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«Poccuiickuii HOBBIH YHUBEPCHTET)
(AHO BO «Poccuiickuii HOBBIH YHHBEPCHTET?)

VYTBEPXIEHA
npukazoM pekropa AHO BO «PocHOY »
Ne é’f/t or A/ /7 2015 r.

HNHCTPYKIUA
no genonpoussoacrsy B AHO BO «PocHOY»

1. OBIIME ITIOJIOXEHM A

1.1. Hacrosmmas WHCTpyKIHs IO JETOINPOH3BOACTBY YCTAQHABIMBAeT €IHHYIO CHCTEMY
JeNONPOU3BOACTBA B ABTOHOMHOM HEKOMMEPYECKOM OpraHM3alWd BBICIIEr0 00pa3OBaHHT
«Poccmiickuit HOBBIM yHmBepcuTeT» (matee Yuusepcurer wm AHO BO «PocHOV»), mopsmox
IOATOTOBKH, O(MOPMJIEHHs, IPOXOXIEHHA, KOHTPOJS 3a WCIOJIHEHHEM, Y4YETOM, XPaHCHHCM,
TedaTaHueM, KONMPOBAHWEM ¥ THPAXHUPOBAHHEM CIYXKEOHBIX NOKYMEHTOB, COBEPIICHCTBOBAHMA
JIETIONPOU3BO/ICTBA M IIOBBINIEHKS er0 3 GEKTUBHOCTH.

Hacrosmas MHCTpyKIHMs IO JENOIPOU3BOACTBY COCTaBlICHA HA OCHOBE CIICAYIOIIHX
3aKOHO/IATEBHBIX ¥ HHBIX HOPMATHBHBEIX [PABOBBIX aKTOB B cdepe mHpOpMAlHH, NTOKYMEHTALHH,
apXWBHOTO JieJia:

o TumoBas MHCTPYKIMS IO IEJONPOM3BOACTBY B (enepalbHBIX OpraHax HCIIOJTHUTEIIbHOH
BIIACTH, yTBePIKICHHA IpHKa3oM MurKybTypsl Poccnu ot 08 HostOpst 2005 1. Ne 536

e IlpuMepHas WHCTPYKIHS IO MEJONPOM3BOACTBY B  BBICIIEM y4eOHOM  3aBEJCHUH,
yIBepIKIeHHas mprKazoM MuHoGpasosanus Poccur ot 24.07.2000 r. Ne 2286;

e TOCT P 6-30-2003 YHE(UIMpOBAHHEIE CHCTEMBI NOKYMEHTAIWMH. YHUGHIUPOBAHHAT
CHCTEMa OpTAHM3AIMOHHO - DACTOPSIHTENBHOM NOKyMEHTamwd. TpeboBaHHA K ohopMIIEHHIO
JOKyMEHTOB”;

o IlpaBuia [ETONPOM3BOACTBA B  (eIEpaTbHEIX OpraHax —HCIOIHHTENBHOH  BIIACTH,
yTBEpIK/IeHHBIE TTocTanoBNeHreM [IpaBuTenscTBa Poccuiickoit Deneparuu Ot 15 mromst 2009r. Ne 477

e Meronuyeckue pEKOMEHJANMK 10 pa3paboTKe MHCTPYKUMH IIO [JENONpOM3BOACTBY B
(enepanbHbIX OpraHax HCIOJIHUTEIBHON BIACTH, YTBEPKACHHBIE IIPUKa30M Pocapxusa ot 23.12.2009
Ne 76.

1.2. IlpaBuna BemeHHS MEIONPOM3BOJACTBA, YCTAaHOBJIEHHBIE HACTOAIIEH HHCTPYKIIMEH,
PACIPOCTPAHSIOTCS HA CIIy)EOHBIE HECEKpETHBIC NOKYMEHTEI, a TaKKe MOKYMCHTBI, COACPIKAIHC
HECEKpETHbIE  CBENEHMS  OrPAaHMYEHHOTO  PACHpPOCTPAHEHHS. CucreMa  3NEKTPOHHOTO
IOKYMEHTO060pOTa (CHCTEMA aBTOMATH3HPOBAHHOH 00paboTKH noxymenToB), mpumersemsle B AHO
BO «PocHOY», momkHbl obecmeuuBaTh — BhIIONHEHHE —Tpebosamuii — MHCTpykmum 1O
IEJIONIPOU3BOACTBY;

1.3. Jleonmpon3BOACTBO B YHHBEPCHTETE OPraHW3YeTCs Ha OCHOBE IOJHOH HIM YaCTUIHOH
IEHTpaTH3AUA, B 3aBHCHMOCTH OT 0ObeMa NOKYMEHTAalMOHHBIX paboT, WX TEPPUTOPHAIBHOTO
PasMEIEHNs] ¥ TEXHHYECKOH OCHAIEHHOCTH.

1.4. Hacrosmas VHCTpYKIHS 1O IENONPOM3BOACTBY SBISETCS HOPMATHBHBIM JOKYMCHTOM,
peraMeHTHPYIOIMM OPTaHH3AIIHIO, IPABMIIA, IIPUEMbI M IPOLECCH CO3MAHMI HOKYMEHTOB, OP/0K
paGoTHl C HMMH, C Y4eTOM YCIOBHH H CICHM(HUKH JIEATENBHOCTH KaXIOro CTPYKTYPHOTO
TO/[pa3/ieNIeHNsl Y HUBEPCUTETA.
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1.5. Meroauueckoe pyKOBOJICTBO U KOHTPOJIb  BEIEHUS  JAEIONPOM3BOJACTBA,  €r0
nansHenmee copepmeHcTBoBanre B AHO BO «PocHOVY» ocymiectBisier 00muii oTaer.

OOmwmii oTAen AaeT ykazaHUs MO BOIPOCaM BEACHUS JEJIONPOU3BOACTBA, 00A3aTENbHbIC IS
VCIIOJIHEHUS. BCEMM CTPYKTYPHBIMU IOJPA3ACICHUSAMH, NIPOBEPSAET COCTOSIHUE JEIONPOU3BOICTBA H
OCYILECTBIISIET 00y4YeHNEe paOOTHUKOB, OTBETCTBEHHBIX 32 BEJICHHE JICJIONPOU3BOACTBA B CTPYKTYPHBIX
NOJpa3ACIICHUSAX Y HUBEPCUTETA.

1.6. OTBETCTBEHHOCTH 3a OPTaHU3AINIO0, COCTOSHUE, PABUIIHOE BEJICHUE JEIONPOU3BO/ICTRA,
CBOCBPEMEHHOE M KAaueCTBEHHOE HCIIOJHCHHE JOKYMEHTOB, a TaKXe 3a HMX COXPaHHOCTH B
CTPYKTYpPHBIX IOAPA3JEICHUSIX BO3JIAraeTcsi Ha HMX pyKoBoAuTened. PyKoBOOUTENM CTPYKTYpPHBIX
nojpasjienieHuil o0s3aHbl OOecrnedynBaTh IMPABHIBHOE M PALMOHAIBHOE MCIIOJIb30BaHUE CPEACTB
OPI'TEXHUKH, PaCX0/I0BaHHE CIIy>KEOHBIX OJJAHKOB U Oymaru.

PykoBoauTenu CTpyKTypHBIX TOAPA3JECICHNAN 10 BOIIPOCAM JIEJI0NPOU3BOICTBA!

- 00ecneunBalOT CBOEBPEMEHHOE U MPABUIIHOE BBIIMOJIHEHHE MTOPYUYCHHA, PACTIOPSAUTEIBHBIX U HHBIX
JIOKYMEHTOB BBIIIECTOSIIIMX OpraHoB, CoBeta Yupenurenei, YueHoro Cosera u pykoBojactea AHO
BO «PocHOVY»;

- JIOKJaJBIBAIOT PYKOBOJACTBY YHHMBEPCHUTETA O XOZC BBIIIOJHEHUS JAHHBIX UM IIOPYYEHUH;

- 00ecneunBalOT COXPAaHHOCTh B TEKYIIEM JEJIONPOU3BOACTBE JOKYMEHTAIBHBIX MAaT€pPHUajIoOB BIUIOTH
1o caaum ux B apxuB AHO BO «PocHOVY »;

- IPUHMMAIOT MEpPbl K COKPAIIECHUIO NEPENHUCKH, HE JIOMyCKas €€ 10 BOIPOCcaM, KOTOPHIE MOXKHO
PEIINTh ITyTEM JIMYHBIX IEPErOBOPOB WM IO TeJIe(OHY.

1.7. HemnocpencTBeHHOE BEACHHME JEJIONPOU3BOJICTBA B CTPYKTYPHBIX IOAPA3JEICHUSIX
BO3JIaraeTcsi Ha COTPYJHMKOB, HA3HAYCHHBIX OTBETCTBEHHBIMHM 3a 3Ty paboTy ((paxyiabTeTsl,
Hanorossiit HHCTUTYT, Kadeapsl, KouieK, LIeHTphl, OTAenbl — cekpeTapu), KOTOPbIe OCYIIECTBIISIOT
KOHTPOJIb 32 MIPOX0XKJIECHHUEM U CPOKAMU MCIIOJHEHUS TOKYMEHTOB, JOKJIAbIBAIOT 00 UX MCIOJHEHUU
PYKOBOJIUTEINIO CTPYKTYpHOTO TOAPa3AeieHHs, MPOCTABISAIOT HEOOXOAMMBIE OTMETKH B JKypHaje
perucTpanyy JA0KyMEHTOB; IPOBEPSIOT IMPaBUWJIBHOCTh COCTaBJIEHUS U O(OPMIICHUS JOKYMEHTOB;
YYacTBYIOT B pa3pa00TKe HOMEHKJIATYphl JeJ1 CTPYKTYpHOIO IMOJpa3jeieHus; (popMUpYIOT Jena B
COOTBETCTBUU C YycTaHOBiIEeHHON HoMeHkinatypol nen AHO BO «PocHOVY»; yuactByroT B
IPOBEIEHUH SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB M OTOOpE TOKYMEHTOB IMOCTOSIHHOTO U BPEMEHHOI'0
XpaHEHUs AJIs Tepesjaud B apXUB; BHEAPSAIOT TEXHOJIOIMUYECKUE MPOIECCH padOThI ¢ JOKYMEHTaMH U
JOKYMEHTHOM MH(poOpMaiyed Ha OCHOBE HCIIOJIb30BAaHUS OPraHU3alMOHHONW M BBIYUCIUTEIBLHON
TEXHUKH, OCYIIECTBISIOT O3HAKOMJICHHE pPa0OTHUKOB C HOPMATHUBHBIMU M METOAUYECKUMHU
JOKYMEHTaMU 110 JEJIONPOU3BOCTBY.

HenocpencrBeHHblE MCIOTHUTENMN SIBISIFOTCSI OTBETCTBEHHBIMU 3a COOJIOAEHHME TOM YacTH
JIeNIONPOU3BOCTBA, KOTOPAasi OTHOCUTCS K KPYTY UX HEMOCPEACTBEHHBIX 00sI3aHHOCTEH.

1.8. CoTpyHUKH CTPYKTYpPHBIX TOApA3JCICHH HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTH 3a
BBINOJIHEHHE TpeOoBaHUM HacTosmed MHCTPYKIMHM, COXPAaHHOCTh HAXOJAIIMXCS Yy HUX CITyKEOHBIX
NOKyMeHTOB. O0 UX yTpaTe HEMEIJIEHHO JIOKJIa/bIBAlOT PYKOBOJIUTEINIO MOAPA3EIECHUs U COOOIIA0T
B OOLIMI OTHEI.

1.9. Conepxanue ciay)eOHBIX JOKYMEHTOB HE MOJICKHUT pasriamennto. C HUMH MOTYT OBITh
O3HAaKOMJIEHBI TOJIBKO JIMIIA, HMEIOLIME HENOCPEACTBEHHOE OTHOIIEHUE K MCIOIHEHHIO 3THUX
JOKYMEHTOB. O3HaKOMJICHHE APYTUX JIHI, a TaKKe OIMyOJUKOBAHUE B IEYaTH JOKYMEHTAJIbHBIX
MaTEepHajIoB JOIyCKaeTCs TOIbKO ¢ paspemeHus pykosoacrsa AHO BO «PocHOVY».

1.10. INepenaya MOKYMEHTOB, UX KOMHI paOOTHHKAM CTOPOHHUX OpTraHU3aIMH JOIYCKaeTCS
TOJILKO 10 0(pUIMATIBLHOMY 3a1pocy ¢ paspemeHus pykoBoactsa AHO BO «PocHOV».

1.11. B cTpykTypHBIX MOApa3AEICHUSIX YHUBEPCUTETa, TJ€ IO IUTAaTy HE MNPEeSyCMOTPEH
CHEIUAJIBHBIM COTPYIHUK JJs BEIEHUS [EJIONPOU3BOJCTBA, PYKOBOAMUTEIEM IOApA3JECICHUS
Ha3Ha4yaeTcsl COTPYAHUK, OTBETCTBEHHBIH 3a 3Ty padoTy.

1.12. Ilpu yxome COTpyAHHKAa B OTIYCK, YOBITUM B KOMAaHIHMPOBKY IO YKa3aHMIO
PYKOBOAMTENST CTPYKTYPHOTO MOJPAa3JeiICHUs BCE HMMEIOUIMECS y HETO JOKYMEHTBI IEepefaroTcs
JPyroMy COTPYAHUKY, KOTOPBIH 00s3aH NPHUHATH MEpPbI 10 MX CBOEBPEMEHHOMY MCIIOJHEHHUIO U
COXPaHHOCTH.

[Ipu yBONBHEHMHM WM TEPEMEIIEHUN COTPYIHHKA, OTBETCTBEHHOI'O 3a  BEJIEHUE
JIeJIONPOU3BOJICTBA, IIepeaada JOKYMEHTOB M JI€J OCYLIECTBIISETCS IO IPUEMO-CAATOYHOMY aKTy,



3
KOTOpPBIN yTBEpKAAECTCA PYKOBOJIUTENIEM CTPYKTypHOro mnonpasaeneHus. Komus akra
nepeaaeTcs B oOUuid OTaed.

1.13. Beenue nepenucky ¢ BBIIIECTOSIIIUMHI OPTaHU3AIMSIMH OCYIIECTBIISETCS PEKTOPOM HIIH
npopeKkTopamMu (B COOTBETCTBHH C TPHUKA30M PEKTOpPAa O pachpeieieHUH 00S3aHHOCTEH) WM TI0
MOPYYEHHUIO PEKTOPA.

Benenue nepenucku ot ummenu AHO BO «PocHOY» ¢ napyrumu opraHuzanusmu
OCYUIECTBIISIETCS. PEKTOPOM, MPOPEKTOPAMU WM MO MX HNOPYUYEHUIO PYKOBOJIUTEISIMH CTPYKTYPHBIX
noapa3IeICHUM.

1.14. Tlonoxenuss Hacrtosed MHCTPpYKIIMM pacnpoOCTPaHSIOTCS Kak Ha TpaJAULMOHHOE
JIEIONPOU3BOJICTBO, TaK M HAa OpraHU3aluio paboThl C JTOKyMEHTaMH, CO3JAaBaeMbIMU MOCPEACTBAM
ANEKTPOHHOW TEXHHUKHU.

1.15. Bemonnenue Hacrosmeid MHCTpykimu o0s3aTeNbHO I Kaxkoro cotpyaauka AHO BO
«PocHOY». C ee TpeOOBaHUSMHU HAyaJIbHUKOM COOTBETCTBYIOLIETO CTPYKTYpPHOTO IOJpa3/eieHUs
MOJI PACIHUCKY JOHKEH OBITh 03HAKOMIICH KaXXIbld COTPYIHUK. BHOBB mpuHsATHIE Ha padoty B AHO
BO «PocHOY» coTpyAHUKH JOJDKHBI OBITH JIeTalbHO O3HaKOMJIEHbl ¢ MHCTpyknmend 1o
JIEeJI0TPON3BO/ICTBY, HOMEHKJIATYPOH JI€] U JOKHOCTHBIMU MHCTPYKLHUSMH.

1.16. PaGoTHHMKM CTPYKTYpHBIX TMOJpa3/l€iICHUNA HECyT [AUCHHUIUIMHAPHYIO M HUHYIO
YCTAaHOBJICHHYIO 3aKOHOJIATeIbCTBOM Poccuiickoit denepariii OTBETCTBEHHOCTh 3a HECOOIOJECHUE
TpeboBaHui MHCTPYKIIUH 110 EIOTPOU3BOJICTBY.

2. OCHOBHBIE ITOHATHUA

AOKYMEHTHpOBaHMe — ¢ukcanus HH(GOpMAIMM HAa MaTE€pPHAJbHBIX HOCHUTENAX B YCTaHOBJICHHOM
MOPSIIKE;

ACJ0NPOU3BOACTBO — ACATCIBHOCTD, O6CCH€‘-II/IB3.IOH_[a$I CO31aHHuC O(i)I/ILII/IaHI:HBIX JOKYMCHTOB U
OpraHMU3aIio paboThl C HUMU;

AOKYMEHT — O(I)I/ILIPIEIHLHBII}'I HAOKYMCHT, COSI[EIHHLIIZ ToCyJapCTBCHHBIM OPraHOM, OpraHoM MECTHOTO
CaMOYyIIpaBJICHHA, OPUANYCCKUM WA (bHBI/I‘IGCKI/IM JIMIIOM, O(bOpMHCHHBIﬁ B YCTAHOBJICHHOM ITOPSJAKE
U BKJIIOUCHHBIN B ,I[OKYMCHTOO60pOT;

3JIeKTPOHHBINH JOKYMEHT — JOKYMEHT, B KOTOPOM HH(OpMaIus MpeacTaBlieHa B SJIEKTPOHHO-
b poBoit popme;

3JIeKTPOHHAasl HM(POBasi MOANMCHh — PEKBU3UT 3JIEKTPOHHOI'O JOKYMEHTA, MPEJIHAa3HAUECHHBIA UIs
3alIUThl  JITaHHOT'O  3JIGKTPOHHOI'O JIOKYMEHTa OT TMOJJENKH, TOJIy4YeHHBIH B pe3yibTare
Kpuntorpaguueckoro mnpeoOpazoBaHus HUHGPOPMALMU C KCIOJIb30BAHUEM 3aKpBITOTO  KIIOYa
JIEKTPOHHON LUGPOBON MOJMUCH U MO3BOJSAIOIIMN HACHTU(PHUIMPOBATH BIIAJENbla CepTH(HUKaTa
KJII0Ya TOJNUCH, a TakKe YCTaHOBUTb OTCYTCTBME MWCKaKE€HUS HH(OpPMALUKU B 3JIEKTPOHHOM
JOKYMEHTE;

PEKBU3HT JOKYMEHTA — 00s13aTSIIBHBIN 3JIEMEHT 0()OPMIICHUS TOKyMEHTA;
NOVIMHHUK TOKYMEHTA — TIePBbII WM €IMHCTBEHHBIN SK3EMIUISIP JOKYMEHTA;

KoM JAOKYMEHTAa — JOKYMCHT, IIOJIHOCTBIO BOCHpOI/ISBO[[HHII/Iﬁ HH(bOpMaHI/IIO INOAJTMHHHKA
AOKYMCHTA U €0 BHCIIHUC ITPU3HAKH, HC I/IMCI-OH_II/II\/‘I IOpH,Z[H‘lGCKOﬁ CHIIBI,

}IOKyMGHTOOﬁOpOT — JBHIKCHHUC HOOKYMCHTOB C MOMCHTA HX CO3OdHUA WIW TIOJYUCHHUA 1O
3aBCPUICHUA UCTIOJIHCHUS, IOMCIICHUS B JACJIO U (I/IJ'II/I) OTIIPAaBKH,

perucrpanuss AOKYMEHTA — IPHUCBOCHHUC OJOKYMCHTY PCrUCTPpallMOHHOI'O HOMEpa MW 3alluChb B
YCTaHOBJICHHOM ITOPSAIOKE CBC,Z[GHI/Iﬁ 0 JOKYMCHTC,
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HOMEHKJIATYpa JeJ] — CUCTEMaTH3UPOBAaHHBIM NEpPEUEHb HAMMEHOBAaHMM J€l ¢ yKa3aHHEM
CPOKOB X XpaHEHMUS;

IKCHEPTH3a HEHHOCTH JOKYMEHTOB — U3YUYCHHE JTOKYyMEHTOB Ha OCHOBAHUH KPUTEPUEB MX IIECHHOCTU
B LENAX OINpEJENCHNUS CPOKOB XPAaHEHHsS JOKYMEHTOB M OTOOpa HMX Ui BKJIIOYEHHS B COCTaB
apXUBHOTO (OHIA;

AeJI0 — COBOKYITHOCTb JJOKYMEHTOB WJIM OTAEIBHBIA TOKYMEHT, OTHOCSIINECS K OIHOMY BOIIPOCY MU
Y4acTKy AESTEIIBHOCTH;

cJIyk0a 1eJIONPOU3BOACTBA — CTPYKTYpPHOE MOJpa3/efieHHe, Ha KOTOPOE BO3JIOKEHbI (PyHKIHU TIO
BEJICHUIO JEJIONPOU3BOJACTBA, a TaKXKe JHIA, OTBETCTBEHHBIE 3a BEJEHHUE JIEJIONMPOU3BOJICTBA B
CTPYKTYPHBIX NOJIpa3AeICHUsX.

3. IOKYMEHTbBI

B cootBeTcTBMM C JEHCTBYIOIIMM 3aKOHOJATENILCTBOM U KomrmereHiuerd By3za AHO BO
«PocHOY» wu3paer cinepyromue JOKYMEHTBI: NPUKa3bl, PACIOPSDKEHUS, IOJIOKEHUS WHCTPYKLHH,
PEKOMEHIALINN, AKTHI.

B nensax s¢@ekTUBHOrO HCIONB30BaHMUS CPEICTB 3JCKTPOHHOM TEXHUKU B YHHBEPCUTETE
YCTaHABIMBAIOTCS €IUHbIC IpaBuia O(OPMIIEHUS JIOKYMEHTOB M HX PEKBU3UTOB, IPOBOIUTCSA
yHH(UKanus cocTaBa, (opM TOKYMEHTOB, a TAKXKe MPOLECCOB pabOTHI C TOKYMEHTAMHU.

st cokpatieHusi KoiaudecTBa mpumeHseMmbix ¢opm gokymeHToB B AHO BO «PocHOVY»
MOTYyT pa3pabaTbiBatoTcsi yHHU(UIIMpoBaHHbIE (opMbl J0KyMmMeHToB (Y®/I), mnpencrapisiomme
COBOKYIHOCTb PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUM C peEIIaeMbIMH B JTOH cdepe
JESATENIbHOCTH 3a/1a4aMH.

Y1 srmrovatores B Tabeas AHO BO «PocHOVY» — nepedenp pa3penieHHbIX K TPUMEHEHHUTO
(bopM TOKYMEHTOB.

Benenue Tabens, BHECEHHE B HETO M3MEHEHUH, KOHTPOJIb 3a MPUMEHEHHEM OCYILECTBISIET
0o01Mil oTHed.

4. IPABWIA ITIOAT'OTOBKA 1 O®POPMJIEHUA JOKYMEHTOB
4.1. JlokyMeHTHPOBaHHE YIIPABJICHYECKOH JeSITeJIbHOCTH

[Tpu noaroToBke U 0(OPMIICHUH TOKYMEHTOB HEOOXOIMMO COOIIOIATh MTPaBHJIa,
o0ecrieynBaroIye IOPUINIYECKYI0 CHITy JOKYMEHTOB, ONIEpaTUBHOE U KaUECTBEHHOE UX MCIIOJHEHHE U
MIOWCK, BO3MOXXHOCTh 00paOOTKH JJOKYMEHTOB C IMOMOIIBIO CPEJICTB JICKTPOHHOW TEXHUKHU. B memsax
3¢ (EeKTUBHOIO HMCIIOJIB30BaHUS CPEICTB AJIEKTPOHHOM TEXHHUKM YCTaHABIMBAIOTCS €AMHbIE NpaBUIla
oopmIIeHHS TOKYMEHTOB U WX PEKBH3HTOB, MPOBOAMTCS yHH(HKanus GopM TOKYMEHTOB, a TaKxke
IpOIIECCOB pabOThI C JOKYMEHTaMHU.

JIOKyMEHT UMeeT IOPUINYECKYIO CHITy TIPY HATMYUH PEKBH3UTOB, 00S3aTENBHBIX IJIs1 TAHHOTO
BUJAa JOKyMEHTa: HAaWMEHOBAaHUS OpraHu3allud — aBTOpa JOKYMEHTa, Ha3BaHUS BHJA
(yHuUUUIMPOBaHHON (DOPMBI TOKyMEHTA), aThl, PETUCTPALMOHHOIO HOMEpa, 3arojloBKa K TEKCTY,
TeKCTa, BU3bl, noanucu u T.1. (Ilpunoxenue 1). B npouecce noaAroToBku U opopmIiIeHUs] JOKYMEHTa
COCTaB PEKBU3UTOB MOKET OBITh JIOTIOJIHEH APYTUMH PEKBU3HTAMH, €CIH TOTO TpeOyeT Ha3HAYCHHE
JOKYMEHTa, ero 00paboTKka u T.1I.

[Ipr MOATOTOBKE MAOKYMEHTOB Ha IEPCOHAIBHOM KOMIBIOTEPE PEKOMEHIYETCSl MPHMEHSTh
TEeKCTOBbIM penakTop Microsoft Word ¢ ucnons3zoBanuem mpugra Times New Roman Ne 12,13,14
yepe3 1-1,5 unreppana.

