MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE TOCYAaPCTBEHHOE OFODKETHOE 00Pa30BaTEIbHOE YUPESIKICHUE

:*'-._\ /-._5 BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)
e CucreMa MeHEeIKMEHTAa Ka4YecTBa
CMK-HU-III101.07 NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

HHCTPYKIUA
1O AEJOIMPOU3BOACTBY B ®EAEPAJIBHOM I'OCYJAPCTBEHHOM
BIOJ’KETHOM OBPA3OBATEJIbBHOM YYPEKJAEHUU BBICILIEI'O
OBPA3OBAHUSA «HUKHEBAPTOBCKHUM I'OCYJIAPCTBEHHBIN
YHUBEPCUTET»

IIpunsaTo peumeHreM Y4€HOro coBeTa
npotokos Ne 16 ot 02 HostOpst 2018 .

HwxneBapTock — 2018

CMK-U-TII101.07 | Bepems2 | Mara02.11.2018 | Crp. 1/86




%“‘“\ MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

'@;f" - denepanbHOE rOCyIapCTBEHHOE OI0DKETHOE 00Pa30BaTEeIbHOE YUPEKICHHE

'\'J BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

\;3/ CucreMa MEHEJAKMEHTAa Ka4yecTBAa
CMK-H-III101.07 NMHCTPYKIMA 11O AEJIOINIPOU3BOJACTBY B HBI'Y
COJIEPXAHHUE:

(@15 0007 (S 011 (07 (=) 14 5 CHU T 3
2. HazHauCHHE M OOJIACTD TIPHUMEHEHHS «...vvveeisvveeesstreesssreessssseesssssessssssesssssesssnssesssnsneenns 4
3. TEPMUHBI H OTIPEIIEIICHIS ... ..veenveerteeseessreasseesseesseesseessnessseesseesseesseeasneenneessesssessnnesnnens 5
4, JIOKYMEHTBI YHUBEPCHTETA ..vvveeiuvveeesssreessstnessssseessssseesssssessssssssssnssssssnssssssnssesssseessnnns 6
5. [IpaBuiia MOATOTOBKU U OPOPMIIEHUS JOKYMEHTOB .....cc.vreesreessreessreeaneeessneesnneesnenns 7
6. OcobeHHOCTH MOATOTOBKU U O(OPMIICHUS OTACIBHBIX TPYIII JOKYMEHTOB ......... 18
7. OpraHu3aiyst TOKYMEHTOOOOPOTA ..vvveiurreeiirreeiireesssseesssssesssnssesssssnssssssenesssssessssees 24
8. KOHTPOJIb HCTIOTHEHUS JOKYMEHTOB ... veevvesreasreaseesseesseessnessseasseesseesseessnsssnesnseenses 26
9. PaboTa UCTIOTHUTEIICH C IOKYMEHTAMH ...eeeuvvveeistrresssseesssssenessssesessssnssssssesssseesssssees 28
10. JIOKYMEHTATBHBIF (DOHT .. ..veeuveeireasreasreeieesseesieesinessseesseesseesseessnessneeseesseesnessnnesnnens 29

11. U3rorosnenue, yuér, UCMOJIb30BAaHUE U XPAaHEHUE MeYaTeH, IITaMIIOB U OJJAHKOB

D10 4 VALY (<) o ) SO SRR 35
12. YTBEPKAECHNE U BHECEHUE MBMEHEHUI ....c.vvevveieiiiiieiiesieesiee st e e e e 40
00701 (0753 5176 O RPN 41
JIUCT COTTIACOBAHUS JIOKYMEHTR «..vvvveeiurreessssreessssesssssnsesssssssssnesssssssssnssessssssesssnseessnnes 84
JIMCT PETUCTPALIM UBMEHEHHUM ......vveieieriieeeiieiessiteeesssree e s e e s snne e e 85
JIVICT OBHAKOMIICHIIS «....vveeuveeentteesiteesiteessteessteeasseeessseessseessteeanbeeenseeesbeeesnneeanbeesnneeenneeenes 86

CMK-U-TII101.07 | Bepems2 |  ata02.11.2018 | Crp.2/86 |




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

i - denepanbHOE rocyIapCcTBEHHOE OI0/PKETHOE 00pa30BaTeNIbHOE YUPEXKICHHE
'.." / BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

l:|
A

\ /2
X CHCTEMa MCECHCAXKMECHTA KayecTBa

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

1. OOmme noJio:KeHUst

1.1. WHcTpyKuwMs 1o IeIonpou3BOACTBY (nanee — MHCTpyKIusl) yCTaHABIMBAET
EANHYIO CUCTEMY JIeTTOTPOM3BOICTBA M OPTaHU3aIliy paboThl ¢ JokyMeHTamu B HBI'Y
dbenepaTbHOM  TOCYJApPCTBEHHOM  OIO/DKETHOM — O0Opa30oBaTEIbHOM  YUPEKICHUU
BBICIIETO 00pa3oBaHusl «HHKHEBAPTOBCKHII TOCYIapCTBEHHBI YHUBEPCUTET» (Haliee
— VYuusepcurer, HBI'Y). MHWHcTpykuus yCTaHaBIMBAeT €AUHYIO) CHUCTEMY
JIEJIONPOU3BOCTBA, MOPSIOK MOJATOTOBKH, OQOPMIICHUS, TPOXOXKIICHUSI, KOHTPOJIS 3a
UCIIOJIHEHHEM, YYE€TOM, XpPAaHEHUEM, NIeYaTaHUEM, KOIMMPOBAHUEM U TUPAKUPOBAHUEM
CIIy’>K€OHBIX JOKYMEHTOB.

1.2. Tlpumenenne WHCTpyKUMH CMOCOOCTBYET (POPMUPOBAHUIO  €IUHOTO
O(QUIMATIEHO-JEIIOBOT0 CTUISI JOKYMEHTOB Y HUBEPCUTETA, YHUPUKALUU O)OpMIICHUS
U CTPYKTYPBI JOKYMEHTOB, IoAroraBiuBaeMeix B HBI'Y, OBBIIIEHUIO 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
CcrocoOOB mepenaud WHQPOpMAIMU, B TOM YHCIE€ U 3JICKTPOHHBIE JOKYMEHTHI.
ABTOMAaTHU3UpPOBAHHBIE (KOMITBIOTEPHBIE) TEXHOJIOTMU JOJDKHBI COOTBETCTBOBATH
TpeOOBAHUSIM PEKOMEHIALNIM 110 AeJIONPOU3BOICTBY Y HUBEPCUTETA.

1.4. OTBETCTBEHHOCTH 32 MPABHIIBHYIO OPraHU3aLUI0 pabOThl C JOKYMEHTaMH B
CTPYKTYPHBIX NOJPA3JEICHUAX YHHUBEPCUTETA BO3JIAracTCs Ha PYKOBOJIWUTENEH 3THX
OApa3ICIICHUH.

1.5. HemocpenctBeHHoe  BeleHHME  JEJIONMPOM3BOACTBA  BO3Jaraercs  Ha
pabOTHUKOB, OTBETCTBEHHBIX 3a JTy pPabOTy, KOTOpble O0OECIeUMBaIOT YYET H
IPOXOXKIECHNUE TOKYMEHTOB B YCTAHOBJICHHBIE CPOKH, HH()OPMUPYIOT 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 HEr0 Ha HCHOJHEHUU JIOKYMEHTBI
paboTHUKY ero 3aMmematonieMy. [lpu yBoabHeHUN paboTHHKA YHHUBEPCUTETA Mepeaade
NoJJIekKaT BCe JOKYMEHTBI, O YEM COCTABJISIETCS aKT MpHUeMa-nepesadyl JOKYMEHTOB U
ned.

1.7. JoxymenTtsl B nogpazaenenusx HBI'Y BenyTcs u XpaHATcS B COOTBETCTBUE
C YTBEPKICHHON HOMEHKJIATYPOU JIEIL.

1.8. Metoauueckoe  pyKOBOACTBO M KOHTPOJb  3a  COOJIOJCHHEM
YCTaHOBJICHHOI'O TOpsAKa padoThl ¢ JOKYMEHTaMH B CTPYKTYPHBIX MOJpa3ieiIeHHIX
OCYIIECTBIISIET YTpaBjieHHEe MO padoTe C TMEepPCOHAIOM U JIOKYMEHTALIMOHHOMY
o0ecreyeHn0 YHUBEPCUTETA U OTAE] YIIPABICHUS KaU€CTBOM.

1.9. Ionoxenns WHCTpYKUMH pacHpOCTPAHAIOTCS KaK Ha TPaJUIMOHHOE
JIEJIONPOU3BOACTBO, TaK M HA OpPraHU3alMi0 paboThl C JOKYMEHTaMH C TOMOIUIBIO
ABTOMATU3UPOBAHHBIX (KOMITBIOTEPHBIX ) TEXHOJOTUH.

[IpaBuna  BeneHus  NEJIONMPOU3BOJICTBA,  YCTAHOBJIICHHBIE  HACTOSIIIEH
WNucTpykuuei, sSBASIOTCS 0053aT€NbHBIMU JIJI1 KaXKIOTr0 pa0OTHHKA 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
HOPMAaTUBHBIC JOKYMEHTHI:

— I'OCT P 7.0.97-2016 — Cucrema cTaHgapToB 10 HHPOPMAIIHH,
OMOIMOTEYHOMY W U3JaTeNbcKOoMy neny. OpraHu3alliOHHO-PACIIOPAIUTENIbHAS
nokymeHTarus. TpeboBanusi K 0hOPMIICHHUIO TOKYMEHTOB;

— I'OCT P HUCO 9000-2015 CucreMbl MeHeIxMeHTa KadyecTBa. OCHOBHBIE
HOJIO’KEHUS U CIIOBAphb;

— Meroauueckue  pEKOMEHJAIMM IO  pa3pabOTKe HMHCTPYKUUH 1O
JEJIONPOM3BOACTBY B TOCYJAapCTBEHHBIX  OpraHax, OpraHax  MECTHOI'O
caMOYIIpaBJIeHUs, yTBEPKIeHHbIe Mpuka3oM Pocapxusa ot 25.12.2020 Nel99;

— IlpaBuna penonpousBoacTBa B (heaepalibHBIX OpraHax HCIOIHUTEIbHON
BIacTH, yrBepKaeHHbIe [TocTanoBnenueM I[paButensctBa PO ot 15.06.2009 Ne 447,

— «llepeyeHp THMOBBIX JIOKYMEHTOB, OOpa3yloUMxcsi B ACSATEIbHOCTH
TOCKOMHUTETOB, MHHHCTEPCTB BEIOMCTB W JPYTUX YUYPEKICHHUH, OpraHU3aIlui,
MPEANPUATHNA C YKa3aHUEM CPOKOB xpaneHus» (M., 1989 r.);

—  «llepedyenp  THMOBBIX  yMOPABIEHYECKHX  APXUBHBIX  JIOKYMEHTOB,
0o0pa3yloluxcsi B MPOLECCE MAEITENIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPIraHOB
MECTHOI'O CaMOYTPABJICHUS U OPTaHU3alUd, C YKa3aHUEM CPOKOB UX XpaHeHUs» (YTB.
[Tpukazom Pocapxusa ot 20.12.2019 Ne 236);

— Ycra HBI'Y, yrBepxaeH npukazom MuHucTepcTBa 00pa3oBaHHS M HAyKd
Poccuiickoii @enepamnu ot 03.12.2018 Nel1099 «O6 yrBepx)aenun ycraa ®I'BOY
BO «HBI'Y».

2. Ha3nauenmue u 00J1aCTh NPUMEHEHUSI
2.1. Hacrosimast IHCTpyKIHS 110 ACIONPOU3BOICTBY YCTaHABIMBACT:

— TpeOOBaHUsI IO OpraHU3aIlMU JICIONMPOU3BOJICTBA M KOHTPOJIS HUCTIOJHECHUS
JOKYMEHTOB, PACCMOTPEHHBIX PEKTOPOM,;

— TpeboBaHUs 110 O()OPMIICHHIO OT/IETHLHBIX BUIOB JOKYMEHTOB;

— TpeOOoBaHUS K OpraHU3aIMi XpaHEHUS JOKYMEHTOB;

— TIOPSIIOK PETUCTPALUM U YUeTa OTIPABISEMbIX U BHYTPEHHUX JOKYMEHTOB;

— TOPSIIOK  ydeTa, OO0OOIIEHUST W PACCMOTPEHHUsI Pe3yJIbTaTOB KOHTPOJIS
WCTIOJTHEHUSI JIOKYMEHTOB M KOHTPOJII PEHICHUM, NPUHATBIX HAa TEXHUYECKOM
COBEIIAHUU PYKOBOAUTEIIECH MOAPA3AECIICHUM;

— TpeOoBaHUS K OpraHu3aIiy MpueMa U repeaadn (paxCUuMUIBLHBIX COOOIIECHUH;

— TOPSIOK TPOBENCHUS DSKCIEPTHU3bl LEHHOCTH W TMOPSAAOK YHUYTOKECHUS
JOKYMEHTOB;

— TOPSIAOK COCTABJICHUS U BEICHUSI HOMEHKIATyphl nen HBI'Y;

— TMOPSAJOK NEPEAAUYM A€ Ha XPAHCHUE B ADXUB Y HUBEPCUTETA,;

— TOPSIIOK YTBEPKJICHUS U UBMEHEHUSI HHCTPYKIUH.

CMK-H-TIT101.07 | Bepeus2 | J1ara02.11.2018 | Crp. 4/86




P \ MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu
ﬁ;." - "‘-.gl denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
'.,1'.-!_?.- BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)
e CucreMa MeHEeIKMEHTAa Ka4YecTBa
CMK-HU-III101.07 NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

2.2. UHcTpykuwms o0s13aTeNbHa IS UCIIOJIHEHUS! BCEMU JI0JDKHOCTHBIMU JIUIIAMU
YHuBepcurera.

3. TepMuHBI U onipe/ie/IeHNsI

3.1. B HacTos1Ie HHCTPYKIIMU MCIOJIb30BaHbl TEPMUHBI C COOTBETCTBYIOIIUMHU
onpeaenenusmu no I'OCT P CO 9000-2008 u crnenyromue onpeaeaeHus:

ABTOP A0KYMEHTA — IOJKHOCTHOE JIMIIO, CO3/IaBUIEE JOKYMEHT.

biaank paokymMenta — HaOOp pPEKBU3UTOB, HUIACHTUDUIIMPYIOMIMX aBTOpa
0(UIHATIBHOTO TUCbMEHHOTO JOKYMEHTA.

Bua nokymeHTa — TPUHAIICKHOCTh MHUCBMEHHOTO JIOKYMEHTa K CHUCTEME
JOKYMEHTAIIMU [0 TMpU3HAKaAM COJepKaHUsS U 1I€JIEBOr0 Ha3HayeHus (MpuKas,
pelieHue, akT, ClpaBKa H T.11.).

Buza — pekBU3UT JOKYMEHTA, BBIPAKAIOUIUMN COIVIACHME WM HECOTJIacue
JOJKHOCTHOTO JIMIIA, COOTBETCTBYIOILIEIO cHeruanucTa (paboTHUKA) ¢ COJEpKaHUEM
JOKYMEHTA.

BHyTpeHHMii JOKYMEHT — JIOKYMEHT, pa3pabOoTaHHbIN U peIHa3HAYCHHBIN JIJIs
BHYTPEHHETO UCIOJIb30BAHUS U HE BBIXOSIINI 3a MPEeabl Y HUBEPCUTETA.

Bxoasimmii JQOKYMEHT — JIOKYMEHT, IIOCTYNAOIUA B YHHUBEPCUTET OT
KOPPECIOHICHTA.

JleJI0 — COBOKYIHOCTb JOKYMEHTOB, OTHOCSIIIMXCSI K OJHOMY BOIIPOCY WJIU
Y4acTKY JIeATEeIbHOCTH, TOMEIICHHBIX B OTACIBHYIO O0JIOKKY.

Jles1onIpou3BOACTBO — OTpacib JESITETbHOCTH, obecnieunBaromnas
JOKYMEHTHUPOBAaHUE UM OpraHu3alui0 padoThl ¢ OQUIIMATBHBIMU JOKYMEHTaMH B
OpraHu3alvu.

JlokyMeHTAlMOHHOEe o0ecreYyeHue YIPABJIEHUS — JICATEIBHOCTh armnapara
yIpaBJieHUs], OXBaThIBAIOIasi BOMPOCHl JOKYMEHTHUPOBAHUS U OpraHU3alluu paboThI C
JIOKyMEHTaMU B TIPOLIECCE OCYIIECTBICHUS UM YIIPABICHUYECKUX (PYHKITUI.

JIOKyMeHT (I0KyMeHTHpOBaHHasi HH{popmauus) — 3aQUKCHpOBaHHAS Ha
MaTepUaIbHOM HOCHUTEJE MyTeM JOKYMEHTHUPOBAaHHS WHGOpPMAIHS C PEKBU3UTAMH,
MTO3BOJISIOIIUMHU €€ UIACHTU(UITUPOBATS.

JIOKYyMEHT 3JIeKTPOHHBIH — JOKYMEHT, B KOTOPOM HH(OpMAIMs Npe/ICTaBlIeHA
B DJICKTPOHHO-TIU(POBOI hopme.

JIOKyMeHTHpOBaHMe — 3aMuch WHOOpPMAIMU HA PaA3IUYHBIX HOCUTENSAX I10
YCTaHOBJICHHBIM IMPaBUJIaM.

JIOKyMeHT0000pOT — JBW)KEHHE JOKYMEHTOB B OPraHHM3allM C MOMEHTa UX
CO3JIaHUSI WJIM TOJTYYEHUS JI0 3aBEPIICHUS UCIIOJTHEHUS WU OTIPABKH.

3aBepeHHass KONMHMSA — KONUS JIOKYMEHTa, Ha KOTOPOM B COOTBETCTBUH C
YCTAHOBJICHHBIM TOPSAKOM MPOCTABIISIIOTCS HEOOXOJUMBIE PEKBU3UTHI, MPUIAIOIINE
€l FOpUJINYECKYIO CUITY.

Hcexoassmumii  JOKYMEHT — JOKYMEHT, CO3JaHHBIM B YHHBEPCUTETE U
OTIIPABIICHHBIN aJpecary.

| CMK-U-TIT101.07 | Bepecus2 | [ara02.11.2018 | Crp.5/86 |




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE rocyIapCcTBEHHOE OI0/PKETHOE 00pa30BaTeNIbHOE YUPEXKICHHE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

\m» CucreMa MeHeJA:KMEHTAa KayecTBa

CMK-I/I}IHOI .07 NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Konusi 1oKymMeHTa — TOKYMEHT, IOJHOCTHIO BOCIPOU3BOIAIINI HH(POPMALIHIO
ITO/UIMHHOTO JOKYMEHTA U BCE €r0 BHEIIHUE ITPU3HAKU WIIM UX YACTh.

HaunmMeHoBaHue 1oOKyMeHTa — 0003HAaYEHHE BUAA MMCbMEHHOTO JOKYMEHTA.

Homenkiarypa e — CUCTEMATU3MPOBAHHBIM MEPEUYCHb HAUMEHOBAHUW JIET,
3aBOJUMBIX B OpraHM3allMM, C yKa3aHWEM CPOKOB MX XpaHEHHs, O(OPMIICHHBIA B
YCTAHOBJICHHOM IIOPSIJKE.

Opranm3anmss  padoTbl ¢ JOKyMEHTaMH — oOeclliedeHHe Ipolecca
JOKYMEHTUPOBAHUS, OpPraHU3allMd JOKYMEHTOOOOpOTa, CO3AaHMs HH(DOpPMAMOHHO-
IOMCKOBBIX CUCTEM, KOHTPOJISI UCIIOJIHEHHS TOKYMEHTOB, XPAHEHUS U UCIIOJIB30BaAHMUS
JOKYMEHTOB B TEKYIIEH NEATEIIBHOCTH Y HUBEPCUTETA.

Odopmiienne faena — IOATOTOBKA Jella K XPaHEHUIO B COOTBETCTBUU C
YCTaHOBJICHHBIMU IIPaBUJIAMMU.

Odopmienue gOKyMeHTa — TIPOCTaBICHHE HEOOXOJUMBIX PEKBU3UTOB,
YCTAQHOBJICHHBIX ITPABUJIAMH IOKYMEHTUPOBAHUS.

IoaJIMHHUK JOKYMEHTA — IEPBUYHBIA WJIM € IUHUYHBIA SK3EMIUISIP TOKYMEHTA.

PexkBu3uT [0KymMeHTa — UH(MOPMAIMOHHBIA 3JEMEHT OQUUHUAIBHOTO
JNOKYMEHTA.

Cucrema JOKYMEHTAUMHU — COBOKYITHOCTh JOKYMEHTOB, B3aUMOCBSI3aHHBIX 110
MpU3HAKaM MPOUCXOXKACHMS, Ha3HAYEHUsA, BUAA, Cepbl ACATENbHOCTH, E€IUHBIX
TpeOOoBaHMit K X 0OPMIICHHUIO.

CayxeOHbIH TOKYMEHT — OUITHATBHBINA TOKYMEHT, UCIIOJIb3yEMBbI B TEKYIIIEH
NEeATEIIBHOCTH Y HUBEPCUTETA.

®opmMupoBaHue Aela — I'PYNIMPOBKA MCIOJHEHHBIX JOKYMEHTOB B JIEJIO B
COOTBETCTBUM C HOMEHKJIATYPOU JIEIT;

IleyaTh — yCTPOWCTBO, COAEPIKALLEE KIMILE I1€YATH JUIsI HAHECEHHUsS] OTTUCKOB
Ha Oymary.

IItamMn — yCTpOHCTBO NPSIMOYTOJbHON (OpMBI ISl MPOCTABICHUS OTMETOK
CIIPAaBOYHOTO XapakTepa O IOJYYEHHUH, PETHCTPALMH, MPOXOKICHUH, HUCIIOJHECHHUU
JOKYMEHTOB H JIp.

IOpuauyeckasi cuiia JOKyMEHTa — CBOWCTBO O(HUIMAIBLHOIO JIOKYMEHTA,
coo0uraeMoe eMy JIeMCTBYIOIIMM 3aKOHOAATENbCTBOM, KOMIIETEHIIMEN U3/IaBILIETO €ro
OpraHa M yCTaHOBJICHHBIM MOPSIIKOM O(OPMIICHHUS.

4. JlokymMeHTbI YHUBEpCUTETA

4.1. HBI'Y uznaer cienyromuye TOKYMEHTHI:

— OpraHu3aloHHble (IpaBuia BHYTPEHHETO paclopsiiKa, IOJO0KEHUs,
MHCTPYKIIMHU, IITATHOE PACIIMCaHUE U JP.);

— pacnopsiIuTeNbHbIE (IIPUKA3, pacOPSIKEHUE);

— HMH(QOPMAIMOHHO-CIIPAaBOYHbIE (aKT, MHUCHbMO, JOKJIagHas, CIykeOHas H
0OBsACHUTENbHAS 3aMCKa, IPEICTABICHNUE, CIPABKa U Ap.);

— (UHAHCOBO-OyXTranTepCcKue T0KyMEHTHI.
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4.2. B opraHu3aiimOHHO-PACIOPAIUTEILHON JTOKYMEHTAUA (PUKCHPYIOTCS
pelICHUsT AIMUHUCTPATUBHBIX U OPTaHU3AIMOHHBIX BOIIPOCOB.

5. IlpaBuja noaAroTroBku u 0(hpopMJIeHHUs TOKYMEHTOB

5.1. JIoKyMEeHTHI yIpaBlIeHYECKON AESITEIbHOCTH.

JIOKyMEeHTBI, KOTOpbIE CO3Jal0Tca Ha 0aze YHuBepcuTeTa, O0GOpMIIAIOTCS Ha
OJlaHKax, Ha CTaHJAPTHBIX JucTax Oymaru A4 (210x297 mm), AS (148x210 mm) unu B
BH/JIC DJICKTPOHHBIX JOKYMEHTOB

[Ipyu mnoxaroroBke u OQOPMIIEHUH JTOKYMEHTOB HEOOXOAMMO COONIOAAThH
npasuia, coaepxkammecs B [OCTe P 7.0.97-2016.

JIOKYMEHT UMeeT IOpUINYECKYIO CUITY TIPU HAJTUYUU PEKBU3UTOB, 00SI3aTEIbHBIX
JUIT JTaHHOTO BHJA JOKyMEeHTa (HaMMEHOBaHWE OpraHM3allid, Ha3BaHHE BHUA
JOKyMEHTa (KpoMe MHUChbMa), JaTa COCTaBJICHUS, PETHUCTPAIMOHHBIA HOMEp, TEKCT,
MOJITIHCB ).

B mnponecce moarotoBkn M 0GOPMIIEHHS COCTaB PEKBU3UTOB MOXKET OBIThH
JIOTIOJTHEH JPYTUMHU PEKBU3UTAMU, €CIIM TOro TpeOyeT Ha3HAaueHUEe JIOKYMEHTa, €ro
00paboTKa u T.]I.

5.2. braHKU JOKYMEHTOB.

brnank — 3TO cTaHgapTHHIN JUCT OymMaru, Ha KOTOPOM OTOOpa)KeHa MOCTOSTHHAS
uHdopmalusi U OTBEACHO MeECTO JJsi mnepeMeHHoW. bianku VYHuBepcurera
pa3pabaThiBalOTCS HA OCHOBE YIJIOBOTO M MPOJIOJBHOTO PACIONIOXKEHUS PEKBU3UTOB
(ITpunoxxenne 1). Ilpum yrioBoM BapHaHTE PEKBU3HUTHI OJIaHKA pPACMOJAraroTcs B
BEpXHEM JIEBOM yriay JmcTta. [Ipu mpomoapHOM BapuaHTE pPEKBU3UTHI OJaHKa
pacnoJiararotcs nocepeiuHe JUCTa BAO0JIb BEPXHETO MOJIS.

Takxe, B HBI'Y npumensitoTcst ciaeayronme OJIaHKu:

— Onank muceMa (IIpunoxenwue 1);

— OJIaHK TTUChMA C PEKBU3UTAMHU Ha PYCCKOM M OJTHOM U3 MHOCTPAHHBIX S3BIKOB
JUTSI BEAICHUS TIEPETIHCKU C 3apyOexHbIME KoppectionaenTamu ([Ipunoxenue 2);

— OJ1aHK KOHKpETHOTO BHa gokymenTa (I[Ipunoxenwue 3-5);

— O6mank nomkHOCcTHOTO JInma (IIpunoxenue 6);

— OnaHk cTpyKkTypHOTO noapaszaenenus (IIpunoxenue 7).

NHcTpyKiIMel  yCTaHaBIMBAIOTCS pa3sMeEpbl  KaXKIOTO JIMCTa JIOKYMEHTA,
o(OpMIICHHOTO KaK Ha OJIaHKe, TaK W Ha CTAaHJAPTHOM JIMCTe Oymaru: BepxHee MmoJie —
He MeHee 20 MM, HuxHee — 20 MM, sieBoe — 20 MM, ripaBoe — 10Mm.

JIns1 U3rOTOBJIEHUSI TOKYMEHTOB HCIIOJIb3yeTcsl rapHuTypa mpudta Times New
Roman. Pasmep mpudgra — Nel2-14 nr. Ilpu coctaBineHun TabIUIl AOMYCKAETCS
UCIIOJIb30BaHue MPUPTOB MEHBIINX pazMepoB — NelO, 11 mr.

AO3a1HbIf OTCTYI B TEKCTE JOKyMeHTa — 1,25 cm.

Tekcr noxkymeHTa mnewaTtaercss yepe3 1-1,5 mMexcCTpouyHbIX uHTEpBajia. TekcT
JIOKYMEHTA BBIPABHUBAETCS IO IIIUPUHE TEKCTA.
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5.21. Jlns BeAeHHS TEPENHUCKH C 3apyOCKHBIMH KOPPECIOHACHTaMU B
YHuBepcuTeTe UCHONB3yeTCsl ONaHK MUChMa C PEKBU3UTAMU Ha aHTJIMHCKOM SI3BIKE
(ITpunoxenue 2).

5.2.2. llpumenenre OJaHKOB 0O0s3aTENIbHO MPH HANpPaBICHUU JTOKYMEHTa B
CTOPOHHUE OpraHU3aLHH.

5.2.3. bnank nuchbMa COACPKUT CIAEAYIOUINE PEKBU3UTHIL:

— HaMMEHOBAaHHUE Y HUBEPCUTETA;

— CIIpaBOYHBIE JaHHbIE 00 YHHUBEPCUTETE;

— xop (OKIIO) Yuuepcurera;

— Jlata JOKYMEHTa;

— PErucTpallMOHHBIA HOMEP JOKYMEHTA;

— CChUIKA Ha PETUCTPALMOHHBIA HOMEp U JaTy JOKYMEHTA;

— aJpecar;

— 3aroJIOBOK K TEKCTY.

5.2.4. N3n0eHue TeKCTa MMChMa MOKET OCYILIECTBIISATHCS IBYMSI CLIOCOOAMMU:

— XpOHOJOTMYECKHHA  (CoAaep’KaHUE  M3JIaraeTcsi B  COOTBETCTBHUHM  C
MIOCJIEI0BATEIbHOCTHIO POUCXOSAIINX COOBITUI: CHAaUalla OMMCHIBAETCS MPEbICTOPUS
COOBITHS, 3aTE€M TO, UTO SIBJISIETCS IOBOJIOM MHUCbMa, MOCIIE TIPUBOISTCS ApIYMEHTHI U B
3aKJIFOYEHHUE BBIBO/IbI);

— (akTosornueckuii (Bce OCHOBHbIE (DAaKThl WM TMOJOXKEHUS KpPaTKO
U3JIaraloTcd B Hayale MUchMa, a Jajnee — BCE MOAPOOHOCTH, KOHKpPETHas,
JOTOJIHSIIoIass UHGOpMaIus).

5.25.B nenoBoi TmepenucKe TMeYaTH MCHOJB3YIOTCS PEAKO. 3aBepeHHs
MO/JIMHHOCTH TpeOyIOT NUchbMa (PMHAHCOBOTO XapaKTepa U rapaHTUiiHbIe nuchbMma. J{iis
YAOCTOBEPEHUSI MPOYMX TMHCEM JIOCTATOYHO HamuuMs OlaHKa ¢ MOAMNKCH
KOMITETEHTHOT'O JIULIA.

5.2.6. branku ctporoit oru€TtHOocTH (Hampumep, OJAHKH JOKYMEHTOB 00
o0pa3oBaHUM, TPYIOBBIX KHIDKEK, XO3SMCTBEHHON JEATENIbHOCTH) NPUHUMAIOTCS
MaTepUaJbHO OTBETCTBEHHBIM pPAa0OTHUKOM C HCIOJb30BAHUEM JKypHaia yuéra
omankoB. Kaxnomy sk3emruisipy OjaHKa MPUCBAWBAETCS PETHCTPALMOHHBIN HOMeEp,
KOTOpBI HaHOCUTCA Ha OnaHK. biaHkM BBIJAIOTCS MOJ POCHHUCH PabOTHUKAMU
CTPYKTYpPHBIX TOJpa3ieiieHull, KOTOpble Ha3HAYalOTCAd OTBETCTBEHHBIMHM 3a OJaHKU
CTPOrOil OTYETHOCTH MPHUKA30M pekTopa. [lepegada 61aHKOB APYrvMM OpraHU3ALUsAM U
JUAM HE JOIMYCKaeTCs.

