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CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

1. OOmme monoxeHus

1.1. MHCcTpyKuus MO AeN0NpOoU3BOACTBY (naynee — MHCTpyKIMs) ycTaHaBIMBaeT
€IMHYI0 CHCTEMY JIEJIONPOM3BOJCTBA M OpraHu3aluu padoOThl C JTOKYMEHTaMH B
dbenepalbHOM  TOCYJapCTBEHHOM  OIOKETHOM  00pa3oBaTENIbHOM  yUPEXKIACHUU
BhICIIETO 0Opa3zoBaHus «HuKHEBapTOBCKUI TOCYIApCTBEHHBINH YHHUBEPCUTET» (Haiiee
—  VYuusepcurer, HBI'Y). HWHcTpykums  ycTaHaBIMBaeT €IMHYI0 CHUCTEMY
JIEJIONPON3BOICTBA, MOPAIOK MOATOTOBKU, O(OPMIICHHS, TPOXOXKICHUS, KOHTPOJIS 32
UCIIOJTHEHUEM, YYETOM, XpaHEHHEM, NeYaTaHueM, KOMMPOBAHUEM U TUPAXKUPOBAHHEM
CIIY>KEOHBIX IOKYMEHTOB.

1.2. Tlpumenenne WHcTpykiuu cmocoOCTBYyeT (OPMUPOBAHHUIO  €IUHOTO
o(huLraIbHO-AETOBOrO CTHIIS TOKYMEHTOB Y HUBEPCUTETA, YHU(PHUKAIUU OPOPMIICHUS
U CTPYKTYpPBI JOKYMEHTOB, NoArorasiubaeMbix B HBI'Y, noBblieHNIO ONEpaTHBHOCTH
VCIIOJIHEHUS IOKYMEHTOB M KQU€CTBA UCHOJHUTENbCKON TUCIIUIUIAHBI.

1.3. MHCTpyKIUS pacrpocTpaHseTcs Ha OpraHU3aliio padoThl C TOKyMEHTaMU
BO BCEX CTPYKTYpHbIX nojpaszzaeneHusx HBI'Y He3aBucMMO OT BUAOB HOCUTENS U
croco0oB rmepegayud uH(OpMalUM, B TOM UYHUCIE U DJICKTPOHHBIE JTOKYMEHTHI.
ABTOMaTU3UpPOBaHHbIE (KOMIBIOTEPHBIE) TEXHOJIOTMH JIOJDKHBI COOTBETCTBOBATH
TpeOOBaHUAM PEKOMEHAALNN 110 1€I0NPOU3BOACTBY Y HUBEPCUTETA.

1.4. OTBETCTBEHHOCTH 32 MPABUIBHYIO OPraHU3ALUIO0 padOTHI C IOKYMEHTaMHU B
CTPYKTYPHBIX MOAPA3ICICHUAX YHHMBEPCUTETA BO3JIAracTCsi Ha PYKOBOIUTENEH 3THUX
MOApa3ICIICHU M.

1.5. HemocpenctBeHHoe  BeJeHUE  JAEJIONPOMU3BOACTBA  BO3JAraercsi  Ha
paOOTHHUKOB, OTBETCTBEHHBIX 3a 3Ty paboOTy, KOTOpble oOecrneuyuBaroT Y4€T U
MPOXOKJEHUE JTOKYMEHTOB B YCTAHOBJIEHHBIE CPOKH, MH(POPMUPYIOT PYKOBOACTBO O
COCTOSSHUM WX HCIIOJIHEHUS, OCYIIECTBISIIOT O3HAaKOMJICHHE pAaOOTHUKOB C
HOPMAaTHBHBIMH U METOJUYECKUMH JOKYMEHTAMM IO JEJIONPOU3BOICTBY.

1.6. Ilepen yxomoMm B OTHYCK, BBIE3IOM B KOMAaHIMPOBKY, Ha BpeMs OOJE€3HU
paboTHUK 00s3aH TepeaaTh BCE HAXOIALIMECS y HEro Ha MCIONHEHUU JTOKYMEHTHI
paboTHUKY ero 3amematoniemMy. [Ipu yBonbHeHnn pabOTHHKA Y HUBEPCUTETA Mepeadye
HOJJIE’KAT BCE JOKYMEHTBI, O YEM COCTAaBJISIETCA aKT IpHUeMa-liepeaul JOKYMEHTOB U
Jell.

1.7. Moxymentsl B nogpasaenenusix HBI'Y Begyrcs u xpaHsTcsa B COOTBETCTBUE
C YTBEPXJACHHON HOMEHKJIATypOu Je.

1.8. Metoamdeckoe  pyKOBOJACTBO W KOHTPOJb  3a  COOJIOJACHHEM
YCTaHOBJIEHHOT'O MOpsAJIKa pabOThl C TOKYMEHTaMU B CTPYKTYPHBIX IMOApa3EIECHUsIX
OCYLIECTBJISIET YIpaBlieHHE MO paboTe C MEepPCOHAIOM M JTOKYMEHTAallMOHHOMY
o0ecreyeHnIo Y HUBepCUTETa U OTJEN YIPaBICHUS KaueCTBOM.

1.9. INonoxenuss WMHCTpYKUMM pacHpoOCTPaHSIOTCA Kak Ha TPaaUIMOHHOE
JIEJIONPOU3BOICTBO, TaK M HA OpraHu3alMio paboThl C JOKYMEHTAMH C MOMOLIBIO
aBTOMATH3UPOBAHHBIX (KOMIIBIOTEPHBIX) TEXHOJIOTHH.

[IpaBuna  BeneHHsT  JIEJONPOM3BOACTBA,  YCTAHOBJIEHHBIE  HACTOSIIEH
HHCcTpyKIMel, sBISIIOTCS 00A3aTeNbHBIMU JIJISl KaXJoro pabOTHUKA YHHUBEPCUTETA.
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[Ipuaumaempie B HBI'Y paOoTHUKHM AOMKHBI OBITH O3HAKOMJIEHBI C HACTOSILEH
Huctpyknueil B 00513aTeIbHOM OPSAKE.

1.10. B mHacrosimed HWHCTPYKIIMHA WCIOJIB30BAHBI CCHUTKM Ha CJEIYIOIINE
HOPMAaTHBHbBIE JJOKYMEHTBI:

— T'OCT P 7.097-2016 — Cucrema cTaHgapToB M0 HH(POPMAIUH,
OuOIMOTEUHOMY U HW3AaTelbcKoMy jeny. OpraHu3allMOHHO-pacHopsIUTEIbHAs
nokymeHTarus. TpeboBaHust K 0hOPMIICHUIO TOKYMEHTOB;

— I'OCT P UCO 9000-2015 Cucrembl meHemxMeHTa KadecTBa. OCHOBHBIE
MOJIO’KEHUSI U CIIOBApb;

—T'OCT P 1.5-2004 — Crannaptuzauus B Poccuiickoit @eneparuu. CtanaapTsl
HanuoHanbHble Poccumickonn @epepanuu. [IpaBuiia nocTpoeHus, U3JI0KEHUS,
oopmiieHHs U1 0003HAUCHUS;

— Meronnueckue  peKOMEHAAIMKW MO  pa3pabOTKE HUHCTPYKLIHMH MO
JIEJIONPOU3BOICTBY B (peiepalibHbIX OpraHax UCIOJIHUTEIbHON BIIACTH, YTBEPKICHHBIC
npukazoM Pocapxusa ot 23 nexadps 2009 r. Ne 76;

— IlpaBuna npemonpou3BojCTBa B (peAepalbHBIX OpraHax HMCIOJHUTEIbHON
Bractu, yrBepxkaeHHble [loctanoBinenunem IlpaBurensctBa PD ot 15.06.2009 ropa
Ne 447,

— OcHOBHBIE MpaBmia paboThl apxuBOB opranuzaiuii ot 06.02.2002 roxa;

— «IlepeuyeHp THUNOBBIX JOKYMEHTOB, OOpa3ylomuxcsi B ACSITEIbHOCTU
TOCKOMHUTETOB, MHWHHUCTEPCTB BEIOMCTB U JIPYTUX YUYPEKICHUW, OpraHu3alui,
NPEANPUATUN C YKa3aHUEM CPOKOB XpaHeHus» (M., 1989 r.);

—  «llepeyeHp  THUNOBBIX  YIPaBICHYECKUX  APXUBHBIX  JOKYMEHTOB,
oOpa3yrouuxcss B MpOIECcCe IeATEIbHOCTH TOCYIApCTBEHHBIX OpPraHOB, OpPraHOB
MECTHOIO CAMOYIpPABJICHUS M OpPraHu3aluid, ¢ yKa3aHUEM CPOKOB xpaHeHus» (M.,
2010 r.);

— Ycra HBI'Y, yrBepkieH mpukazoM MHUHHUCTEpPCTBA 0Opa30BaHMS U HAYKHU
Poccuiickoit @enepanuu ot 31 nexadps 2015r. Ne 1570.

2. Ha3nayenmue u 00J1acTh NPUMEHEHUS

2.1. Hacrosmas MHCTpyKIus 1O AeTONPOU3BOJCTBY YCTAHABIUBACT:

— TpeOoBaHUSl MO OpraHU3alMu JEJIOMPOU3BOJCTBA U KOHTPOJS HCIOJHEHUS
JTOKYMEHTOB, PACCMOTPEHHBIX PEKTOPOM;

— TpeboBaHus 10 0HOPMIICHHUIO OTJIEIHHBIX BUJIOB JOKYMEHTOB;

— TpeOOoBaHUS K OpraHu3ali XpaHeHUs! JOKYMEHTOB;

— TIOPSAJOK PETUCTPAIMH M YIeTa OTIPABISIEMbIX U BHYTPEHHUX JTOKYMEHTOB;

— MNOpSAOK yyera, OOOOLIEHUWS U PACCMOTPEHUs PE3YJIbTATOB KOHTPOJIA
WCIIOJIHCHUS JOKYMEHTOB U KOHTPOJSI pEIICHUH, TPUHATBIX Ha TEXHUYECKOM
COBCIIIAHUY PYKOBOJUTEIEH MOAPA3ZACIICHUN;

— TpeOoBaHUs K OpraHu3aIiy MpueMa U rnepeaadn PaKCuMUIBLHBIX COOOIICHUI;
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— TIOPSAJIOK TPOBEJCHUSI DKCIEPTHU3bl ILIEHHOCTH M TOPSAI0K YHHUYTOKCHHS
JIOKYMEHTOB;

— TIOPSJ0K COCTABJICHUS U BEJCHUS HOMEHKIATyphl Aen HBI'Y;

— TIOPSJIOK TIEPE/IauH Jie]l Ha XpaHCHUE B apXUB Y HUBEPCUTETA;

— TIOPSAJOK YTBEPXKACHUS U U3MCHCHUS MHCTPYKIIUH.

2.2. NHCcTpyKuus 00s3aTeNbHa sl UICTIOTHEHUS! BCEMHU JTOJDKHOCTHBIMHU JINIIAMH
YHuBepcUrera.

3. Tepmunsl u onpeejieHust

3.1. B Hacrosel HHCTPYKIIMU MCIIOJIb30BaHbl TEPMUHBI C COOTBETCTBYIOIIUMHU
onpenenenusmu no I'OCT P UCO 9000-2008 u cneayromue onpeaeacHust:

ABTOpP J0KYMEHTA — JOJDKHOCTHOE JIMIIO, CO3JaBIIEE TOKYMEHT.

Bbaank pgokymeHTa — Ha0Op PpEKBU3UTOB, WICHTU(PUIMPYIOUIMX aBTOpa
o(hU1IMaIbHOrO MUCBMEHHOTO JOKYMEHTA.

Bua agoxkymeHTra — NpUHAUIEKHOCTh NMHCBMEHHOIO JOKYMEHTa K CHCTEME
JOKYMEHTallul 10 TMpU3HAKaM COACPKAHMUS M IIEJIEBOr0 Ha3HaueHUs (TpHUKa3,
pelieHue, akT, CpaBKa U T.I1.).

Buza — peKBHU3UT [OKYMEHTa, BBIPAXKAIOIMIUK COIVIACUE WM HECOIJIacue
JOJDKHOCTHOT'O JIMIA, COOTBETCTBYIOLIErO ClienuanucTa (pabOTHUKA) C COAEp)KAaHUEM
JOKYMEHTA.

BHyTpeHHMii TOKYMEHT — JOKYMEHT, pa3paOOTaHHbIA M MpeJHa3HAYECHHBIN
JUIsl BHYTPEHHEI 0 UCIIOJIb30BAHNS U HE BBIXOIAIINM 3a IIPEACIbl Y HUBEPCUTETA.

Bxoasimumii JQOKyMEHT — JOKYMEHT, IOCTYHNAalOUMd B YHHUBEPCUTET OT
KOPPECIIOHACHTA.

JleJ1I0 — COBOKYIIHOCTH JOKYMEHTOB, OTHOCAIIMUXCA K OJHOMY BOIIPOCY WIIH
Y4aCTKy JesTE€IbHOCTH, TOMEIICHHBIX B OTJAEIbHYIO O0JIOXKKY.

JleJionpou3BoOACTBO  — OTpacib NEeATEIbHOCTH, o0ecrneunBaromast
JOKYMEHTUPOBAHUE M OpraHu3alio paboThl ¢ O(UUIUATBHBIMH JOKYMEHTaMH B
OpraHH3aLUH.

JIokyMeHTaUMOHHOe olecneyeHre YNpPaBJICHUS — JIEITEIbHOCTH aIlapara
yIIpaBJIEHMsI, OXBATHIBAIOLIAs] BOIPOCHI JOKYMEHTUPOBAHUS U OpraHU3allMi paboThI €
JJOKYMEHTaMH B IPOLIECCE OCYIIECTBICHUS UM YIIPABIEHYECKUX (PYHKIINH.

JIOKyMeHT (IOKYyMeHTHpPOBaHHAasi HH{popManusa) — 3adUKCHpPOBAHHAs Ha
MaTepUalbHOM HOCUTENE IMYTEM JIOKyMEHTHUPOBaHMsS HHPOpPMALMs C PEKBU3UTAMH,
MO3BOJISIOLUMU €€ UJICHTU(PUIUPOBATD.

JIOKYMEHT 3JIeKTPOHHBI — JOKYMEHT, B KOTOPOM HMH(OpMAaIus NpeacTaBiIeHa
B AJICKTPOHHO-TIPOBOH (popme.

JIOKyMeHTHMpOBaHUe — 3anuch MH(OPMALMK HA Pa3IMYHBIX HOCUTENSAX I10
YCTaHOBJIEHHBIM MPAaBUJIAM.

JIOKyMEHT0000pOT — JBMKEHUE JIOKYMEHTOB B OpraHU3allMM C MOMEHTa WX
CO37aHUs WU MOJTYYEHHUS A0 3aBEPUIEHUS UCTIOJHEHUS WU OTIIPABKH.
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3aBepeHHast KoONUsl — KONMS JIOKYMEHTa, HAa KOTOPOW B COOTBETCTBUU C
YCTaHOBJICHHBIM MOPSAJKOM IPOCTABJISIIOTCS HEOOXOJUMBIE PEKBU3UTHI, MPUAAIOIINE
el FOPUANYECKYIO CUITY.

HUcxoasamuii JOKYMEHT — JOKYMEHT, CO3JaHHBIA B YHHBEPCHUTETE U
OTITPABJICHHBIN ajJipecary.

Konusi 1okyMeHTa — TOKYMEHT, OJHOCThIO BOCIPOU3BOASIINNA HHPOPMALIUIO
ITOJVIMHHOT'O TOKYMEHTA U BCE €r0 BHEIIHUE IPU3HAKU WJIU UX YaCTh.

HaumeHoBaHue 10KkyMeHTa — 0003HaYEHHE BHJIa TUCHbMEHHOTO TOKYMEHTA.

Homenkiarypa aein — CUCTEMATU3MPOBAHHBIN IEpPEYEHb HAUMEHOBAHUM €,
3aBOJIMMBIX B OpraHU3allid, C yKa3aHHEM CPOKOB HX XpaHEHHs, O(QOPMIICHHBINH B
YCTaHOBJIEHHOM ITOPSIIKE.

Opranmsanuss  padoTel ¢ JOKYyMeHTaMH — OOeclieyeHue Ipolecca
JTIOKYMEHTUPOBAHUsS, OpPraHU3alMd JTIOKyMEHTOOOOpOTa, CO3[AaHUS HH(POPMAIMOHHO-
ITIOMCKOBBIX CUCTEM, KOHTPOJI UCIIOJIHEHHS TOKYMEHTOB, XPaHECHMS U HCIIOJIb30BAHUS
JIOKYMEHTOB B TEKYIIEH AEATEIBHOCTA Y HUBEPCUTETA.

Odopmiienne pgena — TMOArOTOBKA Jejla K XPAaHEHUIO B COOTBETCTBUU C
YCTAHOBJICHHBIMHU MPAaBUIIAMM.
OdopmiieHne [JTOKYyMEHTa — TMIPOCTaBIICHHE HEOOXOAUMBIX pPEKBU3UTOB,

YCTaHOBJIEHHBIX MTPaBUJIaMU JOKYMEHTHPOBAHUS.

IoaIMHHMK JOKYMEHTA — [IEPBUYHBIN WM €AVMHUYHBIN YK3EMIULP JOKYMEHTA.

PexkBu3uT JgokyMeHTa — UHQOPMAIMOHHBIA  3JEMEHT  O(PUIHUAIBHOIO
JIOKYMEHTA.

Cucrema JOKyMEHTAUMH — COBOKYNHOCTh JIOKYMEHTOB, B3aUMOCBSI3aHHBIX 110
NpU3HAKAM T[IPOUCXOXKJICHUS, Ha3HA4YeHUs, BHUAA, Cepbl EATENbHOCTH, E€IMHBIX
TpeOoBaHMIA K UX 0OPMIICHUIO.

Cay:keOHbIH JOKYMEHT — o(puLInaIbHBIA JTOKYMEHT, UCIIOJIb3YEMBIH B TEKYIIEH
JIEATEIIbHOCT Y HUBEPCUTETA.

dopmMupoBaHHue [eJ1a — TIPYNIUPOBKA HCIIOJHEHHBIX JOKYMEHTOB B JIEJ0O B
COOTBETCTBUU C HOMEHKJIATYpPOl J1€dT;

IleuaTrp — yCcTpOMCTBO, coAeprKallee KIHUILIE MeYaTyu ISl HAHECEHUS OTTUCKOB
Ha Oymary.

lraMn — ycTpoOMCTBO MNPSIMOYTOJIbHOW (POPMBI AJii MPOCTABJICHUS] OTMETOK
CIPaBOYHOIO XapaKTepa O MOJYYEHUH, PETHCTPALMH, MPOXOKICHHH, HUCIOJHEHUH
JIOKYMEHTOB U JIp.

IOpuanuyeckas cuia JOKYMeHTa — CBOMCTBO O(HUIIMAIBHOTO JIOKYMEHTA,
cooOlraemMoe emy JAEMCTBYIOUIMM 3aKOHOJIaTEIbCTBOM, KOMIIETEHIIMEN U3aBIIETO €ro
OpraHa U YCTaHOBJICHHBIM MOPSIAKOM O(pOpMIICHHUS.

4. JlokyMeHTbl Y HUBEpPCHTETA

4.1. HBI'Y uznaer cineayronume JOKYMEHTHI:

— OpraHu3alMoOHHbIE (TpaBWJIa BHYTPEHHErO PACHOPANKA, TOJOXKEHUS,
WHCTPYKIHH, IIITATHOE PACIIUCAHUE U JIP);
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— pacnopsiAUTENbHbIE (MPUKa3, paclOpsHKEHUE);

— UH(POPMAIMOHHO-CIIPABOYHBIE (aKT, MHCbMO, [OKJIaJIHas, CIyXeOHas u
OOBSICHUTENbHAS 3aIUCKa, MPEACTAaBIICHUE, CIIPaBKa U Ap.);

— (pUHAHCOBO-OyXranTepCcKue JOKYMEHTHI.

4.2. B opraHu3aiyoHHO-PACIOPSIUTENBHON JTOKYMEHTAIIUU  (DUKCUPYIOTCS
peleHus] A IMHHUCTPATUBHBIX U OPTaHU3AIMOHHBIX BOIIPOCOB.

5. IlpaBuia noaroroBKH u 0(hopMJIeHUsI JOKYMEHTOB

5.1. JIoKkyMeHTHI yIpaBiIeHYECKOU 1eITeTbHOCTH

JIOKyMEHTBI, KOTOpbIE CO3/al0Tcsi Ha 0Oaze YHHUBepcuTera, OQOpMISIOTCAS Ha
OyaHKax, Ha CTaHAApTHBIX JicTax oymaru A4 (210x297 mm), AS (148x210 mm) wim B
BU/I€ AJIEKTPOHHBIX JOKYMEHTOB

[Ipu mnoaroroBke W OQOPMICHHHM JIOKYyMEHTOB HEOOXOAMMO COOIIOAATH
npasuia, conepxxamuecs B 'OCTe P 7.0.97-2016.

JIOKyMEHT UMEEeT IPUANYECKYIO CHITY TIPU HAJIMYUU PEKBU3UTOB, 00S3aTEIbHbBIX
JUIsl JQHHOTO BHJA JOKyMEHTa (HaMMEHOBAaHWE OpraHu3alllM, Ha3BaHUE BHJIA
JOKyMEHTa (KpoM€ IMHChbMa), JaTa COCTaBIEHUS, PErHCTPAlMOHHBI HOMEp, TEKCT,
TIO/ITTUCH ).

B mnponecce moarotroBkn U O(OPMIIEHHS COCTaB PEKBU3UTOB MOMKET OBITh
JIOTIOJIHEH JPYTMMM PEKBU3UTaMH, €CIM TOro TpeOyeT Ha3HaueHue JAOKYMEHTa, €ro
o0paboTKa u T.I.

5.2. bnaHku JOKyMEHTOB

brnank — 3To cTaHAApTHBIN JTUCT OyMaru, Ha KOTOPOM OTOOpa)k€Ha MOCTOSHHAS
uHopmarsi W OTBEAEGHO MECTO JJIsi TepeMeHHOW. brmanku VYHuBepcurTera
pa3pabaThIBAIOTCSI HA OCHOBE YIJIOBOI'O M TMPOJOJIBHOIO PACIOJIOXKEHUS PEKBU3UTOB
(ITpunoxxenue 1). Ilpu yrioBom BapuaHTE PEKBU3UTHI OJaHKA paCIoOJararoTCs B
BEpXHEM JIeBOM yray Jmcra. [Ipy npomonbHOM BapuaHTEe pPEKBU3UTHI OJiaHKa
pacroJiararoTcsi mocepeiHe JUcTa BAOJIb BEPXHETO MOJIS.

Taxke, B HBI'Y npumensitores cienyromniue OJaHKu:

— onank nucema (IIpunoxenue 1);

— OJIJaHK MUChMa C PEKBU3UTAMU Ha PYCCKOM U OJHOM W3 MHOCTPAHHBIX S3BIKOB
JUIs1 BEJICHUS TIEPEMUCKH C 3apyOekHbIMU KoppecnonienTamu (IIpunoxenue 2);

— OJ1aHK KOHKpeTHOro Buza qokymenra (Ilpunoxenue 3-5);

— Onank nomkHoctHOro juna (Ilpunoxenue 6);

— OnaHk cTpykTypHoro noapazaeneuus (I[Ipunoxenue 7).

NHcTpyKLMEl  yCTaHABIMBAIOTCS — pa3Mepbl  KaXAOro JIKCTa JOKYMEHTA,
oopMIIEHHOTO KaK Ha OJlaHKe, TaK U Ha CTaHJIAPTHOM JINCTE OyMaru: BepxHee Mojie —
He MeHee 20 MM, HrxHee — 20 Mm, neBoe — 20 MM, npaBoe — 10mm.

JI71s1 M3roToBJICHHUS JOKYMEHTOB MCHOJb3yeTcsl rapHutypa mpudra Times New
Roman. Pasmep mpudra — Nel2-14 nr. Ilpu cocraBiaenuun TaOmuL AOMYyCKaeTcs
UCIOJIb30BaHMe MPUGTOB MEeHbIUX pa3mMepoB — Nel0, 11 mr.

AG3a1Hblif OTCTYN B TEKCTE JOKyMeHTa — 1,25 cm.
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Texcr nmoxkymeHnrta medaraercs depe3 1-1,5 MeKCTpouHBIX HMHTEpBana. TekcT
JIOKYMEHTa BBIPABHUBAETCS 110 IMIMPUHE TEKCTA.

5.21. lna BeaeHHWs TEPENUCKH C 3apYOCIKHBIMH KOPPECIOHICHTaMU B
VYHuBepcUTETE UCHOJIb3yeTCd OJIAHK MUChbMa C PEKBU3UTAMHM HA AHIJIMMCKOM S3bIKE
(ITpunoxenue 2).

5.2.2. [lpuMeneHue OJIaHKOB 00S3aTE€IbHO TIPU HANpaBICHUU JOKYMEHTa B
CTOPOHHME OPraHU3aLHH.

5.2.3. biank muceMa COEPKUT CIEAYIOIINE PEKBUZUTHI:

— HAMMEHOBAHUE Y HUBEPCUTETA,

— CIpPaBOYHBIE JAHHBIE 00 Y HUBEPCUTETE;

— xox (OKIIO) YuauBepcurera;

— J1aTta JOKYMEHTa;

— PpEerucTpalvOHHBIA HOMEpP TOKYMEHTA;

— CCBUIKA Ha PETUCTPAIIMOHHBIA HOMED U JaTy TOKYMEHTA,

— ajpecar;

— 3aroJI0BOK K TEKCTY.

5.2.4. N3noxeHune TeKCTa MUChbMa MOXKET OCYILIECTBIISTHCS IBYMSI CHOCOOAMM:

— XpOHOJIOTUYECKHH  (COAEep’KaHWE  HW3JIaraerci B  COOTBETCTBHUH  C
MI0CJIEI0BATEIbHOCTHIO IPOMCXOASIIUX COOBITUI: CHauajaa OMUCHIBACTCS MPEABICTOPHUS
COOBITHS, 3aTEM TO, UTO SIBJISETCS TOBOJOM MMHUCHhMA, NTOCTIE IPUBOAATCS apTyMEHTHI U B
3aKJIFOYEHUE BHIBOJIBI);

— (akTonmornueckuii (Bc€ OCHOBHBIC (DaKThl WM TIOJIOKEHUS KPATKO
U3JaraloTcs B Hayale IMUChbMa, a Jajee — BCe MOAPOOHOCTH, KOHKpETHas,
JOTIOJTHSIOIIAsT MH(pOpMAIIHs ).

5.2.5. B nenoBoii TmepenucKke Te€YaTH HCIOJIB3YIOTCS PEIKO. 3aBEpeHHS
MOJJIMHHOCTH TPeOYIOT MrMchbMa (PMHAHCOBOTO XapaKTepa U rapaHTuiiHble nucbma. Jliis
YIIOCTOBEPEHUS] MPOYMX TMHCEM JOCTATOYHO Haduuus OJllaHKka W TOJIIHUCU
KOMIIETEHTHOT'O JIMIIA.

5.2.6. bnanku cTporoil OTYETHOCTH (HampuMmep, OJAHKH JOKYMEHTOB 00
o0pa3oBaHUU, TPYAOBBIX KHHUXKEK, XO3IMCTBEHHOW JESATEIbHOCTH) MPUHUMAIOTCS
MaTepUaIbHO OTBETCTBEHHBIM pAaOOTHMKOM C HCIIOIB30BAaHUEM IKypHala yd4éra
onankoB. Kaxnomy sk3eMIuisipy OJlaHKa NMPUCBAMBAETCsl PErHMCTPALIMOHHBIN HOMED,
KOTOpBIM HAHOCUTCA Ha OJaHK. biaHKW BBIIAIOTCS MOJ POCHHCH PAOOTHUKAMU
CTPYKTYPHBIX MOJpa3JeIeHHUI, KOTOpPbIE HAa3HAYAIOTCS OTBETCTBEHHBIMHU 3a OJaHKU
CTPOrOil OTUETHOCTH MpHKa3oM pekTopa. [lepenada 61aHKOB JpyruM OpraHu3alusM U
JUIAM HE J0ITyCKaeTCsl.

5.2.7. Ha noxymeHTtax, opopMisieMbIX Ha JIByX W Oojiee CTpaHHWIIax, BTOpas U
NOCJTENYIOIIME CTPaHMIIBI JOJDKHBI OBITH MpoHymepoBaHbl. Homepa crpanuIl
MPOCTABIISIOTCST TTOCEPEMHE BEPXHETO MOJIA JicTa apadCckumu nudpamu 0e3 ciioBa
«CTp.» ¥ 3HAKOB MIPETIMHAHMUSI.

5.3. TpeboBanus k 0hOPMIICHHUIO PEKBU3UTOB
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5.3.1. HaumeHnoBaHue yupexaeHus

Han HaummeHoBaHMEM OpraHU3allMM YKa3bIBalOT COKPALICHHOE, a MpPU €ro
OTCYTCTBUHU — TIOJJHOE HAaMMEHOBAaHUE BBIIIECTOSIIEH OpraHu3auuu — MUHUCTEPCTBO
HAyKH | BbICIIero oOpa3oBanus Poccuiickoii denepannu (MunoOpHayku Poccun).

[lonrHoe HauMmeHOBaHHE Y HHMBEpCUTETa, TMpUMEHsieMOoe Ha OJaHKax u
3akperieHHoe B Ycrae HBI'Y — denepaiibHOe TocynapcTBEHHOE OMOKETHOE
oOpa3oBareibHOE  y4YpexJAeHHe Bbiciiero obpasoBanus  «HukHeBapTOBCKHIA
rOCY/IapCTBEHHBII YHUBEPCUTET.

CoxkpalieHHOE HAaMMEHOBAaHHWE OpraHW3allid MPUBOAAT B TEX cllydasx, KOraa
OHO 3aKpEIJIEHO B YYPEAUTENbHBIX JOKYMEHTax opraHusauuu. CokpalleHHOoe
HaMMEHOBaHUE (B CKOOKax) MOMENIAIOT HUXKE MOJHOrO WIH 3a HUM, HalIpUMeEp:

MuHuCTEpPCTBO HAYKHU U BhICIIEro oOpazoBaHus Poccuiickoit deneparuu
denepanbHOE TOCYJapCTBEHHOE OI0/IKETHOE 00pa30BaTEIbHOE YUPEKICHHUE BBICIIETO

oOpazoBanus « HIKHEBapTOBCKUI TOCYIapCTBEHHBIN YHUBEPCUTET
(®T'BOY BO «HBI'V»)

5.3.2. CripaBoYHbBIE TaHHBIE 00 YUPEKICHUU

CnpaBouHble JTaHHBIC BKJIIOYAIOT B ce0s: MOYTOBBIA ajapec, HoMmep TenedoHa,
aJpec  JJEKTPOHHOM  MOuThl, KOJ  opraHuzauuu 10  OOIEPOCCUNCKOMY
kiaccudukaropy npeanpustuii u opranuzaiuii (OKIIO), ocHOBHOM rocyapCcTBEHHBIN
peructpaiiionHbli  Homep opranuzauuu (OI'PH), wuneHtudukanuoHHslii  HOMEp
HAJIOrOIJIATE/bIUKA/KOI MPUYUHBI TIOCTAHOBKK Ha Hayoroselid yuer (MHH/KIII) u
JIpyrue CBEACHUS M0 YCMOTPEHUIO YUPEKICHUN — HoMepa (aKCoB, TEIEKCOB, CUETOB B
OaHke, u JIp.

