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CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

1. OOmme noJio:KeHUst

1.1. WHcTpyKuwMs Mo IeIonpou3BOJCTBY (nanee — MHCTpyKIus) yCTaHABIMBAET
€AUHYIO CHUCTEMY JEJIONPOU3BOJACTBA M OpraHu3aluu paboThl C JOKYMEHTAMH B
dbenepaTbHOM  TOCYJApCTBEHHOM  OIO/DKETHOM — O0OPa30BATEIbHOM — YUPEXKIICHUU
BBICIIETO 00pa3oBaHusl «HHKHEBAPTOBCKHII TOCYIapCTBEHHBI YHUBEPCUTET» (Haliee
— VYuusepcurer, HBI'Y). MHWHcTpykuus yCTaHaBIMBAeT €AUHYIO) CHUCTEMY
JIEJIONPOU3BOCTBA, MOPSIOK MOJATOTOBKH, OQPOPMIICHUS, TPOXOXKICHUSI, KOHTPOJIS 32
UCIIOJTHEHUEM, YYETOM, XPAHCHHEM, NIeYaTaHUEM, KOIMMPOBAHUEM U TUPAKUPOBAHUEM
CITy’KEOHBIX JOKYMEHTOB.

1.2. Ilpumenenne MHCTpyKIUU CcrmocoOCTBYeT (OPMHUPOBAHUIO  E€IUHOIO
o(pUIMATBHO-JIET0BOrO CTUJIS IOKYMEHTOB YHHUBEPCUTETA, YHU(PUKALUU OPOPMIICHUS
U CTPYKTYpPbI TOKYMEHTOB, IOAroTaBiMBacMbix B HBI'Y, moBBIIIEHUIO ONIEpaTUBHOCTH
WCIIOJIHEHHMSI IOKYMEHTOB U Kau€CTBA UCIIOTHUTEIbCKON TUCHUTLIIUHBI.

1.3. MHCTpyKIKs pacpocTpaHsIeTCs] Ha OpraHU3aluio paboThl ¢ JOKYMEHTaAMH
BO BCEX CTPYKTYpHbIX mnozapaznaeneHusix HBI'Y He3aBUCMMO OT BHJOB HOCHUTENS U
crocoOOB mepenaud WHPOpMAaIMM, B TOM YHCJIE€ U DJICKTPOHHBIE JOKYMEHTHI.
ABTOMAaTHU3UpPOBAHHBIE (KOMITBIOTEPHBIE) TEXHOJIOTMU JOJDKHBI COOTBETCTBOBATH
TpeOOBaHUAM PEKOMEHAALMI 110 AEIONPOU3BOICTBY Y HUBEPCUTETA.

1.4. OTBETCTBEHHOCTH 32 MPABUIIbHYIO OPraHU3aLUI0 pabOThl C JOKYMEHTaMH B
CTPYKTYPHBIX TMOAPA3NAECICHUAX YHHBEPCUTETA BO3JAraeTcsi Ha PYKOBOAUTEIEH ATUX
IIOApa3ICIICHUH.

1.5. HenocpencTBeHHOe  BeleHUE  JIEIONPOM3BOJCTBA  BO3JAraercsi Ha
pabOTHUKOB, OTBETCTBEHHBIX 3a JTy pPabOTy, KOTOpble O0OECIeUMBaIOT YYET H
IPOXOXK/IECHNUE TOKYMEHTOB B YCTAHOBJICHHBIE CPOKH, MH(OPMHUPYIOT PYKOBOACTBO O
COCTOSSHUM HX MHCIIOJHEHHS, OCYIIECTBISIOT O3HAKOMJIEHHE pAa0OTHUKOB C
HOPMAaTHUBHBIMH U METOJUYECKUMU JOKYMEHTAMH 1O J€JIONPOU3BOICTBRY.

1.6. Tlepen yxomoMm B OTIYCK, BBIE3JIOM B KOMaHIUPOBKY, Ha Bpems OOJIC3HH
pabOTHUK 00s13aH TepeaTh BCE HAXOMASIIMECS Y HEro Ha MCIOJHEHUU JOKYMEHTHI
paboTHUKY ero 3aMmemaronieMy. [lpu yBoiabHeHnN paboTHUKA YHHUBEPCUTETA Mepeaade
MOJ/JIEXKAT BCE TOKYMEHTBI, O YEM COCTABIISIETCA aKT IpHeMa-liepeiadyd TOKYMEHTOB U
nen.

1.7. HoxymenTtsl B moapaszaenenusx HBI'Y BenyTcst u XpaHaTcs B COOTBETCTBUE
C YTBEPKICHHOM HOMEHKJIATYPOU JIEIL.

1.8. Meroaudeckoe  pyKOBOACTBO M  KOHTPOJb 32  COOJIOJEHUEM
YCTAaHOBJICHHOTO TOPSIIKAa pabOThl C JTIOKYMEHTAMU B CTPYKTYPHBIX MOJIpa3eiICHUSIX
OCYIIECTBIISIET YTpaBjieHHEe MO padoTe C TMEepPCOHAIOM U JIOKYMEHTALIMOHHOMY
o0OecreueHnI0 YHUBEPCUTETA U OTJEI YIPABICHUS KAUECTBOM.

1.9. Tonoxenus WHCTPYKIMHM pacHpOCTPAHSIOTCS KaK Ha TPATUIIMOHHOE
JIEJOMPOU3BOACTBO, TaK M HA OpPraHU3alMio0 paboThl C JOKYMEHTaMH C TOMOLUIBIO
ABTOMATU3UPOBAHHBIX (KOMITBIOTEPHBIX) TEXHOJIOTHA.

[IpaBuna  BeAeHUs  JEJIOMPOM3BOJICTBA,  YCTAHOBJIEHHBIE  HACTOALIEH
WNHcTpykuuel, sSBASIOTCS 00S3aTENbHBIMU JJI1 KaKJIO0ro pabOTHHKA YHHUBEPCHUTETA.
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[Ipunumaembie B HBI'Y paOOTHHKM JOJKHBI OBITH O3HAKOMJIEHBI C HACTOSILEH
HucTtpykuueit B 00s3aTeIbHOM MOPSIKE.

1.10. B mnHacTofAmedl WHCTPYKIMU HCIOJIB30BAHBI CCBUIKM Ha CIEAYIOIINE
HOPMAaTHBHBIE JOKYMEHTHI:

— I'OCT P 7.0.97-2016 — Cucrema cTaHgapToOB MO0 HH(POPMAIHH,
OMOIMOTEYHOMY W U3JaTeNbcKOoMy neny. OpraHu3alliOHHO-PACIIOPAIUTENIbHAS
nokymeHTarus. TpeboBanusi K 0hOPMIICHHUIO TOKYMEHTOB;

— I'OCT P HUCO 9000-2015 Cucremsl MeHemxkMeHTa kadectBa. OCHOBHBIE
MIOJIOYKEHHUSI U CIIOBApPb;

— T'OCT P 1.5-2004 — Crannaptuzamus B Poccuiickoit denepanuu. CtanaapTsl
HauvoHanbHble Poccuiickon ®epepauuu. IlpaBuna nocTpoeHUs, HU3JI0KEHUS,
odopmiieHUsI U 0003HAUCHUSY;

— Metonuueckue  peKOMEHJAMU MO  pa3pabOTKe  HHCTPYKIUH 1O
JIEJONPOU3BOACTBY B (heIepaIbHBIX OPraHaX MCIIOJIHUTENBHON BIACTH, YTBEPKICHHBIE
npuka3oM Pocapxusa ot 23 nekaOpst 2009 r. Ne 76;

— IlpaBuna penonpousBoacTBa B (heaepalibHBIX OpraHax HCIOTHUTEIbHON
BiacTH, yrBepkaeHHbIe [locranoBnenuem IIpaBurensctBa PO ot 15.06.2009 rona
Ne 447;

— OcHoBHbIE MpaBuiIa padOTkl apxKuBOB opranu3aiuii ot 06.02.2002 roxa;

— «IlepeueHp THUNOBBIX JOKYMEHTOB, OOpa3yromuxcsi B ACSITEIbHOCTU
TOCKOMHUTETOB, MHUHHCTEPCTB BEJOMCTB M JPYIHMX YUYPEXKACHHUM, OpraHu3alui,
NPEANpUATUN C yKa3aHUeM CpOKOB XpaneHus» (M., 1989 r.);

—  «llepeueHb  TUIMOBBIX  yNPAaBIECHYECKHX  ApPXUBHBIX  JOKYMEHTOB,
oOpa3yloIuxcsi B TMpolecce JeATENbHOCTH TOCYJAapCTBEHHBIX OPraHoB, OPIaHOB
MECTHOTO CaMOYIIPaBJIEHUS W OpraHU3aluid, ¢ YKa3aHHEM CpPOKOB XpaHeHus» (M.,
2010 r.);

— Ycra HBI'Y, yrBepxkneH npukazom MuHuctepcTBa 00pa3oBaHHsI M HAyKH
Poccuiickoii ®eaepaunn ot 31 gexadps 2015r. Ne 1570.

2. Ha3nauenmue u 00;1aCTh NPUMEHEHUS

2.1. Hacrosimas MHcTpyKLKs 1O J1€10NPOU3BOICTBY YCTaHABIUBAET:

— TpeOOBaHUS MO OpraHMU3alMM JEJIONPOU3BOACTBA U KOHTPOJIS HCIOJHEHUS
JOKYMEHTOB, PACCMOTPEHHBIX PEKTOPOM;

— TpeboBaHus 0 0()OPMIICHHUIO OTJEIbHBIX BUJIOB JOKYMEHTOB;

— TpeOOBaHUS K OpraHU3alK XpaHEHUsI JOKYMEHTOB;

— MOPSIOK PETUCTPALIMU U YU€Ta OTIPABISIEMbIX U BHYTPEHHUX JOKYMEHTOB;

— TOPSIIOK  yueTa, OOOOIIEHHS W PACCMOTPEHUS Pe3yJIbTaTOB KOHTPOJIS
UCTIOTHEHHs] JOKYMEHTOB W KOHTPOJS pEIICHWH, MNPHUHATHIX Ha TEXHUYECKOM
COBEIIAHUN PYKOBOJIMUTEIIEU TOAPA3ACIICHUN;

— TpeboBaHUS K OpraHu3aliy NpueMa U rnepeaadu (pakCUuMUIbHBIX COOOLIEHUMH;
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— TMOPSAOK MPOBEACHUS JKCHEPTU3bl LIEHHOCTH W TOPANOK YHUYTOXKECHHS
JOKYMEHTOB;

— TOPSAJOK COCTABIICHUS U BEJCHHUS HOMEHKIIATyphl Aen HBI'Y;

— IOPAIOK IEpefayu Aejl Ha XpaHEHUE B ApXUB Y HUBEPCUTETA,;

— TOPSIOK YTBEPKICHUS U U3MEHEHUSI HHCTPYKLUH.

2.2. VHcTpyKmus o0s3aTeNbHA 71 UCTIOJIHEHUS BCEMU JI0JDKHOCTHBIMU JIMITAMH
YHuBepcurera.

3. TepMuHBI U onipe/ie/IeHNs]

3.1. B HacTos1Ie HHCTPYKIIMU UCIOJIb30BaHbl TEPMUHBI C COOTBETCTBYIOIIUMHU
onpenenenusmu no I'OCT P UCO 9000-2008 u crnenyromme onpeacacHus:

ABTOP JOKYMEHTA — JIOJDKHOCTHOE JIMII0, CO3/IaBIIEE JOKYMEHT.

biaank paokymMenta — HaOOp pPEKBU3ZUTOB, HIACHTUDUIIMPYIOMIMX aBTOpa
0(UIHATIBHOTO MTUCbMEHHOTO JOKYMEHTA.

Bua nokymeHTa — TPUHAIICKHOCTh MHUCBMEHHOTO JOKYMEHTa K CHUCTEME
JOKYMEHTAIIMU [0 TMpU3HAKaAM COJepKaHUsS U 1I€JIEBOr0 Ha3HayeHus (MpuKas,
pelieHue, akT, CrpaBka H T.I1.).

Bu3a — peKkBU3UT JOKYMEHTA, BBIPAKAIOUIUN COIVIACHE WM HECOTJIACHE
JOJKHOCTHOTO JIMIIA, COOTBETCTBYIOLIETO cHeuanucTa (paboTHUKA) C COJEpKaHUEM
JOKYMEHTA.

BHyTpeHHMi TOKYMEHT — JIOKYMEHT, pa3paOOTaHHBIA M MpeTHA3HAYCHHBIN
JUIsl BHYTPEHHETO MCIIOJIb30BAHUS U HE BBIXOSIIINIM 3a MPEeabl Y HUBEPCUTETA.

Bxoasimumii JQOKYMEHT — JIOKYMEHT, IIOCTYNAKOIUHA B YHHUBEPCUTET OT
KOPPECIIOHEHTA.

/les10 — COBOKYMHOCTh JOKYMEHTOB, OTHOCAIIMXCS K OJHOMY BOMNPOCY WU
Y4acTKY JAeATEeIbHOCTH, TOMEIICHHBIX B OTACIBHYIO O0JIOKKY.

/{eJ1Ionpou3BOACTBO — OTpacilb JESITENbHOCTH, obecnieunBaroias
JOKYMEHTHUPOBAaHUE M OpraHu3aluio paboThl ¢ OQUIMATBLHBIMU JOKYMEHTAMHU B
OpraHu3alvu.

JIOKyMeHTAIIMOHHOE oO0ecleYeHne YNPABJEHUSA — JICSITEIbHOCTh arapara
yIPaBJICHUs], OXBATHIBAIOIIAsI BOIIPOCH JOKYMEHTHPOBAHUS M OpPTaHU3AIlUU PabOTHI C
JIOKyMEHTaMU B TIPOLIECCE OCYIIECTBICHUS UM YIPABICHUECKUX (DYHKIIHM.

JIOKyMeHT (IOKYMEeHTHpPOBaHHasi UHpopmMauus) — 3aQUKCHUpPOBaHHAs Ha
MaTEepPUAIbHOM HOCHUTENEC IMyTeM JOKYMEHTHUPOBaHHS HHGOPMAIMS C PEKBU3UTAMH,
MTO3BOJISIOIIUMHU €€ UIACHTU(UITUPOBATS.

JIOKYyMEHT 3JIeKTPOHHBIH — JOKYMEHT, B KOTOPOM HH(OpMAIMs TpeICTaBlICHA
B DJICKTPOHHO-TIIU(PpOBOI Popme.

JIoKyMeHTMpPOBaHUE — 3aMuch WHGOPMAIUM HA PA3JIUYHBIX HOCHUTEISIX 10
YCTaHOBJICHHBIM MPaBUJIAM.

JIoKyMeHT0000pOT — ABWKEHUE JOKYMEHTOB B OpraHM3allMM C MOMEHTA HX
CO3/IaHUA WJIM TIOJIYYEHUS 10 3aBEPIICHUS UCTIOJIHEHUS WM OTIIPABKHU.
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3aBepeHHass KONMsl — KOMMs JOKYMEHTAa, Ha KOTOPOM B COOTBETCTBUM C
YCTaHOBJICHHBIM MOPSAKOM IMPOCTABISAIOTCS HEOOXOIUMBIE PEKBU3UTHI, MPUAAOLINE
€l FOPUIUYECKYIO CUITY.

Hexoasimumid  JOKYMEHT — JOKYMEHT, CO3JaHHbIM B YHHBEPCUTETE U
OTIIPABIICHHBIN aJpecary.

Konusi 10KymMeHTa — TOKYMEHT, MOJHOCTbIO BOCIIPOU3BOAAIINN HHPOPMAIIIO
NOJJIMHHOTO JOKYMEHTA U BCE €r0 BHEIIHUE MTPU3HAKU WIIU UX YaCTh.

HaunMeHoBaHue 1o0KyMeHTa — 0003HaYEHUE BUA TMCbMEHHOTO JOKYMEHTA.

HomeHnkiatypa aea — CUCTEMAaTHU3UPOBAHHBIM MEPEUYCHb HAUMEHOBAHUW JIET,
3aBOJIUMBIX B OpPraHU3AlMM, C YKAa3aHUEM CPOKOB HX XpaHEHHs, O(DOpPMIICHHBIA B
YCTAHOBJIEHHOM TOPSIIKE.

Opranm3anuss  padoTbl ¢ JOKyMEHTaMH — oOOecliedeHHe Ipoliecca
JOKYMEHTUPOBAHMSI, OPTaHU3alUU JOKYMEHTOOOOpOTa, CO3/1aHuid HH(POPMALHUOHHO-
ITOMCKOBBIX CUCTEM, KOHTPOJIS UCIIOJHEHUS JOKYMEHTOB, XPAaHEHUS U MCIOJIb30BAHMS
JNOKYMEHTOB B TEKYLIEH IEATEIIBHOCTH Y HUBEPCUTETA.

Odopmiienne gena — MOArOTOBKA Je€la K XPAaHEHHIO B COOTBETCTBHM C
YCTaHOBJICHHBIMH IIPABUJIAMH.

Odopmienue gOKyMeHTa — TIPOCTaBJICHHUE HEOOXOJUMBIX PEKBU3UTOB,
YCTAaHOBJICHHBIX ITPABUJIAMH IOKYMEHTUPOBAHUS.

IToaIMHHUK TOKYMEHTA — IEPBUYHBINA UM €IMHUYHBIN YK3EMIULAP JOKYMEHTA.

PekBU3UT [0KyMeHTa — MH()OPMAILMOHHBIA 3JEMEHT OQUIHUAIBHOIO
JOKYMEHTA.

CucremMa JOKyMEHTALIMHM — COBOKYITHOCTh JIOKYMEHTOB, B3aUMOCBSA3aHHBIX 110
OpU3HaKaM [POUCXOXACHUS, Ha3Hau€Hus, BHUIA, cdepbl JEATENbHOCTH, €IUHBIX
TpeOOoBaHMIt K X 0OPMIICHHUIO.

CayxeOHBIH JOKYMEHT — OpUIIMATbHBIA TOKYMEHT, UCIIOJIb3YyEMBI B TEKyLIEH
NEATEIIBHOCTH Y HUBEPCUTETA.

dopMupoBaHue Jejia — TPYNIHUPOBKA HCIOIHEHHBIX JTOKYMEHTOB B JEJIO B
COOTBETCTBUM C HOMEHKJIATYPOMU JIEIT;

Ileyarh — yCTpOMCTBO, COAEpXkaIIEE KIUIIE NMEYaTH JJIs1 HAHECEHUS OTTUCKOB
Ha Oymary.

IItamMn — yCTpONCTBO TPSIMOYTOJbHON (OPMBI ISl MPOCTaBICHUS OTMETOK
CIIPAaBOYHOTO XapakTepa O IIOJYYEHHUM, PETMCTPALMH, IPOXOKICHWH, HUCIIOJIHECHHUU
JOKYMEHTOB U JIp.

IOpuanyeckasi cmja JOKyMEHTa — CBOWCTBO OQUIIMAIBHOTO JIOKYMEHTA,
coob1aeMoe eMy JeHCTBYIOIIMM 3aKOHO/IATEIbCTBOM, KOMIIETEHLIMEH U3AABIIETO €ro
OpraHa M yCTaHOBJICHHBIM MOPSIIKOM O(OPMIICHHUS.

4. JlokymMeHTbI YHUBEpCUTETA

4.1. HBI'Y uznaer cienytounue TOKYMEHTHI:

— OpraHu3alloHHblE (IIpaBWJa BHYTPEHHETO pPACHOpSAKa, IIOJOKEHUs,
WHCTPYKLUH, IITATHOE PACIIUCAHUE U JP);
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— pacnopsauTeNnbHble (IPUKa3, pacopsKEHUE);

— HUHQOPMAIMOHHO-CIIPABOYHbIE (aKT, MHUCHMO, [OKJIagHAs, CIyKeOHas u
OOBSICHUTEIbHAS 3allUCKA, IPEICTaBICHHE, CIIPAaBKa U Ip.);

— (uHAHCOBO-OyXTaNTepCKue TOKYMEHTHI.

4.2. B opraHu3alMOHHO-PACIOPSAUTEIBHON JOKYMEHTAIlMH (PUKCHUPYIOTCS
pelIeHusT aAMUHUCTPATUBHBIX M OPTaHU3AI[MOHHBIX BOIPOCOB.

5. [IIpaBujia noaroroBku u oopmiieHusi J1OKYyMEHTOB

5.1. JIOKyMEHTBI yIIpaBIE€HYECKOH ACSITEIbHOCTH

JIOKyMEeHTBI, KOTOpBIE CO3JAal0TCA Ha 0aze YHHBeEpcHTeTa, OGOPMIISIOTCS Ha
OJlaHKaX, Ha CTaHJAPTHBIX JHCcTax Oymaru A4 (210x297 mm), AS (148x210 mm) i B
BHJI€ IIEKTPOHHBIX TOKYMEHTOB

[Ipyu mnoxaroroBke u OQOPMIEHUH JTOKYMEHTOB HEOOXOAMMO COONIOAAThH
npaBuia, coaepxkamuecs B 'OCTe P 7.0.97-2016.

JIOKyMEHT UMEET IOPUANYECKYIO CHITY TIPH HAJIMYKUU PEKBU3UTOB, 00S3aTEIbHBIX
JUIST JAHHOTO BHJA JOKyMEeHTa (HAaUMEHOBAHHME OpTraHW3allMH, Ha3BaHUE BHUJA
JOKyMeHTa (KpoMe MHChMa), JaTa COCTaBJICHUS, PETHUCTPAIMOHHBIN HOMEp, TEKCT,
MOJITIHCB ).

B mpouecce moaroroBku M OQOpMIEHHS COCTaB PEKBU3UTOB MOMKET OBITh
JIOTIOJIHEH JIPYTMMM PEKBU3UTaMH, €CIIM TOTO TpeOyeT Ha3HaueHue JOKYMEHTa, €ro
00paboTKa U T.I.

5.2. bnaHKu JOKYyMEHTOB

braHk — 3TO cTaHAapTHBIM JUCT OymMaru, Ha KOTOPOM OTOOpa)K€Ha MOCTOSTHHAS
uHpopmanusi M OTBEAGHO MECTO s mnepeMeHHoW. bmanku VYHuBepcurera
pa3pabaThIBalOTCS Ha OCHOBE YIJIOBOTO M MPOAOJBHOTO PACHOJIOKEHHUS PEKBU3UTOB
(ITpunoxxenne 1). Ilpum yrioBoM BapHaHTE PEKBU3HUTHI OJIAaHKA pPACIOJAraroTCs B
BEPXHEM JIEBOM yriy Jucrta. [Ipu TpojosibHOM BapuaHTE PEKBU3UTHI OaHKa
pacnoJiararorcs IocepeiuHe JUCTa BOJIb BEPXHETO MOJIS.

Taxoke, B HBI'Y mpumensitotcs crnenyroniue OJaHKu:

— Osank nuceMa ([punoxenue 1);

— OJIaHK TUChMa C PEKBU3UTAMHU Ha PYCCKOM M OJTHOM U3 MHOCTPAHHBIX S3BIKOB
JUTSI BEAICHUS TIEPETIHCKU C 3apyOexHbIMH KoppectioaenTamu ([Ipunoxenue 2);

— OJIaHK KOHKpETHOTO BHa qokymeHTa ([Ipunoxenwue 3-5);

— O6ank nosmkHOcTHOTO Jiniia (IIpunoxenue 6);

— Onank cTpykTypHoro noapaszaencHus (IIpunoxenue 7).

WHcTpyKimel  yCTaHaBIMBAIOTCA —pa3Mepbl  KaXKIOTO JIMCTa  JTIOKYMEHTa,
ohOopMIICHHOTO KakK Ha OJlaHKe, TaK U Ha CTaHJIapTHOM JIUCTE OyMaru: BEpXHee MoJie —
He MeHee 20 MM, HuxHee — 20 MM, sieBoe — 20 MM, ripaBoe — 10Mm.

JI71st M3roToBIEHUsT TOKYMEHTOB MCHOJb3yeTca rapHutypa mpudra Times New
Roman. Pasmep mpudra — Nel2-14 nr. Ilpm coctaBneHum TabIUIl AOMYCKAETCS
UCIIONIb30BaHue MpudToB MeHbIMX pazmepoB — Nel0, 11 mT.

A03alHbIi OTCTYN B TEKCTE TOKyMeHTa — 1,25 cMm.
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Tekcr nmoxkymeHTa mnewataercss yepe3 1-1,5 MexCTpouyHbIX MHTepBaia. Tekct
JOKYMEHTa BBIPABHUBAETCS 1O IIMPUHE TEKCTA.

5.21. Jlns BeAeHHS TEPENUCKH C 3apyOCKHBIMH KOPPECIOHACHTAMU B
YHuBepcuTeTe UCHONb3yeTCsl ONaHK MUChMa C PEKBU3UTAMU Ha aHTJIMHCKOM SI3bIKE
(ITpunoxenue 2).

5.2.2. [lpumenenne OJIAaHKOB 0053aTE€NbHO TPU HANPABICHUH JOKyMEHTa B
CTOPOHHUE OpraHU3alIUU.

5.2.3. biiaHk MChMa COIEPKUT CIIETYIOIINE PEKBUZHUTHI:

— HAMMEHOBaHUE YHUBEPCUTETA,

— CIPaBOYHBIE JIaHHBIE 00 YHUBEPCUTETE;

— xox (OKIIO) Yuuepcurera;

— J1aTa IOKYyMEHTa;

— PEruCTpalMOHHBI HOMEP JOKYMEHTa,

— CChUIKA Ha PErUCTPAlMOHHBIA HOMED U ATy JTOKYMEHTA;

— ajpecar;

— 3aroJIOBOK K TEKCTY.

5.2.4. N3n0eHue TeKCTa MMCbMa MOKET OCYILIECTBIISATHCS IBYMSI CIOCOOAMMU:

— XpOHOJOTMYECKHHA  (CoAaep’KaHHWE  M3JIaraeTcsi B  COOTBETCTBHUHM  C
HOCJIEI0BATEIbHOCTHIO TPOUCXOSAIINX COOBITUI: CHAYaJla OMUCHIBACTCS MMPEABICTOPUS
COOBITHS, 3aTEM TO, YTO SIBJSIETCS TOBOJIOM ITUCHbMa, TTOCIIE€ IPUBOASTCS apTyMEHTHI U B
3aKJIFOYEHHE BBIBOJIBI);

— (akTosornueckuii (Bc€ OCHOBHBbIE (DAaKThl WM TMOJIOXKEHUS KpPaTKO
U3JIaraloTcd B Hayale MUChMa, a Jajnee — BCE MOAPOOHOCTH, KOHKpPETHas,
JOTOJIHSIIoIAss UHpOpMaIus).

5.25.B [nenoBoi TmepenuwcKe TMeYaTH UCHOJB3YIOTCS PEAKO. 3aBEepeHHS
HNOJIMHHOCTH TpeOYIOT NMUChMa (PMHAHCOBOTO XapaKkTepa U rapaHTuiiHble nucbMa. J{is
yIOCTOBEPEHUs] MPOYMX TMHUCEM JOCTaTOYHO HalIuyusl ONaHKa W MOJINUCHU
KOMITETEHTHOT'O JIULIA.

5.2.6. branku ctporoit oru€THOoCcTH (Hampumep, OJAHKH JOKYMEHTOB 00
oOpa3oBaHUM, TPYIOBBIX KHIDKEK, XO3SMCTBEHHON JEATENIbHOCTH) INPUHUMAIOTCS
MaTepualbHO OTBETCTBEHHBIM pAa0OTHUKOM C HCIOJIB30BAHUEM JKypHaia yuéra
onmankoB. Kaxnomy sk3eMmiuisipy OjaHKa NMpPUCBAMBAETCS PETHCTPALMOHHBIN HOMeEp,
KOTOpbIM HAHOCUTCS Ha OjaHK. BiaHKu BBIIAIOTCS TOJA POCHUCH PAOOTHUKAMH
CTPYKTYPHBIX TOJpa3/ieJICHuH, KOTOpble HA3HAYAIOTCAd OTBETCTBEHHBIMU 3a OJaHKU
CTPOrOil OTYETHOCTH MPHUKA30M pekTopa. [lepegaua 61aHKOB APYrMM OpraHU3aLUsAM U
JUAM HE JOIMYCKaeTCs.

5.2.7. Ha noxymeHTax, opopMiIsieMbIX Ha ABYX U Oojee CTpaHUIAX, BTOpas U
NOCJIEAYIONIME CTPAaHUIIBl JOJKHBI OBITh MNpoHymMepoBaHbl. Homepa crpanull
MIPOCTABJISIIOTCSL TTOCEPEIMHE BEPXHETO TOJIA JcTa apabckumu nudpamu 0e3 ciioBa
«CTp.» U 3HAKOB ITPENUHAHUS.

5.3. TpeGoBanus k 0HOPMIICHHIO PEKBU3UTOB
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5.3.1. HaumeHoBaHUE yUpeKIeHUS

Hanx HaumeHOBaHMEM OpraHu3allMM yYKa3blBAaIOT COKPALIEHHOE, a IIPU €ro
OTCYTCTBUH — IOJIHOE€ HAUMEHOBAHME BBIIIECTOAILIECH OpraHu3auud — MUHUCTEPCTBO
HayKH ¥ BbICIIero oopazoBanus Poccuiickoii @eneparn (MunoOpHayku Poccun).

[lonHoe HaWMEHOBaHHME YHHUBEPCUTETa, MpPHUMEHSEMOE Ha OJIaHKax U
3akperuiecHHoe B YcraBe HBI'Y — denepanbHOe rocymapcTBEHHOE OFOKETHOE
oOpa3zoBarenbHOE  YYpeXKJeHUe Bbicmiero  oOpa3zoBanus  «HwuxHeBapTOBCKUIA
rOCYJIapCTBEHHBIN YHHUBEPCUTET.

CokpallleHHOE HAMMEHOBAHUE OpraHU3alluy IPUBOLAT B TEX CIIy4asx, KOIJAa
OHO 3aKpEIUICHO B YYPEIMUTEIbHBIX JOKyYMEHTax opraHuzanuu. CokpaiieHHoe
HauMEHOBaHUeE (B CKOOKax) MOMEIAIOT HUYKE TIOJIHOTO WJIHM 33 HUM, HallpUMep:

MuHucTepcTBO HaAyKH U BhIcIero oopasoBanusi Poccuiickoit @enepanuu
denepanabHOE rOCYJapCTBEHHOE OIOIKETHOE 00pa30BaATEIbHOE YUPEKIECHUE BBICIIETO

oOpazoBanus « HukHEBapTOBCKHII rOCYJapCTBEHHBIN YHUBEPCUTET
(®I'BOY BO «HBI'Y»)

5.3.2. CrpaBouHbI€ JaHHBIC 00 YUPEKICHUH

CnpaBouHble JTaHHBIC BKIIOYAIOT B ce0s: MOUYTOBBIA ajapec, HOMep TeledoHa,
agpec  DAJEKTPOHHOM  MOYTHI, KOJ  opranusanmuu 1no  OOimepoccuiickomy
kiaccuduxaropy npeanpustuii u opranuzanuii (OKIIO), ocHOBHOM rocynapcTBEHHBIN
peructpauoHHbii Homep opranuzanuu (OI'PH), wunentuduxanuoHHblii HOMEp
HAJIOTOTIIATEIbINNKA/KO TPUYUHBI TOCTAHOBKK Ha HayoroBbidl yuer (MHH/KIIII) u
JpYTHUE CBEIEHUS 10 YCMOTPEHUIO YUPEKICHUN — HOMepa (haKCOB, TEIEKCOB, CUETOB B
OaHke, u JIp.

