecrtoumenus «Bou» 1 «Bam»

[TumryTest ¢ mponucHOM OYKBBI Kak (hopMa BEKIMBOTO OOPAIICHHSI K OJTHOMY JIUITY B
oHUITMATHHBIX OTHOIICHUSX, THIHBIX TUchMax: [Ipomry Bac..., Coobmaem Bawm... .

[Tpu oOpalieHny K HECKOJBKUM JIUIIAM 3TH MECTOMMEHUS MHIIYTCS CO CTPOYHON
OyKBBI: YBakaeMbl€ TOCIIO/Ia, BAIlle TUCHMO... .

C mpomucHO# OYKBBI YKa3aHHBIE MECTOMMEHUS MUIITYTCS Takke B aHkeTax: [ ae Bo
npoxuBanu panbine? Cocta Bameii cembu.

7. Umena, oTuecTBa, hamMuiInu
7.1. CrnoxkHble (paMuIIny, JINYHBIE UMEHA
Kaxxgast yacTh pycckoil JBOMHOM, TPOWHON (aMHIIMK U MCEBJOHMMA HAYMHAETCS C

npornucHoi OykBbl U oTaensercs nepucom: Pumckuii-Kopcakos, Hemuposuu-/lanuenko,
OBunnHa-O0oneHckuii-TenenHes.
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Kaxxgast yacTh HepyCcCKOM IBOMHOM, TPOHHON (haMUIHH WM TICEBJJOHUMA TTUIIETCS C
OpONUCHOM OYKBBI, HE3aBHUCHUMO OT PA3AENbHOrO0 WM Je(UCHOTO HUX HAMUCAHUSA:
®paunknuH [enano Py3senst, Kan-XKak Pycco.

VYceueHHasi yacTula «Je» MPUCOEIUHAETCA K JAPYyrod yacTu (GpamMuivu Wi UMEHU
yepes anoctpod: Banepuu XKuckap 1°Octen, JIyu ne broccu 1’ AmOyas.

C npomucHOM OyKBBI NHUIIYTCA cTosiue nepen damunuedn yactuubl  «O»
(mpucoenunsiercs yepe3 anoctpod), «Mak-», «CeH-», «CeHT-», (IPUCOSAUHSIOTCS Yepes
neduc): O’Hun, Maxk-I'perop, Autyan ne CeHT-DK310nepHu.

Havanpnas gacte «MIOH» apaOCKuX, TIOPKCKUX U IPYTUX BOCTOYHBIX UMEH MHUIIIETCS
C MPOMUCHOW OYKBBI, TPUCOCIUHSIETCS K MOCIEIYIONIEH YacTh, Kak TpaBmio, aeducom:
No6H-Acup.

YacTuiel B HEPYCCKUX (PaMUIIUSAX «W», «CaH» MHIIYTCS CO CTPOYHON OYKBBI U
npucoenunsrorcs aepucom: Puero-u-Hynwec, Komusima-can.

CocraBHble 4acTH apaOCKMX, TIOPKCKMX M JPYTUX BOCTOYHBIX JIMYHBIX HMEH,
0003HavaOIIMEe COUATbHOE IMOJOKEHUE, POJCTBEHHbIE OTHOUIEHUS W T.JA., & TaKKe
ciIy>keOHbIe cJIoBa (ara, a, ajb, ap, 0el, 0ek, OeH, 3aje, 3yJib, KbI3bl, OIJIbI, OJIb, TIAIIA, YJIb,
XaH, ax, 31, 3J1b, U JAp.) NUIIYTCA, KaK MPaBUIIO, CO CTPOUHON OYKBBI U MPUCOSTUHSIOTCS
K umeHu uepes neduc: Uoparum-oeit, TypcyHn-3ane.

7.2. Cxionenue dpamMmini

Myxckue (amMmimmu, OKaHUMBAIOMIMECS Ha TBEPAYIO WIM MSITKYI COTJIACHYIO,
CKIIOHAIOTCA, HarpuMep: O3osuHr — O3o0mmnra, Konomuen — Konomuiina, Xmens — Xmens,
Kynuk — Kynuka.

Kenckue dhamMuivy, OKaHYMBAIOIIMECS HA TBEPAYIO WM MSITKYIO COTJIACHYIO, HE
CKIIOHAIOTCA, Hanpumep: Enena Ozomuar — Enenbr O3onunr, Bepa Konomuen — Bepsl
Konomuen, Hagexna Xmens — Hanexasl Xmens, Mapusa Kynuk — Mapuu Kynuk.

damuinM, OKaHYMBAIOUIMECS Ha OE€3yAapHyl0 INIACHYI0 —a, —, CKJIOHSIOTCA, 3a
HCKIIFOYEHHEM (paMIIIHIA, B KOTOPBIX OKOHYaHUIO —a MPEAIIECTBYET —H, HaIpuMmep: Asekca
— Anekcol, AHonika — Anonku, Hepyna — Hepyasl, I[letpapka — Ilerpapku, (Ho 'apcua,
I'ynua).

CrnaBsitHckue paMUITNU, OKAaHYUBAIOIINEC HA YAAPHYIO TTIACHYIO —a, —5, CKIIOHSIOTCS,
Hanpumep: ['onoBus — ['onosuu, Jlo6ona — JIoGobI.

HecnaBsHckue ¢daMuiuy, OKaHYMBAIOIIMECS HAa YIapHYIO TJacHyl —a, —s, He
CKIIOHAIOTCA, Hanpumep: Jroma, 30J1s.

Myxckue pamuinnu, CO3ByUHbIE C HA3BAHUEM >KMBOTHOTO, CKJIOHSIFOTCS, HallpUMeED:
3asn — 3aiiia, Open — Opina, Jlebenp — Jlebens, Boak — Bomka.

He ckionsitorest hamMunuu, okaHYMBAIOIMECS HAa —aro, —sro, —0BO, —MX, —bIX, —KO,
Hanpumep: [IlamOunaro, Xutposo, ['magkux, Ceanix, [lerpeHko.

8. Harpaspl, 3HaKku, OTJINYUS, TPEMUU
B Ha3BaHMSX OpIEHOB, HE BBIACISIEMBIX KaBbIYKaMU, C MPOMHUCHON OYyKBBI, Kak

MPaBUJIO, MHUIIYTCS BCE CIOBA, KPOME CJIOB «OpJEH» U «creneHb»: opaeH CyBoposa 1
CTerneHu, HO: opjieH OTeuecTBeHHOW BOWHBI | cTenenu, opaeH Jpyx0bl HApOaOB.
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B Ha3BaHuUSAX OpAECHOB U Mefaliel, BhIIEISIEMbIX KaBbIUKaMH, C MPOMUCHON OYKBBI
IUIIYT [IEPBOE CJIOBO HAa3BaHUS B KaBbIUKaX U UMEHA COOCTBEHHBIE: Op/ieH «MaTepruHCcKas
ciaBa» | cremenu, menanb «3allUTHUKY cBOOOAHON Poccum», menanbs «3a criaceHue
YTOIIAIOIINX», MEAAIIb «3a OTBAry Ha MOXape», MEAAb «3a JTUYHOE MYKECTBOY.

B HasBaHusAX Harpaja 3apyOe€XHBIX CTpaH M MEXAYHapOIHBIX OpraHM3alUil C
IPONUCHOW OyKBBI MMIIYT IEPBOE CIOBO Ha3BaHUS U MMEHa cOOCTBEHHbIE: JKene3HbId
KpecT, opaeH lloueTHoro nernona, 3onoras meaans Mupa um. JKonno-Kropu.

B Ha3BaHusAX mpemuil ¢ MPONUCHOM OYKBBI MHILETCS MEPBOE CIOBO, KPOME CIIOBA
«apemusi»: ['ocynapcrBennas npemus Poccuiickonn ®@enepanuu, ['oHKypoBCckas mpemus,
JlomonocoBckas npemus, Hobenesckas npemus, ['pan-tipu.

9. Boeunsie Ha3BaHUA

B BaxHeimmx BOEHHBIX Ha3BaHUAX Poccuiickoit deaepannu BCe CI0BA MUILIYTCS C
nponucHor OykBbl: Boopyxkennbie Cuibl Poccuiickoit @enepaunu, BoenHo-Mopckoii
®not Poccuiickoit enepannu, Boenno-Bo3aymneie Cuiebl.

Ha3Banue BOOPYXEHHBIX CHJI JIPYTrUX TOCYAapCTB MPHUHSATO MUCATh CO CTPOYHOMN
OyKBBI: BOOpYXe€HHble cuiibl Utanuu, Qpaniy3ckas apmus, HO: OpuTaHckas PeitHckas
apmusl.

10. Hanmucanwne nar
10.1. CnoBo «roa» npu nudpax aaTbl

CnoBa «rom», «rojbl» cokpamatorcsi (T. IT.), €CJIM OHM TNPUBEACHBI B JlaTax C
o003HaueHHEM Mecslla, KBapTaia, noiayroaus. Eciu qaTta cocToOUT U3 roja, TO CIOBO «TOI»
MUIIETCA MOJHOCTHIO: T1aH Ha 1990 rog.

TpeOyeTcst OImycKaTh CIOBO «T0/» MPH €ro MU(PPOBOM 0003HAYCHUH HA TUTYJIHLHOM
JUCTE, 00JI0XKKE, a TAK)KE B BBIXOIHBIX JTAHHBIX OMOIMOTrpadaecKoro OnMcanus.

PekomeHmyeTcsi OMyCcKaTh CJIOBO «Troa» MpU ero nudpoBoM 0003HAYCHUH, KaK
MIPaBUJIO, TIPH JaTax B KPYTIIbIX CKOOKaxX. OOBIYHO — 3TO AATHl POXKIACHUS, CMEPTH PSIOM C
MMEHEM KaKOTo-JIu00 JIHIa, aTa CO3aHus WM W3JaHUs MPOU3BEIACHUS, CTOSINAS MMOCTe
€ro Ha3BaHUs, JaTa HCTOPUYECKOTO COOBITHS W T.M.. 3HAMEHUTHIM ¢usnonor HMoranx
Mromtep (1801-1858) chopmymnuponain...; Pab6orel CeuenoBa «Pediekchl TOJ0BHOTO
mosra» (1963), «kKomy u kak pazpabaThiBaTh ncuxosioruto» (1873) u ap.; @paniry3ckas
OyprkyasHas peBomonus (1789-1793) BezBana ...; C.M. UBanos (p.1925); A.IL. Ilerpos
(ym. 1980).

10.2. O603HaueHHE TEPUOIOB

Kanennapusie cpoku B TEKCTE MUIIYTCS CleAyromuM oOpa3om: B mae 1994 r., Ho: 3a
8 mecsueB 1994 rona, B 1995 roay, ¢ 1992 o 1995 rox, B 1992-1993 ronax.

[lepron, orpaHWuYEHHBI MpenesamMu JBYX JIET WIM ToJa U JECATHIIETHs,
ykaszpiBaeTcs: B mepuona 1950 r. — 1960-¢ rr. (rox u gecsaTuierne).
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Bce BubI He KaleHAAPHBIX JIEeT (OI0IKETHBIN, OTIEPAIIMOHHBIN, OTUETHBIN, yUeOHBIN
roJl, TeaTpaJbHbIA CE30H), T.€. HAUMHAIOIIMUXCA B OJAHOM TOAY, a 3aKaHUYMBAIOLIUXCS B
JIpyroM, MUIIyT depe3 kKocyro uepty: B 2003/2004 yueOHOM rony, TeaTpanbHbI Ce30H
2002/2003 rona, Otuetnsiii nepuoj 2002/2003 rog.

B ocTtasibHBIX cilydasx MEXIQy rOJaMH CTaBATCS TUPE, IPUYEM BTOPOM TOJ MHIILYT
noyiHoCThI0. Hanmpumep: ocBo601uTh OT B3uManus Hajora B 2005 — 2006 rr.

Pexomenayetcs cnenyroniee Hanucanue aecsatuiietuid: 90-e roast XX Beka; 70 — 80-
e rr. Hamero croyuetus; 1750-roawr; 1910-¢ rr.; B 1860 — 80-¢ rr., Ho: B 1890 — 1910-¢
TOJIbl.

KBapran o0Go3HauaeTcss puMcKoil nudpoi, a MOJyroaue MHIIETCS MOJHOCTHIO: |
kBaptan 2015 r.; Bo BTopom nomyroanu 2014 r.

[Ipu pumckux 1udpax naACKHbIE OKOHYaHHWS (HapaileHus) He crTaBsTcs: B
| xBapTane (HO He B |-oM KBapTae).

10.3. Ha3BaHus npa3qHUKOB

B HazBaHuUsAX Mpa3zgHUKOB M 3HAMEHATEIBHBIX JIaT C MPOMUCHON OYKBBI MUIITYTCS
MepBOE CIOBO M MMeHa coOcTBeHHbIe: Bocbmoe mapta, HoBwiil roa, [lenp poccuiickoit
neuaty, HO: Jlenb [ToGennl, PoxxnectBo XpucToBo.

Ecnu HavanbHOE TOPSIAKOBOE YUCIUTEIIBHOE B TAKOM Ha3BAaHWU HAMUCAHO IU(POH,
TO C MPOMUCHON OYKBBI MUILETCS CIEAYIOIee 3a HUM CJIOBO. [lopsakoBoe YMCIUTEIBLHOE
IpU 3TOM HE uMeeT Hapaienus: | Mas, 8 Mapra.

HasBanus npa3qHUKOB, SBJISIONIMMUCS O(PUITUATBHBIMU BBIXOHBIMU JTHSIMU:

1,2, 3,4 u5 suBaps — HoBorognue KaHUKYJIbI;

7 suBaps — PoxnectBo XpuUcCToBO;

23 ¢depans — Jlenp 3amutHrka OTedecTna;

8 MapTa — MexXayHapOIHbIN KEHCKUHN JEHb;

1 mas — [Ipa3znuuk Becusl u Tpyna;

9 mas — Jlens [ToOepr;

12 urons — Jlens Poccuu;

4 Hos10ps — JleHb HapOIHOTO €IMHCTBA.

11. Hanucanue uncen
11.1. bykBeHnHas ¢opma 0JTHO3HAYHBIX LIEJIBIX YUCEIT
bykBenHast (hopma uncen UCHOJIb3yeTC:

1. Ecnu omgHO3HAuHBIE YHWCIA CTOSAT B KOCBEHHBIX Majaekax (HE MpU €AMHHUIIAX
(bU3NYECKUX BEJIMYMH, ICHEKHBIX SIUHUIIAX ):

Pexomennyercs: He pexomenayercsi:
Jlabopamopuio credyem Jlabopamoputo ciedyem obopyodosams
060pyodosams uemvipbmsi 4 nuwywumu MauUHamMu.

nuwywyumu MawtuHamu.
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2. Ecnu creueHne HeCKOIBbKUX YHCel B HIUPPOBOi hopMe MOXKET 3aTPyTHUTH YTCHHE,
a BCTAaBUTh MEXIYy 3TUMH YHUCIAMH CJIOBO WM HM3MEHUTh IMOPAIOK CJOB, YTOOBI
pa3BeCTH YKCia, CI0KHO WU HE JKeJIaTeIbHO:

Pexomenpgyercs: He pekomenpayercs:
nsamo 30-mecmuuvlx agmooycos... 5 30-mecmuvix asmobycos...

3. Ecim BCTaBUTh CJIOBO WM HM3MEHUTH TMOPSAOK CIOB HE CIIOXHO, TO
MIPEANOYTUTENBHEE ClIeTaTh 9TO, YeM MEHAThH MUGPOBYIO (popMy yuciaa Ha OYKBEHHYIO: 5
HOBBIX 30-MECTHBIX aBTOOYCOB.

Korma konmuyecTBEHHOE UYHUCITUTENHHOEC HAYMHAET MPEJIOKEHUE, TMOCKOJBbKY IMpHU
nudpoBoit popMe wucUe3aeT, Kak NPaBWIO, NPONUCHAs OykBa B TIIEPBOM CJIOBE
MIPEIOKCHHUS:

PexomeHnyercs: He pexomenpayercs:
... NpU MAKoU NIAHUPOBKe. ... NpU MAKoU NIAHUPOBKe.
Ilams [IDBM pasmewarom ... 5 II9BM pazmewarom ...

Bo u3bexanue pazHo00s B HAMMCAHUU KOJTUYECTBEHHBIX YUCIUTENBHBIX, CTOSIIUX B
Hayajie U B CEpPEAMHE MPEJIOKECHHS, KENATebHO 10 BO3MOXXHOCTU MEPECTPOUTH
MpEIOKEHUE, HAUMHAIOIIEECS] YUCIIOM, YTOOBI MOCIEIHEE MEPENUIO B CEPEANHY: ... npu
makot nianuposke. Pazvewarom 5 II9BM ...

11.2. lIudposast popmMa 0THO3ZHAUHBIX LIEIBIX YUCET

Hcnonw3yerces:

Ecnu olHO3HAYHBIE 11€JIbIE YKCIIA, ]aXKe B KOCBEHHBIX MAJI€KaX, CTOST B PsIAY C ABY -
U MHOTO3HAYHBIMH, MOCKOJBKY MPH BOCIPHUATHU Psa YUCENT HE TPeOyeTCsS MBICICHHO
MEePEBOINTH X B OYKBEHHYIO (DOPMY B HY)KHOM TaJICKE.

Pexomennyercs: He pexomenpayercs:
3a cepuamu uz 3, 5, 12 ynpasxcnenuu 3a cepusamu uz mpex, namu, 12
cnedosanu ... VIPAd*CHEHUU C1e008alu ...

Korz:a OJHO3HAYHBIC ILCJIBIC 4YHCJIa 06pa3y}0T COUYCTaHusa € CIAHMHUIAMH (bI/I?;I/ILIGCKI/IX
BCIINYUH, ACHCKHBIMH CAWMHHUIIaMHU U T.II.

Pexomenmyercsi: He pexomenmyercs:
Ilpu macce oo 7 xe... Ilpu macce 0o cemu ke (00 cemu KUI02pammos)...
L]ena oo 100 pyo6. Llena 0o cma p. (0o cma pybneii)
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11.3. Ludposas opMa MHOTO3HAUHBIX LENBIX YUCEI

Jliis Takux gucen mudposas GpopMma SIBISIETCS MPEINOUYTUTEIIEHON B MOIaBIISIONIEM
OOJIBIIMHCTBE CITyYacB.

Pa36uBka uncen B 1iudpoBoii popme Ha rpyNIbl OCYIIECTBISIETCS MpodeaamMu (110 TpU
uudpsr) 34 768: 5 989.

He pa36uBaroTcs Ha rpynnsl HUQPHI B yKciIax, 0003HaA4arONIMX HOMEp (MOocie 3HaKa
HOMEpa), B MApKaxX MAIllUH U MEXaHU3MOB, B 0003HaYEHHUSIX HOPMATUBHBIX JJOKYMEHTOB: No
89965.

Touky B mpoGenax Mexay HU(POBBIMU IpylIaMyd MHOTO3HAYHOTO YHCIIA CTaBUTh
3arperiaercs.

11.4. bykBenHas (popma MHOTO3HAUHBIX 1EJIBIX YHCEI

Ota QopMa peKOMEHIyeTCsl MpU CTEYEHUH ABYX uucenl B HUPPOBOW Gopme U B
cilyyasiX, KOrja TMpeJioKeHue HauumHaercs uucioMm. Eciu OykBeHHass (opma wyucna
HeXxenaTelibHa, He00X0IMMO NEPECTPOUTh (Ppa3y, UTOOBI Pa3BECTH JBA YKCIIA WM YTOOBI
HE HauYMHATh (paszy YUCIOM:

Pexomenmyercs: He pexomenayercsi:

3 200 06a0yamumonHvix epy306UK08; 3 200 20-monnuix epy3o6uxos
3 200 epy306uK06 epy30n00beMHOCHbIO

20m...

11.5. bykBenno-1udpoas hopma uncesn

Pexomennyercs:

Jns 0003HaueHUsT KPYMHBIX KPYIJIBIX 4KCell (ThICSY, MUIJITMOHOB, MUJUIMAPJIOB) B
BUJIE COYETaHUA IU(P C COKpAIIEHUuEM ThIC., MIH., 20 Mipa., 12 MiH.

DOTO mpaBWIO PACHPOCTPAHSIETCS W HA COYETAHUSI KPYIHBIX KPYIJbIX YHUCENT C
0003HAYEHUAMU €UHUILl PU3NUECKUX BEIUUHH, ACHEKHBIX eAUHUIL: 20 MITH. kM.: 200 muip.
KBT. 4.

B ycrosiBIIMXCST Ha3BaHUSIX IIMPOKO HW3BECTHBIX MPOIECCOB, JIOMYCKAETCS
npuBbIuHOE Hanucanue: [Iponecc 1930-x, mpouecc 50-Tu.

11.6. JIpoGHBIC uncia

[Tocme mTPOCTBIX IPOOHBIX YHCEN CIIOBA «YacThy», «HOJA», KAk MPaBWIO HE
yHOTPEOJISIIOTCS

Pexomenmyercsi: He pexomenmyercs:
1/2 xeadpama, 9/10 nons 1/2 yacmw keadpama; 9/10 wacmeti nons
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CymniecTBUTENBHOE TIOCTIE NPOOHOTO YHCIIA COTJIACYeTCsS C €ro APOOHOM YacThiO |
MOATOMY CTaBUTCS B POAUTEIHLHOM IaJIe’Ke eIMHCTBEHHOro uncia: 1/3 merpa, 0,75 nutpa;
0,5 TeIcstum; 10 5/6 MmunoHa.

11.7. O0o3HaueHne quamna3soHa 3HaAYECHUN

Jlnst o0o3HayeHHWsl Mana3oHa 3HAYEHWM CTaBSIT: MHOIOTOYME; THPE; 3HAK «-»;
MIPEIIOT «OT» MEPEJ MEPBBIM YHCIIOM U «JI0» — IIEPE]T BTOPBIM.

Hanpumep: Jnunoit 5...10 m; Jnunoit 5 — 10 m; Jnunoi 5-10 m; JJnuuoi ot 5 no 10
M.

Tupe B KkauecTBe 3HaKa JMaIa30HA 3HAYECHUI BEIMYMH HE PEKOMEHYETCSl CTaBUTh:
KOIJla TUpPE MOXKET OBbITh MPHUHATO 32 3HAK MHUHYC; KOTJa OJHO M3 YHCeNl — BEJIMYMHA
MOJIOKUTENbHASL, & APYTro€ OTPULIATEIBHOE WIIH €CIIH 00a — BEJIMYMHBI OTPUIATEIbHBIE.

[Ipu uudpoBoit (opme KpymHBIX YWCEd B JHMANA30HE 3HAYEHUUW HEOOXOIUMO
COXpPAaHSATh HYJIM B YUCJIE HIKHETO MpeJena.

Pexomennyercs Henonyctumo:
Bovicoma 15 000 — 20 000 m Buvicoma 15 — 20 000 m (eciu nepsoe
yucno 15 000)
[Ipu OykBeHHO-LIMPPOBOK (PopMe YHCen JOMYCTUMO OMYCKaTh B YUCIE HUKHETO
npeaena 0003HaYCHUE «THIC.», «MITH.», «MIIPI.».

Jomyctumo: He oGs3arensHo:
Bwvicoma 20 — 30 muic. m Bovicoma 20 mwvic. — 30 moic. m

Uucna B nuana3oHe 3HAUYEHUM pACIIONaraloTCsi OT MEHbBIIEro K OoJiblIeMy, OT
HIDKHEro mpefena K  BepxHemy. VCKiIoueHHe COCTABIISIIOT — B3aMMOCBSI3aHHBIE
OTHOCHUTENbHBIE YHCla (BO BTOPOMl mape OoJblliee YUCIO MOXKET HMIATH TEPBBIM): DTO
coctasisieT 60 — 80% Bcelt maccsl rpy3a. Ocransabie 40 — 20 %...

11.8. Homepa TenedoHOB, ABOWHBIE U TUTEPHBIE HOMEPA JOMOB

Homepa tenedhoHOB mpWHATO mmcaTh, OTHETAS AePUCOM MO JBE IUPHI CrpaBa
HajeBo: 2-99-90; 2-45. B HoMepax ¢ uucioM mudp OONbIIE IIECTH OTACIAETCS JieBas
rpyrmma B Tpu mudpsl: 299-85-90.

JIBoliHBIE HOMEpA JIOMOB NPHUHATO IMHCATh Yepe3 Kocyr depTy: yi. Crpenenkas,
n. 12/4.

JlutepHble HOMEpa JIOMOB MUIIYTCS CIUTHO ¢ HOMEpoM jaoma: IlymkuHCckuil mep.,
. 7a.

11.9. ITopsinkoBbIE€ YUCAUTEIBHBIE

[IpeumymecTBeHHast popMa HaMmMCaHUS B JOKYMEHTAX MOPSAKOBBIX YHCIUTEIHHBIX
— 3TO apabckue muGpHl ¢ HapaleHHeM NaJAe)KHOTO OKOHYaHUS WM 0e3 Hero B
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COOTBETCTBUM C OOIIMMHU TPAaBWJIAMH HAMUCAHUS TOPSIKOBBIX YHUCIUTEIbHBIX, 32
UCKITIOUECHUEM:

HomepoB Tex 00BEKTOB, KOTOpbIE MPUHATO 0003HAYaTh PUMCKUMHU HUPpamMH, T.K.
MOCJIeIHUE YIOTPEOst0TCs 03 HapalleHus MaJIexKHOT0 OKOHYaHUs. PuMckumu nudpamu
0003HaYaI0TCsI: HOMEpa Che3/10B, KOH(DEepeHIui, KoHrpeccon, u T.1. (X| koHrpecc); Beka
(XX Bek), HoMepa MexayHapoaHbix oO0benuuenuit (1 — Il MHTepHanuonan), HoMepa
BbI0OpHBIX opraHoB (1V ['ocynapctennas Jlyma); HoMepa npoaomKarouXcsi CHOPTUBHBIX
cocts3zanuid (XXI1 Onummnuiickue urpsl); UMEHa UMIepaTopos, koponeil (Hukonaii |1, Kapn
V); xBaprtansl (Il — Il kBapTaner). Moryr o0o3HauaThCs PUMCKUMH IU(PpaMu YacTw,
paszielibl KHUT.

OdeHb MPOCTBHIX YMCIHUTENbHBIX (THUIA TEPBBIA pa3, BTOPOM pa3), a TaKKE
CJIOBOCOYETAHUW THUMA: mpeacraButTesb Poccuiickor denepanuy Ha CEMBIECAT IEPBOE
3aceganue I'enepanpHoit Accambien OOH.

[TamexHbple OKOHYAHUS B MOPSIKOBBIX YUCIUTEIBHBIX, 0003HAYEHHBIX apaOCKUMU
YUCJIaMU, JTOJKHBI OBITh:

a) OJHOOYKBEHHBIMHU, €CIIM ToOcieAHell OyKBE YHCIHUTEIBbHOIO MpPEIIIECTBYET
[JIACHBIN 3BYK: 5-U (MSITOM, MSITHIN), 5-51 (TsiTasA), HO HE S-bI, 5-OM.

0) ABYXOYKBEHHBIMHU, €CIIM TOcJeAHEH OyKBE YHCIHUTEIBbHOIO MPEIIIECTBYET
COIJIaCHBIU: 5-T0, 5-My, 30-Mu, HO HE 5-0r0, 5-0MYy, 30-BIMU.

Hanucanue nopsakoBbIX YUCIUTENBHBIX ¢ HapalllEHUEM MaeKHOTO OKOHYAHUS MPHU
HECKOJIBKUX MOPAJIKOBBIX YUCIUTENBHBIX MOAPSI PA3INYaETCs B 3aBUCUMOCTH OT UX YUCIIa
1 GopMBI pazieneHus (COeTUHEHN).

Ecau onuH 3a Opyrum CIeayroT ABa MOPSIAKOBBIX UYWCIWUTEIBHBIX, Pa3IeIICHHBIX
3amsTON WM COETUHUTEIIBHBIM COI030M, NaJEKHOE OKOHUYAHUE HAPAIIUBAIOT Y KAXKI0TO U3
Hux: 1-i, 2- psanpl, 70-e u 80-€ rojsl.

Ecniu omun 3a apyruMm clieayroT Ooljiee JBYX TMOPSIKOBBIX UYHMCIWUTEIbHBIX,
pa3/ICICHHBIX 3aMsATON UK (TOYKOM C 3aMsATON) UK COSUHUTEIbHBIM COI30M, MaICKHOE
OKOHYAHME HAPAIIMBAIOT TOJIBKO y MOCHEAHET0 YucauTenbHoro: 60, 70, 80-e roasl

Ecnu moapsin uayT ABa YUCIUTEIBHBIX 4Yepe3 TUPE, TO TMaJEKHOE OKOHYAHUE
HapamBaroT:

a) TOJBKO y BTOPOTO, KOT/1a OHO OJIMHAKOBOE Y 000uX uncauTenbHbix: 50-60-¢ romsr;

0) y KaXX10T0 YUCIUTEIbHOI0, KOT/Ia Ma/IeKHbIE OKOHYAHUS Y HUX pa3HbIE WM KOTJa
MPEANIECTBYIONINE TEPBOMY YUCIUTEILHOMY CIIOBA YIPABISIOT TOJBKO UM U HE CBSI3aHbI
co BTopbIM: B Hayaje 80-x — 90-e rojsl.

K mopsnakoBeiM 4YHCHIHMTENbHBIM 0€3 HapaliuBaHUA NaJeKHBIX OKOHYAHUH,
0003HaYEHHBIMHU apaOCKUMU ITU(PpaMu, OTHOCATCS:

a) HoMepa TOMOB, Pa3JIeJIOB, CTPAHMUII U T.II., ECJIM POJOBOE CJIOBO (TOM, pa3/el U T.1I.)
IpelIecTBYET UM: B ToMe 6, pazzene 4, Ha ¢. 12, HO eclii pOAOBOE CIOBO CTOUT IMOCIE
YUCJIMTENLHOI0, IOCIIEIHEE MTUIIETCS C HapalleHueM NaJeKHOr0 OKOHYaHUs: B 6-M TOME;

0) maThl (TOBI M YUCIIa MECSAIIA), €CIIN CIIOBO «TOJ» WM Ha3BaHUE MECSIIA CIeTYeT 3a
gucioMm: B 1992 roxy, 05 mas 2014 r. (ecau cI0BO TOA CTOUT B KOHIIE MPEAJIOKEHUS, TO
nuiercs nodHocTeio — 05 mas 2014 roma). OnHaKo, €CiiM CIOBO «TOJ» WIM Ha3BaHUE
MecsiIa OMyIIeHO, UJIU MOCTABJICHO MEPE] YUCTIOM, UITU OTJIETLHO OT YHUCIIA APYTUM CIIOBOM,
Na/IeKHOE OKOHYAaHUE PEKOMEHyeTCsl HapaiuBaTh: ['psaayn 1941-ii.
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11.10. Crio>xHbI€ CYIIECTBUTENIBHBIE U IIPUJIAraTeNIbHbIE
C YHCJIUTEIbHBIM B COCTABE

Cno’XHBIE CYIIECTBUTEIILHBIC U TIPHUJIaraTe/IbHbIC, 1 HMCIONTUE B CBOEM COCTABE
YUCIUTEIbHbIE, TUITyTCs: 150-1eTue, 3-MecsuHbIi CpoK, 1-, 2-, 3-CeKIIMOHHBIN mKad.

Crno’xHBIE CJIOBA C YUCIIUTEIBHBIM U TIPUJIAraTeIbHBIM «IIPOIEHTHBINY MUY TCS:
10%-npb1ii cOOP.