5.3.3. HaumenoBanue Bua TOKyMEHTA

HamMeHoBaHnue BHIa JOKYMEHTa YKa3bIBaeTCs Ha BCEX BHUIAX JIOKYMEHTOB,
KpoMe nuceM. HamMeHOBaHME BHJa U PA3HOBUJIHOCTH KOHKPETHOTO JOKYMEHTA
OTIpEeJIEIsAEeTCS €ro COepKaHueM U HazHaueHueM. Bo Bcex ciydasix, Kpome JIeOBBIX
NUMceM, HaMMEHOBaHUE BHJAA JOKYMEHTa SBIsIeTCS O0O0s3aTEIbHBIM PEKBU3UTOM
JOKYMEHTa Hapsjay ¢ HAaUMEHOBAaHWEM OpraHu3aluy, NOAMUChI0 (Tpudom
YTBEP)KACHUS), JATOM W3IaHUS JOKYMEHTAa, PETUCTPALMOHHBIM HOMEPOM, MECTOM
U3JIaHUA.

5.3.4. lata noxymeHTa

JlaToifi JOKyMeHTa SBII€TCA JaTa €ro MOANMHCAHHUS WM YTBEPKIACHUS, 3a
HCKITFOUEHHUEM TPOTOKOJIOB, AAaTOM KOTOPBIX SIBIISIETCA J1aTa coObITHs. JlaTa JOKyMeHTa
oopmisieTcs: apaOCKUMU HUPpaMU B MTOCIIEAOBATEIILHOCTH: I€Hb MECSIa, MECSL, TOA:
09.02.2016. Eciiu neHps Wi MecsIl COCTOMT M3 OAHOM IU(PEI, Iepe Hel 00s3aTeIbHO
cTaBUTCS HOJb. CIIOBO «TOJ1» WM COKPAIICHHOE «T.» HE mpocTasisercs. JJonyckaercs
cioBecHO-IMGPOBOI criocod npoctaBiienus AaTel: 09 dpepans 2016 .

JIOKyMEHTBI, M3JJaHHBIE BYMS WU 0OJiee CTPYKTYPHBIMHU MOAPA3ICICHUSIMHU
YHuBepcuteTa, JOJDKHBI UMETh OJHY (€IHMHYI0) AaTy, KOTOpas COOTBETCTBYET aaTe
MOJNMUCAHUSA JOKYMEHTA MOCIEIHEN CTOPOHOM.
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Jlata Ha JOKyMEHTE MPOCTABISIETCS TOJDKHOCTHBIM JIMIIOM TPH TMOANHUCAHUHU
JIOKYMEHTa WM PaOOTHUKOM TIPHU PErUCTPAllU JOKYMEHTA.

5.3.5. Perucrpanuonnsiii Homep JOKyMEHTa

PeructpaniuoHHblii HOMEp JTOKYMEHTa — IU(poBoe WM OyKBEHHO-LIM(PPOBOE
o0O3HaYEHUE, NpPUCBAMBAEMOE JOKYMEHTY TIpU €ro perucrpanuu. Perucrparus
JIOKyMEHTa TIPOBOJIUTCS TOCTIE €r0o MOAMUCAHUS WIN YTBepKACHUS. [[1s1 BHYTpeHHUX
JIOKYMEHTOB — TIPUKA30B, PACTIOPSHKEHHM, MPOTOKOJIOB — 3TO TOPSIKOBBI HOMED C
HavaJia rojia (KajJeHIapHoTo Wik Y4eOHOr o).

Cchutka Ha WCXOMANIMN PETUCTPALMOHHBIA HOMEp U JaTy JOKyMEHTa
MPOCTABIIAETCS UCIIOTHUTENEM MPHU MOATOTOBKE MUCbMAa-OTBETA U BKJIIOYAET B COCTaB
PEKBU3UTOB OJIaHKA MUChMA.

He nonyckaercss oOTHopaBiasiTh KOPPECHOHJIEHTaM MUMChbMa, HE HMEIOLIUe
PETUCTPAIMOHHOTO HOMEpa U JaThl.

5.3.6. PexBu3uT «Amapecar

PexBusut «Aapecar» ucnonb3yercs npu oQopMIIeHUH MHCEeM. JJOKYMEHT MOXKET
OBITH aJpecoBaH B OPraHU3aAIMIO, CTPYKTYPHOE MOJApa3elieHue, TOHKHOCTHOMY HITH
buznYeCKOMYy JIUILLY.

[Ipu agpecoBaHuM JTIOKYMEHTa PYKOBOAMTENIO OpPraHM3allii €€ HauMEHOBaHUE
BKJTIOYAETCS B COCTaB HAUMEHOBAHHS JOJDKHOCTH ajpecara. JIomKHOCTh U (haMummio
JMIa, KOTOPOMY aJIpECOBAH JIOKYMEHT, YKa3bIBAIOT B JIATEJILHOM IaJI€KE; WHUIIHAIIBI
yKa3bIBAIOTCS Tiepe] GaMUIIMe U OTACISIOTCS OT (haMuInKu TpoOeioM, HallpuMep:

['enepanbHOMY TUPEKTOPY
000 «CamotnopHedTerasz»
NBanoBy B.A.

Ctpoku pekBuU3UTa «AnpecaT» JIomyckaeTcss OoGOpMIISATh IEHTPUPOBAHHBIM
CIoco0oM, HaIrpuMep:

['enepanbHOMY AUPEKTOPY
000 «Camotnopuedrerasz»
NBanoBy B.A.

IIpu anmpecoBaHMM [TOKYMEHTa B OpraHM3alMi0 WIM B  CTPYKTYPHOE
nojipa3/iejiecHue OpraHu3anuu 0e3 yKa3zaHdsd [OJDKHOCTHOTO JIMIla HauMEHOBaHUE
azpecara yKas3bIBacTCs B HMMEHUTEIBHOM Majaecxe. IIpu BeneHUM NEpEernucKu MOryT
YIOTPEOIATHCS OPUITHAIBHO MPUHATHIE COKPAIICHHBIE HAUMEHOBAaHUS OpraHu3alui,
HaIpuMep:

Munob6pHayku Poccun
Pocobpuanzop
YnpasneHue nenamu

IIpy  HampaBineHWH  JOKYMEHTa  KOHKPETHOMY  JOJDKHOCTHOMY  JIMILY
HaUMEHOBAaHWE OpraHu3aluu (Mpu HEOOXOIHMMOCTH, CTPYKTYPHOTO MOJpa3/iesieHus)
YKa3bIBaeTCsI B MMEHHUTEIHHOM MaJieXke, a JOJDKHOCTh M (paMuiiusi — B JATENIbHOM,
HarpuMep:
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00O «CamotnopHedTerasz»
YnpaBiieHue aenaMu
Benymemy crienmanucry
[leTposoit K.IL

Ecny 1OKyMEHT OTIIPaBIISIIOT B HECKOJIBKO CTPYKTYPHBIX ITOAPA3IECIICHUN OJHOU
OpraHu3aIiu, PeKBU3UT «ApecaT» opopmiiseTcss 0000IIEHHO, HATPUMED:

AJIMUHHUCTpaIUM pailoHOB
TromeHckoii odacT

Jlonyckaerca ~ anmpecoBarb — JNOKYMEHT  PYKOBOJIWTENIO  CTPYKTYPHOI'O
NOpa3ieNICHHs MM KOHKPETHOMY PaOOTHUKY, HAIPUMED:

VYpasneHnue 1o Kkagpam
HavyanpHuky
Huxntunon M.JI.

B cocraB pekBu3uTa «Anpecar» MOXKET BXOJUTh MOUYTOBBIM agpec. DIEMEHTHI
IIOYTOBOI0 aJpeca YKa3blBalOT B IIOCJIEAOBATEIBHOCTH, YCTAHOBICHHOM IIpaBUJIAMU
OKa3aHWs YyCJIYI IO4TOBOM CBs3W. llpm aapecoBaHmM mnHcbMa B OPraHU3ALMIO
YKa3bIBalOT €€ HAUMEHOBAHUE, 3aT€M MOUYTOBBIN aJIpEC, HAITPUMED:

MUHHCTEPCTBO HAYKHM M BBICILIETO
obpazoBanus PO

TBepckas yi., a. 11, Mockaa,

125993

[Ipn agpecoBaHMM OKyMEHTa (PU3NYECKOMY JIUIY YKa3bIBalOT (HaMHIMIO U
WHHULIMANBI [TOJTyYaTeNs, 3aTeM MOYTOBBIN apec, HaIpuMep:

NBanoBy O.I1.

yi. HedTsauukos, 1. 5, kB. 12,
r. HuxHeBapToBCK,
TromeHnckas 00i1., 628615

5.4. I'pud yTBEpKICHHUS JOKYMEHTa

JIOKyMEHTBI ~ yTBEpPKIAIOTCS  BBIIIECTOSIIMMHU WM  MEXKBEIOMCTBEHHBIMU
OpraHaMH, pEKTOPOM M TMPOPEKTOpaMH, OOIIECTBEHHBIMH OpraHU3alUsIMHU, B
KOMIIETEHIIUIO KOTOPBIX BXOAUT PEIICHHE BOIMPOCOB, U3JIOKEHHBIX B YTBEPKIAEMBbIX
JIOKYMEHTaX.

VYTBepkIeHHEe JOKYMEHTa MPOU3BOAUTCS MPOCTaBIEHUEM Tpuda yTBEPXKICHUS
WM U3JIaHHEM PaCHOpSAIUTENIBHOTO JOKYMEHTa (B TeX Cily4asiX, Korja TpeOyroTcs
JIOTIOJTHUTEJIbHBIC TIPEANTUCAHUS U PA3bICHEHMUS).

[Ipu odopmiiennu rpuda yTBepKACHUS HEOOXOIUMO COOIIOAATH CIEIYIOIICE:
rpud yTBEpXKIEHHUS MOMEIIAETCS B MPaBOM BEpXHEW YacTH JIOKYMEHTAa U COCTOMT U3
cioBa YTBEPXJIAKO (6e3 kaBbIuek), MOJTHOTO HAMMEHOBAHHS JOKHOCTH JIUIIA,
YTBEP)KJAIOMIET0 JOKYMEHT, JIMYHOM TOAMHUCH, €€ pPacu@pOBKA U JAThI
yrBep)KaeHusA. Hanpumep:
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YTBEPXJIAIO
Pextop ®I'BOY BO «HBI'Y»
auynas noonucy  M.0. Gamunus
15.02.2016

[Ipu yTBEpKIEHUM JOKYMEHTA IIOCTAHOBJIEHHUEM, PEIICHUEM, IPUKA30M,
MPOTOKOJIOM Tpud yrBepkaeHus cocrout u3 cioa Y TBEPXKJIEH (YTBEPXIEHO,
YTBEPX/IEHbI), HanMeHOBaHHS YTBEpKAAIOIIET0 JOKYMEHTAa B TBOPUTEIBHOM
najiexxe, ero JaThl, HOMEPA, HalpUMED:

YTBEPXIEHO
npukazoM ®I'6OY BO «HBI'Y»
ot 28.12.2012 Ne 01-06/1165

Ha BHyTpeHHHX JokyMeHTax, odopmieHHbIXx Ha Omankax HBI'Y, rpud
yTBEPKACHUS 0POPMIISETCS CIETYIOLIIM 00pa3oM:

VYTBEPXJIAIO

Pextop

Jluunas noonuce 1.0.0.
10.09.2016

501041

YTBEPXIEHO
npukazom GPI'bOY BO «HBI'Y»
ot 28.12.2012 Ne 01-06/1165

[Ipu yTBepKIeHUH MAOKYMEHTa HECKOJIBKMMHU JIOJDKHOCTHBIMH JIMLIAMU WX
MOJNKCH PacHoJiaraloTcs Ha OJTHOM YPOBHE.

BHocuth  kakue-nubO U3MEHEHUsT W JA00aBi€HHMs B IMOANHCAHHBIC
(YTBEpXKIIEHHbIE) JTOKYMEHTHI 0€3 paspelleHHs JIMIa, MOJIMUCABIIEr0 JOKYMEHT, HE
JIOITYCKAETCA.

OTBETCTBEHHOCTh 3a KaueCTBO IMOATOTOBKH JOKYMEHTOB U JIOCTOBEPHOCTH
CoAepXkallluXcsi B HUX JaHHBIX BO3JAaraercss Ha JMUa, [OATOTOBUBIIKE,
3aBU3MPOBABIINE U MMOANKUCABIINE TOKYMEHTHI.

Crpoku pexBusuta «I'pud yTBEpX ACHHUS» MOXHO BBIPABHHMBATH IO JIEBOMY
Kparo WIN HEHTPUPOBATH OTHOCUTEJILHO CaMOM IJTMHHOM CTPOKH.

5.5. 3aroyioBOK K TEKCTY

3aroloBOK K TEKCTYy — 3TO KpaTKOE COAEpKaHHE JOKYMEHTa, €ro OCHOBHas
CMBICJIOBasl Harpy3Ka.

3aromoBoK  MOXET  (QOpPMYIHpOBATbCS  C  TMOMOIIBIO  OTIJIArOJBHBIX
CYIIECTBUTEIbHBIX B MpeanokHoM manexe («O6 ormene...», «O0 okazaHuu...», «O
CO3JIaHUMU...»). 3arojOBOK JIOJDKEH COJIEpP)KaTh JIBE€ OCHOBHBIE YacTU: TeMy (TIpeaMeET,
BOMPOC) W JEHCTBUE, KOTOPOE MPOU3BOAMTCA WM JODKHO OBITh MPOM3BEACHO.
3arosoBOK JOKEH OBbITh TI'paMMaTHYECKH COIJIACOBAaH C HAaUMEHOBaHHEM BHUJA
JOKYMEHTa M OTBEYAaTh HA BOIMPOCHL: «O0 YeM?» («0 KOM?»), «4ero?» («Koro?»)
HaTpuMep:
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IIpukaz — «O co3maHMM aTTECTAlMOHHOW KoMuccuu HrkHeBapTOBCKOTro

rOCYIapCTBEHHOI'O YHUBEPCUTETA;

AxT — «Henmocraun ToBapa 1o KOJIU4ECTBY»;

JomxHocTHas ~ MHCTpyKUus —  JIOIDKHOCTHass  MHCTPYKUMS — BEAYLIETO
CHELUAIHCTA.

3arosioBOK OTAENsieTCS OT MPEIbLAYIIEro peKBU3UTa OAHOW ((iaroBblil) WM
JABYMs (LIEHTPOBAHHBIN) IMYCTBIMU CTPOKAaMH, HAYMHAETCS C MPONUCHON M NevaTaeTcs
CTpOUHBIMH OykBamH 0e3 KaBblueK. Touka B KOHIIE 3ar0JI0BKa HE CTaBUTCS.

5.6. Pe3omronus

Pe3omtonysa nuniercss Ha TOKYMEHTE COOTBETCTBYIOIIMM JIOJKHOCTHBIM JIMI[OM
¥ BKIIOYAeT (paMHJIMU M MHUIMAIBI HCIOJIHUTENCH, COIep)KaHue MopydeHus (mpu
HEO0XOAMMOCTH), CPOK MCIIOJIHEHUS, TOJIUCH U JaTy, HAPUMED:

Damunus 1.0
[Ipomry moaAroToBUTH NMpOEKT Aoroopa k 12.02.2016
JIUYHAS NOONUCD

28.12.2012

Jomyckaercs odhopmileHHE Pe30IOIUN Ha OTAECIEHOM JIUCTE.

Pesomonust comepykuT pacmopsiKeHUE PYKOBOIUTEIS OTHOCHTEIIHHO PEIICHUS
(OATOTOBKU PENICHHMSI) BOIIPOCA, U3JI0KEHHOTO B JOKYMEHTE.

Ecimu B pe3omonmu yka3zaHbl HECKOJBKO MCIOJHUTEICH, JHI0, YKa3aHHOE
MIEPBBIM, SBJISICTCS OTBETCTBEHHBIM 3a WCIOJNHEHHE 3afaHus. EMy mpemocTtaBiseTcs
MIPABO CO3bIBA COMCIOJHUTENCH U KOOpAUHALMS UX paboThl. OCHOBHOUN HCHOIHUTEb
W COUCIIOJIHUTENh BIIpaBE JaBaTh IMOPYYEHUS B BUAC PE3OJIONUA  JUIAM
HEMOCPEJACTBEHHO WM TIMOAYMHCHHBIM. TEKCT pE30JIIONMK BHOCUTCS B JKypHAI
perucTpaIy BXOAIUX TOKYMEHTOB.

Ha nokymeHnTax, He TpEOYIOIIMX JTOMOJHUTEIBHBIX YKa3aHUH 110 UCIIOJIHCHUIO U
MMEIOIIUX THUIOBBIE CPOKHU HCIIOJHEHHMS, B PE3OJIIOIMU YKa3bIBAETCS UCIOJHUTEND,
MOJIMACH aBTOPA PE30JTIOIIHH, J1aTa.

5.7. Tekct noKyMeHTa

5.7.1. TekcTbl TOKYMEHTOB MOT'YT O(GOPMIISITHCS B BHJIE€ AHKETHI, TAOJHUIIBI,
CBSI3HOT'O TEKCTa WJIM B BUJIC COCTUHECHUSI 3THX CTPYKTYP.

5.7.2. Tekcr mewataercs depes 1 wm 1,5 wuHTEepBaw, wmpudToM
TimesNewRoman Nel2 wmm Ne 14. Pasmep mpudTa BBIIEpKUBACTCI BO BCEM
TOKYMEHTE (BKJIIOYas 3arojIOBKH, TPU(BI yTBEPKIACHHUS WM COTJIACOBAHUS, TEKCT,
MOJAMUCH U T.J.), UCKIIIOUEHHS COCTaBIISIOT TaOJMIIBI, TpaduKu, B KOTOPHIX MOXKET
UCIIOJIb30BaThCS APYror pasmep mpudra, Ho He MeHble Ne8. IlepBast cTpoka Kaxa0ro
a03alla TeKCTa HaYMHAETCAd Ha paccTosHUU 1,25 ¢M OT JIeBOM TpaHUIIbl TEKCTOBOTO
TOJIS.

5.7.3. Tekctr nokyMeHTa JIOJDKEH OBITh SICHBIM, KpPaTKHM, OOOCHOBaHHBIM,
0o0ecreynBaroliM TOYHOE M OJHO3HAYHOE BOCIPUATHE M3JIOKEHHOM B HEM
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uHpopmaru. B TekcTe cienyer npuMeHSITh TOJIBKO OOLIENPUHATHIE WM O(QULIHAATIBHO
YCTAHOBJICHHBIE COKPAILEHUSI.

5.7.4. B Tekcre DOKYMEHTa, MOATOTOBIEHHOTO HAa OCHOBAaHWU JOKYMEHTOB
JIpYrUX OpraHu3aluil WM paHee U3AaHHBIX JOKYMEHTOB, YKa3bIBAlOT UX PEKBU3UTHI:
HaMMCHOBaHHE JIOKyMEHTa, HAMMEHOBAHWE OpraHu3anuu (aBTOpa JOKYMEHTa), Jnara
JIOKYMEHTA, PErUCTPAlMOHHBIA HOMEP IOKYMEHTA, 3ar0JIOBOK K TEKCTY.

5.7.5. Ecnm TEKCT CONEpP>KUT HECKOJIBKO PEILCHHI, BHIBOJIOB U TaK Jayee, TO
ero MOXXHO pa3OuBaTh Ha pas3feiibl, MOApPa3leiibl, MYHKTbI, KOTOpbIE HYMEPYIOT
apabckumu U pamu.

5.7.6. B moxkyMeHTax W3IaHHBIX OT MMEHH PEKTOpa YHHMBEpPCUTETa, a TaKKe
JOKYMEHTaX, aJpeCcOBaHHBIX PYKOBOJACTBY, TEKCT H3JlaraloT OT I[€pBOro JIKLA
€IMHCTBEHHOT0 YuCIIa («IIPUKa3bIBAIOY, IIPEJIararwy, «IIpoury»).

5.7.7. B nokymeHTax KOJUIETMAJIBbHBIX OPraHOB TEKCT M3JaratoT OT TPETHEro
JMIA €AUHCTBEHHOT'O YHCHA (KIIOCTAHOBIISETY, «PEIINII»).

5.7.8. B COBMECTHBIX JOKYMEHTax TEKCT H3JIaraloT OT NEpBOro Juila
MHO>KECTBEHHOT'0 Ynca («IPUKA3bIBAEMY, «PELIUIIN).

5.7.9. Tekct npoTOKOIa M3NaraT OT TPETHEro JIMIa MHOKECTBEHHOI'0 4Hcia
(«cTyIanmy, «BBICTYIUIIN, «ITOCTAHOBHIIN ).

5.7.10. B nokyMeHTax, yCTaHABIMBAIOIINX MpaBa U 00SI3aHHOCTH CTPYKTYPHBIX
nojpaseneHuil (1osoKeHue, UHCTPYKIMS), @ TAKXKE COJAEPKAIIUX OMKCAHUE, OLICHKY
(dakTOB WM BBIBOJBI (aKT, CIIpaBKa), MCHOJB3YIOT (OPMY H3JIOKEHUS TEKCTa OT
TPETHEro JIMLA €IUHCTBEHHOIO WM MHOKECTBEHHOIO 4Mcia («OTAEN OCYLIECTBISET
(GYHKIMIY, «<KOMUCCHUSI YCTAHOBUIIA).

5.7.11. B nuceMax UCHONB3YIOT CAeAyIolre GOpPMbI U3ITOKEHUS:

— OT IEpPBOrO JIMIA@ MHOMKECTBEHHOIO 4YHCla («IPOCHM  HAaIlpaBUTHY,
«HAIIPAaBJISIEM HAa PACCMOTPEHUE »);

— OT [IEPBOrO JINLA EMHCTBEHHOI'0 YKCiIa («CUYUTAK0 HEOOXOJUMBIMY, CIIPOLLY
BBIJICTIUTDHY );

— OT TPETHETrO JIMIA €IUHCTBEHHOTO YHCJIA («YHUBEPCUTET HE BO3PAXKAETY).

5.8. Ilpunoxenue

5.8.1. OTMeTKy 0 HanMYUM MPUIOKEHUS, HA3BAaHHOTO B TEKCTE€ THCHhMA,
pa3MeIIaT HEMOCPEICTBEHHO MO/l TEKCTOM OT IPAHMUIIBI JIEBOrO MoJis, 0e3 ab3aHoro
OTCTYIAa U O(POPMIIAIOT CIENYIOIIUM 00pazoM:

IIpunoxenue: Ha 5 1. B 2 3K3.

5.8.2. Eciiu nucbMo uMeeT NpuiIokKeHHEe, HE Ha3BaHHOE B TEKCTE, TO YKa3bIBAIOT
€ro HaMEHOBAaHHE, YHCJIO JINCTOB U YHCJIO 3K3EMIULIPOB; MPU HAINYUU HECKOJIBKHUX
MPWIOKEHUN UX HYMEPYIOT, HAIIPUMED:

[Tpunoxenue: 1. [Tonoxenue o0 YrpaBieHUU OXpaHbl Tpyaa Ha 5 1. B 1 9K3.
2. JIOJDKHOCTHBIE MHCTPYKIHUH cOTpyAHUKOB YOT Ha 16 1. B 2
IK3.
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5.8.3. B mpunokeHun K pacmopsSAUTEIIbHOMY JTOKYMEHTY (ITOCTaHOBJICHHSI,
MPUKa3bl, PACIIOPSHKEHUSI, PEIICHHs) Ha TIEPBOM €ro JIUCTE B IMPABOM BEPXHEM YIIIY
muinyT  «llpunoxenne Nel k mpuxazy ot 00.00.0000 Ne....» ¢ yka3zaHuem
HAaUMEHOBAHUS PACTIOPSAIUTEIILHOTO JOKYMEHTa, €ro JaThl U PErucTpardOHHOTO
HOMEpa, HapuUMep:

[Tpunoxenne Ne 2
K npuka3zy pexkropa HBI'Y
ot 19.01.2009 Ne 5

B camoM TekcTe mpHkaza B COOTBETCTBYIOIIMX IMYHKTaX pacHoOpsSauTEIbHON
yactu aarorca orchuiku: (IIpunoxkenne Nel) wnm: cormacHo npumnoxkenuto Ne 1, B
COOTBETCTBUU C MpHIIoKeHUEM Ne 2.

5.9. Tloanucek
5.9.1. B cocraB pexBm3uta «llommuce» BXOAST: HAWUMEHOBAHWE TOJDKHOCTH

JMIA, MOANUCABUIETO JOKYMEHT (IIOJHOE, €CJIM JOKYMEHT OpOpMIIeH He Ha OJaHke
YHuBepcuTeTa, 1 COKpaleHHOe — Ha JOKYMEHTE, O(OPMIIEHHOM Ha OJaHKe), JUYHas
MOJINHKCH, pacCIIM(PPOBKA NOANUCH (MHULHAATIBL, (DAMIIINSA).

Hanpuwmep:

[lepBbIil TPOPEKTOP
OI'bOY BO «HukHeBapTOBCKHUIA

TOCYAAapCTBEHHBIA YHUBEPCUTET» Jluunas noonuco N.0O. ®amunus
WJIU Ha OJIaHKeE:
ITepBbIit mpOpeKTOP Jluunas noonucw N.0O. ®amunus

5.9.2. [lpu nmoanucaHuu AOKYMEHTa HECKOJIbKUMH JIOJDKHOCTHBIMM JIUIIAMH UX
MOAIKUCHU PACIIOIAral0T OAHY IO IPYrov B ITOCIEA0BATEIBHOCTH, COOTBETCTBYIOLIEH
3aHUMAEMOM JIOJDKHOCTH, HAIPUMED:

PexTop Jluunas noonuco N.0. Gamunus

Havansuuk bYu®dK Jluunas noonuce N.0. Gamunug
5.9.3. [Ipu nmoanucaHuu JOKyMEHTa HECKOJbKUMH JIMIIAMU PABHBIX JOJDKHOCTEH
WX MOJIMKUCH PACTOJIAraloT Ha OJJHOM YPOBHE, HAITPUMED:

[Ipopexktop  mo  obOpasoBarenbHOM | [IpopexTop mo pa3BUTHIO
NEeSATENbHOCTH

Jluunas noonuce  .0. ®amunusa JIuunas noonuce N.0. damunus

5.9.4. B n10KyMeHTax, COCTaBIICHHBIX KOMHCCHEH, yKa3bIBAIOT HE JOJDKHOCTH
JUL, TOJMMCHIBAIOIIUX JIOKYMEHT, a HuX OOS3aHHOCTM B COCTaBE€ KOMHCCHUHU B
COOTBETCTBHUHU C PACIPEACICHUEM, HAITPUMED:

[Ipencenarens KOMUCCUU Jluunas noonuce N.B. Ilerpos
UiieHpl KOMUCCUH Jluunas noonuce B.N. NBanoBa
Jluunas noonuce A.N. CugopoBa
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5.9.5. [Ipu oTCYTCTBMU AOKHOCTHOTO JIMIIA, JOJDKHOCTh M (paMIIIUS KOTOPOTO
yKa3aHsl B pexBusute «lloanmuce», TOKYMEHT NOANMCHIBAECTCA IPYTrUM JOJKHOCTHBIM
JIMIIOM, UMEOUIUM PAaBO MOAMKUCHIBATH JOKYMEHT 32 OTCYTCTBYIOIIETO PYKOBOAUTEIIS.
B »TOM cilyyae JQOKYMEHT II€penedarblBacTCsl € YKa3aHMEM JOJDKHOCTH JIMIIA,
(daKkTUYeCKH MOAMMUCHIBAIOLIETO JOKYMEHT, WJIM B TOATOTOBJICHHBI IPOEKT
JIOKYMEHTa OT PYKH BHOCSITCS UCIIPABJICHUSI B HAUMEHOBAHUE JIOJDKHOCTH U (haMUITUIO
JOJDKHOCTHOTrO Jiuna. McnpaBiaeHuss BHOCUT JHIO, (DAKTHUUECKH MOAMMCHIBAIOILICE
nokymeHT. He pomyckaercs mpoCTaBisTh MPEMIOr «3a» WIA KOCYIH 4YepTy Hepen
HAaUMEHOBAaHUEM JIOJIKHOCTH.

5.9.6. [Ipy mnoamucaHuy JOKYMEHTa JIMIOM, Ha3HAYEHHBIM, HaIpUMep,
UCTIONHSIONINM O0S3aHHOCTU JeKaHa (haKyJIbTeTa B COOTBETCTBUM C TIPUKA30M,
HNOJNUCH OPOPMIISIIOT CIEAYIOIIUM 00pa3oM:

N.o0. nexana ryMaHUTapHOT O
bakynpTeTa Jluunas noonuce N.0. Gamuinus

5.9.7. lna moanucanusi JOKYMEHTOB MOXET HCIOJB30BaThCS (PaKCHMUIIE Kak
aHajor coOCTBeHHOpY4YHOU moamucu. DakcuMuie B YHUBEPCUTETE MOXKET
W3rOTaBIMBATHCS AJISl peKTopa M MpopekTopoB. [lonnuHHas noanuch He MOXKET OBITh
3aMeHeHa (aKCUMWIE Ha pPACIOPSAUTENbHBIX JOKYMEHTaX M JOKYMEHTax
(UHAHCOBOr O XapakTepa.

5.10. I'pud cornacoBanus

5.10.1. I'pud cornmacoanust cocrout u3 ciosa COI'JTACOBAHO (mumercs
IPONUCHBIMU OyKBamMH O€3 KaBbIUEK, JBOETOUME HE CTABUTCH), AODKHOCTU JIUIA, C
KOTOpPBIM COIJIACOBAaH JOKYMEHT (BKJIIOYAash HAMMEHOBAHHME OPraHu3allu), JTUYHOU
MOJANKUCH, PACIU(POBKU MOANUCH (MHULMAIOB, (DaMHIIMKM) M JATHl COTJIACOBaHUS,

HaIpuMep:
COI'TACOBAHO
[TpopekTop 1o pa3BUTHIO
Jluunasa noonucwe N.0. damunus
Jlama

5.10.2. Ecnu cornmacoBaHHe OCYIIECTBIISIETCS MHCbMOM, HPOTOKOJIOM, JPYTHM
JOKYMEHTOM, I'pU(} coriacoBaHus 0hOpMIIIETCSI CISAYIOIIUM 00pa3oM:

COT'JTACOBAHO
ITucemo PocapxuBa
ot 20.02.2009 Ne 4-01-12/122

5.10.3. I'pudsr cornacoBanusi MOryT OoOpPMIISTHCS HA JIUCTE COrylacoBaHuUs. B
TOM Cllydyae B JOKYMEHTE MOJ| MOAMHUCHIO JEJaeTcs OTMETKA: JIMCT COIJIacOBaHUS
npunaraercs. JIMcT coriacoBaHusl NMpuiaraeTcst K MpoeKTy JOKYMEHTa M COCTaBIIsET
€ro HeOTHEMJIEMYIO YacTh.
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CornacoBanue Moxxetr npoBoauThcs W BHyTpu HBI'Y (nmompasnenenusimu u
JNOJDKHOCTHBIMU  JMIIaMH). BusupoBanue gokymeHTa siBisiercss (GopMoOW  €ro
BHYTPEHHETO COTJIACOBAHMSI.

