Ipunoxkenne Ne 1 k mpuxasy Ne ZL5
oT « 37 » JffﬂfZi- 20/7-? r.

\

®esepanbHOe rocyapeTBeHHOE O10/KETHOE 00pa3oBaTe/IbHOE YUpPekKICHHE BBICLIETO
o0pa3oBaHHs «ACTpaxaHCKHil rOCcy1apCTBEHHBIH MeIHIHHCKHIT YHHBEPCHTET)
Munucrepersa 31paBooxpanenus Poccuiickoit denepaunn
(®I'bOY BO Actpaxanckuii 'MY Munszapasa Poccun)

HHCTPYKL U
110 JEJIOITPOU3BOJACTBY

KoHTpoJib. 3K3.
YUTeHHBIH K3,

Actpaxanb 2019



COJIEPXXAHUE
| 231501 (95 1 (TR
1. OOLIIHE TTOTTOMKEHII . . .o e vvvve ettt et e e et et e e ettt e e e e ettt e ettt e reaeaees

2. NoxkymentupoBanue aeareiabHoctu @PI'BOY BO Actpaxanckuii 'MY Munsapasa

3. IToarotoBka 1 0(hOPMIICHUE OTAEIBHBIX BUIOB JOKYMEHTOB. . ...euutineenenenteneneneenennnen.

4. CormnacoBaHue NpoeKTOB TOKyMEeHTOB. [loanucanue (yTBepkaeHne) MPOCKTOB
D1 0] 9 Y (5 4 0 : 7P

5. Opraau3aimst JOKYMEHTOOOOPOTA. .. ..uteuttenetentte et etee e eeeeaeeeaeeaneeaneenneeanens
6. KoHTpOJIb UCTIOTHEHUS! JOKYMEHTOB (TIOPYUCHHUIM ). . uvveneteieeenteeaeneeenneenneennneenanns
7. Opranu3zanus pabOThl HCTIOTHUTEIS C IOKYMEHTAMH . . . ..veeeeneeteeneeneeaneeneenneeneenenns
8. ®opMupoBaHHE JOKYMEHTATBHOTO (POHIA OPTAHUBAIIMH . . ... .eeeeeneeneeeeneeneenenennenenns
9. Opranu3zanus 10CTyna K JOKYMEHTAM H UX UCTIOTMB30BAHMS . ... . euveneeneneneeneanenneninennn.

10. U3roToBienue, y4er, UCIOIb30BAHUE U XPAHCHHE MeYaTei, ITaMIoB, OJJAHKOB
JIOKYMEHTOB, HOCUTEJIEH AMEKTPOHHBIX TOJITHMCEH] . .. .ve ettt ettt et eieeaieeeieeaiaeanens

TIPHITOKEHIUE NOL. .. e e e et e e et e e e e e
TIPHITOIKEHIUE NOZ. ..o e
TIPHIOIKEHHUE No2. L. . e e e e e
L8]0 (07053 1 () [ P
TIPHIOKEHNE NOA. . ..o,
TIPHIOMKEHIE NOD. ..ottt
L 00) 0 (07053 1. (0 (G
TIPHIOMKEHIE NOT .. oottt e e e,
L0 0) 1 (07053 1 (A [
TIPHITOKEHIE NO. ..o e
ITprimosKEHNE NeLO. ... e
IIprimoskeHRE Nol .. e
ITpUIosKEHNE No12. .. e
ITpuimosKEHNE Nol3 . .o e

TIprimosKeHRE Neld . .o e



YTBEPXJIEHA
IPUKA30M PEKTOpa
OI'bOY BO ActpaxaHckuid

I'MY Munsgpasa Poccun
or 30.12.2019 Ne 225

Beenenune

1. Hactosamas MHcTpykius BBOAUTCS B JEHCTBUE 11OCIE YTBEPKACHUSI PEKTOpOM yHUBEpCUTETA.
2. V3menenust pazpabateiBatoTcs 1Mo pesynbratam npuMmenenns B ®I'bOY BO Acrtpaxanckuid
I'MY MunsapaBa Poccun wim npu U3MEHEHMHM TpeOOBAaHMM HOPMAaTHBHBIX JOKYMEHTOB, Ha
OCHOBaHMU KOTOpBIX pa3paboraHa Hacrtosimas WHerpykuus. Ilepuonnyeckass mnpoBepka
IpOIEeTypbl MPOU3BOAMUTCS C WHTEPBAIOM, He NpeBblmaromuM 12 mecsieB. HeobxomumocTs
BHECEHMSI U3MEHEHUI ONpeeIIsieTCs] peKTOPOM IO MPEICTABICHUIO IPEICTABUTENIS PYKOBOICTBA
10 KauecTBY.

3. Hacrosimmii JOKYMEHT HE MOXET OBITh IOJHOCTHIO MM YacCTHYHO BOCIPOHU3BEJICH,
TUPAXHPOBAH U PACHPOCTPAHEH B KayecTBE O(PHUIIMATBHOTO M3/1aHUS 0€3 pa3pelieHus peKTopa
OI'BOY BO Actpaxanckuit 'MY Munsapasa Poccun.



1. O0ume moJ10KeHUA

1.1. Wucrpykuus mno aenomnpoussoactey B ®IBOY BO Actpaxanckuit MY
MunzapaBa Poccumn paspaborana Ha ocHoBe IIpukasza PocapxuBa ot 11.04.2018 Ne 44 «O6
yrBepxkaAcHUM [IpumMepHOM HMHCTpYKUMHM TIO JAEJIONPOU3BOACTBY B  TIOCYAApCTBEHHBIX
opranuzamusix» ¢ yderoMm nonoxenud ['OCT P 7.0.97-2016 «Cucrema cTaHIapToOB IO
uH(popManuy, OUOIMOTEUHOMY M HU3JATeNbCKOMY neny. OpraHu3anroHHO-PACTIOPSIUTEIbHAS
nokymeHTanus. TpeboBaHus K 0hOPMIICHHUIO TOKYMEHTOBY.

1.2. Hacrosimas uHCTpyKIMs paspaboTaHa B  LEIIX  COBEPUICHCTBOBAHMSA
JEJIONPOU3BOJCTBA M  TMOBBbIIEHUA dS(PexkTUBHOCTH paboThl € JOKYMEHTaMH IyTeM
perjlaMeHTalMi Ha €IMHOM TMpPaBOBOM M METOJMYECKOM OCHOBE MPAaBUI MOATOTOBKH
JIOKYMEHTOB, TEXHOJIOTHI pabOThl ¢ HUMH, OPTaHU3ALMN UX TEKYIIEro XpaHEeHUs! U MOArOTOBKU
k nepenade B apxus ®I'bOY BO Actpaxanckuii MY Munsnpasa Poccun

1.3. Opranusaums, BeIeHHE W COBEPIICHCTBOBAHME JEJIONPOM3BOJACTBA HA OCHOBE
€AMHON MOJUTUKU U IPUHLHUIIOB, IPUMEHEHUE COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTUN B
paboTte ¢ JOKyMEeHTaMH, METOJIMIECKOE PYKOBOJICTBO M KOHTPOJIb COOIOICHUS TTIOPSIKA PAOOTHI
C JOKyMEHTaMu B CTpYKTypHbIX noapaszaenenusx @I'bOY BO Acrtpaxanckuit MY Mun3apasa
Poccun Bo3naraercs Ha otnen nenonpoussojictea ®I'EOY BO Acrpaxanckuiit 'MY Munzapasa
Poccuu (manee - Otaen Aenonpon3BOACTBA).

1.4. OtBercTBEHHOCTh 3a OPraHU3alUI0 PabOTHl C JOKYMEHTAMH B CTPYKTYPHBIX
noapazneneHusix PI'BOY BO Actpaxanckuit ['MY MunzapaBa Poccuu Bosznaraercs Ha
PYKOBOAMTEIIEH 3TUX MOAPA3AECICHUM.

1.5. JlomKHOCTHBIE OOA3aHHOCTH, IPaBa M OTBETCTBEHHOCTh paboTHHKOB OTena
JIeJI0pou3BOACTBa U UHBIX padoTHUKOB PI'BOY BO Acrtpaxanckuit 'MY Munsnpasa Poccun,
OTBETCTBEHHBIX 3a OpraHu3aluio paboThl C JAOKYMEHTaMH, OIpPENesIOTCS AOKHOCTHBIMU
WHCTPYKIUSMH.

1.6. CopmepxaHue CIOyKeOHBIX JOKYMEHTOB HE  IOMIEKAT  PasTIALICHUIO.
BzaumopeiictBue co cpeactBaMu MaccoBod MHGOpMaluU, Iepeiada UM - KaKo-mubo
uH(pOpMalUl WM JOKYMEHTOB M HMX KOMNMH JOMYCKAeTCsl TOJIBKO C pa3pelieHUsl peKTopa
®I'bOY BO Acrpaxanckuii 'MY Munsgpasa Poccun Miay MHOTO YIIOJIHOMOYEHHOTO UM
JOJIKHOCTHOTO JIULIA.

1.7. Pa6oruuku ®I'BOY BO Acrtpaxanckuii I'MY Munsapasa Poccum Hecyt
JUCLUIUIMHAPHYIO, aJMMHHUCTPAaTUBHYI0O UM HMHYIO, YCTAHOBJICHHYIO 3aKOHOJATEIbCTBOM
Poccuiickoit ®enepanuu, OTBETCTBEHHOCTb 3a HApyUIEHHE CPOKOB XpaHEHMsI JTOKYMEHTOB,
yTpaTy U HECAaHKIIMOHMPOBAHHOE YHUUYTOXKEHHUE CITY>KEOHBIX IOKYMEHTOB.

1.8. Tlpu yrpare 10KyMEHTOB pabOTHHK CTPYKTYPHOTO MOJApA3eIeHns HHPOPMHUDPYET
PYKOBOJUTENS CTPYKTYpHOro mnojpasfeneHus u OtTnen [Ae’aonpou3BOJICTBA, IOCIE YEro
OpraHU3yeTcsl PO3bICK JOKYMEHTOB.

Ecin po3pick JOKYMEHTOB HE JaeT pe3ysbTara COCTaBISETCS aKT, B KOTOPOM
YKa3bIBAIOTCS JAHHBIE YTPAYeHHOI'O JOKYMEHTa, a TaKKe OOCTOATEIbCTBA, MPH KOTOPBIX
IIPOM30LLIA yTpaTa, IOCIE Yero NpeIIpUHUMAIOTCS MEPBI N0 3aMEIIEHUI0 JaHHOTO JOKYMEHTa
3aBEPEHHON KOMMEN TOKYMEHTA.

1.9. TlpaBuna paGoThl ¢ JIOKYMEHTaMH B CHUCTEME DIEKTPOHHOIO JTOKYMEHTOO6OpOTA
OI'bBOY BO Acrtpaxanckuit I'MY Munsapasa Poccun (manee - CDOJ]) u  uHBIX
UH(POPMALIMOHHBIX CHCTEMaxX, B KOTOPBIX OCYIIECTBISIETCS CO3/laHue (BKIIOUEHUE) U XpaHEHUe
JIOKYMEHTOB, HE JIOJDKHBI BXOJUTh B IPOTUBOPEUNE C MOJOKEHUSIMH HACTOSIIEH HHCTPYKIUU.

I1. lokymMeHTHpOBaHHE 1eATEIbHOCTH
PI'BOY BO Acrpaxanckuii 'MY Munsapasa Poccun

21 B cootBeTrcTBUH C 3aKOHOAAaTCJIIbCTBOM Poccuiickoit dDeI[epauI/H/I, JIOKAJIBHBIMH
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HopMaTuBHbIMH akTamMu B ®I'BOY BO Actpaxanckuii I'MY Munzapasa Poccun mznarorcs
OpraHU3alMOHHO-PACIOPSAUTENIbHbIE JOKYMEHTHI.

2.2. Oprasu3alMOHHO-PACIOPSAAUTENbHbIE JOKYMEHTBI, CO3JaBacMble B JAESITEIbHOCTU
®OI'BOY BO Acrtpaxanckuii 'MY MunsnpaBa Poccum, A0mkHBI OBITH O(QOPMIICHBI IO
IIpaBUjIaM, YCTaHOBJICHHBIM HACTOSIEH HHCTPYKIIUEH.

BHocute kakue-n100 ucnpapiieHUs] WK J100aBIE€HUS B NOANHUCAHHbIE (YTBEPXKAECHHBIE)
JIOKYMEHTBI HE JI0ITYCKaeTCsl.

2.3. OcobenHoctn odopMIeHUS JTOKYMEHTOB, CO3JaBa€MbIX B CTPYKTYpPHBIX
nozpazgeneHusix PI'BOY BO Actpaxanckuiit 'MY Munsgpasa Poccun u oTpaxkarommx
cneun(UKy UX AeATeIbHOCTH, a TAaKKe IPaBUiIa OpPraHn3aluy paboThl C JaHHBIMHU JOKYMEHTaMHU
MOTYT YCTAaHaBJIMBATbCS OTIEJIbHBIMU JIOKAIbHBIMU HOpMaTuBHBIMU akTamu OI'BOY BO
Actpaxanckuit 'MY Munzapasa Poccun.

2.4. Coznanue nokymeHToB B COJl OCYIIECTBIISETCS C HCIOIB30BAaHHEM MIaOJIOHOB
0JIaHKOB JOKYMEHTOB U 11a0JI0HOB JJOKYMEHTOB.

DNEeKTPOHHBIE INAOJOHBI OJIAHKOB JOKYMEHTOB [OJDKHBI OBITh WICHTUYHBI OJIaHKaM
JOKYMEHTOB Ha OyMa>KHOM HOCHTEIIE.

2.5. Ans cozmaHusi JOKYMEHTOB, OTPaKAIOUINX CIIEHU(PHUKY ACITEITBHOCTH CTPYKTYPHBIX
noapasaenenuid ®I'bOY BO Actpaxanckuii [MY Munsznpasa Poccun, u ynpapiieHUs] JaHHBIMU
JOKYMEHTaMHU MOTYT UCIIOJIb30BAThCs APYrHe HHPOPMAIIMOHHBIE CHCTEMBI.

2.6. Nokymentsl ®I'bOY BO Actpaxanckuii MY Munzapasa Poccun odopmisitores
Ha OJIaHKax WJIM CTaHIAPTHBIX TUCTax Oymaru ¢opmara A4.

2.7. Ins wzroroBnenus nokymeHtoB B ®I'BOY BO Actpaxanckuit MY Munszapasa
Poccnn ncnons3yrores:

0JIaHK TIPHUKa3a;

OJaHK pacTIOPSHKEHHUS,

OaHK MuChbMa IS BEICHUSA MEPEeNUCKU C OpraHu3alMsMU M TpakAaHaMmi,
HaxoIAIuMHucs Ha Tepputopun Pocculickon @enepanuu;

OJaHK NHMCbMa C PEKBU3UTAMU HAa PYCCKOM M OJHOM M3 HHOCTPAHHBIX S3BIKOB JJIs
BEJICHUS TIEPETNHICKH € 3apyOeKHBIMH KOPPECTIOHICHTAMH;

OJIaHK MPOTOKOJA;

OJlaHK MHCbMa CTPYKTYPHOTO IMOJApa3JeNeHns (COBEIIaTeNbHOI0, METOJUYECKOrO,
OKCIIEPTHOTO WJIM HHOTO OpraHa).

Hnst opopmnenust pezomronuii Ha ngokymente B ®I'BOY BO Acrtpaxanckuit MY
Munznpasa Poccun ucnonb3yroTcst O1aHKH PEe30TIOIHA.

28 Ilpu wu3gaHWM JOKYMEHTOB Ha CTaHAAPTHBIX JIMCTaX OymMarn Ha HUX
BOCIIPOM3BOJSATCS PEKBU3UTHI, HEOOXOAMMBIE JUIsI JOKYMEHTOB KOHKPETHOIO BHMJA WIU
Pa3HOBUIHOCTH.

29 DOwmbonema OI'BOY BO  Actpaxanckuit I'MY  MunsnpaBa  Poccum
BOCIPOM3BOAUTCS Ha OJIaHKAaX UCXOJAMIMX (OTIPABIISIEMbIX) TOKYMEHTOB M aKTOB (IIPUIIOKEHUS
Ne 6, Ne 7).

2.10 IIpoexTupoBaHune OJAHKOB JOKYMEHTOB OCYIIECTBIISIETCS B COOTBETCTBHH C
Pasnenom 6 «bnanku pokymentoB» ['OCT P 7.0.97-2016 «Cuctema cTaHmapToB IO
uHpopmaruu, OMOTUOTEUHOMY U HW3AaTeNbCKOoMy jeny. OpraHu3allMOHHO-PACIOPSIUTEIbHAS
JnokyMeHTarus. TpeboBaHus K 0hOPMIIEHUIO JOKYMEHTOBY.

2.11 bnaskun gokymentoB ®I'BOY BO Acrtpaxanckuit MY MunsnpaBa Poccun
U3TOTaBIMBAIOTCS THUIOTPaCKUM CHocoOOM, CpEeACTBAaMHU OIEPAaTUBHON MOJMrpaduu HIu
KOMITBIOTEPHOU TEXHUKH.

2.12  JIOKyMEHTBI M3TOTAaBIUBAIOTCS Ha OyMa>KHOM HOCHUTENE U B (POpME JIEKTPOHHBIX
JIOKYMEHTOB C COOJIIOJIEHUEM YCTAaHOBJIEHHBIX MPaBU 0POpPMIIEHUS JOKYMEHTOB.

2.13 JHokymentsl ®I'BOY BO Acrtpaxanckuit I'MY  Munzapasa Poccun,
oQopMIIeHHbIE KaK Ha OJaHKe, Tak U 0€3 HEero, TOJKHBI UMETh TOJIS HE MEHee:

20 MM — JI€BOE;
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10 MM - mpaBoe;

20 MM - BepxHEE;

20 MM - HUXKHEE.
JIoKyMeHThbI JuIUTeIbHBIX (CBbIIe 10 j1eT) CpOKOB XpaHEHUS TOJKHBI UMETh JIEBOE T0JIe
He meHee 30 MM.

2.14  ]JloxyMeHTbI, U3[JaBa€Mble€ COBMECTHO OJHON HMJIM HECKOJIbKUMHU OPTaHU3aLUIMU,
OopOpPMIISAIOTCS HAa CTAaHIAPTHBIX JIMCTaX OyMmMard C BOCHPOHM3BEACHHWEM PEKBHU3HTOB BCEX
OpraHu3aIyii, yuacTBYIOIINX B U3JJaHUH IOKYMEHTA.

2.15 [Ilpu mDOATOTOBKE JIOKYMEHTOB JOIYCKAeTCS WCIOJIb30BAaHUE JIMIIEBOH U
000pOTHOW CTOPOHBI JucTa. [IpyU NBYCTOpOHHEM CO3/IaHUU JOKYMEHTOB HIMPUHA JIEBOTO MOJIS
Ha JIMIIEBOM CTOPOHE JINCTA U IPABOTO IMOJIsi HA 00OPOTHOM CTOPOHE JIUCTA JOJKHBI OBITH PaBHBI.

2.16 Ilpu co3gaHum JOKyMEHTa Ha ABYX M 00JIee CTpAaHMIIAX BTOPYIO M MOCIICAYIONINE
CTpaHHIBl HyMepyroT. Homepa cTpaHHIl NpPOCTaBISIOTCA IO CEpPEeIWHE BEPXHEro MO
JIOKyMEHTa Ha paccTossHUU 10 MM OT BepXHEro Kpas JIMcTa.

2.17  JIns u3roToBIICHHs JOKYMEHTOB HCIIOJIb3YeTCsS TapHUTypa mmpudTa Times New
Roman. Pa3zmep mpudra - Ne 12 - 14 .

[Tpu cocTaBneHn# TaOIMIl TOMYCKACTCSA MCIOJIb30BaHUE MIPUPTOB MEHBIINX Pa3MEPOB -
Ne 10, 11 mrT.

2.18 AO03auHbIi OTCTYI B TEKCTE JOKYMEHTa - 1,25 cMm.

3arooOBKM pa3feNioB M IOAPA3JCIOB IIe4aTaloTcs ¢ ab3alHbIM  OTCTYIIOM MU
HEHTPUPYIOTCS IO MIUPHHE TEKCTA.

2.19 Tekct gokymeHTa medaraercs uepe3 1 - 1,5 MeXCTpOUHBIX HHTepBaia. Tekcrt
JOKYMEHTa BBIPABHHBAETCS 110 IIUPUHE JIUCTA.

MHoOrocTpouHble PEKBU3UTHI IME€YATAIOTCS Yepe3 OJIWH MEXKCTPOUYHBIM HMHTEpBA,
COCTaBHBIE YACTH PEKBU3UTOB MOTYT Pa3IENIATHCS IOTIOJHUTEIIEHBIM HHTEPBAJIOM.

Ecnu 1oxkyMeHT rOTOBUTCS AJSl M3JIaHUSI C YMEHBbIIEHHEM MaciuTaba, TeKCT medyaraercs
4epe3 /IBa HHTEpBaJa.

NuTepBan Mexay OykBamMH B CJlOBax - OObIUHBIM. MHTepBanm MeXOy ClIOBaMH - OIMH
npoOer.

CTpoKH peKBU3UTOB BIPAaBHUBAIOTCS I10 JIEBOM I'PaHUIIE 30HBI PACIIONIOKEHHS PEKBU3UTA
WM TICHTPYIOTCSI OTHOCUTEIIHFHO CAMOM JUTMHHOW CTPOKH.

JlnuHa camMo# JUIMHHOM CTPOKHM PEKBU3UTA MPU YITIOBOM PACIOIOKEHUU PEKBU3UTOB HE
Ooistee 7,5 cM.

JlnuHa caMoii ITMHHOM CTPOKM PEKBU3UTA MPHU MPOI0JIEHOM PACIIONIOKEHUN PEKBU3UTOB
He Oonee 12 cm.

2.20 JlonmyckaeTcst BBIACNATh MOJYKUPHBIM IIPU(YTOM PEKBU3UTHI  «aJpecaTy,
«3aroJIOBOK K TEKCTY» WIIH «ITOJIUCHY, a TAKXKe OT/IEIbHBIC (hparMeHTHI TEKCTA.

2.21 Ilpu nOAroTOBKE MHOTOCTPAHWYHBIX JIOKYMEHTOB O(OpMIISIeTCs TUTYIbHBIN
JIVCT.

2.22 CocrtaB  pEKBHU3MTOB, HCIOJB3YeMbIX JIs  O(QOpPMIIEHHS  JIOKYMEHTOB,
oTIpeneNnseTcsi BUIOM (Pa3HOBUIHOCTBIO) OPTaHU3AIIMOHHO-PACTIOPSIUTEIEHOTO JOKYMEHTA.

2.23  Ilpu noaroroBke nokymeHToB ®PI'BOY BO Actpaxanckuit MY Mun3zapasa
Poccun ucnionb3yrorest pexBusutsel, ycranoBiennsie 'OCT P 7.0.97-2016:

1) sMOieMa (B COOTBETCTBUU C IMYHKTOM 2.9 HacTOsIIEH HHCTPYKIIUH);

2) HAaUMEHOBAaHME OpraHU3aIUy;

3) HAaUMEHOBAHUE CTPYKTYPHOT'O MOAPA3ACICHUS;

4) HAaUMEHOBAaHUE JOJHKHOCTH JINIA;

5) CIpaBOYHBIE IaHHbIE 00 OpraHU3ally;

6) HAaUMEHOBAaHME BUJIA IOKYMEHTA;

7) JaTa JOKyMEHTa;

8) PErUCTPALIMOHHBIA HOMEP T0KYMEHTA;

9) CCBLIIKA Ha PETMCTPALIMOHHBIM HOMEP U 1aTy MOCTYNUBLIETO T0KYMEHTA;
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10) MECTO COCTaBIICHUS (M3JaHUsI) JOKYMEHTA;

11)  rpud orpaHuycHHS AOCTyIA K JOKYMEHTY;

12)  anpecar;

13)  rpud yrBepKICHHUS TOKYMEHTA,

14)  3aroyoBOK K TEKCTY;

15)  TeKcT JOKyMEHTa;

16)  oTMeTKa O MPUIOKECHHH;

17)  rpud coriaacoBaHHs JOKYMEHTa;

18)  Bu3a;

19)  nmoamwmce;

20)  oTmeTka 00 3IEKTPOHHOM MOJIIKCH;

21)  medarts;

22)  oTMeTKa 00 UCIOJHHTEINE;

23) OTMETKa O 3aBEPEHUH KOIIHH;

24)  OTMETKa O MOCTYIUICHUH JOKYMEHTa;

25)  pesoJrorus;

26)  oTMeTKa 0 KOHTPOJIE;

27)  OTMeTKa O HaIlPaBJICHUU JOKYMEHTA B JICIIO.

2.24. bnank mpukaza (pacnopspkenus) ®I'BOY BO Acrtpaxanckuii I'MY Munzapasa
Poccum omxkeH BKIIIOYAaTh PEKBU3HTHI:

MOJIeMyY (B COOTBETCTBUU C IIYHKTOM 2.9 HacTOsIIEeH HHCTPYKIUH);

HalMEHOBaHHUE OpPraHU3alH;

HauMEHOBAaHME BUJIA JTIOKYMEHTA;

MECTO COCTABJICHUSI WM U3JaHUs JOKYMEHTa;

OTMETKH JUIS Pa3MEUICHUS] PEKBU3HUTOB «JIaTa JOKYMEHTa», «PETUCTPAIIMOHHBII HOMEp
JIOKYMEHTa».

2.25. bnank nmucema ®I'BOY BO Acrtpaxanckuit MY MunsgpaBa Poccun nomxen
BKJIIOYATh CJIEAYIOIINE PEKBU3UTHI:

MOJIeMyY (B COOTBETCTBUU C IIYHKTOM 2.9 HacTOsIEeH HHCTPYKIUH);

HalMEHOBaHHE OpPTraHU3alHH;

CIpaBOYHbIE IaHHbIE 00 OpraHu3aluu;

OTMETKH Ul MPOCTABJICHUSI PEKBU3UTOB «J1aTa JJOKYMEHTay», «PETUCTPAL[MOHHBIA HOMEp
JOKYMEHTay, «CChUTKA Ha PETUCTPAIIMOHHBIA HOMEpP | JJaTy IMOCTYIHBILIETO JTOKyMEHTAa.

B OmaHk mnMcbMa JOJKHOCTHOTO JIMIA JIOTIOJIHUTENBHO BKIIIOYAETCS PEKBU3UT
«HAaUMEHOBaHUE JIOJDKHOCTH JIMI@», a B OJaHK MHUCbMa CTPYKTYPHOIO IOJpa3JelIeHus
(coBemaTenbHOr0, METOAMYECKOro, HKCHEepTHOro wiM uHoro oprasa) @OI'bBOY BO
Actpaxanckuit MY Munznpasa Poccun - HauMeHOBaHUE CTPYKTYPHOTO TTOAPA3ICTICHHUS.

2.26. Buyrpennue nokymeHTel ®I'BOY BO Actpaxanckuit I'MY Munsapasa Poccun,
opopmisieMble He Ha OJaHKe, JOJDKHBI COJAEpkKaTb COOTBETCTBYIOLIME BHIY JOKYMEHTa
PEKBU3UTBHI.

2.27. Ombnema ®I'BOY BO Actpaxanckuit MY Munszapasa Poccun, pazpaboranHas u
YTBEP)KJCHHAas B TIOpsJIKE, YCTaHOBJIEHHOM 3aKoHoJaTenbcTBOM Poccuiickoit denepanuu,
pa3mMeniaercs Ha OaHKaX JOKYMEHTOB B COOTBETCTBHMHM C ITYHKTOM 2.9 HacTOSIIEH MHCTPYKIUU
1 Ha ocHOBaHMM HopMaTuBHBIX akToB @I'BOY BO Actpaxanckuii MY Munsapasa Poccun.

N306paxenune 3M01eMbl TOMEIIAETCS] HA BEPXHEM I10J1e OJI1aHKa IOKYMEHTa Ha PacCTOSHUU
10 MM OT BepXHEro Kpas JIMCTa, 3aXBaThIBas 4aCTh paboyeil 30Hbl JOKYMEHTA, [IEHTPOBAHHO HaJl
PEKBU3UTAMU OpraHU3aIIH.

2.28 HaumenoBanue ®I'BOY BO Acrtpaxanckuit 'MY MunzapaBa Poccun Ha
OJlaHKe JTOKyMEHTa JIOJDKHO COOTBETCTBOBATh HAWMEHOBAHHUIO IOPUIMYECKOIO JIMIA B YCTaBe
®I'bOY BO Acrtpaxanckuit MY Munsnpaa Poccun. Ha 61aHkax JOKyMEHTOB yKa3bIBaeTCs
nosHoe opunuansHoe HaumeHoBanue ®I'bOY BO Actpaxanckuii MY Munsnpasa Poccun ¢
yKa3zaHHEM €ero OpraHU3al[MOHHO-TIPaBOBOW (OPMBI, MOJ] HAUMEHOBAaHMEM OpraHM3allid B
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CKOOKax yka3biBaeTcsi cokpamieHHoe HammeHoBanne @OI'BOY BO Actpaxanckuit MY
Munzapasa Poccun.

2.29 HaumeHOBaHHE CTPYKTYPHOTO MOJpa3jesieHus (B TOM YHCJE COBEIIATEIHHOTO
WIA UHOTO OpraHa) yKa3bIBaeTcsl B OJaHKax MUCeM M OJlaHKaX KOHKPETHBIX BUJIOB JIOKyMEHTOB,
U3JIaBaEMBIX COOTBETCTBYIOLIMMH IOJPA3AEICHUSIMU B COOTBETCTBUM C JIOKAJIbHBIMU
HopmatuBHbiMU akTamMu @PI'BOY BO Actpaxanckuii I'MY MunznpaBa Poccuu. Hap
HAaUMEHOBAHMEM CTPYKTYpPHOIO THOJpa3ieieHus YykasbpiBaeTcs HaumeHoBanue OI'BOY BO
Actpaxanckuit MY Munzapasa Poccun.

2.30 HawmmeHoBaHME IOJDKHOCTH JIMIA UCHOJB3YETCs B OJAaHKAX MHUCEM JIOJKHOCTHBIX
aul ¥ pacnonaraerca noa HaumeHoBanueM @PI'BOY BO Acrtpaxanckuit 'MY Munsnpasa
Poccun.

2.31 CnpaBounsie ganHeie 0 PI'BOY BO Actpaxanckuit MY MunsapaBa Poccun
yKa3bIBalOTCS B OJaHKaX MUCEM M BKIIIOYAIOT: OYTOBBIN ajpec; HoMep TenedoHa, pakca, aapec
3JIEKTPOHHON IOYTHI, CETEBOM ajjpec, a TaKkKe OCHOBHOM rocylapCTBEHHBIH pEerucTpaliOHHbINA
Homep (OI'PH) u unenTudukanmonnsii Homep Hajoromiatenbimka (MHH).

2.32 HaumeHoBaHME BHAA JOKyMEHTa YKa3bIBaeTCs Ha BCEeX JOKYMEHTax, 3a
UCKJTIOUEHHEM  JeNOBBIX  (CIyeOHBIX) IHCeM, pacrojiaraeTcst IoJ HAaUMEHOBAaHHEM
OpraHu3aluu (CTPyKTYPHOTO M0/ipa3AeeHus, T0JKHOCTH).

2.33 Jlata JOOKyMeHTa JOJDKHA COOTBETCTBOBATH JaTe MOANKMCAHUS (YTBEPXKICHUS)
JIOKYMEHTa WM (B IPOTOKOJIAX) AaTe COObITHS, 3a()UKCUPOBAHHOI'O B IOKYMEHTE.

Jlata TOKyMEHTa 3alKChIBAETCS B IIOCIIEI0BATEIBHOCTH: JEHb MECALA, MECSL, IO/l OAHUM
U3 ABYX CIIOCOOOB:

apabckumu i pamu, pasaeneHasiMa Toukoi: 05.06.2018;

CIoBEeCHO-IIU(PpoBBIM criocobom: 5 uroHs 2018 r.

Ha nokymenrax, odopmisieMbIx Ha OJlaHKe, JaTra JOKyMEHTa MpPOCTABISETCS TOJ
PEKBU3UTAMU «HAUMEHOBAaHUE BHJIA IOKyMEHTa» (B OJJaHKaX KOHKPETHBIX BUJIOB IOKYMEHTOB) U
«CIIpaBOYHbIE JaHHBIE 00 OpraHu3anny (B OJaHKaX MHUCEM).

JlaToifi OKyMEHTa, M3JaHHOTO COBMECTHO JBYMs MM Oojiee OpraHu3alusMU
(1OJIKHOCTHBIMHM JIMIIAMH ), SIBJISIETCS J1aTa MOJAIUCAHNS JOKYMEHTA IOCIEAHEW CTOPOHOM.

2.34  PerucTtpanOHHBIH HOMEp JOKyMEHTa - HH(POBOI MAEHTHPHUKATOP TOKYMEHTa,
COCTOSIIMA U3 TOPSAKOBOTO HOMEpa JOKyMEHTa C LHU(POBBIM KOAOM (MHIEKCOM) B
COOTBETCTBUH C UCMOJIb3YEMbIMHU KJIACCU(PUKATOPAMHU.

Ha gpoxkymeHTe, COCTaBJIEHHOM COBMECTHO [JByMs U 0ojee OpraHu3alusMH,
IIPOCTABJISIFOTCS. PETUCTPALIMOHHBIE HOMEPA IOKYMEHTA, IPUCBOCHHBIE KaX/I0M U3 OPraHU3aLNM.
Peructparnmonnsie HoMepa MPOCTaBJISAIOTCS B MOPSAKE YKa3aHUsS HAMMEHOBAaHUM OpraHU3aluil B
3aroJI0BOYHOM yacTu (1mpeaMOysie) JOKyMEHTa U OTIEIISIOTCS APYT OT Jpyra KOcoil yepTou.

2.35 Cchutka Ha PErHCTPALMOHHBIA HOMEpP M JaTy MOCTYNHBIIETO JIOKYMEHTa,
COCTOSIIIAsl U3 PErMCTPALMOHHOIO HOMEpA M J1aThl BXOMSIIETO JOKYMEHTA, Ha KOTOPBIM 1aeTcs
OTBET, IpocTaBisieTcs B Buje otMeTku «Ha Ne ... ot ...» B O5aHKe nucpMa.

B TekcT nmucbMa-oTBETa CBEACHMSI O PETHCTPALIMOHHOM HOMEpE M AaTe NOCTYNMBILErO
MUChbMa HE BKJIFOYAIOTCS.

2.36 Agnpecar - peKBU3HT, MCIOJb3YEMbIH MpPU OPOPMIICHUM IENOBBIX (CIYKEOHBIX)
MUCEM, BHYTPEHHUX UHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

AnpecatoM JOKyMEHTa MOXeET OBITh OpraHu3alus, CTPYKTYpHOE I0jpa3jieeHue
OpraHu3aIyy, JOJHKHOCTHOE WIH (PU3NUECKOE JIULIO.

PexBu3ut «anpecat» opopmiisercs Ha OJaHKe C YTIOBBIM PaCHOI0KEHUEM PEKBU3UTOB -
B BEpXHEH MpaBoil yacTu JOKyMEHTa, Ha OJaHKe ¢ MPOAOJIbHBIM PACIIOIIOKEHUEM PEKBU3UTOB -
crpaBa IoJ pekBU3uTaMu OsaHka. CTPOKHM PEKBHU3HMTA «aJpecar» BBIPAaBHUBAIOTCS IO JIEBOMY
KpAaro WJIM HEHTPYIOTCS OTHOCUTEIBHO CaMOW JITTMHHOW CTPOKH.

IIpu aapecoBaHMM JOKYMEHTa DPYKOBOJHMTENIO  (3aMECTHTENIO  PYKOBOJUTEIS)
OpraHM3ali YKa3bIBAIOTCA B JATEIbHOM IMaJeKe HAaMMEHOBAaHUE JIOJDKHOCTH PYKOBOAUTENS
(3amecTUTENsT PYKOBOAMTENs), BKIIOYAIONee HAUMMEHOBAHHWE OpraHu3alud, (paMuiumio,
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WHHUIWAJIBI JOJIZKHOCTHOTI'O JIMIIA. HaHpI/IMCpZ

['enepanbHOMY qUpPEKTOPY
dOBY «HanmenoBaHue
OpraHu3aLn»

damvunusg U.0.

IIpu agpecoBaHuMM NUCbMa B OPraHU3alMI0 YKA3bIBACTCSA €€ IOJHOE WIM COKPALICHHOE
HalMEHOBAHHE B MIMEHUTEILHOM MaJIeXKe.

IIpu anpecoBaHMM TOKYMEHTa B CTPYKTYpPHOE INOAPA3/EICHUE OPraHU3alUuU B PEKBU3UTE
«anpecar» YyKa3blBalOTCd B HMEHUTEIBHOM IaJ€K€ HAUMEHOBAaHHE OpraHU3allld, HIDKE -
HAaUMEHOBAHUE CTPYKTYpPHOTO noapasaenenus. Hampumep:

OBY «HanmenoBanue
Opranuzauumn»
duHaHCOBOE YIpaBlICHUE

[Ipu agpecoBaHuu MUChMa PYKOBOJUTENIO CTPYKTYPHOTO MOJpa3fesieHus] yKa3bIBalOTCS B
MMEHUTEIIbHOM Ta/Ie)K€ HAWMEHOBAHME OpraHW3allid, HIDKE - B JIaTEIbHOM TaJIexke
HAUMEHOBAaHME JOJDKHOCTH PYKOBOIMTENS, BKJIIOYAIONIEe HAUMEHOBAHHME CTPYKTYPHOTO
noipa3esieHus1, GaMuIno, MHUIMaNEL. Harmpumep:

dBbY «HaumenoBanue
Opranuzanum»
PykoBoguTento 70roBopHoO-
IIPAaBOBOI'0 OTJIEJIA
®amvunug 1.0.

Ilepen damunueil AOKHOCTHOTO JIMIA JIOMYCKAeTCs YMOTPEOJATh COKpAIIEHUE «T-HY»
(rocioguHy), €ciu aapecaT MY)KUMHA, WM «r-ke» (TOCHOXe), €clii ajpecar >KEHIUHA,
Harpumep:

r-uy ®amunus 1.0.
r-xxe ®amunug U.0.

[Ipu pacchuike JOKYMEHTa TpYIIEe OPraHU3aluil OJHOTO THUMA WM B CTPYKTYPHBIC
HOJIpa3/ieieH s OIHOM OpraHU3alliy, aJpecaT yKa3biBaeTcs 0000mienHo. Hanpumep:

PykoBonutensm punuanos
dbY «Hanmenosanue
OpraHu3aLn»

PykoBoauTensm ynpasiieHUN
u otxnenoB ObBY «HanmeHnoBanue
OpraHH3aLN»

[Ipu paccbuike TOKYMEHTa HE BCEM OPraHM3alUsM WA CTPYKTYPHBIM MOJApa3/eeHUsIM
MOJ1 PEKBU3UTOM «AJpecaT» B CKOOKax ykas3bIBaeTcs: «(1o cnucky)». Hampumep:



PykoBoauTensaMm ynpaBiIeHU U OTIEI0B
OBbY «HaumeHnoBaHue
OpraHu3aIn»

(o crucKy)

CIuCOK pacChUIKU COCTABIISAETCS HCIIOTHUTEIIEM.

Eciu nucsmMo HampapisieTcsl B OpraHU3alMio UM JOJDKHOCTHOMY JIMILY U JUIsl CBEICHUS
ele paLy opraHu3aluil UM JODKHOCTHBIX JIUIL, 00l1ee KOJIMYECTBO aJjpecaToB HE JOIDKHO ObITh
Oosee 4yeThIpex, IPU 3TOM OCHOBHOHM ajpecaT yKa3bIBaeTcsl NepBbIM, cioBo «Komus» nepen
BTOPBIM, TPETHUM, YETBEPTHIM a/IpecaTaMH He IeyaTaeTcsl.

B cocraB pexBu3uTa «AapecaT» MOKET BXOJIUThH MOYTOBBIN ajpec. DIEMEHTBI IOYTOBOIO
ajZipeca yKas3blBaIOTCS B IIOCIIEI0BATEIbHOCTH, YCTAHOBIEHHOW IyHKTOM 22 IlpaBui oka3aHus
YCIIYT TIOYTOBOM CBSI3H, YTBEpKAeHHBIX [Ipukazom Munkomcsszu Poccun ot 31.07.2014 Ne 234.

a) Ul IOPUAMYECKOro JIMLA - MOJHOE WM COKpAIleHHOE HauMEHOBaHME (IpU HAJIMYMN),
JUIS TpayKIaHUHA - (aMIUINS, UMS, OTYECTBO (IIOCIIEIHEE IPU HAIUYHH );

0) OaHKOBCKHE PEKBU3UTHI (U1 MOYTOBBIX HEPEBOJIOB, HANPABISIEMBIX HOPUIUYECKOMY
JUIY WIA IPUHUMAEMbIX OT FOPUIUYECKOI0 JIMIIA);

B) Ha3BaHUE YJIMIIbI, HOMEp JJOMa, HOMEp KBapTUPBI;

') Ha3BaHHUE HACEJIEHHOTO MyHKTa (TOpo/ia, OCeJKa | T.I1.);

1) Ha3BaHUe paiioHa;

€) Ha3BaHME PECIyOJIMKH, Kpasi, 001aCTH, aBTOHOMHOT'O OKpyra (00JacTH);

) Ha3BaHUE CTPaHbl (JUIs1 MEXKYHAPOHBIX TOYTOBBIX OTIPABICHUN);

3) IOYTOBBINA UHIEKC.

ITouToBBIN ajgpec He yKas3bIBaeTCs B JIOKyMEHTaX, HAINpaBISIEMbIX B BBICIINE OPIaHBI
BJIACTH, BBILIECTOSALIME OpPraHU3allMy, I10JIBEJOMCTBEHHbIE OpraHU3alud U IOCTOSIHHBIM
KOPPECIIOH/IEHTaM (3a UCKJIFOUEHUEM HalpaBJICHUs IIMCEM YKa3aHHBIM ajjpecaTaM B KOHBEpTax
IIPO3pAaYHBIMU OKHAMH).

IIpu oTmipaBke nucbMa 10 3JIEKTPOHHOM MouTe WK (PaKCUMUIBHOM CBsA3U (0€3 JOCBUIKH 110
[ouYTe) TMOYTOBBIM aapec He ykasbpiBaeTcs. llpu HeoOXOoAMMOCTH MOXKET ObITh yKa3aH
AIIEKTPOHHBIN ajpec (Homep TenedoHna/dakca). Hanpumep:

dObY «Hanmenosanue
OpraHu3aLun»

ONEKTPOHHBIN agpec

237 Tpud yTBepKIAeHHS MOKYMEHTa IPOCTABISETCS HAa JOKYMEHTaX B IMPaBOM
BEPXHEM YTJy TIEPBOTO JIUCTA JOKyMeHTa. CTPOKM PEKBU3UTA BHIPABHUBAIOTCS 110 JIEBOMY Kparo
WJI LEHTPYIOTCS OTHOCUTEIBHO CaMOW JJIMHHOM CTPOKH.

[Ipu yTBepkieHUM JOKYMEHTAa COOCTBEHHOPYYHOU MOAMHUCHIO TOJKHOCTHOTO JIMIAa Tpud
yrBepxkaeHus: coctouT u3 cioBa «YTBEPXKJIAIO», nHaumeHOBaHUS JOJDKHOCTH JIMIIA,
YTBEP)KIAIOMIETO JOKYMEHT, €ro TOJNWCH, WHUIHAAIOB, (aMUJIUU W JaThl yTBEPKICHUS.
Hanpumep:

YTBEPXIAIO
Pextop ®I'bOY BO Actpaxanckuii IMVY
Munsapasa Poccun

Tloamuce N.0. Damuus
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Jara

[Ipy yTBepkAE€HUU [IOKyMEHTa PACHOPSIUTENBbHBIM JOKYMEHTOM Tpud YTBEpKICHUS
cocroutr w3 cnoBa «YTBEPXIEH» («YTBEPXIEHA», «YTBEPXJIEHbBl» wmu
«YTBEPXJIEHO»), corimacoBaHHOro ¢ HAaMMEHOBAaHHWEM BHJIa YTBEPKIaeMOIO JTOKYMEHTa,
Ha3BaHUs BHJIa PACHOPSIUTEIBLHOTO JOKYMEHTAa B TBOPUTEIHLHOM MaJieKe, €ro JaThl, HOMepa.
Hanpuwmep:

(Pernamenr) VYTBEPXIEH
MIPUKa30M Pexropa dI'bOY BO
Actpaxanckuii 'MY Munsapasa Poccun
oT 5 okTsa0ps 2017 r. Ne 82

(ITpaBmia) YTBEPXIEHbBI
MIPUKa30M Pekrop OI'bOY BO
Actpaxanckuit 'MY Munzapasa Poccun
ot 5 okTs10pst 2017 1. Ne 83

HpI/I YTBCPKACHUNU JOKYMCHTA KOJUICTHAJIBbHBIM, COBCIIATCIBHBIM HWJIHW HHBIM OpPraHoOM,
pelieHusT KOTOpOro (UKCHUPYIOTCS B TPOTOKOJIE, B TpU(E YTBEPKACHUS YKa3bIBACTCS,
HaMMEHOBAaHME OpraHa, JaTa ¥ HOMEp MPOTOKoja (B ckoOkax). Hampumep:

(ITonoxenmue) YTBEPXJIEHO
JIOKaJIbHBIM 3THYECKUM KOMHTETOM
OI'bOY  BO AcTtpaxaHCKuii My
MunsnpaBa Poccun
(mpotokoi ot 12.09.2017 Ne 12)

2.38 3aronoBOK K TEKCTY - KpaTKoe cojep KaHne JOKyMeHTa. Eciu 3arojoBOK K TEKCTY
OTBEYAaeT Ha BOIMPOC «O uYeM?», OH HauuHaercs ¢ mpemiora «O» («O6»). Ecnm 3aromoBok K
TEKCTY OTBEUYAET Ha BOMPOC «Uero?», OH COCTABISAET OJHO IEJI0€ C HA3BaHHEM BHJIa JOKYMEHTA.
Hanpuwmep:

npukas (o yem?) 0 CO3JaHUM aTTECTAIIHOHHON KOMUCCUU

UcbMoO (0 yeM?) 0 mpeocTaBIeHUH HH(OpMaLIUK

aKT (uero?) mpuema-mnepeaayu aein

MPOTOKOJI (4ero?) 3aceanust SKCIIePTHON KOMUCCUH

3aronoBOK K TEKCTY O(OpMIIseTcs MOJA PeKBU3UTAMU OJIaHKa ClieBa, OT TPaHUIIBI JIEBOTO
TOJISI.