5.3.3. HaumeHnoBaHue Buaa JOKyMEHTA

HanmeHoBaHne BuAa JTOKYMEHTa YKa3bIBa€TCS HA BCEX BHUIAX JIOKYMEHTOB,
KpoMe mnuceM. HaumMeHOBaHWE BHJIAa U PA3HOBUIHOCTH KOHKPETHOTO JIOKYMEHTa
OTpeneIsieTCsl ero CoACepKaHUEeM U HazHaueHWeM. Bo Bcex ciydasix, KpoMe JIeJTOBBIX
MUCEeM, HAMMEHOBAaHHME BHUJA JOKYMEHTa SBJISIETCS OOS3aTeIbHBIM PEKBU3UTOM
JOKYMEHTA Hapsily ¢ HAaMMEHOBaHWEM OpraHu3allid, NOANUChI0 (Tpudom
YTBEPXKJEHUSI), NATON WU3aHUS JOKYMEHTa, PErucTpalldOHHBIM HOMEPOM, MECTOM
W31aHus.

5.3.4. Jlata noKkymeHTa

JlaToii nOKyMeHTa SBIMETCS JaTa €ro MNOJNHUCAHUS WM YTBEPKICHHS, 3a
MCKIIFOYEHHEM TIPOTOKOJIOB, TATOW KOTOPHIX SIBJISETCS AaTa coObITus. JlaTa JOKyMeHTa
odopmisieTcss apabCKuMHU mEppaMy B TIOCIICIOBATSIIBHOCTH: J€Hb MECSIIa, MECSII, TOJI:
09.02.2016. Ecnu neHp wiid MecsI| COCTOUT U3 OJHON UpHhI, Iepen Helt 00s13aTeIbHO
CcTaBUTCSL HOJb. CJIOBO «TOJ» WM COKPAILIEHHOE «T.» He MpocTaBisgeTcs. [Jomyckaercs
cioBecHO-1IM(dpoBoH crtocod npocrasiaeHus gatel: 09 pespans 2016 r.

JIoKyMeHTBI, W3JaHHBIE ABYMS WU 00Jiee CTPYKTYPHBIMHU MOApPA3eICHUIMU
YHuBepcutera, OJDKHBI UMETh OJIHY (€IMHYI0) AaTy, KOTOpas COOTBETCTBYET AaTe
MOJNMUCAHUA JOKYMEHTA MOCIEIHEN CTOPOHOM.
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Jlata Ha JOKyMEHTE MPOCTABIIAETCS JOJDKHOCTHBIM JIMLIOM TPH TMOANMCAHUU
JOKYMEHTa WK PaOOTHUKOM IPU PETUCTPALIMH TOKYMEHTA.

5.3.5. Peructpaiionsslii HoMep JOKyMEHTa

Peructpanvionssiii Homep nokymeHTa — mudpoBoe wim OyKBeHHO-IM(PpOBOE
000O3HaueHne, NpPHCBAaMBAaeMOE JOKYMEHTY HpH €ro peructpauud. Perucrpanus
JOKYMEHTa IPOBOJUTCS IOCJE €ro MOANUCAHUS WIA YTBEPKACHHS. [ BHYTpEeHHUX
JOKYMEHTOB — NPHKA30B, PAaCHOPSHKEHUM, MPOTOKOJIOB — 3TO MOPAIKOBBI HOMEpP C
Hayasa roja (KaJeHJIapHOIro WK y4eOHOro).

Ccbllka Ha UCXONSIIMM PETUCTPAllMOHHBIA HOMEP W JaTy JOKYyMEHTa
IIPOCTABJISETCS UCHOJHUTEIEM MPH MOJATOTOBKE MUChbMA-OTBETA U BKIIFOYAET B COCTAB
PEKBU3UTOB OJIaHKa MHUChMA.

He nomyckaercs OTHpaBiIATh KOPPECHOHACHTAM IIHCbMa, HE MMEIOIIUE
PErMCTPAallMOHHOTO HOMEPA U AaThl.

5.3.6. PexBm3uT «Anmpecar»

PexkBu3uT «Anpecar» UCMONAb3YyETCS IPU O(POpMIEHUH TUCEM. JJOKYMEHT MOXKET
OBITh aIpECOBaH B OPraHU3ALMIO, CTPYKTYPHOE MOApa3/AesieHue, TOJKHOCTHOMY HIIN
bU3UYECKOMY JTUILY.

[Ipu ampecoBaHUM NTOKYMEHTa PYKOBOJIUTEIIO OpraHU3allMd €€ HAaMMEHOBaHUE
BKJIFOYAETCS] B COCTaB HAMMEHOBAHUS JOJDKHOCTH ajapecarta. JlommKHOCTh U (haMUITUIO
JM1A, KOTOPOMY aJApECOBAaH JIOKYMEHT, YKa3bIBalOT B JATEIILHOM I1aJI€KE; NHUILIHAJIBI
yKa3bIBaIOTCA Nepe]l paMUIuen U OTACISIOTCS OT (paMIIK IpoOesioM, HallpuMep:

['enepanbHOMY TUPEKTOPY
00O «CamoTtnopuedTreras»
NBanoBy B.A.

Crpokn pekBu3uTa «Anpecar» aonyckaercs oQOpMIIATh LIEHTPUPOBAHHBIM
CIIocoO0M, HaIpUMeEp:

['enepanibHOMY AUPEKTOPY
000 «CamoTtinopuedreras»
HBanoBy B.A.

[Ipy anmpecoBaHuMM JTOKyYMEHTa B OpPraHHU3alUI0 WM B  CTPYKTYpPHOE
MO/Ipa3/ieJieHue OpraHu3auud 0e3 yKa3aHHsl JOJDKHOCTHOTO JIMlla HauMEHOBaHUE
azpecara yKas3bIBaeTCs B MMEHUTEIBHOM Iajexke. IIpu BeneHMM mnepenucku MOTyT
ynoTpeOasAThCsl 0(UIUANIBHO MPUHATHIE COKpPAIlEHHbIE HAMMEHOBAaHUSI OpPTraHU3alUi,
HarpuMep:

Munob6puayku Poccun
PocoGpnHaazop
YnpaBieHue genamu

[Ipy  HampaBiieHMM  JTOKYMEHTa KOHKPETHOMY  JOJDKHOCTHOMY  JIMILY
HAaUMEHOBAHME OpraHu3aluu (Mpu HEOOXOAMMOCTH, CTPYKTYPHOTO IOApa3/EICHUS)
YKa3bIBA€TCS B MMEHUTEIIbHOM TMaJekKe, a JOJDKHOCTh M (paMuius — B JaTENIbHOM,
HaIpuMep:
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000 «CamoTnopHedTeras»
YnpasneHue nenamu
Benymemy crienmanucry
ITetposoii K.II.

Ecnu 1OKyMEHT OTHpaBIsIOT B HECKOJIBKO CTPYKTYPHBIX MOAPA3ACICHUNA OTHOM
OpraHu3alliu, PeKBU3UT «AnipecaT» odopmiiseTcs: 00001EHHO, HAPUMED:

AJIMUHHUCTpalu paiOHOB
TromeHCcKOM 00J1acTH

JlomyckaeTcsi  ajgpecoBaTh  JIOKYMEHT  PYKOBOAMTENIO  CTPYKTYpPHOTO
NoJipa3/ieJICHUs] WIM KOHKPETHOMY PabOTHUKY, HAITPUMED:

YnpasneHue 1o kajapam
HavansHuky
Huxutunoit M.JI.

B cocran PCKBU3HUTA «AI[p@CElT» MOXXCT BXOIUTDH IMOYTOBBIM ajapcc. DeMeHTHI
ITOYTOBOIO aapcCa YKA3bIBAOT B IIOCJICAOBATCIIBHOCTH, YCTaHOBHCHHOﬁ IIpaBHUJIaMH
OKazaHud YCIIyr IIOYTOBOM CBSI3H. HpI/I aIp€COBAHMHU IIMCbMAa B OpPIraHHU3alIHuIO
YKa3bIBalOT €€ HAMMCHOBAHHC, 3aTCM MOYTOBBIM aJIpcC, HAIIPUMCP:

MUHHUCTEPCTBO HAayKH U BBICLIETO
oOpazoBanus PO

TBepckas yi., a. 11, Mockaa,

125993

[Ipu ampecoBaHuM MOKyMEHTa (PU3UUECKOMY JIMIlY YKa3bIBalOT (aMUIUI0 U
VHHIMAJIBI TTOJIY4YaTes, 3aTEM IMOYTOBBIN aJApeC, HAIIPUMED:

NBanory O.I1.

yi. HedTsauukos, 1. 5, kB. 12,
r. HuxHeBapTOBCK,
TromeHckas 00i1., 628615

5.4. T'pud yTBEepKIeHUS TOKYyMEHTA

JIOKYMEHTBI ~ YTBEPKIAIOTCA  BBIIICCTOSIIMMU WM MEXBEJIOMCTBEHHBIMU
OpraHamMH, PEKTOPOM U TMPOPEKTOpaMH, OOIICCTBEHHBIMH OpraHHU3allUsIMHU, B
KOMIIETCHIIMIO KOTOPBIX BXOJUT PEIICHUE BOIMPOCOB, M3JI0KEHHBIX B YTBEPKIAEMBbIX
JIOKYMEHTAX.

YTBepxkJIeHHEe TOKYMEHTa MPOU3BOJUTCS MPOCTaBICHUEM rpud)a yTBEPKIACHUS
WM U3JIaHUEM PaCHOPSAUTENIBHOTO JOKyMEHTa (B TE€X ClydasX, Korja TpeOyroTcs
JOTIOJIHUTEJIbHBIC TIPEIMUCAHUS U PA3bSICHEHUS).

[Ipu odopmieHun rpuda yTBEepKACHUS HEOOXOIUMO COONIOAATh CIEAYOIICe:
rpud yTBEPKJICHHS MOMEIIAETCS B MPaBOM BEPXHEH 4acTHU JOKYMEHTAa U COCTOUT W3
cioa YTBEPXJIAIO (6e3 kaBbIu€K), MOJHOTO HAaWMEHOBAHUS JOJKHOCTH JIMIIA,
YTBEPXKIAIOMIETO JOKYMEHT, JIMYHOM TOANMHUCH, €€ pacimupoBKH U ATk
yTBepxkAeHus. Hanpumep:
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YTBEPXJIAIO
Pexrop ®I'BOY BO «HBI'Y»
nuyHas noonucs 1.0, Gamunus
15.02.2016

[Ipn yTBEpKIEHUM JOKYMEHTa IIOCTAHOBIICHHEM, PEUICHUEM, IIPUKA30M,
npoTokosioM rpud yrBepxknenus coctout u3 cioa Y TBEPXJIEH (YTBEPXJIEHO,
YTBEPXJIEHBI), nauMeHoBaHuUsI YTBEpPKIAIOMIErO JIOKYMEHTa B TBOPUTEIHLHOM
najie’xe, ero 1aThl, HOMEpa, HalpuMep:

YTBEPXJIEHO
npukazoM ®I'bOY BO «HBI'Y»
ot 28.12.2012 Ne 01-06/1165

Ha BHyTpeHHux pgokymeHTax, odopmieHHbIX Ha Omankax HBIY, rpud
YTBEPKACHUS 0(DOPMIISIETCS CIIETYIOIIMM 00pa3oM:

YTBEPXJIAIO

Pextop

Jluunas noonuce 11.0.0.
10.09.2016

HJIN

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

[Ipu yTBepKIE€HUU AOKYMEHTa HECKOJbKMMM JIOJDKHOCTHBIMHM JIMLAMHU UX
HOJMUCH PacIoJIaraloTcsi Ha OIHOM YPOBHE.

Buocuth  kakue-nuOO  uM3MEHEHMsT M J00aBleHUS B TOJNUCAHHbIE
(YTBepKIeHHbIE) TOKYMEHTbI O€3 pa3pelieHMsl JHIA, MOJIUCABIIEr0 JOKYMEHT, He
JIOITYCKAETCs.

OTBETCTBEHHOCTh 32 KAa4eCTBO IMOATOTOBKH JOKYMEHTOB M JOCTOBEPHOCTH
COIepKalIMXcs B HHUX JIAaHHBIX BO3Jlaraercs Ha  JIMIa, MOJATOTOBHBIIHE,
3aBH3UPOBABIIUE U MMOAMKUCABIINE TOKYMEHTHI.

Crpoku pekBuzuta «I'pud yTBEpKIACHHS» MOXXHO BBIPABHHBATH IO JIEBOMY
Kparo WM LEHTPUPOBATh OTHOCUTEIHHO CaMOW JJIMHHOM CTPOKH.

5.5. 3aronoBok K TEKCTY

3aroloBOK K TEKCTYy — 3TO KpaTKOE COAEpk aHHE TOKYMEHTa, €ro OCHOBHas
CMBICJIOBAs Harpy3Ka.

3aroloBOK  MOXET  (OpMYJIHpPOBAaTHCS C  IMOMOLIBIO  OTIVIArOJBHBIX
CYIIIECTBUTENLHBIX B MpeioxkHoM maaexe («O06 ormene...», «O0 okazaHuu...», «O
CO3/IaHHUU...»). 3aroJIOBOK JOJDKEH COJEpPKaTh JBE OCHOBHBIE YacTH: TeMy (IIPEIMET,
BOIIPOC) W JIEUCTBHE, KOTOPOE TMPOU3BOJAUTCS WM JIOJDKHO OBITH MPOHU3BEICHO.
3aroyioBOK JOJKEH OBITh TI'paMMaTHYECKH COIVIACOBAaH C HAaWMEHOBAHMEM BHJIA
JOKYMEHTa M OTBEUaTh Ha BOIMPOCBL «O 4YeM?» («0 KOM?»), «4ero?» («Koro?»)
HarmpuMep:
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[Ipukaz — «O co3maHMM AaTTECTALlMOHHON KoMuccud HUKHEBapTOBCKOro
rOCyIapCTBEHHOTO YHHUBEPCUTETA;

Akt — «Hegocraun ToBapa 1o KOJIU4eCTBY;

JlomkHOocTHasT ~MHCTpYKUMsT —  JIolKHOCTHAsT  HMHCTPYKIUS — BEAYILETO
CHEIHAITUCTA.

3aroyioBOK OTAEISIETCS OT MPEABIAYIIEro PEKBH3WTA OMHOM ((IaroBbIil) WIu
IByMsl (LICHTPOBAHHBIN) IMMYCTHIMU CTPOKAMH, HAYMHAETCS C MPOMUCHON U Ievaraercs
CTpOYHBIMH OyKBamu 0€3 KaBblueK. Touka B KOHIIE 3aroJIOBKa HE CTaBUTCS.

5.6. Pesomronus

Pe3omronus mumieTcss Ha TOKYMEHTE COOTBETCTBYIOUIUM JIOJKHOCTHBIM JIUIIOM
U BKJIIOYAeT (pamMmwiuM U WHULKAIBI UCTIOJHUTENEH, CojaepaHue MopydeHus (mpu
HEOOXOAMMOCTH), CPOK UCIIOJIHEHUS, TOJIUCh U JaTy, HAIPUMED:

Qamunus 1.0
[Ipomry moaroroButs npoekT gorosopa k 12.02.2016

JUYHAS NOONUCH
28.12.2012

JomnyckaeTcst opopmiieHHE pe30II0LIUN Ha OTIEIbHOM JIHCTE.

Pesomonust coiepKUT pacnopsbKeHUE PYKOBOAMUTENS OTHOCUTEIBHO PEIICHUs
(MOJTOTOBKM pelIeHus) BOIPOCa, N3JI0KEHHOTO B TOKYMEHTE.

Eciu B pesomonuu yka3aHbl HECKOJBKO HWCIOTHUTENEH, JHIO, YKa3aHHOE
MIePBBIM, SIBIIIETCS OTBETCTBCHHBIM 3a WCIIOTHEHHWE 3amaHus. EMy mpepocTaBiseTcs
MPaBO CO3bIBA COMCIIOJIHHUTENECH U KOOpAUHAIMS UX paboThl. OCHOBHOW UCTIOJHUTENH
M COUCIIONHHUTENh BIpPaBE JaBaTh TOPYYEHUS B BHUAEC PE3OJIONUN JIAIAM
HETMOCPEJICTBEHHO WM TOAYMHCHHBIM. TEKCT PE30IIONUN BHOCHTCS B JKypHaT
PETHCTPAlX BXOISIINX JOKYMEHTOB.

Ha moxymenTax, He TpeOyrOIIMX JTOMOJHUTENbHBIX YKa3aHUN 110 UCTIOTHEHUIO U
UMEIOIIUX THIIOBBIE CPOKHM HCIIOJHEHHS, B PE30JIONNU YKA3bIBAETCS HCIIOIHUTEb,
MOJIMKUCHh aBTOPa PE30JIIOIIHH, J1aTa.

5.7. Tekct nokymeHTa

5.7.1. TekcTtbl JOKYMEHTOB MOTYT O(GOpPMIISITHCA B BUJE AHKETHI, TAOJIUIIBI,
CBSI3HOTO TEKCTa WM B BUJE COCTUHEHUS ITUX CTPYKTYP.

5.7.2. Texkcr meuvaraercs wepe3 | wmm 1,5 wHTepBan, mpupToM
TimesNewRoman Nel2 wmm Ne 14. Pasmep mpudTa BBIACPKHBAETCS BO BCEM
JOKyMEHTE (BKJItOUash 3arojIOBKH, TPU(BI YTBEPKICHUS WU COTJIACOBAHUS, TEKCT,
MOJAMUCH U T.J.), UCKIIOUCHHUS COCTaBIIIOT TaOMIBI, TpadUKH, B KOTOPBIX MOXKET
MCTIONB30BaThCS APYroil pasmep mpudTa, HO He MeHbIne Ne8. [TepBas cTpoka Kaxaoro
ab3alia TeKCTa HauMHAeTCsl Ha paccTOsHUM 1,25 cM OT JIeBOM T'paHMIIbl TEKCTOBOIO
TOJISI.

5.7.3. Tekct AOKyMeHTa IOJDKEH OBITh SICHBIM, KpPaTKUM, OOOCHOBAaHHBIM,
00eCreunBaOIIMM TOYHOEC M OJHO3HAYHOE BOCHPHUATHE HW3JIOKEHHOM B HEM
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uHpopManuu. B Tekcte crneayeT mpUMEHATh TOJIBKO OOIIEPUHSTHIE WM O(UIIUATHHO
YCTaHOBJICHHBIE COKPAIICHMS.

5.7.4. B TekcTe NOKyMEHTa, MOJITOTOBJIEHHOTO Ha OCHOBAaHUU JOKYMEHTOB
IPYrUX OpraHU3alvii WM paHee W3IAHHBIX JOKYMEHTOB, YKAa3bIBAOT UX PEKBU3HTHI:
HAaNMCHOBaHHE JOKYMEHTA, HAMMCHOBAaHHME OpraHHM3anuy (aBTopa JOKyMEHTa), JIara
JNOKYMEHTAa, PErUCTPAllMOHHBIN HOMEP JOKYMEHTA, 3ar0JIOBOK K TEKCTY.

5.7.5. Ecnm TEeKCT coAep>KUT HECKOIBbKO pElIEHUH, BHIBOJIOB M TaK Jajee, TO
€ro MOXKHO pa30uBaTh Ha pasliebl, MOJAPa3Nebl, MYyHKThI, KOTOPbIE HYMEPYIOT
apabckumu 1udpamu.

5.7.6. B nokyMeHTax W3IaHHBIX OT UMEHH PEKTOpa YHHUBEPCHUTETa, a TaKkKe
JOKYMEHTaX, aJIpECOBAaHHBIX PYKOBOJACTBY, TEKCT H3JIaraloT OT IE€pBOro JIMIa
€IMHCTBEHHOTO YKCia (CIPUKA3BIBAIO», KIIPEAJIATAI0», KIIPOLIY).

5.7.7. B HOKyMeHTax KOJUJIETMAJIbHBIX OPraHOB TEKCT M3JararoT OT TPETHETO
JIUIAa €TUHCTBEHHOTO Ynciia («IOCTAaHOBIISETY, «PEIIUI).

5.7.8. B COBMECTHBIX JOKYMEHTax TEKCT H3/IaraloT OT IMEepBOro JKIA
MHO>KECTBEHHOTO YHCIIa ((IIPUKA3BIBAEM», «PEIIHIIN ).

5.7.9. Tekct mpoTOKOIa M3NAral0T OT TPETHETO JUIA MHOKECTBEHHOTO YHCIIa
(«cImymmanmy», «BBICTYTIINY, KITOCTAHOBUIIN).

5.7.10. B moxymMeHTax, yCTaHABIWBAIOIINX IpaBa U O00S3aHHOCTH CTPYKTYPHBIX
nojpaszaeneHuil (I0JI0)KeHUe, MHCTPYKIIHS), a TAKKE COJEpKalIUX OMHMCAaHUE, OLEHKY
(akTOB WM BBIBOJABI (AKT, CIpaBKa), MCIOJNB3YIOT (OPMY H3JI0KEHHS TEKCTa OT
TPETHETO JIMIA €AUHCTBEHHOI'O WJIM MHOXECTBEHHOIO YHCla («OTIEN OCYILIECTBIISET
(YHKIMI, KKOMUCCHUSI YCTAaHOBHIIAY).

5.7.11. B nuchmMax UCTIONB3YIOT CeAyIOMNE (POPMBI U3IOKEHUSI:

— OT TMEpBOro JHIlA MHOXECTBEHHOro uuciaa («IPOCHM HalpaBUTHY,
«HAMpPaBIIIEM Ha PACCMOTPEHUE »);

— OT IEePBOro JHIAa AMHCTBEHHOTO YUCIA («CUUTAI0 HEOOXOIUMBIMY, «IIPOLIY
BBIJICTTUTHY);

— OT TPETHEro JUIA €AMHCTBEHHOTO Ynciia («KYHUBEPCUTET HE BO3pPAXKAETY).

5.8. [Ilpunoxenue

5.8.1. OTMeTKy 0 HaTW4YMHM TMPHIOKEHUS, HA3BAHHOTO B TEKCTE MHCHMA,
pa3MenaroT HEMOCPEACTBEHHO MO/ TEKCTOM OT TPaHMIIbI JIEBOTO MoJisA, 0e3 ab3aHoro
OTCTyNa U OPOPMIISIFOT CIAEAYIOLIUM 00pa3oM:

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

5.8.2. Ecniu nucbMo UMeEeT NpUJIoKEHUE, HE Ha3BaHHOE B TEKCTE, TO YKAa3bIBAIOT
€ro HaMMEHOBAHME, YHCIIO JIMCTOB M YHCIO AK3EMIUISIPOB; MPU HAIWNYUU HECKOJIBKHX
IIPUWJIOKEHUN UX HYMEPYIOT, HAIPUMeEp:

[Tpunoxenue: 1. [Tonoxxenue 06 YnpapieHnn oxpansl Tpyaa Ha 5 1. B 1 9K3.
2. JIOmKHOCTHBIE UHCTPYKIHUH cOTpyIHUKOB YOT Ha 16 1. B 2
DK3.
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5.8.3. B mpmiokeHun K pacrnopsguTeIbHOMY JTOKYMEHTY (IIOCTaHOBIICHUS,
MIPUKa3bl, PACTIOPSHKEHUS, PEIIECHUsI) Ha MEPBOM €ro JIUCTE B IPAaBOM BEPXHEM YTy
mumyT <«lIpunoxenne Nel x mnpukazy ot 00.00.0000 Ne....» ¢ ykazaHuem
HAaVMEHOBAHUS PACIOPSAUTENBHOIO JIOKYMEHTA, €ro JaThl M PETHCTPALMOHHOIO
HOMEpa, HalpUMeED:

[Tpunoxenue Ne 2
K npukasy pekropa HBI'Y
ot 19.01.2009 Ne 5

B camom TekcTe mpuKaza B COOTBETCTBYIOIIMX ITYHKTaX PacHoOpSIATEIbHON
yactu pgatorcsi orcbulku: ([Ipunokenue Nel) mmm: cornmacHo mpuiioxeHutro Ne 1, B
COOTBETCTBUH C MpHIIOKeHHEM Ne 2.

5.9. TIloxamuce

5.9.1. B cocraB pexBuzuta «lloamuch» BXOAST: HAUMEHOBAHUE JOJKHOCTH
JUIA, TIOJIMMCABIIIET0 JTOKYMEHT (TIOJIHOE, €Clii JOKYMEHT odopMmieH He Ha OjaHkKe
YHuBepcuTeTa, U COKpaIlleHHOE — Ha JIOKyMEHTEe, OOpMIIEHHOM Ha OJIaHKE), JTUYHAs
MOJIMUCH, PACIIU(PPOBKA MOANMUCH (MHUIIUAIBI, (DaAMUITHSA).

Hanpumep:

IIepBb1it IpopeKTOp
OI'bOY BO «HmxuEeBapTOBCKUI

rOCyJIapCTBEHHBIN YHUBEpCUTET»  JIuunas noonucs N.0. Gamunus
WM Ha OJaHKe:
[TepBe1it popekTOp Jluunas noonuco N.0. Gamunus

5.9.2. [Ipn moamucanny TOKYMEHTAa HECKOJbKHMH JOJDKHOCTHBIMH JIMIIAMH WX
MOAIMCH PACIIOaraloT OJHY IOJ APYTrOM B MOCJIENOBATENBHOCTH, COOTBETCTBYIOLIEN
3aHUMAEMON TOJDKHOCTH, HAIIPUMED:

PekTop Jluunas noonuco N.0O. ®amunus

Hauanpeank bYu®K Jluunasa noonucw N.0. Gamunus

5.9.3. Ilpu moanucanuu TOKyMEHTa HECKOJIBKUMU JIUIIAMH PABHBIX TOJDKHOCTEH
VX NOANMCHU PACIOJIAraroT Ha OTHOM YPOBHE, HAIIPUMED:

[Ipopektop 1o  oOpaszoBaTenbHOU | [IpopekTop Mo pa3BUTHIO
NesATETbHOCTH

Jluunas noonuce WN.0O. @amunus Jluunas noonuce N.0. ®amunusg

5.9.4. B 1oKyMeHTaX, COCTABJICHHBIX KOMHUCCHUEH, YKa3bIBaIOT HE JOJDKHOCTU
JIUL, TOAMHMCHIBAIOIMIMX JOKYMEHT, a HX OOS3aHHOCTU B COCTaB€ KOMMCCHUU B
COOTBETCTBHH C paclpeieICHHEM, HallpuMep:

[Ipencenarens KoMuccuu Jluunas noonuce N.B. Ilerpos
UneHsl KOMUCCHU Jluunas noonuce B.N1. UBaHoBa
Jluunas noonuce AWM. Cunoposa
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5.9.5. Ilpu oTCYTCTBMU AOHKHOCTHOTO JIHMIA, JODKHOCTh M (paMIIIsS KOTOPOTO
yKa3aHbl B pekBusnTe «lloanuce», JOKYMEHT MOAMUCHIBAETCS APYTUM JOJKHOCTHBIM
JULOM, UIMEIOLIUM IIPABO MOAIUCHIBATh JOKYMEHT 3a OTCYTCTBYIOLIETO PYKOBOJIUTEIIS.
B »sTOoM cnydae MOKYMEHT I€pernedarblBaeTcsid C YKa3aHMEM JOJDKHOCTH JIMIIA,
(paKTUYECKH TOAMUCHIBAIOLIETO JOKYMEHT, WM B MOATOTOBICHHBIA TMPOEKT
JOKYMEHTa OT PYKHU BHOCSATCS HCIPABJICHHS B HAUMEHOBAHUE JOJHKHOCTH U (paMUITHIO
JOJDKHOCTHOTO Jiniia. VcrnpaBiieHuss BHOCUT JHIO, (PAKTUYECKH TIOJIMCHIBAIOIIEE
nokyMeHT. He nomyckaercss MpOCTaBIATh NPEMIOr «3a» WM KOCYH 4YepTy Iepen
HAaNMEHOBAHUEM JIOJKHOCTH.

5.9.6. [Ipy mnoamucaHuu JOKYMEHTa JIMIIOM, Ha3HA4YE€HHBIM, HaIlpuUMED,
UCTIOJIHAIONIMM OOSI3aHHOCTH JeKaHa (akylnbTeTa B COOTBETCTBUM C IPUKA30M,
HOJNUCH OPOPMIISIOT CIIENYIOIIMM 00pa3oM:

N.0. nexaHa ryMaHUTapHOTO
dakynbTeTa Jluunas noonuco N.0. ®amunus

5.9.7. Ins moamucaHusi TOKYMEHTOB MOKET HCIOJIb30BaThCsl (paKCUMHIIE Kak
aHajgor coOCTBeHHOpYy4YHOW moanucu. Pakcummwie B  YHHUBEPCUTETE MOXKET
U3TOTABJIMBATLCA JUIsl pekTopa U mpopekTopoB. [loaauHHas moAnuch HE MOXKET OBITh
3aMeHeHa (akCUMuUiIe Ha  paCHOpAIUTENbHBIX JTOKYMEHTaX M JOKYMEHTax
(bUHAHCOBOTO XapakTepa.

5.10. I'pud cormacoBanms

5.10.1. I'pud cormacosanuss cocrout u3 cioa COI'JTACOBAHO (mumetcs
MPONUCHBIMUA OykKBaMU 0€3 KaBBIYEK, JIBOETOUME HE CTABUTCS), JOJKHOCTH JIMIA, C
KOTOPBIM COTJIaCOBaH JOKYMEHT (BKJIIOYas HAMMEHOBAHUE OPTaHU3AIMM), JTUYHOU
MOANUCH, pacIUPPOBKU TOANUCH (MHUIMATIOB, (paMUIMU) U AaThl COTJIACOBAHMS,

Harnpumep:
COI''TACOBAHO
[IpopekTop no pa3BUTHIO
Jluunas noonuco N.0. Gamunms
Jlama

5.10.2. Ecnu cormacoBanue OCYIIECTBISICTCA MUCbMOM, MPOTOKOJIOM, JAPYTUM
JIOKYMEHTOM, Tpu coriacoBanusi 0hopMIIsIeTCs CICTYIOIIIMM 00pa3oM:

COI'JTACOBAHO
[Tucemo Pocapxusa
ot 20.02.2009 Ne 4-01-12/122

5.10.3. I'pudsr cornmacoBanusi MOoryT oOPMIISITHCS Ha JUCTE corjacoBaHus. B
ATOM ciiydyae B JOKYMEHTE MOJ TMOAMHCHIO JENIaeTCs OTMETKA: JHUCT COTJIACOBAHUS
npuiaraercs. JIucT corimacoBaHUs MPUIIAraeTcsl K MPOEKTY JOKYMEHTa M COCTaBJISIET
€ro HEeOTHEMJIEMYIO YaCTh.
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CornacoBanue MoxeT npoBoguThcss W BHyTpu HBI'Y (monmpaznenenusimu u
JIOJDKHOCTHBIMU ~ JIMIIaMK). BusupoBaHue JOKyMeHTa SBIseTcsl (QOpMOH  ero
BHYTPEHHETO COTJIACOBAHUSI.

Buza Brmouaer B ce0s JIMYHYIO NOANKMCh W JOHKHOCTh BU3UPYIOLIETO,
pacmndpoBKy noAnucH (MHUIMAIBI, HaMUINIO) U JaTy TOIMUCAHUS, HalpUMep:

HavanpHuK y4eOHO-METOINYCCKOTO YIIPABIICHHUS
auyHasa noonuce N.0.@amunug

14.06.2016

[Ipu HanMuMy 3aMedaHuii K TOKYMEHTY BU3Y O(OPMIISIIOT CIEAYIOIIUM 00pa3oMm:

3aMedaHusl IPUIIararoTCs
HavyanbHuk yueOHO-METOINYECKOTO YIPABICHUS

auunas noonuce W.0.damunus
14.06.2016

5.11. TIleyats

5.11.1. OrTHuCK neyaTu 3aBepsieT NOJJIMHHOCTD MOIUCH JOHKHOCTHOTO JIUIa Ha
JOKYMEHTAX.

5.11.2. Ecnm MecTto TpOCTaBlICHUS TI€4aTH HE OMNPEIEiIeHO, €€ OTTUCK
IPOCTaBIIACTCS TakKUM 00pa3oM, 4YTOOBI OH HE 3axBaTbiBal COOCTBEHHOPYYHOM
MOIMCH JIMIIA, TTOAMUCABIIETO TOKYMEHT, Uik MecTe, 00o3HaueHHOM «MID» («Mecto
TevaTm).