Buza Brimouaer B ceOs JMYHYIO MOANUCH M JODKHOCTh BHU3HPYIOIIETO,
pacmupoBKy MOANKUCH (MHUIHAIIBI, (aMUIIMIO) U 1aTy MOAMUCAHUS, HAIPUMED:

HauanbHuK ydeOHO-METOIMYECKOTO YIIPABICHHS
auynasa noonucsy N.O.Damuims

14.06.2016

[Tpn HAMIMYMY 3aMeYaHU K TOKYMEHTY BU3Y O(DOPMIISIFOT CIICTYIOIIUM 00pa3oM:

3amevaHus NpUIararoTcs
HavanbHHMK y4eO0HO-METOANICCKOTO YIIPABICHUS
auyraa noonuce N.O.@amunus

14.06.2016

5.11. Tleuats

5.11.1. OtTuck neyaTy 3aBepseT MOAIMHHOCTD MOANUCH JOJDKHOCTHOTO JIMIIA HA
JIOKYMEHTaXx.

5.11.2. Ecnu MecTo TMpocCTaBiieHUs Te4aTH HE OMNpelesieHo, €€ OTTHUCK
MPOCTABISIETCS TakUM O0O0pa3oM, 4YTOObI OH HE 3axBaThiBajl COOCTBEHHOPYYHOM
MOJIMKCH JIMIA, TTOAMUCABIIETO JOKYMEHT, Wik MecTe, o0o3HaueHHOM «MID» («Mecto
neyaTmy).

5.11.3. B cooTrBercTBUU ¢ YCTaBOM B YHHUBEPCHUTETE HCIOJIB3YIOTCS TepOoBas
neyath YHUBEpCUTETa (XpaHUTCS B YMPaBICHUU MO paboTe C TEPCOHAIOM H
JIOKYMEHTAIIMOHHOMY OOECIEUYEHHUI0), TaKXKe, Me4YaTH OTACJbHBIX CTPYKTYpPHBIX
nojapasaenaeHuii, ¢GakyiabTeToB. V3roroBieHue medyare ¢  BOCHPOU3BEACHUEM
['ocymapctBennoro repba Poccuiickoii ®epepanuu OCYIIECTBISETCS IO 3aKa3y
YHuBepcurera.

5.11.4. ]Ins yHUUTOKEHUS TeYaTed U MITAMIIOB CO3bIBAETCS KOMUCCHS, 3aTeM
COCTaBJISIETCS MTPOTOKOJI U aKT 00 YHMUTOXEHUU IITAMIIOB U Medareld B 2-X 3K3., OAUH
U3 KOTOPBIX XpaHUTCA B YMOpaBlIeHUH MO paboTe C TEepcoHAIOM U
JIOKYMEHTAIlMOHHOMY OO€CIIEYEHHIO JPYroili B COOTBETCTBYIOUIEM CTPYKTYPHOM
NO/Ipa3eJIeHUH 10 MPUHAIJIEKHOCTH ILITAMIIOB U NIeYaTei.

5.12. OtmeTKa 0 MOCTYIUIEHUU JOKYMEHTA

5.12.1. OTmMeTKa O MOCTYIUICHHH AOKYMEHTa B YHHBEPCHUTET MPOCTABISIETCS B
MIPAaBOM HMKHEM YTJIy IEPBOIro JUCTA JOKYMEHTA (B TOM YKCJIE C TOMOUIBIO IITAMIIA).

5.12.2. OtmeTKa O TOCTYIUICHHMH BKJIIOYAET JATy MOCTYIUICHHUS] JTOKYMEHTa |
BXOJISILIMN PErUCTPALIMOHHBIA HOMEp NOoKyMeHTa. [Ipu HeoOXoAuMOCTH OTMEYaroTCs
4achl 1 MUHYTBI IOCTYIUICHUSI TOKYMEHTA.
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5.13. Komms nokymeHTa

5.13.1. Konus HOKyMEHTa U3TOTOBJIIETCS U BBIJACTCS C pa3pelieHus pekTopa
(TpopeKTOpOB) YHUBEPCUTETA WM PYKOBOAUTENS COOTBETCTBYIOIIETO CTPYKTYPHOTO
MOJIpa3IeCHUS ¥ TOJIBKO C TEX JOKYMEHTOB, KOTOPBIC OBLIN U3/IaHbI B Y HUBEPCHUTETE.

5.13.2. Komnwus 3aBepsieTcs MOAMUCHIO TOJDKHOCTHOTO JIMIIA, YAOCTOBEPSIOIETO
COOTBETCTBHE €€ COepKaHUs MTOJIMHHUKY.

5.13.3. OrmMmerka 0 3aBepeHUU KOMUU MPOCTABIISICTCS HA CBOOOJHOM OT TEKCTa
MeCTe WJIH, TIPU OTCYTCTBHHM CBOOOJIHOTO MECTa Ha JIUIIEBOM CTOpPOHE TOKYMEHTa, Ha
000pOTE JOKYMEHTA W BKJIIOYACT: CIOBO «BepHO», HaMMEHOBaHME JOHKHOCTH JIUIIA,
3aBEPUBIIETO KOIMHUIO, €r0 COOCTBEHHOPYYHYIO TOJIHUCH;, pPacIn(PpOBKY MOAMUCH
(wHUIMANBI, aMUIIHs); TaTy 3aBEPEHUS KOIIUU.

5.13.4. Eciu komus BbIAACTCS JJIS MPEAOCTABICHUS B JAPYT'YH0 OpraHU3alulo,
OTMETKa O 3aBEPECHHUH KOIHMH JTOTIONHSETCS 3aITMChI0 O MECTE XpaHEHUS JOKYMEHTa, C
KOTOpPOro ObljIa U3rOTOBJICHA KOIHSI, M 3aBEPSCTCS MeUaThi0 OpraHU3alluH.

Hanmpuwmep:

[Togmuanuk TpymoBoi kHMKKKM HaxoauTcs B ®I'BOY BO «HBI'Y» B ceiide
Yupasnenusa PITJ1O

Bepno
Havansnux Ynpasnenus PIIO noonuce N.O. ®amunus
Jlata mnedathb

5.13.5. Korga komusi Ha AByX W OoJiee JUCTaX, OTMETKA O 3aBEPEHUM KOIHHU
MPOCTABIISIETCS HA KaXJOM JIMCTE JOKYMEHTA WJIM Ha TMOCIETHEM JIMCTE MPOITUTOTO
JIOKYMEHTA. 3aMuch O MECTE€ HAXOXKJICHUH TPOCTABIISICTCS TOJIBKO HA TIOCTCIHEM JINCTE
JIOKYMEHTA.

5.13.6. Jlns 3aBepeHus KoMuid Ha OyMa>KHOM HOCHTEJE UCIIOB3YETCs IITaMII.

6. OcobeHHOCTH TOATOTOBKM W odopMieHHsT  OTAeJIbHBIX TPYyIN

JTOKYMEHTOB
6.1. Opranu3anmOHHO-TIPABOBbIE JTOKYMEHTHI
6.1.1. YVemas — mnpaBoBoW akT, BKIIOYAIOMMK B ce0s CBOJA IIpaBuI,

YCTaHOBJICHHBIX TOCYJIApPCTBOM WJIM OPTaHU3alMEN, YUYPEKICHUEM, MPEANPUITAEM U
PETYIUPYIOIIUX JIEITEIbHOCTh 3TUX OPraHU3alui, MPEAIPUATUNA WU OINPEICICHHBIX
cdep ynpaBieHHUS U XO3IMCTBEHHON JEATEITbHOCTH.

VYcraB YHuBepcuTeTa yrBepxkAaeTcs npukazoM MunoopHayku Poccun.

B VYcraBe VYHuBepcuTeTra ONpENEISIIOTCA €ro HAMMEHOBAaHUE, MECTO €ro
HAXOXIECHUsI, MOPANOK YIIPABJICHUS JEITEIbHOCTBIO, a TAKXKE COIAEPHKATCI Ipyrue
CBEJICHUSA, MPEAYCMOTPEHHBIE 3aKOHOM JUISl FOPUAMYECKUX JIMI COOTBETCTBYIOIIETO
BHUJIA.

BHecenne W3MEHEHHMU W JIONOJHEHWM B YCTaB WIIM YTBEPXKIECHHUE YCTaBa B
HOBOM pEeIaKIMyl OCYIIECTBISAECTCS IO pelIeHuI0 o0mero coOpaHus Hay4dHO-
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neJarornyeckux padOTHUKOB, APYTUX KaTeropuili paboTHUKOB U oOyvatomuxcss HBI'Y
HIPUHATOMY OOJIBIIIMHCTBOM TOJIOCOB.

6.1.2. Jlonscnocmuas umcmpykyusi — TIPAaBOBOM aKT, pPETIAMEHTHUPYIOIIUH
OpPraHU3alMOHHO-TIPABOBOE MOJOXEHUE pabOTHUKA, €ro OOs3aHHOCTH, IIpaBa,
OTBETCTBEHHOCTh M OO€CTHeuMBarONIuil ycioBusi mjig ero 3(QexkTuBHON pabdOTHI.
JIOIKHOCTHBIE MHCTPYKIMU  pa3padaTblBalOTCS HAa BCE JOJDKHOCTH, KOTOpPbIE
IIPETYCMOTPEHBI IITATHBIM PACIIUCAHUEM.

OOs13aTeNbHBIMM ~ PEKBU3UTAMU  JOJDKHOCTHOW ~ WMHCTPYKLHMH  SIBJISIIOTCA:
HAaMMEHOBAaHUE OpraHu3anuu, rpud yTBEpXKIACHUS, Ha3BaHHE BUJA JIOKYMEHTa U
3aroJIOBOK K TEKCTY, MECTO COCTABJICHUS, NOANMCH. /[aToN TOKHOCTHON UHCTPYKLMU
sBsiercst gara e€ yreepxkaenus ([Ipuinoxenune 8).

JIOMKHOCTHAsE WHCTPYKIMS, Kak TMpaBWJIO, BKIIOYAaeT B ce0s Cleayromnie
pazmensl:  «OOmme monoxkeHus», «JlomxHocTHRIE —o00s3aHHOCTHY, «IIpaBay,
«OTBETCTBEHHOCTDHY, «B3aMOOTHOILIIEHUSD.

Paznen «OOume nosoXeHus» BKIOYAET B €0 HAUMEHOBAHUE JOJKHOCTU C
0003HAYEHUEM CTPYKTYPHOI'O MOJpa3JeieHHsl, KOMY HENOCPEACTBEHHO MOMAYUHSETCS
paOOTHUK, MOPSAOK Ha3HAUYECHHUS Ha JODKHOCTb M OCBOOOXIEHHUS OT JOJKHOCTH,
IIEPEUYECHb HOPMATHUBHBIX, METOAMYECKUX U JAPYIMX JOKYMEHTOB, KOTOPBIMHU
PYKOBOJACTBYETCS pPaOOTHUK, KBaIM(UKAIMOHHBIE TpeOOBaHWS K OOpPa30BaHUIO U
CTaXXy pa0OTHI.

Paznen «JlomxHOCTHBIE 00S3aHHOCTH OMPEIEISIET COAEPKAHUE NEATEIbHOCTH,
OCYIIECTBIIIEMON paOOTHUKOM, BHUIbI PpabOT U OO0S3aHHOCTEH, BBIMOJIHIEMBIX
PaOOTHHUKOM.

Paznen «IlpaBa» ycraHaBiMBaeT MOJHOMOYMS pabOTHHKA, 00ECIEeYMBAIOIINE
pean3aluio BO3JIOKEHHBIX Ha HETO 00s13aHHOCTEH.

Paznen «OTBETCTBEHHOCThY» YCTaHABIMBAECT KPUTEPUU OLICHKU PaOOTHI M MEPbI
MEPCOHATBHOM  OTBETCTBEHHOCTHM paboTHHMKA. KputepusMu OLEHKH SBISIOTCS
OOBEKTUBHBIC I[IOKA3aTEIM, XapaKTepPU3YIOIHE KAauyeCTBO M  CBOEBPEMEHHOCTh
BBIMOJHEHUS paboThl. OTBETCTBEHHOCTh PA0OOTHHKA OMPEACNIAETCS B COOTBETCTBUH C
JNEUCTBYIOIIMM  3aKOHOJATEIbCTBOM M MOXET  OBITh  JAUCIUIUIMHAPHOM,
aJIMUHUCTPATUBHON WJIM YT OJIOBHOM.

B paznene «B3auMooTHOIIEHUSD YKa3bIBA€TCS: OT KOr0, B KAKHE CPOKU U KaKYIO
uHdopmalio mnojaydaeT pabOTHUK, KOMY M B Kakuhe CpPOKHU IMPEACTABISIET, C KEeM
COIJIACOBBIBAET MPOEKTHI MMOATrOTABIMBAEMBIX JOKYMEHTOB, C KEM OCYHIECTBISET
COBMECTHYIO TOATOTOBKY M JpYyrHe BONPOCHl HH(GOPMAIMOHHBIX B3aWMOCBS3Ei
pabOTHHKA C IPYTUMH MOAPA3ACIICHUAMH, JIUIIAMH, OPTaHNU3ALUSIMH.

B Tekcte MHCTpyKUMHM HCHONb3YIOTCA clioBa: «Jlomken», «lmeer mpaBoy,
«O06s3an», «Jlonmyckaercs», «3ampemiaercsa» M T.I. TeKCT M3laraercsi OoT TPEThEro
Juna Uiy B 0e3nuuHoi popme.

JIOMKHOCTHAsT MHCTPYKLUHUS MOJNUCHIBAETCS PYKOBOJUTEIEM CTPYKTYPHOTO
noJpa3iefieHusl, HayaJbHUKOM  YIpaBlIeHUs MO  paboTe ¢  I[epCOHaIoM
JIOKYMEHTAIIMOHHOMY o0ecrieueHu0 u yrBepxkaaercss pekropom HBI'Y. Tlocie
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YTBEP)KJAEHUSI HA MOJJMHHUKE JOJDKHOCTHOM HMHCTPYKIMHU PAOOTHHK MPOCTABISET
O3HAKOMUTENBHYIO BU3Y: «C MHCTPYKIMEN O3HAKOMIIEH, J1aTa, IIOIIINCHY.

6.1.3. [lonoscenue — TPaBOBOW aKT, OMPEACISAIONIMN TMOPAIOK O0O0pa3oBaHMS,
3aJa4¥, 00SI3aHHOCTH, MpaBa, OTBETCTBEHHOCTh, OPraHU3aluio paboThl CTPYKTYPHBIX
NOJpa3JeJeHUul, a TaKXe JPYyruX BOIPOCOB, KAaCAIOLIMUXCA  JEATEIbHOCTU
Yuusepcurera (I[Ipunoxenue 9).

[TonoxkeHust OBIBAIOT: O CTPYKTYPHBIX MOAPA3AEICHUSIX, KOJJIETHAIBHBIX U
COBELIATENbHBIX OpraHax (KOMHCCHS, COBET, MpaBl€eHWEe U T.0.) H O BHAAX
JeSTEIbHOCTH.

[Tonoxenus: pa3pabaTbiBalOTCd PYKOBOAUTEISIMUA CTPYKTYPHBIX IMOJpa3iesieHui
U yTBepxkaaroTcsa pekropom HBI'Y.

[TonoxkeHue o CTPYKTYpPHOM IOJIpa3ieI€HUN COCTOUT U3 CIAEAYIOLIUX Pa3/EloB:
«O06mue monoxenus», «OCHOBHBIC 3amaun», «DyHKkum», «IIpaBa u o0s3aHHOCTHY,
«OTBETCTBEHHOCThY», «B3auMOOTHOLIEHUS», «3aKIIOUUTENbHbIE MOJOKEHUs». Eciu
CTPYKTYpPHOE MOJpa3IeICHUE COCTOUT U3 MOAPA3IEICHUN (CEKTOPOB, OTAENIOB, IPYIIIL,
OIOpo W T.HI.), B MOJOXKEHHE O TaKOM NoJpa3leieHuu mnocie pasnaena «OCHOBHbBIE
3aa4n» BKIOYaeTcs pasnesl «CTpyKTypa», a Ha KaKJ0€ MOJPa3ACIICHUE B COCTaBE
KPYITHOM CTPYKTYpHOU €IMHHUIIBI pa3padaThIBAE€TCsl CaMOCTOSITEILHOE MONI0XKEHUE (CM.
[Topsimok pa3pabOTKK MOJOKEHUN CTPYKTYPHBIX noapasaeneHuii HBI'Y).

6.2. PacnopsaurenbHbIe TOKYMEHTBI

6.2.1. YopaBnendeckass nearenbHocTh HBI'Y  BeIpaxkaeTcss MOCpeacTBOM
W3JIaHUS PaCOPSAIUTENbHBIX JOKYMEHTOB.

IIpuxa3z — 3TO OCHOBHOI pacnopsaAuTENbHbIA JOKYMEHT. OH H3AaeTcs OT UMEHU
pextopa HBI'Y, B ensix pa3pelieHnsi OCHOBHbIX M onepaTtuBHbIX 3a1a4 (IIpunoxxenue
3).

— IIpoekTbl pacnopsIAMTENBHBIX JOKYMEHTOB (IIPUKa30B) 10 OCHOBHOM
NESATENbHOCTH, MOATOTOBIEHHBIX ISl MOANMCAHUS, 110CIIE MTOATOTOBKU MEPENAIOTCS B
YnpapneHue mo padoTre ¢ MEPCOHAIOM M JTOKYMEHTAI[MOHHOMY OOECIEUEHHUIO IS
OpPOBEPKM W TPaBUIBHOCTH WX  OQOpPMIJICHHSA, 3aTeM  COrJacyloTcsi C
3aMHTEPECOBAHHBIMHU JIMIIAMU;

— IlpaBunbHO OQOpMIIEHHBIE MNPOEKTHI MPUKA30B MEPETAIOTCS Ha MOANUCH
Pekropy, nocie noanucaHus U34ar0TCsl IPUKa3bl;

— lloanucanHble MpHKa3bl MO OCHOBHOH JAESITEIbHOCTH PETUCTPUPYIOTCS B
VYrpasnenun no paboTe ¢ NepCOHANIOM U JOKYMEHTAIMOHHOMY 00€CIIeUEHHIO;

— JlopnMHHUKY TPUKA30B MO MECTY UX perucrpauuu (GopMUpYIOTCA B Jiefia B
COOTBETCTBUH C HOMEHKJIATYpOH 1€J1 Y HUBEPCUTETA,;

— Komuu mnpuka3zoB  pacchUlalOTCA — HUCIONHUTEISIM M WIM  UHBIM
3aMHTEPECOBAHHBIM JIMIIAM B 3JIEKTPOHHOU (popMe UiIr Ha OyMa)KHOM HOCHTEJIE;

— Konuu npukazoB, pacceUiaeMble Ha OyMaXKHOM HOCHTENE, 3aBEpSIOTCS B
COOTBETCTBUH € HacTosAmen MHcTpykunen

[Ipukaz 1O OCHOBHOHN JesTenbHOCTH oOQopmisieTcss Ha OJlaHKe TNpuKasa
YHuBepcUTETa U BKIIIOYAET B CE0sI CIEAYIONINE PEKBU3UTHI:
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— HAaUMEHOBaHHUE Y HUBEPCUTETA,;

— HAMMEHOBaHHE BUJA JOKYMEHTA,;

— MECTO COCTABJICHUS WM W3JIaHUS JOKYMEHTA, a TAKXKE OrpaHUYHUTEIIbHBIC
OTMETKH JIJIs1 pa3MEILCHUSI PEKBU3UTOB,;

— JlaTa TOKYMEHTA;

— PETUCTPALIMOHHBIA HOMEP IOKYMEHTA;

— 3aroJIOBOK K TEKCTY.

TekcT mpukaza COCTOUT M3 KOHCTATHUPYIOLIEW U PACHOPSAUTEIIBHON YacTEH, B
OTJENbHBIX CIIydasX TOJIbKO U3 PACTIOPSIUTENBHON YaCTH 0€3 KOHCTATUPYIOLIEH.

B koHcTaTupymoomen YacTu M3JIAraroTCs MPUYHAHBL, OCHOBAHUSA, LEIU
COCTaBJICHUSI JOKyMEHTa. EcCiM OCHOBaHMEM K U3JIaHUIO T[PHUKA3a SIBISETCS
3aKOHOJIaTEJIbHBIN, NHOW MPABOBOM aKT WA MOPYYEHUE BBIIIECTOAIINX OPraHOB, TO B
KOHCTATHPYIOLIEN YaCTH yKa3bIBAECTCA €r0 BUI, 1aTa, HOMEP, 3aroJIOBOK U MEPENACTCs
COJIepKaHUE TOM €ro 4acTH, KOTOpask KacaeTcs LEJIN U3JaHus PUKa3a.

PacnopsiaurensHass yacte HauumHaercs ciaoBoMm «IIPMKA3BIBAIO», kotopoe
MUIIETCS 3arjiaBHbIMU OykBaMu. B pacnopsiauTesbHOW 4acTy MpHUKa3a yKa3bIBaIOTCS
KOHKPETHbIE JCUCTBUsI, WCIOJHUTEIN, CPOKUM MCIOJHECHUS MPEANHUCHIBAEMBIX
JIEVCTBUM.

[Ipyn 3HaYUTENBHOM O0BEME TEKCTa B NPOEKTE MpHUKa3a M3JararoTcs JIHIIb
OCHOBHBIE BOIIPOCHI, OCTAJIbHOW TEKCT IMOMEIIAETCS B NMPUIIOKECHUN K mpukaszy. llpu
HAJIMYUM TPWIOKEHUH B TEKCTE TMpPUKa3a B COOTBETCTBYIOIIMX ITYHKTax
pacnopsIAUTENBHOM YacTH JAlOTCs OTChUIKM. M3maHume BMecTe ¢ NIPUKa30M
MPUJIOKEHNM, HE YIIOMSIHYTBIX B TEKCTE NIPUKa3a, HE JOMYCKAECTCA.

ITpuka3el mo ocHOBHOM nesrenbHOcTH HBI'Y, mo nudHOMY cocTaBy M3HaeT
YIPaBJICHUE 10 KaJpaM Ha OCHOBAHWUM ITPEICTABIIEHHBIX U COTJIACOBAHHBIX ITPOEKTOB
IPUKA30B OT PYKOBOAMUTENEHW CTPYKTYPHBIX mnonapasfaeneHuil. Ecium B mpouecce
COrJJaCOBAaHMS B IPOEKT BHOCSTCS MU3MEHEHUS NPUHUUIIMAIBHOIO XapakTepa, TO OH
MOJUIEKUT TOBTOPHOMY COIVIACOBAHUIO JOJDKHOCTHBIMHM JIMIAMH; €CJIIHM BHOCSITCSA
PENAKIMOHHBIE YTOYHEHHUS, HE U3MEHSAIOUIME €ro COJIEpPKAaHHWE, IOBTOPHOE
COIJIACOBaHKE HE TpeOyeTcsl.

IIpuka3 noanuceiBaer pekrop HBI'Y wim ynonHoMoueHHOE UM JIHLIO.

6.2.2. Pacnopsoicenue — TIpaBOBOM  aKT, M3/IaBa€MbIil  PYKOBOJHUTEIIEM
YHuBepcuTeTa NEUCTBYIOIIMM €QUHONMYHO. [IpaBoM M3aaBaTh pacrnopsyKEHUS MOTYT
HAJICJATBCA  NOPOPEKTOPA,  PYKOBOAUTEIM  CAMOCTOSITEBHBIX  CTPYKTYPHBIX
noapasnenenuit ([lpunoxenue 4).

[IpoekThl pacnopsSAUTENIbHBIX JOKYMEHTOB (PaCOpsKEHUI) MOATOTOBICHHBIX
JUISl TOATMCAHMs, TOCJE MOATOTOBKY U COTJIACOBAHUSI C 3aMHTEPECOBAHHBIMU JIMIIAMU
Mepe1aloTCsl OTBETCTBEHHOMY 3a 0()OPMIICHHE PACTIOPSKEHUM TOJDKHOCTHOMY JIUILY.

[TpaBunbHO O(OpPMIIEHHBIE MPOEKTHl PACMOPSHKEHUS MEPeatoTCsl Ha MOAMUCH,
IIOCJIE MOAIUCAHUS U3IAK0TCA PACIIOPSKEHHUS.

IlognucanHble  pacHoOpsKEHUST ~ PETUCTPUPYIOTCA ~ OTBETCTBEHHBIM 34
oopMIiIeHHE PACTIOPSKEHUM JIOJDKHOCTHBIM JIMIIOM (HAmpuMep, pEerucTpauus |

| CMK-U-III101.07 | Bepems2 | J1ara02.11.2018 | Crp.21/86 |




MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucreMa MeHeJAKMEeHTAa KayecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

oopMIIeHHE PACTIOPSIKEHUI TIEPBOTr0 MPOPEKTOpa, MPOPEKTOpa MO HAydyHOU padoTe
MIPOU3BOJUTCS MOMOIIHUKOM PekTopa).

[TogMMHHUKY pacnioOpsKEHUN MO MECTY X perucTpaiuu GopMHUPYIOTCS B Jelia B
COOTBETCTBUHU C HOMEHKJIATYpOH AN Y HUBEPCUTETA.

Komnu  pacnopspkeHUM — pacChUIalOTCS  UCHOJIHUTENSIM M WM UHBIM
3aMHTEPECOBAHHBIM JIUIIaM B JICKTPOHHOU (popMe uiin Ha OyMaKHOM HOCHUTEJIE.

Komuu pacnopsokeHuit, paccbiaeMble Ha OyMa)XHOM HOCHUTEJIE, 3aBEPSIOTCA B
COOTBETCTBUU C HacTosen MHcTpykuei.

[Topsimok coctaByieHuss U OQOpPMIICHUSI PACTOPSHKEHUN B I1I€JIOM aHAJOTHYEH
nopsaKy ohopMmiIeHHsI TPUKAa30B TI0 OCHOBHOW JIEATEITLHOCTH Y HHBEPCUTETA.
Paznuuust 3akiaioyaroTCsl B CIEAYIONIEM: PACIOPSAUTENbHAs 4YacThb OTAEISETCS OT
KoHcTaTupytomen cioBoM «llpennarato» umu «OO0s3bIBato», Wi 0e3 Kakoro-imbo
CIOBA, TO €CTh HEMOCPEICTBEHHO CJEAYeT 3a KOHCTAaTUPYIOUIEH YacThIO IIOCIE
JIBOETOUHS.

OO0s3aTebHBIMU  PEKBU3UTAMHU  PACHOPSDKEHUS  SIBISIIOTCS:  HAMMEHOBAHHE
OpraHu3alliy, HAaMMEHOBaHUE CTPYKTYPHOrO Tojapas3AcieHus (MeCTO U3JIaHus
pacropsiKeHus), Ha3BaHUE BHJA JIOKYMEHTA, JlaTa U HOMEP JOKYMEHTa, 3arojIoBOK K
TEKCTY, TEKCT, OAMUCH, BU3A.

6.3. HudopmarmoHHO-CipaBOYHAs JOKYMEHTAIUS

6.3.1. Ilpomokon — JOKyMEHT, COJEp)Kallui 3amuch Xoja OOCYKICHHUS
BOIIPOCOB M MPUHATUS PEUICHWM Ha COOpaHUsSX, 3acedaHUsAX coBeTa (akKyJbTeTa,
3acemanusix  kadeap, COBENIAHUAX,  KOH(EPEHIUSAX,  JACJOBBIX  BCTpedax.
OO0s3aTebHBPIMU PEKBU3UTAMU TPOTOKOJA SIBJISIOTCSA: HAUMEHOBAHHME OPraHU3aIlNH,
HaMEHOBaHWE BUJA JIOKYMEHTa (IIPOTOKOJI), JaTa ¥ HOMEP MPOTOKOJIA, 3ar0JIOBOK K
TEKCTY, TekcT, moanucu ([Ipunoxenwue 5).

TekcT mpoTOKOIa COCTOUT M3 ABYX YacCTEW: BBOAHOM M OCHOBHOM. BO BBOJHOM
4acTH TMPOTOKOJA YKa3bpIBalOTCA (aMHIIMKM TpelacenaTess, CeKpeTaps, 4YJICHOB
KOJUIETUAJIBHOTO WJIM COBELIATEIBHOIO OpraHa, MPUCYTCTBYIOIIMX Ha 3ace/laHHU,
MOBECTKA JIHSI.

damMuIuy  TPUCYTCTBYIOIIMX TMEPEUUCIAIOTCS B al(paBUTHOM TMOPSAKE C
yYKa3aHHEeM MecTa paldoThl M JOJDKHOCTH. B IPOTOKOSAaX MOCTOSIHHO AEHCTBYIOIIHMX
COBCIIIAaHWN U KOMUCCHUM 0€3 yKa3aHHs JOJDKHOCTEH.

[Ipu odopmieHMH NPOTOKOIA C YUCIOM YYaCTHUKOB 3acemaHus Oojee 15
YeJIoBeK (paMUIMU HEe MEePEUMCIISIIOTCS, @ YKa3biBaeTcs Iudpoi ux ob1iee KoJn4ecTBo.
CHnMCcoK y4acTHHKOB B TaKUX CIy4YasiX MPUJIAraeTcs, HAIPUMED:

[IpucyrcTBOBaso: 25 yenoBek (CIMUCOK MPUIaraeTcs).

OCHOBHasg 4YacTh TEKCTa MPOTOKOJIA MO KaXXJIOMYy BOMNPOCY MOBECTKU JIHS
CTPOUTCH I10 CXEME:

CJIVIIIAJIN,

BBICTYTINJIN,

ITOCTAHOBWIJIN.
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B pazpene «IIOCTAHOBWJIIN» 3anmceiBaeTCs NpUHATOE pelieHue. Pemenne
bopMyIupyeTCss TOYHO U JIJAKOHUYHO, TaK, YTOOBI HE BOSHUKIIO JABOSIKOTO TOJIKOBAHUS.
Hapsiny ¢ pemieHueM yka3bIBaeTCs KOJIMYECTBO T'OJOCOB, MOJAHHBIX «33», «IPOTUBY,
«BO3JIEPKATOCHY», a TAKXKE CIIMCOK JIUI HE YYACTBYIOLIUX B TOJIOCOBAHUU, HATIPUMED:

«3a» — 30 rosocos.

«IIpotuB» — 1 romoc.

«Bo3nepxkanoce» — 4 rosoca.

Pemennie nmpunsATO 30 YHUCIOM TOJIOCOB.

6.3.2. Boinucka u3 npomokona TPEACTaBISET COOOM TOUHYIO KOMHUIO YacTH
TEKCTa MOJUIMHHOIO MPOTOKOJIA, OTHOCAILErOoCsl K TOMY BONPOCY NMOBECTKU JIHA, MO
KOTOPOMY TOTOBSIT BBINKMCKY. BhINKcKka BOCHPOM3BOAMT BCE PEKBU3UTHI OJlaHKa,
BBOJHYIO YacTh TE€KCTa, BOMPOC MOBECTKU JHSA, MO KOTOPOMY T'OTOBUTCSI BBIMKCKA, U
TEKCT, OTpPaKaBIINi 0OCYXIeHHe Bompoca u npuHsToe pemieHue ([Ipunmoxenue 5).
Brlnicky u3 MpoToKoJa MOMUCHIBAET MPeIcelaTeb U CEKpeTaph 3aceaHusl.

6.3.3. Axm — cnpaBoYHO-UH(DOPMAITMOHHBINA TOKyMEHT. COCTaBisieTCsl TPYHIOM
JUL] 7S TOATBEPXKJIECHUS  YCTAHOBJIEHHBIX (DaKTOB WJM  COOBITUHA  (AKThbI
WHBEHTapHU3alnii, MpueMa-nepeadd MaTepuagbHbIX LIEHHOCTEH, eI, YHUUYTOXKEHUS
nokymMeHToB u T.1.) (ITpunoxenune 19).

['1aBHOE TIpHU COCTaBJIEHUM AKTa 3TO YCTAHOBJIEHUE (PAKTHUYECKOTO COCTOSHUS
JIel M aJieKBaTHOE €ro OMMCAaHUE B aKTe. 3arojIOBOK K aKTy JIOJDKEH TPaMMAaTHYECKH
COIJIACOBBIBATBCSI CO CJOBOM «aKT», HampuMmep: «AKT TpOBEpKH (PUHAHCOBO-
XO3SIICTBEHHON JICSTEIbHOCTH YHUBEPCUTETa», «AKT CHUCAaHHUS MaTepuaIbHbIX
LIEHHOCTEN».