PexBU3UTHI (KpOME TEKCTa), COCTOALIME M3 HECKONBKHX CTPOK, a TaKXKe TEKCT Tabaui]
nevaTaroTcs 4Yepe3 OAMH HWHTEpBAl M OTACISIOTCS Ipyr OT apyra 2-3 wuHTepBaimamu. Kaxnmas
COCTaBHasl 4acThb PEKBU3UTOB IleYaTaeTcs C HOBOM CTpoku. Touka B KOHIE COCTAaBHBIX wyacTel
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PEKBU3UTOB, a TaKXXE 3aroJioBKa, HE CTaBUTCSA. MakcumanbHass  JUIMHA  CTPOKHM  KaXKJIOTro
OTJIEIILHOTO PEKBU3UTA (KpOME TEKCTa) — 28 3HAKOB.

[Ipy W3roTOBIEHHMH JOKYMEHTOB Ha JBYX M Oojiee CTpaHHUIAX BTOPYIO U MOCIEIyIOIIUe
CTpaHUIBI HyMepyloT. Homepa cTpaHMIl HpOCTaBISIOT IOCEPEIUMHE BEPXHEro MO apaOCKUMHU
dpamu 0e3 KaBbIueK, 1e(hUCOB U CIIOBA «CTPaHULIAY (CTP.).

JIOKyMEHTBI JINYHOTO XapakTepa (3asBICHHE, OOBSICHUTENbHAS 3aMMCKa M T.II.) JOIyCKAaeTCs
0(pOpMIIATH B MUCBMEHHOM BHUJIE OT PYKH.

4.2. BiaHKM 1OKYMEHTOB

Hokymentst AHO BO «PocHOVY» odopmisitorcss Ha OnaHkKaxX, Ha CTaHAAPTHBIX JIMCTax
oymaru dopmara A4 (210 x 297mmMm), OO B BUIE AJIEKTPOHHBIX JOKYMEHTOB M JIOJDKHBI UMETh
YCTAaHOBJICHHBI COCTaB PEKBU3HWTOB, HUX pacrmonoxeHue u odopmienue. I[Ipu odopmieHnn
MPUIIOKEHUN K JJOKYMEHTY JOITyCKaeTcsl B Cllydae HEOOXOAMMOCTH MCIOJNB30BaTh Oymary dopmara
A3 (297 x 420 mm) u AS (148 x 210mm), PacnionokeHne peKBU3UTOB HA OJaHKaX OpraHU3aI[MOHHO-
pacropsIANTENBbHBIX JOKYMEHTOB J0/KHO cooTBeTcTBOBaTh ['OCT P 6.30-2003 “YHudumupoanasie
CUCTEMBl OPTaHU3AIMOHHO-PACTIOPSIIUTEIHPHON JOKyMeHTanuu. TpeboBaHus K o(opMIIEHHIO
JIOKYMEHTOB”.

[Monst nuist 6;1aHKOB TOKYMEHTOB:
BepxHee — 20 Mm; aeBoe — 20 MM
HIkHee — 20 MM; npasoe — 10 MM

B PocHOY npumensitorcst 6nanku (Ipunoxkenus NoNe 2, 3, 4, 5):

0O1IMii OJIaHK;

OJaHK IMHCHMa;

OJlaHK KOHKPETHOTO BHUJIA TOKYMEHTA
VYnorpebienue 01aHKOB POU3BOIBHON (POPMBI HE Pa3peIIaeTCs.
3aka3bl Ha U3rOTOBJICHHE OJAHKOB M BHECEHHWE M3MEHEHUN B MX PEKBHU3UTHI MPOU3BOJIUTCS depes
XO3SUCTBCHHBIC M CHA0KCHUECKHE CITYKOBI 110 coritacoBanuio ¢ pykoBojactBoM AHO BO «PocHOVY».

4.3. OgopmiieHHE PEKBU3UTOB JOKYMEHTOB

4.3.1. Haumenosanue op2anu3zayuu -agmopa 00OKymenma
HaumenoBanue VYHuBepcuTeTa B JOKYMEHTE [JOJDKHO COOTBETCTBOBAaTh HAMMEHOBAHMIO,
3aKpEMJICHHOMY B YCTaBe — aBTOHOMHAs HEKOMMEpPYECKash OpraHu3allds BBICIIEro 00pa30BaHUA
«Poccuiickuii HOBBIM yHHBepcuTeT», nu60 AHO BO « Poccuiickuii HOBBII yHMBEpPCHUTETY.
CoxkpallleHHOE HaMMEHOBAaHUE IIOMEIAETCsl BCJEA 3a MOJHBIM HauMeHoBaHueM. HaummeHoBaHue
¢unana, ApYrux CTPYKTYPHBIX MOApA3JENIeHUH YKa3bIBAalOT B TOM Clly4yae, €CIM OHO SBJISETCS
aBTOPOM JJOKYMEHTA M PACIOJIAraloT HUKE HAUMEHOBAaHUs Y HUBEPCUTETA.

4.3.2. Haumenosanue euoa 00OKymenma
HaumeHoBaHMe BuAa JOKyMEHTa JOJDKHO OTpaXkaTb COJCpXKaHHUE JOKYMEHTHPYEMOIo
JENCTBHUS U KOMIIETEHIUIO €r0 aBTOpa. DTOT PEKBU3UT SIBIISETCS
00s13aTesIbHBIM IpU 0(hOPMIIEHHHN BCEX TIOKYMEHTOB, KpoMe nucbMa. Vcnonab3yemMble B
YHUBEPCUTETE BU/IbI TOKYMEHTOB ONPEEIICHbI HACTOSIIENH HHCTPYKLUEH.

4.3.3. /lama 0okymenma
JlaToii nOKyMeHTa SBISETCS JaTa €ro MOANUCAHUsS; Uil JOKYMEHTa, HIPUHHMAaeMOTro
KOJUIETHAJILHBIM OPTaHOM, - J1aTa €ro MPUHATHUA; U1 JOKYMEHTa, TPEOYIOIIEero yTBEPKACHUS, - AaTa
ero yTBepkaeHus. JlaTa JOKyMEHTa MPOCTaBISAETCS AOHKHOCTHBIM JIUIIOM, MOAMUCHIBAIONINM WM
YTBEPKIAIOIIIM JOKYMEHT.
JIs  JOKYMEHTOB, COCTaBIIEHHBIX OJHOBPEMEHHO HECKOJIbKUMHU OpraHu3alusIMH, AaTOi
JIOKYMEHTA SIBJISIETCS ]aTa MOAMUCAHUS €r0 OCIEAHEN OpraHU3aluen.
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Harta OOJIIMCaHUs, YTBEPXKICHHUSA, COTJIACOBAHUA HOKYMEHTAa, a TakXKe JaThl,
coJiepKaIuecst B TEKCTE, TOIHKHBI 0OpMIISITECS IU(POBBIM CIIOCOOOM. DJIEMEHTHI aThl TPUBOASTCS
apabckumu nuppaMu B OJHY CTPOKY B IIOCJIENOBATENBHOCTH: 4YMCIO, Mecdl, roxa. Hampuwmep:
08.09.2016 r..
B TekcTax MOKyMEHTOB, COAEpXKAIIUX CBEIACHHS (MHAHCOBOTO XapakTepa, MPUMEHSIETCS
cioBecHo-IuppoBoi criocod opopmienus nat: 10 centsadps 2016 r.

4.3.4. Pecucmpayuonnulii Homep 0OKyMEeHmMa
PeructpanmoHHbIil HOMEp TOKyMEHTa MPOCTABIAETCS MpHU ero perucrpauuu. OH COCTOUT U3
€ro TOPSAKOBOIO HOMEpa, KOTOPHI MOKHO JOMOJHATh MHAEKCOM Jefla 10 HOMEHKJaType Iell,
OYKBEHHBIM JINTEPOM, HHPOpMALIUEH O KOPPECTIOHCHTE, HCTIOHUTENAX U JIp.

4.3.5. Ccvinka na pecucmpayuoHHbLL HOMEP U 0amy 0OKyMeHma
Ccbuika Ha pEruCTpPallMOHHBI HOMEpP U J1aTy JOKYMEHTa BKJIIOYAET B ce0sl perucTpariiOHHbIHN
HOMEp W JaTy JOKYMEHTa, Ha KOTOPBIH MOMKeH ObITh JaH oTBeT. CChlIKa MOXKET OBITh pa3MelicHa B
CHeIMalIbHO OTBEACHHBIX rpadax Ha OJaHKe JOKyMEHTa WM yKa3aHa B TEKCTE JOKYMEHTA.

4.3.6. Mecmo cocmaenenus unu u30anus 0OKymenma
MecTo cocTaBIeHHA WU HU3JJaHuA  JOKYMCHTA YKa3blBalOT C€ YUCTOM TIIPHUHATOTO
aJIMAHUCTPATHBHO-TEPPUTOPHUATBHOTO [IEJICHUSI, OHO BKJIIOYAeT B Ce0s TONBKO OOIIECNPUHSATHIC
COKpAII[EHUSI.

4.3.7. Aopecam

JIOKyMEHTBI aApecylOT OpraHu3alusiM, UX CTPYKTYPHBIM MOAPa3ICICHHUIM, TOJXKHOCTHBIM WU
¢uznueckum nunam. [Ipu agpecoBaHUM JOKYMEHTa OpPTaHU3AlNU, €€ CTPYKTYPHOMY TOIpa3aeIeHUIO
0e3 ykazaHus JOJKHOCTHOTO JIUIA UX HAMMEHOBAHUS MUIITYTCS B UMEHUTEIILHOM Ta/IeKe.

Coxkpamenne Ha3zBanus Poccuiickas @enpepanus - PO B odunmanbHbIX JOKYMEHTaX He
JIOITy CKa€TCHl.

[Ipu HanpaBneHUN TOKYMEHTa KOHKPETHOMY JIOJKHOCTHOMY JIMIY HAMMEHOBAHUE OpraHU3aIuU
Y TIOJIpa3/ieNICHUs] yYKa3bIBACTCSl B UMEHUTEIILHOM TaJeXe, a JOJDKHOCTh M (paMUJTUS - B 1aTEIILHOM.

Hanpumep (30ecv u 0anee npumepvl HAUMEHOBAHUL OP2AHUZAYUU, UX CHPABOUHbIE OAHHbIE U

Op. ABNAIOMCA YCAOBHBIMU):

Munucmepcmeo obpazosanus u HaAyKu
Poccuiickoii @edepayuu
Henapmamenm ynpasnenus oeiamu

Lupexmopy
B.B. Kpasuyk

[Ipu anpecoBanny TOKYMEHTA PYKOBOJIUTEIIO OpraHU3AIMK €€ HAUMEHOBAHUE BXOJIUT B COCTaB
HAaUMEHOBAHUS JOJKHOCTH ajipecaTa.
Hanpumep:

Hauanvnuxy omoenenus

no eonpocam muepayuu OMBJ/[ Poccuu
no paiiony Jleghopmoso 2op. Mockewl
A.U. Annamosy

Ecnu OKyMEHT OTHpaBiisieTcsi B HECKOJIBKO OJHOPOJHBIX OpraHu3alMid WM B HECKOJIBKO
CTPYKTYPHBIX TOpa3eIICHII OTHOW OPTaHU3aIliH, TO UX CIEAYET YKa3bIBaTh 000OIICHHO.

Hanpumep: Pykosooumensam mynuyunanvroix
obpaszoeanuii Ilpumopckozo Kpas
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B cocraB pekBusuta "azpecar" MOXKET BXOAUTH MOYTOBBIA aJpec. DIEMEHThI IIOYTOBOIO
azpeca yKasplBalOT B IIOCJIEOBATEIBHOCTH, YCTAaHOBJIICHHON NpPaBUIAMHM OKa3aHMs yCIIyTI MOYTOBOU
CBSI3H.
IIpn agpecoBaHuM NMUCbMa B OPraHU3alAI0 YKa3bIBalOT €€ HAaUMEHOBAHME, 3aTEM ITOYTOBBIN
azpec.
Hanpumep:

T'ocyoapcmeennoe yupeosicoenue
Bcepoccuiickuti nayuno-ucciedosamenbckuti
UHCmMumym 0oKyMeHmogeOeHUs

U apxueHozo oena

Ilpoghcorosuas yn., 0. 82, Mocksa, 117393

[Ipu angpecoBaHuM [OKyMEeHTa (U3MUECKOMY JIHIy YKa3blBalOT (aMIIAI0 W WHHUIHAIBI
MOJTyyaTesisi, 3aTeM - IIOYTOBBIH aJipec.
Hanpumep:
benvoosoii M.B.
Hoesosicenesckuii npocn., 0. 12, ke. 32
Mocksa, 117574

[Ipu agpecoBaHnM TOKyMEHTA AOKHOCTHOMY JIMILY MHUITMAIIBI CTaBATCS mepen Gpamuinei, mpu
a/ipecoBaHNM (PU3UYECKOMY JIHILY - TIOCIIE Hee.

4.3.8. Ymeepotcoenue ooxymenma

Oco0bIM c11ocoOOM BBEIEHHUS JOKYMEHTA B IEUCTBUE SIBISETCS €T0 YTBEPKICHHE.

VY TBepKIAIOTCS TOKYMEHTBl PEKTOPOM YHMBEpPCUTETa WM MPOPEKTOpPaMH, B KOMIETEHIUIO
KOTOPBIX BXOAHT PEUICHHWE BOIPOCOB, M3JOKEHHBIX B JOKyMeHTaXx. OO0sS3aTelIbHOMY YTBEPKICHHUIO
HOJyIeXaT CIEIYIOLINE BUbl TOKYMEHTOB:

- TOJIOKEHHS (O CTPYKTYPHBIX TOAPA3CNIECHHSIX, KOJUIETHAIBHBIX OpraHax Y HUBEPCHTETA U T.11.);
- perJIaMeHTHhl;

- CTPYKTYpa U IITaTHOE paclrcaHne Y HUBEPCUTETA;

- TeKyIl[U€ U NePCIEKTUBHBIE IIIAHBI;

- IpaBUJIa, UHCTPYKIINH;

- (hopMBl YHU(DUITUPOBAHHBIX JTOKYMEHTOB;

- CBOJIHAsl HOMEHKJIaTypa Jiell Y HUBEPCUTETa,

- aKTBhI;

- IPOTOKOJIBI;

- KOMaHJMPOBOYHBIE 3a/1aHUS U OTYETH O KOMAaHAUPOBKAX;
- ABaHCOBBIEC OTYETHI;

- CJaTOYHbBIE OMKCHU Ha JIeJIa IIOCTOSIHHOTO CPOKa XpaHEHUs!.

VYTBepkIeHHE JOKyMEHTa IPOU3BOIUTCS MPOCTABICHUEM IpU(a yTBEPKACHUS WIM U3AAHUEM
pacnopsAUTENBLHOTO JOKYMEHTA (B TEX CIIydasiX, KOrja TpeOyroTCs JOMOIHUTENbHbBIE TPEANUCAHNS U
pa3bSICHEHHUS).

[Tonoxenus o co3maHuu J1abOPaTOPHii, IICHTPOB, (PaKyITBTETOB, CTPYKTYPHBIX MOPA3/IEICHUI
HoJyIeXAaT YTBEPIKICHUIO U MPUOOPETAIOT IOPUANYECKYIO CHITYy TOJIBKO C MOMEHTA UX YTBEPIKJICHHS.

[Tpu opopmnernn rpuda yTBepKIeHHsI HEOOXOAUMO COOIIOAATE CIIEAYIONIee:
rpu¢ YTBEpXKACHUS TIOMEINAeTCss B NPaBOM BepXHEH dYacTW [OKYMEHTa, COCTOUT M3 CJIOBa
VYTBEPXJIAKO (6Ge3 kaBbI4€K), MOJHOTO HAWMEHOBAHUS JIOJDKHOCTHOTO JIMIIA, YTBEPXKIAAIOUIETO
JOKYMEHT, JINYHOM MOJAIMUCH, €€ paciIu(ppPOBKU U JaThl yTBEPKIACHUS:



Hanpuwmep: YTBEPXIAIO
Pextop AHO BO «PocHOVY»
HOJINUCH B.A. 3epHoB
12.09.20 r.

[Ipu yTBepkACHUM TOKyMEHTA ITOCTAHOBJICHUEM, PEIICHHUEM, IMPUKA30M, MPOTOKOJIOM Tpud
ytBepkaenuss coctour wu3 ciaoB YTBEPXJIEHO (YTBEPXJIEHA, VYTBEPX/JEHbI wnu
YTBEPXJIEH), HauMeHOBaHUS yTBEPKIAIOIIETO JOKYMEHTa B TBOPHUTEIBHOM TaJAeKe, €ro IaThl U
HoMmepa. CnoBo YTBEPK/JIEHO cornacyeTtcst B pojie ¥ UnCi€ ¢ BUJOM yTBEPKAAEMOIO JOKYMEHTA.

YTBEPXIEHO
ITpukazom AHO BO «PocHOVY»
or__._ .20 r. No__

IIpu yTBEpkACHMM JOKYMEHTa HECKOJIBKMMHU JOJDKHOCTHBIMM JIMIIAMH HUX IOJIIUCH
pacrnojararoT Ha OJJHOM YPOBHE.

Brocuts kakue-nm6o u3MeHeHHs U 100aBICHUs B MOANMCAHHbIE (YTBEP)KIACHHbIE) TOKYMEHTHI
0e3 pa3pelleHus JIMLA, TOANUCABILEr0 JOKYMEHT, HE IOy CKaeTcs.

OTBETCTBEHHOCTh 3@ KaueCTBO IOAIOTOBKU JOKYMEHTOB M JOCTOBEPHOCTh COAEPIKAIUXCS B
HUX JaHHBIX BO3JIaracTcs Ha JIMII, IOArOTOBUBIINX, 3aBU3UPOBABIINX U MOANMCABIINX JOKYMECHTBHI.

4.3.9. Pezonouusn

B COCTaB pe30m0u1/11/1 JOJI’KHBI BXOIHUTH CJ'IGI[yIOH_II/IC 3JICMCHTHI: (1)aMI/IHI/I$I HCIIOJITHUTCIIA
(MCTIOJTHHUTENICH), COJICpyKAaHUE MIOPYUICHHSI, CPOK MCITOJTHEHUS, TIO/IITUCh, JaTa.

HpI/I HaJIMYUHU B pe30n10u1/11/1 HECKOJBKUX I/ICHOHHI/ITeHeﬁ yKaSBIBaCTCH OTBCTCTBGHHLIﬁ
UCTIOJTHUTEIb (KaK MPaBUIIO, 3TO JIUI0, HA3BAHHOE B PE30JTIOIIUH TIEPBEIM).

Ha moxymeHTax, He TpEOYIONIMX IOMOJHUTEIbHBIX YKA3aHHH MO WCIOJTHCHUIO M UMEIOIINX
TUTIOBBIC CPOKH WCTIOJNTHEHUS, B PE30JIIOIIMH YKA3bIBACTCS MUCTIOTHUTEIh, TIOIITUCH aBTOPA PE30JTFOIIH,
JaTa.

4.3.10. 3azonosox k mekcmy
3aroJoBOK K TEKCTYy BKJIIOUAeT B ce0s KpaTKOE COACp)KaHHUE JOKYMEHTA. 3aroJIOBOK JOKEH
OBITH COTJIACOBAH C HAUMEHOBAHUEM BHJIa JOKYMEHTA. 3aroJ0BOK MOXKET OTBEUaTh Ha BOMIPOCHI:
0 uem (0 xom)?, nanpumep: O co30anuu ammecmayuoOHHOU KOMUCCUU;
yeeo (k0eo)?, Hanpumep: J0INCHOCMHASL UHCMPYKYUSL 8e0YWe20 CNeyuaIucma.

4.3.11 Ommemxka o konmpo.e
OTMeTKy 0 KOHTpOJIE 32 UCIIOJTHEHHEM JOKyMeHTa 000o3HavatoT OykBoii "K",
cioBoM wmiam mramrnoMm "KoHTponb', pacmonaras ee Ha JIMIIEBOW CTOPOHE JOKYMEHTa B IPaBOM
BEPXHEM YTIIy.

4.3.12. Texcm ooxymenma

TekcTbl TOKyMEHTOB O(GOPMIISIFOT B BHIC AHKETBI, TaOJUIBI, CBA3HOTO TEKCTa HMJIM B BHJC
COCIIMHEHUS ITUX CTPYKTYP.

B Tekcre noKyMeHTa, MOATOTOBJICHHOTO Ha OCHOBAHWUHU JOKYMEHTOB IPYTUX OpraHU3allHi,
YKa3bIBalOT WX PEKBU3UTHI: HAMMCHOBAHHWE JIOKyMEHTA, HAMMCHOBAaHWE OpraHU3allid — aBTOpa
JOKYMEHTA, JaTy JOKyMEHTa, perHCTPAlMOHHBI HOMEp JJOKYMEHTa, 3arojIOBOK K TeKcTy. Ecim Teker
COJICPKHUT HECKOJIBKO PEIICHHH, BHIBOIOB U T.J., TO €T0 MOYKHO pa30MBaTh HA pa3Jelibl, MIOAPa3aeb,
MYHKTBI, KOTOPbIC HyMEPYIOT apaOCKUMH ITUppaMu.

B nokyMeHTax pacropsIuTEIBHOTO XapakTepa (MpUKa3, paclopsHKeHUE W T.1.), a TaKKe
JOKYMEHTAaX, aJpeCOBAHHBIX PYKOBOJACTBY OpTraHU3aIlMH, TEKCT W3JIaraloT OT IEpPBOrO JIHIA
eIMHCTBEHHOTrO 4Hcna ("mpuxaseigaro”, "npeonacarw”, "npowry”). B NOKyMEHTax KOJUIETHATBHBIX
opranoB (Yuensiii CoBeT, KOH(PEPEHIIMs) TEeKCT M3araloT OT TPEThEero JIHIA €AMHCTBEHHOTO YHCIIa
("nocmanoensem”, "pewun”). B COBMECTHBIX JOKYMEHTAaX TEKCT H3JaratoT OT TEpPBOr0 JIMIIA
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MHO’KECTBEHHOTO qucia ("npuxazvieaem”, "pewunu”). TekcT mNpPOTOKOJA U3IArarOT OT
TPETHETO JIUIAa MHOYKECTBeHHOTO uncia ("caywanu”, "esicmynunu”, "nocmanosunu”, "pewunu”).

B nokyMeHTax, ycTaHaBIMBAIONIMX MpaBa M OOSI3aHHOCTH JOJDKHOCTHBIX JIUII, CTPYKTYPHBIX
nojipaszziesieHui (MOJ0KEeHNe, UHCTPYKIHMS), a TaKXkKe COAepXallluX OINHCAaHUE, OLUEHKY (aKTOB WIH
BBIBOJIBI (aKT, CIIpaBKa), UCIIOJIB3YIOT (HOPMY H3JIOKEHHSI TEKCTA OT TPETHETO JHUIAa €TUHCTBEHHOTO
WM MHOXECTBEHHOro uucna ("omoen ocywecmensem @ynkyuu”, "6 cocmae Yuenoeo cosema
éxooam", "komuccus ycmanosuna”).

B nuceMax ucnonb3yroT ciaeayronme GopMbl U3NI0KEHUS: OT IEPBOTO JTUIlA
MHOECTBEHHOTO uncia ("npocum nanpasums", "nanpasnsiem na paccmompenue'); OT iepBoOro auia
enquHCTBeHHOrO uyucna ("cuumaro Heobxooumwvim”, "mpowry evidenumsv"); OT TPEThETO JHIA

€AMHCTBEHHOTO uncna ("munucmepcmeso ne eospaxcaem”, "BHUUJ[A]] cuumaem 603modchvim”).

4.3.13. Oghopmnenue npunoxcenuii K 00OKymeHmy
Eciu 1okyMeHT uMeeT MpHUIIoKeHHs, Ha3BaHHBIC B TEKCTE, TO OTMETKA O HUX OQOPMIISETCS 110
crenyromiei hopme:

Ipunoowcenue: na 10 1. 6 3 9K3.

Ecnmu mpuinoxeHuss B TEKCTe HE Ha3BaHbl, TO HEOOXOAMMO IEPEUYUCINUTh UX Ha3BaHUS,
KOJINYECTBO JIUCTOB M SK3EMIUIIPOB Kaxaoro. IIpm HaiuuuM HECKOJBKHUX TNPUIOKEHUH OHHU
HYMEpYIOTCSL:

Ipunoowcenus. 1. [llmamnoe pacnucanue... Ha 4 1. 3 9K3.
2. Cmema pacxo0os... Ha 4 1. 6 3 9K3.

Ecnu npunosxeHus cOpoIopoBaHbl, KOJIMYECTBO JUCTOB HE YKA3bIBAETCS.

[Tpunoxenus NOIKHBI OPOPMIIATHCS Ha CTAHIAPTHBIX JIMCTaX M MMETh BCE HEOOXOIUMBIC /IS
JIOKYMEHTOB PpEKBHU3UTHl (HAUMEHOBAHUE, 3arojIOBOK, MOJANUCH PYKOBOJAWUTENIEH NOJpa3esieHuH,
OTBETCTBEHHBIX 3a UX COJEP)KaHUE, OTMETKY O COTJIaCOBaHHUHU U T.1.).

Ha npunokeHnn K pacnopsauTebHOMY JOKYMEHTY B IIPaBOM BEPXHEM YINIy CTaBUTCS
OTMETKa C yKa3aHHEM Ha3BaHUs paclopsIUTeIbHOrO JOKYMEHTa, ero aata u Homep. Ilpunoxenus
NpUKa3y IMeYaTaloTCsl Ha OTACIBHBIX JIMCTaX W JOJDKHBI WMETh BCE HEOOXOIMMBIC JIIEMEHTHI:
HalMEHOBaHHUE, 3aroj0BOK, AaTy. EcaM k mpukasy cieayroT ABa U O6osee MPHIOKEHHH, TO Kax10€e U3
HUX UMEET CBOU MOpAAKOBbIM HoMep. CChUIKM Ha IPUJIOKEHUS B IPUKa3aX YKa3bIBalOTCS B TEKCTE.