5.2.7. Ha noxymeHTax, oopMiisieMbIX Ha ABYX U Oojee cTpaHUlaX, BTOpas W
NOCJIEAYIONIME CTPAaHMIIBI JOJKHBI OBbITh TpoHyMepoBaHbl. Homepa crpanun
IPOCTABJISIFOTCSL MIOCEPEIMHE BEPXHEro MoJisl jucTa apaObckumu nudpamu 6e3 ciioBa
«CTp.» ¥ 3HAKOB IPEIINHAHUS.

5.3. TpebGoBanus K 0POPMICHHUIO PEKBU3UTOB

5.3.1. HaumeHoBaHuE yupekIeHUS
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Han HanMmeHOBaHMEM OpraHU3allMd YKa3bIBAIOT COKpAIIEHHOE, a IMpPHU €ro
OTCYTCTBUU — TOJHOE€ HAUMEHOBAHUE BBIIIECTOSAIICH OpraHu3alud — MUHUCTEPCTBO
HayKH ¥ BbICIIero oopazoBanus Poccuiickoii @eneparn (MunoOpHayku Poccun).

[lomHOe HaMMEHOBaHWE YHUBEPCUTETa, NpPHUMEHSAEMOE Ha OlaHKax U
3akperiecHHoe B YcraBe HBI'Y — denepanbHOe rocymapcTBEHHOE OFOHKETHOE
o0pa3oBaTeNbHOE  YUpPEXKJECHHE  BbICHIEro  oOpa3zoBanusi  «HWKHEBapTOBCKHI
rocyJapCTBEHHBI YHUBEPCUTETY.

CokpalllecHHO€ HAaUMEHOBAHHWE OpraHu3aluyd MPUBOIAT B TEX CIIydasix, KOIJAa
OHO 3aKpEIUICHO B YYPEIUTENbHBIX JOKyMEHTax opranuzaiuu. CokpalieHHOe
HauMEHOBaHUeE (B CKOOKax) MOMEIIAIOT HUYKE TIOJIHOTO WJIM 33 HUM, HallpUMep:

MuHucTepcTBO HayKH U BhIcIero oopasoBanusi Poccuiickoit @enepanuu
denepanabHOE rOCYIaPCTBEHHOE OIOKETHOE 00pa30BaATENBHOE YUPEIKICHHUE BBICIIETO

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

5.3.2. CrpaBouHbI€ JaHHBIC 00 YUPEKICHUH

CnpaBouHble JTaHHBIC BKIIOYAIOT B ce0s: MOUYTOBBIA ajpec, HOMEp TeledoHa,
agpec  JJEKTPOHHOM  MOYTHI, KOJ  opranuzanuu 1no  OOimepoccuiickomy
kiaccuduxaropy npeanpusatuii u opranuzaiuii (OKIIO), ocHOBHOM rocynapcTBEHHBIN
peructpauroHHbii Homep opranuzanuu (OI'PH), wuneHtuduxanmoHHbld HOMEp
HAJIOTOTIJIATEIbINNKA/KO TPUYUHBI TOCTAHOBKK Ha HayoroBbid yuer (MHH/KIIII) u
JPYTHE CBEJEHUS 10 YCMOTPEHHUIO YUPEXKICHUH — HOMepa (DaKCOB, TEIEKCOB, CUETOB B
OaHke, u JIp.

5.3.3. HaumeHnoBaHue Buaa JOKyMEHTA

HanMeHnoBaHue BuJa JTOKYMEHTa YKa3bIBa€TCS Ha BCEX BHJIaX JIOKYMEHTOB,
kpome mnuceMmM. HaumeHoBaHuWe BHIAa W Pa3sHOBUAHOCTA KOHKPETHOTO JIOKYMEHTa
OMpEENsIeTCs €ro COAEp)KaHUeM M HazHaueHueM. Bo Bcex ciiydasix, KpoMme JeJIOBbIX
mUceM, HAMMCEHOBAaHHE BHJA JOKYMEHTAa SBISICTCS O00S3aTEbHBIM PEKBHU3UTOM
JOKyMEHTa HapsAy ¢ HauMCHOBAaHWEM OpTaHM3allud, MOANHCHI0 (Tpudom
YTBEPXKJICHUS), JaTOW W3JaHUS JOKYMEHTA, PETHCTPAlMOHHBIM HOMEpPOM, MECTOM
U3JIaHUS.

5.3.4. Jlata nokymeHTa

JlaToif JOKyMeHTa SBJISICTCS JaTa €ro MOAMHCAaHUS WA YTBEPXKICHUS, 3a
MCKIIFOYEHHEM TIPOTOKOJIOB, TATOW KOTOPKIX SIBJISETCS AaTa coObITus. JlaTa JOKyMeHTa
odopmisieTcss apadbCKuMHU mUppaMy B TIOCIICIOBATSIIFHOCTH: J€Hb MECSIIa, MECSII, TOI:
09.02.2016. Ecnu neHp wiid MecsI] COCTOUT U3 OJHON UpHI, Tiepea Hell 00s3aTenbHO
cTaBUTCA HOJb. CIIOBO «TOM» WM COKPAIIEHHOE «T.» HE TpocTaBisercs. Jlomyckaercs
CJIOBECHO-TIU(POBOI crmocod mpocTaBieHus aatel: 09 despans 2016 r.

JIOKyMEHTBI, W3IaHHBIE ABYMsI WJIA 0oJiee CTPYKTYPHBIMH TOIPA3IACICHUSIMU
VYHuBepcurera, JOJKHBI UMETh OAHY (€IMHYIO) JaTy, KOTOpas COOTBETCTBYET AaTe
MOJNUCAHUS TOKYMEHTA MOCJEIHEH 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

Peructpanvonssiii Homep gokymMeHTa — mudpoBoe wim OyKBeHHO-IU(PpoOBOE
000O3HaueHne, NpPHCBAaMBAaeMOE JOKYMEHTY HpH €ro peructpauud. Perucrpanus
JOKYMEHTa IPOBOJUTCS IOCJE €ro MOANUCAHUS WIA YTBEPKACHHS. [ BHYTpEeHHUX
JOKYMEHTOB — NPHUKA30B, PAaCHOPSHKEHUHM, MPOTOKOJIOB — 3TO MOPSAIKOBBI HOMEpP C
Hayaja roja (KajaeHJapHOro Wi yueOHOro).

Ccbulka Ha UCXONAUIMM PErMCTPAllMOHHBIM HOMEp M JaTy JIOKyMEHTa
IPOCTABIIACTCS UCIIOJHUTENIEM IIPU MOJArOTOBKE IMHCbMa-OTBETA U BKJIKOYAET B COCTaB
PEKBU3UTOB OJIaHKA MUChMA.

He nomyckaercs OTHpaBIATh KOPPECHOHACHTAM IIHCbMa, HE MMEIOLIUE
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 NOKYMEHTa PYKOBOJWTEIIO OpraHU3allMd €€ HAaMMEHOBaHUE
BKJIFOYAETCS] B COCTaB HAMMEHOBAHUS JOJKHOCTH ajapecarta. JlomKHOCTh U (haMUITUIO
JM1A, KOTOPOMY aJpECOBAH JIOKYMEHT, YKa3bIBalOT B JATEIILHOM I1aJI€KE; WHULIHAIIBI
yKa3bIBAIOTCS Tiepe (pamMummeit u oTAeNsIoTcs oT pamminu npoderom, HampuMep:

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

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

I'enepanpHOMYy TUPEKTODPY
000 «CamoTtrnopuedrerasy»
NBanoBy B.A.

[Ipn anppecoBaHMM JTOKYMEHTa B OpPraHHU3aldI0 WX B  CTPYKTYPHOE
noJipa3/ieJIeHue OpraHu3anuu 0e3 yKa3aHWs JOJDKHOCTHOTO JIMIla HauMEHOBaHUE
azpecara yKas3blBaeTCsd B MMEHUTEIBHOM Ianexke. IIpm BeneHMM nepenucku MOryT
ynoTpeOasThesl OQUIMATbHO MPUHATHIE COKpPAIlEHHbIE HAMMEHOBAHUSI OpPTraHU3allNM,
HaIpuMmep:

Munob6puayku Poccun
PocoGpnHaazop
YnpaBieHue genamu

[Ipy  HampaBleHMM  JIOKYMEHTAa KOHKPETHOMY  JOJDKHOCTHOMY  JIMILY
HAaUMEHOBAHME OpraHu3aluu (Mpu HEOOXOAMMOCTH, CTPYKTYPHOTO MOApAa3/IeICHUS)
YKa3bIBA€TCS B MMEHUTENILHOM TMaJeKe, a JOJDKHOCTh U (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

Jonyckaercsi  aapecoBaTh  JOKYMEHT  PYKOBOAUTEIIO  CTPYKTYPHOTO
MoJIpa3/ieJICHUs] WM KOHKPETHOMY PabOTHUKY, HAITPUMED:

YnpasneHue 1o kajapam
HavansHuky
Huxutunoit M.JI.

B cocran PCKBU3HUTA «AnpecaT» MOXXCT BXOIUTDH IMOYTOBBIM ajapcc. DJeMEeHTHI
IIOYTOBOI'O aApcCa YKa3bIBAlOT B IIOCJICHOBATCIBLHOCTH, YCTaHOBJIeHHOP'I IIpaBHUJIaMHU
OKazaHud YCIIyr IIOYTOBOM CBSI3H. HpI/I aJIp€COBAHMHU IIMCbMa B OpPIraHHU3alHIO
YKa3bIBalOT €€ HAMMCHOBAHHC, 3aTCM MMOYTOBBIM aJIpcC, HAIIPUMCP:

MUHHCTEPCTBO HAyKH M BBICIIETO
oOpazoBanus PO

TBepckas yi., 1. 11, Mockaa,

125993

[Ipu ampecoBaHuM MOKyMEHTa (PU3UUECKOMY JIUIly 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 yTBepKIeHUS TOKyMEHTA

JIOKyMEHTBl ~ YTBEpKIAIOTCS  BBIMIECTOAIIMMU WM  MEKBEJOMCTBEHHBIMU
opraHamMu, pPEKTOPOM U TMPOPEKTOpaMHu, OOIIECTBEHHBIMU OpTaHU3AIMSIMHU, B
KOMIIETEHIIUIO KOTOPBIX BXOJUT PEIICHUE BOMPOCOB, U3JIOKEHHBIX B YTBEPKIAEMbIX
JIOKYMEHTAaX.

YTBepkJIeHHEe TOKYMEHTa MPOU3BOJUTCS MPOCTABICHUEM Tpuda yTBEpKICHUS
WM U3JIaHUEM PaCHOPSAUTENIBHOTO JOKyMEHTa (B TE€X ClydasX, Korja TpeOyroTcs
JOTIOJIHUTEJIbHBIC TIPEIMUCAHUS U PA3bSICHEHUS).

[Ipu odopmieHun rpuda yTBEpKACHUS HEOOXOIUMO COONIOAATh CIEAYOIIee:
rpud yTBEp)KIEHUS MOMEIIAETCA B MPABOM BEpXHEW YaCTU JIOKYMEHTa U COCTOUT U3
cnoBa YTBEPXJIAIO (6e3 kaBbIueK), MOJHOTO HAaWMEHOBAHUS JOJKHOCTH JIMIIA,
YTBEPXKIAIOMIETO JOKYMEHT, JIMYHOM TOAMHUCH, €€ pacmupoBKH U ATk
yTBepxKaeHus. Hanpumep:
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YTBEPXJIAIO
Pexrop ®I'BOY BO «HBI'Y»
auynas noonucs 1.0, Gamunus
15.02.2016

IIpn yTBEpKIEHUM JOKYMEHTA IIOCTAHOBJIECHHUEM, PEIICHUEM, IPUKA30M,
npoTokosioM rpud yrBepxknenus coctout u3 cioa Y TBEPXJIEH (YTBEPXJIEHO,
YTBEPXJIEHBI), nauMeHoBaHuUsI YTBEpPKIAIOMIErO JIOKYMEHTa B TBOPUTEIHLHOM
najie’xe, ero 1aThl, HOMEpa, HalpuMep:

YTBEPXJIEHO
npukazoM ®I'6OY 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

HNJIN

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

[Ipy yTBepKIE€HUU MAOKYMEHTa HECKOJbKMMM JIOJDKHOCTHBIMM JIMLAMHU UX
HOJMUCH PacIoJIaraloTcsi Ha OIHOM YPOBHE.

Buocuth  kakue-nuOO  uM3MEHEHMsT M J00aBlIeHUS B MOJIUCAHHbIE
(YTBepKIeHHbIE) TOKYMEHTbI O€3 pa3pelieHMsl JHIA, MOJIUCABIIEr0 JOKYMEHT, He
JOITyCKAETCS.

OTBETCTBEHHOCTh 3a KadeCTBO MOATOTOBKH JOKYMEHTOB M JOCTOBEPHOCTH
CONEpKalIMXCs B HHUX JAaHHBIX BO3Jlaraercs Ha  JIMIa, TOJATOTOBHBIIHE,
3aBU3UPOBABIIHUE U MMOAMUCABIINE TOKYMEHTHI.

Crpoku pekBuzuta «I'pud yTBEpKIACHHUS» MOXHO BBIPABHHBATH IO JICBOMY
Kparo WIN [EHTPUPOBATh OTHOCUTEIHHO CaMOW AJIMHHOMW CTPOKH.

5.5. 3aroJioBOK K TEKCTY

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

3aroloBOK  MOXET  (OpMYJIHpPOBAaTHCS C  IMOMOLIBIO  OTIVIArOJBHBIX
CYIIIECTBUTENBHBIX B MpemioxkHoM maaexe («O0 ormene...», «O0 okazaHuw...», «O
CO3JaHMHU...»). 3aroJ0BOK JOJDKEH COAEP’KaTh JIBE OCHOBHBIE YACTH: TeMY (LIPEIMET,
BOIPOC) W JIEUCTBUE, KOTOPOE TMPOU3BOJAUTCS WM JOJDKHO OBITH MPOHU3BEICHO.
3arojoBOK JOJDKEH OBITh TpaMMaTUYeCKH COIJIacOBaH C HAaMMEHOBAaHHEM BHJA
JOKyMEHTa M OTBEYaThb Ha BOIMPOCHL. «0 4eM?» («0 KOM?»), «4ero?» («Koro?y)
Harnpumep:
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[Ipukaz — «O co3maHMM AaTTECTALlMOHHOM KoMuccud HukHEBapTOBCKOro

rOCyJapCTBEHHOTO YHUBEPCUTETAN;

AKT — «Henocraun ToBapa 1Mo KOJIMYECTBYY;

JlomkHOCTHasT WHCTpyKImMsT —  JIOMKHOCTHAasT HWHCTPYKIHS — BEAYIIETO
CHEIUAIIHCTA.

3arosioBOK OTACNSECTCS OT NPEIBLIYIIET0 PEKBU3UTA OMHOM ((hraroBwIid) WiH
aByMsI (IIEHTPOBAHHBIN) MYCTHIMHA CTPOKAMH, HAUMHACTCS C MPOIMUCHON W IedYaTaeTcs
CTpOYHBIMH OyKBamu 0€3 KaBblueK. Touka B KOHIIE 3ar0JIOBKa HE CTABUTCS.

5.6. Pesomonus

Pesomtonus mumieTcss Ha TOKYMEHTE COOTBETCTBYIOIIUM JIOJKHOCTHBIM JIUIIOM
U BKIIIOYAET (pamMmiud U WHULUAAIBI UCTIOJHUTENEH, CoAepKaHue MOopydeHus (mpu
HE0OXOIMMOCTH ), CPOK UCTIOTHEHUS, IOJIITUCH U JaTy, HAalIPUMED:

Qamunus 1.0
[Ipomry moaroroButs npoekT gorosopa k 12.02.2016

JUYHAS NOONUCH
28.12.2012

JomnyckaeTcst opopmiieHHE pe30II0IUN Ha OTIEIbHOM JIHCTE.

Pezontounst cogep:KUT pacnopsiKEHUE PYKOBOJUTENSI OTHOCUTENIBHO PEIICHUs
(MOATrOTOBKM PEILICHHS) BOIIPOCA, U3JI0KEHHOTO B JOKYMEHTE.

Eciu B pe3ononuu ykazaHbl HECKOJBKO HWCIOJHUTENEH, JIMLO, YKa3aHHOE
MEePBBIM, SIBJISIETCSI OTBETCTBEHHBIM 3a MCMOJIHEHHE 3adaHusi. EMy npenocraBisieTcs
MIPaBO CO3bIBA COMCITOJIHUTENEH U KOOpAUHALUSA UX paboTbl. OCHOBHOM HUCIIOTHUTEIND
M COUCIOJHUTENb BIpPaBe JaBaTh IMOPYYEHHS B BHAE PE3OJIONUN JMLIAM
HETOCPEJCTBEHHO WM TMOJYMHEHHBIM. TEeKCT pPEe30JIoNUU BHOCUTCA B IKypHal
perucTpalnuu BXOIAIIUX JOKYMEHTOB.

Ha moxymenTax, He TpeOyrOIIMX JTOMOJHUTENbHBIX YKa3aHUN 110 UCTIOTHEHUIO U
MMEIOIIMX TUIOBBIE CPOKM HMCIOJHEHUS, B PE30JIOLMHN YKa3bIBACTCS HUCIIOIHUTEND,
MOANKUCH aBTOpPA PE30JIOLNH, 1aTa.

5.7. Tekct noKymeHTa

5.7.1. TekcTtbl TOKyMEHTOB MOTYT OGOpPMIISATHCS B BHJIE AHKETHI, TAOJHIIbI,
CBSI3HOT'O TEKCTa WJIM B BUJIE COCIMHEHUS 3TUX CTPYKTYP.

5.7.2. Tekctr neuaraercs yepe3 1 wmm 1,5 untepsan, mpudrom Times New
Roman Nel2 wmm Neld4. Pasmep mpudra BbIAEpKHUBAETCS BO BCEM JTIOKYMEHTE
(BKJIFOYAsi 3arojIOBKH, TPpU(BI YTBEP)KICHUSI WM COTJIACOBAaHMS, TEKCT, MOJAMHCH U
T.A.), MCKJIIOYEHUS COCTABJISIIOT TaOMuUbl, Tpadukd, B  KOTOPHIX MOXET
UCIIOJIB30BaThCA IPpyTron pasmep mpudrta, Ho He MeHbIe Ne8. [lepBas cTpoka Kaxa0ro
ab3alia TeKCTa HauMHAeTCsl Ha paccTOosHUM 1,25 cM OT JIeBOM T'paHUIIbl TEKCTOBOIO
MOJIA.

5.7.3. Tekct HOKyMeHTa IOJDKEH OBITh SICHBIM, KpPaTKUM, OOOCHOBAaHHBIM,
00€CleynBaOIIMM TOYHOE M OJHO3HAYHOE BOCHPHUATHE H3JIOKEHHOM 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 OCHOBAaHUH JOKYMEHTOB
IPYrUX OpraHU3alvii WM paHee W3IAHHBIX JOKYMEHTOB, YKAa3bIBAOT UX PEKBU3HTHI:
HaNMCHOBAHHE JOKYMEHTA, HAMMCHOBaHHME OpraHHW3anuy (aBTopa JOKyMEHTa), Jaara
JNOKYMEHTAa, PErUCTPAllMOHHBIN HOMEP JOKYMEHTA, 3ar0JIOBOK K TEKCTY.

5.7.5. Ecnm TeKCT COAEpKUT HECKOJbKO PEIICHHUH, BBIBOJAOB U TaK Jajee, TO
€ro MOXHO pa30uBaTh Ha pas3delibl, NOJpa3Aeiibl, IYHKTHI, KOTOPbIE HYMEPYIOT
apabckumu 1udpamu.

5.7.6. B nokymeHTax, U3JaHHBIX OT MMEHHU PEKTOpa YHUBEPCHUTETA, a TaKKe
JNOKYMEHTaX, aJpECOBAaHHBIX PYKOBOJACTBY, TEKCT H3JIaraloT OT II€pBOTrO JIMLA
€IMHCTBEHHOTO Yncia (KIPUKA3bIBAIO», 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», «PEIIHIINY ).

5.7.9. Tekct mpoTOKOIa M3NAral0T OT TPETHETO JUIA MHOKECTBEHHOTO YHCIIa
(«cItymmanuy», «BBICTYTIHINY, KTIOCTAHOBUIIN).

5.7.10. B moxymMeHTax, yCTaHABIMBAIOIINX MTpaBa U 00S3aHHOCTH CTPYKTYPHBIX
nojpaszaesneHuil (1oyI0KeHne, MHCTPYKIIMS), a TaKKe COJIEpKallluX OMHMCaHUE, OLEHKY
(akTOB WM BBIBOABI (AKT, CIpaBKa), MCIOJNB3YIOT (HOPMY H3JI0KEHHS TEKCTa OT
TPETHErO JIMIA €AUHCTBEHHOI'O WJIM MHOXECTBEHHOTO YHcCla («OTIEN OCYIIECTBIISET
(YHKIMI, KKOMUCCHUSI YCTAaHOBHIIAY).

5.7.11. B nuchmMax UCTIONB3YIOT CeAyIOMNE (POPMBI U3IOKEHUSI:

— OT IIEPBOTO JIMIA@ MHOYKECTBEHHOIO 4YHCJIAa («IIPOCHM HaIPaBUTHY,
«HAMpPAaBIIIEM Ha PACCMOTPEHHE) );

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

— OT TPETHEro JUIA EAMHCTBEHHOTO YKciia («KYHUBEPCUTET HE BO3pAXKACT).

5.8. Ilpunoxenue

5.8.1. OTMeTKy O HaJIUM4YMM TPUIIOKEHHUS, HA3BAHHOTO B TEKCT€ MHChMA,
pa3MelaloT HEMOCPEACTBEHHO MO/ TEKCTOM OT TPaHMIIbI JIEBOTO MOJisA, 0e3 ab3aIHoro
OTCTyNa U OPOPMIISIFOT CIAEAYIOIIUM 00Pa3oM:

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

5.8.2. Ecniu nucbMo UMeEeT NpUJIoKEHUE, HE Ha3BaHHOE B TEKCTE, TO YKAa3bIBAIOT
€ro HaMMEHOBAHME, YHCIIO JIUCTOB M YHCIO IK3EMIUISIPOB; NPU HAINYUU HECKOJIBKHX
MIPUWIOKEHUN UX HYMEPYIOT, HAIPUMeEp:

[Tpunoxenue: 1. [lonoxxenne 06 YnpaBieHnn oxpaHsl Tpyaa Ha 5 1. B 1 9K3.
2. JIOJBKHOCTHBIE MHCTPYKUIMHU cOTpyAHUKOB 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:

[Tpunoxenune No 2
K npukasy pekropa HBI'Y
ot 19.01.2009 Ne 5

B camoMm TekcTe mpuKasa B COOTBETCTBYIOIIMX ITYHKTAaX pacHoOpsIUTEIbHON
yactu pgatorcs orchuikM: ([Ipunoxenue Nel) wmmum: cornacHo mnpunoxeHuto Nel, B
COOTBETCTBUH C IPWIOKEHHEM Ne2.

5.9. TIloxamuce

5.9.1. B cocraB pekBusuta «lloanuch» BXOIAT: HAUMEHOBAHHME JOJIKHOCTH
JMIa, MOANKCABIIETO JOKYMEHT (IIOJIHOE, €ClIM JTOKyMEHT O(GOpMJIEH He Ha OJaHKe
VYHuBepcuTeTa, U COKpalleHHOE — Ha JIOKyMEHTE, O(pOPMIIEHHOM Ha OJaHKe), JTUYHas
MOJIMUCH, PACIIU(PPOBKA MOANMUCH (MHUIIUAIBI, (DaAMUITHSA).

Hanpumep:

IIepBb1it popeKTOp
OI'bOY BO «HuxueBapTOBCKUI

roCyJIapCTBEHHBIN YHUBEpPCUTET»  JIuuHas noonucs N.O. ®amunus
WM Ha OJaHKe:
[TepBr1it popexTOp Jluunas noonuce N.O. ®amunus

5.9.2. [Ipn noanmucanny TOKYMEHTa HECKOIBKHMHU JOHKHOCTHBIMHU JIUIIAMH WX
MOAIMCH PACIIOaraloT OJHY IOJ APYTrOM B MOCJIENOBATENBHOCTH, COOTBETCTBYIOLIEN
3aHUMAEMON TOJDKHOCTH, HAIIPUMED:

PekTop Jluunas noonuco N.0O. ®amunus

Hauaneank bYu®K Jluunas noonuce N.0. amunus

5.9.3. Ilpu noanucanuu JOKyMEHTa HECKOJBKUMU JIMIIAMU PABHBIX JTOJKHOCTEH
WX MOJIMKICH PACToJIaraloT Ha OJTHOM YPOBHE, HAIPUMED:

IIpopekTtop  mo oOpa3zoBarenbHOil | [IpopekTop 1o pa3BUTHIO
NEATEIIbHOCTH

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

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

IIpencenarens koMuccUu Jluunas noonucoe N.B. Ilerpos
YeHbl KOMUCCHUU Jluunas noonuce B.U. lIBaHoBa
Jluunas noonuco A.N. CunopoBa
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5.9.5. Ilpu oTCYTCTBMU AOHKHOCTHOTO JIHMIA, JODKHOCTh M (paMIIIsS KOTOPOTO
yKa3aHbl B pekBusute «lloanuce», TOKyMEHT NOANMUCHIBAECTCS APYTUM AOJKHOCTHBIM
JIMLIOM, UMEIOLIMM IIPABO MOAIKCHIBATH JOKYMEHT 34 OTCYTCTBYIOLIETO PYKOBOJAUTEIIA.
B oTOM cnydae IOOKyMEHT II€penedarblBacTCs C YKa3aHUEM JOJDKHOCTH JIMLA,
(paKTUYECKH TOAMUCHIBAIOLIETO JOKYMEHT, WM B MOATOTOBICHHBIA TMPOEKT
JOKYMEHTa OT PYKHU BHOCSATCS HCIPABJICHHS B HAUMEHOBAHUE JOJHKHOCTH U (paMUITHIO
JIOJDKHOCTHOrO Jmua. McnpaBneHuss BHOCUT JIMIO, (PAKTUYECKM MOJAINHUCHIBAIOIIEE
NOKyMEHT. He nomyckaercss HmpOCTaBiIATh NPEMIOr «3a» WM KOCYK0 4YepTy Iepen
HaVMEHOBAHUEM JIOJKHOCTH.

5.9.6.Ilpy mnoamucaHuum JOKYMEHTa JIMLOM, Ha3HAuY€HHBIM, HaIpUMeEp,
UCTIOJHSIOUIMM OO0S3aHHOCTH JleKaHa (aKyJabTeTa B COOTBETCTBHUHM C IIPUKA30M,
HOJNUCH OPOPMIISIOT CIAEAYIOIIMM 00pa3oM:

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

5.9.7. Ins moamucaHusi TOKYMEHTOB MOKET HCIOJIb30BaThCsl (paKCUMHIIE Kak
aHajor coOCTBeHHOpYy4YHOW moanucu. Pakcumuie B YHHUBEPCUTETE MOXKET
U3TOTABJIMBATLCA JUIsl pekTopa U mpopekTopoB. [loaauHHas moAnuch HE MOXKET OBITh
3aMeHeHa (akCUMuUiIe Ha  paCHOpPAIUTENBHBIX JTOKYMEHTaX M JOKyMEHTax
(buHAHCOBOTO XapakKTepa.

5.10. I'pud cornmacoBanus

5.10.1. I'pud cormacoBanus cocrout u3 ciaoa COI'JTACOBAHO (mumetcs
MPONUCHBIMUA OyKBaMM 0€3 KaBbIYEK, IBOCTOUYME HE CTABUTCS), JOHKHOCTH JIMIA, C
KOTOPBIM COTJIaCOBaH JOKYMEHT (BKJIIOYas HAMMEHOBAHUE OPTaHU3AIMM), JTUYHOU
MOANUCH, pacIUPPOBKU TOANUCH (MHUIMATIOB, (paMUIMU) U AaThl COTJIACOBAHMS,

Harnpumep:
COI''TACOBAHO
[IpopekTop no pa3BUTHIO
Jluunas noonucwe N.0. Gamunus
Jlama

5.10.2. Ecnu cormacoBaHue OCYIIECTBISICTCA MUCHMOM, MPOTOKOJIOM, JAPYTUM
JIOKYMEHTOM, Tpu coracoBanusi 0hopMIISIETCs CICTYIOIIIM 00pa3oM:

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

5.10.3. I'pudsr cornmacoBanusi MOoryT oOPMIISITHCS Ha JIUCTE corjacoBaHus. B
ATOM ciiydae B JOKYMEHTE IOJ MOAMHCHIO JENIaeTCs OTMETKA: JHCT COTJIACOBAHUS
npuiaraercs. JIMCT corimacoBaHUs MPUIIATAeTCsl K MPOEKTY JOKYMEHTa M COCTaBIISET
€ro HEOTHEMJIEMYIO YaCTb.
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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 y9eOHO-METOINYCCKOTO YIIPABIICHUS
auyHasa noonuce N.0.@amunug

14.06.2016

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

3aMedaHusl IPUIIararoTCs
HayanbHuk yueOHO-METOINYECKOTO YIPABICHUS

auunas noonuce W.0.damunus
14.06.2016

5.11. Tleuats

5.11.1. OTrTHrCcKk eyaTH 3aBepseT MOTMHHOCTD MOAUCH JOJDKHOCTHOTO JIMIIA Ha
JIOKyMEHTaX.

5.11.2. Ecnm MecTto mpOCTaBlIeHUS TI€YaTH HE OMNPENeiIeHO, €€ OTTUCK
POCTaBIACTCS TakKUM 00pa3oM, 4YTOOBI OH HE 3axBaTbiBal COOCTBEHHOPYYHOM
MOIMCH JIMIIA, TTOAMUCABIIETO TOKYMEHT, Uik MecTe, 00o3HaueHHOM «MID» («Mecto
rnevaTm).

5.11.3. B cooTBeTcTBUM ¢ YCTaBOM B YHHUBEPCHUTETE HCIOIL3YIOTCS repOoBas
neyatb YHUBepcUTeTa (XpaHUTCS B YIpaBiIe€HUMU MO padboTe C MNEepCOHAIOM H
JOKYMCHTAITAOHHOMY OOECIICUCHHUIO), TaK)Ke, TI€YaTH OTACIbHBIX CTPYKTYpPHBIX
nojapasnencHul, ¢akyiabTeToB. V3roTroBieHHWE TeYaTel C BOCIPOU3BEICHHUEM
l'ocynapctBenHoro repba Poccuiickoit ®depepanuu OCYyIIECTBISIETCS 1O  3aKaszy
YHuBepcurera.

5.11.4. ]Ins yHUUYTOXKEHMS NEYATed W IITaMIIOB CO3BIBAETCS KOMHUCCHSA, 3aTEM
COCTABJISIETCS POTOKOJ U aKT 00 YHUYTOKEHUU IITAMIIOB M TIeYaTeil B 2-X 9K3., OJMH
U3 KOTOPBIX XPAaHUTCA B YNOpaBJIeHHH 1O paboTe C TEpPCOHAJIOM H
JTIOKyMEHTAITAOHHOMY OO€CIICUCHHUIO JPYro B COOTBETCTBYIOIIEM CTPYKTYPHOM
MO/Ipa3iesIeHUH 10 MPUHAJJICKHOCTHU IITAMIIOB U IeYaTeH.