2.39 Tekct mOKyMEHTa COCTaBJseTCsl Ha TOCYJAapCTBEHHOM s3bike Poccuiickoit
denepanuu.

TexcT noKymMeHTa JOMKeH ObITh COCTAaBIIEH TPAMOTHO, SICHO, TIOHATHO U 110 BO3MO>KHOCTH
Kpatko. TekcT JNOKyMeHTa JIOJDKEH COJIEpKaTh JTOCTOBEPHYIO M aKTyaJbHYI0 WH(OPMAIHIO,
JIOCTATOYHYIO JIJISl TIPUHSATHUS PEIICHUI WM WX UCTIONHEHUS, He JOJKEH JIOMYyCKaTh Pa3iIMuHbIX
TOJKOBAHUU.

B TekcTte nokyMeHTa, MOJArOTOBIEHHOM HAa OCHOBAHHWU 3aKOHOAATEIHHBIX WM HMHBIX
HOPMAaTUBHBIX TIPAaBOBBIX AaKTOB, paHEe W3JaHHBIX PACHOPSAUTEIBHBIX JTOKYMEHTOB,
YKa3bIBAIOTCS UX PEKBU3UTHI:

HAaMEHOBaHME JOKYMEHTa, HAaWMCHOBAaHWE OpraHa BiIacTH (OpraHU3aINH),
U3JIaBIIero(eil) TOKyMEHT, JaTa JOKYMEHTa, PEeTUCTPAIlMOHHBII HOMEp IOKYMEHTa, 3ar0JIOBOK K
TEKCTY;
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HAaUMEHOBAHHME OPTraHU3allMU WJIH JOJDKHOCTHOTO JIMIIA, YTBEPIMBIIETO JOKYMEHT, JaTa
YTBEPKACHUS IOKYMEHTA.

TekcT JOKyMEHTa MOXKET COAEpKaTh pa3felibl, NOJpa3feibl, MYHKTbI, MOIIYHKTHI,
HyMepyeMble apaOCKuMu IudpaMu. YpoBHEH pyOpHKalMM TEKCTa HE JOJDKHO OBITh Oosee
YeThIpeX.

TekcT noKymMeHTa u3naraercs:

B MpPUKAa3aX, W3JAHHBIX €JIMHOJIMYHO, - OT MEPBOr0 JHUIA €AMHCTBEHHOTO uucia (...
NPUKA3bIBAIOY);

B [IPUKa3ax, U3JaHHBIX COBMECTHO JIBYMs MJIU 0OJI€e OpraHu3alusIMHy, - OT IEPBOIO JHUlla
MHOYKECTBEHHOT'0 YHCa («... IPUKA3bIBACM);

B MPOTOKOJIAX 3aCEIaHUi - OT TPEThero Jmia MHoxecTBeHHOro uncia («CJIIYITAJIN,
«BBICTYIIUJIN», «[TOCTAHOBUJIN» unu «PEILNIINY);

B JICTIOBBIX MHUCHhMax, opopmiieHHBbIX Ha Omankax ®PI'BOY BO Acrtpaxanckuit [MY
Munszapasa Poccuu, - OT mepBoro Jvia MHOXKECTBEHHOTO 4YHcla (IIPOCUM, HaIlpaBIIseM,
npejiaraéM) Wid OT TPEThEro JMIA €IMHCTBEHHOTO 4Yucia («yHUBEPCUTET HE BO3PAXKAET...»,
«YHHUBEPCUTET CYMTACT BO3MOXKHBIM...»);

B JICJIOBBIX NMHCHbMaX, OGOPMIIEHHBIX Ha JTOJDKHOCTHBIX OJIaHKaX, - OT MEPBOTO JIHMIIA
€IMHCTBEHHOTO YHCITA (KIIPOIIY ...», «IIPEJIATaIo0 ...»);

B JIOKJIQJHBIX M CIIY>)KEOHBIX 3alMCKaX, 3asBJICHUSX - OT MEPBOrO JIULA €IUHCTBEHHOTO
qUCIIa (KIIPOIIY ...», «CYUTAI HEOOXOIUMBIM ...»);

B JIOKYMEHTAaX, YCTaHABIMBAIOINX (QYHKIUH (00S3aHHOCTH), MpaBa U OTBETCTBEHHOCTH
CTPYKTYPHBIX MOJpa3ieieHui, paOOTHUKOB (TOJOXKEHHE, MHCTPYKIUS), a TAKXKE COIECPIKAIIUX
ONKMCAHUE CHUTYyallMii, aHaim3 (AKTOB W BBIBOABI (aKT, CIpaBKa), HCIOJIB3yeTcs Qopma
U3JIOKEHUSI TEKCTa OT TPEThEro JIMIA €IMHCTBEHHOTO WM MHOXXECTBEHHOTO uucia («OoTaen
OCYLIECTBIISICT (DYHKIIUHU...», KKOMUCCHS TIPOBENIA IIPOBEPKY...»).

[Ipy moAroTOBKE TEKCTa JOKYMEHTa CIeAyeT coONMogaTh IMpaBWiia HaNHCAHUS
OUIMATEHBIX HANMCHOBAHUN, YHCTUTEILHBIX U CIMHUI] H3MEPCHHS.

B Tekcrax mokymMeHTOB ymoTpeOmstoTcs oOuienpuHaTeie a00peBUaTypsl U rpaduueckue
COKpAILEHUS.

[Ipn ykazanum B TekcTe GaMWIMM JUIA WHUIMAIBL CTaBsATCcs mocie ¢amuiuu. B
JIEJIOBBIX (CITy’K€OHBIX) MUCbMax HCIOIb3YIOTCS:

BCTYIUTENbHOE OOpallleHue:

VYBaxaewmslii rocnioguH IIpencenarens!
VYBakaemblii rocriogud Munuctp!
YBaxkaemblii rocrioguH MBaHoB!
VYBakaemas rocnioxxa [letposa!
YBaxaewmsiii MBan IletpoBuy!
VBaxaemass Auna HukonaesHa!
YBaxaemsle rocnonal

3aKIIIOYMTEIbHAs ATUKETHAsS Ppaza: «C yBaKEHUEM, ...».

HaumeHnoBaHue NOMKHOCTH B OOpalllEeHUH MUILIETCS C MPOMKUCHOM OyKBbI, B 0OpallieHnn
1o (aMWINU MHUIHAIIBI JIULA HE YKa3bIBAIOTCS.

240 Otmerka O TPUIOKCHUU COJACPKUT CBEIACHHUS O JOKYMEHTE (JIOKYMEHTax),
OpujgaraeMoM K CONPOBOAUTENBHOMY THCbMY, HHOMY HH(OPMALHUOHHO-CIIPABOYHOMY
JOKYMEHTY, WJIK O TOM, YTO JOKYMEHT SIBISI€TCS NMPUJIOKEHHEM K OCHOBHOMY JOKYMEHTY
(HOPMaTHBHOMY, PAaCIOPSIIUTEIILHOMY U HHOMY).

B comnpoBoauTenbHbIX MHCbMAaxX U JAPYTrUX HWHGOPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX
OTMETKa O NPWIOKEHUU OPOpMIISeTCS MOJ TEKCTOM OT TPAaHHULBI JIEBOTO TMOJS CIEAYIOIIUM
obpazoM:

€CJIN IIPUJIO’KEHNE Ha3BaHO B TEKCTE:
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[Tpunoxenue: Ha 2 1. B 1 3K3.
€CJIM IPUJIO’KEHHE HE Ha3BaHO B TEKCTE WIIM €CJIU MPHIIOKEHUH HECKOJIBKO:

[Tpunoxenue: 1. 1. [Tonoxxenue o0 YnpaBieHHH perMOHATBHOTO KPEAUTOBAHMS Ha S5 JI. B
1 3K3.
2. CopaBka O KaapOBOM COCTaB€ YTPAaBICHUS PETHMOHAIBLHOTO
KpeauToBaHus Ha 2 J1. B 1 3K3.

€CJIM MPUJIOKEHHE (TTPUIIOKEHUST) COpOITFOpOoBaHO(bI):

[Tpunosxenue: B 2 3K3.

[Tpunoxenue: otueT 0 HUP B 2 5Kk3.

€ClIM JTOKYMEHT, SIBJISIOLIUIICS MPUIOKEHUEM, UMEET NPUIOKEHUS C CaMOCTOSTEeNbHOU
HyMepaluen CTpaHuIL:

[Tpunoxenue: JIOTOBOP BO3ME3HOT0 oKazanus yciyr ot 05.09.2017 N 32-17/72 n
IIPUJIOKEHUS K HEMY, BCETO Ha 7 JI.

CCJIM NIMCbMO HAIIPaBJIKICTCA HECKOJIIBKUM ajipecaTaM, a AOKYMCHT-IIPUJIIOKCHHUEC TOJIBKO
IMEpBOMY aapecary:

[Ipunoxenue: Ha 3 1. B | 9K3. TOJIBKO B MEPBBIN apec.

CCJIIN MPHUIIOKCHUCM SABJIIOTCA OOKYMCHTDBI, 3allMCAHHBIC Ha (1)I/IBI/I‘~I€CKI/I 000CO0JICHHBIHN
BHCKTpOHHBIﬁ HOCHUTCIIb:

IIpunoxenue: DVD-R B 1 3k3.

[Ipn 3TOM Ha BKJIajbilIe (KOHBEPTE), B KOTOPBIM IOMEIIAETCS HOCHUTENb, YKa3bIBAIOTCS
HalMEHOBAHU JOKYMEHTOB, 3allMCAHHbBIX HA HOCUTEIb, UMEHA (aiioB, 00beM B OaliTax.

B pacnopsauTensHbIX JOKyMEHTaxX (MpUKa3ax, paclops>KeHUsX ), J0rOBOPAX, MOJIOKEHUSX,
NpaBUiIax, HHCTPYKLUHUAX M JPYrUX JOKyMEHTaX OTMETKa O TPWIOKEHUH odopmisercs
CJIEIYIOIIUM 00pa3oMm:

B TEKCTE JOKYMEHTa NpU IEpPBOM YINOMHMHAHUM JOKYMEHTA-NPUJIOXKEHUs B CKOOKax
yKa3bIBaeTCs: ... (MPHIIOKEHUE) WK ... (priioxenue 1), (mpunoxerne Ne 1);

Ha TIEPBOM JIUCTE JTOKYMEHTA-NIPUIIOKEHHSI B IPAaBOM BEPXHEM YIJIy YKa3bIBA€TCH:

[pwioxenne Ne 2

k npukazy ®I'bOY BO Acrtpaxanckuii IMY
MunznpaBa Poccun

ot 15.08.2017 Ne 112

Eciu NPpUIIOKCHUCM K  pacClopAdAUTCIIbHOMY  HTOKYMCHTY  ABJIACTCA JIOKAJIbHBIH
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HOPMATHBHBIM aKT WIM WHOW JOKYMEHT, YTBEPKIAEMbI JAaHHBIM pPaCHOPSIIUTEIbHBIM
JOKYMEHTOM, Ha IEPBOM JIUCTE INPHJIOKEHHs IMPOCTABIAETCS OTMETKa O HpuiIoxkeHuu (0e3
CCBUIKM Ha pacloOpsSIUTEIbHBIH JOKYMEHT) U TPU( YTBEP)KICHHs, B KOTOPOM YKa3bIBAIOTCS
JAaHHBIE PACHOPAJUTEIIBHOTO JIOKYMEHTa, KOTOPBIM YTBEP)KIEH JIOKYMEHT-IIPUIIOKCHHE.
Hanpuwmep:

[Tpunoxxenue Ne 1

YTBEPX/IEHO
npukazoM ®PI'bOY BO Acrpaxanckuii TMY

MunznpaBa Poccuun
ot 18.09.2017 Ne 67

241 TIpud cormacoBaHus NPOCTABISIETCS HAa JOKYMEHTE B CIIydae €ro BHEIIHETo
COIVIaCOBaHUsA (COIIACOBAaHME C OpPraHaMH BJIACTH, MHBIMH OpPraHU3ALUAMH, JOKHOCTHBIMU
JTUAMU).

I'pud cornacoBanus B 3aBUCUMOCTH OT BUAA JOKYMEHTa M OCOOEHHOCTEH ero
0hOpMIIEHUSI MOXKET ITPOCTABIISATHCS:

Ha MEepPBOM JIUCTE JOKYMEHTA (€CIM JOKYMEHT UMEET TUTYJbHBIN JIUCT, - Ha TUTYJIbHOM
J¥CTE) B JIEBOM BEPXHEM YIIIy Ha ypoBHE rpuda yTBEpKICHHS WM I0J HAaUMEHOBAaHHEM
JIOKYMEHTa OJIMkKe K HIDKHEMY T0JTIO0);

Ha TOCIICIHEM JIUCTE JOKYMEHTA T0J] TEKCTOM;

Ha JIUCTE COIJIACOBAHUS, SIBJIAIOLIEMCS HEOThEMIIEMO YacThIO JOKYMEHTA.

I'pud cormacoBanusi cocroutr u3 cioBa «COI'JTACOBAHO», momkHOoCTH nUIa, C
KOTOPBIM  COIJIacOBaH  JOKYMEHT  (BKJIOYas  HaUMEHOBAaHUWE  OpraHMu3aluu),  €ero
COOCTBEHHOPYYHOH TMOIHCH, HHUIIATIOB, ()aMIIINH, JaThl coriacoBanus. Hampumep:

COTI'JTACOBAHO

Pexrop

OI'BOY BO AcTpaxaHckuit I'My
Munsapasa Poccun

IMToamuce N.0. ®amunusg

Jara

Ecnmu cormacoBaHue OCYIIECTBIISICTCS KOJUIETHAIBHBIM, COBEIIATEIBHBIM WU WHBIM
OpraHoM, B Ipude coriacoBaHMs yKa3bIBalOTCs CBEIECHUS 00 OpraHe, COrJIacCOBaBIIEM JJOKYMEHT,
JaTe ¥ HOMepe IPOTOKOJa, B KOTOPOM 3a(UKCHPOBAHO pEIICHHE O COryiacoBaHWU. Ecmm
COIJIACOBAHUE OCYIIECTBISIETCS IMHMCbMOM, YKAa3bIBAIOTCS BMJ JIOKyMEHTa, HauMEHOBAaHUE
OpraHu3aIliy, COTJIACOBABIIEH TOKYMEHT, AaTa ¥ HoMep nuckMma. Hanpumep:

COT'JTACOBAHO

Y4eHbIM COBETOM

®I'BOY BO Acrpaxanckuiit IMY
Munzapasa Poccun (TpoTokos ot

Ne )

COI'TTACOBAHO
nuceMoM ®I'BOY BO Actpaxanckuit IMY
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Munzapasa Poccuun
oT Ne

2.42 BuyTpeHHee corjiacoBaHHe JOKyMeHTa odopmisieTcs BU30i. Busza BbIpakaeT
MHEHHE JIMLA, BU3UPYIOLIETO MPOEKT JOKYMEHTA, U BKJIIOYAET: OJKHOCTD JINLA, BU3UPYIOILEro
JOKYMEHT, TOJMHCh, paciin(poBKY IMOANUCH (MHUIMAIBI, (PaMUIHMIO) M ATy BU3UPOBAHHSL.
Hanpuwmep:

HavanpHuk ropuandeckoro otaena
[Toanuce N.O ®amunus

[ara
[Tpu HanM4MK 3aMedaHuil K TOKYMEHTY BH3Y O(POPMIISIOT CIEAYIOIUM 00pa3oMm:

3aMeuaHus IPUIAratoTCs.
HavanpHuK ropuandeckoro otaena

IHoanuce 1.0 Gamunus

[ara

B nokymenrtax, nojuinHHUKH KoTOopbiX xpaHarci B ®I'BOY BO Acrpaxanckuii MY
Munszapasa Poccun, BU3bI IPOCTaBISAIOT HA IOCIEAHEM JINCTE JOKYMEHTA IOJ MOANKCHIO, Ha
0o00opoTe MOCHEAHEro JHCTa TOJUIMHHMKA JOKYMEHTa WM Ha JIMCTE COIJIACOBaHUS
(BM3MpOBAHUs), IPUIIATaEMOM K TIOKYMEHTY.

B wucxomdmux AOKyMEHTax BHU3bl IIPOCTABILIIOTCS HA JK3EMIULIPAX JOKYMEHTOB,
MIOMEIAEMBIX B JIENO.

Mo:KeT NPUMEHSTHCS OJINCTHOE BUSUPOBAHKUE TOKYMEHTA U €70 IPHIIOKEHUH.

CornacoBaHue NPOEKTOB JIOKYMEHTOB (BHEILIHEE, BHYTPEHHEE) OCYIIECTBISETCS B
COOTBETCTBUU ¢ yHKTamu 4.1 - 4.11 HacTosel HHCTPYKITUH.

243 Tlognuch BKIIOYAeT: HAUMEHOBaHHE JOJDKHOCTH JIMLA, TOANKCHIBAIOLIETO
JIOKYMEHT, €r0 COOCTBEHHOPYUHYIO MOANNCH, MHUIHAIBI, (hamunuto. Hanpumep:

Pexrop IToanuce N.0. ®amunus

Ecnu noxyment odopmiieH He Ha OnlaHKe, B HaMMEHOBaHWE JOJKHOCTH BKIIFOYAETCS
HanMEHOBaHMWE opranu3aunu. Hanpumep:

Pexrop
®I'bOY BO ActpaxaHckuit
I'MY Munsapasa Poccuun IToanuce N.0. ®amunus

[Ipn moamwmcaHuM AOKYMEHTAa HECKOJBKUMHU JOJDKHOCTHBIMH JIMIIAMH, 3aHUMAIOIIUMHU
pa3Hoe TOJIOKEHHE, WX TMOJAMKUCH PAaCloiiararoTcsl OJHA TOJ APYrod B TMOCIEI0BATEILHOCTH,
COOTBETCTBYIOIIEH cTaTycy JoykHOcTU. Hanpumep:
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Pexrop IMoamuce 1.0. ®ammnus

I'maBHBINA OyxTantep [Toanuce N.0O. ®amunus

[Ipn nonmucaHuy AOKYMEHTa HECKOJBKHMH JIMLIAMU PAaBHBIX JOJKHOCTEH WX MOJIMUCH
pacrnoararorcs Ha oqHOM ypoBHe. Hanpumep:

IIpopexTop [Ipopektop
1o y4yeOHO-BOCTIMTATENILHON paboTe 10 HAY4YHON ¥ MHHOBAllMOHHOM pabote
[Toanuce N.0. Gamunus [Moanuce N.0. Gamunus

B AOKYMCHTAx, IMOATOTOBJICHHBIX KOMI/ICCI/IGI?I, B IOAINMUCHU YKa3bIBACTCA CTATyC JiMIla B
COCTaB€C KOMHMCCHH. HaHpHMep:

N.0. ®amunus

[Ipencenarenb kKoMuccuu [Toanuce
YeHbl KOMUCCHHT ITonnmce N.0. ®amunus
ITonnmce N.0. ®amunus

HpI/I noArnvuCaHnuM JOKYMCHTA JIMOOM, HCHOJHAKOIIUM 00s13aHHOCTH PYKOBOJIUTEIIA,
HOANUCH 0POPMIIIETCS C yKa3aHUEM CTaTyca JOJDKHOCTHOTO JIMIA B COOTBETCTBUH C MPUKA30M
(pacnopsixenuem). Hanpumep:

H.o. pexropa IToanuce N.0. ®amunus
WJIN:

Wcnonastomuii 00s13aHHOCTH
pekTopa IToanuce N.0. ®amunus

[Ipu noanucanuu TOKyMEHTa JUIOM, UMEIOUIUM MPaBO MOJIMNKUCH B CIy4ae BPEMEHHOIO
OTCYTCTBI/ISI pyKOBOI[I/ITeJ'ISI, I/ICHpaBHeHI/Iﬂ B HaMMCHOBAHUEC OOJIDKHOCTH U pacmmi)pOBKy
dbaMuIMKu MOATOTOBJICHHOTO M COTJIACOBAHHOTO MPOEKTAa JOKYMEHTa BHOCATCS OT PYKH HIIU C
HUCIIOJIB30BAHUEM COOTBCTCTByIOHII/IX ITaMIIOB. HC I[OHyCKaeTCSI CTaBUTH KOCyIO qepTy, HaAIINUCh
«3a» mepel HAMMEHOBaHUEM JOJIKHOCTH JIMIA B MOANKUCH, €CIIU JOKYMEHT MOJANMCHIBAET UHOE
JIOJDKHOCTHOE JIUIIO.

2.44. OtmeTKa 00 AJIEKTPOHHON MOJIMUCH HCTIONB3YeTCs I BU3yaau3alliy JIEKTPOHHON
IIOAITNCHU HonyaneneM )IOKYMCHTa HpI/I 06M€He 3J'I€KTpOHHI)IMI/I }IOKYMeHTaMI/I, IIOAIMMCAaHHBIMHN
YCHJIEHHOW KBATU(DHUIIMPOBAHHOMN 3NIEKTPOHHOM MOAMKCHIO.

B cooTrBeTcTBHM ¢ 3aKOHOIATEILCTBOM PoccuiickoH dbe)lepaum/ll OTMETKa 00

1 Ipuka3z MunHucTepcTBa CBSI3M U MacCOBBIX KoMMyHUKanuii Poccuiickoit @enepaunn n denepanbHoil cityx0bl 0xpaHbl Poccuiickoit
Oepeparn ot 27 wmas 2015 1. Ne 186/258 «O6 yrBepxkaeuun TpeOGoBaHHii K OpraHU3AMOHHO-TEXHHYECKOMY B3aHMOJICHCTBHUIO
rOCyJapCTBEHHBIX OPTaHOB U I'OCYAapCTBEHHBIX OpraHHM3alMi MOCPEICTBOM OOMEHa JOKYMEHTaMH B JICKTPOHHOM BHUIE» (3aperHCTPUPOBAH B
Munncrepcerse roctunnn Poccuiickoit @eneparmu 22 centsiopst 2015 r., perucrpanrnonnsiii Ne 38956).
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AIIEKTPOHHOM MOANUCH (QOPMHUPYETCSI M BU3YaTU3UPYETCS INPOTPAMMHBIMU  CPEJICTBAMH.
OtMeTka 00 SJEKTPOHHOW MOAMUCH BKItOYaeT ¢pasy «JloKyMeHT MoAnucaH 3IEKTPOHHOU
MOJMMCHIO», HOMEP CepTH(HUKATA KIIOYA IICKTPOHHOW MOIMUCH, (PaMHIIUIO, UMS, OTYECTBO
BIaJenbla cepTU(UKaTa, CPOK JCHCTBHUS cepTH(HUKATa KiIoYa dSJIEKTPOHHON MOAMUCH.
Hanpuwmep:

JIOKYMEHT HOJITMCAH
DJIEKTPOHHOU HOAINCHIO
Pekrop Ceprudukar lall1aaa000000000011 N.0. Gamuus
Bnanenen @amuimsa Mmst OtuecTBO

HeticrBurenen ¢ 01.12.2014 o 01.12.2019

[lognucanue (yTBEpKJE€HUE) JTOKYMEHTA OCYIIECTBISAECTCS B COOTBETCTBHUU C IMYHKTOM
2.43 HacTOsIIeH UHCTPYKIIUH.

2.45 Tleyath 3aBepseT MOMAIUHHOCTH MOANUCH JTOJPKHOCTHOTO JIMIIA HA JTOKYMEHTaXx,
YIOCTOBEPSIONIUX MpaBa JULl, (pUKCHPYOMMX (PaKThl, CBSI3aHHbIC ¢ (PMHAHCOBBLIMH CPEICTBAMH,
a TaKkKe Ha MHBIX JOKYMEHTaX, IpeAyCMaTpUBAIOIIMX 3aBEpEHUE IMOANUCU I€YaThlO0 B
COOTBETCTBUHU C 3aKOHOJaTeNbCTBOM Poccuiickoit denepanuu.

JoxymenTsl 3aBepstoT nedarbio ®I'BOY BO Acrtpaxanckuit [MY Munszapasa Poccun.
[lewats mpocTaBigeTcs, HE 3axBaThiBasi COOCTBEHHOPYYHOH MOANMUCH JIUIA, MOAMKCABIIETO
JOKYMEHT, WU B MecTe, o0o3HaueHHOM «MID» («Mecto neyatny).

246 Otmerka 00 MCIOJHUTENE BKIIOYACT (GaMIINIO, UM M OTYECTBO (TIPU HATUYHHU)
UCTIOJIHUTENSL, HOMep ero Tenepona. OTMeTka 00 WCHOJIHHUTENE MOXKET JONOJTHITHCS
HAUMEHOBAHMEM JIOJDKHOCTH, CTPYKTYPHOTO TOJpa3fefieHuss M DIEKTPOHHBIM  aJpecoM
ucnonauTenss. OTMeTKa 00 UCTIONHUTENE 0OPMIIETCS Ha JINLEBOM CTOPOHE IOCIEAHETO JINCTa
JIOKYMEHTa OT TPaHUIIbI JIEBOTO MOJIA WM, IPU OTCYTCTBHH MECTa, - Ha 00OPOTHOW CTOpOHE
JvcTa BHU3Y cieBa. Hampumep:

WNnwun Unes Uneuy, FOpuanueckuit otaen, FOPUCKOHCYIBT
+7 (8512) 52-15-36, llyin_lv@techno.ru

OtmeTKa 00 MCHOJHUTENE MOXKET OPOPMIISITHCS KaK HUYKHUI KOJOHTUTYJ U Me4YaTaThCs
HIpUGTOM MEHBLIETO pa3Mepa.

2.47. OT™MeTka O 3aBepeHHMH KOMUH O(OpMIISIETCS Ui TOATBEPXKIACHUS COOTBETCTBHUS
KOMHMM JOKYMEHTa (BBIMHUCKUA U3 JIOKYMEHTA) MOMJUHHHMKY JOKyMeHTa. OTMETKa O 3aBEpEeHUU
KOIHHU MPOCTABIISIETCS HA CBOOOJHOM OT TEKCTa MECTe WU, IPU OTCYTCTBUU CBOOOJHOTO MecTa
Ha JIMIEBOM CTOPOHE JOKYMEHTa, Ha O0OpOTE IOKYMEHTa M BKIIOYAeT: cI0BO «BepHO»,
HalMEHOBAHME JIOJDKHOCTH JIMIA, 3aBEPUBIIETO KOIMMHIO; €ro COOCTBEHHOPYYHYIO IOJINUCH;
pacmipoBKy NOANUCH (MHULMANBI, (aMIINIO); JaTy 3aBepeHUs] KOMUHM (BBIIUCKU U3
JIOKYMEHTA).

Ecnu xonus BeIaeTCs AJis MPEACTABIEHUS B IPYTyI0 OpraHU3alllio, OTMETKA O 3aBEpPEHUU
KOMHU JOMOJHSIETCS 3alHMChI0 O MECTe XpaHEHHs JOKYMEHTa, ¢ KOTOpPOro Obljla M3rOTOBJIEHA
korust, u 3aBepsiercs mnedatero OI'BOY BO Actpaxanckuii I'MY MunszgpaBa Poccun.
Hanpumep:

[Topnmunank noxkymenta Haxoautes B @I'BOY BO Actpaxanckuit MY Munsapasa Poccun
B aene Ne 08-05 3a 2015 1.

BepHno
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IIpopexTop o HAy4YHOM U MHHOBALIMOHHOM [Moanuce N.0O. ®amunus
pabote

[ara [Teuatn

Ha komnusix MHOroCTpaHMYHBIX JTOKYMEHTOB OTMETKAa O 3aBEPEHUU KOIIMU NPOCTABISAETCS
Ha KaXX0M JIMCTE JOKYMEHTa WM Ha IOCJIEIHEM JIMCTE MPOIIUTOrO MM CKPEIUIEHHOTO MHBIM
00pa3oM JI0OKyMEHTa. 3alMucCh O MECTE€ HAXOXACHHS IOJJIMHHMKA IPOCTABIISAETCS TOJBKO Ha
MOCJICAHEM JIUCTE JOKYMEHTA.

JUia 3aBepeHuss KOIUU JOKYMEHTAa, WM3TOTOBJIIEHHOM Ha OyMa)KHOM HOCHUTENE, MOKET
MCII0JIb30BAThCS IITAMII.

Konum  97E€KTPOHHBIX ~ JIOKyMEHTOB,  HAaNpaBiIsieMbIX 1O  HMH(OPMAIMOHHO-
TEJICKOMMYHUKAIIUOHHOM CETH, 3aBEPAIOTCA SJEKTpOHHOW moanuckio pekropa ®I'BOY BO
Actpaxanckuit ['MY MunzgpaBa Poccun wuam HMHOrO yHOJHOMOYEHHOTO UM JIMIIA H
BBICBUIAIOTCS ITOJIyYaTEII0 C CONPOBOAUTENBHBIM TUCBMOM B (POPME HJIEKTPOHHOI'O JTIOKYMEHTA.

Konuu 31eKTpOHHBIX TOKYMEHTOB Ha (YU3HYECKH 000COOIEHHBIX HOCUTEISX BBICHIIAIOTCS
HOJIYy4aTeNto ¢ COPOBOAUTENILHBIM IMCBMOM Ha OyMa)KHOM HOCHUTEJIE.

B conpoBoauTeNbHOM NUCHME K KOMUSM 3JIEKTPOHHBIX JOKYMEHTOB YKa3bIBAaeTCS:

HaMEHOBaHHE UHPOPMALMOHHON CUCTEMBI, B KOTOPOU XpaHATCS JOKYMEHTHI;

HaUMEHOBAaHMsI IOKYMEHTOB, KOIIMHM KOTOPBIX HAIPABIISAIOTCS MOJIy4aTeNto;

Ha3BaHus (ailIoB JOKYMEHTOB C yka3zaHueM gopmaToB ¢ailioB u o0bema Kaxaoro gaiiia
B OaliTax;

JlaTa U3TOTOBJICHUS U 3aBEPEHUS KOIIUHU.

I[Ipu osToM Ha ¢usndeckn 0O0OCOOJICHHOM HOCUTENE HECMBIBAEMBIM MapKepOM
ykaszbiBaercs: «IIpunoxenue Kk nMCbMy OT (aTa) «...».

Komnusi 27€KTpOHHOrO JOKYMEHTa, INpEACTaBiIEHHAas B BHUJAE JOKYMEHTa Ha OyMaKHOM
HOCHTEJIE, 3aBepsieTcsd B IOPSAJKE, YCTaHOBJIEHHOM IIpuMepHONM MHCTpYKLMEN I 3aBepeHUs
KOTIHIA TOKyMEHTOB Ha OyMa)KHOM HOCHUTEJIE, C yKa3aHHeM, B Kakoi MH(OPMAIIMOHHON cHcTeMe
XPAHUTCS DJIEKTPOHHBIN TOKYMEHT.

248 OtMmerka O TIOCTYIUIEHMM JOKYMEHTa CIY)KHT JJIsl TOITBEpXAeHUs (dakra
nocrymieHus: fokymenta B ®I'bOY BO Acrtpaxanckuit 'MY Munsapasa Poccun u Bkirodaer
JaTy MOCTYIUIEHHWS U BXOJSIIUN PETUCTPAallMOHHBIA HOMep AokyMeHTa. IIpu HeoOxomumocTu
OTMETKA O MOCTYIUIEHUN MOKET JOIOJIHATHCA YKAa3aHUEM BPEMEHM IOCTYIUIEHUS HOKYMEHTA B
yacax U MUHYTax U crocoba JOCTaBKHU JOKYMEHTA.

OTMmeTKa 0 NOCTYIUIEHNN JOKYMEHTA MOXKET ITPOCTABIIATHCS C IOMOIIBIO HITAMIIA.

2.49 Pesomonusi JOIDKHA COJEpXKAaTh yKa3aHWE [0 HCHOJHEHUIO JOKYMEHTA.
Pe3omonuss odopmisiercss Ha cBOOOJHOM MecTe pabodero mojs JOKyMEHTa, Ha OjaHke
PE30IIIOIMH UITM BHOCUTCSI HEMOCPEICTBEHHO B CUCTEMY JIEKTPOHHOTO JOKYMEHTO000pOTA.

Pezomoninst 1o/kKHA BKITIOYATh: (DaMUIIMIO, MHUIMAIBl MCIOJHUTENS (UCIIOJIHUTENEH),
MOpyYeHUE N0 JIOKYMEHTY (KOHKpPETHOE 3aJaHHe€ IO MWCIIOJHEHUIO JIOKyMEHTa WU
(bopMynMpOBKa €U PACCMOTPEHHUS JTOKYMEHTAa), MPH HEOOXOAWMOCTH - CPOK MCIIOJHEHMS,
MOATNMNCH JIMIA, BBIHECHIETO PE3OIIOLINIO, 1Ty PE30JIIOLHHN:

®amunug U.0., Gamunusg 1.0.
[Tponry MOATOTOBUTE MPEIOKCHUS

k 10.11.2017 Iloamucek

Jara

CpOK HCIIOJIHCHUA TOPYYCHHA HC OJOJDKCH YKa3bIBATHCA, €CJIM OH Ha3BaH B TCKCTC
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MOCTYIUBIIETO JOKYMEHTA U PyKOBOJUTENb HE CYUUTAET HEOOXOIUMBIM U3MEHUTH €r0 B CTOPOHY
COKpAILIEHUS UJIH SIBJII€TCS TUIIOBBIM Il JAHHOTO BUJA JOKYMEHTA.

[Ipu yka3zaHMM HECKOJIBKUX HCIIOJHUTENCH (paMuiIvs OTBETCTBEHHOTO HCIIOIHUTEIS
YKa3bIBaeTCsl EPBOM, MOAYEPKUBACTCS WIIM 0003HAYACTCSI CIIOBOM «OTB.» («OTBETCTBEHHBIIN).

2.50 OtMmeTKa O KOHTpPOJIE CBUJCTEIBCTBYET O IOCTAHOBKE JOKYMEHTa Ha KOHTPOIIb,
npoctasisercs mramnoM «KoHTposb» Ha BEpXHEM M0JIe JOKYMEHTA.

251 OrtMerka O HampaBlICHHHM TOKYMEHTa B JIEJIO OIpPEIENsieT MECTO XPaHEHUS
JIOKYMEHTa I0CjIe 3aBeplIeHUs paboThl ¢ HUM M BKIIOYAET: ciioBa «B nemno», uHaekc nena 1o
HOMEHKJIAType Jell, B KOTOpOE IOMEIAeTcsl JOKYMEHT Ha XpaHEHHE, C yKa3aHHEM Toja,
JOJDKHOCTH JIMIa, 0pOPMHUBIIET0 OTMETKY, ONHUCH, AaThl. Hanpumep:

B nemo Ne 01-18 3a 2017 1.
3aB. kadeapoii

TToamuce Jara

OTMeTKa 0 HaIlpaBJICHUU NOKYMCHTA B JCJIO MOKET AOIIOJIHATHCA KPATKUMHU CBCACHUSAMU O
XapaKTCpeC UCIIOJIHCHUA JOKYMCHTA.

II1. IToaroroBka u ogopmiieHHe OTAeJNbHBIX BUA0B JOKYMEHTOB

3.1. JloxanbHble HOpMaTuBHBIE akThl (Hanee - JIHA) ®I'BOY BO Actpaxanckuit [MY
Munszapasa Poccum uzgaroTrcss B BHIE NPaBUI, IOJOXKEHWM, HMHCTPYKLUMH, DPETIaMEHTOB,
nepevHeH, KIIacCH(PUKATOPOB U APYTUX BUIOB JOKYMEHTOB.

O6paszenr opopmiienust JIHA Ha npumepe MOJIOKEHUS O CTPYKTYPHOM IOJpa3/eieHUN
(mpusoxxenue Ne 1).

JIHA npuoOperatoT OPUAMYECKYI0 CHUJIYy IOCI€ HX YTBEpXKAeHUs (IPUHATUS) B
COOTBETCTBUU C JEHCTBYIOIIUM 3aKkoHoJaTeabcTBOM U YctaBom ®I'BOY BO ActpaxaHckuit
I'MY Munznpasa Poccun.

PykoBouTenu cTpyKTypHBIX MTO/Ipa3/ielieHuid He BIpase n3nasarh JIHA.

3.2. JIHA moryT OBITh:

MIOCTOSIHHO JIeHCTBYIOIMMU (0€3 OrpaHUYEHHUs CPOKA UX IPUMEHEHHUS);

BPEMEHHBIMU (JIEHCTBYIOIIMMHU B TEYEHUE YKA3aHHOTO B HUX CPOKA WJIM J0 HACTYIUICHUS
OTIPEICIEHHOTO COOBITHS).

3.3. OcHoBanueMm s usganus JIHA asisrores:

3aKOHOJIATENIbHBIE W HHBIC HOPMAaTUBHBIE IIpaBOBbIE akThl Poccuiickon ®Penepanuun
(ykazel u pacnopsbkenust Ilpesugenta Poccuiickoit  ®enepaunu, MOCTaHOBIEHUS U
pacnopstkenust [IpaButensctBa Poccuiickoit @enepanuu, akThl (¢eAepalbHbIX OpPraHOB
UCTIOJIHUTENILHON BJIACTH);

3aKOHOJATeNbHbIE aKThl cyObekTa Poccuiickoit denepanny, HOpMaTUBHBIE MPABOBBIE
aKThl OPraHOB rOCyIapCTBEHHOM BiacT cyObekTa Poccuiickoit @eneparuy;

panee uznanusie B ®I'BOY BO Acrtpaxanckuit 'MY Munsnpasa Poccun JIHA w/unu
pPacnoOpsAIUTEIbHBIE JOKYMEHTHI.

3.4. JIHA u3garotcst B LENISAX:

YCTAQHOBJICHUS HOpPM, TpeOOBaHMU, MPaBWJI B OTHOIIEHUHM IpeIMeTa HOPMAaTHBHOIO
pEryJIMpOBaHMs, paHee He sBIABIIEMCcA mpeameTroMm peryiaupoBanus B PI'BOY BO
Acrtpaxanckuit 'MY Munsnpasa Poccuu;

W3MEHEHHUs CYIIECTBYIOIIUX HOpPM, TpeOOBaHMWI, MpaBWJ, YCTAHOBJIEHHBIX paHee
W3JIaHHBIMA HOPMAaTUBHBIMU IOKYMEHTaMU;

OTMEHBI paHee YCTaHOBJIEHHBIX HOPM, TpeOOBaHUI1, MPaBuUII.

3.5. IIpenniosxkenue o pazpadotke nmpoekta JIHA BHOCHTCS pyKOBOAMUTENEM CTPYKTYPHOTO
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NOJIpa3/ieJIEHUs] WIX UHBIM JOJDKHOCTHBIM JIUIIOM.

3.6. JIHA pa3pabatsiBaeTcs B ciydae, €Ciu:

HUMEIOTCS BOIIPOCHI JAESTEIbHOCTH, HYKIAIOIIUICSI B HOPMATUBHOM PETYJIMPOBAaHUY;

TpeOyeTcss BHECEHUE 3HAYNTEILHOTO KOJIMYECTBa M3MEHEHU B paHee mpuHAThIN JIHA;

BBISIBJIEHO Heckosnbko JIHA, peryaupyromux CcMeXHBIE BOIPOCHI, KOTOpBIE
1eJ1ec000pa3HO 0OBEAMHUTD B OUH JOKYMEHT.

Axryanuzanus panee npuHaThix JIHA ocymectBisieTrcss uyepe3 BHECEHHME B HHUX
U3MEHEHUM.

3.7. Ilpennoxenue ¢ 0OOCHOBaHHMEM HEOOXOIUMOCTH pa3paboTku HoBoro JIHA
MPEJICTaBISIETCS PYKOBOAUTENEM CTPYKTYPHOI'O MOJAPA3ACNCHUS UM UHBIM YIOJIHOMOYEHHBIM
NOKHOCTHRIM JTUIIoM pekTopy @PI'BOY BO Actpaxanckuit IMY Munsapasa Poccun B dpopme
JOKJIaTHOM (CiTy>keOHOI1) 3aMHuCKH, B KOTOPOM U3J1araercs:

BOMPOC, TPEOYIOUINI pelIeHus, ¢ U3JI0KEHUEM OCHOBHBIX HAIIPaBIICHHH, CIIOCOOOB €ro
peleHus;

IIPOrHO3 MOCJIEICTBUIN IPUHATUS HOPMAaTUBHOT'O TOKYMEHTA;

OpraHM3alliOHHbIe, KaJpOBble, (UHAHCOBbIE, MaTepUATbHO-TEXHUYECKUE U HUHbBIC
MEPONPUITUSI, KOTOpPbIE HEOOXOAUMO OyIeT MPOBECTU B CBSI3U C NPUHATUEM HOPMATHUBHOIO
JIOKYMEHTA;

nepedyeHb paHee m3naHHbIXx JIHA, mojyexamumx OTMEHE B CBA3M C M3JAHUEM HOBOIO
HOPMAaTUBHOTO JIOKYMEHTA;

IpeIaraeMblii CpoK JUIsl pa3pabO0TKU ITPOEKTa HOPMATUBHOI'O IOKYMEHTA.

3.8. CornacoBanue npoektoB JIHA ocyuiecTBisiercs B COOTBETCTBUM € IMyHKTamu 4.1 -
4.11 nacTosiiei UHCTPYKIIUH.

3.9. JIHA, conepxaliyue HOPMBI, pErylupyroliue o00pa3oBaTeNbHbIE OTHOIICHUS
IPUHUMAIOTCS C y4eToM nojoxeHuit crateu 30 @enepasibHoro 3akona ot 29.12.2012 Ne 273-03
«0O06 ob6pazoanuu B Poccuiickoit deneparum.

3.10. Usmenenus B JIHA u ormena JIHA odopmisitoTcs B COOTBETCTBHH C YCTaBOM
OI'BOY BO Actpaxanckuit 'MY Munsapasa Poccun.

Namenenns B JIHA wu ormena JIHA, yTBepkaeHHBIE  HEMOCPEIACTBEHHO
COOCTBEHHOPYYHOH MOANHUCHI0 PEKTOPA UM MHOTO YHOJHOMOYEHHOTO UM JIOJDKHOCTHOTO JIMIIA
B Tpude yTBEp)KIEHHUS, BHOCATCS TMPUKA30M, H3/AaBAEMbIM PEKTOPOM WJIH HHBIM
YIIOJTHOMOYEHHBIM MM JTOJKHOCTHBIM JIULIOM.

3.11. B tekcte nmpukaza o0 yTBep)KJ€HUH, W3MeHeHnu uiu otMene JIHA ucnons3yrorcs
(bopMyITHPOBKH:

npu yrBepxkaeHun HoBoro JIHA: «YtBepauth (HazBanue JIHA)» wim «YTBepauTh
(na3Banue JIHA) u BBectu B neiicTBue ¢ (1ara)». Hampumep:

1. YTBepauth [losioxkeHne 0 JOKaTbHBIX HOPMAaTUBHBIX aKTaX OPraHU3ALINH,
WUJIN:

1. YtBepauts IllTatHoe pacnucanne ®I'BOY BO Acrtpaxanckuit 'MY Munzapasa
Poccun Ha 2019 rog u BBectu ero B aeiictBue ¢ 1 suBaps 2019 r. (mpumnoxxeHue).

IIpM BHECEHMM W3MEHEHM B paHee yrBepxkacHHbIN JIHA: «BHectm u3MeHeHus B
(ma3Banme JIHA). Hampumep:

1. Buectn cnepyroume wusmeHenuss B llratHoe pacnucanme Ha 2018 Tropm,
yTrBepxkaAeHHOe npuka3zoM pekropa PI'BOY BO Acrtpaxanckuit 'MY Munznpasa Poccuu ot
25 nexabps 2017 1. Ne 345: ...
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pu oTMeHe paHee yrBepxkaeHHoro JIHA: «IIpu3nars yrpatuBmmm cuiy (HazBanue JIHA),
YTBEpKIEHHOE ...». Hampumep:

4. Tlpuznare yrpatuBmUM cuiny llojoxkeHne O HEHOPMHUPOBAHHOM pabodeM JIHE,
yTBepKaeHHOoe npuka3zom pekropa PI'bOY BO Acrtpaxanckuii MY Munsnpasa Poccuu ot
15 despans 2015 1. Ne 22.

3.12. OcnoBubiMH pekBuzutamu JIHA  sBISAIOTCS: HAaMMEHOBAHHUE OpraHU3aIlUH,
HAaUMEHOBAaHME BUJA JIOKYMEHTa W 3arojlOBOK K TEKCTY, COCTAaBJISIONIME OAHO Iiesioe, rpud
YTBEPXKICHHSL, TPU( MPUHITHS, MECTO U3AHHSI JOKYMEHTA.

Ecmu npoext JIHA siBiisieTcss MHOTOCTPAHUYHBIM U K HEMY 0()OPMIISIETCS] TUTYJIbHBIN JIUCT,
YKa3aHHBIE BbIIIE PEKBU3UTHI PA3MEIAIOTCS HAa TUTYJILHOM JIMCTE.

3.13. Hudopmamus crnpaBoyHOro xapakrepa (rpaduku, cxembl, TaOIULBl, (HOPMBI
JOKYMEHTOB) oopmiisieTcst B Buze npuioxennid kK JIHA.

Ha npunoxenusix x JIHA odopmiseTcss peKBU3UT «OTMETKAa O TMPUIOKEHUH» B
COOTBETCTBUM ¢ MyHKTOM 2.40 HacToOsIIeH HHCTPYKIINH.

3.14. JIHA Bcrynaer B Cuily B CpPOK, YKa3aHHbBII B IpHKa3ze, KOTOpbIM yTBepxkaeH JIHA,
WM ¢ Aatbl yrBepxkaeHus JIHA.

3.15. Pacnopsanurenshbie aokymeHTsl ®PI'BOY BO Actpaxanckuit I'MY Munsapasa
Poccun u3narorcs B hopMe MpuKazoB U pacropsbkeHuid. Pekomenpyemsie 00pasibl ohopmiteHus
nprKasa u pacrnopsokeHus (npuaoxenus Ne 2, 3).