Hanpumep: [Tpunoxxenne 2 k npukazy AHO BO «PocHOVY»
o1 02.10.20 _ Ne

4.3.14. IToonucev 0oxymenma

[Toanmuce — 3TO BaKHEWINWKA PEKBU3HUT, ONPEICISIONIUMNA IOPUIUYECKYI0 CHUITy JTOKYMEHTA.
[IpaBo moamucu ympaBleHYECKUX JOKYMEHTOB SIBIISIETCSI KOMIIETEHIIMEH PEKTOpa, MPOPEKTOPOB U
pyKOBOJAUTENEH CTPYKTYPHBIX MOAPA3/EICHUN B COOTBETCTBUHM C DPACIPEAEICHHUEM O0SI3aHHOCTEH,
YCTaHOBJICHHBIM COOTBETCTBYIOIIMM TPABOBBIM aKTOM (YCTaBOM, JOBEPEHHOCTHIO, TOJOKEHHUEM,
MIPUKA30M O paclpeieIeHuu 003aHHOCTEH U 1Ip.).

JIOKYMEHTBI, HallpaBisieMble B BBIIIECTOSIIUE OpTaHbl BIACTH U YIPABIEHUS, OMUCHIBAIOTCS
PEKTOPOM HJIM IPOPEKTOPAMHU 110 TIOPYUEHHUIO PEKTOpA.

JIOKYMEHTBI, HampaBlisieMble B aJpec APYrHX OpraHMU3allfi, yUpeKIECHUN U MpEeAnpUsTHH,
MOTYT HOJIUCHIBATHCA PYKOBOJIUTENSIMU CTPYKTYpHBIX noapazaenennii AHO BO «PocHOY» tonbko
IIPU COTTIACOBAHUU C KYPUPYIOIIUM IPOPEKTOPOM.

B cocras nognucu BXoAT:

HAUMEHOBAHME JIOJDKHOCTU TMOAMUCHIBAIONIETO JOKYMEHT JIMIIA, JU4YHAs TMOAMNKHCh H e
pacmudpoBKa (MHUIHAIB U (paMUIIHs).
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Hanpumep:
IIpopexmop no yuebHot pabome noOnuUch I''A. lllabanos

B JOKYMCHTAX, IIOATOTOBJICHHBIX KOMI/ICCHeﬁ, YKa3bIBalOTCA HE OOJDKHOCTHU IOAINHCAaBIINX
JIMII, a UX 00s13aHHOCTH B COCTABE KOMMCCHH.

Hanpumep:
Ilpeocedamens Komuccuu  nOONUCH JLIO. Muxanvuenxosa
Ynenvt komuccuu NOONUCH I'H. Jlembsnosa,

NOONUCD H.B. Kpymosa,
nOONUChH M.H. Cypeesa

[lpy monmucaHWM JOKYMEHTa HECKOJBKUMH JIOJDKHOCTHBIMH —JIUIIAMH WX  TOANHCH
pacmoyararT OJHy MOJ IPYroi B MOCIEAOBATEIHBHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMOMN TOIKHOCTH.
[Tpu moxmucaHuy TOKyMEHTa HECKOJIbKMMU JIMIIAMU PaBHBIX JTOJDKHOCTEH, UX TTOAINUCH PACIONararoT
Ha OJTHOM ypOBHE.

HammeHoBaHMe MOKHOCTH TI€4YaTaeTcsl OT JIEBOTO Kpas moist 0e3 orcrtyma. PacmmdpoBky
JUYHON TOANHUCH TeYaTaroT 0e3 CKOOOK CTPOYHBIMH OyKBaMH Ha YpOBHE IMOCIETHEH CTPOKH
HAaVMCHOBAHUS [IOJDKHOCTH, W BBIPAaBHUBAIOT IO TPABOMY Kparo MOJs JOKyMeHTa. VHWImassl
nevaraT nepen (pamuaueii, mpoOenbl MeXAy WHULMATAMH HE JENalT, MEXIy WHUIMAIaMU |
dbamunuent - ouH Ipooet.

Ecnu [OMWKHOCTHOE TUIO, MOAMNCH KOTOPOTO 3aroTOBJICEHA HA TMPOEKTEe JOKYMEHTa,
OTCYTCTBYET, TO JIOKYMEHT JIOJDKCH MOIITUCHIBATHCS JTUIIOM, HCITOTHSIONIMM €0 005I3aHHOCTH WJIH €r0
3aMECTUTEIIEM.

4.3.15. Cozcnacosanue 0oKymenma

[Ipy HEOOXOOUMOCTH OIICHKHM IIEJIE€COOOPa3HOCTH JOKYMEHTa, €ro OOOCHOBAHHOCTU |
COOTBETCTBUSI JEHCTBYIOIIEMY 3aKOHOAATEIbCTBY M MPABOBBIM aKTaM IMPOBOJUTCS COTJIACOBAaHUE
nokymenra. CorjmacoBaHue MokeT mpoBoAuThest kak BHytpu AHO BO  «PocHOV"
(mogpasneneHussMH M JODKHOCTHBIMU JIUIIAMH), TaK U BHE ero (C TOJYMHEHHBIMH U HeE
MO TYMHCHHBIMHU OPTaHU3AIHSIMH).

BuyTtpennee cormacoBanue oGoOpMISeTCS IMyTeM BH3UPOBAaHUS TMPOEKTa JIOKyMEHTa
JOJDKHOCTHBIM  JIMIIOM. Bu3a Bkitoyaer B ceOsi JODKHOCTh BH3HPYIOUIETO JOKYMEHT, JIMYHYIO
MOJIMUCH, PAaCIIU(PPOBKY NOAMUCH (MHULIUANBI, (aMUIINsA) U IaTy.

3ameuaHuss M JIOTIOJIHEHUS K TIPOEKTY JOKYMEHTa M3JIaraloTcsi Ha OTIEIbHOM JIUCTE.
3ameuaHus 0053aTeIbHO JOKIJIAIBIBAIOTCS JTUILY, OMUCHIBAIOIIEMY TOKYMEHT.

st moxkymenTa, nmojyinHHUK KoToporo octaercs B AHO BO «PocHOVY», Bu3bI coriiacoBanust
Oo(QOpPMIISIFOTCSL 10 TOJMHUCAHMS TOKYMEHTa Ha JIMIEBOM CTOPOHE MOCIEAHErO IHUCTa TMOAJWHHUKA
JIOKYMEHTa uepe3 3-4 MEeKCTPOUHBIX UHTEpBaJla HUXKE MOANUCH.

Buemnee cornacoBanue oopMIISETCS] COOTBETCTBYIOLIUM TPUPOM.

I'pu¢ cornacoBanus pacnojiaraercs HUXKE MOJIUCH Ha JIMIEBOM CTOpPOHE JOKYMEHTa M
BkimrovyaeT B cebs cmoBo COI'JTACOBAHO (6Ge3 kaBbIu€K), HAaMMEHOBAaHHE JODKHOCTH JIMIA, C
KOTOPBIM COIJIACOBBIBAECTCSA JOKYMEHT (BKJIIOYasi HAUMEHOBAHME OPraHM3allUM), JUYHYIO IMOAIMMUCH,
pacimrdpoBKy MOAMKICH U ATy COTJIACOBAHUSI.

Hanpumep:

COI'JTACOBAHO COI''TACOBAHO

[Iporokoin 3acenanus (HaMMEHOBaHUE [Tucemo MunoGpuayku PO
KOJIJIETHAJILHOT'O OpraHa) or 12.05.20  r. Ne 06-15/1945-P

or 10.12.20 1. Ne 08 unu
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I'pudnr cormacoBaHuss MOTYT pacmojiaraThCsi Ha OTIEIBHOM JIUCTE COTJIACOBAHUA, €CIIH
COJIepKaHuE IOKYMEHTa 3aTparuBaeT MHTEPEChl HECKOJIbKUX opranu3anuid. Ha nokymenre nenaercs
oTMeTKa «JIMCT corylacoBaHMsI PUTIATACTCS.

Bremnee cornmacoBaHue B 3aBUCHUMOCTH OT COJEPXKAHHUS JOKYMEHTa OCYIIECTBIISIETCS B
CIIEYIOIIEH 0YEePETHOCTH:

¢ noasenomctBeHHbIMU AHO BO «PocHOVY» u cropoHHMMEU OpraHuzaunusM, Korja OHHU
BBICTYTAIOT 0053aTeIbHOM CTOPOHOW B TPABOOTHOIICHHUSX, BO3HUKAIOIIUX BCIEJACTBUC H3IaHUS
JIOKyMEHTA, WJIK KOTJa COJIep>KaHUe TOKYMEHTA 3aTParuBaeT UX UHTEPECHI;

Cc OOIIEeCTBEHHBIMU OpTraHM3allMsIMH — B CIydYasX HEOOXOAUMOCTH WJIM B Clydasx,
MPEyCMOTPEHHBIX MOJIOKCHUSIMH 00 dTUX OpraHU3aIusX;

C OpraHamu, OCYIICCTBIISIIOIIUMHU TOCYAapCTBEHHBIM KOHTPOJb (HAA30p) B ONpEeICHHOM
obnacTu (IKOJIOTUYECKOM, TTOKAPHOU U T.I1.);

C  BBIIIECTOSIIUMH  OpraHU3alMsIMH — B CiIy4asX, Korjga 3aKOHOJATeIbCTBOM
MPEeIyCMAaTPUBAETCSI BO3MOXKHOCTh COBEPIICHUSI YIPABICHUYECKUX JEHUCTBUM TOJBKO C pa3perieHus
3TUX OpTraHU3aIM.

4.3.16. Ommuck neuamu

OTTI/ICK rmcyaru 3aBep;IeT IMOAJIMHHOCTL IIOAIIMCHU JOOJIDKHOCTHOI'O JIHMIIA Ha ,Z[OKYMGHTaX,
YJIOCTOBEPSIONINX TpaBa JIKI, (HUKCHPYIOMHMX (DAKTHI, CBA3aHHBIC C (DMHAHCOBBIMH CPEIACTBAMH, a
TAaKK€ HAa MHBIX JOKYMEHTAaX, IIPEAyCMaTPUBAIOIIMX 3aBEPEHUE IOJIMHHOM MOANUCH. JIOKYMEHTHI,
MOJIMMMCAHHBIC PEKTOPOM, TPOPEKTOPAaMH W  WHBIMH JODKHOCTHBIMH  JIUIIAMH, HMECIOIIHMMH
COOTBGTCTBYIOH_II/IG IIOJTHOMOYHSA 110 IIOBCpeHHOCTI/I, 3aBep5110T OCHOBHOﬁ IIc4aThbro YHI/IBepCI/ITeTa.

JIOKYMEHTBI, TIOJITUCaHHBIC JeKaHaMH (DaKyJIbTETOB, JUPEKTOpaMU KoJuiemka, Hamorosoro
WHCTUTYTa, LEHTPOB, (WIMATIOB 3aBEPAIOTCS IMEYaThl0 COOTBETCTBYIOIIETO CTPYKTYPHOTO
0Ipa3ICIICHUS.

[Tpu 3aBepeHUN OAMKMCH JOKHOCTHOTO JIMIIA TICUaThio €€ OTTUCK JOJDKEH 3aXBaThIBATh YaCTh
CJIOB HAMMCHOBAHUSA OOJIKHOCTHU MU 4aCThb IIOAIIMCH. ECJ'[I/I paCCTOSIHI/Ie MG)KI[y HANMCHOBAHUCM
JOJDKHOCTHU Y TIOJIITMCHIO BEJTUKO, TO TIeYaTh JIOJDKHA 3aXBATHTh YacTh MOANUCH. [Ipu yka3aHuu mecta
IIPOCTaBJICHUS ITeYaTH Ha JoKyMeHTe (Hampumep: MII) oTTHCK npocTaBiiseTcs B yKa3aHHOM MECTE.

4.3.17. Ommemka o 3a8epeHuu Konuu
[Ipu 3aBepeHHH COOTBETCTBUS KOMHM JOKYMEHTa MOJJIMHHMKY HuXe pekBusuta "llonmuce"

MPOCTABIISIIOT 3aBEPUTEIBHYIO HAAMKCh: "BepHO"; MOMKHOCTh JIMIA, 3aBEPUBILIETO KOMHIO; JTUYHYIO
MOJKCh; pacii(pPOBKY MOANUCH (MHUAIIUAIBL, (PaMIITHIO); TaTy 3aBEPEHUSI.

Hanpumep:

Bepno

HUncnexmop obweco omoena  auunas noonuce  FO.B. Knouxosa

01.02.20 2.
Ha 3aBeputenpHy0 HaAMUCH CTABUTCS MEYaTh CTPYKTYPHOTO MOApa3ACNEHUs, K KOTOPOMY OTHOCHTCS
JOJDKHOCTHOE  JIMIO, 3aBepuBmiee Komuio. OCHOBHas TiedaTh YHUBEPCUTETa CTABUTCS Ha
3aBEpUTENbHYIO HAMKICH MPU HATMYUH JJOBEPEHHOCTH PEKTOpa Ha JaHHOE JOHKHOCTHOE JIMIIO.

4.3.18. Ommemxa 06 ucnonnumerne
OTMeTKka 00 MCIIOTHUTENIE BKIIIOYACT B Ce0s1 MHUIHAAIBI M (HaMUIIAIO UCTIOTHUTEIIS
nokymeHta. Homep TenedoHa MCIIONHUTENS yKa3bIBACTCS TOJIBKO B CIydae, €CIM JOKYMEHT BBIXOIUT
3a mpeaenbl YHuBepcuTeTa. OTMETKY 00 HCIIONIHUTENE PACIoJiaraloT Ha JIMIEBON WM 00OPOTHOM
CTOPOHE MOCJIEHETO JINCTA JOKYMEHTA B JICBOM HUKHEM YTIIy.

Hanpumep: Hcnonuurens:
B.A. XyxoB
(495) 325-55-55
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4.3.19. Ommemxa 06 ucnonnenuu 0OKymenma
OrMmeTKa 00 UCIIOIHEHUHN JOKYMCHTA U HAIIPABJICHHUU €TO B ACJIO BKIIIOYACT B ce0st
CIIe/TyIOIME JaHHBIC: CCHUIKY Ha ATy M HOMEP JOKYMEHTA, CBUICTEILCTBYIOIIETO O €T0
HCIIOJIHCHUH, UJIN TIPHU OTCYTCTBUU TAKOI'0 JOKYMCHTA KPATKUC CBCACHUA 00 HUCIIOJIHCHHH, CJIOBa «B
TIETI0%»; HOMEp Jiesia, B KOTOPOM OYJEeT XpaHUTHCS JOKyMEHT. OTMeTKa 00 MCHOJHEHHH JTOKYMEHTa U
HalpaBJICHUKW C€ro B [JCJIO0 MHNOAMNHUCBIBACTCA W HATHPYCTCA HCHOJHUTCICM JOKYMCHTA WJIN
PYKOBOZMTEIIEM CTPYKTYPHOTO TTO/IPA3/ICIICHHS, B KOTOPOM HCIIOJIHEH JOKYMEHT.

4.3.20. Ommemxa o nocmynienuu 00OKymMeHma
OTMmeTKa O NOCTYIUIEHMH [IOKYMEHTa B YHUBEPCUTET COLECPKUT OUYEPENHON IOPSIKOBBIN
HOMEp M JIaTy NOCTYIUIEHUS JOKyMeHTa (Ipu HEOoOXOAMMOCTH - 4achl M MHHYTHI). [IpoctaBnars
OTMETKY O IOCTYIUIEHMH JOKYMEHTA B BUJE LITaMIIa.

4.3.21. Hoenmuguxamop 31eKmpoHHOI KORUU OOKYMEHMA
NnentuduxatopoM >IEKTPOHHOM KOMHMM JIOKyMEHTa SIBISIETCS OTMEeTKa  (KOJOHTHUTYI),
collepikaiias HauMeHoBaHWE (haiijla Ha MAITUHHOM HOCHTENE, JaTy W JIPYTHue TOUCKOBBIC NaHHBIC,
ycranaBiauBaembie B AHO BO «PocHOVY».

PexBuzuter  mom Ne Ne 03-07 (cm. mpmmoxenue Nel) ykas3pIBalOT B JOKYMEHTaxX IIO
yemotpenuto pykoojictBa AHO BO «PocHOVY».

4.4. Oco0eHHOCTH NMOATOTOBKH M 0(p)OPMJIEHUSA OTAEJbHBIX BUI0B IOKYMEHTOB

4.4.1. Ycmas
VYcTaB — TOKyMEHT, KOTOPBIN PEryaupyeT AesTeIbHOCTh Y HUBEPCUTETA, ONPEEISIET OPAI0K
yOpaBleHUs, B3AUMOOTHOIIEHUS ¢ APYTUMU OPTaHU3AIMSIMH U TpakIaHAMU, MpaBa U 00S3aHHOCTH B
cthepe oOpazoBaTeIbHOM, HAYYHONW M XO3SMCTBEHHOM nearenbHOCTH. [IpuHsithe YcraBa, BHECEHHE
U3MEHeHUH u (WiaM) JomoJiHeHHH B YcraB mpou3BonsaTcs pemieHussiMu  Beicmero Cosera
YHuBEpCHUTETA B COOTBETCTBHHU € JEHCTBYIOINM 3aKOHOAAaTenbCcTBOM Poccuiickont denepanuu.

4.4.2. Ilpasuna enympennezo pacnopaoka

IIpaBuiia BHYTpEHHEro pacnopsiika — JIOKAJbHBIM HOPMATUBHBIM aKT YHHUBEPCUTETA,
peryjupyromuii  TpyJIOoBble M 00pa3oBaTeIbHbIE OTHOLIEHHS B COOTBETCTBUUM C Y CTaBOM
YHuBepcurera, KOJUIEKTMBHBIM JIOTOBOPOM, TPYIOBBIM 3aKOHOJATEIIBCTBOM, 3aKOHAMH M WHBIMH
HOpPMaTUBHO-TIPaBOBBIMU aKTaMU B 00yiacTu oOpa3oBaHusl. [IpaBuia BHYTPEHHETO pacnopska UMEIOT
LIEJIBI0 CLIOCOOCTBOBATh YKPEIUIEHUIO TPYIOBOW M y4eOHOW AMCLUIUIMHBI, OpraHU3alM Tpyda U
nporecca OOy4eHHs, PAalOHAIBHOMY HMCIIOJIb30BAaHHIO pab0O4ero BPEMEHU M BPEMEHU OOYYEHHS,
OepeKHOMY OTHOIIEHHUIO K UMYIIECTBY Y HUBEPCUTETA.

[IpaBmiia BHYTpEHHEro pacnopsiika YHHBEpCHUTETa pa3pabaThIBalOTCS M yTBEPKAAIOTCS B
YCTaHOBJIEHHOM TOPSIJIKE.

4.4.3. llmamnoe pacnucanue

[lItaTHOE pacmucaHue NPUMEHSETCS I O(QOPMIIGHHS CTPYKTYpBI, INTATHOTO COCTaBa |
HITATHOM YHCICHHOCTH YHHUBEPCUTETAa B COOTBETCTBUUM ¢ ero YcraBoMm. llltaTHoe pacmucanue
COJICP)KUT TEPEUCHb CTPYKTYPHBIX MOApPAa3/ICICHII, HANMEHOBAHUE JIOJDKHOCTEH, CICIUATBHOCTEH,
npodeccuil ¢ ykazaHueM KBaJTU(HUKAIMH, CBEICHUS O KOJUYECTBE MTATHBIX CTUHHII.

[lltaTHOE pacmucanue pa3pabaThiBacTCs, OPOPMIISICTCS W yYTBEPXKMAACTCS HA YUEOHBIH TOJ B
YCTaHOBIICHHOM TMOpsiKe. VI3MEHEHHsT B INTaTHOE pacHUCaHWE B TEYCHHE KaJICHIAPHOTO T0ja
BHOCSITCSI B COOTBETCTBHH C TIPUKA30M PEKTOPA.

4.4.4. Ilonoscenusn
PasnuyaroT mMONOXKEHUS O CTPYKTYPHOM TOApPa3ACNeHUH M TOJIOKEHHS 00 o0nactu
IEeATEILHOCTH.
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[Tonoxenue 0 CTPYKTYPHOM  TOAPA3/ACIICHUN — JIOKAJIbHBIA HOPMATUBHBIN aKT,
NPUHATHIA B YHHUBEPCUTETE B COOTBETCTBUM C JEHCTBYIOIIMM 3aKOHOAATEIBCTBOM Poccuiickoin
Deneparuu, OnpenesSoNi 00IacTh NeATENBPHOCTH TOpa3AeiieHus], ero (GyHKINHU, 3aJa4H, TTOPSII0K
yIOpaBlieHus, MpaBa U 0053aHHOCTH PAOOTHUKOB CTPYKTYPHOTO MOJpa3fesieHUsi, OTBETCTBEHHOCTD,
B3aMMOJICHCTBHE C JPYTUMH [OAPA3ICICHUSIMH, aIMUHUCTPATUBHYI0 U  (YHKIIMOHAIHHYIO
MOTYNHEHHOCTb.

[Tonoxenune 00 o007acTH HEATETBHOCTH — JIOKAIBHBIA HOPMATHUBHBIA aKT, NPHHATHIA B
YYHUBEPCUTETE B COOTBETCTBMHU C JICMCTBYIOIIMM 3aKOHOJATeNbcTBOM Poccuiickoit denepanuu,
OTIPEICNSAIONINNA MPUHIMIBI U OCHOBHBIC TpPaBUJIa BHITIOTHEHUS pPabOT B KOHKPETHOH oOmacTw
NEeSTENIbHOCTH, a TAKXKe XapaKTepU3YIOLIUil MPOIIeCcChl, BXOASIIUE B COCTAaB JaHHON 00IacTH.

Hanpumep, «Ilonoxenue 06 arrecTaiiii pabOTHUKOBY.

[TonoxxeHus COCTaBJISIOTCS B COOTBETCTBUM C JACHCTBYIOIIMM 3aKOHOJATENbCTBOM PD,
YcraBom YHuBepcutera, lIpaBuiamMu BHYTPEHHETO pacHOpsSAKa M WHBIMH JIOKQIBHBIMH aKTaMH
YHuBepcurera.

[TonosxeHnue OJIKHO COEPKaTh CIETYIOUIUE PEKBU3UTHI:

HaumenoBanue opranuzanuu (ABTOHOMHAasE HEKOMMeEpUYecKass OpraHu3als BbBICIIETO
oOpa3zoBanus «PoccuiiCKUil HOBBIN YHUBEPCUTETY).

I'pud yTBEep)aCHUS.

HaunmenoBanue noxkymenta (IIOJIOXKEHUE).

3aroJI0BOK K TEKCTY (HAaMMEHOBAaHHME CTPYKTYPHOTO MOApa3AesieHusl (Ui 00JacTu
NESITEIIbHOCTH) B TIPEIJIOKHOM TaJeke, HarmpuMep, 00 oTaemne KaapoB, 00 aTTECTAIIHH)

Texkcr.

Busbl cornacoBaHus (€ciid MONOXEHHE MOJJICKAT BHEIIHEMY COTJIACOBAHUIO, TO U Tpud
COIJIaCOBaHUA).

[TonoxkeHus 0 CTPYKTYPHBIX MOApa3IeICHHUIX Pa3padaThIBAIOTCS PyKOBOIUTEISIMHU
CTPYKTYpPHBIX mojpasaencHuil. [lomoxeHnuss O BHAAX JEATEIBHOCTH COCTAaBJSIOTCS JIMIIAMH,
HEMOCPEJACTBEHHO OTBEYAIOIIMMU 32 KOHKPETHBIA BUJ JACITEILHOCTH MO0 YIIOJIHOMOYEHHBIMU HA TO
CTPYKTYPHBIMU TIOJIPA3/ICTICHUSMH.

[TonoxxeHue yTBepkKIaeT peKTop YHHUBEpCUTETa. Y TBEpKAeHHE opopmisercs B ¢popme rpuda
yTBepxkacHus. [lonoxkeHue MOBOAMUTCS A0 CBEACHUS PaOOTHUKOB YHUBEpPCUTETA (CTPYKTYpPHOTO
MoJIpa3fiesieHus1) Mo PaCUCKy Ha JUCTE 03HAKOMIICHHUS.

[TonoxxeHne o CTPyKTYpHOM OJIpa3iesIeHUH BCTYNAET B 3aKOHHYIO CHJITy C MOMEHTA €ro
YTBEPKACHHUSI PEKTOPOM M JIeHcTBYeT Oeccpouno. B Tlomoxkenun, cozmaBaeMoM Ha OMpeesICHHBIH
MIepHO]T BPEMEHHU, TOJKEH OBITh YCTAHOBJICH CPOK €ro JIEHCTBHS.

4.4.5. Hncmpykyua

WHCTpyKIMs — NMpaBOBOM aKT, U37aBaeMblii B LENSIX YCTAHOBIEHHs HPABUJI, PETYJIUPYIOIIUX
OpraHU3al[MOHHbIE, TEXHOJOTUYECKUE, (PMHAHCOBbIE M HHBIEC CIIELUAIbHBIE CTOPOHBI AESITEIbHOCTH
VYHuBepcuTera, T0JKHOCTHBIX JIML U TpakaaH. MHCTpyKIMU U3aI0TCs TaKXKe B LENSIX Pa3bsCHEHUS U
ornpezeNieHus: NopsAAKa IPUMEHEHHUS 3aKOHOIaTEIbHBIX aKTOB U PACTIOPSIUTENbHBIX TOKYMEHTOB.
3aroj0BOK MHCTPYKLUH JTOJDKEH YETKO 04epUMBaTh KPYT BOIIPOCOB, OOBEKTOB M JIHII, HA
KOTOPBIX paclpoCTPaHSIIOTCS €€ TpeOOBaHUSI.