5.12. OtMmeTKka 0 MOCTYIJICHUH IOKYMEHTA

5.12.1. OT™MeTKa O MOCTYIUICHUH JOKYMEHTa B YHHUBEPCUTET MPOCTABISACTCS B
IPaBOM HIKHEM YTIIy TIEPBOTO JIUCTA JOKYMEHTA (B TOM YKCJIE€ C TOMOIIBIO IITAMIIA).

5.12.2. OT™MeTKa O TMOCTYIUICHWU BKJIIOYAET JAaTy IMOCTYIUICHUS JIOKYMEHTa M
BXOJSIIMNA PETUCTPAIMOHHBIA HOMEp AOKyMeHTa. [Ipu HeoOX0auMOCTH OTMEYaroTcs
4achl U MUHYTHI TOCTYTJICHUS TOKYMEHTA.
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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, YO0CTOBEPSIONIETO
COOTBETCTBHE €€ COJCPKaHUS MO THHHNKY .

5.13.3. OtmeTKka 0 3aBepEeHHMH KOIHUHU IPOCTABIISACTCS HAa CBOOOJHOM OT TEKCTa
MECTE WJIH, IPU OTCYTCTBHUU CBOOOJHOIO MECTa Ha JIMIIEBOM CTOPOHE JOKYMEHTa, Ha
o0opoTe TIOKyMEHTa U BKJIIOUAeT: CIOBO «BepHo», HaMMeHOBaHUE JTOJDKHOCTH JIUIIA,
3aBEPUBIIETO KOIHIO; €r0 COOCTBEHHOPYYHYIO TOJINKCH, PACIIM(PPOBKY MOJIMUCH
(uHUIMANBI, (haMUITUS); 1aTy 3aBEPEHUS KOTIHH.

5.13.4. Ecinu xomus BbIAAaeTCS ISl MIPEAOCTABICHUS B JIPYTyI0 OpraHU3aluIo,
OTMETKa O 3aBEPCHUM KOTHH JIOMOJHICTCS 3aIMChI0 O MECTE XPaHCHUsI IOKYMEHTA, 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 Yopasnenus PIIIO ruunas noonuce N.0. @amunus
Jlama [lewams

5.13.5. Korga xomusa Ha AByXx u Oojee JHCTaX, OTMETKa O 3aBEPEHUM KOTHUHU
MPOCTABIISIETCS] HA KAXKJIOM JIUCTE€ AOKYMEHTA WJIM Ha MOCJHEAHEM JIUCTE MPOIIUTOrO
JOKYMEHTa. 3alich O MECTE HaX0KJIEHUU MPOCTABIISIETCS TOJIBKO HA MOCJIEAHEM JIUCTE
JOKYMEHTA.

5.13.6. 1 3aBepeHust KONUK Ha OYMa>KHOM HOCHUTEJIE UCTIONb3YETCs IITAMII.

6. OcobeHHoCTH MOATOTOBKM W oQOpMJEeHHUSI OTIAEJbHBIX TPy

AOKYMEHTOB
6.1. OpraHu3zauMOHHO-NPABOBBIE JOKYMEHTbI
6.1.1. Yemas — mpaBoBOM akT, BKJIIOYAIOMIUM B ceOS CBOJ MpaBul,

YCTAHOBJICHHBIX I'OCYJApCTBOM WJIM OpraHU3alUed, YUPEKIACHUEM, NPEAIPUITHEM U
PETYIUPYIOLIUX ACATEIBHOCTh ITUX OPraHU3aLUM, MPEANPUITUNA WU OINPEIEIICHHBIX
chep ympaBieHUs U XO35IUCTBEHHOM E€SITEILHOCTH.

VYcraB YHuBepcuteTa yTBepkIaeTcsa npukasoMm Munoopaayku Poccun.

B Vcrase VYnuBepcurera OINpeNenslOTCA €ro HAUMEHOBAaHUE, MECTO €ro
HAaXOXXIEHUSA, MOPSAAOK YIPABICHUSA NEATEIBHOCTBIO, a TaKXKE COIEpP)KATCA APYyrue
CBEICHUs, NPEAYCMOTPEHHBIE 3aKOHOM [UI IOPUAUYECKUX JIAL COOTBETCTBYIOLIETO
BUJA.

BHeceHne W3MEHEHUM M JONOJIHEHUM B YCTaB WM YTBEpPXKIACHUE YCTaBa B
HOBOW pEAAKIMH OCYIIECTBISETCS IO PEIICHHI0 O00Iero coOpaHus Hay4yHO-
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MeAarornyeckux paboOTHUKOB, IPYTUX KaTeropuil paboTHUKOB 1 oOyyatonuxcs HBI'Y
MPUHATOMY OOJIBIIMHCTBOM T'OJIOCOB.

6.1.2. Jlonxcnocmunas uncmpykyus — TPaBOBOM aKT, PpPETIAMEHTUPYIOLIUI
OpraHMU3aIlMOHHO-TIPABOBOE  TOJOXKEHHE pabOTHUKA, €ro OO0S3aHHOCTH, IpaBa,
OTBETCTBEHHOCTh M OOECHEUMBAIONIMNA YCIOBUS ANl €ro 3(PQEeKTUBHON pPabOTHI.
JIOJDKHOCTHBIE HMHCTPYKLIMHU pa3padaThIBalOTCA Ha BCE JOJDKHOCTH, KOTOpPBIE
IPEAYCMOTPEHBI IITATHBIM PACITUCAHUEM.

OO0s3aTeNbHBIMU ~ PEKBU3UTAMU  JTOJDKHOCTHOM ~ MHCTPYKLIHMU  SIBJISIFOTCS:
HAUMEHOBAaHWE OpraHu3anuu, Tpud yTBEPKIEHUSA, Ha3BaHWE BHJAA JOKyMEHTa U
3aroJIOBOK K TEKCTY, MECTO COCTaBJICHHUS, MOAIUCH. /[aToil JOJPKHOCTHOM MHCTPYKLUN
sBisieTcs faara e€ yreepxaenus ([Ipunoxenue 8).

JIoIDKHOCTHAsT MHCTPYKIMS, Kak TMpPaBWIIO, BKJIIOYAeT B ceOs ciemyronme
paznensl: «OOmme nonoxeHus», «JlomkHOCTHBIE OO0s3aHHOCTH», «lIpaBay,
«OTBETCTBEHHOCThY, « B3aMOOTHOILIICHU.

Pasnen «OO1me monoXeHus» BKIOYAeT B ceO01 HAaMMEHOBAHHUE JIOJHKHOCTHU C
0003HAYEHUEM CTPYKTYPHOTO MOAPA3ACIICHUS, KOMY HEMOCPEACTBEHHO MOIYUHSAETCA
pabOTHUK, MOPAIOK Ha3HAYEHUS HA JODKHOCTb M OCBOOOXKIEHHUS OT JOJDKHOCTH,
nepeyeHb HOPMATHUBHBIX, METOJUYECKUX U JPYTUX JOKYMEHTOB, KOTOPBIMHU
PYKOBOJICTBYETCSI pa0OTHUK, KBalu(UKaIIMOHHBbIE TpPeOOBaHUS K OOpa3OBaHUIO U
CTaxXy paboTHI.

Paznen «JlomkHOCTHBIE 00513aHHOCTU» ONpPENENSIET COoepKaHUe AESITEIbHOCTH,
OCYILIECTBISIEMON PaOOTHUKOM, BHIBI pabOT W OOS3aHHOCTEH, BBITTOTHAESMBIX
pabOTHUKOM.

Paznen «llpaBa» ycTaHaBnuBaeT MOJHOMOYHUS pPabOTHHKA, OOECTIEUMBAIOIINE
pealln3alnio BO3JIOKEHHBIX HAa HETO 00s13aHHOCTEH.

Paznen «OTBETCTBEHHOCTh» YCTAHABIMBAET KPUTEPUHU OLEHKH pabOThl U MEpPHI
MEPCOHAJILHOM  OTBETCTBEHHOCTH paboTHUKA. KpurepusiMu OLIEHKH —SBISIOTCA
OOBEKTHBHBIE [OKa3aTEIM, XapaKTePU3YIOLIME KadyeCcTBO U CBOEBPEMEHHOCTH
BBINIOJIHEHUS pa00Thl. OTBETCTBEHHOCTh PA0OTHHUKA OMPENEINSETCS B COOTBETCTBUU C
JNEUCTBYIOUIUM  3aKOHOJATEIbCTBOM M MOXET  ObIThb  JAMCHMIUIMHAPHOM,
aAMUHUCTPATUBHOM WUJTU YTOJIOBHOM.

B paznene «B3auMOOTHOIIEHHS» YKA3bIBAETCS: OT KOT0, B KAKHE CPOKHU U KaKyIO
uH(popMaIMio mojydyaeT paOOTHUK, KOMYy U B KAaKW€ CPOKU MPEACTABISET, C KEM
COIJIaCOBBIBAET IPOEKTHI MOJArOTABIMBAEMBIX JOKYMEHTOB, C KEM OCYIIECTBISET
COBMECTHYIO TOJTIOTOBKY U JIpyrH€ BOIPOCHl HH(OPMALKMOHHBIX B3aUMOCBS3EH
paboOTHUKA C IPYTUMU TOAPA3ICTCHUSIMU, JTUIIAMH, OPTaHU3AIUSIMU.

B Texcre MHCTpYyKIMHM HMCHONB3YIOTCS cinoBa: «Jlommken», «Mmeer mpasoy,
«O06s3an», «Jlomyckaercs», «3ampemaercs» W T.I. TeKCT HU31araeTcsi OT TPEThEro
JULa Wiy B 0e31MYHON opme.

JIOJDKHOCTHAs WHCTPYKLUMS TOANMUCHIBAETCS PYKOBOJMTENIEM CTPYKTYPHOTO
nojpas/iefieHusl, HayaJlbHUKOM  yIOpaBjieHUss 1o paboTe C  MEepCOHAJIOM
JIOKYMEHTAIIMOHHOMY oOecreueHno u yTtBepxkaaercs pektopom HBIY. Ilocrne
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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 TMOPSIOK OOpa3OBaHUA,
3a/1auu, 00S3aHHOCTH, MPaBa, OTBETCTBEHHOCTh, OPTaHU3AINIO PAOOTHI CTPYKTYPHBIX
MOJpa3ACiCHU, a TaKXe JPYIrMX BONPOCOB, KAaCAOMIUXCS JEATEIbHOCTH
Yuusepcurera (IIpunoxenue 9).

[TonoxxeHus:t OBIBAIOT: O CTPYKTYPHBIX TOAPA3JEICHUAX, KOJUICTHAIbHBIX H
COBENIATENIbHBIX OpraHax (KOMHCCHS, COBET, MpaBJIeHHE W T.0.) U O BHAAX
NEATEIIBHOCTH.

[Tonoxenust pazpabaTbIBalOTCS PYKOBOAUTEISIMU CTPYKTYPHBIX MOpa3IeIeHHMI
U yTBep)kaarorcs pekropom HBI'Y.

[TonoxxeHne 0 CTPYKTYPHOM MOJIPA3/ICICHUH COCTOUT U3 CIEAYIOLINUX pa3AesioB:
«O06mume nonoxenus», «OCHOBHbIE 3aauny», «DyHkuny», «[IpaBa u 00s3aHHOCTHY,
«OTBETCTBEHHOCThY», «B3aMOOTHOIICHUS», «3aKIIUYUTEIbHBIC IMOJ0XKEHUs». Ecim
CTPYKTYpPHOE MOAPA3CICHUE COCTOUT U3 MOAPA3EICHUN (CEKTOPOB, OTAEIOB, IPYIII,
O00po W T.A.), B MOJOXXEHUE O TAaKOM TMOJipa3jiesieHuu mocie paszaena «OCHOBHBIE
3agaum» BKIoUaeTca pasfen «CTpykTypay», a Ha KaXI0e€ NMOAPAa3/ICIICHUE B COCTABE
KPYITHOU CTPYKTYPHOM €IMHUIIBI pa3padaThIBA€TCsl CaMOCTOATEIBHOE TOJIOKEHUE (CM.
[Topsinok pa3paboTKu MOJOXKEHUN CTPYKTYpHbIX noapazaeneaniit HBI'Y).

6.2. PacnopsaurenbHbIC JOKYMEHTBI

6.2.1. YopaBneHnueckass naestenbHocTh HBI'Y  BeIpakaeTcss mocpencTBoM
U3JIaHUS PaCOPSIANTENIBHBIX JOKYMEHTOB.

Ilpuxaz — 3TO OCHOBHOM pacnopsiAuTENbHbIN TOKYMEHT. OH U3/1aeTcsi OT UMEHU
pektopa HBI'Y, B 1menax paspemieHHss OCHOBHBIX M OIEPAaTUBHBIX 3a4ad
(TTpunosxenue 3).

— IIpoekTbl pacnopsIAUTENBHBIX JOKYMEHTOB (IPUKA30B) 10 OCHOBHOM
NeATEeIbHOCTH, MOJITOTOBJICHHBIX NJI MOJMUCAHUS, MOCE MOATOTOBKU MEPEIatoTCs B
VYnpasienne o paboTe ¢ MEPCOHAIOM U JOKYMEHTAIIMOHHOMY OOECIEUCHHIO IS
NpPOBEPKU W  MPAaBWIBHOCTH  UX  Oo(opMiieHHs, 3aTeM  COIJIacyrTcs  C
3aMHTEPECOBAHHBIMHU JIUIIAMU;

— IlpaBunbHO OQOpMIIEHHBIE NTPOEKTHI MPUKA30B TMEPENalOTCs Ha TOAMHUCH
Pexropy, nocie noanvcanus U3gar0Tcs MPUKA3bI,

— llonnucanHble TpUKa3bl MO OCHOBHOW JESTEIBHOCTU PETUCTPUPYIOTCA B
VYmpasnenuu no pabore ¢ IEPCOHATIOM U IOKYMEHTAIIMOHHOMY 00€CTICUCHHUIO;

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

— Komuum nmnpukazoB  pacChUIAlOTCA  HWCHOJHHUTENSIM W WIA  UHBIM
3aMHTEPECOBAHHBIM JIMIIAM B 3JIEKTPOHHOUW (hopMe Uiu Ha OyMaKHOM HOCUTETIE;

— Komuu mnpukaszoB, paccbuiaeMble Ha OyMa)KHOM HOCHUTEJIE, 3aBEPSIOTCS B
COOTBETCTBHM C HacTosen MucTpykumen

[Ipuka3 1O OCHOBHOM JeATENbHOCTH OdopMiseTcss Ha OJaHKe MpuKasa
YHuBepcuTeTa U BKIOUYAET B CEOsI CIICAYIOIINE PEKBU3UTHI:
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— HAMMEHOBAHUE Y HUBEPCUTETA,;

— HaMEHOBAHUE BUJA JTOKYMEHTA;

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

— J1aTa JOKyMEHTA;

— PETUCTPALIMOHHBIN HOMEDP TOKYMEHTA;

— 3aroJIOBOK K TEKCTY.

TekcT mpukasa COCTOUT M3 KOHCTAaTUPYIOLIEH M PaCHOPSAUTEIbHON 4acTel, B
OTJENbHBIX CIy4asiX TOJbKO U3 PACIIOPSIUTENBHON YacTu 0€3 KOHCTaTUPYIOLIEH.

B KoHCTaTupyromend 4YacTM W3JararoTCs IPUYUHBI, OCHOBAHUA, LECJIH
COCTaBJICHHUs JOKyMeHTa. Ecim OCHOBaHMEM K U3JaHUIO IIpUKa3a SABIETCS
3aKOHOJATEIbHbIN, MHOW IPABOBOW aKT WIM IIOPYYEHHUE BBILIECTOSAIIUX OPTaHOB, TO B
KOHCTaTUPYIOIEN YaCTH yKa3bIBA€TCs €ro BHUJ, 1aTa, HOMEP, 3ar0JIOBOK U MEPENACTCS
COJIEP/KaHMUE TOU €T0 YaCTH, KOTOPAs KACAETCS LEIU U3IaHUS ITPUKA3a.

Pacnopsanurensnas 4dacte HaunmHaetrcsi ciioBoM «IIPMKA3BIBAIO», kotopoe
MULIETCS 3aryiaBHbIMH OyKBaMH. B pacnopsauTenbHOM 4acTH MpUKa3a YKa3bIBAIOTCS
KOHKPETHBIE JEUCTBUS, WCIOJHUTENIN, CPOKH UCIIOIHEHUS IMPEANUCHIBAEMBIX
JIEUCTBUH.

[Ipn 3HauMTENHHOM O0O0BEME TEKCTa B NPOEKTE MpUKa3a MU3JIAraroTcs JIHUIIb
OCHOBHBIE BOIIPOCHI, OCTAJILHOW TEKCT NMOMELIAETCA B NPUIIOKEHUU K Ipukasy. llpu
HaJW4Yuu TIPpUJIOKEHUM B  TEKCTE IIpUKa3a B COOTBETCTBYIOLIMX  ITYHKTax
paclopsAAUTEIbHOM YacTH JAlOTCA  OTCBUIKM. M3pmaHume BMecTe € IIpUKa3oM
IIPUJIOKEHUM, HE YIIOMSHYTBIX B TEKCTE IIPUKA3a, HE JOIyCKAeTCs.

IIpukasel 1m0 ocHOBHOM AesArenbHOCTH HBI'Y, mo nmuHOMy cocTtaBy u3gaet
yIpPaBJIEHUE 110 KaJpaM HAa OCHOBAHWM IIPEACTABICHHBIX U COTJIACOBAHHBIX IPOEKTOB
IIPUKAa30B OT PYKOBOJMTENIEW CTPYKTYpPHBIX IoapasneneHuil. Ecim B mponecce
COTJIACOBAHMUS B MPOEKT BHOCATCS M3MEHEHMS INPUHIMUIHUAIBHOIO XapakTepa, TO OH
NOJJIC)KUT TMOBTOPHOMY COTJIACOBAHUIO JIOJDKHOCTHBIMHU JIMUAMH; €CJIH BHOCATCS
PENAKIIMOHHBIE YTOYHEHUS, HE U3MEHSAIONIME €ro COAEpP)KAHHWE, IIOBTOPHOE
corjacoBaHue He TpedyeTcs.

ITpuka3 nognuceiBaer pekrop HBI'Y wim ynosiHomMo4eHHOE UM JIMLO.

6.2.2. Pacnopsisxcenue — TIpaBOBOM  aKT, U3/IaBa€Mbli  PYKOBOJIUTEIEM
YHuBepcuTeTa AEHUCTBYIOIIUM €IMHONIUYHO. [IpaBoM HM31aBaTh pacropsyKeHUsT MOTYT
HAJEIATBCS  INPOPEKTOPA,  PYKOBOAUTEIM  CAMOCTOSTENBHBIX  CTPYKTYPHBIX
noapasnaenennit (Ipunoxenue 4).

[TpoeKThl pacnopsaUTENBHBIX JOKYMEHTOB (paclOpsKEHUi), MOArOTOBIEHHBIX
JUISl TIOAIIMCAHUSA, ITOCJE MOATOTOBKY M COIVIACOBAHUA C 3aMHTEPECOBAHHBIMU JINLIAMU
NepealoTCs OTBETCTBEHHOMY 3a 0(OpMIICHHE PACHOPSHKEHUN JOHKHOCTHOMY JIUITY .

[IpaBunbHO O(OpMIIEHHBIE MPOEKTHI PACMOPSHKEHMS MEPENaloTCsl Ha MOJIHUCH,
NOCJIE€ MOAMUCAHUS U3IAKOTCS PACTIOPSKEHHUS.

[lognucaHHble  pACHOPSDKEHUST ~ PETUCTPUPYIOTCA ~ OTBETCTBEHHBIM 34
oopMIIEHUE PACMIOPSDKEHUM JOJKHOCTHBIM JIMIIOM (Hampumep, PEerucTpanus u
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odopmIleHHE PaCTIOPsSHKEHUI MEPBOro MPOPEKTOpa, MPOPEKTOpa MO HAaydHOH padboTe
MIPOU3BOUTCS IOMOITHUKOM PekTopa).

[TonnmMHHKUKY pacTopsyKEHU 0 MECTY UX PETUCTpaluu (OpMUPYIOTCS B JIeTa B
COOTBETCTBUM C HOMEHKJIATYPOU J1€J1 Y HUBEPCUTETA.

Konmu  pacropsokeHHH — pacChUIAIOTCS  WCIOMHUTENSIM — W/WIM  WHBIM
3aMHTEPECOBAHHBIM JIUIAM B JICKTPOHHOM (hopMe niu Ha OyMa>KHOM HOCHUTEIIE.

Komnuu pacnopsixkenuit, paccbuiaemble Ha OyMa)XHOM HOCHUTEJIE, 3aBEpSIOTCS B
COOTBETCTBHHM C Hactosen MHCTpyKImen.

[Topsinok cocraBiaeHuss U OQOPMIICHUS PACIIOPSHKEHUN B LIEIOM aHAJIOTMYeH
nopsaKy oQOpMmIIeHHsT MPHUKA30B 10 OCHOBHOM JESATEIbHOCTH YHUBEPCHUTETA.
Paznuuus 3akiarodaroTcsi B CIEAYIOLIEM: pacHoOpsSAUTENbHAs 4YacTh OTHENAETCS OT
KoHCTatupymomen cinoBom «llpennarato» wimm «OO0s3bIBato», uiau 0e3 Kakoro-imdo
CJIOBa, TO €CThb HEMOCPEACTBEHHO CIIEAYET 3a KOHCTAaTUPYIOLIEH YacThlO IOCHE
JBOCTOYHS.

OOsi3aTENIbHBIMU ~ PEKBU3UTAMHU  PACTIOPSDKEHUST  ABIAIOTCA: HAMMEHOBaHUE
OpraHM3alfii, HANMEHOBAaHUE CTPYKTYPHOTO TMOJApAa3JeieHus (MECTO HW3aHus
pacmlopsDKeHHs), Ha3BaHWE BUAA JOKYMEHTa, JlaTa U HOMEp JOKYMEHTa, 3ar0JOBOK K
TEKCTY, TEKCT, MOIICH, BU3a.

6.3. HudopmManmoHHO-CIIpaBOYHAS JOKYMEHTAIUS

6.3.1. Ilpomoxon — HOKYMEHT, COJIEpKalluii 3amuch XoAa OOCYXKICHUS
BOIIPOCOB M TPUHATUS PEIICHHM Ha coOpaHUsX, 3acedaHusix coBera ¢akyibTeTa,
3acefaHusaX  Kadedp,  COBEIIAHUAX, KOH(PEPEeHLHUsX,  JEJIOBBIX  BCTpeyax.
OO0s3aTeNbHBIMU PEKBU3UTAMHU MPOTOKOJIA SIBIISIOTCS: HAMMEHOBAaHWE OpTraHU3allvu,
HAaMMEHOBaHWE BHJIA JIOKYMEHTa (IIPOTOKOJ), JlaTa U HOMEP MPOTOKOJIA, 3ar0JOBOK K
TEKCTY, TekcT, moanucu (IIpunoxenue 5).

TekCcT MpOTOKOJIa COCTOUT U3 JIBYX YACTEH: BBOJHOW M OCHOBHOW. BO BBOAHOM
4acTH TIPOTOKOJA YyKa3bIBAIOTCA (aMWINKA Tpefcenareis, CeKpeTaps, 4UJICHOB
KOJUJIETMATbHOTO WJIM COBEHIATeNLHOTO OpraHa, MPUCYTCTBYIONIMX Ha 3aceIaHuH,
TIOBECTKA JTHS.

daMuIUU  TPUCYTCTBYIONINX TEPEUUCHSIIOTCS B andaBUTHOM TMOPSIKE C
yKa3aHWeM MecTa paboThl M JODKHOCTH. B MPOTOKONIAaX MOCTOSHHO AEHCTBYIOIIMX
COBEILlaHUI 1 KOMUCCUH 0€3 yKa3aHHs TOJKHOCTEH.

[Ipn odopmieHuun TPOTOKOIA C YHUCIOM YYaCTHHUKOB 3acemaHus Oosiee 15
YeJIOBEeK (DaMIIIMU HE TIEPEUMCIISIOTCS, a YKa3bIiBaeTCsa MUPPON X 00111ee KOJIUIECTBO.
Cnucok y4aCTHUKOB B TaKMX CIy4asx MpuUjiaraeTcs, Halpumep:

[IpucyrcTBOBaNO: 25 4enoBeK (CIMCOK MPUIIAraeTcs).

OcHOBHasE 4acTb TEKCTa MPOTOKOJIA MO Ka)XJOMy BOMNPOCY MOBECTKH JHS
CTPOUTCSI 110 CXEME:

CIYIIAJIN,

BBICTVYIINJIN,

[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,
«BO3EPIKAIOCH», @ TAKKE CIUCOK JIILI, HE YYaCTBYIOIIKX B FOJOCOBAHUH, HATIPUMED:

«3a» — 30 rosocos.

«IIpotus» — 1 romnoc.

«Bo3aepxkanoch» — 4 rojuoca.

Pemenne npuHATO 30 YUCIOM rOJIOCOB.

6.3.2. Boinucka u3 npomoxona TPEACTABISIET COOOW TOYHYIO KOMHIO YacTH
TEKCTa MOJJIMHHOIO IPOTOKOJIA, OTHOCSLIETOCA K TOMY BOIIPOCY IIOBECTKM IHS, IO
KOTOPOMY TOTOBAT BBINMUCKY. BbINKcka 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 — cnpaBouHO-UH(DOPMAIIMOHHBIA JOKYMEHT. COCTaBIsAETCS TPYMIION
JUL 08 TOATBEPXKICHHS  YCTAHOBJICHHBIX  (DAKTOB MM COOBITHM  (aKThI
MHBEHTApU3allNil, pUeMa-niepeilayd MaTepUuagbHbIX IIEHHOCTEW, AeJNl, YHUUYTOKECHUS
nokymenToB u T.1.) (ITpunoxenue 19).

['maBHOE MpH COCTABIIEHUM aKTa ATO YCTAHOBJIEHHE (PAKTUYECKOTO COCTOSIHUS
JIeJ1 ¥ aJIeKBaTHOE €r0 ONMMCAaHUE B aKTe. 3arojOBOK K aKTy JOJDKEH IPaMMaTUYECKU
COTJIACOBBIBATbCSI CO CIIOBOM «aKT», HaIlpUMep: «AKT MNpOBEpKH (HUHAHCOBO-
XO35IMCTBEHHOM JEATENBHOCTH YHUBEPCUTETA», «AKT CIHCAaHHUS MaTePHUAIBHBIX
LIEHHOCTEW».

TekcT akTa COCTOMT M3 JIBYX YacTEi: BBOAHON U OCHOBHOM (KOHCTaTUPYIOIICH ).
Bo BBOJHONH 4acTM  aKkTa  YKa3blBae€TCsi  OCHOBAaHUE €ro  COCTaBJICHUS
(pacniopsiAMTENbHBIA TOKYMEHT, HOPMATUBHBIA JOKYMEHT, JOTOBOP C YKa3aHHEM €ro
JaThl U1 HOMeEpa), Mpejacenareb U WICHbl KOMUCCUU. B OCHOBHOM yacTu u3jaraercs
CYILLIHOCTh, XapakTep, METOAbl M CPOKH MPOJAENAaHHON paboThl, a TAKKE BBIBOJBI,
OPEeNJIOKEHUST W 3aKjIloyeHus. B KOHIle TeKcTa akTa YKa3blBA€TCs KOJIMYECTBO
COCTaBJICHHBIX DK3EMILIIPOB U UX MECTOHAXOK/ICHUE.

JlaToil akta sBigeTca AaTa coObITUs (MPOBEpPKH, OoOCIeAOBaHUS, MepeAadyu u
T.I1.). AKT TOANHCHIBAETCS BCEMU JIMUAMH, IPUHUMABIIMMH YYacTHE B €ro
COCTaBJICHNH 0€3 yKa3aHus JOJHKHOCTEH.

C aktamMu peBu3uid U 0OCJIENOBAaHUI 3HAKOMST BCEX JHI, JEATEIbHOCTH
KOTOpBIX OHM KacatoTcsa. IIpm 3TOM cTaBuTCA corjacyrpomas OTMETKa (C aKTOM
O3HaKOMJIEHBI: TIOJIHUCH, AaTa). Oco00oe MHEHHE YIeHa KOMUCCUU CleTyeT 0(hopMIIATh
Ha OTJIEJIbHOM JIUCTE W NIPUJIaraTh K aKTy.

B HEoO0X0oAMMBIX Cllydasix, €CIM 3TOr0 TPeOyIOT HOPMATUBHBIE JOKYMEHTHI,
aKThl YTBEPKJAIOTCS PEKTOPOM YHHUBEPCUTETA, [0 PACHOPSIKEHUIO KOTOPOTO
IPOBOJMIINCH IEUCTBUS, 3aBEPIIMBIINECS COCTABICHUEM aKTa.

6.3.4. Cnpasxa — NOKYMEHT, COAEpPKAIMK ONHUCaHUE U TOATBEPXKICHHE TeX
Wi UHBIX (akToB WM coObiTuH. CHpaBKUM OTPAKAaIOT OCHOBHYIO JIESITEIBHOCTH
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YHuBepcuTeTa WIM TOATBEPKIAIOT CBEIACHUS OHOTpaPUUIECKOTO WM CIIY)KEOHOTO
Xapaxkrepa.

[TepByro TpyIITy CIIpaBOK COCTAaBISIIOT CIPABKU WH()OPMAITMOHHOTO XapakKTepa,
OHU TOTOBATCS IO 3aIIPOCY U MPEIOCTABISIOTCA B YCTAHOBIEHHBIE CPOKH.

CrpaBku, HarpaBJsieMbIE 3a MPECIbl Y HUBEPCUTETA, OPOPMIISIOTCS Ha OJIaHKe
VYHuBepcutera (MMEIOT PEKBU3MUTHL: J1aTy, PETUCTPAIlMOHHBIN HOMEp, ajpecar,
3aroJioBOK, TEKCT, MOJIMKCH), a MpEACTaBIsieMble BHYTPU By3a — O(OPMIISIOTCS Ha
mucte Oymaru ¢opmara A4, HO UMEIOT T€ YK€ PEKBU3UTHI C YKa3aHUEM CTPYKTYPHOTO
noapasaeneHus HBI'Y, noaroroBusiiero CripaBky.

Bropas rpymnma cripaBok — CripaBKu O MOATBEPKICHUU MECTa y4eObl U paboThI,
3aHUMAEMOU JTOJDKHOCTH, O 3apaboTHOM IiaTe u T.A. B 3ToMm ciydae, Kak mpaBuio,
NPUMEHSIOTCS YHU(PUIIUPOBaHHbIe ONaHKU. TEeKCT CIpaBKU HAYMHAETCS C yKa3aHUs
dbaMmiMy, UMEHH, OTYECTBA JIMIA, O KOTOPOM COOOIIal0TCcsl cBefeHusa. Ha crpaBke
CTaBUTCS JaTa U PETUCTPALMOHHBIN HOMEpP. TEKCT CIpaBKH 3aBEPSETCA MOIIUCHIO U
nevarbio ([Ipmnoxenne 10-11).

6.3.5. Ciyorwcebnan 3anucka — HIOKYMEHT, COCTaBISIEMBId pPaOOTHUKOM WITH
PYKOBOAMTENEM MOAPA3ICICHUS HA UM PYKOBOIAUTEINS WM CIEIUAIACTa APYroro
noapasaenenus (I[punoxenue 13).