[Tpukasel U3AAFOTCS B HEAX 0QOPMIICHUS PEIICHHIA:

HOPMAaTUBHOTO Xxapaktepa (eciu mnpuka3zoMm yrBepxknaaercs JIHA wnm mpunumaercs
pelIeHre OpraHMu3allMOHHOTO XapakTepa, HampuMmep, MpHKa3 00 YTBEPKICHHH CTPYKTYPHI U
mrtatHoi uncieHnoctd ®I'BOY BO Acrpaxanckuit 'MY Munsapasa Poccun);

OpPraHMU3alMOHHOT0, AaJMUHUCTPATUBHOIO, B TOM YHCJE OINEPAaTUBHOIO XapakTepa I10
BOIIPOCAM OCHOBHOM JI€SITEIBHOCTH OpraHu3aliu.

3.16. IIpoexkTsl MNpUKAa30B IO OCHOBHOH JAESTEIBHOCTH TOTOBAT CTPYKTYPHbIE
noJipa3JielieHusl OpraHu3allid Ha OCHOBAaHUU MOPYYEHUN PYKOBOJICTBA JMOO B MHUIIMATUBHOM
nopsake. OTBETCTBEHHOCTh 3a KaYECTBEHHYIO IOJIOTOBKY MPOEKTa MpPHKa3a, COIJIACOBAaHUE U
npaBUiIbHOE O(OPMIIEHHE MPOEKTa HECeT PYKOBOAUTENb MOJpPA3/eNEeHUsl, KOTOPhIH TOTOBUT
MPOEKT MPHUKa3a U MPECTABISAET €r0 Ha MOANKCH.

3.17. KoHTposnb 3a NpaBUIBHOCTBIO OGOPMIIEHHUS IMPOEKTOB IMPHUKA30B OCYIIECTBIISIET
Otnen 1enonpou3BoICTBA.

3.18. IIpukassl, nuznasaemele B ®I'bOY BO Acrtpaxanckuit I'MY Munsgpasa Poccun, He
JOJKHBI TIPOTUBOPEUUTh 3aKoHoAarenbcTBY Poccuiickoit ®denepaunu, Ycrasy ®I'BOY BO
Actpaxanckuii I'MY Munzapasa Poccun, nokansHsIM HopMaTuBHbIM aktam PI'BOY BO
Actpaxanckuii 'MY Munszapasa Poccun v panee U31aHHBIM IIpUKa3aM.

3.19. Ilpuka3bl 1O OCHOBHOM AESITEIBHOCTU U3/IAK0TCS:

BO HCIIOJIHEHWE HOPMATUBHBIX IPAaBOBBIX aKTOB OPraHOB TOCYIapCTBEHHOH BIacTH U
BBIILIECTOSIIIUX OPTaHU3ALINMN;

B IEJISIX OCYIIECTBICHUS YINPABICHYECKON NEATEbHOCTH, BBITEKAIONEH U3 (PYHKIUN U
3anay ®PI'BOY BO Actpaxanckuii MY Munsapasa Poccun.

3.20. Ilpuka3pl MO OCHOBHOW JEATEIBHOCTH COCTABIAIOTCS HAa OCHOBE THIATEIBHOTO M
BCECTOPOHHETO H3YYEHHUs BOIPOCOB, TPEOYIOIIMX pa3pelieHusi, 4ToObl cojaepiKaliuecss B
IpHUKa3zax MOpY4YeHHs] ObUIM KOHKPETHBIMH, OOECIEeUMBAINChH JIOCTATOYHBIMU MaTepuaibHO-
TEXHUYECKUMU M (PMHAHCOBBIMU CPEJICTBAMHM W B JAJbHEHIIEM MCKIIOYaIl HEO0OXOAMMOCTh
KOPPEKTUPOBKU MPUHATHIX PEIIEHUI B CBSA3M C HEMOJHOTOM WM HEAOPAOOTKOM MpeabIayIIero
IIpUKa3a.

3.21. Ilpukaszst ®I'BOY BO Actpaxanckuii MY Munznpasa Poccun odopmisitoTcs: Ha
OnmaHKe TpHKa3a C HUCMOJb30BAHUEM  CIEAYIOUIMX  PEKBU3UTOB: JlaTa JOKYMEHTa,
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pPETUCTPAIlMOHHBI HOMEp [OKYMEHTa, 3arojloBOK K TEKCTy, TeKCT, mnoanuch. [lara u
pErucTpalMoOHHbII HOMEpP NMPHKa3a MPOCTaBIAIOTCS MOCIE NOAINMCAHUS PUKa3a PEKTopa.

3.22. 3aroyoBOK K IIpHKa3y II€YaTaeTCsl 4Yepe3 OJMH MEKCTPOUHBIM HHTEpBal IOJ
peKBU3UTAMU OJIaHKa ceBa OT IPaHUIIbI JIEBOrO 1oJis. Touka B KOHIIE 3ar0JI0BKAa HE CTaBUTCH.
3aroyioBoK K mpukaszy (GopMyiaHpyeTrcs ¢ mpempioroM «o» («o0»), KpaTKO M TOYHO OTpaKast
coJiepKaHue TekcTa npukasa. Hanpumep:

06 ytBepxxkaennn MHCTpYKIUH 110 1EIOTPOU3BOCTBY;

O co31aHUN KOMUCCHH.

3.23. Tekct mpuKa3za COCTOMT U3 JBYX 4YacTed: 0OOCHOBaHHS (IpeaMOyibl) |
pacriopsauTenbHOl 4actu. B 00OCHOBaHMM yKa3blBaeTCsl OCHOBAHME, NPUYMHA WU LEJNb
u3aanusa 1okymenTa. Hanpumep:

B cootBercTBUM ¢ npuka3oM MuHHCTEpPCTBA CBSA3M U MAacCOBBIX KOMMYHHMKaUuil oT 25
nexabpst 2014 . Ne 1494 «O6 yrBepxaeHuu [IpaBun oOMeHa JOKyMEHTaMHU B 3JICKTPOHHOM
BUJIC TIPU OpPTaHU3AMH HH(POPMALIMOHHOTO B3aUMOACHCTBHS ...

B OeJsixX OpraHv3ali U IMPOBCACHUA pa60TBI Mo 3KCHEpPTU3C LHCHHOCTU AOKYMCHTOB,
06p213y}OH_II/IXCH B ACATCIIbHOCTU OpraHU3alluu, U 0T60py ux il nepeaadu Ha XpaHCHUC B
ApPXUB Oprain3alii U K YHUYTOKCHUIO ...

3.24. PacnopsauTenpHas 4acTh MpUKa3a HAYMHAETCS CIOBOM «IIPUKA3bIBAI0», KOTOPOE
ME€YaTACTCs] CTPOUHBIMH OyKBaMU BPa3psaKy.

PacniopsinuTensHast 4acTh MOXKET COJIEPIKATh:

pellleHrs OpraHM3allOHHOTO Xapakrtepa (yTBEpAHTb, CO3/aTh, MPeoOpPa3oBaTh,
JMKBUAAPOBATH, IPU3HATH YTPATUBIIAM CHITY);

KOHKpPETHBIE MOpPYYEHHUs C YKa3aHMEM HCIIOJHUTENS (MCIONHUTENCH) U CPOKOB HX
BBITTOJIHEHHUSL.

3.25. Kaxnoe pemienne (mopydeHue) ohopMisieTcsl B MPUKa3e KaK OTICIbHBIN MyHKT.
[TyHKTHI TpUKa3a pacroyiaraloTcsi B JOTMKO-BPEMEHHOW IOCIIENOBATEIBbHOCTH U HYMEPYIOTCS
apabckumu 1mbpamu. Ecnu mopydeHue gaeTcs KOHKPETHOMY — IOJAPA3EICHUI0, €ro
HAaNMEHOBAHMWE THIIETCS IOJHOCTBIO, B CKOOKaxX YKa3bpIBAlOTCS (aMIIIUS ¥ HWHUIHAIIBI
PYKOBOJUTENS MOApa3eNeHUsl B UMEHUTENbHOM najexe. Hanpumep:

... IPUKa3bIBAIO:
1. YueOno-meromuueckomy otaeny (Pammmus M.0.) x 01.11.2017 moarotoButh u
IIPEJICTaBUTh Ha YTBEPKJCHHE IJ1aH yueOHO-MeToanueckoil padotel Ha 2018 rog.

Ecnu mopydeHue paercs KOHKPETHOMY HCIOJIHHUTENIO, €ro JODKHOCTh U (haMumus
yKa3bIBalOTCA 0e3 CkoOOK B IaTtenbHOM nazaexe. Hampumep:

2. T'maBHomy Oyxrantepy (®dammmus WM.O.) mTOATOTOBUT, W TPEJACTaBUTH Ha

paccMOTPEHHE U YTBEPKACHUE CMETY KOMAaHIMPOBOYHBIX pacxonoB Ha 2018 rox B cpok 110
30.11.2017.

[IpennuceiBaemMoe JeiicTBHE BbIpaXkaeTcs TIJIarojioM B HeompezaeneHHoM ¢opme. He
JIOMyCKAeTCsl  yNOTPeOdsITh HEKOHKPETHBbIE BBIPAKEHHUS THUIA «YCHIUTBY, «YCKOPHTBY,
«obecneyuTh B KpaTyaiIime CpoK».

Ecnu onHOMY UCTIONHUTEN0 HEOOXOAMMO NOPYYUTh HECKOJIBKO Pa3HbIX 3a/laHUil C OJTHUM
CPOKOM BBITIOJTHEHHUSI, OTBETCTBEHHBIN HCIIOHUTENb U CPOK HCIIOTHEHUSI YKa3bIBAalOTCS OJIMH pa3
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B OCHOBHOM ITyHKTE, a IIOPYYEHHUs BBIICIAIOTCS B OTACIBbHBIC NMOAIYHKTHL. Ecinu y nopydeHui
pa3sHble CPOKHM MCIIOJHEHHs, CPOKH YKa3bIBAIOTCS HE B OCHOBHOM IIyHKTE, a B KaXJOM
IIOAITYHKTE.

Cpok HCIOJIHEHMsI AOJKEH ObITh pealbHbIM, COOTBETCTBOBaTh 00BEMY IPEIOIaraeMbIX
pabot. Ilpum ycTaHOBIEHMHM CcpoOKa CIEAYET YYMTHIBaTh BpEMs JOBEIEHUS JIOKyMEHTa 10
KOHKPETHBIX HCIIOJIHUTEIICH.

Cpok HCIONHEHHS B IYHKTaX pACIOPAIUTENBHONM 4YacTU IpUKa3a HE YKa3bIBaeTCs B
CIIy4asiX, €CJIM JECUCTBUSA HOCAT PETYJSPHBIM XapaKTep U UX BBIIOJIHEHHUE NPEANMCHIBAETCS Ha
BECh IIEpUOJI IeHCTBUSA NprKa3a. KonnuecTBoO UCHIOTHUTENEH 110 KaKIOMY ITYHKTY (IOJIYHKTY)
He orpaHn4yuBaeTcs. OTBETCTBEHHBIM HCIIOJHUTEND YKA3bIBAETCS IIEPBBIM.

Ecnu npuka3 OTMEHSET MOJTHOCTBIO MJIM YaCTUYHO PaHEe U3JaHHbIE JOKYMEHTHI 110 TOMY
e BOIPOCY, TO B IIPEANOCIETHEM IIYHKTE NPHKa3a HEOOXOAUMO UX HNEPEeYUCIUTh C yKa3aHUEM
HaVMEHOBAHMs JOKYMEHTAa, €ro JaThl, HOMepa, 3arojaoska. Hampumep:

[Ipu3Hath yTpaTUBIIMM CHIIy TpHKa3 opraHu3anuu oT 5 aBrycta 2010 r. Ne 175 «O0
YTBEPKACHUH DKCIEPTHON KOMUCCHUU OPTaHU3AIHH.

HOCJIGI[HI/If/'I IIYHKT IIPHKa3a - IIYHKT O KOHTPOJIC, B HCM YKa3bIBAIOTCA AOJUKHOCTH JIMIIA,
OTBCTCTBCHHOI'O 3a UCIIOJIHCHUC NOKYMCHTA B LICJIOM, €T'O (1)aMI/IJ'II/I$[ W MHHUIIUAJIBI. HaHpHMep:

3. KoHTponp 3a HCIONHEHHWEM NpHKa3a BO3JIAaraeTcsi Ha MPOPEKTOpa MO Y4eOHO-
BocnuTarenbHou padote @amunus 1.0.

B oTnenbHBIX ciydasx peKTop MOKET OCTaBHTh KOHTPOJIb 33 COOOIA:
KoHTpo:b 32 nCTIoHEeHHeM pUKa3a OCTaBIISAI0 32 COOOI.

3.26. He Bkitoyaercs B TeKCT mpuka3a NyHKT «[Ipuka3 noBectu 10 CBEACHHUS ... ».

ITonpa3nenenuss U JOJKHOCTHBIE JIMLA, JO CBEJCHHMS KOTOPHIX HEOOXOIMMO JOBECTH
NpHUKa3, MEpPEeUuCHsIoTCs B yKazarene (JIMCTe, CIMCKE) pacChUIKM, KOTOPBIM TOTOBUTCS
UCTIOJIHUTENIEM U MOKET 0(OPMIIATHCSI HA 0OOPOTHON CTOPOHE MOCIIEIHEro JIMCTa MPUKa3a.

3.27. B npukasax He JOIMyCKaeTCsl:

U3MEHEHHE paHEE YCTAHOBIIEHHBIX CpPOKOB BBIIIOJIHEHHS 3aJaHUl B CTOPOHY HX
YBEJIUYEHUS;

IIPUMEHEHHE MPOU3BOJIBHBIX COKPAICHUH WJIM UCKA)KEHNE HAUMEHOBAHUM CTPYKTYPHBIX
MOJpa3/IeICHU OpraHu3alrid, MOJBEIOMCTBEHHBIX OPraHU3ALMI-UCIIOTHUTEIIEH;

IPUMEHEHHE TPOU3BOJBHBIX (HE OOILENPUHATHIX) TEXHUUYECKHX M JPYTrUX TEPMHHOB,
COKpAILEHHBIX CJIOB 1 HAUMEHOBaHUII.

3.28. Ilpn HaimMuuM NPWIOKEHWH B TEKCTE€ IPHUKa3a B COOTBETCTBYIOUIMX ITyHKTax
pactopsIIUTEeIbHOM YacTH AIOTCS OTCBUIKH: ... (mpriioxenue Ne 1); ... (mpuinoxkenue Ne 2); ...
«COTJIACHO MPUJIOKEHHIO», Ha IPUIIOKEHUU 0(hOPMIIIETCS] OTMETKA O MPHUIIOKEHHUHU:

[Tpunoxxenue Ne 1

k npukazy PI'BOY BO AcrtpaxaHckuii
I'MY Munzapasa Poccun

ot 12.11.2017 Ne 215

N3nanne BMECTE C NMPUKA30M IPWIOKEHUM, HE YIMOMSHYTBIX B TEKCTE€ JOKYMEHTA, HE
JIOITyCKaeTCsl.
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Ecim  nOKyMeHT, yTBEpKIEHHBIM IIPUKA30M, BIIOCICACTBUM JCUCTBYET B BHJIE
CaMOCTOSTENIBHOIO JOKYMEHTa, Ha II€pBOM JIUCTE€ JOKYMEHTa B BEPXHEM IIPaBOM YLy
MPOCTaBISIETCS TPUQ yTBEPKACHUS (IPH HEOOXOAUMOCTH, - C YKa3aHHEM HOMEpPA MPUIIOKCHHS ),
Harpumep:

NucTpykius YTBEPXJIEHA
npukazom ®I'BOY BO Actpaxanckuit IMY

Munspasa Poccun
o1 22.01.2017 Ne 5

3.29. PacrnopspkeHust OGOPMIIAIOTCS IO TEM JKE€ INpaBWIaM, 4YTO M TPUKa3bl, 3a
UCKITIOYCHHEM TOTO, YTO B KOHIC MpeamOyIlibl CTaBUTCS JBOCTOYHE, IOCIE Yero CICAYIOT
MYHKTBI pacropsIuTeNbHON YacTu. Hanpumep:

B nenax ucnonuenus npukaza @I'bOY BO Acrpaxanckuit MY Munznpasa Poccun ot
22 aBrycta 2017 r. «O06 opranu3anuu U IPOBEACHHH ...»!
1. PykoBoaurensam ynpaiaeHHH, oTAenoB B cpok 10 10 centsOps 2017 r. nmpeactaBuTh

CBOHU IIPCAJIOKCHUS O ...
2. ...

PacrniopsixeHust MOryT HE UMETh ITpeaMOyJIbI.

3.30. lo mpencTaBieHus Ha MOJAMUCH TPOEKT MpHKa3a (pacropsiKEeHHsI) COTTIAaCOBBIBACTCS C
3aMHTEPECOBAHHBIMU JIMLIAMU B COOTBETCTBUHU ¢ MyHKTamu 4.1 - 4.11 HacTosiel UHCTPYKIIMH.

3.31. IIpuka3 moANMUCHIBAET PEKTOP WU JIHIIO, UCTIONHSIOIIEE €ro 00sS3aHHOCTH.

PacnopspkeHue momuchIBaeTCs PEKTOPOM /UM WHBIMU YIIOJTHOMOYEHHBIMH UM JIUI[AMH.

3.32. Konuu mnpukazoB (pacmnopspkeHUR) pacchUIalOTCsl B COOTBETCTBUU C yKaszaTelem
(JIUCTOM, CTUCKOM) PACCHLIKH.

DneKTpoHHAas KOMUs MpUKa3a pa3MellaeTcs B COOTBETCTBYoIIeH 6a3e nanubix CO/I.

3.33. Ilpu odopmiileHnH npuKasza, i3[aBaéMoOro COBMECTHO C IPYTod OpraHu3aIuei:

OJ1aHK HE UCTOJIb3yeTCs;

HAaMMEHOBAaHMSI OpraHu3alrii IeYaTalTCs Ha OJJHOM YPOBHE;

HauMmeHoBaHue Buaa fokymenTa (IIPMKA3) pacnonaraercs no ueHrpy.

JlaToli COBMECTHOTO IpHKa3a SBISIETCA JlaTa MPOCTaBICHMsI MOCIEIHEN MOANKUCH Ha
JIOKyMEHTE. PermcrpaniioHHBI HOMEpP COBMECTHOIO IPHKa3a COCTOMT M3 PEruMCcTPalMOHHBIX
HOMEpOB, NMPHUCBOCHHBIX KaXJAOW M3 OpraHM3allMi W MPOCTABISEMBIX Yepe3 KOCYI0 YepTy B
NOPSIIKE yKa3aHUsl OPraHU3alMi - aBTOPOB TIOKYMEHTA.

TekcT COBMECTHOrO MpuHKasa H3Jaraercs OT IEpPBOro JHIla MHOXKECTBEHHOTO 4HCia
(«mpuka3biBaeM»), MOAMUCH PYKOBOAWTENICH OpraHM3allfii pacroyiararoTcsi Ha OJHOM YPOBHE
CJIeBa U CIpaBa.

3.34. JledaTenbHOCTh IO COBMECTHOH BBIpaOOTKE pEIIeHHH Ha 3aceJaHusX COBETOB,
KOMUCCHI, COBEIIaHUAX 0(pOpMIIIETCS TPOTOKOJIAMHU.

IIpoTokon cocraBisieTcss Ha OCHOBaHMM JUKTO(GOHHBIX (PYKOMMCHBIX) 3amMCeH,
MIPOM3BEIEHHBIX BO BpeMsl 3aceJaHusi, MPEICTaBICHHBIX TE3WCOB JOKIAJ0B U BBICTYIUICHUH,
CIIPABOK, TPOEKTOB PELIEHUN (IOCTAHOBIECHUM).

[Iporokon opopmiisieTcs B T€UEHHE OJHOTO - TPEX AHEH IMociie MPOBEAEHHUS 3acedaHusl,
€CJIM CPOKH €r0 MOJTrOTOBKU HE OTOBOPEHBI 0C000.

3.35. PexBu3nTaMM NpOTOKOJIA SIBISFOTCS: HAMMEHOBAHWE OPraHU3alliH, HANMEHOBAHUE
BHJA JIOKYMEHTa, 3arojoBOK K TEKCTy, JaTa U MECTO 3acC€laHUs, PETUCTPALMOHHBIA HOMEp
MPOTOKOJIA, TEKCT, OJIITUCH.

3.36. 3aro0BOK K TEKCTY IIPOTOKOJIA OTBEYAET HA BOIIPOC «UEr0?» U COAEPKUT YKa3aHHUE
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NOZIpa3/ieJICHUs] WK OpraHa, JesTeIbHOCTh KOTOPOTo NpoToKoaupyerca. Hampumep:

MIPOTOKOJI 3aCeAaHMsI AaTTECTALIMOHHON KOMUCCUU

IIPOTOKOJI 3aC€AaHMsI HAYYHO-METOANYECKON KOMUCCHH.

JlaToit mpoTokouna sBisieTcs Aara 3acefanus. Ecinu 3acenanue mpoaoiiKaeTcss HECKOJIBKO
JTHEH, yKa3bIBaeTCs JaTa Hayasa 3acelaHus U 4epe3 THp - AaTa okoH4aHus: 12 - 13 mas 2019 r.

3.37. TekcTt NpoOTOKOJA JOJKEH COCTOSTh W3 JIBYX 4acTeil: BBOJHOW M OCHOBHOM. B
BBOJHOW YacCTH MPOTOKOJIA YKa3bIBAIOTCA (aMWIHH Tpeacenarens (MpeacenaTenbCTBYOMIEro);
cekperapsi; (haMUIMM YYaCTHUKOB, MPHUCYTCTBYIOIIMX Ha 3aC€JaHUU; JIUI, MPUTITANICHHBIX Ha
3aceJaHuE; MIOBECTKA JHSI.

Ecnu konmdecTBO MpUCYTCTBYIOUIMX Ha 3aceJaHUM MpEBbIIIaeT 15 denoBek, B BBOAHON
4acTW TIPOTOKOJA JIEJIaeTCsl CChbUIKA HAa CIHCOK, SBISIIOIIMNICA HEOTHEMIIEMOM YacTbiO
npoTtokoia. Hanpumep:

[IpucyrcTBoBanu: 25 4en. (CIUCOK NPUIIAraeTcs).

BBogHas yacTh NmpOTOKOJIa 3aKaHYMBAETCS IOBECTKOM IHS, COJepiKalleld IepeueHb
paccMaTpUBAaEMbIX BOINPOCOB, IEPEUUCICHHBIX B MOPAAKE HMX OOCYXKIEHHS C YyKa3aHHEM
JOKJIaTyhKa IO KaXIOMY paccMaTpuBaeMOMYy BoOOpocy. Bompocbl mMOBeCTKH — JTHS
bopmynupyrorcss ¢ npemyoroMm  «o» («o0»), MedyararoTcs OT TPaHMIBI JICBOIO TOJNS U
HYMEpYIOTCs apabCcKuMu uQpamu.

B ocHOBHO# YacTH MpOTOKOIA (UKCUPYETCS XO/1 3aCEAaHusI.

3.38. [1onHbII TPOTOKOI COACPKHUT 3aMUCH TOTO, YTO MPOUCXOUIIO BO BPEMs 3aCeIaHus,
BKJIIOYasi BONPOCHI K JIOKJIAIYUKYy, OTBETHl Ha HUX, BBICTYIUIEHUS B X0/€ 00CYKJEHUS BOIIPOCa,
pe3ynbTaThl TOJOCOBAaHUS IO BONPOCY W TPUHATHIE pelieHus. Pekomenmyemsbiii obpaszel
oopmiteHHs IOTHOTO TPOTOKOIA (TIpHioKeHue Ne 4).

Kpatkue nmpoTokombsl BeAyTCs MPU PaCCMOTPEHUU BOIPOCOB ONEPATHBHOIO XapaKTepa.
Pexomenmyemsiii oOpaser; opopmiieHusi KpaTkoro mpotokoia (npuiaoxenue Ne 5). B kpatkom
npoTokoiie (GUKCUpYeTCs TeMa OOCYKIeHHs, (pamMuiiisg JOKJIaT4hKa MO BONPOCY U MPHUHSTHIC
pelIeHus.

3.39. OcHoBHasi 4acThb MOJHOIO MPOTOKOJIA COCTOMT W3 Pa3leloB, MOCBSIIEHHBIX
BOIIpOCAM  TOBECTKM [JHSA. XOJ PAacCMOTPEHHUs KaXJOro BOIPOCAa 3allUChIBAeTCS B
nocinenoBareiabHocTH: CJIYITAJIN - BBICTYIINIIN - PEHINJIN.

[TocTanoBnenue (pemieHue) B TEKCT NPOTOKOJIA BHOCHTCS TOJHOCTHIO B  TOM
(dbopmynupoBKe, KoTopasi Obula MPUHATA HA 3aC€aHUU; IPU HEOOXOAUMOCTH MPUBOJATCS UTOTH
roJI0COBaHUs: «3a - ..., IPOTUB - ..., BO3AEPKAIOCH - ... ».

3.40. TIporokon 3aceaHusl MOAMUCHIBACTCA MpejiceiaTenieM (IIpeIce1aTeNIbCTBYIOUINM) U
CEeKpeTapeM 3aceaHus, eciii HHoe He ycTaHoBieHo JIHA.

3.41. Ilpu HeoOXOAMMOCTH KOIHUHU MPOTOKOJOB MM BBIIMCKM U3 TMPOTOKOJIOB
pacchbUIalOTCsl 3aMHTEPECOBAHHBIM JIMIIAM B 3JIEKTPOHHOM BHJI€ B COOTBETCTBUU C yKa3aTesleM
PacChUIKU.

B BhInucke U3 MPOTOKOSA JOHKHBI BOCHPOM3BOAUTHCS BCE PEKBU3UTHI 3ar0JI0BOYHOMN
YacTH MPOTOKOJIA, BBOJHAS YacCTh, BOINPOC MOBECTKU JHS, IO KOTOPOMY T'OTOBUTCS BBIIHUCKA, U
TEKCT, OTPaKatoIUi 00CYX AEHHE BOIIPOCA U MIPUHATOE PEILICHUE.

3.42. llenoBoe (cimyxeOHOE) MHCbMO T'OTOBUTCS Ha OnaHke muchMa. [Ipm cocraBieHuun
nuceM oQOPMIISIIOTCS PEKBU3UTHI: aJipecar, 3arojloBOK K TEKCTY, TEKCT, MOAMHCh, OTMETKa 00
UCTIOJIHUTEIE, B HEOOXOJUMBIX ClIyyasX - OTMETKa O MpHUJIoKeHUU. PekomeHyeMblil oOpasert
oopmiteHus aenoBoro nmuckMa (nprioxenue Ne 6).

3.43. Ecnum muCbMO SBISIETCS OTBETOM Ha IMOCTYNMBLIMM 3ampoc WIKM MPOCkOy,
3aIOJIHSIETCSA PEKBU3HUT «CChUIKA HA PETUCTPALIMOHHBIA HOMEpP U J1aTy MOCTYIHUBIIETO MUChMay.

HaumenoBanue BHMJa JOKyMEHTa («IIMCHbMO») M Pa3HOBHJIHOCTh MHUCbMa (Hampumep,
«1pocb0ay», «MHPOPMAIIMOHHOEY, KCOMPOBOAUTEIHLHOEY, «3alIPOCy», «HATIOMUHAHUEY) B JIEJIOBBIX
(cayxeOHBIX) MUChbMAX HE YKa3bIBAIOTCSI.

Ecnu nuceMo HampaBnisercs aapecaTy MO 3J€KTPOHHOM mmoure wiu mo (akcy 6e3
JIOCBIIKM TIO TIOYTE, BMECTO IOYTOBOTO aJipeca YKa3bIBAaeTCs ajpec 3JIEKTPOHHOM MOYThl WU
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HOMep TenedoHa-gpakca.

3.44. JlenoBoe (cimyxeOHOE) TUCHMO JOJKHO OBITH MOCBSIIEHO OJHOMY Bompocy. Eciu
HEOOXOMMO OOpaTHTbCA B OPraHU3alMI0 OJHOBPEMEHHO IO HECKOJIBKHM BOIIPOCAM,
PEKOMEHIYEeTCSl COCTaBUTh OTAEIBHOE MUCHMO 110 KaXI0MY U3 HUX.

[TuceMo MOXKET KacaTbCs HECKOJIBKUX BOIIPOCOB, €CIIM OHU B3aUMOCBSI3aHBI.

3.45. B oqHOM TIMCBbME HE JOJIKHO OBITH O0JIee YeThIpEX aJpecaToB, MPU 3TOM OCHOBHOM
aZipecaT yKa3blBaeTCs EPBBIM, OCTAIbHBIM a/ipecaTaM MUCbMO HalpPaBISETCS ISl CBEICHUS.

[Ipn HEOOXOAUMOCTH HANpPaBUTh MUCHMO OOJBIIEMY KOJIUYECTBY aJpecaToB, TOTOBUTCS
CIIMCOK PacChUIKU, U MMCbMA PACCHUIAIOTCS 110 CIIUCKY.

3.46. Ilpu cocraBieHHH AEJIOBBIX IUCEM HCMOJIb3YETCA BCTYNMUTENIbHOE OOpalleHue u
3aKJIIOYUTEIbHAS ATUKETHAS (paza B COOTBETCTBHHU C ITYHKTOM 2.39 HACTOSIIEH MHCTPYKIIHH.

3.47. TekcT nuChbMa U3JIaraeTcs:

oT 1-ro nMua MHOKECTBEHHOI0 4HCJa («IIPOCUM ...», IPEAJIAraeM ...», «HAIIOMHHAEM
»);

oT 3-r0 JMIa EAWHCTBEHHOTO 4YHucla («IPEINpUsTHE CYUTAET BO3MOXKHBIM ...»,
«YHUBEPCHUTET HE PACIIOIaraeT BO3MOXKHOCTBIO ...»);

3.48. Ecii mmpoekT AenmoBoro (CayeOHOTro) MUChMa HANpPAaBIISETCS ajpecaTy I0 IouTe,
MPOEKT TOTOBUTCSA B ABYX ASK3EMIUIApaxX: OJUH SK3eMIUIIp odopMisieTcss Ha OiaHke, BTOPOU
AK3EMILISAP, IPEAHA3HAUEHHBIN JUIsl BUSUPOBAHUS) - HA CTAHJAPTHBIX JIUCTAaX OyMaru.

JlenoBoe (ciyxeOHOE) MHUCHMO N0 TMPEACTAaBICHUS HA TMOJMHCH JOIKHO OBITh
COIIacoBaHO (3aBU3MPOBAHO) €O BCEMHU 3aMHTEpecOBaHHbIMM Jjuuamu. CoriacoBaHue
(BU3UPOBAHUE) JEIOBBIX MUCEM MPOBOJIUTCS B COOTBETCTBHUH C myHKTamu 4.1 - 4.11 nacrosimeit
UHCTPYKLIUH.

3.49. J[lenoBoe (cnyxeOHOE) TMHCbMO TOAMHMCHIBAETCS PEKTOPOM WM  HHBIM
YIOJHOMOYEHHbIM UM JuioM. IloanucanHoe pnenoBoe (Ciiy)keOHOE) NHMCbMO IOAJIEKUT
PErUCTpalMU U OTIIPaBKe.

He gnomyckaercs oTmpaBidTh —ajapecaraM IHUCbMa, HE UMEIOLUIME JaThl U
PETrUCTPALIMOHHOTO HOMEpA.

3.50. Ilocne moanucaHusi MUCbMa W €r0 PErHMCTPAllMU 3K3EMIUISp MUChbMa C BU3aMU
3aMHTEPECOBAHHBIX JIUI] IOMEIIAETCS B JEIIO0.

3.51. AKTBI COCTaBISIOTCS HAa OCHOBE YTBEPXKICHHBIX OpraHaMH  BIIACTH
yHUGUIIPOBaHHBIX (GopM wuiaM B CcBOOOIHOW (opMe B LENIX MNOATBEPXKIEHHUS (HaKTOB,
cBs3aHHbIX ¢ jesTtenbHocThi0 PI'BOY BO  Acrtpaxanckmit ['MY MunszgpaBa Poccun.
PexoMenyembIit oOpasert oopmiieHus akta (npuiaoxenue Ne 7).

3.52. Ilpu cocTaBieHMH aKTOB MCIIOJB3YIOTCS PEKBU3UTHI: HAMMEHOBAaHUE OpraHU3alUy;
HalMEHOBaHME BUJA IOKYMEHTA; JaTa JOKYMEHTa; pEeruCTPallMOHHBIA HOMEpP JOKYMEHTa; MECTO
COCTaBJICHUS WJIM U3JaHUs TOKYMEHTA; 3ar0JIOBOK K TEKCTY; MOAMMKCH.

3.53. JlaToii akTa sBJIsIeTCS 1aTa COCTABJIEHUS aKTa U MOJIMMCAHUS €r0 COCTaBUTEISIMH.

Ecnu popmoii akta npe1yCMOTPEHO €ro YTBEPKIEHUE PYKOBOIUTENIEM OpraHU3aluy WK
UHBIM YIOJTHOMOYEHHBIM JTOJDKHOCTHBIM JIMLIOM, AaTOM aKTa sIBJISETCS J1aTa €ro YTBEpKACHUS.

3.54. B BBOAHOM YacTu akTa B UMEHUTEILHOM MaJIeKe YKa3bIBAIOTCS:

OCHOBAHHE COCTaBJICHMS akTa (JOKaJIbHbIII HOPMATHUBHBIM akT; paclopsIUTeIbHBIN
JOKYMEHT OpraHu3anuu (MpuKa3, pacrnopsbkeHue); ¢GakT Wi COObITHE, TOCIYKHUBILIEe
OCHOBAHMEM JIJIsl COCTABIICHHS AKTa);

COCTaBUTENM akTa (mepeuucisitorcss mociie cioBa «CocTaBlieH» C  yKa3aHHEM
JOJDKHOCTEH, HaMMEHOBAHUM OpraHu3alluil, €CIM COCTABUTENM SIBISIOTCS IMPEICTABUTEISIMU
JIpyroi opranuzanuu, GaMuini U HHUIIHAIIOB).

Ecnmu akT cocTaBieH KOMHUCCHEW, MepBOM ykas3blBaeTcsl (GaMHIus MpeicenaTens
KOMUCCHH, 3aT€M WICHOB KOMHCCHH B ajl(paBUTHOM MOPSIKE.

3.55. B TekcTe aKkTa u3jararoTcs e U 3a/1la4i COCTABJICHUS aKTa, CYIHOCTh, XapaKTep,
METO/Ibl ¥ CPOKH MPOJIEIaHHOM pabOThI, €€ pe3yIbTaThl.

ITpu HEOOXOIMMOCTH aKT MOKET COJIEPKATh BHIBOJIBI U PEKOMEHJAIUH.
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B 3akirounTenbHOM YacTM  aKTa  yKa3bIBAIOTCS  KOJIMYECTBO  IMOJTOTOBJICHHBIX
9K3EMIUISIPOB aKTa U MECTOHAXOKIEHUE KaXJI0ro 3k3eMIuripa. KoanuecTBo 9K3eMIUISIpOB aKTa
ONpEAENseTCs KOJUYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €r0  COCTaBICHHUH, WU
HOPMAaTUBHBIMU TpPeOOBAHUSAMH, PErVIAMEHTUPYIOIIMMU COCTABJICHHUE AKTOB KOHKPETHOM
Pa3HOBUAHOCTH.

3.56. Dx3eMIUIApbl aKTa MOJNKMCHIBAIOTCS BCEMHM WIEHAMH KOMMCCUM (€CiIM  aKT
COCTABJISIJICSI KOMUCCHEW) WM COCTaBUTENISIMH U, TIPU HEOOXOIUMOCTH, NMPHUCYTCTBOBABIIUMHU
JMLIaMHU.

IIpy noamucaHnuu akra IpeacenaresieM M 4YJeHaMHM KOMMCCHM HAaMMEHOBAaHMS MX
JOJDKHOCTEH HE YKa3bIBAIOTCS.

Ocoboe MHEHHE COCTaBHUTENS aKTa M3JIaraeTcs Ha OTJACIBHOM JIMCTE, MOAMHUCHIBACTCS U
npusaraercs K akry.

3.57. Ecnu 3akononatenscTBoM Poccuiickoit depepannu mpeyCMOTPEHO O3HAKOMIICHUE
C COJep’KaHMEeM aKTa JIMI, YIOMSHYTBIX B aKTe, I10J MOAMNUCH, HA MOCIEAHEH CTpaHMLE aAKTa
MPOCTABIISIETCST O3HAKOMUTENbHAsT Bu3a «C akTOM O3HAKOMJIEH(BI)», MPU ITOM YKa3bIBAIOTCS
HalMEHOBAHHUS JIOJDKHOCTEH, JTMYHBIE MTOJIUCH, paCIIM(pPOBKU MMOANUCEH, JaThl O3HAKOMIICHHUS.
O3HakOMJIEHME MOKET MPOU3BOJUTCS MNOJ MOANKUCH Ha JINCTE O3HAKOMIIEHHS C yKa3aHUEM
PEKBU3UTOB JOKYMEHTa, C KOTOPbIM O3HaKaMJHMBaeTcsi pPaOOTHUK. JIMCTBI O3HAKOMIIEHMS
XpaHATCSI BMECTE C MPUKa3aMu (PacropsHKEHUSIMH), KOITMSMH HOPMATHBHBIX MPABOBBIX aKTOB U
UHBIX TOKYMEHTOB, C KOTOPBIMU ObUIM O3HaKOMJIEHbI paboTHUKH (mpuioxenue Ne 2.1). Jluna,
KOTOpBIE 3HAKOMSTCS C COJIEP)KAHUEM aKTa, UMEIOT IIPaBO HE COIVIACUTHLCS C COACPKAHUEM aKTa
B IIEJIOM MJIM €ro OTAENbHBIMHU IOJOXEHUSMH, 4YTO JOJDKHO ObITh 3a()MKCHPOBAHO IHpHU
03HAKOMJIEHUHU C aKTOM.

3.58. [oknamHas  (ciayxeOHas) 3amucka  UCHOJB3YeTCsl  JUId  ONEPaTUBHOTO
MH(OPMALIMOHHOTO OOMEHa MEXAYy CTPYKTYPHBIMU THOJPA3ACICHUSIMH U PYKOBOJCTBOM
(mpunosxxerus Ne 8, 9).

3.59. OO6s3arenbHBIMU PEKBU3UTAMU JIOKJIAJHOM (CIyKeOHON) 3alMCKU SIBISIFOTCS:
HalMEHOBAHUE CTPYKTYPHOI'O MOJpa3/ieIeHUsl, HAUMEHOBAaHUE BUAA JIOKYMEHTa (IOKJIaaHas
3amnMcka, ciayxeOHas 3anmcka), 1ata, 3arojJoBOK K TEKCTY, ajpecar, TEKCT, MOIHCh.

3.60. Ilpu agpecoBaHMM JOKIATHBIX (CIY>KEOHBIX) 3allMCOK YKa3bIBAIOTCS B JAaTEIbHOM
najie’ke J0JKHOCTD JIMIA, KOTOPOMY aJpecoBaH TIOKYMEHT, (haMuius U uHunuansl. Hanpumep:

[TpopekTopy 1Mo yueOHO-BOCIIUTATENBHOM
pabore
damunna U.0.

WJIn:

PykoBouTento ymnpaBieHus
Damumusa N.0.

3.61. Jloxnanuele (cimykeOHBbIE) 3aMCKM MOTYT COCTaBJSATBHCS, paccMaTpUBaThCs W
XPaHUTHCS B TEUCHHE YCTAaHOBJIECHHOTO CPOKA UCKITIOUUTENBHO B 3JIEKTpOHHOM BHJie B CO/I.

[Ipu opranuzanuu paboThl C JOKIAJAHBIMU (CITY>KEOHBIMHU) 3alIUCKaMU B AJIEKTPOHHOM
BUJIC UCTIOJIB3YIOTCS 3JEKTPOHHbIE TA0IOHBI JTOKIATHON U CIY)KEOHON 3aIHCOK.

3.62. Tekctr noxnagHoOW (CiIy’)kKeOHOM) 3alMCKH, B 3aBUCUMOCTH OT CIIOKHOCTH
CoJiepKaHus U IPUBOJMMOM apryMeHTaIlMM, COCTOUT U3 OAHOM, IBYX MJIM TPEX yacTei:

B TIEPBOW YaCTH W3JIAararoTcsl MPUYHHBI, (aKThl MM COOBITHS, MOCTY)KUBIITUE MOBOIOM
JUISL COCTaBJICHUS IOKYMEHTA;

BO BTOPOM YacTH JaeTcs aHAJIW3 CIOXKHUBIICWCS CUTyal[Md, BO3MOXKHBIE BapHaHTHI €€
pelIeHus;

B TPEThEH YaCTH M3JIararoTCs BHIBOIBI.

27



3.63. Peructpamus AOKIaIHBIX U CIYKEOHBIX 3amHMcOK ocymecTsisiercss B COJI, mpu
orcyrctBur COJI - B OTHe€e AeI0npon3BOACTBA.

3.64. JlenoBble mMcbMa, HalpaBisieMble 3apyOekKHBbIM KOPPECHOHJAEHTaM (B TOM 4HCIE
azpecaraMm rocynapctB - OwbBIHX pecnyonuk B coctaBe CCCP), odopmisroTcs Ha OaHKe
NUChbMa OPTaHU3AINH C PEKBU3UTAMHU HAa PYCCKOM M OJTHOM U3 WHOCTPAHHBIX S3BIKOB.

3.65. [TuceMo, HampaBisieMoe 3apyOeKHOMY aJipecaTy, COCTABISIETCS HAa PYCCKOM S3bIKE,
MPOXOJMUT COTJIaCOBaHUE CO BceMu 3auHTepecoBaHHbIMU Juiamu GI'BOY BO Acrtpaxanckuii
I'MY Munsapasa Poccun, mocie yero nucbMo mepeBOIUTCS Ha OAWH U3 HHOCTPAHHBIX SI3BIKOB
(A3BIK aapecara WU aHTTIUHCKUH s3bIK) U oopMisieTcss Ha OJaHKe MUChMa, IPEAHA3HAYCHHOM
JUIS TIEPETTUCKH C 3apyOEKHBIMHU KOPPECTIOHICHTAMH.

[MommmuHuK ncbMa, O)OPMIIEHHBIA Ha OJHOM M3 MHOCTPAHHBIX SI3BIKOB, JOJDKEH OBITH
UJICHTUYEH T10 COJICPKaHUIO SK3EMIUISIPY Ha PYCCKOM SI3BIKE C BU3AMH 3aUHTEPECOBAHHBIX JIHII.

3.66. Ha mnoamuce pEKTOpy TMPEACTABIAIOTCA: SK3EMIULIp MHCbMa 3apyO0eKHOMY
KOPPECIOHIEHTY, O()OPMIICHHBIH Ha OJIaHKe, KOMUS JAaHHOTO MHChMa HA CTaHJApTHOM JIHCTE
Oymarn ¢ BHU30M HCIOJIHUTENS, OHK3EMIUIAP MUChbMa HAa PYCCKOM S3BIKE C BU3aMHU
3aMHTEPECOBAHHBIX JIUII.

3.67. Ilocne moanucaHusi MUChbMa PEKTOPOM HIT UHBIM YITOJTHOMOYEHHBIM HM JIHIIOM:

IK3EMIUISIp MUCbMa, O(OPMIICHHBIH Ha OJIaHKe, IOJNHCAHHBIA pPYKOBOJHUTEIEM U
3aperucTpupoBaHHbIi B OT/EIE JeTONpPOU3BOICTBA, HAIIPABISETCS a/Ipecary;

KOIHS TTHChMa C BH30H HMCIOJHUTENS U 3K3EMIUIIP MUCbMa, COCTABICHHBIA Ha PYCCKOM
SI3BIKE, C BU3aMU 3aMHTEPECOBAHHBIX JIAI] TIOMEIIAIOTCS B JIEIIO.

3.68. IluceMa, HampaBiseMble 3apyOCKHBIM ajapecaraM, TODKHBI UMETh PEKBU3UTHI:
ajipecar, aTa, peruCTPallMOHHbBIN HOMEp, TEKCT, O/IIIHCh.

[Tpu HEOOXOAMMOCTH MOTYT O(GOPMIIITHCS PEKBU3UTHI «CCHUIKA HAa PErHCTPAI[MOHHBIN
HOMEp M JarTy TOCTYNHMBIIETO NHCbMa» M «3arojOBOK K TEKCTy». Ha kommm mnucema,
HIOMEII[aeMOH B JIEJIO0, IOTIOJIHUTEIBHO MPOCTABIISETCS OTMETKA 00 UCTIOHUTEIE.

3.69. PexBu3ut «agpecat» ohopmisieTcsl cipasa 1oj peKBU3uTamMH OjaHka. AjnpecaToMm
IHCbMa MOYKET ObITh OPTraHU3aIMSI WM KOHKPETHOE JIUIIO.

Ecnmu nmuceMo anpecoBaHO OpraHM3alldi, CHadala JAeTcs ee HauMEHOBAaHHWE, 3aTeM -
MOYTOBBIN aJipec B MOCIEI0BATEIBHOCTH: HOMED JIOMa MJIU 3/1aHMsl, Ha3BaHHUE YJIUIbl; Ha3BaHHUE
ropoja; CTpaHa.

Kaxnplii sneMeHT ajgpeca mMiIeTcs Ha OTAEIbHOM cTpoke. Ha3Banue ropoja, Kak
NPaBUJIO, IeYaTaeTcs MPONMCHBIMEA OykBamu. Hampumep:

Brook & Son Toymakers
61 - 71 Steel Street
BRIDGETOWN

BR61 7RE

US.A.

Cnosa Avenue, Street, Place 1 unble B agpece MUIIYTCS C MPONKUCHON OYKBBHI.

IIpu odopmieHHH MOYTOBOrO ajpeca 3apyOeKHBIM KOPPECHOHICHTAM ITYHKTYaIus He
PUMEHSIETCS.

IIpu anpecoBaHMM MHCEM HEOOXOAMMO YUYUTHIBATh TPAIUIUM, XapaKTepHbIE JUIS
OTJIENbHBIX CTpaH (Hampumep, B BennkoOpuTaHuu mocie ykazaHusl TOpoa MOXKET ObITh yKa3aHO
rpagctBo, B CIIIA - Ha3BaHMe ITaTA).

Ecnu B Ha3Banum ¢upmsl npucyrctByeT pamunus nuna (Hanpumep, W. Edward & Co.,
Ltd), nepen Ha3BaHMeM (QHUPMBI MPUHATO CTaBUTH cIO0BO Messrs (cokparieHue ot Messieurs -
rocroja).