5.11.3. B cooTBeTcTBUM ¢ YCTaBOM B YHHUBEPCHUTETE HCIOIL3YIOTCS repOoBas
neyatb YHUBepcUTeTa (XpaHUTCS B YINpaBJIE€HUWU MO padboTe C MNEepCOHAIOM H
JOKYMEHTAIIMOHHOMY OOECIEUEHHIO), TakXXe, Me4aTH OTHAEJIbHBIX CTPYKTYPHBIX
noapazaeneHuid, QakynapTeToB. HM3rotoBneHue 1meuyateid ¢ BOCHPOU3BEICHUEM
lNocynapctBenHoro repba Poccuiickoit ®exepanuu OCYyIIECTBISETCS O  3aKaszy
YHuBepcurera.

5.11.4. JInst yHUYTOXKEHUS TEeYaTed M IITAMIIOB CO3bIBACTCS KOMHCCHS, 3aTeM
COCTAaBJISIETCS IPOTOKOJ U aKT 00 YHUYTOKEHUU IITAMIIOB M TIeYaTeil B 2-X 9K3., OJIMH
U3 KOTOPBIX XpaHUTCA B YMpaBleHUH 1O padoTe C TMEepCOHAIOM U
JOKYMEHTAIIMOHHOMY OO€CIIEUeHHUI0 JPYrol B COOTBETCTBYIOIIEM CTPYKTYPHOM
MOApAa3IEJICHUH 110 TPUHAJICKHOCTH IITAMIIOB U MTEYATEH.

5.12. OtMmeTKka 0 MOCTYIJICHUH IOKYMEHTA

5.12.1. OT™MeTKa 0 MOCTYIUICHUH JIOKYMEHTa B YHUBEPCUTET MPOCTABISETCS B
IPaBOM HIKHEM YTJIy MEPBOTO JIMCTA JOKYMEHTA (B TOM YHUCJIE C TTIOMOIIBIO IIITAMIIA).

5.12.2. OT™MeTKa O TMOCTYIUICHWU BKJIIOYAET JaTy MOCTYIUICHUSI JIOKYMEHTa M
BXOJSIIMNA PETUCTPAIMOHHBIA HOMEp AOKYMeHTa. [Ipu HEeoOX0auMOCTH OTMEYaroTcs
Yachl 1 MUHYTBI MIOCTYILJICHUS IOKYMEHTA.
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5.13. Komms nokymeHTa

5.13.1. Komus moKyMeHTa M3TOTOBIISIETCS M BBIJACTCS C pa3pelieHus peKTopa
(TpopeKTOpOB) YHHUBEPCHUTETA WM PYKOBOIUTENS COOTBETCTBYIOIIETO CTPYKTYPHOTO
MOIPa3IeNICHUs U TOJIBKO C TE€X IOKYMEHTOB, KOTOPBIC ObUTA W3/IaHBI B Y HUBEPCUTETE.

5.13.2. Komus 3aBepseTcs MOANMKUCHIO TOJDKHOCTHOTO JIMIIA, YAO0CTOBEPSIONIETO
COOTBETCTBHE €€ COJCPKaHUS MO THHHNKY .

5.13.3. OtmeTKka 0 3aBepEeHHMH KOIHUHU IPOCTABIISACTCS HAa CBOOOJHOM OT TEKCTa
MECTE WJIM, IPU OTCYTCTBUU CBOOOJHOIO MECTa Ha JIMIIEBOW CTOPOHE JIOKYMEHTa, Ha
0o00opoTe TOKyMEHTa U BKJIIOYaeT: CJIOBO «BepHo», HauMeHOBaHUE JTOJKHOCTH JIMIIA,
3aBEPUBIIETO KOIMMIO; €r0 COOCTBEHHOPYYHYIO MOJMINKCH, PACHIMPPOBKY MOINUCU
(maULMAIBI, aMUITHS); 1aTy 3aBEPEHUS KOTIUH.

5.13.4. Ecinu xomus BbIAAaeTCS ISl MIPEAOCTABICHUS B JIPYTyI0 OpraHU3aluIo,
OTMETKa O 3aBEPCHUM KOTIMH JIOMOJHICTCS 3alMChI0 O MECTE XPaHCHUS JOKYMEHTa, C
KOTOPOTO ObLJIa U3TOTOBJICHA KOIIHS, U 3aBEPSICTCS TIEUYaThI0 OPTaHU3aIlNH.

Hanpumep:

[Tognmuauuk TpygoBoil kHmwkku Haxoautcs B ®I'BOY BO «HBI'Y» B celide
VYnpasnenus PIIJIO

Bepno
Havansauk Ynpasnenust PITIO noonuce N.0. Gamunus
Jlatra medatp

5.13.5. Korga komusa Ha AByX M OoJjee JUCTaX, OTMETKA O 3aBEPEHUM KOTUHU
MPOCTABIISIETCS] HA KAXKJIOM JIUCTE€ AOKYMEHTA WJIM Ha MOCJHEAHEM JIUCTE MPOIIUTOrO
JOKYMEHTa. 3alich O MECTE HaX0KJIEHUU MPOCTABIISIETCS TOJIBKO HA MOCJIEAHEM JIUCTE
JOKYMEHTA.

5.13.6. [lns 3aBepeHust Konuid Ha OyMa)kKHOM HOCHTEJE UCIIOJIb3YETCS IITaMII.

6. OcobeHHoCcTH MOATOTOBKM MW 0QoOpMJeHHUSI OTAEJbHBIX TPy

JOKYMEHTOB
6.1. OpraHu3aMOHHO-TIPABOBHIC JOKYMECHTHI
6.1.1. YVemas — mpaBoBOW aKkT, BKIIOYAKOIINKA B ce0Sd CBOJ MpaBwl,

YCTAaHOBJICHHBIX TOCYAAapCTBOM WJIM OpPTaHU3alUEH, YUYPEKICHHUEM, NPEANPUATHEM U
PETYJINPYIOINX NEATENBHOCTh dTUX OPTaHU3ALMM, TPEANPUATANA WIM ONPEIEIICHHBIX
chep ympaBieHUs U XO35IUCTBEHHOM E€SITEILHOCTH.

VYcraB YHuBepcuteTa yTBepkIaeTcsa npukasoMm Munoopaayku Poccun.

B VYcraBe VYHuBepcurera OmnpenensrOTCs €ro HaWMMEHOBaHUE, MECTO €ro
HaxXO0XJCHUA, MOPANOK YNPABJICHUSA NESATEIBHOCTBIO, @ TAKXKE COIEpXKATCA APyrue
CBEICHUs, NPEAYCMOTPEHHBIE 3aKOHOM [UI HOPUAWYECKUX JIHI COOTBETCTBYIOLLIETO
BHJIA.

BHecenne n3MeHEHHMU M JIONOJHEHUM B YCTaB WM YTBEPKIACHHE YCTaBa B
HOBOW pEMAKIMH OCYILECTBISETCS IO PEIIeHHI0 O00Iero coOpaHusi Hay4yHO-
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MeAarornyeckux paboOTHUKOB, IPYTUX KaTeropuil paboTHUKOB 1 oOyyatonuxcs HBI'Y
MPUHATOMY OOJIBIIMHCTBOM T'OJIOCOB.

6.1.2. JJlonocnocmunas unHcmpykyus — TPaBOBOM aKT, PETIAMEHTUPYIOLIUI
OpraHMU3aIlMOHHO-TIPABOBOE  TOJOXKEHHE pabOTHUKA, €ro OO0S3aHHOCTH, IpaBa,
OTBETCTBEHHOCTh M OOECHEUMBAIONIMNA YCIOBUS ANl €ro 3(PQEeKTUBHON pPabOTHI.
JIOJDKHOCTHBIE HMHCTPYKLIMHU pa3padaThIBalOTCA Ha BCE JOJDKHOCTH, KOTOpPBIE
IPELYCMOTPEHBI IITATHBIM PACTIMCAHUEM.

OOs13aTENIBHBIMM ~ PEKBU3UTAMH  JIOJDKHOCTHOM ~ MHCTPYKLUMH  SBJISIFOTCSL:
HaUMEHOBAHUE OpraHu3aluu, TpUd yTBEPKACHMS, Ha3BaHUE BHJA JOKyMEHTa U
3aroJIOBOK K TEKCTY, MECTO COCTAaBJICHHUsI, OAIUCH. /[aTOi JOIPKHOCTHOM MHCTPYKLIUN
siBysiercst nata e€ yreepxkaenus ([Ipunoxenue 8).

JIOIKHOCTHAasT MHCTPYKLMS, KaK MPaBWIO, BKJIKOYAeT B ceOsl Cleqyrolue
paznensl: «OOmme nonoxeHus», «JlomkHOCTHBIE OO0s3aHHOCTH», «lIpaBay,
«OTBETCTBEHHOCThY, « B3aMOOTHOILIICHU.

Pasnen «OO1me monoXeHus» BKIOYAeT B ceO01 HAaMMEHOBAHHUE JIOJHKHOCTHU C
0003HAYEHUEM CTPYKTYPHOr'O MOAPA3ACIICHUS, KOMY HEIOCPEICTBEHHO MOJYUHSAETCS
pabOTHUK, MOPAIOK Ha3HAYEHUS HA JODKHOCTb M OCBOOOXKIEHHUS OT JOJDKHOCTH,
MEepeYeHb HOPMATUBHBIX, METOJWYECKHX M JIPYTUX JOKYMEHTOB, KOTOPBIMH
PYKOBOJACTBYETCA pPAOOTHUK, KBaIU(PUKAUUOHHBIE TPeOOBAHMUS K OOpa30BaHUIO U
CTaxxy paboThI.

Paznen «JlomkHOCTHBIE 00513aHHOCTU» ONPENENSIET COEP KaHUE AESITEIbHOCTH,
OCYIIECTBIsIEMOM pPAaOOTHUKOM, BHABI pabOT U 00S3aHHOCTEH, BBIIOJHAEMBIX
pabOTHUKOM.

Paznen «IIpaBa» ycraHaBIMBaeT MOJHOMOYMSI paOOTHHKaA, OOeCleuMBaroLIne
pealln3alnio BO3JIOKEHHBIX HAa HETO 00s13aHHOCTEH.

Paznen «OTBETCTBEHHOCTh» YCTAHABIMBAET KPUTEPUHU OLEHKH pabOThl U MEpPHI
MEPCOHAJILHOM  OTBETCTBEHHOCTH paboTHUKA. KpurepusiMu OLIEHKH —SBISIOTCA
OOBEKTHBHBIE [OKAa3aTEIM, XapaKTePU3YIOLIME KadyeCcTBO U CBOEBPEMEHHOCTH
BBINIOJIHEHHST paO0Thl. OTBETCTBEHHOCTh PA0OTHHKA ONPENEISETCS B COOTBETCTBUU C
JNEUCTBYIOUIUM  3aKOHOJATEIbCTBOM M MOXET  ObITh  JAMCHMIUIMHAPHOM,
aAMUHUCTPATUBHOU WUJIU YTOJIOBHOM.

B pa3nene «B3aMOOTHOIIEHHS yKa3bIBAETCS: OT KOT0, B KAKUE CPOKHU U KAKYIO
MHPOpPMAIMIO MOJydaeT pabOTHUK, KOMYy M B KaKUE€ CPOKU IPEACTaBISET, C KEM
COIJIaCOBBIBAET IPOEKTHI MOJArOTABIMBAEMBIX JIOKYMEHTOB, C KEM OCYIIECTBISET
COBMECTHYIO TOJTIOTOBKY U JIpyrH€ BOIPOCHl HH(OPMALKMOHHBIX B3aUMOCBS3EH
paboTHHUKA C IPYTUMH MOAPA3IEICHUSIMH, JIUIIAMU, OPTaHU3AIHSIMH.

B Texcre MHCTpYKUMM MCHOJIB3YIOTCS cioBa: «Jloimken», «lMmeer mpasoy,
«O06s3an», «Jlomyckaercs», «3ampemaercs» W T.I. TEKCT HU31araeTcsi OT TPEThEro
JULA Uiv B 0€31MYHOM opme.

JIoJDKHOCTHAsT MHCTPYKLMS TIOJIMCHIBAETCS PYKOBOJIUTEIEM CTPYKTYPHOTO
nojpasJieJieHusl, HayaJlbHUKOM  yIOpaBjieHUss 1o pabore ¢  MIEepCOHAJIOM
JOKYMEHTAIlMOHHOMY oOecrieueHuto U yrBepxkaaercs pexkropom HBI'Y. Ilocne
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YTBEPKJCHUSI Ha MOJJMHHHUKE JOJDKHOCTHOM HHCTPYKIIMU PAaOOTHUK MPOCTABISET
03HAKOMUTENBHYIO BU3Y: «C HHCTPYKIMEH 03HAKOMJIEH, AaTa, MOAMKCHY.

6.1.3. Ilonooicenue — TIPaBOBOW aKT, OMPEACISAIONIMN MOPAIOK O0Opa3OBaHUA,
3a/1auu, 00S3aHHOCTH, MPaBa, OTBETCTBEHHOCTh, OPTaHU3AINIO PAOOTHI CTPYKTYPHBIX
MOJpa3ACiCHU, a TaKXe JPYIrMX BONPOCOB, KAaCAOMIUXCS JEATEIbHOCTH
Yuusepcurera (IIpunoxenue 9).

[Tonoxenus: OBIBAIOT: O CTPYKTYPHBIX MOJPA3JIETICHUSAX, KOJUIETHAIBHBIX H
COBENIATeNIbHbIX OpraHax (KOMHCCHS, COBET, MpaBJIeHHEe W T.0.) U O BHAAX
NEATEIIBHOCTH.

[Tonoxenust pazpabaTbIBalOTCS PYKOBOAUTEISIMU CTPYKTYPHBIX MOJpa3eieHHM
U yTBepkaarorcs pekropom HBI'Y.

[TonmoxkeHne 0 CTPYKTYPHOM MOAPA3AEICHUN COCTOUT U3 CIEAYIOLINUX Pa3/IeIIOB:
«O06mume nonoxenus», «OCHOBHbIE 3aauny, «DyHkiuny», «[IpaBa u 00s3aHHOCTHY,
«OTBETCTBEHHOCThY», «B3aMOOTHOIICHUS», «3aKIIUYUTEIIbHbIC MOJ0XKEeHUs». Ecim
CTPYKTYpPHOE MOAPA3CICHUE COCTOUT U3 MOAPA3EICHUN (CEKTOPOB, OTAEIOB, IPYIII,
O010po W T.A.), B MOJOXXEHUE O TaKOM IMojpasjelieHun mnocie pazgena «OCHOBHBIE
3agaum» BKIoUaeTca pasfen «CTpykTypay», a Ha KaXI0e€ NMOAPAa3/ICIICHUE B COCTABE
KPYITHOM CTPYKTYPHOM €IMHUIILI pa3padaThIBA€TCsl CaMOCTOATEIIBHOE TOJIOXKEHUE (CM.
[Topsinok pa3paboTKu MOJIOXKEHUN CTPYKTYpHbIX noapazaeneaniit HBI'Y).

6.2. PacnopsauTenbHbie JOKYMEHTHI

6.2.1. YopaBneHnueckass naestenbHocTh HBI'Y  BeIpakaeTcss mocpeacTBoM
W3JIaHUS PACIOPSIANTEIBHBIX JOKYMEHTOB.

Ilpuxaz — 3TO OCHOBHOM pacnopsiAuTENbHbIN TOKYMEHT. OH U3/1aeTcsi OT UMEHU
pektopa HBI'Y, B uensix paspelieHns OCHOBHBIX U ornepaTtuBHbIX 3a1au (IIpunoxenue
3).

— IIpoekTbl pacnopsIAUTENBHBIX JOKYMEHTOB (IPUKA30B) 10 OCHOBHOM
JNEATEIbHOCTH, TOATOTOBJICHHBIX JJIs MOAMMUCAHMS, MOCII€ TOATOTOBKH MEPEIAIOTCS B
VYnpasienue no paboTe ¢ MEPCOHAIOM U JOKYMEHTAIIMOHHOMY OOECIEUEeHHIO IS
MPOBEPKHM W MPAaBUIBHOCTH UX  Oo(opMIieHHs, 3aTe€M  COIJIacyloTcs ¢
3aMHTEPECOBAHHBIMU JIMIIAMU;

— IlpaBunbHO OQOpMIIEHHBIE MTPOEKTHI MPUKA30B MEPEJAIOTCs Ha TOAMUCH
Pexropy, nocne noanucanust U34ar0TCs MPUKA3HI,

— llognucanHple mpuKa3bl MO OCHOBHOM [JEATEIBHOCTH PETUCTPUPYIOTCS B
VYmpasnenuu no pabore ¢ IEPCOHATIOM U JIOKYMEHTAlIMOHHOMY 00ECTICUEHHIO;

— IloamMHHUKH TIPUKA30B MO MECTYy UX PETUCTpau (OPMUPYIOTCS B Jelia B
COOTBETCTBHM C HOMEHKJIATYPOU JI€]T Y HUBEPCUTETA;

— Komuum nmnpukazoB  pacChUIAIOTCA ~ HMCHOJHHUTENSIM W WIA  UHBIM
3aMHTEPECOBAHHBIM JIMIIAM B DJIEKTPOHHOU (popMe UTu Ha OyMaKHOM HOCHUTETIE;

— Komuu mnpukaszoB, paccbuiaeMble Ha OyMa)KHOM HOCHUTEJIE, 3aBEPSIOTCS B
COOTBETCTBMHM ¢ Hactosuen MHcTpykumen

[Ipuka3 1O OCHOBHOM JeATENbHOCTH OdopMisieTcsl Ha OJaHKe MpuKasa
YHuBepcuTeTa U BKJIIOYAET B CEO0sI CIICAYIONINE PEKBU3UTHI:
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— HAMMEHOBAHUE Y HUBEPCUTETA;

— HaMEHOBAHUE BUJA JOKYMEHTA;

— MECTO COCTaBJICHUS WJIM H3JaHUs JTOKYMEHTA, a TaKKe OTrPaHUYUTEIIbHBIE
OTMETKHM I pa3MELIEHUs PEKBU3UTOB;

— J1aTa JOKyMEHTA;

— PETUCTPALIMOHHBIN HOMEDP TOKYMEHTA;

— 3aroJIOBOK K TEKCTY.

TekcT mprkasza COCTOUT M3 KOHCTATUPYIOLIEH W PaCHOPSIAUTENBHON 4dacTel, B
OTJIETBHBIX CIyYasix TOJBKO U3 PACHOPAIUTEILHON YacT 0€3 KOHCTATUPYIOIIEH.

B KoHCTaTupyromied YacTH H3Jaratorcsl MPUYUHBI, OCHOBAaHUS, LEJH
COCTaBJICHHUS JOKyMEHTa. EciM OCHOBaHMEM K U3JaHUIO T[IpUKa3a SBISAETCS
3aKOHOJIaTEIbHBIN, NHOM MMPABOBOM AKT WJIM NOPYYEHHE BBILIECTOSIIMX OPraHOB, TO B
KOHCTaTUPYIOIEN YaCTH yKa3bIBA€TCs €ro BHUJ, 1aTa, HOMEP, 3ar0JIOBOK U MEPENACTCS
COJIEP/KaHMUE TOU €T0 YaCTH, KOTOPAs KACAETCS LEIU U3IaHUS ITPUKA3a.

PacnopsanurensHas 4dacte HaumHaercs cioBoM «IIPMKA3BIBAIO», kotopoe
MULIETCS 3aryiaBHbIMU OyKBaMH. B pacnopsauTenbHOM 4acTH MpUKa3a YKa3bIBAIOTCS
KOHKPETHBIE JEUCTBUS, WCIOJHUTENIN, CPOKH UCIIOIHEHUS IMPEANUCHIBAEMBIX
JICUCTBUH.

[Ipn 3HauMTENBHOM O0O0BEME TEKCTAa B NPOEKTE MpUKa3a MU3JAraroTcs JIUIIb
OCHOBHBIE BOIIPOCHI, OCTAJIBHOW TEKCT IOMEUIACTCA B IPUIIOKEHUHU K npukasy. [Ipu
HAIUYAKA TPUIOKEHWH B TEKCTE IIpUKa3a B  COOTBETCTBYIOIIMX  ITYHKTax
paclopsAIUTEIbHOM YacTU JAloTCA OTCBUIKM. M3pmaHue BMecTe ¢ IIpUKAa3oM
IIPUJIOKEHUM, HE YIIOMSHYTBIX B TEKCTE IIPUKA3a, HE JOIyCKAeTCs.

IIpuka3el 1m0 ocHOBHOM AesarenpbHOCTH HBIY, mo mmuHOMYy cocTaBy u3maer
YIPAaBJICHHUE 10 KaJpaM Ha OCHOBAaHUM IPEJICTABICHHBIX M COIVIACOBAHHBIX MPOEKTOB
IIPUKAa30B OT PYKOBOJMTENIEW CTPYKTYpPHBIX IoapasneneHuil. Ecim B mponecce
COTJIACOBAHMUS B MPOEKT BHOCATCS M3MEHEHMS INPUHIMUIHUAIBHOIO XapakTepa, TO OH
MOJUIE)KUT TOBTOPHOMY COIVIACOBAHUIO JOJDKHOCTHBIMU JIMLIAMM; €CJIM BHOCATCS
PENAKIIMOHHBIE YTOYHEHMWS, HE U3MEHSAIONIME €r0 COAEpP)KAHHWE, IIOBTOPHOE
CorjacoBaHue He TpedyeTcs.

[Ipuka3 nognuceiBaet pekrop HBI'Y mnm ynmoasHoMo4eHHOE UM JIMIIO.

6.2.2. Pacnopsioxcenue — TIPaBOBOM  aKT, W3/IaBAEMbId  PYKOBOJIUTEIEM
YHuBepcuTeTa AEHUCTBYIOIIUM €IMHONIUYHO. [IpaBoM HM31aBaTh pacropsyKeHUsT MOTYT
HAJEIATBCS ~ MPOPEKTOPA,  PYKOBOAUTEIM  CAMOCTOATENBHBIX  CTPYKTYPHBIX
noapasnaenennit (Ipunoxenue 4).

[TpoeKThl pacnopsAUTENbHBIX JOKYMEHTOB (PACHOPSIKEHUI) MOATOTOBICHHBIX
JUISl TIOAIIMCAHUSA, ITOCJE MOATOTOBKHM U COIVIACOBAHUS C 3aMHTEPECOBAHHBIMM JINLIAMH
NepelaloTCs OTBETCTBEHHOMY 3a 0(OpMIICHHE PACHOPSHKEHUN JOHKHOCTHOMY JIUILY .

[IpaBunbHO O(OpMIIEHHBIE MPOEKTHI PACMOPSHKEHUS TEPEatoTCsl Ha MOJIHUCH,
NOCJIE MOAMUCAHUS U3IAKOTCS PACTIOPSKEHHUS.

[lognucanHble  pACHOpPSKEHUST ~ PETUCTPUPYIOTCA ~ OTBETCTBEHHBIM 34
oopMIIEeHUE PACIOPSHKEHUN JOJDKHOCTHBIM JIMIIOM (HampuMep, PperucTpanus U
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oopMIIEHUE PACTIOPSHKEHUI TIEPBOTO MPOPEKTOpa, MPOPEKTOpa MO HAYYHOW padore
MIPOU3BOAUTCS TIOMOIITHUKOM PekTopa).

[ToaTMHHUKY pacTIOPSIKEHUH IO MECTY UX PETHCTpaIuu (OPMHUPYIOTCS B Jea B
COOTBETCTBUM C HOMEHKJIATYPOU J1€JT Y HUBEPCUTETA.

Kommu  pacmopspkeHuWii  pacChLIalOTCS  HWCTIOMHUTESIM W WM WHBIM
3aMHTEPECOBAHHBIM JIMIIAM B 3JIEKTPOHHOU opMe niu Ha OyMaKHOM HOCHUTETIE.

Komnuu pacnopsikenuit, paccbuiaeMble Ha OyMa)XHOM HOCHUTEJIE, 3aBEPSIOTCS B
COOTBETCTBHM C HacTosAlEen MaCcTpyKInen.

[Topsimok cocraBieHus U OQOPMIICHHS PACTIOPSKEHUN B 1I€JIOM aHAJIOTHYEH
nopAnKy o(opMiIeHHs TMPUKA30B IO OCHOBHOM JESATENBHOCTH YHHUBEPCHUTETA.
Paznuuusa 3akimoyaroTcs B CHEAYIOIIEM: pAacCOpsAMTENIbHAs YacTh OTHESETCS OT
KoHcTaTupyromei cioBoMm «llpemnarato» winn «O0s3bIBat0», WU 6€3 KaKoro-imbo
CIIOBa, TO €CThb HEMOCPEACTBCHHO CIIEyeT 3a KOHCTATUPYIOIIEH YacThIO TIOCIHE
JTBOCTOYHS.

OO0s3aTeTbHBIMU ~ PEKBU3UTAMU  PACIIOPSDKCHHSI  SIBIIAIOTCS: HAaWMCHOBAHHE
OpraHW3allid, HAUMEHOBAaHWE CTPYKTYPHOTO TOApa3ielieHus (MECTO W3IaHus
pactopspKeHHsI), Ha3BaHWE BUJA JOKYMEHTA, JaTa U HOMEp JOKYMEHTA, 3aroJIOBOK K
TEKCTY, TEKCT, TIO/INHACh, BU3a.

6.3. HudopmManmoHHO-CIIpaBOYHAS JOKYMEHTAIIUS

6.3.1. Ilpomoxon — HOKYMEHT, COJACPXKAIMA 3alMMCh Xo0Ja OOCYXICHUS
BOIIPOCOB M TPUHATUSA PEIICHUM Ha CcOOpaHUsX, 3acelaHusX coBeTa (¢akyibTeTa,
3acemanusx  kKademp, CcoBeHIaHUAX, KOH(EpPEHUHUAX,  JEJIOBBIX  BCTpeUax.
OO0s3aTeNbHBIMU PEKBU3UTAMHU MPOTOKOJIA SIBIISIOTCS: HAMMEHOBAaHWE OpTraHU3allvu,
HAaMMEHOBaHWE BHJIA JIOKYMEHTa (IIPOTOKOJ), JlaTa U HOMEP MPOTOKOJIA, 3arojOBOK K
TEKCTY, TekcT, moanucu (IIpunoxenue 5).

TekCcT MpOTOKOJIa COCTOUT U3 JIBYX YACTEH: BBOJHOW M OCHOBHOW. BO BBOAHOM
JacTH TMPOTOKOJIA YKa3bIBAIOTCSI (QamMuiIuu Mpeaceaareis, CeKpeTaps, 4YJICHOB
KOJUIETHAJILHOTO WJIM COBEIIATEIBLHOTO OpraHa, MPUCYTCTBYIONIMX Ha 3acedaHuH,
MTOBECTKA JTHS.

damMunuK  MPUCYTCTBYIONIUX TMEPEYUCISIFOTCA B al(aBUTHOM TOPSIIKE C
yKa3zaHueM MecTa paboThl M JOJDKHOCTH. B TPOTOKOMAX MOCTOSHHO ACHCTBYIOIITUX
COBEIIaHWI ¥ KOMUCCHI 06€3 yKa3aHUsl I0JKHOCTEH.

[Ipu odopmieHun TPOTOKOIA C YHUCIOM Y4YaCTHUKOB 3acefnaHus Oosee 15
YeJIOBEK (DaMIIIMU HE TIEPEUUCIISIOTCA, a YKa3biBaeTcs MUGPoi uxX 00I11ee KOJIUIECTBO.
Cnucok y4aCTHUKOB B TaKMX CIy4asx MpuUjiaraeTcs, Halpumep:

[IpucyrcTBOBaNO: 25 4enoBeK (CIMCOK MPUIIAraeTcs).

OcHOBHasi 4YacTh TEKCTa MPOTOKOJA IO KaXJOMY BONPOCY IOBECTKU JIHS
CTPOUTCS TIO CXEME:

CJIYIIAJIN,

BBICTVYIINJIN,

I[TOCTAHOBWIJIN.
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B pasnene «IIOCTAHOBWJIN» 3anuceiBaeTcsa NMPUHATOE pelieHue. Pemenue
dopMynupyeTcss TOUHO U JIJAKOHUYHO, TaK, YTOOBI HE BOSHHUKIIO JBOSIKOTO TOJIKOBAHUSI.
Hapsiny ¢ pelieHneM yka3bIBaeTCs KOJIMYECTBO TOJIOCOB, MOJAHHBIX «3a», KIIPOTUBY,
«BO3EPKATIOCH», @ TAKKE CIUCOK JIMI] HE YYACTBYIOIIMX B FOJIOCOBAaHUM, HAIIPUMED:

«3a» — 30 rosocos.

«IIpotus» — 1 romnoc.

«Bo3znepxanocs» — 4 ronoca.

Pemenue npunsTo 30 4ucIOM roj0coB.

6.3.2. Boinucka u3z npomoxona TPENCTABISET COOOM TOYHYIO KOMNHUIO YaCTH
TEKCTa MOJJIMHHOIO MPOTOKOJIA, OTHOCSIIErocs K TOMY BOIPOCY IOBECTKM IHS, IO
KOTOPOMY TOTOBAT BBINUCKY. BbINHcka BOCHPOM3BOAMT BCE PEKBU3UTHI OJlaHKA,
BBOJHYIO YacCTb TEKCTa, BOIIPOC MOBECTKU JIHS, IO KOTOPOMY T'OTOBUTCS BBINMCKA, U
TEKCT, OTpaXkaBIIMK 0OCyXjeHue Bompoca u mpuHsatoe pemenue ([Ipmroxenue 5).
BrlInucky U3 NpoTOKoJIa MOANKMCHIBAET MPEACEAATENb U CEKPETAPh 3aCEIaHu.

6.3.3. Axm — crpaBoYHO-UH(DOPMAIIMOHHBIA JOKYMEHT. COCTaBIIsAETCS TPYMIION
JUL 08 TOATBEPXKICHHS  YCTAHOBJICHHBIX  (DAKTOB MM COOBITHM  (aKThI
MHBEHTApU3allNil, pUeMa-niepeilayd MaTepUuagbHbIX IIEHHOCTEW, AeJNl, YHUUYTOKECHUS
nokymenToB u T.1.) (ITpunoxenue 19).

['maBHOE MPH COCTABIIEHUH aKTa 3TO YCTAHOBJIEHHE (DAKTUYECKOTO COCTOSHHS
JIeJI ¥ aJIeKBaTHOE €r0 ONMCAHUE B aKTe. 3arojOBOK K aKTy JOJDKEH IPaMMaTUYECKU
COTJIACOBBIBAaTbCSI CO CIIOBOM «aKT», HaIlpUMep: «AKT MpOBEpKH (UHAHCOBO-
XO35IMCTBEHHON JEATENBHOCTH YHUBEPCUTETA», «AKT CIHCAHMS MaTEPHUAIBHBIX
LIEHHOCTEW».