11.11. Ha3zBanust A€HEKHBIX SIUHUII, STUHUI] U3MEPECHUS
v 3Haku No, % mpH YUCITUTETbHBIX

JleHnesxxHbIe BRIpaKEHHSI, 0003HAYAIOIINE CYMMBI 00JIEe OJTHOM THICSAYH, B TEKCTE
pPEKOMEHIyeTCs mucaTh MudpamMu U CIoBaMU: S5 ThiC. pyOieit, 1 muH. pyOmei.

JleHexxHbIe BhIpaXXeHUs B pyOsIsix U Komelkax cienyet nucath: 108 py06. 50 kor.

HaszBanus equHuil u3MepeHus B TEKCTE YKA30B, MOCTAHOBJICHUN U pacIoOpsKEHUN
PEKOMEHIyeTCs mUcaTh: S ThIC. METPOB, 16 ToHH, 120 kB. MeTpoB, 20 MJIH. TOHH, 60 KYO.
M.

CymiecTBUTENBHOE MOCIE IPOOHOI0 YUCIIA COTIIACYeTCs ¢ APOOHOM €ro YacThIO U
CTaBUTCS B POAUTEILHOM MaJEKe €AMHCTBEHHOTO yncha: 28,5 meTrpa, 28,5 KB. MeTpa, HO:
28,5 ThIC. METPOB.

[Ipu 0003HaYEHNN KOJIMYECTBA MPEIMETOB, a TAKKE KOJIMUECTBA JIIOJIeH He
YHOTPEOISIIOTCS CII0BA «IITYK», «4esoBek»: 10 aBTomobumeit, a ue 10 mryk
aBromooOunen, 50 padounx, a He 50 yenoBek padounx. Ho mumercs 100 ronos ckora
(TTHILIBI).

3HaKU «,», «%» MPU HECKOJIBKUX YKCIIax (T.€. KOT/1a OHU JOHKHBI 0003HAYaTh
MHOKECTBEHHOE YHCJI0) HE yIBAaMBAIOTCSI, @ CTABSITCS TOJIBKO OJIUH Pas3.

[IpaBunbHO: HenpasunsHo:
S56u7 56,u7
50, 60u 70% 50%, 60% u 70%

[lepen urcnamu, 0603HAYAIOLUMMEI MEPY, HE CTAaBAT NMPEAJIOTA I TUPE.

[IpaBunbHO: HempasuibHo:
IIpomsoicennocmoio 10 m IIpomsorcennocmoro 6 10 m

12. Haunbonee ynotpebisieMble COKpAILIEHUs CIIOB

OBIBIINIA - 0.

BEK, BEKa - B., BB. (1IpHu U (pax)
rJ1aBa, IJ1aBbl - IJ1. (B KHHTax)

roji, roga -T., IT.

ropoJi, ropojia - T., IT.

rOCHOJNH, TOCI0/a, TOCITOXKa - I-H, IT., I-)Ka



TOCIIOAVHY
rpaXXJaHuH, TPAXKIAHE
rpaXxJaHKa, rpaxaaHKu
J€PEBHS

JKeJIe3Hasl 10pora
YKEIIE3HOAOPOKHBIN
3aBEAYIOIIUI
3aMECTUTEIb

U3JaHHue
HCIIOJIHAIOLINN 00S3aHHOCTH
U IpyTue

U [IPOYMe

U TaK J1ajee

1 TOMY M0JI00HO€
JINCT, JTUCTBI

MajJiaM

MUJUTHAPT, MUJUTUAPABI
MUJUTMOH, MUJUTHOHBI
00J1aCTh

03€po

MEPEYIOK

MMOCEI0K

MYHKT, TYHKTBI

palioH

peka

cero roja

cesno

CEIBCKOE XO3SMCTBO
CEIbCKOXO03IMCTBEHHBIN
CMOTpH

CTaHIIUSA

CTaThs, CTaTbU
CTpaHHUIIA, CTPAHULIBI
TEKYIIEro roja

TO €CTh

TOM, TOMa

TBICSTYA, THICIYH

yuia

AK3EMILISIP
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- T-HY
- Tp-H, Tp-HE

- Tp-Ka, Tp-K1

- 1Iep.

- K. II.

- K.-I.

- 3aB.

- 3aM.

- U3.

- 1.0.

- U JIp.

- U TIp.

-UT. 1.

- U T.IL

- J1.

- M-M

- MJIpJ1. (TocJie UpPOBOTO 0003HAYEHUS )
- MJIH. (T10cye 1udpoBoro 0003HaAUYECHMS)
- 0011

- 03.

- Tiep.

- TocC.

- I, TI11.

- p-H

- p. (HO pekn)

- C.T.

- C.

- C.X.

- C.-X.

- CM.

- CT.

- cT. (ipu nudpax)

- cTp. (mpu 1udpax)

- T.T.

- T.C.

- T., TT. (Ipu 1Udpax)

- ThIC. (TIOCI)Ie IU(GPOBOTO 0003HAYEHUS)
- yIL

- 9K3.

13. Hanncanue OykBeHHbIX aOOpeBUaTyp
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AOGOpeBuaTyphl, YNTAEMBIE TI0 Ha3BAHUSAM OYKB, HE CKJIOHSIOTCS M TTHIITYTCS
nmponucHbIMU OykBamu, Harpumep: BB, MBJI, DBM.

AOGOpeBuaTyphl, YUTAEMBIE MO CJIOTaM, CKJIOHSIOTCS U MULITYTCS:

MPOMUCHBIMU OYKBaMHU, €CJIM 00pa30BaHbl OT UMEHU COOCTBEHHOT0, HAIPUMED:
BAK - BAKy, BAM — na bBAMe, MU/ — MU /Ia, a Taxxxke 'OCT — T"'OCTom.

CTPOYHBIMH OyKBamu, €clii 00pa30BaHbl OT UMEHU HAPULIATEILHOTO, HAIPUMED: BY3
— BY30M, 3arc — 3arcom.

14. HekoTophkle mpaBuiia epeHoca cjaoB

Henw3s pa3OuBaTh mepeHOCOM COKpaIllleHHbIE clioBa (a00peBUaTyphl), HAPUMED:

LCY, I'DC, Ty-134, 3WJI-111.

Henp3s nepenocuts 0003HauEHUS MEP, OTPBIBas UX OT UG, HAIPUMED:
01 oxTsa6ps 2001 - 1., 53 - kM, 73 - KB.M.

Henb3s mepeHocuTs HapameHus, Harpumep: 1 - -e.

Henw3s oTaensITh mpy epeHoCce U3 OJTHON CTPOKH B IPYTYIO (haMHUJINK U UHUITAATIBI,
Hanpumep: A.C. - ITymxkunn, Toncroi - JI.H.

Henb3st oTaensTh IpH MepeHoce U3 OJHOM CTPOKH B IPYTYIO COKPAIIEHHOE CIIOBO OT
MMEHH COOCTBEHHOTO, K KOTOPOMY OHO OTHOCHUTCSI, HAlIpUMep: TOB. - Bacuinbes, T. -
Ceprues Ilocan.

15. Ynorpebienue tupe u aeduca

Tupe cTaBUTCS MKy CIOBaMHU JUIsl 0003HAYEHUS IPOCTPAHCTBEHHBIX, BPEMEHHBIX
WJINA KOJIMYECTBEHHBIX MPEEIIOB (BMECTO «OT ... JI0»), HAIPUMEP: KeJIe3Hast 1opora Y CThb
-KyT — bepkakut — TriHza.

Tupe cTaBUTCS MEXY CYIIECTBUTEIBbHBIM U PACTIPOCTPAHEHHBIM MTPUIIOKEHUEM,
HaIlpuMep: MUHUCTEPCTBO (BEIOMCTBO) — NOCTABIIMK MPOMBIIIUIEHHBIX TOBAPOB, CTPAHBI —
yinensl HATO.

Jleduc cTaBUTCS MEXKIY CYLIECTBUTEIBHBIM U OJMHOYHBIM HPUIIOKEHHEM,
HaIrpuMep: MUHUCTEPCTBO (BEIOMCTBO)-IIOCTaBLIMK, MUHUCTEPCTBO (BEAOMCTBO)-
3aKa34uK.

Yepes aeduc mUiryTcs CIOXKHBIE CI0BA, HAPUMED: TU3ETIb-MOTOpP, TeHEpal-Maiiop
aBHAIIMH, UHCIIEKTOP-COBETHUK I'PYIIIbI HHCIIEKTOPOB.
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[Tpunosxxenue N9
K MHCTPYKIMH TIO 1EIOTPOU3BOICTBY

Oopa3zen opopMmiieHMsI MPUKA3a

MUHHCTEPCTBO OBPA30OBAHMS 1 HAYKH POCCUMCKOM ®EIEPALTN
OEJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJPKETHOE OBPA30OBATEJIBHOE YUYPEXK/IEHWE BBICIIEI'O OBPA30OBAHNA

«MOCKOBCKHWI MOJUTEXHUYECKHU YHUBEPCUTET»
(MOCKOBCKHUI TOJIUTEX)

IHPUKA3

Ha3zBanue npukasza

KoHcratupyromas 4acte npukasa
ITPUKA3BIBAIO:
PacniopsaurenbHas yacTe IpuKasa

JIOKHOCTB N.O. ®amunus

HasBanue npuxkasa — 00
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[Iponomxenue mpunoxkenns Ne9
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

ITPOEKT BHOCUT: J1O0JDKHOCTH
N.0. Gamumnus
« » 20 T.

COI'TACOBAHO: JIOKHOCTD
HN.0. damumnus
« » 20 T.

JIOJDKHOCTB
N.0. ®amunus
« » 20 T.

JIOJKHOCTB
N.0. amunus
« » 20 T.

Ha 00opoTe

*[Ipu GOJBITIOM KOJMYECTBE COTIIACOBBIBAIOIITUX JIOKYMEHT JIMII, TOTTYCTUMO pa3MeniaTh
BU3HI B 2 CTOJIOMA.

N.0. damunus
(000) 000-00-00

Ha3Bauue npukasa — 00
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[Tpogomxenue mpunoxxenus Ne9
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

Oopa3zen opopMiIeHHS JIUCTA PACCHIIIKH K IPUKA3Y
JIMCT PACCBUJIKH

K npuxa3y Mockosckoro Ilonurexa
OT«__ » 20 1. Ne

1. HasBanue cTpykTypHOTO TI0/Ipa3ieieHus / JOIKHOCTh PYKOBOIUTEIS
CTPYKTYPHOTO TIOJIpa3/ICJICHHS;

2. HasBanue CTpyKTypHOTO MOApa3aeieH s / TOKHOCTh PYKOBOIATEIS
CTPYKTYPHOTO TOJpa3ACIICHHUSI;

3. U T.JI.

PykoBoauTenb CTPYKTYpHOTO
MOJIPA3/ICIICHUS N.0. ®amunus

Ha3panue npukasa — 00
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[Tpunoxxenue NelO
K MHCTpYKIMK TIO 1EIOTPOU3BOICTBY

Oobpa3zen opopMiieHHs pacTiOPsIKEHU I

MUHHCTEPCTBO OBPA30OBAHMS 1 HAYKH POCCUMCKOM ®EIEPALTN
OEJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJPKETHOE OBPA30OBATEJIBHOE YUYPEXK/IEHWE BBICIIEI'O OBPA30OBAHNA

«MOCKOBCKHWI MOJUTEXHUYECKHU YHUBEPCUTET»
(MOCKOBCKHUI TOJIUTEX)

PACIIOPAKEHUE
Ne

Hassanue pacnopsoxkeHus

KoHcraTupyromas 4acTe paciopsyKeHus
OBA3BIBALIO/ ITPOILTY:
PacnopsurenbHas 4acTh pacnopsHKEHUS

JIOJDKHOCTB N.0. ®Gamunus

Ha3pauue pacnopsoxenus — 00
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[Tpogomxenue mpunoxkenus NelO

K MHCTpyKIIMHU 1O 1€TONPOU3BOJICTBY

ITPOEKT BHOCHUT: JomKHOCTD
N.0. ®Gamunus

« » 20 T.

COI'TACOBAHO: JIOKHOCTD
N.0. Gamuimnsg

« » 20 T.

JIOJDKHOCTB
N.0. amumnus

« » 20 T.

JIOJKHOCTB
N.0. ®Gamunus

« » 20 T.

Ha 00opoTe

N.0. Gamunus
(000) 000-00-00

HasBanue pacnopsixenus — 00
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[Tpogomxenue mpunoxkenus NelO
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

Oo0pa3zen opopMiIeHHS JIUCTA PACCHIIKHA K PACIIOPSIKEHUTIO
JIMCT PACCBIJIKA
K pacnopsKeHn0 MOCKOBCKOTO

Ilomurexa
OT « » 20 r. No

1. HazBaHue CTpyKTypHOTO NOJpa3AeaeHUs / TOJKHOCTh PYKOBOAUTENS
CTPYKTYPHOTO TMOJpPA3ACICHHUS.

2. Ha3BaHue CTpYKTYpHOTO NoJipa3ieiaeHusi / JOTHKHOCTh PYKOBOAUTENS
CTPYKTYPHOTO MOJpPA3ACICHHUS.

3. Ha3BaHue CTpyKTYpHOTO NoJipa3eiaeHus / JOHKHOCTh PYKOBOAUTENS
CTPYKTYPHOTO MOJpPA3ACICHHUS.

4. uT.n.

PykoBogutens CTpyKTypHOTO
oApa3AeiICHUs N.0O. ®amunus

Hassanue pacnopsokerus — 00
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[Tpunoxenue Nell
K MHCTpyKIIMK 1O J€101POU3BOJCTBY

YTBEPXIAIO
PexTop Mockosckoro [lonurexa

A.B. Huxkomaenko
« o » 2017r.

MHOJIOKEHUE
0 Buvicweii wukone neuamu u meouaunoycmpuu (BLITIM)
DenepajbHOr0 roCyIapCTBEHHOI0 OK/IKETHOT0 00Pa30BATEJIbHOI0 YUYPeKICHUA
BbICLIET0 00pa3oBaHUs
«MOCKOBCKHII MOJIUTEXHUYECKUIT YHHUBEPCUTET

Mocksa 2017
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1. O0mue moJI0KeHUs1

Hacrosimee [lonokeHue perynupyer AESTEIbHOCTh O BpIcuiel mkosie medyatu u
MenuanHayctpun  (BIIIIM)  denepanbHOro  rocyaapCTBEHHOTO  OIOJKETHOTO
00pa30oBaTENbHOTO YUPEKIEHUS BhICIIero 00pa3oBaHusi « MOCKOBCKHI MONIUTEXHUYECKUN
yauBepcute™ (manee — BIIIIM) u ycTaHaBIMBaeT €ro CTPYKTypy, 3a1aud U QyHKIUH, a
TakKKe MpaBa, 00s13aHHOCTH U OTBETCTBEHHOCTb €0 PYKOBOJIUTETIS.

1.1. BIIIIM  sBusierca  CTPYKTYpHBIM  MojJpasfeneHueM  (enepanbHOTo
roCy/1apCTBEHHOTO OIOJKETHOIO 00pa30BaTEIbHOTO YUPEKACHUS BBHICIIEIO 0O0pa3oBaHUs
«MOCKOBCKUI MOJIUTEXHUYECKUN YHUBEPCUTET» (Hajnee - YHUBEPCUTET), ACATEIbHOCTD
KOTOPOTO KypUPYET pEeKTOp (MPOPEKTOp/IUPEKTOpP IO HAMPABICHUIO NEATEIbHOCTU
YHuBepcuTeTa B COOTBETCTBUH C MPUKA3aMHU O MOJTHOMOYHUAX POPEKTOPOB/AUPEKTOPOB 1O
HaMPaBJICHHUIO).

1.2. B cBoeit aestensroctu BIIIIM pykoBoacTByeTcs denepaibHbIM 3aKOHOM OT
29 nexabpsa 2012 1. Ne 273-®3 «O0 oOpazoBanuu B Poccuiickoit ®deneparumny;
HOPMATHBHBIMH IMPAaBOBBIMU akTaMu MuHuctepcTBa oOpa3zoBaHusi U Hayku Poccuiickoit
denepauuy, U UHBIMM HOPMATUBHBIMM IIPABOBBIMH aKTaMH; Y CTaBOM YHHMBEPCUTETA,
HacToAmnM [losiokeHrneM 1 MTHBIMU JIOKaJIbHBIMU HOPMATUBHBIMHU aKTaAMHU Y HUBEPCUTETA.

1.3. BIIIIM coznaetcsi, peopraHuzyercsi M JIUKBHAUPYETCS B COOTBETCTBUU C
¥YcraBom YHUBEpCUTETA.

1.4. B ctpykrypy BIIIIM BxoasT:

1.5.1.

1.5.2.

1. OcHoBHbIe Heau 1 3agauu BIIIIM
2.1. OcnoBubIME HEeaaMu gestenbaoctd BIITIM sBnstrores:
2.1.1.
2.1.2.
2.2. OcuoBubiMH 3aauyamu BIITIM sasnsarorcs:
2.2.1.
2.2.2.

2. ®Oynknum noapasaenenuit BIIIIM

3. 1. UHCTUTYT B COOTBETCTBUU C BO3JIOKEHHBIMU Ha HETO 3a/1ad4aMH OCYIIIECTBISET
cnenytonue GyHKIAN:

311

3.1.2. :

3.2. Otpen/ueHtp/cnyx06a B COOTBETCTBHUH C BO3JIO)KCHHBIMH Ha HETO 3aJauaMu
OCYIIECTBIISIET Cienyronue QyHKIINH:

3.2.1.

3.2.2. :

3.3. Kadempa B cOOTBETCTBHM C BO3JIOKEHHBIMH Ha HEe 3aJadyaMd OCYIIECTBIISICT
cieayomue QyHKIUN:

3.3.1.

3.3.2.




148

3.4. JlabopaTopusi B COOTBETCTBHH C BO3JIO)KCHHBIMU Ha HEE 3a/1a4aMU OCYIIIECTBIISCT
cienyrouue QyHKIUN:

3.4.1.

3.4.2.

4. Ilpasa BLIIIM

4.1. Jlns MOCTHXKEHHS OCHOBHBIX 3ajJad pyKoBoAuTedb M paboTHuku BIIIIM
HMMEIOT NPaBo:

4.1.1. 3anpammBarhk U MOJy4aTb OT CTPYKTYPHBIX MOJApA3/IEICHUN YHUBEpCUTETA
CBEJICHUS, CIPABOYHBIE W JPYyTHE€ MaTepHabl, HEOOXOAUMBIC ISl OCYIIECTBICHUS
nesreapHoctu BIIITIM.

4.1.2. llpeacrapnsate BIIIIM B opranax rocyaapCTBEHHOM BJIAcTH, MECTHOTO
CaMOYIIPABJICHHUS], HHBIX OPTaHax, YUPEKICHUAX U OPTaHU3ALUAX IO BOIIPOCAM, BXOIAIINM
B komnetenuuo BIIITIM.

4.1.3. B3aumosaeicTBOoBaTh €O  BCEMH  CTPYKTYPHBIMH  TMOJpa3/eiICHUsIMU
YHuBEpcHUTETa MO BONPOCaAM, Kacaromumced aeareabnocty BIITIM.

4.1.4. ]laBaTh pa3bsCHEHHUs] W PEKOMEHJAIMM TI0 BOIpOCaM, BXOJAIIUM B
komnereHyo BIITIM.

4.1.5.

5. Oo6s3annocTH BIITIM

5.1. PyxoBoautens u paborauku BIITIM o6s3ansbr:

5.1.1. Cobmonate 3akoHoAaTenbcTBO Poccuiickoit denepannu, oOuienpru3HaHHbIE
MPUHIIMIIBI 1 HOPMBI POCCUHCKOTO U MEXTyHapOIHOTO IpaBa, Kacaroluecs chepbl cBoe
NEATEIIBHOCTH, & TAaKKE€ HOPMBI, IIPEyCMOTPEHHBIE Y CTaBOM Y HUBepcuTeTa, [IpaBunamu
BHYTPEHHETO TPYIOBOI'O PACIOPSAKa YHHUBEPCUTETA, HACTOAIIMM [losi0KEHMEM U MHBIMH
JIOKaJIbHBIMU HOPMATUBHBIMU aKTaMHU Y HUBEPCUTETA.

5.1.2. Exerogno uH(GOpMHUPOBATH PEKTOpPAT YHHUBEPCUTETA O pe3yibTaTax CBOEH
NEeSATENBHOCTH.

6. OTrBercTBeHHOoCcTH BIIIIM

6.1. Ha pykoBoautens BILIIIM Boznaraercst mepcoHalibHasi OTBETCTBEHHOCTH 34!

opranuzauuio gesarensHocTd BIIHIIM 1o cBOEBpEMEHHOMY M Ka4eCTBEHHOMY
BBIITOJTHEHUIO BO3JIOKEHHBIX HA HETO 3a/1a4;

OpPraHM3aLMIO ONIEPATUBHOM, KAYECTBEHHOM IIOATOTOBKH U UCIIOJIHEHUS TOKYMEHTOB
B COOTBETCTBUU C JEHCTBYIOIIMMU IIPABWIAMHU U UHCTPYKLMAMU;

CBOEBPEMEHHOE HCIIOJIHEHUE, COXPAHHOCTD U Mepeaya B apXUB MPUHATHIX B paboTy
JOKYMEHTOB COTIJIACHO HOMEHKJIATYpe Je] Y HUBEPCUTETA;

coomonienue padotaukamu BILTIM tpynoBoi AUCITUTUIHHBL

obecrieueHue COXpaHHOCTH UMYIIecTBa, Haxoasmierocst B BIIIIM;

oOecrieyeHue COONIOACHUS MPaBUJl MOXKAPHOW O€30MaCHOCTH, TPEOOBAHUI MTpaBUII
OXpaHbI TPY/a;

o0ecreyeHne COXpaHHOCTH MEePCOHANBHBIX JaHHBIX paboTHUKOB BIIIIIM;

noaoop;

pPAcCTaHOBKY M JI€ITeIbHOCTh paboTHUKOB BIITIM.
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6.2. OtBerctBeHHOCTH paboTHUKOB BIIIIIM ycranaBamBaeTcst MX TOJKHOCTHBIMU

UHCTPYKIIUSIMHU.
6.3.

7. Crpykrypa BIITIM

7.1. O0mee pykoBojcTBO jesaTenbHOCThI0 BIIIIM  ocyiiecTBisieT pekTop
(mpopekTop YHHBEpPCUTETA B COOTBETCTBHH C MPUKA3aMHU O TIOJTHOMOYHSIX IPOPEKTOPOB).

7.2. HemocpenctBeHHoe pyKoBOACTBO jAestenbHocThio BIIIIM  ocymectBisieT
pykoBoautesns BILITIM.

7.3. B cocra BIIIIM BXomsT CTPYKTypHBIE MOAPA3CICHUS] B COOTBETCTBUU C
IIPUKA3aMH O CTPYKTYpe Y HUBEPCUTETA.

7.3.1. PykoBoguTenu WHCTUTYTOB, IIEHTPOB, OTJIEJOB, 3aBeAyrommme Kademp,
nabopatopuii B coctaBe BIIIIM, npyrue paGOTHHKM Ha3HAYAlOTCA HA JIODKHOCTH U
0CBOOOXKIAIOTCSL OT HEE MPUKA30M PEKTOpa Y HUBEPCUTETA.

7.3.2. Pacnpenenenue obs3aHHOCTE Mexy pabotHukamu BIIIIM npowusBoautcs
pykoBogutenem  BIIIIM  no  npeacraBieHUO  PYKOBOAMTENEHM  KypHUPYEMBIX
MOJpa3AeeHUI

7.3.3.

7.4.

Tunosoe nonoxenue — 00
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[Tponomxkenne npunoxenus Nel 1
K MHCTpyKLIMK 1O J€I0NPOU3BOICTBY

I[TPOEKT BHOCHT: JlokHoCcTh (PykoBOAUTEH
otenalciyKObi)
N.0O. Gamunus
« _» 20 T.
COT'JTACOBAHO: Homxnocts (IIpopexTop/mupexTop
KYPHUPYIOLIUA COOTBETCTBYIOIIEE
HaIlpaBJICHUE)
N.0. ®amunus
« _» 20 T.
JHomwxknocth (HavanbHuk oTaena
KaJIpoB)
N.0O. ®amunus
« _» 20 T.

JomwkHocth (HauaneHuk
KOHTPOJIBHOTO yITPABJICHUS )
N.0. Gamunus

« _» 20 T.

Ha odopoTe
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[Tpunoxxenue Neol2
K MHCTpYKIIMK 1O AETONIPOU3BOACTBY

YTBEPXIAIO
PexTop Mockosckoro [lonurexa

A.B. Huxkomaenko
« » 2017r.

IOJIOKEHHE
00 omoene/cnyycoe
DenepabHOTO roCyIapCTBEHHOI0 OK/IKETHOT0 00Pa30BATEJIbHOI0 YUYPeKICHUA
BbICLIET0 00pa3oBaHUs
«MOCKOBCKHII MOJIUTEXHUYECKUIT YHHUBEPCUTET

Mocksa 2017
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3. O0mme noa0KeHUs!

1.1. Hacrositiee MOJIOKEHUE  PETyIHpyeT JACSATEIbHOCTh OTHeNa  /CIy>KObI
(benepaibHOTO TOCYJaPCTBEHHOTO OI0HKETHOTO 00Pa30BaTENBHOTO YUPEKICHUS BHICILIETO
oOpazoBanusi  «MOCKOBCKMH TMOJUTEXHUYECKUA YHUBEPCUTET» (llajee — OTHeN) U
YCTaHABJIMBAET €ro CTPYKTYPY, 3aJaud W (PYHKIUHU, a TAKXKE IpaBa, OOS3aHHOCTU H
OTBETCTBEHHOCTh €TI0 PYKOBOUTEIS.

1.2. Otnen/cnyx06a sBISETCA CTPYKTYPHBIM MOJipa3jiesieHueM (eaepabHOro
rOCyIapCTBEHHOTO OIOJKETHOIO 00pa30BaTEIbHOTO YUPEKACHUS BHICIIEIO 0Opa30BaHUs
«MOCKOBCKUI MOJUTEXHUUYECKUN YHUBEPCUTET» (llajiee — YHUBEPCUTET) U KypUPYETCs
pEKTOpOM (IIPOPEKTOPOM/TUPEKTOPOM IO HAMPABICHUIO NEATEIHHOCTH YHUBEPCUTETA B
COOTBETCTBHUH C MPUKA3aMH O MTOJHOMOYHUSIX MPOPEKTOPOB/IUPEKTOPOB MO HAMIPABIICHHIO).

1.3. B cBoeil nearenpHOCTH oTaen/ciyk0a pykoBoactByercs DenepanbHbiM
3akoHOM OT 29 nekadpst 2012 r. Ne 273-@3 «O6 obpazoBanuu B Poccuiickoit denepannmy;
HOPMATHUBHBIMU MPABOBBIMU akTaMu MUHHCTEpCTBa 00pa3oBaHUs U Hayku Poccuiickoi
@denepallid ¥ UHBIMH HOPMATUBHBIMU TMPABOBBIMU aKTaMM; YCTaBOM YHHMBEPCHUTETA,
HacTosiuM [los0keHreM U UHBIMU JIOKaJIbHBIMA HOPMATUBHBIMU aKTaMU Y HUBEPCUTETA.

1.4. Otpen/cnyx0a coznaercs, peopraHu3yeTcsl U TUKBUAUPYETCS B COOTBETCTBUHU C
YcraBoM YHUBEpCUTETA.

2. OCHOBHBIE 1IeJIU U 3212491 0T/1eJ1a/CITyKObI
2.1. OCHOBHBIMH TIEJISIMH IEITEIILHOCTH OT/IEJIa/CITyKOBI SBJISTFOTCSI:
2.1.1.
2.1.2.
2.2. OCHOBHBIMHM 3a/1a4aMH OT/AEJa/CITyKObI SIBISIFOTCS:
2.2.1.
2.2.2.

3. DYHKIUM 0TAeJ1a/CayKObI
3.1. Otnen/cnyx0a B COOTBETCTBUM C BO3JI0KCHHBIMHU Ha HETO 3aja4aMu
OCYIIECTBIISIET Clieaytonue (yHKIINH:
3.1.1.
3.1.2.

4. IIpaBa otaena/cayx0obl

41. Jna [AOCTHXKEHHS OCHOBHBIX I1€Je pPYKOBOAWUTENb U  PabOTHUKHU
OTJea/CIy>K0bl UMEIOT TPABO:

4.1.1. 3anpammBarhk U MOJy4aTb OT CTPYKTYPHBIX MOJApA3/IEICHUN YHUBEpPCUTETA
CBEJCHMSI, CIPABOYHBIE W JPYrUe MaTepuajabl, HEOOXOAUMBIE Il OCYIIECTBICHUS
AESITeIbHOCTH OT/IeJa/CITyKOBl.

4.1.2. TlpencraBnsaTh OTAEN/CIyKO0y B OpraHax rocyJapCTBEHHOM BJIaCTH, MECTHOTO
CaMOYIIPaBJICHUSI, UHBIX OPTaHaX, YUPEKIECHUAX U OpraHU3AIMIX IO BOIIPOCAM, BXOISIIIUM
B KOMIIETEHIIMIO OT/IEa/CITyKOBbl.

4.1.3. B3aumoneiicTBoBaTh €O  BCEMH  CTPYKTYPHBIMH  MOJpa3JeiCHUSIMU
YHHUBEpPCUTETA 110 BOIIPOCAM, KaCAIOLIMMCS JCSITeIbHOCTH OT/Ie1a/CITyXKOBl.
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4.1.4. ]laBaTh pa3bsICHEHHUS] W PEKOMEHJAIMU IO BOIpPOCaM, BXOJAIIUM B
KOMIICTEHIINIO OT/Ies1a/CiTyKOBbI.

4.1.5.

4.1.6.

5. O0A3aHHOCTH 0T/IE]Ia

5.1. PykoBoauTens U pabOTHUKU OT/1e1a/CITy:KObI 00SI3aHbI:

5.1.1. Cobmonate 3akoHoAaTenbcTBO Poccuiickoit denepaunu, oOuienpru3HaHHbBIE
MPUHIIMIIBI 1 HOPMBI POCCUHCKOTO U MEXKIyHapOJIHOTO IMpaBa, Kacarouecs chepbl cBoer
NEATEIIBHOCTH, & TAKKE€ HOPMBI, IIPEyCMOTPEHHBIE Y CTaBOM Y HuUBepcuTeTa, [IpaBunamu
BHYTPEHHET0 TPYAOBOTO pacropsjika, HacToAmmM llogoxkeHneM u MHBIMH JIOKaJIbHBIMU
HOPMAaTUBHBIMH aKTaMU Y HUBEPCHUTETA.

5.1.2. Exxeronno mHGOPMHUPOBATH PEKTOPAT YHUBEPCUTETA O pE3ysbTaTax CBOEH

JEATEIILHOCTH.
5.1.3.
5.2.
6. OTBEeTCTBEHHOCTH
6.1. Ha PYKOBOJMTEIIS otaenal/ciyKObl BO3JIAracTcs TIepPCOHAJIbHAS

OTBETCTBEHHOCTbH 34

OpTaHU3AIHMIO JIEATETLHOCTH OT/IEJIa/CITYKOBI IO CBOEBPEMEHHOMY M KAU€CTBEHHOMY
BBITIOJTHCHHUIO BO3JI0’KEHHBIX Ha HETO 33/1a4;

OpTaHU3AIMIO OTIEPATUBHOMN, KAYECTBEHHOM MOATOTOBKH U UCTIOJIHEHUS TOKYMEHTOB
B COOTBETCTBHUU C JICUCTBYIOIIMMH MPABIWIAMH  HHCTPYKITASIMH;

CBOEBPEMEHHOE MCTIOJTHEHNE, COXPAaHHOCTh U TIepeIada B apXuB MPUHSATHIX B padoTy
JIOKyMEHTOB B COOTBETCTBHH C HOMEHKJIATYPOU JIe Y HUBEPCUTETA;

coOuoieHre pabOTHUKAMU OT/Ies1a/CITyKObI TPYIOBON TUCIUILTUHBI;

o0ecrieueHre COXPaHHOCTH UMYILECTBA, HAXOASIIETOCs B OTese/ciyxoe;

obecrnieyeHre CoOJIIOICHUS MPABUI MOXKAPHOU 0€30MacHOCTH, TPEOOBAHUM TTPABUII
OXpaHbI TPY1a;

o0ecrieueHre COXPaHHOCTH MEPCOHANBHBIX IAHHBIX PAOOTHUKOB OT/EIa/CITyKOBI;

0100p, PACCTAHOBKY H JCSITEIBHOCTh PAOOTHUKOB OT/EIIa/CITyKOBI.