Ecnu nrcbMo azipecyercss KOHKpETHOMY JIMILY, TIepe/l Ha3BaHUEM OpTraHU3allMH YKa3bIBalOT
(baMuIHIO U JOMKHOCTh paOOTHHUKA UITH €T0 JTOJIKHOCTb.
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Hanpumep:

Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN
NE12 OLD

U.S.A.

3.70. B mmucemax 3apyOeXHBIM ajpecaraM JAata O(QOpMIISIETCS CIOBECHO-LM(PPOBHIM
CIIOCOOOM B IIOCJIEI0BATENBHOCTH: IEHb MECSLA, MECALL, TO/.

Hanpuwmep: 24 suBapsa 2017 r.

IIpu cocrtaBneHHM NHCbMa Ha AHTJIMHCKOM S3bIKE JOMYyCKaeTcs odopmieHHue IaThl B
MOCJIE0BATEIbHOCTH: TOJI, MECAIl, IeHb Mecsna. Hanpumep: 2017, January 24.

3.71. B muceMax 3apyOeKHBIM a/IpecaTtaM HCIIOJIb3YIOTCS BCTYIUTEIbHbBIE OOpAIEeHHS 110
JOJKHOCTHU Wiv 1o pamunum anpecara. Hanpumep:

YBaxaewmblil rocrioiuH Toproselil COBETHUK!

VBakxaeMbI TOCIIOIUH AHIeNIOB!

3akaH4YMBAETCS MUCHMO 3aKIOYUTEIbHON 3TUKETHOU (ppa3oil «C yBaKEHUEM, ...».

IV. CornacoBanmne npoekToB J0KYMEHTOB.
Hoanucanue (yTBep:KaeHue) NPOEKTOB JOKYMEHTOB

4.1. CornacoBaHue nIpoeKTa JOKYMEHTA IIPOBOJUTCS A0 €r0 NOAIUCAaHUS PyKOBOJUTEIEM
B LEIAX OLEHKM COOTBETCTBHs IPOEKTAa 3aKOHOMATenbCcTBY Poccuiickonn @enepanuu,
JIOKaJbHBIM HOPMATHUBHBIM aKTaM OpraHU3aliM, KayecTBa U 3¢ (EKTUBHOCTH MpEAIaracMoro
pelIeHus.

CornacoBaHue IpoekTa JOKYMEHTa OPraHU3yeTCs HENOCPEACTBEHHBIM HCIIOIHUTEIEM
(cocTaBuTeNEM) M PYKOBOJIUTENIEM IOAPA3/IEICHUS-UCIIONHUTENSI U MPOBOJUTCS B Ipenaenax
YCTaHOBJIEHHOI'O CPOKA UCIIOJHEHUS.

4.2. Tlpn wammumu COJI corjacoBaHWE IPOCKTOB JOKYMEHTOB OCYIIECTBIISCTCS B
ABTOMATU3UPOBAHHOM PEXHUME IIOCPEACTBOM HANpABICHUS IPOEKTOB JOKYMEHTOB JIMLIAM,
Ha3HAYEHHBIM B KaUE€CTBE COTJIACYIOINX, U 0POpPMIICHUS pe3yabTaToB cornacoBanus B CO/I.

4.3. CornacoBaHue MpoeKkToB AOKyMeHTOB ¢ paboTHukamu PI'BOY BO Actpaxanckuit
I'MY Munszapasa Poccun u/wnm IpyruMH OpraHU3alUsIMH OPTraHU3YeT HCIIOJIHUTENb IOCIe
COIJIACOBAaHUS B paboyeM IMOpsAIKe IpOeKTa JOKYMEHTa C PYKOBOJIUTENIEM CTPYKTYPHOTO
HOJpa3/IeIeHusl.

4.4. IIpoeKThl JOKYMEHTOB COIJIACYIOTCSI:

HENOCPEJACTBEHHBIM HCIIOIHUTENIEM U PYKOBOAUTENEM MOAPA3AeICHUSI-UCTIOTHUTES;

COUCHIOJHUTENSAMH (TIPH UX HATUYUH);

PYKOBOIUTENSAIMU  CTPYKTYPHBIX  TojpasjeneHuil, pabotHukamu OI'BOY  BO
Actpaxanckuit MY Mun3npasa Poccun, HanpaBieHUs JeSITEIbHOCTH W/WIH (QYHKIIMOHAIbHbIE
00s13aHHOCTH KOTOPBIX 3aTparMBaloTCs B MPOEKTE JOKYMEHTa W/WIM KOTOpbIE yKa3aHbl B
IIPOEKTE€ JOKYMEHTa B KauyeCTBE WCIHOJHUTENEH (B cllydae BPEMEHHOIO OTCYTCTBHS
PYKOBOAMTENS MOAPA3JIENCHUS MPOEKT JOKYMEHTa BHU3UPYET JIUIIO, BPEMEHHO HCIIOIHSIOINIEE
€ro o0s3aHHOCTH);

MIPOPEKTOpaMH, KYypUPYIOIIMMHU 3aTPOHYThIE€ B IPOEKTE JOKYMEHTa BOMNPOCHI (eciu
JOKYMEHT MOJIITMCHIBACTCS (YTBEPIKAALTCSI) PEKTOPOM);

opuaArnYecKuM oTieroM (mpoektoB JIHA, mpoekToB npukasos);

[IpoekTsl  JOKYMEHTOB, HeoOXonumble s oOecrmeueHHus JIOKyMEHTooOopoTa
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COTJIACOBBIBAIOTCS C OTACIIOM JIEJIOMPOU3BOJICTBA.

[IpoekTbl JOKYMEHTOB, peanu3anusi KOTOpbIX TpeOyeT (MHAHCOBBIX  3aTpar,
COTJIACOBBIBAIOTCS ¢ OyxranTepueil ((GMHAHCOBBIM MOAPA3ICICHHEM).

He nonyckaercs HanmpaBliTh Ha COTJIACOBAHME MPOEKT JOKYMEHTa OJHOBPEMEHHO JIBYM
i 0ojee pabOTHUKAM OJHOTO CTPYKTYPHOTO MOJpa3/ieicHus. B kauecTBe JIMII, COTIaCyIOIINUX
MPOEKT JIOKYMEHTa, JOJDKHBI BBICTYNAaTh IPEUMYILECTBEHHO PYKOBOJUTENH CTPYKTYPHBIX
IIOAPA3ACIICHUN.

4.5. BHemHee coriacoBaHue IPOEKTa JOKYMEHTAa OCYILECTBISETCS MOCPEACTBOM
HAIPABIICHUSI MPOCKTA B JPYTyI0 OPraHU3aAIUIO C COMPOBOJUTEIBHBIM MUCHMOM, B KOTOPOM
YKa3bIBAETCS CPOK COTJIACOBAHUSI.

4.6. Cpoku cOrJIacoBaHMsI JOKYMEHTOB YCTaHABJIMBAIOTCS HACTOAIICH MHCTPYKIMEH IO
JIEJIONPOU3BOJICTBY U/UITU UHBIMU JIOKAIbHBIMU HOPMATHUBHBIMU aKTaMH B 3aBUCHMOCTH OT BHJIa
JOKyMEeHTa W oObeMa JOKYMEHTa, BKJIIOYas MPHIOKEeHUs K Hemy. CpOKH COTIacoBaHUS
JIOKYMEHTOB COCTaBJISIOT:

MIPOEKTHI ICTIOBBIX (CITy)eOHBIX) THceM - 1 - 3 pabounx aHS;

MIPOCKTHI MPUKA30B 0€3 MpuIoKeHuu - 1 - 3 pabouunx aHs;

MIPOSKTHI MPUKA30B C MPIIIOKEHUSIMHU CIIPABOYHOTO Xapakrepa - 3 - 5 pabounx JHEiH;

MIPOEKTHI MMPUKA30B C MPHUIOKEHUEM JIOKATbHBIX HOPMATUBHBIX aKTOB B 3aBUCUMOCTHU OT
ux oobeMa (ae 6omee 50 crpanum) - 5 - 10 pabounx gHEIH;

MIPOCKTHI JIOKAJTLHBIX HOPMAaTUBHBIX akTOB (He Oonee 50 crpanuim) - 5 - 10 pabounx aHEH;

MIPOEKTHI TPOTOKOJIOB 3aceIaHuil (COBEIIAHUI) MPU HEOOXOUMOCTH UX COTJIACOBAHUSA, B
3aBHCHUMOCTH OT 00beMa JOKyMeHTa - 1 - 3 pabouyux qHs.

Cpokwu coryiacoBaHHs TIPOCKTOB JIOKYMCHTOB, HAIIPABIIIEMbIX Ha BHEIIHEE COTJIACOBAHHME,
HE JOJKHBI COCTaBJIATh OoJiee 30 KaJeHIapHbIX THEH.

B KOHKpETHBIX clydasix B 3aBUCHMOCTH OT COJICPKaHHS W HA3HAYCHHS JOKYMEHTa CPOK
COTJIACOBaHUSI MOKET OBITh COKpAaIleH WM YBEIMYEH II0 PEIICHUI0 PYKOBOAMTEIS,
KYPHPYIOIIET0 HAIIPABIICHUE ACSITEILHOCTH, IO KOTOPOMY TOTOBUTCS MPOCKT PEIICHHUS.

4.7. Odopmnenue pe3yibTaToB cornacoBanusi JIHA u pacnopsauTenbHBIX TOKYMEHTOB
OCYIIECCTBIISICTCS B BHJIC BH3, NPOCTABISICMBIX 3aWHTCPECOBAHHBIMU JIMIIAMH HA TOCICIHEM
JUCTE MPOEKTa JOKYMEHTA (Ha ero JIMIEBON WM 0OOOPOTHOM CTOPOHE) WM HA OTIEIHHOM JIUCTE
COTJIACOBAHMSI, SIBIISIOIIEMCS HEOThEMIIEMOH 4acThio JokymeHTa (npuitokerne Ne 10). OTMeTku
0 coryiacoBaHu# (Tpud coriacoBaHus U BU3bI) OQOPMIISIOTCS B COOTBETCTBUM C MyHKTamu 2.41,
2.42 HacTosIIel UHCTPYKIIUH.

[Ipu cornmacoBaHuM JENOBBIX (CITY)KEOHBIX) MUCEM BHU3bI IMPOCTABISAIOTCS Ha KOIUU
nuchMa (BH30BOM OSK3EMIUISIP), KOTOPBIA TOCTE MOAMMCAHUS TIOJUIMHHUKA THUChMa W €ro
perucTpaluu TOMeIaeTcs B JAeNo, WIM Ha 000poTe MOAJWHHUKA IMHUChMa, €CIH MHChbMO
HAIPABIIIETCS apecary Mo (hakcy WM JICKTPOHHOM MOUTEe. DTOT Ke IK3EMIUISAP MUChMa ITOCIIe
oTmpaBku ajpecary (mo ¢(akcy WM DIEKTPOHHOHW TOYTE B BHJE JJIEKTPOHHOW KOIWH)
MTOMEIIASTCSI B JIEO.

[TpoeKThI MPOTOKOJIOB BU3UPYIOTCS JIMIIAMH, BHICTYIABIIMMH Ha 3acelaHUU (COBEIIaHHH )
MyTeM TPOCTABJICHUS BH3BI Ha JICBOM II0JIe JIOKYMEHTA HAIMPOTHUB 3alCH BBICTYILICHUS
COOTBETCTBYIOIIETO PaOOTHHKA.

4.8. CornacoBaHue NIPOEKTOB JOKYMEHTOB MOxeT ocymiecTBiasaTees B COJI. Tlocrie
3aBepIICHHS MPOIEAYpPhI COracoBaHusl (MIPU CO3/IaHUU TOJIMHHUKA TOKyMEHTa Ha OyMaKHOM
HOCHTEJIC) JIUCT COIIacoBaHWs pacredaTsiBaeTcs w3 CDJI, mpukiambiBacTcss K MPOEKTY
JIOKYMEHTa U TMPEACTABIAETCS Ha MOJIUCH PEKTOPY (MHOMY YIIOJTHOMOYEHHOMY UM JIHILY).

CornacoBaHne BHYTPCHHHX JIOKYMEHTOB, CO3JaHHE, XpaHCHHE M WCIOJIb30BaHUE
KOTOPBIX ocyiecTBiseTcs mocpeactsom CI/1, mpooautcs B CI/] B 31EKTPOHHOM BHUJIE.

[Ipu corylacoBaHUM TPOCKTOB BHYTPEHHHX JOKYMEHTOB, CO3JIaHHBIX Ha OyMa)KHOM
HOCHTEJIE, BU3bI TPOCTABIISIFOTCS HETIOCPEICTBEHHO HA IIPOEKTE JOKYMEHTA.

4.9. Tlpu BHENIHEM COTJIACOBAHHH, TOJYYSHHOM ITHCHMOM, WJIM COTJIACOBAHUU IPOCKTA
JOKyMEHTa KOJUICTHAIbHBIM  (COBEUIaTeNbHBIM) OpraHoM ¢ (UKcalueld pemieHus o
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COIJIACOBAHUU B MPOTOKOJIE 3acCEeJaHMsI UCTIOIHUTENb 0(OPMIIIET Ha MPOEKTE TOKYMEHTa WIH B
JUCTE COTJIaCOBaHUSI TpuU(] COTIACOBAHUA B COOTBETCTBUM C IyHKTOM 2.41 HacTosmIe
uHCTpyKuuu. [lucbMa o coryiacoBaHuM (BbIMCKA W3 IPOTOKOJIA) MPHJIATalOTCSl K IPOEKTY
JIOKyMEHTA.

4.10. B xozxe coriacoBaHusi MPOEKTa JOKYMEHTa paOOTHHUK, COTJIACYIOLIUN TOKYMEHT,
IIPUHUMAET OJTHO U3 CIEAYIOIUX PEIICHUN:

COIJIACOBATh MPOEKT JOKyMEHTa 0e3 3aMe4aHui;

COIJIACOBAaTh MPOEKT JOKYMEHTA C 3aMECYaHUAMU;

OTKJIOHUTb IPOEKT IOKYMEHTA;

yKa3aTh, YTO HE UMEET OTHOIIEHUS K MPOEKTY JOKYMEHTa (paccMOTpEHHE BONpoca, 10
KOTOPOMY IPUHUMAETCS pPEIICHUE, HE BXOAUT B 00SI3aHHOCTH PAaOOTHHUKA).

Bo3zpaxkeHus mo mpoekTy mpukasza (pacrnopsKeHHs), BO3HUKAIOIUE IPU COIVIaCOBAHMUM,
u3JaraloTcs B crpaske (npuiiokerne Ne 11), koTopasi mpuiaraercst K MpoeKTy, WM BHOCUTCS B
CO/I.

Ecny mpoexkT IoKyMmMeHTa COIVIacOBaH € 3aMEYaHMsIMM, 3TO O3HAYaeT, 4YTO 3aMeuyaHus
HOCAT PEeAAKLMOHHBIM XapakTep, M IOCIe UX IPUHATHS HCIOJIHUTENIEM IPOEKT He TpedyeT
IIOBTOPHOT'O COTJIaCOBaHUS.

IIpoekT nOKyMeHTa OTKIIOHSETCS JIMLOM, COIIACYIOLIUM IOKYMEHT, B CIIydasx:

HaJIM4us CYLIECTBEHHBIX 3aMEYaHUl 110 IPOEKTY JTOKYMEHTA;

HECOIUIACHS C IPOEKTOM JTOKYMEHTA.

4.11. HecornmacoBaHHBIi HPOEKT JOKyMEHTa TpeOyeT ITOpabOTKHM MO BBICKa3aHHBIM
3aMey4aHusIM, epeoPopMIICHHS U IOBTOPHOTO COTJIACOBAHUS.

4.12. Ecnu nipu nopaboTKe MpOeKTa JOKYMEHTA HCIIOJIHUTENb IPUHUMAET PEIlEHUE HE
yUUTBIBATh 3aMeuyaHue (3ameuyaHus) Juua (JIML), Yy4YacTBOBABIIMX B  COIJIACOBaHMH,
UCIIOJIHUTEJIEM TOTOBUTCS PEECTP HEYUYTCHHBIX 3aMEYaHMM, KOTOPbII BMECTE C IPOEKTOM
JOKYMEHTa MPEICTABIIACTCA PEKTOPY UM MHOMY YIIOJTHOMOYEHHOMY UM JOJDKHOCTHOMY JIULLY,
nojanuceiBaromieMy  (yTBepikaroliemMy)  JOKYMEHT. PeecTp  HEyYTEHHBIX  3aMeuaHUM
MOJIUCHIBAETCA PYKOBOAUTENIEM CTPYKTYPHOTO ITOAPA3IEIECHUA-UCIIOIHUTEIS.

4.13. PemieHue o TOM, NpPUHMMATh WM HE IPUHUMATh HEYUYTCHHbIE 3aMEuyaHUus
IIPUHUMAET PEKTOP.

B cnyuae ecnu pekTop MpUHUMAEeT pPELICHHE O HEOOXOJMMOCTH YYeCTb 3aMeyYaHus,
OTKJIOHEHHBIE MCIIOJIHUTEIEM, UCIIOJIHUTENb 10pabaThIBaeT NMPOEKT JOKYMEHTa B COOTBETCTBUU
C BBICKa3aHHBIMU 3aMEUYaHUSIMHU.

Ecnu pekrop coriamaercs ¢ MHEHHEM MCIOJHHUTENS, OH MOJNMCHIBAET (yTBEP)KIAET)
JTIOKYMEHT.

4.14. loxymentsl, nzgaBaemsle oT umeHn PI'BOY BO Acrtpaxanckuii MY Munsgpasa
Poccun, moanuchIBaroTCS PEKTOPOM MM HMHBIMU YIOJHOMOYEHHBIMH MM JOJKHOCTHBIMU
aunaMu  (MIPOPEKTOpaMH,  PYKOBOJUTEISIMM  CTPYKTYPHBIX — HOJpA3JelieHHH, HHBIMH
JOJKHOCTHBIMHU JIMLIAMU B COOTBETCTBUU C X KOMIIETEHIIMEH, ONPEeNieMOil JOBEpEHHOCTIMU
Ha BBINIOJIHEHUE ompenencHHbix aeictBuil ot mMeHn PI'BOY BO Acrtpaxanckuii MY
MumnznpaBa Poccun, BHyTpeHHUMH HOpMaTuBHBIMU AokyMeHTamMu ®T'BOY BO Acrtpaxanckuii
I'MY Munzapasa Poccun).

4.15. OrnenbHble BHUABI BHYTPEHHUX JOKYMEHTOB (CIyXeOHble, OOBSICHUTEIbHBIE
3alMCKN) Ha UMsI PYKOBOJUTENS CTPYKTYPHOTO TOpa3AeI€HUs OANNCHIBAIOTCS NCIIOJHUTEIIEM
(cocTaBuTeneM), eciu paspeuiaeMbleé MPH 3TOM BOMPOCH HE BBIXOAAT 3a MPENENbl €ro
KOMIIETEHIIUH.

4.16. JIokyMeHTbI, HaNpaBJIIeMbI€ B BBICIIME OpraHbl TOCYJAPCTBEHHOMN BJIACTH, HA UMs
HEepPBbIX pyKoOBojauTeNneil (eaepalbHBIX OpPraHOB HCIOJIHUTENBHOW BIIACTH, PYKOBOAWTENIEH
cyonekToB Poccuiickoit denepannn u 3apy0eXHBIX TOCYAAPCTB, MOAMUCHIBAIOTCS PEKTOPOM HIIH
JIMIIOM, UCTIOJHSIOIINM €r0 00s13aHHOCTH.

4.17. JIoKyMeHTBI, HampaBis€Mble B CTOPOHHHE OpraHMW3alWH, IOJIUCHIBAOTCS
peKTopoM, MHBIMU JOLKHOCTHBIME Jmuamu PI'BOY BO Acrtpaxanckuii I'MY Munsgpasa
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Poccun B cOOTBETCTBUM € IPEOCTABIEHHBIMUA UM TIOJTHOMOYMSIMH.

4.18. JIoKyMEHT MOIIUCHIBACTCA JBYMS WM OoJiee JIMIIAaMH, €CIH 3a COJep)KaHhe
JOKYMEHTa HECYT OTBETCTBEHHOCTh HECKOJBKO PAaOOTHHMKOB (JOKYMEHTBI, HOJTrOTOBJICHHBIC
HECKOJIbKUMH MOApa3ieIeHUsIMU, pabouell Tpymnioi, kKoMuccuei).

4.19. IlonmuceiBaercsd, Kak IpaBWIO, OAMH OJK3eMIUIAp JA0KymMeHTa. COBMECTHBIH
JOKYMEHT IMOJINHUCHIBACTCSI B KOJMYECTBE, COOTBETCTBYIOIEM KOJIMYECTBY OpraHU3alIMiA,
CO3/aBILHUX JIOKYMEHT.

[Ipu HanpaBneHUN MUChMA WM BHYTPEHHETO MH(GOPMAIIMOHHO-CIIPABOYHOTO JOKYMEHTA
HECKOJIBKUM afpecaTaM (HEe Oosiee YeThIpeX) TMOANMUCHIBACTCS KaXAbI OTIpaBIIsIeMBbIid
9K3EMILIP JOKYMEHTA.

4.20. Ionnmuce Ha AOKyMEHTE OQOpPMIISiETCS B COOTBETCTBUM ¢ MyHKTamu 2.43, 2.44
HACTOALIEH UHCTPYKIIMH.

4.21. YTBepxxaeHUE TOKyMEHTA IPOU3BOIUTCS:

HEMOCPEACTBEHHO PEKTOPOM - MPOCTaBICHHEM COOCTBEHHOPYYHOH moAamnucu B rpude
YTBEPKACHMUS;

npukazom ®I'BOY BO Acrtpaxanckuit MY Munzapasa Poccuu.

4.22. YTBepkJat0TCs IPaBUIIA, MOJOKEHUS, MHCTPYKIMH, PETJIaMEHTbI, HEKOTOPbIE BUbI
aKTOB, IUIaHBI, MPOTPaMMbl W JPYIHE€ JIOKYMEHTBHI, YCTAaHABIMBAIOUIME HOPMBI W/UIU
paccuMTaHHBIC HA JUTMTENIbHOE pUMeHeHue (npuiiokenne Ne 12).

Odopmnenne rpuda yTBEpKIEHUS NPOU3BOIAUTCS B COOTBETCTBHH C IyHKTOM 2.37
HACTOAILEH UHCTPYKLIHUH.

4.23. llognuch peKTopa WM WHOTO YIOJIHOMOYEHHOTO WM JHIla Ha JOKYMEHTaX,
TpeOyIOIMX 0COO0ro yIOCTOBEPEHMSI UMX IMOJJUHHOCTH, a TAKXKE HAa KONHUSAX JAOKYMEHTOB U
BBIMTUCKAX U3 JJOKYMEHTOB 3aBepsieTcs neyaThio (mpuiiokenne Ne 13).

[leyatp Ha NOKyMEHTE MPOCTABISAETCS B COOTBETCTBUM C IYHKTOM 2.45 Hacrosuieu
UHCTPYKLHUU.

V. Opranuzanusi J0KyMeHT0000poTa

5.1. IokyMEeHTOOOOpOT BKJIIOYAET BCIO MTOCIIEA0BATENLHOCTD MIEPEMEILIEHUH TOKYMEHTOB,
a TaK)Ke OIepalyy, COBEpPIIAEMbIE C JOKYMEHTAaMHU B IPOLECCE MX CO3JaHUS U HCIOJHEHUS
(monydyeHue, OTOpaBKa, MPEIBAPUTEILHOE PACCMOTPEHUE, PETUCTPALUsS, PACCMOTPEHHE
PYKOBOJUTEIIEM).

5.2. llens opraHuzanuu JTOKYMEHTOOOOpPOTa - 0OECIeYeHHE CBOEBPEMEHHOTO MPUHSITHS
YIpaBJIEHYECKUX pEIIEHUH M WX HUCHOJHEHHUs. 3agada JIOKyMEHTOOOOpOoTa - OpraHHu30BaTh
JBUKEHHE JOKYMEHTOB [0 HaUMEHee KOPOTKOMY IYTH ¢ MUHHMMAaJIbHBIMU 3aTpaTaMu TpyJa U
BpPEMEHH, B YCJOBHUAX JIEKTPOHHOTO JOKYMEHTO000pOTa - 00ecneunTh AOCTYH K JTOKYMEHTaM
nosib3oBareasiM COJ] B COOTBETCTBHM € IIPEIOCTABIEHHBIMUA UM IIPABAMH.

5.3. B ycnoBusax npumeneHus COJ] ncnosb3yroTcsi 3J€KTPOHHBIE JOKYMEHTHI, & TaKKe
AIIEKTPOHHBIE KOIMH JIOKYMEHTOB, IOJyUYE€HHBIE B pe3y/IbTaTe€ CKaHWPOBAHUS JIOKYMEHTOB Ha
oymaxknom Hocutene. Joxkymentst ®I'BOY BO Actpaxanckuit 'MY Munsnpasa Poccun,
UMEIOLINEe BPEMEHHbIE CpPOKM XpaHeHus (1o 10 JeT BKIIOYUTENBHO) MOTYT CO3JaBaThCs,
XPaHUTBCA U UCIIOJIb30BaThCS UCKITIOUUTENHHO B POPME JIEKTPOHHBIX TOKYMEHTOB.

[lepeueHb NOKYMEHTOB, CO3/1aBA€MbIX, XPAHUMBIX M HCIIOJIb3YEMBIX HCKIIOUYUTEIHHO B
(bopMe MEKTPOHHBIX TOKYMEHTOB, YTBEPKIAETCS PEKTOPOM.

54. Oprammsanus  JBWKEHHMS  JOKYMEHTOB B YCIOBHMSX  DJIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa OCYILECTBIISCTCSI B COOTBETCTBUU C PErIaMEHTHPOBAHHBIMHU MapILpYyTaMH,
pa3pabateiBaeMbiMu  OTIE€JIOM JAENONPOU3BOACTBA. MapHipyThl JBH)KEHUS OpPraHU3allMOHHO-
pacropsaUTENbHBIX JTIOKYMEHTOB JOJDKHBI OBITH ONTHMAJIbHBIMHM IO 3aTpaTraM BpEMEHH, He
JOJIKHBI JIOMYCKaTh AYOJIMPYIOIIUX OIepalii U BO3BPAaTHBIX ABM)KEHUN, HE OOYCIIOBIIEHHBIX
JIeI0OBOM HEOOXOIUMOCTBIO.

5.5. Opranuzanus JOKyMEeHTOOOOpOTa OCHOBBIBAETCS HA MPUHIIUTIAX:
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LEHTPAJIN3aLUU Ollepalvii 10 IPUEMY U OTIIPaBKE JOKYMEHTOB;

pacnpeneleHuss TOKyMEHTOB Ha JOKYMEHTOIIOTOKHM, MMEIOIIHME OJUHAKOBBIA MApLIPYT
(MapuipyTH3aIus 10KyMEHTOB);

OpraHMU3aLMM NIPEABAPUTENBHOIO PACCMOTPEHUS BXOIAIMX JOKYMEHTOB;

WCKJIIOUYEHHUS] BO3BPATHBIX JIBIKCHMH JOKyMEHTa, HE OOYCIOBICHHBIX JEIOBOMH
HEOOXOIMMOCTEIO;

OJIHOKPaTHOCTH PErHCTpallU JOKYMEHTOB;

yCTpaHEHUsI HEOOOCHOBAHHBIX COIVIACOBAHUIN MPOEKTOB I0KYMEHTOB;

BPEMEHHOW perjaMeHTAIlMH Onepainuii mo o0paboTKe, pacCCMOTPEHUIO M COTJIACOBAHUIO
JIOKYMEHTOB.

5.6. B moxymenroobopore ®I'BOY BO Acrtpaxanckmii MY MunzapaBa Poccun
BBIJICJIAIOTCS  JOKYMEHTOIIOTOKHM:  BXOASIIME (IIOCTYNAOLIME) JOKYMEHTBI; HCXOJALINE
(oTopaBisieMble) JOKYMEHTBI; BHYTPEHHHE IOKYMEHTHL. B cocTaBe BXOASIIMX U HCXOASIIUX
JIOKYMEHTOB BBIJIEJISIFOTCS:

JIOKYMEHTBI OpraHOB rOCY/AapCTBEHHON BJIACTH, OPTaHOB MECTHOI'O CAMOYIIPABJICHMUS;

JOKYMEHTBI TEPPUTOPUATBHO 000COOJIEHHBIX MTOIpa3/IeIeHUH;

JOKYMEHTBI U3 TOCYAAPCTBEHHBIX U HETOCYAAPCTBEHHBIX OpraHU3allMii;

3arnpocsl nenyraroB I'ocygapcrBeHHo# [Iymbl u uineHoB Cosera Penepannu, I€myTaToB
3aKOHOJATENbHBIX OpraHoB cyObekToB Poccuiickoii ®enepanuu U OpPraHoB MECTHOIO
CaMOYIIPABJICHUS;

oOpalieHus Tpak/JIaH;

JOKYMEHTBI U3 NIPaBUTEIbCTBEHHBIX U HEMPABUTEIBCTBEHHBIX OPTaHU3aLMH 3apyOesKHBIX
CTpaH U JApYyTue rpyIiibl J0KyMEHTOB.

5.7. JocraBka u otnpaBka JokymeHToB B ®I'bOY BO Actpaxanckuit [MY Mun3apasa
Poccun ocyiecTBiIsItOTCS CpeACcTBaMH IOYTOBOM CBsI3U, (ENbIBErepcKoil U KypbepCKOl CBS3H,
HapOUYHBIMU U PA3IMYHBIMU BUJAMHU 3JIEKTPOCBs3U ((akcuMuiibHas, Tenerpaduas, tenedoHHas,
IICKTPOHHASI [10YTA).

5.8. B ®I'BOY BO Actpaxanckuii I'MY MunszapaBa Poccum nocrapisieTcs
KOPPECIOHJIEHIIMSI B BHJIE IMCEM, IOYTOBBIX KapTOYeK, OAaHJEpojeil M MaKeTOB, IEeYaTHBIX
U3JaHUH, TenmerpaMM, (akcorpamM, TeaepOHOTpaMM, HIEKTPOHHBIX  JOKYMEHTOB U
AIIEKTPOHHBIX KOMUN JOKYMEHTOB.

5.9. Ilpuem nokymeHTOB ocyiecTBisercss OTaenoM Ienonpou3BoACTBa. JOKYMEHTHI,
MOJIyueHHble pa0OTHHKAMM OT JIpYrUX OpraHu3aluii, Takke mnepepatorcss B Otaen
JIeNTOTIPOU3BOICTBA JAJISl PETUCTPALIUH U/WUJIH yUeTa.

5.10. Bce mocrynuBmne B ®I'bOY BO Acrtpaxanckuit ['MY MunsnpaBa Poccun
JIOKYMEHTBI [TO/IIeKaT MepBUYHON 00paboTKe, BKITFOYAIOIIEH:

MIPOBEPKY MPaBUILHOCTU JOCTABKU JOKYMEHTOB;

MIPOBEPKY LETOCTHOCTH YIaKOBKH (KOHBEPTOB, IAKETOB);

BCKpBITHE YIAKOBKHM (3a HMCKIIIOUEHUEM KOHBEpPTOB, MAaKeTOB C nomerkoi "JImyno" u
rpadamu OrpaHUYeHHUs JOCTyNa K JOKYMEHTY);

MIPOBEPKY LIEIOCTHOCTH BXOSIIUX JOKYMEHTOB, BKIIIOYas PUIIOKECHHUS;

YHUUYTOKEHUE KOHBEPTOB, IIAKETOB WM YIIAKOBKU;

MIPOCTaBJIEHUE OTMETKH O NMOCTYIIEHUU JIOKYMEHTa B OpraHU3aLIUIO.

5.11. OmmbouHO JOCTaBJIEHHBIE JOKYMEHTBHl NEPEChUIAIOTCS MO Ha3HAUEHHWIO WIH
BO3BpAIIAlOTCSl  OTHpaBUTEN0. JIOKYMEHTBI, TOCTYNUBLINE B MOBPEKICHHOW YIaKOBKE,
IIPOBEPSIOTCS Ha LIEJIOCTHOCTD, B TOM UMCJIE HA HAIMYME MEXaHUYECKHUX TIOBPEXKIECHU.

[louroBrle OTHpaBlieHUs, HECTaHAAPTHBIE IO Becy, pasMmepy, Gopme, HMeEIIne
HEpOBHOCTH MO OOKaM, 3aKJEeeHHBIE JMIKOW JIEHTOH, WMEIOIIMEe CTPaHHBIA 3amax, IIBeT,
MPEIOJIOKUTEIPHO MMEIOIINE BIIOKEHHUS, HE XapaKTepHbIE JUIsl MOYTOBBIX OTIIPABICHUMN, HE
BCKpbIBatOTCS. O MONYYEHMHM MOJO3PUTEIBLHOTO IIOYTOBOIO OTIIPABICHUS JOKJIAAbIBAETCS
HavyanbHUKY OTena Jenonpor3BOJICTBA U MPOPEKTOPY MO OOIIECTBEHHON M MH(OPMALMOHHON
0€30I1aCHOCTH, B CITyyae €ro OTCYTCTBUS — HAYAJIbHUKY OTJIeNIa TI0 PeXUMY M 0€3011acHOCTH.
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5.12. Ilpy mnoCTymaeHUM BXOJAIIETO JIOKYMEHTa B IOBPEXKIECHHOW YIaKOBKE,
HNOBPEXJCHUN JOKYMEHTa, NPU OTCYTCTBUU B KOHBEpTE (IIaKkeTe) AOKYMEHTa, €ro 4acTu HWIU
IPWIOKEHUH K HEMY, a TakKXe IpHU OTCYTCTBUM IOANKUCH Ha BXOSIIEM JOKYMEHTE
COCTaBJIAETCSl AaKT B JBYX O9K3eMIUIIpaXx Ha OyMa)KHOM HOCHUTENE, IOJIMCHIBAEMbIH ABYMS
paboTHuKamu OTzena 1€10IPOU3BOJICTBA.

OnuH 53K3eMIUIIp aKkTa BMECTE C BXOJIIUM JIOKYMEHTOM M €ro IpUIOKEHUSAMHU
NepeJacTCsl Ha IPEIBAPUTEIBHOE PACCMOTPEHHE U PErucTpalyio, BTOPOH JK3EMIUISP aKTa
BBICBIIAETCS OTIIPABUTEINIO.

5.13. KoHBepTbl, MakeTbl WIM YNAKOBKA COXPAHSIIOTCS M IMPUIATaloTCs K BXOJAALIUM
JOKYMEHTaM B CIyJasx:

€CJIM TOJILKO 110 HUM MOYKHO YCTAaHOBUTb OTIIPABUTEIS UM J1aTy OTIIPABICHMUS;

€ClIM BXOJAIIMN TOKYMEHT MOCTYHMJI I03XKE YKa3aHHOI'O B TEKCTE JIOKyMEHTa CpoKa
UCTIOJTHEHUS WJTH JaThl MEPOIIPUSATHS;

IpU OOJBLIOM PACX0XKIECHUH MEX]y AaTaMH MOANNCAHUS U MOTY4YEHUS T0KYMEHTOB.

[Tocne 3aBepiieHns pabOTHI ¢ TOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM MTOMEIIAETCs
Ha XpaHEeHHe B JEeJIO.

5.14. KouBepthl (makersl), uMewnme oTMeTky «JIuuno» («Private»), rpudsl
OrpaHUYEHUs JOCTyIa K JJOKYMEHTaM, COAEp KALIUM CBEICHHsI KOH(UCHIIMAIBHOTO XapakTepa,
HE BCKPBIBAIOTCS U NIEPEAIOTCS:

¢ ormetkoi «JInunoy («Privatey») - HenocpeICTBEHHO aJIpecarys;

¢ rpudamm oOrpaHWUYEHUS JOCTyna - pabotHuky Otnena JeloNpoOU3BOJICTBA, B
0053aHHOCTM  KOTOPOTO  BXOAMT  0OpabOTKa JOKYMEHTOB, COJEpXallUX CBEICHUS
KOH(HUICHIIMATILHOTO XapaKTepa.

5.15. Bxogsmue 351eKTpOHHbIE JOKYMEHTHI, MOCTYIMBIIKE OT APYIMX OpraHMU3auluil 1o
ANIEKTPOHHOM TouTe, rnocpencrsoM COJ] npuaumarorcst OTaenom Aea0nporu3BOACTRA.

JlaHHBIE TOKYMEHTBI pacledyaTblBaoTCs, [0Ce 4ero paboTa ¢ HUMH OpraHHU3yeTcs Kak ¢
JOKYMEHTaMHU Ha OyMa)KHOM HOCHTEJIE.

5.16. IlepBuunas oOpabOTKa 3JIEKTPOHHBIX  JOKYMEHTOB, IOJYyYEHHBIX 11O
MH(}OPMaLIMOHHO-TEJIEKOMMYHUKAIIMOHHBIM KaHajgaM CBsA3M (JIEKTpPOHHAs IoYTa, CaiT) OT
JPYTUX OpraHu3alluil U rpaxaaH, JOHKHA COOTBETCTBOBATh TEXHOJIOTUU PabOThI ¢ BXOAALUIMMHU
JIOKyMEHTaMH.

5.17. Ilepuuynas oOpabOTKa JIOKYMEHTOB 3aBEpUIAETCS HUX paclpeesieHueM
(COPTHPOBKOIT) Ha PErUCTPUPYEMbIC U HeperucTpupyemsbie (npuioxenue Ne 14).

K nokymeHTam, He MOJUIeXKAlllUM PETUCTPALIUH, OTHOCATCS JOKYMEHTHI, He TpeOyrolue
WCIIOJTHEHUS U HE coJieprKallie HH(pOopMaluy, UCTIOIb3YEMON B CIPABOYHBIX LIETISX.

5.18. Peructpanus BXOJAIUX JOKYMEHTOB OCYIIECTBIISIETCS HE3aBUCUMO OT crocola ux
JOCTaBKM OJMH pa3: B Otaene nenompousBojcTBa B COJl winM B perucrpariioOHHO-YYETHBIX
dbopMax Ha OyMaKHOM HOCHTETIE.

JIOKyMEHTBI, TOCTYNAIOUINe U3 APYTUX OpraHU3allMil HETIOCPEICTBEHHO B CTPYKTYpPHBIE
HOJpa3JieNIeHus, HO TpeOyIolue pacCMOTPEHHsI PYKOBOJICTBA, MEPEJatoTCsl Ul perUCTpaluy U
IpeJIBApUTENILHOTO paccMoTpeHus B OTen 1e10ponu3BOICTBA.

5.19. Peructpanus BXOJSIUX JOKYMEHTOB OCYIIECTBIISIETCS B IEHb X MOCTYIUICHUS UITH
Ha CJIeNyIomuid pabouuil JAeHb NMpPH MOCTYIUICHHH JOKYMEHTOB B KOHIIE paboyero THS WU B
Hepabouee BpeMsl.

Peructpanus oOpaiieHuil rpakJjaH OCYIIECTBISIETCSI B T€UEHHE TpeX JHEH ¢ MOMEHTa
MOCTYIUICHUSI OOpaICHHUS.

5.20. CpemeHus O TMOCTYNMBIIEM JOKYMEHTE BHOCATCA B  DJIEKTPOHHYIO
peructpanonuyto kaptouky (OPK) COJ1 unu peructpaniioHHO-y4eTHYI0 GopMy Ha OyMakHOM
HOCHTEJIE, a OCTYNHBILIEMY JOKYMEHTY IPHUCBAUBAETCS PETUCTPALMOHHBINA HOMED.

PeructpanimoHHbIlii HOMEpP BXOZSAIIETO JOKYMEHTa COCTOMT M3 IOPSAJIKOBOTO HOMEpA
JOKYMEHTa B MpeJesax KaJeHIapHOro roja, KOTOPbIM JOMOJHSAETCS KoJaMu (MHIEKCaMHu) 1O
UCIIOJIb3YEMBIM KJIaCCU(PUKATOPAM.
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5.21. Ha Bcex 3aperucTpUpoOBaHHBIX [OKYMEHTAX, 3a HCKIIOYEHHEM JIOKYMEHTOB,
MOCTYMHUBIIUX B (OpME 3JIEKTPOHHBIX JOKYMEHTOB, MPOCTABIAIOTCS OTMETKH O TMOCTYIJICHUU
nokymenta B ®I'bOY BO Acrtpaxanckuii 'MY Munszapasa Poccun.

B ormerke o mnocrymieHMHM AOKyMEHTa (DUKCUPYIOTCS Jara NOoCTyIUieHus (mpu
HEOOXOJUMOCTH - BpEMsI MOCTYIJIEHUS B 4YacaxX M MHUHYTax) U BXOASILUN PETUCTPALMOHHBIN
HOMEp JOKYMEHTa B COOTBETCTBUHU C MyHKTOM 2.34 HaCTOSIIEH HHCTPYKIUH.

5.22. JIOKyMEHTHI, MMOCTYIUBIINE HA OYMa)XHOM HOCHUTEIE, CKAHUPYIOTCS, IEKTPOHHAsS
Komus JoKkyMeHTa Bkitoyaercsa B COJ1 u mpucoegunsercs k OPK nokymenra.

5.23. KoppecnoHaeH1IMsI Ha MHOCTPaHHBIX fA3bIKAX, afjpecoBaHHas pykoBoacTBy ®I'BOY
BO Actpaxanckuit [MY Munsapasa Poccuu, nocie peructpanuu B OTaene Ae10npou3Bo/ICTBa
nepeaaeTcss B COOTBETCTBYyIolee noapasnenenue wim padotauky ®I'BOY BO Acrtpaxanckwii
I'MY Munzapasa Poccuun ajist iepeBojia U MOCIEAYIOIEeH Mepelayd Ha paCCMOTPEHUE PEKTOpa.
WNHas  KOppeclOHAEHLMS Ha MHOCTPAHHBIX  fA3bIKaX IepeAaercs 10  Ha3HAYEHUIO
HEIOCPEICTBEHHO B CTPYKTYPHBIE MOIPA3IEICHUSI.

5.24. [IlpeaBapuTenbHOE pacCMOTPEHHE MPOBOJIUTCS B ILENAX paclpeaeicHUs
MOCTYMAIOMIMX B OPraHu3allldi0 JOKYMEHTOB Ha TpeOyroliue 00s3aTeIbHOr0 pPacCMOTPEHHS
pykoBoactBom PI'BOY BO Actpaxanckuit ['MY MunsnpaBa Poccum u HampasisieMble
HEIOCPEICTBEHHO B CTPYKTYPHBIE MOJIpa3/I€ICHUSI.

5.25. TlpenBapurenbHOE PACCMOTPEHUE BXOMSIIUX JOKYMEHTOB OCYIIECTBISIETCS B
Otnene 1e10Mpou3BOICTBA MOCIE PErUCTPALIMH IOKYMEHTOB.

[IpenBapuTenbHOE pPacCMOTPEHUE MOMKET MPOBOAUTHCA [0 pErucTpalyu B cllydae
MOCTYIUICHUSI JOKYMEHTOB C OTMETKaMH, TPEOYIOIIMMHU HEe3aMEeIJIUTENIbHOIO PACCMOTPEHUSI U
VCIIOJIHEHUS IOKYMEHTA.

5.26. IlpeaBapuTEIbHOMY pPACCMOTPEHHUIO  MOJUIEKAT  BXOJASIIME  JOKYMEHTHI,
aapecoBanHble B ®I'BOY BO Actpaxanckuiit 'MY Munszapasa Poccuu u Ha ums pekTopa.

JIOKyMEHTBI, aJpecOBaHHbIC MOAPA3ACICHUSIM, PYKOBOAUTENSIM MOJIpa3AEICHUN U
CHeNHaINCTaM, TMepelaloTcs B CTPYKTYPHBIE TMOApa3AeieHus 0e3 MpeiaBapUTeIbHOTO
pPaccMOTpEHHUS.

5.27. llpenBaputenbHOE PACCMOTPEHHUE OCYIIECTBISCTCA UCXOS U3 OIICHKU COJEPIKAHUS
BXOJSIIINX JIOKYMEHTOB, ¢ ydeToM ycraHoBieHHOro B ®I'bOY BO Acrtpaxanckunn I'MY
MumnznpaBa Poccun pacrnpenenenusi GyHKIIMOHAIbHBIX OOS3aHHOCTEN MEXIy MpPOPEKTOpamH,
PYKOBOAMTEISAMHU CTPYKTYPHBIX MOAPA3ACICHUI.

5.28. Ilo pe3ynbrataM IpeaBapUTEIBLHOTO PACCMOTPEHMSI JOKYMEHTBI PACIpenesstoTcs
Ha JIOKYMEHTOIIOTOKH, HallpaBJIsieMble:

Ha paccMOTpeHUE peKTopa (AOKYMEHTBHI, MOCTYMHAIOIIMEe U3 OPraHOB IOCYIapCTBEHHOU
BJIACTH, OPraHOB MECTHOI'O CAaMOYIpPAaBJICHMs, JOKYMEHThl IO Haubojee BaXHbIM U
NpUHLIMIKAIBHBIM BorpocaMm aestensHocTd @I'BOY BO Actpaxanckuit 'MY Munszapasa
Poccun);

Ha pacCMOTpPEHHE MPOPEKTOPOB (IOKYMEHTHI 10 HAlpaBICHUSIM JEeSTEIbHOCTH,
KypPHPYEMBIX COOTBETCTBYIOLIMMH IIPOPEKTOPAMH);

Ha pacCMOTPEHUE UHBIX PYKOBOJUTENEH, IITaBHBIX U BEYILIUX CIIELUAINCTOB;

Ha PAaCCMOTPEHUE U HCIIOJIHEHUE B CTPYKTYPHBIE NOJPA3ACICHUS N0 HANPABICHUIM HX
JeSITEIbHOCTH.

5.29. Ilo 3aBepuieHMM NPEABAPUTEIBHOTO PACCMOTPEHHUS JOKYMEHTBHI MEPEAr0TCs
COOTBETCTBYIOIIUM PYKOBOJUTENSIM JJI1 pACCMOTPEHHS U BHIHECEHHS PE30JIOLNH (yKa3aHUH 10
HCTIOJTHEHHUIO).

5.30. PaccMOTpeHHE HOKYMEHTOB PYKOBOJMTEIEM OCYIIECTBISETCS B JEHb IEpenadu
JIOKYMEHTOB PYKOBOJUTENIO WJIM Ha CIEAYIOUIMi paOouuil JeHb, €ClU JTOKYMEHTHI NepeaaHbl
PYKOBOJZICTBY B KOHIIE pabOyero JHs.