TekcT ciykeOHOM 3alMCKU COCTOUT M3 JABYX CMBICIOBBIX YacTei: mepBas — C
U3JIO)KEHHEM TPUYHMH, (AKTOB WM COOBITUN, MOCTY>KUBIIMX TIOBOJIOM ISl €€
HAIMCaHUs, BTOpas — COJECPKUT BBIBOJBI M TMPEMIOKEHHS, MPOCHOBI, 3aiABKU O
KOHKPETHBIX JIEHCTBUAX, KOTOPhIE HEOOXOIMMO MPEAIPUHSTS.

CnyxeOHas 3amMcka 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 PYKOBOJUTENEM CTPYKTYPHOTO TOApPA3CICHUs
YHuBepcurera.

7. Opranusanus 10KyMeHT0000poTa

7.1. TIlpuem, o00paboTka, perucTpasi W TMPOXOXKICHUE TMOCTYMAOIINX
JOKYMEHTOB

7.1.1. Tloctynatomass ~ JTOKyMEHTaUus  OPUHUMAETCS  LEHTPAIM30BAHHO
JeJIONPON3BOAUTENEM YIIpaBiICHUS 10 padoTe C MEPCOHATIOM U JOKYMEHTAIHOHHOMY
o0OecrieueHn0 YHUBEpPCUTETa, TIJ€ OHa NPOXOJUT TMEpPBUYHYIO 0OpaboOTKy,
NpeaBapUTEIHLHOE PACCMOTPEHHE, 3aTE€M JOCTABJISIETCS 110 Ha3HAYCHHUIO.

7.1.2. Ilpu nony4eHun JOKYMEHTA AEJIONPOU3BOAUTEINb MPOBEPSET LEIOCTHOCTh
KOHBEPTa, MAKETa WJIW YINAKOBKH, a INPU BCKPHITUM KOHBEPTa — HAJIMYUE B HEM
JOKYMEHTOB, BKJIFOUasl IPUIIOKEHNUS.

7.1.3. He BCKpBIBAalOTCS KOHBEPThI C TMOMETKOM «JImuHOo» U rpudamu
OTpaHUYEHUS J0CTyTa («CexpeTHOY, «l"ocynapcTBeHHas TaitHay,
«KonduneHnumanbHo»).
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7.1.4. ITpeaBapuTenbHOE PACCMOTPEHUE MPOBOIAUTCSA C IIEJIbIO paclpeleNICHUs
MOCTYNHBIIEH JOKYMEHTAlMU Ha JIOKYMEHTHI, TPEOYIOIINE PACCMOTPEHHUS PEKTOPOM
YHuBepcuTETa W HaIpaBisieMble B CTPyKTypHble mnonpasaeneHus HBIY. Ilocne
PAacCMOTPEHHsI PEKTOpP HAa3HAYae€T OTBETCTBEHHOE JIMLO, KOTOPOMY M IEpeaaeTcs
JOKYMEHT Ha ucrnojiHeHue. [Ipy Ha3HaueHuu B pe30II0UUN HECKOJIBKUX UCIIOHUTENEH
JOKYMEHT MEePEJaeTCsl OTBETCTBEHHOMY HCIIOJTHUTEINIO.

7.1.5. be3 mnpeaBapUTENBLHOTO PACCMOTPEHUSI TEPENAIOTCs IO Ha3HAYEHUIO
JOKYMEHTBI, aJPECOBAHHBIE HEMOCPEACTBEHHO CTPYKTYPHBIM NOJAPA3IEICHUSM, HUX
PYKOBOIUTEISAM MM paOOTHUKAM Y HUBEPCUTETA.

7.1.6. UcionHuTENb TOJIYy4aeT JOKYMEHTHI B JEHb WX PErHCTpalldd WA Ha
CIEIYIOIIUNA JEHb C pe30NIoNUed pekTopa YHuBEpcUTETa JHUOO0 PYKOBOAMTENS
CTPYKTypHOro mnojnpazaencHus. CpodyHble JTOKYMEHTHl NEPENAIOTCS HCHOJHUTEIIO
HEME/IJICHHO.

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 AIEKTPOHHOTO JOKYMEHTOO0OpOTA.

7.2. Peructpanus u y4eT OTIPABISAEMBIX JOKYMEHTOB

7.2.1. JIokyMeHTBI, TOJJIeKAIIUe OTIPABICHUIO, JIOJDKHBI OBITh TPaMOTHO
COCTaBJICHBI U PABUIBLHO O0(opMIIeHBI. JJOKyMEHTBI, COCTaBICHHbIE U O()OPMIICHHBIE C
HapyLIEHUEM YCTAHOBJICHHBIX HACTOSIIEW WHCTPYKLMEH MPaBWI, BO3BpaLIAIOTCS
UCIIOJTHUTEIIIO Ha I0PabOTKYy.

7.2.2. IlpoexkT JOKyMeHTa, Hale4yaTaHHbIH W TPABUIBLHO O(OPMIICHHBIH,
corjacyercs C PYKOBOJMTEIIEM, 3aMHTEPECOBAHHBIMU CTPYKTYPHBIMH
Mo/ipa3/iefieHus MU U opranuzanusmMu. Ilocie cornacoBanusi TOKyMEHT NEpelaeTcsl Ha
MOANKMCAHNE WA YTBEPKICHUE.

7.2.3. T'oTOBBIN TOJMUCAHHBIA JOKYMEHT PEruCTPUPYETCS] OTBETCTBEHHBIM 3a
JOKYMEHTOOOOpOT B mojpasfeieHuu B <«OKypHane perucrpauuud BXOJALIEH H
UCXOJALIEH JOKYMEHTAIMu» M JeNaeTcs KOMus OTHpaBisieMoro nokymeHta. Komws
JOKyMEHTa B COOTBETCTBUU C HOMEHKJIATYpOW JeN MOAIIMBAETCS B JIEJI0, a MEPBBIM
AK3EMIUISP TOKYMEHTA MOCTYIAET Ha OTIPABKY.

7.2.4. JIOKyMEHTBI, OTIPABJISIEMBIE 110 MTOYTE (3aKa3HBIM WJIM IEHHBIM TUCHEMOM,
HKCIIPECC-TIOUTOM), mepeatoTcss B YIpaBieHue 1o paboTe ¢ TNEepCcoHATOM U
JOKYMEHTAallUOHHOMY OOECIIEUEHHUIO JEeJONPOM3BOJUTENI0O Ha PETUCTPALUI0 U
OTIpaBKy. YINakoBKa U OQOpPMIICHHE KOPPECHOHICHIIMH OCYIIECTBISETCS B
COOTBETCTBHHM C JIEUCTBYIOIUMH [[0YTOBBIMH NMPAaBHIIAMH.

7.2.5. TenerpamMmbl, ¢akcorpaMMbl, 3JIEKTPOHHBIE JTOKYMEHTHI IOCBLIAIOTCS
CTPYKTYPHBIMH MOAPA3ACICHUSIMHU WA UX PYKOBOAUTEISIMU CAMOCTOSTEIBHO.

7.3.  OcobeHHOCTH PabOTHI C AIEKTPOHHBIMU JOKYMEHTAMHU

7.3.1. DneKTpOHHbIE JOKYMEHTBI — 3TO JIOKYMEHTBI, CO3/JaBacMble B
ANEKTPOHHOM (opMme 0e3 NpenBapUTEIBLHOTO JOKYMEHTHUPOBAHMS Ha OyMaKHOM
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HOCHUTEJIC; DJEKTPOHHBIE 00pa3bl JOKYMEHTOB, IIOJIyU€HHbIE B pe3yJbTare
CKaHMpPOBaHUsA  JOKYMEHTOB M  XpaHSIIHMECS B  CHCTEME  BJIEKTPOHHOTO
JOKYMEHTO000pOTA.

7.3.2. DNEeKTPOHHBIN JOKYMEHT JODKEH OBITh 0()OPMIICH MO OOIIMM TpaBHIIaM
JEJONPOU3BOACTBA M HMMETh PEKBHU3UTHI, YCTAaHOBJIECHHBIE JUISI AaHAJIOTMYHOIO
JOKyMEHTa Ha OyMa)XHOM HOCHUTEJNE, 3a MCKIIOYEHUEM OTTHCKAa Ie4YaTH U
nzo0paxenus ['ocynapcrBenHoro repoa Poccuiickoit deaeparumu.

7.3.3. [Ipu mepenade SJIEKTPOHHBIX JOKYMEHTOB B JIDYTUE TOCYJApPCTBEHHBIC
OpraHbl JOKYMEHTBI 3aBEPSIOTCS 3JEKTPOHHOM MOIIUCHI0 PEKTOpa YHHUBEPCUTETA B
cootBetcTBUM ¢ DenepanbHbiM 3ak0oHOM 0T 06.04.2011 Ne63-D3 (pex. ot 28.06.2014)
«O0 311EKTPOHHON HOIIUCH.

7.3.4. IlpunHsTbie WK OTIpaBisieMble JOKYMEHTHI B JJEKTPOHHOU (opme Tak
ke, KaK M JOKyMEHTbl Ha OyMa)XHOM HOCHUTEJE perucTpupyrorcs B «Kypnaie
perucTpanyu BXOJSIIEH W HUCXOASIIEH JOKYMEHTAllUM», KOIMHS 3JIEKTPOHHOTO
JOKYMEHTa pacleyaThlBaeTCs M MOJIMIMBAETCS B JEJIO B COOTBETCTBUU C
HOMEHKJIATYpOU JIEIT.

7.3.5. Paccpimka TOKyMeHTOB M uX JBwxkeHune BHyTpu HBI'Y ocymectBisroTcs
KaK MO0 3JIEKTPOHHOMU MOYTE, TaK U B CUCTEME JIEKTPOHHOTO TOKYMEHTO000POTA.

8. KoHTpoJIb MCIIOJTHEHHS JOKYMEHTOB

8.1. KouTposnb HCHOTHEHHS AOKYMEHTOB (MOpYYEHHWH) BEOETCS B IIENIAX HX
CBOEBPEMEHHOTO ¥ KaYECTBEHHOT'O UCIIOJIHEHHUS.

8.2. KoHTpOJIb HCIONHEHUSI 3apETHCTPUPOBAHHBIX C OTMETKON O KOHTpOJE
JOKYMEHTOB (MOpPYYEHU) BEHAETCS CHEUUATUCTOM YTpaBieHUus 1o padoTe cC
MEPCOHAJIOM U IOKYMEHTALIHOHHOMY 00ECIIE€UEHHIO.

8.3. PacmnopsouTtenpHBIC TOKYMEHTBHI, MPOTOKOJIBI 3acelaHWi, COJIEpKaIlue
NOPYYEHHUS] C KOHKPETHBIMM CPOKaMHU MWCIOJHEHUs, CTaBATCA Ha KOHTPOJb IO
KQKJIOMY ITIOPYUYEHUIO OTAENIBHO.

8.4. KoHTposb CPOKOB UCTIOJIHEHUSI TOKYMEHTOB BKJIFOYAET B CEOS:

— MMOCTAHOBKY JIOKYMEHTOB (TIOpPYYEHUI) HA KOHTPOJIb;

— TMPOBEPKY CBOEBPEMEHHOCTH JOBEIEHHS JOKYMEHTOB (IIOpY4YeHHI) 10
HUCIOJIHUTEIICH;

— M[pPEIBAPUTENBHYIO TPOBEPKY W PETyJIHPOBAaHUSA XOAa HCIIOIHEHUS
JOKYMEHTOB (IMOpPYYEHUH);

— CHSITUE C KOHTPOJISl JOKYMEHTOB (ITOPY4YECHUI);

— UWHGOOPMHUPOBAHHE PYKOBOAMUTENIEH O XOJE UCIHOJHEHUS JIOKYMEHTOB
(mopy4eHuit) ¥ COCTOSIHUM UCIIOJIHUTENBCKON AUCLIUIIIIMHBI.

8.5. Cpoku WuCHONHEHUS JOKYMEHTOB (IIOPYYCHHI) HCYHUCISAIOTCS B
KaJEHIapHbIX JTHAX.

Ecnu mnocnegHuii A€Hb CpOKa MCHOJHEHUS JOKYMEHTOB NPUXOAUTCS Ha
HepaOouuil IeHb, TO JOKYMEHT MOAJICKHUT UCTIONHEHUIO B ONIMKANIINN CIeyIONIHii 3a
HUM pabouuii IEHb.
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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 (ITOpYYCHHs) TIOICIKAT UCIIOJTHCHUIO B CJICIYIOIINE CPOKH:

— C KOHKPETHOM J1aTOi UCTIOJHEHUS — B YKA3aHHBINA CPOK;

— 0€3 yka3zaHHs KOHKPETHOW JaThl UCIOJIHEHUS, UMEIOIINE B TEKCTE MOMETKY
«BEChbMa CpPOYHO» — B TEYEHHWE OJHOrO JHS, «CPOYHO» — B 3-IHEBHBII CpOK;
«orepaTuBHO» — B 10-THEBHBIN CPOK; OCTaNIbHBIE — B CPOK He Oosiee 30 mHei;

— 110 3anpocam wieHoB Cosera Penepannu, AenyraroB ['ocynapcreeHHon [Jymsl
HE no3/iHee yeM uepe3 30 aHel co IHS NOJy4YeHUs;

— 10 MEXBEIOMCTBEHHBIM 3allpocaM O MPEACTABICHUH JIOKYMEHTOB U
MH(}OpMaUK B LENSIX MPEAOCTABICHUH IOCYIaPCTBEHHBIX U MYHUIIMIAIBHBIX YCIYT —
5 pabouux JHEW co JIHS MOJY4YEHHMs 3ampoca, €Clu 3aKoHoJarenbcTBoM Poccuiickoi
®denepanvy HE YCTAHOBIIEH UHOM CPOK;

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

8.7. ITlpuOCTaHOBUTH HWCHOJHEHHE KOHTPOJIHHOTO JIOKYMEHTa, a TaKxkKe
OTMEHUTh €TI0 MOXET PYKOBOJMTENb, MOAMUCABIINA JOKYMEHT WU JIaBIIUI
OpYYEHHUE.

8.8. B 1mensix CBOEBPEMEHHOIO HCIOJHEHHUS JOKYMEHTOB, MOpPYYEHUH,
MIOCTaBJICHHBIX HAa KOHTPOJb, CIIELUATIUCT YIpaBJleHUs MO paboTe ¢ MEPCOHAIOM M
JOKYMEHTAallMOHHOMY  OO€CII€YeHHI0, OTBETCTBEHHBIM 3a BEICHHE KOHTPOJS
UCIIOJIHEHHSI JIOKYMEHTOB, IPOBEPSET CBOEBPEMEHHOCTh JOBEACHUS JOKYMEHTAa 0
VCTIOJTHUTETIS.

8.9. HanomuHaHue WCHIOIHUTEISIM O TPUOTIKEHUU CPOKOB HCTIOTHEHHUS
JOKYMEHTOB MOKET OCYIIECTBISATHCS B aBTOMAaTHYECKOM pexnme nocpeacrsom CO/I.

8.10. Ilpu HeoOXOAUMOCTH U3MEHEHHUS CpOKa MCIOJHEHHUS JOKYMEHTa
OTBETCTBEHHBII HMCIOIHUTENb 0053aH MPEACTaBUTh HAa UMl PYKOBOAMUTENS, JABLIETO
nopyuyeHue, o00CHOBaHHE (CIY>KEOHYIO 3alUCKYy) O MPOJJICHUU CpPOKa C yKa3aHHEM
MPUYUH TIPOJIJICHUS U 1aThl UCTIOJTHEHUS.

OOocHOBaHME TPOIJICHUS CpPOKAa MHCIIOJHEHUS JOKYMEHTa JOJDKHO OBITh
HaIIPaBJIEHO COOTBETCTBYIOIEMY PYKOBOJUTENIO HE MO3/IHEE, YEM 10 UCTEYEHUH JBYX
TPETHUX CPOKA UCIIOIHEHHUS IOKYMEHTA.

OO0 uW3MEHEeHWH CpOKa HCIOTHEHHUS JTOKYMEHTAa OTBETCTBEHHBIN HMCIOTHUTEND
uHDopMuUpyeT chOenuaiucTa YHOpaBjieHuss 10 paboTre ¢  TEepCoHAIOM U
JOKYMEHTAaIlMOHHOMY O0O€CIEYeHHI0, OTBETCTBEHHOTO 3a KOHTPOJIb HCIIOJIHEHUS
JOKYMEHTOB (IIOPYYEHUN ).

8.11. JlokymeHT (TOpy4Y€HHUE) CUUTACTCS MCIOJHEHHBIM, €CJIM MPUHSTHI
pelieHus MO  TOCTABJICHHBIM  BOMpOCAM, MOJATOTOBIEHBI  COOTBETCTBYIOIIME
JOKYMEHTBI, HampaBlieHa CIpaBka 00 MCIOJHEHWH B COOTBETCTBYIOIIME OpraHbl
BJIACTH WJIM JJaH OTBET M0 CYIIECTBY 3aMHTEPECOBAHHBIM JIMIIAM.
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Pemenne 06 mcnomHeHUH AOKyMEHTa (MOpY4YEHUs) MPUHUMAET PYKOBOIUTEIb,
MOCTaBUBIIMKA JOKYMEHT Ha KOHTPOJb, C 00s3aTeIbHBIM HWH(GOPMUPOBAHUEM
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
(mopy4deHust), CpOK UCHOJHEHUS KOTOPBIX HE MPOJJIEH, CYUTAOTCS HEUCIIOJIHEHHBIMHU.

9. Pa6ora ucnosHuTeIeH C JOKYyMEeHTAMHU

9.1. [IlpuemHas VYHuHBepcuTeTa OOECIEUMBACT ONEPATHBHOE PACCMOTPCHHE
JOKYMEHTOB, JIOBEJCHHE MX JI0 MCIIOJIHUTEICH, KOHTPOIb 32 Ka4eCTBOM HCIOIHEHUS
JOKYMEHTOB TI0 CYIIIECTBY BOTIPOCOB.

9.2. Ilpu paccMOTpeHHMH JOKYMEHTOB PYKOBOJUTENb  MOJPA3ACICHUS
BBIJICTISICT TOKYMEHTHI, TPEOYIOIIHE CPOUYHOTO HCTIOTHEHHs. [JOKyMeHThI, TpeOyromme
COTJIACOBaHUS, pAaCCMATPUBAIOTCS B JIEHb UX MOCTYIUICHUS.

9.3. Hcnonnutens mnosiydaer JOKYMEHTbI B JI€Hb UX PETUCTpALlMU WIM Ha
CJIEYIOIIUN J€Hb B COOTBETCTBUHU C PE30JIOLUEN PyKOBOIUTEIIS.

9.4. Jlna mnepegaud CpPOYHOTO JIOKYMEHTA BBI3BIBA€TCS OTBETCTBEHHBIN
YeJIOBEK 3a JEJIONPOM3BOACTBO B MOJPA3AEICHUM TO TeaePOHY i HEMEIICHHOIO
BpPYUYEHUS IOKyMEHTA.

9.5. MHcnonHenue JOKyMeHTa TMpeAycMaTpuBaer: cOop U 00pabOTKy
HEO0O0XOoIUMOW WH(OpMAILMK, TMOATOTOBKY IPOEKTa JOKYMEHTa, €ro oQopMIICHHUE,
COTJIaCOBaHWE, TNPEJCTaBICHHE WU Toanucanue (yTBEpKICHHE) PYKOBOJCTBOM
YHuBepcureTa, MOArOTOBKY K MEPECHUIKE aipecary.

[Ipy HamM4YMK OTBETCTBEHHOTO WCIIOJHHUTENS BCE OCTAIbHBIC HCTIOTHUTEIN
TaK)KE€ OTBETCTBEHHBI 332 CBOEBPEMEHHBIH M KAaueCTBEHHBIM aHANW3 MHPOpPMAIUU U
MPE/ICTaBJICHNE OTBETCTBEHHOMY WCIOJHUTENIO B YCTAHOBJCHHBIE WM CPOKHU
HEOOXOUMBIX MaTepuajoB (MPOEKTOB JTOKYMEHTOB, CIPAaBOK, CBEACHUW H T.1.).
OTBETCTBEHHBI HUCHOJHUTENIb HMEET TMPaBO CO3bIBaTh COUCIOIHHUTENCH s
BBIPaOOTKH COBMECTHOTO PEIICHHUS.

HcnomHuTens uMeeT NpaBO NpeaiaraTh MW3MEHEHHE CpOKa HWCHOJHEHUS
JOKYMEHTa (C COOTBETCTBYIOIIMM OOOCHOBAaHUEM, MPEACTABISIEMBIM PYKOBOJICTBY),
€CJIM OTCYTCTBYIOT peajbHbIE YCJOBHsS BBIIIOJIHEHUS 3aJlaHUs, JeJaThb MOMETKH Ha
JOKYMEHTE O BPEMEHH €ro MOCTYIUICHHs, O JaTaX MPOMEXKYTOUYHOIO HCIOJHEHUS
(TeneOHHBIX M TUCBMEHHBIX 3ampocax), O JaTre MU pe3yJbTaTe OKOHYATEIbHOIO
MCTIOJTHCHMSI.

HcnomHauTens He MOIDKEH pasrialiaTh COACPKAHME TOCTYMUBIINX K HEMY
JOKYMEHTOB U TMOATOTOBJICHHBIX MPOEKTOB CIYKEOHBIX JTOKYMEHTOB, C HUMH MOTYT
OBITh 03HAKOMJIEHBI TOJIBKO JIMIIA, UMEIOIINE OTHOIIEHHUE K UX UCIIOJIHEHHUIO.

OTBETCTBEHHBI MCIOJHUTEIb HECET NEPCOHAIBHYI0 OTBETCTBEHHOCTh 3a
MOJIHOTY ¥ JOCTOBEPHOCTh HH(OpPMAlMM, HUCHOJB30BAHHOM TMpPU MOATOTOBKE
JOKYMEHTA.
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10. lokymeHTaJIBHBII (OH/

10.1. HomenknaTypa [en1 — CHCTEMaTHU3WPOBAHHBIM TMEpeueHb 3arojOBKOB
(HammenoBanui) nen, 3aBoguMmbix B HBI'Y, ¢ yka3aHuem CpOKOB HX XpaHEHUs,
opopmieHHBIM B ycTtaHoBieHHOM mopsiake (IIpmmokenme 15). Homenknatypa aen
YHuBepcuTeTa NnpeaHa3HadeHa Uil TPYNIMPOBKY HCIOJHEHHBIX JOKYMEHTOB B J€Na,
CUCTEMATHU3ALMH U y4eTa JEJ, ONPEAEICHUs CPOKOB UX XPAHEHUS U SBJISAETCS OCHOBOU
JUISl COCTABJICHHUSI ONKUCEM A€ MOCTOSSHHOTO U BPEMEHHOT'O XPAaHEHHS.

CBonnas HoMeHkaTypa aen HBI'Y noanuceiBaeTcs Ha4albHUKOM Y IIPaBIICHUS
o paboTe C MEepCOHAJIOM U JOKYMEHTAIMOHHOMY OOECIIEUEHUI0, BUSHPYETCS JTULIOM,
OTBETCTBEHHBIM 32 apXWB (JIOKyMEHTOBEJIOM), COIJIACOBBIBAETCSI SKCIIEPTHOU
KOMHUCCHEN YHHBEpPCUTETa pa3 B JBa Iofia, €clid HE ObUIO KOPEHHBIX M3MEHEHUH B
ctpykrype HBI'Y.

YTBEpKICHHBIA OK3EMIULIP HOMEHKJIATYpbl JEN  SBISAETCA JTOKYMEHTOM
ITIOCTOSTHHOT'O XPaHEHHS.

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. HomeHknarypa e CTpyKTYpPHBIX MOJPAa3IENICHHM COCTaBIISIETCS B
COOTBETCTBUM C INPUHIATON B YHHUBEPCUTETE MOPAAKOBOM HyMEpalMeN CTPYKTYPHBIX
OApa3ICIICHUH.

HomMmenknaTypa en cocTaBisieTcs Ha OCHOBE M3YyUEHMs COCTaBa, COACPKAHUSA U
KOJIMYECTBA JOKYMEHTOB, 00pa3ymoIIMXCs B IpoLecce AeATENIbHOCTH CTPYKTYpPHOI'O
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
NOAPA3AEIEHUS U MOPAIKOBOTO HOMEpA 3aroJIoBKa Jeja 0 HOMEHKIIAType B Mpeaeiax
CTPYKTYPHOTO NOJIPa3ACIICHUS;

HNupexc nena 3aroJIoBOK Jiea Koui-Bo en. Cpok XpaHeHus U [Tpumeuanue
XpaHEHUS Ne crareit o
MIEPEYHIO
1 2 3 4 5

Haumenoeanue noopazoenenusn

Pucynok 1 — ®parment HomeHknaTypsl gen CII

Nunexcer nen o6o3HavaroTcst apadckumu mudpamu. [pumep: 41-02, rae:

41 — wWHACKC CTPYKTYypHOro mojapasjaeieHus (kadenpa TOMOJIHUTEIHLHOTO
o0pa3oBaHus),

02 — nopsAAKOBBI HOMEP 3aroJI0BKa Jieia 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 MOJIOKEHUS O CTPYKTYPHBIX MOAPA3ACICHUAIX;

3 IOJKHOCTHBIE MHCTPYKIIUU paOOTHUKOB MOAPA3/IeICHUS;

4 mpuKa3bl U pAaCHOPSKEHUS BBIIECTOSIIUX OpraHU3alui;

5 mpuKa3bl pEKTOPA, PaCHOPSHKEHUS IPOPEKTOPOB;

6 IPOTOKOJIBI,

7 TLIaHBI;

8 LITaTHBIEC PACIIUCAHUS U T.I1.;

9 cmeTsl;

10 cruckuy;

11 oTueTsr;

12 cTaTUCTUYECKUE OTUYETHI;

13 nOKyMEHTBL;

14 xypnainsr;

15 mepenucka;

16 nHomenknatypa nen CII, Beinmucka;

17 onricu Ha fiena, akThl 00 YHUYTOKEHUU JIE.

3arojioBOK Jielia JOMKEH 4YeTKO B 0000mmeHHON (opMe oTpakaTb OCHOBHOE
COJIEp’KaHHUE U COCTaB JOKYMEHTOB JIeNa.

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

3aroyioBKM JIeJ1 MOTYT YTOUHSTBCS B Ipolecce GopMUpOBaHUA U O(DOpMIEHUS
Jen.

B 3aronoBkax pen, coaepXkalux JOKYMEHTBbI MO OJHOMY BOIIPOCY, HO HeE
CBA3aHHBIX IMOCJIEIOBATEILHOCTBIO JI€JONPOU3BOJCTBA, B KadyecTBE BHIA Jelia
ynoTpeOyseTcss TEPMUH <JIOKYMEHTB», B KOHIIE 3arojloBka Jena B CKOOKax
YKa3bIBAIOTCS OCHOBHBIC PAa3HOBUIAHOCTH JOKYMEHTOB, KOTOpBIE JOJKHBI OBIThH
CTPYIIIHPOBAHBI B JIETIE.

[Tpumep:

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

— «/lokymeHTBl (CBOAHBIE BEIOMOCTH PE3YJIBTATOB BCTYNUTEIBHBIX HK3aMEHOB,
CBOJIKM O KOJIMYECTBE 3aUHCIECHHBIX a0UTYpPHEHTOB, MpEACTaBlICHUs (DaKyIbTETOB Ha
OTKpPBITUE KOMMEPYECKUX TpyNM) 0 XoA€e npueMa B BY3».

B 3arosoBkax nen, coaepikaiux NepenucKy, YKa3bIBaeTCsa ¢ KEM U M0 KaKoMy
Bonpocy(am) oHa BedeTcs. B 3aronoBke Jena  yKa3bIBaeTCsl  KOHKPETHBIN
KOPPECTIOHIEHT, €CJIM NEPENICKa BEIETCSA TOJIBKO C HUM.
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Ecnu B cTpykTypHOM moapa3aeneHuu GopMUpPYETCs B A0 KOMUSA JOKYMEHTa,
TO B rpade «3arojoBok jenay» Mocie Ha3BaHUs JOKyMeHTa nuiietcs ciaoBo «Komusy,
6 epaghe 5 «Ilpumedanne» yka3bplBa€TCI MECTO XpaHEHUS MOIJIMHHUKA.

[Ipumep:

«IIpukasel pekTopa 1o IMYHOMY COCTaBY CTYIEHTOB. Konum».
B epaghe 5 nmumercs «IlogmuHHUK — B yueOHOM yIIpaBICHUN.

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

I'pagpa 3 3amoyiHSIETCSs TO OKOHYAHWU KaJICHIApHOIO TOJa. YKa3bIBaeTCA
KOJIMYECTBO JIeT (B TOMax, Mamnkax), 3aB€JICHHBIX B CTPYKTYPHOM IOJIpa3/iCICHUH.

B epaghe 4 yxazpiBaeTcsi CPOK XpaHEHUs JieJla, HOMEp CTaTed CO CChUIKOM Ha
nepeyeHb, KOTOPBIM MEPEHOCUTCS M3 MPUMEPHON HOMEHKIIATYPHI JI€JT CTPYKTYPHOTO
nojApa3JefeHus, MNpU OTCYTCTBUU MPUMEPHOM HOMEHKJIATYpPhl CPOKU XPaHECHHS
IPOCTABISIIOTCS COTPYAHUMKAMHM apxuBa Ha OcHOBaHUM «llepeuHss TUIOBBIX
YIPABJICHUYECKUX JOKYMEHTOB, OOpa3yloIMXCAd B JEATEIBHOCTH OpraHu3alil ¢
yKa3aHUEM CPOKOB XPAHECHUS»

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

B epaghe 4 MoryT OBITH yKa3aHBI CACAYIONINE CPOKU XPAHCHUS:

— JI3H — 10 3aM€HBI HOBBIMU;

— JIMH — no MmuHOBaHUS HaJOOHOCTH;

— I13H — mocie 3aMeHbl HOBBIMU;

— MOCTOSTHHO;

— BpEMEHHbIE CPOKHM XpaHeHus — meHee 10 net (Hanpumep, 1 rox, 3 roga wiu
5 ner);

— JIOJTOBPEMEHHBbIE CPOKM XpaHeHus — Oosiee 10 yer, BKIIIOYast MOCTOSIHHOE
xpaHenue (Hanpumep, 10 ner, 50 net, 75 net u T. 1.).

B epage 5 «llpuMedanme» TMPOCTABIAIOTCS OTMETKH O 3aBEJCHUHU L,
MEePEXOSIIINX JeJaX, BbIICTICHUH JIe]T K YHUUYTOXKEHUIO, O JIMIaX OTBETCTBEHHBIX 32
odopMIeHHUE A€, O Tepeaayde e B IPYyroe CTPyKTYPHOE MOApa3ieiieHue.

10.2.®opmupoBaHue aen.

dopmupoBaHUEM JIe]T 3aHUMAIOTCS JIMIA, OTBETCTBEHHBIE 3a JEIONPOU3BOICTRO.