6.2. OTBETCTBEHHOCTh PAOOTHUKOB  OTACNA/CIAYKObl ~ YCTAHABIMBACTCS  HX
JOJDKHOCTHBIMA UHCTPYKITASIMH.

6.3.

Tumnosoe mosoxenue — 00

[Tponomxkenue npuiioxenus Nol2



I[TPOEKT BHOCHT:

COT'JTACOBAHO:

Tunosoe nonoxenue — 00

154

Ha odopoTe

K MHCTpyKLIMH 110 1ETONPOU3BOICTBY

JlokHOCTh (PykoBOAUTETH
otenalciyKObi)

N.0. Gamunus

«  » 20 T.

Homxnocts ([IpopexTop/mupexTop
KypHUPYIOIIHUIA COOTBETCTBYIOIIEE
HaIlpaBJICHUE)

N.0. ®amunus

« _» 20 I.

JHomwxknocth (HavanbHuk oTaena
KaJipoB)

N.O. ®amunusg

« » 20 T.

Jomwkaocts (HauansHuk
KOHTPOJILHOTO YIIPABJICHHUS )
N.0. ®amunus

« _» 20 T.
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[Tpunoxxenue Neol3
K MHCTpYKIMHK IO 1EIOTPOU3BOICTBY

YTBEPXIAIO
PexTop Mockosckoro [lonurexa

A.B. Huxkomaenko
« o » 2017r.

IOJIOKEHHE
00 ynpaenenuu
DenepajbHOT0 roCyIapCTBEHHOI0 0K/IKETHOT0 00Pa30BaTEJIbHOI0 YUPeKIeHUA
BbICLIET0 00pa3oBaHMs
«MOCKOBCKHII MOJIUTEXHUYECKUIT YHHUBEPCUTET

Mocksa 2017
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1. O0mue moJI0KeHUs1

1.5. Hacrosee [Tonoxenue perynupyer AesTENbHOCTD ypaBieHus (penepaibHOro
rocyJapCTBEHHOr0 OOKETHOTO 00pa30BaTENbHOIO YUPEKIECHUS BBICIIEr0 00pa30BaHMUS
«MOCKOBCKHIA MOJIMTEXHUYCCKUN YHUBEPCUTET» (J1ajiee — yIpaBJICHUE) M YCTAaHABIINBACT
€ro CTPYKTYypYy, 3a7laui U (PYyHKIMH, a TaKKe MpaBa, 00A3aHHOCTH U OTBETCTBEHHOCTh €0
PYKOBOJUTETIS.

1.6. YnpaBnenue sBAsieTCS CTPYKTYPHBIM TojpaszeneHueM  (denepanbHOro
roCy/1apCTBEHHOTO OIOJKETHOIO 00pa30BaTEIbHOTO YUPEKIACHHS BBICILIEIO 0Opa30BaHUs
«MOCKOBCKHI MOJUTEXHUUYECKUU YHUBEPCUTET» (Hanee - YHUBEPCUTET), ACATEIbHOCTD
KOTOPOTO KYpHUPYET pEeKTOp (MPOPEKTOP/IUPEKTOpP IO HAMPABICHUIO NEATEIbHOCTH
VYHuBepcurera B COOTBETCTBUU € MPUKA3aMHU O MOJTHOMOYHUSAX IPOPEKTOPOB/IUPEKTOPOB 11O
HaIPaBJICHHUIO).

1.7. B cBoel eITeNbHOCTH yIpaBieHue pyKoBoaACTByeTcss DenepanbHbIM 3aKOHOM
oT 29 nexabps 2012 r. No 273-®3 «O6 oOpazoBanuu B Poccuiickoit deneparumny;
HOPMAaTUBHBIMM MPABOBBIMU aKTaMu MuHHCTEepcTBa oOpa3oBaHusi U Hayku Poccuiickoi
®denepanyd, W UHBIMU HOPMATHBHBIMHU IPABOBBIMU aKTaMM;, Y CTaBOM YHHMBEPCHUTETA,
HactosmuM [looxkeHrneM U HHBIMU JIOKaJIbHBIMU HOPMATUBHBIMU aKTaMH Y HUBEPCUTETA.

1.8. YnpaBnenue co3naercsi, peopraHu3yeTcs U JUKBUIUPYETCS B COOTBETCTBHUH C
YcraBom YHUBEpCUTETA.

1.9. B cTpykTypy ynpaBIeHHS BXOISAT:

1.5.1.

1.5.3.

4. OcHoBHbIE LIeJIU U 32/1a4H YIIPaBJIeHHUSs
2.3. OCHOBHBIMHU LICJTSIMH JIEATEIBHOCTH YIIPABICHUS SBISIOTCA:

2.1.1.
2.1.2.
2.4. OCHOBHBIMHM 3a/la4yaMH YIIPABJICHUS SBIISIOTCA:
2.2.3.
2.24.

5. DyHKHUM NoaApa3jieleHuil ynpaBjaeHust

3. 1. Otnen B COOTBETCTBUU C BO3JIOKEHHBIMU Ha HETO 3aJadyaMu OCYIIECTBIISIET
cnenytonue GyHKIAN:

3.1.1

3.1.2. .

3.2. Otnen B COOTBETCTBUMHU C BO3JI0KEHHBIMH Ha HETO 3aJladaMy OCYIIECTBISACT
cnenyronue GyHKIINN:

3.2.1.

3.2.2. :

3.3. JlaGopatopusi B COOTBETCTBUM C BO3JIOXKEHHBIMM Ha HEro 3ajadyaMu
OCYUIECTBJISIET ciieytoue QyHKIINH:

3.3.1.

3.3.2.
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6. [IpaBa ynpasiieHus1

4.1. JIns MOCTMKEHUS OCHOBHBIX 33724 PYKOBOJIUTENb M PAOOTHUKU yNpaBICHUS
MMEIOT IPAaBO:

4.1.6. 3ampamBaTh U MOJIy4aTh OT CTPYKTYPHBIX MOApasZesieHH YHHBepCUTETa
CBEJICHUS, CIPABOYHBIE U JIpyrHe MaTrepuaibl, HEOOXOIUMBbIE IS OCYLIECTBICHUS
AESITeTbHOCTH YIPABICHUS.

4.1.7. llpeacraBisaTh ynpaBleHHWE B OpraHax rocylapCTBEHHOW BJIACTH, MECTHOTO
CaMOYIPAaBIICHUS, UHBIX OpPTaHax, yUpeKACHUSIX U OpraHU3aUsgX M0 BOIIPOCaM, BXOIALIUM
B KOMITETEHIIUIO YIIPaBJICHHUS.

4.1.8. B3aumonelcTBOBaTh CO  BCEMH  CTPYKTYPHBIMH  TOJpa3AeiCHUSMU
YHuBepcurera no BOIpocam, KacaroluMcs JesTEIbHOCTH YIPaBICHUSI.

4.1.9. JlaBaTh pa3bsICHEHUA U PEKOMEHAALMU MO BOMPOCAM, BXOIALIMM B
KOMIIETEHIIUIO YITPABJICHHUS.

4.1.10.

7. OOsI3aHHOCTHM YyNpAaBJIeHHUS

5.2. PykoBojautellb U paOOTHUKH YIPABJICHUS 00S3aHbI:

5.1.3. Cobmronath 3akoHOAaTeNbcTBO Poccuiickoit denepanuu, oOienpru3HaHHbBIE
MPUHIUIIBI 1 HOPMBI POCCUMCKOTO U MEXKIyHapOHOTO IpaBa, Kacaroluecs chepbl CBOeH
NEATEIIbHOCTH, & TAaKKE€ HOPMBI, IIPEyCMOTPEHHBIE Y CTaBOM Y HUBepcuTeTa, [IpaBunamu
BHYTPEHHETO TPYAOBOTO pacmnopsjika YHUBEpCUTETa, HacTOSuM [lonoxkeHrnemM U MHbIMU
JIOKaJIbHBIMU HOPMATUBHBIMU aKTaMHU Y HUBEPCUTETA.

5.1.4. Exerogno uHGOPMHUPOBATH PEKTOpPAT YHHUBEPCUTETA O PE3yibTaTax CBOCH
NEATEIIbHOCTH.

7. OTBETCTBEHHOCTH yYIIPABJICHUS

7.1. Ha pykoBoauTessl ynpaBlIeHHUS BO3JIAraercs MepcoHalbHasi OTBETCTBEHHOCTb
3a:

OpPraHMU3alHI0 JEATEIIbHOCTH YIIPABJIECHUS 10 CBOEBPEMEHHOMY M KAYECTBEHHOMY
BBITIOJTHEHUIO BO3JIOKEHHBIX HAa HETO 3a/1a4;

OpPraHMU3alNI0 ONIEPATUBHOM, KAY€CTBEHHON MOATOTOBKHU M UCTIOJHEHHS TOKYMEHTOB
B COOTBETCTBUU C JECUCTBYIOIIMMH NPABUIAMU U HHCTPYKIUSMH;

CBOEBPEMEHHOE HCIIOJIHEHUE, COXPAHHOCTh U Mepeaya B apXUB MPUHATHIX B paboTy
JOKYMEHTOB COTJIACHO HOMEHKJIATYpe J€] Y HUBEPCUTETA;

coOuroieHre pabOTHUKAMH YIIPABJICHUS TPYAOBON AUCHHUIUINHBI;

o0ecreyeHne COXpaHHOCTH UMYIIECTBA, HAXOSIIETOCs B YIPABICHUY;

obecrnieueHre CoOJIIOEHUS MTPaBUIl MOXKAPHON 0€30MacHOCTH, TPEOOBAHUN MPaBUII
OXpaHbl TPY/a;

obecreueHrne COXpaHHOCTH MEPCOHATBHBIX JaHHBIX pAOOTHUKOB yIIPaBICHHUS;

10100p, PaCCTAaHOBKY U IE€SITEIbHOCTh PAOOTHUKOB YIIPABJICHHUS.

7.2. OTBeTCTBEHHOCTh  pa0OTHUKOB  YNpaBICHHWS  yCTAHABIUBACTCS  UX
JNOJKHOCTHBIMA MHCTPYKLUSMH.

7.3.
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8. CrtpykTypa ynpasiieHust

7.4. OOmee pyKOBOACTBO JIEATENBHOCTBIO YIPABICHHUS OCYIIECTBISIET PEKTOP
(IPOPEKTOP/AUPEKTOP MO HANPABICHUIO JNEATEIBHOCTH YHUBEPCUTETA B COOTBETCTBUU C
MPUKA3aMH O TOJTHOMOYHSX MTPOPEKTOPOB/IUPEKTOPOB 110 HATIPABICHUIO).

7.5. HemocpencTBeHHOE PyKOBOJACTBO AESTEIbHOCTHIO YIPABICHUS OCYLIECTBIISET
PYKOBOJIUTEIb YIIPABICHUS

7.6. B cocrtaB ympaBieHHs BXOISAT CTPYKTYypHBIE TIOJpa3AeliCHUs] B COOTBETCTBHH C
IpUKa3aMu O CTPYKType Y HUBEpCHUTETA.

7.3.1. HauvanbHUKM OTHEJIOB B COCTaBe yMpaBleHUs, JApyrue pabOTHUKHU
Ha3HAYaroTCs Ha JOJHKHOCTh M OCBOOOXKIal0TCA OT Hee MPUKA30M PEKTOpa Y HUBEPCUTETA.

7.3.2. Pacnpenenenue o0si3aHHOCTEH  MexAy paOOTHUKAMHU  yIpaBJICHHUS
IPOU3BOIUTCS] PyKOBOJUTENIEM YIIPABJICHUSI 110 MPEICTABICHUIO HAYaJIbHUKOB OT/IEJI0B

7.3.3.
7.4.

Twumnooe mosoxenue — 00
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[Tpogomxenue mpunoxkenus Nel3
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

I[TPOEKT BHOCHT: JlokHOoCTh (PykoBOAUTEH
yIpaBJICHUS )
N.0. ®amunus
« _» 20 T.
COT'JTACOBAHO: Homxnocts ([Ipopextop/mupexTop,
KYPHUPYIOLIUA COOTBETCTBYIOIIEE
HaIlpaBJICHUE)
N.0. ®amunus
« _» 20 T.
JHomwxnocth (HavanbHuk oTaena
KaJipoB)
N.0O. ®amunus
« _» 20 T.

JomwkHocth (HauaneHuk

KOHTPOJIBHOTO yIIPABJICHWS)
N.0. ®amunus

« » 20 T.

Ha odopoTe

Tunosoe nonoxenue — 00
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1. O0mue moJI0KeHUs1

1.1. Hacrosiniee mnosnoxeHue peryaupyer AesTebHOCTh ILIeHTpa (eaepanbHOTo
rocyJapCTBEHHOT0 OOKETHOTO 00pa30BaTENbHOIO YUPEKIECHUS BBICIIET0 00pa30BaHMS
«MOCKOBCKUI MOJUTEXHUYECKUN YHUBEPCUTET» (Aajiee — IEHTP) U YCTAHABJIMBAET €r0
CTPYKTYpPY, 3aJaudl U (PYHKIUMHU, & TaKXKe IpaBa, 00S3aHHOCTU U OTBETCTBEHHOCTH €r0
PYKOBOJUTETIS.

1.2.  Dentp  sABIgeTCS  CTPYKTYPHBIM  TOJpa3jieieHueM  (eaepanbHOro
roCy/1apCTBEHHOTO OIOJKETHOIO 00pa30BaTEIbHOTO YUPEKACHUS BBICIIEIO 0Opa3OBaHUs
«MOCKOBCKUI MOMUTEXHUYECKU YHUBEPCUTET» (Hanee - YHUBEPCUTET) U KypUPYETCS
pPEKTOpOM (IIPOPEKTOPOM/TUPEKTOPOM IO HANPABIECHUIO NEATEIHLHOCTU YHUBEPCUTETA B
COOTBETCTBUU C IPUKA3aMH O MOJTHOMOYHSX ITPOPEKTOPOB/JUPEKTOPOB M0 HATIPABJICHHIO).

1.3. B cBo€l nesaTenbHOCTH LEHTP pyKoBoAcTBYyeTcs DefiepanbHbIM 3aKOHOM OT 29
nexkabps 2012 r. Ne 273-®3 «O6 oOpazoBanuu B Poccuiickoit ®enepamnumy;
HOPMAaTHBHBIMH IPABOBbIMU akTaMu MuHuctepcTBa oOpa3zoBaHusi U Hayku Poccuiickoit
@denepallid U WHBIMM HOPMATUBHBIMU IMPABOBBIMU aKTaMH; YCTaBOM YHHMBEPCHUTETA,
HacTossuM [losiookeHremM 1 HHBIMU JIOKaJIbHBIMA HOPMATUBHBIMU aKTaMH Y HUBEPCUTETA.

1.4. LleHTp co3/1aeTCsl, pEOPraHU3yEeTCs U JIMKBUIUPYETCS B COOTBETCTBUU C Y CTABOM
YHuBepcurera.

1.5. B cTpykTypy LieHTpa BXOIAT:

15.1.

1.5.2.

1.5.3.

2. OCHOBHBbBIE LEJIU U 32/1a49H [IEHTPA

2.1. OCHOBHBIMH LIETISIMU JEATEIHLHOCTH IIEHTPA SBISIOTCS:
2.1.1.

2.1.2.

2.1.3.

2.2.  OCHOBHBIMHM 33Jla4aMHU IICHTPA SIBJISIOTCS:

2.2.1.

2.2.2.

2.2.3.

3. OyHKUMH NOAPA3AeJIeHUI HeHTpa

3.1. IleHTp B COOTBETCTBUU C BO3JIOKEHHBIMH Ha HETO 33/J[a4aMU OCYIICCTBIISIET
cnenyronue QyHKIIAN:

3.1.1.

3.1.2. :

3.2. lleHTp B COOTBETCTBUHU C BO3JI0KCHHBIMH Ha HETO 33Ja4aMH OCYIIECTBISET
cienyomme QyHKIUN:

3.2.1.

3.2.2.
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4. IlpaBa uenrTpa

4.1. Jna 1DOCTHXKEHUS OCHOBHBIX IEJIEH PYKOBOAWUTENb U PaOOTHUKM ILIEHTpa
UMEIOT MPaBo:

4.1.7. 3anpammBaTh W MOJIy4aThb OT CTPYKTYPHBIX NMOJpa3elIeHui YHHMBEpcUTETa
CBEJICHMsI, CIPABOYHbIE U JPYrM€ MaTepualbl, HEOOXOAMMBIE JUIsl OCYIIECTBICHUS
JESTENIbHOCTH LIEHTPA.

4.1.8. IlpeacraBnsaTe LEHTP B OpraHax TIOCYJapCTBEHHON BIACTH, MECTHOIO
CaMOYIIPABJIEHUS, UHBIX OPTaHaX, YUPEKACHUAX U OPTaHU3ALMIX IO BOITPOCAM, BXOSIIAM
B KOMIIETEHIIUIO LEHTpA.

4.1.9. BzaumoneicTBOBaTh CO  BCEMH  CTPYKTYPHBIMH  TOJpa3AeiCHUSIMU
VYHuBepcurera 1o BOnpocam, KaCaroluMcs JeATEIbHOCTH LIEHTPA.

4.1.10. JlaBaTh pa3bsICHEHUSI M PEKOMEHIAIMU IO BONPOCAM, BXOASIIMM B
KOMIETEHIIUIO [IEHTpA.
4.1.11.

5. O0sI3aHHOCTH LIEHTpAa

5.1. PykoBonutenb U paOOTHUKH IIEHTpa 00sI3aHBbI:

5.1.1. CobmronaTs 3aKkoHOAaTENLCTBO Poccuiickoit denepaiiiu, 00MeIpU3HAHHBIC
CBOCH JIEATEIIBHOCTH, a TaKX€ HOPMBI, MPETyCMOTPEHHbIE Y CTaBOM MPUHITUIIEI U1 HOPMBI
POCCHIICKOTO M MEKIyHapOIHOTO MpaBa, Kacaromuecs cgepbl YHuBepcurera, [IpaBunamu
BHYTPEHHETO TPYAOBOTO pacnopsiika, HacTosmuM llonoxkeHrneM u MHBIMH JIOKaJbHBIMU
HOPMATHUBHBIMHU aKTaMHU Y HUBEPCHUTETA.

5.1.2. Exerogno mHGOpMHpPOBATH pEKTOpaT YHHUBEPCUTETA O pe3yjbTaTax CBOEH
NEATEIIbHOCTH.

8. OTBeTCTBEHHOCTH LIEHTPA

6.1. Ha pykoBoauTens eHTpa Bo3JIaraeTcs nepcoHaibHasi OTBETCTBEHHOCTS 3a:

OpraHu3alMI0 JACSTENIbHOCTH LIEHTPAa IO CBOEBPEMEHHOMY W Kaue€CTBEHHOMY
BBITIOJIHEHHUIO BO3JI0’KEHHBIX Ha HETO 33/1a4;

OpraHU3alUIo0 ONEePaTUBHOM, KAUECTBEHHOU MOATOTOBKY U UCTIOJTHEHUS JOKYMEHTOB
B COOTBETCTBHUU C JACUCTBYIOIIMMH MPABUIAMHU U HHCTPYKLUSIMH;

CBOEBPEMEHHOE HCIIOJIHEHUE, COXPAaHHOCTh U NIepeiauy B apXUB MPUHATHIX B paboTy
JOKYMEHTOB, COINIACHO HOMEHKJIATYpPHI J1e]1 Y HUBEPCUTETA,

coOoieHre pabOTHUKAMU LIEHTpa TPYA0BOW AUCLMILIUHBL

o0ecrnieueHrne COXpaHHOCTH UMYILIECTBA, HAXOASILErocs B LIEHTPE;

obecrnieueHre COoOJIIOEHUS MpaBUIl MOXKAPHON 0€30MacHOCTH, TPEOOBAHUN MPaBUII
OXpaHbl TPY/a;

o0ecrniedeHrne COXPaHHOCTH MEePCOHATIBHBIX IAHHBIX PA0OTHUKOB LIEHTPA;

no100p, PacCTAaHOBKY M AESITENbHOCTh PAOOTHUKOB IICHTpA, JIUI, MPUHATHIX Ha
paboTy 1Mo rpa’kJaHCKO-TIPAaBOBOMY JI0TOBODY.

6.2. OTBETCTBEHHOCTh PAOOTHUKOB IIEHTPA YCTAaHABIMBACTCS MX JOJDKHOCTHBIMHU
UHCTPYKIUSIMH.
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/. YnpaBjieHue e HTPOM

7.1. OOmee pyKOBOJACTBO JIE€ATEIbHOCTBIO IEHTpPa OCYIIECTBISIET PEKTOP
(IpOpeKTOp/IUPEKTOP MO HAMPABICHUIO JEATEIBHOCTH YHHUBEPCUTETA B COOTBETCTBUU C
MPUKa3aMH O MOJHOMOYHSAX MTPOPEKTOPOB/IUPEKTOPOB MO HAIIPABIICHHIO).

7.2. HemocpencTBEHHOE PYKOBOJACTBO JI€ATEIIbHOCTBIO IIEHTPAa OCYIIECTBIISET
PYKOBOJUTEIb LEHTPA, B CIIy4a€ €ro OTCYTCTBUS — 3aMECTUTEIIb PYKOBOJIUTEIIS LIEHTPA.

7.3. CrpykTypy ¥ IITaTHYI YHCIEHHOCTb IIEHTpAa VYTBEPXKIAET PEKTOP
YHuBepcuTeTa, UCXO0/I1 U3 YCIOBHM U OCOOCHHOCTEH NEATEIHLHOCTH, IO MPEICTABICHUIO
nupekropa LlenTpa.

7.4. B cocraB 1eHTpa BXOIAT CTPYKTYPHBIE MOJPA3JEIEHUS B COOTBETCTBHM C
IIpUKa3aMu O CTPYKType Y HUBEPCUTETA.

7.5. HauanpHuKH OTAEIOB B COCTaBE IIEHTpa, Jpyrue paObOTHUKH IIEHTpa
HA3Ha4yaroTCs Ha JOJDKHOCTh M OCBOOOXKIAIOTCS OT HEE MPUKA30M PEKTOpa Y HUBEPCUTETA.

7.6. Pacmpenenenue oO0s3aHHOCTEH MEXIy paOOTHHKAMH IICHTpA MPOU3BOIUTCS
PYKOBOJHUTEIIEM LIEHTPA MO MPEIOCTABICHUIO HAYaJbHUKOB OT/AEIIOB.

Tunosoe nonoxenue — 00
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[Tponomxkenne npunoxenus Neld
K MHCTpyKLIMK 11O J€101POU3BOJCTBY

I[TPOEKT BHOCHT: JlomkHOCTh (PyKkoBOAMTE b LIEHTPA)
N.O. ®amunusg
« » 20 T.
COT'JTACOBAHO: Homxnocts (IIpopexTop/mupexTop,
KYPHUPYIOLIUNA COOTBETCTBYIOIIEE
HaIlpaBJICHUE)
N.0. ®amummnsg
« » 20 T.
JHomwxknocth (HavanbHuk oTaena
KaJipoB)
N.O. ®amunusg
« » 20 T.

Jomwkaocts (HauaneHuk

KOHTPOJIBHOT'O YIIPABJICHHMS)
N.0. ®amunus

« » 20 T.

Ha odopoTe

Tunosoe nonoxenue — 00
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1. O01mue MoI0KEeHUA

1.1. Hacrosiee Noa0KEeHUE PeryaupyeT AesTEIbHOCTh HUHCTUTYTa (PeepaIbHOTO
roCy1apCTBEHHOI0 00pa30BaTEIbHOTO YUPEXKIECHUs BbICILIEro 00pa3oBaHus «MOCKOBCKUN
MOJIMNTEXHUYECKUN YHUBEPCUTET» (Jajiee — MHCTUTYT) U YCTAHABIMUBAET €r0 CTPYKTYPY,
3a1a4M U (PyHKIUY, a TAKXKe IpaBa, 00A3aHHOCTH U OTBETCTBEHHOCTh €T0 IUPEKTOPA.

1.2. HHctutryr sBAseTCs  CTPYKTYpPHBIM  MoApasjelieHueM  (enepaibHOro
roCy1apCTBEHHOI0 00pa30BaTeNIbHOTO YUPEXKICHUS BhICIIEro 00pa3oBanus «MOCKOBCKUHN
MOJINTEXHUYECKUA  YHUBEPCUTET» (Hajnee — YHUBEPCUTET) M KypUPYETCS PEKTOPOM
(MIpOPEKTOPOM/IUPEKTOPOM 1O  HAIpPABICHUIO  JEATEIbHOCTH  YHHBEpPCUTETa B
COOTBETCTBUU C IPUKA3aMH O MTOJTHOMOYHSX MTPOPEKTOPOB/IUPEKTOPOB MO HATIPABJICHHIO).

1.3. B cBoell gesaTenbHOCTH UHCTUTYT pyKOBOJICTBYyeTcs denepanbHbIM 3aKOHOM
or 29 nmexabpst 2012 r. Ne 273-®3 «O6 obOpazoBanuu B Poccuiickoit Deneparumy;
HOPMATHBHBIMH MPABOBbIMU akTaMu MuHucTepcTBa 00pa3zoBaHusi 1 Hayku Poccuiickoi
Oenepannu, Y CTaBOM Y HUBEpCUTETA, HACTOAIUM [los102KEHNEM M MHBIMUA HOPMATUBHBIMU
ITPABOBBIMM aKTaMH Y HUBEPCUTETA.

1.4. HWHctutyr co3paercs, peopraHu3yeTcss W JIMKBUIUPYETCS Ha OCHOBAHHUU
pELIEHNs YYEHOTO COBETA Y HUBEPCUTETA U MPHUKA3a PEKTOpa Y HUBEPCUTETA.

1.5. OOuee PYKOBOJICTBO UHCTUTYTOM OCYUIECTBIISIET BBIOOPHBII
MIPEACTABUTENBHBIM OpraH — YYEHbBIM COBET WHCTUTYTA, BO3IJIABIIEMBIM JTHPEKTOPOM
uHCTUTYTAa. CPOK MOJHOMOYMK YYEHOIO0 COBETA MHCTUTYTa HE MOXKET IPEBBIIAThH S5 JIET.
JIeATEeNIbHOCTh  YYEHOI'0 COBETAa HMHCTUTYTAa PENNIAMEHTUPYETCA COOTBETCTBYHOLIUM
IIOJIOKEHUEM, IIPUHUMAEMbIM YUYE€HBIM COBETOM YHHBEPCUTETA, WM YTBEPKIAEMBIM
IIPUKA30M PEKTOpa Y HUBEPCUTETA.

1.6. HHcTUTYT BO3raBiIsieT JUPEKTOP, Ha3HAYAEMbIl B yCTAHOBJICHHOM TOPSIKE.

2. OCHOBHBIE LIeJIM U 32/1a4¥ HHCTUTYTA

2.1. OCHOBHBIMU IIENIIMU ACSATEIHHOCTH UHCTUTYTA SIBISIFOTCSI:

2.1.1. YioBneTBopeHHE TOTPEOHOCTEH  JMYHOCTEM B  HMHTEIUIEKTYyalbHOM,
KyJIbTYPHOM, HPABCTBEHHOM, JCTETUYECKOM U (U3NYECKOM pa3BUTUU B IMpoliecce
MOJTyYEHHUsI COOTBETCTBYIOIIET0 00pa30BaHUsI.

2.1.2. PazBuTHE HAay4YHBIX HCCJIECJOBAaHUN 1O HAMNpPaBICHUIO JEATEIbHOCTH
MHCTHUTYTAa, UCIIOJIb30BAHUE MOJIyUYEHHBIX PE3YJIbTAaTOB B 00pa30BaTEIbHOM IPOLIECCE.

2.1.3.

2.14.

2.2. OCHOBHBIMH 337ja4aMi UHCTUTYTA SIBJISIFOTCSL:

2.2.1. OcymiecTBieHne y4deOHOM, HAy4HOM W BOCHHUTATENIbHOW JAESATEILHOCTH B
pamMKax peanu3aluy 00pa3oBaTENbHBIX IPOrpaMM IO NPO(UIBHBIM HANpaBICHUSIM U
CIIEHAIBHOCTSIM B COOTBETCTBUU C 3aKOHOAATENBCTBOM Poccuiickon denepanny;

2.2.2. Yaactue B (OPMUPOBAHMHM U MOJCPHU3ALMU CHCTEMBI POCCHUIICKOTO
oOpa3oBaHuUs.

2.2.3. CopeiicTBHE B TPYAOYCTPOICTBE BBHITYCKHUKOB.
2.2.4.
2.2.5.
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2.2.6. Jlpyrue 3agaun, BHITEKAIOIIUE U3 Y CTaBa Y HUBEPCUTETA U COOTBETCTBYIOIIHE
IpoQHIII0 HHCTUTYTA.

3. OcHoBHbIE PyHKIIUM HHCTUTYTA

3.1. HHCTUTYT B COOTBETCTBUU C BO3JIO)KEHHBIMH Ha HETO 3a/1a4aMU OCYIIECTBIISIET
cieayomme QyHKIUN:

3.1.1. [InanupoBanre pabOTBI HHCTUTYTAa 1O PA3JIUYHBIM  HAMPABICHHUSIM
JEeSTeTbHOCTH UHCTUTYTA.

3.1.2. Coznanue oOydJaronmmMcsi YHUBEPCUTETA YCJIOBUH, HEOOXOIUMBIX JIJIst
MOJIyYeHHS] KaU€CTBEHHOTO CPEIHET0 MpOo(heCCHOHATBHOTO, BBICIIIETO U JOTIOJHUTEIHHOTO
oOpa3oBaHUs.

3.1.3. Hayuynas u meparormueckasi SKCIepTH3a HAYyYHBIX U y4eOHO-METOIUYECKUX
MaTepHasioB B Mpeenax MpeAMETHON (AUCITUIUTMHAPHON ) MPUHAIIC)KHOCTH.

3.1.4. ®opmupoBaHre BPEMECHHBIX TBOPYECKHX KOJUICKTUBOB JUISI BBITOJTHCHUS
HAy4HO-UCCIICIOBATCILCKUX PadOT, B TOM YHCJIE C YYacCTHEM CTYACHTOB, aCIUPaHTOB,
JOKTOPAHTOB ¥ MOJIOJIBIX YUEHBIX YHUBEPCUTETA.

3.1.5. Yyactue B MTPOBOANMBIX YHUBEPCUTETOM, o0pa3oBaTeIbHBIMU
OpraHW3alMsIMU  BBICIIIETO O0Opa3oBaHUsA, a TakKe TOPOJCKHX, POCCHHCKHX U
MEXIYHAPOJHBIX HAYYHBIX U TBOPYECKUX BBICTAaBKAaX, KOHPEPECHIHIX, CHMIIO3UyMaX H
JIPYTUX HAYYHBIX U TBOPYECKUX MEPOIPUATHUSAX.