JIOKyMEHTBI, TpeOylollue CpPOYHOIO pACCMOTPEHMs, a TaKXke TeJIerpaMMbl U
TeneOHOrpaMMbl PACCMATPUBAIOTCS PYKOBOJIUTEIEM HE3aMETUTEIBHO.

5.31.  PesympraThl = paccMOTpEHUs  JIOKYMEHTa  PEKTOPOM,  IPOPEKTOpaMH,
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PYKOBOAMTEISIMU TOIpa3AeieHuit 0OPMIISIFOTCS B BUE PE30TIOIIUN B COOTBETCTBUU C TyHKTOM
2.48 HacTOsIICH UHCTPYKIIUH.

5.32. CsemeHus O PpeE30JIOUMU (HUCIOJHUTENb, COAEPKAHUE IOPYUEHHUS, CPOK
ucronHeHus1) crenuanuctom Otaena aenonpou3BoacTBa BHocsaTcs B DPK COJI, mocne yero
VCIIOJHUTENN IOJIYy4aloT JOCTYH K D3JIEKTPOHHOMY JOKYMEHTY WM 3JIEKTPOHHOM KOIUH
JIOKYMEHTA, €CITU JIOKYMEHT IOCTYINI Ha OyMa)XHOM HOCHTEIIE.

5.33. JIOKyMEHTBI, MOCTyMaronme Ha OyMa)XHOM HOCHUTENE, MOCJIe HUX PErucTpalvi,
BKiIroYeHUs: B COJ] B BUE 3JEKTPOHHBIX KOIUH U PACCMOTPEHHUS PYKOBOJICTBOM IEPENAIOTCS B
COOTBETCTBYIOILIME CTPYKTYpPHBIE NOJpa3esieHUs] Ha WUCIIOJIHEHUE WM IOMELIAI0TCs B JEN0 B
Otaene 1eaonpou3BoICTBA B COOTBETCTBUM C HOMEHKIIATYPOU JEl.

Jis ¢ukcanuu ¢akra mepeaavd BXOMSIIUX JOKYMEHTOB M WX KONMUN Ha OyMaKHOM
HOCUTEJIC HCIIOJIHUTENSIM B CTPYKTYpPHBIE MOAPA3JICICHUS HCIOIB3YIOTCS KYpHAIbI (PEecTphl)
nepeJay JOKyMEHTOB.

5.34. Tlpu OymMakHOM TOKYMEHTOOOOpOTE MOATUHHUKN BXOISIIUX JOKYMEHTOB, B CIydae
HA3HAYEHUs] HECKOJIbKMX MCIOJHMUTENEH IepelaloTcs OTBETCTBEHHOMY  MCIIOJIHUTEINIO,
OCTJIBHBIM HUCTIOMHUTENAM OTEN AeIONPOU3BOICTBA NIEPEIAET KOMMUHU JOKYMEHTA.

5.35. Ucxopasmume JOKyMEHTBI, 3aBU3UPOBAHHBIE BCEMH 3aMHTEPECOBAHHBIMU JIUIIAMH U
MOANKUCAHHBIE PEKTOPOM WJIM UHBIM YIOJIHOMOYEHHBIM UM JIMLIOM, peructpupyrorcs B Otaene
JIeJIONPOU3BO/ICTBA.

5.36. Peructpauus UCXOASIIUX JOKYMEHTOB OCYHIECTBJISETCS B JI€Hb MOAMMCAHUS WU
Ha CIICYIOMUH pabounii JCHb, €CIIM TOKYMEHTHI OBUTH ITOAIMCAHEI B KOHIIE pa004ero JTHS Uiu B
Hepabouee BpeMs.

5.37. llepem perucrtpanuein wucxomamux goKymMeHTOB OTaen IeIonpou3BOACTBA
MPOBEPSIET MPABWIBHOCTh O(GOPMIICHHS AOKYMEHTOB (B TOM 4YHCIE HajJM4ue MOJIMHCEH, BU3,
MpaBUJILHOCTh HAINMCAHUA AaJPECcOB), a TaKXKE€ YKa3aHHBIX B HUCXOSIIUX JOKYMEHTax
MPUJIOKEHUN, COOTBETCTBUE KOJIMYECTBA IK3EMIUISIPOB KOJIMYECTBY aJpPECaToB IO YKa3aTEIro
PAaCCBUIKHU, HATMYME OTMETKHU 00 HCIIOIHUTEINE.

5.38. Ilpu peructpanuu wucxoxsmero nuceMa B COJ[ cBeneHuss o0 OTHpaBiIsieMOM
nokymente ¢ukcupytorcss B OPK, K KOTOpoil mpHKpemssercs SJIeKTPOHHAS KOMHSA
OTHPABIISIEMOTO IOKYMEHTA.

Ecin OPK Obuta co3mana B CDOJ] mpu moOAroToBKE NpPOEKTa JOKYMEHTa, TO NpHU
PErUCTpallMi UCXOJSIIET0 JOKYMEHTa B Hee M00aBISIOTCS CBEACHHS O PETHUCTPAIMOHHOM
HOMepe, J1aTe perucTpanu U Jpyrue CBeAeHUs 00 UCXOASIIEM TOKYMEHTE.

5.39. PerucrpanmoHHblii HOMEP HCXOMSIIETO JTOKYMEHTA JIOJKEH COCTOSITh M3 KOIOB
(MHIEKCOB) B COOTBETCTBUU C MPUMEHSIEMBIMH KJacCH(UKATOpaMHU M TOPSIKOBOIO HOMEpa
JIOKYMEHTA B IIpe/ieNiax KajJeHAapHOro roja.

Jlata peructpaniiu M PETUCTPALIMOHHBI HOMEP MPOCTABIAIOTCS HAa OTIPABISIEMOM
JIOKYMEHTE, a TaKKe Ha KOMUHU UCXOJAIIEro JOKYMEHTa, OCTAIOIIENCs B JIeJie, B COOTBETCTBUH C
nyHkTamu 2.33, 2.34 HacTosIeld HHCTPYKITUH.

5.40. Ucxonaimuii TOKyMEHT, MOJMUCAHHBI PEKTOPOM MJIM MHBIM YIOJHOMOYEHHBIM UM
JOJKHOCTHBIM JIMIIOM, MEPENaeTcsl Ha OTIPaBKy, KOMUS JOKYMEHTa Ha OyMa)KHOM HOCHUTEINE C
BHU3aMU MTOMENIAETCS B JIEJI0 B COOTBETCTBUM C HOMEHKJIATYpOU Jied.

DNEeKTPOHHBIE JOKYMEHTHI MOCJE WX MOAMMCAHUS SJICKTPOHHOU MOJIMUCHIO U OTIPaBKH
aapecaty XpaHstcs B 6aze nanusix CO/I.

5.41. B 3aBHCHUMOCTH OT COJAEpX aHUA M CPOYHOCTH JOKYMEHTHI, OTHPABIISIEMBIE W3
OI'BOY BO Acrtpaxanckuit [MY Munznpasa Poccun, g0CTaBigiOTCS ajgpecaTtamM CpeAcTBaMu
MOYTOBOM, (ETbABErepCKON CBS3M, CIELCBA3M, KyphepoM, OJKCIpPECC-MOYTOM, a Takke
MepealoTCs 10 KaHalaM JJeKTPOCBs3M  ((pakcMMuUIbHas CBs3b, Tenerpad, TenedoH,
anekTpoHHas mouta, COJ).

OOpaboTka KOPPECTOHACHIIUU JUISI OTHPAaBKH TOYTOBOM CBS3BIO OCYIIECTBISIETCS B
cooTBeTCTBUM C [IpaBunamu okazaHus yciayr NOYTOBOM CBSI3U.

5.42. JIokyMeHTBhl, HE HUMEIIIHE aJpPEeCHOM 4YacTH, MPUHUMAIOTCS Ha OTIPABKY C
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COINPOBOUTENILHBIMU MUCbMaMHU.

HenpaBunbHo 0(opMIIEHHBIE TOKYMEHTBI U KOPPECTIOHEHIINS HECTYKeOHOro XapakTepa
K OTIPaBKE HE IPUHUMAIOTCSI U BO3BPAIAIOTCS UCIIOJIHUTENIO.

JIOKyMEHTBI, TOJIeXKalI1e OTIIPaBKe, JOKHBI 00padaThIBaTbCs U OTIPABIATHCSA B JIEHDb
UX TOJIMMCAHUS U PETUCTPALIMU WM HA CIEAYIOUINA pabouuil 1eHb.

5.43. JlochliKa WIM 3aMEHa DPaHEe OTIPABICHHOIO JOKYMEHTa OCYILECTBIISETCS II0
YKa3aHHUIO JIMLA, TOANNUCABIIETO T0KYMEHT.

5.44. IlpoxokaeHne BHYTPEHHUX JTOKYMEHTOB Ha 3Talax UX MOATOTOBKU U O(POPMIICHUS
JIOJKHO COOTBETCTBOBATH IIPOXOXACHUIO UCXOJAIIMX JOKYMEHTOB, a Ha 3Tale UCIOJHEHUS -
BXOJSILINX JOKYMEHTOB.

5.45. IlpoexkTel pacnopsAUTENbHBIX JOKYMEHTOB (IIPUKA30B, PpacCHOPSIKEHHIN),
MOATOTOBJICHHBIX Ul MOANNCAHUSA, I10CJIE MTOATOTOBKH U COIVIACOBAHUS C 3aMHTEPECOBAHHBIMU
munamu - nepenatorca B OTaen  €JIONPOM3BOJACTBA Uil IPOBEPKM IMPABUIBHOCTU  MX
odopMIIeHHUS.

5.46. IlpaBunbHO OGOpPMIICHHBIE MpPHUKAa3bl, PACTIOPSHKEHUS IMEPENAIOTCs Ha MOJIHUCH
PYKOBOIMTEIO OPraHU3alui UM MHOMY YIIOJJTHOMOYEHHOMY UM JIMILY.

5.47. IlonmucaHHble MpPHUKa3bl, pACHOPSIKEHHS] IO OCHOBHOM  JI€ATEIbHOCTH
peructpupyrorcs B Otesne 1enonpon3BoICTBa.

[ToaroroBka npuKaszoB M0 JUYHOMY COCTaBY K IMOAMMCAHUIO PEKTOPOM U UX PETUCTpALIUS
OCYILIECTBIISAIOTCS OTAEIOM KaJIpOB.

[Ipukazam, pacrnopspKeHUsIM IO OCHOBHOM JAESITEIbHOCTH IPHUCBAMBAIOTCS MOPSAKOBBIE
HOMepa ([0 KaxJOM TIpymmne JOKYMEHTOB OTHAENbHO) B IpelesaXx KaJeHJapHOro Troja.
[TopsinkoBbIii HOMEp JOKYMEHTA JIONOJHSETCS MHAEKCOM, O00O03HAYalroUIMM IPHUHAUJIEKHOCTh
JIOKYMEHTa COOTBETCTBYIOILEH TPYIIIE JOKYMEHTOB.

CBenieHusl 0 PETUCTPUPYEMBIX IIPUKa3aX, pacrnopsskeHusx BHocsaTcs B COJl unu B uHbIE
pEerucTpaliMoHHO-y4eTHble (OpMbl Ha OyMa)KHOM HOCHTEJE WJIM B 3JIEKTPOHHOW ¢opme B
COOTBETCTBUU C MYHKTOM 5.54 HacTosIIe! HHCTPYKLINH.

5.48. TlopMMHHUKY NTPUKA30B (PACIOPSKEHUI) 110 MECTY UX pPerucTpauuu GopMUpyroTCs
B Jieja B coOTBETCTBUM ¢ HOMeHKiarypoil nen ®I'BOY BO Acrtpaxanckuit MY Munsapasa
Poccun B cooTBeTcTBHHU € MyHKTOM 8.20 HACTOALIEH MHCTPYKIIMH.

Konmuum  mnpuka3oB, pacmopspKeHHH — pacChbUIalOTCS — UCHOJHUTENSAM U UHBIM
3aMHTEPECOBAHHBIM JIMIIaM B IEKTPOHHOU (hopMe min Ha OyMa’)kHOM HOCHUTENE B COOTBETCTBUU
C YKa3aTeJIeM PACChUIKH.

Konuu npuka3o, paciopsbKeHHi, pacchlilaeMble Ha OyMa)KHOM HOCHTEJIE, 3aBEPSIIOTCA B
COOTBETCTBUU C MyHKTOM 2.47 HACTOSIIEH HHCTPYKIINH.

5.49. IIpoTtokonbl 3acefaHui, COBEUIAHWUN, MPOBOJUMBIX PEKTOPOM (H.0.peKTOpa),
peructpupytorcs B OTene 1ea0npou3Bo/ICTBA.

ITpoTokoubl 3acejaHNii, COBEIAHU, TPOBOIUMBIX KOJIETHATbHBIMU (COBEIIATEIbHBIMN)
OpraHaMH, KOMUCCUSIMU WM B CTPYKTYPHBIX HOJIpa3AeICHUSIX OPraHu3aluu, PETUCTPUPYIOTCS B
NOJIpa3IeJICHUsAX, OTBETCTBEHHBIX 3@ OPraHU3aLMI0 U NPOBeAeHUE MeponpusaTusa. Konuu takux
IIPOTOKOJIOB TOTOBATCS K PAcCChIIKE M PacChUIAIOTCS CTPYKTYPHBIM  IOApA3JEICHUEM,
OTBETCTBEHHBIM 32 OPTaHU3ALMIO U ITPOBEJEHUE MEPOIIPUSATHS.

5.50. IIporokosiaM mprCcBauBarOTCs MOPSAIKOBbIE HOMEpPA B Mpezesiax KajleHIapHoro rojia
WK TIeprosia paboThl BpEeMEHHOM paboyeil rpynmbl (KOMUCCHM) 110 KaXJI0W TpyIIe MPOTOKOJIOB
OTJIENBHO.

[ToIMHHUKK TPOTOKOJIOB IO MECTy HX peructpauuu QGopMHpYIOTCS B Jena 10
HOMEHKJIAType JIEJ1 B COOTBETCTBUM C MYHKTOM §.20 HacCTOSIIEN HHCTPYKIIUH.

5.51. BHyTpeHHME JOKYMEHTbl Ha WM PYKOBOAMTENS JPYroro CTPYKTYpPHOTO
noapazaenenus peructpupytorcss B COJ wimm (nmpu orcyrctBum COJl uam  OTCYTCTBUH
BO3MO>XHOCTH 3aperucTpUpoOBaTh BHYTPEHHMH JaokymeHT B COJl) perucrpupyrorcs B
MOJpa3JelieHny, CO3JaBIIMM JOKYMEHT. 3aperucTpUpOBAHHBIM JOKYMEHT IMepelaeTcs
HEINOCPEACTBEHHO B MOJPA3/IEICHHE - aipecaT, B KOTOPOM IIOBTOPHO HE PETUCTPUPYETCSI.
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5.52. Ilpu Brimtouenuu B COJl BXOAAIMX JOKYMEHTOB, UX PETUCTPALMU, PACCMOTPEHUHN
u ucnosiHennu B DPK BHocATCS cieayronye cBeAEHUs O TOKYMEHTE:

a) HAMMEHOBaHUE OpraHU3alMK (KOPPECTIOHICHTA);

0) axgpecar;

B) HAUMEHOBaHUE BUJA TOKYMEHTA;

I') AaTta MOCTYIHBILETo J0OKyMEHTa;

1) pETUCTPALIMOHHBIA HOMEP MOCTYNHBILErO JOKYMEHTA;

€) JOJKHOCTh, (paMuiIis U MHULUAIIB] JIMLIA, TOANUCABILET0 JOKYMEHT;

) J1aTa MOCTYIUIEHUSI TOKYMEHTA;

3) BXOASILIMI perucTpaloHHbII HOMEp;

1) 3aroJI0BOK K TEKCTY (KpaTKOe COAEpKaHUE TIOKYMEHTA);

K) KOJIMYECTBO JIUCTOB OCHOBHOTO JOKYMEHTA;

J) OTMETKAa O TMPUIIOKEHUH (KOJIMYECTBO NPHIOKEHUHM, OOIIee KOIMYECTBO JIUCTOB
MIPUIIOKEHU );

M) CBEIEHHUS O CBSI3aHHBIX JIOKYMEHTax (HAaMMEHOBAaHME BHUJA JOKyMEHTa, Jara,
perucTpaliMoHHbII HOMEp, TUII CBSI3H);

H) pe30JoLus (MCIOJHUTEND (MCIOJHUTENN), IOPYUYEHHUE, TOJKHOCTHOE JIMIIO, AaBIlee
HOpYyYeHue, 1ara);

0) CPOK HCIIOJIHEHUS JOKYMEHTA;

1) MHJEKC Jie1a 10 HOMEHKJIAType Jell;

P) CBelleHUs O Iepeajipecalluy JOKYMEHTa;

C) OTMETKa O KOHTPOJIE;

T) TpUQ OrpaHUYEHUS 10CTyIA K TOKYMEHTY;

y) cBeZleHUs 00 3EKTPOHHON OIMHCH;

¢) pe3ynbTar MPOBEPKH DIICKTPOHHOW TOANMUCH (€CIM TOCTYIMUBIIUN JOKYMEHT
HOAIKICAH YCUJICHHOM AJIEKTPOHHOM MOAIKCHIO).

5.53. Ilpu Bxmouenun B COJ] ucxonamux nokymeHtoB B OPK BHocsTCsS ciepyroniue
CBEJICHUS O IOKyMEHTE:

a) ajpecar;

0) 10JKHOCTB, (haMUIINs M MHUIMAJIBI JINLA, TOIMTUCABILIETO TOKYMEHT;

B) HAMEHOBaHUE BUJA TOKYMEHTA;

I') Aata JOKyMEHTa;

1) PETUCTPALIMOHHBIA HOMEP TOKYMEHTA;

€) 3aroJIOBOK K TEKCTY (KpaTKoe Coiep)KaHue JOKYMEHTA);

) CBEACHMS O CBS3aHHBIX JOKYMEHTaX (HaWMEHOBaHHE BHJA JOKyMEHTa, Jara,
pEerucTpalMoHHbII HOMEp, TUI CBSI3H);

3) KOJIMYECTBO JIUCTOB OCHOBHOT'O IOKYMEHTA;

1) UHJEKC JieNia 0 HOMEHKJIAType Jel;

K) OTMETKa O NPUJIIOKEHUHU (KOJUYECTBO NPUIIOKEHHUH, 00llee KOJIUYECTBO JHCTOB
IPUIIOKEHUN);

1) rpud OrpaHUYEHHUs JOCTYyNA K IOKYMEHTY;

M) [0/Ipa3/ieJeHNe - OTBETCTBEHHbII HCIIOTHUTENb JOKYMEHTA,;

H) cBe/leHUs1 00 AJIEKTPOHHON MOJIHUCH.

5.54. Ilpu Brimouenuu B COJ1 BHyTpeHHUX JO0KyMeHTOB B OPK B 3aBHcHMMOCTH OT BHza
PETUCTPUPYEMOT0 JOKYMEHTA BHOCSTCS CIENYIOIINE CBEIEHUS O JOKYMEHTE:

a) HaMEHOBAaHUE TOPa3IeNICHHs, TOITOTOBUBILIETO MPOEKT TIOKYMEHTA;

0) HaMMEHOBaHMUE BUJA JOKYMEHTA,

B) JaTa JOKYMEHTAa;

I') pETUCTPALIMOHHBIA HOMEP TIOKYMEHTA;

1) JOJDKHOCTh, (paMUiIMs M MHULIMAIIBI JIMLIA, TIOANKCABIIEro T0KYMEHT;

€) CBEIEHUS O CBSA3aHHBIX JOKyYMEHTaX (HaMMEHOBaHME BHJA JIOKYMEHTa, Jara,
PETUCTPALIMOHHBIA HOMED, THII CBS3H);

38



) 3aroJIOBOK K TEKCTY (KpaTKOe COAEp KaHUE JOKYMEHTA);

3) OTMETKa O NPWIOKCHUH (KOJIMYECTBO MPHUIOKEHUN, OO0IIee KOJIMYECTBO JIUCTOB
IPUIIOKEHUN);

1) UHJIEKC JIeJ1a 0 HOMEHKJIAType Jell;

K) yKa3aHus 110 UCIOJIHEHUIO TOKYMEHTa (MCIIOJIHUTEIIb, TOPYUCHHE, J1aTa UCIIOTHEHUS);

JI) OTMETKA O KOHTPOJIE;

M) rpu¢) OrpaHUYEHUS JIOCTYTA K JOKYMEHTY;

H) moJipasiejieHue (JIOJDKHOCTHOE JIMIIO) - UCIIOTHUTENh (OTBETCTBEHHBINH MCIIOJHUTEID)
JIOKYMEHTA.

JIOTIOJIHUTENBHO K yKa3aHHBIM CBEACHUAM O BXOISIIMX, UCXOASIIMX M BHYTPEHHUX
nokymeHTax B OPK C3OJl MOTyT BHOCUTBCS UHBIE CBEACHMSL.

5.55. Yuer konuyecTtBa JOKYMEHTOB, MOCTYNHBIIMX, CO3JAaHHBIX, OTIPABICHHBIX 3a
ONpeIeTICHHBIN Nepuoj; BpeMeHu, MoxkeT npoBoauthes mo @I'bBOY BO Actpaxanckuit ITMY
Munszapasa Poccum B 11€s10M, MO OTIENBHBIM CTPYKTYPHBIM MOAPA3JEICHUSM, O TpyHnam
JIOKyMEHTOB, KOPPECIOHJIEHTaM, ACUCTBUSM, NPOU3BEACHHBIM C JIOKYMEHTAMM, U APYTUM
napaMerpaM, HEOOXOAMMBIM [UIsl aHaiu3a padoThl € JIOKyMEHTaMH B LEIsIX ee
COBEPLICHCTBOBAHMUS.

5.56. Ilpu yyere oObeMa TOKYMEHTOOOOPOTA MOJACUUTHIBACTCA KOJIMYECTBO JOKYMEHTOB
BBIIEJICHHOW TIpyNImbl. YYeT KOJUYECTBa JOKYMEHTOB MpoBoAuTCS 1o JaHHbIM CO/I,
PErUCTPALIMOHHO-YUYETHBIX )KYPHAJIOB U KAPTOTEK.

5.57. 3a eauHuiy yuyeTa KOJMYECTBAa JOKYMEHTOB IPUHMMAETCS €IUHCTBEHHBIN
SK3EMIUIAP JOKyMEHTa (MOAJUHHUK WJIM KOMUS, €CIU KOMHsS - €IUHCTBEHHBIH JK3EeMIUISP
JIOKYMEHTa, HalpuMep, KOMMsS HCXOJAIIEro MucbMa) 0e3 yuyera KOINWH, CO3/1aBaeMbIX IpU
nevyaTd U KOMUPOBaHUU (THpaxkupoBaHuu). Komuu HOKyMEHTOB IpHU HEOOXOAMMOCTH aHaIHM3a
YUUTBIBAKOTCS OTJEJIBHO.

5.58. PesynpTaThl y4yeTa oOBeMa [OKYMEHTOOOOpOTa B OpraHMU3alMH E€XKEeTOJHO
obobmratorcss OTAEeoM JAETONpPOM3BOJCTBA M IPEACTABISIOTCS PEKTOPY B BHAE OTYeTa 00
o0BeMe TOKyMEHTO000pOTa 32 TO/I.

VI. KoHTpoJIb HCIIOTHEHN S JOKYMEHTOB (IIOpy4YeHu i)

6.1. KoHTponb WHCHNONHEHHS JOKYMEHTOB (TMOpydYeHMil) BedeTrcs B LEIAX HX
CBOEBPEMEHHOTO 1 KaU€CTBEHHOT'O MCIIOIHEHNUS.

6.2. KoHTpOJIb UCIIOTHEHUS TOKYMEHTOB (IOPYYEHUI) BEJETCA:

PEKTOPOM WM WHBIM JODKHOCTHBIM Juiom DPI'BOY BO Acrtpaxanckuit MY
Mun3znpasa Poccun - ncnoaHeHUs: JOKyMEHTOB (IIOpY4€EHHil) O CYLIECTBY;

OTtnenom nenonpou3BO/ICTBA - CPOKOB UCTIOTHEHUS IOKYMEHTOB (MIOPYUYEHUIN).

B Ormene  nmenomnpous3BoACTBa  IIEHTPAIM30BAHHOMY — KOHTPOJIIO  IOAJIEXKAT
3aperucTpUpOBaHHbIE JTOKYMEHTBI ¢ OTMETKOM 0 KoHTposie («KOHTpoib»), MpocTaBisieMoil B
COOTBETCTBUHU € IYHKTOM 2.50 HacTosIed MHCTPYKLUHUHU, a B CTPYKTYPHBIX NOAPA3JEICHUAX -
BCE 3apETUCTPUPOBAHHbBIE TOKYMEHTBI, TPEOYIOLINE UCTIOTHEHMS.

6.3. PacniopsiauTenbHble TOKYMEHTBI, IPOTOKOJIBI 3ace/laHui (CoBelaHmii), coaepxKaliue
MOPYUYEHUSI C KOHKPETHBIMH CpPOKaMHU MCIIOJHEHHUS, CTaBSTCS Ha KOHTPOJIb IO KaXKIOMY
MOPYUYEHUIO OTJIEIBHO.

6.4. KoHTpOJb CPOKOB HCTIOTHEHUS JOKYMEHTOB (IIOpY4YEHUI) BKIIIOYAET B ceOsl:

MOCTAHOBKY JIOKYMEHTOB (TIOPY4€HUI ) Ha KOHTPOJIb;

MIPOBEPKY CBOEBPEMEHHOCTH JOBEEHUS JOKYMEHTOB (IIOpYUYEHUIT) 10 UCIIOJIHUTENEH;

MIPEIBAPUTENIBHYIO TPOBEPKY M PETYJIHPOBAHME XOJA MWCIIOJHEHUS JIOKYMEHTOB
(mopy4enuii);

CHSITHE C KOHTPOJISI IOKYMEHTOB (TIOPY4YEHHI);

yueT, 00001IeHNe U aHAJIU3 Pe3YJIbTaTOB X0/1a UCIIOTHEHUS TOKYMEHTOB (TIOpy4YeHHil);

MH(GOPMHUPOBAHUE PYKOBOJIUTENCH O XO/€ HCHOJIHEHUS JTOKYMEHTOB (NOpY4YeHUH) U
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COCTOSTHUY MCIIOJIHUTEIBCKOM TUCIUIUIMHBIL.

6.5. CpoKy UCTIOTHEHHS TOKYMEHTOB (TTOPYYCHUH ) HCUUCIISIOTCS B KaJICHIAPHBIX JHSX.

Ecnu mocnenHuil neHb CpoKa WCIIOJIHEHUs JTOKyMEHTa (IIOpY4Y€HHUs) HMPUXOAUTCS Ha
Hepabouuil JIeHb, TO JAOKYMEHT IOJUIEKHUT HCIOJHEHUIO B ONMKAWIIMKA CcleIyroluil 3a HUM
pabouuii 1eHb.

Jlata wucrionHeHusi nokymeHTa (mopydeHus) ¢ukcupyercs B OPK CDOJl wnm wHOM
PETUCTPAIIMOHHO-YYETHOW (OpMe, HCIOIB3YeMOW MJIsi OTCIECKUBAHHUS CPOKOB HCIIOJHEHHS
JIOKyMeHTa (TIOpYYCHHS).

Cpoku HCHOJIHEHMSI JTOKYMEHTOB (IOPYYEHMiI) YCTaHABIMBAIOTCA PYKOBOJUTEIIEM,
UCXOJd U3 CpOKa, YCTAHOBJIEHHOI'O OpraHu3alyei, HallpaBUBLIEH JOKYMEHT, WM CpOKOB,
YCTaHOBJICHHBIX 3aKOHOJATENLCTBOM Poccuiickoi denepanuu.

6.6. JlokyMeHTHI (IIOpy4EHUs ) OJUIEKAT UCIIOIHEHHUIO B CIEAYIOIUE CPOKH:
C KOHKPETHOH JaTON UCIIOJIHEHMS - B YKa3aHHBIN CPOK;

0e3 yka3aHMs KOHKPETHOH [JaThl MCIOJHEHUS, UMEIOLIUME B TEKCTE MOMETKY «BEChbMa
CPOYHO» - B TE€UEHHE OJHOIO JIHSA, «CPOYHO» - B 3-THEBHBIM CpOK; «orepaTuBHO» - B 10-
JTHEBHBIN CPOK; OCTAJIbHBIC - B CpOK HE Oosiee 30 nHEi;

110 IapJIAMEHTCKHUM 3aIpocaMm - He MO3/IHee YeM depe3 15 nHel co qHA NOJIydeHHUS;

no 3anpocaMm uwieHoB Coera @enepanuu, aenyratoB locymapcrBeHHOM Jymbl
(memyTaTckoMy 3arpocy) He no3aHee yeM yepe3 30 qHel co THS MOoTydYeHus;

1o oOparmieHusM rpaxaaH - 30 THEH co JHS perucTparuy.

6.7. IlpuocTaHOBUTH MCIIOJIHEHHE KOHTPOJIBHOTO JOKYMEHTa (IOpY4Y€HHs), a TaKke
OTMEHHUTb €ro MOXET PYKOBOAMTENb, MOJMMCABUIMA JOKYMEHT WM JaBUIMA HOpy4YeHue
(ykazauue).

6.8. B 1mensix CBOEBPEMEHHOIO0 HCIOJIHEHUs JOKYMEHTOB, MOpy4eHU# (yka3aHMii),
IIOCTaBJIEHHBIX HA KOHTPOJIb, paboTHUK OTxena AeI0NpoU3BOACTBA, OTBETCTBEHHBIN 3a BEJACHUE
KOHTPOJISI MCIIOJIHEHHUsS JOKYMEHTOB, IPOBEpSI€T CBOEBPEMEHHOCTb JIOBEACHHUS JOKYMEHTa
(mopy4eHust) 10 UCIIOTHUTEIIS.

6.9. Ecnu cpok MCIONIHEHUS TOKYMEHTa (TMOpyYeHUs) NPEBbIIAaeT OJUH MECHIl, B IeJIX
o0ecrie4eHHUss  CBOEBPEMEHHOI'O  HCIIOJIHEHUS  JOKYMEHTa  (MOpy4YeHHs]))  MPOBOJIUTCS
IpeBapUTEeNbHbIH  KOHTPOJIb M HAIIOMMHAHUS UCIOJHUTENISAM O MpUOIMKEHUH CPOKOB
WCIIOJTHEHUS IOKYMEHTOB (TTOpYYEHUH ).

6.10. IIpenBapuTenbHBIM KOHTPOJIb OCYLIECTBIISETCS B CIEAYIOIIEM MTOPSIKE:

JIOKYMEHTOB (TIOPYYEHHUI ) TTOCIEIYIONTUX JIET - HE PEKEe OJHOTO pasa B rOJ;

JOKYMEHTOB (TIOpyUY€HH) MOCIeNyIOMUX MECSIEB TEKYIIEro roja - He peke OJHOro
paza B MecIl;

JOKYMEHTOB (TOpy4YeHMi) TeKylero mecsua - 3a 5 JHEHl /40 HCTEYeHUs Cpoka
VCIIOJTHEHHUSI.

6.11. HanomMuHaHue MCHOJHUTEISIM O MPUOIMKEHUH CPOKOB HCIIOJIHEHHS JOKYMEHTOB
(mopy4eHHif) MOKET OCYILIECTBIATHCS B aBTOMAaTUYECKOM pexxumMe rmocpeactsom CO/L.

HanomuHaHus WCHOJHUTENAM, a Takke HH(popManus o0 MCIOJHEHMH JOKYMEHTOB
(mopyueHuii), moaydeHHas oOT wucnonHurened, Qukcupyrorcs B OPK C3OJ] unm wuHBIX
PETUCTPAIMOHHO-YUYETHBIX (OpPMax, MCHOIb3YEMbIX IS KOHTPOJIS HCHOJHEHUs JOKYMEHTOB
(mopy4enuii).

6.12. Tlpu HEOOXOOUMOCTH HM3MEHEHHs CpOKa HCIIOJIHEHHsS JOKyMEHTa (IOpY4eHus)
OTBETCTBEHHBII UCIOJIHUTEh 00s3aH MPEACTaBUTh HAa UMSI PYKOBOJAMTEIIS, 1aBIIEro MOpyUYEHUe,
o0ocHOBaHME (CITY)KEOHYIO 3aIHMCKY) O MPOJJIEHHMH CPOKa C yKa3aHWEM MPUYHMH HPOJUICHUS U
JIaThl UCTIOJTHEHHUS.

ObocHOBaHME TPOJJICHUSI CPOKA HCIIOJHEHUS JAOKYMEHTa (MOpY4eHHUs) JOJDKHO OBITH
HAIpPaBJIEHO COOTBETCTBYIOIIEMY PYKOBOJUTEINO HE MO3HEE, YEM MO0 UCTEUEHUU JIBYX TPETbUX
CpOKa MCIIOJHEHHSI JOKYMEHTA (TOpyYEHHS).

O06 Wu3MEHEHHMH CpOKa MHCIOJHEHMsS] JOKyMeHTa (IOpydYeHHus) OTBETCTBEHHBIN
UCTIONHUTENb UHPOpMUpyeT OTAEN 1eN0NpOU3BOJICTBA.
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AHaJIOTUYHBIM 00pa30M MOTYT OBITh BHECEHBI M3MEHEHHUS B COCTAB HCIIOJHUTEICH
JIOKyMeHTa (TIopy4deHusi) ¢ 00s13aTeabHbIM HHGopMupoBanueM OTjiena AeI0npOon3BOICTRA.

6.13. JlokymeHT (MOpy4Y€HHUE) CUMTACTCS HMCIOJHEHHBIM, €CIIM MPHUHATHI pPEHICHUs Mo
MOCTaBJICHHBIM BOIPOCAM, IMOATOTOBJIEHBI COOTBETCTBYIOIIUE JOKYMEHTHI, HalpaBieHa CIpaBKa
00 HCHOJIHEHMH B COOTBETCTBYIOIIME OpraHbl BJacTH (OpraHu3ali) WIK JaH OTBET IO
CYIIECTBY 3aMHTEPECOBAHHBIM JIULIAM.

Pemenne 00 wWcmosHeHWHW AOKyMeHTa (TOpY4YEHHsS) TPUHUMACT PYKOBOJUTEINb,
MOCTaBUBIIMK JIOKYMEHT (IIOpyY€HHE) Ha KOHTPOJIb, C 00sf3aTeIbHbIM HH()OPMHUPOBAHUEM
Otaena 1e10Mpou3BOICTBAa OpraHU3ALUH.

Ha ucnomaeHHOM JOKYMEHTE MPOCTABIIAETCS OTMETKA O HAlpaBlIeHUH JTOKyMEHTa B JIEJI0
B COOTBETCTBUU C MTYHKTOM 2.51 HACTOSIICH MHCTPYKIIUHU, CBEICHUS 00 MCIIOJTHCHUN TOKYMEHTA
(mopyuenusi) BHocsaTcss B OPK C3OJ[ wuimm WHYHO perucTpaloHHO-YYETHYIO (GopMmy,
UCIIOJIb3YEMYIO JUIsl KOHTPOJISL UCTIOJTHEHMSL.

6.14. JlokymeHTHl (TMOpY4YeHHs), HE CHATbIE C KOHTPOJS, a TaKXkKe JIOKYMEHTBI
(mopyueHust), CpOK UCIOJIHEHUSI KOTOPBIX HE MPOJJICH, CYUTAIOTCS HEUCTIOTHEHHBIMHU.

6.15. Otaen nenonpou3BOJCTBA aHAIM3UPYET COCTOSHHUE W PE3yJbTaThl HCIOJIHEHUS
JIOKYMEHTOB (TIOPYUYEHUI ) U COCTOSTHUE UCTIOTHUTEIHCKON JUCIUTUTHHBI:

B TOpSJKE MPEABAPUTEIHHOTO KOHTPOJIS HAMpPaBlseT B CTPYKTYPHBIE MOAPA3/ICICHUS
HAallOMUHAHUA O JOKYMEHTaX, CPOKH MCIOJHEHHUs KOTOPBIX HCTEKaroT (3a 3 - 5 nHel o
OKOHYAHUS CPOKA UCTIOTHEHHSI IOKyMEHTA);

pa3 B MecsAll MU TO OKOHYAHUHM T0Ja PEKTOPY, MNPOPEKTOpaM U PYKOBOJIUTEISIM
CTPYKTYPHBIX MOJpa3AeleHUI HallpaBisieT OTYEThl O KOJIMYECTBE IOKYMEHTOB, HCIIOJIHEHHBIX B
CPOK, MCIIOJIHEHHBIX C MPOJJICHHEM CPOKa HCIIOJTHEHUS, HE HCIOJHEHHBIX, HaXOJAIIUXCS Ha
ucnioniennn no PI'bOY BO Actpaxanckuit I'MY MunsapaBa Poccun B menom, 1o
CTPYKTYPHBIM MOJIpa3IeiCHUsIM U, TP HEOOXOJIUMOCTH, - [0 OT/I€ITbHBIM UCTIOJHUTEIISIM.

VII. Opranu3anusi pa6oThl HCIOJHUTEJIA C JOKYMEHTAMHU

7.1. NcionHUATENb TOTYYaeT JOKYMEHTHl Ha MCHOJIHEHUE B JIEHb UX PACCMOTPEHHS WIH
Ha ciexyoomuil pabounii JeHb B COOTBETCTBHM C PE30JIIOLUAMHU pykoBoautene. CpouHble
JOKYMEHTHI TTEPeJar0TCs UCTIOTHUTEIO He3aMeITUTEIHHO.

7.2. JIOKYMEHTBI, IOCTyHNAlOIMe B CTPYKTYPHOE TNOJpA3JCIIEHHE C PEe30IOLUIMU
pekTopa (TpopekTopa), TepemalTCs PYKOBOAWUTENIO TMoapaszneneHus. Ecim  J1oKyMeHT,
IOCTYNUBIIMKA Ha HUCIOJHEHHWE B MOJpa3JieIeHue, HE HMEEeT OTHOMIICHUS K KOMIIeTeHLIUU
MOJpa3/IeNIeHus, PYKOBOJIUTENb MOAPA3ACICHUS B TOT K€ JIEHb WM Ha CIEeIyIoIuil padounit
JIeHb BO3Bpamaer ero B OTAeN IeTOnpon3BOJICTBA IS PEIISHHs BOIIPOCAa O TepeHanpaBIeHUH
€ro Ha UCIIOJIHEHUE B Pyroe NopasjiesieHue (ApyroMmy UCIOTHUTEIO).

7.3. UcnonHeHHe TOKyMEHTa PeyCMaTpUBAET:

cOop 1 aHanu3 HeoOXOAUMOM HH(pOpMALIUH;

MOJITOTOBKY IMPOEKTa JIOKyMEHTA U €ro 0(OopMIICHHE,

COIJIACOBAHUE MPOEKTA TOKYMEHTA C 3aUHTEPECOBAHHBIMU JIUIIAMU;

I0pabOTKY MPOEKTa JOKYMEHTa O 3aMEYaHHUsIM, TTOITYYeHHBIM B XOJI€ COTJIACOBAHUS U,
pU HEOOXOIUMOCTH, - IIOBTOPHOE COTIaCOBaHHE);

MOJITOTOBKY CHHCKa (yKa3aTelsi) pPacChUIKH OKYMEHTa, €CIIM JOKYMEHT aJpecoBaH
rpyIIe OpraHu3almii;

Mpe/ICTaBJIeHHE MTPOEKTa JOKYMEHTa Ha MOANKCH (YTBEPK/IEHNE) PYKOBOJICTBY;

MOJITOTOBKY JIOKYMEHTA K OTIIPAaBKe U Mepeavy KOMUHM JTOKYMEHTa B JeNI0 (BBIIOIHIETCS
OTennoM JIeonpor3BOJICTBA).

7.4. Tlpu HampaBiCHUU JOKYMEHTa HECKOJBKMM HCIOJIHMUTENSIM OTBETCTBEHHBIM 3a
MOJITOTOBKY TMPOEKTa JJOKYMEHTA SIBJISIETCS] UCTIOTHUTEIb, YKa3aHHBIA B PE30JTIOIIH MTEPBBIM HITH
0003HaUEHHBIH B PE30JIIOIIMH KaK OTBETCTBEHHBIN HCIIOTHUTEb.

7.5. OTBETCTBEHHBI WCIIOJIHUTENIh HMMEET TPABO JaBaTh IOPYUYCHHS OCTaJIbHBIM

HCIIOJIHUTCIIAIM, MPOBOAUTDH pa60‘{I/IC COBCIIAHUA JIsA BBIpa6OTKI/I COBMCCTHOI'O PCILICHUA. Bce
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VCIIOJIHUTEININ B PaBHOW CTENEHU OTBETCTBEHHBI 32 CBOEBPEMEHHOE 1 KAUECTBEHHOE UCIIOJIHEHUE
MOpYYEHUSI W NPEICTaBICHHE OTBETCTBEHHOMY MCIIOJIHMTENII0 B YCTAHOBJICHHBIE MM CpPOKHU
HEOOXOUMBIX MaTepUaioB (IIPOEKTOB JOKYMEHTOB, CIpaBOK). McroaHuTEeNn HE UMEIOT IpaBa
IPEICTaBIATh  IIPOEKTbl JOKYMEHTOB DPYKOBOAMTENIIO, JaBUIEMY IOPYYEHHE, MUHYS
OTBETCTBEHHOI'O UCIIOJIHUTEIIS.

7.6. B cinydae oTcyTCTBUS UCIIONHUTENS (KOMaHIMPOBKA, OTIIYCK, 00JI€3Hb) JOKYMEHT I10
YKa3aHUIO PYKOBOIUTENS NOApa3esIeHus IEPEIacTCsl IpYroMy UCIIOIHUTENIO.

7.7. Ilpu yBOJBHEHMM WJIM IEpexo/ie Ha APYrod ydyacTOK pabOThl COTPYIHHUK 00s3aH
cAaTh JOKYMEHTBl M Ji€Jla PYKOBOIMUTENIO IMOJPA3ACICHUS WM IO €ro YKa3aHUI0 BHOBb
Ha3HAYE€HHOMY COTPYIHMKY (B cllyyae HEOOXOJUMOCTH, - IO aKTy NpHeMa-Iiepeaadn, B KOTOPOM
YKa3bIBAIOTCA BHJBI J€N (3arojIOBKU JI€1) MU MX KOJMYECTBO M KOTOPBIM IOJIMCHIBAETCS
pabOTHUKOM, EPEAABIINM JOKYMEHTHI, U pAOOTHUKOM, IPUHSBIINAM JTOKYMEHTHI).

7.8. Pe3ynbraroM = HCIONHEHHS  JOKYMEHTa  SBJIIETCA  NPOEKT  JIOKYMEHTa,
IIOATOTOBJICHHBIN HCIIOJIHATEIIEM.

[IpoekT AOKyMEHTa CO BCEMH HEOOXOAMMBIMU MPUJIOKECHUAMH, HAleYaTaHHBIH |
O0(OpPMIICHHBI B COOTBETCTBUM C IIpAaBUJIAMM, YCTaHOBJIEHHbIMH B pasjene 3 HacTosllen
MHCTPYKLMH, UCIIOJHUTEIb COTJIaCOBBIBAET C 3aMHTEPECOBAHHBIMU MOAPA3/ICICHUSIMU U JIMLAMU
U, IP1 HE0OXOAUMOCTH, C APYTUMH OPraHU3ALUAMH.

JIOKyMEHTBI, TIpeHa3HAaYeHHBIC JUIsI OTIPaBKH, odopmisitorces Ha Onanke ®I'BOY BO
Actpaxanckuii MY MunsapaBa Poccun ycranoBiaeHHOU ¢opMbl. JlJis OTIIpaBKU JOKYMEHTOB,
HE UMEIOIINX a/IpECHON YaCTH, COCTABIISIETCS COMPOBOAUTENBHOE TUCHMO.

Ha noxymeHT, paccbuiaemblii 60osiee 4eM B YeThIpe ajipeca, UCIIOIHUTENIb TOTOBUT CIIMCOK
pPAacChbUIKH, OMNpeAensieT KOJIMYECTBO OJK3EMIUIIPOB JOKYMEHTa U IIOCJIE€ perucTpanuu
o0ecreynBaeT U3roTOBJICHUE HEOOXO0IMMOI0 KOJIMYECTBA KOIUIA.

7.9. Hcnomuutenb (OTBETCTBEHHBIM  HUCIOJIHHUTENb) OPraHU3yeT  COIJIACOBAHUE
(BU3MpOBaHUE) NPOEKTa JOKYMEHTa CO BCEMM 3aMHTEPECOBAHHBIMM JIMLAMH U IPOBOJIUT
JIOpaboOTKy TMPOCKTa IO 3aMEYaHHUSIM B COOTBETCTBUU C myHKTamu 4.1 - 4.11 nHacrosmien
MHCTPYKLUU.

[Ipyn Hamuuuu GOJIBLIOrO KOJIMYECTBA 3aMEUYaHHWM 10 MpEeACTaBlIEHUs A0pPabOTaHHOIO
IIPOEKTa JOKYMEHTa Ha IOJAINUCh PEKTOPY MWCIOJHUATEIb TOTOBUT CBOAKY 3aMEYaHUi
(mpeasioskeHuit), B KOTOPOM yKa3bIBaeTCs: CO/Eep KaHUe 3aMedaHus (MPeAsIoKeHNs ), JOHKHOCTb,
(damunus nMLa, AaBLIETO0 3aMeyaHHe, MPUHATO WM OTKJIOHEHO 3aMeyaHue (€clu 3aMevaHue
OTKJIOHEHO, - IPUYHUHY OTKJIOHEHHS).

7.10. ITocae nopabOTKK U MOBTOPHOI'O BU3MPOBAHUS (COIJIACOBAHUS) MPOEKT JOKYMEHTA
nepenaeTcss Ha mnoanucaHue (yreBepxkiaeHue). Jlo mpeacraBiaeHUs Ha MOANUCH HCIIOIHUTEh
IpoBepsieT NPaBUIBHOCTh OGOPMIIEHHUS JOKYMEHTa, MpaBHIBHOCTh O(opMieHHs ajpecara,
HaJMyue HeoOXOJUMBIX BU3, MPUIOKEHHUH, MpU HEOOXOIUMOCTU - CHPABOK, MOSICHUTEIbHBIX
3alMCOK, PAa3bACHSIOMINX COJEpKAaHUE IMOJrOTOBICHHBIX [OKYMEHTOB, JHcTa (yKas3arelns)
PacCBUIKH.

