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AcTpaxaHb

OO0 yTBep)KIEHUH U O BBEICHUH B JICHCTBHE
MHCTPYKLIMH 10 JeI0NPOH3BOACTBY

B memsix  ycuineHus  KOHTpPOJST 3a  HCIIOJIHEHHEM  JOKYMEHTOB,
COBEpPLUEHCTBOBAHUS JOKYMEHTAlMOHHOrO oO0ecred4eHuss |  PpalHOHaAIbHON
opranusanuu aenonpoussojctsa B ®I'bOY BO Actpaxanckuit MY Munsnpasa
Poccuu '

IIpukassiBaio:

1. VrBepaure npunaraemyo MHCTpyKLHMIO IO JeIONPOM3BOACTBY (nanee -
Uuctpykuus) (npunoxerue Nel) B ®T'BOY BO Acrtpaxanckuit MY Munznpasa
Poccuu u BBecTH ee B neiictBue ¢ 30.12.2019.

2. PyxoBoaurensiM U paboTHHKAaM CTPYKTYpHbIX noapazaenenuid ®I'BOY BO
Actpaxanckuii [I'MY MunsgpaBa Poccun B pabore ¢ J0KyMeHTaMH
PYKOBOZICTBOBAThHCS TpeOOBaHUSIMH, YCTaHOBIEHHBIMU B UHCTPYKLIMH, ¢ MOMEHTa
BBEJIEHHUS €€ B JIeHCTBHE.

3. PykoBoautensim cTpykTypHbix nogpasaenenuin ®I'bOY BO Actpaxanckuii
I['MY MunszapaBa Poccun obecrieduts ctporoe cobmoneHne MHCTpYKUUH BCeMU
COTpYAHUKaMU 10/ipa3/ie/ieHuil.

4. Ilpusnate yTpatuBmkM cuiry npukad ot 15.08.2016 Ne 76-a «O6
yTBepkaeHH MHCTPYKIIMH MO AEOTPOU3BOICTBYY.

5. HaganbHuKy ynpaBieHuss IO TMe4yaTH, MeAua U HHGOPMALMOHHOM
nestensHoctd Teruomy A.Jl. pasMmectuts Ha oduumansHoM caiite ®I'BOY BO
Actpaxanckuii MY Munzapasa Poccuu B paznene «JlOKyMeHTBD) HaCTOSILLMIMA
npuka3 u MHcTpyK1LHIO.



6. Kontpone 3a wucnonHeHuem — TpeGoBaHuii = MHCTpykumu — mo
nenomnpoussoactsy B ®I'BOY BO Acrtpaxanckuii 'MY MunsgpaBa Poccuun
BO3JIOXKUTh Ha HaYaJbHUKa oTjena aenonpoussoactea Enuzaposy JLIO.

7. HauanpHuky otfena aenonpousBozactsa Enuzaposoii JLIO. o3HaKoMHTSE ¢
[IPUKa30M pYKOBOAMTENEHd CTPYKTypHbIX mnoapaszenenuit @OI'BOY BO
Actpaxanckuii 'MY Munszapasa Poccuu oz pocnucs (npusoxenue Ne2).

8. KOHTpOJ'Ib 34 UCIIOJTHEHHUEM HACTOALIETO IMpHUKasa OCTaBJIAI 34 coboii.

PekTtop ’%(‘ O.A. bamkuna
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YTBEPX/IEHA

MpUKa30M peKkTopa
®I'BOY BO ActpaxaHcKuit
['MY Mun3sapasa Poccuu

OT 40 LA 20/9 No 445

Beenenue

1. Hacrosmas MucTpykiins BBOAKTCS B AeiiCTBHE NOC/E yTBEpKIAeHHs PEKTOPOM yHUBEpCHTETA.
2. UsmeHenus paspabarbiBatorcs 1o pesyiabraraM npumenenus 8 @PI'BOY BO Acrpaxanckuii
I'MY Mun3zapasa Poccun uim npu u3meHeHHH TpeOOBaHMI HOPMATHBHBIX JIOKYMEHTOB, Ha
OCHOBAHMH KOTOpbIX paspabdoraHa Hactodwas Mucrpykuus. Ilepuoauueckas nposepka
[IPOLE/ypPbl MPOU3BOAUTCS C HHTEPBAIOM, He mpeBblnatouM 12 mecsues. Heobxoaumocts
BHECEHHUS H3MEHEHHH Olpe/IeNIsSeTcs PEKTOPOM 110 MPEJICTAB/ICHHIO MPECTABUTEIS PYKOBOCTBA
[0 Ka4ecTBy. .

3. Hacrosiumit JOKyMEHT He MOXKeT ObIThb MHOJHOCTBIO MM HYACTHYHO BOCIPOMU3BElEH.
THPKMPOBAH M PACMPOCTPAHEH B KayecTBe O(GUUMAIBLHOrO M3laHus Oe3 paspeleHns pektopa
®I'BOY BO Actpaxanckuit 'MY Munsapasa Poccun.



1. O0ume moJ10KeHUA

1.1. Hucrpykums mno penomnpousBoactBy B ®I'BOY BO Acrtpaxanckuii MY
MunznapaBa Poccun paspaborana Ha ocHoBe IIpukasza PocapxuBa ot 11.04.2018 Ne 44 «O6
yTBepkaeHun [IpuMepHON HWHCTPYKIMU TO  JEJONPOU3BOJCTBY B  TOCYAapCTBEHHBIX
opranuzamusix» ¢ yderoM nonoxenud ['OCT P 7.0.97-2016 «Cuctema cTaHIapToB IO
uH(popMaIuy, OUOIMOTEUHOMY M HU3JATeNIbcKoMy nerny. OpraHu3anroHHO-PACTIOPSIUTEIbHAS
nokymeHTanus. TpeboBaHus K 0DOPMIICHHUIO TOKYMEHTOBY.

1.2. Hacrosiass uHCTpYyKnus  paspaboTaHa B IEIAX  COBEPIICHCTBOBAHUS
JEJIONPOU3BOJCTBA M TMOBBbIIIEHUA dS(PexkTUBHOCTH pabOThl € JOKYMEHTaMH IIyTeM
perjaMeHTalMu Ha €IMHOM TMpPaBOBOM M METOJMYECKOM OCHOBE MpPAaBUJI MOATOTOBKH
JIOKYMEHTOB, TEXHOJIOTHI pabOThl ¢ HUMH, OPTaHU3AlUU UX TEKYIIEro XpaHEeHUs U MOArOTOBKU
k nepenaue B apxuB GI'bOY BO Actpaxanckuit 'MY Munsapasa Poccun

1.3. Opranusanus, BeaeHHE M COBEPLIEHCTBOBAHME JEIONPOM3BOJICTBA HA OCHOBE
€MHON MOJUTUKU U MPUHLHUIIOB, IPUMEHEHHE COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTUN B
pabote ¢ JOKyMEHTaMH, METOJIMIECKOEe PYKOBOJICTBO M KOHTPOJIb COOTIOICHUS TIOPSIIKA PaOOTHI
C JOKyMEHTaMu B CTpYKTypHbIX noapaszaenenusx @I'bOY BO Acrtpaxanckuit MY Mun3apasa
Poccun Bosnaraercs Ha otnen nenonpoussojictea @I'BOY BO Acrtpaxanckuii 'MY Munzapasa
Poccuu (manee - Otaen Aenonpon3BOACTBA).

1.4. OtBercTBEHHOCTH 3a OpraHU3alMi0 pPabOTBl C JOKYMEHTAMH B CTPYKTYPHBIX
noapaznenenusx PI'bOY BO Actpaxanckuit ['MY MunszapaBa Poccun Bosznmaraercs Ha
PYKOBOAMTEIIEH 3TUX MOAPA3ACICHUM.

1.5. JlomkHOCTHBIE OO0SI3aHHOCTH, TIpaBa M OTBETCTBEHHOCTh paboTHHKOB OTiena
JIeJI0Ipou3BOoJACTBa U HHBIX padoTHUKOB PI'BOY BO Actpaxanckuii I'MY Munsnpasa Poccun,
OTBETCTBEHHBIX 3a OPraHU3alui0 paboOThl C JOKYMEHTaMH, OMpPENEesIOTCS AOKHOCTHBIMU
WHCTPYKIUSMH.

1.6. Copepxanue  CIyKeOHBIX  JIOKYMEHTOB HE  MOMJIEKHT  pasrIalIeHHIO.
BzaumopeiictBue co cpeactBamu MaccoBod MHGOpMaluMu, Iepeiada UM - KaKo-uOo
uH(pOpMallMl WK JOKYMEHTOB M HMX KOMNMH JOINYCKAeTCsl TOJBKO C PAa3pELICHUs] pPEeKTopa
®I'bOY BO Actpaxanckuii I'MY Munsgpasa Poccun Moy MHOTO YNOJIHOMOYEHHOTO UM
JOJIKHOCTHOTO JIUIIA.

1.7. Pa6ornuku ®I'BOY BO Acrpaxanckuii I'MY Munsapasa Poccun HecyT
JUCIHUIUIMHAPHYIO, aJMMHHUCTPAaTUBHYI0O UM MHYIO, YCTAHOBJICHHYIO 3aKOHOJATElIbCTBOM
Poccuiickoit ®denepanuu, OTBETCTBEHHOCTh 3a HApPYIIEHHWE CPOKOB XPAHEHHUS JIOKYMEHTOB,
yTpaTy U HECAaHKIIMOHUPOBAHHOE YHUUTOXKEHHE CIYKEOHBIX TOKYMEHTOB.

1.8. Tlpu yrpare 10KyMEHTOB pabOTHHK CTPYKTYPHOTO HOApa3aeeH s HHPOPMHUPYET
PYKOBOJUTENS CTPYKTYpHOro mnoapasfeneHus u OtTnen [AeIonpou3BOJICTBA, IIOCIE YEro
OpraHU3yeTcsl PO3bICK JOKYMEHTOB.

Ecanm po3picCk [TOKYMEHTOB HE JaeT pe3yJibTara COCTaBISIETCS aKT, B KOTOPOM
YKa3bIBAIOTCS JIaHHBIE YTPAYEHHOI'O JOKYMEHTa, a TaKKe OOCTOATEIbCTBA, MPH KOTOPBIX
MPOU30IIJIa yTpaTa, MOCie Yero NpeAlpUHUMAIOTCS MEPHI 110 3aMEIIEHHUIO JAHHOTO JIOKYMEHTa
3aBEPEHHON KONMEN TOKYMEHTA.

1.9. TlpaBuna paGoThl ¢ JOKYMEHTAMH B CHCTEME DJIEKTPOHHOTO JOKYMEHTO06OpOTa
OI'bBOY BO Acrtpaxanckuit I'MY Munsapasa Poccunm (manee - CDOJ]) u  uHBIX
WH(OPMAIIMOHHBIX CHCTEMaX, B KOTOPHIX OCYIIECTBISIETCS CO3/IaHUE (BKIIIOUEHUE) U XPAHECHUE
JIOKYMEHTOB, HE JIOJDKHBI BXOJIUTH B TIPOTUBOPEUUE C TIOJIOKEHUSIMU HACTOSIIEH HHCTPYKITUH.

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

2.1. B cooTBeTcTBHU C 3aKOHOAATCIbCTBOM Poccuiickoit dDe,uepauI/H/I, JJOKAaJIbHBIMU
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HopMaTuBHbIMH akTamMu B ®I'BOY BO Actpaxanckuii I'MY Munsgpasa Poccun mznarorcs
OpPraHU3alMOHHO-PACIOPSAIUTEIBHBIE JOKYMEHTHI.

2.2. Opranu3alMOHHO-PACIOPSAAUTENbHbIE JOKYMEHTBI, CO3JaBacMble B AESITEIbHOCTU
®OI'BOY BO Acrtpaxanckuiit 'MY MunsnpaBa Poccum, A0mKHBI OBITH O(QOPMIICHBI TIO
IIpaBUJIaM, YCTAaHOBIICHHBIM HACTOSIIEH MHCTPYKLIMEH.

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

2.3. OcobenHoctu oQopMIeHHS JOKYMEHTOB, CO3/1aBa€MbIX B CTPYKTYpPHBIX
nozpazgenenusix ®PI'BOY BO Actpaxanckuiit 'MY Munsgpasa Poccun u oTrpaxkarommx
creun(UKy UX AeATEIbHOCTH, a TaKKe IPaBUiIa OPraHU3aluy paboThl C JaHHBIMHU JOKYMEHTaMHU
MOTYT YCTAaHaBJIMBAaTbCSA OTIEJIbHBIMU JIOKAIbHBIMU HOpMaTuBHbIMU akTamu OI'BOY BO
Actpaxanckuit 'MY Munzapasa Poccun.

2.4. Cosnanue naokymeHToB B COJl OCymIeCTBISIETCS C WCIOIB30BAaHUEM IIA0JIIOHOB
0JIaHKOB JOKYMEHTOB U 11a0JI0HOB JJOKYMEHTOB.

DNEeKTPOHHBIE INAOJOHBI OJIAHKOB JOKYMEHTOB [OJDKHBI OBITh WICHTUYHBI OJIaHKaAM
JOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.

2.5. Ans cozmaHus JOKYMEHTOB, OTPAKAIOMIMX CIIEHU(PUKY ACITEITBHOCTH CTPYKTYPHBIX
noapasaenenuid ®I'bOY BO Actpaxanckuii 'MY Munsznpasa Poccun, u ynpapiieHUs] JaHHBIMU
JOKYMEHTaMHU MOTYT UCIIOJIb30BAaThCS APYrHe NHPOPMAIIMOHHBIE CHCTEMBI.

2.6. Nokymentsl ®I'BOY BO Actpaxanckuii MY Munzapasa Poccun odopmistores
Ha OJTaHKax WJIM CTaHIAPTHBIX JUCTax Oymaru opmara A4.

2.7. dns wn3rorosienus nokyMeHToB B ®I'BOY BO Actpaxanckuit I'MY Mun3zgpasa
Poccnn nenons3yrores:

OJIaHK TIPHUKa3a;

OJaHK pacTIOPSIKEHHUS,

OaHK TMuChbMa IS BEICHUSA MEPEeNUCKU C OpraHu3alusMd M TpaKIAaHaMmH,
HaxoIAIMMHCs Ha Tepputopun Pocculickon @enepanny;

OJlaHK TIHMCbMa C PEKBU3UTAMH Ha PYCCKOM M OJHOM M3 MHOCTPAHHBIX SI3BIKOB JUIS
BEJICHUSI IEPENUCKU C 3apyOEKHBIMU KOPPECIIOHIEHTAMU;

OJ1aHK MPOTOKOJIA;

OJlaHK MHCbMa CTPYKTYPHOTO TMOJApa3JeNeHnus (COBEIIaTeNbHOI0, METOJUYECKOrO,
HKCHEPTHOTO MJIM MHOTO OpraHa).

Hnst opopmrnenust pezomronuii Ha gokymente B ®I'BOY BO Acrtpaxanckuit MY
Mun3zzpasa Poccun ucnonb3yroTcst O1aHKH Pe30THOIHA.

2.8 Ilpu wu3gaHMM [JOKYMEHTOB Ha CTAaHJAPTHBIX JiMCTaXx OyMard Ha HHUX
BOCIIPOU3BOJATCA PEKBU3UTHL, HEOOXOAMMBbIE ISl JOKYMEHTOB KOHKPETHOIO BHJAA WM
Pa3HOBUIHOCTH.

29 DOwmbnema @®I'BOY BO  Acrpaxanckuit I'MY  MunsgpaBa Poccun
BOCIPOM3BOAMUTCS Ha OJIaHKAaX UCXOJAMIMX (OTIPABIISIEMbIX) TOKYMEHTOB M aKTOB (IIPHIIOKEHUS
Ne 6, Ne 7).

2.10 IIpoextupoBaHHue OJIAHKOB JOKYMEHTOB OCYILECTBISETCS B COOTBETCTBUM C
Pasnenom 6 «bnankm nokymenroB» I['OCT P 7.0.97-2016 «Cucrtema craHmapToB IO
uHpopmaruu, OMOTUOTEUHOMY U HW3AaTeNbCKOMy Aeny. OpraHu3allmOHHO-PACHIOPSIUTEIbHAS
JNoKyMeHTarus. TpeboBaHus K 0QOPMIIEHUIO JOKYMEHTOBY.

2.11 bnanku pokymentoB ®I'bOY BO Actpaxanckuit I'MY MunszgpaBa Poccun
U3rOTaBIMBAIOTCS TUIOTpackuM crnocoOOM, CpeACTBaMHU OIEpPaTUBHOW moiurpadguu wim
KOMITBIOTEPHOU TEXHUKH.

2.12  JIoOKyMeHThI U3rOTaBIMBAIOTCS HAa OYMa)kHOM HOCHUTEJE U B (pOpMe 3IEKTPOHHBIX
JIOKYMEHTOB C COOJIIOJIEHUEM YCTAaHOBJIEHHBIX MPaBUl 0OpMIIEHUS JOKYMEHTOB.

2.13  Hoxymentst ®I'bOY BO Acrpaxanckuii I'MY  MunsgpaBa Poccun,
o(opMIIeHHbIE KaK Ha OJlaHKe, Tak U 0€3 HEero, T0JKHBI UMETh TI0JIsl HE MEHee:

20 MM — JI€BOE;
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10 MM - mpaBoe;

20 MM - BepxHEE;

20 MM - HUXKHEE.
JIoKyMeHTBI JUIUTeNbHBIX (CBbIlIe 10 J1eT) CpOKOB XpaHEHHS TOJKHBI UMETh JIEBOE T0JIe
He MeHee 30 MM.

2.14  JloxymeHTHI, u3/1aBaeMble COBMECTHO OJJHOM WMJIM HECKOJIBKUMHU OpraHU3ALMIMU,
opOpMISIOTCS Ha CTaHIAPTHBIX JIMCTaxX OyMard C BOCHPOHM3BEACHUEM PEKBU3HTOB BCEX
OpraHu3aIyii, yuacTBYIOUINX B U3JJTaHUU IOKYMEHTA.

2.15 TIlpu mnOArOTOBKE JOKYMEHTOB JOIYCKA€TCS HCIOJIb30BAHME JIMIICBOM U
000pOTHOM CTOPOHBI JucTa. [Ipu NBYCTOPOHHEM CO3/IaHUU JOKYMEHTOB HIMPUHA JIEBOTO MO
Ha JIMIIEBOM CTOPOHE JINCTA U IIPABOTO IOJIsE HA 00OPOTHOM CTOPOHE JIMCTA JOKHBI OBITH PaBHBI.

2.16 Ilpu co3maHuu TOKyMEHTa Ha ABYX U OoJjiee CTpaHHUIaX BTOPYIO M MOCIEAYIONINE
CTpaHuLbl HyMepyroT. Homepa cTpaHuI] NpPOCTaBISIOTCS IO CEPEAMHE BEPXHETO IOJIsA
JIOKyMEHTa Ha paccTossHuU 10 MM OT BepXHero Kpas JIMcTa.

2.17  Jlns U3TOTOBIEHUS TOKYMEHTOB HCIOJIb3yeTcsl rapHutypa mpudta Times New
Roman. Pazmep mpudra - Ne 12 - 14 or.

[Tpu cocTaBneHnn TaOIMIl TOMYCKACTCSA MCIIOJIB30BaHNE MIPU(TOB MEHBIINX Pa3MEPOB -
Ne 10, 11 mrT.

2.18 A03anHblii OTCTYI B TEKCTE JOKYMeHTa - 1,25 cM.

3arooOBKM pa3feNioB M IOAPA3JCIOB IedaTaloTcs ¢ ab3alHbIM  OTCTYIIOM  HIIU
LEHTPUPYIOTCS I10 IIUPUHE TEKCTA.

2.19 Tekct noxymenrta meudaraercs yepe3 1 - 1,5 mMexcTpouHbslx uHTepBana. Tekcr
JIOKYMEHTa BbIPAaBHUBAETCS MO LIIMPUHE JIUCTA.

MHOrocTpouHble PEKBH3UTHI I[E€YATAIOTCS Yepe3 OJIUH MEXKCTPOUHBIM HMHTEpBa,
COCTaBHBIE YAaCTH PEKBU3UTOB MOT'YT Pa3JIeisAThCsl JOMOIHUTEIbHBIM HHTEPBAJIOM.

Ecnu 1oxyMeHT roTOBUTCS AJSl M3/IaHUSI C YMEHBIIEHUEM MaciiTada, TeKCT MeyaTaeTcs
yepes J1Ba UHTEpBaa.

WuTtepBan Mexay OykBamMHu B CJlOBax - OObIUHBIM. MHTEepBanm MeXIy CIOBaMH - OIHH
npo0er.

CTpOoKM peKBU3UTOB BBIPAaBHUBAIOTCS 110 JIEBOW I'PAHULIE 30HBI PACIIOIOKEHUS PEKBU3HTA
VI LEHTPYIOTCS OTHOCUTEIBHO CaMOM ITMHHON CTPOKH.

JUlnHa caMOM JNJIMHHOW CTPOKH PEKBU3HTA IPU YIJIOBOM PAaCIOJIOKEHUU PEKBHU3UTOB HE
Ooitee 7,5 cM.

JlnvHa caMoil JUIMHHOM CTPOKH PEKBU3UTA MPH MPOJIOJIBHOM PACHOI0KEHUH PEKBU3UTOB
He Oonee 12 cwm.

2.20 JlomyckaeTcss BBIAETSATh TMOMYXKHPHBIM HIpU(PTOM PEKBU3UTHL  «aapecary,
«3aroJIOBOK K TEKCTY» WM «IOJIUCHY», a TAK)XKE OT/AEIbHbIE (DparMeHThl TEKCTA.

221 Ilpu NOArOTOBKE MHOTOCTPAHHYHBIX JOKYMEHTOB O(GOPMIISETCS TUTYIbHBIH
JIUCT.

2.22 CocTtaB  pEKBHM3MTOB, HCIOJB3YeMbIX JIs  O(QOpPMIIEHHS  JIOKYMEHTOB,
ornpezensercs BUAOM (pa3HOBUIHOCTHIO) OpraHU3aIl[MOHHO-PACTIOPSAIUTENBHOTO TOKYMEHTA.

2.23  Ilpu noxroroBke pokymeHtoB ®I'BOY BO Acrtpaxanckuit 'MY Munzapasa
Poccun ucnonb3yrores pekBusuthl, ycraHosieHHsle [OCT P 7.0.97-2016:

1) sMOseMa (B COOTBETCTBUU C IMYHKTOM 2.9 HacTOsIIEH HHCTPYKIUH);

2) HaUMEHOBAaHME OpraHU3aIUy;

3) HAaUMEHOBAHUE CTPYKTYPHOTO MOAPA3AEICHMUS;

4) HAaUMEHOBAaHUE JOJHKHOCTH JINIA;

5) CIpaBOYHBIE IaHHbIE 00 OpraHU3alny;

6) HAaUMEHOBAHME BUJIA IOKYMEHTA;

7) JaTa JOKyMEHTa;

8) PErUCTPALMOHHBIN HOMEDP TOKYMEHTA;

9) CCBLIJIKA Ha PETMCTPALIMOHHBIN HOMED U 1aTy OCTYNUBLIETO TOKYMEHTA;
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10) MECTO COCTaBIICHUS (M3AaHUS) JOKYMEHTA,

11)  rpud orpannyeHus 0CTyNa K JOKYMEHTY,

12)  anpecar;

13)  rpud yTBEepKIEHUS TOKYMEHTA;

14)  3arojoBOK K TEKCTY;

15)  TEKCT IOKyMEHTa,

16)  oTMeTka 0 NPUIIOKEHUH;

17)  rpud cormacoBaHUs JOKYMEHTA;

18)  Bu3a;

19) MOJINCE;

20)  oTMeTKa 00 3JIEKTPOHHOH MOAIHUCH;

21)  meuarts,

22)  oTMeTKa 00 MCIIOJIHUTEIIE;

23) OTMETKA O 3aBEPEHUU KOIMUU;

24)  oTMETKa O MOCTYIJIEHUH TOKYMEHTA;

25)  pesodronus;

26)  oTMETKa O KOHTpOJIE;

27)  OoTMeTKa O HalpaBJIEHUU JIOKYMEHTa B JEJIO.

2.24. bnank mpukaza (pacnopspkenus) ®I'BOY BO Acrtpaxanckuii I'MY Munzapasa
Poccum oymkeH BKIIIOYAaTh PEKBU3UTHI:

MOJIeMY (B COOTBETCTBUU C IIYHKTOM 2.9 HacTOsIEeH HHCTPYKIUH);

HaMMEHOBAaHUE OpPraHU3alH;

HauMEHOBAaHME BUJIA JOKYMEHTA,

MECTO COCTABJICHUSI WM U3JaHUS JOKYMEHTa;

OTMETKM [yl pa3MEIIEHUsl PEKBU3UTOB «aTa JOKYMEHTa», «PEruCTpallMOHHBIN HOMEp
JIOKYMEHTa.

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

MOJIeMY (B COOTBETCTBUU C IIYHKTOM 2.9 HacTOsIIEeNH HHCTPYKIUN);

HauMEHOBAaHME OpraHU3aluy;

CIpaBOYHbIE IaHHbIE 00 OpraHu3aluu;

OTMETKH I IPOCTABJICHUs PEKBU3UTOB «JaTa JOKYMEHTa», «PErMCTPAllMOHHBIN HOMED
JIOKYMEHTa», «CChUIKA Ha PErHCTPAlMOHHBIM HOMEP U 1aTy MOCTYIHBIIEr0 JOKYMEHTa.

B OmaHk mnMcbMa JOJKHOCTHOTO JIMIA JIOTIOJIHUTENBHO BKIIIOYAETCS PEKBU3UT
«HAaUMEHOBaHUE JIOJDKHOCTH JIML@», a B OJaHK MHCbMa CTPYKTYPHOIO MOJpa3/esieHus
(coBemaTeNnbHOr0, METOAMYECKOro, HKCHEepTHOro wiM uHoro opraHa) @OI'bBOY BO
Actpaxanckuit MY Munsnpasa Poccun - HaumMeHOBaHUE CTPYKTYPHOTO TTOAPA3ICTICHHUS.

2.26. Buyrpennue noxkymeHtel ®PI'BOY BO Actpaxanckuit MY Munsapasa Poccun,
opopmisieMble He Ha OJaHKe, JOJDKHBI COJAEpkKaTb COOTBETCTBYIOLIME BHIY JOKYMEHTa
PEKBU3UTHI.

2.27. Ombnema ®I'BOY BO Actpaxanckuit MY Munznpasa Poccun, pazpaboranHas u
YTBEPXKACHHAs B MOPSJAKE, YCTAaHOBIECHHOM 3aKOHOAATenbcTBOM Poccuiickont denepaunu,
pa3mMeniaercs Ha OaHKaX JOKYMEHTOB B COOTBETCTBHMHM C ITYHKTOM 2.9 HAcTOSIIEH MHCTPYKIUU
1 Ha ocHOBaHMM HopMaTuBHBIX akToB PI'BOY BO Actpaxanckuii MY Munsapasa Poccun.

N306paxenune sM01eMbl TOMEIIAETCSI HA BEpXHEM I10J1e OJ1aHKa TIOKYMEHTa Ha PacCTOSHUU
10 MM OT BepXHEro Kpasi JINCTa, 3aXBaThIBasl 4aCTh paboyeil 30HbI JOKYMEHTA, LIEHTPOBAaHHO HaJl
PEKBU3UTAMU OpraHU3aIIH.

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

2.29 HaumeHOBaHUE CTPYKTYPHOIO MOApA3JEieHUs (B TOM YHUCIE COBEILATEIBHOIO
WJIM MHOTO OpraHa) yKa3bIBaeTcs B OJaHKaX MUCEM U OJaHKaX KOHKPETHBIX BHIOB IOKYMEHTOB,
U3/1aBa€MBIX COOTBETCTBYIOIIMMHU TOJPA3ACICHUSIMU B COOTBETCTBUU C  JIOKAJIbHBIMU
HopMmatuBHbiMU akTamMu @PI'BOY BO Actpaxanckuii ['MY MunznpaBa Poccuu. Hag
HAaUMEHOBAHMEM CTPYKTYpPHOIO THOJpa3jieieHusl ykaspiBaeTcss HamMeHoBanue OI'bOY BO
Actpaxanckuit 'MY Munzapasa Poccun.

2.30 HaummeHOBaHHE JOJDKHOCTH JIMIIA MCIIOIB3YETCS B OJIaHKAX MHCEM JIOJKHOCTHBIX
aul ¥ pacnojaraerca noa HaumeHoBanueM @PI'BOY BO Acrtpaxanckuit ['MY Munsnpasa
Poccun.

2.31 CnpaBounbie ganubie 0 ®PI'bOY BO Acrtpaxanckuit MY Munsapasa Poccun
yKa3bIBalOTCS B OJaHKAaX MUCEM M BKIIIOYAIOT: OYTOBBIN ajpec; HoMep TenedoHa, pakca, aapec
3JIEKTPOHHOMU IMOYTHI, CETEBOM aJIpec, a TaKKe OCHOBHOW IOCYAapCTBEHHBIA PErHCTPAlMOHHBIN
Homep (OI'PH) u unenTndukannonasiii Homep Hanmoromiatenbimka (MHH).

2.32 HaumeHoBaHue BHJAa JOKYMEHTa YKa3blBaeTCsi Ha BCeX JOKYMEHTax, 3a
UCKJIIIOYEHUEM  JIeJOBbIX  (CIyXeOHbIX) IMCEM, pacHojlaraercsi IojJ HaUMEHOBAaHUEM
OpraHu3anyy (CTPYKTYPHOTO MOpa3AeNieH s, TOIKHOCTH ).

2.33 Jlara N1OKyMEHTa JOJKHAa COOTBETCTBOBATh JlaTe IMOANMUCAHUS (YTBEP)KICHUS)
JOKYMEHTa WK (B MPOTOKOJax) Aare COOBITUSA, 3aQUKCUPOBAHHOTO B TOKYMEHTE.

JlaTa TOKyMEHTa 3alliChIBAETCS B MOCJIEI0BATEILHOCTH: IEHb MECALA, MECSILL, F'0Jl OJTHUM
U3 IBYX CIIOCOOOB:

apabckumu rudpamu, pasaeneHabiMEA Toukoi: 05.06.2018;

CoBeCHO-1IU(PpoBbIM criocobom: 5 uroHs 2018 r.

Ha nokymenrax, odopmisieMbIx Ha OJlaHKEe, JaTra JOKyMEHTa MpPOCTABISETCS O[T
PEKBU3UTAMU «HAMMEHOBAaHUE BUJA TOKYMEHTa» (B OJlaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB) U
«CIIpaBOYHbIE JaHHBIE 00 OpraHu3alny (B OJaHKaX MHUCEM).

Jlatoii ngOKyMeHTa, W3JAaHHOTO COBMECTHO JBYMsS WU Oojiee OpraHu3alusMu
(1OJIKHOCTHBIMM JIMIIAMH ), SIBJISIETCS J1aTa MOAIUCAHUS JOKYMEHTA IOCIEAHEW CTOPOHOM.

2.34  PeructpalliOHHBIA HOMEp JOKyMEHTa - HM(POBON UAESHTHU(PHUKATOP JTOKYMEHTA,
COCTOSIIMA U3 TIOPSAAKOBOTO HOMEpa JOKyMEHTa C LHU(POBBIM KOAOM (MHIEKCOM) B
COOTBETCTBHUH C UCMOJIb3YEMbIMHU KJIaCCU(PUKATOPAMHU.

Ha gpoxkymeHTe, COCTaBJIEHHOM COBMECTHO [JByMs U 0ojee OpraHu3alusiMH,
IIPOCTABJISIFOTCS. PETUCTPALIMOHHBIE HOMEPA TOKYMEHTA, IPUCBOCHHBIE KaX/I0M U3 OPraHU3aLNM.
Peructpanmonnsie HoMepa MPOCTaBISIOTCS B MOPSAKE yKa3aHWsS HAMMEHOBAaHUM OpraHU3aluil B
3aroJI0OBOYHOM yacTu (mpeaMOysie) JOKyMEHTa U OTIEIISIOTCS APYT OT Jpyra KOcoil yepTou.

2.35 Ccpulka Ha pErUCTPAllMOHHBII HOMEpP W JaTy IMOCTYNUBLIETO JIOKYMEHTA,
COCTOSIIAsl U3 PErMCTPALMOHHOTO HOMEpa M J1aThl BXOJAILIETO JOKYMEHTA, Ha KOTOPBIM JaeTcs
OTBET, IpocTaBisieTcs B Buje otMeTku «Ha Ne ... o1 ...» B O51aHKe uchMa.

B TekcT nmucbMa-oTBETa CBEACHMSI O PETUCTPALIMOHHOM HOMEpE M AATe MOCTYNHBILIETO
MUChbMa HE BKJIFOYAIOTCS.

2.36  Anpecar - peKBM3MT, UCIOJIb3YeMbIH NMpH 0(GOPMIIEHUH JEJIOBBIX (CIY)KEOHBIX)
MUCEM, BHYTPEHHUX UHPOPMAIIMIOHHO-CIIPABOYHBIX JOKYMEHTOB.

AnpecaTroM JOKyMEHTa MOXeET OBITh OpraHu3alus, CTPYKTYpHOE I0jpa3jeeHne
OpraHu3aIy, JOJKHOCTHOE WIH (PU3NUECKOE JIUILIO.

PexBu3ut «anpecat» opopmiisercs Ha OJaHKe C YTIIOBBIM PACHOJI0KEHUEM PEKBU3UTOB -
B BEpXHEH MpaBoil yacTu JOKyMEHTa, Ha OJaHKe C MPOAOIbHBIM PACIOIOKEHUEM PEKBU3UTOB -
crpaBa Ioj pekBu3uTamMu OnaHka. CTPOKHM PEKBH3UTA «ajpecar» BBIPABHHUBAIOTCS IO JEBOMY
KpPAaro WJIM HEHTPYIOTCS OTHOCUTEIBHO CAMOW NIMHHOM CTPOKH.

IIpu axpecoBaHMM JOKYMEHTAa pPYKOBOJHUTEIIO  (3aMECTHTENIO  PYKOBOAUTEIS)
OpraHM3ali YKa3bIBAIOTCA B JATEIbHOM IMaJeKe HAaUMEHOBAaHUE JIOJDKHOCTH PYKOBOAMUTENS
(3amecTUTENs] PYKOBOAMTENs), BKIIOYAIONEe HAUMEHOBAHUE OpraHu3aluy, (HaMUIuIo,
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HWHHUIWAJIBI JOJIZKHOCTHOTIO JIMIIA. HaHpHMep:

['enepanbHOMY qUPEKTOPY
DOBY «HanmenoBaHue
OpraHu3aLN»

damvunusg U.0.

IIpu agpecoBaHuMM NUCbMa B OPraHU3alMIO YKA3bIBACTCS €€ MOJHOE WIH COKPALICHHOE
HalMEHOBAHHE B MIMEHUTEILHOM MaJIeXe.

IIpu anpecoBaHMM TOKyMEHTa B CTPYKTYpPHOE MOAPA3/EICHUE OPraHU3alll B PEKBU3UTE
«azpecar» YyKa3blBalOTCd B HMEHUTEIBHOM IaJeKe€ HAUMEHOBAaHHE OpraHU3allld, HIDKE -
HAaUMEHOBAHUE CTPYKTYpHOTO noapasaeneHus. Hampumep:

DOBY «HanmenoBanue
Opranuzauuny»
duHaHCOBOE YIpaBlIeHUE

[Ipu agpecoBaHuU MUChMa PYKOBOJUTENIO CTPYKTYPHOTO MOJpa3fesieHus] yKa3bIBalOTCS B
MMEHUTEIIbHOM TaJIe)Ke HAWMEHOBAHME OpraHu3allid, HIDKE - B JIaTEIbHOM MAaJexke
HAUMEHOBAaHME JOJDKHOCTH PYKOBOIMTENS, BKJIIOYAIONIEE HAUMEHOBAHHME CTPYKTYPHOTO
noipa3esieHus, GaMuwInto, HHUIMaNel. Hampumep:

dBbY «HaumenoBanue
Opranuzanum»
PykoBoguTento 70roBopHoO-
MIPABOBOI'0 OT/EJIA
®amvunug U.0.

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

r-uy ®amunus 1.0.
r-xe ®amunug U.0.

[Ipu pacchuike JOKYMEHTa TpYIIe OPraHU3alUi OJHOTO THUMA WM B CTPYKTYPHBIC
HOJIpa3/ieieHus OIHOM OpraHU3alliy, aJjpecaT yKa3biBaeTcs 0000menHo. Hanpumep:

PykoBonutensm punuanos
dObY «Hanmenosanue
OpraHu3aLn»

PykoBoauTensam ynpaBiieHUN
u otxnenoB OBY «HanmeHnoBanue
OpraHH3aLn»

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



PykoBoauTensam ynpaBiIeHUM U OTIEII0B
OBbY «HaumeHoBaHue
OpraHu3aIn»

(TI0 crHcKy)

CIuCOK pacChUIKU COCTABIIACTCS HCIIOTHUTEIIEM.

Ecnu nucsmMo HampaBisieTcsl B OpraHU3alMi0 UM JOJDKHOCTHOMY JIMILY M JUIsl CBEICHUS
ele pAaay opraHu3aluil UM JOHKHOCTHBIX JIUIL, 00l1ee KOJIMYECTBO aJpecaToB HE JODKHO ObITh
Oosee 4yeThIpex, IPU 3TOM OCHOBHOHM ajpecaT yKas3bIBaeTcsl NepBbIM, cioBo «Komus» nepen
BTOPBIM, TPETHUM, YETBEPTHIM a/IpecaTaMH He MeyaTaeTcsl.

B cocraB pexkBusuTa «AapecaT» MOKET BXOJIUTh MOYTOBBIN ajpec. DIEMEHTbI IOYTOBOIO
ajZipeca yKa3bIBaIOTCS B IIOCIIEIOBATEIbHOCTH, YCTAHOBIEHHOW IMyHKTOM 22 IlpaBun oka3aHus
YCIIyT IOYTOBOM CBA3M, yTBepKIAeHHBIX [Iprukazom Munkomcssazu Poccun ot 31.07.2014 Ne 234.

a) Ul IOPUAMYECKOro JIMIA - IOJHOE WIN COKpAIllEHHOE HauMEHOBaHME (IpU HAIUYHH),
JUISl TpaKIaHUHA - (aMIIINS, UMS, OTYECTBO (TIOCIEIHEE TPU HAIUYHH );

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

B) Ha3BaHUE YJIMIIbI, HOMEp JOMa, HOMEp KBapTUPBI;

') Ha3BaHHUE HACEJIEHHOTO MyHKTa (TOpo/ia, MOceKa | T.11.);

1) Ha3BaHUe paiioHa;

€) Ha3BaHME PECIyOJIMKH, Kpasi, 0071aCTH, aBTOHOMHOT'O OKpyra (00JacTh);

) Ha3BaHUE CTPaHBbl (11 MEXKTYHAPOHBIX TOYTOBBIX OTIPABICHUN);

3) IOYTOBBINA UHIEKC.

ITouToBBIN ajgpec He yKas3bIBaeTCs B JIOKyMEHTaX, HAIpPaBseMbIX B BBICIIME OpraHbl
BJIACTH, BBILIECTOSALIME OpPraHU3allMy, I10JIBEJOMCTBEHHbIE OpraHU3alud U TOCTOSIHHBIM
KOPPECIIOHIEHTaM (3a UCKJIFOUEHHEM HalpaBJICHUs MHCEM YKa3aHHBIM ajjpecaTaM B KOHBEpTax
IPO3pAaYHBIMU OKHAMH).

[Ipu oTmpaBke nucbMa 1o 3JIEKTPOHHON MoYTe WK (PaKCUMUIIBHOM CBsA3M (0€3 JOCBIIKH 110
1ouyTe) TMOYTOBBIM aapec He ykaspiBaeTcs. llpu HeoOXomAMMOCTH MOXKeT ObITh yKa3aH
AIIEKTPOHHBIN ajpec (Homep TenedoHna/dakca). Hanpumep:

dbY «Hanmenosanue
OpraHu3aLun»

DNEKTPOHHBIN agpec

2.37 Tpud yTBepxkIeHUs AOKYMEHTa MPOCTABISETCS HA JOKYMEHTaxX B IIPaBOM
BEPXHEM YTIy TIEPBOTO JUCTA JOKyMeHTa. CTPOKM PEKBU3UTA BHIPABHUBAIOTCS 110 JIEBOMY Kparo
WJIM LEHTPYIOTCS OTHOCUTEIBHO CaMOW JNIMHHOM CTPOKH.

[Ipu yTBepkieHUM JOKYMEHTa COOCTBEHHOPYYHOU MOAMHUCHIO TOJKHOCTHOTO JIMIa Tpud
yTBepxkaeHus: coctouT u3 cioBa «YTBEPXKJIAIO», HaumeHOBaHUS JOJDKHOCTH JIMIIA,
YTBEP)KIAIOMIETO JOKYMEHT, €ro TOJNWCH, WHUIHAIOB, (aMUJIUU W JaThl yTBEPKICHUS.
Hanpumep:

YTBEPXIAIO
Pextop ®I'bOY BO Actpaxanckuii IMVY
Munsapasa Poccun

Tloamuce N.0. ®amunus

10


consultantplus://offline/ref=62124D651860675EE6257BA8F7BBF93A611B4704649551A91742C7FA81BC00CBA5FA7CCDE3AE70A0F09AC4D2CB545ED7259A73E3576AFA3CbEI4F

[ara

[Ipy yTBepkAE€HUU [OKyMEHTa PaCHOPSIUTENBHBIM JOKYMEHTOM Tpud YTBEpKICHUS
cocrour wu3 cinoBa «YTBEPXIEH» («YTBEPXIEHA», «YTBEPXIEHbBI» wunu
«YTBEPXJIEHO»), cormacoBaHHOr0o ¢ HAaMMEHOBAaHHMEM BHJa YTBEPKIaeMOIO JTOKYMEHTA,
Ha3BaHUs BHUJIa PACHOPSIUTEIBLHOTO JOKYMEHTAa B TBOPUTEIBLHOM MaJieKe, €ro Jarhl, HOMepa.
Hanpuwmep:

(Pernamenr) YTBEPXJIEH
MPUKa30M Pexropa dI'bOY BO
Actpaxanckuii 'MY Munsgpasa Poccuu
oT 5 okTsa06ps 2017 1. Ne 82

(ITpaBmia) YTBEPXJEHBI
MIPUKa30M Pekrop OI'bOY BO
Actpaxanckuit 'MY Munznpasa Poccun
otT 5 okts10ps 2017 r. Ne 83

HpI/I YTBCPXKACHUMU JOKYMCHTA KOJUJICTHAJIBbHBIM, COBCIIATCIBbHBIM HWJIM HHBIM OPraHoM,
pelieHuss KOTOporo (UKCUPYIOTCS B TPOTOKOJIC, B TpU(E YTBEPKACHUS YKa3bIBACTCH,
HaMMEHOBAaHME OpraHa, JaTa ¥ HOMEp MPOoTOoKoja (B ckoOkax). Hampumep:

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

2.38  3arosoBOK K TEKCTY - KpaTKOe coJiepKaHue JOKyMeHTa. Eciu 3arojgoBok K TEKCTY
OTBEUYaeT Ha BOINpPOC «O YeM?», OH HauumHaeTcs ¢ mpemiora «O» («O6»). Ecnu 3aronoBok K
TEKCTY OTBEYAET Ha BOMPOC «4Ero?», OH COCTABIIAET OJTHO LIEJI0€ C Ha3BaHMEM BHJa IOKYMEHTA.
Hanpuwmep:

npukas (0 yem?) 0 CO3JJTaHUM aTTECTAIIMOHHON KOMUCCUU

UcbMO (0 yeM?) 0 IpeaoCcTaBIeHUH HH(OpMaLIUK

aKT (uero?) mpuema-nepeaadu aen

MPOTOKOJI (4ero?) 3aceTaHus IKCIIEPTHON KOMUCCUHU

3aroJoBOK K TEKCTy odopmisieTcs Mmoj peKBU3UTaMM OJaHKa clieBa, OT I'PaHMIIBI JIEBOTO
TOJISL.