TekcT akTa COCTOUT U3 ABYX YacTel: BBOAHOM M OCHOBHOM (KOHCTATHPYIOIIEH ).
Bo BBOJHONH 4acTM  aKkTa  YKa3blBae€TCsi  OCHOBAaHUE €ro  COCTaBJICHUS
(pacniopsiAMTENbHBIA TOKYMEHT, HOPMATUBHBIA JOKYMEHT, JOTOBOP C YKa3aHHEM €ro
JaThl ¥ HOMeEpa), Mpejacenareb U WIeHbl KOMUCCUU. B OCHOBHOI yacTu u3iaraercs
CYLIHOCTb, XapakTep, METOAbl M CPOKH MPOJAETAaHHON padOThl, a TAKKE BBIBOJBI,
MPEMJIOKEHUST W 3aKJIoYeHUsA. B KOHIlE TeKcTa akTa YKa3bIBaeTCs KOJUYECTBO
COCTaBJICHHBIX SK3EMILIIPOB U UX MECTOHAXOK/ICHUE.

JlaToil akta sBigeTcda Aata coObITHsA (TPOBEpPKH, OOCIeAOBaHUS, MepeAadyd u
T.1.). AKT TOANMCHIBAETCS BCEMH JIMUAMH, IPUHUMABIIMMH YYacTHE B €ro
cocTaBJieHUH 0e3 yKazaHUs JOJKHOCTEH.

C aktamMu peBu3uid U OOCJHEIOBAaHMI 3HAKOMST BCEX JHI], JEATEIbHOCTH
KOTOpBIX OHM Kacatorcsa. Ilpum »TOM cTaBHUTCS corjacyromas OTMETKa (C aKToM
O3HaKOMJIEHBI: TIOJIHUCH, AaTa). Oco00oe MHEHHE YIeHa KOMUCCUU CleTyeT 0(hopMIIATh
Ha OT/EJIbHOM JIUCTE U MPUJIaraTh K aKTy.

B HeoO0XoAMMBIX Cllydasix, €CJIIM 3TOr0 TpeOyrOT HOPMATUBHBIE JOKYMEHTHI,
aKTbl YTBEPKJAIOTCS PEKTOPOM YHHUBEPCUTETA, [0 PACHOPSIKEHUIO KOTOPOIo
POBOJMINCH IEUCTBUS, 3aBEPIIMBLIMECS COCTABICHUEM aKTa.

6.3.4. Cnpasxa — NOKYMEHT, COAEpKAIMM ONHUCaHUE W TOATBEPXKICHHUE TeX
WM UHBIX (PakToB WU coObITUM. CHpaBKM OTPaKalOT OCHOBHYIO JIESTEIbHOCTH
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YHuBepcuTeTa WIM TOATBEP)KIAIOT CBEIACHUS OHOTpapUYECKOTO WM CIIYKEOHOTO
Xapakrepa.

[TepByro TpyIITy CIIpaBOK COCTAaBISIIOT CIPABKU WH()OPMAITMOHHOTO XapakKTepa,
OHM TOTOBSITCS IO 3aMPOCY U MPEIOCTABIISIIOTCS B YCTAHOBJIECHHBIE CPOKHU.

CrpaBku, HarpaBJsieMbIE 3a MPECIbl Y HUBEPCUTETA, OPOPMIISIOTCS Ha OJIaHKe
VYHuBepcutera (MMEIOT PEKBU3WUTHL: J1aTy, PETUCTPAIMOHHBIM HOMEp, ajpecar,
3aroJioBOK, TEKCT, MOJIMKCH), a MpEACTaBIsieMble BHYTPU By3a — O(OPMIISIOTCS Ha
mucte Oymaru ¢opmara A4, HO UMEIOT T€ K€ PEKBU3UTHI C YKa3aHUEM CTPYKTYPHOTO
noapaszaenenuss HBI'Y, moarotoBuBIiero cpasky.

Bropas rpymnmna cripaBok — CripaBKu O MOATBEPKIACHUU MecTa y4eObl U paboThl,
3aHUMAaEMOU JTOJDKHOCTH, O 3apaboTHOM Iiate u T.A. B 3ToMm ciydae, Kak mpaBuio,
NPUMEHSIOTCST YHU(PUIIMPOBaHHbIe ONaHKU. TEKCT CIpaBKM HAYMHAETCS C yKa3aHUs
dbaMmiMy, UMEHH, OTYECTBA JIMIA, O KOTOPOM COOOIIal0TCcsl cBefeHusa. Ha crpaBke
CTaBUTCS JlaTa U PETrUCTPAllMOHHBIA HOMEp. TEeKCT crpaBKu 3aBEpsETCS MOJIINUCHIO U
nevarbio ([Ipmnoxenne 10-11).

6.3.5. Cnyorcebnas 3anucka — NITOKYMEHT COCTABISIEMBIA pPaOOTHUKOM WJTH
PYKOBOJUTENEM MOJpa3/ICICHUs] HA UMs PYKOBOJUTENS WM CHEHHUaINCTa APYroro
noapasaenenus (I[Ipunoxenue 13).

TekcT ciykeOHOM 3aluCKU COCTOUT M3 JABYX CMBICIOBBIX 4YacTeil: mepBas — C
U3JIO)KEHUEM TMPUYHMH, (AKTOB WM COOBITUN, TMOCTY>KUBIIMX TIOBOJIOM JJisi €€
HAIlMCaHUs, BTOpas — COJECPKUT BBIBOJBI M MPEMIOKEHHS, MPOCHOBI, 3aABKU O
KOHKPETHBIX JIEHCTBUAX, KOTOPhIE HEOOXOIUMO MPEITPUHSTS.

CnyxeOHas 3amucka MOXET OBbITh BHEIIHEW WM BHYTpeHHed. Buemnrnue
CIIyK€OHBIE 3alMCKU COCTABIISIOTCS Ha OJlaHKe YHHBEPCUTETAa W TOJIMUCHIBAIOTCA
pekTopoM (TIPOPEKTOpPOM), BHYTPEHHHWE — Ha CTaHAAPTHOM JIMCTe OyMaru W
MOJMUCHIBAIOTCA PAaOOTHUKOM WM PYKOBOIUTEIEM CTPYKTYPHOTO TOApPA3ACICHUs
YHuBepcurera.

7. Opranusanus 10KyMeHT0000poTa

7.1. Ilpuem, o00paboTka, perucTpaisi W MPOXOXKJICHHUE TMOCTYMMAOIINX
JOKYMEHTOB

7.1.1. lloctynatomass ~ JTOKyMEHTalldsd  NPUHUMAETCS  LEHTPATM30BAHHO
JeJIONPON3BOAUTENIEM YIIpaBJiICHUS 10 paboTe C MEPCOHAJIOM U JIOKYMEHTALIMOHHOMY
o0OecrieyeHU0 YHHUBEpPCUTETa, T[J€ OHa NPOXOJUT TMEPBUYHYIO 0OpaboOTKy,
peBapUTEIbHOE PACCMOTPEHHE, 3aTEM JI0CTABIISETCS M0 HA3HAYEHUIO.

7.1.2. Ilpy mony4eHUM AOKYMEHTa PaOOTHUK JAEJIONPOU3BOJUTENDL MPOBEPSIET
[EJIOCTHOCTh KOHBEPTA, MaKeTa WM YIAKOBKH, a PU BCKPHITUM KOHBEPTA — HAJIMYKE B
HEM JOKYMEHTOB, BKJIIOYAs PUIIOKESHHUSL.

7.1.3. He BckpbIBatoTCS KOHBEpPTHI € TMOMETKOM «JIlnuno» wu rpudamu
OTpaHUYEHUS JocTyna («CexpeTHOY, «["ocynapcTBeHnHas TaiiHay,
«KonbuaeHmumanbHO»).
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7.1.4. ITpeaBapuTenbHOE PacCCMOTPEHHUE MPOBOAUTCS C LIEJbIO paclpeeeHus
MOCTYNHBIIEH JOKYMEHTAlMU Ha JIOKYMEHTHI, TPEOYIOIINE PACCMOTPEHHUS PEKTOPOM
YHuBepcuTETa W HaIpaBisieMble B CTPyKTypHble mnonpasaeneHus HBIY. Ilocne
PAacCCMOTPEHHsI PEKTOpP HAa3HA4YaeT OTBETCTBEHHOE JIMLIO, KOTOPOMY M NEpenaercs
JOKYMEHT Ha ucrnojiHeHue. [Ipy Ha3HaueHuu B pe30II0UUN HECKOJIBKUX UCIIOHUTENEH
JOKYMEHT MEePEJaeTCsl OTBETCTBEHHOMY HCIIOTHUTENIO.

7.1.5. be3 mpeaBapuUTENBbHOTO PACCMOTPEHUSI TEPENalOTCs MO HA3HAYCHHIO
JIOKYMEHTBI, aJpPECOBAHHbIE HEMOCPEJCTBEHHO CTPYKTYPHBIM MOJAPA3JIEICHUsIM, HX
PYKOBOJUTEISIM WU paOOTHUKAM Y HUBEPCUTETA.

7.1.6. UcionHuTEeNb TOJIYy4ae€T JOKYMEHTHI B J€Hb WX PEruCTpallid WA Ha
CIEeNyIOUNA JeHb C pEe30NIoNueld pekTopa YHUBepcuTeTa JMO0 pPYyKOBOAMUTENS
CTPYKTypHOro mnonpaznaenceHus. CpouHble JOKYMEHTHI IEPENAOTCS HCIOJHUTEIIO
HEME/JICHHO.

7.1.7. IloctynuBmiMe  TenerpaMMbl — NPUHUMAIOTCS  MOJ  PACIUCKY  C
MPOCTABJICHUEM JIaThl U BPEMEHH MPUEMA.

7.1.8. JlokymeHnTsl, HampaBlieHHbIe B npuéMHyro pektopa HBI'Y u mpunsteie
HETOCPEJCTBEHHO  TMOMOIIHUKOM  pekTopa  ((dakchl, HJIEKTPOHHBIE  MHUCHMA)
PETHCTPUPYIOTCS B CUCTEME 3IEKTPOHHOTO JOKYMEHTOOOOpOTA.

7.2. Peructpanus u y4eT OTIPABISAEMBIX JOKYMEHTOB

7.2.1. JIokyMeHTBI, MOJJIKAIUE OTIPABICHUIO, JIOJDKHBI OBITh T'PaMOTHO
COCTaBJIEHBI U PABUIBLHO 0(opMIIeHbI. JIOKYMEHTBI, COCTAaBICHHBIE U O()OPMIIEHHBIE C
HapylICHUEM YCTAaHOBJIEHHBIX HACTOSIIEH HMHCTPYKIMEH MpaBHIl, BO3BPAIIAOTCA
UCIIOJTHUTEIIIO Ha I0PabOTKYy.

7.2.2. IlpoexkT JOKyMeHTa, HaleyaTaHHbIH ¥ TPAaBWIBHO OGOPMIICHHBIH,
corjacyercs C PYKOBOJMTEIIEM, 3aMHTEPECOBAHHBIMHU CTPYKTYPHBIMU
Mo/ipa3/iefieHus MU 1 opraHuzanusmMu. Ilocie cornacoBanusi TOKyMEHT NepeiaeTcsl Ha
MOANKMCAHNE WA YTBEPKICHUE.

7.2.3. TOTOBBIN TMOAMMCAHHBIN JTIOKYMEHT PETUCTPHUPYETCS OTBETCTBEHHBIM 3a
JOKYMEHTOOOOpOT B mojpasiaeiieHnu B «KypHane peructpanud BXOASIIEH U
UCXOJAIIEH TOKYMEHTAlMW» W JeJaeTcsl KOIMUs OTIPaBIseMOro JokyMeHTta. Komwus
JOKyMEHTa B COOTBETCTBUU C HOMEHKJIATYpOW JeN MOAIIMBAETCS B JI€J0, a MEPBBIN
AK3EMIUIAP TOKYMEHTA MOCTYIIAET Ha OTIPABKY.

7.2.4. JIoKyMEeHTBI, OTIPABJISIEMBIE 110 MOYTE (3aKa3HBIM WJIM IIEHHBIM TUCHEMOM,
JKCIIPECC-TIOUTOM), mepenaroTcss B YIpaBieHHe 1o paboTe ¢ TNEepCoOHAIOM U
JOKYMEHTAallUOHHOMY OOECIIEUEHHUIO JEeJONPOM3BOJUTENI0O Ha PETUCTPALUI0 U
OTIpaBKy. YINakoBKa U OQOpPMIICHHE KOPPECHOHICHIIMH OCYIIECTBISETCS B
COOTBETCTBUHM C JACUCTBYIOMKUMU [[04TOBBIMU ITpaBUIIAMH.

7.2.5. Tenerpammbl, (akcorpaMMbl, 3JICKTPOHHBIC JOKYMEHTHI ITOCBUIAOTCS
CTPYKTYPHBIMH MOAPA3ACICHUSIMHI WA UX PYKOBOAUTENISIMU CAMOCTOSTEIBHO.

7.3.  OcobeHHocTH paboThI C NEKTPOHHBIMU TJOKYMEHTAMHU

7.3.1. DneKTpOHHBIE JIOKYMEHTBI — 93TO JIOKYMEHTBI, CO3/JaBaeMbie B
AJIEKTPOHHON (opme 0e3 MpeaBaApUTEIBLHOIO0 JOKYMEHTUPOBAHUS Ha OyMa)KHOM
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HOCHUTEJIC; DJEKTPOHHbIE 00pa3bl JOKYMEHTOB, IIOJIyY€HHbIE B pe3yibTare
CKaHMpPOBaHUsA  JOKYMEHTOB M  XpaHSIIMECS B  CHCTEME  BJIEKTPOHHOIO
JOKYMEHTO000pOTA.

7.3.2. DNEeKTPOHHBIN JOKYMEHT JODKEH OBITh 0()OPMIICH MO OOIIMM TpaBHIIaM
JEJNONPOU3BOACTBA M HUMETh PEKBU3UTHI, YCTAHOBJEHHBIE [JIsl AHAJOTUYHOIO
JOKyMEHTa Ha OyMa)XHOM HOCHUTEJNE, 3a MCKIIOYEHUEM OTTHCKAa Ie4YaTH U
nzo0paxenus ['ocynapcrBenHoro repoa Poccutickoit denepanym.

7.3.3. [Ipu mepenade >JIEKTPOHHBIX JOKYMEHTOB B JIPYTUE TOCYJApPCTBEHHBIC
OpraHbl JOKYMEHTBHI 3aBEPSIOTCS SJEKTPOHHOW MOIIMCHI0 PEKTOpa YHHUBEPCUTETA B
cootBeTcTBUM ¢ DenepanbHbiM 3akoHOM OT 06.04.2011 Ne63-D3 (pex. ot 28.06.2014)
«O0 31EKTPOHHON TOATHUCH.

7.3.4. IlpunHsATble WIK OTIpaBisieMble JOKYMEHTHI B 3JIEKTPOHHOM (QopMe Tak
ke, KaK M JOKyMEHTbl Ha OyMa)XHOM HOCHUTEJE perucTpupyrorcs B «Kypnaie
perucTpanMd BXOJAIIEH W HUCXOASNIEH JOKYMEHTAlMW», KOMHUS AJIEKTPOHHOTO
JOKYMEHTa pacleyaThlBaeTCs M MOJIMIMBAETCS B JEJIO B COOTBETCTBUU C
HOMEHKJIATYpOU JIEIT.

7.3.5. Paccpimka TOKyMeHTOB M uX JBwxkeHune BHyTpu HBI'Y ocymectBisroTcs
KaK IO 3JIEKTPOHHOMU MOYTE, TaK U B CUCTEME JIEKTPOHHOTO TOKYMEHTO000POTA.

8. KoHTpoJIb MCIIOJTHEHHS JOKYMEHTOB

8.1. KouTposib HCHOTHEHHUS AOKYMEHTOB (NMOpYYEHHWH) BEAETCS B IIENIAX HX
CBOEBPEMEHHOTO ¥ KaYE€CTBEHHOT'O UCIIOJIHEHMUS.

8.2. KoHTpOJIb HCTIONHEHWs 3apEeTUCTPUPOBAHHBIX C OTMETKOW O KOHTpPOJE
JOKYMEHTOB (MOpPYYEHUM) BEHETCS CHEUUAINCTOM YIpaBieHuss Mo pabore ¢
MEPCOHAJIOM U IOKYMEHTALIHOHHOMY 00ECIIE€UEHHIO.

8.3. PacnopsouTtenpHBIC JTOKYMEHTBHI, MPOTOKOJBI 3aceJaHUi, COAepIKaIue
NOPYYEHHUS] C KOHKPETHBIMM CPOKaMHU MWCIOJHEHUs, CTaBATCA Ha KOHTPOJb IO
K2KJJOMY [TOPYYEHHUIO OTAEIIBHO.

8.4. KoHTposib CPOKOB UCTIOJIHEHUS TOKYMEHTOB BKIIIOUAET B CEOSI:

— IOCTAHOBKY JJOKYMEHTOB (MIOPYYEHHI) HA KOHTPOJIb;

— TMPOBEPKY CBOEBPEMEHHOCTH JIOBEIEHHS JOKYMEHTOB (IIOpY4YEeHHI) 10
HCIIOJTHUTEJICH;

— MPEABAPUTENBHYIO TIPOBEPKY W PETYJIHPOBAaHUSA XOAAa HCIIOJIHEHUS
JIOKYMEHTOB (MIOPYy4YECHUH)

— CHSITUE C KOHTPOJISl JOKYMEHTOB (ITOpY4YEHU )

— UWHGOOPMHUPOBAHHE PYKOBOAMUTENIEH O XOJE UCIHOJHEHUS JIOKYMEHTOB
(mopy4eHuii) U COCTOSSHUU UCTIONTHUTENIbCKOM TUCIHUTIIINHBI.

8.5. CpoKM HCHOJHEHUS JIOKYMEHTOB (NMOPYYEHHI) MCUUCISAIOTCS B
KaJICHJApHbBIX JTHSX.

Ecnu mnocnegHuii €Hb CpOKa HCIOJHEHUS JOKYMEHTOB HPUXOJHUTCS Ha
Hepabouuii IeHb, TO JOKYMEHT MOJIJIC)KUT UCTIONHEHUIO B OMMKAUIIIAN CIICTYIOIIHMN 3a
HUM pabovuil ICHb.
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Jlata ucnonHeHus: JOKyMeHTa (MopydeHus) GUKCUpPYyeTcs B )KypHalle KOHTPOJIS
32 UCIIOJHEHUEM JOKYMEHTOB.

Cpoku UCHOJIHEHUS JOKYMEHTOB YCTaHABIMBAKOTCS PYKOBOJIUTEIEM, HCXOAS U3
CPOKa, YCTAaHOBJICHHOTO OpPraHM3alMel, HaAIpPaBUBLIEH JTOKYMEHT, WM CpPOKOB,
YCTaHOBJICHHBIX 3aKOHOAATENLCTBOM Poccuiickon denepannu.

8.6. JlokyMeHTHI (ITOpYYCHUs) TIOJICIKAT UCIIOJTHCHUIO B CJICIYIOIINE CPOKH:

— C KOHKPETHOM J1aTOi UCTIOJHEHUS — B YKA3aHHBINA CPOK;

— 0e3 yKa3zaHHUs KOHKPETHOW JaThl UCIOJHEHHUS, UMEIOIINUE B TEKCTE MOMETKY
«BEChbMa CPOYHO» — B TEYEHHE OJHOTO [IHSA, «CPOYHO» — B 3-THEBHBIH CPOK;
«orepaTuBHO» — B 10-HEBHBIN CPOK; OCTanbHbIE — B CPOK He Oosiee 30 nHel;

— 1o 3anpocam uieHoB CoBera ®enepanuu, AenyraroB ['ocyaapcrBenHon [Jymbl
HE no3/iHee yeM uepe3 30 aHel co IHS NOJy4YeHUs;

— 10 MEXBEIOMCTBEHHBIM 3allpocaM O MPEACTABICHUH JIOKYMEHTOB U
MH(pOpMauK B LENSIX MPEAOCTABICHUH IOCYIaPCTBEHHBIX U MYHUIIMIAIBHBIX YCIYT —
5 pabouux JHEW co JHS MOJIYYEHHMs 3ampoca, €Clu 3aKOoHoJaTrenbcTBoM Poccuiickoi
®denepanvy HE YCTAHOBIIEH UHOM CPOK;

— 110 oOparnieHusiM rpaxaan — 30 1Hel co JHS perucTpaluu.

8.7. IlpuocTaHOBUTH WCHOJHEHHWE KOHTPOJIBHOTO JOKYMEHTa, a TakkKe
OTMEHUTh €ro MOXET pPYKOBOIAUTENb, MOANUCABIIMN JOKYMEHT WA JaBIIMN
OPYYEHHUE.

8.8. B wmensix CBOEBPEMEHHOIO HCIHOJHEHHUS JOKYMEHTOB, MOpPYYEHUH,
IIOCTaBJICHHBIX HAa KOHTPOJb, CIIELUAIUCT YIpaBJICHUS [0 padoTe ¢ NEPCOHAIOM U
JOKYMEHTAallMOHHOMY  OO€CII€YeHUI0, OTBETCTBEHHBIM 3a BEICHHE KOHTPOJIS
UCIIOJIHEHHSI JIOKYMEHTOB, IPOBEPSIET CBOEBPEMEHHOCTh INOBEACHMUS IJOKYMEHTa M0
UCIIOJIHUTETIS.

8.9. HanomuHaHue WCHIOIHUTEISIM O TPUOTIKEHUU CPOKOB HCTIOTHEHHUS
JOKYMEHTOB MOKET OCYIIECTBIISATHCS B aBTOMAaTHYECKOM pexknmMe nocpencrsom CO/JI.

8.10. Ilpy HeoOXOAUMOCTH H3MEHEHHUS CpOKa WCIOJHEHUS JIOKyMEHTa
OTBETCTBEHHBII HMCIOIHUTENb 0053aH MPEACTaBUTh HAa UM PYKOBOAMUTENSA, JABLIETO
nopyueHnuie, o00CHOBaHHUE (CIYKEOHYIO 3alMCKy) O MPOJJIEHUU CPOKa C yKa3aHUEM
MPUYHH MPOAJICHUS U AAThl UCTIOJIHEHHUS.

OOocHOBaHME TPOIJICHUS CpPOKAa MWCIIOJHEHUS JOKyMEHTa JOJDKHO OBITh
HaIPaBJIEHO COOTBETCTBYIOLIEMY PYKOBOJIUTENIO HE MO3/IHEE, YEM 10 UCTEYEHUH JBYX
TPETBUX CPOKA UCIIOJHEHUS JOKYMEHTA.

OO0 M3MEHEHUHU CpOKa MCIIOJHEHHUS JOKYMEHTa OTBETCTBEHHBIH MCIIOJHUTEND
uHDopMuUpYyeT choenuanucra YOpaBjieHHss 10 paboTre C  TMepCoOHAIOM U
JOKYMEHTAaIlMOHHOMY O0O€CIEeYeHHI0, OTBETCTBEHHOTO 3a KOHTPOJIb HCIOJHEHUS
JIOKYMEHTOB (IIOPYUYEHHUI).

8.11. JIoxymMeHT (MOpy4Y€HHE) CUMUTAETCAd WCIOJIHEHHBbIM, €CJIH MPUHSATHI
pelieHus MO  TOCTABJICHHBIM  BOMpOCAaM, MOJATOTOBJIEHBI  COOTBETCTBYIOIIME
JOKYMEHTBI, HampaBlieHa CIpaBKa 00 MCIOJHEHWH B COOTBETCTBYIOIME OpTraHbl
BJIACTH WJIM JJaH OTBET M0 CYILIECTBY 3aMHTEPECOBAHHBIM JIMIIAM.
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Pemenne 06 mcnomHeHUH AOKyMEHTa (MOpY4YEHUs) MPUHUMAET PYKOBOIUTEIb,
MOCTaBUBIIMKA JOKYMEHT Ha KOHTPOJb, C 00s3aTeabHbIM HHGOPMUPOBAHHUEM
crenuanucra YmpaBieHHs M0 padoTe ¢ MEepPCOHAIOM U JOKYMEHTAIMOHHOMY
00ecIeyeHnto, OTBETCTBEHHOIO 3a KOHTPOJIb UCIIOJTHEHUS JOKYMEHTOB (ITOPYYEHU ).

8.12. JlokymeHTHI (HOpY4YEHHS), HE CHSTHIE C KOHTPOJS, a TaKXKe JTOKYMEHTHI
(mopy4deHus), CPOK UCHOJHEHUS KOTOPBIX HE MPOJJIEH, CYUTAKOTCS HEUCIIOJTHEHHBIMU.

9. Pa6ora ucnosHuTe/IeH C JOKYyMEHTAMHU

9.1. Ilpuemnass YHuBepcUTeTa OOECIEUMBACT OMNEPATHBHOE PACCMOTPECHHE
JOKYMEHTOB, JIOBEJCHHE MX JIO HCIIOJIHUTEIEH, KOHTPOJIbh 32 Ka4eCTBOM HCIOJIHEHUS
JOKYMEHTOB T10 CYIIECTBY BOIIPOCOB.

9.2. Ilpu paccMOTpeHHH JOKYMEHTOB pPYKOBOJAWUTENbh  TOJAPA3ACICHUS
BBIJIETISIET TOKYMEHTHI, TPEOYIOUINEe CPOUYHOTO MCTIONMHEHUA. JJOKyMeHTHI, TpeOyromue
COTJIACOBaHUS, pAaCCMATPUBAIOTCS B JIEHb UX MOCTYIUICHUS.

9.3. Hcnonnutens mnosiydaer JOKYMEHTbI B JI€Hb UX PETUCTpALlMU WIM Ha
CJIEYIOIIUN J€Hb B COOTBETCTBUHU C PE30JIIOLUEH PYKOBOIUTEIIS.

9.4. Jlna mnepegaud CpOYHOTO JIOKYMEHTA BBI3bIBACTCSI OTBETCTBEHHBIN
YeJIOBEK 3a JEJIONPOM3BOACTBO B MOJPA3AEICHUM O TeIePOHY i HEMEIICHHOIO
BpPYUYECHUS IOKyMEHTA.

9.5. MHcnonHenue JOKyMEeHTa TMpeAycMaTpuBaer: cOop U 00paboTKy
HeoOXxoauMol MH(GOpPMALMK, TOATOTOBKY MPOEKTa JOKYMEHTa, €ro oQopMieHHeE,
COTJIaCOBaHUE, NPEJCTABICHWE WU ToJANMucaHue (YTBEp)KIEHUE) PYKOBOJICTBOM
YHuBepcureTa, MOArOTOBKY K MEPECHUIKE aipecary.

[Ipy HamM4YMK OTBETCTBEHHOTO WCIIOJHHUTENS BCE OCTAIbHBIC HCTIOTHUTEIN
TaK)KE€ OTBETCTBEHHBI 32 CBOEBPEMEHHBI M KayeCTBEHHBIM aHANW3 WHQPOpPMAIUU U
MpE/ICTaBJICHNE OTBETCTBEHHOMY HCIIOJHHUTENI0 B YCTAHOBJIICGHHBIE UM CpPOKH
HEOOXOUMBIX MaTepuajoB (MPOEKTOB JTOKYMEHTOB, CIPAaBOK, CBEACHUW H T.1.).
OTBETCTBEHHBI HUCHOJHUTENb HMEET TMPaBO CO3bIBAaTh COMUCIOIHMUTENCH s
BbIPa0OTKH COBMECTHOTO PEIICHUSI.

HcnomHuTens uMeeT NpaBO MpeiaraTh W3MEHEHUE CpOKa HCHOJHEHUS
JIOKyMEHTa (C COOTBETCTBYIOIIUM OOOCHOBAaHHMEM, MPEICTABISIEMbIM PYKOBOJICTBY),
€CJIM OTCYTCTBYIOT peajbHbIE YCJOBHS BBIIIOJIHEHUS 3aJlaHUs, JeJaThb MOMETKH Ha
JOKYMEHTE O BPEMEHU €ro MOCTYIUICHHs, O JaTaX MPOMEXKYTOYHOTO MCIIOIHEHHUS
(TeneOHHBIX M THUCHMEHHBIX 3alpocax), O JaTe U pe3yjbTaTe OKOHYATEIBHOIO
MCTIOJTHCHMSI.

HcnomHauTens He MOIDKEH pasrialiaTh COACPKAHME TOCTYMUBIINX K HEMY
JOKYMEHTOB W TOJITOTOBJICHHBIX MPOEKTOB CIY>KEOHBIX TOKYMEHTOB, C HUMH MOTYT
OBITH O3HAKOMJICHBI TOJIBKO JIMIIA, UMEIOIIHE OTHOIICHUE K UX UCTIOJTHEHHUIO.

OTBETCTBEHHBIN HCIIOJIHUTENh HECET TEPCOHATBHYI0 OTBETCTBEHHOCTh 3a
MOJIHOTY ¥ JOCTOBEPHOCTh HH(OpPMAlMM, HCHOJB30BAHHOM TMpPU MOATOTOBKE
JOKYMEHTA.
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10. lokymeHTaJIBHBII (OH/

10.1. HomenknaTypa nen — CHUCTEMaTH3UPOBAHHBIM TMEpPEUeHb 3aroJjOBKOB
(HammenoBanui) nen, 3aBoguMmbix B HBI'Y, ¢ yka3aHuem CpOKOB HX XpaHEHUs,
odopmiieHHbI B ycTaHoBieHHOM mnopsake ([Ipunoxenne 15). Homenkmarypa aen
YHuBepcuTeTa NnpeaHa3HadeHa Uil TPYNIMPOBKY HCIOJHEHHBIX JOKYMEHTOB B J€Na,
CHUCTEMATU3ALMH U y4eTa JEN, ONPEAEICHNs CPOKOB UX XPAHEHUS U SIBIISECTCS OCHOBOM
JUISL COCTABJICHUSI OIIUCEN /1] TOCTOSSHHOT'O ¥ BPEMEHHOI'O XPaHEHHSI.

CBoanast HoMeHkiarypa aen HBI'Y noanuceiBaeTcss HauaqbHUKOM Y IPaBICHUS
1o paboTe C MEepCOHAJIOM U JOKYMEHTAMOHHOMY OOECIEUEHHIO, BUSHPYETCS JIULOM,
OTBETCTBEHHBIM 32 apXWB (JIOKyMEHTOBEJIOM), COIJIACOBBIBAETCS OIKCIIEPTHOU
KOMHUCCHEN YHUBEpPCUTETA pa3 B JBa Iofa, €ClM HE ObUIO KOPEHHBIX M3MEHEHUH B
ctpykrype HBI'Y.

YTBEpKICHHBIA OK3EMIULIP HOMEHKJIATYpbl JEN  SBISAETCA JTOKYMEHTOM
ITIOCTOSTHHOTO XPaHEHUs.

PykoBonuTeb BHOBb CO3/JaHHOTO CTPYKTYPHOTO MOAPA3AEIEHUS Y HUBEPCUTETA
B MECSYHBIA CpOK pa3padaThiBa€T HOMEHKJIATypy JeJl U TMpEACTaBIseT €€ B
VYropasiaenue 1o paboTe C NEPCOHAJIOM M JOKYMEHTALIMOHHOMY OOECIEeYEHUIO
NOKyMeHTOBeny. HomeHkmarypa e CTpyKTYpPHBIX IMOJPa3IelIeHHM COCTaBISIETCS B
COOTBETCTBUM C INPUHIATOU B YHHUBEPCUTETE MOPAAKOBOM HyMEpalMEN CTPYKTYPHBIX
IIOApa3ICIICHUH.

HomMeHknaTypa Zien cocTaBiIseTcs Ha OCHOBE U3YyUEHMS COCTaBa, COACPKAHUA U
KOJINYECTBA JOKYMEHTOB, 00pa3yloIIMXCs B IpoLecce AEATEIbHOCTH CTPYKTYpHOTO
NIOAPA3ACIICHUS.