TekcT MHCTPYKLUMHU HOCHUT YKa3ylOIIMH XapakTep, MMO3TOMY B HEM PEKOMEHIYIOTCS UYeTKHUE
(OPMYITHPOBKH C PACTIOPSAUTEIBHBIMA CIIOBAMH THIIA «JIOJDKCHY», «CIIEAYET», KHEOOXOIUMO», KIMEET
IpaBo», «HE JIOMyCKaeTcs» U T.J. TeKCT MHCTPYKIUH U3J1araeTcsi OT TPEThEro JUla WU B 0e3IMYHON
dbopwme.

WHCTpYKIMS COTIIaCOBBIBACTCS C PYKOBOAUTENSIMU CTPYKTYPHBIX MOAPA3eIeHHH,
OTBETCTBEHHBIMHU 32 00JIaCTh AESITEILHOCTH, HA KOTOPYIO PACTIPOCTPAHSIETCS IEHCTBUE
UHCTPYKUMU. MHCTPYKIMS yTBEpXKIAeTCs IPUKA30M WM TPU(OM YTBEPHKAECHUS PEKTOpa.
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4.4.1. Ilpuxas
[TpukazamMu oGhOPMIISIOTCS PENICHUsT HOPMATUBHOTO XapaKTepa, a TaKXkKe IO ONEPaTUBHBIM,
OpraHu3alMOHHBIM, KaApoBeiM U npyruMm Bompocam AHO BO «PocHOVY». Ilpuka3z — »3t1o0

pacnopsAAUTENbHBI TOKYMEHT, M3AaBacMblii PEKTOPOM YHHMBEpPCUTETA (MM JIMIIOM, HA KOTOPOTO
BPEMEHHO BO3JI0XEHBI O0S3aHHOCTH PEKTOpa), NEHCTBYIOIIMM HAa OCHOBE €IWHOJIUYHOTO MPHUHSITUS
pemenuii. Kpome Toro, mpaBom m3aaBaTh IPUKa3bl 10 OTAENBHBIM acnekraM aestenbHoctd AHO BO
«PocHOY» MoryT ObITh HaJCJICHBl MHBIC JOHKHOCTHBIE JIMIIAa B COOTBETCTBHH C JIOBEPEHHOCTHIO U
IIPUKA30M O IOJANMCAaHUM U corjacoBaHuu A0KyMeHTOB pykoBoautensMu AHO BO «PocHOVY».

[To conepxkanuio u crnocodam o¢opMIIEHHs MPUKA3bl JEISATCS HAa MPUKA3bl 10 OCHOBHOM
NESITeIbHOCTH, N0 JMYHOMY COCTaBY CTYAEHTOB, NMPUKa3bl IO JMYHOMY COCTaBy pabOTHHKOB. B
MpUKa3ax M0 OCHOBHOMW ACSATEIHHOCTH PEIIAFOTCS BOMPOCH YUEOHOM, XO35HCTBEHHOW, (PMHAHCOBOM
NeSITeIbHOCTH, IUIAHUPOBAHMSA, OTYETHOCTH, Y4YeOHO-BOCIIUTATEIBHOTO Tpolecca, (pU3HMIecKoro
Pa3BUTHUA U T.I.

[Ipukassl nomkHbel opopmisiteess Ha Onanke AHO BO «PocHOVY», uMeTs ycTaHOBICHHBIH
KOMIUIEKC 00s3aTEeNIbHBIX PEKBU3UTOB U CTAOMIIBHBIN MOPSAIOK UX PACIIONONKEHHS] B COOTBETCTBUU C
I'OCT P 6.30-2003 «YHuduuupoBaHHasi CHUCTEMa  OpraHU3AIMOHHO-PACHIOPSIANTETEHON
JTOKyMeHTaInuu. TpeboBaHWs K O(GOPMIIECHUIO JTOKYMEHTOBY», «YHHU(PUIMPOBAHHBIMH (opMamMu
NEPBUYHOM YYETHOH JOKYMEHTaluu 10 ydery TpyAaa u ero omare» (IIpuwioxenue 6),
yTBep)kIeHHbIMU [locTaHoBienneM ['ockomcratra P® ot 06 ampenst 2001 r. No 26. Ilpukassl mo
JUYHOMY COCTaBy CTYJCHTOB M CiylnaTeseil oopMIIIOTCS B COOTBETCTBHHM C YTBEP>KIACHHBIMU
pekropom HOY BIIO «PocHOVY» «O6pa3namu odopMiieHHs OCHOBHBIX MPHKA30B IO Y4YEOHOM
pabore» (Ilpunmoxxenue 5). YmorpebineHue OJIAaHKOB MPOU3BOJIBLHON (OpMBI HE OMMyCKaeTcs.
[lepeqaya mpuka3oB, MX KONMUH paOOTHUKAM CTOPOHHUX OPraHW3alMi JOMYCKAeTCs TOJIBKO C
paspelieHus pyKOBOJACTBa YHHBepcuTeTa. IIpoeKkTbl NMpHKa3oB pa3padaThIBalOTCS CTPYKTYPHBIMH
nonpazaeneHusMu  AHO BO «PocHOVY» mno mnopyudeHuio pykoBOACTBA WJIM IO COOCTBEHHOM
WHUINATHBE.

[TonroroBka mpuka3a BKJIIOYAaeT B ce0s M3ydEHHUE CyLIECTBa Bompoca U cOOp HEOOXOIUMBIX
CBEJICHHI; TMOATOTOBKY TIPOEKTa TMpHUKa3a, COTJacOBaHHWE TWPOEKTA; TOJIMUCAHHE PEKTOPOM,
peructpanuio B obmeM otaene YHuBepcurera. CoriacoBaHHE MPOEKTa TPUKa3a OCYIIECTBISETCS
NyTeM BU3HUPOBAaHUA. BU3MPYIOT NPOEKT MpHKa3a HCHOIHUTENb, PYKOBOAUTENh CTPYKTYPHOTO
NoJipa3fiesieHus, BHOCALIETO MPOEKT, BCE YKa3aHHbIE B MPOEKTE MCIOIHUTENHN. [IpoeKThl mpukasos,
UCIIOJIHEHUE KOTOPBIX TpeOyeT (MHAHCOBOro obecnedyeHus, BU3UpyeT riaaBHblil Oyxraarep AHO BO
«PocHOVY». PacnopsiaurenbHble JOKYMEHTHI JOKHBI MMETh 3arojlOBOK, KOTOPBIM HAYMHAETCS C
npeiora « O (O0)».

Hanpumep: O6 yTBep)kaeHuu. .., O peructpauuu..., O co3naHumu...

OdopmiieHHblil Ha OylaHKE MPHKa3 JOJDKEH UMETh CIEAYIOIIME PEeKBU3UTHI: Ha3BaHUE BUIA
JIOKYMEHTa, JaTy, MECTO U3/1aHus, HOMEpP IpHUKa3a, 3aroJI0BOK, TEKCT, OJIUCH, BU3bI, COIJIACOBAHUE.
TekcT oTaensercs oT 3arojioBka 2-3 MEKCTPOYHBIMU UHTEPBAIaMHU.

TekcT npukasza, Kak NpaBUII0, COCTOUT U3 KOHCTATUPYIOIIEH M pacHoOpsSAUTENbHON YyacTel. B
KOHCTATUPYIOIIEH YaCTH KPaTKO M3JIaraloTCs LENH U 331a4d MPEINUChIBAeMbIX TeUCTBUHN, (DaKThl WIH
COOBITHSI, TOCITY>KUBILINE MPUYNHON U3JaHUS IPUKa3a.

Koncratupyromniasi 4acTh MOXET OTCYTCTBOBaTh, €CIM TPEANUCHIBAEMbIC  JEHCTBUS HE
HY)KJAIOTCS B pasbsicHeHuW. [Ipym Hanmuumu [ABYX 4YacTedl mpHKa3za paclopsiuTeNbHas 4YacTb
otaenserca oT koHcratupyromieit cinosoM [IPUKA3BIBALO. [Tocne ciosa [IPUKA3BIBALIO craButcs
nBoetoure. TeKCT pacrnopsIuTEeNbHONM 4YacTH JAEIUTCS Ha IyHKThl, B KOTOPBIX YKa3bIBAaIOTCA
UCTIOTHUTENM, KOHKPETHbIE ACWCTBUS WU CPOKH HCIONHEHHS TPEANHUChIBaeMbIX AeicTBuil. Ecnm
IpUKa3 JOIMOJIHAET, OTMEHSET WIN U3MEHSET paHee W3/IaHHbIE NMPUKA3bl WIK UX OTAEIbHBIE MMyHKTHI,
3TO OTOBapHUBAETCS B TEKCTE.

Hanpumep:

B nononxenue k npukasy (Bo u3MeHeHue npukasa) ot 12.04.20  r. Ne 107.

B mnocnenHeM myHKTE pacnopsiIMTENbHOM 4YacTH NpHKa3a YKa3blBaeTCd JOJDKHOCTHOE JIMIO, Ha
KOTOPOE BO3JIAraeTcs KOHTPOJIb 33 UCIIOJIHEHUEM TPUKa3a B IIETTOM.
Hanpumep: KoHTpoJIb 32 MCHIOJTHEHHEM NPUKA3a OCTABIISAIO 3a COOOM.
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Ecnu npukas BBOAMT B JeiicTBUE Kakue- JHOO  JAOKYMEHTHl  (MHCTPYKIHMH, Tpaduky,
IpaBuJIa, MOJOKEHUS ), TO OHU ODOPMIISIOTCS B BUJIE TIPUIIOKEHUS K TIPUKA3y.

Hanpumep:
[IpunosxeHue K npukasy pekropa
AHO BO «PocHOVY»
o1 21.09.20 1. Ne 43

[IpunoxkeHus K MNpHUKa3y BU3UPYIOTCS PYKOBOAUTEIEM CTPYKTYpPHOIO IOAPA3ACIICHHUS,
NOArOTOBUBLIETO MNpPOEKT. [IpM HanuuMyM HECKOJIBKHX HPWIOKECHHUN, INPWIOKEHHS HYMEPYIOTCS.
BHecenue n3meHeHUlN B NOANMCAHHBINA IIPUKA3, @ TAKKE B COIVIACOBAHHBIM IMPOEKT JOKYMEHTa HE
nomyckaercsi. OTMeTka 00 MCIOJHHUTENE COAEPKUT MHUIMAIbl U (aMHJIUI0 HCIOJIHUTENs (JIula,
NOJArOTOBUBLIETO IIPOEKT Mpukasa). [Ipuka3 BCTymaer B CUily ¢ MOMEHTA €ro MOANKMCAHUS, €CIIU HHOE
HE YKa3aHO B TeKCTe npukasa. CTpaHHMIBI NpHUKa3a U NPUIOKEHUS HYMEPYIOTCS KaK €IUHBINA
nokymeHT. Ilpu perucrpanuu mnpuKasbl HYMEpPYIOTCS IOPSAJKOBBIMM HOMEpaMu B Ipejenax
KaJICHAAPHOTO rojia. B OTAENBHBIX Cilydasx MpHKa3aM IPUCBAUBACTCSA YHUKAIbHBINA MHIEKC.

Hanpumep,
npukas Ne 12/o (unoexc o coomeememayem npukasy no 0CHOGHOU 0esiMeIbHOCIMU),
npuka3z Ne 23/c (unoexc ¢ coomeemcmeyem npukazy no JUYHOMY COCMABY AOMUHUCHPAMUBHO-
X03AUCMBEHHO20 U YUeOHO-8CNOMO2AMENbHO20 NEePCOHANA,
npukaz Ne  32/m  (unoexc n coomeemcmeyem NPUKA3y NO JIUYHOMY NpogeccopcKo-
npenooasameibCKOMy cOCmaegy) u m.o.

B ciydae opranusaioHHONH HEOOXOJUMOCTH JeacTcs Bhinmrcka u3 npukasa (IIpumoxenue 7).

4.4.2. Pacnopsscenue

PacniopsixkeHne — pacnopsaUTeNbHbIN JOKYMEHT, U3/1aBaeMblii PEKTOPOM, MPOPEKTOPOM HIIU
JeKaHoM (hakysabTeTa YHHMBEpCUTETa MO BOMNpOcaM HH(OPMALMOHHO-METOJUYECKOr0 XapakTepa, a
TaKXe [0 BOIpocaM OmepaTHBHOro ympasieHus AesrenabHocTbio AHO BO «PocHOVY» (cosemanus,
KOH(EepeHLUH U T. 1.). PacniopsixeHus, Kak IpaBUIIo, 3arojioBKa He UMEIOT. PacriopsikeHne He T0JIKHO
coJepxarh MpeANuCcaHui, HOCALIMX HOPMAaTHBHBIM XapakTep. PacmopsbkeHue u3maercss Ha oOIieM
OylaHke YHHBEpPCUTETa WIN CTPYKTypHOro mnozpasneieHus. Ilopsmok odopmiieHus U perucrpanuu
pacropsbkeHUH TOT JKe, 4TO M Juid mpuka3oB. OOpasel pacHopsDKEHUs 1O CTPYKTYPHOMY
NoJpa3iesieHuIo puBeieH B [Ipunoskennn 8.

4.4.3. IIpomokon

[IpoTokon — MOKYMEHT, OTpa)aroluid XOJ COBEIHIaHUs, 0OCY>XICHUsI BOIPOCOB M MPUHSITHSI
pelleHni Ha COOpaHUsX, COBEIIAHUIX, KOHPEPEHIUAX U 3acelaHusAX KoJulernanbHbXx opranoB AHO
BO «PocHOVY».

TekcT IpOTOKOJIa COCTOUT U3 JABYX YACTEN: BBOAHOM U OCHOBHOM.

Bo BBOIHO YacTH 3aMOJIHSIOTCS CIASAYIOIINE PEKBU3UTHI:
IIpencenarens wiu [IpencenarenscTByrommm,
Cexkpetapp,
[TpucyTcTBOBaNM (MMOAYEPKUBAETCS) — CHMCOK MPHUCYTCTBOBABIIMX WM OTCHUIKA K MpPUIIAraeMoOMy
CIIMCKY TPHUCYTCTBOBABIINX, €CIM WX KOJMYECTBO TMpeBbImaeT 15 denoBek. BBomgHas dYacTh
3akaHuuBaeTcs [loBecTKOM IHS — IEpeueHb pacCMaTPUBAEMBIX BOIIPOCOB, IEPEUHUCICHHBIX B MOPSIKE
WX 3HAYMMOCTH, C YKa3aHUEM JIOKJIAJUMKa M0 KaKIOMY IYHKTY TTOBECTKU 1Hs. Ha Granke mpoTokosa
9TH PEKBU3UTHI MOTYT UMETh TUIOTPAa(CKOE UCTIOTHEHUE.

OcHoOBHas 4acTh MPOTOKOJIAa COCTOUT U3 PA3JIETIOB, COOTBETCTBYIOIINX ITyHKTaM MTOBECTKH JIHS.
Teker kaxnporo pazgena crpoutcs no cxeme: CIIVIIAJIM, BBICTYIIMIIN, [TOCTAHOBWJIN
(PEILIMJIN). OcHOBHOE coaepx aHUe TOKIAI0B U BHICTYIIEHUI MOMEIIAeTCs B TEKCTE MPOTOKOJIA WU
npuiiaraeTcs K HemMy B Buje mnpuioxeHuid. IloctaHoBieHue (perieHue) — B TEKCT€ IMPOTOKOIA
MeYaTaeTCs MOJHOCTHIO; MPU HEOOXOAMMOCTH MPUBOJISATCS UTOTH TOJIOCOBAHUS.
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JIOKyMeHT, YTBEPKAAEMBI KOJUIETHAIBHBIM ~ OpraHoOM, [MpWiIaraerca K
MPOTOKOITY.

Copmepxanre 0COOOT0O MHEHHS 3alHCHIBACTCS B TMPOTOKOJIE IIOCJIE COOTBETCTBYIOIIETO
MPOTOKOJBLHOTO PEIICHHUS.

[IpoTokon moanuchIBaeTCs NMpeaCeaaTeIbCTBYIONIMM Ha 3aCEJaHUN U CEKPETapeEM.

[IpoTokonbl HYyMepyIOTCS TOPSIKOBHIMH HOMEpaMH B TMpefeNiax KaJleHAapHOro Troja.
[TpoTOKOIIBI COBMECTHBIX COBEMIAHUH (COOpaHUil) MOMKHBI UMETh COCTABHBIC HOMEPA, BKIIOYAIOIIHE
MOPSIKOBBIE HOMEPAa MIPOTOKOJIOB OpraHU3aluii, IPUHUMABIINX yYacTHe B paboTe COBELaHUS.

[IpunsiThIE peleHrs TOBOASTCS 10 UCHOJHUTENEH B BUJIE BBIITMCOK U3 MPOTOKOJIOB, KOTOPHIE
0hOpMIIAIOTCSI HAa COOTBETCTBYIONIEM Onanke u 3aBepstorcs neuyatbio AHO BO «PocHOVY ».

O6pasen opopmiteHHs IPOTOKOIA ipuBeieH B [Ipunosxkenuu 9.

4.4.4. Cnyscedonoe nucomo

Crny>xeOHOe THCBMO — 3TO 0000IIIEHHOE HA3BaHUE PA3ITMYHBIX 110 COACPIKAHUIO
JIOKYMEHTOB, BBIJIEISIEMBIX B CBSI3U C OCOOBIM CIIOCOOOM IEpeIayu TeKCTa — MEPECHUIKON MO TMOoYTe.
[lucema coctaBisitorcss Ha oduiuanbHoM Omanke mnuchMa YHuBepcuteta ([Ipunoxkenue 3).
OO0s13aTeNbHBIMU PEKBU3UTAMHU MTUChMA SIBIISIFOTCS ]aTa, PETUCTPALIMOHHBIA HOMED, CChUIKA HA ATy U
HOMeEp MOCTYMUBIIETO JOKYMEHTa, aJipecar, 3ar0JIOBOK K TEKCTY, MOAMUCH, OTMETKa 00 UCIIOJIIHUTEIE,
B COINPOBOJUTEIBHBIX MHUChbMAaX — OTMETKA O HAUYMH TMPWIOKEHUH, B TapaHTUHHBIX MHCbMaxX —
Nevarh.

TekcT mucbMa MOMKEH OBITh JTOTHYHBIM, MTOCIIEOBATEIbHBIM, YOSIUTEILHBIM U
KOPpPEKTHbIM 10 (opme. PakThl U COOBITUS AOJKHBI H3JIararbcsi OOBEKTUBHO, JTAKOHUYHO, SICHO.
TekcT nucbMa He TOKEH JOMYCKATh Pa3IMYHOrO TOJIKOBAHUS.

TexcT OONBIIMHCTBA MMHUCEM H3JIaraeTcs OT TPETHEro JIMIA MHOKECTBEHHOrO uMcia (IpocHM,
HanpaBisieM). [lucbma, agpecoBaHHBIE PYKOBOJUTENO IO BOMpPOCaM, TPEOYIOMUM €ro 0coboro
BHUMAaHUS, MOTYT coOAepXkaTb (OpMyJy YBaXKUTEIBHOTO oOOpallleHus K ajapecary: «YBa)KaeMblid
rocnoauH MBanoB!», «YBaxkaemslid Ban IletpoBuu!».

Jnst ynpomieHust omepauuid Mo o0pabOTKe THUCEM U YCKOPEHUsT WX MCIOJHEHHUS He
PEKOMEHIyeTCsl B OJHOM IMChME paccMaTpuBaTh JBa BONpoca W 0Ooliee, MUCHMO JIOJKHO OBIThH
OJTHOTIPEIMETHBIM TI0 cojiepkanuio. [Ipu oopmieHnn nmuchbma Ha IByX W 0oJiee CTpaHUIaX BTOpas U
MOCIEAYIONINE CTPAHUIIBI HYyMEPYIOTCS 10 CEpeUHE BEPXHETO MOJIs IUCTa apaOCKUMU [UPpaMu.

Ecaun muceMo siBnsieTCs OTBETHBIM, TO B OJIaHKE MUChMa yKa3bIBAa€TCS HOMEP M JlaTa MUChMa,
Ha KOTOpHI naetcs otBeT: «Ha ucx. Ne ot ». Ecau muceMo agpecyetcst 60s1ee ueM B UeThIpe
ajzipeca, TO UCIOJIHUTEb COCTABIISIET CIIUCOK PACCHUIKH.

[lucekMa MOAMKCHIBAIOTCA PEKTOPOM HIIM MPOPEKTOpPAMH B paMKax MPEAOCTaBICHHBIX UM
TTOJTHOMOYHIA.

[lucekMo MOMKHO UMETh OTMETKY 00 wucmonHuTene (pamMuivs M HMHULUAJIBI), KOTOpas
NPOCTAaBIISETCS B JIEBOM HWKHEH YacCTH JIMCTA, C yKa3aHHEM HOMEpa KOHTaKTHOTO TesedoHa.

BrocuTth kakue-m0o ucrpaBieHus Wi 100aBIeHUs B MOJMHUCAHHbBIE MIChMa HE
paspemaercs. JlaTol nmucbMa sIBISETCS JaTa €ro perucTpanuy.

4.4.5. Cnpaska

CropaBka — 3TO JOKYMEHT, COJEpIKAIIUil ONMMCAHKUE WU MOJTBEpXkKAeHUE (AKTOB M COOBITHI
(oOyuenue, pabota, mp.). CrpaBku opopMIsIOTCs Ha OJaHKe, MOJNHMCHIBAIOTCS HCIOJIHHUTENEM U
cozepxar (hakThl, TTOCITY>KUBIINE OCHOBAHHEM JIJISl €€ HAMCAHUS U KOHKPETHYIO HH(POPMAIIHIO.

CopaBka ans oOydarolMXcsi JUid TOATBEPXKICHHUS (akTa UX OOY4YeHMs MOANUCHIBAETCS
peKTOpOM (TIPOPEKTOPOM) U 3aBEPSIETCSI OCHOBHOM meuathio YHuBepcureta. (IIpunoxenue 10)

CropaBku ¢ MecTta pabOThl TMOANUCHIBAIOTCS PAOOTHUKOM OTAENIa KaJpoB U 3aBEpSIOTCS
neyartbto otaeia kaapos. ([Ipunoxenue 11).
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[Ipy Hanuuum B COpaBKe CBEIEHHM (PUHAHCOBOrO XapakTepa OHa IOANKCHIBACTCS
[JIABHBIM OyXTajTepOM YIpaBJICHUs SKOHOMHUKH, OyXrajJTepcKOro ydera, OTYSTHOCTH M KOHTPOJI,
3aBEPAETCS OCHOBHOM I1€YaThIO Y HUBEPCUTETA.

4.4.6. Tenecpammot, menegonozpammol, hakcumMunoHaa c6:A3b U ITEKMPOHHOE RUCLMO

TenerpaMMbl COCTaBIISIOTCS COTJIACHO 00pasily M MepesaroTcs JJIs OTIPaBKU B OOLIMI OTed,
KOTOPBIH 0opMIISeT TelaerpaMMbl uepes Tenerpad mourororo oraeneHus (Ipunoxenue 13).

Texct TenerpaMMmbl M3JaraeTcst KpaTko, SICHO, IO BO3MOXKHOCTH 0€3 MpEeAsIoroB, COI30B U
MeCTOMMEHHUH, 3Haku npenrHanus obo3Havarotcs: 3I1T, TUK, IBTY, KBY, TUPE u ynorpebnsrorcs
TOJBKO B TEX ClIydasX, KOrJa MX OTCYTCTBUE MOXET HM3MEHUTh CMbICHI coobmeHus. L{uppossie
JaHHBIE B TeJIErpaMMax peKOMEHAYEeTCs MUCATh CIIOBAMHU.

Texct nmeyaTaeTcst Ha OHOW CTOPOHE JIUCTA Yepe3 JABa MHTEpBaia MPONUCHBIMU OyKBamu, 6€3
MEPEHOCOB, a03alleB U UCTPABICHUI, B IBYX SK3EMILIApax.

B TtenerpamMe mox depToil ykaspiBaeTcsi OOpaTHBIA aapec, COKPALIEHHOE HAaMMEHOBAaHUE
YHuBepcurera, 10JKHOCTD JIUIA, MOANKUCABIIETO TeJlerpaMMy, €ro MHUIMAIIbI, (paMuiIus 1 1aTa.

VcnpaBieHusi, BHECEHHbIE NPU TNOJNHCAHUU TEJIETPAMMBI, JOJDKHBI OBITH OrOBOPEHBI MOJ
yepToil Hagnuchio «/cnpaBieHHOMY BEpUTHY U 3aBEPEHBI UCIIOTHUTEIIEM.

Ilepen anpecom yka3bpIBalOTCSl KATETOPUH TeserpaMMbl: « OOBIKHOBEHHAs», «CpodHasy.

B tenerpamme 006s13aTeNbHO YKa3bIBAIOTCS MOTHBIN MOYTOBBIN ajipec U (haMUIus MoTyyaTes.

Odopmiienne TenerpamMmm MpOU3BOAUTCS OTAEIBHO 10 KaXKIOMY aJpecy.

Cpounast uHdopmalysi, BOCTpeOOBaHHas IO 3alpocy WM MO YKa3aHHUIO PYKOBOJACTBA
VYHuBepcuTeTa, J0DKHA TiepenaBarbes Tenedonorpammamiu (Ilpunoxenune 13).

[lepenaua koppecmoHIeHIMH 1O (HAaKCUMHIBHOM CBS3M B JIpyrMe  OpraHu3aliuu
OCYUIECTBIIIETCS TOJBKO IO YKa3aHWIO WM C Pa3pelIeHHs] PYKOBOJACTBA YHHBEPCUTETA, O YEM
nenaetcst otMeTka (FAX) B )KypHanax perucTpaiuy Wik Ha 000poTe JOKYMEHTa C yKa3aHUEM JIaThl U
BpPEMEHH OTIPABKH.