TekcT akTa COCTOUT M3 IBYX YacTeil: BBOJHON U OCHOBHOM (KOHCTATUPYIOIIEH).
Bo BBOOHOM 4acTM  aKkTa  YKa3bplBa€TCs  OCHOBAaHUE  €ro  COCTaBJICHUS
(pacnopsIUTENbHBIN JOKYMEHT, HOPMAaTUBHBINA JIOKYMEHT, JIOIOBOP C YKa3aHHUEM €ro
JaThl 1 HOMeEpa), Mpejcenareilb U YiIeHbl KOMUCCUU. B OCHOBHOM 4acTH H3iaraercs
CYIIHOCTb, XapakTep, METOJAbl M CPOKH MpPOAETaHHOW pabOTHI, a TaKkKe BBIBOABI,
NPEIJIOKEHN W 3aKIlo4YeHus. B KOHIlE TeKcTa akTa YKa3bIBA€TCA KOJIMYECTBO
COCTaBJICHHBIX IK3EMIUISIPOB U UX MECTOHAXOXKJICHHUE.

JlaToii akta siBnIsieTcs Aara cOObITUS (MPOBEPKH, OOCIIEIOBAaHHUS, NMEperayd U
T..). AKT TMOANHUCHIBAETCS BCEMHU JIMI[AMHU, MPUHUMABIIMMH Yy4acTHE B €ro
COCTaBJICHUU 0€3 yKa3aHHs JOHKHOCTEH.

C aktamu peBU3Ud U OOCIEJOBAHUM 3HAKOMSAT BCEX JIMI], JEATEIIbHOCTU
KOTOpbIX OHM Kacatorcsi. lIpm 3TOM cTaBuTCA cornacyronias OTMETKa (C aKToM
O3HAKOMJIEHBI: MOANHUCH, faTa). Ocoboe MHEHUE WieHa KOMUCCUH ClleAyeT 0(hOpMIISTh
Ha OTJIEJIbHOM JIMCTE U NPUJIAraTh K akTy.

B HeoOXonMMBIX cllydasix, €clid 3TOro TpeOyloT HOPMAaTHUBHBIE JOKYMEHTHI,
aKTbl YTBEPXKJAIOTCS PEKTOPOM YHHUBEPCHUTETA, MO PACIHOPSHKEHUI0 KOTOPOTO
MPOBOAMIINCH IEUCTBHS, 3aBEPILIMUBIIUECS COCTABICHUEM AKTA.

6.3.4. Cnpaska — NOKYMEHT, COAEp)KAlllMi ONUCAaHUE U MOJITBEPKIEHUE TeX
Wi UHBIX (PakToB WM coObITHil. CHpaBKH OTpPa)xarOT OCHOBHYIO J€ATEIbHOCTH
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VYHuBepcuTeTa WIM MOATBEPKIAAIOT CBEACHUS OMOTrparuecKoro WM CIIyKeOHOTo
XapakTepa.

[lepByto rpynmy CIpaBOK COCTAaBISIOT CIpaBKKM MHGOPMAIMOHHOIO XapakTepa,
OHM TOTOBSITCS MO 3aIIPOCY U MPEAOCTABIISIOTCS B YCTAHOBJICHHBIE CPOKH.

CrpaBku, HaIpaBisieMble 3a Mpenelibl Y HuBepcuTeTa, opopmMisitoTcs Ha OJaHKe
VYHuBepcutera (MMEIOT PEKBU3UTHI: JaTy, PETUCTPAllMOHHBIA HOMeEp, ajpecar,
3arojIoBOK, TEKCT, MOJIMKCH), a MPEACTaBIsIeMble BHYTPH By3a — OMOPMIISIOTCS Ha
mucte Oymaru gopmarta A4, HO UMEIOT T€ K€ PEKBU3HUTHI C YKA3aHHEM CTPYKTYPHOTO
nogpasaesieaus HBI'Y, moarorosuBmiero cripasky.

Bropast rpymma cnpaBoK — CIpaBKu O MOATBEPKACHUU MeCTa y4eObl U padoTHI,
3aHMMaeMOW JOJHKHOCTH, O 3apa0OTHOM Tutate W T.A. B 3ToM ciywae, kak mpaBuio,
NPUMEHSIOTCS YHU(DUIIMPOBaHHbIE OnaHKU. TeKCT CIpaBKW HAYMHAETCS C YKa3aHHs
dbamMminy, UMEHH, OTYECTBA JIMIA, O KOTOPOM cooOmiatoTcst cBeieHusa. Ha crpaBke
CTaBUTCS JaTa M PETHCTPALMOHHBIN HOMEp. TEKCT CpaBKH 3aBEpsETCA MOAMMUCHIO U
nedatbio ([Ipunoxenue 10-11).

6.3.5. Cayocebnas 3anucka — HOKYMEHT COCTaBIISIEMBIA pPaOOTHUKOM HITH
PYKOBOAMUTENEM MOAPA3ACICHUS HA UMSI PYKOBOAMUTENS WM CHEHHAINACTA JPYTrOro
nonpaznenenus (Ilpunoxenue 13).

Texker cny:xeOHOM 3alUMCKU COCTOUT M3 JIByX CMBICJIOBBIX YacTeW: mepBas — C
U3JIO)KEHUEeM TpUYMH, (AKTOB WM COOBITHH, TOCTYXHUBIIUX TIOBOJAOM I €€
HalMCaHusl, BTOpasl — COACPKHUT BBIBOJABI U MPEAJIOKEHHUS, MPOCHOBI, 3asBKU O
KOHKPETHBIX JEHCTBUSIX, KOTOPbIE HEOOXOIUMO MPEATPUHSTS.

CnyxeOHas 3amucKka MOXET ObITh BHEIIHEH WM BHYTpeHHeil. Buemnue
CITyKEOHBIE 3allUCKU COCTABJSIOTCS Ha OJIaHKE YHUBEPCUTETAa W TOAMUCHIBAIOTCS
PEKTOpOM  (MPOPEKTOPOM), BHYTPEHHHE — Ha CTAaHJApPTHOM JIUCTe OyMaru w
MOJMHUCHIBAIOTCST PAOOTHUKOM WJIM PYKOBOJUTEIEM CTPYKTYPHOTO TOJPA3ICIICHUS
YHuBepcurera.

7. Opranusanus 10KyMeHT0000poTa

7.1. Ilpuem, o0OpaboTka, perucTpamuss ©U MPOXOKJACHUE MOCTYHAIIINX
JIOKYMEHTOB

7.1.1. Iloctynatonjass ~ JAOKYMEHTalUWs  HPUHUMAETCS  LIEHTPAIM30BaHHO
JIEJIONPOU3BOANTENIEM Y IIpaBJIeHUs MO paboTe ¢ MEPCOHATIOM M JOKYMEHTAIIMOHHOMY
o0ecrie4eHu0 YHHUBEpPCHUTETa, I/I€ OHa MPOXOAUT NEPBUUYHYIO 00paboTKY,
IpeaBapUTEIHLHOE PACCMOTPEHUE, 3aTEM JIOCTABIIACTCS IO Ha3HAYCHUIO.

7.1.2. [Ipy momyd4eHUH OOKYMEHTa paOOTHHUK JEJIONPOU3BOAUTENDL IMPOBEPSET
[IEJIOCTHOCTh KOHBEPTA, MaKeTa UM YIAaKOBKH, a TPU BCKPHITUHA KOHBEPTA — HAJTMYHE B
HEM JIOKYMEHTOB, BKJTIOUAs TPUIIOKCHHS.

7.1.3. He BCkpbIBatOTCS KOHBEpPTHI C TOMeTKoW «JIluuno» u rpudamu
OTpaHUYCHHUS JO0CTyTa («CexpeTHOD, «["ocymapcTBenHas TaitHay,
«KoHpuaeHIMaIbHOY).
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7.1.4. IlpeaBapuTenbHOE PACCMOTPEHHUE TMPOBOAUTCS C IIEJIbIO paclpeieseHUs
NOCTYNUBILEH AOKYMEHTAllMM Ha JOKYMEHTBI, TPEOYIOUIME PAaCCMOTPEHMSI PEKTOPOM
YHuBepcUTeETa W HampaBisieMble B CTPyKTypHble mnonpasneneHus HBI'Y. Ilocne
pacCMOTpEHUsI PEKTOp Ha3HAauyaeT OTBETCTBEHHOE JMIO, KOTOPOMY M TNepeaaercs
JOKYMEHT Ha ucroysiHeHue. [Ipy Ha3HaueHuu B pe30IFOIMU HECKOJIBKHUX HUCIIOJIHUTENEN
JOKYMEHT MepeacTcsi OTBETCTBEHHOMY HCIIOJIHUTEIIIO.

7.1.5. be3 mnpenBapUTEIBLHOIO PACCMOTPEHUS TMEPEJAOTCA [0 Ha3HAYEHUIO
JOKYMEHTBI, aJPECOBAHHbBIE HEMOCPEACTBEHHO CTPYKTYPHBIM NOIPAa3ACICHUAM, HX
PYKOBOJUTENSIM WM paOOTHUKAM Y HUBEPCUTETA.

7.1.6. UcnonHuTens MOJNy4aeT JOKYMEHTHI B JI€Hb WX PETUCTPALlMU WM Ha
CIIEAYIOIUI JIeHb C PE30JIoLMel peKTopa YHuBepcuTeTa JUOO pPYKOBOIUTEI
CTPYKTYpHOro mnozapasaeineHus. CpoyHble ITOKYMEHTBI INEpPEarOTCs HCIIOIHUTEIIO
HEME/JICHHO.

7.1.7. IloctynuBimive  TejlerpaMmbl  NPUHUMAIOTCS  TOJA  PACHUCKy  C
IIPOCTABJICHUEM JaThl U BPEMEHU IIPUEMA.

7.1.8. lokymeHTBI, HampaBiieHHbIe B NpuéMHyo pektopa HBI'Y u mpunsiteie
HENOCPEJICTBEHHO  IMOMOLIHUKOM  pekTopa  ((dakchl, 3JIEKTPOHHBIE  MHCHMA)
PETUCTPUPYIOTCS B CUCTEME JIEKTPOHHOT O IOKYMEHTO000pOTa.

7.2. Peructpanus u yueT OTIPABISAEMbIX JOKYMEHTOB

7.2.1. JlokyMeHTBI, MOJyIeKAaIllie OTHPABICHUIO, JOJDKHBI OBITh T'PAMOTHO
COCTaBJIEHBI M MPABHIILHO 0(OPMIIEHBI. JJOKYMEHTBI, COCTaBIEHHbIE U O()OPMIICHHBIE C
HapyUIEHUEM YCTAHOBJIEHHBIX HACTOAILIECH HWHCTPYKLIMEW TMpaBuil, BO3BPAILlAIOTCS
WCIIOJIHUTEITIO Ha JOpaboTKYy.

7.2.2. IlpoekT JOKyMEHTa, HaleyaTaHHbId W MPaBWIbHO OQOPMIICHHBIH,
coryacyercs C PYKOBOJUTENEM, 3aMHTEPECOBAaHHBIMU CTPYKTYPHBIMH
noJpasaeiaeHusIMA U opranu3auusaMmu. Ilocne corslacoBaHust JOKYMEHT MEPENacTcs Ha
IOANMCAHNUE UIIU YTBEPXKICHHUE.

7.2.3. T'OoTOBBINl MOAMMCAHHBIN TOKYMEHT PErUCTPUPYETCS OTBETCTBEHHBIM 3a
JOKYMEHTOOOOpPOT B moapa3aencHUM B <«OKypHane perucrpanuu BXOAsAUIeH U
UCXOIAIIEN JOKYMEHTALMW» U AENAeTCs KOMHUSA OTHpaBisieMoro nokymeHta. Komws
JIOKYMEHTa B COOTBETCTBUM C HOMEHKJIATYPOM JeJ MOJAIIMBAETCS B JIE€J0, a MEPBBIN
DK3EMIULIP JOKYMEHTA ITOCTYIAET HA OTIPABKY.

7.2.4. JIOKyMEHTBHI, OTIIpaBJIIEMbIE IO MOYTE (3aKa3HBIM UJIM LIEHHBIM ITUCHbMOM,
AKCIIPECC-TIOYTOM), TMepenarTcss B YIpaBieHHEe 10 padoTe C NEepcoHaIoM U
JOKYMEHTAI[MOHHOMY OO€CIIEUEHHUIO JCJIONPOU3BOAUTENI0 HAa PEruCTpaluio U
OTIpPaBKy. YNHakoBKa U O(OpMIICHHE KOPPECHOHAECHLUUU OCYILECTBISIETCS B
COOTBETCTBUU € AeHCTBYOIUMU [104TOBBIMU TIPaBUIAMM.

7.2.5. Tenerpammsbl, (akcorpaMMbl, 3JIEKTPOHHBIC JTOKYMEHTBHI MOCHUIAIOTCS
CTPYKTYPHBIMHU MOAPA3ICICHUIMH WA UX PYKOBOJIUTEISIMU CaMOCTOSITENBHO.

7.3.  OcoOeHHOCTH PaOOTHI C SMEKTPOHHBIMH TOKyMEHTaMHU

7.3.1. DnexkTpoHHBIE JOKYMEHTBI — 3TO JIOKYMEHTBI, CO3JaBacMble B
AJIEKTPOHHOM (opMe 0Oe3 TpeaBapUTEIBLHOTO JOKYMEHTUPOBAHUS Ha OyMakHOM
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HOCHUTEJIE; JJIEKTPOHHbIE 00pa3bl JOKYMEHTOB, IIOJyU€HHbIE B pe3yJbTaTe
CKAaHUPOBAHUS  JIOKYMEHTOB M  XpaHSIIMECS B  CHUCTEME  BJIEKTPOHHOTO
JIOKYMEHTO000pOTA.

7.3.2. DACKTPOHHBIN TOKYMEHT JOJKEH OBITh O(POPMIICH MO OOIIMM IpaBUIIaM
JICJIOTIPOM3BOACTBA U HMMETh PEKBU3UTHI, YCTAHOBJIEHHBIE JJISI AHAJIOTUYHOIO
JOKyMEHTa Ha OyMaXHOM HOCUTEJe, 3a MCKIIOYEHHEM OTTHCKa Te4aTH M
nzoopaxenus ['ocynapcrBennoro repda Poccuiickoii ®denepanmm.

7.3.3. Ilpu mepenade SIEKTPOHHBIX JOKYMEHTOB B JIPYTrM€ TOCYIapCTBEHHBIC
OpraHbl JJOKYMEHTBI 3aBEPSIIOTCSI DJICKTPOHHOM MOAMUCHIO PEeKTOopa YHHUBEpPCUTETA B
cootBeTcTBUU ¢ DenepanbubiM 3akoHOM 0T 06.04.2011 Ne63-D3 (pen. ot 28.06.2014)
«O0 PIEKTPOHHOU MOIITUCKY.

7.3.4. IlpuHsATHIE WK OTIIPABIAEMBbIC JOKYMEHTBI B JJICKTPOHHOU (opMe Tak
e, KaK M JIOKyMEHThl Ha OyMaXHOM HOCHUTENIE perucTpupyrorcsa B «Kypnane
pErucTpaluy BXOMSALIEH M MCXOASAWIEH JOKYMEHTAalHW», KOIHS 3JIEKTPOHHOTO
JIOKYMEHTA pacleyarblBa€TCs W MOJIIMBAECTCS B JIEI0 B COOTBETCTBUU C
HOMEHKJIATYpOU Jedl.

7.3.5. Paccpiika TOKyMeHTOB U ux jaBmxkeHue BHyTpu HBI'Y ocymectBisitores
KaK 10 JIEKTPOHHOM MOYTe, TaK U B CUCTEME JIEKTPOHHOT'O JOKYMEHTOO0O0pOTAa.

8. KoHTpo/1b HCIIOJIHEHUS JOKYMEHTOB

8.1. KoHTposb UCHONHEHUS] TOKYMEHTOB (MOPY4YEHHUI) BENETCA B LETSAX UX
CBOEBPEMEHHOI'0 M KAYECTBEHHOIO UCTIOJIHEHUS.

8.2. KOHTposb HCIONHEHUS 3aperUCTPUPOBAHHBIX C OTMETKOM O KOHTpOJIE
JIOKYMEHTOB (MOpYyYEHUI) BeNeTCs CIEeLHATUCTOM YTpaBieHuss 1o pabore ¢
MEPCOHAJIOM U IOKYMEHTAIMOHHOMY 00€CIEYEHHUIO.

8.3. PacnopsautenpHble JOKYMEHTBI, MPOTOKOJBI 3acelaHui, COAepKaliue
MOPYYEHHsS] C KOHKPETHBIMM CpPOKAMHU HCIIOJHEHMS, CTaBSITCS HAa KOHTPOJb IO
KOKJIOMY TOPYYEHHUIO OTAEIBHO.

8.4. KoHTpOJIb CPOKOB MCMIOTHEHHS TOKYMEHTOB BKIIIOUAET B CEOSI:

— MOCTAHOBKY TJOKYMEHTOB (MIOPYyYEHUI) HA KOHTPOJIb;

— TIPOBEPKY CBOEBPEMEHHOCTH [IOBEJEHHUS JOKYMEHTOB (MOpYyYEHH) 10
HCIIOJIHUTEIICH;

— TpeIBapUTENIbHYI0O TMPOBEPKY U  PEryJUpPOBaHUS XOAa HCIOJHEHUS
JIOKYMEHTOB (ITOPYyYEHHUIN)

— CHATHE C KOHTPOJIS JOKYMEHTOB (IIOpYUEHMIN)

— uHGOPMUPOBAHUE PYKOBOAUTENIEH O XOJE€ MCIOJHEHUS JOKYMEHTOB
(mopy4yeHuil) U COCTOSTHUU UCIIOJIHUTEIbCKON AUCITUIUTUHBI.

8.5. Cpoku WCHOIHEHHUS [OKYMEHTOB (TMOPYYEHHI) HWCUYUCIAIOTCA B
KaJICH/IapHbIX JTHSX.

Ecnu mnocnenHuid J1€Hb CpOKa WCIOJHEHHS JOKYMEHTOB MPUXOJUTCA Ha
HepaOouril 1eHb, TO TOKYMEHT IMOJICKUT UCTIOTHEHHUIO B OJIMIKAUIITUN CIETYIOMNN 3a
HUM pabovuil 1CHb.
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JlaTa vcnoaHeHUs! JOKYMEHTa (opy4eHus1) GUKCUPYETCs B XKypHaje KOHTPOJIS
32 UCIIOJIHEHUEM JIOKYMEHTOB.

Cpoku HCTOIHEHUS IOKYMEHTOB YCTaHABIIMBAIOTCA PYKOBOJUTEIIEM, UCXOs U3
CpPOKa, YCTAHOBJIEHHOI'O OpraHW3alyeld, HaIpaBUBIIEH TOKYMEHT, WJIH CPOKOB,
YCTaHOBJIEHHBIX 3aKOHOAATENIbCTBOM Poccuiickoint denepanuu.

8.6. JloxyMeHTHI (MIOpydYEHUs) MOIJICIKAT UCIIOTHCHHUIO B CIICIYIOIINE CPOKU:

— C KOHKPETHOM JaTOM UCTIIOJIHEHUS — B YKA3aHHBIN CPOK;

— 0e3 yka3aHHs KOHKPETHOM JaThl UCIIOJHEHUS, UMEIOIINE B TEKCTE€ MOMETKY
«BECbMa CpPOYHO» — B TEUYEHUE OJHOrO JHSA, «CPOYHO» — B 3-THEBHBIM CpOK;
«onepaTuBHO» — B 10-THEBHBIN CPOK; OCTaIbHBIE — B CPOK He Oosee 30 nHei;

— 1o 3anpocam wieHoB Cosera denepanuu, nenyratoB I'ocynapcTBeHHOR J[yMbl
He no3aHee yeM yepe3 30 qHe co IHS MOTYyUYEHHUS;

— 10 MEXBEJOMCTBEHHBIM 3ampocaM O NPEICTaBICHUN JIOKYMEHTOB U
uH(pOpMaIUH B LEISIX MPEIOCTABIECHNN FOCY1apPCTBEHHBIX U MYHUIIUIAIBHBIX YCIYT —
5 paboumx JHEW cO JIHA MOJIY4EeHHs 3ampoca, ecid 3aKOHOoJaTelbcTBOM Poccuiickoit
®denepanuu HE YCTAaHOBJIEH MHOM CPOK;

— 110 oOpaiteHusM rpaxaal — 30 1Hel co AHS perucTpaluy.

8.7. IlpuOCTaHOBUTHb HCHOJHEHUE KOHTPOJILHOTO JOKYMEHTa, a TakKke
OTMEHHUTb €ro MOXET pPYKOBOJIWUTEIb, MOANMHUCABIINA JTOKYMEHT WM JaBIIHMA
IIOPYUYEHHUE.

8.8. B memsix CBOEBPEMEHHOTO WCIOJHEHHUS JOKYMEHTOB, TMOpPYYCHUH,
MOCTABJICHHBIX HA KOHTPOJb, CHEHUAIUCT YTPaBJIEHUS MO paboTe ¢ MEPCOHAIOM U
JIOKYMEHTAI[MOHHOMY  OO€CIIEYeHHIO, OTBETCTBEHHBIM 32 BEICHHE KOHTPOJIS
UCIIOJIHEHUS JOKYMEHTOB, IMPOBEPSET CBOEBPEMEHHOCTb JOBEICHHSI JOKYMEHTA J10
VCITOJIHUTETIS.

8.9. HamomuHanwe WCIOMHHUTENSIM O TMPUOMKEHUH CPOKOB WCIOJHEHUS
JOKYMEHTOB MOXET OCYLIECTBIISITHCS B aBTOMAaTUYECKOM peskuMe nocpeacrsom CO/I.

8.10. IIpu HeoOXOAMMOCTHM M3MEHEHHUS CpOKa HCIIOJHEHUS JOKYMEHTa
OTBETCTBEHHBI MCIOTHUTENb O0S3aH MPEICTaBUTh HAa UMsI PYKOBOJIWTEINSA, JABIIETO
nopy4yeHue, 000CHOBaHHUE (CIIy)KEOHYIO 3aIllMCKY) O MPOJJIEHUHM CPOKa C YKa3aHHUEM
IPUYHH MPOIJICHUS U JAThl UCIIOJIHEHHUS.

OOocHOBaHUE TPOMJICHUS] CpOKa HCIIOJHEHUS JIOKYMEHTAa JOJDKHO OBITh
HaIIPAaBJICHO COOTBETCTBYIOIIEMY PYKOBOJUTENO HE MO3IHEE, YEM 10 UCTEUEHUH JBYX
TPETbUX CPOKA UCIIOJHEHUS JOKYMEHTA.

OO0 W3MEHEHHMU CpOKa HCIIOJIHEHUS JOKYMEHTa OTBETCTBEHHBINM HCIIOJIHUTEND
uHboOpMUpYET cHelHanucra YIpaBieHus 1o paboTe C  NEepCoOHAIOM U
JOKYMEHTAIMOHHOMY O00€CIEeYEHNI0, OTBETCTBEHHOIO 3a KOHTPOJIb HMCIHOJHEHUS
JIOKYMEHTOB (TTOpY4YEHUH ).

8.11. lokymeHT (mOopy4eHHE) CUHTAETCS WCIONHEHHBIM, €CJIA TPHHSTHI
pellleHHsT 1O TMOCTaBJIEHHBIM  BONpPOCAaM, MOJATOTOBJIEHBl  COOTBETCTBYIOIIWE
JIOKYMEHTBI, HalpaBjieHa clpaBka OO0 HCIOJIHEHWH B COOTBETCTBYIOIIHME OPTaHbl
BJIACTH WJIM JJaH OTBET M0 CYLIECTBY 3aUHTEPECOBAHHBIM JIUIIAM.
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Pemiennie 00 ucnoaHeHWHU AOKYMEHTa (TIOPYYEHHUs) TPUHUMAET PYKOBOJUTEIND,
MOCTABUBIIMM JOKYMEHT Ha KOHTPOJIb, C 00s3aTelbHBIM HWH()OPMHUpPOBAHUEM
CHelUaNucTa YIOpaBJeHHUS 1O padoTe ¢ NEPCOHAJIOM U JOKYMEHTAIMOHHOMY
00ecreYeHno, OTBETCTBEHHOr'0 32 KOHTPOJIb UCIIOJIHEHUS IOKYMEHTOB (ITOPYYEHHU).

8.12. JloxymeHThI (ITOpy4eHUSs), HE CHSATHIE C KOHTPOJS, a TaKKE JTOKYMEHTBI
(mopy4eHust), CpoK UCIOJHEHHSI KOTOPBIX HE MPOJUIEH, CUYMTAOTCS HEUCIIOJHEHHBIMHU.

9. Pa6ora ucnosHuTe/IEH € JOKYMEHTAMU

9.1. Ilpuemnas VYHuBepcuTeTa OOECIEUMBACT OMNEPATUBHOE PACCMOTPEHUE
JIOKYMEHTOB, JIOBEICHUE HUX JI0 MCIOJHUTENEH, KOHTPOJb 32 Ka4€CTBOM HCIIOJHEHUS
JIOKYMEHTOB I10 CYIIECTBY BOIPOCOB.

9.2. Ilpu paccMOTpeHHH JOKYMEHTOB PYKOBOAMTENb  MOJPA3CICHUS
BBIJICIISIET JOKYMEHTBI, TPEOYIOIME CPOYHOrO UCHOJHEHUS. JJOKyMeHTBI, TpeOyromme
COIJIACOBAHMSI, pACCMaTPUBAIOTCS B ICHb X MTOCTYIJICHUS.

9.3. HcnonHuTenb moiydyaeT JAOKYMEHTHI B JICHb WX PETUCTpallud WM Ha
CJIEAYIOIINI IEHb B COOTBETCTBUU C PE3OJIIOLIMEN PYKOBOIUTEIS.

9.4. Jlna mepegauyd CpOYHOTO JIOKYMEHTa BBI3BIBACTCS OTBETCTBEHHBIM
YeJIOBEK 3a JIEJIONPOU3BOJICTBO B IMOAPA3JCICHUN IO TesnedOHY A HEMEIJIEHHOTO
BPYUCHHUS JJOKYMEHTA.

9.5. MHcnonHeHnue JOKyMEeHTa TpenycMarpuBaeT: cOop ©u  00paboTKy
HeoOxonuMon uHGOpPMallUKM, TOATOTOBKY MPOEKTa JOKYMEHTa, ero oQopMIeHHE,
COIJIACOBAHME, TMPEICTABIEHUE WM TMOANUcaHue (YTBEPXKIECHHUE) PYKOBOJICTBOM
YHuBepcuTeTa, NOArOTOBKY K MEPECHLIKE aapecary.

[Ipy HaUYUKM OTBETCTBEHHOTO MCIOJHHUTENSI BCE OCTaJbHbIE HCIOJHUTEIH
TaK)XK€ OTBETCTBEHHBI 32 CBOCBPEMEHHBIM M KAUeCTBEHHBIM aHamu3 WHGOpMAIUU U
MPEACTaBICHUE OTBETCTBEHHOMY HCIIOJHUTEII0 B YCTAaHOBJIEHHBIE HMM CPOKHU
HEOOXOJIMMBIX MaTepuanoB (MPOEKTOB JOKYMEHTOB, CIPAaBOK, CBEACHUN U T.1.).
OTBETCTBEHHBIII HUCIIOJIHUTENb HMEET IMPaBO CO3bIBATh COUCIIOIHUTENEH I
BBIPAOOTKH COBMECTHOI'O PEIICHUSI.

HcnonHuTens MMEET MNpaBO MOpemyiaraTh HM3MEHEHUE CpOKAa UCIIOJHEHUS
JIOKYyMEHTa (C COOTBETCTBYIOUIUM OOOCHOBAaHUEM, IMPEACTABISIEMBIM PYKOBOJCTBY),
€CJIi OTCYTCTBYIOT pPEaJIbHbIE YCJIOBHUSl BBIIIOJHEHMS 3aJaHus, JelaTb NOMETKM Ha
JIOKYMEHTE O BPEMEHHM €ro IOCTYIUICHHS, O JlarTaX MPOMEKYTOYHOTO HCIOJHEHHS
(TeneOHHBIX M TMHUCBMEHHBIX 3alpocax), O JlaTe€ M Pe3yJbTaTe OKOHYATEIHHOTO
VCIIOJTHEHUS.

HcnonHuTens HEe AOIDKEH pasrjamarh COJAepKaHUE MOCTYNUBIIMX K HEMY
JIOKYMEHTOB M TOJIFOTOBJICHHBIX MPOEKTOB CIY>KEOHBIX JOKYMEHTOB, C HUMH MOTYT
OBITH 03HAKOMJIEHBI TOJIBKO JIMIA, UMEIOIINE OTHOLIEHUE K UX UCTIOJHEHUIO.

OTBETCTBEHHBII HUCIOIHUTENb HECET MNEPCOHAIBHYI0 OTBETCTBEHHOCTh 32
MOJIHOTY M JOCTOBEPHOCTh HMH(pOpPMALMM, MCHOJIb30BAHHONW TMpPU MOATOTOBKE
JOKYMEHTA.
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10. JokymMeHTaJBLHBII GOH/

10.1. HomeHnknaTypa J1en — CHUCTEMaTU3UPOBAaHHBIM IE€pEeYeHb 3aroJOBKOB
(HaumeHoBaHMil) nen, 3aBoauMmbix B HBI'Y, ¢ ykazaHueM CpOKOB UX XpaHEHHS,
opopmiieHHbI B ycTaHoBlieHHOM mnopsake (IIpunoxkenune 15). Homenkmarypa nen
YHuBepcuTeTa NpeaHa3sHadyeHa sl TPYIIIUPOBKU MCIIOJIHEHHBIX JOKYMEHTOB B J€a,
CUCTEMATH3aLUH U ydeTa AEI, ONPENECICHUS CPOKOB UX XPAHEHHUS U SIBISIETCS OCHOBOM
JUIsl COCTABJICHUS OIUCEU J1€JT ITIOCTOSIHHOTO ¥ BPEMEHHOI'O XPaHEHUS.

CBonnas HomeHknarypa nen HBI'Y noanuceiBaeTcss HaUaIbHUKOM Y TpaBICHUS
1o paboTe ¢ MEepCOHANIOM U JIOKYMEHTAMOHHOMY O0€CIEYEHUI0, BU3UPYETCS JTUIIOM,
OTBETCTBEHHbIM 3a apXWB (JIOKYMEHTOBEIOM), COIJIACOBBIBAETCA 3KCIEPTHOU
KOMHCCUEH YHUBEpCUTETa pa3 B JiBa IoJla, €Clid HE ObLUIO KOPEHHBIX M3MEHEHUU B
ctpykrype HBI'Y.

YTBEpKIACHHBI OK3EMIULIP HOMEHKJIATYpPbl JI€JI  SABJIETCA JTOKYMEHTOM
MTOCTOSTHHOTO XPAHEHUSI.

PykoBoauTens BHOBb CO3JaHHOIO CTPYKTYPHOTO NOAPA3ACIECHUSI Y HUBEPCUTETA
B MECSYHBIA CpOK pa3pabaTblBa€T HOMEHKJIATYpPY JIed1 U TMpPEACTABIAET €€ B
VYmpasnenue 1o paboTe C MEPCOHAJOM M JIOKyMEHTAlMOHHOMY OO€CIEYEHHUIO
JOKyMeHTOBey. HoMmeHnkiiarypa e CTpyKTYpPHBIX IOAPAa3feIeHUN COCTaBIIETCSA B
COOTBETCTBUHU C NPHUHATOM B YHHMBEPCUTETE MOPANKOBOM HyMEpalMend CTPYKTYPHBIX
MOApa3ICIICHU M.