2.39 TekcT MNOKyMEHTa COCTaBIsieTCS Ha TOCYJapCTBEHHOM si3bike Poccuiickoit
denepanuu.

Texct noKyMeHTa 10JIKeH OBITh COCTABIICH IPAMOTHO, SICHO, TIOHATHO U 110 BO3MOXKHOCTH
Kpatko. TekcT JNOKyMeHTa JIOIDKEH COIEpKaTh JIOCTOBEPHYIO M aKTyaJbHYIO WH(OPMAIHIO,
JOCTAaTOYHYIO JUIS MPUHATHS PELICHUHA WM UX UCIOJIHEHUS, He JIOJKEH JIOMYCKaTh Pa3IMnYHbIX
TOJKOBAHUU.

B TekcTe nOKyMeHTa, MOATOTOBIEHHOM Ha OCHOBAaHMM 3aKOHOJATENBHBIX WM HMHBIX
HOPMATHUBHBIX TIPAaBOBBIX aKTOB, paHee W3JaHHBIX paACIOPATUTEIBHBIX JIOKYyMEHTOB,
YKa3bIBAIOTCS MX PEKBU3UTHI:

HAaMEHOBaHME JOKYMEHTa, HAaWMCHOBAaHHWE OpraHa BiacTH (OpraHU3aINH),
u3aaBiuero(ei) JOKyMeHT, JjaTa JOKYMEHTa, PETUCTPAILIMOHHBI HOMEp JOKYMEHTa, 3ar0JIOBOK K
TEKCTY;
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HAaUMEHOBAHHME OPTraHU3alUU WJIH JOJDKHOCTHOTO JIMIIA, YTBEPIMBIIETO JOKYMEHT, JaTa
YTBEPKACHUS IOKYMEHTA.

TekcT MOKyMEHTa MOXKET COJIEpKaTh paslelNbl, MOAPA3eNbl, MyHKTHI, MOAITYHKTHI,
HyMepyeMble apaOCKuMu IdpaMu. YpoBHEH pyOpHKalMM TEKCTa HE JODKHO OBITh Ooiee
YeThIpeX.

TekcT noKyMeHTa u3naraercs:

B NPUKA3axX, M3AAHHBIX €AMHOJIMYHO, - OT MEPBOTO JIMIA €IUHCTBEHHOTO 4ucia («...
MPUKA3bIBAIOY);

B IIpHKa3ax, U3JaHHBIX COBMECTHO JABYMS WK 00Jiee OpraHu3alusIMy, - OT IIEPBOTO JIUIIA
MHO>KECTBEHHOT'O YHUCIA (... IPUKA3bIBAEM»);

B MPOTOKOJIAX 3aCEIaHUi - OT TPEThero Juia MHOkecTBeHHOro uncia («CJIYLIAJIN,
«BBICTYIINJIN», «ITOCTAHOBWJIN» nmu «PEHINJIN»);

B JICTIOBBIX MHUCHhMax, opopmiieHHBbIX Ha Omankax PI'BOY BO Acrtpaxanckuit MY
Munzapasa Poccun, - OT mepBoro Jvia MHOXKECTBEHHOTO 4YHcla (IIPOCUM, HaIlpaBIIseM,
npeyiaraéM) Wik OT TPEThEro JIMIA €IUHCTBEHHOTO YHcia («YHHUBEPCHUTET HE BO3PAXKAET...»,
«YHUBEPCHUTET CUUTAET BO3MOKHBIM...»);

B JICJIOBBIX NMHCHhMaX, OGOPMIIEHHBIX Ha JOJDKHOCTHBIX OJIaHKaX, - OT MEPBOTO JIMIIA
€AMHCTBEHHOT'0 YKca («IPOILY ...», IPEIJIarao ...»);

B JIOKJIQJHBIX U CIYKEOHBIX 3alUCKaX, 3asBICHUAX - OT MEPBOTO JIMIA €IUHCTBEHHOTO
qrcia («IPOILY ...», «CUUTAI0 HEOOXOIUMBIM ...»);

B JJOKYMEHTAaX, YCTaHABIMBAIOIINX (QYHKIUH (00S3aHHOCTH), MpaBa M OTBETCTBEHHOCTb
CTPYKTYPHBIX MOJpa3ieieHui, paOOTHUKOB (TOJOXKEHHE, MHCTPYKIUS), a TAKXKE COIEPIKAIIUX
ONKCAaHWE CHUTyaluuHd, aHamu3 (AaKTOB W BBHIBOIBI (aKT, CIpaBKa), HCHOJB3yeTcs (opma
U3JIOKEHUSI TEKCTa OT TPEThEro JIMIA €IMHCTBEHHOTO WM MHOXXECTBEHHOTO uucia («OoTaeln
OCYIIECTBIISICT (PYHKITUM...», «KKOMUCCHS IIPOBEIIA TIPOBEPKY...»).

[Ipy moAroTOBKE TEKCTa JOKYMEHTa CIeAyeT CcOONMogaTh IMpaBWia HalHCAHUS
OQUIMATEHBIX HANMCHOBAHUW, YHCTUTEILHBIX U CIIMHUI] U3MEPCHHUS.

B Tekcrax mokyMeHTOB ymoTpeOmstoTcs oOuienpruHaTbie a00peBUaTypsl U rpaduueckue
COKpAILICHHSI.

[Ipn ykazanum B TekcTe GaMWIMM JUIA WHUIMAIBl CTaBATCs mocie Qamuiuud. B
JIEJIOBBIX (CITy’K€OHBIX) MUCbMaxX MCIOIb3YIOTCS:

BCTYIUTENbHOE OOpallleHue:

VYBaxaewmslii rocnioguH IIpencenarens!
VYBaxkaemblii rocriogud Munuctp!
VYBaxkaemblii rocrioguH MBaHoB!
YBakaemas rocnioxxa [letposa!
YBaxaewmsiii MBan IletpoBuy!
VBaxaemas Auna HukonaeBHa!
YBaxaemsle rocnonal

3aKIIIOYMTEbHAS ATUKETHAs Ppaza: «C yBaKEHHUEM, ...».

HaumeHnoBanue NOMKHOCTH B OOpallleHUH MUILIETCS C MPOMKUCHOM OyKBbI, B 0OpalleHnu
1o (aMWINU MHUIMAIIBI JIULA HE YKa3bIBAIOTCSI.

240 OtmeTka O TPUIOKEHUU COJEPKUT CBEIEHUS O JOKYMEHTE (JIOKyMEHTax),
npujgaraeMoM K CONPOBOAWUTENBHOMY THCbMY, WHOMY HH(POPMALHUOHHO-CIIPABOYHOMY
JOKYMEHTY, WJIK O TOM, YTO JOKYMEHT SIBISIETCS NMPHUJIOKEHHEM K OCHOBHOMY JTOKYMEHTY
(HOPMaTHBHOMY, PAaCHOPSIIUTEIILHOMY U HHOMY).

B compoBoauTenbHbIX MHCbMax U APYTrUX HWHGOPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX
OTMETKa O NPWIOKEHUU OPOpPMIISETCS MOJ TEKCTOM OT TPAaHHULBI JIEBOTO TOJS CIEAYIOIIUM
obpazom:

€CJIN IPUJIO’KEHNE Ha3BaHO B TEKCTE:
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[Tpunoxenue: Ha 2 1. B | 3K3.
€CJIM IPUJIOKEHNE HE Ha3BaHO B TEKCTE WIIM €CIIU MPHUIIOKEHUH HECKOJIBKO:

[Tpunoxenune: 1. 1. [Tonoxxenue o0 YrpaBieHHH PErHOHAIBHOTO KPEIUTOBAHMS Ha 5 JI. B
1 7x3.
2. CnopaBka O KaapOBOM COCTaB€ YTPaBICHUS PETHMOHAIBLHOTO
KpeauToBaHus Ha 2 J1. B 1 3K3.

€CJIM MPUJIOKEHHE (TTPUITOKEHUST) COpOITFOpOBaHO(bI):

[Tpunosxenue: B 2 3K3.

[Tpunoxenue: otueT 0 HUP B 2 3Kk3.

€CIIM JTOKYMEHT, SIBJISIOIIUICS MPUIOKEHUEM, UMEET NPUIOKEHUS C CaMOCTOSTENbHOU
HyMepaluen CTpaHuIL:

[Ipunoxenue: JIOTOBOP BO3ME3THOT0 oKazanus ycuyr ot 05.09.2017 N 32-17/72 n
IIPUJIOKEHUS K HEMY, BCETO Ha 7 JI.

CCJIM NMCBbMO HAIIPaBJIKICTCA HECKOJIBKUM ajpecaTaM, a AJOKYMCHT-IIPUJIIOKCHUC TOJIBKO
MEpBOMY aapecary:

[Ipunoxenue: Ha 3 11. B 1 9K3. TOJIBKO B MEPBBIN aapec.

CCJIIN MPHUIIOKCHUCEM SABJIAIOTCA NOKYMCHTBI, 3allMCAHHBIC Ha q)HSI/I‘IeCKI/I 000CO0JICHHBIN
BHCKTpOHHBIﬁ HOCHTCIIb:

IIpunoxenue: DVD-R B 1 k3.

[Ipu 3TOM Ha BKJIajbIlIe (KOHBEPTE), B KOTOPBIM MOMEIIAETCS HOCUTENb, YKa3bIBAIOTCS
HalMEHOBAaHUA JOKYMEHTOB, 3allMCaHHbIX HA HOCUTEIb, UIMEHA (aiilsioB, 00beM B OaifTax.

B pacnopsauTenbHbIX TOKyMEHTax (MpUKa3ax, pacnopsyKeHUsX ), J0rOBOPax, MONTOKEHHSIX,
IpaBUIax, HHCTPYKLUHUAX M JPYrUX JOKyMEHTaX OTMETKa O TMPHIOKEHUH odopmisercs
CJIEIYIOIIUM 00pa3oM:

B TEKCTE JOKYMEHTa HIpU IEpPBOM YINOMHMHAHUM JIOKYMEHTA-NPUJIOXKEHUS B CKOOKax
YKa3bIBAETCH: ... (IPUIIOKEHHUE) WIH ... (IpritokeHue 1), (mpunoxenue Ne 1);

Ha IIEPBOM JIUCTE JOKYMEHTA-IIPUIIOKEHHSI B IPAaBOM BEPXHEM YIJIy YKa3bIBAETCS:

[Tpunoxenue Ne 2

k npukazy ®I'bOY BO Acrtpaxanckuii IMY
MunznpaBa Poccun

ot 15.08.2017 Ne 112

Eciu MNPpUIIOKCHUCM K  pacClopAAUTCIIbHOMY  OOKYMCHTY  ABJIACTCA JIOKAJIbHBIH
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HOPMATHBHBIM aKT WIM WHOW JOKYMEHT, YTBEPKIAEMbI JAaHHBIM pPaCHOPSIUTEIbHBIM
JOKYMEHTOM, Ha MEPBOM JIUCTE NPHIOKEHUS MPOCTABISIETCS OTMETKAa O MpHIoKeHUH (6e3
CCBUIKM Ha pacToOpsAIUTEIbHBIH TOKYMEHT) U TPU( YTBEpKICHHs, B KOTOPOM YKa3bIBAIOTCS
JaHHBIE PACHOPAJUTEIIBHOTO JIOKYMEHTa, KOTOPBIM YTBEP)KIEH JIOKYMEHT-IPUIIOKCHHE.
Hanpuwmep:

[Tpunoxenue No 1

YTBEPXJIEHO
npukazoM ®PI'bOY BO Acrpaxanckuii TMY

MunsznpaBa Poccun
ot 18.09.2017 Ne 67

241 TI'pud cornacoBaHust NPOCTABISAETCS Ha JOKYMEHTE B CIIy4ae €ro BHEIIHEro
COIVIaCOBaHUsA (COINIaCOBAaHME C OpPraHaMH BIJIACTH, UHBIMU OpPraHU3aLUSAMH, JOKHOCTHBIMU
JTUAMU).

I'pud cornacoBaHus B 3aBUCUMOCTM OT BHJA JOKYMEHTa M OCOOEHHOCTEH ero
0 OpMIIEHUS] MOXKET ITPOCTABIISATHCS:

Ha MEepPBOM JIUCTE JOKYMEHTA (€CIM JOKYMEHT UMEET TUTYJbHBIN JIUCT, - Ha TUTYJIbHOM
JHCTE) B JIEBOM BEPXHEM YINIy HAa YpOBHE rpuda yTBEpKICHHS WM T0J HAaUMEHOBAaHHEM
JIOKYMEHTa OJnkKe K HIDKHEMY T0JII0);

Ha MOCJICIHEM JIUCTE JOKYMEHTA T0J] TEKCTOM;

Ha JIUCTE COIJIACOBAHUS, SIBJISIOLIEMCS HEOThEMJIEMOM YacTbi0 JOKYMEHTA.

I'pud cormacoBanusi cocroutr u3 cinoBa «COI'JTACOBAHO», momkHoCTH nUIa, C
KOTOPBIM  COIJacOBaH  JOKYMEHT  (BKJIOYas  HAaUMMEHOBAHWE  OpraHMu3aluu),  €ro
COOCTBEHHOPYYHOH TONKCH, HHUIINAJIOB, (haMIJTUH, JaThl corinacoBanus. Hampumep:

COTI'JTACOBAHO

Pexrop

OI'BOY BO AcTpaxaHckuit My
Mun3snpasa Poccnn

IMToamuce N.0. ®amunusg

Jara

Ecnmu cormacoBaHue OCYIIECTBIISIETCSI KOJUIETHAIBHBIM, COBEHIATEIBHBIM WM WHBIM
OpraHoM, B Ipude coriacoBaHMs yKa3blBalOTCs CBEAECHUS 00 OpraHe, COrJIacOBaBIIEM JOKYMEHT,
JaTe ¥ HOMepe IPOTOKOJa, B KOTOPOM 3a(HUKCHPOBAHO pEIICHHE O CoryiacoBaHuWU. Ecmm
COIJIACOBAHUE OCYIIECTBISIETCS IMHMCbMOM, YKAa3bIBAIOTCS BMJ JIOKYMEHTa, HauMMEHOBaHUE
OpraHu3aIliy, COTJIACOBABIIEH TOKYMEHT, JaTa U HoMep nuchMa. Hampumep:

COT'JTACOBAHO

Y4eHbIM COBETOM

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

Ne )

COI'TTACOBAHO
nuceMoM ®I'BOY BO Actpaxanckuit IMY

14



Munzapasa Poccuun
oT Ne

2.42 BHyTpeHHee corjacoBaHHE IOKyMEHTa odopmisieTcsi BU3oil. Buza BbIpaxaer
MHEHHE JIMLA, BU3UPYIOLIETO MPOEKT JOKYMEHTA, U BKJIIOUYAET: TOJKHOCTD JINLA, BU3UPYIOILErO
JOKYMEHT, TOJMHCh, paciin(poBKY MOANUCH (MHUIMAIBI, (PaMUIHMIO) M ATy BU3UPOBAHHSL.
Hanpuwmep:

HavanpHuk ropuandeckoro otaena
[Toanuce N.O ®amunus

[ara
[Tpu HanM4YMK 3aMedaHuil K TOKYMEHTY BH3Y O(POPMIISIOT CIEAYIOIUM 00pa3oMm:

3aMeuaHus NPUIAratoTcs.
HavanpHuK r0OpuaAMYECKOro OTaena

IHoanuce 1.0 ®amunus

ara

B nokxymenrtax, nmojummHHUKM KoTOopbiX xpaHarca B ®I'BOY BO Acrpaxanckuii MY
Munszapasa Poccun, BU3bI MIPOCTaBIAIOT HA IOCIEAHEM JINCTE NJOKYMEHTA IOJ NMOANKCHIO, Ha
0o0opoTe MOCIEIHEro JIMCTa IOJUIMHHMKA JOKYMEHTa WJIM Ha JMCTE COINIACOBAHUSA
(BM3MpOBaHUsA), IPUIIATAEMOM K IOKYMEHTY.

B wucxomdmumx AOKyMEHTax BU3bl IIPOCTABILIIOTCA HA JK3EMIULIPAX JOKYMEHTOB,
MIOMEIIAEMBIX B JEJIO.

Mo:KeT NPUMEHSTHCS OJIMCTHOE BUSUPOBAHKE TOKYMEHTA U €70 IPHIIOKEHUH.

CornacoBaHue NPOEKTOB JIOKYMEHTOB (BHEILIHEE, BHYTPEHHEE) OCYIIECTBISETCS B
COOTBETCTBUU C NMyHKTamMu 4.1 - 4.11 HacTosAEeH HHCTPYKIIHH.

243 llommuce BKIIOYAET: HAUMEHOBAHME JIOJDKHOCTH JIMIA, IIOJIMCBIBAIOIIETO
JIOKYMEHT, €r0 COOCTBEHHOPYUHYIO MTOANKCH, MHUIMAIBI, (hamunuto. Hanpumep:

Pexrop IToanuce N.0. ®amunus

Ecnu noxyment odopmiieH He Ha OnaHKe, B HaMMEHOBaHWE MOJKHOCTH BKIIFOYAETCS
HanMMEHOBaHMWE opranu3annu. Hampumep:

Pexrop
®I'BOY BO ActpaxaHckuit
I'MY Munsapasa Poccuun IToanuce N.0. Gamunus

[Ipn moamwcaHuM AOKYMEHTAa HECKOJBKUMHU OJDKHOCTHBIMH JIMIIAMH, 3aHUMAIOIIUMHU
pa3Hoe TOJIOKEHUE, WX MOJAMKMCH PACMoNiaraloTcsl OJHA TOJ APYrod B TOCJIEI0BATEIbHOCTH,
COOTBETCTBYIOILEH cTaTycy JoykHOCTU. Hanpumep:
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Pexrop IMoamuce 1.0. ®amunus

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

[Ipn monmucaHuy AOKYMEHTa HECKOJIBbKHUMH JIMIIAMU PaBHBIX TOJKHOCTEH WX MOJIMUCH
pacrozararoTcs Ha oqHOM ypoBHe. Hanpumep:

IIpopexTop [IpopekTop
1o y4yeOHO-BOCTIMTATENILHON paboTe 10 HAY4YHOH ¥ MHHOBALlMOHHOM pabote
[Toanuce N.0. Gamunus [Moanuce N.0. Gamunus

B AOKYMCHTAX, IMOATOTOBJICHHBIX KOMI/ICCI/IGI?I, B IMOAINUCHU YKa3bIBACTCA CTATyC JiMlla B
COCTaB€ KOMHMCCHH. HaHpHMep:

N.0. ®amunus

IIpencenarens komMmuccuu [Toanuce
YeHbl KOMUCCHH ITonnmce N.0. damunus
ITonnmce N.0. ®amunus

HpI/I noAnUuCaHnuM JOKYMCHTA JIMOOM, HCHOJHAIOIIUM 00s13aHHOCTH PYKOBOOUTEIIA,
HOANUCH 0POPMIIIETCS C yKa3aHUEM CTaTyca JOJLKHOCTHOTO JIMIA B COOTBETCTBUH C MPUKA30M
(pacnopsixenuem). Hanpumep:

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

Wcnonastomuii 00s13aHHOCTH
peKTopa IToanuce N.0. ®amunus

[Ipu noanucanuyu TOKyMEHTa JULOM, UMEIOUIUM MPaBO MOJINUCH B CIy4ae BPEMEHHOIO
OTCYTCTBI/IH pyKOBOI[I/ITeJ'Iﬂ, I/ICHpaBHCHI/Iﬂ B HAMMCHOBAHUC OOIDKHOCTU U paCIHI/I(l)pOBKy
dbaMuIMKM MOATOTOBJICHHOTO M COTJIACOBAHHOTO MPOEKTAa JOKYMEHTa BHOCATCS OT PYKH HIIU C
HUCITIOJIB30BAHUEM COOTBCTCTByIOHII/IX ITaMIIOB. He I[OHyCKaeTCSI CTaBUTHh KOCYIO qepTy, HaAIIUChb
«3a» mepel HAMMEHOBaHUEM JOJKHOCTH JIMIA B MOANKUCH, €CIIU JOKYMEHT MOJANMCHIBAET UHOE
JIOJDKHOCTHOE JIUIIO.

2.44. OtMeTka 00 AIEKTPOHHOMN MOANKCH UCTIONB3YETCs TSl BU3YalU3alluK AIEKTPOHHOU
IIOAITNCHU HonyaneneM JIOKYMCHTa HpI/I 06MCH€ 3H€KTpOHHBIMI/I }IOKYMCHTaMI/I, IIOAITMCAHHBIMHA
YCHJIEHHOW KBATU(DHUIIMPOBAHHOMN 3NIEKTPOHHOM MOAMKCHIO.

B cooTrBeTcTBHM C 3aKOHOIATEILCTBOM POCCHICKOHU dDezlepaunnl OTMETKa 00

1 IIpuka3z MunucTepcTBa CBSI3M U MacCOBbIX KoMMyHUKanuii Poccuiickoit @enepaunn n denepanbHoii ciryx0b1 0xpanbl Poccuiickoit
Oenepamn ot 27 mas 2015 1. Ne 186/258 «OO0 yrtBepxknenun TpeOoBaHWid K OpraHU3alMOHHO-TEXHHYECKOMY B3aHMMOJCHCTBHUIO
rOCYJapCTBEHHBIX OPTaHOB U I'OCYAapCTBEHHBIX OPraHHM3alUi ITOCPEICTBOM OOMEHa JOKYMEHTaMH B JISKTPOHHOM BHUIE» (3aperHCTPUPOBAH B
Mumnuctepctse toctuimu Poccuiickoit denepannn 22 centsiopst 2015 r., perucrparmonssiit Ne 38956).
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AIIEKTPOHHOM MOANUCH (QOPMHUPYETCSI U BU3YaIU3UPYETCS MPOTPAMMHBIMU  CPEICTBAMHU.
OtMeTka 00 SJEKTPOHHOW MOAMUCH BKIOUYaeT ¢pasy «JloKyMeHT MHoANucaH 3IEKTPOHHOU
MOJMUCKHIO», HOMEP CepTH(UKATA KIIOYA IJICKTPOHHOW MOIMUCH, (PaMHIIUIO, UMS, OTYECTBO
BIaenbla cepTudUKaTa, CPOK JCHCTBHS cepTH(HUKaTa KIoYa SIEKTPOHHOM MOAIMKUCH.
Hanpuwmep:

JIOKYMEHT IHOAIIUCAH
DJIEKTPOHHOU HOAINCHIO
Pekrop Ceprudukar lall1aaa000000000011 N.0. Gamuus
Bnanenen ®@amunusa Mmst OtuecTBO

HeictBurenern ¢ 01.12.2014 o 01.12.2019

[lonnucanue (yTBEp)KIEHHUE) TOKYMEHTA OCYILIECTBIISIETCS B COOTBETCTBHUHM C IYHKTOM
2.43 HacTOsIIeH HHCTPYKIIUH.

2.45 Ileuyarp 3aBepseT NOJJIMHHOCTh MOJNMUCHU JOJKHOCTHOIO JIMLIA HA JOKYMEHTaX,
yJIOCTOBEPSIOLINX MpaBa JUL, GUKCUPYIOMUX (aKThl, CBSI3aHHbIE ¢ (PUHAHCOBBIMU CPEJICTBAMH,
a TaKkKe Ha MHBIX JOKYMEHTaX, IpeAyCMaTpUBAIOIIUX 3aBEpEHUE IMOANUCU [E€4YaThblO0 B
COOTBETCTBUU € 3aKOHOJaTeIbcTBOM Poccuiickoit denepanuu.

JoxymenTsl 3aBepstoT nevyarbio ®I'bOY BO Actpaxanckuit 'MY Munsapasa Poccun.
[TeuaTs mpocTaBisieTcs, HE 3aXBaThiBas COOCTBEHHOPYYHOH NOJMMCH JIMLA, MOJMMCABLIETO
JIOKYMEHT, WK B MecTe, 0003HaueHHOM «MID» («MecTo neqatny).

246 Ortmerka 00 UCHOJHUTENE BKIIOYAET (DaMUIINIO, UM U OTYECTBO (MPH HAIWYHMH)
UCTIOJIHUTENSL, HOMep ero Tenepona. OTMeTka 00 HWCHOJIHHUTENE MOXKET JONOJIHITHCS
HalMEHOBAHHUEM JIOJDKHOCTH, CTPYKTYPHOTO TIOJpPA3JeJIEHUs] U IEKTPOHHBIM  aJpecoM
ucnonauTenss. OTMeTKa 00 UCTIONHUTENE 0POPMIISETCS Ha JIMIIEBOW CTOPOHE MOCIEIHEro JIHCTa
JIOKYMEHTa OT TPaHHULbI JIEBOTO IOJI WM, MPH OTCYTCTBUU MECTa, - Ha OOOPOTHOW CTOpOHE
JvcTa BHU3Y cieBa. Hanpumep:

WNneun Unesa Uneuy, FOpuandeckuit otaen, FOPUCKOHCYIBT
+7 (8512) 52-15-36, Ilyin_Iv@techno.ru

OtmeTKka 00 MCHOJHUTENE MOXKET OQOPMIIITHCS KaK HUKHUI KOJOHTUTYJ U IeYaTaTbCs
HMIpUGTOM MEHBLIETO pa3Mepa.

2.47. OTMeTKa O 3aBepeHUU KONMUU OQGOpMISeTCS A MOATBEPKACHHUS COOTBETCTBHS
KOMHMM JOKYMEHTa (BBIMHUCKU U3 JTOKYMEHTA) MOMJUHHHMKY JOKyMeHTa. OTMETKa O 3aBEpeHUU
KOIHMHU MPOCTABIISETCS HA CBOOOJHOM OT TEKCTa MECTe WJIM, IPU OTCYTCTBUU CBOOOJHOTO MecTa
Ha JIMIEBOM CTOPOHE [OKYMEHTa, Ha O0OpOTE MOKYMEHTa M BKIJIIOYAET: CI0BO «BepHO»,
HalMEHOBAaHME JIOJDKHOCTHM JIMIA, 3aBEPUBIIETO KOIMMHIO; €ro COOCTBEHHOPYUHYIO IOJIUCH;
pacmipoBKy MNOANUCH (MHULMANBI, (QaMWINIO); JaTy 3aBepeHUs] KOMHUM (BBIIUCKU U3
JIOKYMEHTA).

Ecnu xonus BeIaeTCs AJis MPEACTaBIEHUS B IPYTyI0 OpraHU3alllio, OTMETKA O 3aBEpPEHUU
KOIHMU JOMOJHIETCS 3alHMChI0 O MECTe XpaHEHHs JOKYMEHTa, ¢ KOTOpPOro Obljla M3rOTOBJIEHA
korust, u 3aBepsercs nedatero PI'BOY BO Actpaxanckuii I'MY MunszgpaBa Poccun.
Hanpumep:

[Tonmuuuuk gokymenTa Haxoautcs B ®I'bOY BO Acrpaxanckuii MY Munzapasa Poccun
B aene Ne 08-05 3a 2015 1.

BepHno
17



[IpopexTop o HAy4YHOM U THHOBALIMOHHOM [Moanuce N.0O. ®amunus
pabote

[ara [Teuats

Ha komnusix MHOroCTpaHMYHBIX TOKYMEHTOB OTMETKA O 3aBEPEHMM KOIUHU IPOCTaBIISIETCA
Ha KaXXJ0M JIMCTE JOKYMEHTa WM Ha MOCJIEIHEM JIMCTE MPOIIUTOrO MM CKPEIUIEHHOTO MHBIM
0o0pa3oM [IOKyMEHTa. 3alMCh O MECTE€ HAXOXACHUS IMOAJMHHUKA IPOCTABISIETCS TOJBKO Ha
MOCJIEAHEM JIUCTE JOKYMEHTA.

Jlnst 3aBepeHus KOMHUU JOKYMEHTAa, M3TOTOBJIEHHOW Ha OyMa)XHOM HOCHUTENE, MOXKET
MCII0JIb30BAThCS IITAMII.

Konum  97E€KTPOHHBIX ~ JIOKYMEHTOB,  HAaNpaBiIsieMbIX MO  HMH(OPMAIIMOHHO-
TEJICKOMMYHUKAIIUOHHOW CETH, 3aBEPAIOTCS SJEKTpOHHOW moanuckio pekropa ®I'BOY BO
Actpaxanckuii I'MY MunzapaBa Poccun unM MHOro yrnoJHOMOYEHHOTO UM JMIA U
BBICBUIAIOTCS ITOJIy4aTEII0 C CONMPOBOAUTENBHBIM TUCBMOM B (POPME AJIEKTPOHHOI'O TIOKYMEHTA.

Konuu 31eKTpOHHBIX TOKYMEHTOB Ha (PU3HYECKH 000COOIEHHBIX HOCUTEISX BBICHIUIAIOTCS
HOJIYYaTeNto ¢ COMPOBOAUTENbHBIM MIMCbMOM Ha OyMa)KHOM HOCHUTEIIE.

B conpoBoauTENbHOM NUCHME K KOMMSIM 3JIEKTPOHHBIX JOKYMEHTOB YKa3bIBAaeTCSI:

HalMEHOBaHHE UHPOPMALMOHHONW CUCTEMBI, B KOTOPOU XPaHATCS JOKYMEHTHI;

HaUMEHOBAaHMSI IOKYMEHTOB, KOIIMHM KOTOPBHIX HAIPABIISAIOTCS MOJIy4aTeNo;

Ha3BaHMs (aiiIoB TOKYMEHTOB C yka3zaHueM (opmatoB (aiiioB u oObema Kaxaoro Qaiina
B OaliTax;

JlaTa U3TOTOBJIEHUS U 3aBEPEHUS KOIIUU.

I[Ipu osToM Ha ¢usndeckn 0O0OCOOJICHHOM HOCUTENE HECMBIBAEMBIM MapKepOM
ykaszbiBaetcs: «lIpunoxenue Kk nMCbMy OT (J1aTa) «...».

Komnusi 27€KTpOHHOrO [OKyMEHTa, IMpEACTaBiIeHHAas B BHJAE JOKYMEHTa Ha OyMa)kKHOM
HOCHTEJIE, 3aBepsieTCs B NOPSJKE, yCTaHOBICHHOM IIpumepHOl MHCTpyKLMEN A 3aBEpEHUs
KONUI JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJNE, C yKa3aHUEM, B KaKoil HH(OPMALlMOHHON cucTeMe
XPAHUTCS DJIEKTPOHHBIN TOKYMEHT.

2.48 Otmerka O TMOCTYIUICHMM JOKYMEHTa CIYXKUT JUIsl TOATBEpXkAEHUA ¢akra
nocrymieHus: gfokymenta B ®I'bOY BO Acrtpaxanckuit MY Munsnpasa Poccun u Bkirodaer
JaTy MOCTYIUIEHHWS U BXOJSIIUN PETMCTPallMOHHBIA HOMep AokyMeHTa. IIpu HeoOxomumocTu
OTMETKA O MOCTYIUIEHUU MOJKET JOIOJIHATHCSA YKa3aHWEM BPEMEHM IOCTYIJICHUS JOKYMEHTA B
yacax U MUHYTax U crocoba JOCTaBKHU JOKYMEHTA.

OTMmeTKa 0 NOCTYIUIEHNN JOKYMEHTA MOXKET IIPOCTABIIATHCS C IIOMOIIBIO IITAMIIA.

2.49 Pesomronus J0DKHA CONEpKaTh yKa3aHUE IO HCIOJHEHHUIO JTIOKYMEHTA.
Pesomonuss oopmisiercss Ha CBOOOJHOM MecTe pabodero mojs JIOKyMeHTa, Ha OJyiaHke
PE30IIIOIMH UITM BHOCUTCSI HEMOCPEICTBEHHO B CUCTEMY 3JIEKTPOHHOTO IOKYMEHTOO00pOTA.

Pe3omroninst 1o/KHA BKITIOYATh: (DaMUIIMIO, MHUIMAIBl MCIOJHUTENS (MCIIOJHUTENEH),
MOpyYeHUE N0 JIOKYMEHTY (KOHKpPETHO€ 3aJaHHe IO MWCIIOJHEHUIO JIOKyMEHTa WU
(bopMynMpOBKa LEJINW PACCMOTPEHHUS] JOKYMEHTAa), MPU HEOOXOAUMOCTH - CPOK MCIOJHEHMS,
MOJIKUCH JINIIA, BEBIHECUIETO PE30IIOIUIO, 1Ty PE30JIIOIUH:

®amunug U.0., Gamunusg 1.0.
[Iponry MOATOTOBUTE MPEIOKECHUS

k 10.11.2017 IMToamuce

Jara

CpOK HCIIOJIHCHUA TOPYYCHHA HC OJOJDKCH YKa3bIBATHCA, €CJIM OH Ha3BaH B TCKCTC
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MOCTYIMHUBUICTO JOKYMCHTA U PYKOBOAUTCIIb HC CUUTACT H€06XOI[I/IMBIM HU3MCHUTH €0 B CTOPOHY
COKpAIICHUS WM SBJISIETCS THITOBBIM ISl TAHHOTO BU/Ia IOKYMEHTA.

IIpu yka3aHMM HECKOJIBKHX HCIIOJHHUTENCH (paMuiiisg OTBETCTBEHHOTO HCIIOJHUTENS
yKa3bIBaeTCs MEPBOM, TOAYEPKUBACTCS MM 0003HAYACTCS CIIOBOM «OTB.» («OTBETCTBEHHBIN).

2.50 OtmeTKa O KOHTPOJE CBUAETEIBCTBYET O MOCTAHOBKE JTOKYMEHTAa Ha KOHTPOJIb,
npocraisiercs mTaMnoM «KoHTpoIib» Ha BEpXHEM T10JIe IOKYMEHTA.

2.51 Otmerka O HampaBI€HMM JOKYMEHTAa B JEJO OIpPEAENseT MECTO XPaHEHHUS
JOKYMEHTa I0CJIe 3aBepLICHUs] pabdOThl C HUM M BKJIIOYAET: clioBa «B nmemo», mHAEKC nena mo
HOMEHKJIAType Jell, B KOTOpO€ IOMENIaeTcs JOKYMEHT Ha XpaHEHHE, C YKa3aHHEM Troja,
JIOJDKHOCTH JIUIA, 0(OPMHUBIIIET0 OTMETKY, IIOAUCH, 1aThl. Hampumep:

B neno Ne 01-18 32 2017 r.
3aB. kadempoii

TToamuce Jara

OTMeTKa 0 HaIllpaBJICHUU NOKYMCHTA B ACJIO MOKET AOIIOJIHATHCA KPATKUMHU CBCACHUSAMU O
XapaKTCpeC UCIIOJIHCHUA JOKYMCHTA.

II1. IToaroroBka u ogopmiieHHe OTAeIbHBIX BUA0B JOKYMECHTOB

3.1. JloxanbHble HOpMaTuBHBIE akThl (Hanee - JIHA) ®I'BOY BO Actpaxanckuit [IMY
Munzapasa Poccum u3pgaroTcss B BHAE NPaBUI, IOJOXKEHWH, MHCTPYKLMH, DPETIaMEHTOB,
nepevHel, KIIacCH(PUKATOPOB U APYTUX BUIOB JOKYMEHTOB.

O6paszenr opopmienust JIHA Ha mpumepe MOJIOKEHUS O CTPYKTYPHOM HOJpa3esieHUH
(mpunoxenue Ne 1).

JIHA npuoOperaroT OPUAMYECKYIO CHUJIYy IOCIE€ MX YTBEpXKAeHUs (IPUHATUS) B
COOTBETCTBUU C JEHCTBYIOIIUM 3aKkoHoJaTenbcTBOM U YctaBom ®I'BOY BO ActpaxaHckuit
I'MY Munznpasa Poccun.

PykoBonuTenu cTpyKTypHBIX MO/Ipa3ieieHuii He BIpase nznasats JIHA.

3.2. JIHA moryT OBbITh:

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

BPEMEHHBIMU (JIEHCTBYIOIIMMHU B TE€YEHUE YKa3aHHOTO B HUX CPOKA MJIM JIO HACTYIUICHUS
OTIPEIEIEHHOTO COOBITHS).

3.3. OcHoBanuem s usganus JIHA asisrores:

3aKOHOJIaTENIbHbIE M HHBIE HOPMAaTUBHBIE IPaBOBbIE akThl Poccuiickon Penepanuu
(ykazel u pacnopsbkenust Ilpesugentra Poccuiickoit  ®exnepaunu, MOCTaHOBIEHUS U
pacnopstkenust [IpaButensctBa Poccuiickoii ®@eneparuu, akTbl (eaepaabHbIX OpraHoB
UCTIOJIHUTENILHON BJIACTH);

3aKOHOJATeNbHbIe aKThl cyObekTa Poccuiickoit denepanny, HOpMaTUBHBIE IMPaBOBBIE
aKThl OPraHOB rOCy1apCTBEHHOM BiacT cyObekTa Poccuiickoit @enepanuy;

panee uznanusie B ®I'BOY BO Actpaxanckuit 'MY Munsnpasa Poccun JIHA w/unu
pPacroOpsAIUTEIbHBIE TOKYMEHTHI.

3.4. JIHA u3pgarotcst B LENISAX:

YCTAQHOBJICHUS HOPM, TpeOOBaHMU, MpPaBWJI B OTHOIIEHUHM IpeIMeTa HOPMAaTHBHOIO
pEryJIMpOBaHMs, paHee He sBIABIIEMCcA IpeameTroMm peryiaupoBanus B PI'BOY BO
Actpaxanckuit 'MY Munsznpasa Poccuu;

W3MEHEHHs CYIIECTBYIOIIMX HOpPM, TpeOOBaHUM, MpaBWi, YCTAaHOBJIICHHBIX paHee
W3JIaHHBIMA HOPMAaTUBHBIMH JOKYMEHTAMU;

OTMEHBI paHee YCTaHOBJIEHHBIX HOPM, TpeOOBaHUI, TPaBuUII.

3.5. IIpenniosxkenue o pazpadotke nmpoekta JIHA BHOCHTCS pyKOBOAMUTENEM CTPYKTYPHOTO
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NOJIpa3/IeJICHUs] WIM UHBIM JOJKHOCTHBIM JIMIIOM.

3.6. JIHA pa3pabateiBaeTcs B ciydae, €Ciu:

HUMEIOTCS BOIPOCHI AESITEIbHOCTH, HYKAAIOIIHUICS B HOPMAaTUBHOM PEryJIMpPOBAaHUY;

TpeOyeTcss BHECEHUE 3HAYNTEILHOTO KOJIMYECTBA M3MEHEHU B paHee mpuHATHIN JIHA;

BbISIBJIEHO  Heckosnbko JIHA, peryaupyrommx CcMeXHBIE BOIPOCHI, KOTOpBIE
1eJ1ec000pa3HO 00BEAMHUTD B OUH JOKYMEHT.

Axryanuzanus panee npuHaThix JIHA ocymiecTBisieTcss uepe3 BHECEHHME B HHX
U3MEHEHUM.

3.7. llpemnoxenue ¢ 0OOCHOBaHHEM HEOOXOIUMOCTH pa3paboTku HoBoro JIHA
MPEJICTaBISIeTCS PYKOBOAMUTENEM CTPYKTYPHOTO MOJAPA3AEICHUS UM UHBIM YIOJIHOMOYEHHBIM
NOKHOCTHRIM JTUIoM pekTopy @I'BOY BO Actpaxanckuit IMY Munsapasa Poccun B ¢popme
JOKJIaTHOM (CiTy>keOHOI1) 3aMHuCKH, B KOTOPOM U3J1araercs:

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

IIPOTHO3 MOCJIECTBUIN IPUHATUS HOPMAaTUBHOT'O IOKYMEHTA;

OpraHu3allOHHbIe, KaJApOBble, (UHAHCOBbIE, MaTepUATbHO-TEXHUYECKUE U HUHbBIC
MEPONPUITHSI, KOTOpPblE HEOOXOAUMO OyIeT MPOBECTU B CBSI3U C NPUHATUEM HOPMATHUBHOIO
JIOKYMEHTA;

nepedyeHb paHee m3naHHbIXx JIHA, mojuiexamumx OTMEHE B CBS3M C M3JAHUEM HOBOTO
HOPMATUBHOTO JIOKYMEHTA;

IpeIaraeMblii CpoK JUIsl pa3pabO0TKU IPOEKTa HOPMATUBHOT'O JIOKYMEHTA.

3.8. CornacoBanue npoektoB JIHA ocyiecTBiseTcss B COOTBETCTBUM ¢ IIyHKTamu 4.1 -
4.11 nacTosie UHCTPYKIIUH.

3.9. JIHA, copnepxamiue HOPMBI, pErylupyooie o00pa3oBaTebHbIE OTHOIICHUS
IPUHUMAIOTCS C y4eTOoM nojoxeHui cratbu 30 @enepasibHOro 3akoHa 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 Poccuu.

Namenenns B JIHA wu ormena JIHA, yTBepkaeHHBIE  HEMOCPEIACTBEHHO
COOCTBEHHOPYYHOH MOANHUCKHI0 PEKTOPA UM MHOTO YHOJHOMOYEHHOTO UM JIOJDKHOCTHOTO JIMIIA
B Tpude yTBEp)KIEHHUS, BHOCATCS TIPUKA30M, H3/aBAEMbIM PpEKTOPOM WJIH HHBIM
YIOJTHOMOYEHHBIM UM JTOJKHOCTHBIM JIULIOM.

3.11. B tekcte nmpukasza o0 yTBep)KJeHUH, n3MeHeHnu wiu orMene JIHA ucnons3yrorcs
(bopMyITHPOBKH:

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

1. YTBepauth [losioxkeHnne 0 JOKaIbHBIX HOPMATUBHBIX AKTaX OPraHU3aLNH,
WIIN:

1. VtBepauts ltatHoe pacnucanne ®I'bOY BO Actpaxanckuit [MY Mun3npasa
Poccun Ha 2019 rog u BBectu ero B aeiictBue ¢ 1 suBaps 2019 r. (mpunoxxeHue).

IIpM BHECEHMM W3MEHEHMl B paHee yTBepkacHHbIN JIHA: «BHectm u3sMeHeHus B
(ma3Banme JIHA). Hampumep:

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

4. Tlpuznare yrpatuBmUM cuiny llojgoxkeHne O HEHOPMHPOBAHHOM pabodeM JIHE,
yTBepKaeHHOoe npuka3zoMm pekropa PI'bOY BO Acrtpaxanckuii MY Munsnpasa Poccun ot
15 depans 2015 1. Ne 22.

3.12. OcnoBubiMu pekBuzutamu JIHA  sBISAIOTCS: HAaMMEHOBAaHWE OpTraHU3AIINH,
HAaUMEHOBAaHME BUJA JIOKYMEHTAa W 3arojlOBOK K TEKCTY, COCTAaBJISIONIME OAHO Iiesoe, rpud
YTBEPXKIACHHUS, TPU( MPUHSITHS, MECTO U3JAHHSI JOKYMEHTA.