I'padpl HOMEHKIATYphl JA€Nl CTPYKTYPHBIX NOJpa3AesieHuNl 3aroiaHsI0TCS
CJIEIYIOLUM 00pa3oM.

B epage 1 TPOCTABASIOTCS WHIACKCHI KaXIOTO Jefia, BKJIOYEHHOTO B
HOMeHKJIaTypy. HMHaekc paena cocToMT U3 HUGPOBOrO HUHAEKCA CTPYKTYPHOTO
MOAPA3AEIEHUS U IOPSIKOBOIO HOMEPA 3aroJIoBKa Jieja [0 HOMEHKIJIATYPE B Mpeaenax
CTPYKTYPHOTO NOJIPA3ACIICHUS;

HNupexc nena 3aroJoBOK jiena Kou-Bo en. Cpox XpaHeHHs 1 [Tpumeuanue
XpaHEHUS No crareit mo
MIEPEYHIO
1 2 3 4 5

Haumenoeanue noopazoenenusn

Pucynok 1 — @parment HomeHknaTypsl aen CII
WNunekco gen o6o3HavaroTcs apadckumu mudpamu. [pumep: 41-02, rae:
41 — wuHAEGKC CTPYKTYpHOTO TMoApaszaeieHus (kadeapa MTOMOJIHUTEIEHOTO
00pa3oBaHusl),
02 — nopsAKOBBIII HOMEp 3aroJioBKa Jiejia 0 HOMEHKIIAType.
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B 2epagpy 2 3zaxmrovarorcs 3arofioBku Aen (TomMoB, wyactei). I[lopsimok
pPacnoJIOKEHUs] 3arojJOBKOB BHYTPHU DPA3[eNOB M MOAPA3IAECIOB HOMEHKJIATYPhI e
BBIOMPAETCSI COTJIACHO PEKOMEHAAINSAM IIPUMEPHON HOMEHKIATYphI nen BY 3a.

[IpuMepHBIN TOPSIOK PACIIONIOKEHHUSI 3ar0JIOBKOB JEMT:

1 YcraB YHuBepcurera,

2 MOJIOKEHHUS O CTPYKTYPHBIX MOJIPa3CICHUIX;

3 IOJKHOCTHBIE MHCTPYKIIUU paOOTHUKOB MOAPA3/IeICHUS;

4 mpuKa3bl U paCHOPSIKEHUS BBIIECTOSIUX OpraHU3alui;

5 mpuKa3bl pEKTOPA, PaCHOPSHKEHUS IPOPEKTOPOB;

6 IPOTOKOJIBI;

"/ IJIaHBI;

8 LITaTHBIEC PACIIUCAHUS U T.I1.;

9 cmeTsl;

10 cruckuy;

11 oTueTsr;

12 cTaTUCTUYECKUE OTUYETHI;

13 nOKyMEHTBL;

14 xypnainsr;

15 mepenncka;

16 Homenknatypa nen CII, Beimucka;

17 onvicu Ha Jiena, akThl 00 YHUYTOKEHUU JIE.

3aroyioBOK Jefia JODKEH 4YeTKO B 0000IIEHHOW (opme OoTpakaTb OCHOBHOE
COJZIepKaHUE U COCTaB JOKYMEHTOB JEJIa.

He gomyckaercs ymoTpeOieHHe B 3arojioBKax  Jiel  HEKOHKPETHBIX
bOopMyIHPOBOK («pa3Hble MaTepuaibl», «OOIIas MEPENUCKay, «TEKyIlas HaydHas U
MeTouueckas pabora kadenpe», «padbota ¢ acnupaHTaMu» U T.1.).

3aroyioBKM JIeJ MOTYT YTOUHSTBCS B Ipolecce GopMUpOBaHUA U O(POpMIEHUS
nen.

B 3aronoBkax nein, coaepXkallMxX JOKYMEHTbl MO OJHOMY BOIIPOCY, HO HeE
CBSA3aHHBIX [OCJIEIOBATEILHOCTBIO JIE€JONPOU3BOJCTBA, B KauecTBE BHIA Jela
yHnoTpeOnsieTcsi TepMHUH «IOKYMEHTBbI», B KOHIE 3arojloBKa JieJa B CKOOKax
YKa3bIBAIOTCSI OCHOBHBIE PA3HOBUIHOCTH JOKYMEHTOB, KOTOpBIE JOJKHBI OBIThH
CTPYIIIHPOBAHBI B JIETIE.

[Tpumep:

— «Y4ueOHO-MeTOANYECKU KOMIUIEKC (JIeKIUH, TpadUK NPOBEICHUS 3aHATHIN )»;

— «/lokymeHTBl (CBOAHBIE BEIOMOCTH PE3YJIBTATOB BCTYNUTEIBHBIX HK3aMEHOB,
CBOJIKM O KOJIMYECTBE 3aUHCICHHBIX a0UTYpPUEHTOB, MpEJCTaBlICHUs (DaKyIbTETOB Ha
OTKPBITHE KOMMEPUECKHUX TPYIIIT) 0 Xoj€e nmpruemMa B BY3».

B 3aromoBkax men, coaepikamuyx MEpenucKy, YKa3bIBaeTCs ¢ KEM M 10 KaKOMy
Bompocy(amM) oHa BeaeTcs. B 3arojioBke jena  yKa3blBaeTCs  KOHKPETHBIN
KOPPECTIOHIEHT, €CJIH MepenrcKa BEeTCS TOIBKO C HUM.
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Ecnu B cTpykTypHOM moapa3aeneHuu GopMUpPYETCs B A0 KOMUSA JOKYMEHTa,
TO B rpade «3aroyoBoK jenia» Mmocjie Ha3BaHUs TOKyMeHTa nuiietcs cioBo «Komnus», 6
epaghe 5 «IIpumedanney yKa3pIBaeTCs MECTO XPAHCHHS MO JTMHHUKA.

[Ipumep:

«IIpukasel pekTopa 1o IMYHOMY COCTaBY CTYJAEHTOB. Konum».
B epaghe 5 nmuiercs «[logmuHHUK — B y4eOHOM yIIpaBIICHUM.

3aro0BKM NE€YaTHBIX U3JaHUN B HOMEHKJIATYPY J€1 HE BKIIFOYAIOTCS.

I'pagha 3 3amomHsSEeTCS TO OKOHUYAHWW KaJCHIAPHOTO ToMa. YKa3bIBaeTCA
KOJIMYECTBO JIeT (B TOMax, Mankax) 3aBEJCHHBIX B CTPYKTYPHOM MOJIpa3AcICHUN.

B epaghe 4 yxazpiBaeTcs CpoK XpaHEHHUs Jeia, HOMEp CTaTed CO CCHUIKOW Ha
nepeyeHb, KOTOPBIM MEPEHOCUTCS M3 MPUMEPHON HOMEHKIIATYPHI JI€JT CTPYKTYPHOTO
nojApa3JefeHus, MNpU OTCYTCTBUU MPUMEPHOM HOMEHKJIATYpPhl CPOKU XPaHECHHS
IPOCTABISIIOTCS  COTPYAHUKAMHM apxuBa Ha oOcHoBaHuM «llepeuHss THUIOBBIX
YIPABJICHUYECKUX JOKYMEHTOB, OOpa3yloIMXCAd B JEATEIBHOCTH OpraHu3alil ¢
yKa3aHUEM CPOKOB XPAHECHUS»

[Ipn BKJIIOYEHHH B HOMEHKIATYPY 3aroJIOBKOB, CPOK XPAaHEHUS KOTOPBIX HE
NpPEAYCMOTPEH TMPUMEPHOM HOMEHKIATYPOMl WM TEPEYHEM, CPOK XpaHEHUS
YCTaHABIIMBAET SKCIIEPTHASI KOMUCCHUSI Y HUBEPCUTETA.

B epaghe 4 MmoryT OBITH yKa3aHBI CIEAYIOIMINE CPOKU XPAHECHUS:

— JI3H — 10 3aME€HBI HOBBIMU;

— JIMH — 1o MmuHOBaHUS HaJOOHOCTH;

— II3H — nocie 3aMeHbl HOBBIMU,

— MOCTOSTHHO;

— BpEMEHHbIE CpPOKH XpaHeHus — MeHee 10 net (nampumep, 1 roa, 3 roxa wim 5
JeT);

— JIOJTOBPEMEHHBbIE CPOKM XpaHeHus — Oosiee 10 yer, BKIIIOYast MOCTOSIHHOE
xpanenue (Harpumep, 10 net, 50 ner, 75 net u 1. 1.).

B epage 5 «llpumeuanue» TPOCTABISAIOTCA OTMETKHM O 3aBCICHHM JICII,
NepexosIInX AenaxX, BbIACICHUN Je1 K YHUYTOKEHHIO, O JINIAX OTBETCTBEHHBIX 3a
odopMIeHHUE eI, O Iepeaayde e B IPyroe CTPyKTypPHOE MoApa3ieiieHue.

10.2. ®opmupoBanue aein

dopMuUpoBaHUEM JIE]T 3aHUMAIOTCS JIMI[A, OTBETCTBEHHBIE 32 JEIONPOU3BOICTRO.

[Tpu popMupoBanuu ey COOTIOJAIOTCS CISAYIOINE TpaBUIa;

— B J€JO TOMEIIAIOTCA TOJBKO UCIIOJIHEHHBIE, MPaBWIbHO O(OpMIICHHbIE
JIOKYMEHTBI B COOTBETCTBHU C 3aroJIOBKaMU JIeJ1 IO HOMEHKJIATYPE;

— TIOMENIAI0T BMECTE BCE JIOKYMEHTBI, OTHOCSIIIUECS K Pa3pelIeHUuI0 OJHOTO
BOIIPOCA;

— IPYNIUPYIOTCS B I€JIO JOKYMEHTBI OJTHOTO KaJeHIApHOTO WU y4eOHOTO roja,
32 UCKIJIFOUEHUEM MEPEXOSIINX U JIMYHBIX JIETT;

— JIOKYMEHTbl BHYTPHU JIeJla PacIojaratoTcsi B XPOHOJIOTUYECKOM, BOMPOCHO-
JIOTUYECKOM MOCJIeA0BATEIbHOCTH UM UX COYETAHUH;
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— B JIETIO BKJIFOUAETCS TI0 OJTHOMY IK3EMILTSPY KaXKIOro JOKYMEHTA;

— HE TMoMenaTh B JeJ0 JOKYMEHTHI, IOJyIeKallie BO3BpaTy, JIHIIHUAC
AK3EMIUISPHI U YEPHOBUKH;

— paclopsaIUuTENbHBIC JOKYMEHTHI TPYIIITUPYIOTCS B JIeja TI0 BUIaM M HOMEpaM ¢
OTHOCSIIUMUCS K HUM TPUIIOKCHHUSIMU;

— BCE JOKYMEHTBHl OTYETHOTO WM WHMOPMAIMOHHOTO XapakTepa II0
UCIIOJIHEHUIO JIOKYMEHTOB, HaXOSIIMXCA Ha KOHTPOJIE, MOJUIMBAIOTCS B JIEJIO
NEPEeNUCKHU 3a TEKYIUH TO/I;

—  TOJIOKEHHUS,  WHCTPYKIMH,  YTBEPXKICHHBIE  PaCHOPSAUTEIbHBIMU
JOKYMEHTaMU, SIBIIAIOTCS MPUIOKEHUSIMH K HUM U TPYNIHUPYIOTCI BMECTE C
yKa3aHHBIMH JIOKyMeHTaMu. Eciu ske OHM yTBEp:K/ICHbI B KAYECTBE CAMOCTOSITEIbHOTO
JIOKyMEHTA, TO UX IPYIIUPYIOT B CAMOCTOSTEIIbHBIE JIeIIa;

— TIPUKAa3bI IO OCHOBHOW JEATEILHOCTH TPYIIUPYIOTCS OTIEIHHO OT MPUKA30B
M0 JTUYHOMY COCTaBY;

— TPOTOKOJIBI B JIEJI€ PACTIONAraloTCsi B XpOHOJIOTHIECKOM MOPSIKE 10 HOMEpaM.
JIOKyMeHTBI K  TPOTOKOJaM,  CIpYNIUPOBaHHBIC B OTACIBHBIE  Jeja,
CHUCTEeMATU3UPYIOTCS TI0 HOMEpaM MPOTOKOJIOB;

— YTBEPKIEHHBIC TUIAHBI, OTYCTHI, CMETHI, TUMHUTHI, TUTYJIHBIC CITUCKH B IPYTUE
JOKYMEHTBI TPYIITAPYIOTCS OTACIBHO OT MPOEKTOB. J[OKyMEHTHI B JIMUHBIX Jejax
pacroJiararoTcs 1o Mepe ux MOCTYIICHUS.

— TepenucKa TPyNmUpyercs 3a  [epuoja  KaJeHJIapHOro roja U
CUCTEMATU3UPYETCS B XPOHOJIOTMYECKON TMOCJIEeN0BATEILHOCTH: JOKYMEHT—OTBET
MOMEIIaeTcss 3a JOKYMEHTOM—3anpocoM. [Ipy BO30OHOBIEHHH TEPENUCKUA TIO0
OTpENICTICHHOMY BONPOCY, HAuyaBIICWCS B MPEAbIAYIIEM TOAY, JOKYMEHTHI
BKJIFOUAIOTCS B JIEJIO TEKYIIETO Tojla C YKa3aHWeM HMHJEKca Jiejla MPeIbIIyIIero roja.

— pa3aenbHO TPYNIHUPYIOTCS B Jeia JOKYMEHTHI MOCTOSTHHOTO M BPEMEHHOTO
CPOKOB XpaHCHHUS;

— 10 00BbEMY AEJ0 HE JOJKHO MpeBbimath 250 JUCTOB, IPH TOJIIMHE HE OoJee
4 cMm.

[Tpu mpeBBITIICHUN JaHHOTO 00BheMa 3aBOAUTCS BTOPOM TOM. Jleno crmBaeTrcs B
gyeTelpe Tpokojia. [lpm HanmwuMu B Jelleé HECKOJbKMX TOMOB (YacTei) WHIEKC H
3aroJIOBOK JieJia TPOCTABIISIOTCS HA KaXKJOM TOME ¢ 1o0aBieHneM obo3HaueHuit: « Tom
1», «ToM 2» 1 T.1I.

10.3. [lepenaua nen Ha apXUBHOE XpaHEHUE

10.3.1. Jlema nponroBpemMeHHOro (cBbimie 10 J€T) WM TOCTOSHHOTO CpOKa
XpaHEHHsI JOJDKHBI OBITh COXPAaHEHBI B apxuBe YHUBepcuTeTa. JOKyMEHTHI
MMOCTOSTHHOTO ¥ BPEMEHHOTO XpPaHEHHSI HEOOXO0IMMO TPYNIUPOBATH B OTACIIbHBIC JEIa.

10.3.2. lnsg mepenmayn Ha apXWBHOE XpaHEHHE Jejia MOAIIMBAIOTCS Ha 4
NIPOKOJIa B TBEPAYIO OOJOXKKY M3 KapToHa. [[st Aern, He mojiexalux MOCTOSHHOMY
XpaHEHHIO, JOITYCKAaeTCs MPUMEHEHHE MEPEIUICTHBIX padOT C YY4E€TOM BO3MOXKHOCTH
CBOOOJTHOTO YTCHHSI TEKCTA BCEX JIOKYMEHTOB, J1aT, BU3 U PE30JIIOIHMIA Ha HUX.
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10.3.3. B memsax oOecnedeHuss COXPAaHHOCTH M 3aKPEIUICHUS TMOPAIKa
PaCIoJIOKEHHS JOKYMEHTOB, BKIIFOUCHHBIX B JIEJIO, BCE JICTHI ATOTO JIeJia HyMEPYIOTCS
apaOckumMu U pamu.

10.3.4. Ilocne 3aBepIiieHUS HyMEpaIlUH JTUCTOB COCTABIISICTCS 3aBEPUTEIbHAS
HAJITUCh, KOTOPasi pacrojiaracTcsi B KOHIIE Jiea Ha OTACIBHOM JIMCTe-3aBepurenie. B
JUCTE-3aBEpUTEIIC YKA3BIBAIOTCS MU(PpaMH M TPOMHUCHIO KOJTUIECTBO JINCTOB B JAHHOM
7ene, JTUTepHbIe (MPOHYMEPOBAHHBIC) W TMPOIYIIEHHBIE HOMEpa JIMCTOB, HOMEpa
JUCTOB C HaKJICCHHBIMHU JOKYMEHTaMH, HOMEpa JINCTOB C KOHBEPTAMHU M BJIO)KCHHUU B
HUX, HOMEpa KPyMHO(OPMATHBIX JINCTOB, KapT, PUCYHKOB, IJIAHOB U TaK J1ajee B TOM
cllydae, €clid 3TO MCKIIIOUEHUS M3 O0IIero cocTraBa JOKYMEHTOB Jielia. 3aBepUTEIIbHAS
HA/MUCh TIOJNKMCHIBAETCS €€ COCTAaBUTENEeM C yKa3aHHWeM pacii(poBKU TMOATHCH,
JOJKHOCTH U JTAThl COCTaBIICHUSI.

10.3.5. Ha 00m0oXKy KaXX7aoro jefa, IOJJISKAIIEr0 XPAaHCHWI0 B apXHUBE,
CJIEIyEeT BBIHECTH CIICAYIOIINE CBEICHMS.

— Ha3BaHUWE OpPTaHW3aIlNH;

— Ha3BaHUE CTPYKTYPHOTO MOPA3ACICHHUSI;

— UHJEKC Jiena;

— KOJHUYECTBO JIMCTOB B Jeje (MPOCTaBiseTcsl Ha OOJIOXKKE Jena B
COOTBETCTBUH C HTOTOBOW HAJITUCHIO);

— JIaThI TIEPBOTO U TIOCIICTHETO JOKYMEHTOB;

— CpOK XpaHEHUs Jiena;

— mudps kaxaoro aena ([punoxenue 16).

10.3.6. B nauane nena, mepen COOCTBEHHO JOKYMEHTaMHU, ITOIIMBASTCS OJIaHK
BHYTPEHHEH OMUCH TOKyMeHTa. BHyTpeHHHE onrch He0OXOAUMBI B TOM CITydae, €Clid
3aroJIOBKH JIeNI HE PACKPBIBAIOT KOHKPETHOE COJIEpPKaHHWE TOKYMEHTOB, HaIpHUMeEp:
«IIpuKa3pl IO OCHOBHOMW JIEATEILHOCTH, & TAKXKE I CICITUPUIHON TOKYMEHTAIIUN —
JUYHBIC JIeTIa, Jeia O IPUCYKIACHUN YUICHBIX CTEIICHEH W TIPUCBOCHUH YUEHBIX 3BaHHUM
U T.0. BHyTpeHHss ommch HymepyeTcs oTaenbHO. ONUCh COCTaBIsAETCS B JIBYX
AK3EMIUISIpaxX: TMEPBBIM BMECTE C JEaMH IepefacTcss B apXuB, BTOPOU OCTAETCsS B
M0JIpa3/IeTICHUN.

10.3.7. [lenma, 3aKkOHYEHHBIC TIPOM3BOJICTBOM, XPAHATCI B CTPYKTYPHBIX
MoJIpa3/ieJICHUsIX B TEYCHUE TpeX JIET, MOCJe Yero Ha OCHOBAHMM aKTa CHAIOTCS B
apxus HBI'Y. Ilpuem kaxmoro pgena mpoW3BOAMTCS pPaOOTHUKOM apXuBa
YHuBepcuTreTa B TMPUCYTCTBUM  PA0OTHUKA  CTPYKTYPHOTO  TOJpAa3CIICHUS,
TIepPeIaroIIero Jea.

10.3.8. Ilpu cocTaBiieHHH OMKCH JI€JI COOTIOAIOTCS CISAYIOIINE TPEOOBaHUS:

— 3aroJIOBKHA JIEJ BHOCATCA B ONKUCh B COOTBETCTBHMU C TMPHUHATOM CXEMOH
CHUCTEMAaTH3AIMK Ha OCHOBE HOMCHKJIATYPHI JIe]T Y HUBEPCUTETA,

— KaXJ0€ JEJI0 BHOCHTCS B ONUCh TIOJI CaMOCTOSTEIBHBIM TOPSIKOBBIM
HOMEPOM (€CITU JIEII0 COCTOUT M3 HECKOJIbKUX TOMOB HJIA YacTeH, TO KaXKIIbIi TOM WIIH
9aCTh BHOCUTCS B OMHKCH MO/ OT/ICTLHBIM HOMEPOM);
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— rpadbl OMUCH 3aMOJIHAIOTCS B TOYHOM COOTBETCTBUU C TEMHU CBEICHHUSIMHU,
KOTOpBIEC BHIHECEHBI Ha O0JIOKKY JEa;

— IPU BHECEHUH B OMHUCH MOAPSI JI€1 C OJUHAKOBBIMU 3arOJIOBKAMH MHILETCS
MOJIHOCTBIO 3aroJIOBOK TMEpBOro Jejla, a BCE OCTaJbHbIE OJIHOPOJHBIC Jelia
o0o3HauaroTcst cnoBaMu «To ey, Ipu 3TOM JAPYTUe CBEACHHS O Jesiax BHOCSTCS B
OMKCh TOJHOCTHIO (HAa Ka)XJOM HOBOM JIMCTE OIHUCH 3aroJIOBOK BOCHPOU3BOJUTCS
MIOJTHOCTHIO);

— rpada omucu «lIlpumedanue» HCHOIB3yeTCA I OTMETOK O TMpUEMe e,
0COOCHHOCTSIX UX (PU3UYECKOTO COCTOSHUS, O HAIUYUH KOTIUN U T.II.

10.3.9. OTBeTCTBEHHOCTh 3a CBOEBPEMEHHOE U Ka4eCTBEHHOE COCTaBIICHHUE
OTIHCH eI CTPYKTYPHBIX MOJIpa3AeieHuil HECYT PyKOBOIUTEIH STUX MOAPa3/ICICHUN.

10.3.10. leta ¢ BpeMEHHBIMH CpPOKaMU XpaHEHUs 0OpabaThIBaOTCA
YIPOILEHHO, TO €CTh OCTaBISIOTCA HA CKOPOCIIMBATENSX, HE HYMEpYIOTCH,
3aBEPUTENIbHBIX HAAMUCEN HE IETACTCs.

10.3.11. Bes paborta mo sKcnepTU3e IIEHHOCTH JTOKYMEHTAIbHBIX MaTepHasioB,
HNOJATOTOBKE U TIepefave HuX Ha XpaHEHHE MPOU3BOAUTCA TMOJ PYKOBOJICTBOM
apxuBapuyca YHHUBEpPCUTETA.

10.4. DxkcnepTH3a IEHHOCTH U MOPSAJOK YHUUTOXKEHHSI TOKYMEHTOB

10.4.1. DOkcmepTH3a I[IEHHOCTH JOKYMEHTOB — OIpEACICHUE IIEHHOCTH
JOKYMEHTOB C ILI€JIbI0 0TOOpa MX HA XPaHEHHE U yCTAaHOBJICHHUE CPOKOB XPaHEHUSI.

10.4.2. DkcmepTH3a IEHHOCTH MPOBOAUTCS MPHU COCTABICHWH HOMEHKIIATYPHI
aein, npyu (GOPMUPOBAHUU JEN M MPOBEPKE MPABMIBHOCTH OTHECEHUS JOKYMEHTOB K
7iesiaM, TIpY TIOJITOTOBKE JIeJT K TIOCTEAYIONIEMY XpaHEHUIO WIIH YHHUTOKEHHIO.

10.4.3. Jlns opraHu3anuu M TPOBEIACHHUS palbOT MO HKCIEPTHU3E IEHHOCTH
JOKYMEHTOB U TOJATOTOBKE MX K Iepeaye Ha apXUBHOE XpaHEHHE MPUKA30M PEKTopa
B HBI'Y noctostnHO nefictByeT axcniepTHas komuccus (9K).

10.4.4. Ot0Gop HOOKYMEHTOB [JIsi TOCTOSHHOTO XpaHEHUs TPOBOJIUTCS B
COOTBETCTBUM C HOMEHKJIATypol JeNl MyTeM IMOJMCTHOTO MpocMoTpa naen. He
JIOITyCKaeTCsl 0TOOp JOKYMEHTOB JUUIsl XpaHEHMsI 1 YHUUTOKEHUSI TOJIBKO Ha OCHOBAaHUU
3arojIOBKOB JieJ. B jenax MOCTOSHHOTO XpaHEHHUs MOJJIeKaT U3BATHIO 1yOJeTHbIE
AK3EMIUISPBl IOKYMEHTOB, YEPHOBUKH, HEO(POPMIICHHbIE KONUU JOKYMEHTOB U HE
OTHOCSIIIHNECS K BOIIPOCY TOKYMEHTHI BPEMEHHOTO CPOKA XPaHECHHSI.

10.4.5. DK mnpoBoauT 3acemaHus B COOTBETCTBUM C IUIaHaMU pabOTHI,
YTBEPKIAEMBIMU PEKTOPOM, MO Mepe HEOOXOIMMOCTH, HO HE peXe IABYX pa3 B TOI.
Pemennss DK  npuHumarorcss  OOJBIIMHCTBOM  rojiocoB.  3acemanus  OK
IPOTOKOTMUPYIOTCS. [IpOTOKONBI TMOANMUCHIBAIOTCSA TMpeaceaaTesieM U CeKpeTapeM
KOMUCCHH.

10.4.6. Ilo pe3ynbraTaM 3KCHEPTU3bI IEHHOCTU TOKYMEHTOB OTOMPAIOTCS Jena
Uil mepenayn B apxuB. Ha gema ¢ ucrekmmm cpokom xpanenus (Oomnee 10 rner)
COCTaBJISIETCSl OMHUCh U MPEJOCTABISETCS B YIpaBlieHUE MO paboTe ¢ MEpCOHAIIOM U
JOKYMEHTAIlMOHHOMY obecreueHuo. JJOkyMeHTOBel Ha OCHOBAaHUU OIHCH COCTABIISET
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aKT O BBIACIICHUU K YHUUYTOXKEHUIO JOKYMEHTOB, HE MOJJICKAIINX XPAaHEHUIO, B ABYX
JK3EMIUISIpAX, KOTOPBIA  YTBEPKIAETCS  PEKTOPOM,  3aTE€M  IOJAMHCHIBAECTCA
COCTABUTEJIEM, PYKOBOJIUTEIEM IMOAPA3ACICHUs, JHOO JIMIOM OTBETCTBEHHBIM 32
YHUUTOXKEHUE JOKYMEHTOB.

10.4.7. JloxymentupoBanue naestenbHoctd OK u  dopmupoBanue jen,
OTJIOKMBIIMXCA B PE3YJIbTATE €€ IEATEIbHOCTH, BO3JIAratoTCcs Ha CEKpeTapst KOMUCCHH.

10.4.8. Ilpu mnpoBeAeHHWU OHKCHEPTH3bI B apXHWBE HCHOJB3YIOTCS TEPEUHH
JIOKYMEHTOB C YKa3aHHEM CPOKOB MX XpaHEHHs, HOMEHKJIAaTypa /el Y HUBEPCUTETA,
YTBEPKJICHHAS B YCTAHOBJICHHOM IOPSIIKE.

10.4.9. IlIpoBeneHue 3KCIEPTU3BI B apXuBE Oa3MpyeTcs Ha aHAIU3€ COCTaBa
JOKYMEHTAallMd  YHUBEpCUTETa, B  MEPBYIO  oOuepedb  OpraHU3aIMOHHO-
pacnopsiAUTEeNbHON (IPUKA30B, PACHOPSIKEHHUM, pEIIeHuH, MPOTOKOJIOB M T.OI.), a
TaKk)Ke TUTAHOBOM M OTYETHOW MOKyMeHTanuu. [Ipu »ToM yTouHsercs, rae (B Kakux
CTPYKTYPHBIX MOJpa3JeiCHUSIX) OCTABIISIIOTCS HAa XPAaHEHUE OCHOBHBIE SK3EMILISPHI
ATUX AOKYMEHTOB. [IoBTOpsIOIIHECS SK3EMIUISIPHI BBIACISIOTCS K YHUITOXCHHIO.

10.4.10. TIpm npoBeAeHHH SKCIEPTH3bI JOKYMEHTOB B apXHWBE YTOUHSIETCS
TaKk)KE€ XapakTep TOBTOPEHHUs cojepikamieiics B HHUX HHQOpManmmu B JPYrUX
JOKyMEHTax: BUJ, (opmMa M MOJHOTA NOBTOPEHHUA. BplneneHne ITOKYMEHTOB C
MOBTOPAIONIECICS HHPOPMALME K YHUYTOXKEHUIO MPOBOJUTCA TOJIBKO IOCIE CBEPKH
UX C JIOKyMEHTaMH, OCTaBJIIEMBIMH Ha TOCYJAapCTBEHHOE XpaHEHHUE, TOJ
METOIMYECKUM PYKOBOJICTBOM COOTBETCTBYIOILLEIO FOCYJaPCTBEHHOTO apXUBa.

10.4.11. B cmnydae oOHapyXeHHS B TIpOIlECC€ NPOBENCHUS OSKCIEPTU3BI
HEJ0CTaul JOKYMEHTOB MOCTOSSHHOTO XPaHEHHs, COOTBETCTBYIOLUIMMH OTIEIAMU U
JIPYTUMHU CTPYKTYPHBIMHU TIOJIPA3/ICTICHUSIMUA Y HUBEPCUTETA MPUHUMAIOTCS MEPHI 110
UX PO3BICKY.

[To pe3ynbTaTaM 3KCHEPTU3bl IEHHOCTU AOKYMEHTOB COCTAaBIISIIOTCSI OMHCH JIET
MOCTOSIHHOTO, BpeMEHHOTO (cBbilIe 10 JeT) XpaHEeHUs U MO JIMYHOMY COCTaBY, a TAKKe
aKThI O BBIACIeHUH e K yHuutoxkeHuto ([Ipunoxkenue 18). Jlena BkIro4arOTCs B aKT
O BBIICTICHUM K YHUYTOXCHHIO, €CJIHM TMPEAYCMOTPEHHBIA JJIi HUX CPOK XpaHEHUS
UCTEK K | siHBaps roja, B KOTOPOM cocTaBjieH akT. Hampumep, nena ¢ TpexJieTHUM
CPOKOM XpaHEHHsI, 3aKOHYEHHbIE aesonpou3BoacTBoM B 2013 romy, Moryt ObITh
BKJIFOYEHBI B aKT, KOTOpBIM Oyner coctaBieH He panee 1 sHBaps 2017 roma, ¢
NATWICTHUM CPOKOM XpaHeHus — He paHee | saBaps 2019 rona.

11. W3roromjieHue, YU4€T, HCNOJIb30BaAHNE U XPAHEHHE NTeYaTel, TAMIIOB
U 0JIAHKOB JOKYMEHTOB

11.1. Bwunasl nevateit U MTaAMIIOB, TOPSIAOK UX U3TOTOBJICHUS

1 yaocToBepeHUsl TMOJJIMHHOCTH JOKYMEHTOB WM COOTBETCTBHUSI KOIHI
JOKYMEHTOB  MOJUIMHHUKAM B  YHHUBEPCHUTETE  HCHOJB3YIOTCSA  Ie4aThb C
BocrpousBeneHneM ['ocymapcrBenHoro repba Poccuiickoit ®enepanuu (manee —
repOoBas revyarth).
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Pemenne 00 W3roToBIeHMM repOOBOM  ME€YaTH NPUHUMAET  PEKTOP
VYuusepcurera. ['epboBas MacTuuHast meyaTh Y HUBEPCUTETA JOJIKHA COOTBETCTBOBATH
tpeboBarmsm ['OCT P 51511-2001.