7.11. TlognucaHHBI JOKYMEHT IiepefaeT M pPErucTpallid W OTHPaBKH H/MUIH
BKJIIOUEHUS B JIEJI0.

B cooTBercTBMM ¢ HOMEHKJIATYpOH J€l COTPYIHUK OTAENa JAEIONPOU3BOJACTBA
ornpezeNnseT UHAEKC JieNa, B KOTOPOE JOJIKEH OBbITh BKIIIOUEH JOKYMEHT.

7.12. B X0/1e UICIIOJTHEHMSI IOKYMEHTA UCIIOJIHUTENb UMEET IIPABO IpejlaraTb N3MEHEHUE
CpPOKa HCIIOJHEHMs, €CId OTCYTCTBYIOT peajibHbleé YCJIOBHMSI HCIOJHEHHUS JOKYMEHTa
(mopyueHwust), JenaTh IOMETKM Ha JOKYMEHTE O BpPEMEHM €ro IMOCTYyIJIeHHs, O JaTax
MIPOMEKYTOUYHOTO KOHTpPOJISI, Tene(OHHBIX W MHUCbMEHHBIX 3ampocax, O JaTe M pe3yjbTaTe
OKOHYATEJILHOTO UCTIOTHEHHUS.

7.13. WcrionHUTENF HE WMEET TpaBa pasriamarh COAEp)KaHHUE TOCTYMUBIIMX K HEMY
JIOKYMEHTOB W TOATOTOBJICHHBIX INPOEKTOB CIYXXEOHBIX JOKYMEHTOB, C HMUMHU MOTYT OBITb
03HAKOMJIEHBI TOJIBKO JIMIIA, UMEIOLUE OTHOLIEHUE K UX UCTIOJTHEHHUIO.
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VIII. ®opMupoBaHHe J0KYMEHTAJILHOIO (poHAa OpraHu3aluu

8.1. OnepatuBHOE XpaHEHHUE JOKYMEHTOB OpraHU3alMH JI0 [I€PEayl UX Ha XpaHEHUE B
apXMB WIA YHUUTOXKEHUE OCYIIECTBISIETCA B CTPYKTYPHBIX IOJIPA3/IEICHUsAX Y HUBEPCUTETA.

8.2. B mensx xpaHeHus, MOMCKa U UCTIOIb30BaHUS JTOKYMEHTHl Ha OyMa)XHOM HOCHUTENE
3JIEKTPOHHBIE JOKYMEHTHI (DOPMHUPYIOTCS B JIejIa B COOTBETCTBUU C HOMEHKJIATYpPOH JIell.

Homenknarypa gen 3akperuisieT Kiaccu(uKanuio (TPYNIUPOBKY) HMCIOJHEHHBIX
JOKYMEHTOB B Jejia (JIEKTPOHHBIE Jiela), CUCTeMaTHU3alli0 M HMHIEKCALHUIO JIel, CPOKH HX
XPaHEHUS U SBISAETCS OCHOBHBIM YYETHBIM JOKYMEHTOM.

Homenkiatypa nen siBisieTcs OCHOBOW JJIE COCTaBIICHHSI ONUCEH €] IMOCTOSIHHOTO,
BpeMeHHbIX (cBbllle 10 J1eT) CPOKOB XpaHEHUS U 110 JIUYHOMY COCTaBY, aKTOB O BBIIEICHUH K
YHUUYTOXKEHHUIO JOKYMEHTOB C MCTEKIIMMM CPOKaMM XpaHEHMA, a TaKkKe I ydera el
BpeMeHHBIX (710 10 JieT BKIIOYUTENBHO) CPOKOB XPAHEHUS.

8.3. HomenknaTtypa aen YHUBEpCUTETa COCTAaBJISETCS HA OCHOBE HM3Yy4YEHHs COCTaBa U
COJCpKAHUS JIOKYMEHTOB, OOpa3yIOIIMXCS B JACATEIbHOCTH YHHBEPCHTETa, BKIOYAs
JIOKYMEHTBI, TOCTYMAKIIUE U3 IPYTUX OPraHU3alui.

8.4. B HOMEHKIaTypy /Mden BKJIIOYAIOTCS BCE JOKYMEHTHI, OTPAXKAMIIUE JeATEIHHOCTD
CTPYKTYPHBIX MOJPA3ICIICHUN OpraHu3aldd M IIOCTOSHHO WIH BPEMEHHO JCHCTBYIOIIMX OPraHOB
(xoMuccHii, COBETOB, KOMHTETORB), B TOM YHUCIIE JOKYMEHTBI OTPaHUUEHHOTO JIOCTYIIA, PErHCTPAlIOHHEIC
¥ YYETHBIC JKYPHAIbl U KapTOTEKHM, B HEOOXOIMMBIX CIydYasX - KOIMHH JTOKyMEHTOB’. JIOKYMEHTHI,
CO3aHHBIE B DIIEKTPOHHOW (popme, BKIIIOYAIOTCS B HOMEHKJIATYpPY el MO TeM Ke TpaBWiIaM, 4TO U
JOKYMEHTBI Ha OYMa)KHOM HOCHTEJIE.

He BxiTt09aroTCst B HOMEHKIATYPY A€ MepUOTNIECKIe U3JaHsI, KHUTH, OPOIIIOPHI.

8.5. HomeHknaTypa Aen coCTaBIsSeTCs OTAEIOM JIEIONPOU3BOICTBA HA OCHOBAaHUYA HOMEHKIIATYD
JIeJT CTPYKTYPHBIX TOJIpa3ieicHuid o ¢hopMme, ycTaHoBIIeHHOM [IpaBuiaMu XpaHeHMsI, KOMIUIEKTOBaHUS,
yueTa W UCIONB30BaHHs JOKYMEHTOB ApxuBHOTO (QoHaa Poccuiickoit depepanuy u qpyrux apXUBHBIX
JOKyMEHTOB B OpPraHax rOCyJapCTBEHHOM BIACTH, OPraHaX MECTHOTO CaMOYIIPaBJIEHHs, OPraHU3aluaxX’
(manee - [IpaBuna xpaHeHus).

CBOIIHaﬂ HOMCHKJIaTypa JOCJI COCTAaBJIICTCA B IIOCIICAHEM KBapTajl€ TCKYHICTO IoJa Ha
MPEACTOAMN KaJCHAAPHBIMN ro.

8.6. Homenkmatypa nen VYHHBEpCHTETa TOAMMCHIBACTCS HAYAIBHUKOM  OTJElNa
JIeNIOTIPOU3BOICTBA, BU3UPYETCS PYKOBOAMUTENEM apXuBa (JIMIIOM, OTBETCTBEHHBIM 3a apXHB),
COIJIACOBBIBACTCSI C LEHTPaJbHOW OSKCIEPTHOM KOMHCCHEH (PKCHEepTHOM KOoMHCCHEN)
OpraHu3alyu U, €ClIU OpraHu3alus SBJIICTCSI UCTOYHUKOM KOMIIJIEKTOBAHUS IOCYJapCTBEHHOIO
WIM MYHULUIIQIBHOTO apxXwBa, OAMH pa3 B S5 JIET MNPEJICTaBIsACTCI Ha COIJIAaCOBaHUE
COOTBETCTBYIOIICH  DKCHEPTHO-IIPOBEPOYHOM  KOMHUCCUM  YIIOJHOMOYEHHOIO  OpraHa
WCIIOJTHUTENIbHON BllacTu cyOnekTa Poccuiickoit denepanuu B 001acTH apXUBHOTO Jiena (nanee -
OIIK apXMBHOrO YyUYpeXIEHHs) WIM TOCYAApCTBEHHOro (MYHHIMIIQIBHOTO) apXuBa B
COOTBETCTBUM C IIPEAOCTABICHHBIMH €MY IIOJJHOMOYMSMHU B IMOPSAKE, YCTaHOBJIECHHOM
IIpaBunamu xpaHeHus.

Homenxknarypa nen, cornacoBanHas OIIK apXxuBHOTO yupexaeHHs WIH TOCYIapCTBEHHBIM
(MyHMLMTIAJIBHBIM) apXUBOM B COOTBETCTBUU C IPEAOCTABICHHBIMH €MY IOJIHOMOYHSMH,
YTBEPKIAETCS PEKTOPOM Y HUBEPCUTETA U BBOAUTCS B JIEUCTBHE C 1-ro stHBaps MPEACTOSAIIErO
KaJICHIapHOT'0 rofia.

Opranuzanuy, B JIEATEIbHOCTH KOTOPBIX HE CO3/AIOTCS JOKYMEHTHI ApPXMBHOIO (oHIa
Poccuiickoit denepanuu, yrBepKaa0T HOMEHKIIATYPY A€ CAMOCTOSITENBHO.

B cnyyae wusMeHeHuss GYHKIUH M CTPYKTYphl OpraHH3alud HOMEHKJIAaTypa el
COCTABJISIETCS, COIVIACOBBIBACTCS U YTBEPKAACTCS 3aHOBO.

2 Konuu JOKYMEHTOB BKIIOUAKOTCS B HOMEHKIATYPY JEN, ECIU KOTHS - €IMHCTBEHHBIH SK3EMILIAp JIOKyMEHTa B YHHBEPCHTETE, a
TaKXKe, eCIIM KOIMH HEOOXOMMBI [Tl OPTaHHU3aIMH ICATEIbHOCTH CTPYKTYPHBIX TTOAPa3/ieIeHNi Y HUBEpCHTETa.

8 [punoxenue Ne 25 k [Ipauiam XpaHeHus!, KOMILIEKTOBAHHS, Y4eTa U HCTIONb30BaHUs JOKYMEHTOB ApxuBHOTro (onaa Poccuiickoit
Denepanin U JIPYTUX apXUBHBIX JOKYMEHTOB B OpraHax TroCyJapCTBEHHOH BJIAaCTH, OpraHax MECTHOIO CaMOYNpPABJIEHHMS, OpraHM3aLHsX,
YTBEPKIEHHBIM NIPUKa3oM MuHucTepcTBa KyabTypsl Poccuiickoit ®enepamun ot 31.03.2015 N 526
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8.8. CornacoBanHas c¢ coorBercTtBytomeil OIIK apXuBHOro yupexiaeHus WU
rOCyJapCTBEHHBIM (MYHHMIMIIAIBHBIM) apXMBOM B COOTBETCTBUU C IPEJOCTABICHHBIMH €MY
MOJTHOMOYHMSIMH HOMEHKJIaTypa el B KOHIIE KaKJOro roja YTOYHSETCS, IeperneyarbiBaeTcs,
YTBEP)KIAEeTCs PYKOBOJIUTENIEM OPraHU3allui U BBOAUTCS B JielicTBUE ¢ | stTHBaps MPeCTOSIIEro
KaJIEHIapHOTO roJia.

8.9. IlepBblid 3K3EMIUISIP YTBEPKICHHOW HOMEHKJIATYPHI €Nl SABJISETCA JTOKYMEHTOM
IOCTOSIHHOTO ~ XpaHEHWsT M BKJIIOYAeTCs B HOMEHKJIATypy Jden B pasgen Oraena
JIeJIONPOU3BOICTBA, BTOPOIl - Hcnosb3yeTca OTAeI0M 1eI0NpOU3BOJICTBA B KaUeCTBE pabovero
IK3EMIUIApA, TPETUH - MEepeaaeTcs B apXWB YHUBEPCUTETAa B KAa4eCTBE YUYETHOTO JIOKYMEHTA,
3JIEKTPOHHAs KOIUSI HOMEHKJIATYphI JIeJl Y HUBEPCUTETA, YTBEPKIEHHON PEKTOPOM, IeperaeTcs
B IOCY/IapCTBEHHBIN (MYHULIMIIAIbHBIN) apXUB.

B noppasgenenus YHuBepcuTeTa HOMEHKIaTypa JAen  pacceuiaercs  Oraenom
JIeJIOTIPOU3BOICTBA B BUE KOIMHUI COOTBETCTBYIOIIMX Pa3JesiOB HA OyMa>KHOM HOCHTENE WIH B
3JIEKTPOHHOMU (opMe.

8.10. Homenkmarypa naeia CTPYKTYpHOTO TMOJPA3/ICICHUSI COCTABISIETCS B KAXKIOM
HOJpa3/ieIecHu  YHUBEpCUTEeTa paOOTHUKOM, OTBETCTBEHHBIM 3a  JIEJIONPOU3BOJCTBO
MOJpA3/IeICHUs,  TOANUCHIBACTCS  PYKOBOIMTEIEM  CTPYKTYpHOTO  IOJAPA3/CiCHUS U
npezcrasisiercs B OTesn 1enonpon3BocTBa.

Homenknatypa gen  CTpyKTypHOro MOApa3JeieHMs] cocTaBigercs 1o  (opme,
ycTaHOBJIeHHOM [IpaBuiamMu XpaHeHus®,

BHOBB CO3/1aHHOE WIIM PEOPraHM30BAHHOE TOPA3JeNICHHE TODKHO B MECSYHBIH CPOK
pa3paboTaTh HOMEHKJIATYpy JeJl ¥ MpeCTaBUTh ee B OTAeN 1eN0npou3BOJICTBA.

8.12. Bce 3arojoBku Ji€d, BKIIOYEHHbIE B HOMEHKIATYpY J€JI CTPYKTYpHOTO
noJpasziesieHus, MHaeKcupytores. Muaeke nena ykaspiBaercss B rpade 1 HOMEHKIATyphl el U
COCTOUT W3 WHJAEKCAa CTPYKTYPHOTO TOApa3JesieHus (Koia IMoApa3feiieHus B COOTBETCTBHUU C
YTBEP)KJCHHOH  CTPYKTYpol  YHUBepcuTeTa MM  KJIacCU(UKATOPOM  CTPYKTYPHBIX
NoJipa3/ielieHni) U MOPSAKOBOIO HOMEpa JeNa B pasziele HOMEHKIATyphl nen. MHaekchl nen
ob6o3HavaroTcs apadbckumu rudpamu. Hampumep: 01-05, rae:

01 - Koz CTPYKTYPHOTO MOIPa3/ICICHUS;

05 - mopsIIKOBBIN HOMED Jief1a B pa3zieie HOMEHKIIATYphI Jell.

Jlena 1O BompocaM, Hepa3pelieHHbIM B TEYEHHWE OJHOTO TO0Ja, SBISIOTCS
«MEePEeXOAIMMU» U BHOCATCS B HOMEHKJIATYpPY /€1 CIEIYIOLIEro roja ¢ TeM K€ HHJIEKCOM.
Pexomenryercsi COXpaHsATh B HOMEHKJIATYPE JIEJI OJMHAKOBBIC MHIIEKCHI IS OJHOPOJHBIX JIE,
BKJIIOYEHHBIX B pa3HbIe pa3/Ielibl.

Ecmu B TeueHwe roma B JAEATENBHOCTH YHHUBEPCUTETa OOpPa3yrOTCS JOKYMEHTHI, HE
IPeIyCMOTPEHHBIE HOMEHKJIATYpOH JIeJl, 3ar0JIOBKH HOBBIX /1€ JOMOJHUTENBHO BKIIIOYAIOTCS B
HOMEHKJIATYypy Jiesl. B KaXaoM pasjiene HOMEHKIATypbl Jed JUIsl BHOBb 3aBOJAMMBIX €T
npeaycMaTpUBarOTCs pe3epBHbBIE HOMEPA.

8.13. 3aromnoBok nena (rpada 2 HOMEHKJIATYpHI J€J) OJDKEH B 0000IIeHHON ¢opme
OTpa’kaThb OCHOBHOE COZIepKaHUE U COCTaB JJOKYMEHTOB jena. He nomyckaercs ynorpebieHue B
3aroJIoBKe Jieja HEKOHKPETHBIX (OPMYIUPOBOK («pa3Hble MaTEPUAIIbD», «00IIas MepenucKa), a
TaKXe BBOJHBIX CJIOB U CJIOXHBIX CHHTAKCUUYECKMX 000pPOTOB. 3aroj0OBKH JIEJI MOTYT YTOUHSATHCS
B TE€UEHUE Trofia B npoiecce GOpMUPOBAHUS U OPOPMIIEHHUS JEII.

3aroJoBOK Jiena JOJDKEH COCTOATh M3 3JEMEHTOB, pacrojaraeMblX B clexyroleit
MOCIIe0BATEIbHOCTH:

a) Ha3BaHUE BHUJA jiefia (TMeperucKa, sKypHall, 1eJ0) WK BUAa JOKYMEHTOB, BKIIOUEHHBIX
B €710 (ITPOTOKOJIbI, TPUKA3bI);

0) HauMEHOBaHHWE YHHMBEpPCHTETa, CTPYKTYPHOTO IOJpAa3/EiCHUs, MOCTOSHHO
JEMCTBYIOIIEr0 WM BPEMEHHOTO OpraHa, JOJKHOCTHOTO JIUIA, CO3aBIINX JOKYMEHT(bI);

B) HAaMMEHOBaHHE KOPPECIIOHJIEHTa (OpraHu3aluy, JUIa, KOTOPOMY aJpeCOBaHbl WA OT

4 TTpunoxenue N 26 k [TpaBuiam XpaHeHuUs
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KOTOPOTO MOJIY4YEHbI IOKYMEHTHI);

I') KpaTKoe CO/IepKaHUe JOKYMEHTOB JIEN1a;

1) Ha3BaHHUE MECTHOCTH (TEPPUTOPHH), C KOTOPOH CBSI3aHO COJEPKAHHE JOKYMEHTOB
nena;

€) nata (nmepuon), K KOTOpbIM OTHOCATCSL JOKYMEHTHI JI€J1a;

) yKa3aHHMe Ha KONUIHOCTh JOKYMEHTOB JIeJia.

8.14. TlopsmoK pacronoKeHUs 3aroJIOBKOB eI BHYTPU Pa3zesioB HOMEHKJIATYPHI Al
OIpeNIeNeTCs CTENEHbIO BAKHOCTH JOKYMEHTOB, BKIIFOUEHHBIX B J€ja.

B Hawane pasgena pacrosiararoTcsi 3arojOBKH 1€, COAEpXKAIlUX YUYpPEAUTEIbHBIE,
OpPraHU3allMOHHO-IIPABOBbIE M  PACHOPSIUTENbHbIE JOKYMEHTBI, 3aT€M 3arojloBKH Jiell,
COJepKAINX TJIAHOBBIE, OTYETHBIC, HH(POPMALIMOHHO-AHATUTHIECKHE TJOKYMEHTHI, JTOKYMEHTHI,
OTpa’KarollMe JeATEIbHOCTh MOApa3AeIeHUs, IEPENNUCKY, B KOHLIE pa3Jelia - PerucTpalliOHHbIE
Y YUYETHBIE J)KYPHAJIbl, KAPTOTEKU, Oa3bl JaHHBIX.

3aroJoBKM i€, COCTaBJIEHHBIX 110 KOPPECHOHIEHTCKOMY U TIeorpaguueckomy
OpU3HAKaM, BHOCSATCS B HOMEHKIATypy Jel 1o andaBUTy KOPPECIOHICHTOB WU
reorpauecKux Ha3BaHUI.

B 3aronoBkax pnen, copepiKalux JOKYMEHTHI IO OJHOMY BOIPOCY, HO HE CBSI3aHHBIX
II0CJIEI0BATEIbHOCTBIO PEILEHHsI BOIIPOCa, B KayecTBE BUJA JieNa YNOTpeOseTcss TEPMUH
«JIOKyMEHTBI», @ B KOHII€ 3arojIoBKa B CKOOKaX yKa3bIBAaIOTCS Ha3BaHMs BUJOB JOKYMEHTOB,
HauOoJiee NpeICTaBIeHHbIX B JieNe:

«J10OKyMEHTBI 0 IPOBEACHUH COBEIIAHUN U CEMUHAPOB (IIPOrPaMMBbI, CIIUCKU, JOKIIAIbI)».

TepMUH «IOKyMEHTBI» TPUMEHSAETCS TakXKe B 3arojioBKax JeJ, COJAEpKaIlux
JIOKYMEHTBI-IIPWIOKEHU K KaKOMY-TMOO JOKYMEHTY (BHbl JOKYMEHTOB-IIPUJIOKEHUN HE
HEePEUUCIISIOTCS):

«/loxyMeHTBI Kk IpoTOKOIaM 3acenanuii Haydnoro coseray,

«ITpoTOKOIIBI COBEIAHUI TPU PEKTOPE U TOKYMEHTBI K HUM.

B 3aronoBkax nei, mpeiHa3HauYEHHBIX /ISl TPYNIUPOBKU OJHOTUIIHBIX JIOKYMEHTOB, 3Ta
Ipymnma J0KyMEHTOB YKa3bIBa€TCsl BO MHOXKECTBEHHOM YHCIIE:

«[IpoTokosnbl 3acefaHnii KOMUCCUI.

B 3aronoBkax nein, coaepkaliux MepenucKy, yKa3plBaeTcs, C KEM U 110 KAKOMY BOIIPOCY
OHa BEJETCS:

«Ilepermucka ¢ o00pa3oBaTeNbHBIMH YUYPEXKJICHUSAMH O TOBBIIIEHUN KBaJU(UKALUH
pabOTHUKOBY.

B 3aronoBkax pen, coaep)KallMX IIEPENUCKY € OAHOPOJHBIMU KOPPECIIOHACHTAMH,
NOCJIEIHME HE Ha3bIBAIOTCS, a YKA3bIBAETCS UX BUOBOE Ha3BaHUE:!

«Ilepenucka ¢ ¢denepasbHBIMU OpraHaMH HCHOJIHUTEIBHON BJIACTH O 3aKJIIOYEHUU U
VCIIOJTHEHUH T'OCYAAPCTBEHHBIX KOHTPAKTOBY.

B 3arosoBkax gen, coiepXkallX MEPENUCKy C Pa3HOPOAHBIMU KOPPECIIOHIACHTAMH,
MOCJIEIHUE HE TIEPEUHCIISIOTCS:

"[lepenucka 0 3aKJIFOUEHUH U UCIIOJIHEHUH T'OCYJapCTBEHHBIX KOHTPAKTOB" .

B 3aronoBke nena ykasplBaeTCs KOHKPETHBIM KOPPECIIOHAEHT, €CJIM MepenucKa BeAeTcs
TOJIBKO C HUM:

«[lepenucka c ITAO «Poctenexkom» 0 MpeAaoCTaBICHUH YCIYT CBA3H.

IIpu o0Oo3HaueHUH B 3arojioBKax Jell aJAMHUHUCTPATUBHO-TEPPUTOPHAIBHBIX €IHMHHUIL
YUUTBIBAETCS Cieaylouiee:

€ClIn COACpXaHWE Jejla KacaeTcs HECKOJbKMX OJHOPOIHBIX aJMHUHHCTPATHBHO-
TEPPUTOPUATBHBIX €IMHUI], B 3aroJIOBKE JIeJla HE YKa3bIBAIOTCA HUX KOHKPETHbIE HA3BaHUS, a
yKa3bIBa€TCs UX 00Illee BUI0OBOE Ha3BaHUE:!

«[lepenucka ¢ METUIIMHCKUMHU YUPEKICHUSIMHI ropoia AcTpaxaHu».

€CJIN COJIEp)KaHue JieJa KacaeTcsl OAHON aJIMUHHCTPAaTUBHO-TEPPUTOPUAIIBHON €IMHUIIBI
(HaceJeHHOro MyHKTa), ee (€ro) Ha3BaHUE YKa3bIBAe€TCA B 3aroJIOBKE Jefa:

«Ilepermucka ¢ Anekcanapo-MapuuHCKOW OOJIACTHOM KIMHUYECKOW OONbHUIEH O

45



COBMECTHOH JCATEIBHOCTH.

B 3aronoBkax aen, coaepxKaliyx MIaHOBYIO UM OTYETHYIO JOKYMEHTAIUIO, YKa3bIBaeTCs
nepuo (Mecsl, KBapTall, Toj) Ha (3a) KOTOPBIA COCTaBJICHBI IJIAHbI (OTYETHI):

«OTUeTHl CTPYKTYPHBIX TojpasaeneHui 3a 2019 roay;

«CTaTHUCTUYECKUH OTYET O YUCICHHOCTH, COCTaBe M JBIKEHUH KaapoB 3a 2017 rox (. N
27-Tron)».

[Ipu dopmupoBanum nena U3 HECKOJIBKMX TOMOB (YacTei), KpomMe OOIIEro 3aroyioBKa
JeNna Mpu HEOOXOAMMOCTH COCTaBIISIIOTCS 3arojIOBKM KaKJIOTO ToMma (YacTH), yTOUHSIOIINE
cojiepaHue TOMOB (4acTel) jena.

3aroyioBKU JIeJ1 MOTYT YTOUHSITHCS B Iipoliecce GopMupoBaHus U 0OpMIICHHS JIE.

8.15. I'pacha 3 «KommuecTBO Jem» 3aroyHsAeTCs M0 OKOHYAaHUM KalleHaapHoro rona. Ilo
JOCTHKEHUH JIeJIOM, BKIIIOYAIOUINM JIOKYMEHTbl BpeMEHHbIX (cBbiie 10 J1eT) ¥ MOCTOSIHHOTO
CPOKOB XpaHeHHs1, o0bema B 250 JINCTOB, TOM 3aKpBIBACTCSI U OTKPBIBACTCS HOBBIM ToM. B rpade
3 HOMEHKJATypbl Jell IOCJIeJOBAaTeIbHO YKa3bIBalOTCS HOMEpa TOMOB M KpailHHE JaThl
JIOKYMEHTOB KaXJI0r0 TOMa:

T. 1. 11.01.2017 -
30.06.2017

DNeKTpOHHBIE Jejila Ha ToMa (4acTu) He pasfenstoTcs. Bce anekTpoHHBIE JOKYMEHTHI,
HE3aBUCHUMO OT UX 00beMa, BKIIIOYAIOTCS B OJHO 3JIEKTPOHHOE JIETIO.

8.16. B rpade 4 «Cpox xpaneHus u N cTaThu O TEPEUYHIO» YKa3bIBAIOTCA CPOKHU
XpaHEHUs JieJ1 U HOMEpa cTaTeil 10 TUIOBOMY WJIM BEJOMCTBEHHOMY IEPEYHIO JOKYMEHTOB C
yYKa3aHUEM CPOKOB XpaHeHUs, (elepalibHOMYy 3aKOHY UJIU MHOMY HOPMAaTHBHOMY IPaBOBOMY
aKTy.

8.17. B rpade 5 «lIpuMeuanue» NPOCTABIAIOTCA OTMETKH O 3aBEACHUU JCI
(«3aBeaeHo»), 0 mepexoasnmx aenax (Hanpumep, «Ilepexomsaiiee ¢ 2016 romay), o BbICICHUN
Jel K YHUUYTOXKEHHIO, O JHUIaX, OTBETCTBEHHBIX 3a (OpMHUpOBAHME Jell, O Tepenade el B
JPYTYIO OpraHU3aUIo 1JIs TPOJOKEHHUS.

Ecnu neno ¢opmupyercs B MH(GOPMAIMOHHOW CHCTEME M BKIIOYAET 3JIEKTPOHHBIE
JOKYMEHTHI, B rpade «lIpumeuanue» oTmeudaercs, 4TO JI€JI0 BEAETCS B 3JIEKTPOHHOM BHUJE C
yKa3aHWeM HauMEHOBaHUS HH()OPMAIIMOHHOW CUCTEMBI:

«Onexrponnsie JokyMeHThl. CO 1 «Kanuemspusi», bJ] «CnyxeOHbIe 3aITUCKn».

8.18. Ilo 3aBepuieHHH AEIONPOU3BOACTBEHHOIO rojla B KOHIIE HOMEHKJIATYpPHI JI€1 B
KaKJIOM CTPYKTYPHOM MOJpa3fielieHuu OQOpMIISIETCS UTOTOBasi 3alHCh, B KOTOPYIO BHOCSITCS
CBEIGHUS O KOJMYECTBE 3aBEJICHHBIX JeNl (TOMOB, 4YacTei), OTIEeNbHO IOCTOSHHOTO U
BPEMEHHBIX CPOKOB XpaHEHHUs, BPEMEHHBIX CpPOKOB XpaHeHuss ¢ orMmeTkoil «OIIK» wu
nepexosaumx. MrtoroBass 3amuch JOMOJHSETCS [aHHBIMA O KOJIMYECTBE 3JIEKTPOHHBIX el
COOTBETCTBYIOIIUX CPOKOB XpaHEHHUS.

B uToroByto 3amuch CBOAHOM HOMEHKJIATYphI JEJ CBEAEHUS BHOCSTCS HAa OCHOBAHUH
JTAaHHBIX, I€PETaHHbIX U3 CTPYKTYPHBIX MOApa3AeIeHUI.

Ceenenusi, conepskaniyecss B UTOTOBOM 3alMCH HOMEHKJIATYpbl €Nl YHHUBEPCUTETA,
NepealoTcs B apXUB YHUBEPCUTETa, O Y€M B HOMEHKJATYpe Jed MPOCTaBISIETCS OTMETKa C
YKa3aHHUEM JO0JDKHOCTH M MOAIKCH JIMLA, IEPEABIIErO CBEACHUS.

8.19. Jlena co nHs uX 3aBeIeHUS 10 IEpeJayr B apXUB Y HUBEPCUTETA WJIU JI0 BBIICICHUS
UX K YHUYTOXXCHHIO 110 UCTCUEHUH CPOKA XPAHEHHSI XPAHATCA MO MECTY UX (POPMUPOBAHUS.

Jleno cuuTaeTcss 3aBeIEHHBIM C MOMEHTa BKJIIOYEHHS B HEro MepBOr0 HCIOIHEHHOIO
JIOKYMEHTA.

8.20. Ilpu dopmupoBanuu 1en Ha OyMaXHOM HOCHUTEJE JIOJDKHBI COOJIOIAThCS
clleAyIoIMe odIre npaBuiIa;

46


consultantplus://offline/ref=62124D651860675EE6257BA8F7BBF93A63114406609A51A91742C7FA81BC00CBA5FA7CCDE3AF72A4F59AC4D2CB545ED7259A73E3576AFA3CbEI4F
consultantplus://offline/ref=62124D651860675EE6257BA8F7BBF93A63114406609A51A91742C7FA81BC00CBA5FA7CCDE3AF72A4F59AC4D2CB545ED7259A73E3576AFA3CbEI4F
consultantplus://offline/ref=62124D651860675EE6257BA8F7BBF93A63114406609A51A91742C7FA81BC00CBA5FA7CCDE3AF72A4F59AC4D2CB545ED7259A73E3576AFA3CbEI4F
consultantplus://offline/ref=62124D651860675EE6257BA8F7BBF93A63114406609A51A91742C7FA81BC00CBA5FA7CCDE3AF72A4F49AC4D2CB545ED7259A73E3576AFA3CbEI4F
consultantplus://offline/ref=62124D651860675EE6257BA8F7BBF93A63114406609A51A91742C7FA81BC00CBA5FA7CCDE3AF72A4F79AC4D2CB545ED7259A73E3576AFA3CbEI4F

B JI€JI0O IIOMELIAIOTCS HCIIOJIHEHHBIE JOKYMEHTBI, COOTBETCTBYIOUIME II0 CBOEMY
COJIEPKAHHUIO 3ar0JI0BKY JieJ1a IO HOMEHKJIaType /e,

IIPUJIOXKEHUS TOMEILAIOTCS. BMECTE C OCHOBHBIMU JIOKYMEHTAMH;

B JIeN0 BKJIIOYAKOTCS JIOKYMEHTBl OJHOTO KaJ€HJApHOrOo T0/a, 33 MCKIIOYEHHEM
NEepEexXoadIuX e,

JOKYMEHTBl TIOCTOSHHOIO M BpPEMEHHBIX CpPOKOB XpAaHEHUs TIpYINIUpPYIOTCS B Jeina
pa3fenIbHo;

B JIEJIO BKIIFOYAETCS 110 OJHOMY 3K3EMIUIAPY KaXJI0r0 JOKYMEHTA;

(akcorpaMmmbl, TeJerpaMMbl, TeIe(OHOTPaMMbI TOMEIIAIOTCS B JIeNa C MEePEenucKOi Ha
OOIIMX OCHOBaHUSIX;

B JICJIO MOMELIAIOTCA JOKYMEHTHI MPaBMJIbHO U MOJHOCTHIO O()OPMIICHHBIE (IOKYMEHTHI
JIOJDKHBI UMETh JaTy, OAIUCH U APYrHe HE0OXO0AUMBIE PEKBU3UTHI);

B JIEJI0 HE BKJIIOYAIOTCS JIOKYMEHTBI, IOJUIEKAIINE BO3BpATy, JIMIIHUE IK3EMIUIAPHI U
YEPHOBUKH (32 HCKITFOYCHUEM 0CO00 IICHHBIX);

no o0wveMy €70, BKJIIOYAIOUIee JOKYMEHTHI Ha OyMaXHOM HOCHTENe, HE JOJDKHO
npeBbiaTh 250 JIUCTOB, NPH TOJILMHE HEe Oosee 4 cM (TOJIIMHA JIeJI CO CPOKAMHU XPaHEHHs 10
10 ner He nomkHa npesbiiath 10 cm). Ilpu npeBplieHUN 1aHHOTO 00BEMa 3aBOJAUTCS BTOPOM
toM. Ilpn Hamuuuu B Jene HECKOJBKMX TOMOB (YacTeil) HMHAEKC M 3aroJIoBOK Jiena
MIPOCTABIISIIOTCS HA KAXKIOM ToMe ¢ qo0asiienrem o0o3HaueHuid: «T. 1», «T. 2».

JIOKyMEHTBI BHYTPH [IeJla paclojaratoTcsi CHU3y-BBEpX B XPOHOJIOTMYECKOH, BOIPOCHO-
JIOTUYECKON MOCIIEA0BaTENbHOCTH WM UX COUETaHUH.

PacniopsiiuTenbHble JOKYMEHTHI TPYNIUPYIOTCS B Jiesla 10 BUJAM M XPOHOJIOTHUU C
OTHOCAIIMMHCA K HHUM MPHIOKEHUAMHU. J[OKYMEHTBI - OCHOBAHHSA K PaCHOPSIAUTEIBHBIM
JIOKYMEHTaM BKJIFOUAIOTCS B OT/IEIBHOE JIEJI0.

[IpoTokoJibl B Jiese pacnoaraTcs B XpOHOJIOTHYECKOM MOPAIKE U IO HOMEpaM.

JIOKyMEHTBl K 3aceJaHusM (COBEIIaHUSAM) IPYNIUPYIOTCS B OTAEIbHOE €10, KaKk M
IPUJIOKEHUS K IIPOTOKOJIaM, €CJIM OHU COJIepKaT Oosee 25 CTpaHuL.

JIOKyMEHTBl K HPOTOKOJIaM, €CJIM OHHM CIrpYIIUPOBaHbI B OTIEJIbHBIE JIela,
CUCTEMATU3UPYIOTCS BHYTPH Ji€Jia 0 NOPSAJIKY HOMEPOB IPOTOKOJIOB.

JlokanbHbIE HOPMAaTHBHBIE aKThl, YTBEPXJIEHHBIE PACHOPSIUTENBHBIMU JIOKYMEHTAMHU,
SIBIISTIOTCSI IPHJIOKEHUSIMUA K HUM U TPYIIITUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTaMH.

IIpyka3pl 1O OCHOBHOHM JE€ATENBHOCTH TPYNIUPYIOTCS OTAEIBHO OT IPHUKAa30B IIO
JTUYHOMY COCTaBY M TIPHKA30B 10 aIMUHHMCTPATHBHO-X03SHCTBEHHON JeATeTbHOCTIL .

[Tpuka3sl MO JMYHOMY COCTaBY (POPMHUPYIOTCS B JAeja B COOTBETCTBUHU CO CPOKaMHU
XpaHEHUS.

JIOKyMEHTBI B JINYHBIX JleJIaX PACHOJIaratoTcs 0 Mepe UX MOCTYIICHHUS.

[lepenucka rpynnupyercs B Jela [0 TeMaTHUKE W/WIM KOPPECIOHAEHTaM H
CUCTEMATHU3UPYETCS B XPOHOJIOTHUECKOM IOCIIE0BATEIBHOCTH: JOKYMEHT-OTBET ITIOMEIAETCS 3a
JOKYMEHTOM-TIpocb00il (3ampocom). IIpu BO300HOBIEHHMH MEPENHUCKH IO ONPEAEICHHOMY
BOIIPOCY, HaYaBILEHCs B MPEAbIAYIIEM IOy, JOKYMEHThI BKIIOYAIOTCS B JIEJI0 TEKYIIEro roja ¢
yKa3aHHEM MHJEKca Jiea MpeabIAYyIIero roja.

DJNEeKTPOHHBIE JTOKYMEHTHI (OPMHUPYIOTCS B D3JEKTPOHHBIE J€lda B COOTBETCTBHH C
HOMEHKJIATypoil Jien YHuBepcUTeTa B TOM MH(OPMALIMOHHOW CHUCTEME, B KOTOPO OHU ObLIN
CO3JIaHbl WK B KOTOPYIO OBUIM BKITFOYEHBI.

8.21. Insa obecriedeHHss COXPAaHHOCTH, yd4eTa JOKYMEHTOB U [l CTPYKTYPHOTO
NOJpa3ieIeHust U Y HUBEpCUTETA JIOCTYIa K HUM IPOBOAUTCS KOMIUIEKC padoT:

CO3/IaHH€ ONTHUMAJIbHBIX YCIOBUN XpaHEHUS TOKYMEHTOB U JIE;

pa3MelIieHNe JE;

> B cootBercTBuM ¢ [lepeyHeM THUIOBBIX YIPABIEHYECKHX APXHMBHBIX JOKYMEHTOB, 00pa3ylOIIUXCS B IIPOILECCE
JIeSITEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAaMOYINpPABJICHHUs W OpraHu3alldi, ¢ yKazaHHeM
cpokoB xpaHeHus (yTB. [Ipuxazom MunkyneTyps! Poccun ot 25.08.2010 Ne 558).
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MPOBEPKA HATUYUS U COCTOSIHUS TOKYMEHTOB H JIET;
coOJII0ICHHE MOPSAIKA BbIIaYH JIE.

8.22. Jlema pa3MemniaroT B pabOYMX KOMHATaX WM CIICIUATBHO OTBEICHHBIX JJISi 3TON
eI TTOMEeUIeHHIX B mKadax, Ha CTeJIakax, YTOObl 00ECeUnuTh UX COXPAHHOCTh U 3aIUTY OT
BO3/ICUCTBUS BPEAHBIX (PaKTOPOB.

Hena st ux ydyera M OBICTPOrO IOMCKA JIOJDKHBI PacHojiaratbCs BEPTUKAIBHO,
KOpEIIKaMH HapyXXy U B COOTBETCTBHM C HOMEHKJIATypoi nen. Ha kopemkax o0J0XeK Aen
YKa3bIBAIOTCSA MHACKCHI [0 HOMEHKJIAType Jiel, NP HeOoOXOAMMOCTH HOMEp ToMma Jena, Aary
nena. HomeHknaTypa aen i BBIIICKA U3 Hee MOMEIAeTCsl Ha BHYTPEHHEH CTOpoHe mKada.

8.23. IlpoBepku HamWuus U COCTOSIHHUS JIOKYMEHTOB W J€J B LEJISIX YCTAHOBJICHUS
(aKTHUECKOro HaIWYMsl JeNl JOJDKHBI IMPOBOIUTHCS JEJIONPOU3BOJIUTEIEM MOJPA3/IEICHUs B
CITyJasix:

nepe rnepesadyeil JOKyMEeHTOB B apXUB Y HUBEPCUTETA;

[IPH NIepEMEILICHUY JIETT;

IpU CMEHE PYKOBOAMTENS CTPYKTYPHOTO TMOjApa3ieieHus, HadanbHuka OTrena
JIEJIONPOU3BO/ICTBA;

IIPU PEOPraHMU3aALNH U JTUKBUIAIMH Y HUBEPCUTETA HIIM CTPYKTYPHOTO TIOPa3ICICHUsI.

[IpoBepka Hamu4Ksi TPOBOAUTCS MMYTEM CBEPKU CTaTeid HOMEHKJIATYPBI JIE C OMHCAHUEM
nen Ha OOJNOXKKe, a (PHU3UYEeCKOoe COCTOSIHHE [l ONPEACISIeTCs IYyTEeM HX BH3YAJIBHOTO
npocMotpa. Bce oOHapykeHHBIE HENOCTAaTKU MJOJDKHBI (DPUKCHPOBATHCA B aKTE€ IPOBEPKHU
HAJIMYIHS U COCTOSTHHUS JIEIT.

8.24. B cnyuyae BBISBICHHSI OTCYTCTBUS JI€J, UYUCISILMXCS MO HOMEHKJIAType e,
PYKOBOJICTBOM TIOApA3JeICHI MPUHIUMAIOTCS MEPHI 10 UX PO3BICKY. ECIM pO3bICK Jen He aeT
pe3ynbTaTa, COCTaBJISIETCSl CIpaBKa O MPHYMHAX HMX OTCYTCTBHS, KOTOpas MOJIMUCHIBAETCS
pyKOBOJUTENIEM NOJIpa3esieHus U npeacrasisgercs B OTaen 1ea0npou3BOICTBA.

dakt yrpatel gena (men) ¢ukcupyercs B - akte, cocraBiusiemoMm  Otaenom
JIeTTOTIPOU3BOJICTBA M PYKOBOJAUTENIEM CTPYKTYPHOTO MOApa3AeieHus (YHOJTHOMOYEHHBIM HM
JUIOM) B TpeX OK3eMIUIApax: [0 OJHOMY OK3eMIULIpy akTa xpaHutca B Otaene
JIeTTOTIPOU3BOJICTBA U CTPYKTYPHOM TOAPA3ACICHIH; SK3EMIUISp aKTa NMPEACTaBISIETCS B apXUB
YHuBepcuTeTa npu nepejaye Aea CTpyKTypHOIo OJpa3iesieH!s] Ha apXUBHOE XpaHEHHE.

8.25. DkcnepTusa 1EHHOCTH JOKYMEHTOB MPOBOJUTCA HA OCHOBE 3aKOHOJIATEIBHBIX U
WHBIX HOPMAaTUBHBIX MPaBOBBIX akTOB Poccuiickoit deaeparuu, ycTaHaBIMBAIONINX TPEOOBaHUS
K CpOKaM XpaHEHHUS JOKYMEHTOB, THIIOBBIX W BEIOMCTBEHHBIX IIE€peUHEil IOKYMEHTOB C
YKa3aHUEM CPOKOB UX XPAHEHUS:

MIPH COCTABJIICHUH HOMEHKJIATYPHI JIEJT;

IIPU MOJTOTOBKE €T K Iepeiaue B apXuB Y HUBEPCUTETA,

B apXUBE Y HUBEPCUTETA.

8.26. lns opraHu3alyy M MpoBeACHUs pabOThI MO 3KCIEPTU3E LIEHHOCTH JTIOKYMEHTOB B
YHUBEpCUTETE MPUKA30M PEKTOpa CO3aeTCs IKCIepTHas komuccus (nanee - IK).

3anaun, QyHKIUY, TpaBa, opranuzainus padotsl DK onpeaenstoTcs NOJ0KEHUEM O HeEl,
KOTOpOoe pa3pabaThiBaeTCss Ha OCHOBAHWM NPHUMEPHOTO TIOJIOKEHUS, YTBEP)KIECHHOTO
YIIOJTHOMOYEHHBIM (eiepaibHbIM OPraHOM MCIIOTHUTEIBHON BIIACTH B chepe apXUBHOTO Jena U
nenonpon3soscTsa’.

8.27. OcHoBHbIMU (yHKIMAMHU DK sBISAIOTCA:

OpTaHU3aIMsl €KETOTHOTO 0TOOpa JIeJT i1l XPaHEHUS! U YHUITOKECHUS;

paccMOTpeHHe U COTIacoBaHME MPOEKTa HOMEHKJIATYPHI J1el Y HUBEPCUTETa, ONUCEH Jel
MIOCTOSTHHOTO W BpeMeHHBIX (cBbime 10 jeT) cpoKOB XpaHEHHUs, B TOM YHUCIE TI0 JINYHOMY
COCTaBYy, aKTOB O BBIJICJICHUU K YHUUTOKEHHIO JIEJ1, HE MOJUIekKAIUX XPAHEHUIO;

yJacTHe B TOATOTOBKE M PACCMOTPEHUH TPOEKTOB HOPMATHBHBIX M METOJAMYECKHX

® [Tpuxas ®enepanpHoro apxupHoro arenrctsa ot 11.04.2018 N 43 "O6 yreepxaenun [IpuMepHOTo MojoKeHus 06
SKCIEPTHON KOMUCCHH OpTaHu3aIun"”
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JOKYMEHTOB I10 BOIIpocaM paboThl ¢ JOKYMEHTAaMH B Y HUBEPCUTETE.

8.28. DKcrnepTusa LIEHHOCTH JIOKYMEHTOB OCYILIECTBIISIETCS €XKEroTHO
JIEJIONPOU3BOUTENSIMU TTo/Ipa3iesieHuil coBmMecTHO ¢ DK YHuBepcuTeTa U MoJ METOAMYECKUM
pykoBojcTBoM OTJiena Aea0nporu3BOACTBA.

8.29. Ilpu mpoBeAeHUM SKCHEPTU3bl IIEHHOCTH JOKYMEHTOB IPHU IMOJATOTOBKE JIEN K
nepeaye B apxuB Y HUBEPCUTETA OCYILECTBIIACTCS:

0TOOp JIOKyMEHTOB IOCTOSIHHOTO M BpeMEHHBIX (CBbIIe 10 JIeT) CpOKOB XpaHEHHS JUIS
nepeaayy B apXuB Y HUBEPCUTETA;

0oTOOp JOKYMEHTOB BpeMeHHBIX (10 10 JeT BKIIOUMTENBHO) CPOKOB XpPAaHEHHUS H C
noMeTkamu «Jlo MUHOBaHUS HaJOOHOCTHY, «Jl0 3aMeHbl HOBBIMIY, IOJUIEKAIUX JalbHEHILIEMY
XPAaHEHUIO B CTPYKTYPHBIX [TO/IPa3CIICHUSAX;

BBIJICJICHUE K YHHUYTOXKEHHUIO JIeNl 3a HpPEIbIAYIIHe TIoJbl, CPOKH XPaHEHUS KOTOPBIX
UCTEKIIH.