Ecmu mpoext JIHA siBnissieTcst MHOTOCTPAHHYHBIM U K HEMY 0(DOpPMIISETCSI TUTYJIBHBIN JIUCT,
YKa3aHHBIE BbIIIE PEKBU3UTHI Pa3MEIAIOTCS HA TUTYJIbHOM JIMCTE.

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

Ha npunoxenusx x JIHA odopmiseTcss peKBU3UT «OTMETKAa O TMPUIOKEHUH» B
COOTBETCTBUU C MYHKTOM 2.40 HacTOsAIIEH HHCTPYKLIUH.

3.14. JIHA Bcrynaer B Cuily B CpPOK, YKa3aHHBII B IpHKa3ze, KOTOpbIM yTBepxkaeH JIHA,
WM ¢ Aatbl yrBepxkaeHus JIHA.

3.15. Pacnopsanurenshbie aokymeHTsl PI'BOY BO Actpaxanckuit I'MY Munsapasa
Poccum u3narorcs B hopMe MpUKa3oB U pacrnopsbkeHuid. Pekomenpyembie 00pasibl ohopmiteHus
MpUKa3a v pacropspkeHus (mpuioskeHus Ne 2, 3).

[Ipuka3el u3gatoTcs B 1ensax ohopMICHUS PEIICHUH:

HOPMAaTUBHOTO Xxapaktepa (ecnu mnpuka3zoM yrBepxkaaercs JIHA wnm npuHuMaercs
pelIeHre OpraHMu3allMOHHOTO XapakTepa, HampuMmep, MpHKa3 00 YTBEPKIECHHH CTPYKTYPHI U
mratHoil uncinenHoct ®I'BOY BO Actpaxanckuit MY Munsapasa Poccun);

OpPraHMU3alIOHHOr0, aJMHUHUCTPATUBHOIO, B TOM YHCJE ONEPaTUBHOIO XapakTepa I0
BOIIPOCAM OCHOBHOM JESITEIBHOCTH OpraHu3aliu.

3.16. IIpoexkTsl MNpHKAa30B IO OCHOBHON JAESITEIBHOCTU TOTOBAT CTPYKTYPHBIE
noJipa3JielieHusl OpTaHu3allid Ha OCHOBAaHUU MOPYYEHUN PYKOBOJCTBA JTUOO B MHUIIMATUBHOM
nopsiake. OTBETCTBEHHOCTh 3a KaUECTBEHHYIO IOJFOTOBKY MPOEKTa NMpHKa3a, COrJacCOBAHUE U
paBUIbHOE O(OPMIIEHHE MPOEKTa HECET PYKOBOAUTENb MOJPA3/eNeHUsl, KOTOPhI TOTOBUT
IIPOEKT MPHUKa3a U MPECTABIISAET €r0 Ha MOAMKCH.

3.17. KoHTponb 3a HpaBUIBHOCTbIO OGOPMIIEHHUS MPOEKTOB MPUKA30B OCYILIECTBISET
Otnen 1enonpou3BoICTBA.

3.18. IIpukassel, nuznasaemele B PI'bOY BO Acrtpaxanckuit MY Munsgpasa Poccun, He
JOJKHBI TIPOTUBOPEUNTh 3aKoHoAaTenbcTBY Poccuiickoit ®denepaunu, Ycrasy ®I'BOY BO
Actpaxanckuii I'MY Munzapasa Poccun, nokansHsIM HopMaTuBHBIM akTam PI'BOY BO
Actpaxanckuil 'MY Munszapasa Poccun v panee U31aHHBIM NIPUKa3aM.

3.19. Ilpuka3bl 1O OCHOBHOM AESITEIBHOCTU U3/IA0TCS:

BO HCIIOJIHEHWE HOPMATHUBHBIX IPAaBOBBIX aKTOB OPraHOB TOCYJAapCTBEHHOH BIAcTH M
BBIILIECTOSAIINX OPraHU3alnii;

B IEJISIX OCYIIECTBICHUS YINPABICHYECKON NEATEIbHOCTH, BBITEKAIONMEH U3 (PYHKIUN U
3anay ®PI'BOY BO Actpaxanckuii 'MY Munsnpasa Poccun.

3.20. Ilpuka3pl MO OCHOBHOW JEATEIBHOCTH COCTABIAIOTCS HAa OCHOBE THIATEIBHOTO M
BCECTOPOHHETO H3YYEHHUS BOMIPOCOB, TPEOYIOIIMX pa3pelieHusi, 4ToObl cojaepKaliuecss B
MpHUKa3ax MOpY4YeHHs] ObUIM KOHKPETHBIMH, OOECIEeUMBAINCh JIOCTATOYHBIMU MaTepuaibHO-
TEXHUYECKUMU M (PMHAHCOBBIMH CPEJICTBAMHM W B JAJbHEHIIEM MCKIIOYaIl HEO0OXOAMMOCTb
KOPPEKTUPOBKU MPUHATBHIX PEIIEHUI B CBSA3M C HEMOJHOTON WM HEAOPAOOTKOM MpeabIayIIero
IIpHKa3a.

3.21. Ilpukaszst ®I'BOY BO Actpaxanckuii 'MY Munznpasa Poccun odopmisitorcs: Ha
OnmaHKe TpHKa3a C HUCMOJb30BAHHMEM  CIEAYIOUIMX  PEKBH3UTOB: JlaTa JOKYMEHTa,
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pPETUCTPAIlMOHHBI HOMEp JOKYMEHTa, 3arojoBOK K TEKCTy, TeKCT, noamuch. J[latra u
pErucTpalMoHHbII HOMEp MpHUKa3a MPOCTABISIOTCA MOCe MOAMUCAHNS IIPUKa3a PEKTOpa.

3.22. 3arosoBOK K MpHKa3zy I[€4YaTaeTcsl 4yepe3 OJUH MEKCTPOUHBIH HHTEpBal IOJ
peKBU3NUTaMU OJIaHKa clIeBa OT IPAaHUIIBI JIEBOro noiisd. Touka B KOHIIE 3ar0J0BKAa HE CTABUTCS.
3arojoBOK K MpuKazy (QOpMyIUpYeTcs C MPEUIOTOM «0» («00»), KpaTKO M TOYHO OTpakas
coJiepKaHue TekcTa npukasa. Hanpumep:

06 ytBepxkaennn MHCTpYKIIUH 110 1EIOTPOU3BOICTBY;

O co31aHUN KOMUCCHH.

3.23. Tekct mpuKa3za COCTOMT U3 JBYX 4YacTei: 0OOCHOBaHHs (mpeaMOyibl) |
pacriopsauTenbHOll 4yactu. B o0ocHOBaHMM yKa3bplBaeTCsi OCHOBaHHME, NPHUYMHA WIH LETb
u3aanusa 1okymeHTa. Hanpumep:

B cootBercTBUM ¢ npuka3oM MuHHCTEpPCTBA CBS3M U MacCOBBIX KOMMYHHMKaUuil oT 25
nexabpst 2014 . Ne 1494 «O6 yrBepxaeHuu [IpaBun oOMeHa JOKyMEHTaMHU B 3JICKTPOHHOM
BUJIC TIPU OPTaHU3AIMH HH(POPMAIIMOHHOTO B3aUMOJCHCTBUSY ...

B OeiX OpraHv3ali U IMPOBCACHUA pa60TbI MO0 S3KCICPTHU3C LNCHHOCTU JOKYMCHTOB,
06p213y}OH_II/IXCH B ACATCIIbHOCTU OpraHU3aluu, U OT60py ux mpl nepeaadu Ha XpaHCHUC B
ApPXUB OpraHnu3alvi U K YHUYTOKCHUIO ...

3.24. PacnopsauTenbHas 4yacTh MpUKa3a HAYMHAETCS CIOBOM «IIPUKA3bIBAI0», KOTOPOE
[eyaTaeTcsi CTPOYHBIMU OYKBaMM Bpas3psIKy.

PacniopsiuTenbHas 4acTb MOXKET COJIEPHKATh:

pellieHrs] OpraHU3alIOHHOIO  XapakTepa (yTBEpIuThb, CO3JaTh, IpeoOpa3oBathb,
JIMKBUIMPOBATh, IPU3HATH YTPATUBLINM CUITY);

KOHKPETHbIE MOPYYEHUs C YyKa3aHMEM HCIOJHUTENs (UCIONHUTENEH) U CPOKOB HX
BBITNIOJTHEHMSL.

3.25. Kaxnoe pemenue (nopydeHue) opopmisieTcs B MpUKa3e KaK OTICIbHBINA MyHKT.
[TyHKTBI NpuKa3a pacroyiararoTcsl B JIOTUKO-BPEMEHHOM IMOCIEA0BATEILHOCTH U HYMEPYIOTCS
apabckumu 1mudpamu. Ecnu mopydeHue gaercss KOHKPETHOMY —MOJPA3/ENEHUI0, €ro
HAaUMEHOBAHME IMHIIETCS TMOJHOCThIO, B CKOOKax YKa3blBalOTCA (amMming W HHULUAIbBI
PYKOBOIMTENS NOJpA3ACICHUs B UMEHUTEIbHOM nafexe. Hanpumep:

... IPUKa3bIBaIO:
1. YueOno-meroauueckomy otaeny (Pammmus M.0.) x 01.11.2017 moaroroButs u
IPEJICTaBUTh Ha YTBEPKJCHHE IJIaH yueOHO-MeToanueckoi pabotsl Ha 2018 ro.

Ecnu mopydeHnue paercs KOHKPETHOMY HCIOJIHHUTENO, €ro JOKHOCTh M (pamumust
yKa3bIBalOTCA 0€3 CkoOOK B IaTenbHOM nazaexe. Hampumep:

2. T'maBHomy Oyxranrepy (Pammwms WM.0.) nOATOTOBUTHP W TPEACTaBUTH Ha
PacCMOTpPEHHE U YTBEPKIECHUE CMETY KOMaHIUPOBOUYHBIX pacxofoB Ha 2018 roa B cpok 10
30.11.2017.

[IpennuceiBaeMoe JIeiicTBHE BbIpaXkaeTcs TIJIarojioM B HeompezelneHHol ¢opme. He
JOTTYCKAeTCsl  YIMOTPEOISATh HEKOHKPETHBIE BBIPAKEHUS THINA «YCHIHTB», «YCKOPUTHY,
«obecneunTs B KpaTuaiIire CpoOK».

Ecnu oqHOMY MCTIOMTHUTENIO HEOOXOAMMO MOPYYUTHh HECKOJIBKO PA3HBIX 3aIaHUN C OJTHUM
CPOKOM BBITIOJTHEHH S, OTBETCTBEHHBIN UCITOJIHUTENb U CPOK MCIIOJIHEHHS YKa3bIBAIOTCS OJIMH pa3
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B OCHOBHOM ITyHKTE, a IIOPYYEHHUsI BBIACISAIOTCS B OTAENIbHBIE MOAIYHKTHL. Ecin y nopyuyenui
pa3sHble CPOKHM MCIIOJIHEHHs, CPOKM YKa3bIBalOTCS HE B OCHOBHOM IIyHKTE, a B KaXIOM
MIOAITYHKTE.

Cpok HCIOJIIHEHHs AOJKEH ObITh PealbHbIM, COOTBETCTBOBATh 00BEMY IPEIOIaraeMbIX
pabot. Ilpum ycTaHOBIEHMHM CcpoOKa CIEAyeT YYHUTHIBaTh BPEMsl JOBEIEHUS JOKYMEHTa [0
KOHKPETHBIX HCIIOJIHUTENICH.

Cpok HCIONHEHHS B IYHKTAaX pACHOPAIUTENBHONM 4YacTH IpUKa3a HE YKa3bIBaeTCs B
CIIy4asiX, €CJIM JCUCTBUS HOCAT PETYJSIPHBIM XapaKTep M UX BBINOJIHEHHE NPEANMCHIBACTCS Ha
BECh IEpUOJ IeHUCTBUS NpuKa3a. KoanuecTBO CHOMHUTENEH 110 KaXKIOMY ITYHKTY (IIOJIYHKTY)
He orpaHn4yuBaeTcs. OTBETCTBEHHBIM NCIIOJIHUTEIND YKA3bIBAETCS IIEPBBIM.

Ecnu npuka3 OTMEHSET MOJTHOCTBIO MJIM YaCTUYHO PAaHEE U3JaHHBIE JOKYMEHTBI 110 TOMY
e BOIPOCY, TO B IIPEANOCIETHEM IIYHKTE NMPHKa3a HEOOXOJUMO UX MEPEUUCIUTh C YKa3aHUEM
HaVMEHOBAHMs JIOKYMEHTAa, €ro JaThl, HOMEpa, 3arojaoska. Hampumep:

[IpusHath yTpaTUBIIMM CHIIy TpHKa3 opraHu3anuu oT 5 aBrycta 2010 r. Ne 175 «O0
YTBEPXKJICHUH DKCIEPTHON KOMUCCUU OPTaHU3AIII».

[TocnenHuii MyHKT NpHKa3a - NYHKT O KOHTPOJE, B HEM YKA3bIBAIOTCS JOJDKHOCTH JIUIA,
OTBETCTBEHHOTO 3a UCIOJIHEHUE JOKYMEHTa B 1IeJIoM, ero (pamunus u nHunmansl. Hanpumep:

3. KoHTponb 3a HCIOMHEHHWEM MpUKa3a BO3JIAraeTCs Ha MPOpPEKTopa MO y4yeOHO-
BocnuTarenbHol padbote @amunus 1.0.

B oTaenbHBIX ciaydasx peKTop MOXKET OCTaBUTh KOHTPOJIb 3a COOOI:
KoHTpoib 3a HCIIOJTHEHHEM NIPUKA3a OCTABIISAIO 32 COOOM.

3.26. He Bkito4aeTcs B TeKCT npuka3a NyHKT «lIpuka3 qoBectu 10 CBEACHHUS ... )».

ITonpa3nenenuss U JOJKHOCTHBIE JIMLA, JIO CBEJCHHMS KOTOPHIX HEOOXOIMMO JOBECTH
IpHUKa3, MEpPEeYuCIsIoTCS B yKaszareiae (JIMCTe, CIMCKE) pacChUIKH, KOTOPBIM TOTOBUTCS
UCTIOJTHUTENIEM U MOKET 0(OPMIIATHCSI Ha 00OPOTHON CTOPOHE MOCIIEIHEr0 JUCTa MPUKa3a.

3.27. B npukasax He JOIyCKaeTCs:

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

IIPUMEHEHHE MPOU3BOJIBHBIX COKPAICHUH WM UCKa)KEHUE HAUMEHOBAHUM CTPYKTYPHBIX
MOJpa3/IeICHU OpraHu3alrid, MOJIBEIOMCTBEHHBIX OPraHU3AINI-UCIIOTHUTEIIEH;

IPUMEHEHHE TPOU3BOJIBHBIX (HE OOILENPUHATHIX) TEXHUUYECKUX M JPYTrUX TEPMHHOB,
COKpAILEHHBIX CJIOB U1 HAUMEHOBaHUII.

3.28. Ilpn HaimMuyuM NPWIOKEHWH B TEKCT€ NIPHUKa3a B COOTBETCTBYIOUIMX ITyHKTax
pacnopsAUTENbHOM YacTH AAIOTCS OTCBUIKU: ... (mpuioxenue Ne 1); ... (mpunoxxenue Ne 2); ...
«COTJIACHO MPUJIOKEHHIO», HAa IPUIIOKEHUU 0(hOPMIIIETCS OTMETKA O MPHUIIOKEHHUHU:

ITpunoxenne Ne 1

k mnpukazy PI'BOY BO ActpaxaHnckuit
I'MY Munznapasa Poccun

or 12.11.2017 Ne 215

N3nanne BMeCTE C NMPUKA30M NPWIOKEHUM, HE YHNOMSHYTBIX B TEKCTE€ JOKYMEHTa, HE
JIOITyCKaeTCsl.
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Ecin  nOKyMeHT, yTBEpKIEHHBIM IIPUKAa30M, BIIOCICACTBUM JCUCTBYET B BHJC
CaMOCTOSITENIBHOIO JOKYMEHTa, Ha II€pBOM JINCTE JOKYMEHTa B BEpPXHEM IIPAaBOM YIUIy
MPOCTaBISIETCS TPUQ yTBEPKACHUS (IPH HEOOXOAUMOCTH, - C YKa3aHHEM HOMEpPA MPUITOKCHHS ),
Harpumep:

NucTpykius YTBEPXJIEHA
npukazom ®I'bOY BO Actpaxanckuit IMY

Munsnpasa Poccuun
o1 22.01.2017 Ne 5

3.29. PacrnopspkeHust OGOPMIIIIOTCS IO TEeM JK€ INpaBWjiIaM, 4YTO M TIPHUKa3bl, 3a
UCKJIIOYEHHEM TOTO, YTO B KOHIIE MpeamMOysbl CTaBUTCS ABOETOYHE, IOCIE Yero CIEAYIOT
MYHKTBI PacropsIuTeNbHON YacTu. Hanpumep:

B nenax ucnonnenus npukaza @I'bOY BO Acrpaxanckuit MY Munznpasa Poccun ot
22 aBrycta 2017 r. «O06 opraHuzainuu U TpOBEACHHH ...»:
1. PykoBoautensm ynpaBieHHUH, oTaenoB B cpok 10 10 centsOps 2017 r. mpenctaBuTh

CBOHU IIPCAJIOKCHUS O ...
2. ...

PacniopsixeHust MOryT HE UMETh ITpeaMOyJIbI.

3.30. lo mpencTaBieHus Ha MOAMUCH TPOEKT MpHKa3a (pacropsiKEHHsI) COTJIACOBBIBAETCS C
3aMHTEPECOBAHHBIMU JIMLIAMU B COOTBETCTBUU € MyHKTamMu 4.1 - 4.11 HacTos11el UHCTPYKLIMH.

3.31. IIpuka3 noANMUCHIBAET PEKTOP WU JIHIIO, UCTIONHSIOIIEE €ro 00S3aHHOCTH.

Pacnopspxenue momuchIBaeTCs PEKTOPOM H/WUIIH WHBIMU YIIOJTHOMOYEHHBIMH UM JIUI[AMH.

3.32. Konuu mnpukazoB (pacmopspKeHUN) pacchUIalOTCsl B COOTBETCTBUU C YKaszaTeleMm
(JIUCTOM, CTUCKOM) PACCHLIKH.

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

3.33. Ilpu odopmiieHnn npukKasza, H3[aBa€MOro COBMECTHO C JAPYTroil OpraHu3aIuei:

OJ1aHK HE UCTOJIb3yeTCs;

HaMMEHOBAaHMsI OpraHu3aluil IeYaTarTCsl Ha OJJHOM YPOBHE;

HauMmeHoBaHue Buaa gokymenTa (IIPMKA3) pacnonaraercs no ueHrpy.

JlaToli COBMECTHOTO IpHKa3a SBISIETCS JaTa MPOCTaBICHMs MOCIEIHEN MOANUCH Ha
JOKyMeHTe. PermcrpaninoHHBII HOMEpP COBMECTHOIO IPHKAa3a COCTOMT M3 PErHCTPAallMOHHBIX
HOMEpOB, NMPHUCBOCHHBIX KaXJAOW M3 OpraHM3alMil W MPOCTABISEMBIX Yepe3 KOCYI0 YepTy B
NOPSIIKE yKa3aHUsl OPraHU3alMi - aBTOPOB TIOKYMEHTA.

TekcT cOBMECTHOro mNpHKa3a H3JIaraercs OT IEpPBOT0 JHIla MHOXXECTBEHHOIO 4YHCIIa
(«puKa3bIBaeM»), MOANUCH PYKOBOAMTENEH OpraHM3aluil pacnojararoTcsi Ha OJHOM YPOBHE
CJIeBa U CIpaBa.

3.34. JledaTenbHOCTh MO COBMECTHOH BBIpaOOTKE pEIIeHH Ha 3aceJaHHsX COBETOB,
KOMUCCHI, COBEIIaHUAX 0(pOpMIIIETCS TPOTOKOJIAMHU.

IIpoTokon cocraBisieTcs Ha OCHOBaHMM JUKTO(POHHBIX (PYKOMMCHBIX) 3amMCeH,
MIPOM3BEIEHHBIX BO BpeMsl 3acelaHusi, MPEJCTaBICHHBIX TE3UMCOB JOKJIAJIOB U BBICTYIUICHUH,
CIIPABOK, TPOEKTOB PELLIEHUH (IOCTAHOBIECHUH).

[Iporokon opopmiisieTcs B T€UEHHE OJHOTO - TPEX AHEH IMociie MPOBEAEHUS 3acedaHusl,
€CIIM CPOKH €0 MOJATOTOBKU HE OTOBOPEHBI 0C000.

3.35. PexBu3nTamMu NpOTOKOJIA SIBISIOTCS: HAUMEHOBAHWE OPraHU3allMM, HAUMEHOBAHHE
BHJAa JTOKYMEHTa, 3arojOBOK K TEKCTy, JaTa U MECTO 3acC€AaHMsl, PETUCTPALMOHHBIA HOMEpP
MPOTOKOJIA, TEKCT, OJIITUCH.

3.36. 3aros0BOK K TEKCTY ITPOTOKOJIa OTBEYAET HA BOIIPOC «UEr0?» U COAEPKUT YKa3aHUE

24



NOZIpa3/ieNICHUs] WIN OpraHa, AesITeIbHOCTh KOTOPOro NMpoToKoiaupyerca. Hampumep:

MIPOTOKOJI 3aCeAaHMsI AaTTECTALIHOHHON KOMUCCUU

IIPOTOKOJI 3aC€AaHMsI HAYYHO-METOANYECKONH KOMUCCHH.

Jlatoit mpoTokona siBisieTcs Aara 3acefdanus. Ecnu 3acenanue npo1onKaeTcsl HECKOIbKO
JTHEH, yKa3bIBaeTCs J1aTa Hayaja 3ace/laHus U 4epe3 TUD - Aata okoHuaHus: 12 - 13 mas 2019 1.

3.37. TekcTt NpoOTOKOJA JOJKEH COCTOSTh M3 JIBYX 4YacTeil: BBOJHOW M OCHOBHOM. B
BBOJIHOM YacTH MPOTOKOJA yKa3bIBalOTCS (haMmimu mpeaceaarens (IpeaceraTesbCTBYIONIETO);
cekpeTaps; (haMUIMM YYaCTHHUKOB, MPUCYTCTBYIOIIMX Ha 3aCEJaHUU; JIUI, NMPUTTANICHHbIX Ha
3aceJaHuE; IOBECTKA JHSI.

Ecnu konamdecTBO MpUCYTCTBYIOUIMX Ha 3aceJaHUM MpEBbIIaeT 15 denoBek, B BBOAHON
4acTW TPOTOKOJA JIEJIaeTCS CChbUIKA HA CIMCOK, SBJSIOLUIMICS HEOThEMIIEMON YacTbiO
npoTtokoina. Hanpumep:

[IpucyrcTBoBanu: 25 yen. (CIUCOK IPUIIAraercs).

BBogHas yacTh NpOTOKOJIA 3aKaHYMBAETCS IOBECTKOM IHS, COJepiKalleld IepedyeHb
paccMaTpUBaEMbIX BONPOCOB, IEPEUUCICHHBIX B MOPAIAKE HX OOCYXKIEHHS C YyKa3aHHEM
JMOKJIaTyhKa IO KaXIAOMY paccMaTpUBaeMOMYy BoOIpocy. Bompocbl MOBeCTKH — JTHS
GOpMyIUPYIOTCS C TPEIJIoroM  «0» («00»), medaTtaroTCs OT TpaHUIBl JIEBOTO TOJNSA U
HYMEpYIOTCs apabCcKuMu uQpamu.

B ocHOBHOI1 yacTH MpOTOKOIAa (UKCUPYETCS XO/1 3aCEAaHusI.

3.38. [1onHbII TPOTOKOI COACPKUT 3aMUCH TOTO, YTO MPOUCXOIUIIO BO BpeMsl 3aCeIaHuUs,
BKJIIOYasi BOIIPOCHI K JTOKJIAUUKY, OTBEThI Ha HUX, BBICTYILIEHUS B X0J/1€ OOCYXKIEHHs BOIIPOCa,
pe3ynbTaThl TOJOCOBAaHUS IO BONPOCY W NPUHATHIE pelieHus. Pekomenayemsbiii obpaszel
odopMIIeHHUS TIOJTHOTO MPOTOKOoIA (Tpuioxkenue Ne 4).

Kpatkue nmpoTokombsl BEAyTCS MPU PACCMOTPEHUU BOIPOCOB ONEPATHBHOIO XapaKTepa.
Pexomenyemsrii oOpaser; odopmileHHs] KpaTKoro mpoTtokoia (mpuiiokenue Ne 5). B kpaTkom
npoTokoiie (GUKCUpYeTCs TeMa OOCYKIAeHHs, (pamMuius JOKIaI4iKa MO BOMPOCY U MPUHSTHIC
peLIeHus.

3.39. OcHoBHasi 4acThb MOJHOIO MPOTOKOJIA COCTOMT W3 Pa3lieloB, MOCBSIIEHHBIX
BOIIpOCAM  TOBECTKM JHSA. XOJ pPAacCMOTPEHHs KaXJIOro BOIpOCa 3alUCHIBACTCS B
nocinenoBareiabHocTH: CJIYIIAJIN - BBICTYIINIIN - PEHINJIN.

[TocTanoBnenue (pemieHue) B TEKCT MPOTOKOJIA BHOCHTCS TIOJHOCTBIO B  TOM
dbopMynupoBKe, KOTOpas ObljIa MPUHATA HA 3aCEIaHUU; P HEOOXOTUMOCTU MPUBOASITCS UTOTH
roJI0OCOBaHUSA: «3a - ..., IPOTUB - ..., BO3AEPHKATIOCH - ...».

3.40. TIpoTokon 3aceaHusl MOAMUCHIBACTCA MpeaceaTeneM (IpeaceaTeabCTBYIONIM) U
CEeKpeTapeM 3aceiaHus, eclii HHoe He ycTaHoBieHo JIHA.

3.41. Ilpu HeoOXOAMMOCTH KOIHUHU IPOTOKOJOB MM BBIIMCKM U3 TMPOTOKOJIOB
pacchbUIalOTCsl 3aMHTEPECOBAHHBIM JIMI[AM B 3JIEKTPOHHOM BHJIE€ B COOTBETCTBUU C yKas3aTelleM
PacChUIKH.

B BhInucke U3 MpoOTOKONA JOHKHBI BOCHPOM3BOJUTHCS BCE PEKBU3MTHI 3ar0JIOBOYHOM
YacTH MPOTOKOJA, BBOJHAS YaCTh, BOIPOC MOBECTKU JHS, IO KOTOPOMY FOTOBHUTCS BBIIUCKA, U
TEKCT, OTPaKatolUi 00CYX AEHHE BOIIPOCa U MPUHATOE PELICHUE.

3.42. llenoBoe (cinyxeOHOE) MUCbMO T'OTOBUTCS Ha OnaHke mucbMa. [Ipu coctaBieHUM
nuceM oQOPMIISIIOTCSI PEKBU3UTHI: aJipecar, 3arojoBOK K TEKCTY, TEKCT, MOAMHUCh, OTMETKa 00
UCTIOJIHUTEIE, B HEOOXOJUMBIX CIIydasX - OTMETKa O MpHUJIOKeHUU. PekomeHryeMblil oOpasert
odopmIteHHs 1eTI0BOTO MHchMa (TipritokeHue Ne 6).

3.43. Ecnu mnuCbMO SBISETCS OTBETOM Ha MOCTYNMBIIMI 3ampoc WM TPockOy,
3aIOJIHSIETCSA PEKBU3HUT «CChUIKA HAa PETUCTPALIMOHHBIA HOMEpP U J1aTy MOCTYIHUBIIETO MUChMay.

HaumenoBanune Buaa JOKyMeHTa («IIHCbMO») W Pa3HOBHIHOCTH MHCHhMa (HAIpUMep,
«1pocb0ay», «MHPOPMAIMOHHOEY, «COIIPOBOAUTEIHLHOEY, «3alIPOCy», HATIOMUHAHUEY) B JIEJIOBBIX
(cayxeOHBIX) MUChbMAX HE YKa3bIBAIOTCS.

Ecnu nuceMo HampaBisercs aapecaTy MO 3J€KTPOHHOM moure wid mo (axcy 6e3
JIOCBUIKM TIO IIOYTE, BMECTO IIOYTOBOIO aJpeca yKa3bIBa€TCs aApec 3JIEKTPOHHOW IOYTHI WU
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HOMep TenedoHa-¢pakca.

3.44. JlenoBoe (cimyxeOHOE) MUCHMO JOJDKHO OBITH MOCBSIIEHO OAHOMY Bompocy. Eciu
HEOOXO0MMO OOpaTHTbCA B OPraHU3alMI0 OJHOBPEMEHHO IO HECKOJIBKHM BOIIPOCAM,
PEKOMEHIYEeTCSI COCTaBUTh OTAEIBHOE MUCHMO 10 KaXA0MY U3 HUX.

ITuceMo MOXET KacaTbCsl HECKOJIBKUX BOIIPOCOB, €CIIM OHU B3aUMOCBSI3aHBI.

3.45. B ogqHOM mIMCBbME HE JOJKHO OBITH 00JIee YeThIpEX aJpecaToB, P 3TOM OCHOBHOM
ajZipecaT yKa3blBaeTCs IEPBBIM, OCTAIbHBIM a/ipecaTaM IMHCbMO HalpPaBIISETCs ISl CBEICHUS.

[Ipn HEOOXOAMMOCTH HANpPaBUTh MUCHMO OOJBIIEMY KOJIUYECTBY aJpecaToB, TOTOBUTCS
CIIMCOK PacChUIKH, M MMCbMA PACcChUIAIOTCS 110 CIIMCKY.

3.46. Ilpu cocraBieHHH AEJIOBBIX MHCEM HCIOIb3YETCS BCTYHNHUTENIbHOE OOpalleHUuEe U
3aKJIIOYUTEIbHAS ATUKETHAS ()paza B COOTBETCTBHHU C ITYHKTOM 2.39 HACTOSIIEH HHCTPYKIIHH.

3.47. TekcT nuChbMa U3JIaraeTcs:

oT 1-ro nMua MHOKECTBEHHOI0 4HCla («IIPOCUM ...», «IPEAJIAraeM ...», «HAIIOMHUHAEM
),

OT 3-r0 JMLIAa E€IUHCTBEHHOIO 4YHuCla («IPEINPUSITHE CUUTAET BO3MOXKHBIM ...)»,
«YHUBEPCHUTET HE PacroiaraeT BO3MOKHOCTBIO ...»);

3.48. Eciu npoekT 1enoBoro (Ciy»eOHOro) mMuchMa HampaBisIeTCsl aapecary Mo MoyTe,
MPOEKT TOTOBUTCSA B ABYX SK3EMIUIApaxX: OJIUH IK3eMIUIAp odopmisieTrcs Ha OllaHKe, BTOPOM
AK3EMILISAP, IPEAHA3HAUEHHBIN JUIsl BUSUPOBAHUS) - HA CTAHJAPTHBIX JIUCTAaX OyMaru.

JlenoBoe (ciyxeOHOE) MHUCHMO N0 TMPEACTAaBICHUS HA TMOJMNHCH JIOJDKHO OBITh
COrIacoBaHO (3aBU3MPOBAHO) €O BCEMHU 3aMHTEpecOoBaHHbIMM Jjuuamu. CoriacoBaHue
(BU3UPOBAHUE) JEIOBBIX MUCEM MPOBOJIUTCS B COOTBETCTBHUH C MyHKTamu 4.1 - 4.11 Hacrosimei
MHCTPYKLHUU.

3.49. JlenoBoe (cmyxeOHOE) TMHCbMO TMOJMHCHIBACTCS PEKTOPOM WM  HHBIM
YIOJHOMOYEHHbBIM UM JuloM. IloanucanHoe nenoBoe (Ciy:keO0HOE) MHUChMO HOJJIEKUT
PErUcCTpalvy U OTIIPaBKe.

He gnomyckaercs oTmpaBidTh —ajapecaraM IHUCbMa, HE HUMEIOLUIME JaThl U
PErUCTPALIMOHHOTO HOMEpA.

3.50. Ilocne moamucaHusi MUCbMa U €r0 PErUCTPALlMU 3K3EMIUISP MUCbMa C BU3aMU
3aMHTEPECOBAHHBIX JIUI] IOMEIIAETCS B JEIIO0.

3.51. AKTBI COCTaBIFIOTCSI Ha OCHOBE YTBEP)KICHHBIX OpraHaMH  BIJIACTH
yHUGDUIUpPOBaHHBIX (GopM wuiaM B CcBOOOJHOW (opMe B LENIX MNOATBEpXKIEHHUS (HaKTOB,
cBsa3aHHbIX C JgestenbHOCThi0O PI'BOY BO Actpaxanckuit I'MY Munzgpasa Poccun.
Pexomenayemsiii oopazenr opopmiienus akra (mpunoxxenue Ne 7).

3.52. Ilpu cocTaBieHUH aKTOB MCIIOJB3YIOTCS PEKBU3UTHI: HAMMEHOBAaHUE OpraHU3aluy;
HAauMEHOBAHME BHJIa JOKYMEHTA; JaTa JOKyMEHTa; pErUCTPAllMOHHBIN HOMEDP TOKYMEHTA; MECTO
COCTaBJICHUS WJIN U3JaHUs IOKYMEHTA; 3ar0JIOBOK K TEKCTY; MOJAIHUCH.

3.53. JlaToii akta sBJIsIeTCS 1aTa COCTABJICHUS aKTa U MOJNMCAHUS €r0 COCTaBUTEISIMH.

Ecnu popmoii akta mpe1ycCMOTPEHO €ro YTBEPKIEHUE PYKOBOIUTENIEM OpraHU3aluy WK
UHBIM YIOJTHOMOYEHHBIM JIOJKHOCTHBIM JIMILIOM, JIaTOM aKTa SBJISIETCS J1aTa €ro yTBEPKIACHUS.

3.54. B BBOAHOM YacTu akTa B UMEHUTEILHOM MaJIeKE YKa3bIBAIOTCH:

OCHOBAHHE COCTaBJICHMsS aKkTa (JOKaJbHbIII HOPMATHUBHBIM aKkT; paclopsIUTeIbHBIN
JOKYMEHT OpraHms3anuu (IpuKa3, pacrnopspkeHue); (akT WiIM COObITHE, TOCITYKHBILIEE
OCHOBAHMEM JIJIsl COCTABIICHHS AKTa);

COCTaBUTENM akTa (mepeyucisitorcss mnociie ciaoBa «CocTaBlieH» C  yKa3aHHEM
JOJDKHOCTEN, HAaUMEHOBAHMM OpraHM3allMid, €CIU COCTABUTENN SBISIOTCA NPEACTABUTEISIMU
JIpyroi opranuzanuu, GaMuini U HHUIIHAJIOB).

Ecnmu akT cocTaBieH KOMHCCHEW, MepBOM yka3bplBaeTcsl (GaMHIusS MpeacenaTens
KOMUCCHH, 3aT€M WIEHOB KOMHCCHUHU B al(aBUTHOM MOPSIKE.

3.55. B TekcTe akTa u3nararoTcs LU M 3aa4l COCTABIIEHUS aKTa, CYyIIHOCTb, XapaKTep,
METOJIbl ¥ CPOKH MPOJIETIaHHOM paboThI, €€ pe3yIbTaThl.

ITpu HEOOXOAUMOCTH aKT MOKET COJIEPKATh BHIBOJIBI U PEKOMEHTAIUH.
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B 3airounTenbHONM YAaCTM aKTa  yKa3bIBAIOTCA  KOJIMYECTBO  IOATOTOBIIEHHBIX
9K3EMIUISIPOB aKTa U MECTOHAXOKIEHUE KaXJI0ro sk3eMIuripa. KoanuecTBo 9K3eMIUISIpOB aKTa
ONpeAeNseTCs KOJMYECTBOM CTOPOH, 3aUHTEPECOBAHHBIX B €r0  COCTaBICHHUH, WIU
HOPMAaTUBHBIMU TpPeOOBAHUSAMH, PErJIAMEHTUPYIOIIMMHU COCTaBICHUE aKTOB KOHKPETHOM
Pa3HOBUAHOCTH.

3.56. Dx3eMIUIApbl aKTa MOJNMCHIBAIOTCS BCEMHM WIEHAMHM KOMMCCUM (€CiIM  aKT
COCTABJISIJICSI KOMUCCHEW) WJIM COCTaBUTENISIMH M, TIPU HEOOXOIMMOCTH, NMPHUCYTCTBOBABIIUMHU
JHLIaMHU.

IIpy noanucaHuM akra IpeacenaTesieM U WiIEHaMHd KOMHCCHMM HaWMEHOBAHUS MX
JOJDKHOCTEH HE YKa3bIBAIOTCS.

Ocoboe MHEHHE COCTaBHUTENs aKTa M3JIaraeTcs Ha OTJCIBHOM JIMCTE, MOANUCHIBACTCS U
npusaraercs K akrTy.

3.57. Ecnu 3akoHOoaTensecTBOM Poccuniickoit @enepanuu IpeycCMOTPEHO 03HAKOMIIEHUE
C COJEep’KaHHEeM aKTa JIMI, YIOMSHYTBIX B aKTe, MOJ MOANUCH, HA MOCIEAHEH CTpPaHUIE aKTa
MPOCTABIISIETCST O3HAKOMUTENbHAsT Bu3a «C akTOM O3HAKOMJIEH(BI)», MPU 3TOM YKa3bIBAKOTCS
HalMEHOBAaHHUS J1OJDKHOCTEH, JIMUHBIE MTOANUCH, paciIu(POBKU MOANUCEH, 1aThl 03HAKOMJICHMSL.
O3HaKOMJIEHME MOKET MPOU3BOIUTCS MOJ MOANKMCH Ha JINCTE O3HAKOMIIEHHS C YyKa3aHUEM
PEKBU3UTOB JIOKYMEHTa, C KOTOPbIM O3HAaKaMJuBaeTcs paOOTHUK. JIMCThI O03HAKOMJICHMS
XPaHATCA BMECTE C MpUKa3aMH (pacropsyKEHUsIMHU), KONUSMU HOPMATHUBHBIX IIPABOBBIX aKTOB U
UHBIX TOKYMEHTOB, C KOTOPBIMU ObUIM O3HAaKOMJIEHbI paboTHUKH (mpuioxenue Ne 2.1). Jluna,
KOTOpBIE 3HAKOMSTCS C COJIEP)KAHUEM aKTa, UMEIOT MIPaBO HE COIVIACUTHLCS C COACPKAHUEM aKTa
B IIEJIOM MJIM €ro OTAEIbHBIMHM IOJOXEHUSMH, 4TO JOJDKHO OBITh 3a(UKCHUPOBAHO MpHU
03HAKOMJIEHUHU C aKTOM.

3.58. [oknamHas  (ciayxeOHas) 3amucka  HCHOJBb3YeTCsl  JUIs  ONEPaTUBHOIO
MH(OPMALIMOHHOTO OOMEHa MEXAYy CTPYKTYPHBIMU THOJPA3ACICHUSIMH U PYKOBOJCTBOM
(mpunoxenus Ne 8, 9).

3.59. OO6s3arenbHBIMU PEKBU3UTAMU JIOKJIAJHOM (CIy)K€OHON) 3alUCKU SIBISIFOTCS:
HalMEHOBAHHUE CTPYKTYPHOI'O MOJpa3/elieHusi, HaUMEHOBAHUE BUJA JOKYMEHTa (JOKJaaHas
3amnMcka, ciayeOHas 3anucka), 1ata, 3arojJoBOK K TEKCTY, aJipecar, TEKCT, OAMNHCH.

3.60. Ilpu agpecoBaHMM JOKIAIHBIX (CIYKEOHBIX) 3alMCOK YKa3bIBAIOTCS B JaTEIbHOM
najie’ke JOJKHOCTD JIMIA, KOTOPOMY aJpecoBaH TIOKYMEHT, (haMuiius U uHunuansl. Hanpumep:

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

WJIn:

PykoBonuTento ynpaBieHus
Damumua N.0.

3.61. Jloxnanuele (cmykeOHBIE) 3aUCKM MOTYT COCTaBJISATBHCS, pPAaccMaTpUBaThCs U
XPaHUTbCA B TEUCHHE YCTAHOBJIECHHOTO CPOKA UCKITIOUUTENBHO B 3JIEKTPOHHOM BHJie B CO/I.

[Ipu opranuzanuu pa®oThl C JOKIAJAHBIMU (CITY>KEOHBIMU) 3alIUCKaMU B AJIEKTPOHHOM
BUJIC UCTIOJIB3YIOTCS 3JIEKTPOHHbIE Ma0I0HBI JOKIaTHON U CIYKeOHON 3aIHCOK.

3.62. Tekct noxnagHOW (CiIy’)keOHOW) 3alMCKH, B 3aBUCHMOCTH OT CIIOKHOCTH
CoJiepKaHusl U IPUBOIMMOM apryMEHTAIMH, COCTOUT U3 OAHOM, IBYX MJIHM TPEX YacTei:

B TIEPBOW YaCTH W3JIAararoTcsi MPUYHHBI, (PaKThl MM COOBITHS, TMOCTY)KUBIIHE MOBOJIOM
JUIS COCTaBJICHUS IOKYMEHTA;

BO BTOPOM YacTH JaeTcsl aHAJIW3 CIOXKHUBIICHCS CUTyal[Md, BO3MOXKHBIE BapHaHTHI €€
peLIeHHUs;

B TPEThEH YaCTH M3JIararoTCs BBIBOIBI.
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3.63. Peructpanus AOKIaIHBIX U CIYKEOHBIX 3amHMCOK ocymecTBisiercss B COJI, mpu
orcyrctBur COJI - B OTHe€e AeI0Nnpon3BOICTBA.

3.64. JlenoBble mMcbMa, HaIpaBisieMble 3apyOekKHbIM KOPPECHOHJAEHTaM (B TOM 4HCIE
azpecaraMm rocynapctB - OwbBIIHX pecnyonuk B coctaBe CCCP), odopmisroTcss Ha OnaHke
NUChbMa OPTaHU3aIMH C PEKBU3UTAMHU HAa PYCCKOM M OJTHOM U3 HHOCTPAHHBIX S3BIKOB.

3.65. IluceMo, HampaBisieMoe 3apyOeKHOMY aJipecaTy, COCTaBIISIETCS. HA PYCCKOM SI3bIKE,
MPOXOAMUT COTJIaCOBaHUE CO BceMHu 3auHTepecoBaHHbIMU juiamMu GI'BOY BO AcrtpaxaHckuii
I'MV Munsapasa Poccun, nocie 4ero nucbMo MEpPEeBOAUTCS HA OAMH M3 UHOCTPAHHBIX S3BIKOB
(A3BIK aapecara WM aHTTIUHCKUH s3bIK) U oopmMIisieTcss Ha OJlaHKe MHUChMa, MpeJHa3HAYCHHOM
JUIsl IEPEIUCKH € 3apyOexKHBIMU KOPPECTIOHAEHTaMH.

[MomnmuuuuK nrcbMa, 0()OPMIIEHHBIH Ha OJHOM W3 WHOCTPAHHBIX SI3BIKOB, JIOJIKEH OBITH
UJIEHTUYEH 10 COAEP)KAHUIO 3K3EMILISPY Ha PYCCKOM S3bIKE C BU3aMU 3aMHTEPECOBAHHBIX JIULL.