HzrotoBnenne repOOBOM TeuaTd YHHBEPCUTETA JOJDKHO OCYIIECTBISATHCS
noMurpaUYecKUMU WM IITEMIIETbHO-TPABEPHBIMUA TMPEANPUATHIMHU, HMEIOIIUMU
JULEH3MIO0 HAa U3rOTOBJIEHUE NeYaTeil ¢ Bocrnpou3BeneHneM ['ocyaapcTBeHHOro repoa
P® u ceptudukaTsl 0 HAIMYMK TEXHUYECKUX M TEXHOJOTUYECKUX BO3MOKHOCTEH IS
W3TOTOBJIEHUS TAHHOTO BUJa MPOAYKIMU HA JOJDKHOM KaYECTBEHHOM YPOBHE.

Kpome mnedatrm ¢ wuzobpaxkenueM [ocymapctBenHoro repba Poccuiickoit
Qenepauun B YHHUBEPCUTETE MOTYT HCHOJIB30BAaThCSl I€YATH  CTPYKTYPHBIX
NOAPA3NAECIECHUN, TeYaTH ISl OTIAEIbHBIX KaT€ropuil JOKYMEHTOB, METAJUIMYECKHE
BBDKMMHBIE [1€YaTH JJIs ONI€YaThIBAHKS [IOMEILEHU.

[leyaTh CTPYKTypHOro MOApAa3ACNICHUS IOJKHA MMETh (OpMY IPABUIBHOTO
kpyra muamerpom 40 mMM. Kpas newarn okaiimiieHbl OopTukoM. B neHTpe medaru
yKa3aHO HaMMEHOBAaHUE CTPYKTYpPHOTO MoApasjeiieHus (YmpaBieHHe 1Mo padoTe C
MEPCOHAJIOM U JIOKYMEHTAllMOHHOMY OOECHEYEeHHUI0), OKalMJIEHHOE MpaBUIbHBIM
KPYroM IuaMeTpoM 25 MM. MexXay BHYTPEHHEN M BHEIIHEH OKPYXHOCTSMH B JIBE
CTPOKHM pa3MellaeTcsl IOJIHOE HauMEHOBaHME YHUBepcuTeTta: * @enepanbHOe
rocyJlapCTBeHHOE  OIOJDKETHOE  00pa3oBarelibHOE™  YUpekJIeHHE  BBICIIETO
oOpazoBanus™ «HukHEBapTOBCKMI TrocylapCTBEHHBIH YyHUBepcuTeT» *. Tekcrt B
Ka)KJI0 CTPOKE Pa3eJIeH 3BE3/109KOM.

Jna  omeuaThiBaHMA — CceH(OB, XPAHWIMIL, T[OMEUICHUA HUCHOJB3YIOTCS
METAJJINYECKUE BBDKMMHBIE ME€YaTH C WACHTU(PUKAIIMOHHBIM YYETHBIM HOMEPOM
(HOMEepHBIE meyatn).

JInst mpocTaBiieHUsT OTMETOK O IOJIYYEHMH, PETUCTPALMM, MPOXOXKACHUU U
UCIIOJIHEHUH JTOKYMEHTOB, IPYTrMX OTMETOK CIPABOYHOTO XapakTepa MPUMEHSIOTCS
COOTBETCTBYIOIINE MACTHYHBIE IIITAMIIBI.

11.2. V3roToBiICHHWE TEYaTeH M IITAMIIOB OCYIIECTBISETCS depe3 YTPaBJICHHE
1o paboTe ¢ MEPCOHATIOM U JIOKYMEHTAIIMOHHOMY 00€CTIeYeHUIO (J1eTOPOU3BOIUTEb)
Ha OCHOBAHHMM CIY>KE€OHBIX 3alMCOK PYKOBOAMTENEH CTPYKTYPHBIX MOJpa3JeieHU,
Ha OCHOBAHHUH PELIEHUSI PEKTOPA.

NzroroBnenue nydaukara neyaTu JOMYCKaeTCsl TOJIBKO B Cllydae €€ yTpaThl WU
M3HOCA 10 PELIEHUIO PEKTOPA.

JlomoNHUTENbHOE W3rOTOBJICHHUE Ie4YaTed ¢ WIACHTU(PUKAIMOHHBIM YYETHBIM
HOMEPOM MPOU3BOJIUTCS IO BO3PACTAHUU UACHTU(PUKAITMOHHBIX HOMEPOB.

Heo0xoaumMocTh M3roTOBIIEHUS IITaMNa ¢ (PAaKCUMIIBHBIM BOCIPOU3BEICHUEM
MOANKCH PEKTOPA, ONPEAEIIAETCS HETOCPEACTBEHHO PEKTOPOM Y HUBEPCHUTETA.

11.3. Tlopsimok ydera, BeIga4M (caa4yu) medared (ITaMmoB) U 00ECTICUCHUS MX
COXpPaHHOCTH

Yder, XpaHEHME M BblJadya BCEX IME€YATEM M IUTAMIIOB B Y HHUBEPCUTETE
BO3JIaraeTcsi Ha YOpaBjieHHe M0 padoTe C MEepCOHAIOM M JOKYMEHTAlMOHHOMY
oOecrieuenuto.  Bpimaua  meuvareid  (mrammnoB) — pabOTHUKaM,  MEPCOHAIBHO
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OTBETCTBEHHBIM 3a UX HCIIOJIb30BAHUE M XPAaHEHHE, OCYIIECTBIIIETCS MO POCIUCH B
KypHaJIE ydera Iedared M 1mramnoB. JIMCThI KXypHajia ydera IedaTred M IITaMIIOB
HYMEPYIOTCSI, IPOIIHYPOBBIBAKOTCS U OIEYATHIBAIOTCS.

PykoBoauTenn CTPYKTYpHBIX TOJPA3Jei€HUl CBOMMHU PacCHOpSHKEHHSIMU
Ha3HA4alT pabOTHUKOB, OTBETCTBEHHBIX 3a IMOJIYYEHUE, XPAHECHUE W HCIIOJIb30BAHUE
neyateil (IITaMIOB), YCTAHABJIMBAIOT IIEPCOHAJIBHYID OTBETCTBEHHOCTh AITHX
pabOTHUKOB 3a TOJIyYCHHbIC MeyYaTd (IITaMIIbI), a TAaKXKe OINPEACNSIOT MOPSIOK UX
XPaHEHUs U UCTOJIb30BAaHUS, UCKITIOYAIOIINK yTpaTy U HAPYUIEHHUE B UCIIOJIb30BAHUH.

BpemenHnasa mepenaya medatel U IITaMIIOB OT OJHOTO OTBETCTBEHHOIO JIMIIA
JIPYroMY BHYTPH CTPYKTYPHOIO MOJpAa3esieHHs (B CBS3H C YOBITUEM B KOMaHIUPOBKY,
yXOJAOM B OTIIYCK) OCYIIECTBIsieTca 1O akry. JlaHHbI akT yTBepKaaercs
PYKOBOJIHUTENIEM CTPYKTYPHOT'O MOAPA3AECICHHUS.

[Ipn yBOJIBHEHMH OTBETCTBEHHOIO JIMIA WM IMEPEBOJAEC HAa HHYIO JOJDKHOCTD
YUCIISIIIKECS 32 HUM Ie4YaTy (IITaMIbl) IEPEA0TCs APYroMy pabOTHUKY MO POCIUCH
B KHUTE y4deTa Mevareid U IITAMIIOB C COOTBETCTBYIOIIEH OTMETKON B 0OXOJHOM JIMCTE
YBOJIBHSIEMOTO.

[lepenaua mnevaTreld W IMITAMIIOB IOCTOPOHHUM JIMIIAM, BBIHOC II€4aTen
(wTaMmnoB) 3a mpenensl 3[aHHUS  YHUBEPCUTETa, KPOME HOMEPHBIX Ie4yaTeil, He
JOITyCKaeTCs.

B ciyuae yrpatel neuatu (mrammna) paOOTHUKM HEMEJIEHHO COOOIIAOT 00 3TOM
PYKOBOJHTEIIO COOTBETCTBYIOIIETO CTPYKTYPHOT'O MOPa3ACICHHUS.

[To dakram yTpaThl meyaTeit (IITaMIIOB) WM HAPYIICHUH B UX MCIOJIb30BAHUU
PYKOBOIMTEIb CTPYKTYPHOTO NOJIpa3esieHusl IPOBOAUT CIyKE€OHOE pacciieOBaHuE, O
pe3yibTaTax KOTOpPOro HMHPOPMHUPYET peKTopa YHHBEPCUTETa. MaTepHallbl
paccieoBaHHsl BMECTE C BBIBOAAMHU M NPEMJIOKEHUSIMU JTOKIAJbIBAET PEKTOPY s
MIPUHATHS PEIICHUSI.

['epOoBasi meyaTh YHHUBEpPCUTETA, 3aKpeIUVICHHAs 3a JOJKHOCTHBIM JIMIIOM,
xpanurcs B ceride. Ilo okoHuannu pabouero aHs ceiid u ciry>)xkeOHOe MOMENIEHUE, B
KOTOPOM OH HaXOAMTCS, yCTAHOBJICHHBIM MOPSAKOM CAAETCS O] OXpaHy.

Jpyrue mnedatd W IUTaMIbl XPaHATCS B HAJEKHO 3amupaeMbIx IIKadax
(suKax).

11.4. Tlopsinok UCTIONB30BAaHUSA MeyaTel (IITaMIIOB)

11.4.1. B YHuUBepcUTETE UCIOIB3YIOTCA TepOOBasi MaCTUYHAS TMe4YaTh B OJHOM
9K3EMILUISApE, KOTOpas XpaHUTCS B YOpaBleHUU MO paboTe € MEepPCoHAIOM U
JOKYMEHTAallMOHHOMY OOECIEUYEHHUI0O U UCIOJB3YeTCs ISl MPOCTaBICHUS OTTHCKA Ha
CJIeIyIOIIUE JOKYMEHTBI:

— JIOBEPEHHOCTH, BBIJABAEMBIE U YIOCTOBEPSAEMBIE PEKTOPOM;

— JIOTOBOPBI, 3aKII0YaeMble Y HUBEPCUTETOM;

— aKThl (MPUEMKHU 3aKOHYEHHBIX CTPOUTEIHCTBOM OOBEKTOB, 00OPY/IOBaHUS,
BBITIOJTHEHHBIX pabOT, ONTUCAHMs, SKCIIEPTU3HI U T.11.);
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— MPEACTaBICHUS M XOJaTaiicTBa (O HarpaxKJIE€HUU TIOCYJIapCTBEHHBIMU
Harpajamu u T.1.);

— TapaHTHiITHbIE MUChMA (HA BBIMOJHEHHE padOT, OKa3aHUE yCIyT U T.1.);

— KOMaHJMPOBOYHBIC YJOCTOBEPEHUs ([IJIs1 3aBEPEHUSI OTMETOK 00 YOBITHM U
MPUOBITHH paOOTHUKA);

— JIOBEPEHHOCTH HA MOJIYYEHUE TOBAPHO-MATEPUAIbHBIX [ICHHOCTEH;

— 3aKJIIOYEHHUS W OT3bIBBI OpraHU3aluil Ha AuccepTaluu, aBTopedeparsl,
HaIpaBJsieMbI€ B BHICITYIO aTTECTAI[MOHHYIO KOMUCCHIO;

— 0o0pa3ipl OTTUCKOB IeyaTed MU MOoANUced pabOTHUKOB, MMEIOIIHUX IPaBO
COBepILIeHUs (PUHAHCOBO-X035UCTBEHHBIX OlEpalIuii;

— nopyuyeHus (Oro/KeTHbIe, OaHKOBCKHE, IUIaTe)XHbIC, Ha IMOJIy4YCHUE
JIEHEKHBIX CPEJICTB B OaHKE U T.11.);

— peecTpbl (YEKOB, OIOJKETHBIX MOPYYEHUH, NEPEUUCICHUsI JEHEXKHBIX
CPEIICTB, MPENICTABIsAEMbIX B OaHK U yupexjeHus dDenepanbHOTO KazHAyeHCTBAa U
T.1.);

— OyXrajaTepcKue U CTaTUCTUYECKHUE OTUYETHI;

— CMETBI PacXoOB;

— CIpaBKu (JMMHUTHBIE, O BBIILJIATaX M3 3apaOOTHOM IUIATHI, MCIOJIB30BAHUU
OIO/KETHBIX ACCUTHOBaHUH, 0 HAYMCIICHHON U MpUYHUTAIONIEHCs 3apab0THOM TU1aTe u
T.1.);

— WHBIE  JIOKYMEHTBI,  OTHOCSIIMEeCS K  (PUHAHCOBO-XO3AMCTBEHHOM
NEATEIbBHOCT Y HUBEPCHUTETa, B CIy4asiX, MPEAyCMOTPEHHBIX HOPMATHBHBIMU
MPAaBOBBIMH aKTaMU JICUCTBYIONIIET0 3akoHoAaTenbCcTBa Poccuiickonn denepanuu;

— HWHBIE JIOKYMEHTBHI ISl YJIOCTOBEPEHMS] MOAMKMCH JOJKHOCTHOIO JIMLA,
MMEIOIIETr0 TMpaBO JECUCTBOBaTH OT MMEHU YHHUBEPCUTETA, a TAKXKE JOKYMEHTBHI,
TpeOyIolMe Haau4Msi OTTUCKA repOOBOM IMEeYaTH B COOTBETCTBUM C JICUCTBYIOIIUM
3aKOHOAATEIBCTBOM.

[TeyaThio 3aBepsIOTCS MOJIKUCH PEKTOPA, TIIABHOTO OyXranrepa, a TakKe IPYTrux
JNOJDKHOCTHBIX JIMI, KOTOPBIM WM TPUKA30M PEKTOpa, WIH JOBEPEHHOCTHIO
[IPEIOCTABIEHBl COOTBETCTBYIOLIUE TTOJTHOMOYHS.

11.4.2. TleuaTbto CTPYKTYpPHOTO TOAPA3ACICHUS YIOCTOBEPSIETCS TMOJIUCH
PYKOBOJIHMTEIS JAHHOTO MOIPAa3AEICHUs WINA €ro 3aMECTUTEIIS.

[IopsinOoK MCMONB30BaHUsA MACTHYHBIX IE€YATEW CTPYKTYPHBIX MOJAPa3JcIICHUN
onpeaesieTcs IPUKa30M PEKTOpa.

Homepnble neyatu nmpuMeHsieTcst sl oneyaThiBaHUsl CeH(OB U METAIITUYECKUX
mkadoB, a TakxkKe I ONEeYaThIBaHUS JBEpPEH MOMEIIEHUN, KOTOphIE CHANOTCSA O]
OXpany.

MacTuyHble mTamMnbl OPUMEHSIOTCS B ACJIONPOU3BOACTBE ISl MPOCTABICHUS
OTMETOK O TOJYYEHUHU, PETUCTPAlUU, MPOXOKIECHUU U UCIIOJIHEHUHM JTOKYMEHTOB, a
TaKXe IPYruX OTMETOK CIIPAaBOYHOT0 XapaKTepa.
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He pomyckaercss mnpocTaBieHHE Ie€4aTeid W IITaMIIOB Ha JOKYMEHTaX U
MaTepuanax, He OTHOCAUIMXCA K cdepe JeATENbHOCTH WM MPEBBIIIAIONINX
KOMIIETEHIIMIO Y HUBEPCUTETA, €r0 CTPYKTYPHBIX MOAPA3AECICHHM.

[Ipu 3aBepeHNU JOKyMEHTa repOOBOM MEeYaThi0 €€ OTTUCK JOJIKEH 3aXBaThIBAaTh
4acTh CJIOB B HAUMEHOBAHHUH JIOJKHOCTH JIMLA, TOANKMCABIIETO JOKYMEHT.

11.5. TlopsinoK YHUUTOXKEHUS MeYaTel U IITaMIIOB

[Ipumenmme B HErOAHOCTH B XOJI€ SKCIUTYaTAIlMU WU BbIBEICHHBIC U3 ICVCTBUS
M YTPaTUBIIME TMPAKTUYECKOEC 3HAYEHUE TME€YaTH U  IITaMIIbl  MOJJIEXkKaT
LHEHTPAJIN30BaHHOMY YHUUTOXEHHUIO U CIIMCAHUIO C yUETa.

OTO60Op ¥ YHUYTOXKEHUE TedaTed W IITaMIIOB MPOU3BOJAUTCS KOMHCCHEM,
Ha3HA4YaeMOM NPHUKA30M peKTopa. B cocTaB KOMHCCHMM Ha3HA4YalOTCS HE MEHEE Tpex
YeJIOBEK, OJIMH U3 KOTOPBIX JIOJKEH ObITh paOOTHHUK, OTBETCTBEHHBIN 32 YUET medaTei
Y IITAMIIOB.

Ha Bce oToOpaHHbIE K YHUUTOKEHHIO IEYATH U IITAMITbl COCTABIISIETCA aKT. AKT,
C TNPOCTaBJIEHUEM OTTHCKOB YHHMUYTOXXAEMBIX TI€YaTeid W IITaMIOB, COCTaBISET
pabOTHUK, OTBETCTBEHHBIN 34 YUET U XpaHEHHE MeYaTell U MITAMIIOB.

B akte 00 yHMuYTOXXE€HHME medaTeil (IITaMIoB) UCIPABICHUS HE JOMYCKaIOTCS.
Komuccusa npoepsier Hanuuue Bcex neyaTed (IITaMIloB), BKIIOYEHHBIX B akT. [lpu
MPOBEpPKE 0CO00E BHUMAHKUE YJICHOB KOMUCCHU JIOJDKHO OBITH 00paIieHo Ha TO, YTOObI
B UKCJIC YHUYTOXKAEMBIX TedaTe (IITaMIIOB) HE MOTJIM OKa3aThCsl KaKHe-IM0o JApyTrue
nevyatu (IITamIbl), HE BKJIIOYEHHBIE B aKT, WIM 4YTOOBl HE OBUIM JOIMYIICHBI
PACXO0XKICHUS MEXKIY 3alUCIMU B aKT€, CAMUMU MeYaTsIMU (IITaMIIaMU) U 3alKUCSIMU B
KHUTE€ ydeTa mnedyared M mTamnoB. [l0 OKOHYaHMM CBEPKHM BCE UIECHBI KOMHUCCHH
NOAMMUCHIBAIOT aKT, a MpeAceaaTeNh KOMUCCUU 3aBEPSET CBOEH MOIMUCHIO JTUCTHI aKTa.

AKT yTBEPKIAETCSA PEKTOPOM.

[Teuatu (1mTammnsbl), OTOOpaHHBIE JJI YHUUYTOXKEHUSI U BKIIFOUEHHBIE B aKT, MTOCJIE
MPOBEPKU HX KOMHUCCHEW CKJIQJbIBAIOTCS B Nanky (YeMollaH) U OIeyaThIBAIOTCA
npeacenareneM komuccuu. Ilanka (demonaH) XpaHHUTCS 10 YHUUTOXKEHHUSA B celde
MTOMENIEHUS], KOTOPOE CIAETCs MO OXPaHy.

VYHUYTOXKEHNE MeyaTed W ITaMIIOB MPOU3BOAMUTCS MOCIE YTBEPKIACHHS aKTa B
MPUCYTCTBUM  BCE€X  YJIEHOB  KOMHUCCHUH, KOTOpPbIE HECYT  IEPCOHAIBbHYIO
OTBETCTBEHHOCTh 3a MPaBUIBHOCTh U MOJIHOTY YHUUYTOKEHUS MEPEUUCICHHBIX B aKTe
1eyaTre U ITaMIIOB.

K MecTy yHnuTOXKEHHMS 1eyaTu (IITaMIIbl) TOCTABJISIIOTCA B OTICYaTaHHOM BUJIE.
YHUUTOXKEHWE MACTUYHBIX Teyared (IITaMIoB) MPOU3BOAUTCS MYTEM COACKEHHUS, a
METATMYECKUX — ITyTEM CIHJIMBAHUS.

11.6. OTBETCTBEHHOCTH 3a yTpaTy medareil (IITaMIOB) WJIM HAPYIICHHE B MX
HCIIOJb30BaHUMU.

OTBETCTBEHHOCTh 3a 3aKOHHOCTh HCIIOJBb30BAHUS U HAJIEKHOCTh XPAHECHHS
neyated ¢ wu3zoOpaxkeHueM [ocymapctBenHoro rep6a Poccuiickoit denepanun
BO3JIaraeTcsl Ha PEKTOpa YHUBEPCUTETA, OTBETCTBEHHOCTh 33 HAJIEKHOCTh XPaHEHMS,
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3aKOHHOCTh MCIIOJIb30BAHUSA JPYTrHX II€YaTel BO3JIaraercsi Ha PYKOBOAUTEIIEH
COOTBETCTBYIOIIUX CTPYKTYPHBIX MOIPA3ACICHUN.

HenpaBomepHOEe uCMONIB30BaHUE T€YaTE, pPAaBHO KaK W HCIIOJIb30BAHUE
Ieyare, He IPEeIyCMOTPEHHBIX HacTosumen WHCTpykuuen, Ipu OCYIIECTBICHUU
YHUBEPCUTETOM WA €ro CTPYKTYPHBIM MOJPA3ACICHUEM HOPUIUYECKH 3HAYUMBIX
JNEUCTBUM BIIEUET HEIECUCTBUTEIBHOCTh JOKYMEHTA C OTTHUCKOM TaKOW Ie4aTd H
OTBETCTBECHHOCTb, MPETYyCMOTPEHHYIO JICUCTBYIOIUM 3aKOHOJIaTEIbCTBOM
Poccuiickon @enepannm.

3a HapyIlIeHre paBUJl XpaHEHUs TeyaTel (IITaMIIoB) WIIK UX yTpaTy BUHOBHOE
JIMIIO MIPUBJIEKAETCS K JUCIUIIMHAPHON OTBETCTBEHHOCTH.

12.  YTBep:KaeHHe U BHeCeHHE N3MEHEHH

12.1. MHCTpYKIHUS IO ASIONPOU3BOACTBY BCTYMACT B CHUJIY IOCTIE YTBEPKICHUS
€€ PEKTOPOM Ha OCHOBAHUM pelieHus Y4deHoro copera HBI'Y.

12.2. VrBepxkaeHHas WHCTPYyKUIMS TI0 JEJIONPOU3BOACTBY JIOBOJUTCS JIO
CBEJICHUSA CTPYKTYPHBIX MOAPA3ACICHUN YHHUBEPCUTETA IOCPEIACTBOM CHUCTEMBI
AJIEKTPOHHOT'O JJOKYMEHTO000pOTA.

12.3. UsmeHeHnus u jomnodaHeHUs B HWHCTpYyKIHMIO 1O JEI0TPOU3BOICTBY
BHOCATCA Ha OCHOBaHMM pemieHus YuéHoro coeta HBI'Y wnm Ha ocHOBaHuU
MPEANUCAHNUN BBILIECTOALINX OPTAaHOB M YTBEPKIAKOTCS PEKTOPOM Y HUBEPCUTETA.
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Ipuioxkenus

MuHHCTEPCTBO HAYKH U BbICIIEr0 00pa30BaHUs
Poccuiickoiit @enepaunu

DenepajbHOE TOCYIAPCTBEHHOE OKOIKETHOE
o0pa3oBaTejbHOE
yupe:kIeHue BbIcIero oopa3oBaHust
«HukHeBapTOBCKUIA rocy1apcTBEHHbI YHUBEPCUTET

yi. Jleanna, 56, r. HmxHeBapTOBCK,
XanTe-Mancuiickuii aBToHOMHBIN OKpyT—tOTpa,
Tromenckas obiacts, Poccus, 628605
ten. (3466) 44-39-50, dakc (3466) 45-18-05
E-mail: nvsu@nvsu.ru
OKIIO 31421600, OT'PH 1028600965997
MHH/KIIIT 8603039002/860301001

Ne
Ha Ne oT

IIpunoxenne 1
BaaHk ¢ yriioBbIM pacnoJio:keHueM peKBU3UTOB
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IIpunoxenue 1.1
Oo0pa3zen 1e10BOro NnucbMa

MuHHUCTEPCTBO HAYKHU U BbICIIEr0 00pa3oBaHus
Poccuiickoii ®enepaunu

AIMHMHHCTpaIUs TOPoOAA
®denepajbHOE TOCYAAPCTBEHHOE OHOIKETHOE HukneBapToBCKa

obpazoBarenbHoe HavajabHUKY apXHMBHOTO OT/I€eJIa
Yupe:xIeHue Bbicuiero 00pa3oBaHus
«HI/I)KHeBapTOBCKI/II/I rocylapCrB€HHbBIM YHUBECPCUTET» XaJ'IJIl/IyJIl/IHOﬁ T.B.
yi. Jlenuna, 56, r. HmxHeBapTOBCK,
XanTe-Mancuiickuii aBTOHOMHBIN OKpyT—tOTpa,
Tromenckas odmacTh, Poccust, 628605
ten. (3466) 44-39-50, daxc (3466) 45-18-05
E-mail: nvsu@nvsu.ru
OKIIO 31421600, OT'PH 1028600965997
MHH/KIIIT 8603039002/860301001
Ne
Ha Ne oT

YBaxkaemas Tarbsina BiragumupoBHa!

PykoBonctBysce IIpukazom Munucrepctsa KyinbTypsl Poccutickoit denepanyun
or 25.08.2010 Ne558 «OO6 yrBepxkaenun «llepeyHsi TUIMOBBIX YNPaBIEHYECKHUX
aApXUBHBIX IOKYMEHTOB, 00Pa3yIOIIUXCs B MPOIECCE EATETHHOCTH TOCYAapCTBEHHBIX
OpPraHoOB, OPraHOB MECTHOTO CaMOYIIPaBJICHMS W OpraHu3alMii, C yKa3aHUEM CPOKOB
XpaHEHHs» COo0IaeM:

B omucu Nel nen mocrosuHoro xpaHeHust 3a 2012/2013 yueOHblii ronm B
COOTBETCTBUH C HOMEHKJIATYPOH JIeJ OTCYTCTBYIOT Jiefa:

1. 03-06 TapudukanmoHHble  BEAOMOCTH  (IIPOTOKOJBI  3aceqaHui
roCyJapCTBEHHOM aTTECTAIIMOHHON KOMHUCCHM (OYHOM M 3a04HOM (opM OOydeHHUs) —
quCIATCS B onucu Ne 5 (10 TMYHOMY COCTaBY CTY/IEHTOB M aCIIMPAHTOB) M XPAHITCS B
apXuBe YHUBEPCUTETA

2. 04.01-08 IIpoTokonbl 3acedaHWii KOMHCCHU TIO TPHEMY KaHIANIATCKUX
9K3aMEHOB - YUCIIATCS B ONTUCH Ne 5 1 XpaHsTCsl B apxuBe Y HUBepcureTal

Pexrop C.1. T'opsios

Jlapuca Banosna IlerpoBa
+7(922)763-01-00
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Ipuioxenue 2

baank AE€JIOBOI0 MUCbMa € pECKBU3NTAMHU HAa PYCCKOM H AHIJIMICKOM SI3bIKAX

MuHHCTEpPCTBO HAYKHU U BbICHIEr0 00pa3oBaHUsA
Poccuiickoii @enepanuu
dbenepanpHOe TOCyJapCTBEHHOE OI0KETHOE
00pa3oBaTenbHOE YUPEIKACHHE BHICILIET0 00pa3oBaHus

o
&

«HUKHEBAPTOBCKUM
IT'OCYJAPCTBEHHBIA YHUBEPCUTET»
(®rBOY BO «HBI'Y»)

yi. Jlenuna, 56, r. HuxHeBapToBCck, XaHTbI-MaHcUCKuit
aBTOHOMHBIN Okpyr— FOrpa, TromeHckas obnacts, Poccus, 628605
Tei. (3466) 44-39-50, daxc (3466) 45-18-05
E-mail: nvsu@nvsu.ru
WWW.NVSU.ru
OKIIO 31421600, OI'PH 1028600965997
MHH/KIIIT 8603039002/860301001

Ha Ne OoT

Ministry of Science and Higher Education
Russian Federation
Federal State Budgetary Educational Institution
of Higher Education

2

«NIZHNEVARTOVSK STATE UNIVERSITY>»
(NVSU)

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
international@nvsu.ru
WWW.NVSU.IU

GCEO (OKPO) 31421600, PRSN 1028600965997

VAT number/IEC 8603039002/860301001
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Ipuioxenue 3
baank npuka3sa

MuHHCTEepPCTBO HAYKH M BbIcIIero oopazoanusi Poccuiickoii @enepauun
DenepajbHOe rOCyIaPCTBEHHOE 0K0IKeTHOE 00pa3oBaTe/IbHOE YUPeKICHUEe
BbICIIEr0 00Pa30BaAHUA
«HuxkHeBaAPTOBCKMH rOCY1apPCTBEHHbI YHUBEPCUTET

INPUKA3
00.00.0000 Ne
0......
Ha ocHoBanuy .......
[TPMKA3BIBAIO:
YTBepauTh (MpOBECTH, HA3HAYUTD U T.IL.)....
Pexrop (moamucek) C.A. T'opnos
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IIpunoxenue 3.1
Bbiank npoekra npukasa

MuHucTepCTBO HAYKH U BhICIIEro 00pa3oBaHus Poccuiickoit @enepanuu
denepanbHOE rocy1apcTBEHHOE OIOIKETHOE 00pa30BaTEIbHOE YUPEKICHHUE
BBICILIETO 00pa30BaHMs
«HuxkHEeBapTOBCKUI rOCY1apCTBEHHBI YHUBEPCUTET

[TPOEKT
I[TPUKA3
00.00.0000
O uem (nmampumep: O BBeJeHUHU B JEHCTBUE. .. )
B nensix coBepiiieHCTBOBaHMSI HOPMAaTUBHOTO OOECIICUEHHUS. .., HA OCHOBAHHUH. . .
I[TIPUKA3BIBAIO:
1. Beectu B gerictBue ¢ HMHCTpyKIIMIO .
2. PyKOBOJIUTEISIM CTPYKTYPHBIX MMOJpa3IeI€HU IPUHATh TaHHYI0 MHCTpYKIUIO
K PYKOBOZACTBY W UCIIOJIHEHUIO MPU OCYIIECTBICHUU

3. KoHTpoab HCMOMHEHUs] HACTOSIIIErO MpHKa3a BO3JOXKHUTh Ha (JOJKHOCTb,
WHUIMABI, pamMumus).

Pexrop C.1. T'opinios

[IpoekT nprkas3a BHOCHT:
JlommkHocTh, noanuck, N.0. @.