HomeHknarypa nen cocTaBisieTcsl Ha OCHOBE U3YYEHUs COCTaBa, COJEPKaHUA U
KOJIMYECTBA JOKYMEHTOB, OOpa3yIOIIUXCS B MPOILECCE AEATENbHOCTH CTPYKTYPHOIO
IIOAPA3ACIICHUS.

['padpr HOMEHKNATYpBl Ji€N1 CTPYKTYPHBIX TOAPA3ACIICHUNA 3arOIHSIIOTCS
CJICTTYIOIIIM 00pa3oM.

B epagpe I mTpOCTaBIAIOTCS MHACKCH KAXKIOrO JeNa, BKIOYEHHOIO B
HOMEHKNaTypy. WHAekc nerna cocToUT W3 LHUQPPOBOrO HMHAEKCA CTPYKTYPHOIO
IIOAPA3AEIICHUS U IOPSAIKOBOIO HOMEpa 3arojoBKa Jela M0 HOMEHKIIATYpE B Ipeaenax
CTPYKTYPHOTI'O MOJAPa3ACICHNUs,

Wnpexc nena 3aroyoBoK Jeina Kon-Bo en. Cpok XpaHEHHUS U [Tpumeuanue
XpaHCHUS Ne crateit o
MePEYHIO
1 2 3 4 5

Haumenoeanue noopazoenenusn

| | | |

Pucynok 1 — @parment HomeHknarypsl nen CII
WNupexcer nen o0o3navatorcs apadckumu mudpamu. [pumep: 41-02, rae:
41 — wuHOEKC CTPYKTYpHOro mnojpasieneHus (kKadeapa JONOJHUTEIHHOTO
o0Opa3oBaHusi),
02 — mopsAaKOBBI HOMEP 3ar0JI0BKA Jieia TI0 HOMEHKIIAType.
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B epag)y 2 3akmouarorcs 3aronoBku Aen (TtomoB, uacteil). Ilopsimok
pPacHoJIOKEHHUS 3aroJIOBKOB BHYTPH PAa3ACIOB U IMOAPA3IAEIOB HOMEHKIATYPBI JET
BBIOMPAETCs COTJIACHO PEKOMEHIAIUSIM MPUMEPHOU HOMEHKIATYphl fen BY 3a.

[IpuMepHBII TOPSIAOK PACTIONOKEHNS 3aTr0JIOBKOB JEIN:

1 VcraB YHuBepcurera;

2 TIOJIOKEHUS O CTPYKTYPHBIX MOJIPA3/ICIICHUSX;

3 IOJDKHOCTHBIC MHCTPYKITUU PAOOTHUKOB TIOJIPa3ICICHUS;

4 mpuKa3bl U paCMOPSHKEHUS BBIIECTOSANINX OPraHU3aIni;

5 npuKasbl peKTOpa, PaCIOPsKEHUS MPOPEKTOPOB;

6 TIPOTOKOJIBL;

"] IaHBI;

8 mTaTHBIE pacUCaHUs U T.I1.;

9 cmersl;

10 crimckw;

11 oTtuersr;

12 craTucTHYEeCKUE OTYETHI;

13 M1OKyMEHTHI;

14 xxypHabl;

15 mepenncka;

16 nomenknarypa nen CII, Beinmucka;

17 onucu Ha nena, akThl 00 YHUUTOXKEHUU JIETT.

3arojioBOK Jejia JOKEH 4YeTKO B 0000IIEHHON (opMe oTpaxaTb OCHOBHOE
COJIepKaHUE U COCTAB JIOKYMEHTOB J€a.

He nomyckaercs  ymorpeOjieHMe B 3arojioBKax  Jied  HEKOHKPETHBIX
bOpMYIMPOBOK («pa3HbIE MaTepUaANIbl», «OOIMas MEePENnucKa», «TEKyIlas HaydHas U
MeToanueckas pabora kageaps», «padoTa ¢ acmupaHTaMmu»  T.11.).

3arosioBKM JieJ MOTYT YTOUHSATHCS B mpolecce GopMUpOBaHUS U OGOPMIICHUS
Je.

B 3aronoBkax jen, coiepikamux JIOKYMEHThI MO OJHOMY BOIIPOCY, HO HE
CBSI3aHHBIX TIOCJIEIOBATEIBHOCTBIO JICJIONPOU3BOJICTBA, B KauyecTBE BHAA Jiefa
ynoTpeOJisieTcsl TEPMHUH <JIOKYMEHTBhI», B KOHIIE 3arojioBKa Jiela B CKOOKax
YKa3bIBAIOTCSI OCHOBHBIE PA3HOBHUJIHOCTH JOKYMEHTOB, KOTOpBIE JOJDKHBI OBITH
CTPYNIHUPOBAHEKI B JIETIE.

[Ipumep:

— «Y4eOHO-METOIUYECKUN KOMIUIEKC (JICKIUHU, Tpa(UK MPOBECHUS 3aHATHIN )»;

— «JlokyMeHTBI (CBOJIHBIE BEIOMOCTH PE3YyJbTAaTOB BCTYMHUTEIBHBIX SK3aMEHOB,
CBOJIKM O KOJHMYECTBE 3aUUCICHHBIX aOUTYPUEHTOB, MpeJcTaBieHUs (aKyIbTETOB Ha
OTKPBITHE KOMMEPUECKHUX TPYII) 0 Xoje nmpueMa B BY3».

B 3aronoBkax jgen, coaepiKallux MepernucKy, yYKa3blBaeTCs C KEM U MO KaKOMY
Bompocy(aM) oHa Bexercs. B 3aromoBke Jena  yKa3blBaeTCSl KOHKPETHBIN
KOPPECHOHICHT, €CJIU MEePENUCKa BEACTCS TOJBKO C HHUM.
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Ecnu B cTpykTypHOM nofpasnesieHud popMupyercs B €10 KOMUs JTOKyMEHTAa,
TO B rpade «3aroyioBoK Jieja» 1mocje Ha3BaHusl TIOKyMeHTa numieTcs cioBo «Komnusy, 6
epagpe 5 «Ilpumedyanue» yka3blBa€TCs MECTO XpaHEHUsI MOIJTMHHUKA.

[Tpumep:

«IIpuka3zpl pekTopa no JIMYHOMY COCTaBY CTYJeHTOB. Konum.
B epagpe 5 nuercs «[lojymuHHUK — B yueOHOM yIpaBICHUMY.

3aroJ0BKH MEYATHBIX U3IAHUN B HOMEHKJIATYPY JEJ HE BKIIFOUAIOTCS.

I'pagpa 3 3amonHseTcs TO OKOHYAHWM KaJICHJIAPHOTO ToOja. Y Ka3bIBaeTCs
KOJIMYECTBO JieJ (B TOMax, Markax) 3aBeICHHbIX B CTPYKTYPHOM MOAPAa3ACICHHUHU.

B epaghe 4 yxazwpiBaeTCs CpOK XpaHEHHS Jeia, HOMEpP CTaTel CO CCBhUIKOW Ha
MEPEUYEHb, KOTOPBIA MEPEHOCUTCA U3 MPUMEPHONM HOMEHKIATYpbl JE€N CTPYKTYPHOTO
MOApa3ACiCHUsl, MNpU OTCYTCTBUM TPUMEPHOM HOMEHKIIATYPbl CPOKH XpaHEHUS
MPOCTABISIOTCS  COTPYJIHMKAaMH apxuBa Ha ocHoBaHuu «llepeuHss THMOBBIX
VIIPABJIICHYECKUX JOKYMEHTOB, OOpa3yIOIIUXCS B JCATEIBHOCTH OpraHU3alui C
YKa3aHUEM CPOKOB XPaHCHHUSI

[Ipun BKJIIOYEHWH B HOMEHKJIATYPY 3arojIOBKOB, CPOK XpaHEHHUsS KOTOPBIX HE
NPEAYCMOTPEH NPUMEPHOM HOMEHKIATYpOW WM IEPEYHEM, CpPOK XpaHECHUS
YCTaHABJIUBAET DKCIIEPTHASI KOMUCCHUSI Y HUBEPCUTETA.

B epaghe 4 MmoryT OBITH YKa3aHbI CIEAYIONINE CPOKU XPAaHEHUSI:

— JI3H — 10 3aMeHbI HOBBIMU,

— JIMH — 1o MuHOBaHUS HaJOOHOCTH;

— II3H — mocnie 3aMeHbI HOBBIMM;

— MOCTOSIHHO;

— BpEMEHHbIC CPOKH xpaHeHus — meHee 10 yet (Hampumep, 1 rox, 3 roga unu 5
JIET);

— JIOJITOBPEMEHHBIE CPOKM XpaHeHuss — Oojsiee 10 jeT, BKIIIOYas MOCTOSHHOE
xpanenue (Hanpumep, 10 net, 50 net, 75 net u T. 1.).

B epage 5 «Ilpumeuanuey» NTPOCTABISIIOTCS OTMETKA O 3aBEJACHUM eI,
MEePEXOIAIINX AENaX, BBIACICHUN A€ K YHUUTOXKEHUIO, O JIMIaX OTBETCTBEHHBIX 3a
oopmieHue e, 0 epenaye Aell B Apyroe CTPyKTypHOE Mopa3 eieHHe.

10.2. ®opmupoBanue aen

@OopMHUPOBAHUEM 1€ 3aHUMAIOTCSI JINIA, OTBETCTBEHHBIE 3a JIEJIOMPOU3BOICTBO.

[Tpu popmupoBaHUU A€ COOTIOTAIOTCS CISAYIOIINE MPaBUIA!

— B JIeJO0 TOMEIIAIOTCA TOJBKO WCIOJHEHHBIC, MNPAaBWIHLHO OGOPMIICHHBIE
JIOKYMEHTBI B COOTBETCTBHH C 3ar0OJIOBKAMH JIEJI 10 HOMEHKIIATYPE;

— TMOMEIIAIOT BMECTE BCE JOKYMEHTBI, OTHOCSIIHECS K Pa3peIIeHUI0 OHOTO
BOIMPOCA;

— TPYNIUPYIOTCS B JIEJI0 JOKYMEHTHI OJHOTO KaJIEHAAPHOTO UK y4eOHOro roja,
3a UCKJIIOUECHHUEM TEPEXOASAIIUX U JIMYHBIX JCIT;

— JIOKYMEHTbl BHYTpHU JI€Jla PacIoJIaraloTcsi B XPOHOJIOTMYECKOM, BOMPOCHO-
JIOTUYECKOM MOCIEeI0BATEIbHOCTU WIIA UX COUETaHUU;
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— B JIEJIO BKITFOYAETCS 110 OJTHOMY IK3EMITISIPY KaKIOTO JOKYMEHTA,

— HE TIoMenaTh B JIEeJI0 JOKYMEHTBHI, IO/JIeKaIle BO3BpaTy, JHUIITHHE
AK3EMIUISIPBI M YEPHOBUKH,

— pacmopsANTENbHBIE JOKYMEHTHI TPYIITIUPYIOTCS B JieNa 10 BUaM U HOMEpaMm ¢
OTHOCSIIUMHUCS K HUM MPUIIOKCHUSMH;

— BCE JOKYMEHTBHl OTYETHOTO WM WH(OPMAIMOHHOTO XapakTepa II0
WCIIOJIHCHUIO JIOKYMEHTOB, HAaXOMSIIUXCS Ha KOHTPOJIC, TOJMIIWBAIOTCI B JIEJIO
MEPENMCKU 32 TEKYIIUN TOL;

—  TIOJIOXKCHHMS, WHCTPYKIIUHM,  YTBEPXKICHHBIC  PaCTIOPAIUTEITHbHBIMH
JOKYMEHTaMU, SIBIIIOTCS TPWIOKEHUSIMH K HUM H TPYNIHUPYIOTCS BMECTE C
YKa3aHHBIMH JOKyMeHTaMu. Eciu ke OHHM yTBEpKICHBI B KAYECTBE CAMOCTOATEILHOTO
JIOKYMEHTA, TO UX TPYIIUPYIOT B CAMOCTOSTEIIbHBIC JIeT1a;

— MPUKA3BI 10 OCHOBHOW JIEATEILHOCTH TPYIMIUPYIOTCS OTASIHHO OT MPUKA30B
T10 JITYHOMY COCTaBY;

— MPOTOKOJIBI B JIeJIe PACIIOIaratoTCsl B XPOHOJIOTHYECKOM MOPSIKE TT0 HOMEPaM.
JIOKyMEeHTBI K  TPOTOKOJaM,  CIPYNIUPOBaHHBIE B OTJACIbHBIC  JeTa,
CHUCTEMATH3UPYIOTCS TI0 HOMEpaM MPOTOKOJIOB,;

— YTBEPKICHHBIC TUTAHBI, OTYEThI, CMETBI, TUMHUTBI, TUTYJIbHBIC CITUCKH U JPYTHE
JOKYMEHTBI TPYIIUAPYIOTCS OTACIBLHO OT MPOEKTOB. JIOKYMEHTBHI B JIMYHBIX Jeiax
pacroJiararoTcs 1o Mepe Ux MOCTYIICHHS.

— TIepemHucKa  TPYOIUpYeTcs 3a  TMEepUuoJa  KaJICHJAPHOTO Troja W
CHUCTEMATU3UPYETCS B XPOHOJOTHMUYECKOW IOCIIECIOBATEIHPHOCTH: JTOKYMEHT—OTBET
MOMENIAeTCd 32 JIOKYMEHTOM—3ampocoM. [lpu BO30OHOBICHMH TMEPENUCKH TIO
ONIPEACIICHHOMY BOMPOCY, HayaBIIEHCSd B MPEABIAYIIEM TOAY, JOKYMEHTHI
BKJIFOUAIOTCS B JIEJIO TEKYIIIETO rojla ¢ YKa3aHUEM WHJEKCa JieNa MPebIIyIIero roa.

— pa3nenbHO TPYINIUPYIOTCS B Jelia JTOKYMEHThI TOCTOSSHHOTO M BPEMEHHOTO
CPOKOB XpaHCHMUS;

— 10 00beMy JIeTI0 HE JOJDKHO MpeBbiath 250 IMCTOB, MpU TONIIMHE HE Oonee
4 cM.

[Ipu npeBbIllIEHNH TaHHOTO 00beMa 3aBOJUTCS BTOpor ToM. Jleno cimBaercs B
geTeipe mpokoia. [lpy Hamuduum B Jeje HECKONBKHX TOMOB (4YacTed) WHACKC W
3aroJIOBOK Jiejia IMIPOCTABJISIOTCS Ha KaXXJI0M ToMe ¢ Jo0aBieHrneM o0o3HaueHui: «Tom
I», «Tom 2» u T.1.

10.3. [lepemaua nen Ha apXUBHOE XPAHCHHE

10.3.1. Jena nponroBpemeHHOro (cBeime 10 J€T) W IOCTOSHHOTO CpOKa
XpaHCHHUS JOJDKHBI OBITh COXpPaHEHbI B apxXxuBe YHHBepcuTeTa. JIOKyMEHTHI
MTOCTOSTHHOTO ¥ BPEMEHHOTO XpaHeHUsT HeOOXOIMMO TPYIITUPOBATh B OT/ICIBHBIC JIena.

10.3.2. Jlna mepenauu Ha apXMBHOE XpaHEHHWE Jeia TMOJAIIWBAaIOTCI Ha 4
MPOKOJIa B TBEPAYIO OOJIOKKY M3 KapToHa. [y Aen, He MoaIekalnX MOCTOSHHOMY
XpaHEHHUIO, JOIMYCKAeTCS TMPUMEHEHHE IMEPETUICTHRIX pa0doT C y4EeTOM BO3MOKHOCTH
CBOOOHOT'O UTEHHUS TEKCTa BCEX JOKYMEHTOB, JIaT, BU3 U PE30JIFOIIUIA HA HUX.
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10.3.3. B memax ob0ecrnedeHuss COXPAaHHOCTH M 3aKpEIUICHUs TMOPsIKa
PacMoJIOKEHUS JIOKYMEHTOB, BKIIFOUEHHBIX B JIEJIO, BCE JIUCTHI ATOTO JIeja HyMEpYIOTCs
apabckumu U pamu.

10.3.4. Tlocne 3aBepiieHUs] HyMEpaluK JTUCTOB COCTABIISIETCS 3aBEPUTEIIbHAS
HAJITUCh, KOTOpas pacriojaraeTcs B KOHIIE Jefia Ha OTIETbLHOM JIMCTe-3aBeputene. B
JUCTE-3aBEPUTENIC YKA3bIBAIOTCS ITU(DPaMH M TIPOMTUCHIO KOJTMYECTBO JINCTOB B JaHHOM
Jiene, JUTEepHbIe (TIPOHYMEPOBAHHBIC) W MPOMYIIEHHBIE HOMEpa JHCTOB, HOMEpa
JMCTOB C HAKJICCHHBIMU JIOKYMEHTaMH, HOMEpaA JIMCTOB C KOHBEPTAMH U BJIOKEHUU B
HUX, HOMepa KpymHO(OpPMaTHBIX JIUCTOB, KapT, PUCYHKOB, TUIAHOB M TaK Jajiee B TOM
cllydae, €M 3TO MCKIIIOYEHHs U3 OOIEro cocTaBa JOKYMEHTOB Jefia. 3aBepUTeNbHas
HAJUCh TIOJIUCHIBACTCS €€ COCTAaBUTENEM C YKa3aHUEM pacmu(pOBKHA TOJIUCH,
JOJKHOCTU U JIAThl COCTaBJICHMUS.

10.3.5. Ha 00moXKy KaXZOro jaena, MOAJEKAIEro XPaHEHUIO B apXuBe,
CJIEJTYeT BBIHECTHU CJIEAYIOIINE CBEJICHUS.

— Ha3BaHHWE OpPraHU3aIlnu;

— Ha3BaHHWE CTPYKTYPHOTO MOAPA3ICIICHNUS,

— UHJEKC Jiena;

— KOJMYECTBO JIMUCTOB B jene (ImpocTaBisieTcs Ha OOJOXKKE Jena B
COOTBETCTBUHU C UTOTOBOM HAMMKCHIO);

—  JIaThI TIEPBOTO U TIOCITIEAHETO TOKYMEHTOB;

— CpOK XpaHEHHUS JIeTa,

— mudpsl kaxaoro aena ([punoxenue 16).

10.3.6. B nauane gena, nepes coOOCTBEHHO JOKYMEHTaMHU, IMOAMINBAETCS OJaHK
BHYTPEHHEW ONMKCH JOKyMeHTa. BHyTpeHHue onucu HeoOXOUMBI B TOM Cllydae, ecliv
3aroJIOBKM JIe7T HE PAaCKpPBIBAIOT KOHKPETHOE COACp)KaHUE TOKYMEHTOB, HAIPUMED:
«IIpuka3el MO OCHOBHOM JEATEIHPHOCTHY, & TAKXKE IS CICIU(PUIHON TOKYMEHTAIIUNA —
JUYHBIC JIeTIa, JIea O MPUCYKICHUH YYEHBIX CTETICHEW U MPUCBOSHUN YUYCHBIX 3BAHUN
U T.1. BHyTpeHHssi omuch HyMmepyercss OTAenbHO. ONHUCh COCTaBISIETCS B ABYX
AK3EMIUIIPAx: TIEPBBIA BMECTE C JCIaMH IEPEAaeTCs B apXWB, BTOPOM OCTaeTCs B
noipa3eeHUN.

10.3.7. [ena, 3akOHUCHHBIC IPOM3BOJICTBOM, XpaHATCI B CTPYKTYPHBIX
MOJIpa3ieNiCHUsIX B TEUCHHE TpPeX JIeT, MOCIe Yero Ha OCHOBAHWU aKTa CHAIOTCS B
apxuB  HBI'Y. [Ilpuem kaxmgoro jemna MpOU3BOAUTCA PAOOTHHUKOM apXuBa
YHuBepcuTeTa B NPUCYTCTBUM  pabOTHUKA  CTPYKTYPHOTO  IOApPA3ACIICHUS,
Nepelarolero aea.

10.3.8. Ilpu cocTaBieHUH OIUCH JI€]I COOJIIOTAIOTCS CIICTYIONINE TPEOOBAHUS:

— 3aroJIOBKM [I€J1 BHOCSITCSI B ONHUCh B COOTBETCTBUM C MPUHSATOM CXEMOM
CUCTeMaTH3allii Ha OCHOBE HOMEHKIIATYPHI JIe)T Y HUBEPCUTETA;

— Kax7J0€ JeJI0 BHOCHUTCS B OMNHUCh IO/ CaMOCTOSTEIBHBIM TOPSIKOBBIM
HOMEPOM (€CJIH JIeJI0 COCTOUT M3 HECKOJIBKUX TOMOB WJIM YacTel, TO KaK/IbIi TOM WM
9aCTh BHOCHTCS B OITUCH ITOJ] OTJEITHbHBIM HOMEPOM);
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— rpadbl onucH 3amONHSIOTCA B TOYHOM COOTBETCTBUU C TEMH CBEJIECHUSIMU,
KOTOpBIE BEIHECEHBI Ha 00JI0KKY JIeTa;

— TIpY BHECEHUH B OMUCH MOJPSA JIe] C OJUHAKOBBIMU 3arOJIOBKAMU MHILIETCS
MOJIHOCTHIO  3arojIOBOK TEPBOrO JieJla, a BCE OCTAIbHBIE OJHOPOAHBIC Jiea
obo3HauaroTcsi cinoBaMu «To ke», MPU 3TOM JPYrHe CBEACHHs O JAefaX BHOCITCS B
OIKChH TOJHOCTHIO (HAa KaXKJOM HOBOM JIMCTE OIKCH 3aroJIOBOK BOCIPOU3BOIAUTCS
MOJTHOCTHIO);

— rpada omucu «IIpumedanue» HCMONB3yeTCs UII OTMETOK O TpuUeMe e,
O0COOEHHOCTSAX UX (PU3NYECKOTO COCTOSHUS, O HAJTMYUK KOMHM U T.11.

10.3.9. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M KAaYECTBEHHOE COCTABJICHUE
OIKCHU JIeJ] CTPYKTYPHBIX MOAPA3/ACIICHUN HECYT PYKOBOJUTEM TUX MOAPA3IEICHUMN.

10.3.10. [lena ¢ BpEeMEHHBIMH CpPOKaMHM XpaHEHHUS  00pabaThIBalOTCA
VIPOIEHHO, TO €CTh OCTaBISIOTCS Ha CKOpPOCIIMBATENSIX, HE HyMEpYIOTCH,
3aBEpUTEIHHBIX HAIUCEN HE JeNaeTcs.

10.3.11. Bes pabGota mo SKcmepTH3e HEHHOCTH JOKYMEHTAJIBHBIX MaTepUasoB,
MOJTOTOBKE W Teperade HMX Ha XPaHCHHE TMPOU3BOAUTCSA TMOJA PYKOBOIACTBOM
apxuBapuyca Y HUBEPCHUTETA.

10.4. DkcnepTH3a HEHHOCTH U MOPSAI0K YHUUTOKCHUS TOKYMEHTOB

10.4.1. DxkcmepTuza 1EHHOCTH JOKYMEHTOB — ONpEIEICHHE II€HHOCTU
JIOKYMEHTOB C LI€JIbI0 0TOOpa UX Ha XpaHEHUE U YCTAaHOBJICHHE CPOKOB XpaHEHHUSI.

10.4.2. DxcmepTu3a IEHHOCTH MPOBOIUTCS MPU COCTABICHUH HOMEHKIIATYPHI
nein, npyu (OpMUPOBAHUU /€T M NMPOBEPKE MPABUIBHOCTH OTHECEHUS JOKYMEHTOB K
JiesiaM, TIpy MOJITOTOBKE /1€ K TIOCIEAYIONIEMY XPaHEHHUIO WM YHUYTOXXEHHUIO.

10.4.3. Jlns opraHu3zalMy W MPOBEICHUS PAOOT MO HKCIEPTH3E IIEHHOCTH
JIOKYMEHTOB U MOJTOTOBKE MX K Iepeaaue Ha apXHUBHOE XpaHEHHE MPUKA30M PEKTOpa
B HBI'Y noctosHHO neiictByeT akcnepTHast komuccus (9K).

10.4.4. Ot0op HNOKYMEHTOB JJIsi TIOCTOSHHOTO XpaHEHHUS TPOBOJMUTCS B
COOTBETCTBUM C HOMEHKJIATYpOM Jed MyTeM MOJUCTHOro mnpocmorpa aen. He
JIOIYCKaeTcs 0TOOp IOKYMEHTOB Il XpaHEHUS! U YHUUYTOXKEHHUS TOJIbKO HA OCHOBAaHUU
3arojIOBKOB Jiel. B nmenax MmoOCTOSIHHOrO XpaHEHHs MOJJIeKAT HU3bSATHIO TyOJIeTHbIE
IK3EMILUISIPBl  JOKYMEHTOB, YE€PHOBHUKH, HEO(DOPMIICHHBIE KOMHUH JOKYMEHTOB M HE
OTHOCSIIIIUECS K BOIPOCY TOKYMEHTBI BDEMEHHOT'O CPOKa XPaHEHUSI.

10.4.5. DK mpoBomuT 3acemaHus B COOTBETCTBUM C IUIaHAMU pabOTHI,
YTBEPKIa€MBIMU PEKTOPOM, TIO Mepe HEOOXOAMMOCTH, HO HE peXe JBYX pa3 B TOf.
Pemenus OK  npunumarorcs  OOJbBIIMHCTBOM  ToiocoB.  3acemanust  OK
IPOTOKOJHUPYIOTCSA. [IpOTOKOIBI MOAMUCHIBAIOTCSA TMpeacefaTesieM W CeKpeTapeM
KOMUCCHH.

10.4.6. Tlo pe3ynbpTaTam 3KCHEPTU3BI IIEHHOCTH JOKYMEHTOB OTOMpPAIOTCS Jena
I mepepaur B apxuB. Ha gena ¢ ucrekmmm cpokom xpaHeHus (6onee 10 mer)
COCTaBJISIETCS OINHUCh U TMPENOCTaBIsAETCA B YIpaBieHHE MO paboTe ¢ MepcoHajIoM M
JIOKYMEHTAI[MOHHOMY obecriedeHnto. JlIoOKyMeHTOBel Ha OCHOBAaHUHU OMKMCH COCTABIISET
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aKT O BBIIEJICHUU K YHUUYTOKEHHUIO JTOKYMEHTOB, HE MOJJIEKAIIUX XPAHEHUIO, B ABYX
DK3EMIUIIPAX, KOTOPBIM  YTBEpPXKAAECTCS  PEKTOPOM,  3aT€M  IOANMCHIBACTCSA
COCTaBHUTENIEM, PYKOBOAMTENIEM NOJpa3JeiIeHHsl, JUOO JHIIOM OTBETCTBEHHBIM 3a
YHUUTO)XEHUE TOKYMEHTOB.

10.4.7. HdoxymeHntupoBanue jnaesteabHoctd OK wu  dopmupoBaHue e,
OTJIOKUBILUXCS B PE3YNIbTATE €€ JeATEIbHOCTH, BO3JIAraloTCsl Ha CEKpeTapsi KOMUCCHUU.

10.4.8. Ilpu mnpoBeneHHWU OKCHEPTH3bl B apXHUBE UCIHOJIB3YIOTCS IEPEUHU
JOKYMEHTOB C YKa3aHUEM CPOKOB MX XpaHEHHs, HOMEHKJAaTypa Jesl Y HUBEpCUTETA,
YTBEP’KIEHHAs! B YCTAHOBJICHHOM TOPSJIKE.

10.4.9. IlpoBeaenue sKCIepTU3bl B apXuBe Oa3upyeTcsi Ha aHAM3E COCTaBa
JOKYMEHTAllMM  YHHBEpCUTETa, B  MEPBYH  O4Yepelb  OpPraHU3alHOHHO-
pacnopsiiuTenbHON (IPUKA30B, pPACHOPSKEHMM, pEIIeHUi, MPOTOKOJIOB M T.II.), a
TaK)K€ IJJAHOBOW M OTYETHOM JOKyMmMeHTauuu. IIpu 3tom yTouHsercs, rae (B Kakux
CTPYKTYPHBIX IOJIPAa3JEIICHUsAX) OCTaBISAIOTCS HA XPaHEHUE OCHOBHBIE 3K3EMILISPHI
ATUX JOKYMEHTOB. [IOBTOPSIIOIIMECS DK3EMIUIIPBI BBIICISIOTCS K YHUUTOKECHHUIO.

10.4.10. TIlpum mpoBeAeHHH SKCIEPTU3bI TOKYMEHTOB B apXUBE YTOUHSIETCS
TAaK)K€ XapakTep IOBTOPEHUS CcoJAepXKalleicss B HUX UH(POpMalUuMd B JPYTUX
JOKyMEHTax: BHUJ, (opMa U I[OJHOTAa IOBTOpEHUs. BriaeneHue JOKYMEHTOB C
NOBTOpSIOLIEHCS MHPOpMAMEd K YHHUYTOXXEHHUIO MPOBOAUTCS TOJBKO IMOCJE CBEPKU
UX C JIOKYMEHTaMH, OCTaBISIEMBIMM Ha TOCYJAapCTBEHHOE XpAaHEHHE, O]
METOIMYECKUM PYKOBOJICTBOM COOTBETCTBYIOLIETO FOCYIapCTBEHHOTO aApXHBaA.

10.4.11. B cnyuae oOHapyKeHUSI B TpOIECCe MPOBEIACHHUS OKCIEPTH3BI
HEJ0CTa4yu JOKYMEHTOB IOCTOSIHHOTO XPAaHEHHMsI, COOTBETCTBYIOLUIMMHU OTAEIAMU U
JPYTUMHU CTPYKTYPHBIMHM TOJpA3JICICHUSIMUA Y HUBEPCUTETA MPUHUMAIOTCS MEPHI 110
UX PO3BICKY.

[Io pe3ynapTaTam 3KCIEPTU3bl HEHHOCTH JOKYMEHTOB COCTABJISIOTCS OMHUCH JIET
IOCTOSIHHOTO, BpeMEHHOT O (cBbIle 10 J1eT) XpaHeHus U 10 JINYHOMY COCTaBY, a TaKXKe
aKThl O BBIACNCHUU el K yHuutokeHuto (IIpunoxxenne 18). Jlena BKIFOUAIOTCS B aKT
O BBIJCIICHHMH K YHUYTOXKEHUIO, €CIM MNPEIYCMOTPEHHBIM Il HUX CPOK XpaHEHHUS
ucTeK K | sHBaps roma, B KOTOPOM COCTaBJIEH akT. Hampumep, nena ¢ TpEeXJIETHUM
CPOKOM XpaHEHUs, 3aKOHYEHHbIE Jenonpou3BoAcTBOM B 2013 roay, mMoryr OBITH
BKJIIOUEHBl B AaKT, KOTOpBIA Oyner cocraBiieH He paHee | sHBaps 2017 rogma, ¢
MSATUJIETHUM CPOKOM XpaHeHUs1 — He paHee | suBaps 2019 roga.

11. W3roromjieHHne, yU€T, HCNOJIb30BAHUE U XPAHEHHE NeYaTel, IITAMIIOB
1 OJIAHKOB IOKYMEHTOB

11.1. Bwunabl neyaTel U MITAMIIOB, MOPSOK WX U3TOTOBJICHUS

Jnst ymoctoBepeHHs MOJIMHHOCTH JOKYMEHTOB WJIM COOTBETCTBUSI KOIHIA
JOKYMEHTOB  TOJJIMHHUKaAM B  YHHBEPCHUTETE  HCHOJIb3YIOTCS  Ie4arhb C
BocnipousBeeHueM ['ocynapcrBeHHoro repOa Poccuiickoit ®depepanuu (naiee —
repOoBasi TIe4arh).
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Pemenne 00 wu3roToBieHuH TepOOBOM  IMMeYaTH MNPUHUMAET  PEKTOP
YHusepcuteta. ['epOoBasi MacTuyHas nevarb Y HUBEPCUTETA JOJIKHA COOTBETCTBOBATH
tpeboBanusim 'OCT P 51511-2001.