3.1.6. Opranuzanuss Ha 0a3e WHCTUTYTa HAYYHBIX U TBOPYECKUX BBICTABOK,
CEMUHAPOB, KOH(EPEHIIUNA U JPYTUX HAYYHBIX U TBOPUECKUX MEPONPHUATUNA, TPEIMETHBIX
OJIMMITHA]T ITKOJIbHUKOB U CTYJICHTOB.

3.1.7. Benenue nesatenbHOCTH B 00J1aCTH 00eCIieYeHUsT KauecTBa 00pa3oBaHUsI.

3.1.8. YcraHoBneHue B3aUMOCBSI3M CO IIKOJAMU U JAPYTMMH 00pa30oBaTeIbHBIMU
OpraHM3alMsIMH B HEMsIX 0000IIeHHsT W PacHpOCTpaHEHHUs TMEPEeJOBOTO0 HAYYHO-
MeJarOTHIECKOTO OIBITA M OKa3aHUS HAYYHO-METOAMYECKON TTOMOIIIH.

3.1.9.

3.1.10.

4. IIpaBa u 00I3aHHOCTH HHCTUTYTA

4.1. HHCTUTYT UMEeT IpaBo:

4.1.1. BHOCUTh Ha pacCMOTpPEHHE pEeKTopaTa M YYEHOrO0 COBETa YHHUBEpPCUTETa
PEIOKEHHSI IO COBEPIICHCTBOBAHUIO PA0OTHI HHCTUTYTA U Y HUBEPCUTETA.

4.1.2. 3anpammBaTh M TMOJy4aTh B YCTAHOBJIEHHOM MOpPSAKE OT pEKTopara u
PYKOBOJMTENIEH CTPYKTYPHBIX TOJApa3ieNeHuid YHHUBEpPCUTETa HEOOXOIUMbIE ISt
OCYUIECTBJICHUS ACSITEIIbHOCTH HHCTUTYTAa UHPOPMALIUIO, IOKYMEHThI U MaTepUAJIbI.

4.1.3. [lpuBnekaTh, MO COIIACOBAHUIO C COOTBETCTBYIOIIMMHU PYKOBOIUTEISIMHU,
pabOTHUKOB  CTPYKTYPHBIX MOJpa3ieieHU YHUBEpPCUTETa JJii  OCYLIECTBIICHUS
MEpONPHUATHIA, MPOBOJAUMBIX MHCTUTYTOM B COOTBETCTBHUU C BO3JIOKEHHBIMH Ha HETO
3a/1a4aMH.

4.1.4. OcymecTBasATh  WHBIE  BUABl  JACATEIBHOCTH,  HE  3alpEIICHHbIE
3aKOHOJATENLCTBOM Pocculickont denepanum.
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4.2. WucTuTyT 00s132H:

4.2.1. Cobmonate 3akoHOAATENbCTBO Poccuiickoit denepanuu, OOUIETIPUHSATHIC
MIPUHIIAIIBI 1 HOPMBI POCCUUCKOTO M MEXKIyHApPOJHOTO MpaBa, Kacaromuecs cgepbl cCBoeH
NEATEIIbHOCTH, a TaK’K€ HOPMBI, NPEyCMOTPEHHBIE Y CcTaBOM YHUBepcuTeTa, [IpaBuiamu
BHYTPEHHETO TPYJOBOTO pacmopsijika, HacTosumM [lookeHrneM u MHBIMH JIOKaJbHBIMU
HOPMAaTHBHBIMHU aKTaMHU Y HUBEPCHUTETA.

4.2.2. PerynsipHo uHQOpPMUPOBATh YYEHBIM COBET YHHMBEPCUTETa O IUIAHAX U
pe3ynbTaTax CBOEH JCSTEIHHOCTH.

5. OTBETCTBEHHOCTH

5.1. Ha aupekTopa HHCTUTYTa BO3J1araeTcs IepCcoOHabHAsi OTBETCTBEHHOCTD 3a:

OpraHM3aIMI0 JCATEIbHOCT HHCTUTYTa 10 CBOEBPEMEHHOMY M KadeCTBEHHOMY
BBITIOJTHEHHUIO BO3JIOKEHHBIX Ha HETO 3a7ady;

OpTaHMU3AINIO OMEPATUBHOMN, KAY€CTBEHHOU MOATOTOBKH 1 UCTIOTHEHUS JOKYMEHTOB
B COOTBETCTBHUU C JICHCTBYIOIIUMHU MTPABUIAMU U UHCTPYKIUSMU;

CBOEBPEMEHHOE HCIIOJIHEHUE, COXPAHHOCTh U Mepeada B apXUB MPUHATHIX B paboTy
JOKYMEHTOB, COTJIACHO HOMEHKJIATYphI 1e71 Y HUBEPCUTETA;

coOtoieHne pa0OTHUKAMHM MHCTUTYTA TPYAOBOU JUCHUIIIINHBL;

o0ecreyeHne COXpaHHOCTH UMYIIIECTBA, HAXOSIIETOCS B MHCTUTYTE;

oOecrnieueHne coOIIO/IeHUs MPaBUil MOXKapHOM 0€30MacHOCTH, TPeOOBaHUM MpaBUIl
OXpaHbl TPY1a;

oOecreueHne COXPaHHOCTH MEPCOHAIBHBIX JAHHBIX PAOOTHUKOB M OOYYArOIIMXCS
MHCTHUTYTA;

110J100p, PaCCTAaHOBKY U JI€ATEIbHOCTh PAOOTHUKOB UHCTUTYTA.

5.2. OTBETCTBEHHOCTh PAOOTHUKOB MHCTUTYTA YCTAHABIMBACTCS UX JTOJKHOCTHBIMU
WHCTPYKUHUSMHU.

6. IIpaBa u 00S3aHHOCTH IMPEKTOPA HHCTUTYTA

6.1. JlupexTop MHCTHTYyTa UMEET MPABO:

6.1.1. I3gaBaTh pacmopspKeHHsl MO0 WHCTUTYTY, pa3padaThiBaTh IMPOCKTHI HHBIX
JIOKaJIhHBIX HOPMATUBHBIX aKTOB IO BOIPOCAM ACATEIHPHOCTA NHCTUTYTA.

6.1.2. BHoCUTH ITpeAsIOKEHHS PEKTOPY Y HUBEPCUTETA IO HATIPABJICHHUIO PAOOTHHUKOB
WHCTUTYTA Ha MOBBIIICHUE KBATU(UKAIUY.

6.1.3. 3anpammBaTrh U MOJy4aTh HEOOXOAUMYIO HH(GOPMAIIUIO TIO BOIIpocam paboThI
CTPYKTYPHBIX MOJIpa3/IeICHUN HHCTUTYTA.

6.1.4. Ilo cornacoBaHuIO C PYKOBOJCTBOM APYIMX CTPYKTYPHBIX MOJpa3eieHHil
VYHuBepcuTeTa NpUBJIEKaTh UX PAOOTHUKOB K YYaCTUIO B pa00OTE MHCTUTYTA.

6.1.5. YuacTBOBaTh B COBEIMIaHUAX, KOH(PEPEHIMSAX, CEMUHApaX M HWHBIX
MEPOTPHUATHSIX IO BOIPOCAM ACATEIHPHOCTA HHCTUTYTA.

6.1.6. YuacTtBoBaTh B pa3pabOTKE IMITATHOTO PACIHMCAHHS WHCTUTYTa B Tpejaesiax
YCTaHOBJICHHOW PEKTOPOM Y HUBEPCUTETA IITATHOM YUCICHHOCTH.

6.1.7. BHOCUTH IpeIOKEHUSI PEKTOPY Y HUBEPCUTETA O MOOIIPEHUSX U B3BICKAHUIX
pabOTHUKAM UHCTUTYTA.
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6.1.8. [IpencraBiasiTh MHCTUTYT MO COTJIACOBAHMIO C PEKTOPOM YHHUBEPCUTETA B
YUPEKACHUSIX U OpraHu3aIUsaX 10 BOIIPOCAM €ro JeITeIbHOCTH.

6.1.9. OcyuiecTBAsATH ApyTHe MpaBa B COOTBETCTBUU C JOKAIbHBIMA HOPMATHUBHBIMU
aKTamMu Y HUBEPCUTETA.

6.2. JlupekTop MHCTUTYTa 00sI3aH:

6.2.1. 3HaTh TIPUOPUTETHBIC HANpPABJICHUS Pa3BUTUS OO0Pa30BATEIHHON CHUCTEMBI
Poccuiickonn @enepanuny; OCHOBHBIC HAIIPABIICHUs Pa3BUTUS YHHUBEPCUTETA; 3aKOHBI U
WHBIE HOpPMAaTHBHBIE TPABOBbIE  aKThl, pErVIAMEHTUPYIOUIME 00pa30BaTEIbHYIO
JIeSTeTLHOCTh Y HUBEPCUTETA; Y CTaB Y HUBEPCUTETA; TIOPSAIOK 3aKITIOUEHUS U UCTIOJTHCHHS
JOTOBOPOB ¥  KOHTPAKTOB; OCHOBBI OSKOHOMHKM U (UHAHCOBO-XO3SHCTBEHHYIO
JesTeIbHOCTh 00pa30BaTEeNbHON OpraHu3alii; TPEOOBaHUS K JIMIICH3UPOBAHUIO W
aKKpeIuTaluu 00pa30BaTENbHBIX OpraHU3alliii  BBICIIETO 00pa30BaHUS; YCIOBUS
OpraHu3allMid ¥ TPOBEICHUSI OOMIEPOCCUUCKUX KOHKYPCOB B 00JIacTH 0Opa3oBaHUS U
HAyKH; OCHOBBI TPYJOBOTO 3aKkoHOAaTenbcTBa Poccuiickoit denepanuu; mpaBuia 1 HOPMbI
OXpaHbl TPy/Aa, MOKapHOU 0€30MacHOCTH; MpaBHiia BHYTPEHHETO TPYJOBOTO PaCHIOPSAKa
YHuBepcurera.

6.2.2. [IpoBOANTH COBEIIAHUS, UMEIOIIME OTHOIICHHUE K ICITEIIbHOCTH MHCTUTYTA.

6.2.3. YTBepKaaTh MiIaHbl pad0T CTPYKTYPHBIX MOAPA3IeICHHI, BXOIIIINX B COCTAB
WHCTUTYTA.

6.2.4. OcyiecTBIATh HEMTOCPEACTBEHHOE yIPaBICHHE AeATEIbHOCThIO IHCTHTYTA.

6.2.5. BHoCUTH ITpe1sioKeH s B TUIaH pa0OThl Y HUBEPCUTETA IO BCEM HAMPABICHUSIM
JeSTeIbHOCTH UHCTUTYTA.

6.2.6. Pemath BOmpoChl Y4eOHOW, BOCHHUTATEILHOW, METOJUYECKON M HAy4HO-
UCCIIEJOBATENBCKON pabOTHI.

6.2.7. HemocpeacTBeHHO y4acTBOBATh B OPTaHU3AIMHU Y4eOHOTO Mpoliecca.

6.2.8. 'oToBUTH, MaTepuanabl O pe3yjbTaTax JEATENbHOCTH CTPYKTYPHBIX
MOIpa3/IeIeHNH, BXOSIINX B COCTAaB MHCTUTYTA AJIs BKIIIOUECHHUS UX B OTYET Y HUBEPCHUTETA.

6.2.9. OpranuzoBbiBaTh CcOOp MaTEepHAIOB OT CTPYKTYPHBIX TOJpa3fesieHuit
WHCTUTYTa /JI1 TPOBENEHUS CaMOOIEHKH, WX AaHallu3 M TMPEACTAaBICHUE OT4YETa O
CaMOOIIECHKE JJIsl PACCMOTPEHUS U MPUHATHUS PEIICHUI PYKOBOJICTBOM Y HUBEPCHUTETA.

6.2.10. Opranu3oBaTh ¥ KOHTPOJUPOBATH PAOOTYy CTPYKTYpPHBIX MOJpa3JelieHUH,
BXO/ISIIIINX B COCTaB MHCTUTYTA MO BBIMOJHEHUIO TJIAHOB.

6.2.11. CiocoOGCTBOBATH CO3JAaHUIO YCIOBHUH /JIsl BHIOTHEHUS CBOMX 00S3aHHOCTEH
pabOTHUKAMU MHCTUTYTA B COOTBETCTBUU C 3aKOHOaTenbcTBOM Poccutickoit denepanumy,
HOPMAaMH T10 OXpaHe TPy/a, MoxKapHOH O€30MaCHOCTH U KOJUIEKTUBHBIM JJOTOBOPOM.

6.2.12. B ycTaHOBJIEHHbIE CPOKH COTJIACOBBIBATh IIJIaHBI PaOOThl HMHCTUTYTa C
IPYTUMHU  CTPYKTYPHBIMU TOJIpa3/IeJICHUSIMA Y HUBEPCUTETA, MPEACTABISTh IJIAHBI
NEPCHEKTUBHBIX MEPONPUATUH, OTYETHI O padOTE UHCTUTYTA.

6.2.13. KoopauHupoBaTh HAy4YHO-UCCIEIO0BATEILCKYI0 pabOTy B CTPYKTYpPHBIX
NoJIpa3AesIeHUsIX UHCTUTYTA.

6.2.14. CucTtemMaTH4YEeCKH MOBBIMIATH CBOIO KBaTU(UKAITHIO.

7. CTpyKTypa HHCTHTYTA
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7.1.  Jlnsa opraHuzanuu yueOHoU paboThI O pa3Tu4HbIM popMaM 00yUEHHs UITH T10
OTIENBHBIM HAMpaBJICHUSM IOATOTOBKU (CHEIHATBbHOCTSIM) B COCTaBE€ HMHCTUTYTa IIO
pEILIEHUIO YUYEHOTO COBETa Y HUBEPCUTETa MOTYT 00pa30BBIBATHCS (DaKyIbTEThI, Kadeapbl
U MHbIE CTPYKTYPHBIE MOApa3IeIICHHs.

7.2. B cocraB MHCTHTYTa BXOAST CTPYKTYpHBIEC MOAPA3/IEIICHHUS B COOTBETCTBHH C
NPUKa3aMU O CTPYKTYpe Y HUBEPCUTETA.

Tumnooe mosoxenue — 00
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[Tponomxkenue npunoxenus Neld
K MHCTpyKLIMK 1O J€I0NPOU3BOICTBY

I[TPOEKT BHOCHT: JlokHOoCTh (PykoBOAUTEH
WHCTUTYTA)
N.0O. Gamunus
« _» 20 T.
COT'JTACOBAHO: Homxnocts (IIpopexrop/mupexTop,
KYPHUPYIOLIUA COOTBETCTBYIOIIEE
HaIlpaBJICHUE)
N.0. ®amunus
« _» 20 T.
JHomwxnocth (HavanbHuk oTaena
KaJipoB)
N.0O. ®amunus
« _» 20 T.

JomwkHocth (HauaneHuk
KOHTPOJIBHOTO yIIPABJICHWS)
N.0. ®amunus

« _» 20 T.

Ha odopoTe

Tunosoe nonoxenue — 00
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1. O0umue nmoso:xxeHU

1.1. Hacrosiuee 1moyioxkeHNE peryInpyer AesTeIbHOCTh (aKysbreTa (eaepaabHOro
roCy1apCTBEHHOI'O OIOJKETHOIO 00pa30BaTEIbHOIO YUPEKACHUS BBICILIETO 00pa30BaHUs
«MOCKOBCKHH ONUTEXHUUECKUNA YHUBEPCUTET» (J1ajiee - PaKyJIbTET) U YCTaHABIMBAET €T0
CTPYKTYpPY, 3a7aud U (QYHKIMM, a TaKXKe IpaBa, 00S3aHHOCTH M OTBETCTBEHHOCTH €r0
JICKaHa.

1.2. dakynbrer sABIAETCA  CTPYKTYPHBIM  MOApaszzielieHueM  (erepanbHOro
roCyJ1apCTBEHHOTO OIOJKETHOIO 00pa30BaTEIbHOIO YUPEKACHUS BBICIIETO 0Opa30BaHUS
«MOCKOBCKUI MOMUTEXHUYECKUN YHUBEPCUTET» (Hanee - YHUBEPCUTET) U KypUPYETCS
pPEKTOPOM (IIPOPEKTOPOM/TUPEKTOPOM IO HANPABIECHHUIO NEATEIHHOCTU YHUBEPCUTETA B
COOTBETCTBUU C PUKA3aMH O MOJTHOMOYHSX TPOPEKTOPOB/TUPEKTOPOB MO HATIPABJICHHIO).

1.3. B cBoeii gesaTenbHOCTH (akysIbTeT pyKOBOACTByeTcs: DenepalbHbIM 3aKOHOM
or 29 nexabpst 2012 r. Ne 273-®3 «O6 ob6pazoBanuu B Poccuiickoit Deneparumy;
HOPMAaTHBHBIMH IMPABOBbIMU akTaMu MuHuctepcTBa oOpa3zoBaHusi U Hayku Poccuiickoit
@denepalid U WHBIMM HOPMATUBHBIMU TMPABOBBIMU aKTaMH; YCTaBOM YHHUBEPCHUTETA,
HactoAmuM [losioxkeHrneM 1 MTHBIMU JIOKaJIbHBIMU HOPMATUBHBIMHU aKTaAMHU Y HUBEPCUTETA.

1.4. dakynprer co3aeTCs, PEOPraHU3yeTcs W JIMKBUIUMPYETCS HAa OCHOBAHHUH
pELIEHNs YYEHOTO COBETA Y HUBEPCUTETA U MPHUKA3a PEKTOpPa Y HUBEPCUTETA.

1.5. OOmee PYKOBOJICTBO (hakynbTeTOM OCYILIECTBIISIET BBIOOPHBIIA
MPEACTABUTENbHBIA OpraH - YYeHbIl cOoBeT (haKyJIbTeTa, BO3TJIABISEMbINA JI€KAaHOM
¢dakynbrera. CpoK MOJIHOMOUYMHN YUYEHOTO cOBeTa (paKyJbTeTa HE MOKET MPEBBILIATH 5 JIET.
JlesITenbHOCTh  yYEHOro coBeTa (DaKyJIbTeTa pETIAMEHTUPYETCS COOTBETCTBYIOLIUM
[lonoxeHueM, IPUHUMAEMBIM YUYEHBIM COBETOM YHHUBEPCUTETA, M YTBEPKIAEMBIM
IIPUKA30M PEKTOpa Y HUBEPCUTETA.

1.6. ®akynbTeT BO3INIABISET I€KaH, U30UpPAEMbIil YUEHBIM COBETOM Y HUBEPCUTETA
B YCTAHOBJICHHOM IIOPSIZIKE Ha ONPEIEIEHHBIN CPOK.

2. OcHOBHBIE LEJIU U 321244 (PaKyJIbTeTa

2.1. OCHOBHBIMHU LIESIMH JIEATEIBHOCTH (paKyIbTETa SIBISIFOTCS:

2.1.1. YaoBneTBOopeHHE MOTPEOHOCTEH  JMYHOCTEM B  HMHTEUICKTYaJIbHOM,
KyJIbTYPHOM, HPABCTBEHHOM, JCTETUYECKOM U (U3NYECKOM pa3BUTUU B Ipoliecce
MOJTyYEHHUSI COOTBETCTBYIOIIET0 00pa30BaHUsI.

2.1.2. PazpuTrie HAy4HBIX HCCIEAOBAaHUN 10 HAMNPABICHUIO JIEATEIBbHOCTH
dakynbTeTa, UCIOIH30BAHUE MOTYYECHHBIX PE3YJIbTATOB B 00Pa30BaTEIHHOM IPOIIECCE.

2.1.3.

2.1.4.

2.2. OCHOBHBIMHU 33J1auaMH (paKyJIbTeTa SBISIOTCS:

2.2.1. OcymiecTBieHne y4deOHOM, HAyYHOM W BOCHHUTATEIbHOW JACATEILHOCTH B
pamMKax peanu3aluu 00pa3oBaTelIbHBIX MPOrpaMM IO MNPO(PUIBHBIM HANpPaBICHUSIM U
CHEIHAIbHOCTSM B COOTBETCTBUU C 3aKOHOIaTeIbCTBOM Poccuiickoit deneparuu.

2.2.2. Yaactue B (OPMUPOBAHMUM M MOJECPHU3AIMU CHCTEMBI POCCHUICKOTO
oOpa3oBaHuUs.

2.2.3. CopeiicTBHE B TPYAOYCTPOICTBE BHITYCKHUKOB.
2.2.4.
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2.2.5. :
2.2.6. Jlpyrue 3amaun, BRITEKAIONIUE U3 Y CTaBa Y HUBEPCUTETA M COOTBETCTBYIOIIHE
npoduiato pakyabTeTa.

3. OcHoBHbIe pyHKIIUU PaKyIbTETA

3.1. ®dakynpTeT, B COOTBETCTBUM C BO3JIOKEHHBIMH Ha HEro 3aJav4aMu
OCYIIECTBIISIET Clenytonue QyHKIINH:

3.1.1. [lnanupoBanue paboThl (akyabTETa IO PATHUYHBIM  HAPABICHUSIM
NeSTeTLHOCTH.

3.1.2. Co3nanue oOydarommMmcsi YHUBEPCUTETA YCIOBHH, HEOOXOIUMBIX IS
MOJTyYeHUS] KAU€CTBEHHOTO CPEIHET0 MPo(heCcCuOHATBLHOTO, BBICIIETO U JOTIOTHUTEIHHOTO
o0Opa3oBaHUs.

3.1.3. Hayynas u memarormyeckas 3KCIEpTH3a HAyYHBIX U y4eOHO-METOIUICCKUX
MaTepHasoB B Mpeenax MPeAMETHON (qUCITUTUTMHAPHON ) MPUHAIC)KHOCTH.

3.1.4. ®opMupoBaHKEe BPEMEHHBIX TBOPYECKUX KOJUICKTUBOB IS BBITTOJTHCHHS
Hay4YHO-UCCJICIOBATEILCKIX PadOT, B TOM YHCJIE C Y4acTHEM CTYACHTOB, aCIMPaHTOB,
JIOKTOPAHTOB ¥ MOJIOABIX YUEHBIX YHUBEPCUTETA.

3.1.5. Yuactue B MTPOBOAUMBIX YHUBEPCUTETOM, o0Opa3oBaTeIbHbIMU
OpraHW3alMsIMU  BBICIIIETO  OOpa30BaHUsA, a TakKKe TOPOJCKHX, POCCHUUCKHX H
MEXIYHAPOJIHBIX HAYyYHBIX M TBOPUECKUX BBICTaBKAX, KOH(PEPEHIUSIX, CUMIIO3UYMaX U
JIPYTUX HAYYHBIX U TBOPUYECKUX MEPOTIPUATHUSIX.

3.1.6. Opranuzanuss Ha ©06a3ze (QaxkynpTeTa HAyYHBIX BBICTABOK, CEMUHAPOB,
KOH(MEpEHIIMIA U JPYTUX HAYYHBIX U TBOPUECKUX MEPOIPUSTUH, MPEAMETHBIX OJIUMITHA]L
IIKOJIbHUKOB U CTYJICHTOB.

3.1.7. Benenue nestenbHOCTH B 0051acTH 00ecrieueHusl KauecTBa 00pa3oBaHUsI.

3.1.8. YcraHoBneHrne B3aWMOCBS3M CO IKOJAMH W JAPYTUMH 00pa3oBaTelbHBIMHU
OpraHu3alMsIMU B IEIIX O0O0OLIEHUs M PACOpPOCTPAHEHHS] MEPEAOBOIO0 HAy4YHO-
MIEJIarOTMYECKOTO OIBITA M OKa3aHUS HAYYHO-METOAMIECKON TTOMOIIIH.

3.1.9.

3.1.10.

4, IIpaBa u o0si3aHHOCTH (paKyJIbTETA

4.1. ®akyIbTeT UMEET MPaBo:

4.1.1. BHOCHMTh Ha pPacCMOTPEHHE PEKTOpaTa W YYCHOTO COBETa YHHUBEPCHTETa
NIPETIOAKEHHSI TI0 COBEPIIICHCTBOBAaHUIO paboTHhI (haKkynbTeTa U Y HUBEPCUTETA.

4.1.2. 3anpamuBaTh W TOJy4aTh B YCTAHOBJICHHOM IIOPSIIKE OT pEKTopaTa u
PYKOBOIUTENEH CTPYKTYPHBIX TMOApA3JCICHUA YHUBEPCUTETa, HEOOXOIUMBIC IS
OCYIIECTBJICHUS ACATEIBHOCTH (DaKyIbTeTa HH(DOPMAIUIO, JOKYMEHTHI 1 MaTEPHUAIIHI.

4.1.3. IlpuBnekaTh, MO COTJIACOBAHUIO C COOTBETCTBYIOIIMMHU PYKOBOJUTEISIMHU,
paOOTHUKOB CTPYKTYPHBIX TOApA3elieHnid YHUBEpCUTETa JUIsl  OCYIICCTBICHUS
MEPOTIPUATUN, MPOBOAUMBIX DaKyJIbTETOM B COOTBETCTBUM C BO3JIO)KCHHBIMH Ha HETO
3a/la4yamH.
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4.1.4. OcymecTBIATh WHbBIC BUBI JIEeITEIbHOCTH, HE 3alpEIICHHbBIC
3aKOHOJATENBCTBOM Poccurickon denepanuu.

4.2. @akynbTeT 00s3aH:

4.2.1. Cobmonate 3akoHOAATENbCTBO Poccuiickoit denepanuu, OOUIETIPUHSATHIC
MIPUHIIMIIBI 1 HOPMBI POCCUMCKOTO M MEXKIYHAPOJAHOTO MpaBa, Kacaromuecs: cgepbl CBoeH
NeATEIIbHOCTH, a TAaK’K€ HOPMBI, NPETyCMOTPEHHBIE Y CcTaBOM YHUBepcuTeTa, [IpaBuiamu
BHYTPEHHETO TPYJOBOTO PACTOpsaKa, HACTOAIMNUM [10I0KeHHEM M WHBIMHU JIOKAJTbHBIMH
HOPMATHBHBIMH aKTaMU Y HUBEPCUTETA.

4.2.2. PerynspHo wuH(POPMUPOBATH YYEHBI COBET YHHMBEPCUTETa O IUIAHAX U
pe3ynbTaTax CBOEH JeSTEIHHOCTH.

5. OTBEeTCTBEHHOCTH

5.1. Ha nexana axkynbpTeTa Bo3naraercs rnepcoHaibHasi OTBETCTBEHHOCTS 3a:

OpraHM3AINI0 JEATENbHOCTH (haKyJIbTeTa MO CBOCBPEMEHHOMY M KadyeCTBEHHOMY
BBITIOJTHEHHUIO BO3JIOKEHHBIX Ha HETO 3a7ady;

OpTraHMU3AINIO ONIEPATUBHOM, KAUeCTBEHHOM MOATOTOBKH M HCTIOTHEHUS JOKYMEHTOB
B COOTBETCTBHUU C JICHCTBYIOIIUMH MTPABUIAMU U UHCTPYKIUSIMU;

CBOEBPEMEHHOE HCIIOJIHEHNE, COXPAHHOCTh U Mepeaada B apXUB MPUHATHIX B paboTy
JOKYMEHTOB, COTJIACHO HOMEHKJIATYPHhI JIel Y HUBEPCUTETA;

coOirofeHre paboTHUKaMU (aKyJibTeTa TPYI0BOM TUCIUIUINHBI;

o0ecrieyeHne COXpaHHOCTH UMYIIIECTBA, HAXOAIIEerocs Ha (aKyJIbTeTe;

oOecrnieueHne coOJIIO/IEHUs MPaBUi MOXKAapHOM 0€30MacHOCTH, TPeOOBaHUM MpaBUIl
OXpaHbI TPYJa;

oOecrieyeHne COXPaHHOCTH MEPCOHAIBHBIX JAHHBIX PAOOTHUKOB M OOYYAIOIIMXCS
bakynbTeTa;

0100, PACCTAHOBKY U JICSITEILHOCTh PAOOTHUKOB (PaKyIbTETA.

5.2. OtBeTcTBEHHOCTh  PAOOTHMKOB  (paKynpTeTa  YCTaHABIMBACTCI  UX
JTOJHKHOCTHBIMU UHCTPYKITUSIMHU.

6. [IpaBa u 00sI3aHHOCTH JeKaHAa (PaKyJIbTeTa

6.1. Jlexan daxynpTeTa UMEET MPaBo:

6.1.1. 3naBath pacnopspkeHusi mo (axkyJibTeTy, pa3padaThiBaTh MPOCKThI HMHBIX
JIOKaJIbHBIX HOPMATUBHBIX aKTOB MO BOMPOCAM JICSITEIBHOCTH (haKyIbTETA.

6.1.2. BHocuTh peasioKeHHs pEKTOPY Y HUBEPCUTETA MO HAIIPABJICHHUIO PAOOTHHUKOB
(dakynpTeTa Ha MOBBIIEHNE KBATU(PUKALIUU.

6.1.3. 3anpammBaTrh U MOJy4aTh HEOOXOAUMYIO HH(OPMAIIUIO TIO BOIIpocam paboThI
CTPYKTYPHBIX MoJipa3jiefieHui (aKkyapTeTa.

6.1.4. [lo cormacoBaHHIO C PYKOBOJCTBOM JAPYTUX CTPYKTYPHBIX MOJpa3iesieHuit
YHuBepcurera NpuBieKaTh UX paOOTHUKOB K Y4acTHIO B paboTe dakynbTeTa.

6.1.5. YuacTBOBaTh B COBCIIAaHMSX, KOHQPEPEHIUAX, CEMUHApaX U HHBIX
MEPOTPUATHSIX TI0 BOTIPOCaM ACSATEIHHOCTH (DaKyIbTeTA.

6.1.6. YuacTBoBaTh B pa3pabOTKe IITATHOTO pacnucaHus (akyiabTeTa B Mpeaenax
YCTaHOBJICHHOW PEKTOPOM Y HUBEPCUTETA IITATHON YUCICHHOCTH.
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6.1.7. BHOCUTH MpeasioKeHusl peKTOpy Y HUBEPCUTETA O MOOILIPEHUAX U B3bICKAHUAX
paboTHUKaM (aKyJbTeTa.

6.1.8. [IpeacraBnarhk (pakyiabTET MO COIVIACOBAHUIO C PEKTOPOM YHHBEPCUTETA B
YUPEKACHUSIX U OpraHu3aIUsaX M0 BOIIPOCAM €ro JeATeIbHOCTH.

6.1.9. OcyuiecTBasATh APyrye MpaBa B COOTBETCTBUHU C JOKAIbHBIMA HOPMATUBHBIMU
aKTamMu Y HUBEPCUTETA.

6.2. Jlekan dakynbrera 00s3aH:

6.2.1. 3HaTb TPHUOPUTETHBIC HANPABICHUS Pa3BUTHS 0OpPA30BATEIBHON CHCTEMBI
Poccuiickonn @enepanuu; OCHOBHBIE HAIIPABJICHUS Pa3BUTUS Y HUBEPCUTETA; 3aKOHBI U
WHBIE HOPMATHBHBIE TPABOBBIE  AaKThl, PETJAMEHTUPYIOIIHE O00pa30BaTEIbHYIO
JeSITeIbHOCTh Y HUBEPCUTETA; Y CTaB Y HUBEPCUTETA; OPAIOK 3aKIHOUYSHHS U UCTIOJIHEHUS
JIOTOBOPOB M  KOHTPAKTOB; OCHOBBI OSKOHOMHKM U (UHAHCOBO-XO3SHCTBEHHYIO
JeSTeNIbHOCTh 00pa30BaTEeIbHOM OpraHu3aluy; TpeOOBaHUS K JIMIEH3UPOBAHUIO U
aKKpeauTanuu 00pa30BaTeNbHBIX OpTaHM3AlMK BBICIIETO OOpa30BaHUS, YCIOBUS
OpraHM3aIlii W TPOBEACHHS OOIIEPOCCUHCKMX KOHKYPCOB B 0o0macTh 0oOpa3oBaHUS U
HayKH; OCHOBBI TPYAOBOTO 3aKOHOAATENIbCTBA; IMpaBWJa W HOPMBI OXpaHbBl TPyIa,
MOKapHOH 0€30MacCHOCTH; MTPaBUIa BHYTPEHHETO TPYAOBOTO paclopsaka Y HUBEpPCHUTETA.