3.66. Ha mnoamuce pEKTOpy TMPEACTABIAIOTCA: SK3EMIULIp MHCbMa 3apyO0eKHOMY
KOPPECIIOHJIEHTY, O(OPMIICHHBIN Ha OJIaHKE, KOIUS JaHHOI'O IHMChbMa Ha CTaHIAPTHOM JIMCTE
Oymarn ¢ BHU30M HCIOJNHUTENS, OHK3EMIUIAP MUChbMa HAa PYCCKOM SI3BIKE C BU3aMHU
3aMHTEPECOBAHHBIX JIMII.

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

9K3EMIUIIp MUCbMa, O(OPMIICHHBIH Ha OJaHKe, NOANHUCAHHBI PYKOBOJIUTENEM U
3aperucTpupoBaHHbIi B OT/EIE JeTONpPOn3BOICTBA, HAIIPABISETCS aIpecary;

KOIMs NMHChbMa C BU30M MCHOJHUTENS U AK3EMIUIAP NMHUChbMa, COCTABICHHBIN Ha PyCCKOM
S3BIKE, C BU3aMH 3aMHTEPECOBAHHBIX JIAI] TIOMEIAIOTCS B JIEII0.

3.68. IlucbMma, HampaBisgieMble 3apyO€KHBIM ajpecaTaM, IOJKHbI MUMETh DPEKBHU3HTBHI:
ajipecar, aTa, peruCTPallMOHHbBIN HOMEP, TEKCT, O/IIHCh.

IIpu HeoOxoauMOCTH MOTYT O(OPMIIATBCS PEKBU3UTHI «CCHUIKA HA PErUCTPALlMOHHBIN
HOMEp M JaTy TOCTYINHMBIIETO MHCbMa» M «3arojOBOK K TEKCTy». Ha kommm mnucema,
IOMEIIaeMOH B J1€J10, IOTIOJIHUTENIBHO IPOCTABIISETCA OTMETKA 00 HCIOJIHUTEIE.

3.69. PexBu3ut «aapecat» odopmisieTcsl cipasa 1oj peKBU3UTamMH OjaHka. AjpecaToM
[UCbMa MOXET OBITh OpraHu3alys WK KOHKPETHOE JIUIIO.

Ecnu muceMo anpecoBaHO OpraHM3allid, CHadala JIaeTcs ee HanuMEHOBAaHWE, 3aTeM -
MOYTOBBIN aJipec B MOCJIEI0BATEIBHOCTH: HOMEP JOMa WUJIM 3[JaHMs, Ha3BaHUE YIUIIbl; Ha3BaHUE
ropoJia; CTpaHa.

Kaxnplii sneMeHT agpeca mMmeTcs Ha OTAENbHOW cTpoke. HasBanue ropona, kak
NpaBUJIO, IeYaTaeTcs MPONUCHBIMEA OykBamu. Hampumep:

Brook & Son Toymakers
61 - 71 Steel Street
BRIDGETOWN

BR61 7RE

US.A.

Cnosa Avenue, Street, Place 1 unble B apece MUIIYTCS C MPONUCHON OYKBBHI.

IIpu odopmieHHH MOYTOBOTO ajapeca 3apyOeHBIM KOPPECHOHJICHTaM IYHKTyalus He
IPUMEHSIETCS.

IIpu anpecoBaHMM MUCEM HEOOXOAWMO YUYUTHIBATh TPAIUIUH, XapaKTepHbIE JUIS
OTJIENbHBIX CTpaH (Hampumep, B BenukoOpuTaHuu nocie ykazaHusl TOpoAa MOKET OBbITh yKa3aHO
rpagctBo, B CIIIA - Ha3BaHMe ITaTA).

Ecnu B Ha3Banum ¢upmsel npucyrcrByeT pamunus nuna (Hanpumep, W. Edward & Co.,
Ltd), nepen Ha3BaHMeM (QHUPMBI MPUHATO CTaBUTH cI0BO Messrs (cokpalieHue or Messieurs -
rocroja).

Ecnu nrcbMo azipecyercss KOHKPETHOMY JIMILY, TIepel Ha3BaHUEM OpTraHU3allMM 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 mucemax 3apyOeXHBIM ajpecaraM Jaata O(QOpMIISETCS CIOBECHO-IH(PPOBHIM
Croco0oOM B TOCJIEIOBATEILHOCTH: ICHb MECsIIa, MECSIL, TOJ.

Hanpuwmep: 24 suBapsa 2017 r.

[Ipu cocraBneHWU MHCbMa Ha AHTIIMHACKOM SI3bIKE JOIyCKaeTcsi o(opMIICHUE TaThl B
MOCJIEA0BATEIbHOCTH: TO/I, MeCsIl, 1eHb Mecsiiia. Hanmpumep: 2017, January 24.

3.71. B nuceMax 3apyOeKHbIM aJipecaTaM UCIOJIb3YIOTCSA BCTYIHUTENbHbIE OOpaIEHUs 110
JOJKHOCTHU WK 1o pamunum anpecara. Hanpumep:

YBaxaewmblil rocrioiuH TOproselil COBETHUK!

VBaxaeMbI TOCIIOTUH AHIeNIOB!

3aKkaHYMBACTCS MMUCHMO 3aKITIOYUTEILHON dTUKEeTHOU (hpa3oit «C yBaKCHHEM, ...».

IV. CornacoBanune npoeKToB J0OKYMEHTOB.
Hoanucanme (yTBep:KaeHue) NPOEKTOB JOKYMEHTOB

4.1. CornacoBaHue nIpoeKkTa JOKYMEHTa POBOJUTCS A0 €r0 NOAIUCAHUS PyKOBOJUTEIEM
B LEIAX OLEHKUM COOTBETCTBHMs MPOEKTa 3aKoHOHarenscTBY Poccuiickon denepanuu,
JIOKaJbHBIM HOPMATUBHBIM aKTaM OpraHU3aliM, KayecTBa U 3((EKTUBHOCTH MpEAIaraeMoro
pelIeHus.

CornacoBaHue IpoekTa JOKYMEHTa OPraHU3yeTCs HENOCPEACTBEHHBIM HCIIOIHUTEIEM
(cocTaBuTeNnEM) M PYKOBOJIUTENIEM IOAPA3JIEICHUSI-UCIIONHUTENSI U TPOBOJUTCS B Ipelenax
YCTaHOBJIEHHOI'O CPOKA UCIIOJHEHUS.

4.2. Tlpu wammuuu COJ] cormacoBaHue MNPOEKTOB JOKYMEHTOB OCYIIECTBIACTCS B
ABTOMATU3UPOBAHHOM pPEXHUME IIOCPEACTBOM HANpABICHUS IPOEKTOB JOKYMEHTOB JIMIAM,
Ha3HAYEHHBIM B KaUE€CTBE COTJIACYIOIIUX, U OOPMIICHUS Pe3yabTaToB corjacoBanus B CO/I.

4.3. CornacoBanue MpoeKkToB AOKyMeHTOB ¢ paboTHukamu PI'BOY BO Actpaxanckuit
I'MYVY Munsapasa Poccun w/wnm IpyrMMHM OpraHM3alUsIMH OPTraHU3YeT HCIIOJIHUTENb IOCIe
COIJIACOBAaHUS B paboyeM MOpsAIKe IPOeKTa JOKYMEHTa C PYKOBOJIUTENIEM CTPYKTYPHOTO
HOJpa3/IeIeHusl.

4.4. IIpoeKThl JOKYMEHTOB COIJIACYIOTCSI:

HENOCPEJACTBEHHBIM HCIIOIHUTENEM U PYKOBOAUTENEM MOAPA3AeICHUSI-UCTIOTHUTES;

COUCHIOJHUTENSAMH (TIPH UX HATUYUH);

PYKOBOIUTENSAMU  CTPYKTYpPHBIX  MojpasjeneHui, pabornukamu DPI'BOY  BO
Actpaxanckuit MY Munsnpasa Poccun, HanpaBieHUs JeSITEIbHOCTH W/WIH (QYHKIIMOHATIbHbIE
00513aHHOCTH KOTOPBIX 3aTpParvBalOTCs B MPOEKTE JOKYMEHTa W/WJIM KOTOpblE YKa3aHbl B
IIPOEKTE€ JOKYMEHTa B KadyeCTBE WCIHOJHUTENEH (B cllydae BPEMEHHOIO OTCYTCTBHS
PYKOBOAMTENS MOAPA3/IEICHUS MPOEKT TOKYMEHTa BHU3UPYET JIMIIO, BPEMEHHO MCIIOHSIOIIEE
€ro o0s3aHHOCTH);

MIPOPEKTOpaMH, KYypUPYIOIIMMHU 3aTPOHYThIE B IPOEKTE JOKYMEHTa BOMPOCHI (eciu
JIOKYMEHT IOJNUCHIBaeTCA (YTBEPIKIAETCS) PEKTOPOM);

opuarndeckuM oteraoM (mpoektoB JIHA, mpoekToB npukas3os);

[IpoekTsl ~ JOKYMEHTOB, HeoOXoauMmble s oOecrmeyeHus JIOKyMeHTooOopoTa
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COIJIACOBBIBAIOTCS C OTAEIIOM JI€JIONPOU3BOJICTBA.

[IpoekTbl JOKYMEHTOB, peaju3alus KOTOpbIX TpeOyeT (HUHAHCOBBIX 3aTpar,
COTJIACOBBIBAIOTCS ¢ Oyxrantepueil ((GMHAHCOBBIM MOPA3ICIICHUEM).

He nonyckaercs HanmpaBiATh Ha COTJIACOBAHME MPOEKT JOKYMEHTa OJHOBPEMEHHO JIBYM
win Oosiee pabOTHUKAM OJTHOTO CTPYKTYpPHOTO MOApaszeNeHus. B kauecTBe U1, COrNIaCyOLINX
INPOEKT JIOKYMEHTa, JOJDKHBI BBICTYNATh IPEUMYILIECTBEHHO PYKOBOJUTENH CTPYKTYPHBIX
IIOAPA3ACIICHUN.

4.5. BHemHee corjiacoBaHue IPOEKTa JOKYMEHTAa OCYILECTBISETCS MOCPEACTBOM
HaIpaBJCHUsI MPOEKTa B APYTYI0 OPraHU3aIMI0 C COMPOBOJIUTEIBHBIM MHUCHbMOM, B KOTOPOM
YKa3bIBAETCS CPOK COTJIACOBAHUSI.

4.6. Cpoku cOrjiacoBaHMsl JOKYMEHTOB YCTaHABJIMBAIOTCS HACTOAIIECH MHCTPYKIMEH IO
JIEJIONPOU3BOJICTBY U/UITM UHBIMU JIOKAIbHBIMU HOPMATUBHBIMU aKTaMH B 3aBUCHUMOCTH OT BHJIa
JOKYMEHTa M 0o0beMa JOKYMEHTa, BKJIOYas MPHIOKEHHS K HeMy. CpOKM COrjacoBaHHA
JIOKYMEHTOB COCTaBJISIOT:

MIPOEKTHI IETIOBBIX (CITYKeOHBIX) THceM - | - 3 pabouux JHS;

MIPOCKTHI MPUKA30B 0€3 MPUIIOKEHUH - 1 - 3 pabouunx JHS;

MIPOEKTHI MPUKA30B C MPHIIOKEHUSIMU CIIPABOYHOTO XapakrTepa - 3 - 5 pabouux JHEi;

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

MIPOEKTHI JIOKATbHBIX HOPMATHUBHBIX aKTOB (He Oonee 50 ctpanun) - 5 - 10 pabounx gHei;

MIPOEKTHI TPOTOKOJIOB 3aceIaHnil (COBEIIAHUI) MMPYU HEOOXOMMOCTH UX COTJIACOBAHUSA, B
3aBHCHUMOCTH OT 00beMa JOKyMeHTa - 1 - 3 pabo4yux JHs.

Cpoku coryiacoBaHus IPOEKTOB IOKYMEHTOB, HalPaBJIsieMbIX Ha BHEIIHEE COTJIaCOBAHUE,
HE JOJKHBI COCTaBJIATh OoJiee 30 KaJeH1apHbIX THEH.

B KOHKpEeTHBIX Cily4asX B 3aBUCHUMOCTH OT COJACpPKaHUS U HA3HAUYCHUS IOKYMEHTA CPOK
COTJIaCOBaHUS MOKET OBITh COKpAaIleH WM YBEIMYEH II0 PEIICHUI0 PYKOBOAMTEIS,
KYPHUPYIOIIETO HAMPABICHUE JIEATEIbHOCTH, IO KOTOPOMY TOTOBUTCS MPOEKT PEIICHHS.

4.7. Odopmnenue pe3yiabTaToB cornacoBanusi JIHA u pacnopsauTenbHBIX TOKYMEHTOB
OCYIIECTBIISIETCS B BHJI€ BU3, MPOCTABISEMBbIX 3aWHTEPECOBAHHBIMHU JIMIIAMH HA TOCIETHEM
JUCTE MPOEKTa JOKYMEHTA (Ha €ro JIMIEBON WK 0OOOPOTHOM CTOPOHE) WM Ha OTIEIHHOM JIUCTE
COIJIaCOBaHUs, SBISIOLIEMCS HEOThEMIIEMOM YacTbio AoKyMeHTa (mpuioxenue Ne 10). OtmeTrku
0 coryiacoBaHuu (Tpud coriacoBaHus U BU3bI) OOPMIISIOTCS B COOTBETCTBHH C MyHKTamH 2.41,
2.42 HacTosIIel UHCTPYKIIUH.

[Ipu cormacoBaHuM JENOBBIX (CITY)KEOHBIX) MUCEM BHU3bI IMPOCTABISIOTCS Ha KOIUU
nucbMa (BU30BOM SK3EMIUISIP), KOTOPHIA TOCNIe TOMAMHCAHHS TMOJIMHHUKA THUCbMa U €ro
perucTpaluu TOMeNaeTcs B JAeNo, WIM Ha 000poTe MOAJWHHUKA IMHUChMa, €CIH MHChbMO
HaIpaBJIeTCs agpecary Mo (akcy UM IEKTPOHHOU MoYTe. DTOT Ke IK3EMIUISIp MUChMa Ioclie
oTIpaBku ajpecary (mo ¢(akcy WM DIEKTPOHHOM TOYTE B BHJIE JJIEKTPOHHOW KOIIHK)
MOMEIAETCsI B JIENO.

[TpoeKThI MPOTOKOJIOB BU3UPYIOTCS JIMIIAMH, BHICTYIABIIMMH Ha 3acelaHUU (COBEIIaHHH )
MyTeM TMPOCTABJICHUS BHU3bl Ha JIEBOM TI0JI€ JOKYMEHTA HAMpPOTHUB 3allMCH BBICTYIUICHUS
COOTBETCTBYIOIIETO PaOOTHHKA.

4.8. CornacoBaHue NPOEKTOB JOKYMEHTOB MOxeT ocymiecTBiasiTees B COJI. Ilocrne
3aBepIICHHS MPOIEAYpPhI COrNacoBaHus (MIPU CO3IaHUU TOJTMHHUKA TOKyMEHTa Ha OyMaKHOM
HOCHUTEJIE) JIMUCT CcorlacoBaHMsl pacreuaTbiBaercd u3 COJI, mpukianpiBaeTcss K MPOEKTY
JIOKYMEHTa U MPEACTABIAETCS HAa MOJIUCH PEKTOPY (MHOMY YIIOJTHOMOYEHHOMY UM JIHILY).

CornacoBaHue BHYTPEHHHMX JIOKYMEHTOB, CO3JaHHE, XpaHEHHE M UCIOJIb30BaHUE
KOTOpBIX ocyiecTiseTcs nocpeactsom CO/1, npoBoautcs B CO/] B 31EKTPOHHOM BUJE.

[Ipu cormacoBaHWM NPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3JaHHBIX Ha OyMaKHOM
HOCHTEJIE, BU3bI POCTABJISAIOTCS HEMOCPEACTBEHHO Ha MPOEKTE JOKYMEHTA.

4.9. Ilpu BHELIHEM COIIAaCOBAaHHUHM, MOJTYYCHHOM MHCHMOM, WJIM COTVIACOBAHHUM IMPOEKTa
JOKYMEHTa KOJUICTHAIbHBIM  (COBEUIaTeNbHBIM) OpraHoM ¢ (UKcalueld pemieHus o
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COIJIACOBAHMU B MPOTOKOJIE 3aceJaHMsI UCTIOIHUTENb 0(OPMIIIET Ha MPOEKTE TOKyMEHTa WK B
JUCTE COTJIaCOBaHUSI TpU(] COTIACOBAHUA B COOTBETCTBUM C IyHKTOM 2.41 HacTosIIeH
uHCTpyKuuu. [luceMa o coryiacoBaHuM (BBIMMCKA W3 IPOTOKOJIA) MPHJIATalOTCsl K IPOEKTY
JIOKyMEHTA.

4.10. B xoxe coriacoBaHusi MPOEKTa JOKYMEHTa paOOTHHUK, COTJIACYIOLIUN JTOKYMEHT,
IIPUHUMAET OJTHO U3 CIEAYIOIIUX PEIICHUN:

COTJIACOBATh MPOEKT JOKyMEHTa 0e3 3aMe4aHui;

COIJIACOBAaTh MPOEKT JOKYMEHTA C 3aMECYaHUSIMU;

OTKJIOHUTb IPOEKT IOKYMEHTA;

yKa3aTh, YTO HE UMEET OTHOIIEHUS K MPOEKTY JOKyMEHTa (paccMOTpEeHHE BONpoca, 10
KOTOPOMY IPUHUMAETCS pPEIIeHUE, HE BXOAUT B 00SI3aHHOCTH PAOOTHHUKA).

BoszpaxkeHust mo mpoekTy Ipukasza (pacrnopsKeHHs), BO3HUKAIOIUE IIPU COIVIaCOBAHMUM,
u3JaraiTces B cupaske (mpuiioskenue Ne 11), kotopast mpuiiaraercs K IpoeKTy, WIH BHOCUTCS B
CO/I.

Ecny mpoexkT 1oKyMmMeHTa COIVIacOBaH € 3aMEYaHMsIMM, 3TO O3HAYaeT, 4YTO 3aMeuyaHus
HOCAT PEeAAKIMOHHBIN XapakTep, M IOCIe UX NPUHATHS HCIOJIHUTENIEM IMPOEKT He TpedyeT
MIOBTOPHOT'O COTJIaCOBaHUS.

IIpoekT NOKyMeHTa OTKIIOHSETCS JIMLOM, COIIACYIOLIUM JIOKYMEHT, B CIIydasx:

HaJIM4Us CYLIECTBEHHBIX 3aMEYaHUl 110 IPOEKTY JTOKYMEHTA;

HECOIUIACHA C IPOEKTOM JIOKYMEHTA.

4.11. HecornmacoBaHHBIi TPOEKT JOKyMEHTa TpeOyeT IOpabOTKHM MO BBICKa3aHHBIM
3aMey4aHusIM, epeoGopMIIEHHs U TOBTOPHOTO COTJIACOBAHUSI.

4.12. Ecnu nipu nopaboTKe MpOeKTa JOKYMEHTA HUCIOJIHUTENb NPUHUMAET PEIlCHUE HE
YUUTBIBATh 3aMeuyaHue (3ameuaHus) Juua (ML), Yy4YacTBOBABIIMX B  COIJIACOBaHMH,
UCIIOJIHUTEJIEM TOTOBUTCS PEECTP HEYUYTCHHBIX 3aMEYaHWM, KOTOpPbII BMECTE C IPOEKTOM
JIOKYMEHTA MPEICTABIIACTCA PEKTOPY UM MHOMY YIIOJTHOMOYEHHOMY UM JOJDKHOCTHOMY JIULLY,
nojanuceiBaromieMy  (yTBepikaarolemMy) JOKYMEHT. PeecTp  HEydTEHHBIX — 3aMeuyaHUU
MOJIHUCHIBAETCA PYKOBOAUTENIEM CTPYKTYPHOTO ITOAPA3IEICHUS-UCIIOIHUTEIS.

4.13. PemieHue o TOM, NpPUHMMATh WM HE IPUHUMATh HEYYTCHHbIE 3aMeuyaHus
IIPUHUMAET PEKTOP.

B cnyyae ecnu pekTop NpUHUMAET pPELIEHHE O HEOOXOJMMOCTH YYecTb 3aMeYaHus,
OTKJIOHEHHbBIE MCIIOJIHUTEIEM, UCIIOJIHUTENb 10pabaThiBaeT MPOEKT JOKYMEHTa B COOTBETCTBUU
C BBICKa3aHHBIMU 3aMEUYaHUSIMHU.

Ecnu pekrop coriamaercs ¢ MHEHHEM MCIOJHHUTENS, OH HMOJNMCHIBAET (yTBEP)KIAET)
JIOKYMEHT.

4.14. loxymentsl, nzgaBaemsle oT umeHu PI'bOY BO Acrtpaxanckuii MY Munsgpasa
Poccun, moanuceiBaroTCS pPEKTOPOM MM HMHBIMH YHOJHOMOYEHHBIMH WM JOJKHOCTHBIMHU
avnaMu  (IPOPEKTOpaMH,  PYKOBOJUTEISIMM  CTPYKTYPHBIX — HOJpA3JelieHUH, HHBIMH
JOJKHOCTHBIMHU JIMLIAMU B COOTBETCTBUU C MUX KOMIIETEHIIMEH, ONPEeNieMOil JOBEpEHHOCTIMU
Ha BBINIOJIHEHUE ompenencHHblx aeictBuil ot uMmeHn PI'BOY BO Acrtpaxanckuii MY
MumnznpaBa Poccun, BHyTpeHHUMH HOpMaTUBHBIMU AokyMeHTamMu ®T'BOY BO Acrtpaxanckuii
I'MY Mun3apasa Poccun).

4.15. OrnenbHble BHUABI BHYTPEHHUX JOKYMEHTOB (CIyXeOHble, OOBSICHUTEIbHBIE
3alMCKN) Ha UMsI PYKOBOJUTENS CTPYKTYPHOTO MOAPA3AEIEHUS MOANNCHIBAIOTCS UCTIOTHUTEIEM
(cocTaBuTeneM), eciu paspeuiaemMble MPH 3TOM BOMPOCH HE BBIXOAAT 3a MPENENbl €ro
KOMIIETEHIIUH.

4.16. JIokyMEeHTbI, HaNpaBJIIeMbIE B BBICIINE OpraHbl TOCYJAPCTBEHHOMN BJIACTH, HA UM
HEepBbIX pyKoBojauTeneil (eaepalbHBIX OPraHOB HCIOJIHUTENBHOW BIIACTH, PYKOBOAUTENIEH
cyonekToB Poccuiickoit denepannu u 3apy0eXHBIX TOCYAAPCTB, MOAMUCHIBAIOTCS PEKTOPOM HIIH
JIMLIOM, UCTIOJHSIOIINM €r0 00s13aHHOCTH.

4.17. JIoKyMeHTBI, HampaBis€eMble B CTOPOHHHE OPraHU3alW{, IOJIUCHIBAOTCS
peKTOpoM, MHBIMU JOLKHOCTHBIMU Jmuamu PI'BOY BO Acrtpaxanckuii I'MY Munsgpasa
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Poccun B cOOTBETCTBUHM € IPEJOCTABIEHHBIMU UM MOJTHOMOYHSIMH.

4.18. JIOKyMEHT TMOIIUCHIBACTCA JBYMs WJIM OoJiee JMIIAMH, €CIH 3a COJep KaHhe
JOKYMEHTa HECYT OTBETCTBEHHOCTh HECKOJIBKO pPAaOOTHHMKOB (JIOKYMEHTBI, MOJTrOTOBJICHHBIC
HECKOJIbKUMH I0/Ipa3/ieIeHUsIMH, paboueil rpynmnoii, Komuccuen).

4.19. IlonmuceiBaercsd, Kak IpaBWIO, OAUH O3K3eMIUIAp JAoKymMeHTa. COBMECTHBIH
JOKYMEHT IOAINCHIBACTCSI B KOJIMYECTBE, COOTBETCTBYIOIEM KOJIMYECTBY OpraHU3ALNM,
CO3/1aBILHUX JIOKYMEHT.

IIpu HampaBIeHUM NMUCbMA WM BHYTPEHHEr0 MH(POPMALMOHHO-CIIPAaBOYHOTO JOKYMEHTA
HECKOJIbKUM ajpecaTaM (HEe Oosiee YeThIpeX) TMOAMUCHIBACTCS KaXAbI OTIpaBIIsIeMbIid
JK3EMIULAP JOKYMEHTA.

4.20. Ionmuce Ha AOKyMEHTE O(GOPMIIETCS B COOTBETCTBUU ¢ TyHKTamu 2.43, 2.44
HACTOALIEH UHCTPYKLIMH.

4.21. YTBepxaeHUE TOKyMEHTA IPOU3BOIUTCS:

HEIOCPEJCTBEHHO PEKTOPOM - IPOCTaBIEHUEM COOCTBEHHOPYYHOH MOANMUCU B rpude
YTBEPKACHMUS;

npukazom ®I'BOY BO Acrtpaxanckuit MY Munzapasa Poccun.

4.22. YTBepKJal0TCs IPAaBUIIA, MIOJIOKEHUS, MHCTPYKIIMH, PErJIaMEHTbI, HEKOTOPbIE BUbI
aKTOB, IUIaHbl, MNpPOrpaMMbl M Jpyrue JOKYMEHThI, YCTaHABIUBAIOIIME HOPMBI W/WIN
paccurMTaHHBIE Ha AJIUTENIbHOE IpuMeHeHue (npuioxenue Ne 12).

Odopmiienre rpuda yTBEpKIACHUS NPOU3BOJUTCA B COOTBETCTBUU C IYHKTOM 2.37
HACTOAILEH UHCTPYKLIHUH.

4.23. Ilognuce peKTopa WM HHOIO YIOJIHOMOYEHHOIO MM JMIla Ha JOKYMEHTax,
TpeOyIOIMX 0COO0ro yJOCTOBEPEHMSI UX IOJJMHHOCTH, a TAaKXKE HAa KONHUSAX JIOKYMEHTOB U
BBINKCKAX U3 JOKYMEHTOB 3aBepsieTcs nevathio (mpuioxxkenue Ne 13).

[leyatp Ha NOKyMEHTE MPOCTABISAETCS B COOTBETCTBHUM C IYHKTOM 2.45 Hacrosuieu
MHCTPYKLUU.

V. Opranuzanusi J0KyMeHT0000poTa

5.1. IokyMEeHTOO0OpOT BKJIIOYAET BCIO MTOCIIE0BATENLHOCTD MIEPEMEILIEHUI TOKYMEHTOB,
a TaK)Ke OIepalyuy, COBEpPIIAEMbIE C JOKYMEHTAaMHU B IPOLECCE MX CO3JaHUS U HCIOJHEHUS
(monydyeHue, OTOpaBKa, MPEIBAPUTEILHOE pPACCMOTPEHUE, PETUCTPALlUs, PACCMOTPEHHE
PYKOBOJTUTEIIEM).

5.2. llens opraHuzanuu JOKYMEHTOOOOpPOTa - 0OECIIEYEHHE CBOEBPEMEHHOTO MPUHSITUS
YIpaBJIEHYECKUX pEIIEeHUH M WX HUCHOJHEHHUs. 3ajada JIOKyMEHTOO00OpOoTa - OpraHHU30BaTh
JBUKEHHE JOKYMEHTOB [0 HaUMEHee KOPOTKOMY IYTH ¢ MUHMMAaJbHBIMU 3aTpaTaMu TpyJa U
BPEMEHH, B YCJOBHUAX JEKTPOHHOTO JOKYMEHTO000pOTa - 00eCneunTh AOCTYH K JTOKYMEHTaM
nosib3oBareisiM COJ] B COOTBETCTBHM € IPEIOCTABIEHHBIMUA UM ITPABaMH.

5.3. B ycnoBusax npumeHeHus COJ] ncnosb3yroTcsi 3J€KTPOHHBIE JOKYMEHTBI, 8 TAaKKe
AJIEKTPOHHBIE KONMH JIOKYMEHTOB, NOJyYE€HHBIE B pE3y/IbTaTe€ CKaHWPOBAHMS JIOKYMEHTOB Ha
oymaxknom Hocutene. Jlokymentst ®I'BOY BO Actpaxanckuit I'MY Munsnpasa Poccun,
UMEIOLINEe BPEMEHHbIE CPOKM XpaHeHus (1o 10 7JeT BKIIOYUTENBHO) MOTYT CO3[aBaThCs,
XPaHUTBCA U UCIIOJIb30BaThCs UCKITIOUUTENHHO B (POPME IEKTPOHHBIX TOKYMEHTOB.

[lepeueHb TOKYMEHTOB, CO3/1aBAE€MbIX, XPAaHUMBIX M HCIIOJIb3YEMBIX HCKIIOYUTEIHHO B
(dopMe NEKTPOHHBIX TOKYMEHTOB, YTBEPKIAETCS PEKTOPOM.

54. Opramumsanuss  JBWKEHHMS  JOKYMEHTOB B YCIOBHMSX  DJIEKTPOHHOIO
JIOKYMEHTOO0O0pOTa OCYILECTBIISCTCSI B COOTBETCTBUU C PETIaMEHTHPOBAHHBIMHM MapIIpyTaMH,
pa3pabateiBaeMbIMu  OTZI€JIOM JAEIONPOU3BOACTBA. MapHIpyThl JBH)KEHUS OpPraHU3allMOHHO-
pacropsaUTENbHBIX JTOKYMEHTOB JOJDKHBI OBITh ONTHMAJIbHBIMHM IO 3aTpaTaM BpEMEHH, He
JOJKHBI JIOMYCKaTh AYOJIMPYIOIIUX OIepalyii U BO3BPAaTHBIX ABM)KEHUN, HE OOYCIIOBIIEHHBIX
JIeTI0BOM HEOOXOIMMOCTBIO.

5.5. Opranuzanus JOKyMEeHTOOOOpOTa OCHOBBIBAETCS HA MPUHIIUTIAX:
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LIEHTPAJIN3allUy ONlepaliii 110 IpUeMy U OTIIPaBKE JOKYMEHTOB;

pacnpeeleHuss TOKyMEHTOB Ha JOKYMEHTOIIOTOKHM, MMEIOIIHME OJWMHAKOBBIA MApLIPYT
(MapmpyTH3aIus 10KyMEHTOB);

OpraHM3alMM IPEABAPUTEIBHOIO PACCMOTPEHUS BXOJAINX JOKYMEHTOB;

WCKJIIOUYEHHUS BO3BPATHBIX JBIKCHMH JOKyMEHTa, HE OOYCIOBICHHBIX JEOBOM
HEOOXOIMMOCTEIO;

OJIHOKPaTHOCTH PErHCTpallMi JOKYMEHTOB;

yCTpaHEHUsI HEOOOCHOBAHHBIX COIVIACOBAHUIN MPOEKTOB 1I0KYMEHTOB;

BPEMEHHOW perjaMeHTAIlMH Onepanuii mo o0paboTKe, pacCMOTPEHHIO M COTJIACOBAHUIO
JIOKYMEHTOB.

5.6. B moxymenroobopore D@I'BOY BO Acrtpaxanckmii MY MunzapaBa Poccun
BBIJICJIAIOTCA  JJOKYMEHTOIOTOKHM:  BXOASIIME (IIOCTYNAOLIME) JOKYMEHTBI; HCXOIALINE
(oTopaBiisieMble) JOKYMEHTBI; BHYTPEHHHE IOKYMEHTHL. B cocTaBe BXOASIIMX U UCXOASIINX
JIOKYMEHTOB BBIJIEJISIFOTCS:

JIOKYMEHTBI OpraHOB rOCY/AapCTBEHHOM BJIACTH, OPraHOB MECTHOI'O CAMOYIIPABJICHMUS;

JOKYMEHTBI TEPPUTOPUATBHO 000COOJIEHHBIX MTOIpa3/IeIeHUN;

JOKYMEHTBI U3 FTOCYAAPCTBEHHBIX U HETOCYAAPCTBEHHBIX OpraHU3allMii;

3arnpocsl nenyraroB I'ocynapcrBeHHO# [Iymbl u uneHoB Cosera denepannu, €MyTaToB
3aKOHOJATENbHBIX OpraHoB cyObekToB Poccuiickoii ®enepanun M OpPraHoB MECTHOI'O
CaMOYIIPABJICHUS;

oOpalieHus Tpak/JIaH;

JOKYMEHTBI U3 IIPaBUTEIbCTBEHHBIX U HEMPABUTEIbCTBEHHBIX OPTaHU3aLMH 3apyOeKHBIX
CTpaH U JApYyrue rpyIiibl J0KyMEHTOB.

5.7. JocraBka u otnpaBka JokymeHToB B ®I'bOY BO Actpaxanckuit [MY Mun3apasa
Poccun ocyiecTBiIsItOTCS CpeACcTBaMH IOYTOBOM CBsI3U, (EIbIBErepcKoil U KypbepCKOl CBS3H,
HapOUYHBIMU U PA3IMYHBIMU BUJAMHU 3JIEKTPOCBs3U ((akcuMuiIbHas, Tenerpaduas, tenedoHHas,
AIIEKTPOHHAS [104TAa).

5.8. B ®I'BOY BO Actpaxanckuii ['MY MunszapaBa Poccum nocrapisercs
KOPPECHOHJIEHIIUSI B BHJIE IMCEM, IIOYTOBBIX KapTOYeK, OAaHJEpOoJeil M MaKeTOB, IEYaTHBIX
U3JaHUH, TenmerpaMM, (akcorpamM, TelaepOHOTpaMM, HIEKTPOHHBIX JOKYMEHTOB U
AIIEKTPOHHBIX KOMUN JOKYMEHTOB.

5.9. Ilpuem noxkymeHTOB ocyuecTBisieTcss OTaenoM Ienonpou3BoACTBa. JIOKYMEHTHI,
MOJIyueHHble pa0OTHHKAMM OT JIpYrUX OpraHu3aluii, Taxke mnepegatorcss B Otaen
JIeNTOTIPOU3BOICTBA JJISl PETUCTPALIUU U/UJIH yUeTa.

5.10. Bce mocrynuBmue B ®I'bOY BO Acrtpaxanckuit ['MY MunsnpaBa Poccun
JIOKYMEHTBI [TO/IIeKaT epBUYHON 00pabOoTKe, BKITFOYAIOIIEH:

MIPOBEPKY MPABUILHOCTU JOCTABKU JOKYMEHTOB;

MIPOBEPKY LETOCTHOCTH YMaKOBKH (KOHBEPTOB, IAKETOB);

BCKPBITHE YIAKOBKHU (32 MCKIIIOUEHUEM KOHBEPTOB, MAaKEeTOB C nomerkoi "JImyuo" u
rpadamu OrpaHUYEeHUs OCTyNa K JOKYMEHTY);

MIPOBEPKY LIEIOCTHOCTH BXOASIIUX IOKYMEHTOB, BKIIIOUas PUIIOKECHHUS;

YHUUYTOKEHUE KOHBEPTOB, IAKETOB WM YIIAKOBKU;

MIPOCTaBJIEHHE OTMETKH O MOCTYIIEHUU JIOKYMEHTa B OPraHU3aLIUIO.

5.11. OmmbouHO JOCTaBJIIEHHBIE JOKYMEHTBHl NEPEChUIAIOTCS IO Ha3HAUEHHWIO WIIU
BO3BpAIAlOTCSl  OTHpaBUTEN0. JIOKYMEHTBI, TOCTYNUBIINE B MOBPEKICHHOW YIaKOBKE,
IIPOBEPSIIOTCS Ha LIEJIOCTHOCTD, B TOM UMCJIE HA HAIMYME MEXaHUYECKHUX TIOBPEXKIECHUN.

[louroBrle oOTHpaBlieHUs, HECTaHAAPTHBIE IO Becy, pa3Mmepy, G(opme, HMeEIINe
HEpOBHOCTH MO OOKaMm, 3aKJECHHBIE JMIKOW JIEHTOM, WMEIOIIMEe CTPaHHBIA 3amax, IIBeT,
MPEOJIOKUTEIPHO MMEIOIINE BIIOKEHUS, HE XapaKTepHbIE JUIsl MOYTOBBIX OTIIPABICHUMN, HE
BCKpbIBatOTCS. O MOJMY4YEHHM MOJO3PUTEIBLHOIO IIOYTOBOIO OTIPABICHUS JOKJIAIbIBACTCS
HavyanpHUKY OTlena Jenonpor3BOJICTBA U MPOPEKTOPY MO OOIIECTBEHHON M MH(OPMALIMOHHON
0€30I1aCHOCTH, B CITyyae €ro OTCYTCTBUS — HAYAJIbHUKY OTJIeNIa TI0 PeXUMY M O€301acHOCTH.
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5.12. Ilpy mnoCTynjaeHUM BXOJAIIETO JOKYMEHTa B IOBPEXKJIECHHOW YIaKOBKE,
HOBPEXJCHUN JOKYMEHTa, NPU OTCYTCTBUU B KOHBEpTE (IIakeTe) AOKYMEHTa, ero 4acTu WU
OPWIOKEHUH K HEMY, a TaKXe IpHU OTCYTCTBUM IMOANHUCH Ha BXOASIIEM JOKYMEHTE
COCTaBJIAETCSl aKT B JBYX OJK3EMIUIIpaX Ha OyMa)KHOM HOCHTEJE, MOAMMCHIBAEMBIH IBYMs
paboTHuKamMu OTz€ena 1€10IPOU3BOJICTBA.

OnuH 53K3eMIUIIp aKkTa BMECTE C BXOJSIIMM JIOKYMEHTOM M €ro IpUIOKEHUSAMHU
NepeJacTCsl Ha IPEIBAPUTEIBHOE PACCMOTPEHHE U PErucTpanyio, BTOPOH JK3EMIUISP aKTa
BBICBIIAETCA OTIIPABUTEIIO.

5.13. KoHBepTbl, MakeThl WIM YNAKOBKAa COXPAHSIOTCS M IMPUIAraroTCs K BXOJAALIUM
JIOKYMEHTaM B CIIy4asx:

€CJIM TOJIbKO 110 HUM MOYKHO YCTAaHOBUTB OTIIPABUTEIIS UJIU 1aTy OTIIPABIICHMUS;

€ClIM BXOJAIIMN TOKYMEHT MOCTYHMJI I03XKE YKa3aHHOI'O B TEKCTE JIOKyMEHTa CpoKa
VCIIOJIHEHUS WJIM 1aThl MEPOTIPUATHS;

IpU OOJBLIOM PACX0XKIECHUH MEX]y AaTaMU MOANNCAHUS U MOITY4YEHUS T0KYMEHTOB.

[Tocne 3aBepiieHns pabOTH ¢ TOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM MTOMEIIAETCs
Ha XpaHEeHHeE B JEJIO.

5.14. KouBepthl (makersl), wuMeomme oTMeTKy <«Jlmuno» («Privatey), rpudsl
OTpaHUYEHUs JOCTyIa K JJOKYMEHTaM, COAEp KalUM CBEeICHHsI KOH(DUICHIIMAIBHOTO XapakTepa,
HE BCKPBIBAIOTCS U NIEPEAIOTCS:

¢ otMeTKol «JInuno» («Private») - HemocpeICTBEHHO aapecary;

c rpudamu orpaHuueHus Jjoctyna - pabotHuky Ortnena Jelonpou3BOJICTBa, B
0053aHHOCTM  KOTOPOTO  BXOAMT  0OpabOTKa JOKYMEHTOB, COJEpXalluX  CBEACHUS
KOH(HUICHIIMATLHOTO XapaKTepa.

5.15. Bxogsuue 351eKTpOHHbIE JOKYMEHTHI, MOCTYIHMBIIKE OT APYIMX OpraHu3auuil 1o
ANIEKTPOHHOM TouTe, rocpencrsoM COJ] npuaumarorcst OTaenom Aen0nporu3BOACTRA.

JlaHHBIE TOKYMEHTBI pacledyaTblBaoTCs, M0CIe 4Yero paboTa ¢ HUMHU OpraHU3yeTcs Kak ¢
JOKYMEHTaMHU Ha OyMa)KHOM HOCHTEJIE.

5.16. IlepBuunas oOpabOTKa 3IEKTPOHHBIX  JOKYMEHTOB, IOJYyYEHHBIX 11O
MH(OPMaLlMOHHO-TEIEKOMMYHUKAIIMOHHBIM KaHalaM CBSI3M (DJEKTPOHHAs IO4YTa, CalT) OT
JPYTUX OpraHu3alluil U rpa)iaH, JODKHA COOTBETCTBOBATH TEXHOJIOTUU PabOThI ¢ BXOAALIMMHU
JIOKYMEHTaMH.

5.17. IlepBuuyHas oOpabOTKa JIOKYMEHTOB 3aBEpUIAETCS HUX paclpeesieHueM
(copTHpOBKOI1) Ha perucTpupyeMble U HeperucTpupyemsle (mpunoxxenue Ne 14).

K nokymeHTam, He MOJUIekKAIUM PETUCTPALIUHN, OTHOCITCS JOKYMEHTHI, He TpeOyromue
VCIIOJTHEHUS U HE coJieprKalliie nH(opMaluy, UCIOIb3yEMOM B CIIPABOYHBIX LIETIAX.

5.18. Peructparus BXOJSIIUX JOKYMEHTOB OCYILIECTBISETCS HE3aBUCUMO OT crocola ux
JOCTaBKM OJMH pa3: B Otaene nenompousBojcTBa B COJl mwinm B perucrpariioOHHO-Y4E€THBIX
dopmax Ha OyMa)KHOM HOCHUTEIE.

JIOKyMEHTBI, TOCTYNAIOUINe U3 APYTUX OpraHU3alMil HETOCPEICTBEHHO B CTPYKTYpPHBIE
HOJpa3JiesIeHus, HO TpeOyIolue pacCMOTPEHHsI PYKOBOJICTBA, MEPEJatoTCsl Ul PETUCTpalluy U
IpeJIBApUTENILHOTO paccMoTpeHus B OTen 1e10nponu3BOICTBA.

5.19. Peructpanus BXOISAINX JOKYMEHTOB OCYIIECTBIISETCS B I€HD UX MOCTYIJICHUS MU
Ha Clenyomuid paboyuil JAeHb NpPH MOCTYIUICHHH JOKYMEHTOB B KOHIIE paboyero THS WU B
Hepabouee BpeMsl.

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

5.20. CsenmeHuss O TOCTYNMBUIEM JOKYMEHTE BHOCATCA B  DIIEKTPOHHYIO
peructpanonuyto kaptouky (OPK) COJ1 unu perucTpaniioHHO-y4eTHYI0 GopMy Ha OyMakHOM
HOCHTEJIE, a IOCTYNUBILIEMY IOKYMEHTY IPHUCBAUBAETCS PETUCTPALMOHHBIN HOMED.

PeructpanimoHHbIi HOMEpP BXOZSIIETO JOKYMEHTa COCTOMT M3 IOPSAIKOBOIO HOMEpA
JOKYMEHTa B NpeJesax KaJeHIapHOro roja, KOTOPbIM JOMOJHSAeTCsS KoJaMu (MHIEKCaMHu) MO
UCIIOJIb3YEMbIM KJIacCU(PUKATOPAM.
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5.21. Ha Bcex 3aperucTpUpOBAHHBIX JOKYMEHTaX, 3a HCKIIOUYEHHEM JOKYMEHTOB,
MOCTYNHUBIIUX B (OpME 3JIEKTPOHHBIX JOKYMEHTOB, MPOCTABIAIOTCS OTMETKH O MOCTYIJICHUU
nokymenta B ®I'bOY BO Acrtpaxanckuit 'MY Munszapasa Poccun.