W3rotoBienne repOOBOM medarh YHUBEPCUTETAa JIOJDKHO OCYILECTBISATHCS
NOJMMTPpaPUUECKUMU WU IITEMIEIbHO-TPABEPHBIMU  MPEAIPUITUIMUA, HWMEIOIIHUMHU
JMIIEH3UIO HA U3TOTOBJIEHUE TNevareil ¢ BocrpousBeraeHueM ['ocynapcTBeHHOro repoa
P® u ceptudukarsl 0 HATMYUU TEXHUYECKUX U TEXHOJTOTUYECKUX BO3MOXKHOCTEH st
M3rOTOBJIEHUS JIAHHOTO BUJA MIPOYKIIMU HA JOJKHOM Kau€CTBEHHOM YPOBHE.

Kpome mneuatn ¢ wuzobpaxkennem [ocymapctBenHoro repba Poccuiickoit
@denepaniii B YHUBEPCUTETE MOTYT HCHOJIL30BaThCA IE€YATH CTPYKTYPHBIX
MoApa3AeeHU, NeyaTu sl OTAEIbHBIX KaTEropuil JIOKYMEHTOB, META/NIMYECKHUE
BBDKMMHBIE I1€YATH JJI ON€YaThIBAHUS TOMELICHUN.

[leyaTp CTPYKTYypHOTO MOAPA3JCICHUA TOHKHA HWMETh (opMy MPaBUIBHOTO
kpyra aumamerpom 40 mM. Kpas newatu okaiimiieHbl OopTukoM. B neHTpe meuaru
yKa3aHO HAaMMEHOBAHHME CTPYKTYpPHOrO mojapasjeneHus (YmpapieHue mo padore c
NEPCOHAJIOM M JIOKYMEHTAIMOHHOMY OO€CIEYEHHUI0), OKaWMJIIEHHOE MPABUIbHBIM
KpyroM auaMeTrpoMm 25 MM. Mexay BHYTPEHHEN W BHEUIHEW OKPYXHOCTSAMHU B JBE
CTPOKHM pa3MeIllaeTcsl IOJHOE HauMeHoBaHME Y HHUBepcuTeTa: * denepanbHOe
rocyJapcTBEHHOE  OIO/KeTHOe  oOpaszoBaTeiabHOE™  YUpPEXKICHHE  BBICILETO
oOpazoBanus™ «HmwkHEBapTOBCKUI TOCYIAapCTBEHHBIN yHHBepcUTeT» *. TekcTt B
Ka)XJ 0 CTPOKE pa3AesieH 3B€310UKOM.

Jns  omneuateiBaHus  ceidOB, XpaHWIMIL, [OMEUIEHUH  HUCHOJB3YIOTCS
METa/NIMYECKUE BBDKUMHBIC TMeYaTh C UACHTU(MUKAIMOHHBIM YYETHBIM HOMEpPOM
(HOMepHBIE 1eyaTu).

Jns mpocTaBieHUs OTMETOK O TMOJYyYEHHH, PETHCTPALMM, MPOXOKIACHUU U
WCIIOJTHEHUU JTIOKYMEHTOB, JPYTUX OTMETOK CIPABOYHOIO XapakTepa MPUMEHSIOTCS
COOTBETCTBYIOIINE MACTUYHBIE IITAMIIBI.

11.2. UsroTtoBneHue mie4aTe W IITAMIIOB OCYIIECTBIACTCS dYepe3 OTAeI
MaTepUATbHO-TEXHUYECKOTO CHA0XEHMsI Y HUBEpCUTETa MO 3asiBKaM PYKOBOJIUTENEH
CTPYKTYPHBIX MOJIPa3/ICJICHHUI, HA OCHOBAaHUU PELICHUS PEKTOPA.

N3roroiieHne n1yOauKara nevyary J0IMYCKaeTCsl TONbKO B ClIydae €€ yTpaThl WIH
M3HOCA M0 PEMIEHUIO PEKTOPA.

JIOTMOMHUTENIbHOE HW3TOTOBJIICHHE Tedare C HACHTHU(PUKAIMOHHBIM YYETHBIM
HOMEPOM ITPOU3BOJIUTCA 110 BO3PACTAHUU UACHTU(UKAITMOHHBIX HOMEPOB.

Heo0xomuMocTh M3roToBICHUS IITamna ¢ (HakCUMUIbLHBIM BOCIPOU3BEICHUEM
MOJAIHMCH PEKTOPA, ONPEIEISAETCS HEMOCPEACTBEHHO PEKTOPOM Y HUBEPCUTETA.

11.3. Tlopsimok ydera, BeIgaud (caadu) medareil (MITaMroB) U 00ECTICUCHUs UX
COXPAaHHOCTH

Yuer, XxpaHeHHE M BblJa4a BCEX II€YATE M IITAMIIOB B YHUBEPCHUTETE
BO3JIaraeTcsi Ha YIpaBleHHe M0 padoTe C MEePCOHATIOM M JIOKYMEHTAlMOHHOMY
obOecrieyeHuto.  Bwimawa  meudareid  (mtammoB) — pabOTHUKAM,  MEPCOHAIBLHO
OTBETCTBEHHBIM 32 MX HMCIOJb30BAHME U XPAHEHHE, OCYUIECTBIAETCA MOJl POCHUCH B
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JKypHAJIE ydeTa Iedared W mTaMmIoB. JIMCTHI KypHaja ydera Iedared W IITaMIIOB
HYMEPYIOTCS, ITPOLIHYPOBBIBAKOTCS U OIIEYATHIBAIOTCS.

PykoBomuTenu CTPYKTYpHBIX MOApPa3AE€iCHU CBOMMH PACHOPSKEHUSIMHU
Ha3HA4yaloT pabOTHUKOB, OTBETCTBEHHBIX 3a MOJIyYEHHE, XPAaHEHHE U HCIIOJIb30BaHUE
neyarei  (IITaMIOB), YCTAHABIMBAIOT [EPCOHAIBHYIO OTBETCTBEHHOCTb 3THUX
pabOTHUKOB 3a MOJYYEHHbIE Me4yaTd (IITaMIbl), @ TAKXKE OIMPEACISIOT MOPAIOK HX
XPaHEHUS U UCIIOJIb30BAHUS, UCKIIFOYAIOIINN YyTPaTy U HApYIIEHUE B UCIIOJIb30BAHHH.

BpeMeHHas nepenaya medareid M IITAMIIOB OT OAHOTO OTBETCTBEHHOIO JIMIIA
JPYrOMY BHYTPH CTPYKTYPHOI'O MOApa3/iesieHus (B CBSA3U C yOBITUEM B KOMaHIUPOBKY,
YXOJAOM B OTIIYCK) OCYHIECTBISIETCA IO akTy. JlaHHBIA akT yTBEp)KIAeTCs
PYKOBOJUTENEM CTPYKTYPHOIO MOAPA3ACIICHHUS.

[Ipy yBOJIbHEHMM OTBETCTBEHHOI'O JIMIIA WM NEPEBOJI€ HA MHYIO JOHKHOCTD
YUCIIAIIKECS 32 HUM I1e4aTy (IITaMIIbl) IEPEIAt0TCs APYroMy paOOTHHUKY MO POCIUCH
B KHUT€ y4yeTa MeyaTeil 1 MTaMIIOB C COOTBETCTBYIOIIEH OTMETKOW B 00XOIHOM JIUCTE
YBOJIBHSIEMOT 0.

[lepeqaua mewareld W IITAaMIIOB IIOCTOPOHHHM JIMIAM, BBIHOC II€4areu
(wTamMnoB) 3a mpeneibl 34aHUS YHUBEpCUTETa, KpPOME HOMEPHBIX IeyaTei, He
JOITYCKAETCS.

B cnyudae yrpatel nedaru (mramna) paOOTHUKY HEMEJIEHHO COO0IIatoT 00 3TOM
PYKOBOJUTENIO COOTBETCTBYIOIIETO CTPYKTYPHOI'O IOAPA3ACICHHUS.

ITo dakTam yTpaThl medaTeil (IITaMIIOB) WKW HAPYIICHUH B X HCIOJIb30BAHUU
PYKOBOJUTENb CTPYKTYPHOTO TOJIpa3eieHHs] TPOBOJUT CIYXKEOHOE pacciieJoBaHuE, O
pe3yiabTaTax KOTOpOoro HH(OPMHpPYET peKkTopa YHHUBEPCUTETa. MaTepHaJIb
pacciieJoBaHUsI BMECTE C BBIBOJAAMHU U MPEUIOKEHUSIMU JTOKIAABIBAET PEKTOPY IS
NPUHATHUS PELLICHHUS.

['epboBasi meuarh YHUBepcUTETa, 3aKpeIyieHHas 3a JOJHDKHOCTHBIM JIMIIOM,
xpanutcs B ceride. [lo okoHuanuum pabouero gaHs ceiid u ciaykeOHOE MOMEIICHHE, B
KOTOPOM OH HAXOJIUTCS, YCTAHOBJIEHHBIM MOPSJIKOM CIAETCS MO OXPaHy.

Jlpyrue meudaTd ¥ IITaMIbl XPaHATCS B HAAEKHO 3alupaeMbIx MIKadax
(suKax).

11.4. Tlopsaok UCHIOIBL30BaHMS TIeyaTel (IITaMIIOB)

11.4.1. B YHuBepcuTeTe HUCMONB3YIOTCA TepOoBasi MaCTUYHAs MeyaTh B OJHOM
DK3EMIUISIPE, KOTOpas XpaHUTCA B YHOpaBlIeHUH MO paboTe ¢ MepCoHAJIOM U
JOKYMEHTAIMIOHHOMY OOECIEYEHUI0 M MCHOJb3YeTCs JJIA MPOCTABICHUSI OTTHCKA Ha
CJIEYIOLINE TOKYMEHTBI:

— JIOBEPEHHOCTH, BBIJABAEMBIE U YAOCTOBEPSEMBIE PEKTOPOM;

— JIOrOBOPBI, 3aKJII0YaeMbl€ Y HUBEPCUTETOM,;

— aKThl (IPUEMKH 3aKOHUYEHHBIX CTPOUTEIHCTBOM OOBEKTOB, 00OPYIOBAHMUS,
BBITIOJTHEHHBIX PabOT, ONMHUCAHUS, SKCIEPTU3HI U T.1.);

— MpEACTaBICHUS W XoJaTaiicTBa (O HarpaxJIeHUU TOCYIapCTBEHHBIMU
Harpajgamu u T.1.);
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— TrapaHTHiHbIC MHCbMa (Ha BBIMOJIHEHHE paboT, OKa3aHUE YCIYT U T.11.);

— KOMaHIMPOBOYHBIE YIOCTOBEpEHUs (IJI1 3aBEpEHUs] OTMETOK 00 YOBITHH U
pUOBITUU PAOOTHHUKA);

— JIOBEPEHHOCTH Ha MOJYYEHHE TOBAPHO-MATEPHAIIbHBIX IIECHHOCTEH;

— 3aKJIIOYEHUS W OT3bIBbl OpraHU3allMil Ha JHUCCepTalld, aBTOpeQeparsl,
HaIpaBJISIEMbIC B BBICITYIO aTTECTAIMOHHYIO KOMHUCCHIO;

— 00pa3Ibl OTTUCKOB TeYaTel W moAnucedl paOOTHUKOB, UMEIOIIMX TPaBO
COBEpIICHUS (PMHAHCOBO-XO035HMCTBEHHBIX OIECpaIlnii;

— nopydeHus (Oro/pKeTHble, OaHKOBCKHE, IUIaTEXHbIE, Ha MOIY4YCHUE
JIEHEKHBIX CPEJICTB B OaHKE U T.11.);

— peecTpbl (YEKOB, OIOJDKETHBIX TMOPYYCHUH, TEPEUUCICHUS JIEHEKHBIX
CPEICTB, MPEACTaBIsIEMbIX B OaHK W yupexaeHuss denepaibHOro Ka3HaueWcTBa U
T.J1.);

— OyXraiatrepckue u CTaTUCTUYECKHE OTUYETHI;

— CMETBI PACXO/IOB;

— copaBkd (JIMMUTHBIC, O BBIIJIATaX M3 3apaOOTHOW TMJIaThl, UCIOJIb30BAHUU
OIO/PKETHBIX AaCCUTHOBAHMM, O HAUUCIICHHOW M MPUYMTAIONICHCS 3apaO0THOM IJ1aTe U
T.J1.);

— WHBIE  JOKYMEHTHI,  OTHOCSIIHMECS K  (PUHAHCOBO-XO3SIHICTBEHHOM
NEATEeNPHOCTH YHHUBEPCHTETA, B CIIy4asX, MPEIyCMOTPEHHBIX HOPMATHUBHBIMHU
MPABOBBIMHU AKTAMU JICUCTBYIOIIETO 3aKOHOIaTeNbCTBa Poccuiickoit denepannu;

— WHBIE JOKYMEHTBHI JI1 YJOCTOBEPEHHUs MOMANHUCH JOHKHOCTHOIO JIMIA,
MMEIOIIETO TPaBO JIEHCTBOBATh OT WMEHH YHHUBEPCHUTETA, a TaKXKe JTOKYMEHTHI,
TpeOyrolue HaIUYUsl OTTUCKA repOOBOM TMeYaTH B COOTBETCTBUU C JICUCTBYIOIIUM
3aKOHOAATEJIbCTBOM.

[leuaTsio 3aBepAIOTCS MOJIUCH PEKTOPA, TIABHOIO OyXrajiTepa, a TakkKe JPyrux
JOJKHOCTHBIX JIMI], KOTOPHIM WM TPUKA30M PEKTOpa, WIA JOBEPEHHOCTHIO
MPEIOCTaBICHbl COOTBETCTBYIOIINE MOTHOMOYHUSI.

11.4.2. TleyaThl0 CTPYKTYpHOTO TOApA3JCICHUS YIOCTOBEPSETCS MOJIUCH
PYKOBOJIUTENS JAHHOTO MOAPA3ACICHUS WA €T0 3aMECTUTEJIS.

[TopsaloKk MCIMONB30BAaHUS MACTUYHBIX TEYaTel CTPYKTYPHBIX MOJpa3iecieHU
OIpeAeIIIeTCS MPUKA30M PEKTOpa.

HomepHble nedatu npuMeHseTcs Jyisl orevyaThbiBaHUs CEM(POB U METATTMUECKUX
mKkadoB, a TakkKe A OleyaThbIBaHUS JBEpEil MOMEIIECHUM, KOTOphIe CHAIOTCS IO/
OXpaHy.

MacTtuyHbie MTaMIbl TPUMEHSIOTCS B JCIOMPOU3BOJCTBE JJII MPOCTABICHUS
OTMETOK O MOJYYEHUH, PETUCTPALUM, MPOXOXKICHUU U HUCIOJHEHUHM JOKYMEHTOB, a
TaK)Ke IPYruX OTMETOK CHPABOYHOIO XapaKTepa.

He nomyckaercs mpocTaBiieHHE Te4aTel M INTAMIIOB Ha JIOKYMEHTax W
Marepualiax, HE OTHOCSAIIMXCS K cdepe AATENbHOCTH WM MPEBbIIIAIOIINX
KOMIIETEHIIUIO Y HUBEPCUTETA, €r0 CTPYKTYPHBIX MOAPA3ACICHU.
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[Ipu 3aBepeHnH JOKyMEHTa repOOBOM MeYaThlO0 €€ OTTUCK JOJDKEH 3aXBaThIBATh
4acTh CJIOB B HAUMEHOBAaHUM JOJLDKHOCTH JIMLA, TIOAIHACABIIErO JOKYMEHT.

11.5. Tlopsok yHUUTOXKEHUS MeyaTeld U TaMIIOB

[Ipuiienume B HEroJHOCTh B XO/I€ SKCIUTyaTalluy WM BbIBEICHHbBIE U3 IEUCTBUS
W yTpaTUBIIME IIPAaKTUYECKOE 3HAYEHUE II€4aTd W  IITaMIbl  [OJJIEkKAT
LHEHTPATIM30BAHHOMY YHUUYTOKEHHUIO U CIIUCAHUIO C y4eTa.

OT1O0p M YHHMUYTOXXEHHE TIeyaTel U IITAMIIOB MPOU3BOAUTCS KOMHUCCHEH,
Ha3HA4YaeMON NPHKa30M PEeKTopa. B cOCTaB KOMUCCHMM HA3HAYAKOTCS HE MEHEE TpeX
YeJIOBEK, OJIMH U3 KOTOPBIX JOJIKEH ObITh paOOTHUK, OTBETCTBEHHBIN 3a y4yeT rnevyarei
Y LITaMIIOB.

Ha Bce oToOpaHHbIE K YHUYTOXEHHUIO TI€YATH U IITaMIIbl COCTABIIACTCS aKT. AKT,
C TPOCTaBJICHUEM OTTUCKOB YHHUYTOXKAEMBIX II€4aTed M IMITaMIIOB, COCTaBJISET
pabOTHUK, OTBETCTBEHHBIN 32 YUET U XpaHEHUE MeYaTeil U IITAMIIOB.

B akte 00 yHHuTOXE€HHE neyaTeil (IITaMmIIOB) HCIPABIECHUS HE JOIMYCKArOTCS.
Komuccust npoBepsieT Hallmuue BceX Medyareil (IITamIioB), BKIIOYEHHBIX B akT. [Ipu
MIPOBEPKE 0CO00E€ BHUMAHUE YJIEHOB KOMUCCUHU JIOJDKHO OBITh OOpAIllEHO Ha TO, YTOOBI
B UMCJIE YHUUTOXKAEMbIX IeyaTell (IITaMIIOB) HE MOIJIM OKa3aThCsl Kakue-mu0o Apyrue
nedyatd (IUTaMIbl), HE BKJIIOYEHHbIE B aKT, WIM 4YTOObl HE ObUIM JOMYIICHBI
pPacXOXKICHHS MEXIY 3alUCAMU B aKT€, CAMUMU IeYaTsIMu (IITaMIIaMy) U 3alIUCIMHU B
KHUIe ydera nedared u mramioB. [Io OKOHYaHMM CBEpKH BCE YJIEHBI KOMHUCCUU
MOJMKCHIBAIOT AKT, a MPEACEeNaTeIh KOMUCCUU 3aBEPSET CBOEH MOAMUCHIO JIUCTHI aKTa.

AKT yTBEPKIAETCS PEKTOPOM.

[leuatu (mITamMIibl), OTOOpaHHBIE JIJIsl YHUUTOXKEHHS M BKIIOYEHHBIE B aKT, MOCIIE
MPOBEPKH HUX KOMHUCCHEH CKIIQIbIBAIOTCS B Manky (YeMOJaH) M OIeyYaThIBAIOTCS
npeacenareiaeM komuccuu. [lamka (demMomaH) XpaHMTCS 1O YHHUTOXKEHHsI B ceilde
MOMEILIEHHS], KOTOPOE CAAETCS MOl OXPaHYy.

YHUYTOXXEHHE IeYaTel U INTaMIIOB IIPOU3BOIUTCA IOCIE YTBEPKICHUS aKTa B
INPUCYTCTBUA  BCEX  YJIEHOB  KOMHUCCHUHM, KOTOpPbIE HECYT  IEPCOHAIbHYIO
OTBETCTBEHHOCTb 3a MPABWJIBHOCTh U MOJIHOTY YHUUYTOXKEHHS NIEPEUMCICHHBIX B AKTE
reyaTei v ITaMIIOB.

K Mecty yHnuTOXKEHUA neyaTu (IITaMIIbl) JTOCTABIISIFOTCS B OIIEYATAHHOM BHUJIE.
YHUYTOXKEHNE MACTUYHBIX IeyaTed (IITaMIOB) MPOU3BOAUTCS IMYTEM COAOKEHHUS, a
METAJUINYECKUX — IIyTEM CIUIMBAHUS.

11.6. OTBETCTBEHHOCTh 3a yTpaTy medareil (IITaMIOB) WM HAPYIICHHWE B UX
MCITIOJIb30BaHUHU.

OTBETCTBEHHOCTh 32 3aKOHHOCTb HCIIOJIb30BaHUS M HAJEKHOCTb XpaHEHUS
neyated ¢ wuzo0OpaxkeHueM ['ocynmapctBeHHoro repda Poccuiickoit ®eneparuu
BO3JIaraeTcsl Ha PEKTOpa Y HUBEPCUTETA, OTBETCTBEHHOCTh 33 HAJIEKHOCTh XPAaHEHUS,
3aKOHHOCTb HCIIOJIb30BAaHMSI JPYrMX II€YaTed BO3JIAraeTcss Ha PYKOBOAUTENEN
COOTBETCTBYIOLUX CTPYKTYPHBIX MOAPA3ACICHUM.

HenpaBomepHOe HCHONB30BaHUE M€4YaTeld, PaBHO Kak W HCIOJIb30BaHUE
reyare, He MNpPEeAyCMOTPEHHBbIX HacTtosmen HHeTpyknuen, Ipu OCYIIECTBICHUU
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YHHUBEPCUTETOM WJIM €r0 CTPYKTYPHBIM MOJPa3ICICHUEM IOPUIUYECKA 3HAYMMBIX
JICUCTBUM BJICUET HENCHUCTBUTEIBHOCTh JOKYMEHTAa C OTTUCKOM TaKoOW IedaTd Hu
OTBETCTBEHHOCTD, MPEAyCMOTPEHHYIO JEeHCTBYIOIIUM 3aKOHOJIaTEJILCTBOM
Poccuiickoit @enepannm.

3a HapylIeHUEe TIPABUJI XpaHEHUS TeuaTed (IITaMIIoB) WM UX yTPaTy BUHOBHOE
JIUIO TIPUBJICKAETCS K AUCITUTIIIMHAPHON OTBETCTBEHHOCTH.

12. YTBepaxaeHue U BHECEHUE U3MEHECHU I

12.1. NucTpyKIus 1Mo AeI0NpOU3BOACTBY BCTYMAET B CUITY MOCTE YTBEPXKICHUS
€€ PEeKTOPOM Ha OCHOBAaHMWU pelieHus: YueHoro copera HBI'Y.

12.2. VtBepxknenHas WHCTpyKUus 1O JAETIONPOU3BOJCTBY JOBOAHUTCS [0
CBEIICHUS CTPYKTYPHBIX TOAPA3/ICICHUN Y HHUBEPCUTETA IIOCPEJACTBOM CHUCTEMBI
AIEKTPOHHOTO JJOKYMEHTO000pOTa.

12.3. Usmenennss u JomoidHeHWS B WHCTPYKIHMIO TIO JCIOMPOU3BOJICTBY
BHOCSATCSI HA OCHOBaHWM pemeHus YuyéHoro coBera HBI'Y wnm Ha ocHoBaHuUM
MPEANUCAHNUN BBIIECTOSAIINX OPraHOB U YTBEPKAAIOTCA PEKTOPOM Y HUBEPCUTETA.
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IIpunoxenne 1
BiaHk ¢ yriioBeIM pacnosioxkeHueM PpeKBU3UTOB

MuHHCTEPCTBO HAYKH U BbICIIEro 00pa3oBaHus
Poccuiickoii ®eaepanun

DenepajibHOE TOCYAAPCTBEHHOE OKOKETHOE
oOpa3zoBarejibHOE
yupe:KIeHue BbICIIero 00pa3oBaHus
«HukHeBapTOBCKHUN rOCy1aPCTBEHHbIN YHHBEPCUTET)

yi1. Jlennna, 56, r. HwxHeBapTOBCK,
XanTel-MaHcuiickuil aBToHOMHBIH 0kpyr—IOrpa,
TromeHckas obmacth, Poccust, 628605
Tei. (3466) 44-39-50, daxc (3466) 45-18-05
E-mail: nvsu@nvsu.ru
OKIIO 31421600, OI'PH 1028600965997
MHH/KIIIT 8603039002/860301001

Ne
Ha Ne oT
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Ipuiaoxenue 1.1
OoOpa3en 1e10BOro nuchbma

MuHHCTEPCTBO HAYKH U BbICIIET0 00pPa30BaHus
Poccuiickoii ®enepanun

AJIMUHHMCTPALMS TOPOAA
®denepaibHOE rOCYIaPCTBEHHOE OIOIKETHOE HuxHeBapTOBCKa

obpazoBaTe/ibHOE HayanbHHKY apXUBHOIO O0T/AE/IA
yupeskIeHUe BbICIIEro 00pa3oBaHust

«HH:KHEeBaAPTOBCKHH rocy1apCcTBEHHBIA YHUBEPCUTET» -
P yAap y P Xayummynunou T.B.
ya. Jlenuna, 56, r. HmwxueBapTOBCK,

XaHTeI-MaHcHiCKUil aBTOHOMHBIH 0kpyr—tOrpa,
TromeHckas obmacth, Poccust, 628605
Tei. (3466) 44-39-50, daxc (3466) 45-18-05
E-mail: nvsu@nvsu.ru
OKIIO 31421600, OI'PH 1028600965997
MHH/KIIIT 8603039002/860301001
Ne
Ha Ne oT

YBaxaemas Tarpsina BiaagumupoBHa!l

PykoBoactBysce [Ipukazom MunucrepcrBa kynpTypsl Poccuiickoit denepannu
or 25.08.2010 Ne558 «OO6 yrBepxkaeHuu «llepednsi THUIOBBIX yNPaBIECHYECKUX
apXUBHBIX JOKYMEHTOB, 00pa3yIOIIUXCS B MPOIECCe AEATETLHOCTU IOCYIapCTBEHHBIX
OpraHoB, OPraHOB MECTHOI'O CaMOYIPAaBJICHUS W OpraHMU3alldi, ¢ yKa3aHUEM CPOKOB
XpaHEHUsSD COO0IIaeM:

B omucu Nel nen mocrosHHOro xpanenusi 3a 2012/2013 y4eOHBIM TOM B
COOTBETCTBUHU C HOMEHKJIATYpPOU J1e71 OTCYTCTBYIOT Jea:

1. 03-06 TapudukanmoHHble  BemOMOCTH  (TIPOTOKOJNBI  3aceaaHUi
rOCy/IapCTBEHHOM aTTeCTallMOHHOW KOMUCCHUU (OYHOM M 3a04HOM (hopM oOyueHus) —
gucasaTes B onucy Ne 5 (Mo JIMYHOMY COCTaBY CTYJIGHTOB U aCIMPAHTOB) U XPaHSTCA B
apXvBE Y HUBEPCUTETA

2. 04.01-08 IIporokoasl 3acelaHUii KOMHCCHU I10 TMPUEMY KaHJIUIATCKUX
9K3aMEHOB - YUCIIATCS B ormuch Ne 5 1 XpaHsTCs B apxuBe Y HUBepcuTeTa/

Pexrop C.1. TI'opnos

Jlapuca UBanoBna IletpoBa
+7(922)763-01-00
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Hpuinoxenue 2
bJi1aHK 1e/10BOro NUChbMa ¢ peKBU3UTAMH HA PYCCKOM M aHTVIMACKOM A3BIKAX

MUHHUCTEPCTBO HAYKH U BBICIIEr0 00pa30oBaHUs Ministry of Science and Higher Education
Poccuiickoii Menepauuu Russian Federation
(henepanrsHOE TOCYIapCTBEHHOE OO KETHOE Federal State Budgetary Educational Institution
00pa3oBaTeNbHOE YUPEIKICHHUE BBICIIETO 00pa30BaHus of Higher Education
SR gg“m 3 .0».,‘(_‘- \

]

«HUKHEBAPTOBCKHI «NIZHNEVARTOVSK STATE UNIVERSITY»

TOCYJIAPCTBEHHbBIA YHUBEPCUTET» (NVSU)
(®PrBOY BO «HBI'Y») 56 Lenina St., Nizhnevartovsk, Khanty-Mansiysk Autonomous

Area — Yugra, Tyumen Oblast, 628605, Russia
Tel.: +7 3466 443950, fax: +7 3466 451805
E-mail.: nvsu@nvsu.ru

yi1. Jlenuna, 56, r. HuwxaeBapToBck, XaHThl-MaHCcHICKHII
aBTOHOMHBIH okpyr— IOrpa, TromeHnckas o6nacts, Poccus, 628605
tein. (3466) 44-39-50, dakc (3466) 45-18-05

E-mail: nvsu@nvsu.ru international @nvsu.ru
WWW. Nvsu.ru
WWW. NVSu.ru
MHH/KIIII 860’3039002/860301001 VAT number/IEC 8603039002/860301001
No
Ha Ne oT
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Hpuinoxenue 3
baank npukasza

MuHuHCTEpCTBO HAYKH M BbICIIEr 0 00pa3oBaHus
Poccuiickoit dexepanuu
®denepanbHOe rocyIapcTBeHHOE OI0KETHOE
o0pa3oBaTe/ibHOE
yupeskIeHHne BbICIIero 06pa3oBaHus
«HuKHEeBaApTOBCKHUH IrOCYy1apCTBEHHbII

YHUBEPCUTET
ITPUKA3
00.00.0000 Ne
O.......
Ha ocHoBanum .......
IIPUKA3BIBAIO:

VY 1BepauTh (MpOBECTH, HA3HAYUTD U T.IL.)....

PexTop (monmuce) C.A. T'opnos
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IIpunoxenue 3.1
baank npoekra npukasa

MuHuCTEepCTBO HAYKH U BbIcHIero ooOpazoBanus Poccuiickoit deneparnn
denepanbHOE TOCYAAPCTBEHHOE OIOIKETHOE 00Pa30BaATEIbHOE YUPEIKICHUE
BBICILIETO0 00pa30BaHUS
«HmxHEBapTOBCKHM TOCYIAPCTBEHHBIN YHUBEPCUTET)

I[TPOEKT
I[TPUKA3
00.00.0000
O uem (Hampumep: O BBEACHUH B ACUCTBHE. .. )
B nesnsax coBepuieHCTBOBaHUS HOPMATUBHOTO OOECIIEYEHUSI. .., HA OCHOBAHHUH. ..
IIPUKA3BIBAIO:
1. BBectu B nerictBue ¢ MHcTpyknuio
2. PykoBoguTensiM CTPYKTYpPHBIX MOAPA3AEICHAN HpI/IHHTB naHHyro MHCTpyKIuio
K PYKOBOJCTBY ¥ MUCIIOJIHEHUIO P OCYILECTBICHUN

3. KoHTposb HCHONHEHUSI HACTOSLIEr0 MPHKa3a BO3JIOKUTH Ha (JOKHOCTH,
WHUIIAAIBI, (paMuims).

PexTop C.N. T'opiio

IIpoekT nmpuka3za BHOCHUT:.
JloibkHOCTD, moanuchk, 1.0, @.