6.2.2. IIpoBOANTH COBEIIAHUS, UMEIOIIME OTHOIICHHUE K IEITEILHOCTH (haKyIbTeTa.

6.2.3. YTBepkaaTh miaHbl paboT MOApa3IeIeHNA, BXOIAIINX B COCTaB (haKyIbTeTa.

6.2.4. BHOCUTH Ipe/I0KEHMS B TIaH pabOThl Y HUBEPCUTETA 110 BCEM HAMPABIICHHUSIM
NEeSTeIbHOCTH (PaKyJIbTeTa.

6.2.5. OcymiecTBIsATh HEMOCPEICTBEHHOE YIPABIICHUE JIEATEIbHOCTHIO (haKyIbTeTa.

6.2.6. Pemath BOmpoChl Y4eOHOW, BOCHHUTATEIBHOW, METOJUYECKON M HAy4HO-
UCCIIEIOBATENbCKON pabOThI.

6.2.7. HemocpeaCcTBEHHO y4aCTBOBATh B OpraHu3aliiy y4eOHOro mpoiecca.

6.2.8. T'oTOoBUTH MaTepualibl O pe3yibTaTax padOThl CTPYKTYPHBIX MOApA3IEICHUH,
BXOJISIIIMX B COCTaB (DaKysbTeTa, JAJIsl BKIIIOUEHUS UX B OTUET Y HUBEPCUTETA.

6.2.9. OpranuzoBbiBaTh COOp MaTEepHAIOB OT CTPYKTYPHBIX TOJpa3fesieHuit
QakynpTeTa AN MPOBEACHUS CAMOOIICHKH, WX aHallM3 M TPEJCTaBICHHE OTYeTa O
CaMOOIIEHKE JJIs1 PACCMOTPEHUS U TIPUHATHUS PEIICHUI PYKOBOJICTBOM Y HUBEPCHUTETA.

6.2.10. Opranu3oBaTh ¥ KOHTPOJUPOBATH PAOOTYy CTPYKTYpPHBIX MOJpa3/eliCHUH,
BXOJISIIIINX B COCTaB (DaKkyJIbTETa, IO BBHIMOJHEHHUIO TIAHOB.

6.2.11. CriocoOGCTBOBATH CO3JJAaHUIO YCIOBUH /JIs1 BHIOJHEHUS CBOMX 00s3aHHOCTEH
paboTHHKaMU PaKyJIbTeTa B COOTBETCTBUU C 3aKOHOAATENLCTBOM Poccuiickoii denepanuu,
HOPMAaMH T10 OXpaHe TpyAa, MOXKapHOU O€30MaCHOCTH U KOJIJIEKTUBHBIM JJOTOBOPOM.

6.2.12. B ycTaHOBJIGHHBIC CPOKHU COTIJIACOBBIBATH IJIaHBI PaOOTHI (akyabTeTa C
JIPYTUMHU  CTPYKTYPHBIMU TOJpa3/IeJICHUSIMA Y HUBEPCUTETA, MPEACTABISATh ILIAHBI
NEPCIEKTUBHBIX MEPOIPUSATUH, OTYETHI O paboTe PakyibTeTa.

6.2.13. KoopiuHUpOBaTh HAay4YHO-UCCIEAOBATEILCKYIO pPabOTy B CTPYKTYPHBIX
nonpaszaeneHusx dakynbrera.

6.2.14. CuctemMaTH4eCKH TOBBIIIATH CBOIO KBATH(UKAIIHIO.

6.2.15. BpINONHATh MHBIE O0SI3aHHOCTH, MPEAYCMOTPEHHBIE MHBIMH JOKAJIbHBIMH
HOPMATHUBHBIMU aKTaMU Y HUBEPCUTETA.

7. CTpykrypa ¢pakyabrera
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7.1.  Jlns opranuzaiuu yueOHOH pabOThI O pa3IudHbIM (hopMaM 00yUECHHS WIIH 110
OTJICIBHBIM HANpPaBICHUSM MOATOTOBKH (CHEIHAIBHOCTSIM) B cocTaBe (hakyjbTeTa IO
pemeHnto YueHoro CoBeTa YHHBEpPCUTETa MOTYT 0Opa30BBIBaThCs Kadeapbl U WHBIC
CTPYKTYPHBIE MTOIPA3ICICHU.

7.2. B cocrtaB dakynabTeTa BXOJIAT CTPYKTYPHBIE TOIPa3/IeICHUs] B COOTBETCTBUU C
MpUKa3aMu O CTPYKType YHUBEPCUTETA.

Tumnooe nosoxenue — 00



I[TPOEKT BHOCHT:

COT'JTACOBAHO:

Tumnosoe mosoxenue — 00
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[Iponomxenue npunoxxenus Nel6
K MHCTpYKIIMU 1O AE€TONIPOU3BOICTBY

JlexaH dakynbreTa
N.0. Gamumnus
« » 20 T.

Homxnocts ([IpopexTop/mupexTop
KypHUPYIOIIHUIA COOTBETCTBYIOIIEE
HaIlpaBJICHUE)

N.0. ®amunus

« _» 20 I.

JHomwxknocth (HavanbHuk oTaena
KaJipoB)

N.O. ®amunusg

« » 20 T.

Jomwkaocts (HauaneHuk
KOHTPOJILHOTO YIIPABIICHUSI)
N.0. Gamunus

« _» 20 T.

Ha odopoTe

[Tpunoxenue Nel/
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K MHCTpYyKIIMK 1O Aen0npOn3BOACTBY

YTBEPXIAIO
PexTop MockoBckoro [lonurexa

A.B. Huxkomaenko
« » 2017r.

IOJIOKEHHE
O kadenpe
DenepabHOT0 roCyIapCTBEHHOI0 0K/IKETHOT0 00Pa30BATEJIbHOI0 YUYPeKICHUA
BbICLIET0 00pa3oBaHMs
«MOCKOBCKHII MOJIUTEXHUYECKUIT YHUBEPCUTET

Mocksa 2017
1. O0mue moJio:KeHus
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1.1. Hacrosiee mojoKeHrue peryaupyer AesaTeabHOCTh Kadeapsl (demepanbHOTO
rocyJapCTBEHHOT0 OOKETHOTO 00pa30BaTENbHOIO YUPEKIECHHUS BBICIIET0 00pa30BaHMUS
«MOCKOBCKU MOJIMTEXHUYECKUNA YHUBEpCUTET» (nanee — kadeapa) U yCTaHABIMBAET €€
CTPYKTYpPY, 3aJauyd U (QyHKIMH, a Takxke IpaBa, OOSI3aHHOCTH M OTBETCTBEHHOCTH
3aBeyIolero Kadeapomu.

1.2. B cBoeii gesrenbHOCTH Kadeapa pykoBojicTByercs denepaibHbIM 3aKOHOM OT
29 nexabps 2012 1. Ne 273-®3 «O06 oOpazoBanuu B Poccuiickoit ®denepanuny;
HOPMAaTUBHBIMHM MPABOBBIMU akTamMu MuHHCTepcTBa 00pa3oBaHus M Hayku Poccuiickoi
denepaniii U WHBIMH HOPMATHBHBIMH TIPAaBOBBIMU aKTamMH; ¥YCTaBOM (eaepalbHOTO
roCyJapCTBEHHOTO OIOKETHOTO 00pa30BaTEILHOTO YUPEKICHUS BBICIIETO 00pa30BaHUS
«MOCKOBCKMI TOJUTEXHUYECKUN YHUBEPCUTET» (Aanee — YHHUBEPCUTET), HACTOSIIUM
[TonoxeHneM 1 MHBIMHU JIOKAJIbHBIMH HOPMATHUBHBIMU aKTaMU Y HUBEPCUTETA.

1.3. Kadenpa co3maercs, peopranusyercs, JUKBUIUPYETCS U MEPEUMEHOBBIBACTCS
Ha OCHOBAHUHU pEIIEHUS YYEHOIO0 COBETa YHMBEPCUTETA IO MPEICTABICHUIO YYEHOTO
COBETa UHCTUTYTA U MPUKaA3a PEKTOpa YHUBEPCUTETA.

1.4, O6miee pPYKOBOJACTBO JESITEIBHOCTHIO Kadeapbl OCYIIECTBISIET AUPEKTOP
uHcTuTyTa. HemocpencTBeHHOE PYKOBOJICTBO JACSATEILHOCTHIO Kadeaphl OCYIIECTBIISIETCS
€e 3aBeNylollMM, W30MpaeMbIM Ha JIOJDKHOCTh B YCTAHOBIIGHHOM TMOpSAJIKE Ha
ONPEAECTICHHBIN CPOK.

1.5. OduumanbHoe HauMEeHOBaHHE Kaeapbl YCTAHABIMBAETCS YYEHBIM COBETOM
YHuBepcUTETa U JOJHDKHO COOTBETCTBOBATH €€ OCHOBHOM HAay4yHOM CHEUUAIM3ALMUN WIIA
o0nacTu 3HaHUN, TO KOTOpPOW Kadeapa BeIeT Y4eOHO-METOAUYECKYI0 M Hay4yHO-
uccieaoBarenbekyro padory (HUP).

2. Tunwbl u cratryc kadgeap

2.1. Tlo cTenenu y4acTtusi B IpOIECCE MOATOTOBKU BBITYCKHUKOB Kadeapa MOXKET
OBIThH BBITYCKAIOIIEH, B TOM 4ucie 6a30BOM, MM 00€CTIeYNBAIOICH.

2.1.1. Beimryckaromast kadesmpa:

OTBEYAET 3a KAYECTBO MOATrOTOBKHU CIEIMAIMCTOB IO KOHKPETHOW CHENMAIBbHOCTH,
HAIPABJICHUIO TIOJIFOTOBKU BBICIIETO 00pa30BaHUS, UMEET MAaKCUMAJIbHYIO TPYJIOEMKOCTh
B IIUKJIaX O0IIenpOopEeCCHOHATBHBIX U CHIEITUATBHBIX JUCUUILINH (JUCIHUILIAH MPEAMETHON
MOATOTOBKM) y4e€OHOTrO IUIaHAa COOTBETCTBYIOIIECH CHELHAIBHOCTH, HAIpPABICHUS
MOATOTOBKH;

OCYILIECTBIISIET B YCTAaHOBJICHHOM IOPSAKE HAYYHOE PYKOBOJCTBO BBIITYCKHBIMHU
KBAIM(PUKALMOHHBIMU  paboTaMu OOYYArOIIMXCSI COOTBETCTBYIOIIEH CIELUATbHOCTH,
HaIpaBJIeHUs] MOJArOTOBKH, y4acTBYET B MOJTOTOBKE OOYYaOIIUXCA K TOCYAapCTBEHHOU
UTOTOBOM aTTecTanuu U B padbore I'ocynapcTBeHHOM sk3ameHaninoHHon komuccnn (I'9K),
B pa3paboTKe MporpamMm M peKOMEH Iallui IO CTPYKTYpPE U OpraHU3allii roCyAapCTBEHHON
WUTOTOBOMW aTTeCTally 00yUYaroIIUuXCs;

WHHALMUPYET BBEIACHUE B YHHBEPCUTETE HOBBIX OCHOBHBIX W JOIOJIHHUTEIIBHBIX
o0pa3oBaTeNbHBIX MPOrpamMM MpodhecCHoOHaTLHOTO 00pa30BaHUs PA3HOTO YPOBHS B paMKax
CBOMX 0OJacTel 3HaHWW WJIM HayYHbIX HAaIIPaBIICHUH.

2.1.2. bazoBas kadenpa:
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bazoBas kadenpa cozmaercss ans  yrayONeHHOHM TMOJATOTOBKU — CIIEHUATMCTOB
pEelIeHMEM YYEHOTO0 COBETa YHMBEPCHUTETa B IIENIAX Pa3BUTUS Y4EOHOro mpoliecca u
OPUBJICUCHUST K TMPENoAaBaHUIO HCCIeAOoBaTeliel W BbICOKOKBATU(DUIIMPOBAHHBIX
CHEIUATNCTOB, 00JaAal0OIUX JOCTATOYHBIM MPAKTUYECKUM OIMBITOM MPOGECCHOHATBHON
JESATEILHOCTH IO COTJIACOBAaHUIO C OpraHaMu TOCYJApCTBEHHOW BIACTH M MECTHOTO
caMOyIpaBJieHUs, KOMMEPUYECKOW MJIM HEKOMMEPUYECKON OpraHu3alueil B cepax HayKH,
MIPOMBINJICHHOCTH WK Ou3Heca (6a30Bas opraHu3aIus).

bazoBas kadenpa sBIsgeTCS CTPYKTYPHBIM MOJIpa3/ieICHUEM Y HUBEPCUTETA U MOXKET
CO3/1aBaThCs KaK MHCTUTYTCKAasl ((paKkyIbTETCKasi) U OOIICYHUBEPCUTETCKAs,, B TOM YHCIIC
MyTeM MpeoOpa3oBaHus CYMIECTBYIOMUX Kadeap YHuUBepcuTeTa.

HamnpaBnenust paboThl, CTPYKTypa U MepedeHb HEOOXOAMUMBIX JOJKHOCTEH 0a30BOM
Kadeapbl COTIACyIOTCs ¢ 0a30BOM OpraHM3aIuell 1 MOTyT (PUKCHPOBATHCS B JIOTOBOPE O
COTPYJIHHYECTBE MEXKIYy YHUBEPCUTETOM M 0a30BOM OpraHU3alMe WU MPUIIOKEHUU K
HEMY.

2.1.2. OOGecneunBaromas Kadeapa OCYIIECTBIICT yYeOHYIO, METOJAMYECKYIO H
HAyYHO-HCCJIEIOBATENIbCKYI0O pabOTy TO OJHOW WM HECKOJBKHUM POJACTBEHHBIM
TUCITUIUIMHAM W3 IIUKJIOB ~ TYMAaHWTApHBIX M COIIMAIBHO-d)KOHOMHYECKUX,
€CTECTBEHHOHAYYHBIX U 00IIeMaTeMaTHIEeCKIX WK 001IenpodecCnOHaTbHBIX TUCITUTUIHH.

2.2. OGecneunBaromas Kadenpa MOXKET OBITh: OOIICYHHMBEPCUTETCKOM WM
OOILIEMHCTUTYTCKOM.

2.2.1. O0meyHuBepcuTeTcKas kadeapa oCylecTBISIET Y4eOHYI0, METOIUYECKYIO U
HAy4HO-UCCJIEIOBATEIbCKYI0O pPabOTy 10 OJHOM WM HECKOJBKUM POJCTBEHHBIM
JTUCIUTUIMHAM, TTPEICTABIICHHBIM BO BCEX WJIM HECKOJbKMX MHCTUTYTaX (Ha (haKyJIbTeTax)
YHuBepcurera.

2.2.2. O0menHcTUTyTCKass Kadeapa OCYIIECTBISET y4eOHYI0, METOJIUYECKYI0 H
HAy4YHO-UCCIIEIOBATENbCKYI0O pabOTy MO OJHOM WM HECKOJbKHUM POJICTBEHHBIM
JUCIHUIUTMHAM, TIPEACTABICHHBIM B MHCTUTYTE, B paMKaxX KOTOporo cosaaHa kadenapa. Ee
NEeSATEITLHOCTh KOHTPOJMPYETCS TUPEKTOPOM HHCTHTYTA.

3. OcHoBHBbIE 321244 M PyHKUMU Kadeapbl

3.1. OcHoBHBIMHU 3a/1a4aMH Kadeaphl IBISAIOTCS:

3.1.1. OcymecTBieHne y4eOHOH, METOAUYECKOW M HAyYHO-HCCIIEIOBATEIBCKON
paboThl 10 BCEM AMCLUMIUIMHAM M JIPYTMM BUAaM Y4eOHON Harpy3ku y4yeOHOro IUIaHa,
3aKpEeIJICHHBIM 32 KaeIpoii B COOTBETCTBUU C PACU€TOM YaCOB HA yU4E€OHBIN TO/.

3.1.2. OcymiecTBienne y4eOHOM paboOThl  MPOQPECCOPCKO-TIPENo aBaTeILCKUM
COCTaBOM Ka(eapbl B BUJE UTEHUS JEKUUH, IPOBEACHUS NMPAKTUUECKUX, CEMUHAPCKUX U
7a00paTOpHbIX  3aHATHH, MPAKTUK, pPYKOBOJACTBA KYPCOBBIMU U  BBITYCKHBIMU
KBaIM(UKAITMOHHBIMUA paboTaMu 00YyUarOIINXCS.

3.1.3. Ocy1ecTBiIeHNE MOCTOSHHOTO KOHTPOJISI KaYECTBA OCBOEHUS 00yUYaIOUTUMUCS
BCEX Y4eOHBIX AUCLMILINH, 3aKPETICHHBIX 32 Kadeapoit.

3.1.4. Opranuzanus, IUIAHUPOBAHME M KOHTPOJb CaMOCTOSITENIBHBIX PaboT
00yyaroImuxcs.

3.2. Kadenpa ocyrmiecTisieT cienyromniue GyHKINN:
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3.2.1. I3ydaer, o000maer © pacnpoCTpaHsSeT HAYYHO-TIEJATOTHYCCKAN OIBIT
IpernoaaBareyeil, OKa3blBAET IOMOIIb HAUYMHAIOLIIMM NPENOoAaBaTeNsIM B OBJIAJICHUU
[Earoru4eckuM MacTepCTBOM, CIIOCOOCTBYET IPO(ECCUOHATIBHOMY U KapbEPHOMY POCTY
pPabOTHUKOB Kadeaphl.

3.2.2. Opranusyer pa3paboTky u (WiIM) BHEAPEHHE B YYEOHBIM IpoIecc
UHQPOPMALIMOHHBIX W MYJbTUMEAUMHBIX CPEACTB U  TEXHOJOIHMM, 3JIEKTPOHHBIX
o0pa3oBaTeNbHBIX PECYPCOB U IPYTUX NHHOBAIMOHHBIX 00YYaIOIINX TEXHOJIOTHH.

3.2.3. OcymecTBisieT HAy4YHO-UCCIIEI0BATEIBCKYIO 17§ WHHOBALlOHHYIO
JeSTeIbHOCTh B BUJE MPOBEACHUA (PYHIAMEHTAIbHBIX, MPUKIAAHBIX HCCIEAOBAaHUN U
pa3paboTOK MO aKTyaJbHBIM MpobjieMaM HayKu W 0Opa3oBaHMs, B TOM YHCJIE B paMKax
CIIOKMBIIUXCS B YHHMBEPCUTETe  HAyYHbIX  HampaBlieHWH  (IIKOJ), HAY4HO-
HCCIIEIOBATENIbCKUX M MHHOBALMOHHBIX IIPOTPAMM U MIPOEKTOB.

3.2.4. CriocoOCTBYET y4acTHIO TpernojiaBaTesield B MEXAYHAPOIHBIX U POCCUMCKUX
CUMIIO3UYMax, KOH(EPEHIHNIX, CEMUHApaX U JPYTUX HAYIHBIX MEPOTIPUATHUSX.

3.2.5. KonTponupyer u HeCeT OTBETCTBEHHOCTH 32 KaueCTBO M CPOKU MOATOTOBKHU
Hay4YHbIX CTaTeil, COOPHUKOB CTATEW MO HAYYHBIM HANPABJICHUIM Kadeapbl, MOHOTpaduii,
y4€OHUKOB M Y4€OHO-METOAMYECKUX TOCOOUH.

3.2.6. [IpuarMaeT y4acTre B OpraHM3alMH HAYYHBIX MEPONPUATHN: KOH(PEPEHIINH,
CEMHUHAPOB, KPYTJIBIX CTOJIOB H JP.

3.2.7. PykoBoauT HAy4YHO-UCCIEI0BATEIbCKON paboroit oOy4aromuxcs
VYHuBepcuTeTa 1o 3aKperyieHHbIM 3a Kadeapoi U poJCTBEHHBIM JIUCHUIUIMHAM.

3.2.8. OcymiecTBiIsieT MOJATOTOBKY HAyYHO-TIEJArOTMYE€CKUX KaJpOB  BBHICIICH
KBaJIM(PMKALIUY YEPE3 COMCKATENIbCTBO, aCIIMPAHTYPY U OJATOTOBKY HAYUHBIX KaJIpOB Uepe3
JOKTOPAHTYpy 10 COOTBETCTBYIOUIMM HAyUHBIM CIEUUAIbHOCTSAM B BHJE HAy4YHOI'O
PYKOBOJICTBA aclMpaHTaMM M COUCKATeIsIMM KaHAWJATCKOM CTENEHH, HaydHOIro
KOHCYJIbTUPOBAHUS JTOKTOPAHTOB M COMCKATENEH JOKTOPCKOM CTENEHHU.

3.2.9. CocTaBisieT mMporpaMMbl BCTYMUTENBHBIX W KaHAUJATCKUX 3K3aMEHOB IS
aCIHUPaHTOB, OPTAHU3YET MOATOTOBKY K HUM U TPUEM.

3.2.10. PaccmatpuBaeT auccepranuu, IpeacTaBiIsieMble K 3allUTe 3aKperjICHHBIMU
3a HEeW acmupaHTaMH, JOKTOPAHTAMU U COMCKATENSIMU HAyYHOW CTENEHU, PElEH3UPYeT
MPE/ICTAaBJICHHBIC HAYYHBIE M JUCCEPTAIMOHHBIE pPabOThl ACHUPAHTOB, JOKTOPAHTOB,
COMCKATEJNEe HAaydyHOM CTENEHM, JaeT OKCHEPTHBhIE 3aKIIOYEHUS O HAy4dHO-
HCCIIEIOBATENIbCKHUX, YIEOHBIX U YYEOHO-METOANYECKUX padoTax | T.II.

3.2.11. OpranuzyeT cucTeMaTHYeCKOE MOBBIIICHNE KBaIuUKaIu mpodeccopcko-
IPENOAABATENbCKOIO COCTaBa B COOTBETCTBUU C YTBEP)KICHHBIMU IIJIJaHAMH B BHJIE
CTa)KUPOBOK, 00ydeHus Ha Kypcax u T.I. O0ecrieunBaeT NOBbIIIEHUE KBATM(UKALIUYA UHBIX
PabOTHUKOB MPH HEOOXOAUMOCTH.

3.2.12. OcymiecTBasieT MEXAYHAPOJHOE COTPYAHUYECTBO B PAMKAX CBOUX HAYUYHBIX
U HAyyHO-METOJMYECKHUX HANpaBJIE€HUH C HHOCTPAaHHBIMH  00pa30BaTEIbHBIMU
OpraHMU3aIMsIMU, HAyYHBIMH OPTaHU3AIUSIME, OT/ICIbHBIMU YUYEHBIMU U TIEAATOTAMU B BUJIE
COBMECTHBIX MEPOINPUSATHI, H3AaHUNA, YTCHHUS JIEKUUHA 3a pyOekoM, CTaXHPOBOK,
COJICHCTBYET  aKaJeMHUYECKOW MOOMJIBHOCTH  OOydYaloIIMXCS, HX Y4YacTHIO B
MEXIyHAPOJHBIX HAYUYHBIX U MPOPECCHOHATBHBIX OPraHU3aALUAX U JIP.

3.2.13. Beger BocmuTareiabHy0 pabOTy C OOyYarOIIMMHUCSA, HAMPaABICHHYIO Ha
COXpAaHEHHE HCTOPUYECKOW MPEEeMCTBEHHOCTH TOKOJEHHUM, pa3BUTHE HAIMOHAIBHBIX
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KyJIbTyp, (OPMHUPOBAHHE HPABCTBEHHBIX KA4e€CTB JIMYHOCTH, Pa3BUTHE KYIbTYpPHI
MEXITHUYECKUX OTHOILICHUW, BOCIUTAHUE COBPEMEHHOIO HAy4YHOTO MHPOBO33PEHUS,
(dbopMHUpOBaHHE OCHOB KYJBTYpbl 370pPOBbs, MOTHBaluMu K Oyaymeid mpodeccun,
BOCITUTaHHE NAaTPUOTOB, TPaXJaH MPaBOBOrO IEMOKPATUYECKOTO TOCYAapCTBa.

3.2.14. YyacTtByeT B IpoOprUeHTAIIMOHHON paboTe MHCTUTYTA, BKIIIOUAs pa3InyHbIe
(dbopMbI COTpyAHUYECTBA C 00pa30BaTEIbHBIMU OPraHU3ALMUSIMU, IPOBEJICHNE OJIMMIINAJ, a
TaK)Xe B Ipyrux ¢popMax JOMOTHUTESIHHOTO 00pa30BaHUs.

3.2.15. YuacTByerT B paboTe Y HUBEPCUTETA, C BHITYCKHUKAMU, B TOM YHCJI€ OKa3bIBast
UM HAYYHO-METOJMYECKYIO IMOJJICPKKY, OPTaHM3ys KOHCYJbTAIMKA TI0 3aKPETICHHBIM 3a
Kagenpoil  OUCIUIUIMHAM,  CIOCOOCTBYS  TIOBBIICGHUIO WX  MOTHUBAIlMM K
poecCHOHaTEHOMY POCTY U HAYYHOMY Pa3BUTHIO.

3.2.16. YyacTByeT B TOATOTOBKE MAKETOB JIOKYMEHTOB [Jisi JIMIICH3UPOBAHUS
JTAHHBIX CHEIUAILHOCTEH (HAMpaBICHU ) MOATOTOBKH, B pa3paboTKe U (M) SKCIIEPTU3E B
COOTBETCTBUH C (eepalbHBIMA TOCYJAapPCTBEHHBIMH O0Opa30BaTEIbLHBIMH CTaHIApTaAMU
y4eOHBIX IIJJAHOB M TPOTpaMM JHCIMIUIMH, JIMIICH3UPYEMBIX WU YXKE€ peali3yeMbIX
CHEIUAIbHOCTEH (HAMpaBIICHUH) IMOATOTOBKH, IO OTHOIICHHIO K KOTOPHIM OHAa SIBIIACTCS
BBIITYCKAIOIIECH.

4. Ynpasiaenue kageapoil. CTpyKkTypa u opranusanus padorsl kadeapbl

4.1. CocraB pabOTHHKOB Kadeapbl YCTAaHABIMBAETCS B COOTBETCTBHH CO IIITATHHIM
pacnucaHueM Y HUBEPCUTETA.

4.2. llpenonaBarensamu  Kadeapsl  SBIAIOTCS  BBICOKOKBAJIU(DHUIIMPOBAHHbBIE
CHEIUATIMCTHI B CBOEH 00J1aCTH, KaK MPAaBUIIO, UMEIOIIME YUCHbIE CTEIICHU U 3BaHMUSI.

4.3. Kadenpy Bo3riaBiseT 3aBeAYyIOIINM, UMEIOIINMA, KaK MPAaBUIIO, YIYEHYIO CTETICHb
JIOKTOpa HayK W (WIM) yueHoe 3BaHue npodeccopa.

4.3.1. 3aBenyrouuii kadenpoil M30UpaeTcs YUCHBIM COBETOM YHUBEPCHUTETA II0
MPEACTABIICHUIO YYEHOTO COBETa WHCTUTYTa B YCTAaHOBJICHHOM TIOPSJIKE W Ha
YCTaHOBJICHHBIN CPOK.

4.3.2. Kamgunatypa TpernojaBaTeis, W3BSIBUBIICTO JKEJIaHUE YYacTBOBAaTh B
KOHKYpPCE Ha 3aMeIEHHWe BAKAHTHOW OJDKHOCTH 3aBEAyromiero kadeapoi, MpOXOIaUT
peaBapuTeNibHOE OOCYXIACHHE Ha 3acelaHnnd Kadempwl, KOTOPOE TMPOBOAUTCS IO
MPEICeIaTeIbCTBOM PEKTOPA/IPOPEKTOpa YHUBEPCUTETA WIM JTUPEKTOpA WHCTUTYTA.
Kadenapa BbIHOCUT MOTHBHUPOBAHHOE 3aKJIOUEHHUE, MPEJCTABISIEMOE B YUEHBIH COBET
UHCTUTYTA.

4.3.3. 3aBenyromuii kadeapoir MOKeT ObITb OCBOOOXKJIEH OT CBOMX OOsS3aHHOCTEH
IPUKA30M peKTOpa YHUBEPCUTETA HA OCHOBAHUU JINYHOTO 3asIBJICHUS, 10 UICTEUEHUH CPOKa
u30paHusi U JIEUCTBHS TPYIOBOTO JOTOBOpa JIMOO JOCPOYHO 3a HapyIIEHUE YCIIOBUMN
TPYJOBOTO JOTOBOpa WJIM TPYAOBOTO 3aKOHOAATENIbCTBA PEUICHUEM YYEHOr0 COBETa
YHuBepcurera.

4.3.4. B cnydae BO3HUKHOBEHHS BAaKaHCUU PEKTOP YHUBEPCUTETA WMEET IMPaBO
HA3HAYWTh CBOMM TPUKA30M 3aBEAyOIIero Kadempoil Ha TEpHoOJ TMOATOTOBKUA U
IIPOBENICHUSI BLIOOPOB CPOKOM JI0 OJTHOTO TO/1a.

4.4, KOMIIEKTOBaHHE Kadeapbl Hay4YHO-TIEIArOrM4€CKUMH KaJIpaMu
OCYIIECTBIISIETCSI B COOTBETCTBUU C YCTaBOM YHHUBEpPCUTETa Ha OCHOBE llomoxeHus o
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MOPSIIKE  3aMEIICHUS  JTOJDKHOCTEH  HAyYHO-TIEAarOTMYeCKMX pPaOOTHUKOB  IyTEM
POXOXKICHUS KOHKYPCHOTO OTOOpa M 3aKIIF0OUEHUS TPYIOBOTO TOTOBOPA HA CPOK JIO TISATH
JIeT.

4.5. JlomxkHocTH TpodeccopcKo-TipenoaaBarenbckoro cocrapa (manee - IITIC)
Kadenpsl MOTYT 3aMelIaThCsl JIMIaMH, pa0OTAOIIMMH Ha TTOCTOSTHHOW OCHOBE (IITAaTHBIE
COTPYJIHUKH) HIJIK TIO COBMECTHTEIIHCTBY.

4.6. 3aMecTUTeNn 3aBeIyromIero Kadeapoi Mo HapaBIEHUSM JACSITETbHOCTH MOTYT
Ha3HAYaThCsl W3 4YHCIa HauOosiee KBATM(UIIMPOBAHHBIX IITATHBIX MpENojaBaTeeH
kadeapel. [Ipu HEoOxoquMOCTH Ha Kadenpe MOTYT co3AaBaThCs CEKIMU. B aToM ciiydae
HA3HAYAIOTCS 3aBEYIONINE CEKIMIMU Kaeaphl pacropsiKeHHEM €€ 3aBETYIOIIETO.

4.7. Kadenpa wumeer 000COOJCHHOE TOMEIIEHHE, HWMYIIECTBO, MOXET HMETh
y4eOHO-Hay4YHBIE JIA0OPAaTOPHUH, MACTEPCKUE U KAOUHETHI.