B oTmerke o mocTymieHMHM AOKyMEHTa (DUKCUPYIOTCS JAara NOCTyIUieHus (mpu
HEOOXOAUMOCTH - BpEeMsl MOCTYIUICHUSI B YacaX U MHHYTax) M BXOMSIIUNA PErUCTPALIMOHHBIN
HOMEp JOKYMEHTa B COOTBETCTBUU C MYHKTOM 2.34 HaCTOAIIEH MHCTPYKIIHUH.

5.22. JIokyMeHTHI, TOCTYNHUBIINE HAa OYyMa)KHOM HOCHTEJNE, CKAHUPYIOTCS, HJIEKTPOHHAS
Konus JokyMeHTa Bkitoyaetcsa B COJ1 u mpucoequnsercs k OPK nokymenra.

5.23. KoppecnoHaeH11sl Ha MHOCTPaHHBIX fA3bIKaX, afpecoBaHHas pykoBoacTBy ®I'BOY
BO Actpaxanckuit [MY Munsapasa Poccuu, nocie peructpanuu B OTaene Ae10npou3Bo/ICTBa
nepeaaeTcss B COOTBETCTBYIolee noapasnenenue wi padotauky ®I'BOY BO Acrpaxanckwuii
I'MY Munzapasa Poccuu ajist iepeBojia U MOCIENYIONIEeH Mepelayd Ha paCCMOTPEHUE PEKTOpa.
NHas  koppecnoHJeHIMS Ha HMHOCTPAHHBIX  S3bIKaX IMEpelaercs M0  Ha3HAYCHUIO
HEIOCPEICTBEHHO B CTPYKTYPHBIE MOIPa3IEICHUSI.

5.24. [IlpeaBapuTenbHOE pacCMOTPEHHE MPOBOJIUTCS B ILEIAX paclpeaeiacHUs
MOCTYMAIONIMX B OPraHU3allMio JOKYMEHTOB Ha TpeOyrouiue 00s3aTeIbHOr0 PacCMOTPEHUS
pykoBoactBom @PI'BOY BO Actpaxanckuit ['MY MunsnpaBa Poccum u HampasisieMble
HEIOCPEICTBEHHO B CTPYKTYPHBIE MOIpa3/I€ICHUSI.

5.25. TlpenBapurenbHOE PACCMOTPEHUE BXOMSIIUX JTOKYMEHTOB OCYIIECTBISIETCS B
Otnene 1ea0npou3BOICTBA MIOCIE PErUCTPALIMH IOKYMEHTOB.

[IpenBapuTenbHOE pPAacCMOTPEHUE MOMKET IPOBOAUTHCA [0 pErucTpaluu B cllydae
MOCTYIIEHUSI JOKYMEHTOB C OTMETKaMH, TPEOYIOIIMMHU He3aMEeIJIUTENIbHOIO PACCMOTPEHUS U
VCIIOJTHEHUS IOKYMEHTA.

5.26. IlpeaBapuTEIbHOMY pPACCMOTPEHHUIO  MOJUIEKAT  BXOJASIIME  JOKYMEHTHI,
aapecoBanHble B @I'5OY BO Actpaxanckuii [MY Munszapasa Poccun u Ha umMs pekTopa.

JIOKyMEHTBI, aJpecOBaHHbIC MOAPA3ACICHUSIM, PYKOBOAUTENSIM MOJApa3IeiICHUN U
CHeNHaINCTaM, TMepelaloTcs B  CTPYKTYPHbIE TMOApa3feieHus 0e3 MpeaBapUTeIbHOTO
pPaccMOTpEHHUS.

5.27. llpenBaputenbHOE PACCMOTPEHHUE OCYIIECTBISICTCA UCXOS U3 OIICHKU COJICPIKAHUS
BXOJSIIINX JIOKYMEHTOB, ¢ ydeToM ycraHoBieHHOro B ®I'bOY BO Acrtpaxanckunn I'MY
MumnznpaBa Poccun pacrnpenenenusi GyHKIIMOHAIbHBIX OOS3aHHOCTEH MEXIy IpPOpEKTOpamH,
PYKOBOJUTENSAMH CTPYKTYPHBIX MOJIpa3IeiIeHUM.

5.28. Ilo pe3ynbrataM IpeaBapUTEIBLHOTO PACCMOTPEHMSI JOKYMEHTHI PACIpenesstoTcs
Ha JOKYMEHTOIIOTOKHU, HAallpaBJIsieMbI€:

Ha paccMOTpPEHHE peKTopa (AOKYMEHTHI, MOCTYMAIOIIMEe M3 OPraHOB IOCYAAapCTBEHHOU
BJIACTH, OPraHOB MECTHOTO CaMOYIPaBJICHUSA, JOKYMEHThl MO Haubolee BaXXHBIM H
NpUHIMIIHATBHEIM Bompocam nestenbHoctTd @I'BOY BO Actpaxanckuit MY Munsapasa
Poccun);

Ha pacCMOTpPEHHE TMPOPEKTOPOB (IOKYMEHTHI 110 HAalpaBICHUSIM JEeSTEIbHOCTH,
KYPUPYEMBIX COOTBETCTBYIOIIMMH MPOPEKTOPAMH);

Ha pacCCMOTPEHUE WHBIX PYKOBOJMUTEIIEH, TJIABHBIX U BEAYIIUX CICIIUAINCTOB;

Ha pacCMOTPEHHME U HCIIOJIHEHUE B CTPYKTYpPHBIE MOAPA3ACICHUS MO HAIPABICHUIM UX
JeSITEIbHOCTH.

5.29. Tlo 3aBepuIieHMH NPEABAPUTEIBHOIO PACCMOTPEHUSI JIOKYMEHTHI IepeatoTcs
COOTBETCTBYIOIIUM PYKOBOJUTENSIM JJI1 pACCMOTPEHHS U BHIHECEHHS PE30JIOLNH (yKa3aHUH 1o
HCTIOJTHEHHUIO).

5.30. PaccmoTpeHue JOKYMEHTOB PYKOBOJMTEJIEM OCYIIECTBISECTCS B JEHb Iepeaadu
JIOKYMEHTOB PYKOBOJMUTENIO WM Ha CIEAYIOUINI pabo4uil eHb, €CITU JTOKYMEHTHI MepeaaHbl
PYKOBOJICTBY B KOHIIE pabOyero JHs.

JlokyMeHTBI, TpeOyoIiue CpOYHOTO pPACCMOTPEHHUs, a Takke TelerpaMMbl U
TeneOoHOrpaMMbl PACCMATPUBAIOTCS PYKOBOJUTEIEM HE3aMEIUTEIBHO.

5.31.  Pe3ynbrarbl  paccMOTpPEHUs  JOKyMEHTa  PEKTOpPOM,  IPOPEKTOpamu,
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PYKOBOAMTEISMU TOIpa3esieHuit 0OPMIISIFOTCS B BUE PE30TIOIIUN B COOTBETCTBUU C TyHKTOM
2.48 HacTOsIIECH UHCTPYKIIUH.

5.32. CBemeHus O PpE30JIOUMU (HUCIOJHUTENb, COAEPKAHUE IOPYYEHHUS, CPOK
ucronHeHus1) crenuanuctom Otaena aenonpou3BoacTBa BHocsaTcss B DPK CDOJI, mocne yero
WCIIOJIHUTENIA TOJY4YaloT JOCTYH K OJJIGKTPOHHOMY JOKYMEHTY WJIM 3JEKTPOHHOW KONMUU
JIOKYMEHTA, €CITU JIOKYMEHT IOCTYIWI Ha OyMa)XHOM HOCHTEIIE.

5.33. JIOKyMEHTBI, MOCTyMaronume Ha OyMa)XHOM HOCHUTENE, MOCJIe HMX PErucTpalvi,
BKitoueHust B COJl B BUI€ 3JIEKTPOHHBIX KONMUI U pacCCMOTPEHHS] PYKOBOJICTBOM IepeaaroTcs B
COOTBETCTBYIOIIME CTPYKTYPHbIEC MOJpA3/ICTCHUsI HA UCIOJHEHHE WU MOMEIIAIOTCS B JIENO B
Otaene 1e10Mpou3BOICTBA B COOTBETCTBUH C HOMEHKJIATYPOH JeIl.

Jis ¢ukcanuu ¢akra mepeaavd BXOMSIIUX JOKYMEHTOB M WX KONMUN Ha OyMaKHOM
HOCHUTEJIC HCIIOJIHUTENSIM B CTPYKTYpPHBIE MOAPA3JICICHUS UCIOIB3YIOTCS KYpPHAIIbI (PEecTphl)
nepeaavu JOKyMEHTOB.

5.34. Tlpu Oyma)kHOM TOKYMEHTOOOOpOTE MOATMHHUKN BXOISIIUX JOKYMEHTOB, B CIydae
HA3HAUYCHHUS] HECKOJIbKUX HCIIOJHUTENCH TMepefaroTCs OTBETCTBEHHOMY  HMCIOJIHHUTEIIO,
OCTaJIbHBIM UcTONHUTENIAM OTIeN AeTONPON3BOACTBA MEPEIaeT KOMUH JOKYMEHTA.

5.35. Ucxopasmue JOKyMEHTBI, 3aBU3UPOBAHHBIC BCEMH 3aMHTEPECOBAHHBIMU JIUIIAMH 1
MOANUCAHHBIE PEKTOPOM WJIM MHBIM YIOJTHOMOYEHHBIM UM JIMLOM, peructpupyrorcs B Otaene
JIeJIONPOU3BO/ICTBA.

5.36. Peructpanus ucxoasiux AOKYMEHTOB OCYIIECTBISETCS B JCHb MOAMUCAHUS WU
Ha CIICYIOMUH pabounii JCHb, €CIIM TOKYMEHTHI OBUTH IMOANKMCAHEI B KOHIIE pa004ero JTHS Uid B
Hepabouee BpeMs.

5.37. lIlepem perucrtpauuein wucxomdamux goKymMeHTOB OTaen IeIonpou3BOACTBA
MpOBEPSET MPABWIBHOCTh O(GOPMIICHHS] AOKYMEHTOB (B TOM 4YHCIE HajJM4ue MOJIMHCEH, BU3,
MpPaBUJIBHOCTh HAINMCAHUA AaJPECcoB), a TaKXKe YKa3aHHBIX B UCXOIIUX JOKYMEHTax
MPUJIOKEHUH, COOTBETCTBUE KOJIMUYECTBA HK3EMILIIPOB KOJMYECTBY aJI[PECcaToB IO YKa3aTEeIro
pAacChUIKHU, HAIMYKE OTMETKUA 00 MCTIOJTHUTEIE.

5.38. Ilpu peructpanuu wucxoxsmero nucbmMa B COJ[ cBeneHuss 00 OTHpaBiIsieMOM
nokymente ¢ukcupytorcss B OPK, K KOTOpoil mNpHKpemysercs SJIeKTPOHHAS KOMHSA
OTHPABIISIEMOTO IOKYMEHTA.

Ecin OPK Obuta co3mana B CDOJ] mpu mMoOAroToBKE NpOEKTa JOKYMEHTa, TO IIpU
PErUCTpallMd HCXOJSIIET0 JOKYMEHTa B Hee M00aBISIOTCS CBEACHHS O PETHCTPAIMOHHOM
HOMEPE, TaTe PETUCTPAIIUU U APYTUE CBEICHHS 00 UCXOIAIIEM JOKYMEHTE.

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

Jlata peructpaniii M PETUCTPALIMOHHBI HOMEP MPOCTABIAIOTCS HA OTIPABISIEMOM
JIOKYMEHTE, a TaKKe Ha KOMUHU UCXOJAIIEro JOKYMEHTa, OCTAIOIIEHCs B JIeNie, B COOTBETCTBUH C
nyHkTamu 2.33, 2.34 HacToAIIelH HHCTPYKITUH.

5.40. Ucxonamuii TOKYMEHT, MOJIMUCAHHBI PEKTOPOM WJIM MHBIM YIIOJHOMOYEHHBIM UM
JIOJDKHOCTHBIM JIMIIOM, TIEpEAaeTCsl Ha OTIPABKY, KOMHUS JOKYMEHTa Ha OyMa)KHOM HOCHTEIE C
BHU3aMU [TOMENIAETCS B JIEJI0 B COOTBETCTBUHU C HOMEHKJIATYpOU Jied.

DNEeKTPOHHBIE JOKYMEHTHI MOCJE WX MOAMUCAHUS SJICKTPOHHOU MOJIMUCHIO U OTIPAaBKH
aapecaty XpaHstcs B 6aze nanueix CO/I.

5.41. B 3aBUCUMOCTH OT COAEpPKAaHHUS M CPOYHOCTH JOKYMEHTBI, OTIIPABISEMBbIE H3
OI'BOY BO Acrtpaxanckuit [MY Munznpasa Poccun, g0cTaBigioTCsl ajgpecaTtam CpeAcTBaMuU
MOYTOBOM, (ENbIBErepCKO CBSI3M, CHEICBA3H, KYPhEpOM, OKCIPECC-TIOYTOM, a TakkKe
MepealoTCs MO0 KaHalaM JJeKTPOCBs3M  ((pakcMMuUIbHas CBs3b, Tenerpad, TenedoH,
anekTpoHHas mouta, COJ).

OOpaboTka KOPPECTOHACHIIUU JUISI OTHPAaBKH TOYTOBOM CBS3BIO OCYIIECTBISIETCS B
cooTBeTCTBUU C [IpaBmimamu okazaHus yCIyT TOYTOBOM CBS3H.

5.42. JIokyMeHTBhl, HE HMEIIIHME aJpPECHOM 4YacTH, MPUHUMAIOTCA Ha OTIPABKY C
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COINPOBOUTENILHBIMHU MUCbMaMHU.

HenpaBunbHo 0(opMIIEHHBIE TOKYMEHTBI U KOPPECIIOHIEHIINS HECTyKeOHOro XxapakTepa
K OTIPaBKe HE MIPUHUMAIOTCS U BO3BPAIIAIOTCS UCIIOJIHUTENIO.

JIOKyMEHTBI, MOJIeXKale OTIPaBKe, JOKHBI 00padaThIBaThCs U OTIPABISTHCS B JIEHB
UX TOJIIMCAHUS U PETUCTPALIMU WM HA CIEAYIOUINA pabouuil 1eHb.

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

5.44. IlpoxoxaeHnue BHYTPEHHUX JTOKYMEHTOB Ha 3Talax UX MOATOTOBKU U O(QOPMIICHUS
JIOJKHO COOTBETCTBOBATH IIPOXOXKACHUIO MCXOIAIIMX JOKYMEHTOB, a Ha 3TAlle UCIOJHEHUS -
BXOJSLINX JOKYMEHTOB.

5.45. IlpoexkTel pacnoOpsAUTENbHBIX JOKYMEHTOB (IIPUKA30B, pacHOPSIKEHUIN),
IOATOTOBJICHHBIX Ul MOANNCAHUSA, I10CJIE MMOATOTOBKH U COIVIACOBAHUSA C 3aMHTEPECOBAHHBIMU
munamu - nepenatorca B OTaen  €IONPOM3BOJACTBA I IPOBEPKM IMPABUIBHOCTU  MX
odopmIIeHHUS.

5.46. IlpaBunbHO OGOpMIICHHBIE MPHUKAa3bl, PACIIOPSHKCHUS IMEPENAIOTCS Ha MOJIHUCH
PYKOBOIMTEIO OPraHU3alui UM MHOMY YIIOJJTHOMOYEHHOMY UM JIMILY.

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

[ToaroroBka npuKaszoB MO JUYHOMY COCTaBY K IMOAMMCAHUIO PEKTOPOM U UX PETUCTpALIUS
OCYILIECTBIISIOTCS OTAEIOM KaJIpOB.

[Ipukazam, pacrnopspKeHUsIM IO OCHOBHOM JESITEIbHOCTH IMPHUCBAMBAIOTCS MOPSAKOBBIE
HOMepa ([0 KaxIOM TIpymmne JOKYMEHTOB OTHAENbHO) B IpelesaXx KaJeHJapHOro Troja.
[TopsinkoBbIi HOMEp JOKYMEHTA JIONOJHSETCS MHAEKCOM, O0003HAYaloUIMM MPHUHAUJIEKHOCTh
JOKYMEHTa COOTBETCTBYIOILEH I'PYyIIIE JOKYMEHTOB.

CBenieHusl 0 PETUCTPUPYEMBIX IIPUKa3ax, pacrnopsskeHusx BHocsaTcs B COJl unu B uHbIE
pEerucTpaliMoHHO-y4eTHble (OpMbI Ha OyMa)KHOM HOCHUTEJIE WJIM B 3JIEKTPOHHOW ¢opme B
COOTBETCTBUU C IMYHKTOM 5.54 HacTosIIeH HHCTPYKLINH.

5.48. TlogmMHHKUKY NTPUKa30B (PaclopsKEHUI) M0 MECTY X perucTpauuu GopMupyroTcs
B JieJa B cOOTBETCTBUM ¢ HoMeHKiarypoil nen ®I'BOY BO Acrtpaxanckuit 'MY Munsapasa
Poccuu B cooTBeTcTBHH € MyHKTOM 8.20 HACTOALIEH MHCTPYKIIMH.

Konmum  npuka3oB, pacnopspKeHHH — pacChbUIalOTCS — UCHOJHUTENSIM U UHBIM
3aMHTEPECOBAHHBIM JIMIIaM B JIEKTPOHHOU (popMe i Ha OyMa)kHOM HOCHUTENE B COOTBETCTBUU
C YKa3aTeJIeM PACChUIKH.

Konuu npuka3os, paciopsbKeHHi, pacchlilaeMble Ha OyMa)KHOM HOCHTEJIE, 3aBEPSIIOTCA B
COOTBETCTBUU C MMYHKTOM 2.47 HACTOSIIEH HHCTPYKLINH.

5.49. IIpoTokonbl 3acefaHui, COBELIAHUH, MPOBOJUMBIX PEKTOPOM (H.0.peKTOpa),
peructpupytorcs B OTene 1ea0npou3Bo/ICTBa.

ITpoToKkoubI 3acejaHNii, COBEIAHUI, TPOBOUMBIX KOJIETHATbHBIMU (COBEIIATEIbHBIMN)
OpraHaMM, KOMUCCUSIMU WJIM B CTPYKTYPHBIX HOJIpa3AeIeHUSX OPraHu3allii, pETUCTPUPYIOTCS B
NOZIpa3ICIICHUsAX, OTBETCTBEHHBIX 3@ OPraHU3ALMI0 U NIPOBeAeHUE MeponpusaTusa. Konuu takux
IIPOTOKOJIOB TOTOBATCS K PAcChUIKE M PAacChUIAIOTCS CTPYKTYPHBIM IOJApA3JIEICHUEM,
OTBETCTBEHHBIM 34 OPTaHU3ALMIO U ITPOBEJEHUE MEPOIIPUSATHS.

5.50. IIporokosaM mprcBauBarOTCs MOPSAIKOBbIE HOMEpPA B Mpezeiax KajleHIapHoro rojia
WY Tieprosia paboThl BpeMEHHOH paboyei rpynmbl (KOMUCCHM) 10 KaXJI0W TpyIIe MPOTOKOJIOB
OTJIENBHO.

[ToIMHHUKK TPOTOKOJIOB IO MECTy HX peructpauud QGopMHpYIOTCS B Jeia I0
HOMEHKJIAType JI€J1 B COOTBETCTBUM C MYHKTOM §.20 HaCTOSIIEN HHCTPYKIIUH.

5.51. BHyTpeHHME JOKYMEHTBl Ha HMs PYKOBOAMTENS JPYroro CTPYKTYpPHOTO
noapazaenenuss peructpupytorcss B COJ wim (npu orcyrctBuum COJl uam  OTCYTCTBUHM
BO3MO)XHOCTH 3aperucTpUpoBaTh BHYTPEHHMH aokymeHT B COJl) perucrpupyrorcs B
MOJpa3JelIeHny, CO3JaBIIMM JOKYMEHT. 3aperucTpUpOBaHHBIA JIOKYMEHT MepelaeTcs
HEINOCPEACTBEHHO B MOJPA3/EICHHE - aipecaT, B KOTOPOM IIOBTOPHO HE PETUCTPUPYETCS.
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5.52. Ilpu Brimtouenuu B COJl BXOAAIMX JOKYMEHTOB, UX PETUCTPALMU, PACCMOTPEHUHN
u ucnosHennu B DPK BHocATCS cieayronye cBeAEHUs O TOKYMEHTE:

a) HAMMEHOBaHUE OpraHU3alMK (KOPPECTIOHICHTA);

0) axgpecar;

B) HAMEHOBaHUE BUJA TOKYMEHTA;

I') AaTa MOCTYIHBILETo JOKyMEHTa;

1) pETUCTPALIMOHHBIA HOMEP MOCTYNMBILErO JOKYMEHTA;

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

) J1aTa MOCTYIUIEHUSI TOKYMEHTA;

3) BXOASILIMI perucTpaloHHbII HOMep;

1) 3aroJIOBOK K TEKCTY (KpaTKOe COJEp:KaHHUe IOKYMEHTA);

K) KOJIMYECTBO JIUCTOB OCHOBHOTO JOKYMEHTA;

J) OTMETKa O MPHIOKEHUU (KOJIMYECTBO MPHIOKEHUH, O0INee KOJIMYECTBO JIHCTOB
MIPUIIOKEHU );

M) CBEIEHHUS O CBSI3aHHBIX JIOKYMEHTax (HAaUMEHOBAaHME BHUJA JOKyMEHTa, Jara,
pEerucTpaliMoHHbII HOMEp, TUII CBSI3H);

H) pe30JoLus (MCIOJHUTEND (MCIOJHUTENN), IOPYUEHHUE, TOJKHOCTHOE JIMIIO, JaBIlee
HOpy4eHue, 1ara);

0) CPOK HCIIOJIHEHUS JOKYMEHTA;

1) UHJEKC Jie1a 10 HOMEHKJIAType Jel;

P) CBelleHUs O Iepeajipecallui JOKYMEHTa;

C) OTMETKA O KOHTPOJIE;

T) TpUQ OrpaHUUYEHUS 10CTyNA K TOKYMEHTY;

y) CBelleHUs 00 3JIEKTPOHHON MOIHCH;

¢) pe3ynpTaT TPOBEPKH AIEKTPOHHOW TMOAMUCH (€CIM TOCTYNMHMBIIUN JTOKYMEHT
HOJIKMCAaH YCUIEHHON 3JIEKTPOHHOH MOAIMUCHIO).

5.53. Ilpu Bxmouenun B COJ] ucxondmux nokymeHtoB B OPK BHocsTCs ciepyroniue
CBEJICHUS O IOKyMEHTE:

a) ajpecar;

0) T0JKHOCTH, (haMUIIKs M MHUIMAJIBI JIULA, TOMTUCABILIETO TOKYMEHT;

B) HAUMEHOBaHUE BUJA TOKYMEHTA;

I') AaTa JOKyMEHTa;

1) PETUCTPALIMOHHBIA HOMEP TOKYMEHTA;

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

) CBEICHMS O CBS3aHHBIX JOKYMEHTaX (HauMEHOBaHHE BHJA JOKyMEHTa, Jara,
pEeruCTpalMoOHHbII HOMEp, THUI CBSI3H);

3) KOJIMYECTBO JIUCTOB OCHOBHOT'O JIOKYMEHTA;

1) UHJEKC Jieyia 0 HOMEHKJIAType Jel;

K) OTMETKa O NPUJIOKEHUHU (KOJUYECTBO NPUIIOKEHHUH, 00llee KOJIUYECTBO JHCTOB
IIPUIOKEHUN);

1) rpud OrpaHUYEHHUs JOCTYyNA K JOKYMEHTY;

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

H) cBeJleHUs1 00 JIEKTPOHHON MOJITUCH.

5.54. Ilpu Bximouenuu B C3OJ1 BHyTpeHHUX JOoKyMeHTOB B OPK B 3aBHcHMMOCTH OT BHJa
PETUCTPUPYEMOTO JOKYMEHTA BHOCSTCS CIENYIOIINE CBEIEHUS O JOKYMEHTE:

a) HaMEHOBAaHUE TOPa3IeNICHHs, TOITOTOBUBIIETO MPOEKT TIOKYMEHTA;

0) HaMMEHOBaHMUE BUJA JJOKYMEHTA,

B) JaTa JOKYMEHTAa;

') pETUCTPALIMOHHBIA HOMEP TIOKYMEHTA;

1) JOJDKHOCTD, (paMUiIMsl M MHULIMAIIBI JIMLIA, TIOANKCABIIEr0 T0KYMEHT;

€) CBEIEHUS O CBSA3aHHBIX JOKyYMEHTaX (HaMMEHOBaHME BHJA JIOKyMEHTa, Jara,
PETUCTPALIMOHHBIA HOMED, THII CBSI3H);
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) 3aroJIOBOK K TEKCTY (KpaTKOe COAep KaHUE JOKYMEHTA);

3) OTMETKa O NPWIOKECHUH (KOJIMYECTBO MPHUIOKEHUN, OO0IIee KOJIMYECTBO JIUCTOB
PUIOKEHUN);

1) UHJIEKC JIeJIa 0 HOMEHKJIAaType Jell;

K) YKa3aHus [0 UCIOJIHEHUIO TOKYMEHTa (MCIIOJIHUTEIIb, TIOPYUYCHHE, J1aTa UCIIOTHEHUS);

JI) OTMETKA O KOHTPOJIE;

M) rpu¢) OrpaHUYEHUS I0CTYTA K JOKYMEHTY;

H) moJipasiejieHue (JI0JDKHOCTHOE JIMIIO) - UCIIOHUTENh (OTBETCTBEHHBINH MCIIOJIHUTED)
JIOKYMEHTA.

JIOTIOJIHUTENBHO K YyKa3aHHBIM CBEACHUAM O BXOISIIUX, UCXOASIIUX M BHYTPEHHUX
nokymeHTax B OPK C3OJl MOTyT BHOCUTBCS UHBIE CBEICHMSL.

5.55. Yuer konudecTtBa JOKYMEHTOB, MOCTYNHBIIMX, CO3JAaHHBIX, OTIPABICHHBIX 3a
ONpeNIeTICHHBIN nepuoj; BpeMeHu, MoxkeT npoBoauThes mo ®I'BOY BO Actpaxanckuit MY
Munszapasa Poccun B 1esioM, MO OTIENbHBIM CTPYKTYPHBIM IOAPA3JICICHUSIM, [0 TpYIIam
JIOKyMEHTOB, KOPPECIOHJIEHTaM, ACUCTBUSM, NPOU3BEACHHBIM C JOKYMEHTAMM, U APYTUM
napaMerpaM, HEOOXOAMMBIM [UIsi aHaiu3a padoThl € JIOKyMEHTaMH B LEIIX ee
COBEPLICHCTBOBAHMUS.

5.56. Ilpu y4yere oObeMa TOKYMEHTOOOOPOTA MOJACUUTHIBACTCA KOJIMYECTBO JOKYMEHTOB
BBIIEJICHHOW TIpyNImbl. YYeT KOJUYECTBa JOKYMEHTOB MpoBOAUTCS 1O AaHHbIM CO/I,
PErUCTPALIMOHHO-YUYETHBIX )KYPHAJIOB U KApTOTEK.

5.57. 3a eauHuMly yuyeTa KOJMYECTBA JOKYMEHTOB IPUHMMAETCS €IUHCTBEHHBIN
9K3EMIUIAP JOKYMEHTa (MOAJUHHUK WJIM KOMUS, €CITU KOMHS - €IUHCTBEHHBIH JK3EeMIUISp
JIOKYMEHTa, HalpuMep, KOMMsS HCXOJAIIEro MucbMa) 0Oe3 yuyera KOINWM, CO3/1aBaéMbIX IpU
nevyaTd U KOMUPOBaHUU (THpaxkupoBaHuu). Konmuu JOKyMEHTOB IpU HEOOXOAMMOCTH aHaIHM3a
YUUTBIBAKOTCS OTJEJIBHO.

5.58. PesynpTaThl y4yeTa oObeMa JOKYMEHTOOOOpOTa B OpraHMU3alH E€XKEeTrOJHO
obobmratorcss OTAENOM JETONPOM3BOJCTBA M IPEIACTABISIOTCS PEKTOPY B BUAE OTYeTa 00
o0BeMe TOKyMEHTO000pOTa 32 TO/I.

VI. KoHTpoJIb HCIIOTHEHN S JOKYMEHTOB (IIOpy4YeHH i)

6.1. KoHTponb HCHNONHEHHS [JOKYMEHTOB (MOpydYeHHMi) BedeTrcs B LEIAX HX
CBOEBPEMEHHOTO M KaUe€CTBEHHOT'0 MCIIOHEHHUS.

6.2. KoHTpOJIb HUCIIOTHEHUSI JOKYMEHTOB (IOPYYEHUI) BeeTCA:

PEKTOPOM WM WHBIM JODKHOCTHBIM Juiiom PI'BOY BO Acrtpaxanckuit MY
Munznpasa Poccun - nCOTHEHUS TOKYMEHTOB (TIOpYYEHUil) MO CYILIECTBY;

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

B Ormene  nmenomnpous3BoACTBAa  IEHTPAIM30BAHHOMY — KOHTPOJIIO  IOAJIEXKAT
3aperucTpUpOBaHHbIE JTOKYMEHTBI ¢ OTMETKOM o KoHTposie («KOHTpoisb»), MpocTaBiasieMoil B
COOTBETCTBUM € IYHKTOM 2.50 HacTosIed MHCTPYKLUH, a B CTPYKTYPHBIX IOAPA3JAECICHUAX -
BCE 3apETUCTPUPOBAHHbBIE TOKYMEHTBI, TPEOYIOLINE UCTIOTHEHMS.

6.3. PacniopsiauTenbHble TOKYMEHTBI, IPOTOKOJIBI 3ace/laHui (CoBelaHmii), coepxKaliie
MOPYYEHUs C KOHKPETHBIMH CpPOKaMHU MCIIOJIHEHHUS, CTaBSTCS Ha KOHTPOJIb IO KaXKIOMY
MOPYUYEHUIO OTJIEIBHO.

6.4. KoHTpOJb CPOKOB HCTIOTHEHUS JOKYMEHTOB (ITOPY4YEHUI) BKIIIOYAeT B ceOsl:

MOCTAHOBKY JIOKYMEHTOB (TIOPY4€HUI ) HAa KOHTPOJIb;

MIPOBEPKY CBOEBPEMEHHOCTH JOBEECHUS JOKYMEHTOB (IIOpYyUYEHUIT) 10 UCIIOJIHUTENEH;

IIPEIBAPUTENIBHYIO IPOBEPKY M PETYJIMPOBAHME XOJA HCIIOJIHEHUS JIOKYMEHTOB
(mopy4enuii);

CHSITHE C KOHTPOJISI JOKYMEHTOB (TIOpY4eHUH);

y4eT, 00001IeHNe U aHAJIU3 PE3YJIbTaTOB X0/ UCIIOIHEHUS JOKYMEHTOB (TIOpy4YeHHil);

MH(POPMHUPOBAHUE PYKOBOJIUTENECH O XOJ€ HCHOJIHEHHS JTOKYMEHTOB (NOpY4YEeHUH) U
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COCTOSTHUY MCIIOJTHUTEIBCKOMN TUCIUIUINHBIL.

6.5. CpoKy UCTIOJTHEHHS TOKYMEHTOB (TTOPYYCHHI ) HCUNCTISIOTCS B KaJ€HIAPHBIX JTHSX.

Ecnu mocnenHuil neHb CpoKa MCIOJIHEHUS JTOKyMEHTa (IIOpY4YEHHUs) MPUXOAUTCS Ha
Hepabo4uil NIeHb, TO AOKYMEHT IOJUIEKHUT HCIOJHEHHIO B ONMKAWIIMKA clenyroluil 3a HUM
pabouuii 1eHb.

Jlata wucrionHeHusi nokymeHTta (mopyueHus) ¢ukcupyercs B OPK CDOJl wnm wmHOM
PETUCTPAIIMOHHO-YYETHOW (OpMe, HCIOIB3YeMOW MJIsi OTCIECKUBAHHUS CPOKOB HCIIOJHEHHS
JIOKyMeHTa (TIOpYYCHHS).

Cpoku HCHOJIHEHMSI JTOKYMEHTOB (IOpPYYEHMiIl) YCTaHABIMBAIOTCA PYKOBOJUTEIIEM,
UCXOJ U3 CpOKa, YCTAHOBJIEHHOI'O OpraHu3alMei, HalpaBUBLICH JOKYMEHT, HJIM CpOKOB,
YCTaHOBJICHHBIX 3aKOHOJATENLCTBOM Poccuiickoi denepannu.

6.6. JlokyMeHTHI (IIOpy4EHUs ) OJUIeKAT UCIIOTHEHUIO B CIEAYIOIIUE CPOKH:
C KOHKPETHOH JaTON UCIIOJIHEHMS - B YKa3aHHBIN CPOK;

0e3 yka3aHMs KOHKPETHOH [JaThl MCIOJHEHUS, MMEIOLIUE 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 IIapJIAMEHTCKHUM 3aIpocaMm - He MO3/IHee YeM depe3 15 nHel co qHA NOJIydeHMUs;

no 3ampocaMm uwieHoB CoBera @enepanuu, aenyratoB locymapcrBeHHOM Jymbl
(memyTaTckoMy 3arpocy) He nmo3aHee yem yepe3 30 el co THS MOTy4YeHus;

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 HOpydYeHue
(ykazanue).

6.8. B 1ensix CBOEBPEMEHHOIO HCIOJHEHUs JOKYMEHTOB, MOpy4eHu# (yka3aHMi),
MIOCTaBJIEHHBIX HA KOHTPOJIb, paboTHUK OT/ena AeI0NpoU3BOACTBA, OTBETCTBEHHBIN 3a BEACHUE
KOHTPOJISI MCIIOJIHEHHUsS JOKYMEHTOB, IIPOBEPSIET CBOEBPEMEHHOCTb JIOBEACHUS JOKyMEHTa
(mopy4eHust) 10 UCIIOJTHUTEIS.

6.9. Ecnu cpok MCIOJIIHEHUS TOKYMEHTa (TMOpyYeHUs) IPEBbIIAeT OJUH MECHIl, B IeJIX
o0Oecrie4eHHUss  CBOEBPEMEHHOI'O  HCIIOJIHEHUS  JOKYMEHTa  (MOpy4YeHHs]))  MPOBOJIUTCS
IpeBapUTEeNbHbIH KOHTPOJb M HAIIOMMHAHUS UCIOJHUTENISAM O MNpUOIMKEHUH CPOKOB
WCIIOJTHEHHS IOKYMEHTOB (TTOpYYEHUH ).

6.10. ITpenBapuTENbHBIN KOHTPOJIb OCYLIECTBIISIETCS B CIEIYIOIIEM MTOPSIKE:

JIOKYMEHTOB (TIOPYYEHHUI ) TTOCIEIYIONTUX JIET - HE PEKe OJHOTO pasa B TOJ;

JOKYMEHTOB (TOpyUYEHH) MOCIeyIOMUX MECSAIEB TEKYIIEro rojia - He peke OJHOIro
paza B MecsIl;

JOKYMEHTOB (TOpy4YeHHi) TeKylero mecsua - 3a 5 JHEH /40 HCTeYeHus Cpoka
MCIIOJTHEHHUSI.

6.11. HanomMuHaHue MCHOTHUTEISAM O MPUOIMIKEHUH CPOKOB HCIIOJIHEHHS JOKYMEHTOB
(mopy4eHHi) MOKET OCYILIECTBISATHCS B aBTOMAaTUYECKOM pexxumMe rnocpeactsom COJL.

HanomuHaHus WCHOJHUTENSAM, a Takxke HHPoOpManus 00 HCIOJHEHHH JOKYMEHTOB
(mopyueHuii), moaydeHHas oOT wucnonHurener, Qukcupyrorcs B OPK C3OJ] unum wuHBIX
PETUCTPAIIMOHHO-YUYETHBIX (OpPMax, MCHOIb3YEMBIX IS KOHTPOJIS WCHOJIHEHUs JOKYMEHTOB
(mopyuenuii).

6.12. Tlpu HEOOXOOUMOCTH HM3MEHEHHs CpOKa HCIIOJIHEHHs JOKyMEHTa (IOpY4eHHs)
OTBETCTBEHHBII UCIOJIHUTENh 00s3aH MPEACTaBUTh HAa UMSI PYKOBOAMTEIS, IaBIIEro MOpyUYeHue,
o0ocHOBaHME (CITY)KEOHYIO 3alHMCKYy) O MPOJJICHHH CPOKa C yKa3aHWEM MPUYHMH MPOJUICHUS U
JaThl UCTIOJTHEHMUSL.

ObocHOBaHME TPOJICHUSI CPOKA HCIIOJHEHUsS JOKYMEHTa (NMOpY4YEHHUs) JOJDKHO OBITH
HAIpPaBJIEHO COOTBETCTBYIOIIEMY PYKOBOJUTEINO HE MO3HEE, YEM MO0 UCTEUYEHUU JIBYX TPETbUX
CpOKa MCIIOJTHEHHSI JOKYMEHTA (TTOpyUYEeHHS).

O06 Wu3MEHEHHMH CpOKa MHCIOJHEHMsS] JOKyMeHTa (NOpydYeHHus) OTBETCTBEHHBIN
UCTIONHUTENb UHPOopMUpyeT OTAEN 1eN0NpOU3BOJICTBA.
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AHaNIOTUYHBIM 00pa30M MOTYT OBITh BHECEHBI M3MEHEHHUS B COCTAB HCIIOJHUTEICH
JIOKyMeHTa (Topy4deHusi) ¢ 00s13arenbHbIM HHGopMupoBanueM OTaena AeI0npon3BOICTRA.

6.13. JlokymeHT (MOpyYEHHUE) CUMTACTCS HMCIOJHEHHBIM, €CIIM MPHUHATHI pPEHICHUs MO
MOCTaBJICHHBIM BOIPOCAM, MOATOTOBIEHBI COOTBETCTBYIOIIUE JOKYMEHTHI, HalpaBieHa CIIpaBKa
00 MCHOJIHEHMH B COOTBETCTBYIOIIME OpraHbl BJacTH (OpraHU3allMi) WIK JaH OTBET MO
CYIIECTBY 3aMHTEPECOBAHHBIM JIULIAM.

Pemenne 00 wWcmosHEeHWHW MAOKyMEHTa (TOpYdYEHHUs) TPUHUMACT PYKOBOJIUTEIND,
MOCTaBUBIIMK JIOKYMEHT (IIOpy4Y€HHE) Ha KOHTPOJIb, C 00sf3aTeIbHbIM HH(YOPMHUPOBAHUEM
Otaena 1e10Mnpou3BOICTBAa OPraHU3ALUH.

Ha ucnonmaeHHOM JJOKYMEHTE MPOCTABIISAETCS OTMETKA O HalpaBlIeHUH JTOKyMEHTa B JIEJI0
B COOTBETCTBUU C MMyHKTOM 2.51 HACTOSAIICH MHCTPYKIIUU, CBEICHUS 00 MCIIOTHCHUN TOKYMEHTA
(mopyuenusi) BHocsatcss B OPK CDJ[ wunm WHYHO perucTpalMoHHO-YYETHYIO GopMmy,
UCIIOJIb3YEMYIO JUUISl KOHTPOJISL UCIIOJTHEHUSL.

6.14. JlokymeHTBl (IOpy4Y€HHUs), HE CHATHIE C KOHTPOJISA, a TaKXKe JOKYMEHTHI
(mopyueHust), CpOK UCHOJHEHHUSI KOTOPBIX HE MPOUICH, CYUTAIOTCS HEUCIIOJTHEHHBIMHU.

6.15. Otaen nenonpou3BOJCTBA aHAIM3UPYET COCTOSHUE W PE3yJabTaThl HCIOJIHEHUS
JIOKYMEHTOB (MIOPYUYEHU ) U COCTOSTHUE UCTIOTHUTEIHCKON JUCIUTUTHHBI:

B TOpSIKE MPEABAPUTEIHHOTO KOHTPOJIS HAMpPaBIsSeT B CTPYKTYPHBIE MOAPA3/ICICHUS
HAallOMUHAHUA O JOKYMEHTAaX, CPOKH MCIOJHEHUsS KOTOPBIX HCTEKaroT (3a 3 - 5 nmHel 1o
OKOHYAHUS CPOKa UCTIOTHEHHS IOKYMEHTA);

pa3 B MecsAll WU TO OKOHYAHUHM TO0Ja PEKTOPY, MNPOPEKTOpaM U PYKOBOJIUTEISM
CTPYKTYPHBIX MOJpa3AeNeHUI HallpaBiseT OTYEThl O KOJIMUYECTBE IOKYMEHTOB, HCIIOJIHEHHBIX B
CPOK, HCIIOJIHEHHBIX C MPOJJICHHEM CpPOKa HCIIOTHEHUS, HE HCIOJHEHHBIX, HaXOAIIUXCS Ha
ucnioniennn no PI'bOY BO Actpaxanckuit I'MY MunsapaBa Poccun B menom, 1o
CTPYKTYPHBIM MOJIpa3IeJICHUsIM U, TP HEOOXOJITUMOCTH, - 110 OTIETBLHBIM UCIIOJHUTEIISIM.

VII. Opranu3anusi padoThl HCIOJHUTEJIA C JOKYMEHTAMHU

7.1. UcnonHurens MoiayvyaeT JOKYMEHThl HAa MCIOJHEHHUE B JIEHb UX PACCMOTPEHUS WU
Ha cienylomuil pabounii JeHb B COOTBETCTBHM C PE30JIIOLUAMHU pykoBoauTenei. CpouHble
JIOKYMEHTBI N1€PEeIat0TCsl UCTIONHUTENI0 HE3aMeIJTUTENBHO.

7.2. JIOKyMEHTBI, INOCTyNAKOUIME B CTPYKTYPHOE IOAPA3JEICHUE C PE30THOLUAMU
pekropa (IpopekTopa), NEepeNaloTcs pPYKOBOAMTENIO MojpasfieneHus. Ecimu  JI0KyMeHT,
NOCTYNUBIIMKA Ha HUCIOJHEHHWE B MOJpa3/ieIeHue, HEe HMeEeT OTHOIICHHS K KOMIIeTeHLIUU
NoJipa3/iesieHusl, pyKOBOJUTENb MOAPA3JEICHNUs B TOT € JIEHb WM Ha CIeAYILUi padouuit
JIeHb BO3BpaiaeTr ero B OTaen Jelonpou3BOJCTBa JIsl PELIESHUsT BOIpoca O MepeHarpaBlIeHun
€ro Ha UCIIOJIHEHHUE B Pyroe noJpasjiesieHue (ApyroMmy UCIOTHUTEIO).

7.3. UcnionHeHne JOKyMEHTa peayCcMaTpUBaeT:

cOop 1 aHanu3 HeoOXOAUMOM HH(pOpMaLUH;

MOATOTOBKY MPOEKTA IOKYMEHTA U €ro 0(hopMIIEHHE;

COIJIACOBAaHUE MPOEKTA TOKYMEHTA C 3aUHTEPECOBAHHBIMU JIUIIAMU;

NopaboOTKy MpPOEKTa AOKYMEHTa M0 3aMEUYaHUsM, MOJyYEeHHBIM B XOJI€ COTJIacOBaHUS U,
IpU HEOOXOIUMOCTH, - IIOBTOPHOE COTJIaCOBaHHE);

MOATOTOBKY CHUCKa (yKa3arenisl) pacChUIKM JOKYMEHTa, €CJIH JIOKYMEHT aJpecoBaH
rpyIiIe OpraHu3aluii;

Ipe/iCTaBJIeHHE TPOEKTa JOKYMEHTa Ha MOANKCH (YTBEPK/IEHNE) PYKOBOJICTBY;

MOJITOTOBKY JIOKYMEHTA K OTIIPAaBKe U Mepeavy KOMUM JTOKYMEHTa B JIeNI0 (BBIIOIHIETCS
OTaenoM aenonpon3BO/ICTBA).