COI''TACOBAHO (TToMCH TOJKHOCTHBIX JIMIL, TPUHSBIINX Y9acTHE B COITACOBAHMH JJOKYMEHTA)
[TpopekTop (KypHpYIOIIHI CTPYKTYPHOE MOAPA3ICICHIE, HAlIPaBJICHNUE ACSITSILHOCTH)
IToxamuce, N.0. @.
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

= CucrteMa MeHeJ:KMEHTA KayecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

[Ipumeuanue:
B cimyuae pa3paboTkm JOKyMEHTa B3aMEH NEHCTBYIOIIETO TOKYMEHTA B TPOEKT MPHKa3a CIEAYET MOMOIHUTETHHO
BBECTHU ITYHKTBI.
"C HE TIPUMEHSTh
YKa3bpIBaIOT ATy B COOTBETCTBUU C ITYHKTOM 1 TIIpuKasa

0003HaYCHHE W/UIM HAMMEHOBAHHE 3aMEHIEMOTO JOKYMEHTAa

nid 0003HAYEHNE U/UIIM HAMMEHOBAaHUE 3aMEHIEMOT0 JOKYMEHTa U €ro 4aCTu
(pa3nena, PHUIIOKEHHUS ), B3AMEH KOTOPOH pa3paboTaH HOBBIN TOKYMEHT
"Ilpu3HaTh  yTpaTWUBIIUM CHIYy TPHKa3 OT Ne "O BBegeHMM B  JieHicTBHE

0003HaYCHHE W/WUIIH HAMMEHOBAHUE 3aMEHSEMOT0
JOKYMEHTa

* TIpoexkTsl MpHUKa30B pa3pabaThIBAIOTCA CTPYKTYPHBIMU MOJpa3ieleHUsIMU YHUBEPCHUTETA
OcHoBaHMEM IS  TMOJTOTOBKM TMPOEKTa TIpHUKa3a SBJIETCS TMOpPYyYEHHUE pPYKOBOJACTBA, JMOO
cinyxeOHast  (DOKJIAAHBIX WM  TOACHUTEIbHBIX) 3alUCKa PYKOBOJAUTENEH  CTPYKTYPHBIX
oJpa31eaeHu .
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipunoxenue 3.2
Oopasen oopmiieHHUsI IPUKA3a 110 OCHOBHOM AeSITeJIbHOCTH

MuUHHCTEPCTBO HAYKH M BbICLIEr 0 00pa30BaHusA

Poccuiickoit @enepauuu
deepanbHOe TocyAapcTBEeHHOE OK0/IKeTHOE
oOpa3oBaTe/IbHOE
y4peskaeHHe BhicIero o0pa3oBaHus

«HukHeBapTOBCKUH IrOCy1apCTBEHHbIN
YHHUBEpPCUTE»

ITPUKA3
25.11.2016 Ne 256-0

O npoBeaeHuN Cay:keOHOr0 paccie10BaHusA
10 (paKTy NPONaKu AeJl MOCTOSHHOT 0 CPOKA XPAHEHUS

B cBsi3u ¢ oOHapyxkeHueM (akTa mpomaku JieJl MOCTOSSHHOTO CpOKa XpaHEHWS,
KOTOpBhIE€ OBLIM BKJIOYEHH B omuch Nel M Ha OCHOBaHHMM CIY)KEOHOW 3alHUCKU
apxuBapuyca

NPUKA3BIBAIO:

1. Co3narb KOMHUCCHIO JJIS1 BBIICHEHUSI IPUYMH OTCYTCTBUSI JOKYMEHTOB B
CJIEIYIOILIEM COCTaBE
IIpencenarens KOMUCCHUM:

Unensr komuccuu: 1. HauanpHuK ympapienus mo paboTe ¢ IepCoOHAIOM H
JOKYMEHTAIMIOHHOMY O0ECIICUEHHIO —
2. HayanpHuK yueOHOT0-METONYECKOTO YIPABICHUS —
3. HauanbHuk yrpaBieHus OyXraJaTrepcKkoro yuera u
(bMHaHCOBOTO KOHTPOJIS —

2. OpraHu3zoBaTh MPOBEICHUE PACCICIOBAHUS IPUYUH OTCYTCTBUS A€
ITOCTOSTHHOTO CPOKa XPAHEHUs, BKIIOUCHHBIX B onuch Nel 1 HemepegaHHbIX Ha
XpaHEHUE B apXUBHBIN OT/EN

3. PesynbraThl paboTHl KOMUCCHH O(OPMUTH aKTOM

4. KoHTpOJIb 3a UCIIOJIHEHUEM HACTOSIILIET0 TPUKa3a OCTABIISIO 32 COOOM.

PexTop C.1. T'opnos
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Hpuiaoxenue 4
baank pacnopsizkeHust

MuHHCTEPCTBO HAYKH M BbIcIIero odopazosanus Poccuiickoii @egepauun
®denepanbHOe rocyIapcTBeHHOE GIOIKeTHOE 00pa3oBaTeIbHOE YUpeKIeHne
BbICLLIEr0 00pPa30BaHMS

«HuxkHEeBapTOBCKHUM IrOCY1apPCTBEHHBIH YHUBEPCUTET»

PACHOPAKEHHUE

00.00.0000 Ne

O (00) (0Oonycmumo 6e3 annomauuu)
Ha ocnosanuu (6 coomeemcmauu), (donycmumo 6e3 npeamoyivi)
(Obaszviearw,npeodnaecari). (donycmumo oes ...)

1. Ilpeoocmasums

2.

Jlonorcnocmob NnOONUCH U.0.DPamunus
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun
®denepanbHOE rOCYIapCTBEHHOE OI0KETHOE 00pa30BaTEIIbHOE YUPEKICHUE
; BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET
Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipuiaoxenue 4.1
baank npoekra pacnopsizkeHus

MuHuCTEepCTBO HAYKH U BbIcHIero ooOpazoBanus Poccuiickoit deneparnn
denepanbHOE TOCYAAPCTBEHHOE OIOIKETHOE 00Pa30BaATEIbHOE YUPEIKICHUE
BBICILIETO0 00pa30BaHUS
«HmxHEBapTOBCKHM TOCYIAPCTBEHHBIN YHUBEPCUTET)

[TPOEKT
PACIIOPAXEHUNE
00.00.0000
O (00) (0onycmumo 6e3 annomauuu)
Ha ocnosanuu (6 coomeemcmauu), (donycmumo 6e3 npeamoyivi)
(Ob6sazviearw,npednacaio): (donycmumo bes ...)

1. Ilpedocmasumu

2.

Jlonocnocmo nooOnuUck U 0. DPamunus

(Hpopekmop )

[TpoekT pacropsiKeHUsI BHOCHT:
JIOJDKHOCTBD,
noanucek, 1.0. O©.

COI'JTACOBAHO
HadanbHHUK CTPYKTYPHOTO MOAPA3ACICHHUS
IToamuce, N.0. @.

* IlpoexkTsl  pacnopsikeHHIl  pa3palaThIBalOTCS  CTPYKTYPHBIMH  MOApa3JEIeHUSIMU
yHuBepcuTeta OCHOBaHMEM JJIsI  MOATOTOBKM IPOEKTa PpACHOPSKEHUS SBISIETCS MOPYyYEHHE
PYKOBOACTBa, JHOO ciayxeOHas (AOKJIAIHBIX MM TOSCHUTEIBHBIX) 3alliCKa PYKOBOAMUTENEH

CTPYKTYPHBIX IIOJIpa31eICHUN.

| CMK-HM-I1101.07 | Bepems2 | J1ata02.11.2018 | Cip.49/86 |




MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Hpuiaoxenue S
dopma npoToKoJIa
MuHuCTEepCTBO HAYKH U BbiciIero oopazosanus Poccuiickoit @enepauuu
denepabHOE TOCYIAPCTBEHHOE 010/IKeTHOE 00pa30BaTe/ibHOE YUpeKIeHne
BbICILIET0 00Pa30BaHUSA
«HuxkHeBaAPTOBCKMI IOCY1apPCTBEHHbIN YHUBEPCUTET
dakynbTeT. ... (Hazsanue gpaxyremema)

IMPOTOKOJI
(0ama) Ne

3acenanus kadenpsl... (Hazeanue Kageopwi)

[Ipencenarens — @.HU.O. npedcedamens
Cexperapb — @.H.0. cekpemapsi
[TpucyrcTBoBammu: MBanos W.I1. — mpodeccop;
ITerpo H.B. — nomeHr;
3axapoB W.T. — crapumii mpenogaBatens u m.o.
Vkasviearomea @.U.O. ecex npucymcmgyrowux, eciu npucymcmseyrowux oOonee 15
Yeno6eK, Mo HA OMOEIbHOM JUCMe Neuamaemcs CNUCOK, a 8 NPOMOKo/e NUULEeMCs
[IpucyrcTBoBanmu: 18 yenoBek (CIMCOK MpuiIaraercs).

I[MOBECTKA JIHSI: (yka3zwvleaiomces 6ce 6onpocvl no nopsioky)
1. OO0 yTBEPXKJICHUH ....
2.
3.

1. CJIVIIAJIM: O6 yTBepKIEHUH ....

BBICTYIIUIIN: (o6sa3amenvHo  ykaszvieams 6cexX  GbICMYNABUIUX, MEKCM
8bICIMYNIEHUS UTU 60NPOCA) HAIPUMED:

NBanos W.II. ¢ oT4€TOM O HAY4YHO-UCCIIEIOBATEIbCKON padore (OTUET
MIpUJIaraeTcs).

Ut ......
[TOCTAHOBWJIN: YTBEpaUTS ......

2. CJIVIIAJIM: .....
BBICTVYIIWJIU: .....
I[TOCTAHOBUWJIMN: ...

[Ipencenarens HOONUCD N.0.0.

Cexkpetapb noonuch N.0.0.

| CMK-HM-I1101.07 Bepeusi 2 |  Jlata 02.11.2018 | Crp.50/86 |




MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipuiaoxenue S.1
Brinncka u3 nporokoJia 3acegaHus Kageapsbl

MuHuCTEepCTBO HAYKH U Bbicuiero oopazosanus Poccuiickoit ®enepauuu
denepajibHOE TOCYAAPCTBEHHOE OK0IKETHOE 00pa3oBaTe/ibHOE YYpeKIeHue
BbICHIEr0 00pa3oBaHMs
«HuxkHeBapTOBCKHM IOCY1apCTBEHHbIN YHUBEPCUTET
dakyabTeT. ... (Hazeauue gaxyiomema)

BBITIUCKA U3 ITPOTOKOJIA
(0ama) Ne

3acenaHusi Kaeapsl... (Hazeanue kagheopol)

IIpencenarens — @.N.0.
Cexkperapp — @.11.0.
[TpucyrcrBoBani: ... (@.H4.0. npucymcmeyrowux Ha 3acedanuu)

ITOBECTKA JIHA:
(nopsioxoswiil Homep 6onpoca u e2o hopmynuposka).

CJIYIIAJIN: O ..... (popmynuposka sonpoca)

BBICTVYIINJIU: ....

[TOCTAHOBUWJIMN: ....
[Ipencenarens (noonucs) N.0.0.
Cexkpetapb (noonucv) N.0.0.
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun
®denepanbHOE rOCYIapCTBEHHOE OI0KETHOE 00pa30BaTEIIbHOE YUPEKICHUE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipuiaoxenue 6

MuHHCTEpPCTBO HAYKH M BbicIIero odopa3osanus Poccuiickoit @enepaunu

®enepalibHOE TOCYIapPCTBEHHOE 0I0IZKeTHOE 00Pa30BATE/IbHOE YUpeKIeHHE
BBICIIEr0 00pa3oBaHMs

«HuKHEeBapPTOBCKUI IOCYIaAPCTBEHHBIA YHUBEPCUTET»
MEPBBI MTPOPEKTOP

yi. Jlenuna, 1.56, r. HimwkHeBapTOBCK, XauTbl-Mancuiickuii asronomublii okpyr—IOrpa, 628605, Ten. (3466) 44-39-50,
E-mail: dapogonyshev@nvsu.ru

Ha Ne oT

Tloonuce H.O. Damunus

*,ZZOJlJfCHOCWlb nponucsleams He HYIHCHO
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun
®denepanbHOE rOCYIapCTBEHHOE OI0KETHOE 00pa30BaTEIIbHOE YUPEKICHUE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipuiaoxenue 6.1

MuUHHCTEPCTBO HAYKH M BbIcIIero odpazosanus Poccuiickoit @enepannu

®enepaibHOE TOCYJapPCTBEHHOE 010/IZKeTHOE 00pa30BaTeIbHOE YUpe:KIeHHe
BBICIIEr0 00pa3oBaHMs

«HuKHEeBaAPTOBCKUM rOCy1apCTBEHHBIN YHUBEPCUTET)
MPOPEKTOP IO OBPA3OBATEJIbHOM JEATEJbHOCTH

yi1. Jlenuna, 1.56, T. HibkHeBapTOBCK, Xantsi-Mancuiickuit asronomustii okpyr—IOrpa, 628605, ten. (3466) 46-60-11,
E-mail: mag@nvsu.ru

No
Ha Ne oT

Tloonuce H.O. Damunus

*,ZZOJlJfCHOCWlb nponuceleanb He HYIHCHO
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun
®denepanbHOE rOCYIapCTBEHHOE OI0KETHOE 00pa30BaTEIIbHOE YUPEKICHUE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipunoxenue 6.2

MuHHCTEpPCTBO HAYKH M BbicIIero odopa3osanus Poccuiickoit @enepaunu

®enepanbHOe rocyAapcTBeHHOE O0KZKeTHOE 00pa3oBaTe/ibHOE YUpeKAeHHue
BbICLLIEr0 00pPa30BaHMS

«HusKHeBapTOBCKHUI roCy1apCTBEHHBIN YHUBEPCUTED)
IMPOPEKTOP 11O PA3SBUTUIO

yi. Jlenuna, 1.56, T. HiokHeBapTOBCK, XaHThI-MaHcHickuii aBToHOMHBII 0kpyr—FOrpa, 628605, Ten. (3466) 46-50-68,
E-mail: mahutov@nvsu.ru

No
Ha Ne oT

Tloonuce U 0. Qamunus

*ﬂOJZDfCHOCWZb nponuceleantb He HyHC CHO
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipuiaoxenue 6.3

MuHuHCTEpPCTBO HAYKHU M BbicLIero oopa3osanus Poccuiickoit @enepanuu

®denepasibHOE rOCYIaPCTBEHHOE OI0KETHOE 00pa30oBaTebHOE YUPeKIeHne
BBICIIIETO 00pa30BaHuUsl

«HuKHeBaAPpTOBCKUI IOCYIaPCTBEHHBIA YHMBEPCUTET
MMPOPEKTOP 11O AIMUHUCTPATUBHO-XO3SIUCTBEHHOM PABOTE

yi. Jlenuna, 1.56, r. HwxHeBapTOBCK, Xantei-Mancuiickuii aBronomusIi okpyr—IOrpa, 628605, Tein. (3466) 43-29-19,
E-mail: fidrya@nvsu.ru

Ne
Ha No oT

Tloonuce U.0O. Qamunus

*,ZZOJlJfCHOCWlb nponuceleantb He HYJHCHO
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Hpuiaoxenue 7
BaaHk cTPYKTYpHOr o noapasaejieHust

MuHHCTEPCTBO HAYKH M BbIcIIero odpazosanus Poccuiickoii @enepannu
®denepanbHoe rocyiapcTBeHHOE GO KeTHOE 00pa3oBaTeIbHOE YUpeKIeHe
BBICIIEr0 00pa3oBaHMs
«HukHeBapTOBCKHMI IOCYy1apCTBEHHbIN YHUBEPCUTET)
HAUMEHOBAHUE CTPYKTYPHOI'O ITOAPA3AEJIEHUA

ya. Jlenuna, 1.56, r. HixkHeBapTOBCK, Xautsi-Mancuiickuii asronomuslii okpyr—IOrpa, 628605, Ten
E-mail:

Ne
Ha Ne oT
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipuiaoxenue 7.1

baank ¢gaxkyabTera

MuHHCTEPCTBO HAYKH M BbIcIIero odpazosanus Poccuiickoii @enepannu

®enepaibHOE TOCYJapPCTBEHHOE 010/IZKeTHOE 00pa30BaTe/IbHOE yUpeKIeHHe
BbICILIEr0 00pPa30BaHMs

«HuxkHeBapTOBCKHI IOCY1apCTBEHHBIN YHUBEPCUTET

Jozcomun

HAVMMEHOBAHUWE ®AKVJIbTETA

Aopec Ten
E-mail:

Ha Ne oT
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

IIpunoxenune 7.1

baank kagenpsl

MuHHCTEPCTBO HAYKH M BbIcHIero o0pazosanus Poccuiickoit @enepaunu

@®enepaibHOE rOCYyIapPCTBEHHOE 010/IZKeTHOE 00pa30BaTeIbHOE YUpeKIeHHe
BbICLLIEr0 00pPa30BaHMSA

«HuxkHeBapTOBCKHMI IOCY1apPCTBEHHbIN YHUBEPCUTET
Jocomun

HAMMEHOBAHUWE ®AKVJIbTETA

HaumenoBanue kadenpsl

Aopec Ten
E-mail:

Ha Ne oT
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun
®denepanbHOE rOCYIapCTBEHHOE OI0KETHOE 00pa30BaTEIIbHOE YUPEKICHUE
: BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET
Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipuiaoxenue 8
baank-o0pa3en 10/KHOCTHOM HHCTPYKUUH

MuHuCTepcTBO HAyKH M Bbiciiero oopazosanusi Y TBEPXKIAIO
Poccuiickoit @enepauuu

®enepanbHOe rocyAapcTBeHHOE O10/KeTHOE PexTop
oOpa3oBaTe/IbHOE
yupesKIeHue BbICIIero 00pa3oBaHus C.]. Topiios
«HusKHeBapTOBCKHUI rocy1apCcTBEeHHbIN
YHUBEpPCUTED) < » 20 L.

JOJKHOCTHASA HHCTPYKIUA

Ha3eanue 001 CHOCMU

OO0mue mos1oKeHusl. ..

1.1.....

2. OyHKIHUH...

2.1. ...

3. J1o/zKHOCTHBIE 00513AHHOCTH. ..
3.1.....

4. Ilpasa...

4.1.....

5. OTBETCTBEHHOCTb...

5.1.....

6. 3akII0uMTENbHBbIE MOT0KEHH . ..
6.1.....

Pykosooumenv cmpykmypnozo

noopaszoenenus HOONUCD N.0.0.

Hauaneauk Ynpasnenus PITO HOONUCH N.0.D.

C uHCTpYKLIMEN 03HAKOMJICH: nOONUCh pabOMHUKA H.0.0.
oama
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopasoBanusi « HWKHEBapTOBCKHUI rOCYapCTBEHHBI YHUBEPCUTET

CucrteMa MeHeJ:KMEHTA KayecTBa

NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipuiaoxenue 9
biank-o0pa3en mos1okeHus

MUHHICTEPCTBO HAYKH M BBICIIEro oOpazoBanus Poccuiickoii @eneparun

denepanbHOE rOCyIapCTBEHHOE OI0KETHOE 00pa30oBaTeIbHOE YUPESKACHUE
BBICIIEr0 00pa3oBaHus « HMyKHEBapTOBCKUIA TOCYIaPCTBEHHBIN YHUBEPCUTET)

Cucrema MECHECAKMEHTA KayeCcTBa

CMK-IICIIT ITOJIOXKEHUE O BUBJIMOTEKE
YTBEPXIAIO
Pextop
C.A. T'opnoB
« » 201 roma
MMOJOXEHUE
O BUBJIMOTEKE
IIpunsaTo pemieHneM Y4€HOro coBeTa
npotokosa Ne  oT 201 _r.
HwmwxneBaproBck — 201 _
CMK-TICII | Bepcusl | Jlara . . | Cip.60/9 |
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucreMa MeHeJAKMEeHTAa KayecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Hpuiaoxenue 10
Oopa3sen cnpaBku
Mecmo yanosoeo wmamna

CITPABKA
Jlana
B TOM, YTO OH(a) AEUCTBUTEIHHO SIBISETCSA CTYIEHTOM dbopMbI 00ydCHHS
OI'bOY BO «HwxHeBapTOBCKUHI rOCYAapCTBEHHBIN YHUBEPCUTET.

oOyyaeTrcsi Ha Kypce 1o

CHCHH&HBHOCTI/I/ HaIIpaBJICHUIO

Ha OI0/KETHOW/I0rOBOPHOIN OCHOBE (HEHYKHOE 3a4E€pPKHYTh).

JlaTa Havana oOydeHHs] B YHUBEPCUTETE
[Ipeanonaraemas jaTa OKOHYaHUSI B YHUBEPCUTETE

CrnpaBka faHa Jj1st IpeAbsIBICHUS IO MECTY TpEOOBaHMUS.

[TepBbIii mpopeKTOp N.O.Damunus

Jlexan akynerera... (Hazsanue gaxyrvmema) N.0. ®amuinus

>kBI:I];)aBHI/IBElHI/Ie TCKCTA I10 IIKUPHUHC
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipunoxenune 11

MuHuCTEpCTBO HAYKH M BbICIIEr 0 00pa3oBaHus
Poccuiickoit ®enepannu

AJIPECAT

deepaibHOE TOCYIAPCTBEHHOE OKOKETHOE AJIPEC
06pa30BaTeJ1bHoe (yruya, oom, 20poo, obnacme, unoexc)
YUYpeKI€CHUE BBICHICTO 06p330BaHI/lﬂ

«HuKHEeBaApPTOBCKUI IOCYIapPCTBEHHBIN
YHHUBEpPCHUTED»

ya. Jlenuna, 56, r. HmwxueBapTOBCK,
XaHTeI-MaHcHiCKUil aBTOHOMHBIH 0kpyTr—tOrpa,
Tromenckas o6nacts, Poccust, 628605
ten. (3466) 44-39-50, dakc (3466) 45-18-05
E-mail: nvsu@nvsu.ru
OKITIO 31421600, OI'PH 1028600965997
MHH/KIIIT 8603039002/860301001
Ne

CIIPABKA
(0 uem? O kom?, yeco? Koeo?)

PexTop (noonucs) N.0.0.

N.O.®aMumnust HCIOTHUTENS

Howmep tenedona ucrnonuurens

IIpu oxkunaHM KOHTaKTa UMS, OTUECTBO YKA3bIBAlOTCSA MOMHOCTHIO: MIHHAa OnerosHa
[etpoa JlanHBIE pEKBU3UTHI O(OPMILTIOTCS B HIKHEH YacTH TOCIEIHETO JINCTa
JIOKyMeHTa: pazmep mpugTa Ne 10

CroBa «MCTIOTHUTENBY U «HOMEp Tele(pOHa HCIOTHNUTEISD HE MPOIIEYaThIBAIOTCS
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mailto:nvsu@nvsu.ru

MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun
®denepanbHOE rOCYIapCTBEHHOE OI0KETHOE 00pa30BaTEIIbHOE YUPEKICHUE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

I[puiaoxenue 12

baank cayxeOHON 3aNIUCKH

HaunmenoBanue noapasaeneHus

JomxHocTb, DUO(kOoMY)

CJHYKXEBHAA 3AITMCKA

O(00)...... (O uem?)

Texcm...
(Texcm cnyscebHOU 3anUCKU, KAK NpAasuilo, COCMOUm u3 08yx uacmet —

000CHOBAHUSL U NPEONONHCEHUSL, NPOCLODL, 3AA6KU U M.1.)

Honoxxcnocmo NOONUCD U 0. @amunus
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

[puaoxenue 13
Biaank o0LACHUTEIBLHOM 3aAITUCKH

HaunmMenoBaHnue noapasaeneHus

Homxuaocts, ®UO(komy)

OBbACHUTEJIBHASA 3AIINCKA

0(00)...... (O uem?)

Texcm....

Jlonocnocmo Tloonucw H.0. amunus
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Hpuiaoxenue 14
baank 3asBienus (oopasen)

Pexropy ®I'bOY BO «HBI'Y»
I'opnoy C.1

Cnenuanucra (cmpykmypHoe
noopaszoenenue) isanosa 1.1

3ASBJIIEHUE

Texcm....

03.09.2018 Tloonuce N.U. Banos
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipuiaoxenue 14.1
biank 3asiBJieHUs HA BblAa4y Konuii (o0pa3sen)

Pexropy ®I'EOY BO «HBI'Y»
I'opnory C.1

Crenmanucra (cmpykmypHoe
noopaszoenenue) Visanora N.1

3ASBJIIEHUE

Ilpouty evioams xonuio ... .......

03.09.2018 Tloonuce .. Banos
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipuiaoxenue 14.2
baan 3asaBiaenus Ha ormyck ITIIC

Pextopy ®I'bOY BO «HBI'Y»
I'OPJIOBY C.H.

(¢h.u.o., oonzicnocms)

(noopaszoenenue)
3ASBJIEHUE
1. IIpoury npenocraBUTh MHE:
E:xeroanoii OTIYCK C 20 roja Ha KaJeHJapHBIX JHEMU.
(JTBrOTHBIN)
YueOHblIii 0THYCK C 20 rojua Ha KaJICHIAPHBIX THEH.
be3 coxpanenusi 3apadoTHO# MJIATHI C 20 roga Ha KaJICHJIAPHBIX JTHEH.
ITo yxony 3a pe6eHKOM 10 - JIET C 20 roza.

JlonmoTHUTeIbHbIE THH OT/ABIXA C COXPAHEHHEM CPe/IHEro 3apadoTKa B CBSI3M €O c/1aveii KPOBU U

ee KOMIIOHEHTOB ¢ 20 roja Ha THEN.

2. Jlns pyKOBOAMTEINEH CTPYKTYPHBIX MOJPa3IeICHUN:

BpemeHHoe ucnonHeHne o0s3aHHOCTEN

Ha )IaHHBIﬁ MEepruoOJg poury BO3JIOXKUTL HA

« » 20 rojaa.

(moaNMUCH MOJABIIETO 3asIBICHUE)

(Bu3a 3aBemyromiero kadeapoii)

(Bu3a nexaHa)

(BM3a MpopeKTopa o 00pa30BaTEIBHON IEATEIHLHOCTH)

3ASIBJIEHUE
0 MIPEAOCTaBIEHUH OTIycKa Ne oT 20 roja.
ITpukaz Ne -JI or 20 rona.

*Ha oopammnoti cmopone 3asa8eHus wumamn oubauomexu Yrnusepcumema
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipuiaoxenue 14.3
baank 3asaBiaenus Ha ornyck HP

Pextopy ®I'5OY BO «HBI'Y»
I'OPJIOBY C.1.

(¢h.u.0., Oonzicrnocms)

(noopaszoenenue)
3AABJIEHUE
1. IIpouy npenocraBUTh MHE:
E:xeroansii OTILYCK C 20 roaa Ha KaJICHIapHBIX JHEH.
(JIBrOTHBIN)
Y4eOHbli OTIYCK C 20 rojia Ha KaJICHAAPHBIX JTHEH.
be3 coxpanenusi 3apaboTHOI MIaTHI ¢ 20 roaa Ha KaJICHIapHBIX JTHEH.
ITo yxony 3a pe6eHKOM 10 - JIET C 20 roaa.

JlonoJIHUTeIbHBIE THA OTAbIXA C COXPAHEHHEM CpelHero 3apadoTKa B CBS3M €O cAayeil KPOBH U

ee KOMIIOHEHTOB ¢ 20 roja Ha THEN.

2. Jlns pyKOBOAMTEINEH CTPYKTYPHBIX MOJPA3IeICHUNL:

BpemenHnoe ncnonHenne o0s3aHHOCTEN
HAa JIaHHBIM NIEPUOJ IPOLLY BO3JIOKHUTH HA

« » 20 roja.

(HOI[HI/ICI) noaaBIICIO 3a$[BJ'IeHI/Ie)

(Bm3a 3aBemyromero HII)

(BU3a mpopeKTopa Mo HaydyHOU paboTe)

3ASIBJIEHUE
0 IIPENOCTABIECHUHN OTIIyCKa Ne oT 20 rojaa.
ITpuka3 Ne -Jlor 20 ropa.

*Ha obpammuoii cmopone 3as61enus wimamn oubauomexu Yuusepcumema
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipuiaoxenue 14.4
biank 3asgBJIeHHSA HA OTIYCK COTPYAHUKOB

Pextopy ®I'5OY BO «HBI'Y»
I'OPJIOBY C.1.

(¢h.u.o., oonzicrnocms)

(noopaszoenenue)
3ASBJIEHUE
1. Tlpomry mpenocTaBUTh MHE:
E:xeroanoii OTITYCK C 20 roja Ha KaJIEHJAPHBIX JHEM.
(JIBrOTHBIN)

Y4eOHblii OTIIYCK € 20 rojaa Ha KaJICHAAPHBIX JTHEH.
be3 coxpanenusi 3apaboTHO# MIaTHI ¢ 20 roga Ha KaJICHJIApHBIX JTHEH.
ITo yxony 3a peGenkoM 10 - JeT ¢ 20 roja.

JlonoJIHUTeIbHBIE JHU OTIbIXA C COXPAaHEHHEM CPeIHero 3apadoTka B CBSI3H €O clayeil KPOBH U

ee KOMIIOHEHTOB ¢ 20 roja Ha THEN.

2. Jlns pyKOBOAMTEINEH CTPYKTYPHBIX MOJPA3IeICHUN:

BpemenHoe ucnonHenne o0s3aHHOCTeH
Ha JIJaHHBIM epH o/ POILILY BO3JIOKUTh Ha

« » 20 roja.

(moaNMUCH TOJABIIETO 3asIBIICHUE)

(ToAmrCH PyKOBOAUTENS TIOAPA3ICTICHIS)

3ASIBJIEHUE
0 MIPENOCTABIEHUH OTITyCKa Ne oT 20 roja.
ITpuka3z Ne -JI or 20 rona.
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1388
NE S

MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

CucrteMa MeHeJ:KMEHTA KayecTBa

CMK-U-III101.07

NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

BiaHk HOMeHKJIATYPBI /AeJ1 CBOAHAsI

MuHHCTEPCTBO HAYKH M BBICILIET 0

Ipunoxenue 15

o0pa3oBaHus YTBEPXKJIEHA
Poccuiickoit @enepanuu [Tpukazom Ne
®deepabHOe rOCYIaPCTBEHHOE
010/IzKeTHOE 00pa30oBaTeJIbHOE
yupe:KIeHue BbICHIero 00pa3zoBaHus
«HuskHEeBapTOBCKHUI rocy1apCcTBeHHbIN
YHHUBEpPCUTET
HOMEHKJIATYPA JIEJI
No
Ha 2018 rox
HNupexc 3arosoBok  jgeisa | Koi-so e | Cpok IMpumeuyanue
aena (ToMa, 4yacTu) (TOMOB, XpaHeHMsI
qacrei) neaa (TOMOB,
yacrTei)
1 2 3 4 5
01-PexkTopart
o0 ... . o
01-02
02—-.

J1OJKHOCTh OTBETCTBEHHOT'O MOAITNCH N.O0.0.

3a cocTaBiI€HUE HOMEHKJIATYpPBI

PykoBonurens noapazaeneHus ITOATINCH N.0.D.