4.8. Kadenpa Bemer ydeOHYIO, METOJAMYECKYID M HMHYH JOKYMEHTAIHIO,
OTPaXKAIOIIYIO COJCpKAHUE, OPTAaHU3AIMI0 U METOUKY MPOBEICHUS Y4eOHOTO, HAYIHOTO
U BOCHHUTATEIHHOTO TMPOIECCOB, OCYIIECTBICHUS WHHOBAIIMOHHOW, MEXIYHAPOTHOM,
poGOPHUEHTAITMOHON U MHOM JCATEIHPHOCTH KOJIUICKTHBA B IIEJIOM U KaKI0TO PaOOTHUKA B
gacTHOCTH. llepedeHp 00s3aTeIbHON JOKyMEHTAIMu Kadeapsl periiaMeHTHPYETCS
HOMEHKJIATypOU JIe] Y HUBEPCUTETA.

4.9. Pabota kadeapsl OCYIIECTBISETCS B COOTBETCTBHUU C TIEPCIICKTUBHBIMU U
TEKYITUMH TIJIaHAMH, OXBaTHIBAIOIIUMH BCE aCTICKTHI €€ JeATCTLHOCTH.

4.10. 3acnymuBaHue 1 00CYKJI€HHE OTYETOB Kadeaphl O X0/1€ BHITIOJIHEHHUSI TJIAHOB,
[0 JIPYTUM BOIPOCAM €€ JICATEIbHOCTU TMPOU3BOJUTCS CUCTEMATHUYECKH Ha 3aceaHusx
YYEHOr'0 COBETa MHCTUTYTA, a TAKXKE MPU HEOOXOAMMOCTH Ha 3aCeIaHUsIX YUYCHOTO COBETa
VYHuBepcuTeTa u APyrux COBETOB M KOMUCCUN B COOTBETCTBUU C IJIAHAMU UX PaOOTHI.

5. 3acenanue kagenpsol

5.1. O6¢cyxaeHue W perieHue OCHOBHBIX BOIIPOCOB, CBSI3aHHBIX C BBHITIOJIHCHHEM
3amad U QyHKOWA Kadenpsl, mpoBoasTcs B dopMme ee 3acemaHuid. TemaTuka u rpadux
3aceqaHuil popMuUpyeTCs A0 Hayaia KakI0ro y4eOHOTO rojja M BKIIFOYAIOTCS B IIaH PaOOThHI
Kadeapel.

5.2. 3acenanne kadeapsl HA3HAYACTCS W MPOBOJUTCS €€ 3aBEIYIOIIUM WM JIUIIOM,
€ro 3aMeIIaloIIUM, KaK MPaBuio, He pee OJHOT0 pas3a B JIBa MeCsIIa.

5.3. Ha 3acenanusx kadenpsr:

00CYXKIat0TCs TIIaHbI paboThI Kadeapsl;

paccMaTpuBarOTCS UTOTH PabOTHI KadeAphI B IIEJIOM U 110 BCEM BUAAM JCSITEILHOCTH;

paccMaTpuBalOTCS OTYETHI O pabOTE OTIAENBHBIX PAaOOTHHKOB Kadeapsl MO BCEM
BUJIaM HX JCSITEIbHOCTH;

MIPOBOIUTCS TIPEBAPUTEIIEHOE OOCYXICHHE KaHIUAATYp MperojaBaTesield mepen
KOHKYPCHBIM OTOOPOM Ha 3aMeIleHne JOHKHOCTH, & TAK)KE COMCKAHNE YUCHOTO 3BAHUS;

IIPOBOJUTCS PACCMOTPEHHE (eaepaTbHbIX TOCYJAPCTBEHHBIX 00pPa30BaATEIBHBIX
CTaHJApTOB BBICIIETO OOpa30BaHUS W YYCOHBIX TUTAHOB (IIEHCTBYIOIIUX W IPOEKTOB),
beneparbHBIX roCyJapCTBEHHBIX TpeboBaHMIA K JOTIOTHUTEIIBHOMY
npennpodeccnoHaTbHOMY 00pa30BaHUIO;
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IPOBOAUTCA OOMEH OMNBITOM IO BOMpOcaM Y4eOHOH, METOAMYECKONH M HAyYHOH
paboThI, 00CYKIAI0TCSI OTKPBITHIE 3aHATHS IIpenojaBareneit kadenpsi;

paccMarpuBaercsa yueOHast paboTa 00y4aroluXxcsi U COCTOSIHUE paboOT aclUpaHTOB,
JIOKTOPAHTOB U COMCKATEJIEN YUYECHBIX CTECIIEHEM;

paccMaTpuBaeTCs M YTBEPXKIAETCS y4yeOHO-METOAuYecKas JOKYMEHTAllus, B TOM
yycie y4eOHO-METOIMYECKHE KOMIUIEKChI JUCHUILINH U 9K3aMEHAIIMOHHbIE MaTEepHAaIbI;

AHAIM3UPYIOTCSI  Pe3ylbTaThl  MPOMEXKYTOYHOM W WUTOTOBOM  aTTeCTaIlH
oOydJaroruxcsi, TeKymue (GOpMbI KOHTPOJIA YCIIEBAEMOCTH OOYYAIOMIMXCS  TIO
TUCHIUTUIMHAM Ka(eapsl;

YTBEPXKAAIOTCSI TEMbl M 3aCIIyIIMBAIOTCS OTYETHl O BBINOJHEHUHM KYpPCOBBIX U
BBITTYCKHBIX KBAJTU(UKAIIMOHHBIX pa0OT 00yJaronuXxcs;

OPOXOJUT SKCIEPTH3a M MpPEA3allliTa BBIMYCKHBIX KBAJIM(UKAIIMOHHBIX padOT U
JHCCepTalHil, a TAaKXKe SKCIEepTU3a HAyYHBIX U Y4eOHO-METOAMYECKUX U3AaHUMN;

3aCIYIINBAIOTCS OTUYETHI IO HAYYHO-UCCIIEA0BATEIBCKON paboTe, HayUHbIE TOKIa IbI
M COOOILICHHUS,

BBIPa0aTHIBAIOTCS] PEKOMEHAINH IO TIOBBIIIICHUIO KaueCcTBa y4eOHOT0, HAyYHOTO U
BOCIIUTATEIHLHOTO MPOIIECCOB;

oOCy>KIaeTcsl U yTBepKAaeTcs yueOHas Harpy3ka Ha O4epeTHON MeproI;

00cyX/1aeTcsi TOTOBHOCTh Kaepbl K HOBOMY YU4€OHOMY TOAY;

npoBOAUTCA  MHGPOPMUPOBAHHME  KOJUIGKTHBA O  PEHICHHSIX  PYKOBOJCTBA
VYHuBepcutera 1 MHCTUTYTA,

yTBEpKIaeTcs rpaduk OTIYCKOB paOOTHUKOB Kadeaphl U Jp.

5.4. Ha 3acenanue kadenpsl MOTYT MPUTJaIaThCs 00ydaromuecs U MpenoiaBaTeiu
Apyrux Kadeap (IO COINIACOBAHUIO C HUX 3aBEAYIOIIMMHU), PaOOTHUKU pa3iIMYHBIX
CTPYKTYPHBIX MOApa3ieiaeHni Y HUBEpcUTeTa (110 COTIACOBAHUIO C UX PYKOBOAMUTEISIMU), a
TaKXKe IPYIUX YUPEKACHUN, MPEANPUATUN U OpraHu3aluil, Yb€ MHEHUE HEOOX0IUMMO AJIs
0OCY>KJICHHS paCCMaTPUBAEMBIX BOIIPOCOB.

5.5. 3acenanue xadenpsl cunTaeTCsl MPAaBOMOYHBIM, €CIIM HA HEM IPUCYTCTBYET HE
MeHee 2/3 oT cnucoyHoro cocraBa kadenpsl. [Iporeaypa romocoBanusi (OTKPHITOE WU
TalfHOE) MO BCEM BOMPOCAM, OTHECEHHBIM K KOMIETEHIIMHM Ka(eaphl, OMpEaenseTcs Ha
3acemannn  kKadenpel. Pemenwe kadempsl cuuTaeTcs NPUHATHIM, €CIH 32 HETO
nporoJiocoBaio 6osee 50% OT ynciia TPUCYTCTBYIOIIUX.

5.6. Xox 3acemanusi kadenpsl U ero pemeHus oGopMISIOTCS B BUAEC MPOTOKOJIA
3acenanus. B ciyyae HeoOX0aMMOCTH ceKpeTaph 3aceAanus kadeapbl TOTOBUT BBITUCKH U3
IPOTOKOJIOB 3aCEIaHUM.

6. IIpaBa u o0s13aHHOCTH Kadeapbl

6.1. Jlns moctukeHus OCHOBHBIX 33724 Kadepa UMEET MpaBo:

BHOCHUTB Ha PACCMOTPEHUE PEKTOPATA, YIEHOTO COBETA NHCTUTYTA U YYEHOT'O COBETA
YHuBEpCcUTETa W JPYIrMX COBETOB M KOMHMCCHM YHHUBEPCUTETA NPEIJIOKEHUS 10
COBEPUICHCTBOBAaHUIO pa0OThl MHCTUTYTA, YHUBEPCUTETA W JPYTUX CTPYKTYPHBIX
IIOAPA3AETICHUN;
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y4acTBOBAaTh B 00CYKIE€HUU BOIIPOCOB y4E€OHOM, HAYYHOU, BOCHIUTATEIHOM 1 HHOM
JESITENIbHOCTH, KacaroluXcsi paboThl Kadeaphl, Ha 3aceqaHMsIX YUYEHOTO0 COBETa MHCTUTYTA,
YYEHOI'O COBETa Y HUBEPCUTETA, IPYTUX COBETOB U KOMUCCH;

3alpamnBarh M IOJIy4aTb B YCTAHOBICHHOM IOPSAAKE OT peKTopara H
PYKOBOJUTENEH CTPYKTYPHBIX TMOJIpa3ie/icHuil YHUBEpPCUTETa HEOOXOIUMbIC IS
OCYILIECTBIIEHUS CBOEH JEATENBHOCTH NH(OPMALINIO, JOKYMEHTBI U MaTepUabl;

NpUBJIEKaTh, IO COTJIACOBAHHWIO C COOTBETCTBYIOIIMMH  PYKOBOJUTEISIMH,
pabOTHUKOB  CTPYKTYPHBIX TMOJApa3ieieHU YHUBEpCUTETa JJii  OCYILIECTBIICHUS
MEPOIPUATHIA, TPOBOAUMBIX Ka(eapoil B COOTBETCTBUU C €€ 3a/ladaMH.

6.2. Kadenpa obs3ana:

CUCTEMAaTUYECKHM  OCYIIECTBISATh  y4e€OHYI0, METOAMYECKYI0 M  HAay4HO-
HCCIIEIOBATENIbCKYI0O pa0OTy Ha BBICOKOM HAyYHOM M METOAMYECKOM YpPOBHE, C
HCIIOJIb30BAaHNEM COBPEMEHHBIX CPEACTB, METOJOB U TEXHOJIOTUH;

o0ecreunBaTh  pPEryJiIpHOE  TOBBINIEHHE  KBanupukamuu  mpodeccopcko-
IIPENOAAaBaTEIbCKOTO COCTAaBa;

o0OecreunBaTh COOTBETCTBHE O0Opa30BATEbHOM M HAYyYHOU JI€ATEIbHOCTH
rocyAapCTBEHHBIM JIMIEH3MOHHBIM U aKKPEIUTAlMOHHBIM TPEOOBAHUSIM.

7. IIpaBa 1 00513aHHOCTH 3aBeAyIOLLIero Kadeapoi

7.1. 3aBenyromuii kadeapoi UMEeT IPaBo:

y4acTBOBaTh B pabOTe BCEX 3aCeJaHU COBETOB U KOMUCCUN Y HUBEPCUTETA, a TAKXKE
COBEILIaHUH, I7ie 00CYKIAI0TCS U PELIAIOTCs BOIPOCHI AESITEIHOCTH Ka(enpsl;

co3JaBaTh CEKUUU Kadeapsl U METOJUYECKHEe KOMHUCCUHU, OPTraHU30BBIBATH
kKadenpaibHble HAyYHbIE U METOJUYECKHE CEMHUHApBI, KpPYIJIbIE CTOJBI M JIpyrue
HEKOMMEpYECKHNE MEpPONpPUATHS Yy4eOHO-METOIUYECKOr0 M HAyYHO-UCCIIEI0BATEIhCKOTO
XapakTepa,

y4acTBOBaTh B TMOAOOpEe KaHAWIATyp Tnpenaceaareneit ['ocymapcTBeHHBIX
AK3aMEHAIMOHHBIX KOMUCCHIA (IS BBITYCKAIOITUX Kadeap);

TpeOOBaTh OT PYKOBOAMTENEH COOTBETCTBYIOIIMX CTPYKTYPHBIX MOJpa3eieHuit
YHuBepcuTeTa CO3AaHUS MATEPHUATLHO-TEXHUYECKUX M WH(POPMAIMOHHBIX YCIOBUM IS
3¢ (PeKTUBHON OpraHU3aMKM Y4eOHOTO TPOIecca, MPOBEICHUS HAYYHBIX WCCICIOBAHUM,
MOBBINICHHSI KBATM(UKAITUY TIPETIOIaBaTeIICH;

TpeboBaTh OT BceX pabOTHUKOB Kadenpsl coOmonenus IIpaBun BHYTpeHHETo
TPYJOBOTO  pACIOpSAKA, TPYAOBOM JUCUMIUIMHBI, JOJDKHOCTHBIX — OOSI3aHHOCTEH,
PalMOHAIBHOTO UCTIONB30BAHUS PECYPCOB, 00ECIIEUNBAIOIIMX ACATEIHHOCTD Kadeaphl.

7.2. 3aBenyromuii kadeapoi oos3aH:

noaOupaTh KaHAMJATYphl Ha BaKaHTHBIE JAOJHKHOCTU MO Kadeape; MpeicTaBliiaTh B
YCTAHOBJIICHHOM TMOPSAKE KaHIUAaTyphl paOOTHUKOB Ha KOHKYPCHBI OTOOp 1O
3aMEIIEHUIO JOKHOCTH AUPEKTOPA HHCTUTYTA, YBOJIIbHEHHUE U NTEPEMEILICHNE; YIaCTBOBATh
B aTTeCTaly pabOTHUKOB;

pacnpeieNiaTh U TepepaclupenesiaiTh B Ipeleiax YCTaHOBJICHHBIX HOPMAaTHBOB
NeJarornyeckyro Harpy3Ky MpodeccopcKo-IIpenogaBaTesibCkoro cocrtaBa Kadenpsl u
(yHKIIMOHAJIbHBIE 00S3aHHOCTH MEXKIY paOOTHUKaMH Kadeapsl;
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yTBEpXAaTh KalleHAApHbIE TUIaHbl paboTel kKadenpsl, YMK]I, sx3aMeHallnOHHbBIE
MaTepHalIbl JIJIsl MPOMEXKYTOYHOM U UTOTOBOM aTTECTAIH, a TAKXKE PELICH3UH, 3aKITI0OUEHUS
U OT3BIBBI KaeAphl WK €€ pabOTHUKOB;

COTJIAaCOBBIBaTh MHAUBUIYAIbHBIE TUIAHBI pA0OTHI MIPENOaBaTelIeH;

KOHTPOJIMPOBAaTh CBOEBPEMEHHOCTh M Kau€CTBO BBIMOJIHEHUS I€1arornyecKon
Harpy3ku ¥ (QYHKIHOHAJIBHBIX O0sI3aHHOCTEM paboTHUKAMU Kadeapbl; KOHTPOJIUPOBATH
BCE BHUJbl yU4EOHBIX 3aHATHA W HAYYHBIX HCCJIEOBAHUN, MPOBOAMMBIX pPaOOTHHUKAMU
Kadenpsl;

MOJIFOTaBIMBATh U MMPOBOJIUTH 3aceiaHus Kadenpsl;

BBIMIOJHATh HMHBbIE OOS3aHHOCTH, TMPEAYCMOTPEHHBbIE HWHBIMH  JIOKAJIbHBIMU
HOPMAaTHBHBIMM AKTaMU Y HUBEPCUTETA.

8. OTBeTCTBEHHOCTH Kadeapsbl

8.1. Ha 3aBenytomiero kadeapoil Bo3naraercs rnepcoHaibHasi OTBETCTBEHHOCTb 3a:

OpPraHM3aIMI0 JCATEIFHOCTH Kadeapbl MO0 CBOCBPEMEHHOMY M KadeCTBEHHOMY
BBITIOJTHCHHIO TIOCTABJICHHBIX TIepe]l Hell 3a/1ay;

OpTraHU3AIHIO ONIEPATHBHOM, KAUeCTBEHHOM MOITOTOBKY U MCIIOJIHEHHUS JOKYMEHTOB
B COOTBETCTBHUH C JCHCTBYIOIIMMH MIPABUJIAMU U HHCTPYKIIHSIMH,

CBOEBPEMEHHOE HCIIOJIHEHUE, COXPAHHOCTH U Mepeaada B apXUB MPUHATHIX B paboTy
JOKYMEHTOB COTJIACHO HOMEHKJIATYPHI Ie7T Y HUBEPCUTETA,

cobmoienre paboTHUKaMH Kadeaphl TPYAOBON AUCIUILTUHBL;

o0ecrnieueHrne COXpaHHOCTH UMYILIECTBA, HaXoAs1Ierocs Ha Kadeape;

oOecrnieueHre COOJIIOICHUS MPaBUIl MOXKAPHON 0€30MacHOCTH, TPEOOBAHUN MPaBUII
OXpaHbI TPYa;

o0ecrieueHrne COXPaHHOCTH MEPCOHATBHBIX JTAHHBIX PAOOTHUKOB Ka(eaphl;

1o00p, PaCCTAaHOBKY U JIEITEIILHOCTh PAOOTHUKOB Kadeaphl.

8.2. OTBeTCTBEHHOCTh paOOTHUKOB Kaelphl yCTAHABIMBACTCS MX JTOHKHOCTHBIMHU
UHCTPYKITUSMU.

Tunosoe nonoxenue — 00
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COT'JTACOBAHO:

Tunosoe nonoxenue — 00
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Ha odopoTe

[Iponomxenue npunoxenns Nel/
K MHCTpyKLIMK 1O J€I0NPOU3BOICTBY

3aBenyromuii kadeapoi
N.0. ®amunus
« » 20 T.

Homxnocts (IIpopextop/mupexTop,
KypHUPYIOIIHUIA COOTBETCTBYIOIIEE
HaIlpaBJICHUE)

N.0. ®amunus

« _» 20 I.

JHomwxknocth (HavanbHuk oTaena
KaJipoB)

N.O. ®amunusg

«  » 20 T.

Jomwkaocts (HauaneHuk
KOHTPOJILHOTO YIIPABIICHUSI)
N.0. ®amunus

« _» 20 T.
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[Tpunoxxenue Nel8
K MHCTpYKIMH TIO IEIOTPOU3BOICTBY

Oobpa3zen opopMiieHN S TOJKHOCTHOM HHCTPYKIIUU

YTBEPXIAIO
PexTop Mockosckoro [lonurexa

A.B. Hukomaenko
« » 2017r.

JOJIKHOCTHASA UHCTPYKIUS
(HaumeHoBaHue OOIHCHOCIU 8MeCme C HA38AHUEM CIPYKIMYPHO20 NOOpA30e/lets)
(denepanbHOro rocy1apcTBEHHOI0 OK/IKETHOT0 00Pa30BATEJIbHOI0 YUPEKICHUA
BbICLIEr0 00pa3oBaHMs
«MOCKOBCKHU MOJTUTEXHUYECKU YHHBEPCUTED)

Mocksa 2017
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1. HABHAYEHUME U OBJIACTb IPUMEHEHUSA

Hacrosimass ~ HOMDKHOCTHAasE —~ MHCTPYKUMSL  HaumeHnoganue  0oadcHocmiu  (eAeparbHOro
rOCYJapCTBEHHOTO OIOPKETHOTO 00pa30BaTENbHOTO YUPEXKIEHHUS BBICIIET0 0Opa3oBaHusl «MOCKOBCKHI
MOJUTEXHUUECKUI YHUBEPCUTET» YCTaHABIMBAET KBATH(PUKALIMOHHBIE TPEOOBAHUS U COACPIKUT MEPEUCHb
(GyHKIMH U JOJDKHOCTHBIX 0053aHHOCTEH, OIpe/iessieT paBa pabOTHUKA U MEPY €r0 OTBETCTBEHHOCTH IPH
MCTIOJTHEHUH CBOUX CIIY>K€OHBIX 005S3aHHOCTEH.

2. HOPMATUBHOE OBECIIEYHEHUE

° Tpynosoii Kogekc Poccuiickoi @enepannu;

. HopMmaTtuBHbIE aKThI, pETYJIUPYIOIINE TPYIOBbIE TPAaBOOTHOIIEHUS B Poccuiickoit
denepanuu;

. VYcraB YHUBEpCUTETA,

. [TonosxxeHnue o CTPyKTYpHOM TOIpa3IeIeHIH,;

. JlokanpHble HOPMATUBHBIC TPABOBBIC AKTHI Y HUBEPCUTETA.

3. ONPEJEJIEHUSA U COKPAIIIEHUSA

B Hacrosmel AOJKHOCTHOM WHCTPYKIIMM HCHOJIB3YIOTCS  CIAEAYIOIIHME OMNpPEACICHUs |
COKpaLICHMUS:

- posxHocTHast MHCTpykuust (JAU) — nokanpHBI akT, 00s3aTeNbHBIM K TNPUMEHCHHUIO B
(benepaTbHOM TOCYAAPCTBEHHOM OIOKETHOM 00pa3oBaTEIbHOM YUPEKICHHM BBICHIETO OOpa30BaHUS
«MOCKOBCKHI  TMOJUTEXHUYECKUA  YHUBEPCHUTET»,  NPEABSABISIEMBIA  MOpPU  TPYAOYCTPOMCTBE,
OTIpeNIeNIAIoNNI KBanu(pUKallMOHHbIE TpeOOBaHUA, NepedeHb (PYHKIUI U JOIKHOCTHBIX OOSI3aHHOCTEH,
YCTaHABIIMBAIOIIUNA Mepy OTBETCTBEHHOCTH M IIpaBa paOOTHHMKA MPHU UCIIOJIHEHUU UM CBOMX CIIYKEOHBIX
00s13aHHOCTEH;

- JOJLKHOCTHBbIe O0fI3aHHOCTHM — JCHWCTBUS, OOs3aTeNbHbIE K HCIOJHEHUIO B Ipoliecce
npo¢ecCHOHATLHON IEATEIbHOCTH paOOTHHKA,

- KBaJM(PUKALHMOHHbIE TPeOOBaHUs — TpeOOBaHUs, MPUMEHsIEMbIE K 00pa30BaTEIbHOMY YPOBHIO
Y IPAaKTHYECKUM HABbIKaM pa0OTHUKA,

- TK P® - Tpynosoii Kogexc Poccuiickoit @enepanuu;

- YHuBepcurter — (QenepaibHOe TOCYAapCTBEHHOE OIOJKETHOE 00pa3oBaTeNbHOE YUpEexKICHHE
BBICIIETO 00pa3oBaHus «MOCKOBCKHN MOMUTEXHUUECKHN YHUBEPCUTETY,

- cmpykmypHoe noopasoeiienue (CoOKpaweHHoe Ha38aHue) — NOJHOe HAUMEHOBAHUE CIPYKMYPHO20
noopasoeeHusl.

<uHbvle onpeoeseHus U COKpaujeHus>
4. OBIIME ITOJIOKEHUSA

4.1. HaumenosaHnue 00IHCHOCHU CMPYKMYPHO20 noopaszoeneHus (Hajee — COKpaujeHHoe Ha38aHue
00IHCHOCIU NPU HEOOXO00UMOCMUL) OTHOCUTCS K KaTErOPHH pyKogooumerieti /| THOO K aIMUHUCTPATUBHO-
YIPaBJICHYECKOMY MepCcoHaNy/ y4eOHO-BCIIOMOTATEIbHOMY TEPCOHANy / TEXHUUYECKOMY TEpCcoHany / K
Me1arornyeckuM paboTHUKAM / HAyYHBIM PaOOTHHUKAM).

4.2. Haumenosanue oonxcnocmu | mubo cokpawennoe nassanue, eciu Owvlio 86edeno 6 n. 4.1.
Ha3HAyaeTcss Ha JODKHOCTh M OCBOOOXKIACTCS OT 3aHMMAeMON  JIOJDKHOCTH B YCTAHOBJIIGHHOM
JNEHWCTBYIOIIMM TPYIOBBIM 3aKOHOAATENIbCTBOM Poccuiickoit @enepanuu MOPSAKE MPUKA30M PEKTOpa
YHUBEpCHUTETA WIH YIIOJTHOMOYECHHBIM JIUI[OM.

Ecau JTH omnocumces k pabomuuxam YBII, iruoo AVII, mo «uasnauaemcs u oc6oboxcoaemcs om
O0JIAHCHOCMU NPUKA30M PEKmopa YHueepcumema no npedcmagieHuro HauaibHuKa omoena/ynpasieHusy.
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4.3. Haumenosanue oonscrnocmu | mubo cokpawennoe nazeanue, eciu o6ulio ésedeno 6 n. 4.1. B
CBOECH JeSATENIbHOCTH PYKOBOJICTBYETCS:

- ICUCTBYIOUINM 3aKOHOATeNbcTBOM Poccuiickoii denepanuu, pecyaupyowum 06pazosamenbhyo
0esImeNbHOCYb,

- HOpMAaTUBHBIMU akTaMu MUHHCTEpCTBA 00pazoBaHus U Hayku Poccuiickoit deneparnum;

- IPUKa3aMU U PACTIOPSHKEHUSIMU PEKTOpa Y HUBEPCUTETA,;

- YcTaBoM YHUBEPCUTETA,

- [lonoxxenuem o cmpykmypHom noopazoenenuuu,

- JIoKaIbHBIMH [TPABOBBIMU aKTaMH, YTBEP>KACHHBIMU B Y HUBEPCUTETE;

- [IpaBunamu BHYTpEHHETO TPYAOBOIO pacropsiika Y HUBEPCUTETA;

- HACTOSIIEN JOJDKHOCTHOM MHCTPYKLIMEN.

4.6. Haumenosanue 00axcHOCmuy IOTIUHSAETCS HETIOCPEACTBEHHO HAUMEHOBAHUE OOAHNCHOCTIU.
4.7. Pexum pabotel Haumenosanue oOondichocmu ycTaHaBiauBaeTcs lIpaBuiamMu BHYTPEHHETO

TPYAOBOTO PACIIOPSIKA M YTBEPIKIACTCS PEKTOPOM Y HUBEPCUTETA.

4.8. Haumenosanue 0o0nxCHOCMY MOMXET OCYILIECTBIATh IEJArOTHYECKYI0 JESTeIbHOCTh
JOMOJHUTEIBHO K OCHOBHOM JOJDKHOCTH 1O COINIACOBAHHIO C PYKOBOJCTBOM (IIPH HATUYUH).

4.9. Ha Bpems otcyterBust Haumenosanue oonsxcrocmu (KOMaHAMPOBKA, OTIYCK, OOJIE3Hb U TIp.)
€ro O0Os3aHHOCTH HCHOJHSET pPAaOOTHUK, HA3HAYEHHBIM IPHKa30M B YCTAHOBICHHOM TPYJIOBBIM
3akoHOJaTenbCTBOM Poccuiickoit denepariy mopsiike, KOTOPBIH MPUOOPETaeT COOTBETCTBYIONIUE MIPaBa
U HECeT OTBETCTBEHHOCTh 3a HEUCIOJHEHHE WIM HEHaJUIeXkallee MHCIOJHEHUE OO0sS3aHHOCTEH,
BO3JIOKEHHBIX Ha HETO B CBS3U C 3aMEILICHUEM.

5. KBAIIMOUKAIIMOHHBIE TPEBOBAHUSA

5.1. Ha nomxkuaocTh Haumenosarnue 0o0ocHocmy Ha3HAYAETCS JIULIO:

- umeroujee yueHyro cmenenb 0OKmMopa uil KaHOuoama HayK, HayuHvlie mpyovl, onvim pabomsl no
cneyuanvHocmu He menee 5 nem | umerowee gvicuiee obpazosanue u cmadxc pabomuvl He MeHee 3 Jem
(obpazosanue, cmaoc);

- HE HMMEIolee WM HE MMEBILIEE CYIMMOCTH, HE MOJBEprarouieecs Wi HEe IMOJBEpPraBIIeecs
YTOJIOBHOMY TIPECIIEI0BAaHUIO (32 UCKIIIOUEHUEM JIMII, YTOJIOBHOE MpPECieI0BaHNE B OTHOIIEHUH KOTOPBIX
MPEKPAIEHO IO PEaOUITUTUPYIOIINM OCHOBAHUSIM ) 32 TIPECTYIIJICHUS TPOTUB KU3HU U 3[I0POBBSI, CBOOOIBI,
YeCTH U JIOCTOWHCTBA JIMYHOCTU (32 HCKIIOUEHHEM HE3aKOHHOTO TOMENICHMSI B TMCHUXHATPUUYECKUA
CTallMOHAp, KJIEBETHl U OCKOPOJIEHUS), TOJOBOMH HEMPUKOCHOBEHHOCTH M TMOJIOBOW CBOOOBI JTUYHOCTH,
MIPOTUB CEMbU U HECOBEPUICHHOJETHUX, 3JJ0POBbs HACEJIEHUS U OOIIECTBEHHON HPaBCTBEHHOCTH, OCHOB
KOHCTUTYIIMOHHOTO CTPOSI U OE30MAaCHOCTH TOCYIapCTBa, a TAKKE MPOTUB OOIIECTBEHHON 0€30MacHOCTH
(gacts BTOpas crarbu 331 TK PD);

— HE UMEIOIIee HECHITON MJIH HETIOTallIEHHOW CYAMMOCTH 32 YMBIIIUICHHBIE TSHKKUE U 0000 TSHKKHE
npecTymieHus (d4acth BTopas cratbu 331 TK PD);

— HE TPHU3HAHHOE HEIEeeCIOCOOHBIM B YCTAaHOBIEHHOM (helepaibHbIM 3aKOHOM MOPSIKE (Y4acTh
BTOpas ctath 331 TK PO);

— HEe uMeromiee 3a00JIeBaHMIA, MPEIYCMOTPEHHBIX IEPEYHEM, YTBEPKIAAEMBIM (eaepaTbHbIM
OpPraHOM HCIIOJIHUTEIBHOW BJIACTHU, OCYIIECTBISIOUIMM (QYHKIHMHM MO BBIPaOOTKE TOCYAapCTBEHHOM
MOJINTUKUA ¥ HOPMATHBHO-TIPABOBOMY PETYIHPOBAHUIO B 00JIACTH 3APABOOXPAHEHUS (YaCTh BTOPASI CTAThH
331 TK PD).