7.4. Tlpu HampaBiCHWU JOKYMEHTa HECKOJbKMM HCIOJIHMUTENISM OTBETCTBEHHBIM 3a
MOJIFOTOBKY MPOEKTa JOKYMEHTA SIBJISIETCSI UCTIOIHUTENb, YKa3aHHBIN B PE30JIIOLIMU MTEPBBIM WU
0003HauEHHBIH B PE30JIIOIIMH KaK OTBETCTBEHHBIN HCIIOTHUTEb.

7.5. OTBETCTBEHHBI WCIIOJIHUTENh HMMEET TPaBO JaBaTh IOPYYCHHS OCTaJIbHBIM
UCTIOJIHUTEIISIM, MTPOBOUTH paboune COBEIaHMs Ui BhIpaOOTKM COBMECTHOTO pereHus. Bce
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VICIIOJIHUTEIIN B PaBHOW CTENEHU OTBETCTBEHHBI 32 CBOEBPEMEHHOE 1 KAUECTBEHHOE UCIIOJIHEHUE
MOPYYEHUSI U NPEICTaBICHHE OTBETCTBEHHOMY MCIIOJIHMTEII0 B YCTAHOBJICHHBIE MM CPOKHU
HEOOXOJUMBIX MaTepUaioB (IIPOEKTOB JOKYMEHTOB, CIpPaBOK). McrogHUTENN HE MMEIOT IMpaBa
IPEICTaBIATh  IPOEKTbl JOKYMEHTOB PYKOBOAMTENIIO, JaBLIEMYy IOPYYE€HHE, MUHYS
OTBETCTBEHHOI'O UCTIOJIHUTEIIS.

7.6. B cinydae oTcyTCTBUS UCIIONHUTENS (KOMaHIMPOBKA, OTIIYCK, 00JI€3Hb) JOKYMEHT I10
YKa3aHUIO PYKOBOIUTENS OApa3esIeHUs IEPENAETCS IPYTOMY UCIIOIHUTENIO.

7.7. Ilpu yBOJBHEHMM WJIM IEpexo/ie Ha APYroi ydyacTOK paOOThl COTPYIHHUK 00s3aH
cAaTh JOKYMEHTBl M Ji€Jla PYKOBOIMUTENIO IMOJAPA3ACICHUS WM IO €ro YKa3aHUI BHOBb
Ha3HAYEHHOMY COTPYJIHMKY (B cllyuyae HEOOXOIUMOCTH, - IO aKTy NpHUeMa-Iiepeayn, B KOTOPOM
YKa3bIBAIOTCA BHJBI J€N (3arojIOBKU JI€1) MU MX KOJMYECTBO M KOTOPBIM IOJIUCHIBAETCS
pabOTHUKOM, EPEAABIINM JOKYMEHTHI, U pAOOTHUKOM, IIPUHSBIINAM JTOKYMEHTHI).

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

[IpoekT AOKyMEHTa CO BCEMH HEOOXOAMMBIMU MPUJIIOKCHUAMH, HAleYaTaHHBIA |
O(OpPMIICHHBI B COOTBETCTBUM C IIPAaBUJIAMM, YCTaHOBJIEHHbIMH B pasjene 3 HacToslleH
MHCTPYKLMH, UCIIOJHUTEIb COTJIaCOBBIBAET C 3aMHTEPECOBAHHBIMU MOAPA3/ICICHUSIMU U JINLAMU
U, IP1 HEOOXOAUMOCTH, C APYTUMH OPraHU3ALUAMH.

JIOKyMEHTBI, TIpeHa3HAaYeHHBIC JUIsI OTIPaBKH, odopmisitoTces Ha Omanke ®I'BOY BO
Actpaxanckuii MY Munsapasa Poccun ycranoBiaeHHOU ¢opMbl. [l OTIIpaBKU JOKYMEHTOB,
HE UMEIOIINX a/IpECHON YaCTH, COCTABIISIETCS COMPOBOAUTEIBHOE TUCHMO.

Ha noxymeHT, paccbuiaemblii 60siee 4eM B YeThIpe ajipeca, UCTIOIIHUTENb TOTOBUT CIIMCOK
pPAacChUIKH, OMNpeAenseT KOJIMYECTBO OJK3EMIUIIPOB JOKYMEHTa U IIOCJIE€ perucTpanuu
o0ecreynBaeT U3roTOBJICHUE HEOOX0IMMOI0 KOJIMYECTBA KOIUI.

7.9. Hcnomnutenb (OTBETCTBEHHBIM  HUCIOJIHUTENb) OPraHU3yeT  COIJIACOBAHUE
(BU3MpOBaHHE) NPOEKTa JOKYMEHTa CO BCEMM 3aMHTEPECOBAHHBIMM JIMLAMH U IPOBOJIUT
JTOpabOTKy IMPOEKTa IO 3aMEYaHHUSIM B COOTBETCTBUU C myHKTamMu 4.1 - 4.11 Hacrosmien
MHCTPYKLUU.

[Ipyn Hamuuuu OGOJBLIOrO KOJIMYECTBA 3aMEYaHWM 10 MpeACTaBlIeHUs A0pabOTaHHOIO
IIPOEKTa JOKYMEHTa Ha IOJAIUCh PEKTOPY MWCIOJHUATEIb TOTOBUT CBOAKY 3aMEYaHUi
(mpeasio’keHuit), B KOTOPOM yKa3bIBaeTCs: CO/Iep KaHKUe 3aMedaHus (MPeasIoKeHNs ), JOHKHOCTb,
damunus nMUa, AaBLIET0 3aMeyaHue, MPUHATO WM OTKJIOHEHO 3aMeyaHHue (€clu 3aMedaHue
OTKJIOHEHO, - IPUYHUHY OTKJIOHEHHS).

7.10. ITocae nopabOTKK U MOBTOPHOI'O BU3MPOBAHUS (COIJIACOBAHUS) MPOEKT JOKYMEHTA
nepegaeTcss Ha mnoanucaHue (yreBepxkiaeHue). Jlo mpeactraBieHHs Ha IMOANKUCH HCIOIHUTEh
IpoBepsieT NPaBUIBHOCTh OGOPMIIEHHUS JOKYMEHTa, IMpaBHIBHOCTH O(OpMIIeHHs ajpecara,
HaJMyue HeoOXOJUMBIX BU3, MPUIOKEHHUM, MpU HEOOXOIUMOCTU - CIPABOK, MOSICHUTEIbHBIX
3allMCOK, PA3bACHSIOMIMX COJEpKaHUE MOJrOTOBICHHBIX [OKYMEHTOB, JHcTa (yKa3arelns)
PacChUIKH.

7.11. TlognucaHHBI JOKYMEHT IiepefaeT s pPEerucTpaldd W OTHPAaBKH H/MUIH
BKJIIOUEHUS B JIEJIO.

B cooTBercTBMM ¢ HOMEHKJIATYpOH J€l COTPYIHUK OTAENa JAEIONPOU3BOJACTBA
ornpezenseT UHAEKC Jiea, B KOTOPOE JOJKEH ObITh BKIIIOUYEH JOKYMEHT.

7.12. B Xo0/1e UCTIOJTHEHMSI TOKYMEHTA UCIIOJIHUTENb UMEET IIPABO IpelaraTb N3MEHEHNE
CpPOKa HCIIOJHEHMs, €CIM OTCYTCTBYIOT peajibHble€ YCJIOBHMSI HCIOJHEHHUS JOKYMEHTa
(mopyueHwust), JenaTh IOMETKM Ha JOKYMEHTE O BpPEMEHM €ro IMOCTYyIJIeHHsA, O JaTax
IIPOMEXKYTOUYHOTO KOHTpPOJISI, Tene(OHHBIX W MHUCbMEHHBIX 3ampocax, O JaTe M pe3yJjbTaTe
OKOHYATEJILHOTO CTIOJHEHHUS.

7.13. VMcrionHUTENh HE MMEET IIpaBa pasrilaliaTh COJAEP)KAHHME IOCTYNHBIIMX K HEMY
JIOKYMEHTOB U TIOATOTOBJICHHBIX INPOEKTOB CIYXEOHBIX JOKYMEHTOB, C HMUMH MOTYT OBITbH
03HAKOMJIEHBI TOJIBKO JIMIIA, UMEIOLUE OTHOILIEHUE K UX UCTIOTHEHHUIO.
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VIII. ®opMupoBaHHie J10KYMEHTAJILHOIO (JoHAa OPpraHu3aluu

8.1. OnepartuBHOE XpaHEHHE JOKYMEHTOB OpraHU3alluy 10 MEepeAayu UX Ha XpaHEHUE B
apXMB WIA YHUUYTOXKEHUE OCYILIECTBISAECTCA B CTPYKTYPHBIX NIOJIPA3/IEICHUAX Y HUBEPCUTETA.

8.2. B mensx xpaHeHus, MOMCKa U UCTIOIb30BaHUS JTOKYMEHTH Ha OyMa)XHOM HOCHUTENE U
3IEKTPOHHBIE JOKYMEHTHI (DOPMHUPYIOTCS B JIea B COOTBETCTBUU C HOMEHKJIATYypPOM JIelI.

Homenknarypa nen 3akperuisieT Kiaccu(uKkanuio (TPYNIUPOBKY) HMCIOJHEHHBIX
JOKYMEHTOB B Jenia (JIEKTPOHHBIE Jeja), CUCTeMaTHU3allMi0 U HMHAEKCALHUIO I, CPOKH HX
XPaHEHUS U SABISETCA OCHOBHBIM YYETHBIM JJOKYMEHTOM.

Homenkiatypa pnen siBisercs OCHOBOW JJIE COCTaBIICHHSI ONUCEH JIeJ IOCTOSIHHOTO,
BpeMEHHbIX (cBbllIe 10 JIeT) CPOKOB XpaHEHHUS U I10 JIMYHOMY COCTaBY, aKTOB O BBIJICJIEHUU K
YHUYTOXKEHHUIO JOKYMEHTOB C MCTEKIIMMHM CPOKaMM XPaHEHMUS, a TakkKe UId ydera el
BpeMeHHBIX (710 10 JieT BKIIOYUTENIBHO) CPOKOB XPAHEHUS.

8.3. HomenknaTtypa aen YHUBEpCUTETa COCTAaBJISETCS HA OCHOBE HM3Yy4YEHHs COCTaBa U
COJCpKAHUS JIOKYMEHTOB, OOpa3yIOIIMXCsI B JACATEIbHOCTH YHHBEPCHTETa, BKIIOYAs
JIOKYMEHTBI, TOCTYMAKIINE U3 APYTUX OPraHU3aLUM.

8.4. B HOMEHKIAaTypy Jdesl BKIIOYAKOTCS BCE MOKYMEHTBI, OTPAXKAIOLIUE JACSITEIbHOCTh
CTPYKTYPHBIX MOJPA3LCIICHUN OpraHu3ald M IIOCTOSHHO WIH BPEMEHHO JCHCTBYIOIIMX OpraHOB
(xomuccuit, COBETOB, KOMUTETOB), B TOM YHUCII€ JOKYMEHTBI OIPaHUUYEHHOTO JIOCTYIIa, pErHCTpalluOHHbIE
¥ yYETHBIE KYPHAIbl ¥ KapTOTEKH, B HEOOXOAUMBIX CIydasX - KOIMH JOKYMEHTOB’. J[OKYMEHTHI,
CO3/IaHHBIE B DIIEKTPOHHOW (popme, BKIIIOYAIOTCS B HOMEHKJIATYpPY Jed MO TeM Ke TpaBWiIaM, 4TO U
JOKYMEHTBI Ha OYMa)KHOM HOCHTEJIE.

He BxiTt09aroTCsi B HOMEHKIIATYPY A€ MepUOINIECKIe U3JaHNsl, KHUTH, OpOIIIOPHI.

8.5. HomeHnknaTypa nen cocTaBisieTcsl OTACIOM JAEIONPOU3BOJACTBA HA OCHOBAHUM HOMEHKJIATYP
JIeJT CTPYKTYPHBIX TOJIpa3AeicHuid 1o ¢hopMme, ycTaHoBIIeHHOM [IpaBuiamMu XpaHeHMsI, KOMIUICKTOBaHUS,
yueTa W UCIOJBb30BaHHs JOKYMEHTOB ApxuBHOTO (QoHma Poccuiickoit depepanuy u Jpyrux apXUBHBIX
JIOKYMEHTOB B OpPraHax roCyJapCTBEHHOM BIIACTH, OpPraHaX MECTHOIO CaMOYIIPABJIEHHMS, OPraHU3alHaX’
(manee - [IpaBuna xpaHeHus).

CBOIIHaH HOMCHKJIaTypa OCJ COCTAaBJIICTCA B IIOCIICAHEM KBapTajl€ TCKYHICTO IoJa Ha
MPEACTOAMN KaJCHAAPHBIM ro.

8.6. Homenkiatypa pen VYHuBepcuTeTa MOAMNMCHIBAETCS HAYAJIbHUKOM OTJElNa
JIeNIOTIPOU3BOICTBA, BU3UPYETCS PYKOBOAMUTENEM apXuBa (JIMIIOM, OTBETCTBEHHBIM 3a apXHB),
COTJIACOBBIBAETCSI C LEHTPaJbHOW OSKCIEPTHOM KOMHCCHEH (PKCHEpTHOM KomHccHuel)
OpraHu3alyu U, €ClIU OPraHu3alus sABJIAETCS UCTOYHUKOM KOMIIJIEKTOBAHUS IOCYJapCTBEHHOIO
WIM MYHULUIIAJIBHOTO apxXuBa, OAMH pa3 B S5 JIET MPEJICTaBIsACTCI Ha COTJIAaCOBaHUE
COOTBETCTBYIOIICH  DKCHEPTHO-IIPOBEPOYHOM  KOMHUCCUU  YIIOJHOMOYEHHOIO  OpraHa
WCIIOJTHUTENIbHON BIacTu cyonekTa Poccuiickoit denepaiinu B 00J1aCTU apXUBHOTO Jiena (faee -
OIIK apxXMBHOrO YyUYpeXIEHHs) WIM TOCYAAPCTBEHHOro (MYHHIMIIQIBHOTO) apXuBa B
COOTBETCTBUM C IIPEAOCTABICHHBIMH €MY IIOJJHOMOYMSMH B IIOPSJAKE, YCTaHOBJIECHHOM
IIpaBunamu xpaHeHus.

Homenxknarypa nen, cornacoBanHas OIIK apXxuBHOTo yupexaeHHs WIH TOCYIapCTBEHHBIM
(MyHMLIMTIAIIBHBIM) apXUBOM B COOTBETCTBUU C IPEAOCTABICHHBIMH €MY IOJIHOMOYHUSMH,
YTBEPKIAETCS PEKTOPOM YHUBEPCHUTETA U BBOAUTCS B JIEUCTBHUE C 1-ro stHBaps MPEACTOSIIErO
KaJICHIapHOT'0 rojia.

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

B cnyyae wusMeHeHuss GyHKOUH UM CTPYKTYphl OpraHH3alMd HOMEHKJIAaTypa Jejl
COCTABJISIETCS, COTVIACOBBIBACTCS U YTBEPKAACTCS 3aHOBO.

2 KOnMH JOKYMEHTOB BKJIIOYAIOTCS B HOMEHKIATYDY JIe)l, €CJIM KONHs - €AMHCTBEHHbIH K3eMIUIIp JIOKYMEHTa B YHHBEPCHTETE, &
TaKXkKe, eCIIM KOIIMH HEOOXOMMBI [T OPTaHHU3aIMH AeATEIbHOCTH CTPYKTYPHBIX TTOAPa3/ieIeHNi Y HUBEpCHTETA.

3 Mpunoxenue Ne 25 k [Ipauiam XpaHeHus!, KOMILIEKTOBAHHS, Y4eTa U HCTIONb30BaHUs JOKYMEHTOB ApxuBHOTro (onaa Poccuiickoit
Denepanin M JPYTUX apXUBHBIX JIOKYMEHTOB B OpraHaxX roCyJapCTBEHHOH BJIACTH, OpPraHax MECTHOIO CaMOYNpAaBJIEHHMs, OpraHM3aLHsX,
YTBEPKIEHHBIM NIPUKa3oM MuHucTepcTBa KyabTypsl Poccuiickoit ®deneparun ot 31.03.2015 N 526
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8.8. CornacoBanHas c¢ coorBercTBytomeil OIIK apXxuBHOro yupexiaeHus WU
rOCyJapCTBEHHBIM (MYHHMIMIIAIBHBIM) apXMBOM B COOTBETCTBUU C IPEJOCTaBIECHHBIMU €MY
NOJTHOMOYHMSMH HOMEHKJIaTypa el B KOHIIE KaKJOro roja YTOYHSETCS, IeperneyarbiBaceTcs,
YTBEP)KJIAEeTCs PYKOBOJIUTENIEM OPraHU3aluU U BBOAUTCS B JielicTBUE ¢ | sTHBaps MPEACTOSILEro
KaJIEHIapHOTO roJia.

8.9. IlepBblii AK3EMIUISIP YTBEPKICHHOW HOMEHKJIATYPBI €Nl SABJISETCS JTOKYMEHTOM
IOCTOSIHHOTO ~ XpaHEHWsT M BKJIIOYAeTCS B HOMEHKJIATypy Jden B pasgen Oraena
JIeJIONPOU3BOICTBA, BTOPOIl - Mcnosb3yeTca OTAeI0M 1eI0NpOU3BOJICTBA B KaUeCTBE pabovero
IK3EMIUIApa, TPETUH - MEepeaaeTcss B apXWB YHUBEPCUTETAa B Ka4eCTBE YUYETHOTO JIOKYMEHTA,
3JIEKTPOHHAs KOIUSI HOMEHKJIATYphI JIeJl Y HUBEPCUTETA, YTBEP KIEHHON PEKTOPOM, MeperaeTcs
B IOCY/IapCTBEHHbIN (MyHULUIIAIBHBII) apXUB.

B noppasgenenus YHuBepcuTeTa HOMEHKIaTypa JAenl  pacceiiaercs  Oraenom
JIeTIOTIPOU3BOJICTBA B BUE KOIMHUI COOTBETCTBYIOIIMX Pa3JesiOB HA OYMa>KHOM HOCHTENE WIH B
3JIEKTPOHHOMU (opMe.

8.10. HomenknaTypa 1€l CTPYKTYpHOTO TOJpa3/eleHUs COCTaBISETCI B KaXIOM
HOJpa3/ieIecHU  YHUBEpCUTETa pPaOOTHUKOM, OTBETCTBEHHBIM 3a  JIEJIONPOMU3BOJCTBO
NOJpPA3/IeICHUs,  TOANMKCHIBACTCS  PYKOBOJHWTEIEM  CTPYKTYpHOTO  IOApa3ieieHHus U
npezcrasisiercsa B OTesn 1enonponu3BocTBa.

HomeHnknatypa el CTPYKTYpPHOTO TOJpPA3JENCHUS COCTaBIsieTcs 1O  (opme,
ycTaHOBJIeHHOH [TpaBuiamMu XpaHeHus”,

BHOBB CcO3/1aHHOE WM PEOPraHM30BAHHOE TOpA3/elieHHE TODKHO B MECSYHBIH CPOK
pa3paboTaTh HOMEHKJIATYpy 1€l ¥ MpeICTaBUTh ee B OTAeN 1elI0npon3BOJICTRA.

8.12. Bce 3aronoBku Jied, BKIIOYEHHbIE B HOMEHKIATYpY J€JI CTPYKTYpHOTO
HoJpa3siesieHusi, MHJIeKcupytoTesa. MHaeke nena ykaspiBaercss B rpade 1 HOMEHKIATyphl el U
COCTOUT W3 WHJEKCAa CTPYKTYPHOTO TOApa3JesieHus (KoJa IMoApa3fesieHus B COOTBETCTBHUU C
YTBEP)KJCHHOH  CTPYKTYpoll ~ YHUBepcuTeTa  MIM  KJIacCU(UKATOPOM  CTPYKTYPHBIX
MOJpa3/IeNIeHUil) U TOPSIKOBOTO HOMEpa Jiela B paszeliec HOMEHKJIATYphl Aen. MHaekcsl aen
ob6o3HavaroTcs apadbckumu rudpamu. Hammpumep: 01-05, rae:

01 - koA CTPYKTYPHOTO MOAPA3ACIICHHUS;

05 - mopsIIKOBBIN HOMED Jieia B pa3ziesie HOMEHKIIATyphI Jell.

Jlena 1O BompocaM, Hepa3pemieHHbIM B TEYEHHWE OJHOT0 TO0Ja, SBISIOTCS
«MePEeXOAIMMU» U BHOCATCS B HOMEHKJIATYpY /€] CIEIYIOLIEro roja ¢ TeM K€ HHJIEKCOM.
Pexomentyercsi cCOXpaHsITh B HOMEHKIIATYpE JIENI OJMHAKOBBIE MHJIEKCHI IS OJTHOPOTHBIX JIEI,
BKJIIOYEHHBIX B pa3HbI€ pa3/ielibl.

Ecmu B TeueHwe roma B JAEATENBHOCTH YHHUBEPCUTETa OOpPa3yrOTCS JOKYMEHTHI, HE
IPeIyCMOTPEHHBIE HOMEHKJIATYpOH JIeJl, 3ar0JIOBKH HOBBIX /1€ JOMOJHUTENBHO BKIIIOYAIOTCS B
HOMEHKJIATYypy Jiesl. B KaXIoM pasjiene HOMEHKIATypbl el JUIsl BHOBb 3aBOAMMBIX €T
IpeaycMaTpUBarOTCs pe3epBHbBIE HOMEPA.

8.13. 3aromnoBok nena (rpada 2 HOMEHKJIATYpHI /i) OJDKEH B 0000IIeHHOU ¢opme
OTpa’kaThb OCHOBHOE COJIepKaHUE U COCTaB JJOKYMEHTOB jena. He nomyckaercs ynorpebieHue B
3aroJIOBKe Jieja HEKOHKPETHBIX (OPMYIUPOBOK («pa3Hble MaTEpUAJIbl», «00IIas MepenucKa), a
TaKXe BBOJHBIX CJIOB U CJIOXHBIX CHHTAKCHYECKMX 000pPOTOB. 3arojOBKH JIEJI MOTYT YTOUHSTHCS
B TE€YEHUE Tofia B npoiiecce GOpMUPOBAHUS U OPOPMIIEHHUS JElI.

3aroJoBOK JieNa JOJDKEH COCTOATh M3 3JEMEHTOB, paclojaraeMbX B clexyroleit
MOCIIe0BATEIbHOCTH:

a) Ha3BaHUE BUJA jiefa (TepenucKa, sKypHall, 1eJ0) WK BUAa JOKYMEHTOB, BKIIOUEHHBIX
B €710 (ITPOTOKOJIbI, TPUKA3bI);

0) HauMEHOBaHHWE YHHMBEpPCHUTETa, CTPYKTYPHOTO IOJpAa3/eiCHUs, MOCTOSHHO
JENCTBYIOIIEr0 WM BPEMEHHOTO OpraHa, JOJKHOCTHOTO JIUIA, CO3aBIINX JOKYMEHT(bI);

B) HAaMMEHOBaHHE KOPPECIIOHIEHTa (OpraHu3aluy, JUIa, KOTOPOMY aJpeCcOBaHbl WA OT

* Ipunoxenne N 26 x [IpaBunam XpaHeHHs

44


consultantplus://offline/ref=62124D651860675EE6257BA8F7BBF93A63114406609A51A91742C7FA81BC00CBA5FA7CCDE3AE70A0F09AC4D2CB545ED7259A73E3576AFA3CbEI4F
consultantplus://offline/ref=62124D651860675EE6257BA8F7BBF93A63114406609A51A91742C7FA81BC00CBA5FA7CCDE3AF72A4F39AC4D2CB545ED7259A73E3576AFA3CbEI4F
consultantplus://offline/ref=62124D651860675EE6257BA8F7BBF93A63114406609A51A91742C7FA81BC00CBA5FA7CCDE3AF72A4F29AC4D2CB545ED7259A73E3576AFA3CbEI4F
consultantplus://offline/ref=62124D651860675EE6257BA8F7BBF93A63114406609A51A91742C7FA81BC00CBA5FA7CCDE3AF72A5F79AC4D2CB545ED7259A73E3576AFA3CbEI4F

KOTOPOTO MOJIY4YEHbI IOKYMEHTHI);

I') KpaTKoe CO/IepKaHUe JOKYMEHTOB JIeN1a;

J1) Ha3BaHHWE MECTHOCTH (TEPPUTOPHH), C KOTOPOH CBSI3aHO COJEPKAHHE JTOKYMEHTOB
Jena;

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

) yKa3aHHMEe Ha KOIUIHOCTh JJOKYMEHTOB JIeJia.

8.14. Tlopsok pacronoKeHUs 3aroJIOBKOB eI BHYTPU Pa3zeiioB HOMEHKJIATYPHI eI
OINPEAECIIAETCS CTENEHBIO BA)KHOCTH JOKYMEHTOB, BKJIIOYECHHBIX B JI€JIA.

B Hauane pasgena pacrnosiararoTcsi 3arojOBKH 1€, COAEpXKAIlUX YUYpPEAUTEIbHBIE,
OpPraHM3alMOHHO-TIPABOBBIE U  PACHOPSAMTEIbHBIE JOKYMEHTBI, 3aT€M 3arojoBKH €I,
COJepKAINX TIAHOBBIE, OTYETHBIC, MH(POPMALIMOHHO-AHATUTHYECKNE IOKYMEHTHI, JTOKYMEHTHI,
OTpaXkaroIKE ACATEIbHOCTD NOAPA3ACICHUs, IEPENNCKY, B KOHIIE pas3zeia - PETUCTPALMOHHbIE
Y YUYETHBIE J)KYPHAJIbl, KAPTOTEKU, Oa3bl JaHHBIX.

3aroJoBKM i, COCTaBJIEHHBIX 110 KOPPECHOHIEHTCKOMY U TIeorpaguueckomy
OpU3HAKaM, BHOCSATCS B HOMEHKIATypy Jel 1o andaBUTy KOPPECIOHIEHTOB WU
reorpaMuecKux Ha3BaHU.

B 3aronoBkax pnen, copepiKalux JOKYMEHTHI IO OJJHOMY BOINIPOCY, HO HE CBSI3aHHBIX
II0CJIEI0BATEIbHOCTBIO PEIIEHHs] BOIIPOCa, B KayecTBE BUJA JieNa YNOTpeOseTcss TEepMUH
«JIOKyMEHTBI», @ B KOHII€ 3arojIoBKa B CKOOKaX YKa3bIBAaIOTCS Ha3BaHMs BUAOB JOKYMEHTOB,
HaunOoJiee MpeICTaBIeHHbIX B Jiele:

«J1oKyMEHTBI 0 IPOBEACHUH COBEIIAHUN U CEMHHAPOB (IIPOIPaMMbl, CIIUCKH, JOKIIAIbI)».

TepMuUH «IOKYMEHTBI» TIPUMEHSETCS TaKXe B 3arojloBKax JeJl, COJEprKalux
JOKYMEHTBI-IIPWIOKEHU K KaKOMY-TMOO JOKYMEHTY (BHJbl JOKYMEHTOB-IPUJIOKEHUN HE
HEePEUUCIISIIOTCSA):

«/loxyMeHTBI Kk IpoTOKONIaM 3acenannii Hayqnoro coseray;

«I[IpoTokounbl coBelmaHuil IpU PEKTOPE U JOKYMEHTBI K HUM.

B 3aronoBkax nen, nmpeiHa3HauYEHHBIX /IS TPYNIUPOBKU OJHOTUIIHBIX JIOKYMEHTOB, 3Ta
rpynna JOKyMEHTOB yKa3bIBa€TCsI BO MHOKECTBEHHOM UUCIIE:

«IIpoTOKOIIBI 3aceIaHN KOMUCCUU.

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

«Ileperucka ¢ o00pa3oBaTeNbHBIMH YUPEXKJIEHUSAMH O TOBBIIIECHUN KBaJU(UKAUH
pabOTHUKOBY.

B 3aronoBkax nen, coaep)KallMX IEPENUCKY € OAHOPOJHBIMU KOPPECIIOHICHTAMH,
NOCJIeIHME HE Ha3bIBAOTCS, a YKA3bIBAETCS MX BU0OBOE Ha3BaHUE:!

«Ilepenucka ¢ ¢denepaJbHBIMU OpraHaMH MCHOJIHMTEIBHON BIIACTH O 3aKJIIOYEHUU U
MCIIOJTHEHUH T'OCYAAPCTBEHHBIX KOHTPAKTOBY.

B 3arosoBkax gen, coiepXkalluX MEPENuCKy C pa3HOPOAHBIMU KOPPECIIOHICHTAMH,
MOCJIEIHUE HE TIEPEUHCIIAIOTCS:

"Ilepenucka O 3aKJIFOUEHUH U UCIIOJIHEHUH T'OCYJapCTBEHHBIX KOHTPAKTOB" .

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

«IlTepencka ¢ [TAO «PocTenexkom» 0 IpeIOCTaBIECHNUN YCIYT CBSI3H.

IIpu o0Oo3HaueHUH B 3arojioBKax Jell aJAMUHUCTPATUBHO-TEPPUTOPHAIBHBIX EIHHHUIL
YUUTBIBAeTCS Cieaylouiee:

€CIIn COACpXaHWe Jejla KacaeTcs HECKOJbKMX OJHOPOJHBIX aJMUHHCTPATHBHO-
TEPPUTOPUAIBHBIX €IMHUI], B 3aroJIOBKE JIeJla HE YKa3bIBAIOTCA WX KOHKPETHbIE HA3BaHHUS, a
yKa3bIBa€TCs UX 00Ilee BUI0OBOE Ha3BaHUE:!

«[lepenucka ¢ MEMUIMHCKUMHU YUPEKICHUSIMHU TOpoaa ACTpaxaHu».

€CJIN COJIEp’KaHue JIea KacaeTcsl OAHOM aJIMUHHUCTPAaTUBHO-TEPPUTOPUAIIBHON €IMHULIBI
(HaceleHHOro MyHKTa), ee (€ro) Ha3BaHUE YKa3bIBaeTCs B 3arojIOBKE Jena:

«Ilepermucka ¢ Anekcanapo-MapuuHCKOW OOJIACTHOM KIMHUYECKOW OONbHUIEH O
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COBMECTHOH ACSITEIBHOCTI.

B 3aronoBkax gen, coaepKaliyx MIaHOBYIO UM OTYETHYIO JOKYMEHTAIUIO, YKa3bIBaeTCs
nepuo (Mecsl, KBapTal, Toj) Ha (3a) KOTOPBIA COCTaBJICHBI IJIaHbI (OTYETHI):

«OT4YeThl CTPYKTYPHBIX NoapazaencHuii 3a 2019 roay;

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

ITpu dopmupoBanum nena U3 HECKOJIBKMX TOMOB (YacTei), KpoMe OOIIEro 3aroyioBKa
Jena Mpu HEOoOXOAMMOCTH COCTaBIISIIOTCS 3arojIOBKM KaXKJIOTO ToMa (YacTH), YTOYHSIOIINE
cojiepaHue TOMOB (4acTel) jena.

3aroyioBKU JIeJI MOTYT YTOUHSTHCS B Ipoliecce hopMupoBaHus U 0OpMIICHHS JIEI.

8.15. I'padha 3 «KonmuecTBO Nem» 3aMONHIETCS M0 OKOHYaHWH KaleHaapHoro roga. [1o
JOCTHKEHUH JI€JI0M, BKIIIOYAIOUINM JIOKYMEHTbI BpeMEHHbIX (cBbiie 10 J1eT) ¥ MOCTOSIHHOTO
CPOKOB XpaHeHHs, o0bema B 250 JINCTOB, TOM 3aKpBIBACTCSI U OTKPBIBAECTCS HOBBIM ToM. B rpade
3 HOMEHKJATyphl JeNl MOCJeAOBAaTEIbHO YKAa3bIBAIOTCS HOMEpa TOMOB U KpaHUE JaThbl
JIOKYMEHTOB KaX/I0r0 TOMa:

T. 1. 11.01.2017 -
30.06.2017

DNeKTpOHHBIE JeNla Ha ToMa (4acTu) He paslenstoTcs. Bce snekTpoHHbIE JOKYMEHTHI,
HE3aBHCHUMO OT UX 00beMa, BKIIIOYAIOTCS B OJHO 3JIEKTPOHHOE JIETIO.

8.16. B rpade 4 «Cpox xpaneHus u N cTaThu MO TMEPEUYHIO» YKa3bIBAIOTCS CPOKHU
XpaHEHUs JIeJ1 U HOMEpa cTaTeil M0 TUIOBOMY WJIM BEJOMCTBEHHOMY INEPEYHIO JOKYMEHTOB C
yKa3aHUEeM CPOKOB XpaHeHUs, (elepallbHOMY 3aKOHY MU MHOMY HOPMAaTHBHOMY IMPaBOBOMY
aKTy.

8.17. B rpade 5 «lIpuMeuanue» NPOCTABIAIOTCA OTMETKH O 3aBEACHUU JCI
(«3aBeneno»), o nepexoasamux Aenax (Hanpumep, «Ilepexomsmiee ¢ 2016 rona»), 0 BeIICICHUN
Jel K YHHUUYTOXKEHHIO, O JHUIaX, OTBETCTBEHHBIX 3a (OpMHUpOBAHME Jell, O Tepenade el B
JPYTYIO OpraHU3aUIo 1JIs TPOJOKEHHUS.

Ecnu neno ¢opmupyercs B MHQOPMAIMOHHOW CHCTEME M BKIIIOYAET 3JIEKTPOHHBIE
JOKyMEeHTHI, B rpade «lIpumeuanue» oTmeudaercs, 4TO JI€JI0 BEAETCS B JIEKTPOHHOM BHUJE C
yKa3aHHeM HauMEHOBaHUS HH()OPMAIIMOHHOW CUCTEMBI:

«Onexrponnbie JokyMeHThl. COJl «Kanuemspusi», bl «CnyxeOHbIe 3aITUCKN».

8.18. Ilo 3aBeplIeHHH AEIONPOU3BOACTBEHHOIO rojla B KOHIIE HOMEHKJIATYpPHI N1 B
KaKJIOM CTPYKTYPHOM MOJpa3fielieHuu O(QOpMIISIETCS UTOTOBasi 3alHCh, B KOTOPYIO BHOCSITCS
CBEIEHUS O KOJMYECTBE 3aBEJICHHBIX JeNl (TOMOB, wYacTei), OTIEeNbHO IOCTOSHHOTO U
BPEMEHHBIX CPOKOB XpaHEHHUs, BpPEMEHHBIX CpPOKOB XpaHeHuss ¢ orMmeTkoil «OIIK» u
nepexosaumx. MrtoroBas 3amnuch JOMOJHSETCS [IaHHBIMA O KOJIMYECTBE SJIEKTPOHHBIX el
COOTBETCTBYIOIIUX CPOKOB XpaHEHHUS.

B uToroByro 3amuch CBOAHOM HOMEHKJIATYphI A€ CBEAEHUS BHOCSTCS Ha OCHOBAHUH
JTAaHHBIX, NI€PEIaHHbIX U3 CTPYKTYPHBIX MOpa3aeIeHUI.

Ceenenus, colepskamyecs B UTOTOBOM 3allMCH HOMEHKJIATYpPbl A€l YHHBEPCHUTETA,
NepealoTCs B apXUB YHUBEPCUTETa, O YEM B HOMEHKJATYpe Jied MPOCTaBIISIETCS OTMETKa C
YKa3aHHUEM JOJDKHOCTH U MOAIKCH JIMLA, IEPEABIIErO CBEACHUS.

8.19. Jlena co nHs uX 3aBeICHUS 10 IEpEAayl B apXUB Y HUBEPCUTETA WUJIU JIO BBIICICHUS
UX K YHUYTOXXCHHIO 110 UCTCUYEHUH CPOKA XPAHEHHSI XPAHATCS MO MECTY UX (POPMUPOBAHUS.

Jleno cuuTaeTcsi 3aBeI€HHBIM C MOMEHTa BKJIIOYEHHS B HEro MepBOr0 HCHOIHEHHOIO
JIOKYMEHTA.

8.20. Ilpu dopmupoBanuu 1en Ha OyMaXHOM HOCHUTEJE JIOJDKHBI COOJIOIAThCS
clieAyIoIye odIre npaBuia;
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B JI€JO0 IIOMELIAIOTCS MHCIIOJIHEHHbIE JOKYMEHTBI, COOTBETCTBYIOUIME II0 CBOEMY
COJIEpKAHHUIO 3ar0JI0BKY JieJ1a IO HOMEHKJIaType /e,

MIPUJIOKEHUS TOMEIAIOTCS BMECTE C OCHOBHBIMU JIOKYMEHTAMH;

B JIeJI0 BKJIIOYAIOTCS JOKYMEHTBl OJHOTO KaJeHJApHOro T0/a, 3a MCKIIOYEHHEM
NepexXoasIuX e,

JOKYMEHTBl TIOCTOSHHOIO M BpPEMEHHBIX CPOKOB XPAaHEHUS TIpYINIUpPYIOTCS B Jelna
pas3AenIbHo;

B JIEJIO BKIIFOYAETCS 110 OJHOMY SK3EMIUIAPY KaXJI0r0 JOKYMEHTA;

(akcorpaMmmbl, TeJlerpaMMbl, TeIe(pOHOTPaMMbI TOMEIIAIOTCS B JIeNa ¢ MEePenucKoi Ha
OOIIMX OCHOBaHUSX;

B JICJIO MOMELIAIOTCA JOKYMEHTHI MPaBUJILHO U MOJHOCTHIO O(hOPMIIEHHBIE (IOKYMEHTHI
JIOJDKHBI UMETh J1aTy, OAIUCH U APYrHe HE0OXO0AUMBbIE PEKBU3UTHI);

B JIeJI0 HE BKJIIOYAIOTCS JIOKYMEHTBI, IOJUIEKAIINE BO3BpATy, JIMIIHUE IK3EMIUIIPHl U
YEPHOBUKH (32 HCKITFOYCHUEM 0CO00 IIEHHBIX);

no o0wBeMy /€0, BKJIIOYAIONIee JIOKYMEHTHI Ha OyMaXHOM HOCHTENe, HE JOJDKHO
npesbiaTh 250 JIUCTOB, NPH TOJILMHE HEe Oosee 4 cM (TOJIIMHA JIeJl CO CPOKAMHU XPaHEHHs 10
10 ner He nomxkHa npesbiiath 10 cM). Ilpu npeBplieHNN 1aHHOTO 00BEMa 3aBOJAUTCS BTOPOM
toM. Ilpn Hamuuuu B Jene HECKOJIBKMX TOMOB (YacTeil) HHAEKC W 3aroJIoBOK Jiena
MIPOCTABJISIIOTCSL HA KKI0M ToMe ¢ Jo0aBiienneM ooo3naueHuit: «T. 1», «T. 2».

JIOKyMEHTBI BHYTPH [I€]la pacrojaratoTcsi CHU3y-BBEpX B XPOHOJIOTMYECKOM, BOIPOCHO-
JIOTUYECKON NOCIIEA0BaTENbHOCTH WM UX COUETAaHUH.

PacniopsiiuTenbHble JOKYMEHTHI TPYNIUPYIOTCS B Jiesla 10 BUJAM M XPOHOJIOTHUHU C
OTHOCSILIUMHUCST K HHUM TPUWIOKEHUSIMH. JIOKYMEHThl - OCHOBaHUS K paclopsAUTEIbHBIM
JIOKYMEHTaM BKJIFOUAIOTCS B OT/IEIBHOE JIEJI0.

[IpoTokoJibl B Jiene pacnosaramTcs B XpOHOJIOTHYECKOM MOPAIKE U IO HOMEpaM.

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

JIOKyMEHTBl K HPOTOKOJIaM, €CIM OHHU CIrpPYINIUPOBaHbI B OTIEJIbHBIE JIEla,
CUCTEMATU3UPYIOTCS BHYTPH Ji€Jia 0 NOPSAJIKY HOMEPOB IPOTOKOJIOB.

JlokanbHbIE HOPMATUBHBIE aKThl, YTBEP)KIEHHBIE DPACIOPSIUTENbHBIMU JTOKYMEHTAMH,
ABIIAIOTCS MPUJIOKEHUSAMU K HUM U TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMU JTOKYMEHTAMH.

IIpyka3pl 1O OCHOBHOHM JE€ATENBHOCTH TPYNIUPYIOTCS OTAEIBHO OT IPHUKAa30B IIO
JIMYHOMY COCTaBY U TIPUKa30B [0 aMMHUCTPATHBHO-XO3SHCTBEHHOM ESATENLHOCTH .

[Ipuka3sl MO JMYHOMY COCTaBY (POPMUPYIOTCS B JAeja B COOTBETCTBUU CO CPOKaMHU
XpaHEHUS.

JIOKYMEHTBI B JIMYHBIX J€JIaX PaclojararoTcs 1o Mepe UX MOCTYIUICHUS.

[lepenucka rpynnupyercs B JAella [0 TeMaTHUKe W/WIM KOPPECIOHAEHTaM H
CUCTEMATHU3UPYETCS B XPOHOJIIOTHUECKOM IOCIIE0BATENBHOCTH: JOKYMEHT-OTBET ITIOMEIAETCS 3a
JIOKYMEHTOM-TIpocb00il (3ampocom). Ilpu BO30OHOBIEHHMH MEPENHUCKH IO ONPEAEICHHOMY
BOIIPOCY, HaYaBUIEHWCS B MPEABIIYIIEM IOy, JOKYMEHTBI BKIIOYAKOTCS B JIEJI0 TEKYLIETO roja ¢
yKa3aHHWEM MHJEKca Jiea MpeabIAYIIero roja.

DJNEeKTPOHHBIE JTOKYMEHTHI (OPMHUPYIOTCS B D3JEKTPOHHBIE J€lda B COOTBETCTBHM C
HOMEHKJIaTypoil Jien YHuBepcuTeTa B TOM MH(OPMALIMOHHOW CHUCTEME, B KOTOPOM OHU ObLIN
CO3JIaHbl WK B KOTOPYIO OBUIM BKITFOYEHBI.

8.21. Jlms obecrnieueHuss COXpPAHHOCTH, ydeTa JOKYMEHTOB U Jell CTPYKTYypHOTO
NOJpa3/ieIeHust U1 Y HUBEPCUTETA JI0CTYNa K HUM IPOBOAUTCS KOMITJIEKC paldoT:

CO3/IaHH€ ONTHUMAJIbHBIX YCIOBUN XpaHEHUS JTOKYMEHTOB U JIE;

pa3MelIeHNe Je;

5 B cootBercTBuM ¢ [lepeyHEM THUIOBBIX YIPABIEHYECKHX apXMBHBIX JOKYMEHTOB, 00pa3ylOUUXCS B IIPOILECCE
JIeITEIbHOCTH TOCYJApCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CAMOYIPABJICHHUs W OpraHu3allii, ¢ yKa3aHHeM
cpokoB xpaHeHus (yTB. [Ipuxazom MunkyneTyps! Poccun ot 25.08.2010 Ne 558).
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MIPOBEPKa HAIWYHS U COCTOSIHUS JIOKYyMEHTOB U JIETT;
coOJII0ICHNE MTOPSAIKA BbIIaYH JIE.