DNeKTpOHHAs [OYTa UCIOJIb3YETCs Kak JUIsl Iepejau COOOIEHUI BHYTpU Y HUBEPCUTETA, TaK
U MEX1y Pa3IMYHBIMU OPTaHU3alUIMU, UMEIOIUMHU COOTBETCTBYIOIINE alMapaTHhIE U MPOrPaMMHBIE
CpeAcTBa. ODNEKTPOHHOE  COOOIIEHHE COCTOMT W3 aapeca (MIM  HECKOJbKHX  aJIpecoB
MOJTyyaTeseii),3aroJoBKa, CoOAepkKaIlero Cy)eOHyo nHhopMaIuio, 1 TeKcTa (mpuiaraeMoro gaiina).

[lepenaua KOppECHOHJAEHIIMM 3KCHOPECC IOYTONH B JpYrMe OpraHMU3allM OCYIIECTBISETCS
TOJIBKO MO YKa3aHUIO WM C Pa3pelIeHUs] PYKOBOJCTBA YHHUBEPCHUTETA C MPHIOKEHUEM CITyKeOHOM
3aMMCKH ¢ BU30W KypHPYIOIIETO MPOPEKTOpa WK TJIaBHOTO OyXrairepa.

4.4.7. Ilopsa0ok cuamus u 6b10auu KORUIL ¢ 00OKYMEHMO8

Komnu ¢ nOKyMEHTOB BBIIAIOTCS € pa3pelCHUs PEKTOpa WM IPOPEKTOpa M TOJIBKO C TeX
JIOKYMEHTOB, KOTOpbI€ ObLTM U3/1aHbl B YHUBepcuTeTe.  Ilpu BbI1aue KOIIUU JIOKYMEHT
BOCIIPOM3BOJUTCS IOJTHOCTBIO. B mpaBom BepxHeM yriy komuu numercs ciioBo «Komwms». Ilpum
BbIJIay€ KOIIMU ¢ KOMUHU ciienyeT nucath «Konus ¢ komumy». [Ipyu 3aBepeHnn Koy JOKYMEHTa BHU3Y
IIOCJIE ITOJIHOI'O BOCIPOU3BEICHUS TEKCTa muiiercs «BepHo», CTaBUTCA AOJKHOCTH, IOANMKCH JIUILA,
3aBEpPSIOIIET0 KOMHUIO, €r0 MHUIMAIBI ¥ (paMuiIns, 1aTa 3aBepeHHusl.

[Ipu nepecplike KONKMM B IPYyTHE YUPEIKACHUS WIM BbIIade HA PyKH OTIEJIbHBIM JIMLAM Ha HEl
cleflyeT MpOCTaBIATh repOoByro nedats. Ha 000poTe MOATMHHOIO AOKyMEHTa JelaeTcs OTMETKa,
KOI'ZIa ¥ KOMY BbIJJaHA KOIUSI.

4.4.8. Asmomamuszayus 0OKymeHmuposanus

JUJis MOATrOTOBKU JJOKYMEHTOB MOTYT HNPHUMEHSTHCS aBTOMAaTH3UpPOBaHHbIE TexHOJoruu. [Ipu
9TOM CO3Jal0TCsl 0a3bl JAHHBIX (KOPPECIOHJACHTOB, (OPM JOKYMEHTOB, TpadapeTHbIX TEKCTOB WU
TEKCTOBBIX 3arOTOBOK), MAaIlIMHHbIE PEJAKTOPCKHUE ITPOrPaMMBbI U JIp.

[Topsimox pa3paboTKM, SKCIUTyaTalldd W MOJb30BAHMSA TAaKUMHU CHUCTEMaMH OIpeNeNsIeTcs
CTaHJapTaMH B 00J1aCTH aBTOMATU3UPOBAHHBIX WH()OPMAIIHOHHBIX TEXHOJIOTHIA.
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5. OPTAHU3AIUA JOKYMEHTOOBOPOTA U UCIIOJIHEHUSA JOKYMEHTOB
5.1. Opzanuzayun ookymenmooodopoma

5.1.1.J]IBu>keHre JOKYMEHTOB B YHHMBEPCUTETE C MOMEHTA UX CO3JaHUS WJIW TOJYy4YEeHUsS 0
3aBEepIICHUS HCIIOTHCHUS WM OTIPABKH 00pa3yeT TOKyMEHTO000POT.

5.1.2. Tlopsimok mNpOXOXACHUS JOKYMEHTOB M ONEpaldHd, NPOU3BOJAUMBIE C HHUMH B
VYHuBepcurere ompenensercs MHCTpykumel mo Ienonpou3BOACTBY, TabeneM yHH(UIIMPOBaAHHBIX
($hopM TOKYMEHTOB, TIOJIOKEHUSIMHU O CTPYKTYPHBIX TOJIpa3ICICHUSIX, TODKHOCTHBIMU HHCTPYKITUSMU.

5.1.3. Ilpu mpuMeHeHHH B YHHMBEPCHUTETE 3JIEKTPOHHOTO TOKyMeHTooOopoTa ciyx0oit JJOY
COBMECTHO CO CITy>k00¥ aBTOMAaTU3aIMK Pa3padaThIBAIOTCS MAPIIPYTHl ABUKEHUS JOKYMEHTOB.

5.2. Opzanuszayua 0ocmasku 0OKyMeHmMoe

JlocTaBka TOKyMEHTOB B Y HUBEPCUTET OCYILECTBIISIETCS, KaK IIPABUIIO, CPEACTBAMHU I1I0YTOBOM,
(enbaberepcKoil u MEKTPOHHOM CBS3H.

Bces xoppecnoHeHIMs, TOCTyNaomas B Y HUIBEPCUTET, IPUHUMAETCS COTPYAHUKAMU OOILEro
oraena. Ilpu npueme KOpPpEeCHOHAEHIMU BCE KOHBEPTHI BCKPBIBAIOTCA, MPOBEPSETCS MPABUIBHOCTH
JOCTaBKM M LIEJOCTHOCTh YNAKOBKM JIOKyMEHTOB. B oOmeMm oTnene He  BCKpbIBaeTcs
KOPPECTIOHICHIINSA, UMEIOIIasi TPUQ «JTUIHOY.

5.3. IlIpuem, oopadbomka u pacnpeoenenue nOCMynarOWux 00KymeHmoe

Bes koppecnoHaeHIMs, MOCTyHamomas B YHHBEPCHUTET, NPUHUMAETCS U PETHCTPUPYETCS
COTPYIHUKAMH OOIIETO OT/CIA.

OmubouHO TOCTaBlIEHHAS KOPPECTIOHCHIIHS MTEPECIIAeTCs OTIPABUTEINIO.

Koppecnonnennusi, mnongydaemas I[OJ pacnucKy (C HapoyHbIM, 3aKa3Hag M T.IL.)
PETUCTPUPYETCS B KypHAIIE.

[Tpu BcKpbITHH KOHBepTa (YNMAaKOBKU) MPOBEPSIFOTCS NMPAaBUIBHOCTH APECOBAHUS W HATUYNE
BJIOKEHHBIX JIOKyMEHTOB.

[Tpu oOHapyKeHHH TOBPEKACHHUS, OTCYTCTBUS JIOKYMEHTA WJIM TIPUIIOKEHUS K HEMY, a TaKKe
HECOOTBETCTBHUSI HOMEPA, YKa3aHHOTO Ha KOHBEPTE, HOMEPY BIIOKEHHOTO OKYMEHTa, COCTAaBISIETCS
aKT B JIByX SK3EMIUISIpaxX, OJAWH W3 KOTOPBIX MpPHUJIAraeTcs K MOJYYCHHOMY TOKYMEHTY, a JAPYTou
HAIpPAaBISETCS OTIPABUTEITIO.

KoHBepThI 0T mocTynMBIIEH KOPPECTIOHACHIINH COXPAHAIOTCS M MPUIIATal0TCs K JOKYMEHTaM B
ClIy4asiX, eclid aJipec OTMpaBUTENs yKa3aH TOJIBKO Ha KOHBEPTE, €CIM JaTa JOKYMEHTa M JaTa ero
OTIIPaBKH COTJIACHO TIOYTOBOMY INTEMIICIIO HMMEIOT OOJBIINE PACXOXKACHUS BO BPEMEHH; €CIH
KOHBEPT HEOOXOAMM B KauyecTBE ONPABAATEIBHOTO JOKYMEHTa K pacxojaM [0 OIjaTe
KOPPECTIOHICHITHH.

JIOKYMEHTBI COPTUPYIOTCS Ha PETUCTPUPYEMBbIe U HeperucTpupyemblie. Ha Bcex
PETUCTPUPYEMBIX JOKYMEHTAX MPOCTABISETCS ITAMII.

He nmonnexar peructpaiuu clieayromue J0KyMEHThI:

- IEPUOANYECKUE MTEYATHBIC U3AaHuUs (Ta3eThl, XKy PHAIbI, OPOIIIOPHI, KHUTH, OIOJUICTCHHU | T.II).
- peKJIaMHbIe U3BELICHUS, MJIAKaThl, TPOCHEKTHI, TPOTPaMMbI COBELIaHHH U T.11.;

- KOIIMH CYETOB Ha OIUIATY.

- IEpBUYHAS JOKYMEHTAIUsl OyXrajaTepcKoro y4yera (aBu3o).

- TO3/IPaBUTEIbHBIC MMChMa, TEJIETPAMMBI, OTKPBITKH, IPUTIIACUTEIbHBIC OMIICTHI.

- KOIIUU THCeM, TIPUCIaHHbIC I CBECHUS;

PeructpaninoHHBI ITAMI CTAaBUTCS B TPABOM HIKHEM YTy JTIOKYMEHTA U COCTOUT

U3 HOMepa JOKYMEHTa U JaThl OCTYTICHUSI.

[ToctynuBivie TenerpaMMbl IPUHUMAIOTCS TI0/T PACITUCKY C MPOCTABJICHUEM JAaThl U BPEMEHHU
npueMa M PETUCTPUPYIOTCS MO TeM >Ke MpaBWiIaM, YTO U MHCbMa, a 3aTeM IepefaroTcs Ha
paccMOTpeHHE PEeKTOpy (MPOPEKTOPY) U UCTIOTHEHHE.
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DJEeKTpOHHBIE COOOLICHHS, MOCTYNUBIIME IO 3JEKTPOHHOM MMOUTE WM MO (aKCy, UCTIOTHAIOTCS
aQHAJIOTUYHO JJOKYMEHTaM Ha OyMa)kKHbBIX HOCUTEISX.

JIOKyMEHTBI, aJpeCOBaHHbIE PEKTOpPY (MPOpPEKTOpY) YHHUBEpCUTETa, a Takke 0e3 yKazaHus
KOHKPETHOI'O JIMLA WU CTPYKTYpHOTO MOJpPA3/eNeHUsl pacCMAaTPUBAIOTCA COTPYAHHUKAMHU OOILEro
OTJIeNa, KOMUPYIOTCS, OPUTMHANBI MIEPEAAOTCSI PYKOBOJACTBY I PE3OJIOLUHU, a KOIUU XPAHATCA B
o0111eM OT/eNie B COOTBETCTBUU C HOMEHKJIATYPOH JIel.

OpuruHasibl JOKYMEHTOB C PE30JIIOLMEN peKTopa (MpOpeKTopa) YHUBEPCUTETA XPAHSITCS Y
UCTIOJIHUTEIS, KOMY OTIIMCAH JOKYMEHT, C MPEABAPUTEIBHON OTMETKOM B 00ILEM OTEINE.

be3 mpenBapuTENbHOTO  PacCMOTPEHMsI IEPEJAIOTCA 110  HA3HAYEHUIO0  JTOKYMEHTHI,
a/IpeCOBAaHHbIE HEMIOCPEICTBEHHO CTPYKTYPHBIM MOAPA3JEICHUSIM WIH JOKHOCTHBIM JIMIAM.

PaccMoTpeHHBIE pPEKTOPOM (IIPOPEKTOPOM) AOKYMEHTBI NEPENAIOTCs Ha HMCIOJIHEHHME IOCIe
3aHECEHUs COOTBETCTBYIOILIEH 3alMCH B )KypHaJII perucTpaunu. llpm Ha3HaueHHM B PE30NIOLUU
pekTopa (MpopeKTopa) HECKOIbKUX HUCIIOJIHUTENEH NOJIMHHUK JOKYMEHTA MOJIY4YaeT OTBETCTBEHHBIN
UCITIOJIHUTEIb, OCTAJIbHBIM HCHOJHUTENSM nepenatorcs komnuu. [lo TpeOGoBaHMIO OTBETCTBEHHOI'O
UCTIOJIHUTEINISL  COMCIIOJIHUTENU O00s3aHbl MPEACTAaBIATH BCE HEOOXOJMMbIE MaTepHalbl B
YCTaHOBJICHHBII UM CPOK /1151 0000IIEHHS U IOATOTOBKU OTBETA.

Ilepenaya nmoanMHHMKA JOKYMEHTAa HAa MCIOJIHEHME W3 OJHOIO IOJPA3AEIEHUs B APyroe
IPOM3BOJUTCS C Pa3pelIeHus JIUIA, JABIIEro MOPy4YEeHUE M TOJBKO C MOMETKOH 00 MCIOJHHUTENE B
JKypHaJle PEruCTPaLHH.

[TomyunB [OKYMEHTBI Ha HCIOJHEHUE, COTPYJHHK YHUBEpCUTETa JIOIDKEH HEMEAJICHHO
03HAKOMUTBCS € UX COJEPKAHUEM, BBIIEIHUB JJOKYMEHTHI, TPEOYIOIIHE CPOUHOTO UCTIOTHEHUSI.

5.4. Opeanuzauusa odopadomku u nepeoauu OMNPABIAEMbIX OOKYMEHMOE

JIOKyMEHTBI, OTIIPABIIsIEMbIE Y HUBEPCUTETOM, IIEPEAAOTCS IIOYTOBOU U 3JIEKTPOHHOM CBS3BIO.
[opsimok MOATOTOBKM MCXOSIIMX JOKYMEHTOB BKJIIOUAET B ceOs pabOTy IO COCTAaBICHHIO MPOEKTA
JOKYMEHTAa, COTJIaCOBAaHUIO, OJIMUCAHUIO (YTBEPKICHUIO), TAPAXKUPOBAHUIO U OTIIPABKE.

Jlo mepenauM TOKyMEHTa Ha IOJANKCH HCIOJIHUTENb JIOJKEH IMPOBEPUTH €T0 COJEpKaHUE,
paBUIBHOCTh O()OPMIICHUS, HATMYKME HEOOXOAUMBIX BU3 M MPUIOKEHUH. JJoKyMeHT npeacraBisercs
Ha IOJAINKCH BMECTE C MaTEpPUAIAMH, HA OCHOBAaHUHU KOTOPBIX OH T'OTOBHUJICS.

OOpa0OoTka HCXOAALIMX JOKYMEHTOB MJsi OTHPAaBKU IIOYTOBOM CBSI3bIO OCYILECTBIISETCS
o0LIMM OTAEIOM YHHBEPCUTETA B COOTBETCTBUU C [IpaBuiamMu oka3aHusl yCIyT IOYTOBOM CBSI3U.

JIOKyMeHTBI, MOJUIeKalllue OTIpaBKe, IepejaloTcss B OOMMH  OTHAEeN  MOJHOCTBIO
O(QOpPMIIEHHBIMH C yKa3aHMEM II0YTOBOro ajpeca (Homepa TenedoHa). /JJokyMeHThI, oTHpaBisieMble
OJIHOBPEMEHHO B OJJUH aJIpEC, BKJIAJbIBAIOTCS B OUH KOHBEPT.

JIOKyMEHTBI, IOJNUCAHHBIE PEKTOPOM M aJPECOBAHHBIC B BBIIIECTOSALIUE OpPraHU3ALNH,
pPETUCTPUPYIOTCS B OOIIEM OTAENe U JOCTABISAIOTCS ajpecaTaM B Ipejenax ropojia KypbepoMm WIH
4yepes3 OTIEICHUS TOYTOBOM CBS3H.

JIOKYMEHTBI, MOANKMCAHHBIE IPOPEKTOPAaMHU U PYKOBOAUTEISAMU CTPYKTYPHBIX MOAPA3ACICHU,
PEruCcTpUPYIOTCS B OOIIEM OT/AEIIE U HAIIPABIISIFOTCS Y€pe3 OTAEIICHUS TOYTOBON CBSA3H.

5.5. Ilopaook npoxorrcoenus 6HympeHHUX OOKyMeHmos

[TpoxoxaeHne BHYTPEHHUX JOKYMEHTOB Ha J3Tanax MX MOATOTOBKU W O(OPMIICHHUS TOJIKHO
COOTBETCTBOBATh IPOXOXKJIEHHUIO OTIPABIAEMBIX JOKYMEHTOB, a Ha »JTale WUCHOJHEHUs —
MOCTYHAIOIINX JOKYMEHTOB.

BHyTpeHHHe MOKYMEHTHl O(OPMIISIIOTCS M HCHOJHAIOTCS (MCIONB3YIOTCS) B Ipejaenax
VYHuBepcurera. BHyTpeHHHE JOKYMEHTHl (JOKJIaJHBIE 3alMCKH, CIPAaBKH, CBOAKK U Ap.)
paccMaTpUBaIOTCS TEMH IOJDKHOCTHBIMM JIMLIAMH, KOMY OHU HalpaBJICHBI.

K pacnopsautenbHbIM JOKYMEHTaM Y HUBEPCUTETA OTHOCSTCS MPUKA3bl U PACIIOPSKEHHUS.

IIpoekTbl pacnopsiIUTENbHBIX JTOKYMEHTOB IIOCJIE€ IOATOTOBKM M COIVIACOBaHMUS C
3aMHTEPECOBAHHBIMHU TMOAPA3AEICHUSIMU M JOJDKHOCTHBIMM JIMI[AMH TEpefaroTcsl Ha TOAMNKCH
PYKOBOJICTBY B COOTBETCTBMM C IPaBOM IOJIMHUCH JTOKYMEHTOB U paclpe/ie]IeHueM O0sS3aHHOCTEM.
[Tocne nonnucanust JOKyMEHTBI PETUCTPUPYIOTCS.
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Pa3MHOXEHHBIE K3EMILIAPBI NOAMUCAHHBIX PYKOBOAMUTEISIMU u 3apEruCTPUPOBAHHBIX
pacnopsSAUTENbHBIX JOKYMEHTOB B 0053aT€IbHOM TMOPSIKE pPACCHUIAIOTCA B CTPYKTYypPHBIE
NoJIpa3elieHus, B BEACHUH KOTOPBIX HAXOAATCSA pacCMAaTpUBAEMBbIE BOIIPOCHI.

5.6. Pecucmpauusn 00Kymenmoe

PCFI/ICTpaLII/IH JAOKYMCHTOB B YHI/IBepCI/ITeTG OCYHICCTBIIACTCA ACHCHTPAJIN30BAHO.

B o6mem otaene perucTpupyroTcs IMojiydaemas M OTIpaBiseMas KOPPECHOHICHIMS, BXOASIINE U
HCXOIAIIUE ITOKYMEHTHI, IIPUKA3bl, PACIOPSDKEHHA PEKTOpPA, IIPOTOKOJBI, aKThbl, JIOBEPEHHOCTH.

[IpoTokonsl coBemanuii y mpopekropoB AHO BO «PocHOVY)» peructpupyroTcst u XxpaHsarcs y
MIOMOIITHUKOB, TIPOTOKOJIBI 3acefanuil kadeap — y 3aBeaylommx kadeapamu, MPOTOKOIbI 3aCeIaHmi
Yuenoro CoBeTa peruCTPUPYIOTCS U XPAHATCS Y YUEHOrO CeKpeTapsi.

I[OKYMGHTBI, CO3AaBaCMbIC TI0 HAIPABJICHHUAM  JCATCIBbHOCTH YHI/IBepCI/ITeTa, MOTYT
PEruCcTpUPOBATLCS B CTPYKTYPHBIX MoApasieieHusx. JJoKkyMeHThI, nepeaBaeMble UIU MIPUHUMAEMbIe
no KaHamaM (aKCUMWJIBHOM  CBSI3U, PETUCTPUPYIOTCS B CTPYKTYPHBIX — MOJpPA3JEICHUSX,
OCYUIECTBIISIONIMX UX MPUEM U Mepeaauy.

BXOI[SIIJ_II/IG JAOKYMCHTBI PCTUCTPHUPYIOTCA B ACHB NOCTYIIJICHUSA, @ UCXOOAIIUC U BHYTPCHHHUC
JIOKYMEHTHI - B JICHb MTOANUCAHUS WIH YTBEPKICHHUS.

5.7. Ilocmpoenue cnpasounozo annapama

B oOmem otnene u Opyrux CTPYKTYPHBIX MOIPA3/IEICHUSX YHHBEPCUTETA CIPABOYHBIM
anmapaTtoM SBISIOTCS JKypHAIbl PErHCTPAllMM W KApTOTEKH, a TaKKe MapajljIeIbHO ydYeT MOXKET
BECTHCh aBTOMATH3UPOBAHO.

CripaBOuHbIE KapTOTEKH U >KypHAJIbI 3aBOAATCSA HAa JOKYMEHTBI, IOCTYIIMBIIUE HA UMs PEKTOpa
AHO BO «PocHOVY» u (unmn) B aapec YHuBepcUTeTa.

CripaBOYHBIM anmapaToM I UCXOISIINX JOKYMEHTOB SIBJISIFOTCS JKYPHAIBI PETUCTPAIIMH STUX
AOKYMCHTOB WJIM aBTOMAaTU3UPOBAHO.

6. KOHTPOJIb UCIIOJIHEHUSA JOKYMEHTOB

Ilenb KOHTpOJIS - oOecleueHne CBOEBPEMEHHOIO0 M Ka4eCTBEHHOI'O MCIIOJHEHUS MOpYYEHUil,
3a(MKCUPOBAaHHBIX B JOKyMEeHTaX. KOHTpOJIb MCIONHEHUS TOKYMEHTOB U COJAEPIKALIUXCS B HUX
MOPYYEHUN II0 CYLIECTBY BOIPOCAa OCYLIECTBIIICT PEKTOpP YHHUBEPCUTETa, IIPOpPEKTOpa U
PYKOBOAUTENHN CTPYKTYPHBIX IOJApa3JIEiICHUM, HECYylIUe IEePCOHAIBHYK) OTBETCTBEHHOCTH 34
CBOEBPEMEHHOE U KaUE€CTBEHHOE UX MCIIOJIHEHHUE.

KoHTponb ncnonHenns BKIIOYaeT B ceOs:

- IOCTAHOBKY Ha KOHTPOJIb,

- IPEIBAPUTENBHYIO IPOBEPKY U PETYIUPOBAHUE XOAA UCIIOIHEHUS,

- CHATHE C KOHTPOJIA,

- HAIPAaBJICHUE UCIIOJTHEHHOTO IOKYMEHTA B JIETI0,

- yueT, 00001IeHre U aHAJIU3 X0/a U Pe3yJIbTaTOB UCTIOJIHEHHS JOKYMEHTOB.

KonTtpomio mojasexaT Bce 3aperucTpupoBaHHBIE JOKYMEHTHI, TpeOyromme ucrnonHeHus. [Ipu
IIOCTaHOBKE JOKYMEHTa Ha KOHTPOJIb Ha JOKYMEHTE JEJAaeTCsl OTMETKA O KOHTPOJIE.

Ha KOHTpOJIb CTaBATCS NOCTYNHUBILIKE B Y HUBEPCUTET:

- MOpydYeHus, coaepxkamuecs B nporokosiax 3acenanuii [IpasurenscrBa Poccuiickoin denepanum,
MPOTOKOJIaX 3aCEIaHUI TPAaBUTEIILCTBEHHBIX KOMUCCHI M COBELIAHUI;

- IOpYyYeHMs], CoJIeprKalluecs: B MOCTAaHOBIEHUSAX MuHucTepcTBa 00pa3oBaHus U Hayku Poccuiickoit
®denepannu;

- 3aIpOCHI U3 IPABOOXPAHUTENBHBIX OpraHoB Poccuiickoii Penepanuy;

- 3aMPOCHI TEPPUTOPUATIBHBIX OPTaHOB 3aKOHOAATENBLHON U UCIIOJHUTEIBHOW BIACTEM;

- IPUKa3bl, pACIIOPSKEHUS C KOHTPOJIBHBIM CPOKOM MCIIOJIHEHMS,

- Ka00bl O HapYLIEHUH 3aKOHOJATENbCTBA;
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- MIChMa TPaX/IaH.

Cpoku UCHOJTHEHHs] JOKYMEHTOB OIPEAENSIOTCS PYKOBOJUTENEM, HCXOAS U3 CpoKa,
YCTAaHOBJICHHOTO  OpraHW3aluel, HalpaBUBIICH JOKYMEHT, WJIH CpPOKOB, YyCTaHOBJICHHBIX
3aKOHO/ATeIbCTBOM. CPOKH HCTIOTHEHUS JOKYMEHTOB UCUUCIISIIOTCS B KaJTCHIAPHBIX THSX.
JIOKyMEHTBI OJJIeKAT UCTIOTHEHUIO B CIEAYIONINE CPOKHU:

- C KOHKPETHOM 1aTOM UCIIOJIHEHUS — B YKa3aHHBIN CPOK;

- 0e3 ykazaHWs KOHKPETHOW MJaThbl HWCIOJNHEHUS, UMEIONINE B TEKCT€ IMOMETKY «CPOYHO» —
WCTIOJHAKOTCA B 3-JHEBHBIM CpPOK; MMEIONIME TOMETKY «OMEpaTUBHO» — B 10-IHEBHBIM CpOK;
ocTaJbHBIC — B CPOK HE OoJiee MecsIa;

- 10 OOpalIeHHsIM TpakJaH U TPEeOYIOIMIMM JTOMOJIHUTEILHOTO M3YYeHHS] U MPOBEPKU — O OJHOTO
MecsIa CO JHSI UX PErHUCTPAIUH, 10 OCTAIBHBIM O00paleHusM — He Oonee 15 gHeit;

- TeJIerpaMMBbl, TPeOYIOIIE CPOUYHOTO PEIICHHs, — 0 IBYX JIHEH, OCTaJIbHBIC, — B TeueHue 10 mHeH.
JlaTa UCTIOJTHEHUS YKA3bIBACTCS B PE3OJTIOIIMH PYKOBOIUTEINS U (PUKCUPYETCS B KypHAIIS

(KapTOTEKe) perucTpamyy JOKYMEHTOB.