5.2. Haumenogarnue 00ncHoCmy TOJKEH 3HATH:

- Koncturyuuto Poccuiickoit denepanmy;

- YcraB YHUBEPCUTETA,

- Op2aHU3aYUOHHYIO CMpPYKmypy Yhueepcumema, nepeuensb cneyuaibHOCmel 8 COOM8emcmeaul ¢
Jluyenzueu Ha npaso eedenus 06pa308amenbHOl OesmMeNbHOCMU 6 001acmu 8bicuiec0 00paA3068aHUs.
Yuusepcumema, ocnosnvie nanpaenenus yuebHoz2o npoyecca 8 Ynusepcumeme,

- 3aKOHOOamelbHble  aKmbl, peclaMeHmupyrowue npPou3B00CMEEHHO-XO3AUCMBEHHYIO U
@unancosyio oesmenvHocms Ynusepcumema;


consultantplus://offline/ref=BE42135DFBCBB592592B93590674DA31971CB77ABD9BCD24E8D710C3CAA50844122110971F35C866G
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consultantplus://offline/ref=BE42135DFBCBB592592B93590674DA31971CB77ABD9BCD24E8D710C3CAA50844122110971F35C866G
consultantplus://offline/ref=BE42135DFBCBB592592B93590674DA31971CB77ABD9BCD24E8D710C3CAA50844122110971F35C866G
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- HOpMAmMuUGHble NPABoavle OOKYMEHMbl, MemoouiecKue U HOpMamueHbvle Mamepuansl no NPagoeoli
OdesimenvHocmu Ynusepcumema,

- epadicoanckoe, mpy0ogoe, PUHaAHCO80e, AOMUHUCIPAMUBHOE NPABO,

- HAJl02080€ 3AKOHOOAMENbCMEO,

- NOpA0OK GedeHUs. yyema U COCMABIEHUSI OMYEMHOCMU XO3UCMBEHHO-(UHAHCOBOU
OdesimenvHocmu Yrusepcumema,

- NOPAO0OK 3aKIIYeHUs U OQPOPMIEHUS XO3AUCMEEHHBIX 002080P08, KOLIEKMUBHBIX 002080D08,
mapughuvix coenawenutl, 002080p0o8 No NPOU3E00CMBEHHbIM NPAKMUKAM,

- NOPAOOK cucmemMamusayuu, yuema U 6e0eHusi npasoeou OOKYMEeHMAyuu ¢ UCHOTIb308AHUEM
COBDEMEHHBIX UHPOPMAYUOHHBLX MEXHONO2ULL,

- OCHOBbl IKOHOMUKIU,

- OCHOBbL NPOU3BOOCMBA U YNPABNEHUSL,

- CMpyKmypy, uimamsi, npoguis, CReyuanu3ayuo U nepcnekmuesbl pazsumus Yruueepcumema,

- 9TUKY JICJIOBOT'O OOIICHHS;

- OCHOBBI OpTaHU3AlNH TPYAQ;

- 3aKOHOJIATENILCTBO O TPYAE U oXpaHe Tpyna PD;

- IpaBWJIa BHYTPEHHETO TPYAOBOTO paclopsIKa, IPaBuiia 0 OXpaHe TPy/a.

Haumenosanue — OonxcHocmu  AOIMKEH  oOjlagaTh  HEOOXOAMMBIMH  OPTaHH3aTOPCKUMU
CIIOCOOHOCTSIMH, HaBBIKAMH pa0OTBl HA TEPCOHAILHOM KOMIIBIOTEpE, [IEIOBOTO  OOIIeHMUS,
KOMMYHHUKAOEIIBbHOCTHIO.

6. JOJIDKHOCTHBIE OBA3AHHOCTH

Haumenosanue donxcrocmu BHITIOTHSIET CIENYIONE 00s13aHHOCTH:
6.1.
6.2.

6..... OcyiiecTBieHre 00pabOTKH MEPCOHATBHBIX TAHHBIX B COOTBETCTBHUH C
3akoHoAaTenbcTBOM Poccuiickont denepanyu.

7. IIPABA

Haumenosarnue dondichocmu AMEET TPaBo:

7.1. /leticmeosams 6 unmepecax Yunugepcumema npu 63aumMo0etcmausx ¢ Opy2umu Opeanu3ayusmu
6 npedenax ceoeti KoMnemeHyuu,

7.2. 3unakomumebcs ¢ peuweHUsMU HeNOCPeOCMBEHHO20 PYKO80OCm8A U  PYKOBOOCMBA
Yuusepcumema, xacarowumucsa e2o oeasmenvnocmu,

7.3. Yuacmeosamo 6 06cyscoenuu 60npocos OmHOCUMENbHO UCHOTHACMbBIX UM 00A3AHHOCIElL,

7.4. Iloonucwieams u 8u3uposams OOKyMeHmbl 8 npedeiax ceoeti KOMnemeHyuu,;

7.5.  Bumocumv na paccmompenue pykoeoocmea  Vuueepcumema  npeonodxceHusi no
COBEPUIEHCMBOBANHUI0  pAOOMbL,  C8A3AHHOU C  NPedyCMOMPEHHbIMU — HACMOAWel  UHCMpYyKyuel
0053aHHOCMAMU,

7.6. B npeoenax ceoeti komnemenyuu cooouams Pexmopy 0060 6cex 8vis81eHHbIX 8 Npoyecce c8oell
O0esamenbHOCmU HeOOCMAMKAX U 6HOCUMb NPEONOHNCEHUS NO UX YCIMPAHEHUIO,

7.7. [Ilpuenexamv cneyuaiucmos 6cex (OMOeNbHbIX) CMPYKMYPHLIX NOOPA30eIeHUll No
CO2NIACOBAHUIO C PYKOBOOCMBOM YHugepcumema K peueHuro 3a0ay, 60310HCEHHbIX HA He2o (ecau 3mo
npeodyCMOMpPeHO NONONCEHUIMU O CMPYKMYPHBIX NOOPA30eNeHUsX, eClu Hem - Mo C paspeuleHusl
PYKOBOOUmens),

7.8. 3anpawusamv y pykogooumeneu CmMpYKMypHulX RnoopasoeleHutl Yuusepcumema om
pyKogoOumenei CmMpYKmMypHblX HOOpA30eleHull U CReyuaiucmos uHgopmayuro u OOKYMEHMb,
Heobxooumvle 011 8bINOIHEHUS €20 OO0JIHCHOCMHBIX 00SA3AHHOCMELL,

7.9. Yemanasnueamv u noooeporcueams 0enogoe compyoOHUYeCmeo ¢ GHeUHUMU OP2aHU3AYUAMU
no npoghuto OesimenrbHOCMU CIMpPYKMYpPHO20 NOOPA30eleHUsl, 8 PAMKAX 8bINOIHAEMBIX pabom.
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7.10. Hcnonvzosams ungopmayuonHvle 0a3vl, (oHObl OOKYMEHMO8 U U30AHUL NO Npopuito
OdesmenvHocmu [lenapmamenma.

7.11. Xooamaiicmeosamv nepeo peKmopom O NPUMEHEHUU Mep AOMUHUCPAMUBHO20 U
OUCYUNTUHAPHO20 — B8030€UICBUsL 8 CIyYde GblIAGIEHUS HAPYUIeHUL MpPYy006ou  OUCYUNIUHBL U
HeHaoexHcauye2o 8blNOIHEHUs OOAHCHOCMHBIX 005A3aHHOCMEN COMPYOHUKAMU YNpasneHus.

7.12. Xooamaticmeosamuv neped pekmopom 0 noowperuu compyoHuKos Ynpaenenus

8. OTBETCTBEHHOCTb

Haumenosanue donsxcrocmu HeCET OTBETCTBEHHOCTb:

8.1. 3a HeHaanexaliee MCIOJHEHHE CBOMX JOJDKHOCTHBIX OOS3aHHOCTEH, IMpelyCMOTPEHHBIX
HACTOSIIECH JOJDKHOCTHOM HWHCTPYKIIMEH, B TIpefenax, OMNPEACNICHHBIX HEUCTBYIOIIUM TPYAOBBIM
3akoHoJarenbcTBOM Poccuniickoit denepanmu;

8.2. 3a mpaBOHApylIIEHUsS W MPECTYIUICHUS, COBEPIICHHBIE B IMPOIECCE OCYIIECTBICHUS CBOEH
npodeccroHabHOM JIesATEeTbHOCTH, B npejaenax, ONpeIETICHHBIX NENCTBYIOLIUM
aIMUHUCTPATUBHBIM, YTOJIOBHBIM M TPaKJIaHCKUM 3aKOHOAATeNbCTBOM Poccuiickoit dexneparuu;

8.3. 3a HecoOm0IeHNE TPAaBUII BHYTPEHHETO TPYIOBOTO paclopsiika Y HUBEpCHUTETA.

8.4. 3a HecoOIOICHUE TIPABHIT IO OXPaHe TPYZa U MOKapHO# 6€30MacHOCTH.

8.5. 3a mnpuumHEeHHEe MaTepuadbHOro Yyiiepda YHUBEpPCHTETY, B Ipeneiax, ONpeAeleHHBIX
JNEUCTBYIOIIMM TPYAOBBIM U IpaXkJaHCKUM 3aKOHOJaTenbcTBOM Poccuiickoit deneparnmu.

9. BBAUMOJENCTBUSA

Haumenosanue oonxcnocmu AEACTBYET B UHTEPECAX HA3BAHUE CIPYKIMYPHO20 NOOPA30eie s TIPU
B3aMMOOTHOIICHUSX C JPYTMMH CTPYKTYPHBIMH MOAPA3JCICHUSIMA ¥ CTOPOHHHMH OpPTaHHU3AIUSIMHU B
npejenax CBoe KOMIIETEHIIHH.

10. SAKJIIOYUTEJIBHBIE ITOJIO’KEHUSA

10.1. Hacrosimas IO/DKHOCTHas HMHCTPYKIUS pa3paboTaHa Ha ocHoBe KpanmdukanmmoHHON
XapaKTePUCTHKH JOJDKHOCTH «Pykosooumens (Oupekmop, 3aeedyiowuli, HAYaiIbHUK) CMPYKMYPHO2O
noopasoenenusy (Eounvlil K8ATUPUKAYUOHHBILL  CRPABOUHUK — OOJIICHOCHEU — pYyKogooumerel,
cneyuanucmog u  cayacawux. Pazoden  "Keanugurxayuonnvie  xapaxmepucmuxu — OOAHCHOCHEl
PYKOgoOUumenell u Cneyuaniucmos 8blcuie2o0 npopheccuoHaibHo20 U OONOIHUMENbHO20 NPODeCcCUOHATbHO20
obpazosanus", ymeepacoennwiii [lpuxazom Munzopascoypazeumus Poccuu om 11.01.20112. Ne In).

10.2. O3HakoMJIeHHE paOOTHUKA C HACTOSIICH TOJDKHOCTHON MHCTPYKIIMEH OCYIIECTBISECTCS MIPH
npreMe Ha padoTy (0 MOAMMCAHUS TPYAOBOTO JOTOBOPA).

10.3. ®akT 03HAKOMJICHUS C HACTOAIIECH JOPKHOCTHOW MHCTPYKIMEHN MOJITBEPKIAETCS POCIUCHIO
B DK3EMILISAPE TOJDKHOCTHON HHCTPYKIIMH, XpaHSIIeMcs Y padoToaaTes.

11. COI'JTIACOBAHHUE
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HosxHOCTH D.1.0. Hoanucek Hara
CormnacoBaHo Kypupyrowuri
IIpopexmop//lupexmop
CormnacoBaHo Hauvaneauk KonTposbHOro
yIpaBIeHUS
CornacoBano | HawanpHUK oT/HETa KaAPOB
paznen 5
CornacoBano | Pyxogooumenu cmpyKmypHsix
noopasoeneHutl no uepapxuu
NOOYUHEHHOCMU
OznakomieH | Haumernosarnue dondcrocmu




196
[Tpunoxxenue Nel9
K MHCTpYKIMH TIO IEIOTPOU3BOICTBY

Oopa3zen opopMiIeHHS POTOKOJIA

MUHHCTEPCTBO OBPA30OBAHMS 1 HAYKH POCCUMCKOM ®EIEPALTN
OEJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJPKETHOE OBPA30BATEJIBHOE YUYPEXK/IEHWE BBICIIEI'O OBPA3OBAHNA

«MOCKOBCKHWI MOJUTEXHUYECKHU YHUBEPCUTET»
(MOCKOBCKHUI TOJIUTEX)

ITPOTOKO.I
Ha3BaHME KOJUIETHAJILHOTO OpraHa (KOMHCCHUU, pabouei TPYMIIbI U T.11.)

Ne

[Ipencenarens: N.0. Gamumnusi.

Cexkpetaps: 1.0. Gamunus.

[IpucyTcTBOBaNH: KOJIMYECTBO YEJIOBEK (SIBOYHBIN JIUCT MIPUIIATAETCS ).
IToBecTka nHA

Cnymanu:

1. JomxnaocTth, ®.M.O. nokaagunka, Ha3BaHUE TEMbI JOKJIaja.
2. lomxHocth, @.M.O. noknagunka, Ha3BaHUE TEMbI JTOKIaa.

Pemmmm:
1. Onucanue penieHus no nepBoMy BOIPOCY.
2. Oncanue perieHus o BTOPOMY BOIIPOCY.

[Ipencenarens N.0O. ®amunus

Cexpetapb N.0. ®amunus

IIporokon 3acenanus pexropara - 09
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[Iponomxenue npunoxxkenus Nel9
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

®opMa SIBOYHOI0 JIMCTA K MPOTOKOJIY

MUHUCTEPCTBO OBPA3BOBAHUS 1 HAYKHU POCCUIICKOM OENEPAILIUN
OEJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJPKETHOE OBPA30OBATEJIBHOE YUYPEXK/IEHWE BBICIIEI'O OBPA30OBAHNA

«MOCKOBCKHWI MOJUTEXHUYECKHU YHUBEPCUTET»
(MOCKOBCKHUI TOJIUTEX)

SIBOUYHBIN JIUCT

K MMPOTOKOJTy Ha3BaHUE KOJUIETUAILHOTO OpraHa (KOMUCCUH, paboueli TpyIIIbI U T.11.)
oT No

z

0)4(@ JIOIKHOCTD [Toanuck

=
=
=

O | 0o N OO0 | B~ W | DD

=
o

[Ipencenarens HN.0. Gamunusa

Cexpertapb N.0O. Gamunus

SIBOUHBIN JIHCT K 3aceaHHIo pekTopara - 09
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[Tpogomxenue mpunoxkenus Nel9
K NHCTpyKIIMK 1O AETOMPOU3BOICTBY

dopmMa OBECTKH THA 3acCeIaHUs]
IloBecTKka THA

3aceJaHud ..........(Ha3BaHUEe KOJLJ1erHaJIbHOT0 OPraHa)
aara, BpemMs

MECTO NMPOBECACHUA

1. Tema nokmana (donscnocmos, ©.U.QO.).
2. Tema noxnana (doaxcrocmos, P.H1.0.).
3. U T.IO.

Ucnonmaurens

Tenedon
TloBecTka ass ......... -00
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[Tpunoxenue Ne20
K NHCTpyKIIMK 1O AETOMPOU3BOICTBY

Oopasen opopmieHHsI MPOTOKO.JIA 3aceJaHNUs YYE€HOT0 COBeTa YHUBEPCHTETA

MUHHCTEPCTBO OBPA30OBAHMS 1 HAYKH POCCUMCKOM ®EIEPALTN
OEJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJPKETHOE OBPA30OBATEJIBHOE YUYPEXK/IEHWE BBICIIEI'O OBPA30OBAHNA

«MOCKOBCKHWI MOJUTEXHUYECKHU YHUBEPCUTET»
(MOCKOBCKHUI TOJIUTEX)

ITPOTOKO.I

34CClIaHUsA YUCHOI'O COBCTA

[Ipencenarens — N.O. Gamunus.
VYyenslii cekperapb — 1.0. Gamunusi.
[IpucyTcTBOBaAIM — KOJMYECTBO YEJIOBEK (SIBOYHBIN JIUCT MPUIIAraeTCs).

IloBecTKa AHS:

1. Tema noxnana.
2. Tema nokmnana.
3. Pa3noe.

1. CJIYHIAJIN:
1. BBICTYIINJIN:
1. HIOCTAHOBUJINA:

[Ipencenarens N.0O. ®amunus
Y4eHbIl ceKpeTaphb N.0O. ®amunus
Ucnonuutens

Tenedon

ITporokon 3aceaHus yueHoro cosera -13
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[Tponomxkenue npunoxenus Ne20

K MHCTpyKIIMHU 1O 1€TONPOU3BOJICTRY

Oopa3en opopmiieHHsI CTEHOTPaAMMBbI 3aceJaHUsl Y4€HOT0 COBeTa Y HUBEpPCUTETa

MUHHCTEPCTBO OBPA30OBAHMS 1 HAYKH POCCUMCKOM ®EIEPALTN
OEJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJPKETHOE OBPA30OBATEJIBHOE YUYPEXK/IEHWE BBICIIEI'O OBPA30OBAHNA

«MOCKOBCKHWI MOJUTEXHUYECKHU YHUBEPCUTET»
(MOCKOBCKHUI TOJIUTEX)

CTEHOI'PAMMA

34CClaHMs YUCHOTI'O COBCTA

IIpencenarens — N.O0. @amunus
VYuenslii cekperapp — N.0. @amunns

bamunug 1.0.:
(TekcT coryiacHo ayauo - 3alMMCH 3aCe/laHusl YYEHOT'0 COBETa Y HUBEPCUTETA).

[Ipencenarens N.0. Gamunus
YdeHbll cekpeTapb N.0. ®amunus
Hcnonuurens

Tenedon

CreHorpaMma 3acefaHus y4eHOro cosera -13
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[Tponomxkenue npunoxenus Ne20
K MHCTpyKIIMK 1O J€101POU3BOJCTBY

Oopa3en opopmiieHHsI CIUCKA YJIEHOB YUY€HOI0 COBETa Y HUBEpCUTETA

MUHHCTEPCTBO OBPA3OBAHMS 1 HAYKH POCCUIMCKOM ®EJEPAILTAN
OEJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJPKETHOE OBPA30OBATEJIBHOE YUYPEXK/IEHWE BBICIIEI'O OBPA30OBAHNA

«MOCKOBCKHWI MOJUTEXHUYECKHU YHUBEPCUTET»
(MOCKOBCKHUI TOJIUTEX)

CIIUCOK YJIEHOB YYEHOI'O COBETA, IIOJIYYUBIINX BIOJUVIETEHH!
JJIA TAUHOI'O I'OJIOCOBAHUA
K IIPOTOKOJIY 3aCelaHus YYEHOI0 COBETa

OT «__» 20 1. Ne
Ne /i dUO IToamice
1
2
3
4
5
6
7
8
9
10

CHucoK 4Je€HOB YYEHOTO COBETA, MOTYYUBIINX OFOJUIETEHU JJIsI TAWHOTO TOJIOCOBAHUS
YA0CTOBEPSEM:

[Ipencenarens N.0. damunua

Cexkpertapb N.0O. ®amunus

CrmcoK 4JICHOB YUYCHOI'O COBCTA, ITOJTYYHUBIINX OX0JUIETEHHU JJIA TaHOT'O TOJIOCOBAHMS -

13
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[Tponomxkenne npunoxenus Ne20
K NHcTpykumy o aenonpou3BOACTBY

Oopasen opopmiieHHsI MPOTOKOJIA 3aCeJAHUSA CUHETHOH KOMMCCHH YYEHOI0 COBETa
YHuBepcurera

MUHHCTEPCTBO OBPA30OBAHMS 1 HAYKH POCCUMCKOM ®EJEPALTN
OEJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJPKETHOE OBPA30BATEJIBHOE YUYPEXK/IEHWE BBICIIEI'O OBPA30OBAHNA

«MOCKOBCKHWI MOJUTEXHUYECKHU YHUBEPCUTET»
(MOCKOBCKHUI TOJIUTEX)

ITPOTOKO.I

Ne
3aceIaHusi CYeTHON KOMUCCHUHU YUYEHOTO COBETA

[IpucyrcTBOBaNM Ha 3acelaHUU u3 YJIEHOB YYEHOI'O COBETA.
Y4eHblil COBET YTBEPXKICH 201 r., mpuka3s

banmoruposancs N.O. @amuius Ha 3aMelIeHNE TOJKHOCTH (3BaHU)

Po3mano OroneTeHen:
Oka3zanoce B ypHE:

Pesynprarel ronocoBanus:
«3a (cpokoM Ha » -
«IIportuB» -
«HeneicTBUTENBHBIX OrOJUIETEHEN -

YJ1eHbl CYETHOM KOMUCCHUH:

HpOTOKOJ'I 3accaaHus CYETHON KOMHUCCHH Y4€HOr'o COBETA - 13
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[Tponomxkenne npunoxenus Ne20
K NHcTpykumy o aenonpou3BOACTBY

d®opma 010JJIeTeHS ISl TAUHOTO IoJ10COBAHUA (YUEeHbIH COBET)
MoCKOBCKUY MOJUTEXHUYCCKUN YHUBEPCUTET
BIOJUUIETEHD
JJIs1 TAWHOTO TOJIOCOBAHUS HA 3aCeJaHUU YYEHOTO COBETa
MOCKOBCKOTr0 MOJIUTEXHUUECKOTO YHUBEPCUTETA

rojaa, npoTokoia Ne
10 MPEACTABICHUIO HA 3aMEUIEHUE TOJKHOCTH (3BaHMS)

3a
(cpoxom IIpoTus
N.0. ®amunus Ha )

Pa3bsicHeHMe MOPSAIKA 3aM10JTHEHUsI 010/JIeTeHs
[TocTaBbTe J11000H 3HAK B rpade ¢ BhIOpaHHBIM Bamu BapuaHTOM royiocoBaHusl.
bromnnerens, B KOTOPOM 3HaK MOCTABIIEH OOJIee 4eM B OJJHOM KBajpaTe JIM0o He
MIOCTABJICH HU B OJIHOM U3 HUX, CYUTACTCS HEJIEUCTBUTEIBHBIM.
He nomyckaercs 3anojiHeHHe OrOJUIETEHS JIJIsl TOJIOCOBAHUS KapaH 1allioM U
BHECEHHE B HErO KaKUX-JIM0O UCITPaBICHUH.

Broytetenp 11 TAWHOTO TOJM0COBaHUS - 13
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[Tpunoxenue Ne2 1
K MHCTpyKLIMK 110 J€10NPOU3BOJACTBY

Oopa3zen opopMiIeHHS JOKIATHON 3aNIMCKHA

CTpyKTypHOE TIO/Ipa3icieHue PexTopy yHuBepcuTeTa
N.0O. Gamunus
JOKJIAJTHAS 3AIIUCKA
02.03.2017 Ne 59

O06 yyacTuu B KOH(epeHIun
YBaxxaemblit Anapeit Binanumuposuy!

[Ipomry Bamero cormacus Ha Moe yyactue B MexayHapogHOM Hay4HO-
npakTuyeckod kKoHpepeHnuun «MHHOBaMM Kak (AKTOp YCTOMYMBOIO pPa3BUTHS
JIEJIONIPOU3BOICTBA B OPTaHU3AIIMNY, KOTOpas COCTOUTCA B Tiepuo/1 ¢ 24 1o 27 Hosiops 2016
r. B . Bonrorpaa. Kondepenmuto nposoaut company Software Inc.

Tema mMoero BbICTYIUICHHS Ha yKa3aHHOU KoHpepeHuuu «Pa3paboTka u BHeIpeHUE
cucreM apromaru3auuu u UT-pemenuiny.

Opranuzanus company Software Inc npuaumaer Ha ce0s (GPMHAHCHPOBAHUE 3aTpaT,
CBSI3aHHBIX C OIUIATOM Tpoe3aa u3 T. MockBsl B T. Bonrorpan u o6paTtHo, rOCTUHUYHBIM
MPOKMBAHUEM U TUTAHUEM YYaCTHUKOB.

[Ipunoxenue: npurianeHue Ha KoHGepeHIuo Ha 2 1. B 1 3K3.

PykoBonutens
CTPYKTYPHOT'O IOAPa3AECICHUS JUYHAS NOONUCD N.0. ®Gamunus

N.0. damunus
8(495)223-05-23

06 yuactuu B koHbepeHuu - 09
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[Tpunoxenue Ne2?2
K MHCTpyKIIMU 1O 1€TONPOU3BOJICTBY
Oopa3zen opopmMieHHs CIIyKeOHOM 3aNINCKH

CtpykTypHOE TIOApa3AeICHuUs [TpopexTopy 1o HanpaBJICHUIO
N.0. Gamunus
CIHOYXEBHAS 3AINIUCKA
12.03.2015 N 91

O BBIIEJIEHUHU TOMEIIIEHUS
VBaxaemsbiii Umst OtuecTBo!

[Ipomry Bamero coryiacus Ha pasMelleHUE ITOKYMEHTOB apXuBa YHHBEPCUTETA B
IIOMELICHUH 3 LIOKOJIBHOTO 3Ta)ka, PacIloiOKEHHOTro 110 aapecy: yiu. Crapas bacManHas, 1.
21/4.

PykoBoaurens
CTPYKTYPHOT'O TTOAPA3IECIICHUS JIUYHAS NOONUCD N.0. ®amunus

N.0. damunus
Bu. 0123

O Boienennu nomenieHus — 09
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[Tpunoxenue Ne23
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

Oobpa3zen opopMiieHNsI 00BICHUTEIHLHOM 3ANIUCKH

JupexTopy MHCTUTYTa
MoOCKOBCKOT0 mojauTexa

N.0. amumnus

OBBbACHUTEJIBHAS 3AIINCKA
12.03.2015 Ne 91

O06 omnoznanuu Ha paboTy

VBaxaemsbiii Umst OtuecTBo!

25.06.2016 s ooz nana Ha paboTy Ha 45 MUH. U3-3a TPAaHCTIOPTHOM aBapuu. CpaBky,
BBIJITAHHYIO aBTOTPAHCIIOPTHBIM MPEANPUITHEM, PUTIATALO.

[Tpunoxenue: Ha 1 1. B 1 3K3.

Crnenraivuct HHCTUTYTa JIUYHAS NOONUCD N.0. ®amunus

N.0. damunus
8(499)497-51-16

006 omno3nanuu Ha paboty — 48
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[Tpunoxenue Ne24
K MHCTpyKIIMK 1O J€101POU3BOJCTBY

Oopa3zen opopMmiieHHs aKTA

MUHUCTEPCTBO OBPA30BAHUS U HAVKU POCCUNICKOI ®EJEPALIN
®EJIEPAJIBHOE ['OCYJAPCTBEHHOE BIO/DKETHOE OBPA3OBATEJIBHOE YUPEX/IEHUE BBICILIEIO OBPA3OBAHIS
«MOCKOBCKWI MOJIUTEXHUYECKUIN YHUBEPCUTET»

(MOCKOBCKHUI TOJIUTEX)

AKT
No

Hassanue ctpykrypHOro
noapasaeneHuss MOCKOBCKOTO
[TonuTexa (MECTO cOCTaBICHUS)

O npoBepke COCTOSTHUS AENOIPOU3BOACTBA

Ha ocHoBanum mnpukaza MOCKOBCKOrO MNOJHMTEXHHUYECKOIO YHHBEpcuTeTra OT 14
aBrycta 2016 r. Ne 58 «O npoBepke BeICHUS COCTOSIHUS JETI0MPOU3BOACTBA» HAYaIbHUKOM
oTheNia KOHTpoJis u aenornpousoacTsa [I.JI. [TaHoBOM mpoBeneHa mpoBEPKA COCTOSTHUS
JIeJIONPOU3BOCTBA HMHCTUTYTa HEMNpEepbIBHOTO oOpazoBaHus MockoBckoro Ilomurexa
(manee — THO).

PesynbraThl mpoBepKH TOKazanu, 4To coctossHue naen MHO coorBeTcTBYET
TpeOOBaHUAM JCIIONPOU3BOACTBA Y HUBEPCUTETA.

[Iepedenp 3aMeUaHuii 1O pe3yJibTaTaM MPOBEPKU ITPUJIATaeTCsl.

CocrosiHue JIEJIOITPOU3BOCTBA WHCTUTYTa MOKHO OLICHUTH KakK
YAOBJIETBOPUTEIBHOE.

PaGoTHHKaM WHCTUTYTa, OTBETCTBEHHBIM 3a JCJIOMPHU3BOJICTBO, BBICKa3aHbI
PEKOMEHJAMA 110  BEICHUIO  JICJIONPOW3BOJICTBA B  YKA3aHHOM  CTPYKTYPHOM
MOApPa3AEICHUH.

[Ipennoxenus u 3amedaHus MPOBEPAEMOr0 CTPYKTYPHOTO NOAPA3AECICHUS TPUHATHI
K CBEJICHUIO.

HauanpHuK oTInemna
KOHTPOJISI U AETONPOU3BOACTBA JIUYHASL ROONUCH N.0. Gamunus

JIOKyMEHTOBE HHCTUTYTA
JIOTIOJTHUTEIHHOTO 00pa30oBaHus JIUYHAS NOONUCD N.0. ®amunus

O npoBepKe COCTOSIHUS AeNonpon3BoacTBa - 09
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[Tponomxkenne npunoxenus Ne24
K MHCTpyKLIMY 11O €101POU3BOJCTBY

[Tpunoxenue Kk AKTy

No | Unpekc nena 3aronoBoK [Ipumeuanne
n/m COTJIACHO
HOM-pe
1 16/129-03 | YcraB YHuBepcureTa, JOKyMeHTHl | ['010BOI T1aH pabOTHI
(cBUOETENBCTBA, TUIICH3UH, WHCTUTYTA
penieHus o0 aTTecTaluy,
aKKpeIUTAIUN ).
Konun
2 16/129-05 | IIpukassl peKTOpa ¥ MPOPEKTOPOB B nene HeT 10KyMeHTOB
10 aJIMUHUCTPATUBHO-
X03MCTBEHHOM padoTe.
Konun
4 16/129-07 | ITonoxxeHue 006 UHCTHUTYTE. [TonoxxeHue yTBepaUThH
Konun
5 16/129-08 | JIomKHOCTHBIE HHCTPYKIIHH JIOKYMEHTBI YTBEPIUTH
pabOTHUKOB MHCTHUTYTA.
Konun
6 16/129-09 | IIpoToKOIIBI 3aceqaHMii HHCTUTYTA Jlemo He BeaeTcs

Cnenmanuct otaena OKu/l

JUYHAS NOONUCH

I[OKYMCHTOBGI( HHCTUTYTA

HETPEPHIBHOI'O 00pa30BaHUS

JUYHAA NOONUCH

O mpoBepke COCTOsIHUS Jeonpou3BoacTaa - 09

N.0. damunusa

N.0. damunug
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[Tpunoxenue Ne25

Kk MHCTpyKIIMU 1O 1€TONPOU3BOJICTBY

Oobpa3zen opopMiieHHS 3aIBJICHUSA

Pexmopy Mockosckozo norumexuuueckozo
Ynueepcumema A.B.Huxonaenko
CReYUAIUCma uHOyCmpuaibHo-

MEXHON02UHECKO20 UHCINUMYMA
Heanosa H.U.

3ase6JjleHue.

Ipowy yeonrums mensn 29 anpens 2016 2. no cobcmseennomy sxicenanuro.

10.03.2016

JUYHASA NOONUCH

Jlupexmop uHOyCMpuanbHO-MexXHONI0SUYECKO20

UHcmumyma

JUYHASA NOONUCH

10.03.2016
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[Tpunoxenue Ne26
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

baauk nis ogpopMiieHUA TeJIerpaMMbl

CuoB IMaara NEPEJAYA
MWHWUCTEPCTBO CBSA3U POCCUM ro u.
pyo. KOII. y
Homep pabouero
Hpunsia TENErPAMMA MecTa
ABTOoOTBeT
nyHKTa npuema
f
Ne Mepepan
|
[
cn. ro 4. M. CnyxebHble OTMETKU
Kareperopum u oTMeTKH
ocodoro Buaa YBEAOMIEHWUE TENETPA® OM
Kyna, komy
KBuTtaHumus
B npueme
Tenerpammbl
Kyna
o
(3]
3
[
$287
50w
[T g
[
gzs¢:
c3 sa @aMmIus 1 aipec OTIPABHTENS
=3 (He ONIAYMBAETCS H N0 CBA3AM
5 He mepegaercs)
PexTop A.B.Hukomnaenko
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[Tpunoxenue Ne27
K UHCTPYKIIUU TI0 JAETIONPOU3BOICTBY

Oobpa3zen opopMiieHNS BHITMCKHA U3 MPOTOKOJIA

MUHHCTEPCTBO OBPA30OBAHMS 1 HAYKH POCCUMCKOM ®EIEPALTN
OEJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJKETHOE OBPA30OBATEJIBHOE YUYPEXK/IEHWE BBICIIEI'O OBPA3OBAHNA

«MOCKOBCKHWI MOJUTEXHUYECKHU YHUBEPCUTET»
(MOCKOBCKHUI TOJIUTEX)

BBIIIMCKA U3 ITPOTOKOJIA

34CClaHMs YUCHOI'O COBCTA

[Ipencenarens — N.O. Gamunus.
VYyenslii cekperapb — 1.0. Gamunusi.
[IpucyTcTBOBaAIM — KOJMYECTBO YEJIOBEK (SIBOYHBIN JIUCT MPUIIAraeTCs).