COI'NTACOBAHO

ITpotokon DK ®I'BOY BO «HBI'Y»

OT No
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

[punoxkenune 15.1
buank-o00pa3en BHINNCKU U3 HOMEHKJIATYPHI J1eJl

MuUHHCTEPCTBO HAYKHU U BbICIIET 0
o0pa3oBaHus YTBEP/KJIEHA
Poccuiickoit @exepanuu [Tpukazom Ne
deepaibHOE TOCYIAPCTBEHHOE

010/zKeTHOE 00pa30oBaTeJIbHOE
yupe:xIeHHue Bbicliero 00pa3oBaHus

«HuKHeBaAPpTOBCKUI IOCYIapCTBEHHBIN
YHHBEpPCHUTED)

BBIIINCKA N3 HOMEHKJIATYPbBI

JEJI
No
Ha 2018 ron
HNupekxc 3aronoBok  jaena | Koa-Bo gen | Cpok IIpumeyanue
aena (ToMa, 4yacTu) (TOMOB, XpaHeHMsI
qacrei) neaa (TOMOB,
qacreil)
1 2 3 4 5
Ol-HamMeHoOBaHMe MOAPa3AeJeHUsA
01-01 ce— T
01-02
02-.
Hauanbnuk Ynpasnenus PITJO N.0.D.
Bepno
JlokymeHTOBE T
0. D.
oama
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MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

Twd CucrteMa MeHeJA:KMEHTAa KadyecTBa

CMK-U-III101.07 NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Ipuaoxenue 16
Biaank 0010:KKH aesia

MuHuHCTEepCTBO HAYKH M BbIcIIero odopa3osanus Poccuiickoii Pegepauun
DenepajbHOE FOCYAAPCTBEHHOE OK0I7KeTHOE 00pa30BaTEIbHOE YUPeKACHUE
BbICILIEr 0 00pa30BaHUA

«HMKHEBAPTOBCKUMN FOCVI[APCTBEHHBIPT YHUBEPCUTET»
HaumMenoBanue noapasaencHus

I[EJIO N O  (unoexc no HOMeHKIamype oe)

3aconosok oena
Kpatinue oamoi

Ha JIACTaX

Xpanuts [IOCT ner
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1388
NE S

MuHHCTEpPCTBO HAYKH M BBICIIEr0 oOpa3oBanus Poccuiickoii denepamnyun

denepanbHOE TOCYJAPCTBEHHOE OO IKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BbIciIero oopazoBanusi « HMKHEBapTOBCKHUI rOCYAapCTBEHHBI YHHUBEPCUTET

CucrteMa MeHeJ:KMEHTA KayecTBa

CMK-U-III101.07

NMHCTPYKIMA 11O AEJIOITPOM3BOACTBY B HBI'Y

Mpunoxenne 16.1

BHYTPEHHSA OIIUCH
JAOKYMEHTOB jJeJsia Ne

Ne Nunexc Hata 3aroJoBOK JJOKYMEHTa Howmepa | IIpumeuanue

/T | JOKyMEHTa | TOKyMEHTa JIUCTOB
Jiena

1 2 3 4 S 6

Hroro JIOKYMEHTOB
(yugppamu u nponucwio)
KomnuecTBo 11MCTOB BHYTPEHHEN ONUCH
(yugppamu u nponucwro)
J1OJIKHOCTh JINYHAs IOAIHUCH H. O. ®amunmms
JlaTa
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MuUHHCTEPCTBO HAYKH | BhIcIIEro odpazoanus Poccuiickoit @enepanuu
®denepanbHOE TOCYIapCTBEHHOE OI0KETHOE 00pa30BaTENIbHOE YUPEKICHIE
BBICIIEr0 00pa3oBaHus « HHyKHEBapTOBCKUIA TOCYIaPCTBEHHBIH YHUBEPCUTET)
e CucrteMa MeHeJA:KMEHTAa KadecTBa
CMK-HU-III101.07 MHCTPYKIMA 11O AEJIOITPOU3BO/JCTBY B HBI'Y

Ipunoxenue 16.2
JIucr—3aBepuresnb gena

JIMCT-3ABEPUTEJIb JTEJIA Ne

B nene noammTo u MpoHyMEPOBAHO

nucta(oB),
B TOM YMCIIE:
JIUTEPHBIE HOMEPA JINCTOB
MPOITYLLIEHHbIE HOMEPA JIMCTOB
+ JIMCTOB BHYTPEHHEW ONKMCHU
OcobeHHOCTH (PU3UYECKOT0 COCTOSIHUS U (POPMUPOBAHUS JieIia Homepa
JIUCTOB
1 2
(HanmenoBanne nomKHOCTH pabOTHUKA)
(o amHMch) (pacumdpoBKa HOAMUCH)

Jlata

CMK-U-TIT101.07 | Bepems2 | J1ara02.11.2018 | Crp.74/86 |




MuUHHCTEPCTBO HAYKH | BhIcIIEro odpazoanus Poccuiickoit @enepanuu
®denepanbHOE TOCYIapCTBEHHOE OI0KETHOE 00pa30BaTENIbHOE YUPEKICHIE
BBICIIEr0 00pa3oBaHus « HHyKHEBapTOBCKUIA TOCYIaPCTBEHHBIH YHUBEPCUTET)
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biaank akra (0 BbljIeJIeHUM K YHUYTOKEHUI0 T0KYMEHTOB)

MuHHMCTEPCTBO HAYKH M BbICHIET 0
o0pa3oBaHus YTBEPXKIAIO
Poccuiickoit @enepauuu Pextop
®deepaibHOE IOCYIaAPCTBEHHOE

010/15keTHOE 00pa3oBaTeIbHOE C.J. Topros
yupeskaeHHe BhICIIero 00pa3oBaHus

«HukHeBapTOBCKUH
rocyapCcTBeHHbIH YHHBEPCUTET»

201 r.

AKT

No

O BBIIETIEHUH K YHUYTOKEHHUIO TOKYMEHTOB,
HE MOJIJISKANIUX XPAHECHUIO

Ha ocHoBanmm HoOMeHKIAaTypbl pen, «llepedHss THMOBBIX YIPaBIEHYECKUX apPXUBHBIX
JIOKYMEHTOB, 00pa3yIOLINXCsl B IPOLECCE AeATEeIbHOCTH ITOCY1apCTBEHHBIX OPraHOB, OPTaHOB MECTHOT' O
CaMOYTpaBJIEHUs] M OpraHu3alMif, C YKa3aHHEM CpPOKOB XpaHEHHUs» (YTBEpKIEH MPUKa30M
MunucrepctBa KynbTypsl Poccuiickoit @enepaunu ot 25 asrycta 2010 roma Ne558) u «llepeuns
JIOKyMEHTOB €O cpokaMu XxpaHeHuss MunucrepctBa mnpocseuieHuss CCCP, opraHoB, yupexJeHHH,
opranm3anuii cucreMbl mpocsemieHus» (M.1980) oroOpaHbl K YHHYTOXKEHHIO, KaK HE HMEIOIINE
Hay4YHO-MCTOPHYECKOMN [IEHHOCTU M YTPAaTUBILHUE IPAKTUUECKOE 3HAUECHUE JIeNa:

Nunexc nena | Kou- Cpokn

No | 3aronoBok nena unu rpynmnoBoit | Kpalinue 110 HOMEHK- BO « ;.)HCHI/I [Tpume-

n/n 3arojioBOK JOKyMEHTOB JaThl natype wiu Ne | mmcrto p B JaHue
JIeIia 10 OIHCH B
Hroro JINCTOB 3a roAbl
Honsxwcnocms pabomnuxka,
NpUHABUE20 OOKYMEHM bl noonucs HO.D.
Honoxcnocms pabomnuka,
coasuie2o 0OKyMeHmbl noonucs HO.D.
COI'JTACOBAHO
[TpoTokon K ®I'BOY BO «<HBI'Y»
Ne
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baank (0 BblieJIeHUN K YHHUYTOKEHUIO MevaTeil)

MUHHCTEPCTBO HAYKH W BbICIIET 0

o0pa3oBaHus

Poccuiickoit @enepauuu
®denepajbHOE TOCYIAPCTBEHHOE
010/15keTHOE 00pa3oBaTeIbHOE

yupe:xIeHue BhICIIero 00pa3oBaHus

«HukHeBapTOBCKUH

rocy1apcTBeHHbI YHHBEPCHUTET)

O BBIJICJICHUHU K YHUYTOKCHUIO

AKT

No

ITAMIIOB U TI€YaTeu

Ipunoxenue 18

YTBEPXJIAIO

Pekrop

C.A. T'opnos

201 r.

DKcrepTHass KOMUCCHs, Ha3HaueHHass npuka3soMm Pekrtopa ot 01.04.2014 roma Ne

050/1-O, mpou3sBena OTOOP K YHHYTOKEHHUIO YTPATHBIIHUX MPAKTHYECKOE 3HAYCHHE M
MPUIIEIITNX B HETOJAHOCTh CISAYIONMUX IITAMIIOB:

/1

HanMenoBanue neuatu
(mrramma)

Komn-8o

OTTHCK

OcHoBanue U
yH NYTOXCHUA

Hroro

Jonoicnocms pabomnuuxa,
NpUHABUIEe20 OOKYMEHMbL

COI''TACOBAHO
ITpotokon DK ®I'bOY BO «HBI'Y»

No

noonucoy

HO.D.

CMK-H-IIT101.07

| Bepcus 2

Harta 02.11.2018
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baank akra

MuHHCTEepPCTBO HAYKH U Bbicuiero oopa3oBanusi Poccuiickoii ®enepannu
DenepaibHOE TOCYIAPCTBEHHOE OK0/IKETHOE 00pa3oBaTe/ibHOe YYpeKIeHne
BBICILIEr0 00pPa30BaHMs
«HuxkHeBapTOBCKHI IOCYy1apCTBEHHbIN YHUBEPCUTET)

AKT

(0oama) No

O nepenaye €1 B apXuB

Mpl, HKenojmucaBiIuecsi, pPaOOTHUK (JOMKHOCTb, WHUIMAIBI, (haMUIIH)
CTPYKTYpHOI'O ToApa3feieHuss (Ha3BaHue) M (JOJDKHOCTb, WHHUIMAIbBI, (haMUIIUS)
COCTABWJIM HACTOSILIMI aKT B TOM, YTO IEPBBIN Cl1ajl, @ BTOPOW IPUHSLIL:

Ne 3aro/10BOK aejia Jlara HNupekc gena
n/n JOKYMEHTa
Cnan [Tpunsn
/ / /
«_» 201 ronm «_» 201 ronm
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MUHHCTEPCTBO HAYKH W BbICHIET 0

o0pa3oBaHus
Poccuiickoit @enepauuu

@®enepajibHOE rOCYIapPCTBEHHOE 0I0/IZKeTHOE
o0pa3oBaTe/ibHOe YUpe:KIeHue BbICIIero

o0pa3oBaHus

«HukHeBapTOBCKHUI rocy1apCTBEeHHbIN

YHUBEPCUTET»
lloopa3zoenenue

OIINCbH
No

O BBIJICJICHUHU K YHUYITOKCHUIO

AOKYMCHTOB, HC ITIOAJIC/KAIIIUX XPAaHCHHUIO

Ha ocHOBaHMM HOMEHKIIATYpHI

TelL,

Ipunoxenue 20

«llepedynss THUNOBBIX YIPaBIECHYECKUX

apXMBHBIX JOKYMEHTOB, OOpa3yloIIMUXCS B IMpoOLEcce AEATEIbHOCTH T'OCYAapCTBEHHBIX
OpraHoB, OPraHOB MECTHOI'0 CaMOYIIPABJICHUS W OpPraHU3alrid, C YKa3aHUEM CpPOKOB
XpaHeHus» (yTBEpKIEH npukazoM MuHucTepcTBa KynbTypbl Poccuiickoit @eaepanuu ot
25 asrycra 2010 roma Ne558) u «llepeuHs HOKYMEHTOB CO CpOKaMH XpaHEHUS
MunucrepcrBa npocsemenuss CCCP, opraHoB, y4peKAEHUN, OpraHU3alMid CHUCTEMBI
npocBemeHus» (M.1980) oroOpaHbl K YHUYTOXKEHUIO, KaK HE HMEIONUE HaydHO-
VCTOPUYECKOM LIEHHOCTH U YTPATHUBILHE MPAKTHYECKOE 3HAYCHHE JIENa:

Hnnexc
Ne Jiena 1o Koax-
n; 3aroJIoBOK J1€1a Uik TPyIIOBOH Kpaiinue HOMEHKJATy | BO Cpoku ITpume-
0 3arojI0BOK JJOKYMEHTOB JIaThl pe umu Ne | JIMCT | XpaHEHHUsd JaHue
Jena 1o OB
OIIUCHU
Cran
Jlonocnocmo N.0.0.
[Tpunsin
Jlonorcnocmob N.0.0.
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Ipunoxenue 21

KypHan perucrpauyvu BXoasilied J0KyMeHT AU
(cmpykmypHo2o noopa3zoeyienus)

OBPA3EI]
Ne Hara dara u HoOMep Bua noxymenra u Koppecnonaenr HUcnonnurenn
NMOCTYIUIEHUsI | [OKYMEeHTa | KpaTKoe cojaep:kanue | (0T KOro MmocTymuj
JOKYMEHTAa JOKYMEHT)
1 02.02.2018 01.02.2018 | Ilpuxaz «0O6 yuéme | Ynpasnenue no | Heanoea U.I1.
Ne 102-O pabouezo spemeru» pabome c
nepcoHaIom u
OOKYMEHMAYUOHHOMY
obecneyeHu0
KypHas perucTpauyvu UCXoAsilei JOKYyMEeHTAMU
(cmpykmypHo2o noopa3zoeyienus)
OBPA3EI]
Ne Hara Bun noxkymenra u Kparkoe Anpecar Hcnonnurens
OTHPABJIEHUS | PETUCTPANMOHHBIN cojiep:kaHue
AOKYMEHTAa HOMEp IOKYMEeHTa AOKYMEHTa
1 03.02.2018 Iucvmo (0] npoxoxcoenuu | Huocneeapmoasck, Hexan
Ne 2372018 NCUxon020- Owmckas, 0. 35 Ilempos JI.A.
neoazocuueckoul Hupexmopy
NPaAKmuKu MBOY CLI Ne 32
2 04.02.2018 Cnyoceonas 3anucka | 06 usmenenuu 6 | Ilpopexmop no | Cuoopoea U.I1.
No 23 VUeOHbIX NAAHAX VP
Usanosy U.11.
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Ipunoxenue 22
JOKYMEHTbDI, HA KOTOPBIX CTABUTCS 'EPBOBASI IIEYATD

1. AxTel (mpuéMa 3aKOHYEHHBIX CTPOUTEICTBOM OOBEKTOB, OOOPYIOBAHMS,
BBINOJIHEHHBIX padoT, 3KCIIEPTU3HI U T.1.);

2. JloBepeHHOCTH;

3.  T'paxxmaHcko-mpaBoBbIE JOrOBOpbl (IIOCTaBKM, TMOApSAAa, O HAy4dHO-
TEXHUYECKOM COTPYIHUYECTBE, apeH i€ TOMEILIEHHUH U T.1.);

4. 3anmanus (Ha MPOEKTUPOBAHHE OOBEKTOB U COOPYKECHHH, Ha KamUTaIbHOE
CTPOUTEIBCTBO, BHIMOJIHEHUE TEXHUYECKUX MPOEKTOB U T.1.);

5. 3asBku (Ha o0oOpya0BaHUE, U300PETEHUE U T.11.);

6. 3asBieHus (Ha aKKpEeIUTUB U T.1.);

7. 3akitoueHHsT W OT3bIBbl OpraHU3alluii Ha JUccepTaluu, aBTopedepartsl,
HalpaB/iieMble B BBICHIYIO AaTTECTAlMOHHYI0 KOMHUCCHIO, a TakKe JOKYMEHTHI,
CBSI3aHHBIC C 3alIUTONW JuccepTanuu (yIOCTOBEPEHHS O claye KaHAMJATCKUX
HK3aMEHOB, BBINIMCKA 3aceqaHus kKadeapsl u T.1.);

8. JlokymeHTsl ¢ oOpa3mamMu OTTHUCKOB IeYaTel W TMOAMHCEH paOOTHHUKOB,
UMEIONINX MTPABO COBEPIICHHS (PMHAHCOBO-XO3SHCTBEHHBIX OIEPAaIlHii;

9. Harpanasbie IUCTHI

10. TIlucbma rapantuiiHbie (Ha BhINOJHEHUE PaOOT, YCIYT, OIJaTy U T.1.);

11. TlonoxeHuss 0 CTPYKTYPHBIX MOJAPA3NCICHUSX, WHCTPYKIIMH, TpaBUiia U
JpyTHe JOKaJbHbIE aKThl YHUBEPCUTETA,;

12. TIpotokodmbi;

13. Peectpnl (uekoB, OOKETHBIX MOPYYEHUH, MpencTaBisgeMbix B ['ocOaHk u
T.J1.);

14. Cwmertbl pacxo0B (Ha coAep)KaHKe anmnapara yrnpaBJeHus, Ha MOJTOTOBKY U
OCBOCHHE MPOM3BOJICTBA HOBBIX W3/ENUM, Ha KAIBKYJIALMIO K JOTOBOPY MOApPsAa, Ha
KalUTAIbHOE CTPOUTENBCTBO U T.11.);

15. ChopaBku (JMMUTHBIE, O BBIIUIATE CTPAXOBBIX CYMM, HCIOJIb30BAHUH
OIO/IKETHBIX aCCUTHOBAHMI HA 3apIljiaTy, O HAYMCICHHON M MPUYHUTAOIIEHCs 3apIuiaTe,
apXUBHBIE U T.11.);

16. VYcraB yHuBepcuTeTa, U3MEHEHHS U IOMOJIHEHUS K HEMY;

17. IllratHble pacnHCaHMs U U3MEHEHHUS K HUM;

18. TpynoBsie JOTOBOPHI U JOMOTHUTEIBHBIC COTTAIICHUS K HUM;

19. JloroBopsl 0 MaTepuaIbHOU OTBETCTBEHHOCTH;

20. J10JDKHOCTHBIC HHCTPYKIIHH;

21. CopaBku, yaocroBepsAllire O00ydeHHE B YHUBEPCUTETE CTYACHTOB
JTHEBHOM (hOpMBI O0YUEHHUS U aCTUPAHTOB, POPMEI 26;

22 Jlpyrue  JAOKYMEHTHI, IS KOTOPBIX  3aKOHOJATEJIbCTBOM PO
IpeycMaTpUBaeTCs MPOCTaBIIEHUE repOOBOM IeyaTH OpraHu3aluy.

Ha ocrampHbIX JOKyMEHTax, HE TpeOYyIOIIHUX O0CO00ro MOATBEPKIACHUS
NOJIMHHOCTH, CTaBUTCS MPOCTas MevaTh.
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Ipunoxkenue 23

Pexomenaanum
10 MCMOJIb30BAHUIO OT/IEJIbHBIX, HA00JIee YacTO yNnoTpeOd/asieMbIX CJI0B U
YCTOWYHUBBIX COYETAHUI, MCMOJIb3YEeMbIX NMPH MOAT0TOBKE CJIYKEOHBIX IOKYMEHTOB

1. Cunmaxcuuecxkue KoHcmpyKyuu, UCNOIbL3yemMble
0715 U3NI0JHCEHUSL MOMUBOE 00BACHEHUS NPUYUH
NPUHAMUSA MeX UIU UHBIX OeUCTBULL:

— B mopsinke oka3zanus nomou npoury Bac

— B nesisix oOMeHa onbITOM Harpasiisiio B Bamn
aapec — B nopsake uckimouenust — BBuay oco0bix
00CTOATENHCTB

— B cBs13u ¢ 3aBepuieHueM padoT o — B cBs3u ¢
HOPUHATUEM PELIEHUS O

— B cooTBeTCcTBUU C paHEEe JOCTUTHYTOU
JIOTOBOPEHHOCTHIO — [10 B3anumHOM
JIOTOBOpEeHHOCTU Mexay — CornacHo Baien
3as1BKE

— HecMoTps Ha TO-TO U TO-TO, IPOJOJIKAET UMETh
MECTO

2. DopmyauposKu OJis 8bIpaAd*CeHUs OMKa3a:

— HecMoTpst Ha npeAnpuHsThIE HAMU
(opranuzanueit) ycunusi, Baie yka3aHue ocraercs
HEBBITIOJIHEHHBIM B CBSI3U C

— K coxanenuro, yaoBieTBOpuTh Barry mpocs0y
HE MPEJICTABIISIETCS] BO3MOXKHBIM, TTIOCKOJIBKY

— Barre pacmopsbkeHre He MOXKET ObITh
BBITIOJTHEHO K YCTAHOBJIIEGHHOMY CPOKY 10
CIIEYIOLUM TPUYUHAM

— MpbI HE MOXXEM MPEIOCTABUTh MHTEPECYIOIIYIO
Bac HH(OPMAIIHIO, TaK KaK

— Opranusanus He pacroiaraeT BO3MOXHOCTIAMU
JUTS BBITIOJTHEHUSI TAHHOM 3a/1a4M U3-3a
OTCYTCTBHSI.

3. @opmyauposxu 0711 8blpadiceHus
npeoynpescoeHus.:

— Hammomunaem BaM, 4TO 4epe3 TaKOe—TO BpeMs
CPOK COTJIAIICHUS UCTEKAET

— Opranmsanus yBegomisier Bac o Tom, uto

— CuntaeM HEOOXOIMMBIM €IIe pa3 HATIOMHUTh
Bam o ToMm, uTO

— Opranuzanus coxpaHser 3a coooi MpaBo B
OJTHOCTOPOHHEM TOPSJIKE MTPUOCTAHOBUTH

4. Yemoiiuuevle pacnopsoumenvhvie 000pomsi:
— BBectu B 3kcmtyaranuto — O06s3aTh

PYKOBOIUTENS
— KoHTponms 3a ucCnomHeHHMEM — HACTOALIEH
JUPEKTUBBl  BO3JIOXKUTH Ha —  HasnHauuts

paccrienoBanue 1mo (akry
— M3pIcKaTh AOMOTHUTEIbHBIE BO3MOKHOCTH IS

5. Qopmynuposku 0n nooyepKuBauus 0cooOou
BAJHCHOCU CBeOeHUll (0MOeNbHbIX PaKmos):
— be3onacHOCTh rapaHTUPYETCS

— JlokyMeHTanusi BbICIaHa B Bam  anpec
HapoyHbiM — [IpeanpuHUMAIOTCS dSHEPrHYHbIC
MepBI 110

— KondunenunansHocTs nH(popManuu
obOecreueHa

- Conepxxanue MpoeKTa OMepaTUBHO
KOppEKTUpyeTrcs

— BbIABICHHBIE HENOCTATKHU YK€ YCTPAHSAIOTCSA —
Boinenensl 1ONOTHUTENBHBIE CPEACTBA HA —

— B kpaTyaiimme cpoku opraHusyercs

— YCTaHOBJIEH JKECTKHUM MOBCEIHEBHBIN KOHTPOJIb
3a

6. Ycmoiiuuevle 06opomul peuis:
—Haumenee cnoxHblii
—Hawnnyummii apdpexr
—Oxa3ath IIOMOIIb
—PykoBOACTBO cunTaeT BO3MOKHBIM
—Cpo4HO co00ITITE
—ObecneubTe BHITOTHEHHE
—JlonoxuTte NpensioKeHus 1o
—BeposTHbie cpokn
—CoobmuTe 1aHHbIE
—IloaroroBsTe K OTIIpaBKE
—Haubonee BaxHbIit
—Hanxynmmii pesynbrar
—IIpousBectu nmpoBepKy
—Opranu3zanys He BO3paxaer
—Hemennenno ycrpanure
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JIECTBUE JOTOBOpa O
— BasrTole Ha cebs opraHuzanyeil rapaHTUHHBIE
00513aTeNIbCTBA YTPAUMBAIOT CBOIO CHITY C

—Co3pnaiiTe He0OOXOIUMBIE YCIIOBUS
—OnTuMansHOe perieHne
—IloaTBepaure nosyueHue
—Hanpasbste B Mol anpec
—Pemmre camocTosTENEHO

1. Qopmyauposku 0 y8eOOMIeHUL:

— CTaBHUM Bac B U3BECTHOCThH O TOM, YTO —
Opranmsanus usseniaet o — Coodmaro Bam
— JloBoxky 1o Bamrero cBegenusi, 4To —
JloknaasiBaro o

8. Dopmyaupoexu 0715 bIPaAAHCEHUsI NPOCHO.
—IIpomry Bac HanpaButh B MO aapec
—Yb6enutensHo npoiry Bac pemuTts Bompoc o
—B pamkax npenBapuTesbHON JOTOBOPEHHOCTH C
npeacraBuTeseM Banieil opranu3anuy mpoury
paccMOTPETh BO3MOKHOCTh

—Hcxons n3 BeMYHUHBI TOA0BOT O JINMHUTA MPOIILY
U3bICKATh JJIS1 HYXK]Jl OpraHu3anuu

9. Haubonee uacmo ynompebisiemvie 21a20bl.
— BBINOJIHUTG (MCIIOJHUTB) — IPEKPATUTH
—00paTUTh (BHUMAHHE HA)

—CIUTAHUPOBATH (CKOOPIMHUPOBATH)

—Cco3/1aTh

—OpraHu30BaTh

—COOOIIUTH (JT0TO0KHUTH)

—pewuTh (pa3pernTh)

—3aBepIInTh

—HaIpaBUThb (OTIPABUTH)
—BBECTH (B IKCILTyaTaIUIO)
—OCYILIECTBUTH (peaan30BaTh)
—BOCTIOJIHUTH (TIOMIOJTHUTH)
—00ecIeunTh

—TPEICTaBUThH (MPETOCTABUTH)
—yTOYHUTH

—yCTpPaHUTD

—yCTaHOBUTH

—BBISIBUTDH (BBISICHUTD)

10. Haubonee uacmo ynompeonsiemoie
npuiazamenvhwle:

— CPOYHBIi (OrepaTUBHBIN) — MEPCIEKTUBHBIN —
TJIaBHBINA (OCHOBHOM)

— CEepbE3HBIN (CYIIECTBEHHBIN) —
JOIOJIHUTENbHBIA — HENOCTATOUYHBINA —
MIPOMEXKYTOUYHBIA — KOHKPETHBIN —
BTOPOCTENEHHBIA — BAXKHBIM — BEAYIIHN —
TJIAHOBBIN — TTOJTHBIN

— 3aKTIOYUTENLHBINA — OOIIMIA — BBICIITHI —
JTyY AN

— HaJCKHBIN
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®denepanbHOE TOCYIapCTBEHHOE OI0KETHOE 00pa30BaTENIbHOE YUPEKICHIE
. BBICIIEr0 00pa3oBaHus « HHyKHEBapTOBCKUIA TOCYIaPCTBEHHBIH YHUBEPCUTET)
e CucrteMa MeHeJA:KMEHTAa KadecTBa
CMK-HU-III101.07 MHCTPYKIMA 11O AEJIOITPOU3BO/JCTBY B HBI'Y

Ipunoxenue 24
CXEMA
cCHCTeMAaTHU3aliH /1eJ1 B HOMEHKJIaType

1. 3akoHBI, YKa3bl, paCOPSKEHUS BBIIIICCTOSIIUX OPTaHOB

2. YcraBbl, yapeaUTeNbHbBIE JOTOBOPHI, CBUICTEIHLCTBA O PETUCTPAIIUH,
JMKBUJIAIIUYA OPTaHU3AINH

3. Tlonoxenus

4. TlpaBwia, UHCTPYKITUH, PETIIAMEHTHI, HOPMBI, METOJIUYECKUEC YKA3AHMUSI,
PEKOMEH AU, pa3pad0TaHHBIC B OPraHU3aINH

5. Jlunensuu, cepTu(uKaThl, aTTECTAThI HA OCYIIECTBICHUE
OCHOBHOM JI€SIT€IbHOCTU

6. Ilpuka3er*

7. PacnopsixeHus™

8. [IIpoTokosbl 3acemannii U COBEIIATENLHBIX OPTaHOB™ (8 opeanusayuu
YacmHoU opmbl COOCMBEHHOCU PACNONALAIOMCSL Neped NPUKA3AMU)

9. TlocraHoBneHus, perieHuss COOpaHUI M COBEIIATEIbHBIX OPraHOB ™

10. Ilnanel, mporpamMmbl, MPOTHO3bI, KOHUEMIUN Pa3BUTHsA, OalaHChl JOXOAOB U
PacxoJloB (8 nianax u 6anraHcax ykasams nepuod): NepcreKTUBHbIE, 3aTEM T'0JJOBbIE

11. lllTaTHBIE pacTiuCaHUs

12. CMeTBI TMMUTBI, TOC3aKa3bl

13. Ot4etsl, OyxTanTepckue OaNaHChl, CBEICHHS, AaHATUTUICCKUE 3aTHCKH,
0030pBI, CIIPaBKH U TAOIHIIBI (8 omuemax u OaLaHcax yKkazams nepuoo)

14. Crarot4ers! (yka3aTh (hOpPMBI)

15. JloroBopsl, KOHTPAKTHI, COTJIAIIEHHUs, TPAHThI, MAacopTa CASIOK™

16. Jlokmazsl, TOKJIATHBIC 3aIMMCKH, CIIPABKH, CBOJKH, pacueThl, 000CHOBAaHMS *

17. JIOKyMEHTHI (8 CKOOKAX yKazamv cOCmas OOKYMeHmos)™

18. AKTHI, 3aKJIFOUEHUS POBEPOK OpraHU3alum*

19. Criucku, peecTpsl

20. TlpeiickypaHThbl, TapudbI

21. XKypnansl, KHUTH y4yeTa™

22. Tlop6opku myOnuKamuii 06 opraHu3aliy, TUIIOMbI, TPaMOTHI O

HarpaXxJaCcHUU OPTaHU3aAIH, ATbOOMBI, OYKIIETHI, TEPHOIUICCKIC N3TaHUS

OpraHu3aluu

23. Ilepenicka 1o OCHOBHOM JESITEIILHOCTH C BBIMIECTOSIIIUMA OpraHU3aUSIMHU
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MUHHCTEPCTBO HAYKH U BEIcliero obpazoBanus Poccuiickoit Penepanuu

®enepanbHOE rOCyJapCTBEHHOE OI0XKETHOE 00pa30BaTENbHOE YUPEXKICHHE
BhICIIEro 00pazoBanus «HuKHEBapTOBCKUHN rOCYyIapCTBEHHBIH YHUBEPCUTETY

CucreMa MeHeJIKMEHTAa KadecTBa

CMK-W-TIII01.07

WHCTPYKLUA 1O AEJIOITIPOU3BOJCTBY B HBI'Y

JIMeT coryiacoBaHus JOKYMeEHTa

Ne JIOMOKHOCTD PYKOBOIMTEIIS, C ()5(0) Rz
COracoBaHUs Jlara
n/n KOTOPBIM COTJIacyeTcs JOKYMEHT PYKOBOJAHUTEIS - —r
1. |Ilepeeii mnpopextop, mpopektop Mo | IToronsmues JI.A ‘ ,_\ 4 2. AP
Hay4HOH paboTe L g 0. !3{7/
2. | Hawanenuk ympasneHus no pabore ¢ | Huxutuna M.JL y
MEPCOHANOM W JOKYMEHTAOHHOMY % LI /&,/4@
obecnedyeHnIo
3. | Menemxep 1o Ka4ecTBy Kpyrmukosa I'.I'. 4/%__# 02 3 10,00 f
/ [ A
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MuHKCTEpCTBO HAYKH U BBICIIEro obpasosanwus Poccuiickoit Denepaiuu

@enepanbHOE roCyAapCTBEHHOE OI0MKETHOE 00pa30BaTENbHOE yUpPEKIEHHE
BBICIIEro o6pasoBanus « HHKHEBapPTOBCKUIN rOCYAapCTBEHHBIN YHHBEPCHTETY

CucTtemMa MeHeIKMEeHTa KadyecTBa

CMK-H-I11101.07

MHCTPYKLWA 110 JEJIOITPOU3BOJACTBY B HBI'Y

JIMeT perucrpauuy u3mMeHeHH il

Pasnen (moapasnen),
B KOTOPEIH BHOCSATCS
W3MEHEHHS

OcHoBaHus s Kparkas xapakrepucTuka Hara u Homep
H3MEHEHHH BHOCHMBIX M3MEHEHHI IIPOTOKONIA
VYueHoro cosera

l
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MHUHHCTEPCTBO HAYKH M BhICIIEro obpaszosanus Poccuiickoit @enepanun

DenepanpHOE rocy1apCTBEHHOE OI0IXKETHOE 00pa30BaTENbHOE YUPEXKIEHUE
BBICIIEro 0OpasoBanus « HiuKHEeBapTOBCKHI rOCYIapCTBEHHBIH YHHBEPCHUTET)

Cucrema MCHEAXKMEHTA Ka4YeCTBA

CMK-U-IIII01.07 | MHCTPYKIMA 110 AEJIOIIPOM3BOJCTBY B HBI'Y

JIMCT 03HAKOMJIEHHS

/1

JOJDKHOCTD (0)5(0) Iloanuce Hara
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