[Tpu HEOOXOAUMOCTH U3MEHEHHSI CPOKA MCIIOTHEHUS JOKYMEHTA OTBETCTBEHHBIH
WCIIOJTHUTENIb TIPEACTABISIET HAa WMsl peKTopa (MPOPEeKTOpa) MOTHBHUPOBAHHYIO TMPOCKOYy O €ro
NPOJJICHUM HE MO3aHee 3-X JHEH 10 UCTeYeHHUsi 3Toro cpoka. CpOKM HUCHOJHEHHS] CPOUYHBIX U
OTIepaTUBHBIX MOPYUYEHHUI HE MPOJIEBAIOTCS.

JIOKYyMEHTBI CHUMAIOTCSI C KOHTpPOJS, €CJIM PEMIeHBl MOCTABIECHHBIE B HHUX BOIPOCHI.
OcHoBaHMEM Ji CHSTHSI C KOHTPOJS SIBISIIOTCSI JJOKYMEHT-OTBET, JTUOO crpaBka 00 HCIOJIHEHUU
JOKYMEHTa 3a TMOJAMKUCHI0 PYKOBOAMTENS CTPYKTYpHOro Toapa3aeneHus. Ha mokymeHTe u B
JMIEKTPOHHOW KapTOUYKE aBTOMATH3UPOBAHHOM CHCTEMBI PErHCTpAallMM JOKYMEHTOB IPOCTABIISIETCA
OTMETKa 00 UCIIOJIHEHUH (JlaTa M CChUIKA Ha JOKYMEHT-OTBET).

7. VYET U XPAHEHME IIEYATEM, IITAMIIOB, BJIAHKOB

OO0s13aTeNIbHOMY YUETy MOJIekKAT BCE BUJIbI TeYaTeH U MITaMIIOB, OJJaHKU CTPOTON OTYETHOCTH,
OJIaHKW C YIJIOBBIMH M TIPOJOJIbHBIMU IITAMIIaMH Y HUBEPCUTETA, TPYJOBbIC KHIDKKH U TUTIJIOMBI,
cepTuduKaThl

7.1 VYuer Bcex rmeuyaTed W INTAMIIOB, HWMEIOIIMXCS B BYy3€, BEACTCS OOIIMM OTIEIOM
YHuBepcurera B cieliMaabHOM KypHaie. JXKypHalbl yueTa BKIIOYAIOTCS B HOMEHKIATYpy Aen. JIucTe
UX HyMEPYIOTCS, IPOILNUBAIOTCS U OTIEYaThIBAIOTCS.

[Teyatu u mWITAaMIBI JOJKHBI XPAaHUTHCS B ceiidax WM METAITUIYECKUX MKadax.
OTBETCTBEHHOCTh 32 XpaHEHUE U UCII0JIb30BAHNE NI€YaTel U IITAMIIOB B CTPYKTYPHBIX
MoJIpa3ielieHUsIX HECYT OTBETCTBEHHBIE 3a BEJICHHUE JIEIOMPOU3BOCTBA U PYKOBOIUTEINb
CTPYKTYpPHOTO MIOJpa3/ieICHUS.

WsroroBnenne mnedared M IITaMIIOB MPOU3BOJIUTCS Ha OCHOBAHHH CIIYKEOHBIX 3aIHCOK
PYKOBOJUTENEH CTPYKTYPHBIX MOApA3EICHUN, 3aBU3UPOBAHHBIX PEKTOPOM (IIpopekTopoM). Briraua
nevarel, MTaMIoB 1 OJaHKOB MPOU3BOJUTCS IMOJ PACIUCKY B COOTBETCTBYIOIIMX >KypHaJlaX yyeTa.
YHu4TOKEHHE MeyaTeil U MITaMIIOB IPOU3BOJIUTCS MO COTIACOBAHUIO C PYKOBOJCTBOM Y HUBEpCUTETA
u opopmIeTCss aKTOM.

7.2. OcHOBHas 1e4yaTh YHUBEPCUTETA XPAHUTCS Y HAYAJIbHUKA OOIIETO OTIeNa.

OcHoBHasi meyaTh (OTIIMYUTEIBHBIN 3HAK *) XpaHUTCSA y HadalbHUKA YIPABICHHS SKOHOMHKH,
OyXrajaTepcKoro yuera, OTYETHOCTH U KOHTPOJIS.

OCHOBHBIE TI€YaTH CTABATCA HA JOKyMEHTaX, MOJMUCAHHBIX WIH YTBEP)KIECHHBIX PEKTOPOM
AHO BO «PocHOY» wunam JOMKHOCTHBIMM JIMIIAMH, WMEIOIIUMH JOBEPEHHOCTh B TMpeiAesiax
MOJTHOMOYH, JeNeTUpPOBAHHBIX PEKTOPOM YHHBepcuTeTa. [lepedeHb MOKYMEHTOB, Ha KOTOPBIX
CTaBUTCSI OCHOBHas IeyaTh, pejactasieH B [Ipunoxenun 14.

7.3. TleyaTu CTPYKTYpHBIX TMOJPA3JCICHUNA XpaHATCS y PYKOBOJIUTENEH CTPYKTYPHBIX
noJipa3ziesieHui (WM JIML, OTBETCTBEHHBIX 3a JIEJIONPOU3BOJCTBO B MOJPA3/ACICHUHN) U CTaBATCS Ha
JMOKYMEHTaX, TMOAMHCAHHBIX WU YTBEPKACHHBIX PYKOBOJIUTENEM WU JOHKHOCTHBIMU JTUIAMH,
KOTOPBIM  [paBO  MOANWCU  JAEJIErMpOBaHO  PACIOPSDKEHUEM  PYKOBOJAUTENSI  CTPYKTYPHOIO
MOJIpa3esIeHusI.
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7.4. OTTHCK TIeYaTH CIEAYET MPOCTABIATh TaKUM 00pa3oM, YTOOBI OH 3axXBaThIBaJl YacTh
HalMEHOBAaHUs JOJDKHOCTHU JIMIA, MOJIMCHIBAIOILEr0 AOKYMEHT M Hadajo Ju4HOW nmoxmucu. Ecin
dopma noxkymeHTa umeeT nmometky «MID», meyarb NOMKHA pacmonaratbCs CTPOrO B ONpEeNCHHOM
JUIs Hee 30HeE.

8. MOPAJIOK CHSATHUA U BBIJAYM KOIMUI JOKYMEHTOB

Konuu n0KyMEHTOB BBIJAIOTCA C pa3pelieHusi pekTopa (MpOpeKTopa) WM HavaIbHHUKOB
CTPYKTYPHBIX TOJApa3AeiCHU TONBKO C TEeX JOKYMEHTOB, KoTopble Obuin u3gansl B AHO BO
«PocHOVY» u kacarotcst neaTeIbHOCTH Y HUBEPCUTETA WM CTPYKTYPHOrO mojapaszaesneHus. Bmecte ¢
TEM TNpU pa3pelieHud Jell, KacaloIIMXCs NpueMa TpakgaH Ha paboTy, yuedy, yIOCTOBEpEHHS HX
TPYIOBBIX, KWJIMIIHBIX W T.N. MpaB, Npu (POPMUPOBAHUU JIMYHBIX €1 PAOOTHUKOB M YydYalllUXcCs,
YHUBEpPCUTETY pa3pelacTcs U3roTaBIuBaTh KOIUUA JOKYMEHTOB, BBIIAHHBIX APYTUMU YUPEKACHUAMU
(KOTIMM TUTIJIOMOB M CBUJIETEIHCTB O MOJTYyUYEHUH 00pa30BaHUs U T.1I.).

Bbmaqa Konui AOKYMCHTOB, COJCpKaAIlUX TIICPCOHALHBIC HaHHBIC, IMPOU3BOAUTCA B IOPAIKE,
YCTaHOBJIEHHOM 3aKOHO/ATEIbCTBOM O MEPCOHAIBHBIX JTaHHBIX.

[Ipu BbIaue KOMHMM JOKYMEHT BOCIIPOM3BOJAUTCS IMOJHOCTHIO (OJaHK, HOMEp, JaTa, CoAep)KaHUe U
T.4.). Ilpu Bblgaue komuu c¢ komuu cienyer nucath «Komums ¢ komuwmy. [Ipu 3aBepeHUMn Komuu
AOKYMCHTA, BHHU3Y IIOCJIC IIOJIHOTO BOCHPOU3IBCACHHUA TCKCTA, MNHUIICTCA «BepHo», CTaBUTCA
JOJIKHOCTB, MOAMKCH JIUIA, 3aBEPSIOIIEro KOMUIO, €ro MHUIMAILL U dhaMuins, naTa 3aBepenus. [lpu
NIEPECBUIKE KONUU B JPYTHE YUPEXKACHHS WIIU BbIJAaye KONMM I'PAXKJaHAM Ha PyKHU Ha HEU Clenyer
MPOCTAaBJIATh I€4YaTh CTPYKTYPHOTO TMOAPA3/EiCHMs], BBIAAIONIETO KOMHUI0. B HMCKIIIOUNTENbHBIX
ClIydasaX Ha KOIMUIO JOKYMCHTA CTABUTCA OCHOBHAA II€UAaTh, CCJIM OHA 3aBCPCHA NOJIKHOCTHBIM JIMIIOM,
MMEIOIINM JIOBEPEHHOCTh PEKTOPA.

9. OPTAHU3ALIUA PABOTBI C JOKYMEHTAMHA

Opranuzanust paboThl ¢ TOKYMEHTAMHU B JICIIOTIPOU3BOICTBE MPEJICTABIISET COOOH COBOKYITHOCTD
BUJIOB paboT, 00ECTIEUNBAIONINX COXPAHHOCTD, YUET, CHCTEMATH3AIUIO JOKYMEHTOB, (hopMHUpOBaHHUE U
odopMIIeHHE JIeNT Ha JIeJIONPOU3BOICTBEHHON cTaauu U ux nepegaady B apxuB AHO BO «PocHOVY».

9.1. Cocmagnenue HomeHKAAmMYpPbL 0€]1

Homenknarypa nen — cucTeMaTH3WPOBAHHBIN MEpedYeHb 3aroJIOBKOB (HAaMMEHOBAHUMN) Jed,

3aBOJMMBIX B JIEJONPOM3BOJICTBE CTPYKTYPHOI'O MOJpPA3eICHUs], C YKa3aHUEM CPOKOB UX XpaHEHMS,
O(QOPMIICHHBII B yCTaHOBJIEHHOM IMOPSAJIKE.
Homenknatypa nen cocraBisercss g oOecredeHHs NOpsika (OPMHpPOBAHUSA M yyeTa Jedl B
JIEJIIONPOU3BOJICTBE CTPYKTYpHOTO TmojpasieneHus. OHa HaMeyaeT TpPYNIUPOBKY HCIOIHEHHBIX
JIOKYMEHTOB B JieJ1a, CUCTEMaTH3alMIO JIe]l, MHACKCAIMI0O U CPOKU XPAHEHUS e, SBISeTCS OCHOBOM
JUISL COCTaBJIEHMsI OINMUCEH JeNl MOCTOSHHOro M BpeMeHHoro (cBeimie 10 jeT) cpoka XpaHEHUS U
OCHOBHBIM YYETHBIM JOKyYMEHTOM B Jesonpou3BojcTBe. HoMmeHknatypa naea CTpyKTypHOIO
nopasenenus oopmirsercs 1o ycranoinenno ¢popme (Ipunoxenue 15).

HoMmeHnknatypa fien CTpyKTYpHOTO MOApa3/eNieHHs], 3a UCKIIOYEHUEM YUEOHBIX CTPYKTYpPHBIX
NOJIpa3fielIeHu, COCTaBJISIETCSl  JIMLOM, OTBETCTBEHHBIM 3a  BEJIEHUE JEJIONPOM3BOJACTBA,
COIJIACOBBIBACTCA C HAYaJbHUKOM OOIIEr0 OTAeNa M 3aBelyIOIlUM apXHBOM, MOIMHMCHIBACTCS
PYKOBOJIUTENIEM CTPYKTYpPHOTO TOJpPAa3A€iICHUs] M TMpeAcTaBiseTcs B OOMMH OTAENd N0 CpoOKa,
Ha3HAUYEHHOI'0 IIPUKAa30M PEKTOopa.

CBoaHasi HOMEHKJIATypa el YHUBEpPCUTETa COCTaBisieTcs OOIIMM OTEJIOM Ha OCHOBE
HOMEHKJIATyp /A€ CTPYKTYPHBIX MOJpa3/eieHuil mpu Meroauueckoil momomu apxusa (ITpunoxenue
16). Homenkiarypa aen TpenBapUTEILHO COTJIACOBBIBACTCS C JKcmepTHoW komwuccuenr (DK) u
YTBEPKJIAETCS PEKTOPOM.
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IIpu cocraBneHMM HOMEHKJIATyphl J€l YHHUBEPCUTETa  CIEAYEeT  pPYKOBOJCTBOBATHCS
Ycrabom AHO BO «PocHOVY», mnonoxeHussMu O CTPYKTYPHBIX MOJpa3ACICHUSX, IITaTHBIM
pacrnucaHueM YHUBEPCUTETa, IUIAaHAMH M OT4YeTaMu O paboTe CTPYKTYPHBIX MOJpa3/eieHui,
MIPUMEPHOM HOMEHKIATYPOH /1€ BBICIIETO YYEOHOT O 3aBe/ICHUSI.

BHOBB co3naHHOE nopasiesieHue 00s13aH0 B MECSYHBII CPOK pa3paboTaTh HOMEHKIATYpPY Aei
noJipa3iesieHus: IpU METOINYECKOM MOMOIIHN O0ILEro OT/eNa U apXuBa.

B HOMeHKIaTypy Jen BKJIIOYArOTCSl 3arojIOBKM J€JI, OTPaKarolllMe BCE JIOKYMEHTHPYEMBbIE
y4acTKH pabOThl MOApa3ieieHU Y HUBEPCUTETA, Pa3IMUHOT0 poAa KapTOUKH, KyPHAJIbl pETUCTPaLUU
U T.1. B HOMeHKIaTypy Jien YHUBEepCUTETa HE BKIIOYAOTCS IEPUOINYECKUE U NT€YaTHBIE U3AAHMSL.

Ha3BaHusaAmu pa3einoB HOMEHKIIATYpHI J1€] YHUBEPCUTETA SBIISIIOTCS HA3BAHUS CTPYKTYPHBIX
MOApPa3ICIICHNI; pa3Ieibl pACIIOJIATalOTCA B COOTBETCTBUU C YTBEPKIAECHHON CTPYKTYPOM.

I'padbr HOMEHKIATYpBI A€ YHHUBEPCUTETA, €r0 CTPYKTYPHBIX MOApPA3AEICHUM 3aroIHIIOTCS
CIIeIyIOIINM 00pa3zoMm:

B rpade 1 npocTaBisitoTcsi HHIEKCH Ka)XA0ro jena, BKIIOYEHHOr0 B HOMEHKIaTypy. MHaekc
Jiefia  COCTOMT M3 YCTaHOBJIGHHOTO B YHHUBEpcUTeTe IHM(PPOBOro 0003HAUYEHUS CTPYKTYpHOTO
NO/Ipa3/iesIeHNs U MOPSIKOBOTO HOMEpPA 3arojioBKa Jiesia 0 HOMEHKJIAType B IIpeeaax CTPYKTYpPHOTO
noapasnenenus. Uuaexcel nen 0003HavaoTest apaOCKuMH nudpamu.

Hanpumep:  10-05,

rie 10 — o6o3HaueHHE CTPYKTYPHOTO OAPA3ICICHUs,
05 — mopsiIKOBBIN HOMED 3aroJIOBKa Jieia M0 HOMEHKJIAType.

B HOMEHKIIaType J1e1 PEKOMEHYETCs COXPaHATh OJMHAKOBBIE MHIEKCHI JUIsl OJHOPOIHBIX €]
B [IPEZEINIaX PA3HbIX CTPYKTYPHBIX MOAPA3ACICHUM; 1T IEPEXOIAIIUX 1€ UHACKC COXPAHIETCA.

B rpady 2 BkIitouaroTcs 3aroyioBKH Jien (ToMoB, yacTeil). [Topsaaok pacmonokeHus 3arojJ0BKOB
BHYTPH pa3lelioB M MOJAPAa3JeiIeHUl HOMEHKJIATypbl JI€J OINpPEAEISIeTCS CTENEHBI0 BAKHOCTHU
JIOKYMEHTOB, COCTaBJISIFOIINX JI€Ia, UX B3aUMOCBSI3bIO U CUCTEMATU3ALMEN TOKYMEHTOB BHYTpH JI€Ja.

Bnauane pacronaratroTcsi 3arojIoBKU JI€J, COJIEprKallie OpraHU3al[MOHHO-PACIOPSIUTEIbHYIO
JOoKyMeHTauuto. Jlaiee pacrmosaratoTcs 3arojIOBKM i€, COJAEpPJKalllMe IUIAHOBBIE M OTYETHBIE
JIOKYMEHTBI, IEPENUCKY U T. [I.

3aroyioBOK Jena JOJKEH YeTKO B 00O0OIIeHHOH (opMe OTpakaTh OCHOBHOE COJIEpKaHUE U
cCOCTaB JIOKyMEHTOB Jena. He momyckaercss ymoTpeOieHHWE B 3arojioBKax Jell HEKOHKPETHBIX
dbopMyIHpPOBOK («pa3Hble MaTepUallbl, «oO0IIas mepenucka» u T. 1.). He gomyckaeTcs ynoTtpebieHnue
COKpAIIIEHHBIX CJIOB M COKPAIICHHBIX HANMEHOBAHUH (eIepabHBIX OPTraHOB UCTIOTHUTEIEHOW BIACTH
U YUPEKICHH. 3aroIoBKU JeJI MOTYT YTOYHSTHCS B Ipoliecce popmMupoBaHus u 0hOpMIICHUS J1e.

IIpu cocraBieHUM 3arojoBKOB JEN HUCIHOJB3YyIOTCd QopmyaupoBku u3 I[IpumepHoit
HOMEHKJIATyPBhI JIE] BBICIIETO YY€OHOTO 3aBEACHHUS.

I'pada 3 3amonHsAETCS M0 OKOHYAHUH yUYEOHOTO To/a.

B rpade 4 ykaspiBaeTcs CpOK XpaHEHHUs [ena, Homepa cratedl mo llepeyHro THUMOBBIX
YOPaBIE€HYECKUX JOKYMEHTOB, 00Opa3yloMMXCs B JEATEIbHOCTH OpraHU3alluy, ¢ YKa3aHUEM CPOKOB
XpaHeHus», yTBepkaeHHOMYy DenepanbHoii apxuBHOH ciy»x00it 06 okTs106ps 2000 roaa.

B rpade 5 yka3biBaroTcs Ha3BaHMsI NIEpEUHEN JOKYMEHTOB, HCHOJb3YEMBIX MPU ONpPEACIECHUN
CPOKOB XpaHEHHUs €], MPOCTABISIOTCS OTMETKH O 3aBECHHUM JIEJl, EPEXOASIINX Jeiax, BblICICHUN
JeNl K YHHYTOXKEHHUIO, O JIMIaX, OTBETCTBEHHBIX 3a O(QOpMIICHHE e, O meperade el B JAPYTYIo
OpraHU3ALMIO 1JIsl POAOHKEHUS U JIp.

Ecniu B TeueHue roga B YHUBEPCUTETE BO3HMKAJIM HOBBIE JIOKYMEHTHPOBAHHbBIE YYaCTKH
paboThl, HEMPEAYCMOTPEHHBIE JeNia, OHU JOTOJHUTENHLHO BHOCSTCS B HOMEHKIATypy. i BHOBB
3aBOJMMBIX JI€J B KQXJ/I0M pa3/iesie HOMEHKJIATYpbl OCTaBIISIOTCSA PE3EPBHBIE HOMEPA.

[lo okoHYaHMM roja B KOHILE HOMEHKJIATYpPHI €N ENAeTCs UTOroBas 3aluCh O KOJIMYECTBE
3aBE/ICHHBIX el (TOMOB).

9.2 @opmuposanue u oghopmaenue oen

9.2.1. ®opMupoBaHue el — rPYNIUPOBKA UCIIOTHEHHBIX IOKYMEHTOB B JieJla B COOTBETCTBUU
C HOMEHKJIaTy PO JIeJl U CUCTEMATU3aLUsl JOKYMEHTOB BHYTPH JIEJIA.
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Hena B AHO BO  «PocHOY» ¢Qopmupyrorcss  AeueHTpaln3oBaHO, T.e. B
CTPYKTYPHBIX MOJIpa3eNICHUsIX JHUIaMH, OTBETCTBEHHBIMU 3a JEIONPOU3BOJICTBO.

KonTtposs 3a npaBuiibHEIM (hOpMUPOBAHHEM €T OCYILECTBIICTCS OOIUM OTAEIIOM U apXUBOM
YHuBepcurera.

[Tpu popmupoBaHum €1 HEOOXOIUMO COOMIOIAThH CIEAYIONME O0IIKNe MPaBwiia; TOMENaTh B
JIEJI0 TOJIBKO MCTIONIHEHHbIE, MPaBUILHO O(OPMIIEHHBIE TOKYMEHTHI B COOTBETCTBUH C 3aroJIOBKAMU
Jell TI0 Pa3pelIeHUI0 OJHOTO BOMPOCA; TPYNIHUPOBAaTH B JAEIO JOKYMEHTH y4eOHOro roja, 3a
UCKJIIOYEHHEM NEepexXOoslInX Jei; pa3felbHO (opMHUpOBaTh B Jiela JOKYMEHThl MOCTOSIHHOTO H
BPEMEHHOT'O CPOKOB XpaHEHUs. B 7e710 He JODKHBI TOMEIIATHCS JOKYMEHTBI, TOJIeXkKallue BO3BpaTy,
JIMIIHUAE AK3EMIUISIPbI, YEPHOBUKH; JI€TI0 HE AOJDKHO mpeBbimaTth 250 nucroB. [lpun Hanuuuum B nene
HECKOJIbKUX TOMOB (YacTeil) HoMep (MHAEKC) M 3aroJIOBOK Jiejla MPOCTABIISIOTCS Ha KaKJOM TOME C
nmobasnenueM "T. 1", "1. 2" M T. 1.

Homep nema, B KOTOpoe MOJDKEH OBITh MOJIIUT JOKYMEHT, ONpEIENseT HCIOIHUTEIb II0
HOMeHKatype. Ha nokymenrte mpocrasistorcsi: otMeTka «B aemno Ne...», naTta, moANuCh UCIIOTHUTEIS
WIN PYKOBOIHTENS CTPYKTYPHOTO TOAPA3ACIICHUSL.

JIOKyMEeHThl BHYTPHU Jeja paclojaralTcsi B XPOHOJOTHYECKOH, BOMPOCHO-JIOTHYECKON
MOCJIEIOBATEIBHOCTH WIIM MX COYETAHUH.

PacniopsimuTenbHble  JOKYMEHTHI TPYNIUPYIOTCS B Jejla MO BHJAAM M XPOHOJIOTHH C
OTHOCSIIIUMHUCS K HUM TIPHIIOKCHUSMHU.

VYcTaBpl, TOJOXKEHUS, WHCTPYKIMH, YTBEPXKACHHbIE PACHOPSAUTEIbHBIMU JOKYMEHTaMH,
SIBJISTFOTCSI TIPAJIOKEHUSIMA K HUM U TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKyMeHTaMu. Ecim xe
OHM YTBEP)KJICHBI B KQU€CTBE CAMOCTOATEIBHOTO TOKYMEHTA, TO UX IPYNIHUPYIOT B CAMOCTOSITENIbHBIC
Jena.

[Ipuka3bl MO OCHOBHOM JAESTEIHLHOCTH TPYNIUPYIOTCS OTACIBHO OT MPHUKA30B MO JUYHOMY
cocraBy. [Ipukasbl 0 KOMaHAMPOBKAX, OTITYCKaX, B3bICKAHUAX (POPMUPYIOTCS B OT/EIbHbIC JeNa.

[IpoToxosibl B €€ pacnonaraTcs B XpOHOJOTHYECKOM MOPSAIKE 110 HoMeEpaM. JJOKyMEHTBI K
MPOTOKOJIAM, CTPYIIIIUPOBAHHBIE B OTAEIBHBIC Jella, CHCTEMAaTU3UPYIOTCS 0 HOMEpaM MPOTOKOJIOB.

VY TBepKIIEHHBIE TUTAHBI, OTYETHI, CMETHI, JUMHUTHI, TUTYJIbHBIC CIHUCKH U JIPyTHUE TOKYMEHTHI
TPYNIUPYIOTCS OTAEIBHO OT MPOEKTOB.

JIOKYMEHTBI B JIMYHBIX J€JIaX paclojaraioTcs 1o Mepe uX MOCTYIUICHHUS.

JluneBpie cueta pabouux W CHyXAIUX TPYNNUPYIOTCS B CAMOCTOSTENIbHBIC Jela |
pacnojiaratorcs B HUX B nopsiike angaBura no GpaMuiansaM, IMEHaM U OTYECTBAM.