COFHACOBAHO (HOHHI/ICI/I JAOJDKHOCTHBIX JIUII, HPUHABHINX Y4aCTUE B COIIaCOBAHUN HOKyMCHTa)
[TpopekTop (KypupyroLmii CTpyKTYpHOE o ipa3ielieHue, HalpaBICHHE ICATSIBHOCTH)
IToamnucse, 11.0. @.
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BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

T CucrteMa MeHeJAKMEeHTa KayecTBa
CMK-HU-III101.07 NMHCTPYKIMA 11O AEJIOINPOU3BOACTBY B HBI'Y
[Ipumeyanue:

B cjly4yae pa3pa60T1<I/1 JOKYMCHTa B3aMCH ﬂeﬁCTByIOHleFO JOKYMCHTA B TIPOCKT MpHKasa CJICAYCT JONOJHUTCIBHO

BBECTH ITYHKTHI:
"C HE PAMEHSATh

yKa3bIBalOT JaTy B COOTBETCTBUH C IIYHKTOM 1 mpukasa

0003HaUCHUE H/UIH HAUMEHOBAHHE 3aMEHSEMOr0 JOKyMEHTa

WM 0003HaYEHUE W/UIIM HAMMCHOBAHHE 3aMEHAEMOTO JOKYMEHTA U €ro 4acTu
(pa3nena, IPUIIOXKEHNU ), B3aMeH KOTOPOH pa3paboTaH HOBBIIl JOKyMEHT
"[Ipu3HaTe  yTpaTUBLIMM CHJIYy TIpHKa3  OT Ne "O BBegeHMH B  JAEHCTBHE

0003HaYCHHE H/MIIM HAUMEHOBAHUE 3aMEHSIEMOT0
JOKYMEHTa

* TIpoekThl MpHKa30B pa3padaThbIBAIOTCA CTPYKTYPHBIMH IOJAPA3JEICHUSIMU YHHUBEPCUTETA
OcHoBaHMeM /JJii  TOJITOTOBKM TIPOEKTa IMpHKaza SBISETCS IOPYYEHHE PYKOBOJCTBA, JHOO
ciy>keOHass  (DOKJIaJHBIX  WJIM  TOACHUTENbHBIX) 3alMCKAa  PYKOBOJHUTENEH  CTPYKTYPHBIX

MIOAPA3ACIICHUMN.
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE rocyIapcTBEHHOE OI0HKETHOE 00pa3oBaTeIbHOE yUpEexKICHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuiaoxenue 3.2
Oo6pa3sen opopmiieHNsI NPUKA3A IO OCHOBHOI 1eATEJILHOCTH

MuHHCTepPCTBO HAYKH M BbIcuiero oopasosanus Poccuiickoi Peaepanuun
denepanbHOe rocy1apcTBEHHOE 0I01KeTHOE 00pa30BaTeIbHOE YUPEKICHHE
BbICILIEr0 00pa3oBaHus
«HuKHeBapTOBCKUI rocy1apCcTBEHHbIH YHUBEPCUTET»

INPUKA3

25.11.2016 Ne 256-O

O npoBeieHUH CJIY:KeOHOT0 pacciieI0BaAHMS
1o ¢GakTy NPona;ku jiej MoCTOAHHOTO0 CPOKA XPaHEHUs

B cBs3u ¢ oOHapyxeHHeM (hakTa MpONaku JeJI MOCTOSHHOIO CPOKa XpaHEHUs,
KOTOpble OBUIM BKJIIOYEHbl B omuch Nel W Ha OCHOBaHMM CITy)KEOHOW 3alMCKU
apxuBapuyca

NPUKA3BIBAIO:

1. Co3ath KOMHCCHIO JJIs1 BBISICHEHUSI IPUYMH OTCYTCTBUSL JOKYMEHTOB B
CIEAYIOIIEM COCTABE
[Ipencenarens KoMUCCHUU:

Unens! komuccuu: 1. HauansHuk ynpasieHus o padoTe ¢ IEpCoOHAIOM U
JIOKYMEHTAIIMOHHOMY O0ECIIeUECHUIO —
2. HauanpHuK yueOHOTr0-METOIUYECKOTO YIIPABICHUS —
3. HauanpHuK ynpaBieHus OyXraJTepcKoro yuera u
(b1HaHCOBOTO KOHTPOJIS —

2. OpraHu3oBaTh POBEICHUE PACCIEI0BAHUS IPUYNH OTCYTCTBUS 1€
IOCTOSIHHOT'O CPOKa XpaHEHUs1, BKIIFOUEHHBIX B onich Nel 1 HenepelaHHbIX Ha
XpaHEHUE B ApXUBHBIA OTIEN

3. Pe3ynbTaThl paboThl KOMUCCUU OPOPMUTH AKTOM

4. KoHTpOJIb 32 UCIIOJTHEHUEM HACTOSIIIIETO MTpUKa3a OCTaBIISAIO 32 COOOiA.

Pexrop C.A. T'opnos
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE rocyIapcTBEHHOE OI0HKETHOE 00pa3oBaTeIbHOE yUpEexKICHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

) CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenue 4
Bbaank pacnopsixenust

MuHHCTEpPCTBO HAYKH U BbIcIIero oopa3osanusi Poccuiickoii ®@enepanun
denepaabHoOe rocyiapcTBeHHOE 0I0KeTHOE 00pa30BaTeIbHOE YUpesKIeHne
BBICIIEr0 00pa3oBaHus

«HuKHEeBAPTOBCKHUU rOCYyAAPCTBEHHbIN YHUBEPCUTET»

PACHHOPAKEHUE

00.00.0000 Ne

O (00) (0Oonycmumo 0e3 annomayuu)
Ha ocnosanuu (6 coomsemcmeuu), (oonycmumo b6e3 npeamobyivl)
(Ob6aszviear,npednacaio): (donycmumo oes ...)

1. Ilpeoocmasumu

2.

Jonsxcnocmo NOONUCD N.0.Pamunus
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu
denepanbHOE rocyIapcTBEHHOE OI0HKETHOE 00pa3oBaTeIbHOE yUpEexKICHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

) CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenue 4.1
baank npoekTa pacnopsixeHust

MuHucTepCTBO HAYKH U BhICIIEro 0Opa3oBaHus Poccuiickoit @enepanun
denepanbHOE rocy1apcTBEHHOE OIOIKETHOE 00pa30BaTEIbHOE YUPEKICHHUE
BBICIIIETO 00pa30BaHUs
«HuxkHEeBapTOBCKMI rOCY1apCTBEHHBI YHUBEPCUTET

[TPOEKT
PACIIOPSAXKEHUE
00.00.0000
O (00) (0oonycmumo 0e3 annomayuu)
Ha ocnosanuu (6 coomeemcmeuu), (Oonycmumo 6e3 npeamoyii)
(O6azviearw,npednacai): (donycmumo 6es3 ...)

1. Ilpeoocmasums

2.

Jlonorcnocmob NOONUCD U 0. Damunus
(Hpopekmop )

[IpoekT pacnopsKeHHsI BHOCUT:
J1OJDKHOCTB,
noamuce, 1.0. @.

COI'JTACOBAHO
HauanbHuK CTPYKTYpHOTO MOApa3ACICHUS
IToamnucse, 11.0. @.

*  IIpoekTel  pacTlopsoKeHHWH  pa3pabaThIBAIOTCS  CTPYKTYPHBIMH  ITOApa3ACICHUSIMA
yauBepcuteta OCHOBaHMEM [UIsI  TOATOTOBKM IPOEKTa DPACHOPSDKEHUS SIBISIETCS TOpYYCHHE
PYKOBOJCTBa, JMOO ciayxeOHas (JOKJIATHBIX WM TOSCHUTENbHBIX) 3alllcKa PYKOBOJIUTENEH
CTPYKTYPHBIX MOAPA3IeICHHM.
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE rocyIapcTBEHHOE OI0HKETHOE 00pa3oBaTeIbHOE yUpEexKICHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuioxenue S
®opMa nIpoTOKOIA
MuHHMCTEPCTBO HAYKH U BbhIcIIero oopasosanus Poccuiickoii @enepaunu
@denepajbHOE rocyJ1apcTBEHHOE OI0XKeTHOE 00pa30BaTe/IbHOE YUpeKIeHHe
BBICIIIETO 00pPa30BaHUA
«HuxkHeBAPTOBCKHMH rOCY1apCTBEHHbI YHUBEPCUTET
DakynbTeT.... (Hazsanue Gaxyibmema)

IMPOTOKOJI
(0oama) Ne

3acenaHus Kadenpsl... (Hazeanue Kagheoput)

[Ipeacenarens — @.1.O. npedocedamens
Cexperapb — @.H1.0. cekpemaps
[TpucyrcrBoBanu: MBanor M.I1. — nmpodeccop;
Iletpos H.B. — noueHT;
3axapoB W.T. — cTapumii mpenojgaBaresns u m.o.
Vrkazviearomeas @.HU.O. ecex npucymcmsyrowjux, eciu npucymcmeyrouwux oonee 15
Yenogex, mo Ha OMOeNbHOM JUCme nedamaemcs CHUCOK, d 6 NPOMOKOJEe NUUemcs
[IpucyrcrBoBanu: 18 yenoBek (COUCOK MPUIIATAETCs).

I[TOBECTKA JIHA: (ykasvisaiomes 6ce 60npocvl no nopsioxy)
1. OO0 yTBEepX IACHUH . ...
2.
3.

1. CIIVIIAJIN: O6 yTBepXICHUH . ...

BBICTVYIINIIN: (o6s3amenvho  yKazvieamv 6cex  GblCMYNABWIUX, MEKCM
8bICMYNJIEHUS UTU 60NPOCA) HAIPUMED:

NpanoB MWN.II. ¢ oTu€ToM 0 Hay4dHO-HCCIEAOBATEIbCKOW padoTe (OTYET
MPUIIAraeTcs).

Ut .......

ITOCTAHOBWJIA: YTBEPAUTS ......

2. CJYIIAJIM: .....

BBICTVYIINIIU: .....

I[TOCTAHOBWIJIN: .....

[Ipencenarens NnOONUCh N.0.0.
CexpeTtapb HOONUCH Nn.0.0.
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE rocyIapcTBEHHOE OI0HKETHOE 00pa3oBaTeIbHOE yUpEexKICHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

) CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuiaoxkenue S.1
Beinucka u3 nporokoJia 3acefanusi Kageapbl

MuHHMCTEPCTBO HAYKH U BbhIcIIero oopasosanus Poccuiickoii @enepannu
®enepanbHOe rocyaapcTBeHHOe 0107KeTHOe 00pa3oBaTe/bHOe yUpeKaeHne
BbICIIEr0 00pa3oBaHust
«HuxkHeBaAPTOBCKHMH rOCY1apPCTBEHHbI YHUBEPCUTET

DakynbTeT.... (Hazsanue Gaxyibmema)

BBIIIUCKA U3 ITPOTOKOJIA
(oama) Ne

3acenaHus Kadenpsl... (Hazeanue Kagheoput)

[Ipencenarens — ©.1.0.
Cexkperaps — ©.1.0.
[IpucyrcrBoBanu: ... (@.HU.0. npucymemsyrowux Ha 3acedanuil)

ITOBECTKA JIHA:
(nopsioxoswitl Homep sonpoca u e2o HopmyIuposKa).

CJIIYIIAJIU: O ..... (popmynuposxa eonpoca)

BBICTVYIINJIU: ....

[TOCTAHOBWIJIM: ....
[Ipencenarens (noonucy) N.0.0.
CexkpeTapb (noonucy) N.0.0.
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu
denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

T CucreMa MeHEeIKMEHTAa Ka4YyecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IHpuioxkenue 6

MuHHCTEpPCTBO HAYKH U BbIcIIero oopa3osanusi Poccuiickoii ®@enepanun

®enepanbHOe rocyAapcTBeHHOE 010/2KeTHOe 00pa3oBaTe/ibHOE yUpe:KaeHne
BbICIIETr0 00pa3oBaHMs

«HunKkHeBapTOBCKHUIA rOCy1apCTBEHHbI YHMBEPCUTET»
NEPBLIN TIPOPEKTOP

yi. Jlenuna, n1.56, r. HwkHeBapTOBCK, Xantel-Mancuiicknii asToHOMHBIH okpyr—IOrpa, 628605, Ten. (3466) 44-39-50,
E-mail: dapogonyshev@nvsu.ru

Ha Ne oT

Toonuce U 0. Damunus

*,ZZOJlOfCHOCWlb nponucslieanib He H)YIHCHO
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu
denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)
T CucreMa MeHEeIKMEHTAa Ka4YyecTBa
CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuioxenue 6.1

MuHHCTEpPCTBO HAYKH U BbIcIIero oopasosanusi Poccuiickoii ®enepanun

(I)e)lepa.ﬂbﬂoe rocyiapCrBeHHoO€ OI0IKEeTHOE 06pa30BaTeJ'lI>HOE yYupexaceHue
BbICHICI'O 06pa30BaHI/lH

«HuxHeBapTOBCKMI rOCy1apCTBEHHbI YHMBEPCUTET»
IMPOPEKTOP IIO OBPA3OBATEJIbHOM JEATEJIBHOCTH

yi. Jlennna, 1.56, r. HuwxHeBapTOBCK, Xantsi-Mancuiickuit asronomusiii OKpyr—tOrpa, 628605, ten. (3466) 46-60-11,
E-mail: mag@nvsu.ru

Ne
Ha Ne oT

Toonuce U 0. Gamunus

*,ZZOJlOfCHOCWlb nponucel6anib He H)YSCHO
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu
denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

T CucreMa MeHEeIKMEHTAa Ka4YyecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuioxenue 6.2

MuHuCTEpPCTBO HAYKH U BbicIiero oopasosanusi Poccuiickoii ®@enepanun

®enepanbHOe rocyJapcTBeHHOE 010/:KeTHOe 00pa3oBaTe/ibHOE yUpe:KIeHne
BbICIIEr0 00pPa30BaHUs

«HuKHeBapTOBCKUIA roCy1apCTBEHHbI YHUBEPCUTET»
IMPOPEKTOP 10 PA3SBUTUIO

yi. Jlennna, 1.56, r. HwkHeBapToBCK, XaHThI-MaHcuiickuii aBTOHOMHBINH 0kpyr—tOrpa, 628605, Ten. (3466) 46-50-68,
E-mail: mahutov@nvsu.ru

No
Ha Ne oT

Tloonuce H.0. ©amunus

*ﬂOJZ.?fCHOCI’I’lb nponuceleanib He HYIHCHO
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

) CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuiaoxenue 6.3

MuHHCTEpPCTBO HAYKH U BbIcIIero oopa3osanusi Poccuiickoii ®@enepanun

®enepanbHOe rocylapcTBeHHOE 010/2KeTHOe 00pa3oBaTe/ibHOE yUpe:KaeHne
BbICIIETr0 00pPa30BaHUs

«HuKHeBapTOBCKHUIA rOCy1apCTBEHHbI YHMBEPCUTET»
IMPOPEKTOP IO AJIMUHUCTPATUBHO-XO3SIMCTBEHHOM PABOTE

yi. Jlenuna, 1.56, r. HmwkHeBapTOBCK, Xantbl-Mancuiickuii aBronomusiii okpyr—IOrpa, 628605, ten. (3466) 43-29-19,
E-mail: fidrya@nvsu.ru

Ne
Ha Ne oT

Toonuce H.0. Qamunus

*ﬂOJZJfCHOCH’lb nponucel6anib He HYIHCHO
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE rocyIapcTBEHHOE OI0HKETHOE 00pa3oBaTeIbHOE yUpEexKICHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

) CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IHpuioxenue 7
BaaHk cTpyKTYypHOro moapaseeHust

MuHHCTEpPCTBO HAYKH U BbIcIIero oopasosanusi Poccuiickoii ®@enepanun
denepanbHoe rocyiapcTBeHHOe 010/1KeTHOe 00pa3oBaTe/IbHOE yUpekIeHue
BbICIIEr0 00pa3oBaHMs
«HuKHeBapTOBCKHUM IOCYJaPCTBEHHbIN YHUBEPCUTET»
HANMEHOBAHME CTPYKTYPHOI'O IIOJAPA3AEJIEHUA

yn. Jlenuna, 1.56, r. HuxxHeBapTOBCK, Xautsl-Mancuiickuit aBronoMHslii okpyr—IOrpa, 628605, Ten
E-mail:

Ne
Ha Ne oT
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE rocyIapcTBEHHOE OI0HKETHOE 00pa3oBaTeIbHOE yUpEexKICHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

) CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuiaoxkenue 7.1

baank ¢akyibrera

MuHHCTEpPCTBO HAYKH U BbIcIIero oopasosanusi Poccuiickoii ®@enepanun

®enepajbHOe TOCYIAPCTBEHHOE OIOZKETHOE 00Pa30BaTEIbLHOE YUpeKIeHHe
BBICIIIEr0 00Pa30BaHUsI

«HuKHeBaAPTOBCKUN rOCYyAaAPCTBEHHbIN YHUBEPCUTET»

Jocomun

HANMMEHOBAHUNE ®AKVYJIbTETA

Aodpec TeNn
E-mail:

Ha Ne oT
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE rocyIapcTBEHHOE OI0HKETHOE 00pa3oBaTeIbHOE yUpEexKICHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

) CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenune 7.1

baank kagenpsi

MuHHCTEpPCTBO HAYKH U BbIcIIero oopasosanusi Poccuiickoii ®@enepanun

®denepabHOE TOCYIAPCTBEHHOE OIOZKETHOE 00Pa30BaTeIbHOE YUPeKIeHNEe
BBICIIIEr0 00Pa30BaHUsI

«HuKHeBaAPTOBCKUM rOCYAaPCTBEHHbIN YHUBEPCUTET»
Jocomun

HANMMEHOBAHUWE ®AKVYJIbTETA

HaumenoBanue kadenpsl

Aodpec Tex
E-mail:

Ha Ne oT
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu
denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)
CucreMa MeHEeIKMEHTAa Ka4YyecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuiaoxenne 8
baank-o0pa3en 10/2KHOCTHON HHCTPYKIHMU

MuHucTepcTBO HayKH U Bbiciiero oopasosanusi Y TBEPXK/IAIO
Poccuiickoit ®enepanunu

®eepajbHOE roCy1apcTBEHHOE OI0KETHOE PexTop
o0paszoBaTesibHOE
YUpexKI€eHHE BbICHICTO Oﬁpa30BaHHﬂ C 17 FOpJIOB
«Hu:KHEeBAPTOBCKHIA rocy1apCcTBEeHHBIH o
HUBEPCUTET»
y p «  » 20 I.

JOJZKHOCTHASA HHCTPYKIUA

Ha38aHue 00JHCHOCHU

OO1ue MoJI0KeHu . ..

1.1.....

2. DyHKUMH. ..

2.1....

3. 10JZKHOCTHBIE 00AI3AHHOCTH. ..
3.1.....

4. lpasga...

4.1.....

5. OTBeTCTBEHHOCTD...

5.1.....

6. 3ak/II09YMTEIbHDbIE 0JI0KEHHUS. ..
6.1.....

Pyxosooumens cmpykmyproeo

noopasoenenus NOONUCH N.0.0.

Hauaneauk Ynpasnenus: PIIJIO NnOONUCh N.0.0.

C uHCTpYKITMEH 03HAKOMJIEH: nOONUCL paboOmMHUKA H.0..
oama
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07

MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuioxenne 9
Baank-o0pasen noJio:keHust

MuHHCTEpCTBO HAYyKHU U BhICIIEro oOpa3oBanus Poccuiickoit deneparuu

denepanbHOE rocyIapcTBEHHOE O10/HKETHOE 00pa30BaTEIbHOE YUPEKICHUE
BbIciIero oopa3zoBanus «HmxHEBapTOBCKUIA rOCY1apCTBEHHBIA YHUBEPCUTET)

CucTreMa MeHeJ’KMEHTAa KayecTBa

CMK-TICII I[TOJIOX)KEHHME O BUBJIMOTEKE
YTBEPXIAIO
Pexrtop
C.1. T'opnos
« » 201 ropa
MMOJIO’KEHUE
O BUBJIMOTEKE
[IpunsaATo pemeHneM Y4€HOro coBeTa
npotokoa Ne ot 201_r.
HuxueBaproBck — 201 _

CMK-TICII | Bepcusl | Jlara . . | Crp.60/9 |
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

T CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuiaoxenne 10
Oo0pa3sen cipaBku

Mecmo yenogoco wmamna

CIIPABKA
Jlana
B TOM, YTO OH(a) JACHCTBUTEIBHO SIBISETCS CTYIACHTOM dbopmbl 00yueHUs
OI'bOY BO «HwmxHeBapTOBCKUMI roCy1apCTBEHHBIN YHUBEPCUTETY.
oOyJaetcsi Ha Kypce 10
CIIEHUATbHOCTH/HAIPABIICHUIO
Ha O0JIPKETHOW/TOTOBOPHOM OCHOBE
JlaTa Hayana oOy4eHHs] B YHUBEPCUTETE
[Ipennonaraemas 1ata OKOHYaHUSI YHUBEPCUTETA
CrnpaBka jaHa JijIsi IpeIbsBICHUS 110 MECTY TPEeOOBaHMUSI.
ITpopexTop o o6pa3oBaTeIbHOM
NEATENbHOCTU N.O0.Pamunus
Jlexan dakynbTeTa... (Hazsanue gakyromema) N.0O. ®Gamunus

>kBBIpaBHI/IBaHI/IC TCKCTA IO IIUPHUHC
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

T CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenne 11

MuHHCTEPCTBO HAYKH U BbICIIEr0 00pa3oBaHusi
Poccuiickoit ®enepanuu

AJIPECAT

d)ez[epaﬂbﬂoe rocyiapCrBeHHOC 610)1)KeTH06 A/IPEC
06pa30BaTeﬂbH06 (yauya, 0om, 20po0, obacms, UHOEKC)
YUpexKI€eHHE BbICHIECTO OﬁpaSOBaHHH

«HuKHeBapTOBCKHI rOCYAapCTBEHHbIH
YHHBEPCUTET»

yi. Jlenuna, 56, r. HmxHeBapTOBCK,
XanTel-Mancuiickuii aBTOHOMHBIH oKpyr—HOrpa,
Tromenckas obmacTs, Poccust, 628605
ten. (3466) 44-39-50, daxc (3466) 45-18-05
E-mail: nvsu@nvsu.ru
OKIIO 31421600, OT'PH 1028600965997
MHH/KIIIT 8603039002/860301001
No

CITPABKA
(0 yuem? O kom?, ueco? Koeo?)

Pexrop (noonucy) N.0.0.

N.O.®amunmust HCTIOTHATEIS

Howmep tenedona ncnonanTens

IIpu o’)xuAaHNM KOHTAKTa UM, OTYECTBO YKA3bIBAIOTCSA MOTHOCTHIO: ViHHa OseroBHa
ITerpoBa [lanHbIe PEKBU3UTHI 0(OPMIITIOTCS B HIDKHEH YaCTH MOCTIEIHETo JINCTa
JOKyMeHTa: pazmep mipudra Ne 10

CJI0Ba «HMCHOJIHUTENB» U «HOMEp Tene(oHa UCIIOIHUTENS» HE NPOIeYaThIBAIOTCS
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu
denepanbHOE rocyIapcTBEHHOE OI0HKETHOE 00pa3oBaTeIbHOE yUpEexKICHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

T CucreMa MeHEeIKMEHTAa Ka4YyecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuiaoxenne 12

Baank ciay:keOHOI 3anucKkn

HaunmenoBanue nonpasneneHus

Homxuocth, DUO(koMy)

CJHYXEBHAA 3AIITMCKA

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

Texcm...
(Texcm cnyoceOHOU 3aNUCKU, KAK NPABUI0, COCMOUmM u3 08yX uacmel —

000CHOBAHUS U NPEONONCEHUS, NPOCLOBL, 3AABKU U M.N.)

Honorcnocms NOONUCH U 0. Pamunus
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

) CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

puiaoxenne 13
BJiaHK 00BbACHUTEIBLHOM 3aIUCKH

HaunmenoBanue nonpasneneHus

HomxHocTh, DUO(KOMY)

OBBbACHUMTEJBHASA 3AIINCKA

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

Texcm....

Jlonosicnocmob Iloonuce U.0. ©amunus
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

) CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenue 14
Baank 3asBiaenus (o0pa3en)

Pexropy ®I'6OY BO «HBI'Y»
I'opnosy C.1

Cneunanucra (cmpykmypHoe
noopasdenenue) isanosa .1

3ASBJIEHUE

Texcm....

03.09.2018 Iloonuce .. UBanoB
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

) CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenne 14.1
baank 3asBeHNs HA Bbllavy Konuii (o0pa3enmn)

Pexropy ®I'6OY BO «HBI'Y»
I'opnoBy C.1

Cneunanucra (cmpykmypHoe
noopasoenenue) VBanora 1.1

3ASBJIEHUE

IIpowy évi0ams konuio ... ... ....

03.09.2018 Tloonuce N.N. UBanoB
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

T CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenne 14.2
baan 3asBienus Ha ornyck HIIC

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

(¢h.u.o., dondxcrocms)

(nodpasoenerue)
3ASABIIEHUE
1. Tlpomry nmpemnocTaBUThH MHE:
E:xeroannii OTILYCK C 20 roja Ha KQJICH/IapHBIX THEH.
(JIBrOTHBII)
Y4eOHbIi OTIYCK C 20 roja Ha KaJIeHAapHBIX THEH.
be3 coxpanennsi 3apadoTHOM MJIATHI C 20 rojia Ha KaJIeHAApPHBIX THEH.
ITo yxony 3a pe6eHKOM 10 - JIeT ¢ 20 roja.

JlonoJIHUTe/IbHBIE THU OT/IBIXA C COXPAHEHHEM CpPeIHero 3apadoTKa B CBSI3H CO ¢/1aveil KPOBH U

ee KOMIIOHEHTOB C 20 roza Ha THEHN.

2. Jlns pykoBoauTeNnel CTPYKTYPHBIX MOIpa3ielieHui:

BpeMeHHOG HCIIOJIHEHUE 00SI3aHHOCTEH

Ha I[aHHI)II\/JI nepuruoa mpoury BO3JIOKHUTH HAa

« » 20 roja.

(TToAmMCH MOJIABIIIETO 3asBICHHUE)

(Bu3a 3aBemyrolero kadeapoii)

(Bu3a JekaHa)

(BM3a MpopeKTopa 1o 00pa3oBaTeIbHOMN eI TEIbHOCTH)

3AABJEHUE
0 MPEIOCTABICHUH OTITyCKa No oT 20 roja.
ITpuka3 Ne -JI ot 20 rona.

*Ha obpammuoii cmopone 3asa61eHus wmamn oubauomexu Yuueepcumema
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

) CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenue 14.3
baank 3asiBinenus1 Ha ornyck HP

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

(¢h.u.o., donxcrnocmv)

(nodpasoenerue)
3ASBJIEHUE
1. Tlpoury npenocTaBUTh MHE:
Exeronnbrii OTIIYCK C 20 roza Ha KaJICHAQPHBIX JTHEH.
(JIBrOTHBII)
Y4eOHbIi 0TIYCK C 20 roja Ha KaJICHAapHBIX THEH.
be3 coxpaneHnusi 3apadoTHOI MJIATHI € 20 roga Ha KaJICHAQPHBIX JTHEHU.
ITo yxony 3a pe6eHKOM 10 - JIeT ¢ 20 rona.

I[OHOJ'[HI/ITCJILH])IC AHH 0TAbIXA ¢ COXPAHCHUEM CPEAHET0 3apa60TKa B CBSI3HM €O caaveii KpPOBH H

ee KOMIIOHEHTOB C 20 roza Ha THEHN.

2. Jlns pykoBoAMTENEH CTPYKTYPHBIX MOpPa3IeIICHHM:

BpeMeHHoe HCIIOJIHEHUE 00SI3aHHOCTEH
Ha I[aHHI)II\/JI nepuoa mpoury BO3JIOKHUTH Ha

« » 20 roja.

(moIMCh MOAABIIIETO 3asIBIICHNUE)

(Bu3a 3aBemyromero HIJT)

(Bu3a mpopekTopa 1Mo Hay4yHO# pabote)

3ASIBJIEHUE
0 MPEIOCTaBICHUH OTITycKa Ne oT 20 roja.
[Ipukaz Ne -JI ot 20 ropa.

*Ha obpammuoii cmopone 3asa61eHus wmamn oubauomexu Yuueepcumema
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

T CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenne 14.4
baank 3asiBJIeHHS HA OTIYCK COTPYIHUKOB

Pexropy ®I'BOY BO «HBI'Y»
I'OPJIOBY C.1.

(¢h.u.o., dondxcrnocmn)

(noopasoenerue)
3ASABJIIEHUE
1. Tlpoury npenocTaBUTh MHE:
E:xeroanbii OTIIYCK C 20 roja Ha KAJICHIAPHBIX JHEH.
(JIBrOTHBII)

YueOHbIi OTIYCK € 20 ronmanHa KQJICHJIApHBIX JHEH.
be3 coxpanenus 3apadoTHOM NJIATHI € 20 rojia Ha KaJIeHAApPHBIX THEH.
ITo yxony 3a pe6eHKOM 10 - JeT C 20 rozaa.

JlonoJIHUTe/IbHBIE THU OT/IBIXA C COXPAHEHHEM CpPeIHero 3apadoTKa B CBSI3H CO ¢/1aveil KPOBH U

ee KOMIIOHEHTOB C 20 roaa Ha JTHEH.

2. s pyKOBOAMTENEH CTPYKTYPHBIX TIOAPA3ICIICHIINA:

BpemeHnHoe ucrnoiaHeHue o0si3aHHOCTEN
Ha JJaHHBII EPHUO/I MPOIL'Yy BO3JT0XKUTH Ha

« » 20 roja.

(TIOIHCH MOAABIIETO 3asIBICHUE)

(TToAMCh PYKOBOIUTENS TIOAPA3ACICHIS)

3AABJIEHUE
0 MPEOCTaBICHUH OTIycKa No oT 20 roja.
ITpuka3 Ne -JI ot 20 ropna.
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE rocyIapcTBEHHOE OI0HKETHOE 00pa3oBaTeIbHOE yUpEexKICHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07

MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenne 15
BJy1aHK HOMEHKJIATYPBHI JeJ1 CBOIHAS

MuHUCTEPCTBO HAYKH M BbICILLIETO
oOpa3oBaHus YTBEP/XKJIEHA
Poccuiickoit ®enepanuu [Ipukazom Ne
®denepanbHOe rocy1apcTBeHHOE
0101:keTHOE 00pa3oBaTeIbHOE
yuypexIeHHue BbICIIero 00pa3oBaHus
«HuKHeBaAPTOBCKUN rOCYAaPCTBECHHbIN

YHHUBeEpPCHUTET)
HOMEHKJIATYPA JIEJI
No
Ha 2018 roa
HNupexc 3aroqoBok  gesa | Koa-Bo jea | Cpok Ipumeuanue
aeaa (Toma, yacTm) (TomoB, XpaHeHUs
yacreii) neaa (TOMOB,
yacrei)
1 2 3 4 5
01-PekTopar
01-01¢ ... L. o
01-02
02—.

JIOIKHOCTh OTBETCTBEHHOTO MOJIMUCH N.0.0.

3a cocTaBJIe€HUE HOMEHKIATYpPhl

PykoBoaurens noapaszaeneHus MOAITUCH n.0.0.