OHOBPEMEHHO NPOBEPSIETCS KAueCTBO U IOJIHOTA HOMEHKJIATYphl J1€71 YHUBEPCUTETA,
IIPABWJIBHOCTb OIIPEJIEIIEHHUS CPOKOB XPaHEHUs A€l

8.30. Jlema mocTossHHOTO W BpeMEHHBIX (CBbImie 10 JI€T) CPOKOB XpaHEHHUS MOIJIEKAT
MOJIMCTHOMY IIPOCMOTPY JUIS BBIJIEIEHUSI U3 MX COCTaBa JOKYMEHTOB BpeMeHHbIX (10 10 ner)
CPOKOB XpaHEHHUs.

Hena ¢ otmetkoil «OIIK» noaseprarorcs NOIMCTHOMY HPOCMOTPY B LEJIAX ONpPEIEICHUS
U BBIJICJICHUS U3 UX COCTaBa JJOKYMEHTOB, MOAJIEKAIIUX [TOCTOSHHOMY XPaHEHHUIO.

8.31. Or0Op »SJEKTPOHHBIX MJOKYMEHTOB JUIsI TEpelayd B apxXuB YHHBEpPCHUTETA
OCYILECTBIISICTCSI B aBTOMAaTU3UPOBAHHOM pEXHUME IyTeM O0TOOpa JOKYMEHTOB M3 0a3 JaHHBIX
UH(OPMAIIMOHHBIX cUcTeM Mo npu3Haky «Munekc nenay («Cpok XpaHeHUN»).

8.32. Ilo pe3ynpTaTaM 3KCHEPTU3bI LIEHHOCTH JIOKYMEHTOB B YHUBEPCUTET MPOBOAUTCS
o(opMIIEHHE JIe]l U COCTaBISAIOTCSA OMMCH JIeN NMOCTOSHHOIO XpaHEHUs], BpeMeHHbIX (cBbliie 10
JIeT) CPOKOB XpPaHEHUs U IO JUYHOMY COCTaBY, a TaK)XK€ aKThl O BBIJEICHUM K YHUUYTOXKECHUIO
JIeJ1, He MOJUIekAIIUX XPaHEHHUIO.

Onwucu 1en NOCTOSHHOTO XpaHeHUs, BpeMeHHbIX (cBbiie 10 JeT) CpoKoB XpaHEHHs U 110
JUYHOMY COCTaBy, a TaKK€ AaKThl O BBLICJICHUM K YHUYTOXKEHUIO J€J, HE IOJUIeKaIINX
XpaHEHUIO, paccMmarpuBarloTca Ha  3acemanuu  OK  YHuMBepcuTeTa  OJHOBPEMEHHO.
CornacoBansble DK aKkThl 1 OIIUCH YTBEPKIAIOTCS PEKTOPOM.

8.33. Jlena, oOpa3oBaBIIMecs B IATEIHOCTH YHUBEPCUTETA U MOJUIEkKAIUE XPAHEHUIO,
IPOXOJAT MOJIHOE WM vacTuuyHoe odopmiieHue. [lonHomy odopmieHuio mojiexar aena
BpeMeHHbIX (cBbIe 10 JIeT) CPOKOB XpaHEHHsI M IOCTOSHHOTO XpaHeHus. [lena BpeMeHHBIX (10
10 51eT) cpokoB XpaHEeHUs MTOAJIEKAT YACTUYHOMY O(POPMIIEHHUIO.

OdopmiieHne fen1  NOPOBOJUTCS B CTPYKTYPHBIX —MOAPA3IENEHHUSIX IO MECTy
(dbopMUpOBaHUS JOKYMEHTOB B JieNa.

8.34. IlonmHoe oopmieHue ena Ha OyMaKHOM HOCHTENE BKIIIOYAET:

oopMIleHHEe PEKBU3UTOB O0JIOKKH Jeiia 1o ¢hopme;

HyMEpALUIO JIUCTOB B JIEIIE;

COCTaBJICHHE JIUCTAa-3aBEPUTES JIETIa;

COCTaBJIEHHE B HEOOXOAUMBIX CIy4asx BHYTPEHHEH OMKMCH JOKYMEHTOB JIeNa;

MOJILIMBKY U MEPEIIeT JIeNa;

BHECEHHE HEOOXOIUMBIX YTOUHEHUH B PEKBU3MUTHI OOJIOXKKH Jiesa (yTOUHEHHE Ha3BaHUs
OpraHu3aly, HHIEKca Jiea, KpalHuX JaT Jieja, 3arojloBKa Jena).

JIucr-3aBepuTenp Jena, BHYTPEHHSAS ONMCh JOKYMEHTOB Jiela W OOJIOKKa Jerna
COCTABJIAIOTCA MO POPMaM, yCTaHOBJIEHHBIM [IpaBunamMu XpaHeHus .

"Tlpunoxenns N 8, 27, 28 x [paBuiaMm XpaHeHus.
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8.35. lena BpeMeHHbIX (10 10 JieT BKIIOYHMTENBHO) CPOKOB XPAHEHHS, IOJUIeKAIINE
YaCTUYHOMY OQOPMIICHUIO, JOIYCKAETCsl XPaHUTh B IallKkaX, B KOTOPBIX Jeja XpaHWIUCh B
JIeNIOTIPOU3BOICTBE, MEPEeCUCTeMAaTH3alHs TOKYMEHTOB B JieJie HE MPOBOJIUTCS, JIUCTHI JIeia He
HYMEpYIOTCS, JTUCThI-3aBEPUTEIH Jiea He cocTaBisitoTca. Ha o0ioxkke Jenna B COOTBETCTBUU C
HOMEHKJIATYpOW /I 3aIlOJIHSAIOTCS PEKBU3UTHI: HAUMEHOBAHUE YHUBEPCUTETA, HAMMEHOBAHHE
HOJpa3/IeNIeHus], UHAEKC Jiella, 3arojJ0BOK Jeja, CPOK XPaHEHUs JT0KyMEHTOB.

8.36. Ha obnoxke nen BpeMeHHBIX (cBbie 10 JIeT) CPOKOB XpaHEHHS U MO JTUYHOMY
COCTaBY yKa3bIBaIOTCS:

HAaMEHOBAHME OPraHU3AlMU-YUPEAUTENsI; HAUMEHOBAHHWE OpraHW3allMd - HCTOYHHKA
KOMIIJIEKTOBAHUS TOCYIapCTBEHHOTr0 (MyHHUIIMIIATBHOT0) apXHBa;

HAaMEHOBAHHE CTPYKTYPHOTO MOPa3ACICHHUS;

MHJIEKC Jiea 10 HOMEHKIIaType Jel;

HOMEp TOMa (4acTH);

3aroJIOBOK JieJia (ToMa, 4acTH);

KpaiiHHe J1aThl Jiena (ToMa, 4acTH);

KOJINYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHHUS JIea;

apXHUBHBIN UGp Aena.

Ha o06snoxkax pgen TOCTOSHHOTO XpaHeHHWs HaJ HaWuMEHOBAaHHUEM OpraHHU3aluu
yKa3bIBAE€TCS HAMMEHOBAHUE TOCYAAPCTBEHHOr0 (MYHUIMIAIBHOIO) AapXHBa, HCTOUYHUKOM
KOMILJIEKTOBAHHUSI KOTOPOTO BBICTYIAET Y HUBEPCUTET.

8.37. Ilpu opopmieHnn 00JI0KKH JeIa:

HAaMEHOBAHHME OPTaHU3AIUH-YUIPEIUTENs, YKa3bIBACTCS IOJHOCTHIO B MMEHHUTEIHHOM
najaexe, IOJA TOJIHBIM HauMEHOBaHMEM B CKOOKax yKa3blBaeTCsl OQUIMAIbHOE IPUHATOE
COKpAILEHHOE HAaUMEHOBaHUE (IIPU €ro HAIUYHUH);

HaMEHOBaHME YHHBEPCUTETAa YKa3bIBAETCsSI NOJHOCTbIO, B MMEHHUTEIBHOM Mafieke, C
yKa3zaHHeM O(HIIMATBHO MPUHITOTO COKPAICHHOTO HAUMEHOBaHMS (TIPU €0 HAIWYHH), KOTOPOE
yKa3bIBAETCs B CKOOKaX MOCJIE MOJHOI0 HAMMEHOBAHUS;

HAaMEHOBAHHE CTPYKTYpPHOTO TOAPA3/eNICHHs YKa3bIBACTCS MOTHOCTHIO B COOTBETCTBUH
C YTBEP)KICHHOH CTpyKTypoil VYHuBepcuTeTa (IpU HAIMYMKU COKPALIEHHOTO HaMMEHOBAaHUs
CTPYKTYPHOTO TTOJIpa3/IeJICHUs OHO YKa3bIBACTCS B CKOOKaX);

MHJIEKC Jieia IPOCTaBIIETCS] B COOTBETCTBUU C HOMEHKJIIATYPOil Jies1 Y HUBEpCUTETa,

3arojIOBOK Jejia MEePEeHOCUTCS W3 HOMEHKJIATyphl el (B HEOOXOOUMBIX Cllydasx B
3aroJIOBOK BHOCSATCS] YTOUHEHH);

nathl aena (roj(bl) 3aBeCHUS U OKOHYAHUS Jiela B 1€JI0NPOU3BOJICTBE).

[Tpu n3MeHeHNH HaMMEHOBaHUs Y HUBEPCUTETa WU MOJpa3/IelIeHUs] B TeUeHHEe NMepHoaa,
OXBaTBHIBAEMOT0 JIOKYMEHTAaMH [Iella, WM TP Tepefade Jiena B APYroe MoJpa3leliecHue Ha
o0JIOKKe Jlena ToJ TMPEeKHUM HaMMEHOBAHHWEM YKa3bIBAaeTCs HOBOE HaMMEHOBAaHUE
YHuBepcutera(mmoapaseneHns), a IpexHee HAMMEHOBAHNE 3aKITF0YAeTCsI B CKOOKH.

WHpekc aena u 3arojioBOK Jejia MepPeHOCATCs Ha 00JIOKKY U3 HOMEHKJIATypsl aen. Eciu
JIEJI0 COCTOUT W3 HECKOJIbKMX 4acTei, Ha OOJOXKKY Ka)XJ0ro ToMa (4acTu) BBIHOCHUTCS OOIIMI
3aroJIOBOK Jiejia U 3aroJIOBOK KaXKJ0M 4acTH (IpU ero HAJINYHHN).

Jlatoii gemn, coaepKamx pacopsIUTENbHYI0 JOKYMEHTAIHIO, @ TAaKXKe JeJ, COCTOSIINX
U3 HECKOJIbKMX TOMOB (YacTeil), sSIBISAIOTCS KpailHMe NaThl JOKYMEHTOB Jella, TO €CTh JaThl
(uucno, Mecsl, TOA) perucTpaluu (COCTaBIEHHS) CaMOrO0 PaHHEro U C€aMOro IO3JHETro
JIOKYMEHTOB, BKJIIOUEHHBIX B Jieso. [Ipu aToM JieHb Mecsina (JBa 3HaKa) U roj] (YeTblpe 3HaKa)
0o0o3HavaroTCs apabckumu I1MdpaMu, Ha3BaHUE Mecsla mumeTrcs ciaoBoMm. Ecam B geno
BKJIIOYEHBI JIOKYMEHTHI, aThl KOTOPBIX BBIXOJAT 3a KpalfHHE JaThl JieNa, TO MO/ J1aTaMH Jiena, ¢
HOBOH CTPOKH JIeNTaeTCsl 3auch: «B aene nmMeroTcest JOKYMEHTHI 3a ... TofA(bI)». JlaThl 1ema MoryT
HE yKa3bIBaThCS HA OOJIOXKKE JeJI, COJIeprKallluX, HallpuMep, TOI0BbIE IIJIaHbI U OTYETHI, TaK Kak
OHH OTPAKAIOTCS B 3ar0JIOBKAX JIEI.

Jlatamu fiena, coJepiKallero MHpPOTOKOJIbI 3acellaHHi, SBISIOTCS JaThl IEPBOrO U
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MOCJIEAHETO MTPOTOKOJIA.

KpaitHuMu natamu JTMYHOTO Jiea SIBJSIOTCS JaThl MOANUCAHUS IMpUKa3za o npueme (Ipu
HAJIMYUKA TPYAOBOTO JIOTOBOpa - JaTa 3akKJIIOYEHUs TPYAOBOTO JIOTOBOpAa) W IMpHKaza 00
YBOJIbHEHUU JIMLA, HA KOTOPOE OHO 3aBEACHO. B ciyudae cMepTH jmua, Ha KOTOPOE 3aBEICHO
JIeJ10, KOHEYHOU JJaTOM SIBJISETCS JlaTa TIOKYMEHTA, U3BEILAIOLIET0 O €ro0 KOHYHHE.

PexkBU3UT «CPOK XpaHEHHMs JIe1a» NEePEHOCUTCS Ha OOJIOKKY Jiesla U3 HOMEHKJIATYphl Jell
II0CJIE CBEPKU €r0 CO CPOKOM XPaHEHHS, YKa3aHHBIM B IIEPEYHE TUIIOBBIX JTOKYMEHTOB WJIU B
BEJJOMCTBEHHOM II€pEYHE JOKYMEHTOB, C YKa3aHUEM CPOKOB XpaHEHHUS.

Ha nenax mocTossHHOTo XpaHeHUs MUUIeTCs: «XPaHUTh IOCTOSTHHOY.

8.38. Ilo oxoHYaHMM rojja B HaJIUCH HAa OOJOXKAaX JeJl MOCTOSHHOIO U BPEMEHHBIX
(cBblmie 10 jieT) CPOKOB XpaHEHUSI BHOCSTCS] YTOUHEHUS: IPH HECOOTBETCTBUM 3aroJIoBKa /i€ Ha
00JIO)KKE COAEP)KaHUIO IMOAUIMTHIX JOKYMEHTOB B 3arojlOBOK Jiella BHOCSTCA HM3MEHEHUS U
JIOTIOJTHEHUS.

HaumenoBanust VYHuBepcuTeTa M NOAPA3JENICHUsA, TOA M HOMEpP Jella MOTyT
IPOCTABIATHCS HA 00JI0KKE C ITOMOIIBIO IITAMIIA.

8.39. B mensax oOecneueHHsl COXPAHHOCTH M 3aKpEIUICHHMsI HOPsAKA PACHOJIOKCHMS
JIOKYMEHTOB, BKJIIOUEHHBIX B JIEJIO, BCE €r0 JIMCTHI, KPOME JIMCTa 3aBEPUTENsl U BHYTPEHHEH
ONKCH, HyMepyloTcs apaOCKuMu IudpamMu BajoBod Hymepauuen. JIMCTBI HyMepyroTcs
rpadUTOBBIM KapaHJIAIIOM MM HyMepaTopoM (yrmoTpeOsieHHe YepHMII M [BETHBIX KapaHaamien
JUIs HyMEpalM{ JIMCTOB HE JIOIYCKAaeTcs) CBEpXY BHU3, LUGPHI MPOCTABISIOTCS B MPaBOM
BEPXHEM YIJy JIMCTA, HE 3aJieBasi TeKCTa JOKyMEHTAa. JIMCThl BHYTpPEHHEH OIMCU HYMEpYIOTCS
OTJIENBHO.

JIucThl fen, COCTOSIUX M3 HECKOJIBKMX TOMOB WJIM YacTel, HyMEPYIOTCS MO KaXJIOMYy
TOMY WJIH YacTH OTIEIBHO.

JlokyMEeHTBI ¢ COOCTBEHHOM HyMepalien JUCTOB HyMEPYIOTCS B OOIIEM MOPsIIKE.

JIuct mro0oro ¢opmara, HOJIINTHIN 32 OUH Kpail, HyMepyeTcs Kak OJIMH JIUCT B IIPABOM
BepxHeM yriay. CII0KEHHBIH JIMCT pa3BOpPauMBaeTCs U HYMEpPYeTCs B IPaBOM BEPXHEM YIIIy.
JIucTt, coKeHHBIM U MOALINTBIA 3a CEpEAUHY, OMICKNT MEPEIINBKE U HYMEPYETCsl KaK OJIUH
JIUCT.

Eciu B neno moAgmuT KOHBEPT € BIOKEHUEM, CHaydalla HyMEpPYeTCs KOHBEPT, a 3aTeM
OuYepeIHbIM MOPSIKOBBIM HOMEPOM KaX0€ BIOXKEHHE B KOHBEPTE.

Ecnu B Hymepanuu iucToB jpomyieHo 6osee 10 ommboK, Bce 1e710 HyMepyeTcsl 3aHOBO.
[Tpu 3TOM cTapble HOMEpa 3a4€pKUBAIOTCSI, U PSIIOM CTaBUTCS HOBBIA HOMEp JIMCTA.

IIpy HanMuuM OTAENBHBIX OIIMOOK B HyMEpalMM JIMCTOB AOMYCKaeTcs yHoTpeOsieHue
JUTEPHBIX (C OYyKBEHHBIMHU JIOTIOJIHEHUSMHU ) HOMEPOB JIMCTOB.

8.40. Ilocne 3aBeplIeHHs HyMeEpalUuu JINCTOB COCTAaBJISETCS JIMCT-3aBEPUTENb [EIIa,
KOTOpBIM pacrosiaraercss B KOHIE Jena. B nucre-3aBeputene uudpaMu M IPOMUCHIO
yKa3bIBAlOTCS KOJIMYECTBO JIMCTOB B JIAaHHOM JIeJie, OCOOCHHOCTH OTIENbHBIX JIOKYMEHTOB
(HEsICHBII TEKCT, pa3pbIBbl, CKIEHKN).

JIuct-3aBepuTensd Jena MOAINMCHIBAETCS €r0 COCTABUTEIEM C YKAa3aHUEM JIOJDKHOCTH,
WHUIMAJIOB ¥ (aMUJINH, 1aThl COCTABIICHUS.

KonnuecTBo nMCTOB B Z€n€, yKa3aHHOE B JINCTE-3aBEPUTENE JieNa, MPOCTABIAETCS Ha
00JI0KKE Jena.

Ecnu neno mepemieTeHo M MOAMIMTO O€3 JHCTa-3aBEpUTENs, TO COCTABICHHBIM JIMCT-
3aBEpUTEIIb MTO/IKJIEUBAETCS K BHYTPEHHEH CTOpPOHE 3aHel 00JI0KKH Jiena.

8.41. lna ydyera NOKYMEHTOB OIPEAEIEHHBIX KAaTErOPHM MOCTOSIHHOIO U BPEMEHHOIO
(cBbime 10 5eT) CpoKOB XpaHEHMs, y4eT KOTOPBIX BbI3BaH CHEUU(UKON TOKyMEHTalluH,
BKJIIOUEHHOW B JIEJI0, COCTaBIISETCS BHYTPEHHSAS ONUCH JIOKYMEHTOB Jiela, IIOMeNiaeMasi B €ro
HayaJo.

BHyTpeHHss onuch BKIIOYAETCS B JA€ja, UMEIoIIre 0co0yr0 3HAaUMMOCTh, a TAaKXkKe B JIeNa,
c(OpMUpPOBaHHBIE 110 BUAAM JTOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKPBHIBAIOT KOHKPETHOTO
COJIep’KaHusl JOKYMEHTOB.
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BHyTpeHHAs omMch JOKYMEHTOB [ella COCTaBIJIIETCSl TakKe Ha OOBEMHBbIE Jerna
IIOCTOSIHHOTO M BpeMeHHbIX (cBbime 10 JIeT) CpOKOB XpaHEHHUs B IENAX ydeTra U ObICTpPOro
HaXO0X/IEHUS JOKYMEHTOB B JIEJI€.

B KkoHue BHYTpeHHEHl omucu ykKas3blBaeTcs LHU(paMu M TNPONUCHI KOJIUYECTBO
BKJIIOUEHHBIX B HEE JOKYMEHTOB U KOJUYECTBO JINCTOB BHYTPEHHEN OMMCH.

BHyTpeHHS onuch OKYMEHTOB Jiejla IOJIMCHIBAETCS COCTABUTEJIEM C YyKa3aHHEM
JIOJKHOCTH, MHUITMATIOB U (JaMUITHH, AAaThl COCTaBJICHUSI.

Eciu peno meperuiereHo M moAmMTO O€3 BHYTPEHHEH ONMCH, TO COCTaBJICHHAs
BHYTPEHHSIS ONUCH MOAKJICUBACTCS K BHYTPEHHEH CTOPOHE JIMLIEBOM 0OJI0KKH J1ea.

8.42. JIokyMeHTBhI TIOCTOSSHHOTO, BPeMEHHBIX (CBbIEe 10 JI€T) CPOKOB XpaHEHHUS W TIO
JUYHOMY COCTaBY, COCTaBISIIOIIME JIeNI0, MOMENIAIOTCS B TBEpIble OOJOXKKH M3 KapTOHA,
HOJIIMBAIOTCS B YEThIpE MPOKOJIA WM IEPEIUIETAIOTCS C YY4ETOM BO3MOXHOCTH CBOOOIHOIO
YTEHHUs TEKCTa BCEX JOKYMEHTOB, JaT, BU3 W PE30JIOLUN Ha HUX. Pe3omronuu pykoBOICTBa,
COCTaBJICHHBIE Ha OT/EIbHBIX JHMCTaX, HOMEIIAITCS Nepes JoKyMeHToM. [Ipu noaroroske aen k
NOJIKBKe (TIEperieTy) IMpOBEpsSeTCsl MPaBWIBHOCTE HX (OPMHPOBAHUS, OGOPMIICHHS, BCE
IUTACTUKOBBIE M METAUIMYECKUE KpEIUICHUs, a TaKKe TEepMOIEperyieTbl U3 JOKYMEHTOB
YAAJISIOTCA.

Jlena TOCTOSHHOTO XpaHEHHs, COCTOALIME W3 0CO00 LEHHBIX WIM HehOpMaTHBIX
JOKYMEHTOB, MOTYT TNPHUHHMATHCS HA XpAaHEHHE B 3aKPBITBIX TBEPHBIX IMamKax C TpeMms
KJIallaHaMU U C 3aBsI3KaMU WM B KOPOOKax.

8.43. IloarotoBka 3JIEKTPOHHBIX JOKYMEHTOB K IIepeJadye B apXUB YHUBEPCUTETA
OCYILLECTBIISICTCSI ~ CTPYKTYPHBIM  MOApA3JeleHUeM -  BIAJEIbLEM  COOTBETCTBYIOLIECH
WH()OPMAITMOHHON CUCTEMBI COBMECTHO C MOAPa3AeieHUEM (CIEeHHAIUCTOM), 00€CTIeUNBAIOIITUM
(GYHKLMOHUPOBAaHUE UH(OPMALIMOHHON CUCTEMBI.

8.44. Ilpun moAroToBKE 3JEKTPOHHBIX JTIOKYMEHTOB, OTOOPAHHBIX K IE€pelaye B apXHB
VYHHUBEpCUTETA, BBIMOIHAIOTCS CIEAYIOIINE OCHOBHBIE TPOLEYpPhl PAOOTHI C TOKYMEHTaMMU:

KOHBEPTAIIUs dIEKTPOHHOTO JOKYMEHTa B (hopMaT apXUBHOTO JOKyMeHTa®,

¢dopmupoBaHue B HH(MOPMAIMOHHOM CHUCTEME OpraHU3allMM 3JIEKTPOHHBIX Jell,
ABJISIOIIMXCSI COBOKYITHOCTbIO KOHTEHHEPOB O3JIEKTPOHHBIX JOKYMEHTOB WM KOHTEHHEPOM
AJIEKTPOHHOI'O JAOKYMEHTA, BKJIIOUAIOLIEM: KOHTEHT M METaJaHHbIE DJIEKTPOHHOIO JOKYMEHTa,
(ainbl 3JIEKTPOHHBIX MOJANUCEH M BU3YAJM3UPOBAHHYIO KOIHUIO TEKCTOBOTO 3JEKTPOHHOTO
nokymeHTa B popmate PDF/A;

(hopMHpOBaHHE OMKCH IEKTPOHHBIX /1€, JOKYMEHTOB CTPYKTYPHOI'O MTO/Ipa3/IeIICHNUS;

MUTpalMs 3JIEKTPOHHBIX JOKYMEHTOB Ha (PU3MUeCKH 000COOJIEHHBIE MaTepHaIbHbIE
HOCHUTEJHM, €CIM JOKYMEHTBl NEpeNaloTCs B apXWB OpraHu3aluyd He MO0 HH(OPMAalHOHHO-
KOMMYHHKAIIIOHHBIM KaHaJlaMm;

IIPOBEpPKa BOCIPOU3BOANUMOCTH 3JIEKTPOHHBIX JOKYMEHTOB;

IIPOBEpKa DJEKTPOHHBIX JOKYMEHTOB Ha HaJM4Me BPEIOHOCHBIX KOMITBIOTEPHBIX
porpamm;

MOATBEPXKIEHNUE  LEJIOCTHOCTU  JJIEKTPOHHOIO  Jiela  DJIEKTPOHHOM  IOJIMUCHIO
PYKOBOJUTENS  CTPYKTYpPHOTO  TojJpas3ieineHuss  (MHOro  yINOJHOMOYEHHOro  JIMIA),
OCYILECTBIISAIOLIETO MOJITOTOBKY 3JIEKTPOHHBIX JJOKYMEHTOB K Iepe/iaue B apXUB OpraHU3aluH.

8.45. DnexTpoHHbIE JOKYMEHTHI IIEPElatoTCs B apXUB OpraHu3aluu 1o HH(HOPMalMOHHO-
TEJIEKOMMYHHUKAIIMOHHON CEeTH WM Ha (hU3nYeckr 000COOIEHHBIX HOCUTENAX B COOTBETCTBUU C
YCTAHOBJIEHHBIMU TIPaBUIAMH, 0€3 COXpaHEHHsS JAaHHBIX OIEKTPOHHBIX JOKYMEHTOB B
COOTBETCTBYIOIIUX HWH(POPMALIMOHHBIX CHCTEMaX.

8.46. Ommcu Aen COCTaBISAIOTCS B CTPYKTYPHBIX MOJAPA3JIEICHUAX OpPraHU3alUu 0.
METOINYECKUM pyKoBOACTBOM OT/ena Ae0npon3BOICTBaA.

OnucH J1ea1 coCTaBIAIOTCS OTAEIBHO Ha Jiefla MOCTOSTHHOTO XpaHEHUs; Jejla BPEMEHHBIX

8 [ynxt 4.34 TIpaBun XpaHeHus.
® Ipunosxenus N 8, 27, 28 k [IpaBunam XpaHeHus
0 [Mpunoxenns N 8, 27, 28 k [pasunam xpaHeHus
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(cBbimie 10 51eT) CpOKOB XpaHEHMsI; JIea [0 JUYHOMY COCTaBY, dJIEKTPOHHBIE €A, a TAKXKE Ha
JieNla, COCTOAIME W3 JOKYMEHTOB, XapaKTEepHBIX [UIsl JaHHOM opraHu3auuu (cyneOHble,
CJIEICTBEHHBIE JI€JIa, HAYYHbIEC OTYETHI 110 TEMAM).

Onucu nen CTpyKTYpHBIX MOAPA3/ICICHUNA COCTaBISAIOTCS MO (GopmaM, yCTaHOBJIEHHBIM
I[IpaBunamu xpanenus ',

[lo ommcsaM Jnen CTPYKTYpPHBIX MOJpa3JeieHUl JOKYMEHTBI IEpealoTcs B apXHB
YHusepcurera.

Ha nena BpemeHHBIX CcpokoB XpaHeHus (no 10 5eT BKIIOYMTENIBHO) ONUCU HE
COCTaBJISIIOTCSA, U B ApXUB TAKHUE JIeJ1a HE EPEJAIOTCS.

[Tpu vammunu COJ] onvicu nen GopMHUPYIOTCS B CUCTEME.

8.47. Omnucu nen CTpYKTYPHBIX MOApPa3IeICHUIA MPEACTABISIOTCS B apXUB Y HUBEPCUTETA
HE paHee, YeM 4Yepe3 OJMH IoJ, U He MO3JHEe, YeM 4Yepe3 TPH IoJa IOCJe 3aBEpLICHUs Ael B
JIEJIONIPOU3BO/ICTBE.

8.48. OtnenbHas OMUCh TMPEACTABISET COOOW TIEpeueHb OIMMUCATEIBHBIX CTaTel ¢
CaMOCTOATEJIbHOM TOPSIAKOBOM HyMEpalMel, Kaxkaas M3 KOTOpPbIX JIOJDKHA BKIJIKOYATh
CJEYIOINE CBEJICHHUS:

IIOPSIAKOBBIM HOMEp J€JIa 110 OIUCH;

WHJIEKC JIeNa;

3aroJI0OBOK J1€1a;

KpaliHHe J1aThl J1e71a;

KOJIMYECTBO JIUCTOB B JIEIIE;

CPOK XpaHEHHs Jena;

MIpUMEYaHUsI.

8.49. Ilpu cocraBieHHH ONHUCHU [IeJ1 CTPYKTYpHOTO TOJpa3fesieHusi COOII0IAI0TCs
CIIeAYIOIIHEe TPeOOBAHUS:

3aroJIOBKH /el BHOCSATCS B OIKMCh B COOTBETCTBUU C MPUHATON CXEMOW CHUCTEMaTU3aluu
JIeJ1, 3aKPEIJICHHON B HOMEHKJIAType 1,

KaXJ]0€ JelI0 BHOCUTCS B OIMMKCH IMOJ CaMOCTOSITENIbHBIM MOPSAKOBBIM HOMEpPOM (eciu
JIEJI0 COCTOUT U3 HECKOJIBKUX TOMOB WJIM YacCTEH, TO Ka) /bl TOM MJIM 4acTh BHOCSTCS B OIUCH
MOJ1 CAMOCTOSITENIbHBIM HOMEPOM);

MOPSAIOK HyMEpalluy JIeJ1 B ONMCH - BAJIOBBII;

rpadbl ONMKUCH 3aMOTHSIIOTCS B COOTBETCTBUU C TEMH CBEICHUSMHU, KOTOPHIE BHIHECEHBI Ha
00JIOKKY J1ena;

MpU BHECEHWU B OMHCH MOAPSAN A€l (TOMOB, 4acTel) C OJUHAKOBBIMU 3aroJIOBKaMu
3aroJIOBKM BceX Jie (TOMOB, YacTel) MUUIYTCS MOJHOCTBIO; P BHECEHUHU B ONUCH MOCIEIHETO
3aroyioBka o0asisiercs ¢ioBo «Ilocienauii»);

rpada omucu "lIpumeuanus" UCTIOIB3YETCS JUIsl OTMETOK O MpHUEME JesI, 0COOCHHOCTAX
X (PU3NYECKOrO COCTOSIHUS, O Iepenade Aed JAPYTMM CTPYKTYPHBIM IO/pa3fielieHHEM CO
CCBUIKOM Ha aKT, O HaJIUYHH KOIIHI.

8.50. Ilepen BHECEHHEM 3aTOJIOBKOB JIEN B OMUCH IPOBEPSIOTCS KauyecTBO (hOpMHUpPOBAHUS
u odopmiieHus JAeN, COOTBETCTBHE KOJMYECTBAa JeJl, BHOCHUMBIX B OIIUCh, KOJUYECTBY
3aBEJICHHBIX €] 10 HOMEHKJIAType A€l Y HUBEPCUTETA.

B kxoHne omumcu Beien 3a MOCHEOHEH OIMCATEILHOM CTAaThed 3aIllOHSAETCS UTOrOBas
3aMuch, B KOTOPOH YyKa3bIBAOTCH (LH(PpaMyd U MPOIMUCKHI0) KOJIMYECTBO JIEJ, YUCIAIIUXCS TIO0
OIMCH, MEPBBIA W MOCIEAHUN HOMEpa JieN MO OMHCH, a TaKXKe OrOBAPUBAIOTCA OCOOEHHOCTHU
HyYMEpALIMH JIe]l B OIUCH (JIUTEPHBbIE HOMEpA U MPONYILIEHHbIE HOMEPA).

8.51. Ilopsaok mNpPHUCBOECHHS HOMEPOB OINMCIM J€Nl CTPYKTYPHBIX IOAPA3ACIICHUN
YCTaHaBIMBAETCA 110 COTJIACOBAHUIO C apXUBOM Y HUBEPCUTETA.

8.52. IIpu cocTaBieHNH OMHUCH SJIEKTPOHHBIX JEJI B ONIUCH BKIKOYAKOTCSA:

MOPSIAKOBBIN HOMEP 3JIEKTPOHHOTIO Jeja 10 OMHUCH;

" Mpunoxenns N 23, 24 k [pasunam xpaHeHusL.
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MHJIEKC SJIEKTPOHHOTIO JIeNIa;
3aroJI0BOK J1€N1a;

naTa jena (Toma, 4acTH);

CPOK XpaHEHHUS J1ea;

00BEM TIEKTPOHHOTO Jiena B MO;

IPUMEYaHUs.

B cocraBe omucu osnektponHHbix gen B CDJ] dopmupyercs peectp 3IEKTPOHHBIX
JIOKYMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBAaIOTCSl CBEJICHHS 00
AJIEKTPOHHBIX JOKYMEHTAaX, BKIIFOUEHHBIX B KaXK0€ 3JIEKTPOHHOE JIEJO.

8.53. Omnmcu pen CTPYKTYPHOTO IOJPA3/EiCHUs IOANUCHIBAIOTCS PYKOBOAUTENIEM
nozpaszeiieHus, coriacoBbiBatoTcsi OK cTpykTypHOro mnojapaszaeneHust (Ipu €€ Haluuuu) U
OTnenom aenonpou3BoACTBa. PeecTp 31eKTPOHHBIX JOKYMEHTOB, SBIISIOIIMNACS IPUIOKEHUEM K
ONMCHU DJIEKTPOHHBIX JOKYMEHTOB, IIOJIUCBHIBAETCA COCTABUTEIEM pEecTpa € YKa3aHUEM
JOJDKHOCTH, MHUIUAIIOB, ()aMHJIMU, JaThl COCTABIICHHUS.

8.54. Onucu aen CTPYKTYpHOTO MOApa3AeiieHUs] YHUBEPCUTETA COCTABISIOTCS B JBYX
9K3eMIUIIpax Ha OyMa)XHOM HOCHUTEJIE, OJUH U3 KOTOPBIX MepelaeTcs BMECTE C JeJlaMi B apXUB
YHuBepcurera, a BTOPOM OCTaeTCid B KayeCTBE KOHTPOJIBHOIO 3K3EMIUISIpa B CTPYKTYPHOM
noapaszeneHud. B apxuB YHuBepcuTeTa Takke Iepefaercss MO 3K3eMIUIIpY Omucei 1en B
DIIEKTPOHHOM BHJE B peJakTHpyeMoM (Qopmare aisi HUCIOIB30BaHUS B JalbHEHIIEM s
HOJArOTOBKH apXUBHBIX ONHUCEH J1el1, JOKyMEHTOB (TOJIOBBIX pa3/iesioB).

8.55. Jlena mepenaroTcst Ha XpaHEHUE B apXUB YHHUBEPCUTETA B COOTBETCTBUU C IPaduKOM
nepeaayn JOKYMEHTOB, YTBEPXKIECHHBIM PEKTOPOM WJIM MHBIM YIIOJHOMOYEHHBIM MM JIUIIOM U
COTJIACOBAHHBIM C PYKOBOJUTEISIMU CTPYKTYPHBIX TTOAPA3ACICHHN.

8.56. Jlena nmocTossHHOIO U BpeMeHHBIX (cBbIlIe 10 J1eT) CPOKOB XpaHEHUs, JOKYMEHTHI 110
JMYHOMY COCTaBY, SJIEKTPOHHBIC JOKYMEHTHI IIEPEIAr0TCS B apXUB Y HUBEPCHTETA HE PaHee, YeM
yepes roJl, U He MO3/JJHee, YeM Yepe3 TPU Iojia OCiIe 3aBepIeHHs UX B IEJIONPOU3BO/ICTBE.

8.57. Ilepenaua yien1 B apXuB YHUBEPCUTETA MPOU3BOAUTCS 110 ONMUCAM JIE CTPYKTYPHBIX
MOJIpa3ICICHU M.

8.58. YnoaHOMOYEHHBIH pPaOOTHUK apXwWBa MPOBEPSET MPABHILHOCTH O(GOPMIICHUS H
dbopMHpOBaHUs J1e]1, MPaBUIBHOCTh COCTABJIEHUS OMUCEH JeJ, COOTBETCTBHE KOJIMYECTBa JEl,
BKITIOYCHHBIX B OIHCH, KOJUYECTBY JeJ, CPOPMHUPOBAHHBIX B COOTBETCTBUH C HOMEHKJIATYPOUH
JEIL.

BrisiBIIeHHBIE TIpH  TIPOBEpKE HENOCTaTKW B (opMupoBaHMM W OGOPMIICHUH AET
pabOTHUKHU CTPYKTYPHOTO MOJIpa3/ieleHusl 00s13aHbl YCTPAHUTD B JBYXHECIIbHBINA CPOK.

8.59. Ilpuem kaxkgoro jaena B apXuWB YHHUBEPCUTETa IMPOMU3BOJAUTCA B MPHUCYTCTBUU
JIeNIOTIPOU3BOAMTENS CTPYKTYpHOTo nojapasneneHus. [lpu sTtom Ha o0ouX 3K3eMIUIIpax ONUCH
IPOTUB Ka)X/J0ro Jeja, BKJIIOUYEHHOTO B HEe, JielaeTcs OTMETKa O Hajduuuu jaena. B koHue
KaXJI0r0 HK3EeMIUIsIpa ONMCH B HWTOrOBOM 3amucH  yKa3blBaeTcs LUGpPaMU M HPOMUCHIO
KOJINYECTBO (DaKTUYECKH MPHUHATBIX B apXuB Jied, B TOM YHCIE ODJIEKTPOHHBIX, HOMEpa
OTCYTCTBYIOIUX JIeJl, JlaTa MpHeMa-Tiepeiaun Jell, a TakkKe MOJIMUCH JIMIA, OTBETCTBEHHOTO 32
apxuB, U JINLA, IepeAaBIlIEero Jena.

Htorosasi 3amuch NOATBEpPXKJIAETCA IMOAMUCSAMH COTPYIHHMKAa apXuBa M COTPYAHUKA
(memompon3BOANTENSI) CTPYKTYPHOTO TOJpa3feieHus, MepeaaBliero jeila Ha OyMaXHOM
HOCHUTEJIE U JIEKTPOHHBIE JIea.

8.60. Ilepenaua >MEKTPOHHBIX JTOKYMEHTOB B apXUB YHHUBEPCUTETa MPOU3BOAUTCS HaA
OCHOBAHMHU ONKCEN 3JEKTPOHHBIX 1l 10 WH(POPMALMOHHO-TEJIEKOMMYHUKALMOHHON ceTn (Ipu
HAIUYUM B apxuBe OpraHu3aluud HWH(QOPMALIMOHHOW CHCTEMbI) WJIH Ha (U3NYECKU
000COOJIEHHBIX MaTEpUANbHBIX HOCHUTENSX, KOTOpble NPEACTaBISIOTCS B JIBYX HICHTUYHBIX
AK3EeMILIspax.

8.61. B ciyyae JNHMKBUAALMU WM PEOPraHU3ALUU CTPYKTYPHOTO TOApa3IEICHUS
JIeJTOTIPOU3BOIMTENb TOPA3/ICICHUs] B TIEPUOJ MPOBEICHHUS JIMKBUIAIIMOHHBIX MEPOTPUSTHIA
dopmupyeT Bce MMEIOIIMECs JOKYMEHTHI B Jiena, opopMiIsieT Jena M IepelaeT UX B apXuB
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YHuBepcurera, HE3aBUCUMO OT CPOKOB XpaHeHHUd. [lepenaua nenn ocymecTBiIseTcs IO ONMUCAM
JIeS1 1 HOMEHKJIaType Aedl.

8.62. Ha nena ¢ HMCTEKIIMMU CpOKaMU XpaHEHHs B CTPYKTYPHBIX IOJpa3JesICHUsX
COCTaBJIAIOTCSA NPEJIOKEHHs] K AaKTy O BbBIIECJICHUHM K YHHYTOXKEHUIO JOKYMEHTOB, HeE
TIOIEXKANIMX XPaHEHHIO (110 GopMe, yCTaHOBJIeHHOI IIpaBunamu xpanenus ?).

Ha ocHoBe npemiokeHUil CTPYKTYypHBIX MojpaszzneneHuit Otraen Jenonpou3BOICTBA
COCTAaBJISIET AKT O BBLIEICHMM K YHUUTOXKEHHIO JTOKYMEHTOB, HE IMOJIEKALIUX XPAHEHUIO, Ha
nena YHuUBepcuTeTa IO TOM e ¢opMme. 3aroJloBKU OJHOPOJAHBIX J€J, OTOOPaHHBIX K
YHUYTOKCHUIO, BHOCATCS B aKT IO OOLIMM 3arojlOBKOM C YKa3aHHEM KOJHMYECTBa JIell,
OTHECEHHBIX K JIaHHOU TpyImIe.

8.63. Jlena BK/IIOYAIOTCS B aKT O BBIIEICHMM K YHUYTOXKEHHUIO JIOKYMEHTOB, HE
HOJUIeKALUX XPAHEHHIO, €CIM MPEAYCMOTPEHHBIN [UIl HUX CPOK XpaHEHHs UCTeK K 1 sHBaps
roja, B KOTOPOM cocTaBlieH akT. Hampumep, 3akondennole B 2016 romy nema ¢ 3-meTHHM
CPOKOM XPaHEHMsI, MOT'YT ObITh BKJIIOUEHBI B aKT, KOTOPbII Oy/eT cocTaBiieH He paHee 1 siHBaps
2020 rona.

8.64. Jlena ¢ orMetkoit «ITK»' mouiexar moaucTHOMY IPOCMOTPY B LENSX BBIABICHHS
JIOKYMEHTOB, MOJUIEkKAIIUX OCTOSHHOMY XpaHEHHIO. BhISIBIEHHbIE B TaKUX J€J1aX JOKYMEHTbI
IOCTOSIHHOTO XPAaHEHUS BBLACISAIOTCS U MPUCOCIUHSIOTCS K OJHOPOAHBIM JejaM WIN
(bopMUPYIOTCS B CAMOCTOSITENIbHBIE JIENa.

OcranbHble TOKyMEHTHI Aena ¢ oTMeTKol «OIIK» BkitoyaroTcs B akT, IpU TOM OTMETKa
«QIIK» B akTe He yKa3bIBaeTCsl.

8.65. AKT O BBIACICHMM K YHUYTOKEHHIO JOKYMEHTOB, HE MOMJISKAIIMX XPaHEHHIO,
IIPEJICTaBIIsIETCST HAa paccMOTpeHHe U corjacoBaHue DK OJHOBpPEMEHHO C ONUCAMHU el
HOCTOSIHHOT'O XPaHEHUS U 110 JITYHOMY COCTaBY.

8.606. AKT O BBIJIEIEHMM K YHMUYTOKEHHUIO JOKYMEHTOB, HE IOJUICKAIIMX XPAaHEHHUIO,
yTBep)KIaeTcs pekropoM nocie yreepxkaeHus IIIK apxuBHoro yupexaeHus, rocy1apcTBEHHOTO
WIM MYHMULMIAJIBHOTO apXuMBa B COOTBETCTBMM C IPEAOCTaBICHHBIMU €MY IOJIHOMOYHUSMU
oInuceil 1e MOCTOSIHHOTO XPAaHEHMs! U COTJIAaCOBAHUS OMMCEH JieN M0 JIMYHOMY COCTaBy, IOCIe
YEro Jieja, BbIACJIECHHBIE [0 aKTY K YHUUYTOXKEHHUIO, MOTYT ObITh YHUUYTOXKEHBI.

8.67. Jlena, moanexaniye YHUYTOKEHHIO, MEPEAaloTCs Ha MepepaboTKy (YyTHIIM3ALUIO).
[lepenava nen opopmitsieTcst MpueMo-cAaTOYHON HaKJIa HOM.

Ilocne yHUYTOXEHMS N1€1 B HOMEHKIATYpE AEN IPOCTABIIAIOTCS OTMETKH, 3aBEPSIEMBbIE
HNOJANUCKIO crienuanucra OT/ena 1e10Mponu3BOICTBA, U JATON:

«YHnuroxeHo. CM. akt N oT . [Topnuch, MHULIKMATBL, HaMUITHSY.

8.68. DNeKTpOHHBIE JOKYMEHTbI C UCTEKIIMMH CPOKaMH XPAHEHUS MOJIEKAT BBIICICHUIO
K YHUUYTOXKEHHUIO Ha OOIIMX OCHOBAHUSX, MTOCTIE YEro MPOBOJUTCA UX (PU3HMUECKOE YHUUTOXKEHUE
WIM YHUYTOXKEHUE NMPOTrPaAMMHO-TEXHUYECKUMHU CPEICTBAMU C COOTBETCTBYIOIIEH OTMETKOW B
aKTe O BBIACICHUU K YHUUYTOKEHHIO JIEKTPOHHBIX JOKYMEHTOB.

DNEeKTPOHHBIE JTOKYMEHThl CUMTAIOTCS YHUUYTOKEHHBIMM, €CJIM MX HENIb3s BOCCTAHOBUTH
cpeAcTBaMu MH(POPMAILMOHHONW CUCTEMbl HAa HOCUTENSIX MH(DOPMAIIUK U U3 PE3€PBHBIX KOIHA.

8.69. AKTBHl O BBIJCJIIEHUU K YHUUYTOXEHHUIO JOKYMEHTOB, HE IMOJUIEKAIINX XPaHEHUIO,
XpaHATCs MOCTOSIHHO B Jiesie POHA.

IX. Opranuszanus 10cTYNa K J0KYMEHTaAM U UX UCIOJIb30BAHUS

9.1. Beimaua pen, Haxomdmmxcss Ha XpaHeHuu B Ortnaene  JIeI0MpPOU3BOJICTBA,
CTPYKTYPHBIX TOJApA3JCNCHUAX YHUBEpcUTEeTa pabOTHUKAM JpYrux TOJpa3feNeHuit s
03HAaKOMJICHUSI U (WJIH) JIJIT BPEMEHHOTO MCIOJIb30BaHUs B pabOTe MPOU3BOIUTCS TIO 3ampocam,
MOJMUCAHHBIM PYKOBOJUTENEM (3aMECTHTENIEM PYKOBOIUTEINS) CTPYKTYPHOTO TMOJpa3felieHus,

2 [Tpunoxenne Ne 21 k TIpaunam xpaHenus
1% Ormetka "DIIK" 03HAYAET, UTO YACTH IOKYMEHTOB MOYKET OBITh OTHECEHA K CPOKY XPAaHEHHUS "MOCTOSHHO".