[Tpu popMupoBanuu ey COOTIOIAIOTCS CISAYIOIINE TpaBUJIa;

— B JEJO TOMENIAIOTCA TOJBKO HCIIOJIHEHHBIE, MPaBWIbHO O(OpMIICHHBIC
JIOKYMEHTBI B COOTBETCTBHU C 3aroJIOBKaMU JIeJ1 IO HOMEHKJIATYPE;

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

— IPYNIUPYIOTCS B €10 TOKYMEHTHI OJJHOTO KaJIEHJapHOr0 WM y4eOHOro roja,
32 UCKJIFOUEHUEM MEPEXOSIINX U JINYHBIX JIETT;

— JIOKYMEHTbl BHYTpPHU JIeJla PacIojaratoTcsi B XPOHOJOTUYECKOUM, BOMPOCHO-
JIOTUYECKOM MOCJIeA0BAaTEILHOCTH UM UX COUYETAHUH;
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— B JIETIO BKJIFOUAETCS TI0 OJTHOMY IK3EMILTSPY KaXKIOro JOKYMEHTA;

— HE TMOoMematb B JIeJ0 JOKYMEHTBI, MOJJEKAIUe BO3BpaTy, JHUIIHHUE
AK3EMIUISPHI U YEPHOBUKH;

— pacropsAIuTENbHbIE TOKYMEHTHI TPYNIUPYIOTCA B JIeja 10 BUAaM U HOMEPaM C
OTHOCSIIUMUCS K HUM TPUIIOKCHHUSIMU;

— BCE [JOKYMEHTbl OTYETHOTO WM HWH(POPMAIMOHHOTO Xapakrepa IIo
UCIIOJIHEHUIO JIOKYMEHTOB, HaXOSIIMXCA Ha KOHTPOJIE, MOJUIMBAIOTCS B JIEJIO
NEPENUCKU 3a TEKYIIHMH TroJI;

—  TOJIOKEHHUS,  WHCTPYKIMH,  YTBEPKICHHBIE  PaACIOPSAUTEIbHBIMU
JOKYMEHTaMU, SIBIIAIOTCS TMPUIOKEHUSAMH K HHUM U TPYNIHUPYIOTCI BMECTE C
yKa3aHHBIMH JIOKyMeHTaMu. Eciu ke OHM yTBEp:K/ICHBI B KAYECTBE CAMOCTOSITEIIbHOTO
JIOKyMEHTA, TO UX IPYIIUPYIOT B CAMOCTOSTEIIbHBIE JIeIIa;

— TPUKAa3bl 0 OCHOBHOM NEATEIHHOCTH TPYNIUPYIOTCS OTACIBHO OT MPHUKA30B
M0 JTUYHOMY COCTaBY;

— TPOTOKOJIBI B JIEJI€ PACTIONAraloTCsi B XpOHOJIOTHIECKOM MOPSIKE 10 HOMEpaM.
JIOKyMeHTBI K  MPOTOKOJAaM,  CIPYNNHpPOBaHHBIE B  OTHETbHBIE  Jena,
CHUCTEeMATU3UPYIOTCS TI0 HOMEpaM MPOTOKOJIOB;

— YTBEPKIEHHBIC TUIAHBI, OTYCTHI, CMETHI, TUMHUTHI, TUTYJIHBIC CITUCKH U IPYTHE
JOKYMEHTBHI TPYIIUPYIOTCS OTAEIBHO OT MPOEKTOB. JIOKYMEHTHI B JIMYHBIX JeJax
pacnojararTcs o Mepe UX MOCTYIICHUS.

— TepenucKa TpyHnmupyeTcss 3a  HepuojJ  KaJleHAapHOro roja H
CUCTEMATU3UPYETCS B XPOHOJOTMYECKOM TMOCIEI0BATENbHOCTH: JOKYMEHT—OTBET
NOMEIIAeTcsl 3a JOKyMEHTOM—3ampocoM. [Ipu BO30OHOBIEHMM TEPENUCKH I10
ONpENEIEHHOMY BOIIPOCY, HayaBHIeWcs B NOPEOblIylIeM TOAY, JOKYMEHTbI
BKJIFOYAIOTCS B J€JI0 TEKYIIET0 rojia ¢ yKazaHueM MHJIEKCa Jesla IPeIblIyIero roja.

— pa3AenbHO TPYNIUPYIOTCA B Jefia JOKYMEHTHI IMOCTOSTHHOTO M BPEMEHHOTO
CPOKOB XpaHCHHS,

— 1o 00beMy JeNI0 He TOJDKHO MpeBbImath 250 IMCTOB, IpU TONIIKWHE HE Ooyee
4 cMm.

[Tpu mpeBbIICHNH JaHHOTO 00beMa 3aBOAUTCS BTOpoil ToM. Jleno crmBaetcs B
4yeThipe mpokoja. [Ipu Hamuumm B JAene HECKOJIbKHX TOMOB (YacTed) HWHIEKC Hu
3arojIOBOK JieJla MPOCTABIIAIOTCS HA KaXJIOM TOME C J00aBieHHEM OOO3HAYEHUM:
«Tom 1», «Tom 2» u T.11.

10.3. [lepenaua nen Ha apXUBHOE XpaHEHUE

10.3.1. [ena monroBpemeHHOTO (CBbImie 10 J€T) W MOCTOSTHHOTO CpOKa
XpaHEHHsI JOJDKHBI OBITh COXPAaHEHBI B apxuBe YHUBepcuTeTa. JOKyMEHTHI
MOCTOSIHHOTO U BPEMEHHOT'O XpaHEeHUs! HE0OXOAUMO TPYNIUPOBATh B OT/AEIbHBIC JeNa.

10.3.2. JIns mepemauum Ha apXMBHOE XpaHEHUE Jella MOJIIMBAIOTCS Ha 4
IPOKOJIa B TBEPAYIO OOJIOKKY M3 KapToHa. s e, He MoJjexalux MOCTOSHHOMY
XpaHEHMIO, JOIMYCKAETCS MPUMEHEHHE MEPEIUIETHBIX padOT C y4e€TOM BO3MOXKHOCTH
CBOOOJIHOTO YTEHMSI TEKCTA BCEX JIOKYMEHTOB, JaT, BU3 U PE30JIIOLIMI HAa HUX.
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10.3.3. B memsax oOecnedeHuss COXPAaHHOCTH M 3aKPEIUICHUS TMOPAIKa
PacIoIOKEHHUST JOKYMEHTOB, BKIIFOUYSHHBIX B JIEJI0, BCE JIUCTHI 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 IPOMHUCHIO KOJTUIESCTBO JINCTOB B JAHHOM
7ene, JTUTepHbIe (MPOHYMEPOBAaHHBIC) W TMPOIYIIEHHBIE HOMEpa JIMCTOB, HOMEpa
JUCTOB C HAKJICEHHBIMH JIOKYMEHTAMU, HOMEpPA JIMCTOB C KOHBEPTAMHU U BIIOKECHUI B
HUX, HOMEpa KPYyMTHOPOPMATHBIX JIUCTOB, KapT, PUCYHKOB, TUIAHOB U TaK J1ajie€ B TOM
ciIydae, eclid 3TO UCKJIIOUEHHUs U3 OOIIEero cocTaBa JIOKYMEHTOB Jielia. 3aBepUTelIbHAS
HAJMUCh TOJIUCHIBACTCS €€ COCTaBUTEIEM C YKa3aHHEeM paciii(PpoOBKH MOAIMKCH,
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;

— KOJUYECTBO JIUCTOB B Jeje (MPOCTaBiseTCss Ha OOJIOXKKE Jena B
COOTBETCTBUH C HTOTOBOW HAJITUCHIO);

—  JIaThI TIEPBOTO U TIOCIICTHETO JOKYMEHTOB;

— CpOK XpaHEHUS Jiea;

— 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
3aroJIOBKU /€N HE PACKPBIBAIOT KOHKPETHOE COJEp)KaHHME TOKYMEHTOB, HaIpHUMeEp:
«IIpuKa3pl IO OCHOBHOM JIEATEILHOCTHY, & TAKXKE IS CIICHU(PUIHON TOKYMEHTAIIUN —
JUYHBIC JIeJIa, Jeia O MPUCYXKICHUN YUYCHBIX CTEIICHEH W TPUCBOCHUH YUEHBIX 3BaHHM
U T.J1. BHyTpeHHss ommch HyMmepyeTcs OTAelbHO. ONHMCh COCTaBISETCS B JBYX
AK3EMIUISIpaxX: MEPBBIM BMECTE C JEIaMH IEpeacTcss B apXuB, BTOPOW OCTaeTcs B
MO/Ipa3ieTICHUN.

10.3.7. Jlenma, 3aKkOHYEHHBIC TIPOM3BOJICTBOM, XPAHATCI B CTPYKTYPHBIX
MO/IPA3/ICNICHUSAX B TEUEHUE TPEX JIET, MOCJEe Yero Ha OCHOBAaHWUU aKTa CHAIOTCS B
apxus HBI'Y. Ilpuem kaxmoro pgena mpoW3BOAUTCS pPaOOTHUKOM apXuBa
YHuBepcuTrera B TPUCYTCTBUM  pPAa0OTHHKA CTPYKTYPHOTO  TOJpa3fCciiCHHS,
NepeatoIero aena.

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

— 3aroJIOBKH JIeJI BHOCSTCSI B ONHCh B COOTBETCTBHU C TPHUHSATOM CXEMOH
CUCTEMAaTHU3aIlMi Ha OCHOBE HOMEHKJIATYPHI JIEJT Y HUBEPCHUTETA,;

— KaXJ0€ JeJI0 BHOCHUTCS B ONHUCh TIOJT CaMOCTOSATEIBHBIM TOPSIKOBBIM
HOMEPOM (€CITU JIEI0 COCTOUT M3 HECKOJIbKUX TOMOB HJIA YaCTeH, TO KaKIIbIi TOM WIJIH
9aCTh BHOCUTCS B OMHKChH MO OT/ICTLHBIM HOMEPOM);
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— rpadbl OMUCH 3arOJHSIIOTCS B TOYHOM COOTBETCTBUU C TEMHU CBEIACHHUSIMH,
KOTOpBIEC BHIHECEHBI Ha OOJIOKKY JIeIa;

— MpY BHECEHUU B OIMHUCH TMOIPSA ACN C OJWHAKOBBIMU 3ar0JIOBKAMH ITHIICTCS
MOJIHOCTBIO 3aroJIOBOK TMEpBOro Jejla, a BCE OCTaJbHbIE OJIHOPOJHBIC Jelia
o0o3HauaroTcst cnoBaMu «To ey, Ipu 3TOM JAPYTUe CBEACHHS O Jesiax BHOCSTCS B
OMKCh TOJIHOCTHIO (HAa Ka)XJOM HOBOM JIMCTE OIHUCH 3aroJIOBOK BOCHPOU3BOJUTCS
MIOJTHOCTHIO);

— rpada omucu «lIlpumedanue» HCHOIB3yeTCA Il OTMETOK O TpUEMe e,
OCOOCHHOCTSIX UX (PU3UYECKOTO COCTOSIHUS, O HAJTMYUH KOMUN U T.II.

10.3.9. OTBETCTBEHHOCTh 3a CBOCBPEMEHHOEC M KAa4CCTBEHHOE COCTaBIICHUC
OTIHCH eI CTPYKTYPHBIX MOJpa3AeieHuil HECYT PyKOBOIUTEIH STUX MOAPA3/ICICHUN.

10.3.10. leta ¢ BpeMEHHBIMH CpPOKaMU XpaHEHUs 0OpabaThIBaOTCA
YOPOIIEHHO, TO €CTh OCTABJISIIOTCS Ha CKOPOCIHIMBATENSX, HE HYMEpPYITCH,
3aBEPUTEIIbHBIX HAJIIHUCEN HE JEeIaeTCs.

10.3.11. Bes paborta mo sKcnepTU3e IIEHHOCTH JTOKYMEHTAJIbHBIX MaTepHasioB,
MOJTOTOBKE U Tepe/lade WX Ha XpaHEHUE MPOU3BOJUTCS IOJ PYKOBOJCTBOM
apxuBapuyca YHHUBEPCHUTETA.

10.4. DxcrnepTH3a EHHOCTH U MOPSAOK YHUUYTOKEHUS TOKYMEHTOB

10.4.1. DkcmepTH3a IIEHHOCTH JOKYMEHTOB — OTpEICIICHHE I[IEHHOCTH
JOKYMEHTOB C II€JIbI0 0TOOpa MX HA XpaHEHHE U yCTaHOBJICHUE CPOKOB XpaHEHUSI.

10.4.2. DxcmepThsa MEHHOCTH MPOBOIUTCS MPHU COCTABICHUM HOMEHKIATYPBI
nen, pu GOPMHUPOBAHUU JCNT U TIPOBEPKE MPABHIBHOCTH OTHECCHUS TOKYMEHTOB K
7iesiaM, TIpY TIOJITOTOBKE JIeJT K TIOCTEAYIONIEMY XpaHEHUIO WIIH YHHUTOKEHHIO.

10.4.3. Jlns opraHu3anmuy W TPOBEACHHUS pabOT MO JKCHEPTHU3E IEHHOCTH
JIOKYMEHTOB U TIOJITOTOBKE MX K TIEpe/iaue Ha apXUBHOE XPaHEHHUE MPUKA30M PEKTOpa
B HBI'Y noctostnHO nefictByeT axcniepTHas komuccus (9K).

10.4.4. Ot0Gop HOKYMEHTOB [JIsi TOCTOSIHHOTO XpaHEHUs MPOBOJIUTCS B
COOTBETCTBUM C HOMEHKIATypOW Jel TyTeM IMOJHMCTHOrO TpocMoTpa nei. He
JIOITyCKaeTCsl 0TOOp TOKYMEHTOB JJISI XpaHEHUSI U YHUUTOXKEHUS TOJIBKO HA OCHOBAaHUU
3aroJIOBKOB Jiell. B nmenmax MmoCTOSSHHOTO XpaHEHUs MOMJIekKaT U3BATHIO TyOJeTHBIC
AK3EMIUISIPHl IOKYMEHTOB, YEPHOBHUKH, HEO(DOPMIICHHBIE KOMHH JIOKYMEHTOB U HE
OTHOCSIIIHMECS K BOIIPOCY TOKYMEHTHI BPEMEHHOTO CPOKA XPaHCHHSI.

10.4.5. DK mnpoBoauT 3acelaHusi B COOTBETCTBUU C IUJITaHAMHU pPaOOTHI,
YTBEPKIAAEMBIMU PEKTOPOM, TI0O Mepe HEOOXOAMMOCTH, HO HE peXe ABYX pa3 B TOI.
Pemennss DK  npuHumarorcss  OOJBIIMHCTBOM  rojiocoB.  3acemanus  OK
IPOTOKOTMUPYIOTCS. [IpOTOKONBI TMOAMUCHIBAIOTCSA TMpeaceaaTesieM U CeKpeTapeM
KOMHCCHUH.

10.4.6. Ilo pe3ynbraTaM 3KCHEPTU3bI IEHHOCTU JOKYMEHTOB OTOMPAIOTCS Jena
sl mepenayn B apxuB. Ha nema ¢ ucrekmmm cpokom xpanenus (Oomnee 10 imer)
COCTaBIISIETCSl OMHUCh U MPEJOCTABISETCS B YIpaBlIeHUE MO paboTe ¢ MEPCOHAIOM U
JOKYMEHTAIlMOHHOMY obOecreueHuo. JJOKkyMeHTOBel Ha OCHOBAaHUU OMKCU COCTABIISET
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aKT O BBIACIICHUU K YHUUYTOXKEHUIO JOKYMEHTOB, HE MOJJICKAIINX XPAaHEHUIO, B ABYX
IK3eMIUIApaX, KOTOPBIA  YTBEP)KIACTCsl  PEKTOPOM, 3aTeM  IOJIMUCHIBAETCS
COCTaBUTEJEM, PYKOBOJIWTENEM TNOJpa3AeieHusl, JU00 JHUIIOM OTBETCTBEHHBIM 3a
YHUYTOXKEHUE JOKYMEHTOB.

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

10.4.8. Ilpu mnpoBeAeHHWHU OHKCHEPTH3bI B apXHWBE HCHOJB3YIOTCS IEPEUYHH
JIOKyMEHTOB C YKa3aHHEM CPOKOB MX XpaHEHHs, HOMEHKJIAaTypa /el Y HUBEPCUTETA,
YTBEPK/ICHHAS B YCTAHOBJICHHOM IOPSIIKE.

10.4.9. TlpoBenenue 3KCHEpTU3bl B apxuBe Oa3upyeTcs Ha aHAIM3E COCTaBa
JOKYMEHTallul  YHHMBEpCUTETa, B  IEPBYI0  OYEpeIb  OpPraHU3al[MOHHO-
pacnopsIMTeIbHON (MPUKA30B, PACHOPSHKEHUN, PEIICHUM, MPOTOKOJIOB W T.II.), a
TaKk)Ke TUTAHOBOM M OTYETHOW MOKyMeHTanuu. [Ipu »ToM yTouHsercs, rae (B Kakux
CTPYKTYPHBIX TMOAPA3/ICICHHUIX) OCTABIISIFOTCS HAa XPaHEHHE OCHOBHBIC IK3EMILISPHI
ATUX AOKYMEHTOB. [IoBTOpSIOIIHECS IK3EMIUISIPHI BBIACISIOTCS K YHUUTOXCHHIO.

10.4.10. TIpm npoBeAeHHH SKCIEPTH3bI JOKYMEHTOB B apXHWBE YTOUHSIETCS
TaKk)KE€ XapakTep TOBTOPEHHUs cojepikamieiics B HHUX HHQOpManmmu B JPYrUX
JOKYMEHTax: BHUJ, (GopMa W TMOJHOTa TOBTOpEeHHA. BwigeneHne TOKYMEHTOB C
MOBTOPSIONIECS H(MOpPMaNMed K YHUUYTOXKCHHUIO MPOBOAUTCS TOJIBKO TOCTE CBEPKU
UX C JOKyMEHTaMH, OCTaBISIEMbIMH Ha TOCYJapCTBEHHOE XpaHEHHE, TI0]l
METOJUYECKIM PYKOBOJICTBOM COOTBETCTBYIOIIETO rOCYJapCTBEHHOTO apXHBa.

10.4.11. B cmydyae oOHapyXeHHS B TIPOIECCE€ TPOBEICHUS DKCIEPTU3BI
HEJ0CTaul JOKYMEHTOB MOCTOSSHHOTO XPaHEHUs, COOTBETCTBYIOLUIMMH OTIECIAMU U
JIPYTUMHU CTPYKTYPHBIMHU TIOJIPA3/ICTICHUSIMUA Y HUBEPCUTETA MPUHUMAIOTCS MEPHI 110
UX PO3BICKY.

[To pesynbraTtam 3KCHEPTU3BI IEHHOCTH JOKYMEHTOB COCTABIISIOTCSI OMUCH JIET
MOCTOSTHHOTO, BpeMeHHOTo (cBbIme 10 JeT) XpaHeHus ¥ 10 JTUYHOMY COCTaBy, a TaK¥Ke
aKThI O BBIACICHUH Jie K yHuuTtoxkeHuto ([Ipunoxkenue 18). Jlena BkIro4arOTCs B aKT
O BBIICTICHUM K YHUYTOXCHHIO, €CJIHM TMPETYCMOTPEHHBIA i HUX CPOK XpaHEHUS
UCTeK K | sHBaps roja, B KOTOPOM COCTaBJIeH akT. Hampumep, nena ¢ TpexJIeTHUM
CPOKOM XpaHEHHMsI, 3aKOHYEHHbIE aenonpou3BoactBoM B 2013 roamy, Moryt ObITh
BKJIFOYEHBI B aKT, KOTOpbIA OyneT coctaBieH He panee | smBaps 2017 rona,
C MATWIETHUM CPOKOM XpaHeHus — He paHee | ssHBaps 2019 rona.

11. HW3roromJieHHUe, YY€T, HCIOJIb30BAHNE U XPAHEHHE NeYaTel, ITAMIIOB
1 OJIAHKOB JOKYMEHTOB

11.1. Bwunapl nevateil ¥ MTaAMIOB, TOPSIAOK UX U3TOTOBJICHUS

Jnsg  ynoctoBepeHHs MOJJIWHHOCTH JTOKYMEHTOB WJIA COOTBETCTBUS KONUU
NOKYMEHTOB  MOJUIMHHUKaM B  YHUBEPCHUTETE  HCHOJIb3YKOTCA  I€4aTb  C
BocripousBeAeHueM [ocymapctBeHHoro repda Poccuiickoit ®depeparuu (nanee —
repOoBas mevarth).
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Pemenne 00 W3roToBieHMM repOOBOM  ME€YaTH NPUHUMAET  PEKTOP
VYuusepcurera. ['epboBas MacTuyHas edyaTh Y HUBEPCUTETA JIOJKHA COOTBETCTBOBATH
tpeboBarmsm ['OCT P 51511-2001.

UzroroBnenne repOOBOM TeuaTd YHHBEPCUTETA OJDKHO OCYIIECTBISATHCS
noMurpaUYecKUMU WM IITEMIIETbHO-TPABEPHBIMU TMPEANPUATHSIMHU, HMEIOIIUMU
JULEH3MIO0 HAa U3rOTOBJIEHUE NeYaTeil ¢ Bocrnpou3BeneHneM ['ocyaapcTBeHHOro repoa
P® u ceptudukaTsl 0 HAIMYMK TEXHUYECKUX M TEXHOJOTUYECKUX BO3MOKHOCTEH IS
U3TOTOBJICHUS JAHHOTO BH/JA IPOAYKIMHU Ha JOHDKHOM KaueCTBEHHOM YPOBHE.

Kpome mnewarn c wuszoOpaxxkenuem [ocymapctBeHHoro repba Poccuiickoi
@enepann B YHUBEPCUTETE MOTYT HCIIOJIB30BAaTbCA I€Y4aTU  CTPYKTYPHBIX
NOJpa3/ICICHUM, MeYaTh Uil OTACNIBHBIX KaTEropuil JTOKYMEHTOB, METAJUINYECKHE
BBDKMMHBIC [1€YATH JIJIS1 ONI€YaThIBAHUS TOMEIICHUN.

[leyaTh CTPYKTypHOro MOAPA3ACICHUS JOJKHA UMETh (OpMY IPaBUIBHOTO
kpyra muamerpom 40 mMM. Kpas newarn okaiimiieHbl OopTukoM. B neHTpe medaru
yKa3aHO HaMMEHOBAaHUE CTPYKTYpPHOTO MoApasjeiieHus (YmpaBieHHe 1Mo paboTe C
MEPCOHAJIOM U JOKYMEHTAlMOHHOMY OOECIEUYEeHHIO), OKaMJIEHHOE MpPaBUIbHBIM
KPYroM IuaMeTpoM 25 MM. MexXay BHYTPEHHEN M BHEIIHEH OKPYXHOCTSMH B JIBE
CTPOKHM pa3MellaeTcsl IMOJIHOE HauMEHOBaHME YHUBepcuTeTta: * @enepanbHOe
rocyJlapCTBEHHOE  OIKETHOEe  00pa3oBarelibHOE™  YUpekJIeHHE  BBICIIETO
oOpazoBanus* «HwKHEBapTOBCKUU TOCYAapCTBEHHBIA yHHBepcuTeT» *. Tekct B
Ka)KJI0 CTPOKE Pa3JesIeH 3BE3/109KOM.

Jnst  omeuaThiBaHUST  ceW(OB, XpAHUIUI, TOMEIIEHUH  HUCIHOJIb3YIOTCS
METAJJINYECKUE BBDKMMHBIE ME€YaTH C WACHTU(PUKAIIMOHHBIM YYETHBIM HOMEPOM
(HOMEepHBIE meyatn).

Jlnst mpocTaBieHUsT OTMETOK O MOJIYYEHHMH, PErMCTPALMM, MPOXOXKACHUU U
UCIIOJIHEHUH JTOKYMEHTOB, IPYTrMX OTMETOK CIPABOYHOTO XapakTepa MPUMEHSIOTCS
COOTBETCTBYIOIINE MACTHYHBIE IIITAMIIBI.

11.2. W3roTtoBieHue medareil M IITAMIIOB OCYIIECTBISETCS dYepe3 OTael
MaTepUAIbHO-TEXHUUYECKOTO CHA0XKEHMsI YHUBEpPCUTETA MO 3asgBKaM PYKOBOAMUTENEH
CTPYKTYPHBIX MOJIpa3/IeJICHUI, HA OCHOBAaHUU PEILICHUS PEKTOPA.

N3roToBnenue nyonmkaTa neyaTu AOMYCKAETCS TOJIBKO B CIydae €€ yTpaThl WK
M3HOCA 10 PELIEHUIO PEKTOPA.

JlomonHUTENbHOE HW3rOTOBJCHHUE MedyaTed ¢ WIACHTU(PHUKAIIMOHHBIM YYETHBIM
HOMEPOM MPOU3BOJIUTCS IO BO3PACTAHUU UACHTU(PUKAIIMIOHHBIX HOMEPOB.

Heo0xoaumMocTh M3roTOBIIEHUS IITaMNa ¢ (PAaKCUMIIBHBIM BOCIPOU3BEICHUEM
MOANKCH PEKTOPA, ONPEAEIIAECTCA HEOCPEACTBEHHO PEKTOPOM Y HUBEPCHUTETA.

11.3. Tlopsimok ydera, BeIga4u (caa4yu) medareid (ITaMmoB) U 00ECTICUCHUS HX
COXPaHHOCTH

VYuer, XpaHeHHME W BblJaya BCEX ME€YaTel M IITAMIIOB B YHHMBEPCUTETE
BO3JIaraeTcsi Ha YmpaBjieHHe M0 padoTe C MEepCOHAIOM M JOKYMEHTAlMOHHOMY
obecnieyeHuto.  Bbigaya  mewated  (mmTammoB) — paOOTHUKaM,  INEPCOHAIBHO
OTBETCTBEHHBIM 32 MX HUCIIOJIb30BAHUE M XPAHEHUE, OCYILIECTBISETCS O] POCIKCH B

\ CMK-U-TII101.07 | Bepems2 | ara02.11.2018 | Cp. 36/86 |




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu
k B denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
'\' BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)
T CucreMa MeHEeIKMEHTAa Ka4YecTBa
CMK-HU-III101.07 NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

KypHaJIe ydera Iedared M mraminoB. JIMCTBI KypHajia ydera IedaTred M IITaMIIOB
HYMEPYIOTCSI, IPOIIHYPOBBIBAKOTCS U ONEYATHIBAIOTCS.

PykoBoguTenn CTPYKTYpHBIX HOJPAa3JA€iI€HUl CBOMMH PacCHOPSKEHUSAMHU
Ha3HA4alT pabOTHUKOB, OTBETCTBEHHBIX 3a MOJIYYEHUE, XPAHECHUE W HCIIOJIb30BAHUE
neyateil (IITaMIOB), YCTAHABIMBAIOT IIEPCOHAJIBHYID OTBETCTBEHHOCTh 3THX
pabOTHUKOB 3a MOJY4YCHHBIC Me4YaTH (IITaMIlbl), a TAKXKE OMPEICNAIOT MOPSAOK HX
XPaHEHMsI ¥ UCTIOIb30BAHUSI, UCKIIIOYAIOIINI YTpaTy U HApyIlIEHHUE B UCIIOIb30BaAHUU.

BpemenHasa mnepenaya medareil U IITAaMIIOB OT OJHOTO OTBETCTBEHHOTO JIMIIA
JIPYrOMY BHYTPH CTPYKTYPHOIO MOJpAa3esieHHs (B CBSI3H C YOBITUEM B KOMaHIUPOBKY,
yXOJOM B OTIIYCK) OCYIIECTBIsieTCa 1O akTy. JlaHHBIA akT yTBepKaaercs
PYKOBOJHTEIIEM CTPYKTYPHOT'O MOAPA3IAECIICHHUS.

[Ipn yBOJIbBHEHUM OTBETCTBEHHOTO JIMIIA WJIM TEPEBOAEC HA WHYIO IOJIKHOCTH
YUCIISIIIKECS 32 HUM Ie4YaTy (IITaMIbl) IEPEA0TCs APYroMy pabOTHUKY MO POCIUCH
B KHUTE y4deTa Mevareid U IITAMIIOB C COOTBETCTBYIOIIEH OTMETKON B 0OXOJHOM JIMCTE
YBOJIBHSIEMOTO.

[lepenaua mevaTreld W IWITAMIIOB IOCTOPOHHUM JIMI]AM, BBIHOC II€4aTed
(wTaMmnoB) 3a mpenensl 3[aHHUS  YHUBEPCUTETa, KPOME HOMEPHBIX Ie4yaTeil, He
JIOITYCKAETCs.

B cnyuae ytpatsl nedaru (mrammna) paOOTHUKY HEMEUIEHHO COO0IIatoT 00 3TOM
PYKOBOJIHUTEIO COOTBETCTBYIOIIETO CTPYKTYPHOTO IMOAPA3IACIICHHUS.

[To dakram yTpaThl meyaTeit (IITaMIIOB) WM HAPYIICHUH B UX MCIOJIb30BAHUU
PYKOBOIMTEIb CTPYKTYPHOTO MOJIpa3esieHusl IPOBOAUT CIyKE€OHOE paccieoBaHue, O
pesynbpTatax Kotoporo HWHGOPMHUPYET pekTopa YHHBepcuTeTra (MaTepualibl
paccieoBaHdsT BMECT€ C BBIBOAAMU U MpelokeHusiMu  pykoBojaurtenb CII
JIOKJIa/IbIBACT PEKTOPY ISl IPUHSTHS PEIICHHU).

['epOoBasi meyaTh YHHUBEpPCUTETA, 3aKpeIUICHHAs 3a JOJKHOCTHBIM JIMIIOM,
xpanurcs B cerde. Ilo okoHuanuu pabouero aHs ceiid u ciry>)xeOHOe MOMENIEHUE, B
KOTOPOM OH HAaXOJMUTCS, YCTAHOBJICHHBIM MOPSIIKOM CIIAE€TCA MO OXpaHy.

Hpyrve nmedatu W IITaMIbl XpaHATCS B HAJEKHO 3alMUPAEMbIX IIKadax
(srmKax).