[Ipennosxenusi, 3asBIEHUS U Kalo0bl TPakKJaH MO y4eOHO-TIPOU3BOJCTBEHHBIM BOMpPOCaM M
BCE JIOKYMEHTBI 10 UX PACCMOTPEHHUIO U UCIOJIHEHHIO TPYIIUPYIOTCA OTIAEIbHO OT MPEUIOKEHHH,
3asIBJICHUH U ka0l Tpak/iaH Mo JUYHBIM BOIIPOCAM.

[lepenucka rpynnupyercs, Kak NpaBuio, 3a MEpUOJ KaJeHAAPHOTO rojla U CUCTEMAaTU3UPYETCs
B XPOHOJIOTUYECKOU MOCIEN0BATENIFHOCTH; TOKYMEHT-OTBET MMOMEIIAETCS 32 TOKyMEHTOM-3aIPOCOM.
[Ipn BO300HOBIEHUH MEPENHUCKU MO OMPEEICHHOMY BOIIPOCY, HauyaBLIEHCS B IMPEAbIAYIIEM TOny,
JIOKYMEHTBI BKJIFOUAIOTCSI B JIEJIO0 TEKYILEro rojia ¢ yKa3aHueM MHAEKca Jiea MpeAbIAyIIero roja.

9.2.2. OdopmieHne aena — MOATOTOBKA jAeiia K XpaHeHHio. OdopmiieHne aena BKIOYACT B
ce0sl KOMIUIEKC paldoT MO OMHCAHWIO Jella Ha OO0JIOKKE, OpOIIIOpOBKE, HyMepaluu JHCTOB H
COCTaBJIICHUIO  JHcTa-3aBeputens  nemna.  OcdopmiieHne  Jenm  MPOBOIUTCS — COTPYAHUKAMHU
COOTBETCTBYIOIIUX CTPYKTYPHBIX MOApA3IEICHUA MPH METOAUYECKON MOMOIIU M TMOJA KOHTPOJIEM
apxua AHO BO «PocHOV».

B 3aBucuMocTH OT CPOKOB XpaHEHUS MPOBOJUTCS MOTHOE WM YACTHYHOE O(hOpMIICHHUE JIE.

[TonnHOMY O(opMIIEHUIO MTOAJIEXKAT JIeIa MOCTOSIHHOTO, BpeMeHHOro (cBbie 10 yieT) XpaHeHust
U 10 THYHOMY cocTaBy. [loiHOoe odopmiieHre Aena npeaycMaTpiuBacT:

- ohopmIteHHE PEKBU3UTOB OOJIOXKKH Jiesa 1o ycTanoBineHHou Gpopme ([Ipunoxenue 17)
- HyMEpalI1IO JTUCTOB B JIEJIE;
- cocTaBieHue nrcTa-3aBeputens nena ([Ipunoxenue 18);
- COCTaBJICHHE B HCOOXOAMMBIX CITydasix BHyTpeHHEH omucu qokyMmenToB jaena ([Ipunoxenue 19);
- TIOAIIMBKY WM TEPEIUIET JeNla; BHECEHHE HEOOXOAMMBIX YTOYHEHUH B PEKBU3UTHI OOJIOXKKH Jera
(yTouHeHHE Ha3BaHUS OPTaHU3AIMH, UHAECKCA U 3ar0JIOBKa JeNa, IaThl eNa U Ap.).
PekBU3UTEI, TpOCTaBIIsIEMBIC Ha O0JIOKKE J1e1a, OPOPMIISIOTCS CIISIYIOINUM 00pa3oMm:
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- MOJIHOE HAWMMEHOBAaHWE YHHBEPCUTETAa B HMEHHTEIHLHOM najexe, C YKa3aHHEeM
OQUIMATBHO TPUHATOTO COKPAILEHHOIO0 HAMMEHOBAHUS, KOTOPOE YKAa3bIBa€TCAd B CKOOKax IocIie
MOJTHOTO HAUMEHOBAHUS;

- HaWMEHOBaHHE CTPYKTYPHOTO TMOJApA3JENCHUs - 3alUCBhIBACTCA HA3BaHHE CTPYKTYPHOTO
[IO/Ipa3/IeJICHUs] B COOTBETCTBUHU C YTBEPKICHHOU CTPYKTYpOH;

- HOMep JieJia, - mpocTasisieTcs nudpoBoe o003HaueHNEe (MHICKC) Aeia M0 HOMEHKJIAType e,

- 3aroJIOBOK JieJia - IEPEHOCUTCS U3 HOMEHKIIATyphI JET;

-JaTa Jiena - ykasblBaeTcs roji(bl) 3aBEJCHHUS M OKOHYAHUS Jiesia B JeNIONpou3BoAcTBe. JlaToii
JIeJT, COJIePKAIIUX PACTIOPSAUTEIBHYIO JOKYMEHTAIUIO, a TAKXKE JJIS IeT, COCTOSIIINX U3 HECKOIBKUX
TOMOB (4acTel), SBISIOTCS KpallHWE NOaThl JOKYMEHTOB JeJia, T.. JaThl (YUCJIO0, MECSI, TOJ)
perucTpanuu (COCTaBICHHs) CaMOr0 PaHHETO U CaMOro MO3JHET0 JOKYMEHTOB, BKIIOUEHHBIX B JIEJO.
JlaToii mpumnoxxeHus K Aeny, chOpPMHUPOBAHHOMY B OTHEIbHBIA TOM, SIBJISIETCS JaTa pErucTparuu
OCHOBHOT'O JIOKyMEHTa, MPUJIOKEHHE K KOTOPOMY IMOMEIICHO B 3TOT TOM. [Ipm 3TOM 4mCIO U rox
0003HavaroTCs apabckuMu 1udpaMu, Ha3BaHUE MECSAIIA MUIIETCS TMTOJTHOCTHIO CIIOBAMH.

Hena BpemeHHoro (mo 10 7eT BKIIOYMTENBHO) XPAaHEHUA MOJIEKAT YACTUYHOMY
o OpMIICHHIO; Jelia TOMYCKAeTCsl XPaHUTh B CKOPOCHIMBATENSAX; HE MPOBOJUTH MEPECUCTEMATU3ALUIO
JIOKYMEHTA B JIeJie, IUCTHI Jella He HyMEpOBaTh, 3aBEPUTEILHBIC HAIICH HE COCTABIIATS.

B nenax obecrieueHUs] COXpaHHOCTH W 3aKPEIUICHUS MOpsIKa PACIONOKEHHs! JOKYMEHTOB,
BKIIFOUEHHBIX B JIEJIO, BCE JIMCTHI HYMEPYIOTCS apaOCKuMu IudpamMu BaJTOBON HyMepaluu B MPaBOM
BEpPXHEM YTIIy, HE 3a/1eBasi TEKCTa JOKYMEHTA, POCTHIM rpauuecKiM KapaHJalioM.

[To oxoHUaHUM TOJa B HAIMKICH HAa OOJIOXKKAX JET MOCTOSHHOTO M BPEMEHHOTO (CBBIIIIE
10 1er) xpaHeHUs BHOCATCS YTOUHEHMS: MPOBEPSIETCS COOTBETCTBHME 3aroJIOBKOB JieJ Ha OOJIOXKKE
COJICPIKAHUIO TOJAIIUTHIX JOKYMEHTOB, B HEOOXOIMMBIX CIIy4asX B 3arojJiOBOK Jella BHOCSATCS
JIOTIOTHUTENIbHBIE CBEACHHUSI (ITPOCTABISAIOTCS HOMEpa MPUKa30B, BUIbI U (POPMbI OTYETHOCTH U T.I1.).

9.3. Opzanuszayusa onepamugHo20 XpaneHus 00KyMeHmog

C MoMmeHTa 3aBelleHUs] M JI0 Tepelaydl B apXWB YHHBEPCUTETA Jieia XPaHATCS MO MECTY HX
(dbopMupOBaHUS.

PykoBomuTenu  CTPYKTYpHBIX  MOApA3[AENCHUA U COTPYOHUKH, OTBEYAIONIME 34
JIeJTOTIPOU3BOACTBO, HECYT OTBETCTBEHHOCTH 32 COXPAHHOCTD JOKYMEHTOB H JEII.

3aBepieHHbIE JAena BpeMeHHOro (MeHee 10 7neT) XpaHeHUs, XpaHATCA B CTPYKTYpPHOM
MIOJJPa3/ICICHUH 10 OKOHYaHUs cpoka xpaHeHus. Cpok XpaHEHHUs Jella HCUUCIseTcs 0e3 ydera roja
CO3/aHUS JOKYMEHTOB JieJia ¥ T0J1a BBIICTICHUS UX K YHUUYTOXKECHHUIO.

Jlena HaxomsaTcss B pabdOYMX KOMHATaX WJIH B OTBEICHHBIX [UIsI HHUX ITOMEIICHHUSX,
pacmnojnaraiorcs B Ikadax, o0ECHeuMBalOIIMX HMX MOJHYI0 COXPAaHHOCTh. B IeNnsX MOBBIIICHUS
OIIEPaTUBHOTO TIOMCKA JOKYMEHTOB JI€JIa pPAaCIOararoTcs B COOTBETCTBUM C HOMEHKIIATYPOU JIEI.
Homenknarypa nen unu BbIIMCKA U3 HEE MOMEIIAETCS HAa BHyTpeHHel ctopoHe mkada. Ha xoperikax
00JIOKEK JIeT YKa3bIBAIOTCSI HHISKCHI IO HOMEHKIIAType.

Boigaua gen apyrum moapasieneHHsM WM CTOPOHHUM OpTaHU3alMsIM IMPOU3BOJIUTCS IO
pacmmcKy ¢ pa3pelieHusi pyKOBOACTBa YHHBepcuteTa. Ha BBIJaHHOE €10 3aBOOUTCA KapTa —
3aMecTUTeNb ena. B Hell ykas3bIiBaeTcsl CTPYKTypHOE Toapa3iefieHue, HHIEKC Jiefa, 1aTa €ro BblIayu,
KOMY JIEJIO BBIJAHO, JaTa €ro BO3BpAILlEHHsI, PETyCMaTPUBAIOTCS Tpadbl A1 PACIIUCOK B MOTYUYCHUN
U TIpueMe Jiena.

Jlena BBIAAIOTCS BO BPEMEHHOE TIOJIB30BaHUE COTPYIHUKAM CTPYKTYPHBIX IOApa3AeiicHHd Ha
cpok He Oonee ogHoro Mecsna. [locne ucredeHus: yka3aHHOTO CPOKa JEN0 JOHKHO OBITH BO3BPAILIEHO
Ha MECTO €Tr0 XpaHEHHUS.

CTOpoHHMM oOpraHu3alusM Jefla BBIJAIOTCS Ha OCHOBAHMM WX MHUCHBMEHHBIX 3alpPOCOB C
paspemenus pekropa AHO BO «PocHOY» no akram.

W3bpaTue NOKYMEHTOB W3 JieJd TOCTOSHHOTO XPAaHEHHUS [OMYyCKAeTCs B HCKIIOYUTEIBHBIX
cnydasx u mpomsBomutTcs ¢ paspemeHus pekropa AHO BO «PocHOVY» ¢ o0s3arensHbIM
OCTaBIJICHUEM B JIeJIC 3aBEPCHHOMN KOMHMH JOKYMEHTAa U aKTa O MPUYUHAX BbIIaYu MOJUIMHHUKA.
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9.4. Dxchepmusza yeHHocmu 0OKyMeHmos

OKcnepTu3a LEHHOCTH JOKYMEHTOB — M3yUYEHUE HAa OCHOBAHMM KPUTEPUEB HX LIEHHOCTU C
LeNpl0 0TOOpa MX Ha XpaHEHHWE B apxXWB YHUBEPCUTETa, Ha TOCYAAPCTBEHHOE XpaHEHHE U
YCTaHOBJIEHHE CPOKOB XPaHEHUSI.

Okcneptu3a 1neHHocTu nokymMeHToB B AHO BO «PocHOVY» mpoBoauTcs mpu cocTaBI€HHH
HOMEHKJIATYp e, Mpu OpOPMIICHHH A€ U TPOBEPKE NPABHIBHOCTH OTHECEHHS JIOKYMEHTOB K
JieJ1aM, IIPY MOATOTOBKE JEJT K MOCIIEAYIOIEMY XPAHEHHUIO.

JUig opraHu3anuMyd M IPOBEIEHUS DSKCIEPTU3bl LIEHHOCTH JOKYMEHTOB B YHHMBEPCUTETE
CO3/1aeTCs TTOCTOSTHHO JeHCTBYoMmas dKcnepTHast komuccus (OK).

@Oynkiun u npaBa DK YHuBepcurTeTa, a TakkKe OpraHu3alusi e€e pabOThl OIpenensercs
IIOJIO’KEHUEM, KOTOPOE YTBEPIKAAETCS PEKTOPOM.

DKcnepTr3a LEHHOCTH €5KEr0JHO OCYILECTBISETCS B CTPYKTYpHbIX noapasaeneHusx AHO BO
«PocHOY» ¢ nmnpuBiedyeHHEeM COOTBETCTBYIOIIMX CHEHUATUCTOB. (OKOHYATENIBHOE PpEIICHUE
npuHuMaet OK YHuepcurera.

OT0Op [JOOKYMEHTOB JUIsl IIOCTOSHHOIO XpAaHEHUS IPOBOAUTCS B COOTBETCTBHM C
HOMEHKJIaTypOM Jell YHuBepcurTera, THUIIOBBIM IIEPEYHEM [JOKYMEHTOB C YKAa3aHUEM CPOKOB HX
XpaHEHUs IIyTeM IOCTPAHUYHOIO INPOCMOTpa Jed. B Jermax IOCTOSHHOIO XpaHEHUs IOAJIEXKAT
U3BATHIO TyOJEeTHBIE SK3EMIUIIPHI JOKYMEHTOB, YEPHOBUKH, HEO(OPMIIEHHBIE KOIMH JOKYMEHTOB U
HE OTHOCSIINECS K BOIIPOCY JOKYMEHTBI C BpDEMEHHBIMU CPOKAMH XPaHEHUS.

OmHOBpEMEHHO C OTOOPOM JOKYMEHTOB IIOCTOSSHHOTO M BpeMeHHoro (cBeime 10 mer)
XpaHEeHMs JUIsl TIepeiadl B apXUB Y HUBEPCUTETA B CTPYKTYPHBIX MOAPA3ACICHUIX IPOBOIUTCS OTOOP
JIENT U JOKYMEHTOB BpeMeHHOro (10 10 1eT) XpaHeHus ¢ UCTEKAIOIUMU CPOKaMH XpaHeHus. [Ipu stom
YUUTBIBAIOTCS TOJIBKO OTMETKHM B HOMEHKJIAType Aen «Jlo MUHOBaHUs Hal0OHOCTU» U T. II.

Ilo pe3ynbraraM 3KCHEPTU3bI LIEHHOCTH JOKYMEHTOB COCTABJISIOTCSI OIUCH JI€ MOCTOSIHHOTO,
BpeMeHHOro (cBbiie 10 JieT) XpaHEHUS U IO JIMYHOMY COCTaBY, @ TAK)K€ aKThl O BBIJIEICHUU JIEd K
yanarokenuio ([Ipunoxenue 20).

9.5. Iloozomoexa u nepedaua 0OKymMeHmos é apxue

Jlnst obecriedeHnst COXpaHHOCTH JJOKYMEHTOB B Y HUBEPCUTETE CO3/1aH apXUB.

B apxus AHO BO «PocHOVY» mnepenatorcs nena ¢ HCIOJHEHHBIMM JOKYMEHTaMU
HOCTOSIHHOTO, BpeMeHHOr o (cBblie 10 j1eT) XpaHeHus 1 Jelia 1o JINYHOMY COCTaBYy.

B cBoeli neATenbHOCTM apXuWB YHHMBEPCUTETa PYKOBOJACTBYETCS HOPMATUBHBIMH U
METOAMYECKUMH JoKyMeHTaMu DenepanbHOi apXUBHOM cityx0b1 PO, nonoxenuem 06 apxuse AHO
BO «PocHOVY».

Jlena mOCTOSTHHOTO CpOKa XPAHEHHUs NIEPENAIOTCS B @PXUB IO OIUCSM.

Jlena BpemeHHoro (10 10 jeT BKIIOUMUTENBHO) XpaHEHUs Mepesiade B apXUB, KaK MPaBUIIO, HE
noguexar. OHM XpaHATCS B CTPYKTYPHBIX IOAPA3JEJICHUAX U 10 HCTEYCHHM CPOKOB XPAaHEHHUS
MOJIJIEKAT YHUYTOKEHUIO B YCTAaHOBJIEHHOM TNOpsAKe. B HCKIIOUUTENBHBIX CIIydasX MO PEIICHUIO
PYKOBOJICTBa YHMBEpPCUTETA NEpPENaOTCa B apxuB. VX mepenada OCyLIECTBIIAECTCS IO OMUCAM WIH
HOMEHKJIATypaM JCIL.

Ilepenaua e B apxuB OCYILIECTBISIETCS 1O TpaMKy, COCTABIEHHOMY 3aBEIYIOIIUM apXHUBOM.

[Ipuem kaxaoro nensa MPOU3BOAUTCSA 3aBEAYIOIIMM apXMBOM B MPHUCYTCTBUU PpabOTHHKA
CTPYKTypHOTO nojapaszaeneHus. Ha sk3emiuiipax onucu NpOTHUB KaKIOTO JI€Na, BKIIOUEHHOIO B HEE,
JieNaeTcs OTMETKA O HAJMYWH Jiesia. B KOHIE KaKI0TO SK3eMIUIsIpa OMUCH yKa3bIBAIOTCS IU(pamMu 1
IPOMHCHIO KOJMYECTBO (DAaKTUUECKHU NPHUHATHIX B apXWB Je€J, HOMEpa OTCYTCTBYIOIIUX JeJ, Aara
IpreMa-nepeadu e, TOAMUCH 3aBEAYOIIEro apXuBOM U COTPYAHMKA, IEPENABILIETO ACIa.

Jlena B apXuB JOCTABIIAIOTCS COTPYIHUKAMH CTPYKTYPHBIX IMOAPA3JCJICHUN YBA3aHHBIMU B
CBSI3KHU.

BMmecte ¢ nenaMu B apXuB MepeialoTCcsl peruCTpallMOHHbIE KApTOTEKU Ha JOKYMEHTHI U (WJIH)
IpOrpaMMHBIE CpeicTBa U 0a3bl JAHHBIX, COAEprKaIIMe MH(OPMALIUIO O PErHCTPalK [IepPEIaBaEMbIX
JIOKYMEHTOB. 3arojIoBOK Kax/10i KapTOTEeKH MU 0a3bl JaHHBIX BKIIOYAETCS B OIKCh.
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B cnyuae nukBuAanMM WM peopraHu3alMy  CTpyKTypHoro  mnoapasnenenus AHO  BO
«PocHOY» nuio, OTBETCTBEHHOE 3a BEACHUE JAEJONPOM3BOACTBA JAHHOTO CTPYKTYPHOTO
MoJIpa3/ielieH s, B IEPUO]I MPOBEICHHUS TUKBUIAIMOHHBIX MEPOTIPUATUI (HOPMHUPYET BCE MMEIOIIHECS
JTIOKyMEHTHI B Jiena, opopMisieT nena ¥ MepeiaaeT uX B apXWB, HE3aBHCHUMO OT CPOKOB XpaHEHUSI.
[lepenaua nen ocymiecTBISETCS MO OMUCSM JI€JT U HOMEHKJIAType Jel.



[Tpunoxenue 1

Kk MuCcTpyKumu

10 J1€JIONPOU3BOJICTBY
B AHO BO «PocHOVY»

HEPEYEHDb PEKBU3UTOB JOKYMEHTOB

Haumenosanue pexsusuma Koo pexsusuma
OmMOnema oOpraHu3aliid WM TOBapHBIM 3HaK (3HAK 03
00CITyKUBAHUSI)
Kon opranuzanuu no OKIIO 04
OCHOBHOW TOCYyAapCTBEHHBIM PErMCTPALMOHHBIA HOMEp 05
(OI'PH) ropuauueckoro auia
NnenTudukaimoHHbI HOMEp HaJOTOIIaTeIbIIuKa / KO 06
npuduHbl nocraHoBkH Ha yuet (MHH/KIIIT)
Kona dopmsl nokymenta no OKY/| 07
HaumenoBanue opranuzanuu 08
CrpaBouHbIe JaHHBIE 00 OPTaHU3aALNN 09
HanMeHoBaHMe BUIa TOKYMEHTA 10
JlaTa noxymMeHTa 11
PerucrpaiinoHHbli HOMEP TOKYMEHTa 12
CcblIKa Ha perucTpalluOHHBIA HOMEP U JaTy IOKYMEHTa 13
MecTo cocTaBJI€HHS WIH U3JAHUS JIOKYMEHTA 14
Anpecat 15
['pud yTBEepKIEeHUS TOKYMEHTa 16
Pesonmronus 17
3aroJ0BOK K TEKCTY 18
OTMeTKa 0 KOHTpPOJIE 19
TekcT 1oKyMeHTa 20
OTMeTKa 0 HAIMYUHW TTPUIIOKEHUS 21
ITonmuce 22
I'pud cornacoBanus 1OKyMeHTa 23
Bwusbl cornacoBanus J0KyMeHTa 24
OTTHUCK nIeYaTu 25
OTMeTKa 0 3aBEpPEHUU KOIHUU 26
OtMeTKa 00 UCHIOJIHUTEIIE 27
OTmeTKa 00 UCTIOJTHEHUH TOKYMEHTA 1 HaIllPaBJICHUU €T0 B 28
JIeJ0
OTMeTKa 0 MOCTYIUIEHUH TOKYMEHTA B OPraHU3alHI0 29
W nentudukatop 271€KTPOHHON KOIMUK IOKYMEHTA 30




ABTOHOMHaZ HeKoMMepUecKas opraHusaLms Bbicuero 06pasosanus
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IIpunoxenne 2 x UHCTpyKIun
II0 IETIOIPON3BOICTBY
B AHO BO «PocHOV»




o
s, = _

“4"

Hpunoxenne 3 x UncTpykuun
II0 IETIOIIPOU3BOICTBY
B AHO BO «PocHOV »

"4.."

ABTOHOMHaf HeKoMMepyecKas opraHusauus
BblCLlero obpasosaHuma
«Poccuickuii HoBbli yHBEpCHTETS
(AHO BO «Poccuiicknii HoBbiii YHVUBEPCUTET»)
Paawno yn., a. 22, Mocksa, 105005
Ten. /dakc: 8(495) 925-03-83, 223-40-78
E-mail: rosnou@rosnou.ru
http://www.rosnou.ru

OlPH 1157700015846
WNHH/KNN 7709469701/770901001

nex. Ne

Ha Ne oT




[Ipunoxenue 4 x Uuctpykuun
10 JI€JIONPOU3BOJICTBY
B AHO BO «PocHOVY»

ABTOHOMHAs1 HEKOMMepYecKasi OpraHu3anus Bpiciero 00pa3oBaHust
«Poccuiickuil HOBbIH YHHBEPCHUTET»
(AHO BO «Poccuiickuii HOBbIii yHUBEPCHTET»)

ITPUKA3
« _» 20 1. No
Mocksa
06 ytBepxknenun MHCTpyKITMn
IO JIeJIONPOU3BOJICTBY
B nensax
(ocHOBaHMeE)
[TPUKA3BIBAIO:

1. YTBepauTh U BBECTH B ACHCTBUE NTpUiIaraeMyro MHCTpyKIHIO 1O AET0MpPOU3BOICTBY.
2.

3. Ilpu3HaTh yTpAaTUBLIMM CHITY NPUKA3

4. KoHTpOob 32 UCTIOJIHEHUEM HACTOSIIETO MPUKa3a BO3JIOKUThH Ha

PexTop nOONUCH B.A. 3epHoB

COI'NTACOBAHO:

Oopaszey ohopmaenusn npukaza no ocnoenoit oeamenvrnocmu AHO BO « PocHOY»



IIpunoxenue 5 xk MaCTpyKLIMK
10 JI€JIONPOU3BOJICTBY
B AHO BO «PocHOVY»

ABTOHOMHAs1 HEKOMMepYeCKas OPraHu3anus BbICIIero 00pa3oBaHus
«PoccuiicKuil HOBbIN YHHBEPCHTET»
(AHO BO «Poccuiickuii HOBbIii YHHBEPCHTET»)

I[TPMKA3

« » 20 .

MocxkBa

O 3a4mcieHnn B OPSAKE
nepeBoJa ...