COI'JTACOBAHO

[IpoTokon OK ®I'BOY BO «HBI'Y»

oT

No
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE rocyIapcTBEHHOE OI0HKETHOE 00pa3oBaTeIbHOE yUpEexKICHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenne 15.1
biank-o0pa3en BHIIUCKU U3 HOMEHKJIATYPbI e

MuHHCTEPCTBO HAYKH U BBICIIET0
oOpa3oBaHus YTBEP/XKJIEHA
Poccuiickoit ®enepanunu [Ipukazom Ne
denepaabHoOe rocyiapcTBeHHOE

O0101:KeTHOE 00pa3oBaTeIbHOe
yupeskJaeHHne BbICIIero oopa3oBaHus

«HuKHeBapTOBCKUI rocy1apcTBeHHbIN
YHHBEpPCUTET»

BBIIIMCKA U3 HOMEHKJIATYPbBI

JAEJI
Ne
Ha 2018 rox
HNupexc 3arosqoBok  geaa | Koa-Bo jea | Cpok IIpumevanue
aena (Toma, yacTm) (TomoB, XpaHeHUus
qacrTen) neaa (TOMoOB,
yacreit)
1 2 3 4 5
0l-nHaumeHoBaHMe NOAPA3IeIeHUSs
01-01 R T I TP
01-02
02—.
Hauvansnuk Ynpasnenus PITIJIO Nn.0.0.
Bepno
JlokymeHToBe
H.0O.D.
oama
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

) CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07 MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuioxenne 16
Biaank 00/10:kKKH aesia

MuHHCTEpPCTBO HAYKH U BbIclIero oopasosanus Poccuniickoin ®dexepauuu
@enepanbHOe roCyIapCTBEHHOE 0I01KeTHOE 00pa30BaTeIbHOE YUPeKICHHEe
BbICLLIET0 00pa3oBaHus

«HMKHEBAPTOBCKUIU 'OCYJIAPCTBEHHBIN YHUBEPCUTET»
HaI/IMCHOBaHI/IC HO,ZIpaB,Z[eJIeHI/ISI

I[EJIO N 0 (unoekc no Homenkiamype oei)

3aconoeox oena
Kpatinue oamoi

Ha JIUCTaAX

Xpanuts [IOCT ner

CMK-H-TIT101.07 | Bepecus2 | J1ara02.11.2018 | Crp. 72/86




MuHHCTEpCTBO HAYKH U BhIcIIero oOpasoBanus Poccuiickoit denepannu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEIKACHUE
BbIciiero oopa3oBanusi «HukKHEBapTOBCKUI roCcy1apCTBEHHBI YHUBEPCUTET)

1088
NS

CucremMa MeHeJI:KMEHTA KayecTBa

CMK-HU-III101.07

MHCTPYKLIYA 10 AEJTOITPOU3BOACTBY B HBI'Y

BHYTPEHHSSA OIIUCH

AOKYMEHTOB J€Jia Ne

Ipuioxenne 16.1

Ne Nunekc Jara 3aroJ0BOK IOKYMEHTA Homepa | Ilpumeuanue

/1 | JOKyMEHTa | TOKyMEHTa JIMCTOB
nena

1 2 3 4 3 6

Hroro JIOKYMEHTOB
(yugppamu u nponucwio)
KonnyecTBo 1MCTOB BHYTPEHHEN ONUCH
(yugpamu u nponucwvio)
J1OJDKHOCTB JIMYHAs TIOAIHNCh H. O. ®amunus
[laTta
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparnun
denepanbHOE rOCYAApCTBEHHOE 0I0/PKETHOE 00pa30BaTeIbHOE YUPEKACHHUE
BBICIIETO 0Opa3zoBanms «HKHEBApPTOBCKUI TOCYIapCTBEHHBI YHUBEPCUTETY

SE CucreMa MeHeJAKMEHTAa KayecTBa
CMK-U-III101.07 NHCTPYKLUA 11O JEJIOINPOU3BOACTBY B HBI'Y

IIpuioxkenue 16.2
JIucTt—3aBepure’ib aejia

JIMCT-3ABEPUTEJIb IEJIA Ne

B nene mogmmTo u mpoHyMepOBaHO

aucTa(oB),
B TOM YHCJIC:
JIUTCPHBIC HOMCEpPA JIUCTOB
IIPOIMYHMICHHBIC HOMCpPA JINCTOB
+ JINCTOB BHYTpeHHCﬁ OIn1cu
OcobeHHOCTH (1)I/I3I/ILI€CKOFO COCTOAHUA U Q)OpMHpOBaHI/IH AcJ1a HOMCpa
JIUCTOB
1 2
(HanmenoBaHue NOMmKHOCTH pabOTHHKA)
(noamnucse) (pacumgpoBKa MOJIHCH)

Jlara
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparnun
denepanbHOE rOCYAApCTBEHHOE 0I0/PKETHOE 00pa30BaTeIbHOE YUPEKACHHUE
; BBICIIETO 0Opa3zoBanms «HKHEBApPTOBCKUI TOCYIapCTBEHHBI YHUBEPCUTETY
Ted CucreMa MeHeJAKMEHTAa KayecTBa
CMK-U-III101.07 NHCTPYKLUA 11O JEJIOINPOU3BOACTBY B HBI'Y

IIpuioxenue 17
baank akra (0 BblIeJIeHUH K YHUYTOKEHUIO JOKYMEHTOB)

MuHuCTEPCTBO HAYKH U BbICIIET 0
oOpa3zoBaHusi YTBEPXIAIO

Poccuiickoit @exepaunu Pexrtop
denepaibHOE rOCYAAPCTBEHHOE
010/:KeTHOE 00pa3oBaTeIbHOe C.U. Topios
yupe:kaeHue BbIcIIero 00pa3oBaHusi

«HukHeBapTOBCKUI 201 r
rocy1apCTBeHHbINH YHUBEPCUTET» -

AKT

Ne

@) BBIACJIICHUU K YHUYTOKCHHUIO JOKYMCHTOB,
HC IMOJICKAIINUX XPAaHCHUTIO

Ha ocHoBaHuM HOMeHKJIAaTypsl pen, «llepeuHss THUIOBBIX YIPABIEHUYECKUX aAPXUBHBIX
JTOKYMEHTOB, 00pa3ylOIIUXCs B MPOLIECCE AEATETLHOCTH TOCYIaPCTBEHHBIX OPTaHOB, OPIraHOB MECTHOTO
CaMOYIIpaBJICHUsI W OpraHu3alMii, C yKa3aHMEM CpPOKOB XpaHEHHUs» (YTBEPKIEH MPHUKAa30M
MunucrepctBa KynbTypbl Poccuiickoit @enepanuu ot 25 aBrycra 2010 roma Ne558) u «llepeuns
JOKYMEHTOB CO CpokKaMM xpaHeHus MunucrtepctBa npocsemmeHus CCCP, opraHoB, ydpexIeHHH,
opranuszanuii cucrembl npocseuieHus» (M.1980) oroOpaHbl K YHMUYTOXKEHHUIO, KaK HE HMEIOIIUe
Hay4YHO-UCTOPUYECKON IEHHOCTH U YTPATUBILNE IPAKTUYECKOE 3HAYCHHE JIENIa:

Wnanexc nena Koi-
. . Cpoxku
Ne | 3aronoBok nena unu rpymnmnoBoii | Kpaiinue M0 HOMEHK- BO NDAHCHI [Tpume-
n/n 3aroJIOBOK JIOKYMECHTOB JIaThI narype uiai Ne | JTUCTO p B YaHWe
JIeNa 1o OMUCH B

Utoro JUCTOB 32 TOJTBI
Honxcnocms pabomuuxa,

NPUHABULE20 OOKYMEHMbl nOONUCDH H.0.0.
Honocnocmos pabomuuxa,

coasuie20 OOKyMeHmbl nOONUCYH 0.
COI'JTACOBAHO

[Ipotokon DK ®I'BOY BO «HBI'Y»

No
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparnun

denepanbHOE rOCYAApCTBEHHOE 0I0/PKETHOE 00pa30BaTeIbHOE YUPEKACHHUE
BBICIIETO 0Opa3zoBanms «HKHEBApPTOBCKUI TOCYIapCTBEHHBI YHUBEPCUTETY

=i

Cucrema MCHECIAKMECHTA KadeCcTBa

CMK-H-II1101.07

NMHCTPYKLMA 10 AEJIOITPOU3BOACTBY B HBI'Y

Bbaank (0 BbIIeJIEeHMH K YHUYTOKEHUIO MevyaTei)

MuHuCTEPCTBO HAYKH U BbICIIET 0

oOpa3zoBaHusi

Poccuiickoit @exepaunu
denepaibHOE rOCYAAPCTBEHHOE
010/:KeTHOE 00pa3oBaTeIbHOe

yupexkIeHne BbICIIEero 00pa3oBaHusi

«HukHeBapTOBCKUI

FocyﬂapCTBeHHblﬁ YHUBEPCUTET»

O BBIACJICHUHN K YHUYTOKCHHUIO

AKT

No

IITAMIIOB M TIeUaTei

IIpuioxkenue 18

YTBEPXJIAIO

Pextop

C.U. T'opnos

201 1.

OKCIIepTHAsE KOMUCCHsI, Ha3HauYeHHas npukazom Pekropa ot 01.04.2014 roma Ne

050/1-O, mpowusBena oTOOp K YHHUYTOXKCHHIO YTPATUBIIMX IMPAKTHYECKOE 3HAYCHUE WU
NPUIICIIINX B HETOAHOCTH CICTYIOIIUX IITAMITOB:

/1

HaumeHoBaHue mevatu
(mrramma)

Koi-Bo

OtTHCcK

OcHoBaHue I
YHUUTOKEHUS

Hroro

onsxcnocmos pabomuuxa,
NPUHABULE20 OOKYMEHMbl

COI''TACOBAHO
ITIporokosn K ®I'bOY BO «<HBI'Y»

No

nooOnucy

HO.o.

CMK-U-III101.07
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparnun
denepanbHOE rOCYAApCTBEHHOE 0I0/PKETHOE 00pa30BaTeIbHOE YUPEKACHHUE
é BBICIIETO 0Opa3zoBanms «HKHEBApPTOBCKUI TOCYIapCTBEHHBI YHUBEPCUTETY
Ted CucreMa MeHeJAKMEHTAa KayecTBa
CMK-U-III101.07 NHCTPYKLUA 11O JEJIOINPOU3BOACTBY B HBI'Y

IIpuioxenue 19
baank akra

MuHucTEpCTBO HAYKH U Bbiciero odopasosanusi Poccuiickoit @enepanun
PeaepaabHOE TOCYAAPCTBEHHOE 0K017KeTHOE 00pa30oBaTe/IbHOE YUpPeKIeHHe
BbICIIETr0 00pa3oBaHMs
«HuKHEeBAPTOBCKHUU rOCYAAPCTBEHHbIN YHUBEPCUTET»

AKT

(Oama) No

O nepenaye aen B apxuB

Mpbi, HIWKeNnoAmucaBIIuecs, paObOTHUK (JOJDKHOCTh, WHUIHAIbBI, (HaMUIIns)
CTPYKTYpPHOTO TOjpa3jiefieHus (Ha3BaHWe) W (JOJDKHOCTh, WHUIIMAIBI, (haMuIus)
COCTAaBWJIM HACTOSIIUHI aKT B TOM, YTO MEPBBIN C1all, & BTOPOU MIPUHSIT:

Ne 3aroJi0BOK J1eJjia Jlara HNupexc nena
n/n AOKYMEHTA
Cnan [Tpunsin
/ / /
«_» 201  rog « _» 201  ronm
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparnun

denepanbHOE rOCYAApCTBEHHOE 0I0/PKETHOE 00pa30BaTeIbHOE YUPEKACHHUE
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S

Cucrema MCHECIAKMECHTA KadeCcTBa

CMK-H-II1101.07

NMHCTPYKLMA 10 AEJIOITPOU3BOACTBY B HBI'Y

MuHUCTEPCTBO HAYKH U BbICIIET0

oOpa3zoBaHusi
Poccuiickoit @exepaumnu

®denepanbHoe rocyapcTBeHHOE OIOIZKETHOE
o0pa3oBaTejibHOE YUpe:KIeHHEe BbICIIET0

o0pa3oBaHus

«HuKHEeBAPTOBCKHUM rOCYAAPCTBEHHbIN

YHHUBEPCUTET
lloopa3zoenenue

OIINCDH
No

O BBIICJICHNH K YHUYTOKCHUTIO

AOKYMCHTOB, HC ITOJIC)KAIIUX XPAHCHUTIO

Ha ocHoBanuu HOMCHKIJIATYPhbI

ACI,

Ipuioxenue 20

«HepeqHﬂ THUIIOBBIX  YIIPABJICHYCCKHUX

apXUBHBIX JIOKYMEHTOB, OOpa3ylIIMXCSd B MPOLECCe JACSITEIBHOCTH TOCYIapCTBEHHBIX
OpraHoB, OpPraHOB MECTHOTO CaMOYIIPAaBJIEHUS W OPraHU3allhil, C yKa3aHUEM CPOKOB
XpaHeHus» (yTBEpKAEH MpUKa3zoM MuHucrepcTBa KyinbTypsl Poccuiickoit denepanuu ot
25 asrycta 2010 roma Ne558) u «llepeuHss HOKYMEHTOB CO CpOKaMU XpaHEHHUS
MunuctepctBa npocsenieHus CCCP, opraHoB, y4YpexI€HUW, OpraHUW3aluid CUCTEMBbI
npocBemenus» (M.1980) oroOpaHbl K YHUYTOXKEHHUIO, KaK HE HMEIONUE Hay4YHO-
HMCTOPUYECKON IEHHOCTH M YTPATUBIINE MTPAKTUUECKOE 3HAUCHUE JIeJIa:

NHupekc
No Jiena 1o Kozn-
n; 3aroyI0BOK JieJia UM TPYTIOBOI Kpaiinue HOMEHKJIATy | BO Cpoxu IIpume-
I 3aroJIOBOK JOKYMEHTOB JaThl pe wiu Ne | mHCT | XpaHEHHs JaHue
Jiena 1o OB
OIUCHU
Cnan
Jlonscnocmo N.0.0.
[TpuHsn
Jlonscnocmo N.0.0.
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparnun

denepanbHOE rOCYAApCTBEHHOE 0I0/PKETHOE 00pa30BaTeIbHOE YUPEKACHHUE
BBICIIETO 0Opa3zoBanms «HKHEBApPTOBCKUI TOCYIapCTBEHHBI YHUBEPCUTETY
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CMK-H-II1101.07

NMHCTPYKLMA 10 AEJIOITPOU3BOACTBY B HBI'Y

Ipuiaoxenue 21

KypHaJ perucTtpauuu BXoAsimieii J0KyMeHTAUNU
(cmpyKmypHo20 noopa3zoeenus)

OBbPA3EI]
Ne Mara /laTa 1 HOMep Bup noxymenra u Koppecnonaenr Hcnosnuren
NMOCTYIJIEHHSI | JAOKYMeHTa | KpaTkoe cofiep:kaHue | (OT KOro MOCTYIHJI
JAOKYMEHTA JIOKYMEHT)
1 02.02.2018 01.02.2018 | Ilpuxaz «O6 yuéme | Ynpasnenue no | Heanosa U.11.
Ne 102-O paboyezo epemeHu» pabome c
nepcoHanoMm u
OOKYMEHMAYUOHHOMY
obecneyenuro
KypHaJj perucrpanuu ucxoasimei 10KyMeHTalun
(cmpyKmypHo20o noopa3zoeienust)
ObPA3EI]
Ne Hara Buj noxymenra u Kpartkoe Axpecart Hcnosnurean
OTHPABJIEHUS] | PErHCTPANMOHHBII coep kaHue
JIOKYMEHTA HOMep IOKYMEHTa JAOKYMEHTA
1 03.02.2018 Iucomo 0 npoxooicoenuu | Huscnesapmosck, Hexan
Ne 23/2018 NCUX0N020- Owmckas, 0. 35 Ilempos J].A.
neodazo2udecKoll Hupexmopy
NpaKmuxu MBOY CILI Ne 32
2 04.02.2018 | Cnyorcebnas 3anucka | 06 usmenenuu 6 | Ilpopexmop no | Cuooposa HU.I1.
Ne 23 VUeOHbIX NAAHAX A7
Usanosy U.11.
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparnun
denepanbHOE rOCYAApCTBEHHOE 0I0/PKETHOE 00pa30BaTeIbHOE YUPEKACHHUE
; BbIciiero oopa3oBanusi «HukxHEBapTOBCKUIA rOCYIapPCTBEHHBIA YHUBEPCUTET
Ted CucreMa MeHeJAKMEHTAa KayecTBa
CMK-U-III101.07 NHCTPYKLUA 11O JEJIOINPOU3BOACTBY B HBI'Y

IIpuioxkenue 22
JOKYMEHTHDI, HA KOTOPBIX CTABUTCSA 'EPBOBAS IIEYATD

1. Axtel (mpuéMa 3aKOHYEHHBIX CTPOUTEIHCTBOM OOBEKTOB, 00OPYIOBaHMUS,
BBITIOJIHEHHBIX Pa00T, SKCIIEPTU3HI U T.11.);

2. JloBepeHHOCTH;

3.  TI'paxxmancko-mpaBoBbIe JOTOBOPHI (IIOCTaBKH, TMOApAAa, O HAy4dHO-
TEXHUYECKOM COTPYIHHUYECTBE, apEH/I€ IOMEUIEHUH U T.11.);

4. 3aganus (Ha MPOEKTUPOBAaHHWE OOBEKTOB M COOPYNKEHHUM, HA KalUTAIbHOE
CTPOUTEIBCTBO, BHIMOIHEHUE TEXHUYECKUX MTPOEKTOB U T.11.);

5. 3asBku (Ha 060pynOBaHUE, U300pPETEHHE U T.1.);

6. 3asBneHus (Ha aKKPETUTUB U T.1I.);

7. 3akirodeHus M OT3bIBbl OpraHM3allil Ha JuccepTaluu, aBTOpedepaTsl,
HaIpaBJIsIEMblE B BBICIIYKO ATTECTALIMOHHYKD KOMHMCCHIO, a TakKXKe€ JIOKYMEHTHI,
CBA3aHHBIE C 3alIUMTOM jaucceprauuud (yAOCTOBEPEHUS O cAadye KaHIUAATCKUX
HK3aMEHOB, BBINKCKA 3aceanus kKadeapsl U T.1.);

8. JlokyMeHTHI ¢ oOpa3lamMu OTTHCKOB Ile4aTed W IOANMUCEH paOOTHHKOB,
MUMEIOIINX IIPABO COBEPUICHMS (PUHAHCOBO-XO035HCTBEHHBIX OINEPALINA;

9. Harpansbie 1uCTbI

10. TIImcpma rapanTuiiHbIC (Ha BBITIOJIHEHHE PabOT, yCIyT, OIUIATY | T.1.);

11. TlonoxkeHus O CTPYKTYPHBIX MOAPA3ACICHUSIX, MHCTPYKIUHU, NpaBUiIa U
IPYTHUE JIOKAJIBHBIE AKThl YHUBEPCUTETA,;

12. TIpoTokodsi,

13. Peectpsl (4ekoB, OIODKETHBIX MOPYYCHMIA, MPEACTaBIsieMbIX B ['ocOaHK H
T.1.);

14. Cwmertsl pacxol10B (Ha coaepKaHUE anmnapara yrnpaBieHHs, Ha IOJrOTOBKY U
OCBOEHME MPOU3BOJCTBA HOBBIX M3/EIHI, HA KaJbKYJISLUUIO K JOTOBOPY MOApsIa, Ha
KaIluTalbHOE CTPOUTEIBCTBO U T.1.);

15. ChopaBku (JUMUTHBIE, O BBIIJIATE CTPAXOBBIX CYMM, MCIOJb30BaHUU
OIO/KETHBIX AaCCUTHOBAHMI Ha 3apIuiaTy, O HAYMCICHHON W MPUYMTAIOIIecs 3apIuaTe,
apXUBHbIE U T.JI.);

16. VYcraB yHuBepcuTeTa, U3BMEHEHUS U IOTIOJTHEHUS K HEMY;

17. IllTaTHble pacnucaHUs U U3MEHEHHS K HUM;

18. TpymoBbie TOTOBOPHI U JOTIOJHUTEIBHBIC COTIIAMICHUS K HUM;

19. JloroBopsl 0 MaTepraIbHON OTBETCTBEHHOCTH;

20. JIomKHOCTHBIE MHCTPYKIINH;

21. CmopaBku, yIOCTOBEpsIONIME OOy4YeHHE B YHUBEPCHTETE CTYICHTOB
JTHEBHOU (opMbl OOYUEHHS U aCIUPAHTOB, (HOPMBI 26;

22 pyrue JOKYMEHTHI, JUISL KOTOPBIX 3aKOHO/IATEJILCTBOM P®
peycMaTpUBaeTCs MPOCTaBJICHNE TepOOBOIl MeUaTH OpraHu3aluu.

Ha ocranbHbIX JOKYMEHTaX, HE TpeOYIOIUX 0C000ro MOATBEPKIACHUS
NOJJIMHHOCTH, CTAaBUTCS POCTAs IE€YaTh.
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparnun

denepanbHOE rOCYAApCTBEHHOE 0I0/PKETHOE 00pa30BaTeIbHOE YUPEKACHHUE
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NMHCTPYKLMA 10 AEJIOITPOU3BOACTBY B HBI'Y

Ipuioxkenue 23

Pexomenpanuu
10 MCNOJIb30BAHUIO OTAEJbHBIX, HAU00JIee 4YACTO YNOTPeOIsieMbIX CJI0B U
YCTOMYMBBIX COYETAHUI, MCIOJIb3YEeMbIX NPH MOATOTOBKE CJIYKeOHbIX IOKYMEHTOB

1. Cunmaxkcuueckue kKOHCMpPYKYuU, UCNONbL3YEMble
01 U3TIOAHCEHUSI MOMUBOE OOBACHEHUS NPUYUH
NPUHAMUS MeX WU UHBIX OeUCTNEULL:

— B nopsiake okxazanus nomoiu mnpoiry Bac

— B 1ensx oOMeHa omnbIToM Hampasisiio B Barmn
anpec — B nopsanke uckimoueHus — Buay ocoObix
0OCTOSITENTBCTB

— B cBs3u ¢ 3aBepuienneM padoT no — B cBs3u ¢
MIPUHATHAEM PEIICHUS O

— B cOOTBETCTBUM C paHee JOCTUTHYTOM
JIOTOBOPEHHOCTHIO — [10 B3anmMHOI
JIOTOBOPEHHOCTH Mek Ty — CorjacHo Bamiei
3as1BKE

— HecMoOTpst Ha TO-TO U TO-TO, IPOJOIIKAET UMETh
MECTO

2. Dopmyauposxu 075l blPANCEHUS OMKAZA:

— HecMoTpst Ha peInpuHSTHIE HAMH
(opranu3zanueit) ycuius, Baiie ykazanue ocraercs
HEBBITNIOJTHEHHBIM B CBSI3H C

— K coxanenuro, yoBieTBoputh Barry mpocb0y
HE MPEACTABISIETCS BO3MOXHBIM, IOCKOJIBKY

— Baine pacnopsbkeHre He MOXKET ObITh
BBIIIOJIHEHO K YCTAHOBJIEHHOMY CPOKY IO
CJIEIYIOIUM TTPUYHHAM

— MBI HE MOXEM NPEIOCTABUTh UHTEPECYIOLTYIO
Bac H(pOpPMaIUIO, TaK KaK

— Opranusanus He pacrnojaraeT BO3MOKHOCTSIMHU
JUISL BBITIOJTHEHUS IaHHOM 3a/1auu U3-3a
OTCYTCTBHSI.

3. Qopmynuposxu 0Jis 8blpaANCeHUs
npeoynpertcoeHus:

— HanmomuHaeM BaM, 4yTo yepe3 TaKOe—TO BPEeMst
CPOK COTJIAIICHUS HCTEKAET

— Opranuzanus yBegomiiser Bac o Tom, uro

— CunTaeM HEOOXOIUMBIM €IIe Pa3 HATOMHUTH
Bam o Tom, uto

— Opranm3aius CoXpaHseT 3a co00 MpaBo B
OJIHOCTOPOHHEM MOPSAKE TPUOCTAHOBUTD

4. Yemouuuevle pacnopsoumenvhvie 000pomol.:
— BBectu B akcrutyaTtanuio — O0s3ath

PYKOBOIUTES
— KoHTponp 3a uCHOJHEHHMEM  HACTOSIIEH
JUPEKTUBBl  BO3JIOXKHUTH Ha —  Ha3Hauuth

pacciefoBanue mo GaxTy
— WI3bIcKaTh NOTIOTHUTENIbHBIE BOZMOXHOCTH JIJIst

5. Qopmynuposku 0ns noouepKuBauusi 0cooOou
BAJICHOCIU C8eOeHUll (OMOeNbHbIX PaKmos):
— be3omacHocTh rapaHTupyercs

— JokymeHranus BbiciaHa B Bam  ajpec
HapouyHbIM — [IpeAnpUHMMAIOTCS >HEPTUYHBIC
MEpBI 10

— KoHdpuneHmaabHOCTh UHpOpMaLIUU
obecrniedeHa

— Coneprxanue MPOEKTa OTIEPATUBHO
KOPPEKTHPYETCS

— BpIABICHHBIE HEAOCTATKU YK€ YCTPAHSIOTCA —
Boiaenensl JONONIHUTEIBHBIE CPEACTBA HA —

— B kparuaiimme cCpoku OpraHu3yeTcs

— Y CTaHOBJIEH )KECTKUI TOBCEAHEBHBIN KOHTPOJIb
3a

6. Yemotiuusvie obopomei peuu:
—Hanmenee cnoxusIi
—Haunyumuit s dexr
—Oka3arp MoMOIIb
—PyK0BOICTBO cUMTAET BOZMOKHBIM
—CpouHo cooOmuTe
—O0ecneubTe BHIMOIHEHUE
—Jlonoxure npeasioKEHUs 1o
—BeposTtHbie cpoku
—Coo0ure naHHble
—ITonroroBeTe K OTIIpaBKE
—Haubonee BaxHbIi
—Hauxynmmuii pesynbrar
—IIpousBectn npoBepKy
—Opranuzanys He BO3PaKaeT
—Hemennenno ycrpanure
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparnun

denepanbHOE rOCYAApCTBEHHOE 0I0/PKETHOE 00pa30BaTeIbHOE YUPEKACHHUE
BBICIIETO 0Opa3zoBanms «HKHEBApPTOBCKUI TOCYIapCTBEHHBI YHUBEPCUTETY

LS Cucrema MCHECIAKMECHTA KadeCcTBa
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NMHCTPYKLMA 10 AEJIOITPOU3BOACTBY B HBI'Y

JeiicTBre JOroBopa o
— BasaTeie Ha ce0s1 opranu3aiueil rapaHTUHbBIC
00513aTeNbCTBA YTPAUUBAIOT CBOIO CHITY C

—Co3znaiiTe He0OX0IUMBIC YCIIOBUS
—OnTuMalbHOE pelieHne
—IToaTBepauTe MonyyeHue
—Hamnpasete B MOl agpec
—Pemnre caMoCTOSTEIHLHO

7. DopmynuposKu 015 y8eOOMACHUSL:

— CTtaBUM Bac B U3BECTHOCTH O TOM, UTO —
Opranuzanus usseniaet o — CooOmaro Bam
— JloBOKy 110 Bamiero cBenenust, 4to —
JoknaaeiBaro o

8. @opmyauposku 015 8bIpaAd*CEHUsL NPOCHO.
—IIpomy Bac HampaBuTh B MOM agpec
—Y6eautenbHo npoiry Bac pemuts Borpoc o

—B pamMkax npeaBapuTenbHOM TOTOBOPEHHOCTH C
npeAcTaBuTeneM Bamen opraHu3anuy npoury
paccMOTpPETh BO3MOKHOCTb

—HMcxons U3 BeIM4YMHBI TOJJOBOTO JIMMUTA IIPOLLY
M3BICKaTh JJI HYKJl OpraHu3aluu

9. Haubonee wacmo ynompebiisiemvie 21a20bi:
— BBINOJIHUTD (MCIIOJIHUTD) — IPEKPATUTh
—00paTuTh (BHUMaHHE HA)

—CIUIaHUPOBAThH (CKOOPAUHUPOBATB)

—CO311aTh

—OpraHu30BaTh

—COOOITUTH (JIOTIOKHUTH )

—pemuTh (pa3penunTh)

—3aBEPUINTh

—HaIpaBUTh (OTIIPABUTH)
—BBECTH (B DKCILTyaTaIIHIO)
—OCYIIECTBUTH (pearn30BaTh)
—BOCITOJTHUTH (TIOTIOJTHUTH )
—00ecTeYnTh

—TIpeACTaBUTH (IIPEIOCTABUTD )
—yTOYHUTH

—yCTpPaHUTh

—yCTaHOBUTh

—BbISIBUTH (BBISICHUTD)

10. Haubonee uacmo ynompebisemvle
npuiazameinbHbvle:

— CPOYHBIH (ONepaTUBHBIN) — MEPCIEKTUBHBIA —
IJIaBHbII (OCHOBHOM)

— Cepbe3HbIH (CYIIEeCTBEHHBIH) —
JIOTTOJTHUTEIbHBIA — HETOCTATOYHBIN —
MIPOMEKYTOUHBIN — KOHKPETHBIN —
BTOPOCTEIECHHBIN — BaXKHBIN — BEAYIIHN —
MJIAHOBBIA — TIOJIHBIN

— 3aKJTFOYUTENBHBIN — OOLIUN — BRICIIUN —
JIYYIIAI

— HaJIe)KHBIN

CMK-U-TII01.07 \
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparnun
denepanbHOE rOCYAApCTBEHHOE 0I0/PKETHOE 00pa30BaTeIbHOE YUPEKACHHUE
; BBICIIETO 0Opa3zoBanms «HKHEBApPTOBCKUI TOCYIapCTBEHHBI YHUBEPCUTETY
Ted CucreMa MeHeJAKMEHTAa KayecTBa
CMK-U-III101.07 NHCTPYKLUA 11O JEJIOINPOU3BOACTBY B HBI'Y

IIpuiokenue 24
CXEMA
CHCTEMATHU3AIUM JIeJ1 B HOMEHKJIaType

1. 3axoHbl, yKa3bl, paCHOPSIKEHUS BBIIIECTOSAIIUX OPTraHOB

2. YcraBbl, yupeauTeNbHbIE JOTOBOPHI, CBUACTENILCTBA O PETUCTPAIUH,
JUKBUIALMK OpPTaHU3aI[UU

3. Tlomoxxenwus

4. TlpaBuina, UHCTPYKIIMHU, PETIAMEHThI, HOPMbI, METOIUYECKHUE YKA3aHUS,
pEKOMEHAINH, pa3paboTaHHBIC B OPTaHU3AIUN

5. Jlunensuu, cepTuduKaThl, aTTECTAThl HA OCYIIECTBICHUE
OCHOBHOMW NeSITEIbHOCTH

6. Ilpukazer*

7. Pacnopspkenus™

8. TIpoToko:bl 3aceqaHnii U COBENIATEILHBIX OPTaHOB* (8 opeanuzayuu
YacmHuoU hopmuvl cOOCMBEHHOCMU PACNONIA2AIOMCA Neped NPUKA3AMUL)

9. TlocTtaHoBIiieHUS, pEIICHHS COOpPaHUIl M COBEIIATEIbHBIX OPraHOB™

10. IInanpl, mporpaMMsbl, MPOTHO3bI, KOHLEMIMN Pa3BUTHUS, OANaHCHl JOXOJOB U
PacxXo/I0oB (6 niaHax u baiaucax yKasamov nepuod): NepCreKTUBHbBIE, 3aTeM I'0JJOBbIE

11. ldTaTHbIe pacnivicaHus

12. CMeTBI TUMHTHI, TOC3aKa3bI

13. Otuetsl, Oyxranrepckue OanaHChl, CBECHHsI, aHATUTUYECKUE 3ATICKH,
0030pBl, CIIpaBKU U TAOJIULIBI (6 omuemax u 6anancax ykazams nepuoo)

14. CraroTuets! (yka3aTh (hOpMbI)

15. JloroBOphI, KOHTPAKTHI, COTJIAIIEHUS, TPAHThI, MACTIOPTa CACTOK™

16. Jlokyaael, MOKIaHBIE 3aIMMUCKH, CIIPABKH, CBOJIKH, pacueThl, 000CHOBaHUS *

17. JIOKyMEHTHI (8 ckoOKax ykazams cocmas 00KyMeHmog)™

18. AxThbI, 3aKIIIOUEHUS IPOBEPOK OpPraHU3AIUU ™

19. Crucku, peectpsl

20. IIpeiickypanTsl, Tapudsbi

21. KypHuansl, kHuru yuera*

22. Tlopbopku myOmukaruii 06 opraHu3aIuy, TUMIIOMBI, TPaMOTHI O

HarpakJICHUU OpraHu3alluu, aibOOMbI, OYKIIEThI, TEPUOANUYECCKUE U3TAHUS

OpraHu3aluu

23. [lepenucka 1Mo OCHOBHOM JESTEIHHOCTHU C BHIIECTOAIIMMU OPTaHU3AIHSIMU
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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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