55


consultantplus://offline/ref=62124D651860675EE6257BA8F7BBF93A63114406609A51A91742C7FA81BC00CBA5FA7CCDE3AF70A9F79AC4D2CB545ED7259A73E3576AFA3CbEI4F
consultantplus://offline/ref=62124D651860675EE6257BA8F7BBF93A63114406609A51A91742C7FA81BC00CBA5FA7CCDE3AF70A9F79AC4D2CB545ED7259A73E3576AFA3CbEI4F
consultantplus://offline/ref=62124D651860675EE6257BA8F7BBF93A63114406609A51A91742C7FA81BC00CBA5FA7CCDE3AF70A9F79AC4D2CB545ED7259A73E3576AFA3CbEI4F

3ampamnBaroIIero Aeio (JOKYMEHT) U C paspeleHus HadaiabHuka OtTaena Jeonpou3BOACTBa
WIN CTPYKTYPHOTO MOJPA3/IeNeHus, TOKYMEHTbI KOTOPOTO 3allpALIMBAOTCA.

9.2. J[lema, MOKyMEHTHl BBIJAIOTCS BO BPEMEHHOE IOJb30BaHME PAOOTHHKAM
VYHHUBepcUTeTa Ha CPOK He Oosiee OJHOro MecALa.

I'ocynapcTBeHHBIM oprasam (cyneOHbIM, IIPAaBOOXPAHUTEIbHBIM, OopraHam
rOCyJapCTBEHHOI'O KOHTPOJSI M HAA30pa) Jeda U OTHENbHbIE JOKYMEHThl BBIJAIOTCS Ha
OCHOBaHUU UX MMCbMEHHBIX 3allPOCOB C pa3pellieHUs] PEKTOPa U UHOTO YIIOJHOMOYEHHOI'O UM
JMLIA, 10 aKTaM Ha CPOK He 0oJiee IeCTH MECSLEB.

[Tpu HEOOXOIUMOCTH CPOK UCIOIB30BAHMUS JOKYMEHTOB MOXKET OBITH MPOJUICH.

9.3. B nuceMeHHOM 3a1poce pabOTHUKOB Y HUBEPCUTETA O BblJaue JOKYMEHTOB (Z1e11) BO
BPEMEHHOE 0JIb30BAHUE U3JIAratoTCsl IPUUMHBL, 10 KOTOPBIM 3aIPALIUBACTCS €0 (JOKYMEHT)
U 11€JIb UCIIOJIb30BAHUS JOKYMEHTOB, HAXOAALIMXCS Ha ONIEPAaTUBHOM XPaHEHUHU.

9.4. Ha BblmaHHOE [€10 3aBOAMTCS KapTa-3aMECTUTENb, IIOMEIIaeMas Ha MECTO
BBIJIJAHHOTO Jiena. B Hell yka3pIBaloTCs MHAEKC JielIa, aTa ero BblAaud, KOMY JIeJ0 BbIJIaHO, AaTa
€ro BO3BpAILEHUs, TPETyCMaTPUBAIOTCS rpadbl ISl MOAMUCEH B OTYYSHUH U IIPUEME JIeIa.

Ha mecTo m3pATOr0 NoJUIMHHKUKA JJOKyMeHTa paboTHUK OTaena IesI0NpoU3BOCTBA WK
JIEJIONPOU3BOUTENb TOAPA3JIECIECHNUs BKJIAAbIBAET B JIEJO JIMCT-3aMECTUTENIb C YKa3aHHUEM,
KOTJ]a, KOMY U Ha KaKOi CPOK BBIJAH JOKYMEHT U MOANUCAMH B IOJYYEHUH U npuemMe aena. [Ipu
3TOM B JIEJIO MIOMEIIAETCS 3aBEpEHHAasi KOMUs I0KyMEHTa.

ITocne pemeHust Bompoca, A pPaCCMOTPEHUSI KOTOPOro jena (JIOKyMEHTbhI) U3bIMAJIUCh
110 3aIpocaM roCyJapCTBEHHbBIX OPraHOB, MOUIMHHUKU IOKYMEHTOB JJOJKHBI OBITH BO3BPAIICHbI
B YHHMBEPCHUTET U IOMELICHBI B JIEII0.

9.5. DAeKTpOHHBIE JOKYMEHTBI, HAaXOJIIIMECS Ha OIEPATUBHOM XpaHEHHWH B 0azax
JTAHHBIX MH(POPMALMOHHBIX CUCTEM, BBIIAIOTCA Ul UCIOIb30BAHUS B BUJIE KOIIUHM 3JIEKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBHHM C MYHKTOM 2.51 HacTosIIel HHCTPYKIUH.

9.6. Ilopsnok noctyna paOOTHUKOB YHMBEpPCUTETa K JOKYMEHTaM, pa3MeniaeMbiM B CO/]
WIM UHOM MH(POPMAIMOHHON CUCTEME, YCTaHABIMBAETCS JIOKAJbHBIMU HOPMAaTUBHBIMH aKTaMH
VYHHUBepcUTeTa, ONPENSIIAIOUIMMU MOPAJOK JKCIUTyaTallud HH()OPMAIMOHHOW CUCTEMbI, U B
COOTBETCTBUH C TEPCOHAJIBHBIMH YYETHHIMU 3amucsiMu paboTHukoB B COJl wimu wHOMN
UH(POPMALIMOHHOM cucTeMe.

PabGoTHuKaM, HE HMEIOLIMM IpaBa JOCTyHNa K COOTBETCTBYIOIIEH HH(pOpMalnOHHON
cucTeMe, FEKTPOHHBIE JJOKYMEHTHI BBIIAlOTCS B COOTBETCTBUU C MyHKTaMu 9.1 - 9.3 HacTosmen
MHCTPYKILMH, HA PU3NYECKH 000COOJIEHHOM HOCHUTENE, BBICHUIAIOTCA 10 3JIEKTPOHHOMY aJpecy
pabOTHUKA, 3aMpalliuBaIOLIEro JOKYMEHT, MM UHBIM 00pa3oM.

9.7. B Otnene neiaonpou3BOJICTBA, CTPYKTYPHOM TMOAPA3CICHUH, BBIIABIIEM JIEJI0
(TOKYMEHT) BeJleTCsl y4yeT BbIIaHHBIX Jell (JOKYMEHTOB) M KOHTPOJb HMX CBOEBPEMEHHOTO
BO3BpaTa. DIIEKTPOHHBIE Jiea (JOKYMEHTHI) BO3BpATy HE MOJJIeKAT.

9.8. PabotHuku YHHuBepcuTeTa 00s3aHBI 00€CIEUYNBAaTh COXPAHHOCTh MOJIYYEHHBIX BO
BPEMEHHOE II0JIb30BAHWE JOKYMEHTOB (/€1) Ha OyMa)kHOM HOCHUTEJIE M UCIOJIb30BATh
HOJYYEHHYI0 MH(OpMAIMIO B CIYyKEOHBIX IIeJSX B COOTBETCTBUU C TPEOOBAHUSAMH JIOKAIBHBIX
HOPMAaTUBHBIX aKTOB YHHBEpPCHUTETA. 3allpeliaeTcs nepeaaya MnoaydeHHbIX JOKYMEHTOB WM MX
KONMIA pabOTHUKAM JIPYTUX MO/Apa3AeIeHUN UM OpraHu3alui.

9.9. U3bsaTue (BbleMKa) TOKYMEHTOB, O0Opa30BaBIINXCS B JACATEIHLHOCTH Y HUBEPCUTETA,
IIPOU3BOJUTCS B COOTBETCTBUHU € 3aKOHOAATENLCTBOM Poccuiickoit denepanun.

9.10. U3bsTue (BbIEMKa) AOKYMEHTOB IPOU3BOJUTCS HA OCHOBAaHWU MHCHMEHHOTO
pacropsikeHus: (ITIOCTaHOBJICHHSI) COOTBETCTBYIOIIETO OpraHa BJAacTU C pPa3pelieHus peKTopa
WIM HWHOTO YIOJIHOMOYEHHOTO UM JIMIa C W3BEIICHHEM PYKOBOJIUTENS MoOJpa3iesieHus,
JIOKYMEHTBI KOTOPOTO U3bIMAIOTCS.

9.11. ®dakt u3bATHA (BBIEMKH) JOKYMEHTOB (PUKCHPYETCS B MPOTOKOJE (aKTe) U3BATUS
(BBIEMKHM) JOKYMEHTOB, KOTOpBI COCTaBJsieTCS HE MEHee 4YeM B JBYX OJK3eMIUIIpax |
MOJMUCKHIBACTCA YIOJHOMOYEHHBIMU MPEICTAaBUTEISIMH Y HUBEPCUTETA U COOTBETCTBYIOILETO
rocyJapcTBeHHOro oprana. K mpoTokony (akTy) mnpuiaraercsi Omuch (peecTp) HU3BATHIX
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JIOKYMEHTOB (J1e).

9.12. Ilpu U3BATUM TOVIMHHUKOB JTOKYMEHTOB B JICJIO MTOMENIAETCS 3aBEPEHHAS KOMUS
JIOKYMEHTa, Ha 000pOTEe KOTOPOU yKa3bIBACTCSI OCHOBAHHE U3BATHUS MOIJTHHHUKA, CPOK BO3BPATA,
JlaTa ¥ TOJNMUCh paOOTHHUKA, OTBETCTBEHHOTO 32 (HOPMUPOBAHKE W/WIIH XpaHEHUE JIeTa.

9.13. ITonMMHHMK TOKYMEHTA, U3BATHIN U3 JieJa Ha OCHOBE COOTBETCTBYIOIIETO PEILIECHNUS,
MOCJIE PACCMOTPEHHS W PEIICHHS BOIPOCa, BO3BpallaeTcs B JEJNO, IMPH OTOM KOIUS,
MTOMEIIICHHAS B JIEJI0 BMECTO MOIJTMHHUKA, U3bIMAETCSI.

X. U3roroBienne, yuer, HCMOJIb30BAHNE U XPAHEHUE MeYaTeil,
IITAMIIOB, 0JIJAHKOB IOKYMEHTOB, HOCUTEJIeH 3JIeKTPOHHbIX NMOANUCe

10.1. bmaHku oOpraHU3alMOHHO-PACHOPSAIUTENLHBIX JIOKYMEHTOB pa3pabaThIBAlOTCS
OTtaenom 1enonpon3Bo/ICTBA.

10.2. OGpa3ibl 61aHKOB JTOKYMEHTOB YTBEPIKIAIOTCS B COCTABE HACTOAIICH WHCTPYKIIMH
10 JIEJIONPOU3BO/ICTBY.

10.3. /Ins mOArOTOBKH JOKYMEHTOB B YHHUBEPCHUTETE MOTYT HCIOJIb30BaThCS OJaHKU
JOKYMEHTOB, ~ W3TOTOBJICHHBIE  THIOTPAQCKUM  CHOCOOOM, CpEACTBAMH  OIEPATUBHOU
noyirpaduu.

[Ipy nmoaroroBke ITOKYMEHTOB MOTYT HCIOJB30BaTh 3JIEKTPOHHBIE IIAOJOHBI OJIAHKOB.
ONeKTpOoHHble  IAOJOHBI  OJAHKOB  JOJDKHBI ~ COOTBETCTBOBaTh  oOOpaslaM  OJaHKOB,
YTBEPKACHHBIX PEKTOPOM.

10.4. bnanku OpraHU3alMOHHO-PACHOPSIUTENBHBIX JIOKYMEHTOB, IIPUMEHSEMbIE B
YHUBepcUTETE, HE MOTYT MEPEAABATHCS APYTHM OPraHU3AUAM, JTOJDKHOCTHBIM M (DU3MYECKHM
JTULAM.

10.5. Ciy»x06a enonpon3Bo/ICTBA OPTaHU3AIIHH:

opopmiisieT 3asBKM Ha M3rOTOBJIICHHE OJIAHKOB OPraHH3aIMOHHO-PACHOPSIUTENbHBIX
JOKYMEHTOB THUIIOTPAa()CKUM CIIOCOOOM MIIH CPEACTBAMH ONEPATHBHOM MONUTpaduu;

OCYILECTBISIET XpaHEHHE OJaHKOB OPraHU3aIMOHHO-PACHOPSIUTENBHBIX JOKYMEHTOB U
BbIJIauy UX B CTPYKTYPHbIE IIOJpa3AeiieHUus] Y HUIBEPCUTETA,

OCYILIECTBISICT KOHTPOJIb 3a MPaBHJIBHOCTBIO HCIIOJIB30BaHMs OJIAHKOB OpraHHU3allMOHHO-
pactopsAUTENbHBIX JOKYMEHTOB.

10.6. B YHuBepcurere B coorBeTcTBUU ¢ DenepanbHbIM KOHCTUTYHHOHHBIM 3aKOHOM «O
l'ocynapctBenHom repOe Poccuiickoit denepanuu» U ycTaBOM YHHUBEPCUTETA HCIIOIB3YETCS
neyatb ¢ BocmnpousBeneHueM ['ocynapctBenHoro rep6a Poccuiickoit ®enepanuu (manee -
nevyaTh OpraHu3aluin).

B VYHuBepcurere B COOTBETCTBMM C JIOK&JbHBIM HOPMATHBHBIM aKTOM MOXET
MCIIOJIb30BAThCS MITaMII (IUTamIbl) ¢ (PaKCUMUIIBHOM MOJIUCHIO0 PEKTOPA U UHBIX JTOJKHOCTHBIX
JU1L.

10.7. Ilewats YHuBepcurera ¢ BocnpousseneHuem ['ocynapctsenHoro repda Poccuiickoit
denepanu 10JKHA COOTBETCTBOBaTh TpeOoBaHMsAM, ycTaHoBieHHBIM ['OCT P 51511-2001
«Ilewatn c BocmpousBenenneMm ['ocymapctBenHoro repba Poccuiickoit ®enepannu. Popma,
pasMepbl U TEXHUYECKHE TpeOoBaHuA» .

10.8. TleyaTn ¥ mtaMnbel YHUBEPCUTETA U3TOTABIMBAIOTCS B KOJWYECTBE, HEOOXOAMMOM
JUI OCYIIECTBJIICHUS YHHBEpcHUTEeTa M ee pabOTHMKaMU BO3JIOKEHHBIX Ha HUX (QYHKIUH.
Pemmennie 06 U3roTOBIIEHUU U KOJIMYECTBE SK3EMIUISIPOB NevaTell U MITaMIIOB TPUHUMAET PEKTOP
0 NIPEACTABIEHUIO HadyaabHUKa OT/ena 1e10pOU3BOICTBA.

Ecniun mnevars VYHHUBepcuTETa MCMONB3YETCS B HECKOJIBKHX JK3EMIUISIpax, HOMeEp
AK3EMILISpA MeYaTH YKa3bIBa€TCs B KIIUILIE [I€YATH IIPU €€ U3TOTOBJICHUH.

10.9. Ilewatpro VYHHBepcuTeTa 3aBEPAIOT IOIMHHOCTHD TMOMANHUCH PEKTOpPA W HHBIX

¥ TOCT P 51511-2001. T'ocynapcteennblii cranmapt Poccuiickoit ®eneparmu. Ilewatn ¢ BocnpousseseHueM [ ocylapcTBEHHOro rep6a
Poccuiickoit ®eneparym. @opma, pasMepsl 1 TEXHUYECKUE TPEOOBAHUS
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YIOJIHOMOYEHHBIX UM JIMI], HA JOKYMEHTaX M KOMUSIX JTOKYMEHTOB B COOTBETCTBHH C ITYHKTOM
2.49 mHacrosmell WHCTPYKIIMM, a TaKXe TMOANUCH WHBIX JIMI, B COOTBETCTBUU C
3aKoHoOAarenbCcTBOM Poccuiickoit denepanuu U 013aKOHHBIMU AKTaMU.

10.10. [Teyaty u mTaMbl BBIIAIOTCS VIS UCIIONIB30BaHUS PaOOTHUKAM, OTBETCTBEHHBIM 32
WX HCIOJB30BAHUE M XPAHEHHE MOJ MOJANKCH B JKypHAJIE ydyeTa rnedared M ITaMIoB. Yyer
nevarel U mWtaMnoB YHuUBepcuTeTa BeneT OTaen 1e10npou3BoICTBa.

10.11. IIpu ucmonp3oBaHUM B pabOTe MEYaTH M IITAMIBl XPAHATCS B 3aMUPAOIIMXCS
mkadax (ceidax) paOOTHMKOB, OTBETCTBCHHBIX 3a XPAHCHHE W HCIIOJIb30BAaHHE Ie4yaTedl W
[ITaMIIOB.

10.12. Ilepemaua mewaTeid W IITAMIOB TMOCTOPOHHHMM JIMIIAM HE Jomyckaercs. BwiHOC
neyaTeil W IITAaMIIOB 3a MpeAesibl YHUBEPCUTETa BO3MOXKEH B HMCKIIOYUTEIBHBIX CIydasx I10
pEIIeHUI0 PeKTopa (Harpumep, Npy MOAMUCAHUHN IOTOBOPOB).

10.13. Otmen [nenompoM3BOJCTBA E€XKETOJHO MPOBEPSET COONMIOIeHHE pPabOTHUKAMU
YCIIOBUHM HCIIOJIb30BAHUSA M XPAHEHMs MedaTedl W IITaMIOB B CTPYKTYPHBIX TMOApa3/IEICHHSIX
YHusepcurera.

10.14. IIpumennve B HErOJAHOCTh U YTPAaTUBIIME 3HAUECHUE ME€YATH M IUTAMIIbI MOJJIEKAT
Bo3BpaTy B OTnen Jeonpou3BOJACTBA UM MHOE IMOJApa3JelIeHHUe, Ha KOTOPOE BO3JIOKEH yueT
nevarel U MTamIIoB, IS [IEHTPAIM30BAHHOTO YHUUYTOXKEHUS. [ledaTn yHUUTOXKAIOTCSA 10 aKTy C
COOTBETCTBYIOLIEH OTMETKOM B )KypHaJI€ y4yeTa [e4aTeyd U ITaMIIOB.

10.16. IIpu nepenadye Y HUBEPCUTETOM RJIEKTPOHHBIX JTOKYMEHTOB Ha 3JEKTPOHHBIA ajpec
JPYroii OpraHU3aIiy, a TaKKe 1151 0OMeHa AIIEKTPOHHBIMHU JOKyMeHTaMu mocpenctsom COJl B
YHuBepcurere u ero MOJPA3JeIeHUs X  MOTYT  HCIOJb30BaThCS yCUJICHHbBIE
HEKBATM(UIIUPOBAHHBIC 3JICKTPOHHBIC ITOAMCH /WU TIPOCTHIC MJICKTPOHHBIE TIOIITUCH (J1aiee -
3JIEKTPOHHAs MOJNKUCH) B cOoTBeTCTBUU ¢ DenepanbubiM 3akoHOM OT 6 ampers 2011 r. Ne 63-03
«O0 2IIEeKTPOHHOU TIOIITUCK.

10.17. Onextponsbli nokymMeHT B C3J] YHuBepcureTra, MOANHUCAHHBIA 3JIEKTPOHHOU
MOJIMMCKIO, MPU3HACTCS PABHO3HAYHBIM JOKYMEHTY Ha OyMa)kHOM HOCHUTEIC, MOAIMHUCAHHOMY
COOCTBEHHOPYYHOM TMOANMUCHI0 W HMMEET OJMHAKOBYID C HHM IOPUIAMYECKYIO CHIIY IpHU
OJTHOBPEMEHHOM COOJIIOICHUH CIIETYIOIIUX YCIOBUM:

KJIIOY TOAMMCH, OTHOCSIIMICA K KOHKPETHOM SJIEKTPOHHOM TMOJNUCH, Ha MOMEHT
MOAMKUCAHUS YJIEKTPOHHOTO JOKYMEHTA SIBJIETCSA JACHCTBUTEIBHBIM (JOCTOBEPHBIM), HE YTPATUI
cuiy (He OTO3BaH);

MOATBEPIK/ICHA MOJIMHHOCTD AJIEKTPOHHON TOAMKUCH B DJIEKTPOHHOM JIOKYMEHTE;

JaTa v BpeMsl CO3JIaHusl DNIEKTPOHHON noanucu 3adukcupoBansl B CO/1;

AJIEKTPOHHAS TOJIIUCH HUCIIOB3YETCSI B COOTBETCTBUU C YCTAHOBJICHHBIM B Y HUBEPCUTETE
pacrpezieieHueM MpaBa MOANUCH JOKYMEHTOB MEXAY JOKHOCTHBIMU JIUIIAMHU U paOOTHUKAMHU.

10.18. I'enepanuio U xpaHeHue Kitouer HekBanuduuupoBanHoil u npocrtor DI B COJ]
JIOJKEH OCYLIECTBIATh anMuHuctparop CI/I.

10.19. Otnmen nenompoW3BOACTBAa BEAET YYET KIIOYEH OJIIEKTPOHHBIX MOAMUCEH B
CIELMAJIbHOM JKypHajie. Bpimaua maTepHalibHBIX HOCUTENEH 3JIEKTPOHHOW NOJANHUCH U HX
BO3BpAaT 110 UCTEUEHUU CPOKa JECUCTBUS OCYIIECTBIISETCS O] OAMUCH paOOTHHKA B KypHAJIE.

10.20. Co3manue mnaponei Uil MPOCTOM DSJIEKTPOHHOW IOANUCH OCYILECTBISETCS B
MOPSIIKE, YCTAHOBJIEHHOM JIOKATbHBIM HOPMATHBHBIM aKTOM Y HUBEPCUTETA, YCTAHABIMBAIOIINM
nopsnok dkcrutyaranuu COJl U MCMONB30BaHUS AJIEKTPOHHBIX MOAMHCEH TpH padoTe C
JIOKyMEHTaMH.

10.21 Kitou »eKTpoHHOM MOANUCH, Ucionb3yemoit B CO/l, sBisieTcs koH(pUIeHITUATbHON
uH(popMalel 1 3allMIaeTcs B COOTBETCTBUH C 3aKOHOIaTeNbcTBOM Poccuiickoit Denepariui.
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ITpunoxenne Ne 1

denepalibHOE TOCYAAPCTBEHHOE OI0HKETHOE 00pa30BaTEIbHOE YUPEIKICHHE
BbICILIEr0 00pa30oBaHUs
«ACTPAXAHCKUN TOCYJIAPCTBEHHBIV MEIUIIMHCKUI YHUBEPCUTET»
MunuctepcTBa 3apaBooxpaneHus Poccutickoit dexneparuu
(®I'bOY BO Actpaxanckuii 'MY Munszapasa Poccun)

[TPUHATO «YTBEPXIAIO»

VYuensim coetom @PI'6OY BO Pextop ®I'BOY BO

Actpaxanckuit MY Actpaxanckuit 'MY Munzapasa Poccun

Munzapasa Poccun I.M.H., ipodeccop O.A. bamkuna

[Iporokon Ne

Or« _ » 2019 r. « » 2019 r.
[TOJIOXKEHUE

00 oTzene 1o pexxumy u 6e301acHOCTH
denepanbHOro roCyAapCTBEHHOTO OFOKETHOr0 00pa30BaTEIbHOTO
VYupexxaeHus BbiclIero o00pa3oBaHus
«ACTpaxaHCKHUI TOCYIapCTBEHHBIN MEIUIMHCKUI YHUBEPCUTET»
MunucrepcTBa 3apaBooxpanenus Poccuniickoit denepanuu

Actpaxanp 20 T.
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[Tpunoxenue No2

denepanbHOE rocy1apCTBEHHOE OI0KETHOE 00pa30BaTEeIbHOE YUPEXKICHUE
BBICIIET0 00pa30BaHUs
«ACTPAXAHCKUI TOCYJJAPCTBEHHBIM MEJUIIMHCKU YHUBEPCUTET»
Munucrepcrsa 3apaBooxpaneHus Poccuniickoit denepanuu
(®I'BOY BO Actpaxanckuii [MY Munszapasa Poccun)

I[TPUKA3

25 okts6ps 2017 r. Ne 125

AcTpaxaHb
O co31aHuu SKCIEPTHON KOMUCCUU
U YTBEPKJICHUU TOJIOKEHUS O Hell
B wmensx ymydiieHus opraHu3aluu  JENONPOM3BOACTBA M apXMBHOTO XPaHEHUS
JIOKYMEHTOB, oOpasyromuxcs B aedreabHoctd PI'BOY BO Actpaxanckuit I'MY Munsapasa
Poccun, cobmiomenust TpeOoBaHuil 3akoHonaTenbcTBa Poccuiickoit @enepanuu B cdepe
apXMBHOTO JIeNA ...

[IpukaspiBato:

1. Co3znatb 3kcneptHyto komuccuio @I'bOY BO Actpaxanckuit 'MY Munznpasa Poccun
B COCTaBe:

npeacenaTens — npopekrop no... Gamunusg U.0.;

cekpeTaps - aenonpousoaurens amunus 1.0.;

YICHB: HayaJIbHUK OTHENa oOecnedeHus: obpaszoBarenbHOro mpoiecca Pamumus U.O.,
3aMecTuTeNb riaaBHoro Oyxrantepa @ammnug 1.0., HauanbHUK oTAenoM kaapoB @amunus 1.0.,
HayaJbHUK YIpaBJIEHU 110 NeYaTu, Meua u MHPpOopMamoHHbIM TexHoaorusaM Pamunust U.0.

2. VrBepautsh Ilonoxenne 06 sKCcrepTHON KOMUCCUH (ITPUTIOKEHHUE).

3. KoHTpob 3a HCIIOJIHEHNEM TIPHUKa3a BO3JIOKUTH HA IpopekTopa 1o... Gamunus 1.0.

Pexrop [Moanuce N.0. ®amunus
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IIpoexT BHEC:

JIOKHOCTH

CoracoBaHo.

JIOKHOCTH

C npukazoMm 03HaKOMJIEH:

JIOJDKHOCTB

Obopomnas cmopona npukasa

N.0.®ammnus

N.0.®ammnus

N.0.®amunus
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ITpunoxenne Ne2.1
[Ipunoxxenne Ne K npuka3sy Ne

OT « » 20 I.

JIuct o3HAaKOMIIEHUS

C npukazom pekropa ®I'BOY BO Acrtpaxanckuit I'MY Munszgpasa Poccun ot «  »

20__ roma Ne O3HAKOMJICHBI CJIETYIOIINE 3aMHTEPECOBAHHbBIE PAOOTHUKU:
®.1.0. paboTHUKA JIOKHOCTH JlaTa 1 moanucey 00
03HAKOMJICHUU

62



[Ipunoxenne Ne3

denepalibHOE TOCYAAPCTBEHHOE OI0HKETHOE 00pa30BaTEIbHOE YUPEIKICHHE
BbICILIEr0 00pa30BaHUs
«ACTPAXAHCKUN TOCYJIAPCTBEHHHBIN MEJUITMHCKUN YHUBEPCUTET»
MunuctepcTBa 3apaBooxpaneHus Poccuiickoit deneparuu
(®I'bOY BO Actpaxanckuii 'MY Munsapasa Poccun)

PACIIOPSDKEHUE

AcTpaxaHb
O noAroToBKE MPEaJIOKEHUIN
K IUIaHY ,,,,, Ha 2019 1.

B cBs3u ¢ popmupoBanuem [Inana... Ha 2018 roa, puHAHCHPYEMBIX U3 TOCYIaPCTBEHHOTO
OroKETA:

1. PykoBomurensm mnonpazaenenuit (@amunus WN.0., @amunusa N.0., Gamunus U.0.,
®amunus 1.0.) moAroTOBUTH U MPEICTABUTh YICHOMY CEKPETapIO MPEAJIOKEHUS K TUIaHy. .. Ha

2018 rox B cpok a0 15.06.2017.

2. Yuenomy cekperapio (Gamunus M.0.) obecrieunts GopMUpOBaHUE MPOEKTA TUIAHA. .. Ha
2018 rox, puHaHCHpYEMBIX U3 TOocyaapcTBeHHOro Orokera, B cpok Ao 01.07.2017.

3. KOHTpOJIb 34 HUCIIOJIHCHUCM DPACTIOPANKCHUSA BO3JIOKUTH HAa IMPOPEKTOpA IIO... damMunus
HN.0.

Pexrop [Moanuce N.0. ®amunus
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[Ipunoxenne Ned

denepanbHOE rocy1apCcTBEHHOE OI0KETHOE 00pa30BaTEeIbHOE YUPEXKICHUE
BBICIIET0 00pa30BaHUs
«ACTPAXAHCKUI T'OCYJIAPCTBEHHBIM MEJUILIMHCKU YHUBEPCUTET»
Munucrepcrsa 3apaBooxpaneHus Poccuniickoit denepanuu
(®I'BOY BO Actpaxanckuiit MY Munsnpasa Poccun)

ITPOTOKOJI

AcTpaxaHb
3aceZlaHusl Y4eHOT'O COBETa

[IpeacenarensctByromuii - @amunus 1.0.
Cekperaps - @amuius 1.0.

[TpucyrcTBoBanu: 17 yenoBek (CUCOK MPHUIIAraeTcs)
I[TOBECTKA JIHA:

1. O mepax no peanuzanuu GeaepanbHOM 1eIeBOM MPOTPaAMMBI ...

Hoxmnan npopexropa @amumnus N.0.

2. ...

1. CJIVIOAJIA: Ilerpos ILII. - Tekct qokiiaga npuiaraercs.
BBICTVYIINJIA:
®amunus U.0. - kpaTkas 3aluch BbICTYIICHUS.
®amunus U.0. - kpaTkas 3aluch BbICTYIICHUS.
PEHINJIN: (ITOCTAHOBUJIN)

1.1. CdopmupoBath BpeMEHHBIE TBOPUECKHE KOJUIEKTHBBI 10 peaju3aluud MPOEKTOB
benepabHON 11eTIEBON IPOTPAMMEBI ...

1.2. [ToAroTOBUTH M YTBEPAMTH IJIaHbI paOOTHI 1O MpOeKTaM ¢eepaaIbHON 1eeBON MPOrpaMMbl

2. ..
IIpencenarenbCcTBYOMINM [Moanuce N.0. ®amunus
Cexkperapb [Moanuce N.0O. ®amunus
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ITpunoxxenue Ne5

denepalibHOE TOCYAAPCTBEHHOE OI0HKETHOE 00pa30BaTEIbHOE YUPEIKICHHE
BbICILIEr0 00pa30oBaHUs
«ACTPAXAHCKUN TOCYJIAPCTBEHHBIV MEJUIIMHCKUI YHUBEPCUTET»
MunuctepcTBa 3apaBooxpaneHus Poccuiickoit deneparuu
(®I'bOY BO Actpaxanckuii 'MY Munsapasa Poccun)

ITPOTOKOJI

AcTpaxaHb
OIEPATUBHOI'O COBELAHUS
y IIPOPEKTOPa YHUBEPCUTETA
[TpopexTop - @ammnusa U.0.
Cekperaps - @amunus 1.0.
[TpucyrcrBoBanu: @amumiusg N.0., @amunus N.0., Gamunus U.0O. ...

1. O6 opranuzanuu 00CIEIOBaHUS 10 TEME ...

(Pamummus 1.0. <*>, Gamunmus 1.0., Gavmunusa U.0.)
1. YcTaHoBUTD, UTO ...
2. PyxoBomutento Temsl (Pammiusg U.0.) obecriednTh KOHTPOIb ...

2. O6 yuacTuu B 3acelaHuy paboueit rpymmsl 1o ...

(Pamummus 1.0. <*>, Gamunmus 1U.0., Gavunus 1.0.)

1. IToaroToBUTH K 3aceaHnto paboyeil rpymnibl MaTEPUAIIB O ...

3amecTuTeNb JUPEKTOpa [Moanuce N.0. ®amunus

CexkpeTtapb [Moanuce N.0. ®amunus

<*> HCpBOﬁ YKa3bIBaCTCA (baMI/IJ'II/IH N HHHIHAJIBI OCHOBHOI'O AOOKJIaA4YMWKa, 3aTCM -
(1)aMI/IJ'II/II/I W MHUIUAJIBI JIMI, YI4aCTBOBABIINX B 06Cy)K)IeHI/II/I BOIIpoca.
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[Ipunoxenne Ne6

(enepanbHOE TOCYAAPCTBEHHOE

OroKeTHOE 00pa30BaTeNIbHOE YUPEKICHHIE
BEICIIIETO 00pa30BaHUA
«ACTpPaxXaHCKHU rocyapcTBeHHbIH
MeMIMHCKUI YHHBepPCHTET)
MHuHHCTEpCTBA 3APaBOOXPAHEHHUS PexTopy (HanMeHOBaHUE y4eOHOTO 3aBEICHHUS )
Poccuiickoit ®enepanuun I.M.H., HpO(beCCOpy OO

(®r'BOY BO Acrpaxanckuii TMY Munsapasa Poccun)

OI'PH 1023000857285 Y
VIHH 3015010536 Iloumosyiii aopec 6 coomeemcmeuu ¢ n.2.36

yi. Baxunckas, 121, 1. Actpaxans, 414000 HacmosAweuw UHCmpyKyuu
ten. (8512) 52-41-43, dakc (8512) 39-41-30
cait: astgmu.ru
e-mail: agma@astranet.ru

oT Ne
Ha Ne

3aro0BOK MY HEOOXOAMMOCTH

VBaxxaemelii ims, OtuecTBO!

[Ipennaraem Bam npuHATH ydacThe B aHKETUPOBAHUU OOpa30BaTENIbHBIX OpPTraHU3ALUMN,
OCYIIECTBIAIOIUX TMOArOTOBKY CIIELMAIUCTOB IO CIEHHAIBHOCTAM «AHECTE3UOJIOTUS U
peannmMaronorus», «Hapkonorus u rncuxorepanus», «JlepMaToBeHEpOIOTUs».

AHKeTHpOBaHHE MIPOBOJIUTCS HaAMU B LeJIAX cOopa MHPOPMALIMHU O By3aX, BBITYCKAIOIINX
CHEIHAINCTOB HEOOXOAUMBIX HaM CHEIHaIbHOCTEH, KOTOPBIX B JAJbHEHIIEM MOXKHO ObLIO Obl
NPUBJIEKATh I IPOXOXKIEHUA IIPOU3BOACTBEHHOM IIPAKTUKUM U IIONOJIHEHUS IITara
CHEIHAJIMCTOB B JIEYEOHO-TIPOPHIAKTUYECKUX YUPEKICHUAX 3PaBOOXPAHEHHUS.

3aHOJ'IHeHHYIO AHKCETY IIPOCHUM BBICJIATH B HAIIl aApEC.

[Tpunoxxenue: Ankera Ha 2 1. B 1 3K3.

C yBaxkeHuew,

Pexrop
I.M.H., ipodeccop IMoamuck N.0. Gamunms

damumust, UMs1, OTYECTBO UCIIOJTHUTENA, TEIeHOH
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[Tpunoxenue No7

crBelitag

P Gae Meg Ve
e 72N
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®DenepanbHOE rOCyJapCTBEHHOE
Oro/KEeTHOE 00pa30BaTEIbHOE YUPEIKACHHE
BBICIIEr0 00pa3oBaHus
«AcTpaxaHCKHIi rocyAapcTBeHHbII
MeIMIUHCKHIT YHUBEPCUTET)
MuHucTepeTBa 34paBoOXpaHEHUS
Poccuiickoit ®enepanuun
(®Ir'BOY BO Acrpaxanckuit TMY Munsipasa Poccun)
OI'PH 1023000857285
VIHH 3015010536
yi. bakunckas, 121, r. Actpaxans, 414000
ten. (8512) 52-41-43, paxc (8512) 39-41-30
caift: astgmu.ru
e-mail: agma@astranet.ru

AKT

oT Ne
Ha Ne

IIPOBEPKU TEXHUYECKOTO
COCTOSIHUS OPI'TEXHUKHU

OcHoBanue: mnpukaz PI'BOY BO Acrpaxanckuit ['MY Munsapasa Poccun ot
30.07.2019 Ne 89 «O mpoBepke TEXHUYECKOTO COCTOSIHHSI OPTTEXHUKH, UCTIONB3yEeMON OTIEIIOM
JIeNIOTIPOU3BOJICTBAY.

CocraBieH: 3aM. HadalbHHKA HWH(GOPMAIMOHHO-TeXHHUYecKoro otnena Pammmus 1.0.;
HAYaJbHUKOM aJIMUHUCTPATUBHO-XO3SIMCTBEHHON cny:x0p1 Pamunust M.O., 3aB. otaenom
nenonpousBojictea @amunus 1.0.

B Xxoze mpoBepkH TEXHHYECKOTO COCTOSHHS OPITEXHHKH OT/eNa JeoNpOu3BOCTBA,
nposeaeHHon 04.08.2017, ycTaHOBIIEHO ...

HpOBepKOﬁ MMPpU3HAHbI HCIIPUTOAHBIMU IJId SKCILTyaTalluM:

Iloamuce N.0. ®amunug
Tloanuce N.0. ®amunus
Tloamuce N.0. ®amunns
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[Tpunoxenue No§
OTHEJI JEJIOITPOM3BO/JCTBA
Pekropy ®I'BOY BO Acrtpaxanckuit IMY
JOKJIAJHAA 3ATIMCKA Munzapasa Poccuun

JI.M.H., npodeccopy Pamumimsa 1.0.
10 oxTsa06ps1 2019 . Ne 35 pod py

OO0 yBeJIMYECHUH IITATHON
YUCJIEHHOCTHU NO/Ipa3esICHus

YBaxkaemsbiii (as1) Umst OTyecTBo!
B cBsi3u cO 3HAUUTENHHBIM yBEITHYECHHUEM 00bEMOB 00padaThIBAEMOI KOPPECIIOH ICHIINH,
IIOCTYIAOIIEH B CBA3H C ...
npoiry Bac u3bicKkaTh BO3MOXXHOCTh YBEIHYUTh IITATHYIO YUCICHHOCTh OT/IENIA HA OJIHY

JIOJKHOCTB CHELMATIUCTA 2-11 KaTeropuu.

C yBaxxeHuew,

HavanpHUK oTnena Iloamuce N.0. ®amuug
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[Ipunoxenne Ne9
Komy: PykoBoauTensm ynpaBieHU U OTIETOB
Ot: ®amunus U.0., pykoBoaAUTENb aIMUHUCTPATUBHO-X039HCTBEHHOM CITyKObI
Hara: 17 anpens 2017 r.

Tema: Ilogayda 3agBOK Ha aBTOTPAaHCIIOPT
CJIVXEBHA 3AITMCKA
B nenax mnoBeleHus S(PQPEKTUBHOCTH HCHONb30BAHUSA M COKpPALIEHUS IPOCTOEB

ABTOTPAHCIOPTHBIX CPEJICTB LIEHTpa MPOIIY PYKOBOJIUTENEH MOApa3JeeHU MoAaBaTh 3asBKU
Ha aBTOTPAHCIOPTHBIEC cpesicTBa HE no3aHee 15:00 gHs, mpeaecTBYIOMIETro MOe3IKe.

PykoBoauTens aAMUHUCTPATUBHO-
XO3MCTBEHHOM CITY>KOBI N.0O. ®amunus
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JIMCT COI'JTACOBAHUA

HaumenoBanue IPOCKTAa JOKYMCHTA

IIpunoxenne Ne

10

JoaxkHocTh

PO

Pesyabrar

Jara

3amMedyanus
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ITpunoxenne Ne 11

CIIPABKA
3AMEYAHMUSA K TIPOEKTY JOKYMEHTA»
K noxymenry:
JlOKHOCTB:
DdUO:
TekcT 3aMmeyaHuid
IToanuce:

Hata «_ » 20 T
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[Tpunoxenne Ne 12

MPUMEPHBINA NEPEYEHD YTBEPXKJIAEMBIX JOKYMEHTOB

. AKTHI (IPOBEPOK, PEBU3HIA; CIIUCAHUS; YIKCIIEPTU3BI; THKBUIAIIHH).

. I'papuku paboT, OTITYCKOB, CMEHHOCTH.

. MHCTpYKIINY, TOJDKHOCTHBIE HHCTPYKITHH.

. Kimaccugukarops! nadpopmMaium, 10KyMEHTOB.

. MeTtoauieckue peKOMEeH a1, METOANYECKHUE YKa3aHUsI U METOAMKH.
. Homenknarypa nern.

Hopmbl ¥ HOpMaTuBbl (BpEMEHHM, YHUCICHHOCTH paOOTHHUKOB, pacxojia ChIpbs H

MaTepHaJIoB, HJIEKTPOIHEPIUN ).

8. Onucu z1en (MoCTOSHHOr0, BpeMeHHBIX (cBblle 10 J1eT) CpOKOB XpaHEHUS U 110 IUYHOMY
COCTaBy).

9. Ilepeunu (IOMHKHOCTEH, OpraHU3aluid, BUIOB HH(OPMAIIHH, TOKYMEHTOB).

10.
11.
12.
13.
14.
15.
16.
17.
18.

[TonuTtuku.

[Tonoxxenus (o nmoapasaeieHusx, IPEMUPOBAHUY, ATTECTALINH).
Iopsiakmu.

[IpaBuna.

PermameHTsl.

CraHgapThl OpraHu3aluu.

YcraBbl.

YHuduuupoBaHHbie GOPMBI TOKYMEHTOB.

[ItaTHOE pacnucaHue.
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[Mpunoxenne Ne 13

INPUMEPHBINA NIEPEYEHD
JOKYMEHTOB, 3ABEPAEMBIX IEYATBbIO YHUBEPCUTETA

1. ApxuBHas cipaBka.

2. Axtel (mpuemMa 3aKOHYEHHBIX CTPOUTEILCTBOM  OOBEKTOB, O0OpYAOBaHMS,
BBINOJIHEHHBIX Pa0OT, CIIUCAHMSI, SKCIIEPTH3BI).

3. Komuu M BBIIUMCKH W3 JOKYMEHTOB, BBIJABAEMbIX I IPEACTABICHUS B JIpyrue
OpraHu3aluH.

4. OO6pa3upl OTTHCKOB Ie4areil M MoAmuced pabOTHUKOB, MMEIOMIMX IPAaBO COBEPUIATH
(MHAHCOBO-X035HCTBEHHBIE ONIEPALIUH.

5. llopyuenus (OromxeTHBIC, OAHKOBCKUE, IEHCUOHHBIE; TIATEKHBIC, MHKACCOBBIC B OAHK
Ha [10JIy4Y€HHE UHBAJIIOTHI CO CUETOB, IEPEBOJI BAJIIOTHI).

6. IlpencraBnenuss um xojaTaiicTBa (0 HarpaXkJI€HHWU TIOCYIApCTBEHHBIMU HarpajamMu M
MIPEMUSIMH).

7. PeecTpbl (4€KOB, IOPYUYEHU, IPEICTABISEMBIX B OAHK).

8. CnpaBku (0 goxonax (pU3UYECKUX JIMI, O BBIILUIATE CTPAXOBBIX CYMM, O OajaHCOBOH
CTOMMOCTH OCHOBHBIX (DOHJIOB, TIO NMEPCOHU(PHUIUPOBAHHOMY YYETY, OQPOPMIICHHIO CTPAaXOBBIX
CBUJIETEJIBCTB, O 3alpocaM OpraHu3alyi, MO JOKYMEHTaM, MpeJOCTaBIsIeMbIM B CyA, - IO
HEOOXOIUMOCTH).

9. Y nocroBepenust pabOTHUKOB.
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[Tpunoxxenne Ne 14

INPUMEPHBINA NIEPEYEHD
HEPET'MCTPUPYEMBIX BXOJAIIUX TOKYMEHTOB®®

1. AHKeTbI (pe3toMe), HallpaBiIsieMble B LIENIAX TPYI0yCTPONCTBA.

2. Byxrantepckue NOKyMEHTHI (OyXraiarepckas OT4ETHOCTb, CUeTa, cueTa-(paKTyphl, aKThl
CBEPKH B3aUMOPACUYETOB, aKThl IPUEMKHU-TIEPEIAYH OCHOBHBIX CPE/ICTB, TOBAPHBIE HAKIIAJAHbIE).

3. T'OCTbl, TEXHMYECKHUE PErJIaMEHThl, PYKOBOMSIIME W JPYrHe JOKYMEHTBI MO
TEXHUUYECKOMY PETYJIMPOBAHUIO U CTAaHAAPTU3ALUH.

4. I'pacduku, HapsAbI, 3asIBKU, Pa3HAPSIKU.

5. JlokyMeHThl (IIPOEKTBhl JIOKYMEHTOB), TpeOyrole TMoanucanus (CorjiacoBaHus,
YTBEPKACHUSI) U TIOCIIEAYIOIIET0 BO3BpATa.

6. KoHnkypcHast JOKyMeHTalusl.

7. HayuHOo-TeXHUYECKas U MPOEKTHAs JOKYMEHTALM.

8. Koppecnonienuus, aagpecoBanHasi pa0OTHUKAM C TOMETKOU «JIMIHO».

9. Ileyarnpie uM3gaHus (KHUTH, KYPHAIBI, Ta3€Thl), KaTalOrH, TEXHUYECKAs JUTEparypa,
TEMAaTUYECKHE U CIIeUabHbIe COOPHUKH, ITAKATHI.

10. ITo3apaBuTeNbHBIE TUCHMA U TEJIETPaMMBbI, OJ1aroapcTBEHHbIC MMChMa U TeJIerpaMMbl,
IPUIIACUTEIbHbIE OUIIETHI.

11. IlpeiickypaHTBbl.

12. IlpurnacurenbHble OUIETHI, IPUTIIALLIEHHUS.

13. IIporpammbl KOHpEPEHITUH, COBEIIAHUA.

14. Pexnamuble MaTepuasl (IMCbMa, JINCTOBKU, IIPOCIEKTHI, OYKIIETHI).

15. YuebOHble mianbl, IPOrpaMMBI.

16. ®opmbl 1 O1aHKH, B TOM YHUCIie POPMBI CTATUCTUYECKON M MHOW OTYETHOCTH.

5 Ecnu ykasaHHBIE JIOKyMEHTBI MOCTYIHIH C COMPOBOJMTENLHEIM THCHMOM, THCEMA PETHCTPUPYIOTCA B TOPSIKE, YCTAHOBIEHHOM
MHCTPYKIHEH 10 eNONpOU3BOJICTBY Y HUBEPCHTETA.
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