B coorBeTcTBHU C peuIcHUEM HpI/IeMHOﬁ KOMHCCHHU OT

ITPUKA3BIBAIO:

3aYnUCInUTh

B MIOPAAKE IIEpeBOAa U3

(damuusi, UMs1, OTUECTBO MOJHOCTHIO)

Ne nmpotokona

B ABTOHOMHYIO HEKOMMEPYECKYIO OpTraHM3allii0 BBICIIET0 oOpa3oBaHus «PoccuiicKuii HOBBII

YHUBCPCUTCT» HA MCCTa Ha KypC
IOATOTOBKHU

OcHoBaHue:

[TpopexTop mo yueOHoI padboTe
COI''TACOBAHO

HadanpHHUK y4eOHO-METOINYECKOTO YIPABICHUS
I'maBHBIA OyxTantep

Jlexan ¢akynapTeTa

Coenuanuct

(dhopMbI 00yYEHUS IO HAMIPABICHUIO

I'.A. lllabanoB

JI.IO. MuxanpyeHKOBa

I""M. CrpaycoBa

Oopaszey oghopmaenun npukaza no auunomy cocmagy cmyoenmoe AHO BO « PocHOY»



[Ipunoxenne 6 k MucTpykuu
0 JEJIONPOU3BOICTBY
B AHO BO «PocHOVY»

Vuuduuuposannas dopma Ne T-1
VYTBepxkeHa mocTaHoBiIeHHeM ['ockomcTaTa
Poccun ot 06. 04. 01 Ne 26

Kon
dopma mo OKY 0301001
o OKIIO
HAaWMMEHOBAHUE OPraHU3alUNA
Homep Tlara
JIOKyMEHTa
IIPUKA3
(pacnopstkeHue)
0 mpueme padoTHMKA HA padoTy
Jlata
IIpunsaTs Ha padoTty c
Io

TaGenbHbIN HOMEP

¢aMHHHﬂ, HMs, OTYECTBO

HaNMEHOBAHHUE CTPYKTYPHOI'O MOApPa3ACICHN

HauMeHOBaHHe NPo(eccHy (JOMKHOCTH), pa3psil, Kiacc (KaTeropys) KBaanpuKaun

YCIIOBHs IpUeMa Ha paboTy, XapakTep paboThl

¢ OKJI1a7IoM (Tapu(HOH CTaBKOH)

Hag0aBKOM
C UCTIBITATCIIBHBIM CPOKOM MECALICB
OcHoBanue:
PykoBoagurein
OpraHu3alumn

JIOJKHOCTB MOAITUCH paCILU/quPOBKa OANMUCH

C npuka3oMm (pacnops:keHHeM)
03HAKOMJIEH

noANUCH paﬁOTHI/IKa

Oobpaszey oghopmaenun npukaza no auunomy cocmagy pavomnurxoe AHO BO « PocHOY»



[Ipunoxenne 7 xk UHCTpyKIMK
0 JEJIONPOU3BOICTBY
B AHO BO «PocHOVY»

ABTOHOMHAs1 HEKOMMepYeCKasi OpraHu3anus Bpiciero 00pa3oBaHust
«Poccuiickuil HOBbIN YHHBEPCUTET»
(AHO BO «Poccuiickuii HOBbIii YHUBEPCHTET))

BBIIIUCKA U3 ITIPUKA3A
«__» 20 T Ne
Mocksa
O nepeBojie
[TepeBectn MenbmoBa Makcuma [lerpoBuua (rpymma ), crymenTta | Kypca 3a04HOI

dbopMbI 00yueHUs haKyIbTeTa ICUXOJIOTHH U MEAAroTuKu, 00yJaromerocs 1o J0roBopy o0 okazaHUU
IUIATHBIX ~ O0pa30BaTeNbHBIX YCIAYr MO HampaBieHuiro moarotoBku 44.03.02. Ilcuxomoro-
nenaroruyeckoe ooOpaszoBaHue, Ha 1 Kypc 3a04HOM (opmbl 00y4deHHs TOro ke (akynpreTa Ha

HamnpasyieHue noaroroBku 37.03.01. Ilcuxonmorussic« _ » 20 T

[Ipopekrop no yueOHoI1 paboTe nOOnUCh I'A. ITabGanoB
BEPHO:

Cnenuanuct

(b.1.0.)

« » 20 T




[Ipunoxenue 8§

K MHCTpyKIMHK

IO JIEJI0IIPOU3BOJCTBY
B AHO BO «PocHOY»

ABTOHOMHAs1 HEKOMMepYeCKasi OpraHu3anus Bpiciero 00pa3oBaHust
«Poccuiickuil HOBbIN YHHBEPCUTET»
(AHO BO «Poccuiickuii HOBbIii YHUBEPCHTET»)

PACIIOPSAXEHUE
«_» 20 T Ne
Mocksa

O nepe3auere yueOHBIX JUCLUIUINH
U CPOKax JIMKBUJAIIUN
aKaJeMUYEeCKOH 3a/10J1KEHHOCTU

Ha ocHoBaHuu pemenuss ATTECTALIMOHHOM KOMHUCCHHU OT « _ » 20 r., mportokon Ne
CTyaeHTy(Ke) , 3aYUCIICHHOMY(0¥) B KOJUIE/K TIPUKA30M PEKTOPA B TIOPSIJIKE
BOCCTAHOBJICHUS OT «__ » 20 1. Ne Ha KypC Ha CIELUaIbHOCTD

1. Tlepe3zauecTsb cienyromue yueOHbIe TUCIUIIITNHBL:

No TpynoemMkocTs
- HanmenoBanue TUCLUIUIMHEI Orenka
B yacax B 3aueTHEBIX enuHUIIAX
1.
2.
3.

2. YCTaHOBHUTH CJICIYIONINE CPOKU ATTECTAIIMU yUYE€OHBIX NUCHUUIUIMH W JUKBUIAINH aKaIeMUYECKON
3a7]0JKEHHOCTH

No HanmeHnoBanue quCUUILIMHBI dopma KOHTPOJIS Cpoku aTTectanuu

N

Jupexrop Koinemxa

C pacrnopspkeHHEeM O3HaKOMJICH(a)

(nara) (moxnuce) (Damunus, THULMANBL CTYICHTa(KH)

Oopa3zey ohopmaenusn pacnoparxcenus



[Ipunoxenue 9

Kk MHCTpyKIIMHK

10 €JI0IPOU3BOJCTBY
B AHO BO «PocHOY»

ABTOHOMHAas1 HEKOMMepUecKasi OpraHu3anms Bbiciiero o0pa3oBaHust
«Poccuiickuili HOBbIH YHMBEPCUTET»
(AHO BO «Poccuiickuii HOBbIYi YHHBEPCHUTET)

IHPOTOKOJI

3aceaaHus

(HaMMEHOBaHKE KOJJIETHATIBHOTO OpraHa)

20 T Mocksa No

[Ipencenarens (IlpeacenarenscrBytomuii): N.0. Gamumnus;
Cexpertapb: 1.0. Gamunusi;

[pucyrcrBoBanu: 20 4enoBeK (CIUCOK MPUIATaeTCs)
unu
yiieHbl komuccuu: M.0. ®amMunmn, 10JKHOCTH

MMOBECTKA JHA:
1.0
Hoxnan (koro?)
2.00

1. CJIYIIAJIN:
N.O. ®damunms — kpaTKoe cofepKaHue JOKJIaaa (MIOJIHbIN TEKCT BBICTYIIJICHUS PUIIATraeTCs).

BBICTYIINJIU:
N.O. damunms — KkpaTKas 3aluch BbICTYIUICHUS
N.O. damumnms - KpaTKas 3alIUCh BBICTYIUICHUS

ITOCTAHOBUJIN:
1.1.

1.2.

2. CJIVIOAJIA:
BBICTYIINJIU:
ITOCTAHOBUJIN:

[Ipencenatens MMOAINCH PacmmmdpoBka noanucu

Cexkpetapb HOJIHCh Pacmm¢poBka nognucu

Oopaszey opopmaenus npomokona



ITpunosxxenue 10
K MHCcTpyKIIMK
10 JI€JI0NIPOU3BOJCTBY

B AHO BO «PocHOY»

AHO BO «Poccuiickuii HOBbIil YHUBEpCHTET»
105005, Mocksa, ya. Paamo, 1.22,

Ten.: (495) 925-03-83, 925-03-81

Ten./dakc: (495) 925-03-83, 925-03-81
http://www.rosnou.ru

E-mail: rector@rosnou.ru

CITPABKA Ne OT 20 r.
Jana (D.1U.0.
nonnocmvio) B TOM, YTO OH(a) SIBISIETCSI CTYIEHTOM(Koti) Kypca dbopMbI
oOy4eHHs HaImpaBJICHUSA MOATOTOBKH (cneuuanbHOCTH)

(K00, HaumMeHoBaHUe HANPABIEeHUS HOO20MOBKU/CNEYUATbHOCTUL)
dakynpTeTa

(naseanue axyromema)
ABTOHOMHOI HEKOMMEPUYECKO OpraHu3aluy BbICIIEro ooOpaszoBaHusi «Poccuilckuii
HoBbIN yHUBepcuteT» (AHO BO «PocHOVY»).

HpI/IKa3 0 3auncieHun: Ne oT

HopmartusHslil cpok 00ydeHus:

[Ipenmnonaraemas 1ata OKOHYaHUS O0yUYEHUS: . 20 I.

[TpopekTop 1o yueOHOit padoTe /
(noonucw) / (pacwugposka noonucu)

Hcnonnurens:
@D.U.0. cneyuanucma ¢axyromema
HoMep melledhoHa ¢ yKazaHuem Kooa 2opooda

Oopasey cnpaexku o paxkme odyuenus 6 AHO BO «PocHOY»


mailto:rector@rosnou.ru

www.rosnou.ru  e-mail: info@rosnou.ru
105005, r.Mocksa, yn. Pagno, 22  Ten./¢akc: (495) 925-03-83, 925-03-81,
WNHH 7709469701, OFPH 1157700015846

[Ipunoxenne 11

K MHCTpyKIIMK

10 JI€JIOIPOU3BOJICTBY
AHO BO «PocHOVY»

CIHHPABKA Ne or « » 20 .

Hana B TOM, 4TO OH(a) JEHCTBUTEIHLHO PabOTAET B

(damuiusi, UMs1, OTYECTBO)

aBTOHOMHOM HEKOMMEPUYECKON OpraHu3aiiu BhICIIEro oOpaszoBaHus «Poccuiickuit
HOBBII YHUBEPCUTET» B JIOJKHOCTH C «_» r. II0
HACTOSALLIEE BPEMS.

Ha mepmon ¢ « _» 20 1. mo «_» 20 r. Oyaer HaXOIuUThCA B
OIJIAYMBACMOM OTITYCKE, Ha BpeMsl KOTOPOTro 3a HUM(E#) coxpaHseTcs pabouee MeCTo
M JOJLDKHOCTHOM OKJIAI.

CpenHeMecsYHbIN COBOKYITHBIN JOXOJ COCTABISET pyOneit B mecil.
(IponuchI0)

CrpaBka 1aHa 1o MecTy TpeOOBaHHUs.

HavaneHuk oTnena kagpos H.B. Conomaruna

['naBHbIN OyxTantep [''M. CtpaycoBa




[Tpunoxenne 12

Kk MucTpykumu
0 JIEJIOIIPOU3BOICTBY
B AHO BO «PocHOVY»

TEJEI'PAMMA

1. Yka3aHue Ha KaTeropuro TeJlerpaMmbl (CpoyHasi, OOBIKHOBEHHAS U T.II.)

2. OT™MeTKa O BUJIE TeIerpaMMBbI (C YBEIOMIICHUEM O BpyUeHHUHU Tererpadom, Komus
TEJIErpaMMBbl)

3. [lonyuarens

4. TenerpadHblii anpec MoxydaTesns, TOTHBIA WIH yCIOBHBIN

5. Tekct (comeprkaHue TelIerpaMMbl)

6. PeructpanvoHHbIN 1ETOTPON3BOICTBEHHBI HOMED, JIaTa PETUCTPAITIN

7. Iloamuce

8. Azjpec 1 HAMMEHOBAaHUE OTIPABUTEIS (MTOMENIACTCS MO YePTOM)

I[TPUMEP:
TEJETPAMMA
OOBIKHOBEHHAS, C YBEIOMJICHUEM O BPYUYCHHUH

000 «9KCnept-CepBuc»
125212, r. MockBa, yi. Aamupana Makaposa, 1oMm 6 ctp.3

[Ipockba HampaBuTH B ajipec

No « » 20 r.
Pexrop AHO BO «PocHOVY» noonuce B.A. 3epnosn
MII

ABTOHOMHAasi HEKOMMEpYECKas OpraHu3alus Beiciiero oopazoBanus «Poccuiickuii
HOBBI YHUBEPCUTET»
Vimuna Pagno, nom 22, Mocksa, 105005



[Tpunoxxenune 13

K MHCTpyKIMHK
IO JIEJI0IIPOU3BOJCTBY

B AHO BO «PocHOVY»

TEJE®OHOI'PAMMA
JIOJ>KHOCTh, MHMLIMAJBL, (aMuius, HOMEp TeledoHa COTPYAHMKA, IEpPEAaBILIEMY
TeneoHOorpaMmy

JlomxHOCTh, WHUIMANB, (pamuims, HoMmep TenedoHa COTPYIHUKA, MPUHSBIIETO
teneoHorpamMmmy

Hata, HoMep TenepoHOrpaMMBbl
Bpewms nepenaun
Tekcr TenegonorpamMmsl

JlomkHOCTh, WHUIMANBI, (QamMuwinsd U, OT HWMEHH KOTOpPOTO TIepeaacTcs
tenedoHOrpamma



[Ipunoxenue 14

K MHCTpyKIMHK

IO J1EJI0IIPOU3BOJCTBY
B AHO BO «PocHOY»

IlepeueHb TOKYMEHTOB, Ha KOTOpble cTaBUTCs ocHOBHas neyatb AHO BO «PocHOVY»

1.Vcras.

2. lllTaTHble pacnuCcaHus U U3MEHEHHsSI K HUM.

3. JloBepeHHOCTH (HAa TpPEACTABICHHWE MHTEPECOB, HA TOIYYEHHE TOBAPHO-MATEPUAIBHBIX
LIEHHOCTEH, BEIEHUE JIeJ1 B CYJI€ U T.[1.).

4. TpynoBble [IOTOBOPHI, JOTOBOPHI 00 OKa3aHMU IUIATHBIX OOpPa30BaTENbHBIX YCIYr |
JONOJTHUTENbHBIE COTTIALICHHS K HUM.

5. TpyaOBbIE KHUXKKH.

6. [TomoskeHUst O CTPYKTYPHBIX MMOJPA3/ACICHUSAX, HHCTPYKIUH, TIPABUIJIA U IPYTHE JIOKAIbHBIE aKThI
AHO BO «PocHOVY».

7. JoroBopsl (0 MarepuaJbHOM  OTBETCTBEHHOCTH, IIOCTAaBKaX, HAyYHO-TEXHUYECKOM
COTPYAHUYECTBE, ApEHJIE IOMEILEHUH U T.11.).

8. AkTHl (mpHeMa 3aKOHUYEHHBIX CTPOUTEIHCTBOM OOBEKTOB, BBITIOJHEHHBIX pabOT, CHHCaHUS,
SKCHEPTHU3bI U T.1.).

9.KoHKypCHas 1 ayKIMOHHAS IOKYMEHTAIIHS.

10. 3axiroueHus ¥ OT3BIBBI HAa AUCCEPTALMK U aBTOpedepatsl.

11. JIumuioMbl O BBICHIEM, CpEIHEM, JOMOJHUTEIFHOM MpOo(hecCHOHANEHOM O0pa3oBaHUH H
NPUIOKEHUS K HUM; YAOCTOBEPEHHUS O IMOCIEBY30BCKOM 00pa3oBaHUH, CEPTU(UKATHI, MOYETHbIC
IpPaMOTBHI.

12. Pacniucanusi 3aHATUH, y4eOHbIE MIaHBL.

13. CtyneHueckue OUIICTHI.

14. 3aueTHbIe KHIKKH.

15. ApxuBHBIE CIPaBKH, CIPABKU C MeCTa pabOThI, O MEJArOTHYECKOM CTaXe, C MecTa Yy4eObl,
CIPaBKU-BBI30BBL.

16. CripaBku 06 00yuenuw, cipaBku o nepuoje ooydenus B AHO BO «PocHOVY».

17. Ilucbma rapaHTHiiHBIE (HAa BRITOTHEHUE paboT, YCIyT, OTIUIaTy U T.1.).

18. 3aBepeHHBIE KONHMH yCTAaBHBIX OKYMEHTOB, IPOTOKOJIOB, TOJOKEHUH, BBIMMCOK M3 PEIICHHHA
VY4enoro coBera, JOroBopoB, npukazoB u aApyrux gokymeHtoB AHO BO «PocHOVy,
HaIpaBJII€MbIE B IpyrHe OpraHu3aluu 10 3arpocy.

19. Kaprouku c¢ oOpa3uamMy OTTHUCKOB IeyaTed M moAmucedl paOOTHUKOB, HMEIOIIUX IMPaBoO
COBEPILICHUS (PUHAHCOBO-XO3SIMCTBEHHBIX OTIEPAIIHii;

20. Yeku Ha nosryuyeHHe JeHEXKHBIX CpeacTB U3 baHka.

21. Cmethl pacxonoB (Ha coOJEp)KaHWE armapara YIPaBJICHUS, HAa KaJIBKYJSAIUIO K JOTOBOpam
NOJpSJIa, HA KalUTaIbHOE CTPOUTEIBCTBO U T.JI.).

22. OTueTsl B HAJOTOBBIE OpraHbl (0ajaHCHl U MPUJIOKEHUS K HUM, JEKJIapaliu), B MEHCHOHHBIN
¢ong PD, opransl cTaTUCTUKH, (POH]] COLIMATIBHOTO CTPaXOBaHUA U JIp.

23. Cupagka o goxonax (2-HIA®DJI), cipaBka o 3apaboTke i pacdera IocoOHid 1 T.11..

24. KBuTaHIMs K MPUXOJHOMY KaCCOBOMY Opaepy 00 ormaTe 3a o0yueHue.

25. VHple HOKYMEHTHI Uil YJOCTOBEPEHHS MOJINMCH IODKHOCTHOTO JIMIA, WMEIOMIETO IpPaBo
neiictBoBath 0T uMeHH AHO BO «PocHOVY», a Taxke JOKYMEHTHI, TpeOyrolue HaIu4Yusi OTTUCKA
OCHOBHOW I€YaTH Y HUBEPCUTETA.
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K MHCTpyKIMHK

10 JIEJI0IIPOU3BOJCTBY
B AHO BO «PocHOY

AHO BO «PocHOVY»
HOMEHKIJIATYPA JIEJI
Ha3panue pa3nesa (Ha3BaHMe CTPYKTYPHOIO NOApa3/ie/IcHH)
Ne
MockBa
Ha 20 roj
HNHupexcbl KoJ-Bo Cpok xpaHeHUs U
3aroJioBok aeJjia o Hpnmeqalme
JaeJaa ¢1. Xp. Ne crareii o NMEepeYHI0
1 2 3 4 5
HaunmeHnoBanue q0KHOCTH pyKOBOAUTENS Iloonucw Pacmmmdposka moanucu
CTPYKTYPHOT'O TIOJIpa3/ieJIeHuUs
« » 20 r.
HauganpHuk oOmiero oraena Toonuce Pacmmmdposka moanucu
« » 20 .
3aB. apXUBOM Iloonucw Pacmm¢poBka noanucu
« » 20 r.
HUrtoroBas 3amuch O KaTreropusix M KOJIUYECTBE JEJ, 3aBEIACHHBIX B rogmy B

(Ha3BaHME CTPYKTYPHOIO MOAPA3ICICHHUS)

ITo cpokam xpaHeHHs Bcero

B ToM uucie:

MEPEXOASIIUX

¢ otmeTkoit "DITK"

1 2

3 4

TTocTossHHOTO

Bpemennoro (cBore 10 ser)

Bpemennoro (10 10 et BKIIIOUNUTENBHO)

HUTOI'O:

HauMeHnoBanue nOIKHOCTH
OTBETCTBEHHOTO 3a JIETIONPOU3BOJICTBO
« » 20 T

IToonuce

PacumdpoBka noanucu

Dopma HomeHKAAMYPBL 071 CMPYKMYPHO20 NOOPA30ENeHUS
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K MHCcTpyKImun

I10 JI€JIONPOU3BOJICTBY
B AHO BO «PocHOY

ABTOHOMHAsl HEKOMMepYecKasi OpPraHu3anus BbiclIero 00pa3oBaHust

"Poccuiickuii HOBbIH YHHBepCUTeT''

(AHO BO «Poccuiickuii HOBbIil YHUBEPCHTET»)

HOMEHKJIATYPA JEJI YTBEPXIAIO

Ha20  rox Pexrop AHO BO «PocHOY»

Mocksa B.A. 3epHos

«_ » 20 T
HNuaexcsl Koa-Bo | Cpoxk xpaneHusi u IIpumeyanue
aena 3aroJi0BOK geJia eJl. Xp. Ne craTtbu no
nepevyHIo
1 2 3 4 5

01 (Ha3BaHHe pa3jeJia)
01-01
01-02

CornacoBano:

IIpopekTop 1o pa3BUTUIO IMoanuce Pacmndposka nmoamicu

«_» 20

IIpopexrop mo yueOHoI paboTe IHoanuce PacmmdpoBka moamnmcu

«_» 20 1.

Havyansauk YMVY IToanuce PacmmdpoBka noammcu

«_» 20 T

HauanpHuk o61ero oraena IToanuce Pacumdposka noanucu

«_» 20 T

3aB. apxXUBOM Ionmucs Pacimmmdposka nmoamucu

«_» 20 T

IIportokon OIIK:

Ne

HTroroBas 3anuce o KaTeropusax 1 KOJI-B€ A€J1, 3aBEACHHBIX B

rogy 8 HOY BIIO «PocHOVY»

Ilo cpokam xpaHeHUst Bcero B tom uncine:
TIePEXOISAIINX ¢ ormetko# "OIIK"
1 2 4
ITocTostHHOTO
Bpewmennoro (cepimie 10 neT)
Bpemennoro (10 10 et BKIFOYHTEIBEHO)
HUTOI'O:
Hauanbpauk 001iero otaesna IToamnuce PacimmdpoBka nomnucu

«_» 20

Dopma ceoonoit nHomeuknamypuot oen AHO BO «PocHOY»
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Kk MucTpyKumu

IO J1EJI0IIPOU3BOJCTBY
B AHO BO «PocHOY

ABTOHOMHAsI HEKOMMepP4YeCKasi OpraHu3alus BbiclIero 00pa3oBaHus
«Poccuiickuii HOBbI YHUBEPCUTET

AHO BO «Poccuiicknii HOBbII YHHBEpCHTET»

HammeHnoBanue CTpyKTypHOTO OApa3aeeHHS

JEJIO Ne TOM Ne

3aroJioBOK jena

Kpaitane natst

Ha JIUCTAX

XpaHUThb

Omuce Ne
Casa3ka Ne
JlemoNe

Dopma 0010>cKu 0esla ROCHMOAHHO20 U 8pemeHnno20 (cevtuie 10 nem) xpanenusn
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K MHCTpyKIMHK

IO JIeJIOTIPOU3BOICTBY
B AHO BO «PocHOY»

JIuct — 3aBepurenp nena No

B naHHOM zelie MpomurTO U MPOHYMEPOBAHO JUCTOB,
yugpamu u nponucvio

B TOM YMCJIE:
JIUTEPHBIE HOMEPA JIUCTOB

MPOITYLIEHHbIE HOMEPA JIMCTOB

+ JIMCTOB BHYTPEHHEN OMUCHU

HanmenoBanue qoJKHOCTH Iloamuce Pacmmdposka
paboTHUKA MIOIIUCH
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K MHCTpyKIMHK

IO JIeJIOTIPOU3BOICTBY
B AHO BO «PocHOY»

BHYTPEHHSA OIIUNCH

JIOKYMEHTOB Jieia  Ne

NeNe Hara 3aroJ10BOK JOKYMEHTA Homepa jncroB IIpumeyanue
n/n JOKYMEHTa aeJia
1 2 3 4 5
Hroro JIOKyMEHTOB

(yughpamu u nponucwio)

KomnyecTBo mucTOB BHYTpeHHCﬁ OIMHUCHU

HaumeHnoBaHue JODKHOCTH JIUIIA, Tloonuce

(urdpaMu 1 TPOMHUCHIO)

COCTaBMBIICTO BHYTPCHHIOIO OIMNCH
AOKYMCHTOB JICJIa

Pacmm¢poBka nognucu




ABTOHOMHAsI HEKOMMepYeCKasi OpraHu3anus
BbICIIEr0 00pa30BaHUs
«PoccuiicKuil HOBbIN YHHBEPCHTET»

AKT Ne

O BbIJIeJIEHUH K YHUUYTOKEHUIO
AOKYMEHTOB, He MO/JIeKAIUX
XPaHEeHHUIo 32

Ha

OCHOBaHHMH

roa(nl)

[Tepeuns

THUIIOBBIX

YHOpPaBJICHYCCKUX

[Tpunoxenue 20
Kk MucTpyKumu
0 JIeJIONPOU3BOJICTBY
B AHO BO «PocHOVY»

YTBEPX/IAIO
Pextop AHO BO «PocHOVY»

« »

B.A. 3epnon

20 I.

00pa3yIommxcsi B MPOIECCEe JEATEIHOCTH TOCYJApCTBEHHBIX OpPTaHOB,
caMOyTIpaBJIeHUs] U OpraHu3aluil, ¢ yka3aHueM cpokoB xpaHeHus M., 2010 oToOpaHbl Kak He
MMEIOLUE HAay4YHO-UCTOPUYECKON IIEHHOCTH U YTPATHBIIME MPAKTHUUECKOE 3HAUYEHUE JTOKYMEHTHI

APXUBHBIX

JOKYMCHTOB,

OpraHoB MECTHOI'O

3a roz(bl).
(HanMEeHOBaHME CTPYKTYPHOTO MOIPA3/IEICHU)
NeNe 3aro0Bok gena Kpaiinue | Homepa HNupexc nesa no | Koanvectso Cpoxn IIpume-
n/n WU TPyNINoBoii AaThl onucei HOMEHKJIaType eMHMLL XpaHeHus U Ne YyaHue
3aroJIoBOK nJa Ne gejia mo XpaHeHus1 crarTei no
JOKYMEHTOB onucu nepevyHIo
1 2 3 4 5 6 7 8

Hroro e/IMHNUI] XPAHEHHH 32 roa(bl)

(yughpamu u nponucwro)

Onucu ACJI TOCTOSAHHOTO U BPCMCEHHOI'O (CBLIIJ_IG 10 J'ICT) XpaHCHUA W IO JIMYHOMY COCTaBy 3a

roJi(bl) yTBEPKI€HBI

HaumeHnoBaHMe JOJDKHOCTH JINIIA,

MIPOBOAMBILIETO SKCIIEPTUIY

HCHHOCTH NJOKYMCHTOB

« » 20 1.
Harta
COI'ZTACOBAHO

IIpoTOoKOJI IKCIIEPTHOI KOMUCCHHU

oT «_  »

20 1. Ne

IToonuce

Pacmm¢poBka noanucu
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