11.4. Tlopsok UCTOJI30BaHMS TieyaTel (IITaMIIOB)

11.4.1. B YHUBepCUTETE UCIOIB3YIOTCA TepOOBasi MAaCTUYHAS Te4aTh B OJHOM
DK3EMIUIIpE, KOTOpas XpaHUTCS B YIOpaBleHUH MO paboTe ¢ TMEepcoHaIOM U
JOKYMEHTAIlMOHHOMY OOECHEUYECHUI0 U UCHOJb3YeTCs JUIsl MPOCTaBICHHUsI OTTHCKAa Ha
CJIeIyIOIIUE JOKYMEHTBI:

— JIOBEPEHHOCTH, BBIJABAEMBIE U YIOCTOBEPSAEMBIE PEKTOPOM;

— JIOTOBOPBI, 3aKII0YaeMble Y HUBEPCUTETOM;

— aKThl (MPUEMKHU 3aKOHYEHHBIX CTPOUTEIHCTBOM OOBEKTOB, 00OPYIOBaHUS,
BBITIOJTHEHHBIX pa0O0T, OMUCAHUS, IKCIIEPTU3HI U T.11.);

— NPEACTaBICHUS M XOJaTaiicTBa (O HarpaxKJIE€HUU TrOCYJIapCTBEHHBIMU
Harpajamu u T.1.);

| CMK-U-TIT101.07 | Bepecus2 | [ara02.11.2018 | Cp.37/86 |




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE rocyIapCcTBEHHOE OI0/PKETHOE 00pa30BaTeNIbHOE YUPEXKICHHE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

— rapaHTUHHBIC TMChMA (Ha BBITIOJHEHHE paboT, OKa3aHHEe YCIYyT U T.11.);

— KOMaHJMPOBOYHBIE yIOCTOBEPEHHs (711 3aBEPEHUsI OTMETOK 00 YOBITUH U
MPUOBITHHN paOOTHUKA);

— JIOBEPEHHOCTH Ha MOJIyYEHNE TOBAPHO-MATEPUAIIBHBIX IEHHOCTEW;

— 3aKJIIOYCHUS W OT3bIBBI OpraHu3alluii Ha JuccepTaluu, aBTopedepaTsl,
HaIIpaBJIsiEMbIE B BBICIIYIO aTTECTAlMOHHYIO KOMUCCHIO;

— 00paslbl OTTUCKOB MeyaTel M monnuceil pabOTHUKOB, MMEIOIIMX IPaBO
COBeEpILIeHUs (PUHAHCOBO-X035UCTBEHHBIX OIEpaIuii;

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

— peecTpbl (YEKOB, OIOJDKETHBIX TMOPYYCHUH, TIEPEUUCICHUS JEHEXKHBIX
CPEICTB, MPEJCTABIAEMbIX B OaHK U yupexjaeHus PenepasbHOr0 Ka3HAyeHCTBA U
T.0.);

— OyXraiaTepcKkue U CTAaTHCTHYECKUE OTUYETHI;

— CMETBI PacXo0B;

— CIpaBKu (JMMUTHBIC, O BBIILJIATaX M3 3apaOOTHOM IUIATHI, UCIOJIb30BAHUU
OIO/KETHBIX ACCUTHOBaHUM, O HAYMCIIEHHON U MPUYUTAIOLIEHCs 3apab0OTHOM Tu1aTe u
T.1.);

— WHBIE  JIOKYMEHTBHI,  OTHOCAIIMECS K  (DUHAHCOBO-XO3MCTBEHHOMU
NEATEIbBHOCTY Y HUBEPCHUTETa, B CIy4asiX, MPEAyCMOTPEHHBIX HOPMATHBHBIMU
MIPABOBBIMHU aKTaMH JEHCTBYIOIIETO 3aKOHOIaTeNbCTBA Pocculickont denepanuu;

— MHBIE JOKYMEHTBI ISl YAOCTOBEPEHHUS MOJMKUCH JOJKHOCTHOTO JIUIA,
MMEIOIIEr0 MpaBO JAECUCTBOBaTH OT MMEHU YHHUBEPCUTETA, a TAKXKe JOKYMEHTHI,
TpeOyIollMe Haau4Msi OTTUCKA repOOBOM IMEeYaTH B COOTBETCTBUM C JICUCTBYIOIIUM
3aKOHOAATEIBCTBOM.

[leyaThio 3aBEpAIOTCS MOJIMKCH PEKTOPA, IJIABHOTO OyXranrepa, a TakKe Ipyrux
JOJDKHOCTHBIX JIML, KOTOPbIM MWJIM TPUKA30M PEKTOpa, WIH JOBEPEHHOCTHIO
IPEIOCTaBIEHBl COOTBETCTBYIOUIUE TTOJIHOMOYHS.

11.4.2. TleyaTbio CTPYKTYpHOTO TOAPA3ACICHUS YIOCTOBEPSIETCS TOJIUCH
PYKOBOJUTENS JAHHOTO MOJIPA3/ICJICHHS WK €TI0 3aMECTUTEIIS.

[TopsAnoK MCMOJIB30BaHUSA MACTUYHBIX ME€4YaTed CTPYKTYPHBIX MNOAPA3ICICHUN
ONpPENENSAETCS NPUKA30M PEKTOPA.

Howmepnble meyaTy mpuMeHsieTcsl JJIsl OneYaThIBaHUSI CEH(OB U METAIITUICCKUX
mKkadoB, a Takke ISl OnevyaThIBaHHS JBEpEd TMOMEIICHUM, KOTOPhIE CHAIOTCS O]
OXpaHy.

MactruHble IITaMIIbl NPUMEHSIOTCS B AEJONPOU3BOJICTBE I MPOCTABIICHHUS
OTMETOK O MOJYyYEHUH, PETUCTPALMH, IPOXOKICHUN U HCIOJIHEHUU JOKYMEHTOB, a
TaKXe IPYrUX OTMETOK CIIPAaBOYHOI'0 XapaKTepa.

He nonyckaercs mnpocTaBieHUE Ie4aTed M IITaMIOB Ha JOKYMEHTax M
MaTepuaiax, He OTHOCSAIIMXCA K cdepe JeATeIbHOCTH WM MPEBBIIIAOIINX
KOMIIETEHIIMIO Y HUBEPCUTETA, €T0 CTPYKTYPHBIX MOAPA3AEIEHUN.
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[Ipu 3aBepeHNU TOKyMEHTa repOOBOM MEYaThlO0 €€ OTTUCK JOJKEH 3aXBaThIBaTh
Y4acTh CJIOB B HANMEHOBAHUM JIOJIKHOCTH JIMIA, TOAMUCABIIETO TOKYMEHT.

11.5. Tlopsinok YHUUTOXKEHUS MeYaTel v IITaMIIOB

[Ipuieame B HETOAHOCTH B X0/J1€ SKCIUTYaTallMy WU BBIBEJICHHbBIC U3 ICUCTBUS
W yTpaTUBIIME TMPAKTUYECKOE 3HAUYEHUE TMe4YaTH U IITaMIbl  MOJJIeXkaT
LEHTPATU30BAHHOMY YHHUUTOKEHHUIO U CIIMCAHUIO C YUETA.

OTO60p W YHUYTOXKEHUE TedaTeid W IITaMIIOB MPOU3BOAUTCS KOMHCCHEM,
Ha3HA4aeMOM MPHUKA30M peKTopa. B cocTaB KOMHCCHMM Ha3HAYalOTCS HE MEHEE TPEeX
YEJIOBEK, OJIMH U3 KOTOPBIX JIOJKEH ObITh paOOTHHUK, OTBETCTBEHHBIN 32 YUET mevaTeit
Y LITaMIIOB.

Ha Bce oToOpaHHbIe K YHUUTOXXEHHIO TIEYAaTH U IITAMITBI COCTABIISIETCA aKT. AKT,
C TPOCTaBJIECHHUEM OTTHUCKOB YHUYTOXA€MBIX M€YaTe€l W IITaMIIOB, COCTaBIISIET
pabOTHUK, OTBETCTBEHHBIN 3a YUET U XpaHEHHUE MeYaTei U IITaMIIOB.

B akte 00 yHMuYTOXXE€HHME medaTeil (IITaMIoB) UCHpPABICHUS HE JOMYCKaIOTCS.
Komuccusa npoepsier Hanuune Bcex neyaTed (IITaMIIOB), BKIIOYEHHBIX B akT. [lpu
MPOBEPKE 0CO00E BHUMAHKE YJICHOB KOMUCCHU JIOJDKHO OBITH 00paIieHo Ha TO, YTOObI
B YMCJIE YHUYTOXKAEMBIX NeyaTel (IITaMIOB) HE MOTJIM OKa3aThCs Kakue-Iubo Apyrue
neyatd (WITamIbl), HE BKJIIOYEHHbIE B aKT, WM UYTOObl HE OBUIM JOMYIIEHBI
PACXOXKICHUSI MEXK/TY 3alUCSIMU B aKTe, CAMUMU MevaTsMu (IITaMIIaMu) U 3aUCsIMUA B
KHUTE€ ydeTa medyared M mrTamnoB. [I0 OKOHYaHMM CBEPKHM BCE UJIEHBI KOMHUCCHH
NOAMMUCHIBAIOT aKT, a MpeAceaaTelb KOMUCCUU 3aBEPSET CBOEU MOAMUCHIO JIUCTHI aKTa.

AKT yTBEPKIAETCSA PEKTOPOM.

[TeyaTu (rramribl), OTOOpaHHBIE I YHUUTOKEHUS U BKIIIOUEHHBIE B KT, MOCIE
IPOBEPKH WX KOMHCCHEW CKJIQJbIBAIOTCS B TMamnky (YeMoJlaH) U OIeyaThIBAIOTCS
npencenareneM komuccuu. [lamka (ueMojaH) XpaHHUTCS 10 YHUYTOXKEHUSA B ceide
MIOMEIIEHUSI, KOTOPOE CAAETCS MO OXPaHy.

YHUUYTOKEHNE MeYaTel U IITaMIOB MPOU3BOJIUTCS MOCJE YTBEPKACHUS aKTa B
NPUCYTCTBUM  BCEX  WICHOB  KOMHMCCHH, KOTOpPbIE HECYT IE€pPCOHAJILHYIO
OTBETCTBEHHOCTH 3a MPaBUJIBHOCTh U TOJHOTY YHUYTOXXCHUS MEPEUNCICHHBIX B aKTe
Ie4yaTer U ITaMIIOB.

K mecTy yHUUYTOXEHUS TeyaTu (IITaMIIbl) TOCTaBJISIIOTCS B ONEUYaTaHHOM BUJIE.
YHUUTOXKEHNE MACTUYHBIX TedyaTed (IITaMIoB) MPOU3BOAUTCS MYTEM COACKEHUA, a
METATMYECKUX — ITyTEM CIHIIMBAHUS.

11.6. OTBETCTBEHHOCTH 3a yTpaTy medarei (IITaMIoOB) WJIM HAPYIICHHE B MX
WCIIOJIb30BaHUMU.

OTBETCTBEHHOCTh 3a 3aKOHHOCTh HCIIOJb30BaHUSA W HAACKHOCTh XPaHEHUS
nmeyateil ¢ wum3oOpaxkenueMm [ocymapctBeHHoro Trepba Poccuiickoit ®Denepanmm
BO3JIAraeTCsl Ha PEKTOpa Y HUBEPCUTETA, OTBETCTBEHHOCTh 32 HAJI)KHOCTh XPAHEHUS,
3aKOHHOCTb HCIIOJIb30BAHUSL JIPYTMX T€4aTed BO3JaracTcsi Ha PYKOBOAUTEIEH
COOTBETCTBYIOIIMNX CTPYKTYPHBIX IOJPa3ICICHUMN.

HenpaBomepHOoe HCHOJNIB30BAaHWE TI€YATEH, pPABHO KaK M HCIOJIb30BAHHE
reyare, He MNPEAyCMOTPEHHBIX HacTosAmerd MHCTpykiuen, mpu OCYyUIECTBICHUH
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YHUBEPCUTETOM WM €r0 CTPYKTYPHBIM MOAPA3ACICHUEM IOPUIAYECKH 3HAYUMBbIX
JNEUCTBUM BIIEUET HEIECUCTBUTEIBHOCTh JOKYMEHTA C OTTHUCKOM TaKOW Ie4aTd H
OTBETCTBEHHOCTD, MPEYyCMOTPEHHYIO JEUCTBYIOIIUM 3aKOHOJIATEIbCTBOM
Poccuiickon ®@enepanum.

3a HapylleHUEe paBUJI XpaHEHUs TeyaTed (IITaMIIOB) WK UX yTpaTy BUHOBHOE
JIULIO PUBJIEKAETCS K NUCIUTIIIMHAPHON OTBETCTBEHHOCTH.

12.  YTBep:KaeHHe U BHeCeHHE U3MEHEHH

12.1. MHCTpYKIUS IO ASIONPOU3BOACTBY BCTYMACT B CHUJIY IOCTIE YTBEPKICHUS
€€ PEKTOPOM Ha OCHOBaHUH pelieHus Yuénoro coera HBI'Y.

12.2. YTBepxknenHass WHCTpPYKIUS 10 JACIONPOW3BOJICTBY JTOBOJHUTCS IO
CBEACHUSI CTPYKTYPHBIX TMOJPA3ACICHAN YHHUBEPCUTETA TIOCPEACTBOM CHUCTEMBI
AJIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

12.3. VsmeHeHnus u jomnodHeHus B HWHCTpYyKIHMIO 1O JEI0TpPOU3BOJICTBY
BHOCATCA Ha OCHOBaHMM pemeHus YuéHoro coeta HBI'Y wnm Ha ocHOBaHuUU
MPEANUCAHNUN BBIIIECTOALINX OPTAaHOB U YTBEPKIAKOTCS PEKTOPOM Y HUBEPCUTETA.
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Ipuioxkenus
IIpunoxenne 1
BaaHk ¢ yriioBbIM pacnoJio:keHueM peKBU3UTOB

MuHuCTEpPCTBO HAYKH U BbICIIEr0 00pPa30BaHUsA
Poccuiickoit ®enepanmnu

®enepanbHOe TOCyAapCTBEHHOE OIOI:KETHOE
o0pa3oBaTtejibHOE
yupexaeHue BbICIIEro 00pa3oBaHus

«HuKHeBapTOBCKHI rOCY1apCTBEHHbIH
YHHBEpPCUTET»

IOpunuueckwuii anpec: yin. Jleauna, 56, r. HiokHeBapTOBCK,
XanTe-Mancuiickuii aBToHOMHBIN OKpyT—tOTpa,
TromeHckas obnacTs, Poccust, 628602
[ouToBsIit agpec: yin. Jlenuna, 56, . HimxHaeBapTOBCK,
XauTtel-MaHcuiickuit aBToHOMHBIH oKkpyr—tOrpa, Poccus, 628605
ten. (3466) 44-39-50, daxc (3466) 45-18-05
E-mail: nvsu@nvsu.ru
OKIIO 31421600, OT'PH 1028600965997
VIHH/KIIIT 8603039002/860301001
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IIpunoxenue 1.1
Oo0pa3zen 1e10BOro MUCHMAa

MuHHUCTEPCTBO HAYKHU U BbICIIEr0 00pa3oBaHus
Poccuiickoii @enepaunu

AJIMMHHCTpPaIHUSA TOPOAA
denepaibHOE TOCYIAPCTBEHHOE OIOIXKETHOE Hu:xkHeBapTOBCKA

obpazoBarenbHoe HavaJibHHKY apXHBHOTO OT/I€eJIa
Yupe:xIeHue Bbicuiero 00pa3oBaHus
«HuKHeBapTOBCKHUIM rocy1apCcTBEHHbI YHUBEPCUTET» Xauumvannoii T.B
FOpunuueckuit anpec: yiu. Jlenuna, 56, r. HmxHeBapTOBCK, y
XanTe-Mancuiickuii aBTOHOMHBIN OKpyT—tOTpa,
TromeHckas obnacTs, Poccust, 628602
[ouToBsIit agpec: yin. Jlenuna, 56, . HmxHeBapTOBCK,
XanTe-Mancuiickuii aBToHOMHBIN OKpyT—tOTpa, Poccus, 628605
ten. (3466) 44-39-50, daxc (3466) 45-18-05
E-mail: nvsu@nvsu.ru
OKIIO 31421600, OI'PH 1028600965997
WHH/KIIIT 8603039002/860301001
Ne

Ha Ne oT

YBaxkaemas Tarbsina BiagumuposHna!

PykoBonctBysce IIpukazom Munucrepctsa KynbTypsl Poccutickoit denepanyun
or 25.08.2010 Ne558 «OO6 yrBepxkaenun «llepeyHsi TUIMOBBIX YNPaBIEHYECKHUX
aApXUBHBIX JIOKYMEHTOB, O0Opa3yIOIIMXCS B MPOLECCE NEATETbHOCTH IOCYJapCTBEHHBIX
OpraHOB, OPraHOB MECTHOTO CAMOYIpPaBJIEHUS M OpPraHu3alui, C yKa3aHUEM CPOKOB
XpaHEHHUs» CO00IIaeMm:

B omucu Nel nen mocrosHHoro xpaHenust 3a 2012/2013 yueOHblii ron B
COOTBETCTBUM C HOMEHKJIATYPOU 1€ OTCYTCTBYIOT JI€Ja:

1. 03-06 TapudukanmoHHble  BEAOMOCTH  (NIPOTOKOJBI  3aceqaHui
roCyJapCTBEHHOM aTTECTAIIMOHHON KOMHCCHH (OYHOW M 3a04HOM (hopM OOydEHHs) —
qUCIATCS B omucH NeS (10 IMYHOMY COCTaBy CTYAECHTOB U ACIIMPAHTOB) U XPaHATCS B
apxuBe YHHUBEPCUTETA

2. 04.01-08 TIIporokosbl 3aceqaHWii KOMHCCHHM IO TPHEMY KaHIHIATCKUX
HK3aMEHOB - YUCIATCS B onucu Ne 5 1 XpaHsATCA B apXUBE Y HUBEPCUTETA.

Pektop (noonucw) C.U. T'opros

Jlapuca NBanosna IleTpoBa
+7(922)763-01-00
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MuHHCTEPCTBO HAYKHU M BbICLIEr0 00pa3oBaHMs
Poccuiickoii @enepanuu
denepanbHOE FOCYIapCTBEHHOE OIOKETHOE
00pa3oBaTeNbHOE YUPEKIEHUE BBICIIErO 00pa3oBaHus
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«HWKHEBAPTOBCKHIA
FOCYJIAPCTBEHHbIN YHUBEPCUTET»
(®Ir'b0OY BO «HBI'Y»)

IOpunuyeckwmii anpec: yi. Jlenuna, 56, r. HuxueBapToBCK, XaHThI-
Masncwuiickuii aBToHOMHbIH OKpyr—tOrpa, TromeHckast o0JacTs,
Poccust, 628602

Tlourosslii axpec: yi. Jlenuna, 56, r. HuxneBapToBck,
Xantel-MaHcuiickuii aBToHOMHbIH 0kpyr—tOrpa, Poccus, 628605
Ten. (3466) 44-39-50, daxc (3466) 45-18-05
E-mail: nvsu@nvsu.ru

WWW.NVSU.ru
OKITIO 31421600, OI'PH 1028600965997
VIHH/KIIIT 8603039002/860301001
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Ministry of Science and Higher Education
Russian Federation
Federal State Budgetary Educational Institution
of Higher Education
/’/ﬁ’ 2
\\|NVS

E\/U “. l]
NS
«NIZHNEVARTOVSK STATE UNIVERSITY»

(NVSU)

Registered address: 56 Lenina St., Nizhnevartovsk, Khanty-
Mansiysk Autonomous Area — Yugra, Tyumen Oblast, 628602,
Russia
Postal address: 56 Lenina St., Nizhnevartovsk, Khanty-Mansiysk
Autonomous Area — Yugra, 628605, Russia
Tel.: +7 3466 443950, fax: +7 3466 451805
E-mail.: nvsu@nvsu.ru
international @nvsu.ru

WWW.NVSU.ru
GCEO (OKPO) 31421600, PRSN 1028600965997
VAT number/IEC 8603039002/860301001
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Ipuioxenue 3
baank npuka3sa

MuHHCTEPCTBO HAYKH U BhICIIET0 00pa3oBaHust
Poccuiickoit ®enepanunu
denepaabHoOe rocyiapcTBeHHOE HI0IKETHOE
oOpa3oBaTejibHOE
yupeKaeHHe BhICIIero 00pa3oBaHust

«HuKHeBapTOBCKHI rOCyAapCTBEHHbIH

YHUBEPCUTET»
ITPUKA3
00.00.0000 Ne
O.......
Ha ocuoBannu .......
[TPUKA3BIBAIO:

YTBepauTh (MpOBECTU, HA3HAYUTD U T.IL.)....

Pektop (noonucy) C.U. T'opros
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu
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denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

'.

;:/ CucreMa MEeHEIKMEHTAa KaYecTBAa
CMK-U-III101.07 MHCTPYKLMA 11O JEJOITPOU3BOACTBY B HBI'Y

Ipunoxenue 3.1
Bbaank npoekra npukasa

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

ITPOEKT
[TPUKA3
00.00.0000

O gem (Hanpumep: O BBeJIEHUU B JICHCTBUE. .. )

B nensix coBepiiieHCTBOBaHMSI HOPMAaTUBHOTO OOECIICUEHHUS. .., HA OCHOBAHMUH. . .

ITPUKA3BIBAIO:

1. Beectu B aelictBue ¢ HMHCTpyKIUIO .

2. PykoBOIMTEISIM CTPYKTYPHBIX NOAPA3ACICHUN MPUHATH TaHHYI0 MHCTpYKIUIO
K PYKOBOJACTBY W UCIIOJIHEHUIO MPU OCYIIECTBICHUN

3. KoHTpoJib HMCHOJIHEHUS HACTOSIIETrO MpHKa3za BO3JOXKHUTh Ha (IOJDKHOCTD,
WHUIMABI, (pamMumus).

Pekrtop (noonucy) C.U. Topmos

[IpoekT npurkas3a BHOCHUT:
Jlonocnocms, noonucs, 1.0. @.

COFHACOBAHO (HO[[HI/ICI/I JOJIDKHOCTHBIX JIMII, HpI/IHﬂBHH/IX y‘{aCTI/IC B COIrJlaCOBaAaHUU [[OKyMeHTa)
[TpopekTop (KypupyroLuii CTPYKTYpPHOE o Apa3c/ieHue, HalpaBICHHE ACATCIIBHOCTH)
Toonuce, 1.0. .
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

o

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

[Ipnmeuanue:
B ciiy4yae pa3pa60TKH JOKYMCHTa B3aMCH HeﬁCTBYIOHleFO JOKYMCHTA B MPOCKT IMPpHUKa3a CJICAYCT NOIMOJTHUTCIBHO
BBECTH ITYHKTBI:

«C HE TPIMEHSATh
YKa3bIBarOT AaTy B COOTBETCTBUU C ITYHKTOM 1 Impukasa

0003HauEHKE W/IIH HANMEHOBAHNE 3aMEHSIEMOTO JAOKYMEHTa
»

Wi 0003HAYEHUE /WA HANMEHOBAHKME 3aMEHSIEMOTO JOKYMEHTA U €10 4aCcTu
(pa3nena, IPHUIIOXKEHN ), B3aMEH KOTOPOH pa3paboTaH HOBBII JOKyMEHT
IIpu3Hate  yTpaTuBIIUM  CWIy  IpUKa3  OT Ne «O BBe#meHHUHM B JCHCTBUE
»

0003HaYCHHE H/MIIH HANMEHOBAHUE 3aMEHSIEMOTO
JOKyMEeHTa

* [IpoekTsl MPUKa30B pa3pabaThIBAIOTCS CTPYKTYPHBIMHU MOJAPA3JCICHUSIMU YHUBEPCUTETA.
OcHoBaHMEM JIJIs1 TOJATOTOBKU MPOEKTa MpHKa3a sSBJISETCs MOpyuyeHUue PyKOBOACTBA JINOO ciry:keOHast
(oknasHas WM MOSICHUTENbHAS ) 3aIIUCKA PYKOBOAUTEIEH CTPYKTYPHBIX MTOAPA3AEICHUN.
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AT \ MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu
ﬁ;." - "‘-.gl denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
'.,1'.-!_?.- BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)
e CucreMa MeHEeIKMEHTAa Ka4YecTBa
CMK-HU-III101.07 NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuiaoxenue 3.2
Oo6pa3sen opopmiieHNsI NPUKA3A IO OCHOBHOI 1eATEJILHOCTH

MuHHMCTEPCTBO HAYKH M BbICLIEr0 00pa3oBaHust
Poccuiickoit ®enepanunu
denepasibHOE TOCY1apCTBEHHOE GIO/IUKETHOE
o6pa3oBaTe/IbHOE
yupe:K/ieHHe BbICHIEro 00pa3oBaHus

«HuxHEeBaAPTOBCKMH roCy1apCTBeHHbIN
YHUBEPCUTET»

ITPUKA3

25.11.2016 Ne 256-0O

(0) MpoOBEACHNHA CJ]Y)KCﬁHOFO paccicaoBaHus
mo (l)aKTy npomnazKku 1€J1 NOCTOAHHOI'0 CPOKa XpPaHCHUA

B cBsizu ¢ oOHapyxeHueM (pakTa mpomaxu Aes MOCTOSHHOTO CPpOKa XpaHEHWs,
KOTOpbIE OBLIM BKIIOYEHBI B omuch Nel, M Ha OCHOBAHHWM CIIY>)KEOHOW 3amUCKU
apxuBapuyca

NPUKA3BIBAIO:

1. Co3aaTh KOMHCCHUIO ISl BBISICHEHUSI IPUYUH OTCYTCTBHUSI JOKYMEHTOB B
CJIEIYIOILEM COCTaBE
[Ipencenarens KOMUCCUU:

Unenst komuccuu: 1. HavanbHuk ympaBiaeHuss mo paboTe C MEepCOHAIOM H
JOKYMEHTAIIMOHHOMY O0€CIIeUECHUIO —
2. HayanpbHUK y4eOHOTO-METOINYECKOTO YIPaBICHUS —
3. HavanbHuK yripaBiieHUs] OyXTaJTepCKOTO ydeTa U
(YHaHCOBOTO KOHTPOJIS —

2.  Opranu3oBaTh MPOBEACHUE pACCICAOBaHUS MPUYUH OTCYTCTBHS eI
MOCTOSTHHOTO CpOKa XpaHEHHUs, BKIIOYEHHBIX B omuch Nel u HemepegaHHBIX Ha
XpaHEHUE B ApXUBHBIA OTIEI.

3. PesynbTaThl paboThl KOMUCCHUN OOPMUTH AKTOM.

4. KoHTpOJIb 32 UCTIOTHEHNEM HACTOSIIIETO TIPUKA3a OCTABIISIO 32 COOOM.

PekTtop (noonucy) C.U. T'opnos
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,}‘_‘"\ MUHUCTEPCTBO HAYKHU U BhICIIEro oOpa3oBanus Poccuiickoit denepanuu

lfi';."' - denepanbHOE rocyIapCcTBEHHOE OI0/PKETHOE 00pa30BaTeNIbHOE YUPEXKICHHE

"*'.-!_?J BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)
\;;/ CucreMa MeHEeIKMEHTAa Ka4YecTBa

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

IIpunoxenue 4
Bbaank pacnopsixenust

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

«HuKHEeBAPTOBCKHUU rOCYyAAPCTBEHHbIN YHUBEPCUTET»

PACHOPSKEHUE

00.00.0000 Ne

O (00) (momycTuMO 0€3 AHHOTALVIN)
Ha ocHoBanuu (B COOTBETCTBUM), (IOMTyCTHUMO 0€3 MpeamMOyJibl)
(O6sa3pBato,mpeaiarato): (IomycTumo 6e3 ...)

1. ITpenocTaBuTh

2.

Honocnocmo (noonucy) H.0. @amunus
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu
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7 - denepanbHOE TOCYAaPCTBEHHOE OFODKETHOE 00Pa30BaTEIbHOE YUPESIKICHUE

BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

i

;:/ CucreMa MEeHEIKMEHTAa KaYecTBAa
CMK-U-III101.07 MHCTPYKLMA 11O JEJOITPOU3BOACTBY B HBI'Y

IIpunoxenue 4.1
baank npoekTa pacnopsixeHust

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

I[MPOEKT
PACIIOPSKEHUE
00.00.0000
O (00) (momycTuMO 0€3 AHHOTALVIN)
Ha ocHoBaHuM (B COOTBETCTBUH), (IOMyCTUMO 0€3 MpeaMOyJibl)
(O6a3pBat,npeanarato): (gomycrumo 0e3 ...)
1. IlpenocTaBuTh
2.
Honocnocmo (noonucy) H.0. Pamunus
(1zpopexmop)

[IpoekT pacnopsiKE€HUs BHOCHT:
Jlonocnocms, noonucs, 1.0. .

COI'JTACOBAHO
Hauanvnux cmpyxmypnozo noopazoenenus
Toonuce, 1.0. .

*  IIpoexTel  pacmopsbKeHHH — pa3paOaThIBAIOTCS  CTPYKTYPHBIMH  MOApa3eIeHUSIMU

yHuBepcutera. OCHOBaHWEM /ISl TOATOTOBKM TIPOCKTA DPACIOPSOIKCHUS SIBISIETCS TOPYYCHHE
PYKOBOJACTBa JMOO CiyxeOHas (IOKJIagHas WM TOSCHUTEIbHAs) 3alucka pPYyKOBOIUTEEH
CTPYKTYPHBIX TIOAPA3ICIICHHH.
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE rocyIapCcTBEHHOE OI0/PKETHOE 00pa30BaTeNIbHOE YUPEXKICHHE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

CMK-I/I}IHOI .07 NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuioxenue S
®opMa nIpoTOKOIA
MuHHMCTEPCTBO HAYKH U BbhIcIIero oopasosanus Poccuiickoii @enepaunu
@denepajbHOE rocyJ1apcTBEHHOE OK0:KeTHOE 00pa3oBaTe/IbHOE YUpeKIeHHne
BBICIIIETO 00pPa30BaHUA
«HuxkHeBAPTOBCKHMH rOCY1apCTBEHHbI YHUBEPCUTET
DakynbTeT.... (Hazsanue Gaxyibmema)

IMPOTOKOJI
(0oama) Ne

3acenaHus Kadenpsl... (Hazeanue Kagheoput)

[Ipeacenarens — @.U.O. npeocedamens
Cexperapb — @.H1.0. cekpemaps
[IpucyrcrBoanu: Manos U.I1. — mpodeccop;

ITerpoB H.B. — goueHT;

3axapoB W.T. — crapuuii mpenoaBaresns u m.o.
* Vkazviearomes @.U1.O. ecex npucymemsyowux; eciu npucymcemsyrowux oonee 15
YyenogeK, mo Ha OMOeNbHOM JUCHme Neuamaemcs CRUCOK, d 8 NPOMOKOIEe NUUemcs
[IpucyrcrBoBanu: 18 yenoBek (COMCOK MpHUIIAraeTcs).

I[TOBECTKA JIHA: (ykasvisaiomes 6ce 6onpocsl no nopsioxy)

1. O6 yTBEepX IACHUH . ...
2. ...
3. ...

1. CJIYIIAJIN: O6 yTBEpKIEHUH ....

BBICTYIINIIU: (oba3amenvho  yKkazvieamsv  8cex  8bICMYNABUIUX,  MEKCM
8bICIMYNIIEHUS UTU 8ONPOCA) HANpUMED:

NpanoB W.II. ¢ oTuéroM O Hay4dyHO-UCCJIEAOBATEIbLCKOM padboTe (OTYET
pUJIaraeTcs).

Um.o. .......

ITOCTAHOBWJIA: YTBEPAUTS ......

2. CJIVIIAJI: .....

BBICTVYIIWJIN: .....