8.22. Jlema pa3MemniaroT B pabOYMX KOMHATaX WM CICIUATBHO OTBEICHHBIX JJISI 3TON
1eJIM TTOMEUIeHHIX B mKagax, Ha CTeJIaXax, YTOObl 00ECIeUnuTh UX COXPAaHHOCTh U 3alIUTY OT
BO3/ICUCTBUS BPEAHBIX (PaKTOPOB.

Hena st uxX ydyera M OBICTPOrO IOMCKa JIOJDKHBI PacHojiaratbCs BEPTUKAIBHO,
KOpEIIKaMH HapyXXy U B COOTBETCTBHM C HOMEHKIATypod nen. Ha kopemkax o0J0XeK men
YKa3bIBAIOTCA MHICKCHI [0 HOMEHKJIAType Jel, NP HEOOXOAMMOCTH HOMEp ToMma Jena, Aary
nena. HomeHknaTypa aen iy BBIIICKA U3 Hee MOMEIAeTCsl Ha BHYTPEHHEH CTOpoHe mKada.

8.23. IlpoBepku HamWuus U COCTOSIHHUS JIOKYMEHTOB W J€l1 B LEJISIX YCTAHOBJICHUS
(aKkTHUECKOro HaIWYMsl JeNl JOJDKHBI IMPOBOIUTHCS EJIONPOU3BOIUTEIEM MOJPA3/IEICHUS B
CITyJasix:

repe nepesadyeil JOKyMEeHTOB B ApXUB Y HUBEPCUTETA,

[IPH NIePEMEILICHUY JIET;

OpU CMEHE PYKOBOAMTENS CTPYKTYPHOTO TMOApa3AeieHus, HadanbHuka OTrena
JIEJIONPOU3BO/ICTBA;

IIPU PEOPTaHMU3ALNH U JTUKBUIAIUH Y HUBEPCUTETA HIIM CTPYKTYPHOTO TIOPA3ICICHUSI.

[IpoBepka Hamu4Ksi TPOBOAUTCS MYTEM CBEPKU CTaTeld HOMEHKJIATYPBI [ C OMHCAHUEM
nen Ha OONOXKKe, a (PHU3UYEeCKOe COCTOSIHHE Jel ONPEACsIeTCs IYyTEM WX BH3YAJIBHOTO
npocMoTpa. Bce oOHapykeHHBbIE HENOCTAaTKU JOJDKHBI (DUKCHPOBATHCA B aKTe€ IPOBEPKU
HAJIMYHS U COCTOSTHHUS JIEIT.

8.24. B cnyuyae BBISBICHHS OTCYTCTBUS JI€J, UYMCISIIMXCS MO HOMEHKJIAType e,
PYKOBOJICTBOM TOApA3JIeICHNH MPUHIMAIOTCS MEPHI 10 UX PO3BICKY. ECIM pO3BICK Jen He naeT
pe3ynbTaTa, COCTaBJSIETCSl CIpaBKa O MPHYMHAX HMX OTCYTCTBHS, KOTOpas MOJIUCHIBACTCS
pyKOBOJUTENIEM NOJIpa3esieHus U npeacrasisgercs B OTaen 1ea0npou3BOICTBA.

@dakt yrparel jgena (men) ¢ukcupyercs B akte, cocraBiusieMmoMm  Otaenom
JIEJTOTIPOU3BOJICTBA M PYKOBOJAMTENIEM CTPYKTYPHOTO MOApa3AeieHus (YIOJTHOMOUYSHHBIM HM
JUIOM) B TpeX OK3eMIUIApax: [0 OJHOMY OJK3eMIULIpy akTa xpanutca B Otnene
JIeTTOTIPOU3BOJICTBA U CTPYKTYPHOM TOAPA3ACICHUH; SK3EMIUISP aKTa MpPEICTaBISsIETCS B apXUB
YHuUBepcuTeTa npu nepejiaye Aea CTpyKTypHOIro HOJpa3iesieH!s] Ha apXUBHOE XpaHEHHE.

8.25. DkcnepTusa MEHHOCTU JOKYMEHTOB MPOBOJUTCA HA OCHOBE 3aKOHOJATEIBHBIX U
MHBIX HOPMaTUBHBIX NPaBOBbIX akTOB Poccuiickoit deneparuy, ycTaHaBIMBAIOMUX TpeOOBaHUSA
K CpOKaM XpaHEHHUs JOKYMEHTOB, THIIOBBIX W BEIOMCTBEHHBIX IIepeuHEil IOKYMEHTOB C
yKa3aHHEM CPOKOB MX XPaHEHUS:

MIPU COCTABJICHUH HOMEHKJIATYPHI JIEJT;

IIPU OJTOTOBKE JIEJ K Iepeiaue B apXUB Y HUBEPCUTETA;

B apXUBE Y HUBEPCUTETA.

8.26. lns opraHu3alyy M MpoBeACHUs pabOTHI MO 3KCIEPTU3E [IEHHOCTH JT0KYMEHTOB B
VYHuBepcuteTe NpuKazoM peKTopa co3AaeTcs FKCnepTHas komuccus (nanee - OK).

3anauun, QyHKIMM, IpaBa, opranuzanus padoTsl DK onpenenstoTcs MoJoKeHUeM O Hell,
KOTOpOoe pa3pabaThiBaeTCsi Ha OCHOBAHWM NPHUMEPHOTO TIIOJIOKEHUS, YTBEP)KIECHHOTO
YIIOJIHOMOYEHHBIM (he/iepaibHbIM OpraHOM UCIIOJIHUTENIbHON BIIaCTH B chepe apXUBHOTO Jiena U
nenonpousBoacTaa’.

8.27. OcHoBHbIMU (yHKIMAMU DK sABISAIOTCA:

OpTaHU3aIMsl €KETOTHOTO 0TOOpa JIeJT 11l XpPaHEHUS! U YHUITOKCHUS;

paccMOTpeHHe U COTIacOBaHME MPOEKTAa HOMEHKJIATYPHI J1el Y HUBEPCUTETa, ONUCEH Jel
MIOCTOSTHHOTO W BpeMeHHBIX (cBbime 10 JeT) cpoKOB XpaHEHHUs, B TOM YHUCIE TI0 JINYHOMY
COCTaBY, aKTOB O BBIJICJICHUU K YHUUTOKEHHIO JIEJI, HE MOJUIeXKAIUX XPAaHEHUIO;

yJacTHe B TOATOTOBKE M PACCMOTPEHHUH TPOEKTOB HOPMATHBHBIX M METOJAMYECKHX

¢ ITpukas ®enepanbHOro apXuBHOro areHTcTBa oT 11.04.2018 N 43 "O6 yrBepxaerun [IpuMepHOro nonoxeHus oo
AKCIEPTHOI KOMUCCHU OpraHu3anun’
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JIOKYMEHTOB I10 BOIIpocaM paboThl ¢ JOKYMEHTaMH B Y HUBEPCUTETE.

8.28. DKcneprusa I[IEHHOCTH JIOKYMEHTOB OCYILIECTBIISIETCS €XET0THO
JEJIONPOU3BOUTENSIMU TTo/Ipa3esieHnil coBmecTHO ¢ DK YHuBepcuTeTa U noJ METOAMYECKUM
pykoBoacTBoM OTzeina AeI0npOr3BOACTBaA.

8.29. Ilpu mpoBeAeHUM SKCHEPTU3bl IIEHHOCTH JOKYMEHTOB IMpPHU IMOJATOTOBKE JIEN K
nepeade B apXuB Y HUBEPCUTETA OCYIIECTBIAETCS:

0TOOp JIOKyMEHTOB IOCTOSIHHOTO M BpeMEHHBIX (CBbImIe 10 JIeT) CpOKOB XpaHEHHS LIS
1epelaui B apXUB Y HUBEPCUTETA;

0oTOOp JOKYMEHTOB BpeMeHHBIX (10 10 JeT BKIIOUMTENBHO) CPOKOB XpAaHEHHUS H C
noMeTKamu «Jlo MUHOBaHUS HaJOOHOCTHY, «Jl0 3aMEHBl HOBBIMIY, IOJUIEKAIUX JalbHEHILIEMY
XPAHEHUIO B CTPYKTYPHBIX [1O/IPa3CIICHUSAX;

BBIICJICHUE K YHUYTOXKCHUIO J€] 3a INPEAbIAYLIUE TOAbI, CPOKH XPAaHEHUS KOTOPBIX
UCTEKIIH.

OnHOBPEMEHHO NIPOBEPSIETCS KAYECTBO M IIOJHOTA HOMEHKJIATYpBI 1€l Y HUBEPCUTETA,
IIPABWJIBHOCTb OIIPEJIEIIEHNUS] CPOKOB XpaHEHUs A€l

8.30. Jlema mocTOosTHHOTO ¥ BpeMeHHBIX (CBbIme 10 JI€T) CpOKOB XpaHEHHUs IOJIeKAT
MOJIMCTHOMY IIPOCMOTPY JUIS BBIJIEIEHUSI U3 MX COCTaBa JOKYMEHTOB BpeMeHHbIX (10 10 ser)
CPOKOB XpaHEHHUS.

Hena ¢ otmetkoil «OIIK» noaseprarorcs NOIMCTHOMY HPOCMOTPY B LEJAX ONpPEIEICHUS
Y BBIJICTICHUSI U3 UX COCTaBa JJOKYMEHTOB, ITOAJIEKAIUX TIOCTOSHHOMY XPaHEHUIO.

8.31. Or6Op »SJEKTPOHHBIX MJOKYMEHTOB JUIsI TEpelayd B apxXuB YHHBEPCHUTETA
OCYILECTBIISICTCSI B aBTOMAaTU3UPOBAHHOM pEXHMME IyTeM OTOOpa JTOKYMEHTOB M3 0a3 JaHHBIX
MH(pOPMaLMOHHBIX cucTeM 1o npusHaky «Muaekc nenay («Cpok XpaHEeHUs»).

8.32. Ilo pe3ynbraraM 3KCIEPTU3bl LICHHOCTH JTOKYMEHTOB B YHHBEPCUTET IPOBOAUTCS
odopMIIeHHE JIeT U COCTABJISIIOTCS OMHUCH JIEJ MOCTOSSHHOTO XPaHEeHUs, BpeMeHHBIX (cBbImie 10
JIeT) CPOKOB XpaHEHUs U I10 JUYHOMY COCTaBY, a TaK)XK€ aKThl O BBIJEICHUM K YHUUYTOXKECHUIO
JIeJ1, He MOJUIekAIIUX XPaHEHHUIO.

Onwucu 1en NOCTOSHHOTO XpaHEeHUs, BpeMeHHbIX (cBbiie 10 JeT) CpoKOB XpaHEHHs U 110
JUYHOMY COCTaBy, a TaKK€ AaKThl O BBLICJICHUM K YHUYTOXKEHUIO JI€J, HE IOJUIeKaIIUX
XpPaHEHUIO, paccMmarpuBaloTcd Ha  3acemanuu  OK  YHuBepcuTeTa  OJHOBPEMEHHO.
CornacoBansble DK aKkThl 1 OIIUCH YTBEPKIAIOTCS PEKTOPOM.

8.33. Jlena, oOpa3oBaBIIMecs B IATEIILHOCTH YHUBEPCUTETA U MOJUIEekKAIUE XPAHEHUIO,
IPOXOJAT MOJIHOE WM vacTuuyHoe odopmiieHue. [lonmHomy odopmieHuto mojexar aena
BpeMeHHbIX (cBbIe 10 JIeT) CpOKOB XpaHEHHsI M IIOCTOSHHOTO XpaHeHus. [lena BpeMeHHBIX (10
10 5ieT) cpokoB XpaHEeHUs MTOAJIEKAT YACTUYHOMY O(POPMIICHHUIO.

Odopmiienne faen1  NOPOBOJUTCS B CTPYKTYPHBIX —MOAPA3JENEHHUSIX IO  MECTy
(dbopMUpOBaHUS JOKYMEHTOB B JieNa.

8.34. IlonmHoe oopmieHue ena Ha OyMaKHOM HOCHTEJE BKIIIOYAET:

oopMIleHHE PEKBU3UTOB O0JIOKKH Jeia 1o Ghopme;

HYMEpALUIO JUCTOB B JIEIIE;

COCTaBJICHHE JIUCTa-3aBEPUTEIS JIETIa;

COCTaBJIEHHE B HEOOXOAUMBIX CIIy4asXx BHYTPEHHEH OMKMCH JOKYMEHTOB JIeNa;

MOJIIIMBKY U MEPEIIeT JIeNa;

BHECEHHE HEOOXOIUMBIX YTOUHEHUH B PEKBU3MUTHI OOJIOXKKH Jena (yTOuHEeHHe Ha3BaHUS
OpraHu3aly, MHIEKca Jiea, KpalHuX JaT Jieja, 3arojloBKa Jena).

JIucr-3aBepuTenb Jena, BHYTPEHHSAS ONMCh JOKYMEHTOB Jiela W OOJIOKKa Jerna
COCTABIIAIOTCA O (pOpMaM, YCTaHOBIEHHBIM IIpaBunamu xpaHeHus .

"Tpwusnoxenus N 8, 27, 28 k [IpaBusiam XxpaHeHuUs1.
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8.35. lena BpeMeHHbIX (10 10 JleT BKJIIOYHMTENBHO) CPOKOB XPAHEHMS, IOJIeKAaIne
YaCTUYHOMY O(QOPMIIEHUIO, JONYCKAETCsl XPaHUTh B IallKkaX, B KOTOPBIX Jeja XPaHWIUCh B
JIeNIOTIPOU3BOICTBE, NIEpECUCTEMAaTH3alMs TOKYMEHTOB B JieJie HE MPOBOJIUTCS, JIUCTHI JIeia HE
HYMEpYIOTCSI, JTUCThI-3aBEPUTEIN JIea He cocTaBisioTcea. Ha o0noxke nenna B COOTBETCTBUU C
HOMEHKJIATYpPOW /I 3aIlOJIHSAIOTCS PEKBU3UTHI: HAUMEHOBAHUE YHUBEPCUTETA, HAMMEHOBAHHE
HOJpa3/IeNIeHus], UHAEKC Jiella, 3aroJOBOK Jeja, CPOK XPaHEHUs T0KYMEHTOB.

8.36. Ha obnoxke nen BpeMeHHBIX (cBbimie 10 JIeT) CPOKOB XpaHEHHS U MO JTUYHOMY
COCTaBY yKa3bIBaIOTCSI:

HAaMEHOBAHHME OPraHU3AlMU-YUPEAUTENsI; HAUMEHOBAHWE OpraHW3allMd - HCTOYHHKA
KOMILJIEKTOBAHUS TOCYIapCTBEHHOr0 (MyHHUIIMIIATbHOT0) apXHBa;

HAaMEHOBAHHE CTPYKTYPHOTO MOIPa3ACICHNUS;

MHJIEKC Jiea 10 HOMEHKIIAType Jell;

HOMEp TOMa (4acTH);

3aroJIOBOK Jiefia (ToMa, 4acTH);

KpaiiHHe J1aThl Jie1a (ToMa, 4acTH);

KOJINYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHHUS JIea;

apXxUBHbIN KD Aena.

Ha o06noxkax pgen TOCTOSHHOTO XpaHeHHWs HaJ HaWMEHOBAaHHUEM OpTaHHU3aluu
yKa3bIBAE€TCS HAMMEHOBAHUE TIOCYAAPCTBEHHOr0 (MYHUIMIAIBHOIO) AapXHWBa, HCTOUYHUKOM
KOMILJIEKTOBAHHUSI KOTOPOTO BBICTYIAET Y HUBEPCUTET.

8.37. Ilpu opopmieHnn 00JI0KKH Jeia:

HAaMEHOBAHHE OPTaHU3AIUH-YUIPEIUTENs, YKa3bIBACTCS IOJHOCTHIO B MMEHHUTEIHHOM
najexe, IOJ TOJIHBIM HauMEHOBAaHMEM B CKOOKax yKa3blBaeTCsl OQUIMAIbHOE IPUHATOE
COKpAILEHHOE HAaUMEHOBaHUE (IIPU €ro HAIUYHUH);

HaUMEHOBaHME YHHBEPCUTETAa YKa3bIBAeTCsl IOJHOCTbIO, B MMEHUTEIBHOM Majieke, C
yKa3zaHHeM O(pHUIUATBHO MPUHITOTO COKPAICHHOT0 HAMMEHOBaHMS (TIPU €0 HAIWYHH), KOTOPOE
yKa3bIBAa€TCs B CKOOKaX IOCJE MOJHOI0 HAUMEHOBAHUS;

HAaMEHOBAHHE CTPYKTYpPHOTO TOAPA3/eNICHHs YKa3bIBACTCS MOTHOCTHIO B COOTBETCTBUH
C YTBEP)KICHHOH CTpyKTypoil VYHuBepcureTa (IpU HAIMYMU COKPALIEHHOTO HaMMEHOBAHUS
CTPYKTYPHOTO TTOJIpa3/IeJICHUs OHO YKa3bIBACTCS B CKOOKaX);

MHJIEKC Jieia IPOCTaBIIETCS] B COOTBETCTBUU C HOMEHKJIATYpOil 11 Y HUBEpCUTETa;

3arojIOBOK Jejla MEePEeHOCUTCS W3 HOMEHKJIATypbl el (B HEOOXOOUMBIX Cllydasx B
3aroJIOBOK BHOCSATCS] YTOUHEHH);

nathl aena (roj(bl) 3aBe€HUS U OKOHYAHUS JeJla B 1€JI0NPOU3BO/ICTBE).

ITpu n3MeHeHNH HaMMEHOBaHUs Y HUBEPCUTETa WU MOJpa3/IelIeHUs] B TeUeHHE NepHoaa,
OXBaTBHIBAEMOT0 JIOKYMEHTAaMH JIeJla, WM TP Tepefade Jena B APYroe MoJpa3/ieiecHue Ha
o0JIOKKe Jlena  ToJ TPEKHUM HaMMEHOBAHHWEM YKa3bIBaeTCs HOBOE HaMMEHOBAaHUE
YHuBepcutera(moapaseneHns), a IpexHee HAMMEHOBAHUE 3aKITF0YAETCs B CKOOKH.

WHpekc aena u 3arojioBOK Jejia MEePEeHOCATCS Ha 00JI0KKY U3 HOMEHKJIATypsl aen. Ecnu
JIEJI0 COCTOUT W3 HECKOJIbKMX 4YacTei, Ha OOJOXKKY Ka)XJ0ro ToMa (4acTH) BBIHOCUTCS OOIIMI
3aroJIOBOK Jiejia U 3aroJIOBOK KaXKJ0M 4acTH (IpU €ro HAINYHH).

Jlatoii gemn, coaepKamyx pacopsAUTENbHYI0 JOKYMEHTAIINIO, @ TAaKXKe JeJl, COCTOSIINX
U3 HECKOJIbKMX TOMOB (YacTeil), SBISIOTCS KpailHMe NaThl JOKYMEHTOB Jella, TO €CTh JaThl
(uucno, Mecsl, TOA) perucTpaluu (COCTaBIEHHS) CaMOTO0 PaHHEro W CaMOro IO3JHETro
JIOKYMEHTOB, BKJIIOUEHHBIX B Jieso. [Ipu aToM JeHb Mecsina (JBa 3HaKa) U roj] (YeTblpe 3HaKa)
o0o3HavaroTCsl apabckumu IMdpaMu, Ha3BaHUE Mecsna mumeTrcs ciaoBoMm. Ecam B geno
BKJTIOYEHBI JIOKYMEHTHI, JaThl KOTOPBIX BBIXOJAT 3a KpaifHUE JaThl JieNa, TO MO/ JaTaMHu Jiena, ¢
HOBOH CTPOKH JIeTaeTcsl 3auch: «B aene nMeroTcest JOKYMEHTHI 3a ... Tof(bI)». JlaThl nena MoryT
HE yKa3bIBaThCS HA OOJIOXKKE JeJI, COJleprKallluX, HallpUMep, TOI0BbIE IJIaHbI U OTYETHI, TaK Kak
OHH OTPAKAIOTCS B 3ar0JIOBKAX JIEI.

Jlatamu fiena, coJepiKallero MHpOTOKOJIbI 3acellaHHi, SBISIOTCS JAaThl IEPBOTO U
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MOCJIEAHETO MTPOTOKOJIA.

KpaifHuMu natamu JTMYHOTO Ji€a SBJSIOTCS JaThl MOANUCAHUS IpUKa3za o npueme (Ipu
HAJIMYUKA TPYAOBOTO JIOTOBOpa - JaTa 3akKJIIOYEHUs TPYAOBOTO JIOTOBOpAa) W MpHKaza 00
YBOJIbHEHUU JIMLA, HA KOTOPOE OHO 3aBEACHO. B ciyuae cMepTH juua, Ha KOTOPOE 3aBEICHO
JIeJ10, KOHEYHOU JJaTOM SBJSETCS JlaTa TOKYMEHTA, U3BEILAIOLIET0 O €ro0 KOHYHHE.

PexkBU3UT «CPOK XpaHEHHMs Jie1a» NEPEHOCUTCS Ha OOJIOKKY Jiesla U3 HOMEHKJIATYphl Jell
II0CJIE CBEPKH €r0 CO CPOKOM XPaHEHHS, YKAa3aHHBIM B IIEPEYHE TUIIOBBIX JOKYMEHTOB WJIU B
BEJJOMCTBEHHOM II€pEYHE JOKYMEHTOB, C YKa3aHUEM CPOKOB XpaHEHHUS.

Ha nenax nmocTossHHOTro XpaHeHUsl MUUIETCs: «XPaHUTh IOCTOSTHHOY.

8.38. Ilo okOHYaHMU roAa B HAANMCH Ha OOJOXKKAaX JeJl MMOCTOSIHHOTO M BPEMEHHbIX
(cBblmie 10 yieT) CpOKOB XpaHEHUSI BHOCSTCS] YTOUHEHUS: IPH HECOOTBETCTBUHM 3aroJIOBKa /i€ Ha
00JIOKKE COAEP)KAaHUIO IMOJAUIMTHIX JOKYMEHTOB B 3arojlOBOK Jiela BHOCSTCS WM3MEHEHUS U
JIOTIOJTHEHUS.

HanmenoBanust VYHuBepcuTeTa M INOApA3JENICHUsA, TOA M HOMEpP Jela MOTyT
MPOCTABIATHCS HA 00JI0KKE C ITOMOIIBIO IITAMIIA.

8.39. B mensax oOecnieueHHs] COXPAHHOCTH M 3aKpEIUICHHMsI HOpPsAKA PACHOJIOKEHHS
JIOKYMEHTOB, BKJIIOUEHHBIX B JIEJIO, BCE €r0 JIMCTHI, KPOME JIUCTa 3aBEPUTENI U BHYTPEHHEU
ONUCH, HyMepyloTcs apaOCKuMU IudpamMu BajoBod Hymepauuel. JIMCTBI HyMepyroTcs
rpadUTOBBIM KapaHIAIIOM MM HyMepaTopoM (yrmoTpeOsieHHe YepHHI M [IBETHBIX KapaHaalen
JUIs HyMEpalM{ JIMCTOB HE JIOIYCKAaeTcs) CBEpXY BHU3, LUQPHI MPOCTABISIOTCS B NPaBOM
BEPXHEM YIJy JIMCTA, HE 3aJieBasi TEKCTa JOKyMEHTAa. JIMCThl BHYTPEHHEH OIUCU HYMEPYIOTCS
OTJIENBHO.

JIcThl Jen, COCTOSIUX M3 HECKOJIBKMX TOMOB WJIM YacTed, HyMEPYIOTCS MO KaXIOMYy
TOMY WJIH YacTH OTIEIBHO.

JIoKyMEeHTBI ¢ COOCTBEHHOM HyMepaluen JUCTOB HyMEPYIOTCS B OOIIEM MOPsIIKE.

JIuct mro0oro ¢opmara, HOJIINTHIN 32 OMH Kpail, HyMepyeTcsl Kak OJIMH JIUCT B IIPABOM
BepxHeM yriay. CII0KEHHBIH JIMCT pa3BOpPauMBAETCs U HYMEpPYETCS B IPaBOM BEPXHEM YIIIy.
JIucTt, coKeHHBIM U MOAIIMUTBIA 3a CEpEAUHY, NOMIEKNT MEPEIINBKE U HYMEPYETCsl KaK OJIUH
JIUCT.

Eciu B neno mogmuT KOHBEPT € BIOKEHUEM, CHaydalla HyMEpPYeTCs KOHBEPT, a 3aTeM
OuYepeIHbIM MOPSIIKOBBIM HOMEPOM KaX0€ BIOKEHHE B KOHBEPTE.

Ecnu B Hymepanuu i1ucToB jgomyieHo 6osee 10 ommbok, Bce €710 HyMepyeTcsl 3aHOBO.
[Tpu 3TOM cTapble HOMepa 3a4€pKUBAIOTCSI, U PSIIOM CTaBUTCS HOBBIA HOMEp JIMCTA.

IIpy HanMuuM OTAENBHBIX OIIMOOK B HyMEpalMM JIHCTOB JOMYCKaeTcs yHoTpeOsieHue
JUTEPHBIX (C OYyKBEHHBIMHU JIOTIOJIHEHUSMHU ) HOMEPOB JIHCTOB.

8.40. Ilocne 3aBeplieHHs HyMepalUuu JIUCTOB COCTAaBJISETCS JIMCT-3aBEPUTENb [EJIa,
KOTOpBIM pacroyiaraercss B KOHIE Jena. B nwucre-3aBeputene unudpaMu M IOPOMUCHIO
yKa3bIBAlOTCSA KOJIMYECTBO JIUCTOB B JIAaHHOM Jiefie, OCOOCHHOCTH OTJIENBHBIX JIOKYMEHTOB
(HEsICHBII TEKCT, pa3pbIBbl, CKIEHKHN).

JIucr-3aBepuTend Jena MOAINMCBHIBAETCS €r0 COCTABUTEIEM C YKAa3aHUEM JIOJDKHOCTH,
WHUIMAJIOB ¥ (paMUJINH, 1aThl COCTABIICHUS.

KonnuecTBo nHUCTOB B J€N€, yKa3aHHOE B JINCTE-3aBEPUTENE JieNa, MPOCTABIAETCS Ha
00JI0KKE Jena.

Ecnu neno mepemieTeHo M MOAMIMTO O€3 JHMCTa-3aBEpUTENIs, TO COCTABICHHBIM JIUCT-
3aBEpUTEIIb MTOIKJIEUBAETCS K BHYTPEHHEH CTOpPOHE 3aHel 00JI0KKH Jiena.

8.41. Jlna ydyera NOKYMEHTOB OIPENEIEHHBIX KAaTErOpPHH IMOCTOSHHOIO U BPEMEHHOIO
(cBbime 10 5eT) CpoKOB XpaHEHMs, y4YeT KOTOPBIX BBbI3BaH CHEHU(UKON TOKyMEHTalluH,
BKJIIOUEHHOW B JIEJI0, COCTaBIISETCS BHYTPEHHSAS ONUCH JIOKYMEHTOB Jiela, IIOMeNiaeMasi B €ro
HayaJo.

BHyTpeHHss onKch BKIIOYAETCs B Jeja, UMEIoIre 0co0yr0 3HaUMMOCTh, a TAaKXKe B JeNa,
c(OpMUPOBAaHHBIE 10 BUAAM JTOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKPHIBAIOT KOHKPETHOTO
COJIep’KaHusl JOKYMEHTOB.
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BHyTpeHHsAs omMCh JOKYMEHTOB [eJla COCTaBIJIIETCSl TakKe Ha OOBEMHBbIE Jerna
IIOCTOSIHHOTO M BpeMeHHbIX (cBblmie 10 JIeT) CpOKOB XpaHEHHUs B IIeNAX ydeTra U ObICTpPOro
HaXO0X/IEHUS JOKYMEHTOB B JIEJI€.

B KkoHue BHYTpeHHEHl omucu ykas3blBaeTcs LM(paMH M MPONUCHI0 KOJIUYECTBO
BKJIIOUEHHBIX B HEE JOKYMEHTOB U KOJUYECTBO JINCTOB BHYTPEHHEN OMMCH.

BHyTpeHHs onuch OKYMEHTOB Jiejla IOJIMCHIBAETCS COCTABUTEJIEM C YyKa3aHHEM
JIOJDKHOCTH, MHUITMATIOB U ()aMUITHH, AAaThl COCTaBJICHUSI.

Eciu peno meperuiereHO M MOAUIMTO Oe3 BHYTPEHHEH ONMCH, TO COCTaBJIEHHAas
BHYTPEHHSIS ONUCH MOAKJIEUBACTCS K BHYTPEHHEH CTOPOHE JIMLIEBOM 0OJI0KKH J1ea.

8.42. JIokyMeHTBhI TOCTOSSHHOTO, BPeMEHHBIX (CBbIIE 10 JI€T) CPOKOB XpaHEHHUS W IO
JUYHOMY COCTaBY, COCTaBISIONIME JIeNI0, MOMENIAIOTCS B TBEpIble OOJOXKKH M3 KapTOHA,
HOJIIMBAIOTCS B YEThIpE MPOKOJIA WM IEPEIUIETAIOTCS C YY4ETOM BO3MOXHOCTH CBOOOIHOIO
YTEHUs TEKCTa BCEX JOKYMEHTOB, JaT, BU3 W PE30JOLUN Ha HUX. Pe3omronuu pykoBOICTBa,
COCTaBJICHHBIE Ha OT/EIbHBIX JHMCTAX, IOMEIIAIOTCS Nepes JoKyMeHToM. [Ipu noaroroske aen K
NOJIIKBKE (TIEpeIieTy) MpOBEpsSeTCs MPaBWIBHOCTE HMX (OPMHPOBAHUS, OGOPMIICHHS, BCE
IUIACTUKOBBIE M METAUNIMYECKUE KpEIUIEHUs, a TaKKe TEepPMOIEperyieTbl U3 JOKYMEHTOB
YAAJISIOTCA.

Jlena TOCTOSHHOTO XpaHEHHs, COCTOALIME W3 0CO00 LEHHBIX WIM He(hOopMaTHBIX
JOKYMEHTOB, MOTYT IPUHUMAThCsi Ha XpaHEHHE B 3aKPBITHIX TBEPJAbIX NANKax C Tpems
KJIallaHaMU U C 3aBsI3KaMU WM B KOPOOKax.

8.43. IloarotoBka 3JIEKTPOHHBIX JOKYMEHTOB K II€peJadye B apXUB YHHUBEPCUTETA
OCYILLIECTBIIICTCSI ~ CTPYKTYPHBIM  TOApA3JeeHUEM -  BIAJEIbLEM  COOTBETCTBYIOLIECH
MH(POPMALMOHHON CHCTEMBI COBMECTHO C TIOJpa3/IelIeHUEeM (CIEeIHaINCTOM), 00eCTIEYMBAIOIIUM
(GyHKLIMOHUPOBAaHUE UH(OPMALIMOHHON CUCTEMBI.

8.44. Ilpyn moAroToBKe 3JEKTPOHHBIX JTIOKYMEHTOB, OTOOPAHHBIX K IE€pe/laye B apXHB
YHUBEpCUTETA, BHIIOIHIIOTCA CIIEAYIONINE OCHOBHBIE IPOLIEAYPhI pabOThI ¢ JOKYMEHTAMU:

KOHBEPTALKs 3JIeKTPOHHOIO JOKYMEHTa B (JOPMAT apXMBHOIO JOKYMeHTa®;

¢dopmupoBaHue B HH(MOPMAIMOHHOM CHUCTEME OpraHU3allud 3JIEKTPOHHBIX Jell,
ABJISIOIIMXCSI COBOKYITHOCTbIO KOHTEHHEPOB 3JEKTPOHHBIX JIOKYMEHTOB WM KOHTEHHEPOM
JIEKTPOHHOI'O JAOKYMEHTA, BKJIIOUAIOLIEM: KOHTEHT M METaJaHHbIE DJIEKTPOHHOIO JOKYMEHTA,
(aiinbl 3JIEKTPOHHBIX MOJANUCEH M BU3YAJM3HPOBAHHYIO KOIHUIO TEKCTOBOTO 3JIEKTPOHHOTO
nokymenTa B gpopmare PDF/A’;

(hopMHpOBaHNE OMKCH IEKTPOHHBIX /1€, JOKYMEHTOB CTPYKTYPHOI'O MO/Ipa3/IeIICHNUS;

MUTpalys 3JEKTPOHHBIX JOKYMEHTOB Ha (PU3MUECKH 000COOJIEHHBIE MaTepHaIbHbIE
HOCHUTEJH, €CIM JOKYMEHTBl NEpeNaloTCs B apXWB OpraHU3aluud He M0 WH(GOPMAlMOHHO-
KOMMYHHMKAI[MOHHBIM KaHaJlaMm;

MIPOBEPKa BOCIPOU3BOANMOCTH 3JIEKTPOHHBIX JOKYMEHTOB;

IIPOBEPKA DJEKTPOHHBIX JIOKYMEHTOB Ha HAJIWYUE BPENOHOCHBIX KOMIBIOTEPHBIX
porpamm;

MOATBEPXKIEHUE  LEJIOCTHOCTU  JJIEKTPOHHOIO  Jiela  DJIEKTPOHHOM  IOJIMUCHIO
PYKOBOJUTENS  CTPYKTYpPHOTO  TojJpa3iefneHuss  (MHOro  yINOJHOMOYEHHOro  JIMIA),
OCYILIECTBIISAIOLIETO TIOArOTOBKY 2JIEKTPOHHBIX JOKYMEHTOB K IIEpEAayYe B ApXUB OPraHU3ALUH.

8.45. DnexTpoHHbIE JOKYMEHTHI IIEPEIaloTCs B apXUB OpraHu3aluu 1o HH(HOPMAaLMOHHO-
TEJIEKOMMYHHUKAIIMOHHON CeTH WM Ha (PU3nYeckr 000COOIEHHBIX HOCUTENSAX B COOTBETCTBUU C
YCTAaHOBIIEHHBIMU TIpaBuiaMu'’, 6e3 COXpaHEHMs J[aHHBIX DJIEKTPOHHBIX JOKYMEHTOB B
COOTBETCTBYIOIIUX HWH(POPMALIMOHHBIX CHCTEMaX.

8.46. Ommcu Aen COCTaBISIOTCS B CTPYKTYPHBIX MOJAPA3JEICHUAX OpPraHU3aluu 0.
METOINYECKUM pyKOBOACTBOM OT/ena AeI0npon3BOICTBaA.

OnucH J1ea1 coCTaBIAIOTCS OTAEIBHO Ha Jiefla MOCTOSTHHOTO XpaHEHUs; Jejla BPEMEHHBIX

8 Mynkr 4.34 TIpaBun xpaHeHus.
° Tlpunoxenust N 8, 27, 28 k [IpaBuiam xpaHenus
' TIpunoxenust N 8, 27, 28 k [paBunam XxpaHeHHus
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(cBbimie 10 51eT) CpOKOB XpaHEHMsI; Jiea M0 JUYHOMY COCTaBY, dJIEKTPOHHBIE A€, a TAKXKE Ha
JieNla, COCTOAIME W3 JOKYMEHTOB, XapaKTEepHBIX [UIsl JaHHOW opraHuzauuu (cyneOHble,
CJIEICTBEHHBIE JI€]1a, HAYYHbIE OTYETHI 10 TEMAM).

Onucu nen CTpyKTYpPHBIX MOAPA3/IEICHUNA COCTaBISAIOTCS MO (GopmaM, yCTaHOBJICHHBIM
I[IpaBunamu xpanerus'!,

[lo ommcsM Jnen CTPYKTYpPHBIX MOJpa3AeieHUl JOKYMEHTBI IEpEeNaloTCs B apXHB
YHuBepcurera.

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

[Tpu vammunu COJ] onvicu nen GopMHUPYIOTCS B CUCTEME.

8.47. Onucu 1en CTpyKTYpHBIX MOAPA3IeNICHUN MPEACTABISIOTCS B apXUB Y HUBEPCUTETA
HE paHee, YeM 4Yepe3 OJMH IoJ, U He MO3JHEE, YeM 4Yepe3 TPH IojJa IOCJe 3aBEpLICHUs AeN B
JIEJIONIPOU3BO/ICTBE.

8.48. OtnenbHas OMHUChH TMPEACTABISET COOOW TEpeueHb OIMMUCATEIbHBIX CTaTed ¢
CaMOCTOATEJIbHOM TOPSIAIKOBOKM HyMEpalMel, Kaxkaas M3 KOTOpPbIX JIOJDKHA BKIJIKOYATh
CJEYIOIINE CBEJICHHUS:

IIOPSIAKOBBIM HOMEP J€JIa 110 OIUCH;

WHJIEKC JIeN1a;

3aroJIOBOK Jiea;

KpailHH€ J1aThl J1eN1a;

KOJIMYECTBO JIUCTOB B JIEIIE;

CPOK XpaHEHHus Jena;

MIpUMEYaHUsI.

8.49. Ilpu cocraBieHHH ONHUCU [IeJ1 CTPYKTYpHOTO TMOJpa3fesieHuss COOII0IAr0TCs
CIIeAYIOIIHE TPeOOBaHUS:

3aroJIOBKH /€]l BHOCSATCS B OIKMCh B COOTBETCTBUU C MPUHATON CXEMOW CHCTEMaTU3aluu
JIeJ1, 3aKPEIJICHHON B HOMEHKJIAType e,

Ka)KJ]0€ JeNI0 BHOCUTCS B OIMMHCH IMOJ CaMOCTOSITENIbHBIM MOPSAKOBBIM HOMEPOM (eciu
JIEJI0 COCTOUT U3 HECKOJIBKUX TOMOB WJIM YacCTeH, TO Ka) bl TOM MJIM 4acTh BHOCSTCS B OIKCH
MOJ1 CAMOCTOSITENIbHBIM HOMEPOM);

MOPSAIOK HyMEpalluy JIeJ1 B ONMCH - BAJIOBBI;

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

MpH BHECEHWU B OMHCH MOAPSAN A€l (TOMOB, 4acTeil) C OJUHAKOBBIMU 3aroJIOBKaMu
3aroJIoBKM BceX /i€ (TOMOB, YacTel) MUUIYTCS MOJHOCTBIO; P BHECEHNUHU B ONUCH MOCIEIHETO
3aroyioBka fgo0asisercs cnoBo «llocinenuuiiy);

rpada omucu "lIpumeuanus" UCTOIB3YETCS JUIsl OTMETOK O MpHUEME JesI, 0COOCHHOCTAX
uX (U3NYECKOTO COCTOSIHUA, O TMepeaaye Jed APYTUM CTPYKTYPHBIM MOApa3/IeICHHEM CO
CCBUIKOM Ha aKT, O HaJIUYHHU KOIIHI.

8.50. Ilepen BHECEHHEM 3aT0JIOBKOB JIE] B OMUCH MIPOBEPSIOTCS KauyecTBO (hOpMHUpPOBAHUS
U odopmiieHus JAeN, COOTBETCTBHE KOJMYECTBAa JeJl, BHOCHUMBIX B OIIUCh, KOJUYECTBY
3aBEJICHHBIX JIE] 10 HOMEHKJIAType A Y HUBEPCUTETA.

B koHne omucu Beien 3a MOCIEOHEH OIMCATEILHOM CTAaThed 3aIllOHSACTCS UTOrOoBas
3aMuch, B KOTOPOH yKa3bIBArOTCS (IH(PpaMyd U MPOIMUCHIO) KOJTMYECTBO JIEJ, YUCISIIUXCS TIO
ONKCH, MEPBBIA W MOCIEAHUI HOMEpa e MO OMHCH, a TaKKe OrOBAPUBAIOTCA OCOOEHHOCTHU
HyMEpaIiu JieJ B ONUCH (JTUTepHbIE HOMEpa U MPOMYIIICHHBIE HOMEPA).

8.51. Ilopsaok mNpPHUCBOECHHS HOMEPOB OINMCIM JI€N1 CTPYKTYPHBIX IOAPAa3AeIICHUN
YCTaHaBIMBAETCA 110 COTJIACOBAHUIO C apXUBOM Y HUBEPCUTETA.

8.52. [Ipu cocTaBieHNH OMHUCH dJIEKTPOHHBIX JEJI B ONIUCh BKIKOYAKOTCSA:

MOPSIAKOBBIN HOMEP 3JIEKTPOHHOTIO Jeja 10 OMHUCH;

" TIpunosxenust N 23, 24  IIpaBunaM XpaHeHHUs.
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MHJIEKC SJIEKTPOHHOTO JIeNIa;

3aroJI0BOK J1€Na;

nata jena (Toma, 4acTH);

CPOK XpaHEHHUS J1eNa;

00BEM TIEKTPOHHOTO Jiena B MO;

IIPUMEYaHUs.

B cocraBe omucu snektponHbix gen B CDJ] dopmupyercs peectp 3IEKTPOHHBIX
JIOKYMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBAaIOTCS CBEJICHUS 00
AJIEKTPOHHBIX JOKYMEHTAaX, BKIIFOUEHHBIX B KaXK0€ 3JIEKTPOHHOE JIEO.

8.53. Omnmcu pen CTPYKTYPHOTO IOJPA3/A€iCHUs IOANUCHIBAIOTCS PYKOBOAUTENIEM
nozpaszesieHus, coriacoBbiBatoTcsi DK cTpykTypHOro mnojpaszaeneHust (Ipu €€ Haluuuu) U
OTnenom Aenonpou3BoACTBa. PeecTp 31eKTPOHHBIX JOKYMEHTOB, SBISIOIIMNACS IPUIOKEHUEM K
ONMCHU DJIEKTPOHHBIX JOKYMEHTOB, IIOJIHUCBHIBAETCA COCTABUTEIEM pEecTpa € YKa3aHUEM
JOJDKHOCTH, MHUITUAIIOB, (PaMUJIMH, JaThl COCTABIICHHUS.

8.54. Onucu aen CTPYKTYpHOTO MOApPAa3ACiiCHUs] YHUBEPCUTETA COCTABISIOTCS B JBYX
9K3eMIUIsIpax Ha OyMa)XHOM HOCHUTEJIE, OJUH U3 KOTOPBIX IepelaeTcs BMECTE C JeJlaMi B apXUB
VYHuBepcurera, a BTOPOH OCTaeTCid B KayeCTBE KOHTPOJIBHOIO 3K3EMIUISIpa B CTPYKTYPHOM
noapaszeneHud. B apxuB YHuBepcuTeTa Takke IEpefaeTcs MO 3K3eMIUIIpY OIucei Jen B
DIIEKTPOHHOM BHJE B pEIakTHpyeMoM (Qopmare aisi UCIOIb30BaHUS B JalbHEHIIEM s
HOJrOTOBKH apXUBHBIX ONMHUCEH J1eJ1, JTOKyMEHTOB (TOJIOBBIX pa3/esioB).

8.55. Jlena mepenaroTcst Ha XpaHEHUE B apXUB YHHUBEPCUTETA B COOTBETCTBUU C IpaduKOM
nepeaayn JOKYMEHTOB, YTBEPXKIECHHBIM PEKTOPOM MJIM MHBIM YIIOJHOMOYEHHBIM MM JIUIIOM U
COIJIACOBAHHBIM C PYKOBOAMTEISIMU CTPYKTYPHBIX MOAPA3IEICHUM.