IloBecTKa AHS:

1. Tema noxnana.
2. Tema nokmnana.
3. Pa3noe.

2. CJIYIOAJIA: nomxHOCTh M.O. @amuinus — TEKCT IOKJIa1a IPUIaracresl.
2. BBICTYIIMJIN: nomxHocTh 1.0, @amunus — KpaTKas 3alUCh BBICTYILUICHUA.

2. IOCTAHOBWJIN:
2.1. Illopyuurs ...

[Ipencenarens N.0. ®amunus
YdeHbIl cekpeTapb N.0O. ®amunus
Bepno

HaunmenoBanue n¢mxHOCTH N.0. ®amunus

OMmmucCK neuamu

« _» 20 1.
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[Tpunoxenue No28
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

IIEPEYEHDb

TOKYMEHTOB, NMOJIEKAINX PerucTpamuu
B CHCTeMe YJIEKTPOHHOTO JIOKYMEHT0000poTa

. Bxoasimast KoppeCnoHAeHIIUS.

. Ucxopsimue cityxeOHble MUChMa C MPUITOKEHHUSIMHU.

. O0OpaieHus rpaxaaH.

. [Ipuka3bl 110 OCHOBHOM AEATEIIBHOCTA Y HUBEPCUTETA.

. Pactiopsbxenus YHuBepcurera.

. [Tpukasbl Mo aAIMMHUCTPATUBHO-XO35IMCTBEHHOM paboTe YHUBEpPCUTETA.

. BHyTpeHHUE pacriopsKeHUsl CTPYKTYPHBIX OAPA3ACICHUN Y HUBEPCUTETA.
. Cityxe0Hble, TOKJIaIHbIE U 00BSICHUTEIIbHBIC 3aIUCKHU.

. [ToBecTku IHS 3aceiaHuid YYEHOTO COBETAa U PEKTOpaTa Y HUBEPCUTETA.

. JloBepeHHOCTH (KpoMe OyXraiaTepCKuX JOBEPEHHOCTENW O MaTepHAbHbIX
IIEHHOCTSIX).

9. OT4eThl U TAOIUIIBI TT0 UCTIOTHUTEIBCKON TUCIUIUINHE BHITIOTHEHHS TOPYYCHUIH,
CTaTUCTUYECKHUE IaHHBIE 110 IBUKEHUIO JOKYMEHTO00OpoTa YHUBEpcUTeTa (CBOJHbIE
rOJI0BbI€, I'0JI0BbIE, MTOJIYT0/1I0BbIE, KBApTaIbHbIE, MECSIUHBIE, €JMHOBPEMEHHBIE).

10. /IokyMeHTHI 110 paBUjIaM BEICHHUS JEIIONPOU3BOCTBA Y HUBEPCUTETA

11. Tlpuka3sl O y4eTy JBM)KEHUS KOHTUHTEHTa oOydaroluxcs YHUBEpCUTETa (10
NOBBILICHUIO KBaIU(UKAIMK, IO JBMKEHHIO HWHOCTPAHHBIX CTYIEHTOB B paMKax
MEXBY30BCKUX JIOTOBOPOB, II0 OYHOMY, 3a0YHOMY, OYHO-3a0YHOMY, OJKCTEpHATY
00y4€eHHI0, 110 MOArOTOBUTEIBHBIM KypcaMm, 110 HOBOMY Habopy, no CamapckoMy uimany.

coO~NO O~ NP WNPE
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[Tpunoxenue Ne29

Kk MHCTpyKIIMU 1O 1€TONPOU3BOJICTBY

IIEPEYEHDb

AOKYMEHTOB B CHCTEMAaX 3JIeKTPOHHOI0 JOKYMEHT0000poTa

Haumenosanue XapakTepucTuka nH(OpMaLIUY, BKIIOYAEMO B
CBEJICHUM O JOKYMEHTE ANEKTPOHHYIO PErUCTPALOHHO-KOHTPOJIBHYIO
KapTOYKY
1 2
1. Anpecanr [TonHOE OQUIMANBHOE U COKPAIlEHHOE HANMEHOBAHUE

opraHu3aluy uin GaMuius, THUIUAIbI JUIa —
OTHpPABUTEIIA JOKYMEHTA (Ha OCHOBAHUU OJIaHKa
JIOKyMEHTA WJIK B COOTBETCTBUHU C JaHHBIMH,
yKa3aHHBIMH B OOpallleHUH IPak/IaHuHA)

2. Anpecat

[TonHOe ouImanbHOE U COKpallleHHOE HAMMEHOBAHNE
OpraHMU3aly UIU pamMuIns, THUIHAIBI JTUIa —
1oJIy4aresisi JOKyMEHTa (B COOTBETCTBHH C PEKBU3UTOM
«Anpecary)

3. JIOIDKHOCT®,
(haMHUITUS ¥ UHUTTAATIBI
JIUT1A, TIOJIITHACABIIIETO
JTOKYMEHT

B coorBeTCcTBUM C PEKBHU3UTOM «HO,Z[HI/ICI)»

4. Bun nokyMeHTa

B cooTBeTrcTBUM € yKa3zaHUEM BHUA JOKYMEHTA Ha
OJlaHKe TOKYMEHTa WM Ha OCHOBAHWUH OIEHKH
COAEPHKaHUS JOKYMEHTA

5. [lata nokymeHTta

B cootBercTBUU C 1aTO, 0003HAYEHHON B TOKYMEHTE
aBTOPOM, WJIM HA OCHOBAHUY ITOYTOBOIO IITEMIIENS Ha
KOHBEPTE, €CJIM B JOKYMEHTE J]aTa OTCYTCTBYET

6. Homep noxymenrta

B coorBeTCcTBUM C HOMCPOM, ITPUCBOCHHOM JOKYMCHTY
ABTOpPpOM

/. JlaTa nmocTyruieHus

I[aTa, YKa3aHHast B OTMETKE O MMOCTYIIJICHUHU (BXOI[HIIICM

JOKYMEHTA ITaMIIE)
8. Bxonsmmit HoMep Howmep, mpocTaBieHHbIN B OTMETKE O IOCTYILICHUHU
JIOKYMEHTA (BXOsI11IeM IITamIe)

9. Ccpuika Ha
HCXOJAIINN HOMED U
JaTy JOKYMEHTa

B cootBeTcTBUM CO CBCIACHUSIMHA, YKa3aHHBIMH B
COOTBCTCTBYIOIIICM PCKBU3HUTC
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1

2

10. HaumeHoBauue
TEKCTa

Kpatkoe conepxanue 10KyMeHTa (3arojoBOK K TEKCTY)

11. Nanekc nena

WNHnekc aena mo HOMEHKJIAType Jiedl, YKa3bIBaIOIIUM Ha
MECTO XpaHEHUs IOKYMEHTa

12. Ykazanu4d 1o
UCIIOJTHEHU IO
JIOKyMEHTa

YKa3zaHue 1o UCIOJIHEHUIO JOKYMEHTA WIH NIOPYy4YEHUE
PYKOBOIUTEIS, ONPEAEIISIIOIINE XapaKTep NCIIOJIHEHUS
JOKYMEHTA U CPOK MCIIOJIHEHUS

13. IomKHOCTB,
(haMHUITUS ¥ MHUTTAATIBI
WCTIOJTHUTEIS

I[OJ'I)KHOCTB, q)aMI/IJ'II/I}I N MHUIIWUAJIbI UCITOJTHUTCIIA
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[Tpunoxenue Ne30
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

HEPEYEHDb
HEPerucTPUpPyeMoii KOppecnoH1eHIIHU

1. [lepuonnueckue u3ganus (ra3eTsl, KypHaAIbI, OPOIIIOPHI, KHUTH).
2. PexsiamHble U3BEIICHUS, TIIAKATHI, TPOCIEKTHI.

3. Konnu cueToB Ha oruiarty.

4. TlepBuuHasi TOKyMEHTAIUS OyXTalaTepCKOro y4eTa.

5. Ilo3npaBuTeNbHBIE MUCHMA, TEIETPAMMBI U OTKPBITKH.

6. [IpurnacurenbHbIe OUIIETHI.
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[Tpunoxenue Ne3 1
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

dopMa oTHYeTa MO UCTO0JIH30BAHUIO OJIAHKOB
OTtuer

00 UCHOJIb30BaHUU HOMEPHBIX O(UIIATBHbBIX
JICJIOBBIX OJIAaHKOB MTUCEM Y HUBEPCUTETA

(HauMmeHoBaHue CMPYKMYPHO20 NOOPA30eNeHUsL)

3a [Iepuox ¢ 1o
biiankoB nosyueHo, | biiankos ucnopueHo | Hencnonbs3oBanuble | OTIPaBIEHO MMHCEM,
IIT. Y BO3BPAILIEHO B OJaHKH, HOMepa HOMEpA
OTJIe]1 KOHTPOJIS U
JIEJIONPOU3BOCTBA
YIPABJICHHUS,
HOMEpa
1 2 3 4
NTOI'O

PykoBoauTeNnb CTPYKTYpPHOTO
MIOIpA3ICIICHUS N.0. damunnusa

WUcnonmaurtens
Tenedon

OT4eT 10 UCTOIB30BAHUS HOMEPHBIX 0JIaHKOB YHI/IBepCI/ITeTa -00
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[Tpunoxenue Ne32
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

dopmMa HOMEHKJIATYPHI [1eJ] CTPYKTYPHOI0 MOAPa3ieIeHus

MUHHCTEPCTBO OBPA30OBAHMS 1 HAYKH POCCUMCKOM ®EIEPALTN
OEJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJPKETHOE OBPA30OBATEJIBHOE YUYPEXK/IEHWE BBICIIEI'O OBPA30OBAHNA

«MOCKOBCKHWI MOJUTEXHUYECKHU YHUBEPCUTET»
(MOCKOBCKHUI TOJIUTEX)

HanmenoBaHue CTpyKTYypHOIO NOJApa3aesICHUs

HOMEHKJIATYPA JEJI
No
Ha roJ
Nunexkc| 3aroJioBok jena (ToMa, 4acTH) Kon-Bo | Cpok xpanenus | [Ipumeuanue
zesa bi () nena (Toma,
(TOMOB, [4acTH) U HOMEpa
qyacTei) cTarew 1o
NEPEUHIO
1 2 3 4 5
Hassanue pasgena

HanmeHoBaHMe NOTKHOCTH PYKOBOAUTENS
CTPYKTYPHOTI'O IOJIpa3aAeIICHUS N.0. ®amunus

« » 20 T.
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[Tponomxkenne npunoxenus Ne32
K MHCTpyKIIMK 1O J€101POU3BOJCTBY

HauanbHuK oT/i€1a KOHTPOJISA U JISTIOIPOU3BOICTBA
N.0. ®amunus

(noonucs)

« » 20 .

HauanpHuk OTJCJIa apXHUBHOI'O ACIOIMPOU3BOJACTBO

N.0. Gamunms
(noonucy)
« » 20 T
COI''TACOBAHO
[TpoToxon OK
oT No

Howmenknatypa — 00
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[Tpunoxenue Ne33
K MHCTpYKIIMK TIO AETIOTIPOU3BOACTBY

®opma CBOHOM HOMEHKJIATYPHI JeJ1 Y HUBEPCUTETA

MMHUCTEPCTBO OBPA3OBAHUS Y HAYKH POCCUMCKOM OENEPAIIUN
OEJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJPKETHOE OBPA30BATEJIBHOE YUYPEXK/IEHWE BBICIIEI'O OBPA30OBAHNAA

«MOCKOBCKHH MOJMTEXHUYECKW YHUBEPCUTET»

(MOCKOBCKI/Iﬁ IMOJINTEX)
HOMEHKJIATYPA JEJI YTBEPX/IAKO
No Pextop MockoBckoro
ITonmurexa
N.0. damunus
Ha rojg « » 20 1.
Nnnekc 3aroyI0BOK Jieia Koi-Bo Cpoxk [Ipumeuanue
neia bi () XpaHEHUS U
(tomoB) | NeNe crareit
110 TIEPEYHIO
1 2 3 4 5
Ha3zBanue paznena
Hazanue paznena
Havaneauk OKu/l N.0. ®amunus
« » 20 T
HauanpHuk oTnena
apXMUBHOIO JIEJIONPOU3BOJICTBA N.0. ®amunus
COI''TACOBAHO COI''TACOBAHO
[TIporokon K YHusepcurera [Tporokoa LIDIIK
OT No ['maBapxuBa MOCKBBI
oT Ne

Homenknartypa — 00
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[Tpunoxenue Ne34
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

®opMa UTOTOBOM 3aIIMCH O KATErOPUAX U KOJIHYECTBE eI

Htoronas 3anuce o KaTCTOPHAX U KOJIUYCCTBE ACII,

3aBEJICHHBIX B roay B (Ha)

(HaumeHoBaHUe NOOpazdenenus)

Ilo cpokam xpaHeHus

Bcero

B ToM umncie:
NEePEeXOSAIINX ¢ otMeTKOoM «IITK»

[HocTostHHOTO

Bpemennoro
(cBbrmie 10 jerT)

Bpemennoro
(mo 10 et BKIIOYUTENBHO)

UTOI'O

HanmMeHnoBaHue TOJKHOCTH
PYKOBOJMTEIIS CTPYKTYPHOTO
Mo/ipa3iesieHus

« » 20

Hrorosoie CBCACHUS IICPCIaHbI B

OTACI apXHUBHOI'O ACIOIIPOU3BOACTBA

HanmenoBsanue noJKHOCTH

Hepe,Z[aBIHeFO CBCACHUA
« » 20

HN.0. Gamunua

N.0. amunusa
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[Tpunoxenue Ne35
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

®opmMa ONKCH MOCTOSTHHOI0, BpeMeHHOT0 (cBbIle 10 JieT) XxpaHeHus M 110 JJUYHOMY
COCTaBYy

MUHUCTEPCTBO OBPA30OBAHU S 1 HAYKU POCCUMCKOW ®EJIEPALIUU
®EJIEPAJILHOE I'OCYIAPCTBEHHOE BIOJDKETHOE OBPA3OBATEJILHOE YUPEXEHUE BBICLLIEI'O OBPA3OBAHS
«MOCKOBCKHMI NMOJUTEXHUYECKHUI YHUBEPCUTET»

(MOCKOBCKMWH IMOJINTEX)

(Haumenosanue cmpykmypHo2o noopaszoenenust)

YTBEPX/AIO
[IpopexTop/aupexTop no
HanpaBJICHUIO
N.0. Gamunus
« » 20 1.
OIINCDH Ne
(MMYHBIX JeJ1 CTYACHTOB HHCTUTYTA/paKyJabTeTA 32 roja)
N Nupekc 3aroJioBOK Kpaiinue KommmuectBo | [Ipumeua
n/n Jenna zena JIaThl JINCTOB HHE
1 2 3 4 5 7
Ha3zanue paznena
B nannyro onuck BHECEHO nen ¢ Ne
(yuppamu u nponucoio)
mo Ne , B TOM YHCIJIE:
JIUTEPHBIE HOMEpA:
MPONYIIEHHbIE HOMEPA!
HaumenoBanue qOKHOCTH
COCTaBHUTEJS OIIMCHU N.0O. damunus

«

» 20 T

Ormucs - 00
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[Tponomxkenue npuioxeHus No35
Kk MHCTpyKIIMU 110 EIONPOU3BOICTBY

COI'JTACOBAHO

HaunmenoBanue q0JKHOCTH PYKOBOAUTENS

CTPYKTYPHOI'O OAPA3AEICHUS N.0O. Gamunus
« » 20 1.

[lepenan Ji(Sh)

(yuppamu u nponucoio)

HaunmenoBanue HOJDKHOCTHU COTPYIHHKA

CTPYKTYPHOTI'O TOJIPA3ACIICHUS N.0O. Gamunus
« » 20 1.
[Tpunsn hi(Sh |

(yuppamu u nponucoro)

HanmMenoBanwue T0KHOCTH paOOTHUKA
apxuBa N.0O. ®amunus
« » 20 1.

Ha o0opore

Ormucs - 00
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[Tpunoxenue Ne36
Kk MHCTpyKIIMU 1O 1€TONPOU3BOJICTBY
dopma 00J10KKH J1eIa OCTOTHHOT0 1 BpeMeHHOoro (cBbime 10 JjieT) XpaHeHus

KOJA TOCAP-
XUBA

KOoA
YUYPEX/JIEHWA

D.Ne
On.Ne

JI.Ne

(HaumeHoOBaHUE 20CYOAPCMEEHHO20 APXUBA)

MUHUCTEPCTBO OBPA30BAHUS 1 HAYKH POCCUMCKOM OEJEPAIIN
OEJIEPAJIBHOE I'OCYJJAPCTBEHHOE BIOJUKETHOE OBPA3OBATEJIBHOE YUPEXK/IEHWE BBICHIEI'O OBPASOBAHIA

«MOCKOBCKHM IMMOJUTEXHUYECKAN YHUBEPCUTET»
(MOCKOBCKUM MOJIUTEX)

(HaumeHOBaHUe YYPEHCOEHUS. U CIPYKIMYPHO20 NOOPA30eNeHUs)

JIEJIO Ne 01-06 TOM Ne 1

(3a201080K dena)

¢ JJAMMITIT mo AAMM.ITIT

(kpatinue oamul)

JULMM.ITIT

(Oama)

Ha 250 JINCTaxX

D.Ne XpaHHUTh MOCTOSIHHO

[Tponomxkenue npunoxeHust Ne36
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K MHCTpYyKIIMK 1O Aen0npOn3BOACTBY

Dopma 00J105KKH JTUYHOTO JeJIa CTYAeHTA (KH)
KOJAT'OCAP-
XUBA

KOoA
YUYPEX/JIEHWA

D.Ne

On.Ne

J.Ne

(HaumeHoOBaHUe 20CYOAPCMBEEHHO20 APXUBA)

MUHUCTEPCTBO OBPA30OBAHUS 1 HAYKH POCCUMCKOM OEJEPAIIN
OEJIEPAJIBHOE I'OCYJIAPCTBEHHOE BIOJUKETHOE OBPA3OBATEJIBHOE YUPEXK/IEHWE BBICHIEI'O OBPASOBAHIUA

«MOCKOBCKUI NOJIUTEXHUYECKUU YHUBEPCUTET»
(MOCKOBCKHUI TOJIUTEX)

(Hanpaesnenue)

(¢popma obyuenus)

JIEJIO No

(Pamunus)

(Hms)

(Omuecmso)

¢ JAMMITIT mo JAMMLITIT

(kpaiinue oamwi)

JAMMITIT
(0Oama)
Ha JIMCTax
D.Ne XpaHHUTh 75 ner
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[Tpunoxenue Ne37
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

®opMa BHYTPEHHE ONUCH JOKYMEHTOB J1eJia

BHYTPEHSAA OIIUCH

JOKYMEHTOB jeJjia Ne

Noen/m | Unpexc Jara 3arogo0BOK IOKYMEHTa Howmepa | [Ipumeuanue
JOKYMEHTA | JOKYMEHTa JIUCTOB
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

(yugpamu u nponucwvio)

KosnuecTBO MMCTOB BHYTPEHHEN ONIUCH

(yughpamu u nponucvro)

HaumenoBanue JOJDKHOCTH JIMIIa,
COCTaBUBHICTO BHYTPCHHIOIO OIIUCH

JIOKYMEHTOB JIeja N.O. ®amunus
« » 20 1.
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[Ipunoxenune Ne38
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

dopma JIMCcTA — 3aBepUTeIA 1ejia

JIucT — 3aBepureb aena Ne

B ACJIC IMOAIINUTO U ITPOHYMCPOBAHO

JINCTOB,
(yugppamu u nponucwio)
B TOM YHCJIE JUTEPHBIE HOMEPA ,
MPOMYIIECHHBIE HOMEPA ,
JINCTOB BHYTPEHHEMN OIKUCHU
Ocob6enHocTr (PU3UUECKOTr0 COCTOSTHUS Howmepa nmucroB
1 (HhopMUPOBaHMUSI JIeJIa
1 2

HaumenoBanue qOKHOCTH N.0O. Gamumnus

« » 20 1.
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[Tpunoxenue Ne39
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

dopma aKTa 0 BblIeJIeHUH K YHUYTOKEHUIO IOKYMEHTOB
YHuBepcurera, He NOAJIEKAMX XPAHEHUIO

MMHUCTEPCTBO OBPA3OBAHUS Y HAYKH POCCUICKOM OENEPAIIUN
OEJIEPAJIBHOE I'OCYJAPCTBEHHOE BIOJDKETHOE OBPA3OBATEJIBHOE YUPEXXJEHWE BbICIIEI'O OBPA3OBAHNA

«MOCKOBCKHMI NOJIATEXHUYECKUI YHUBEPCUTET»

(MOCKOBCKI/Iﬁ IMOJINTEX)
AKT YTBEPXIAKO
PexkTtop MockoBckoro
Ne ITonutexa
N.0O. ®amunusg
(mecmo cocmasnenus,) « » 20 I.

O BBIJIETIEHUH K YHUUTOKEHUIO
JOKYMEHTOB, HE MOAJIEKAITUX
XPaHEHHIO

Ha ocHOBanun

(Haszeanue u 6bIX0OHblEe OanHble nepeutsi OOKYMEHMO8 C YKA3AHUEM CPOKO8 UX XPAHeHus)

OTO6paHBI K YHHUYTOXCHHUIO KdK HC HMCHOIIMC HAY4YHO - HCTOpH‘-I@CKOfI OCHHOCTU H
YTPAaTUBIIUEC ITPAKTHUYCCKOC 3HAYCHNUEC NJOKYMCHTEI

Ne | 3aronoBox Hara Howmepa Wnnexe nenano | Kon- | Cpoxku xpanenuss | Ilpum
n/ Jea Win JieJ1a Win onucen Homenxknarype | Bo Jies1a 1 HoMepa €4aHu
n rpynmnoBou KpaitHue (Homenkma- | wim Ne memamo | e cTareu mo e
3aroJIoBOK JaThl A€ | TYp 3a FOJbl) OIHCH MIEPEYHIO
Jen
1 2 3 4 5 6 7 8
Hroro e 3a T'OJIBI

(yuppamu u nponucwio)

HaunmenoBanue qoymkHOCTH UL,

MPOBOJIUBLIETO IKCIEPTU3Y

LIEHHOCTHU JJOKYMEHTOB N.0O. ®amunus
« » 20 1.

COT'JTACOBAHO
[TpoToxon OK
OT Ne

AKT 0 BBIJICJICHHH K YHUYTOXKECHHUIO TOKYMEHTOB - 00




KypHau yuyera neuyareil 4 IITAMIIOB
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[Ipunoxenue Ned(
K MHCTpYKIIMK 1O AETIONIPOU3BOACTBY

No Ottuck Mecto OTBETCTBEHHBI OTBETCTBEHHBI
n/m nevyaTu XpaHEeHUs ®.1.0. (IOMKHOCTB,
(trramma) rneyaTtu oApa3CICHUE)
(irramma)
1 2 3 4 9)
Jlata BBeneHuUs Jlata BO3Bpara Jara [ara,
NevYaTu/poCiuch nevatu/ pociuch YHUYTOXEHUS HOMED aKTa
paboTHHKA paboTHHKa nevyaTu
6 7 8 9
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COJAEPKAHUE
HaumeHnoBanue pasjaesia (moapasjaesia) Crp.
1. OBIIUE TTOJIOKEHMS........coiiiiiiiiieeiite ettt 2
2. JOKYMEHTDBI YHUBEPCHUTETA ......oooiiiieeee e 6
3. MPABWIA IIOATI'OTOBKU 1 OPOPMJIEHUA JOKYMEHTOB..................... 7
3.1. JIoKkyMEHTHPOBAHUE YIIPABICHUECKON JACSITEITBHOCTH ...evvvrvveireanreereesseennnesnneennes 7
3.2. BITAHKHU JIOKYMEHTOB. . .eeeittiieiiieeesuteessteeessssesssstsessssssessasseessssseessssssesssssesssnsseesnnns 8
3.3. OpopmIIeHNE PEKBUZUTOB TOKYMEHTOB .....c..veeuriesreessreasreaseaseessesssnsssessseessesssnesns 10
3.4. [IpaBuiia pacmnoaoXeHUsI PEKBU3UTOB HA JOKYMEHTE ...ccouvvvreivrreesirressinesesssneenns 28

4. IIOAI'OTOBKA 11 O®OPMJIEHUME OTAEJIBHBIX BU10OB JOKYMEHTOB 29

I 1 o) 1 L SRR UP R PPRPOUPRPTIY 29
4.2, PACTIOPSIIKEHIEC ...t siee et et e st sttt ettt e b e et e et e e nb e sse e bt e be e beennneanneene s 38
4.3. [TonoxxeHue, TPABUIIA, HHCTPYKIIHS «..eevvvreesrreresseeesssssessssssessssssessssessssssesssnseess 44
o 1 o101 X0} X0 s PO PR UPRUPPRPOUPRPPIY 50
4.5. CITYIKEOHOEC TTHCBHMO ....vveuvviiriesteeteesseessneasseeseessessssessseasseesseessseasneaneesseessneanneennees 54
4.6. 3anucka (JoKIaaHas, CIIYKEOHAS, OOBICHUTEIBHAN) .vvvvvvvveerireeesireessireessineenns 60
L O 1 0T 1) & OO TR UR PR PRRTPRPTS 62
R TN 1§ i 5 SO P PR PRSPPI PPRTPRPTS 65
T 0] 0110 ) o ST RO UP R OPPROUPRROPIS 68
LT T 1:3) (<) 1 (<P P UP O PR URTOPPRUPRRUPROTS 70
A R Y (5 iy 0 Y 1Y . £ T USRS OPPR PRSP 71
4.12. JIOKyMeHT, Tepe1aBaeMblil 0 (PAKCUMUITBHOM CBSI3H .....eovvervveerreenieesieesnneenneans 73
4.13. TETEDOHOTPAMMA ......veeveeieieiiieteesieesiee sttt te e st b et e sb e snn e e e beenneesnneanneas 74
4.14. CoobrieHue, mepeaaBaeMoe MO SJAEKTPOHHOM TTOUTE .vvevvvererrrreeesisreesssrneessisneens 75
4.15. Konust JOKYMEHTA (BBIITUCKA U3 TOKYMEHTA) «...vvveeivrreeaurneessreeessneeessneessnnneens 75

5. OPTAHM3ALINA JOKYMEHTOOBOPOTA
N UCITOJIHEHUA JOKYMEHTOB ... 77



5.1. Opranu3anust JOKYMEHTOOOOPOTA ...ceuvvrurerrriareesreessreasreaseasseessesssneasesssesssessseens 77
5.2. Ocob6eHHOCTH PaOOTHI C AMEKTPOHHBIMHU JTOKYMEHTAMH .......vverveerieesiresnreareesseens 78
5.3. Opranu3zanus MoayuYeHHUS U OTHPABICHUS TOKYMEHTOB ....vvveivvreeiireessinesssseeenns 80
5.4. Tlpuem u nepBuYHasE 00paOOTKA TOCTYMAIOIINAX JOKYMEHTOB .....vveervveeireerneeennes 80
5.5. [IpenBaputenbHOE PACCMOTPEHUE MOCTYIAKOIIUX TOKYMEHTOB. .. .vvvesvvveesireeenns 81
5.6. [Topsmok perucTpauy MOCTYHAIOIMIMX JTOKYMEHTOB ...cccvvrrieiireeesireessteessssneenns 82

5.7. ITopsimok paccCMOTpPEHUS MOCTYNAIOIINX IOKYMEHTOB

PEKTOPOM U MIPOPEKTOPAMU (AUPEKTOPAMU MO HATTPABICHUSIM) ....vvveernvreaanennnnns 83
5.8. Pabota ucnomHuTenen ¢ MOCTYHAOIMIMUMU JOKYMEHTAMM ....ccuvveeeiireesssrreessneennns 84
5.9. Opranu3zarus paboThl C OTIPABISIEMBIMH JTOKYMEHTAMM .......vvveeeiureeesssireessseeenns 86
5.10. Peructpaiiuisi OTOPABISAEMBIX JOKYMEHTOB ....veeuvvererrsriasreaseessessseesnesseessessseesns 88
5.11. OTIPABICHUE TOKYMEHTOB. .. .eveeeiurreeessrerssssseessssreesssseesssssesssssseessssessssssesssnsseees 89
5.12. Peructpaiusi 1 MPOXOKICHUE BHYTPEHHUX TOKYMEHTOB ....cvveveerirerireareenenns 89
5.13. Pacrieyarka U TUPAKUPOBAHUE TIOKYMEHTOB ...uvvvreruvveeesrreessineesssnnesssnesssseesnns 92
5.14. Vet u aHanu3 00HEMOB JJOKYMEHTOOOOPOTA . .vvveeruvrereiurrreesirressireessnnesssneeeans 93

5.15. TlopsiaoK CHATHA U BbIIaYM KON JOKYMEHTOB M BBIITUCOK U3 TOKYMEHTOB... 93

6. KOHTPOJIb UCTTOJIHEHUSA JOKYMEHTOB ........ooiiiiiiiiii e 94
6.1. Opranuzanusi KOHTPOJIS UCTIOTHEHUS TIOKYMEHTOB ......vveveeireririnnrienieesieesinesnnenns 94
6.2. OyHKIIMOHUPOBAHUE CUCTEMBI KOHTPOJISI UCTIOIHEHUS JOKYMEHTOB.....ccvvvvenen. 94
7. DOPMMPOBAHUE JOKYMEHTAJIBHOI'O @OHIA ......ccoeviieeieeeee 97
7.1. COCTaBICHUE HOMEHKIATYP JICIL ....vveiurerasneeasneessreessressssessnesssssssssneessnesssnessnsessnes 97
7.2. ®OpMHUPOBAHUE JET U UX TEKYIIEE XPAHECHHE ...vvvvervvreeirireesssireesssneesssseesssneeens 100
7.3. [logroroBka JOKYMEHTOB U JIeJI K Iepe/laue Ha apXUBHOE XPAHEHUE ............... 103
7.4. DKCTIEPTH3a HEHHOCTU JIOKYMEHTOB .....vvreeurrresiurreesineeesanneassssnassssnesssneessnneeens 103
7.5. CocraBieHue onuce eI MOCTOSHHOTO,

BpeMeHHOTO (cBhIle 10 J1eT) XpaHEHUS U 11O JIUYHOMY COCTABY ...vvvvvrvveeernenne 104
7.6. Odopmiienure aen i epeiadil Ha QPXUBHOE XPAHCHHUE ...cc.vvveervveeriveesireeseess 106
7.7. Ilepenaya TOKYMEHTOB Ha AQPXUBHOE XPAHECHHUE ......vvvervveerurerireeasiniesireesnessnenss 109
7.8. YHUUTOXEHUE TOKYMEHTOB U J€J C UCTEKIIUMH CPOKAMU XPAHECHHUS .............. 110

8. U3BIOTOBJIEHUE, VUET, UCIIOJIb3OBAHUE 1 XPAHEHNSI
[TEHATEU, LITAMITOB ......ooiiiiiiiiieiicn s 110
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