I[TOCTAHOBUWJIU: .....
[Tpencenarens (noonuce) U.0. Damunus
Cekperapb (noonucy) HU.0. ©amunus
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE rocyIapCcTBEHHOE OI0/PKETHOE 00pa30BaTeNIbHOE YUPEXKICHHE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

CMK-HU-III101.07

NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuiaoxkenue S.1
Beinucka u3 nporokoJia 3acexanusi kageapsl

MuHMCTEPCTBO HAYKH U BbIcIIero oopasoBanus Poccuiickoii @enepannu
®enepanbHOe rocyaapcTBeHHOe 0107KeTHOe 00pa3oBaTe/bHOe yUpeKaeHne

BbBICHICTO 06p33OBaHI/lH

«Hu:KHeBapPTOBCKUIA rocy1apcTBEeHHbIN YHUBEPCUTET)

DakynbTeT.... (Hazsanue Gaxyibmema)

BBIIIMCKA U3 ITPOTOKOJIA

(oama) Ne
3acenaHus Kadenpsl... (Hazeanue Kagheoput)
[Ipencenarens — @.H1.0.
Cexperaps — @./1.0.
[IpucyrcrBoBanu: ... (@.U.0O. npucymemsyowux Ha 3acedanuu)
I[TOBECTKA JIHA:
(nopsiokoswill HoMep 6onpoca u e2o popmynuposKa).
CJIIYIIAJIN: O ..... (popmynuposka sonpoca)
BBICTYIIWIU: ....
I[TOCTAHOBWJIUN: ....
[Tpencenarenn (noonucy) H.0. Pamunus
CekpeTtapb (noonucv) H.0. Damunus
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IHpuioxkenue 6

MuHHCTEpPCTBO HAYKH U BbIcIIero oopa3osanusi Poccuiickoii ®@enepanun

®enepanbHOe rocyAapcTBeHHOE 010/2KeTHOe 00pa30BaTe/ibHOE YUpe:KaeHne
BbICIIEr0 00pa3oBaHMs

«HunkHeBapTOBCKUIA rOCy1apCTBEHHbI YHMBEPCUTET»

NEPBLIN TIPOPEKTOP

TOpunuyeckwmii anpec: yin. Jlenuna, 56, r. HuxHeBapTOBCK, XaHThI-MaHCHICKUIT aBTOHOMHBIH okpyr—IOrpa, Poccusi, 628602,
Iourosslii anpec: yi. Jlenuna, 56, r. HwxneBapToBck, XaHThl-MaHCHICKUI aBTOHOMHBIH okpyr—tOrpa, Poccus, 628605

Ha No

oT

Tloonuce

*ﬂOJl.’)fCHOCWlb nponuceleanib He HYJICHO

ten. (3466) 44-39-50, E-mail: dapogonyshev@nvsu.ru

U.0. Qamunusa

CMK-U-III101.07

Bepcus 2

Jara 02.11.2018

| Ctp. 52/86




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

J denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
: BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuioxenue 6.1

MuHHCTEpPCTBO HAYKH U BbIcIIero oopasosanusi Poccuiickoii ®@enepanun

(I)e)lepa.ﬂbﬂoe rocyiapCrBeHHoO€ OI0IKEeTHOE Oﬁpa30BaTeJ'll>HOE YUpeKaceHue

BbICLLIET0 00pa30BaHMs

«HuxHeBapTOBCKMIA IrOCy1apCTBEHHbI YHMBEPCUTET
MMPOPEKTOP IO OBPA30OBATEJIbHOU JEATEJIBHOCTHU

TOpununueckuii anpec: yi. Jiennna, 56, r. HikaeBapToBck, XaHThI-MaHcuiickuii aBToHOMHBII 0kpyr—IOrpa, Poccust, 628602,
Iourosslii anpec: yi. Jlenuna, 56, r. HwxneBapToBck, XaHTbhl-MaHCHICKUI aBTOHOMHBIH Okpyr—tOrpa, Poccus, 628605

Ha Ne

oT

Iloonuce

*ﬂOJl.’)fCHOCWlb nponuceleanib He HYJICHO

tein. (3466) 46-60-11, E-mail: mag@nvsu.ru

H.O. Damunus

CMK-U-III101.07

Bepcus 2

Jara 02.11.2018

| Crp. 53/86




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuioxenue 6.2

MuHuCTEpPCTBO HAYKH U BbicIiero oopasosanusi Poccuiickoii ®@enepanun

®enepajbHOe TOCYIAPCTBEHHOE OIOZKETHOE 00Pa30BaTEILHOE YUpeKIeHHe

BbICIIET0 00pa30BaHUs

«HunkHeBapTOBCKUIA roCy1apCTBEHHbI YHMBEPCUTET»
MMPOPEKTOP 10 DKOHOMMUKE U PA3BUTHUIO

TOpunuyeckwmii anpec: yi. Jlenuna, 56, r. HuxuaeBapToBCK, XaHThI-MaHCHIICKUIT aBTOHOMHBIH okpyr—IOrpa, Poccusi, 628602,
Iourosslii anpec: yi. Jlenuna, 56, r. HuxneBapToBck, XaHTbhl-MaHCHICKUI aBTOHOMHBIH okpyr—tOrpa, Poccus, 628605

No

Ha Ne

oT

Tloonuce

>l<l]O/l.?iCHOCI’I/lb nponucsleanib He HYJIHCHO

Tet. (3466) 46-50-68, E-mail: mahutov@nvsu.ru

U.0. Qamunusa

CMK-U-III101.07

Bepcus 2

Jara 02.11.2018
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

J denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
: BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuiaoxenue 6.3

MuHHCTEpPCTBO HAYKH U BbIcIIero oopasosanusi Poccuiickoii ®@enepanun

MPOPEKTOP IO AIMUHUCTPATUBHO-XO3SIUCTBEHHOM PABOTE

®enepanbHOe rocylapcTBeHHOE 010/2KeTHOe 00pa3oBaTe/ibHOE yUpe:KaeHne
BbICIIET0 00pPa30BaHUs

«HunkHeBapTOBCKUIA roCy1apCTBEHHbI YHMBEPCUTET»

IOpunnyeckuii anpec: ya. Jlenunna, 56, r. HiokneBaptoBck, Xautsi-MaHcuiickuii aBToHOMHBIH okpyr—tOrpa, Poccust, 628602,
TlouroBelit aapec: yi. Jlenuna, 56, r. HikueBapToBck, XaHuTel-Mancuiickuii aBToHoMHBII 0kpyr—tOrpa, Poccust, 628605

No

Ha Ne

oT

Tloonuce

>l<l]O/l.?iCHOCI’I/lb nponucsleanib He HYJCHO

tei. (3466) 43-29-19, E-mail: fidrya@nvsu.ru

U.0. Qamunusa

CMK-U-III101.07

Bepcus 2

Jara 02.11.2018

| Ctp. 55/86




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Bbaank cTpyKTypHOro moapasjejieHust

IHpuioxenue 7

MuHHCTEpPCTBO HAYKH U BbIcIIero oopasosanusi Poccuiickoii ®@enepanun

®denepajbHOE TOCYIAPCTBEHHOE OIOZKETHOE 00Pa30BaTeILHOE YUPeKIeHHe

BbICIIEr0 00pa3oBaHMs
«HuxkHeBaAPTOBCKHMH rOCYIapPCTBEHHbI YHUBEPCUTET»

HAUMEHOBAHUWE CTPYKTYPHOI'O ITOAPA3AEJIEHIA

TOpunuueckuii anpec: yi. Jiennna, 56, r. HiokHeBapToBck, XaHThI-MaHcuiickuit aBToHOMHBII 0kpyr—IOrpa, Poccust, 628602,
Tlourosslii anpec: yi. Jlenuna, 56, r. HuxHeBapTOBCK, XaHThI-MaHCHIICKHUI aBTOHOMHBIH okpyr—IOrpa, Poccus, 628605

No

Ha Ne

oT

E-mail:

CMK-U-III101.07

Bepcus 2

Jara 02.11.2018
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

01

CMK-J-TITI01.07

NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuiaoxkenue 7.1

baank ¢akyiabrera

MuHHMCTEepPCTBO HAYKH M BbICIIEro oopasoBanusi Poccuiickoii @enepauun

d)ez[epaﬂbﬂoe rocyiapCrBeHHO€ OI0I’KETHOE Oﬁpa3OBaTeHLHOC YUupexacHue

BbBICIHICIO 06pa30BaHnﬂ

«HuxkHEeBaAaPTOBCKMH rOCY1apCTBEHHbIA YHUBEPCUTET

Jloeomun

HANMMEHOBAHUWE ®AKVIJIBTETA

Aodpec TelL.
E-mail:

Ha Ne

oT

CMK-U-TIT101.07 | Bepeus2 | J1ara02.11.2018 | Crp.57/86




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu
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denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)
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;:/ CucreMa MEeHEIKMEHTAa KaYecTBAa
CMK-U-III101.07 MHCTPYKLMA 11O JEJOITPOU3BOACTBY 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»
Jozcomun

HANMMEHOBAHUWE ®AKVIJIBTETA

HaumenoBanue kadenpsl

Aodpec Tel.
E-mail:

Ha Ne oT

CMK-U-TII101.07 | Bepems2 | ata02.11.2018 | Ctp.58/86 |




/‘"\ MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

fi - | denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE

'\' BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

N CucreMa MeHEeIKMEHTAa Ka4YecTBa
CMK-HU-III101.07 NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuiaoxenne 8

baank-o0pa3en J10/2KHOCTHOM HHCTPYKIHMU

MuHUCTEPCTBO HAYKU M BbICILLIET0 YTBEPXIAIO
oOpa3oBaHus
Poccuiickoii ®enepaunu PexTop
®denepaabHOe rocy1apcTBeHHOE GIOIKETHOE
o0pa3oBaTe/jibHOE C.H. Topuios

yupexKIeHHue BbICIIero 00pa3oBaHus
«HuxkHEeBAPTOBCKHH roCy1apCTBEHHbIH
YHUBEPCUTET»

« » 20 I.

JOJZKHOCTHASA HHCTPYKIUA

Hazeéanue 00JHCHOCHU

OO0mue mMoJI0KeHN . ..

1.1.....

2. OYyHKIUH. ..

2.1. ...

3. 1o/zKHOCTHBIE 00SI3aHHOCTH. ..
3.1.....

4. Ipasga...

4.1.....

5. OTBEeTCTBEHHOCTb...

5.1.....

6. 3akJII0uYNTEIbHbIE MOJ0KEHHUS]. ..
6.1.....

Pykosooumens cmpykmypnozco
noopa3zoenenus (noonucy) H.0. @amunus
Hawansnuk Yopasnenus PIT1O (noonucws) U.0. ©amunus

C uHCTpYKIMEH 03HaKOMIIeH:  (noonucs pabomHuxa) H.0. Qamunusa
(0ama)

\ CMK-U-TII101.07 | Bepems2 | ata02.11.2018 | Ctp.59/86 |




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

CMK-J-TITI01.07

NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuioxenne 9
Baank-o0pasen noJio:keHust

MUHHCTEPCTBO HAYKH U BBICIIEro oOpazoBanus Poccuiickoit depepannu

denepanbHOE rocyIapCTBEHHOE OI0HKETHOE 00pa30BaTEIbHOE YUPEKICHUE
BbIciIero oopa3oBanus «HmxHeBapTOBCKUIA rOCY1apCTBEHHBIH YHUBEPCUTET

CucreMa MeHeJIKMEeHTAa KayecTBa

CMK-TICII I[TOJIOX)KEHHME O BUBJIMOTEKE
YTBEPXKJIAIO
Pextop
C.1. T'opnoB
« » 20_ rona
MMOJIOYKEHUE
O BUBJIMOTEKE
[IpunsaTo pemeHneM Y4€HOro coBera
npotokoa Ne ot 20T
HwuxueBaproBck — 20

CMK-TICII | Bepemsl | Jara . . | Crp.60/19 |
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

N
4

£7

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)
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;:/ CucreMa MEeHEIKMEHTAa KaYecTBAa
CMK-U-III101.07 MHCTPYKLMA 11O JEJOITPOU3BOACTBY B HBI'Y

Ipuiaoxenne 10
Oo0pa3sen cipaBku
Mecmo yenogoco wmamna

CIIPABKA
Jlana
B TOM, 4YTO OH(a) JEHCTBUTEIBHO SIBISIETCSA CTYJIECHTOM dbopmbl 00yueHUs
OI'bOY BO «HwuxxHeBapTOBCKUU roCy1apCTBEHHBIN YHUBEPCUTETY.

oOydaercst Ha Kypce 1o

CIIEHUAIbHOCTH/HAIPABIICHUIO

Ha OI0/PKETHOW/IOTOBOPHOM OCHOBE (HEHYXHOE 3aYEPKHYTh).

JlaTa Hayana oOy4eHHs] B YHUBEPCUTETE
[Ipennmonaraemas nara OKOHYaHUS oOy4eHus B YHUBEPCUTETE

CrpaBka jaHa JijIsl IPeIbBICHUS 110 MECTY TPEeOOBaHMUSI.

IlepBoIit mpopeKTOp H.0. Pamunus

Jlexan dakynbTera... (Hazsanue gpaxyrbmema) HU.0. Pamunus

* 6blpAdGHUBAHUE mMeKCcma no wupure

\ CMK-U-TII101.07 | Bepems2 | ata02.11.2018 | Cp.61/86 |




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

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

MuHHCTEPCTBO HAYKHU U BbICIIET0
o0pa3oBaHus
Poccuiickoit ®enepanuu

denepajbHOe rocyiapcTBeHHOE OI01KEeTHOE
o0pa3oBaTejibHOE
yuYpe:kieHHe BbICIIero 00pa3oBaHus
«HuKHeBapTOBCKHI rOCYAapCTBEHHbIH

YHHBEPCHTE)

IOpuaunueckuii anpec: yiu. Jlenuna, 56, r. HuxHeBapTOBCK,
XaHTeI-MaHcHiickuit aBTOHOMHBIH oKpyr—tOrpa,
TromeHckas obnacTs, Poccust, 628602
[ouToBsIit agpec: yn. Jlennna, 56, r. HwxnaeBapTOBCK, XaHTHI-MaHCHHCKUI
aBTOHOMHBIH okpyr—tOrpa, Poccust, 628605
tei. (3466) 44-39-50, dakc (3466) 45-18-05
E-mail: nvsu@nvsu.ru
OKIIO 31421600, OT'PH 1028600965997
WHH/KIIIT 8603039002/860301001
Ne

CIIPABKA
(0 uem? O xom?, ueeo? Koeo?)

Pextop (noonucw)

U.O.Damunus ucnornumens
Homep menegona ucnornumens

IIpunoxenne 11

AJIPECAT

A/IPEC
(yauya, 0om, 20poo, obnacms, uHOEKc)

HU.0. Qamunus

* [Ipu 0’)KuTaHUKM KOHTAKTA UM M OTYECTBO YKA3bIBAKOTCS TIOJIHOCTHIO, Hamp.: MuHa OnerosHa [lerposa.
JlaHHBIC PEKBU3UTHI O(OPMIIIOTCS B HUYKHEH YaCTH TIOCIIETHETO JINCTA TOKYMEeHTa, pasmep mpudTa Ne 10.
CrnoBa «MCHOJHUTENb» U «HOMEp Tene(hOHa UCTIOHUTEIIS HE MPOICYATHIBAIOTCS.

CMK-H-TIT101.07 | Bepcus2 |

Jlata 02.11.2018 | Crp.62/86 |
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu
denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)
CucreMa MeHEeIKMEHTAa Ka4YecTBa

CMK-I/Ijlj[HOI .07 NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

Ipuiaoxenne 12

Baank ciay:keOHOI 3anucKkn

HaunmenoBanue nonpasneneHus

Homxuocth, DUO(koMYy)

CJHYXEBHAA 3AIITMCKA

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

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

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

Honoxcnocmo (noonucy) H.0. @amunus

CMK-U-TII101.07 | Bepems2 | ara02.11.2018 | Cp.63/86 |




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

CMK-I/Ijlj[HOI .07 NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

puiaoxenne 13
BJiaHK 00BbACHUTEIBLHOM 3aIUCKH

HaunmenoBanue nonpasneneHus

Homxuocts, DUO(koMmy)

OBBbACHUMTEJBHASA 3AIINCKA

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

Texcm....

Honocnocmo (noonucy) H.0. Pamunus

CMK-U-TII101.07 | Bepems2 | ata02.11.2018 | Cp. 64/86




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

CMK-I/Ijlj[HOI .07 NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenue 14
Baank 3asBiaenus (o0pa3en)

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

Cneunanucra (cmpykmypHoe
noopasoenenue) isanosa .1

3ASBJIEHUE

Texcm....

03.09.2018 Tloonuce .. BaHoB

CMK-U-TII101.07 | Bepems2 | ara02.11.2018 | Cp.65/86 |




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

CMK-I/Ijlj[HOI .07 NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenne 14.1
baank 3asBeHNs HA Bblavy Konui (o0pa3emn)

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

Cneunanucra (cmpykmypHoe
noopasoenenue) VIsanora .1

3ASBJIEHUE

[Ipoury BbLAATH KOIHUIO ..........

03.09.2018 Tloonuce .. BanoB

CMK-U-TII101.07 | Bepems2 | ata02.11.2018 | Cp.66/86 |




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu
i \ denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
'\'J BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)
\;:/ CucreMa MeHEeIKMEHTAa Ka4YecTBa
CMK-HU-III101.07 NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenne 14.2
baan 3asBienus Ha ornyck HIIC

Pextopy ®T'BOY BO «HBI'Y»
C.1. TOPJIOBY

(¢.u.o., oonaxrcrocms)

(nodpasoenenue)
3ASBJIIEHUE
1. Tlpomury nmpemnocTaBUTh MHE:
E:xeroannii OTILYCK C 20 roja Ha KaQJICHJIapHBIX JHEH.
(JIBrOTHBII)
Y4eOHbIi 0TIYCK C 20 roja Ha KaJIeHAapHBIX THEH.
be3 coxpanennsi 3apadoTHOM MJIATHI C 20 rojia Ha KaJIeHAApPHBIX THEH.
ITo yxony 3a pe6eHKOM 10 - JIeT ¢ 20 roja.

JlonoTHUTeIbHBIE THUA OTABIXA C COXPAHEHHEM CpeIHero 3apadoTKa B CBA3H CO cavyell KPOBH U

ee KOMIIOHEHTOB C 20 roja Ha THEN.

2. Jlns pykoBoAMTeNeH CTPYKTYPHBIX MOAPA3IeICHHN:

BpeMeHHOG HCIIOJIHEHUE 00S13aHHOCTEH

Ha I[aHHI)II\/JI nepuoa mpoury BO3JIOKHUTh HAa

« » 20 roja.

(TToATIMCH MTOIABIIIETO 3asBICHHUE)

(Bu3a 3aBemyroliero kadeapoii)

(Bu3a mexaHa)

(BM3a MpopeKTopa 1o 00pa30BaTeIbHOMN e TENEHOCTH)

3ASBJIEHUE
0 NIPENOCTABJIEHNUHU OTITycKa Ne oT 20 roja.
ITpukaz Neo -JI ot 20 roja.

*Ha obpamuoii cmopone 3as6i1eHus wmamn oubauomexu Yrnueepcumema

CMK-U-TII101.07 | Bepems2 | ara02.11.2018 | Cp.67/86 |




MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

CMK-I/Ijlj[HOI .07 NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

IIpunoxenue 14.3
baank 3asiBinenus1 Ha ornyck HP

Pexropy ®I'bBOY BO «HBI'Y»
C.N. T'OPJIOBY

(¢.u.0., dondcHocms)

(noopasoenenue)
3ASBJIEHUE
1. Ilpoury npenocTaBuUTh MHE:
Exeronnbrii OTIIYCK C 20 roja Ha KaJICHAQPHBIX JTHEH.
(JIBrOTHBII)
Y4eOHbIi 0TIYCK C 20 roja Ha KaJICHAapHBIX THEH.
be3 coxpanennsi 3apadoTHOM MJIATHI € 20 roja Ha KaJICHJAAPHBIX JHEH.
ITo yxony 3a pe6eHKOM 10 - JIeT ¢ 20 rona.

JIOI[O.]IHI/ITCJIBHLIG AHH 0TAbIXA ¢ COXPAHCHHEM CPEAHETO 3ap360TKa B CBSAI3HM €O caaveii KpPOBH H

ee KOMIIOHEHTOB C 20 roja Ha JTHEN.

2. Jlnsg pyKoBOAMTENIEH CTPYKTYPHBIX HOJpa3eIeHuI:

BpeMeHHoe HCIIOJIHEHUE 00S13aHHOCTEH
Ha I[aHHI)II\/JI nepuoa mpoury BO3JIOKHUTH Ha

« » 20 rojaa.

(HOHHI/ICL IoJaBIICTO 3a§IBJ'ICHI/I€)

(Bu3a 3aBemyromiero HIJT)

(Bu3a mpopekTopa 1Mo Hay4yHO# pabote)

3ASABJIEHUE
0 IIPEAOCTABIECHUH OTITyCcKa Ne oT 20 roja.
[Ipukaz Ne -Jlor 20 ropa.

*Ha obpamuoii cmopone 3as6i1eHus wmamn oubauomexu Yuueepcumema

CMK-U-TII101.07 | Bepems2 | ata02.11.2018 | Cp.68/86 |
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IR MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu
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; BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

| -;. CDGI[epaJIBHOC TOCYydapCTBCHHOC 6IOII)KCTHO€ 06pa3OBaT€JIBHOG YUPCKIACHUC
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CucremMa MeHeJI:KMEHTAa KayecTBa

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

IIpunoxenne 14.4
baank 3asiBJIeHHS HA OTIYCK COTPYIHUKOB

Pexropy ®I'bBOY BO «HBI'Y»
C.N. T'OPJIOBY

(¢h.u.o., donxcrnocmv)

(noopasoenenue)
3ASBJIEHUE
1. Tlpoury npenocTaBUTh MHE:
E:xeroanbii OTIIYCK C 20 roja Ha KQJICHJIapHBIX JHEH.
(JIBrOTHBII)

YueOHbIi OTIYCK € 20 ronmanHa KQJICHIAPHBIX JHEH.
be3 coxpanenus 3apadoTHOM NJIATHI € 20 roja Ha KaJeHAapHBIX THEH.
ITo yxony 3a pebeHKOM 110 - JIeT ¢ 20 roja.

JlonoTHUTeIbHBIC THHA OTABIXA C COXPAHEHHEM CpeHero 3apadoTKa B CBA3H CO caavyell KPOBH U

ee KOMIIOHEHTOB C 20 roja Ha JHEH.

2. s pyKOBOAMTENEH CTPYKTYPHBIX TOAPA3ICIICHHINA:

BpemeHnHoe ucrnoiaHeHue o0si3aHHOCTEN
Ha JTJaHHBII TEPHUO/I MPOIY BO3JT0XKUThH Ha

« » 20 roja.

(TIoATIMCH TTOIABIIIETO 3asBICHUE)

(TToAmMCh PYKOBOIUTENS TOAPA3ACIICHIS)

3ASIBJIEHUE
0 IIPEAOCTABJIEHNUH OTITyCKa Ne oT 20 roja.
ITpukaz No -JI ot 20 roja.
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE rocyIapCcTBEHHOE OI0/PKETHOE 00pa30BaTeNIbHOE YUPEXKICHHE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

CMK-HU-III101.07

NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

baank HOMEHRJIATYPBI €)1 CBOAHAas

MuHHCTEPCTBO HAYKH U BBICILIET 0
oOpa3oBaHus
Poccuiickoit ®enepanuu
denepaibHOe rocy1apCTBEHHOE

6IO)ZDKCTHOC 06p330BaTeJIBHO€
YUpeEKICHUE BBICHIECTO Oﬁpa30BaHI/lH

«HuxkHEeBAPTOBCKHH roCy1apCTBEeHHbIH
YHUBEPCUTET»

HOMEHKJIATYPA JEJI
Ne

Ha 2018 rox

IIpunoxenne 15

YTBEPKIEHA

[Ipukazom

Ne

HNunexc
aesa

3aroJioBoOK aeJsa
(Toma, yactn)

KoJua-Bo nea
(TomoB,
yacren)

Cpok
XpaHeHus
aeaa (TOMOB,
yacreii)

IIpumeuanue

1 2 3

4

01-PekTopar

01-01

01-02

ﬂO]ZJfCHOCWlb omeemcmeeHHo2co
3a cocmaejieHue HOMeHKIanypbol

Pykosoodumenv noopazoenenus

COI'JTACOBAHO

[Tporokosn K ®I'bOY BO «<HBI'Y»
oT Ne

(noonucy)

(noonuce)

HU.0. Damunus

HU.0. Qamunus

CMK-H-TIT101.07 | Bepcus2 |

Jlata 02.11.2018
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE rocyIapCcTBEHHOE OI0/PKETHOE 00pa30BaTeNIbHOE YUPEXKICHHE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

CMK-HU-III101.07

NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

MuHMCTEPCTBO HAYKH M BbICILIET 0

IIpunoxenne 15.1
biank-o0pa3en BBINUCKH U3 HOMEHKJIATYPbI A€

oOpa3oBaHus YTBEP/XKJIEHA
Poccuiickoit ®enepanunu [Ipukazom Ne
denepanbHOe rocy1apCcTBEHHOE
O0101:KeTHOE 00pa3oBaTeIbHOe
yupeskIeHue BhICIIEro 00pa3oBaHus
«HuKHeBapTOBCKUI rocy1apcTBeHHbIN
YHUBEPCUTET
BBIIINCKA U3 HOMEHKJIATYPbBI
AEJI
Ne
Ha 2018 roxa
Nupexc 3aroJ10BoOK geJia Kou-Bo nea Cpok IIpumevanue
aena (Toma, yacTm) (TomoB, XpaHeHUus
yacrei) nesa (TOMOB,
yacreit)
1 2 3 4 5
0l-nHamMeHOBaHHUE MoaApa3aeJeHUs
o100 ... | o
01-02
02—.
Havaneuuk Yopasnenus PIT1O (noonucw) U.0. ©amunus
Bepno
JlokymeHTOBE
HU.O. Pamunus
oama
CMK-U-TII101.07 Bepcus 2 | Jata 02.11.2018 | Cp.71/86 |




,}‘_‘"\ MUHUCTEPCTBO HAYKHU U BhICIIEro oOpa3oBanus Poccuiickoit denepanuu

lfi';."' - denepanbHOE rocyIapCcTBEHHOE OI0/PKETHOE 00pa30BaTeNIbHOE YUPEXKICHHE
'\' BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)
\;;/ CucreMa MeHEeIKMEHTAa Ka4YecTBa

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

Ipuioxenne 16
Biaank 00/10:KKH nesia

MuHHCTEpPCTBO HAYKH U BbIclIero oopasosanus Poccuniickoin ®dexepauuu
@enepanbHOe rOCyIapCTBEHHOE 0I01KeTHOE 00pa3oBaTe/IbHOE YUpPeKIeHHE
BbICLLIET0 00pa3oBaHus

«HMKHEBAPTOBCKUI T'OCY JAPCTBEHHBIN YHUBEPCUTET»
HanmenoBaHue noapasuesieHus

I[E.JIO N 0 (unoekc no Homenkiamype oei)

3aeonosok oena
Kpaiinue oamwi

Ha JIUCTaX

Xpauuth [IOCT ner
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MuHHCTEpCTBO HAYKH U BhIcIIero oOpa3oBanus Poccuiickoit denepanmu

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00Pa30BaTEIbHOE YUPEKACHUE
BbIcuiero oOpa3oBanusi «HukHEBapTOBCKUI rocy1apcTBEHHBI YHUBEPCUTET)

CucremMa MeHeJI:KMEHTAa KayecTBa

CMK-J-TITI01.07

NMHCTPYKLYA 10 AEJTOITPOU3BOACTBY B HBI'Y

puioxenne 16.1

BHYTPEHHSS OITUCH
AOKYMEHTOB JeJjia Ne

Ne Nunekc Jara 3aroJ0BOK IOKYMEHTA Homepa | Ilpumeuanue

/1 | JOKyMEHTa | TOKyMEHTa JIMCTOB
Jiena

1 2 3 4 d) 6

Htoro JIOKYMEHTOB
(yugppamu u nponucwio)
KonnyecTBo 1MCTOB BHYTPEHHEN ONUCH
(yugpamu u nponucwvio)
Honocnocmo (noonucy) H.0. Gamunus
Jlama
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparun
®denepalibHOE rOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTEeIbHOE YUPEKIECHUE
BBICIIETO 0Opa3zoBanus «HMKHEBApTOBCKUI TOCYIapPCTBEHHBI YHUBEPCUTETY
CucreMa MeHeJAKMEHTAa KayecTBa

CMK-U-III101.07 NHCTPYKLUA 11O JEJIOITPOU3BOACTBY B HBI'Y

IIpuioxkenue 16.2
JIucTt—3aBepure’ib aejia

JIMCT-3ABEPUTEJIb IEJIA Ne

B nene moammTo v mpoHyMepOBaHO

nucta(oB),
B TOM 4YHMCIJIC:
JIUTCPHBIC HOMCpPA JIMCTOB
IIPOIMYHMCHHBIC HOMCpPA JINCTOB
+ JINCTOB BHYTpeHHCﬁ OInrucu
OcobeHHOCTH (I)I/I3I/I‘-I€CKOFO COCTOAHUA U @OpMHpOBaHI/IH AcJ1a HOMCpa
JIUCTOB
1 2
(HanmeHoBaHuE NOKHOCTH pabOTHUKA)
(noamnuce) (pacimdpoBKa MoI1ucH)

JlaTa

CMK-H-TII101.07 | Bepems2 |  J1ata 02.11.2018 | Cip. 74/86 |




MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparun
®denepalibHOE rOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTEeIbHOE YUPEKIECHUE
BBICIIETO 0Opa3zoBanus «HMKHEBApTOBCKUI TOCYIapPCTBEHHBI YHUBEPCUTETY
CucreMa MeHeJAKMEHTAa KayecTBa
NHCTPYKLUA 11O JEJIOITPOU3BOACTBY B HBI'Y
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CMK-H-II1101.07

IIpuioxenue 17
baank akra (0 BblIeJIeHUH K YHUYTOKEHUIO JOKYMEHTOB)

MuHHCTEPCTBO HAYKH M BBICILIET0
oOpa3zoBaHusi
Poccuiickoit @exepaunu
®denepajibHOE TOCYIAPCTBEHHOE

010/1:KeTHOE 00pa3oBaTeIbHOe
yupe:kaeHune BbICIIEro 00pa3oBaHus

«HukHeBapTOBCKUI
roCcy1apCTBeHHbIN YHHBEPCUTET»

YTBEPXIAIO
Pextop

C.1. T'opiios

20 T.

AKT

Ne

@) BBIACIICHHUHU K YHUYTOKCHHUIO JOKYMCHTOB,
HC IIOJICKAINNX XPAaHCHUTIO

Ha ocHoBanuM HOMeHKIaTypsl jed, «llepeyHss THNOBBIX YIPABICHUECKUX apXHMBHBIX
JOKYMEHTOB, 00pa3yloIuXcs B IPOLECCE ASATEIbHOCTH IOCY1apCTBEHHBIX OPraHOB, OPIraHOB MECTHOTO
CaMOYIIpaBJI€HUsI M OpraHU3alMif, C YKa3aHUEM CpPOKOB HUX XpaHEHUs» (YTBEPKIEH NPUKA30M
®enepanbHoro apxuBHoro areHrcta oT 20 nexabps 2019 rona Ne236) u «llepeunst 10OKyMEHTOB cO
cpokamu xpaHeHHs MunucrepctBa mnpocsemeHuss CCCP, opraHoB, y4pexIeHHH, oOpraHu3anui
cucreMmbl mnpocsemeHuss» (M.1980) oToOpaHbl K YHHUYTOXEHHIO, KaK HE HMEIIUe Hay4dHO-
HCTOPUYECKON IIEHHOCTU M YTPATHUBILUE PAKTHUECKOE 3HAUEHUE JIena:

Wnanexc nena Koi-
. . Cpoxku
No | 3aronoBok aena unu rpynnoBoii | Kpaiinue M0 HOMEHK- BO NDAHCHI [Tpume-
/1 3aroJIOBOK JIOKYMEHTOB JIaThI natype win Ne | JHCTO p B YaHUe
Jiera o Onucu B

Uroro JIUCTOB 32 TOJIBI.
Honocnocmv pabomuuxa,
NPUHABULE20 OOKYMEHMbl (noonucy) H.0. ©amunus
Honocnocmo pabomnuuxa,
coasuie2o 0OKyMeHmbl (noonucy) H.0. Damunus
COI''TACOBAHO

[Iporokon DK ®I'EOY BO «HBI'Y»

Ne
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IR MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparun
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BBICIIETO 0Opa3zoBanus «HMKHEBApTOBCKUI TOCYIapPCTBEHHBI YHUBEPCUTETY

|

\

\

N vm.
A

".f-;| ®denepalibHOE TOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTeIbHOE YUPESIKICHUE
12
7/

Cucrema MCHCIKMCHTA Ka4YeCTBa

CMK-H-II1101.07 NMHCTPYKLUA 1O AEJIOITPOU3BOACTBY B HBI'Y

IIpuioxkenue 18

Bbaank (0 BbIIeJIEeHMH K YHUYTOKEHUIO MevYaTei)

MuHuCTEPCTBO HAYKH U BbICIIET 0

oOpa3zoBaHusi

Poccuiickoit @exepaunu
denepaibHOE rOCYAAPCTBEHHOE
010/1:KeTHOE 00pa3oBaTeIbHOe
yupe:kaeHune BbICIIEro 00pa3oBaHus

«HukHeBapTOBCKUI
roCcy1apCTBeHHbIN YHHBEPCUTET»

AKT

No

O BBIJICJICHUN K YHUUYTOXKEHUIO
HITAMIIOB U TI€YaTeu

YTBEPXIAIO
Pextop

C.1. T'opiios

20 T.

OKcIepTHas KOMHCCHS, Ha3HadeHHas npukazom Pextopa ot 01.04.2014 roma
Neo 050/1-O, mpousBena oTOOp K YHUUTOKEHUIO YTPATUBIIMX MPAKTUYECKOE 3HAYEHUE U

MpUIICAINX B HCTOAHOCTD CICAYIONIHUX IITAMIIOB!

No HaunmenoBaHue mmeuatu
/I (mrramma)

Koi-Bo

OcHoBaHue I
YHUUTOKEHUS

OtTHCcK

HUtoro

Jlonoicnocms pabomuuxa,
NPUHsABULE20 OOKYMEHMbL

COI'JTACOBAHO
[TpoTtokon K ®I'BOY BO «HBI'Y»
No

(noonucy) H.0. Pamunus
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e MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparun
i : ";-;| ®denepalibHOE rOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTEeIbHOE YUPEKIECHUE
\\‘ BBICIIETO 0Opa3zoBanus «HMKHEBApTOBCKUI TOCYIapPCTBEHHBI YHUBEPCUTETY
\»::7 CucreMa MeHeJAKMEHTAa KayecTBa
CMK-U-III101.07 NHCTPYKLUA 11O JEJIOITPOU3BOACTBY 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

Mpl, HIKeNnoAnucaBIIuecs, paOOTHUK (JOJKHOCTh, WHUIUANBI, (haMuiIns)
CTPYKTYPHOTO TMOJpa3zeneHusi (Ha3BaHuE) H (IOJKHOCTh, WHUIMAIBI, (pamuims)
COCTaBUJIM HACTOSIIMI aKT O TOM, YTO IIEPBBIN CAal, a BTOPON IIPUHSLII:

Ne 3aroJioBoOK Jeja Jara HNupexc xena
n/n AOKYMEHTA
Cnan [Tpunsin
/ / /
«_» 20__ ron «_» 20__ ron
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparun

®denepalibHOE rOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTEeIbHOE YUPEKIECHUE
BBICIIETO 0Opa3zoBanus «HMKHEBApTOBCKUI TOCYIapPCTBEHHBI YHUBEPCUTETY

Cucrema MCHCIKMCHTA Ka4YeCTBa

\\
N v
A A

CMK-H-II1101.07

NMHCTPYKLUA 1O AEJIOITPOU3BOACTBY B HBI'Y

Ipuaoxenue 20

MuHuCTEPCTBO HAYKH U BbICIIET 0

oOpa3zoBaHusi

Poccuiickoit @exepauuu
denepajbHOE TOCYIAPCTBEHHOE OHOIKETHOE
o0pa3oBaTe/ibHOE YUpe:KIeHHe BbICIIEro

o0pa3oBaHus

«HuxHEeBaAPTOBCKMH roCcy1apCTBEHHbIN

YHHBEPCUTET»

CmpykmypHoe noopazoeieHue

OIINCDH

No

O BBIICJICHNH K YHUYTOKCHUTIO
AOKYMCHTOB, HC ITOJIC)KAIIIUX XPAHCHUTO

Ha ocHoBanum HOMeEHKIATypbl nel, «llepedyHs TUNOBBIX yHpaBIECHYECKUX
aApXMBHBIX JIOKYMEHTOB, OOpa3ylIIMXCA B MPOIECCe JACSITEIBHOCTH TOCY/IapCTBEHHBIX
OpraHoB, OPraHOB MECTHOTO CaMOYIPABJICHUSI U OPTraHU3allMil, C YKa3aHHEM CPOKOB HX
XpaHeHus» (yTBEpkIEH npukazom DenepaqbHOro apXUBHOTO areHTcTBa OoT 20 mexabps
2019 roma Ne236) u «llepeyHsi HOKYMEHTOB CO CpOKamMHu XpaHEeHHs] MUHUCTEpPCTBA
npocsenienuss CCCP, opraHoB, ydpeXI€HU, OpraHu3aludid CHUCTEMbI MPOCBELICHUSD)
(M.1980) otoOpaHbl K YHHUYTOXXCHHIO, KaK HE HWMEIOIIUE HAYyYHO-HCTOPUYCCKOU
IIEHHOCTH U YTPATUBILINUE MPAKTUYECKOE 3HAUCHUE Jiea;

Nunexc
No Jeia 1o Kon-
n; 3aroyI0BOK Jie1a WM IPYNIOBOU Kpaiinue HOMEHKJIaTy | BO Cpoku [Tpume-
- 3aroJIOBOK TOKYMCHTOB JaThl pe i Ne JUCT XpPaHCHUA HYaHUueC
Jejia 110 OB
OIMIUCHU
Cnan
HHonocrnocmo (noonucy) H.0. @amunus
[Tpunsin
Jonsxcnocmo (noonucw) U.0. Damunus
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparun

®denepalibHOE rOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTEeIbHOE YUPEKIECHUE
BBICIIETO 0Opa3zoBanus «HMKHEBApTOBCKUI TOCYIapPCTBEHHBI YHUBEPCUTETY

Cucrema MCHCIKMCHTA Ka4YeCTBa

CMK-H-II1101.07

NMHCTPYKLUA 1O AEJIOITPOU3BOACTBY B HBI'Y

Ipuiaoxenue 21

KypHaJ perucTtpauuu BXoAsimieii J0KyMeHTAUNU
(cmpyKmypHo20 noopa3zoeenus)

OBbPA3EI]
Ne Mara /laTa 1 HOMep Bup noxymenra u Koppecnonaenr Hcnosnuren
MOCTYIUIEHUsI | JOKyMeHTa | KpaTKoe coaepkaHue | (0T KOro MOCTYIHJI
AOKYMEHTAa JIOKYMEHT)
1 02.02.2018 01.02.2018 | Ilpuxaz «O6 yuéme | Ynpasnenue no | Heanosa U.11.
Ne 102-O paboyezo epemeHu» pabome c
nepcoHanom u
OOKYMEHMAYUOHHOMY
obecneyenuro
AKypHaj perucTpanuu UCXoasiuien J0KyMEeHTAIUU
(cmpyKmypHo20 noopa3zoeienust)
ObPA3EI]
Ne Hara Buj noxymenra u Kpartkoe Anpecar Hcnosnurean
OTHPABJIEHUS] | PErHCTPANMOHHBII coep KaHue
JAOKYMEHTa HOMep T0KYMeHTa AOKYMEHTAa
1 03.02.2018 Iucomo 0 npoxooicoenuu | Huscnesapmosck, Hexan
Ne 23/2018 NCUX01020- Owmckas, 0. 35 Ilempos /. A.
neoazoeuuecKoul Hupexmopy
Npakmuxku MBOY CILI Ne 32
2 04.02.2018 | Cnyorcebnas 3anucka | 06 usmenenuu 6 | Ilpopexmop no | Cuooposa HU.I1.
No 23 VUeOHbIX NAAHAX \Y
Heanosy .11
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N MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparun

‘f:f’ i ®denepalibHOE rOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTEeIbHOE YUPEKIECHUE

\‘ BbIcuiero oopazoBanusi «HuxHEeBapTOBCKUIA rOCYIapCTBEHHBIA YHUBEPCUTET

\:» CucreMa MeHeJAKMEHTAa KayecTBa
CMK-U-III101.07 NHCTPYKLUA 11O JEJIOITPOU3BOACTBY B HBI'Y

Ilpuioxkenue 22
JOKYMEHTDI, HA KOTOPBIX CTABUTCSA 'EPBOBAS IIEYATD

1. AKkThl (IpyeMa 3aKOHUYEHHBIX CTPOMTEILCTBOM OOBEKTOB, 00OpYIOBAHMS,
BBITIOJIHEHHBIX Pab0T, IKCIIEPTU3bI U T.11.);

2. JloBepeHHOCTH;

3.  TI'paxxmancko-mpaBoBbIe JOTOBOPHI (IIOCTaBKH, TMOAPANA, O HaydHO-
TEXHUYECKOM COTPYIHUYECTBE, aPEH/I€ TOMEUIEHUH U T.11.);

4. 3anganus (Ha NMPOEKTUPOBaHUE OOBEKTOB U COOPYKEHUM, Ha KalmUTaJbHOE
CTPOMUTENBCTBO, BHIIIOJHEHNE TEXHUUECKHUX IPOEKTOB U T.1.);

5. 3asBku (Ha 000pyIOBaHUE, U300PETEHHE U T.1.);

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

7. 3akioueHHUs W OT3BIBBI OpraHU3alMil Ha JUCCEpTaluM, aBTOpedeparsl,
HalpaBJISIEMbIE B BBICIIYIO AaTTECTAIMOHHYKD KOMHCCHIO, a TaKXE€ JIOKYMEHTHI,
CBA3aHHBIE C 3alIUMTON jaucceprauud (yAOCTOBEPEHUS O cAadye KaHIUAATCKUX
HK3aMEHOB, BBINHCKA 3aceiaHus Kadeapsl U T.1.);

8. JlokyMeHTHI ¢ oOpa3lamMu OTTHCKOB Ile4aTed W IOANMUCEH paOOTHHKOB,
MMEIOLIUX MTPaBO COBEPILICHUS (PMHAHCOBO-XO03HCTBEHHBIX OTIEepalHii;

9. HarpanHsie TUCTHI,

10. TImcepma rapanTuiiHbie (Ha BBITIOJIHEHHUE PabOT, YCIyT, OIUIATY | T.1.);

11. TlonoxkeHus O CTPYKTYPHBIX MOAPA3ACICHUSIX, WHCTPYKIUHU, NpaBUiIa U
IpYyTue JOKaJbHbIE aKThl YHUBEPCUTETA,;

12. TIpoTokodsi,

13. Peectpsl (4ekoB, OIOKETHBIX MOPYUYEHUH, TIpeacTaBIsieMbIX B ['0ocOaHK H
T.J1.);

14. Cwmertsl pacxo0B (Ha coliep>KaHHe anmapara yrnpapleHus, Ha TIOJITOTOBKY U
OCBOCHHE TMPOU3BOJCTBA HOBBIX M3/EIMI, HA KaJbKYJISLUUIO K JOTOBOPY MOApsIa, HA
KalnuTajibHOE CTPOUTENBCTBO U T.1.);

15. ChopaBku (JUMUTHBIE, O BBIIUIATE CTPAXOBBIX CYMM, HCIOJIb30BAHUU
OIO/KETHBIX ACCUTHOBAHMM Ha 3apIuiaTy, O HAUMCIEHHOM W MpUYMTAIOIIeiics 3apruare,
apXUBHBIC U T.]1.);

16. VYcraB yHuBepcuTeTa, I3BMEHEHUS U IOTIOJHEHHS K HEMY;

17. IllTaTHble pacnucaHUsl U U3BMEHEHUS K HUM;

18. TpynoBble JOTOBOPHI U JOTOJHUTEIBHBIE COTJIANIEHUS K HUM;

19. JloroBopsl 0 MaTepuagIbHONW OTBETCTBEHHOCTH;

20. JIomKHOCTHBIE MHCTPYKIIHH;

21. ChpaBku, yIOCTOBEpsIIOIIME OOyYe€HHE B YHUBEPCUTETE CTYIEHTOB
JTHEBHOM (opMbl OOYUEHHS U aCIUPAHTOB, (HOPMBI 26;

22. Jlpyrue  JOKYMEHTBI, JJIi  KOTOPHIX  3aKOHOJATEIHCTBOM  PD

IpelycCMaTpUBaETCs MPOCTABJIEHNE TepOOBOil MeyaTH OpraHu3aluy.

Ha ocranbHbIX JOKYMEHTaX, HE TpeOyIIUX 0COo00ro MOATBEPKICHUS
NOJJTMHHOCTH, CTABUTCS MIPOCTasi NevyaTh.
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparun

®denepalibHOE rOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTEeIbHOE YUPEKIECHUE
BBICIIETO 0Opa3zoBanus «HMKHEBApTOBCKUI TOCYIapPCTBEHHBI YHUBEPCUTETY

Cucrema MCHCIKMCHTA Ka4YeCTBa

NMHCTPYKLUA 1O AEJIOITPOU3BOACTBY B HBI'Y

Ilpuioxkenue 23

Pexomenpanuu
10 MCNOJIb30BAHUIO OTAEJbHBIX, HAU00JIee 4YACTO YNOTPeOIsieMbIX CJI0B U
YCTOMYMBBIX COYETAHUI, HCIOJIb3YeMbIX NMPH MOATOTOBKE CJIYKeOHbIX IOKYMEHTOB

1. Cunmakcuueckue KoHcmpyKkyuu, UCnoIv3yemvle
Ol U3NOMNHCEHUs. MOMUBOS OOBACHEHUS NPUHUH
NPUHAMUS MeX UL UHBIX OCUCTNGULL:

— B nopsiake oxazanus momoiu mpoiry Bac

— B nensax oOmeHa omelToM Hampanisito B Bamn
azapec

— B nopsiake uckimoueHus

— BBuy 0COOBIX OOCTOATETHCTB

— B cBs3u ¢ 3aBepuieHneM padoT 1o
— B cBsi3u ¢ IpUHATHEM PELIEHUS O

— B coorBerctBMM ¢ paHee

JIOTOBOPEHHOCTHIO

— I1o B3aMMHON TOTOBOPEHHOCTH MEKIY

— CoruacHo Baiei 3asiBKe

— Hecmotps Ha TO-TO U TO-TO, MIPOJIOJKAET UMETH
MECTO

JIOCTUTHYTOM

2. Popmynupo6Ku 015 BbIPAINCEHUSL OMKA3A!

—  Hecmorps Ha  mpeanpuHATBIE — HaMH
(opranmzanueit) ycuus, Bame ykazanue ocraercs
HEBBITNOJIHEHHBIM B CBSI3H C

— K coxanenuro, ynosneTBoputh Bamry npocbOy
HE TPEJCTABIIAETCS BO3MOXKHBIM, IOCKOJIbKY
— Bame pacnopsbkeHne HE  MOXET
BBIIIOJJHEHO K  YCTAHOBJIEHHOMY  CPOKY
CJIEYIOIUM IPUUNHAM

— MpbI He MOXeM NPeJOCTaBUTh MHTEPECYIOLIYIO
Bac MH(popMaIHio, Tak KakK

— Opranuzanys He pacroJiaraeéT BO3MOYKHOCTSAMHU
JUIS BBITIOJIHEHUS IaHHOM 3a/1a4Ml U3-3a OTCYTCTBHUS

OBITH
o

3. Dopmynuposku ons
npeoynpeltcOeHUsL:

— HamomunHaem Bam, 4TO 4epe3 TaKOe—TO BpEeMs
CPOK COTJIAIICHHS UCTEKACT

— Opranwusarnus yBegomiser Bac o Tom, 9To

— CuntaeM HEOOXOJUMBIM €II¢ pa3 HAIOMHHUTb
Bawm o ToMm, uTo

— OpraHmzanusi COXpassieT 3a co0OW TpaBoO B

OJIHOCTOPOHHEM TOpsJIKE PUOCTAHOBUTH

6blpAINCEHUA

4. Vemotiyusvie pacnopsoumenvhvle 060pomol.
— BBectu B skcrutyaramuo

— O0s13aTh pYKOBOIUTEIS

— KoHTposnib 3a  uCHOIHEHHEM
JTUPEKTHBBI BO3JIOKUTH HA

— Haznauuts paccnenoBanue o Gaxry
— M3pICKaTh TOTIOTHUTEIHLHBIC BOZMOKHOCTH JIJIS

HacTodLIEH

5. @opmynupoexu Onsn  noouepkusanus 0coooll
BAJICHOCIU C8eOeHUll (OMOeNbHbIX PaKmos):
— be3omacHocTh rapaHTupyercs

— JlokymeHntauusa BbiciaHa B Bam azapec
HApOYHBIM

— IIpennpuHUMarOTCS SHEPTUYHBIE MEPHI 110

— Kon¢uaenmnuanbHOCTb uH(bOopMauu
obecrieyeHa

— Coneprxanue MPOEKTa OTIEPATUBHO
KOPPEKTUpYeTCs

— BBIsIBIIEHHBIE HEAOCTATKHU YK€ YCTPAHAKOTCS

— BhlziesIeHbl JONIOMHUTENBHBIE CPEACTBA HA

— B kparuaiimme cpoku OpraHu3yercs

— YCTaHOBJIEH ECTKHH ITOBCEIHEBHBIA KOHTPOJb
3a

6. Yemotiuusvie obopomei peuu:
—Hanmenee cnoxxHbIi
—Haunyqmuiit apdexr
—Oxa3aTh MOMOIIb
—PyKOBOJCTBO CUMTAET BO3ZMOXKHBIM
—CpouHo cooOmuTe
—O0becneubTe BHINOJIHEHUE
—Jlonoxure npeasioKEeHHs 1o
—BeposrtHbie cpoku
—Coo0Oure maHHbIe
—ITonroroBeTe K OTIIpaBKE
—Haubonee BaxHbIi
—Hauxynmmuii pezynbrar
—IIpousBectu mpoBepKy
—Opranuzanys He BO3PaKaeT
—Hemennenno ycrpanure

\ CMK-H-TII101.07 \

Bepcus 2|

Jlata 02.11.2018 | Crp.81/86 |




MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparun

®denepalibHOE rOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTEeIbHOE YUPEKIECHUE
BBICIIETO 0Opa3zoBanus «HMKHEBApTOBCKUI TOCYIapPCTBEHHBI YHUBEPCUTETY

Cucrema MCHCIKMCHTA Ka4YeCTBa

NMHCTPYKLUA 1O AEJIOITPOU3BOACTBY B HBI'Y

JeiicTBre JOroBopa o
— B3ssaTeie Ha cebs opraHu3anued TapaHTUHHBIE
00513aTeNbCTBA YTPAUUBAIOT CBOIO CHITY C

—Co3znaiiTe He0OX0IUMBIE YCIOBHS
—OnTUMalibHOE pelIeHne
—IToaTBepauTe nmonyyeHue
—Hamnpasete B MOl agpec
—Pemnre caMoCTOSITEILHO

7. DopmyauposKu 05 y8eOOMAECHUSL:

— CraBUM Bac B U3BECTHOCTH O TOM, UTO
— Opranu3anus U3BeuaeT o

— Coobiiaro Bam

— JoBoxy no Bamero cBenenusi, 4to

— JIoknaapIBaro 0O

8. @opmynupoexu 015 8blpadiceHus npocvo:
—IIpomy Bac HanpaButh B MOM ajpec
—Yo6eaurenbHo npoury Bac pemuts Bompoc o

—B pamkax npenBapuTeNbHON JOTOBOPEHHOCTH C
IIpencTaBuTeNieM Bamield opraHumzanuu - Ipoury
PaccMOTPETh BO3MOXKHOCTD

—Hcxons u3 BeNMUUHBI TOAOBOTO JIMMUTA MPOILY
H3BICKATb IJIA HYX OpraHru3aln

9. Haubonee uacmo ynompebnsiemoie e1azovl:
— BBITMIOJIHUTD (MCTIOTHUTH) — MPEKPATUTh
—00paTUTh (BHUMaHUE Ha)

—CIUTAaHUPOBATh (CKOOPIAMHHUPOBATH )

—C03/1aTh

—OpraHu30BaTh

—COO0OIUTH (HOTOKUTH)

—pemuTh (pa3pemniuTh)

—3aBEpIINThH

—HaNpaBUTh (OTIIPABUTH)
—BBECTH (B IKCIUTYaTaIIHIO)
—OCYIIECTBUTH (pearn30BaTh)
—BOCITOJIHUTH (TTOTTOJTHHTB )
—o0ecneunThb

—TIpEeACTaBUTH (TIPEIOCTABUTD)
—yTOYHUTH

—yCTpPaHUTh

—yCTaHOBUTH

—BBISIBUTH (BBISICHUTD)

10. Haubonee
npuiazamenvHbvle:
— CpOYHBIA (ONEPATHBHBIN) — TEPCIICKTUBHBIA —
TJIaBHBIN (OCHOBHOM)

— Cepbe3HbIN (CYIIECTBEHHBIN) — TOTOTHUTEIbHBIN
—  HEJOCTAaTOYHBIM —  IPOMEKYTOYHBIA  —
KOHKPETHBIM — BTOPOCTEIICHHBIM — BAaXKHBIM —
BEAYIINI — MJIAHOBBINA — MTOJTHBIN

— 3aKJIIOYUTENbHBINA — OOIINI — BBICHIIMNA — JTy4IIHi
— HaJAeKHBII

yacmo ynOmp€6ﬂ}l€Mbl€
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparun
®denepalibHOE rOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTEeIbHOE YUPEKIECHUE
BBICIIETO 0Opa3zoBanus «HMKHEBApTOBCKUI TOCYIapPCTBEHHBI YHUBEPCUTETY

i CucreMa MeHeJAKMEHTAa KayecTBa
CMK-U-III101.07 NHCTPYKLUA 11O JEJIOITPOU3BOACTBY B HBI'Y

IIpuiokenue 24
CXEMA
CHCTEMATHU3AIUM JIeJ1 B HOMEHKJIaType

1. 3axoHbl, yKa3bl, paCHOPSIKEHUS BBIIIECTOSIIIUX OPraHOB

2. YcraBbl, yUpeauTeNIbHbIE JOTOBOPHI, CBUIETEIHCTBA O PETUCTPALIUH,
JVMKBUJAIUNA OPTaHU3ALNN

3. TlomoxxeHus

4. TlpaBuia, UHCTPYKIIMH, PETJIAMEHTHI, HOPMbI, METOJMYECKUE YKa3aHUs,
pEeKOMeHaIuu, pa3paboTaHHbIE B OpraHU3alUN

5. Jlunensuu, ceptudukaTel, aTTeCTaThl HAa  OCYIIECTBIICHUE
OCHOBHOMW €SI TEIbHOCTH

6. Ilpukazer*

7. Pacnopspkenus™

8. TIpoToKoiBI 3aceMaHnii M COBEMIATEIBHBIX OPraHOB* (8 opeanusayuu
yacmuou popmvl cCOOCMBEHHOCMU PACNONA2AIOMCS Neped NPUKA3AMU)

9. TlocTtaHoBIiieHUS, pEIICHHS COOpPaHUIl M COBEIIATEIbHBIX OPraHOB™

10. IInanbl, mporpaMMsbl, MPOTHO3bI, KOHIEMIIMN Pa3BUTHUS, OATaHCHI JOXOJIOB U
PacXo/IoB (8 nianax u baiaHcax ykasamov nepuod): NepCrleKTUBHbBIE, 3aTeM T'0JJOBbIE

11. ITaTHbIe pacnivicaHus

12. CMeTHI TUMUTHI, TOC3aKa3hI

13. OT4erhl, OyxTranTepcKue OanaHChl, CBEIICHHWS, aHATUTHYCCKUE 3alMCKH,
0030pbI, CTIPaBKU U TAOJHUIIBI (6 omuemax u OAIAHCAx yKazamv nepuoo)

14. CraroTuets! (yka3aTh (hOpMbI)

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

16. Jlokyaael, MOKIaHBIE 3aIMCKH, CIIPABKH, CBOJKH, pacueThl, 000CHOBaHUS *

17. JIoKyMeHTHI (8 cCKOOKAX yKA3amb cOCmas 00OKYMeHmos)*

18. AxThbI, 3aKITFOUCHUS POBEPOK OpPTaHU3AIIN ™

19. Cruckwu, peectpsl

20. IIpeiickypanTsl, Tapudbi

21. XKypnainbl, kKHuru yyera*

22. ITonOopku myOnuKanuii 06 OpraHu3anuu, AUIIOMbL, TPaMOTHI O

HarpaXJCHUU OpraHu3aluu, ajb0OMBbI, OYKJIEThI, TEPUOAUYECCKUE U3JIAHUS

OpraHu3aluu

23. [lepenucka 1Mo OCHOBHOM JCSATEIHHOCTHU C BHIIIECTOAIIMMU OPTaHU3AIMSIMU
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MuHHCTEPCTBO HAYKHU U BHICHIET0 oOpaszoBanus Poccuiickoit denepanun

®denepalibHOE rOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTEeIbHOE YUPEKIECHUE
BBICIIETO 0Opa3zoBanus «HMKHEBApTOBCKUI TOCYIapPCTBEHHBI YHUBEPCUTETY

CucreMa MeHeJ:KMEHTAa KayecTBa

MHCTPYKLMA 10O AEJIOITPOU3BOACTBY B HBI'Y

JIucT cormacoBanusi HOKYMEHTA

Busa

Ne JlomKHOCTL PYKOBOJHTENA, C ®Uo Cornagonais Ttars

n/ KOTOPLIM COIJIACYeTC IOKYMEHT PYKOBOAHTENA (nokmmcs)

1. | Ilepeoii npopexrop, npopektop mno | [Tororsnnes J[.A il " & 0% a0
HayuHoji paGore N D v {{6‘/

2. | Havansuuk ynpasnenus no pabore ¢ | Hukurnna MUJL iy’ E
IEPCOHANOM M JIOKYMEHTALHOHHOMY % 6 NG
obecrnieueHHI0

3. | Menemxep no Ka4ecTBy Kpyrmuakosa I'.I". 4//./ j 3 1000, f'
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MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparun

®denepalibHOE rOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTEeIbHOE YUPEKIECHUE
BBICIIETO 0Opa3zoBanus «HMKHEBApTOBCKUI TOCYIapPCTBEHHBI YHUBEPCUTETY

Cucrema MCHCIKMCHTA Ka4YeCTBa

CMK-H-IIIIO01.

07

NMHCTPYKLUA 1O AEJIOITPOU3BOACTBY B HBI'Y

JIMCT perucrpauum M3MeHEHU I

Paznen (monmpazzaen),
B KOTOPBIH BHOCATCS
WU3MEHEHUS

OcHoBaHUs 111 U3MEHEHHI

Kpatkas xapakrepucrtuka
BHOCHMBIX U3MEHEHUHN

Jara u HOMEDP
MPOTOKOIA
Y4enoro cosera

n. 1.10

[Tpuka3 Muno6puayku Poccuu ot
03.12.2018 Ne1099 «O6
yrBepxaennu ycrasa ®I'bOY BO
«HBI'Y»

W3MeHeHbl PEKBU3HTHI
«O0 YTBEPKICHUU
OI'bOY BO «HBI'Y»

nprKasa
ycraBa

I'OCT P 1.5-2004 — CranpapTu3anus
B Poccuiickoit ®enepanuu.
CraHgapThl HAIIMOHATBHEIE

Poccuiickoit ®eaepanunu. ITpaBuna
MOCTPOCHUS, U3TIOKCHUS,
odopmIIeHUS 1 0003HAYCHHUS;
MeTtoaudeckne peKOMEHIAIUH 110
pa3paboTKe HHCTPYKIUH 110
JIENIOTIPOM3BOJICTBY B (hefiepaibHBIX
OpraHax MCIIOJIHUTENFHOU BIACTH,

YTBEpKICHHBIC TIpUKa3oM PocapxuBa

oT 23.12.2009 Ne76; OcHOBHEBIE
MpaBwiia padOTHI APXUBOB
opranuzauuii ot 06.02.2002

V najgeHnl

Metoandeckne peKOMEHIAINN T10
pa3paboTKe MHCTPYKLUH 110
JeTIONPON3BO/ICTBY B
TOCYJAAapCTBCHHBIX OpraHax, opraHax
MECTHOT'O CaMOYITPaBIICHNUSI,
yTBEpKJICHHBIE NTpHKa3oM Pocapxusa
ot 25.12.2020 Ne199

JlobOasnen

[Ipunoxenus 1,
1.1,2,6,6.1,6.2,
6.3,7,11

N3MeHeHue pEKBUBUTOB
opuandeckoro aapeca HBI'Y

Jlo0aBieH HOPUIUYECKUN aapec
HBI'Y

[Ipunoxenue 6.2.

[puxa3z HBI'Y ot 21.12.2022 Ne239-
O «O mepenMeHOBaHUHN JOIIKHOCTH

W3menena JOJKHOCTD c
«[Ipopekrop MO pa3BuUTHIO» HAa
«IIpopekTop 1O OKOHOMHKE H

Pa3BUTHUIO»
m. 1.10, [Tpuka3z ®AA ot 20.12.2019 Ne236 | M3MeHeHBI PEKBH3UTHI TPHUKa3a
[punoxenne 17, |«OO yTBEepKICHUU MepevyHs THIOBHIX| «O0  yTBEpXKIEHHH  TEpedHs
20 YIPABIEHUYECKUX APXUBHBIX THTIOBBIX YIPaBIEHUYECKHUX
JOKYMEHTOB, O0pa3yIOIIUXCs B APXUBHBIX JIOKyMEHTOB,
Tporiecce AesTeNbHOCTH oOpa3yromuxcst B TpoIecce

TOCYJapCTBEHHBIX OPraHOB, OPraHOB
MECTHOT'O CaMOYIIPaBJICHUS U
OpraHU3aINii, C YKa3aHHEM CPOKOB MX

JIESITENBHOCTH T'OCYJapPCTBEHHBIX
OpPraHoB, OpPraHOB  MECTHOI'O
CaMOYIIpaBJICHUs] U OpraHu3aIui,

14.04.2023,
npoTokos Ne 8

Xpa"HeHus» c YKa3zaHUueM CPOKOB ux
XpaHCHU
CMK-H-TII101.07 | Bepems2 | J1ata02.11.2018 | Cip.85/86 |




L

MuHHCTEpCTBO HAYKH U BhIcIIero oopa3oBanus Poccuiickoit deneparun

®denepalibHOE rOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTEeIbHOE YUPEKIECHUE
BBICIIETO 0Opa3zoBanus «HMKHEBApTOBCKUI TOCYIapPCTBEHHBI YHUBEPCUTETY

e Cucrema MCHCIKMCHTA Ka4YeCTBa

CMK-H-II1101.07 NMHCTPYKLUA 1O AEJIOITPOU3BOACTBY B HBI'Y

JIner o3HaKOMJIeHUA

n/n

JIOMKHOCTH 0)5(0) Iloanuce Jara
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