8.56. Jlena nmocTosHHOrO U BpeMeHHBIX (cBbIlIe 10 j1eT) CPOKOB XpaHEHUs, JOKYMEHTHI 110
JMYHOMY COCTaBY, 3JIEKTPOHHBIE IOKYMEHTHI IEPEJAIOTCS B apXUB Y HUBEPCUTETA HE PaHEE, YEM
yepes roJl, U He Mo3/JHee, YUeM Yepe3 TPU I'ojia OCie 3aBEepILEHHs UX B ICJIONPOU3BO/ICTBE.

8.57. Ilepenaua yien1 B apXyuB YHUBEPCUTETA MPOU3BOAUTCS 110 OMUCAM JIE CTPYKTYPHBIX
MOJIpa3ICTICHU M.

8.58. YnonHOMOYEHHBI pPaOOTHUK apXwBa MPOBEPSET MPABHILHOCTH O(QOPMIICHUS H
(dbopMHpOBaHUs 1€, MPaBUIBHOCTh COCTABJIEHMS OMUCEH /e, COOTBETCTBUE KOJIMYECTBA JEl,
BKITIOYCHHBIX B OIHCH, KOJUYECTBY e, CPOPMHUPOBAHHBIX B COOTBETCTBUH C HOMEHKIJIATYPOU
JEIL.

BrisiBieHHBIE TIpH  TIpOBEpKE HENOCTaTKW B (opMupoBaHMM W OGOPMIICHUH IET
pabOTHUKHU CTPYKTYPHOTO MOJIpa3/ieleHusl 00513aHbl YCTPAHUTh B JBYXHECIBbHBINA CPOK.

8.59. Ilpuem kaxxgoro jaena B apXuWB YHHUBEPCUTETa IMPOU3BOAUTCA B MPHUCYTCTBUU
JIeNIOTIPOU3BOAMTENS CTPYKTYpHOro noapasnenenus. [Ipu stom Ha o0oMX 3K3eMIUIIpax OMUCH
IPOTUB Ka)/J0ro Jeja, BKJIIOUYEHHOTO B Hee, JielaeTcs OTMETKa O Hajauuuu jaena. B koHue
KaXJI0T0 HK3EeMIUIsIpa ONMCH B HWTOrOBOM 3amucH  yKa3blBaeTcs LU(GPaMU M HPOMUCHIO
KOJINYECTBO (DaKTUYECKH TPHUHATBIX B apXuB JIed, B TOM YHCIE DJEKTPOHHBIX, HOMEpa
OTCYTCTBYIOIIUX JIeJI, JlaTa MpHeMa-Tepeaun Jell, a TakkKe MOIMUCH JIMIA, OTBETCTBEHHOTO 32
apXxuB, U JIMLA, IEpeAaBIlEero Jena.

HTorosasi 3amuch NOATBEp)KJIAETCA MOAMUCSAMH COTPYIHHMKAa apXuBa M COTPYAHUKA
(memompon3BOANUTENSI) CTPYKTYPHOTO TOJpa3/iefieHus, IepeaaBlIero naela Ha OyMaKHOM
HOCHUTEJIE U JIEKTPOHHBIE JIea.

8.60. Ilepenaua >MEKTPOHHBIX JTOKYMEHTOB B apXUB YHHUBEPCUTETa MPOU3BOJUTCS HA
OCHOBAHMHU ONKCEN 3JEKTPOHHBIX JeJ 10 WH(POPMALMOHHO-TEIEKOMMYHUKALIMOHHOM ceTu (Ipu
HaIMYUM B apxuBe OpraHu3aluud HWH()OPMALIMOHHOW CHCTEMbI) WJIH Ha (U3NYECKU
000COOJIEHHBIX MAaTEpUANBbHBIX HOCHUTENSX, KOTOpble MNPEACTABISIOTCS B JIBYX HICHTUYHBIX
AK3EeMILIspax.

8.61. B ciyyae NHMKBUAALMU WM PEOPraHU3ALUU CTPYKTYPHOTO TOApa3IeICHUS
JIeITOTIPOU3BOIMTENh TOAPA3/ICIICHUs] B MEPUON TPOBEACHHS JTMKBUIAIMOHHBIX MEPOTPUSTHIA
dopmupyeT Bce MMEIOIIMECs JOKYMEHTHI B Jiena, opopMIiIsieT Jeia M MepelaeT UX B apXuB
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VYHuBepcurera, HE3aBUCUMO OT CPOKOB XpaHeHHsd. [lepenaua nenn ocymecTBiIseTCs IO OMUCAM
JieS1 1 HOMEHKJIaType JAedl.

8.62. Ha nena ¢ MCTEKIIMMU CpOKaMU XpaHEHHS B CTPYKTYPHBIX IOJpa3JesICHUSAX
COCTaBJIAIOTCA NPEVIOKEHUs] K AaKTy O BbIAEICHUHM K YHHUYTOXKEHUIO JOKYMEHTOB, HeE
TIO/UIEKANINX XpaHeHuIo (1o GpopMe, ycTaHOBIeHHOH [IpaBuiamu xpaHenus ' 2).

Ha ocHoBe mnpemioxkeHUl CTPYKTYypHBIX MojpaszzneneHuit OtTaen Jenonpou3BOICTBA
COCTaBJISIET AKT O BBLIEICHMM K YHUUTOXKEHHIO JTOKYMEHTOB, HE IMOIJIEKAIIUX XPAHEHUIO, Ha
nena YHuUBepcuTeTa IO TOM e ¢opMme. 3aroJloBKU OJHOPOJAHBIX J€J, OTOOPaHHBIX K
YHUYTOKCHUIO, BHOCATCS B aKT IO OOLIMM 3arojIOBKOM C YKa3aHHEM KOJHMYECTBa Jell,
OTHECEHHBIX K JIaHHOU TpyIIIe.

8.63. Jlena BK/IIOYAIOTCSI B aKT O BBIAEICHUM K YHUYTOXKEHHIO JIOKYMEHTOB, HE
HOJUIeKALUX XPAHEHHIO, €CIM MPeAYCMOTPEHHBIN [UIl HUX CPOK XpaHEHHs UCTeK K 1 sHBaps
rojia, B KOTOpOM cocTaBlieH akT. Hampumep, 3axkonHuenHsie B 2016 romy pgemna ¢ 3-JeTHUM
CPOKOM XPaHEHMsI, MOT'YT ObITh BKJIIOUEHBI B aKT, KOTOPBII OyzeT cocTaBiieH He paHee | siHBaps
2020 rona.

8.64. Jlena ¢ otmetkoit «TTK»!® mozexar moaucTHOMY IPOCMOTPY B IENAX BBISBICHHS
JIOKYMEHTOB, MOJUIEkKAIIUX OCTOSSHHOMY XpaHEHHIO. BBISIBIEHHbIE B TaKUX J€J1aX JOKYMEHTbI
IOCTOSIHHOTO XPaHEHUs BBLACISAIOTCS U MPUCOCIUHSIOTCS K OJHOPOAHBIM JejdaM WIN
(bopMUPYIOTCS B CAMOCTOSITENIbHBIE JIENa.

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

8.65. AKT O BBIACICHMM K YHUUYTOKEHHIO JOKYMEHTOB, HE IMOMJISKAIIMX XPaHEHHIO,
IPEJICTaBIIsIETCST HAa paccMOTpeHHe U corjacoBaHue DK OJHOBpPEMEHHO C ONUCAMHU el
IOCTOSIHHOT'O XPaHEHUs U 110 JITYHOMY COCTaBY.

8.606. AKT O BBIJIEJIEHMH K YHMUYTOKEHHUIO JOKYMEHTOB, HE MOJUIEKAIIMX XPAaHEHHUIO,
yTBep)KIaeTcs pekropoMm nocie yreepxkaeHus IIIK apxuBHoro yupexaeHus, rocy1apcTBEHHOTO
WIM MYHMULMIIAJBHOTO apXuMBa B COOTBETCTBMM C IPEAOCTaBICHHBIMU €MY IOJHOMOYUSMU
oMnuceil 1e MOCTOSIHHOTO XPAaHEHHs! U COTJIAaCOBAHUS ONMMCEH JieN M0 JIMYHOMY COCTaBY, IOCIIe
Yero Jieja, BbIACJIECHHBIE 10 aKTY K YHUUYTOXKEHHUIO, MOTYT ObITh YHUUYTOXEHBI.

8.67. Jlena, moanexaniye YHUYTOKEHHIO, MEPEAaloTCs Ha MepepaboTKy (YyTHIM3ALUIO).
[lepenaua nen opopmitsieTcst MpUeMo-cAaTOYHON HAKJIa HOM.

Ilocre yHUYTOXEHMS [1€1 B HOMEHKIATYpE AENl IPOCTABIIAIOTCS OTMETKH, 3aBEPSIEMBbIE
MOJMUCKIO crienuanycra OT/ena 1e10Mponu3BOICTBA, U JATOU:

«YHnuTokeHo. Cm. akt N oT . [Tonnuck, nHULIMANBL, HaMUITHS».

8.68. DNeKTpOHHBIE JOKYMEHTHI C UCTEKIIMMH CPOKaMH XPAHEHUs IOJIeKaT BBIICIECHUIO
K YHUYTOXKEHHUIO Ha OOIIMX OCHOBAHUSX, [TOCTIE YEro MPOBOJUTCA UX (PU3MUECKOE YHUUTOXKEHUE
WIM YHUYTOXKEHUE NMPOTrPaMMHO-TEXHUYECKUMHU CPEICTBAMU C COOTBETCTBYIOIIEH OTMETKOW B
aKTe O BBIACICHUHU K YHUUYTOKEHHIO JIEKTPOHHBIX JOKYMEHTOB.

DNEeKTPOHHBIE JTOKYMEHTHl CUMTAIOTCS YHUUYTOKEHHBIMM, €CIIM MX HEJIb3s BOCCTAHOBUTH
cpeAcTBaMu MH(POPMALIMOHHONW CUCTEMBI Ha HOCUTENSIX MH(DOPMAIIUK U U3 PEe3€PBHBIX KOIHA.

8.69. AKTBHl O BBIJCJIIEHUU K YHUYTOXEHHUIO JOKYMEHTOB, HE IOJUIEKAIINX XPaHEHUIO,
XpaHATCs MOCTOSIHHO B Jiesie OHa.

IX. Opranuszanust 10cTYNa K J0OKYMEHTAM U UX UCIOJIb30BAHUS

9.1. Beimaua pen, Haxomdmmxcss Ha XpaHeHuu B Ortnaene  JIeI0MpPOU3BOJICTBA,
CTPYKTYpPHBIX TMOJApA3JEICHUAX YHUBEpcUTEeTa pPaOOTHHKAM JAPYTrUX TOApa3AeNeHuil s
O03HAKOMJICHUSI U (WJIH) JJI1 BPEMEHHOTO MCIOJIb30BaHUs B pabOTe MPOU3BOIUTCS TIO 3ampocam,
MOJMUCAHHBIM PYKOBOJUTENEM (3aMECTHTENIEM PYKOBOIUTEINSI) CTPYKTYPHOTO TOJpa3JiesieHus,

"2 TIpunosxenue Ne 21 k IlpaBunam XxpaHeHus
'3 Ormerka "DIIK" 03HayaeT, 4TO YaCTh AOKYMEHTOB MOXKET ObITh OTHECEHA K CPOKY XPaHEHHS "MOCTOSHHO".
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3amnpamnvBaroIIero Jeio (JOKYMEHT) U C paspeleHus HadaiabHuka OtTaena Jeonpou3BOACTBa
WIN CTPYKTYPHOTO MOJPA3/eeHus, TOKYMEHThI KOTOPOTO 3allpALINBAOTCA.

9.2. Jlema, MOKYMEHTHl BBIJAIOTCS BO BpPEMEHHOE IOJIb30BAaHHE PaOOTHUKAM
VYHHUBepcHUTeTa Ha CPOK He Oosiee 0JHOro MecALa.

I'ocynapcTBeHHBIM oprasam (cyneOHbIM, IIPAaBOOXPAHUTEIbHBIM, OopraHam
rOoCyJapCTBEHHOI'O KOHTPOJsl M HAA30pa) Jeda U OTHENIbHbIE JOKYMEHThl BBIJAIOTCS Ha
OCHOBaHUU UX MMCbMEHHBIX 3alIPOCOB C pa3pellieHUs] PEKTOPa U UHOTO YIIOJHOMOYEHHOIO UM
JMLIA, 10 aKTaM Ha CPOK He 0oJiee IeCTH MECSLIEB.

[Tpu HEOOXOIUMOCTH CPOK UCIOIB30BAHUS JOKYMEHTOB MOXKET OBITH MPOJIICH.

9.3. B nuceMeHHOM 3ampoce pabOTHUKOB YHUBEPCUTETA O BblJaue JOKYMEHTOB (Z1e11) BO
BPEMEHHOE I10JIb30BAaHUE U3JIAratoTCsl IPUUMHBL, 10 KOTOPBIM 3aIPALLIUBACTCS N0 (JOKYMEHT)
U 11€JIb UCIIOJIb30BaHUS JOKYMEHTOB, HAXOAALIMXCS Ha ONIEPAaTUBHOM XPaHEHUU.

9.4. Ha BblmaHHOE €10 3aBOAMTCS KapTa-3aMECTUTENb, IIOMEIlaeMas Ha MECTO
BBIJIJAHHOTO Jiena. B Hell yka3pIBaloTCs MHAEKC Jiela, 1aTa ero BblAauu, KOMY /110 BbIJIaHO, AaTa
€ro BO3BpAILEHUs, TPETyCMaTPUBAIOTCS rpadbl ISl MOAMUCEH B OJTYYSHUHU U IIPUEME JIeIa.

Ha mecTo m3bpATOr0 NOJUIMHHKMKA JTOKyMeHTa paboTHUK OTAena Ies0NpoU3BOCTBA WK
JIEJIONPOU3BOUTEND TOAPA3JIEICHNUs BKJIAAbIBAET B JIEJO JIMCT-3aMECTUTENIb C YKa3aHHUEM,
KOTJ]a, KOMY U Ha KaKOH CPOK BBIJAH JOKYMEHT U MOANUCAMH B IOJIYYEHUH U npueme aena. [Ipu
3TOM B JIEJIO TIOMEIIAETCS 3aBEpEHHas KOMUS I0KyMEHTA.

ITocne pemenust Bompoca, A PaCCMOTPEHUST KOTOPOro jefna (JIOKyMEHTbI) U3bIMAJIUCh
110 3aIpocaM roCyJapCTBEHHbBIX OPraHOB, MOUIMHHUKU JOKYMEHTOB JOJKHBI OBITH BO3BPAIICHbI
B YHHMBEPCHUTET U IOMEUIECHBI B JIEII0.

9.5. DAeKTpOHHBIE JOKYMEHTBI, HAaXOJIIIMECS Ha OIEPATUBHOM XpaHEHHWH B 0azax
JTAHHBIX HH(OPMALMOHHBIX CUCTEM, BBIJAIOTCS U1 UCHIOJIb30BaHUS B BUJIE KOMUHN 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, ONPEISNIAIOUMMU MOPAJOK AKCIUTyaTallud HH()OPMAIMOHHOW CUCTEMbI, M B
COOTBETCTBUH C TEPCOHAJIBHBIMU YYETHBIMH 3amucsiMu paboTHukoB B COJl wim wHOU
UH(POPMALIMOHHOM cuCTEME.

PabGoTHukaMm, He HMEIOLIMM IpaBa JOCTyNa K COOTBETCTBYIOIIEH HH(OpMalnOHHON
CUCTEME, MIEKTPOHHBIE JJOKYMEHTHI BBIIAKOTCS B COOTBETCTBUU C ITyHKTaMH 9.1 - 9.3 Hacrosmen
MHCTPYKILMHU, HA PU3NYECKH 000COOJIEHHOM HOCHUTENIE, BBICHUIAIOTCA 10 3JIEKTPOHHOMY aJpecy
pabOTHHUKA, 3aMpalliuBaIOLIEro JOKYMEHT, MM UHBIM 00pa3oM.

9.7. B Orene nenonpou3BOJCTBA, CTPYKTYPHOM TIOJIpa3/I€JICHUHU, BBIJABIIEM JIE€JIO
(TOKYMEHT) BeJeTCsl ydyeT BbIIaHHBIX Jell (JOKYMEHTOB) M KOHTPOJb HMX CBOEBPEMEHHOI'O
BO3BpaTa. DIIEKTPOHHBIE Jieia (JOKYMEHTHI) BO3BpATy HE MOJIJIeXKAT.

9.8. PabotHuku YHHBepcuTeTa 00s3aHBI 00€CIEUYHMBATh COXPAHHOCTh MOJIYYEHHBIX BO
BPEMEHHOE II0JIb30BAHHE JOKYMEHTOB (Z€1) Ha OyMa)kHOM HOCHUTEJIE M UCIOJIb30BaTh
HOJYYEHHYI0O MH(OpMaIMIO B CIYyKEOHBIX IIeJX B COOTBETCTBUU C TPEOOBAHUSAMH JIOKAIBHBIX
HOPMAaTUBHBIX aKTOB YHHUBEpPCHUTETA. 3allpeliaeTcs nepeaaya MnoaydyeHHbIX JOKYMEHTOB WM MX
KOMMI pabOTHUKAM JIPYTUX MO/Apa3AeIeHUN WM OpraHu3alui.

9.9. U3bsaTue (BbleMKa) TOKYMEHTOB, O0OpPa30BaBIIUXCS B JEATEILHOCTH YHUBEPCUTETA,
IIPOU3BOJUTCS B COOTBETCTBUHM € 3aKOHOAATENLCTBOM Poccuiickoit Penepanun.

9.10. U3bsTue (BbIEeMKa) AOKYMEHTOB IPOU3BOJUTCS HAa OCHOBAaHWM MHCHMEHHOTO
pacropsikeHus: (ITIOCTaHOBJICHHSI) COOTBETCTBYIOILIETO OpraHa BJAcTU C pa3pelieHusi peKTopa
WIM HWHOTO YIOJIHOMOYEHHOTO UM JIMIa C W3BEHICHHEM PYKOBOJIUTENS MOJpa3iesieHus,
JIOKYMEHTBI KOTOPOTO U3bIMAIOTCS.

9.11. ®dakt u3bATHA (BBIEMKH) JOKYMEHTOB (PUKCHPYETCS B MPOTOKOJE (aKTEe) U3BATUS
(BBIGMKHM) JOKYMEHTOB, KOTOPBIM COCTaBJsIeTCS HE MEHee 4YeM B JIByX OJK3eMIUIIpax u
MOJMUCKHIBACTCA YIOJHOMOYEHHBIMU MPEACTABUTEISIMH Y HUBEPCUTETA U COOTBETCTBYIOILETO
rocyaapcTBeHHOro oprana. K mporokonmy (akTy) mnpuiaraercst Omuch (peecTp) HU3bATHIX
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JIOKYMEHTOB (J1e).

9.12. Ilpu U3BATUM TOIMHHUKOB JTOKYMEHTOB B JIEJIO MTOMENIAETCS 3aBEPEHHAS KOMUSA
JIOKYMEHTa, Ha 000pOTe KOTOPOU yKa3bIBACTCSI OCHOBAHHE U3bATHS MOIJTMHHUKA, CPOK BO3BPATA,
JlaTa ¥ TOJMKUCh paOOTHHUKA, OTBETCTBEHHOTO 32 (HOPMUPOBAHKE H/WIIH XpaHCHHUE JIeTIa.

9.13. ITonMMHHKMK JOKYMEHTA, U3bATHIN U3 JieJla HA OCHOBE COOTBETCTBYIOIIETO PEIICHHUS,
MOCJIE PACCMOTPEHHS W PEIICHHS BOIPOCa, BO3BpallaeTcs B JEJNO, MPH OTOM KOIUS,
TIOMEILICHHAs B JIEJI0 BMECTO IMOJIJTMHHUKA, U3bIMAETCS.

X. U3roroBienne, yuer, HCMOJIb30BAHNE U XPAHEHUE NeYaTeil,
IITAMIIOB, 0JIJAHKOB IOKYMEHTOB, HOCUTEJIeH 3JIEeKTPOHHBIX MOANUce

10.1. bmaHku OpraHU3alMOHHO-PACHOPSAIUTEILHBIX JIOKYMEHTOB pa3padaThIBAIOTCS
OTtaenom 1enonpon3BoJICTBA.

10.2. OGpa3ibl 61aHKOB JTOKYMEHTOB YTBEPKIAIOTCS B COCTaBE HACTOAIICH WHCTPYKIIHMH
0 JIEJIONPOU3BO/ICTBY.

10.3. JIns MOATOTOBKM JIOKYMEHTOB B YHHBEPCUTETE MOTYT HCIOJIB30BAThCA OJIAaHKU
JOKYMEHTOB, ~ W3TOTOBJICHHBIE  THIOTPAQCKUM  CIOCOOOM, CpEACTBAMH  OIEPATUBHOM
noyimrpaduu.

[Ipy nmoaroroBke TOKYMEHTOB MOTYT HCIOJIB30BaTh 3JIEKTPOHHBIE IIAOJOHBI OJIAHKOB.
OneKkTpoHHble  1Ia0JOHBI  OJAHKOB  JIOJDKHBI  COOTBETCTBOBATh  OOpasliaM  OJIaHKOB,
YTBEPKACHHBIX PEKTOPOM.

10.4. bnanku OpraHU3alMOHHO-PACHIOPSIUTENBHBIX JIOKYMEHTOB, IPUMEHSEMbIE B
YHUBepcuTeTe, HE MOTYT MEPEAABATHCS APYTHMM OPTaHHU3alUsAM, JTOJDKHOCTHBIM U (DPU3HYECKIM
JTULAM.

10.5. Ciy»x0a 1enonponu3BOo/ICTBA OPTaHU3AIIHH

opopmiisieT 3asBKM Ha M3rOTOBJIIEHHE OJIAHKOB OPraHU3alMOHHO-PACHOPSIUTENbHBIX
JOKYMEHTOB THUITOTPa(CKUM CIOCOOOM MIIHM CPEACTBAMU OINEPAaTUBHON MONIUTpaduu;

OCYILECTBISIET XpaHEHHE OJaHKOB OPraHU3aIMOHHO-PACHOPSIUTENBHBIX JOKYMEHTOB U
BbIJIauy UX B CTPYKTYPHbIE IIOJpa3AeiieHUus] Y HUBEPCUTETA;

OCYILIECTBISICT KOHTPOJIb 32 MPaBHJIBHOCTBIO HCIIOJIB30BaHMs OJIAHKOB OpraHHU3alliOHHO-
pacnopsSAUTENbHBIX JOKYMEHTOB.

10.6. B YHuBepcurere B coorBeTcTBUU ¢ DenepanbHbIM KOHCTUTYHHOHHBIM 3aKOHOM «O
lNocynapctBenHom repOe Poccuiickoit denepanuu» W ycTaBOM YHHUBEPCUTETA HCIIOIB3YETCS
neyath ¢ BocmpousBeneHueMm [ocynmapctBeHHoro repba Poccuiickoit ®enepamuu (nanee -
nevyaTh OpraHu3alun).

B VYHuBepcurere B COOTBETCTBUM C JIOKQJbHBIM HOPMATHBHBIM AaKTOM  MOXET
MCIIOJIb30BAThCS MITaMII (IUTamIibl) ¢ (PaKCUMUIIBHOM MOJMUCHIO0 PEKTOPa U UHBIX JTOJKHOCTHBIX
T

10.7. Ilewats YHuBepcurera ¢ BocnpousseneHuem ['ocynapctsenHoro repda Poccuiickoit
®denepau 10JKHA COOTBETCTBOBaTh TpeOoBaHWsAM, ycTaHoBieHHbIM ['OCT P 51511-2001
«Ilewatn c BocmpousBenennem [ocymapcrBernHoro repba Poccuiickoit ®epepannu. Popma,
pasMepbl U TeXHUYECKHE TpeOoBaHus» *,

10.8. IleyaTn ¥ mTaMnbsl YHUBEPCUTETA U3TOTABIMBAIOTCS B KOJIMYECTBE, HEOOXOAMMOM
JUI OCYIIECTBJICHUS YHHBEpcHTEeTa M €€ paOOTHHKaMU BO3JIOKEHHBIX Ha HUX (QYHKIUIL.
Pemennie 06 U3roTOBIIEHNHU U KOJIMYECTBE SK3EMIUISIPOB NeYaTell U MITaMIIOB IPUHUMAET PEKTOP
0 NIPEACTABIEHUIO HadyaabHUKa OT/ena 1e10pOU3BOICTBA.

Ecin nevars VYHHUBepcuTETa MHCHONB3YETCS B HECKOJIBKHX JK3EMIUISIpax, HOMEp
HK3EMILISpA MeYaTH YKa3bIBa€TCs B KIIUILIE [I€YAaTH IIPU €€ U3TOTOBJICHUH.

10.9. Ilewatpro VYHHBepcuTeTa 3aBEPAIOT IOIMHHOCTH MOJANHUCH PEKTOpPA W HHBIX

¥ TOCT P 51511-2001. TocymapcTeenHblii cranmapT Poccuiickoii ®enepanuu. Ileatn ¢ Bocpom3BeneHMEM | ocylapcTBEHHOro repba
Poccuiickoit ®eneparyn. @opma, pasMepsl 1 TEXHUYECKUE TPEOOBAHUS
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YIOJIHOMOYEHHBIX UM JIMI], HA JOKYMEHTaX M KOMUIX JTOKYMEHTOB B COOTBETCTBUU C ITYHKTOM
2.49 Hacrodme WHCTPYKUMH, a TakKXe TNOAMUCHA HWHBIX JIMI, B COOTBETCTBUH C
3aKoHoAarenbCcTBOM Poccuiickoit denepanuu U N0I3aKOHHBIMU AKTAMU.

10.10. [Teyaty u mTaMbl BBIAAIOTCS IS UCIIONIB30BaHUS PaOOTHUKAM, OTBETCTBEHHBIM 32
WX HCIOJB30BAaHUE M XPAHEHHE MOJ MOANKCH B JKypHaJIE ydyera Medared M IITaMIoB. Y4eT
nevarel U mraMnoB YHuUBepcuteTa BeneT OTaen 1e10nponu3BoICTBA.

10.11. IIpu umcmonp3oBaHUM B pabOTe MEYaTH M IITAMIbl XPAHATCA B 3aMUPAOIIMXCS
mkadax (ceidax) paOOTHHMKOB, OTBETCTBCHHBIX 3a XPAHCHHE W HCIIOJIb30BaHHE IeYaTed W
[ITaMIIOB.

10.12. Ilepemaua mewaTeid W IITAMIOB TMOCTOPOHHHMM JIMIIAM HE Jomyckaercs. BwiHOC
neyaTeil W IITAaMIIOB 3a MpeAesibl YHUBEPCUTETa BO3MOXKEH B HCKIIOUUTEIBHBIX CIy4asX IO
pEIIEHUI0 peKTopa (Harpumep, Mpy MOAMUCAHUHN TOTOBOPOB).

10.13. Otnmen penompoW3BOACTBA €KErOJHO MPOBEpPseT COOMIOACHHE paOOTHUKAMU
YCIIOBUHM HCIIOJIb30BAHUSA M XPAHEHMs MedaTedl W IITaMIOB B CTPYKTYPHBIX MOApa3/IeIeHHSIX
YHuBepcurera.

10.14. IIpumenmye B HErOAHOCTh U YTPATUBIIME 3HAUEHUE NE€YATH M IITAMIIbI MOJJIEKAT
BOo3Bpary B OTjaen AeIONpou3BOACTBA WJIM MHOE TMOJPA3CICHHE, Ha KOTOPOE BO3JIOKEH y4eT
nevarel U MTaMIIOoB, JUIsl [IEHTPAIM30BAHHOTO YHUUYTOXKEHUS. [ledaTn yHUUTOXKAIOTCS 10 aKTy C
COOTBETCTBYIOIIEH OTMETKOM B )KypHAJIE y4eTa [edaTeld U ITaMIIOB.

10.16. IIpu nepengadye Y HUBEPCUTETOM JIEKTPOHHBIX JTOKYMEHTOB Ha 3JEKTPOHHBIA ajpec
JPYroii OpraHU3aIiy, a TaKKe 1151 0OMeHa AIIEKTPOHHBIMHU JOKyMeHTaMu mocpenctsom COJl B
YHuBepcurere u ero MOIpa3IeICHUAX MOTYT UCIIOJIb30BaThCS yCUJICHHBIE
HEKBATM()UIIUPOBAHHBIC 3JICKTPOHHBIC MTOAMCH /WU TIPOCTHIC MJICKTPOHHBIE TIOIITUCH (J1aiee -
3JIEKTPOHHAs MOJMUCH) B cOOTBeTCTBUU ¢ DenepanbubiM 3akoHOM OT 6 ampens 2011 r. Ne 63-03
«O0 2IIEKTPOHHOU TIOIITUCK.

10.17. Onextponnblii nokymMeHT B C3J] YHuBepcureTra, MOANHUCAHHBIA 3JIEKTPOHHOU
MOJMMCHIO, MPU3HACTCS PABHO3HAYHBIM JOKYMEHTY Ha OyMaKHOM HOCHTENE, MOJIMHACAHHOMY
COOCTBEHHOPYYHOM TMOANMUCHI0 W HMMEET OJMHAKOBYID C HHM IOPUIAMYECKYIO CHIIy IpHU
OJIHOBPEMEHHOM COOJTFOJICHUH CIICTYIOIINUX YCIIOBHIA:

KJIIOY TOAMMCH, OTHOCSIIMICS K KOHKPETHOM SJIEKTPOHHOM TMOJNUCH, HAa MOMEHT
MOAMKUCAHUS AJIEKTPOHHOTO JOKYMEHTA SIBJIACTCS JACHCTBUTEILHBIM (JOCTOBEPHBIM), HE YTPATHII
cuiy (He OTO3BaH);

MOATBEPIK/ICHA MOJIMHHOCTD JIEKTPOHHON TTOAMKCH B DJIEKTPOHHOM JIOKYMEHTE;

JaTa v BpeMsl CO3JIaHusl DNIEKTPOHHOM noanucu 3adukcupoBanbl B CO/1;

AJIEKTPOHHAS TMOJIIMUCH MUCIIOIB3YETCSI B COOTBETCTBUU C YCTAHOBJICHHBIM B Y HUBEPCUTETE
pacmpezieieHueM MpaBa MOANUCH JOKYMEHTOB MEXAY AOKHOCTHBIMU JIMIIAMU U pA0OTHUKAMH.

10.18. I'enepanuio U XpaHeHue Kitoueld HekBanuduuupoBanHoil u npoctoi DI B COJ]
JIOJKEH OCYILIECTBIATh aqMuHucTparop CI/I.

10.19. Otnmen nenompoW3BOJCTBA BEACT Y4YeT KIIOYEH JJIEKTPOHHBIX TOJIMUCEH B
CIEUMAJIbHOM JKypHaJie. Bpimaua maTepHalibHBIX HOCUTENEH SJIEKTPOHHOW NOJANHUCH U HX
BO3BPAT 10 UCTEYCHUH CPOKA JIEHCTBUS OCYIIECTBIISIETCS 101 TOAMUCH paOOTHUKA B JKypHAJIe.

10.20. Co3ganue mnaponed Uisi NPOCTOM DJIEKTPOHHOW IOANNCU OCYILECTBISETCS B
MOPSI/IKE, YCTAHOBJIEHHOM JIOKAJIbHBIM HOPMAaTUBHBIM aKTOM Y HUBEPCUTETA, YCTAHABIMBAIOIINM
nopsnok dkcrutyatranuu COJl U MCMONB30BaHUS AJIEKTPOHHBIX MOAMHCENH MpH padoTe C
JIOKYMEHTaMH.

10.21 Kitou »eKTpoHHOM MOANUCH, Ucionb3yemoit B CO/l, sBisieTcs koHpHUIeHITUATbHON
nH(popMaIen 1 3alunaeTcss B COOTBETCTBUH C 3aKOHOATENHCTBOM Poccuiickoit denepannu.
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ITpunoxxenne Ne 1

denepalibHOE TOCYAAPCTBEHHOE OI0HKETHOE 00pa30BaTEIbHOE YUPEIKICHHE
BBICILIEr0 00pa3oBaHUs
«ACTPAXAHCKUN TOCYJIAPCTBEHHBIV MEIULIMHCKUI YHUBEPCUTET»
MunuctepcTBa 3apaBooxpaneHusa Pocculickoit @enepanuu
(®I'bOVY BO Actpaxanckuii 'MY Munszapasa Poccun)

[MTPUHATO «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

ITporokos Ne

Or«  » 2019 r. « » 2019 .
[TOJIOXKEHUE

00 oTzene 1o pexxumy u 6e301acHOCTH
denepanbHOro roCyAapCTBEHHOTO OFOKETHOI0 00pa30BaTEIbHOTO
VYupexxaeHus Bbiciiero o0pa3oBaHus
«ACTpaxaHCKUI TOCYIapCTBEHHBIN MEIUIMHCKUI YHUBEPCUTET»
MunucrepcTBa 3npaBooxpanenus Poccuniickoit denepanuu

Actpaxanp 20 T.
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[Tpunoxenue No2

denepanbHOE rocy1apCTBEHHOE OI0PKETHOE 00pa30BaTeIbHOE YUPEXKICHUE
BBICIIET0 00pa30BaHUs
«ACTPAXAHCKUI T'OCYJIAPCTBEHHBIM MEJULIMHCKU YHUBEPCUTET»
Munucrepersa 3npaBooxpaneHus Poccuniickoit denepanuu
(®I'BOY BO Acrpaxanckuii [MY Munszapasa Poccun)

I[TPUKA3

25 oktsi6ps 2017 r. Ne 125

AcTpaxaHb
O co3pnaHnm SKCNEPTHON KOMHUCCHU
U YTBEPXK/ICHUH TOJIOKEHUS O Hel
B nmensx ynydmieHus OpraHu3alud  JIeNONPOM3BOJACTBA W ApXMBHOIO  XpaHEHUs
JOKYMEHTOB, oOpasyromuxcs B aedreabHoctd PI'BOY BO Actpaxanckuit I'MY Munsapasa
Poccun, coOmonenust TpeGoBaHuil 3akoHopatenscTBa Poccuiickoit @enepaunuu B chepe
apXUBHOTO JIeNa ...

[IpukaspiBato:

1. Co3znate akcneptHyto komuccuio @I'BOY BO Actpaxanckuit 'MY Munznpasa Poccun
B COCTaBe:

npenacenarens — npopekrop no... ®amumus 1.0.;

cekpeTaps - aenonpousoaurens @amunus 1.0.;

YICHBl: HayaJIbHUK OTJAeNa oOecrnedeHus oOpaszoBarenbHOro mpoiecca @amumus 1.O.,
3aMmecTuTenb riaBHoro oyxrantepa @amuiusa U.0., HavanpHUK oTAenoM kaaposB Gamunus 1.0.,
HAYaJbHUK YIIPABJICHHUS 110 TIeUaT, Meaua 1 nHpopMannoHHbIM TexHoiorusmM damumus 1.0.

2. VrBepauts Ilonoxenne 06 sKkcrepTHOM KOMHUCCUU (TTPUITIOKEHHE).

3. KoHTpob 3a HCIIOJIHEHNEM TIPHKa3a BO3JIOKUTH Ha IpopekTopa 1o... Pamwmina 1.0.

Pexrop [Moanuce N.0. Gamunus
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IIpoexT BHEC:

JIO>KHOCTh

CornacoBaHo:

JIOKHOCTh

C npukazom 03HaKOMJIEH:

JIOJDKHOCTB

Obopomnas cmopona npukasa

N.0.®ammnus

N.0.®ammnus

N.0.®ammnus
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ITpunoxxenne Ne2.1
IIpunoxxenne Ne K npukasy Ne

OT « » 20 T.

JIucT o3HAKOMIIEHHS

C npukazom pekropa ®I'BOY BO Acrtpaxanckuii I'MY Munzapasa Poccun ot «  »

20 roma Ne O3HAKOMJICHBI CJIETYIOIIUE 3aMHTEPECOBAHHbBIE PAOOTHUKU:
®.1.0. paboTHUKA JIOMKHOCTH JlaTa 1 moamnucey 00
03HAaKOMJICHUU
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[Ipunoxxenne Ne3

denepaibHOE TOCYAAPCTBEHHOE OI0HKETHOE 00pa30BaTEIbHOE YUPEIKICHHEC
BBICILIEr0 00pa30oBaHUs
«ACTPAXAHCKUN TOCYJIAPCTBEHHHBIN MEJUITMHCKUN YHUBEPCUTET»
MunuctepcTsa 3apaBooxpaneHus Poccuiickoit deneparuu
(®I'bOY BO Actpaxanckuii 'MY Munszapasa Poccun)

PACIIOPSOKEHUE

AcTpaxaHb
O noAroToBKE MPEAJIOKEHUI
K IUIaHY ,,,,, Ha 2019 1.

B cBs3u ¢ popmupoBanuem [Inana... Ha 2018 roa, puHAHCHPYEMBIX U3 TOCYIAPCTBEHHOTO
OroKETAa:

1. PykoBomutensm mnonpazaenenuit (Qamunusa WN.0., @amunusa U.0., Gamunusa U.0.,
®amunus 1.0.) noAroTOBUTH U MPEICTABUTh YICHOMY CEKPETapIO MPEAJIOKEHUS K TUIaHy. .. Ha

2018 rox B cpok a0 15.06.2017.

2. Yuenomy cekperapio (Gamunus 1M.0.) obecrieunts GopMUpOBaHUE MPOEKTA TUIAHA. .. Ha
2018 rox, puHaHCHPYEMBIX U3 TOCYAapCTBEHHOTO Or0pKeTa, B cpok a0 01.07.2017.

3. KOHTpOJIb 34 HUCIIOJIHCHUCM DPACIIOPANKCHUSA BO3JIOKUTH HAa MPOPEKTOpA IIO... damMunus
HN.0.

Pexrop [Moanuce N.0. ®amunus
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[Ipunoxenne Ned

denepanbHOE rocy1apCcTBEHHOE OI0KETHOE 00pa30BaTeIbHOE YUPEXKIEHUE
BBICIIET0 00pa30BaHUs
«ACTPAXAHCKUI TOCYJIAPCTBEHHBI MEJULIMHCKU YHUBEPCUTET»
Munucrepersa 3apaBooxpaneHus Poccuniickoit denepanuu
(®I'bOY BO Actpaxanckuiit [MY Munszapasa Poccun)

ITPOTOKOJI

AcTpaxaHb
3aceZlaHus YYeHOT'O COBETa

[IpeacenarensctByromuii - @amunus 1.0.
Cekperaps - @amunus 1.0.

[TpucyrcTBoBanu: 17 yenoBek (CUCOK MPHUIIAraeTcs)
[TOBECTKA JIHA:

1. O mepax no peanuzanuu GeaepanbHOM IeIeBOM MPOTPaMMBI ...

Hoxnan npopexropa @amumnus N.0.

2. ...

1. CJIVIOAJIA: Ilerpos ILII. - TekcT qokiana npuiaraercs.
BBICTVYIINJIA:
®amunus U.0. - kpaTkas 3alIuch BBICTYIICHUS.
®amunus U.0. - kpaTkas 3aluch BbICTYIICHUS.
PEHINJIN: (ITOCTAHOBUJIN)

1.1. CdopmupoBatb BpeMeHHbIE TBOPUECKHE KOJUIEKTHBBI 10 pealu3aliud MPOEKTOB
benepabHON 11€TIEBON IPOTPAMMEI ...

1.2. IToAroTOBUTH M YTBEPAUTH IIJIaHBI pabOTHI 1O MPOeKTaM (eaepabHOM 11eI1eBOM MporpaMMbl

2. ..
IIpencenarenbCTBYOMINM [Moanuce N.0. Gamunus
Cexkperapb [Moanuce N.0O. ®amunus
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[Ipunoxxenue Ne5

denepaibHOE TOCYAAPCTBEHHOE OI0HKETHOE 00pa30BaTEIbHOE YUPEIKICHHEC
BBICILIEr0 00pa3oBaHUs
«ACTPAXAHCKUN TOCYJIAPCTBEHHBIV MEIULIMHCKUI YHUBEPCUTET»
MunuctepcTBa 3apaBooxpaneHus Poccuiickoit deneparuu
(®I'bOY BO Actpaxanckuii 'MY Munsapasa Poccun)

ITPOTOKOJI

AcTpaxaHb
OIEPATUBHOI'O COBELIAHUS
y IPOPEKTOpa YHUBEPCUTETA
[TpopexTop - @amumnus U.0.
Cekperaps - @amunus 1.0.
[TpucyrcrBoBanu: @amunusa N.0., @amunus N.0., Gamunus U.0O. ...

1. O6 opranu3anuu 00CIETIOBaHUS 110 TEME ...

(Pamumus 1.0, <*>, Gamunus 1U.0., Gavmunus 1.0.)
1. YcTaHoBUTD, UTO ...
2. PyxoBonutento Tembl (Pamunus 1.0.) obecrieyuTs KOHTPOIIb ...

2. O6 yuacTuu B 3acelaHuy paboueit rpynmsl 1o ...

(Pamumus 1.0, <*>, Gamunmus 1U.0., Gamunus 1.0.)

1. IToaroToBUTH K 3aceaHnio paboye rpymnibl MaTepHAIIB O ...

3amMecTuTeNb IUPEKTOpa [Moxanuce N.0. ®amunus

CexkpeTtapb [Moxanuce N.0. Gamunus

<*> HCpBOﬁ YKa3bIBaCTCA (baMI/IJ'II/ISI N HHHIHAJIBI OCHOBHOI'O AOOKJIaA4YMWKa, 3aTCM -
(1)aMI/IJ'II/II/I W MHUIUAJIBI JIMI, Y4aCTBOBABIINX B O6CY)KI(€HI/H/I BOIIpocCa.
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[Ipunoxenne Ne6

(enepanbHOE TOCYAaPCTBEHHOE

010/)KETHOE 00pa30BaTENbHOE YUPEIKACHHE
BBICIIIEr0 00pa3oBaHus
«AcCTpaxaHCKHIi rocy1apcTBEeHHBbIN
MeTUIUHCKHIl YHHBEPCUTET
MHUHHCTEPCTBA 3PaBOOXPAHEHHUS PexTopy (HanmMeHOBaHWE y4eOHOTO 3aBEICHHMS)
Poccuiickoit ®enepanuun I.M.H., HpO(beCCOpy OO

(®I'bOY BO Acrpaxanckuit 'MY Munzapasa Poccun)

OI'PH 1023000857285 =
VIHH 3015010536 Iloumoswiii aopec 6 coomsemcmeuu ¢ n.2.36

yi. bakunckas, 121, r. Actpaxauns, 414000 HacmoAweu uHCmpyKyuu
Ten. (8512) 52-41-43, dake (8512) 39-41-30
caiT: astgmu.ru
e-mail: agma@astranet.ru

oT Ne
Ha Ne

3aroJyioBOK Mpu HEOOXOAUMOCTH

VYBaxaemseiii ims, OtuecTtBo!

IIpemyiaraem Bam nmpuHATE yyacTHe B aHKETHPOBAHUM 00pa3oBaTEIbHBIX OpraHHU3alui,
OCYIIECTBIISIOIIUX TOJArOTOBKY CIEIMAIUCTOB IO CHEUHUAIBHOCTAM «AHECTE3UOJIOTUS U
peanuMarosiorusn», «Hapkosiorus u ncuxorepanus», «/lepMaToBEHEPOIOTHS.

AHKeTHpOBaHHE MPOBOJIUTCS HAaMH B LiEsAX cOopa MH(OpMALMK O By3aX, BBITYCKAIOIIUX
CHELHaTNCTOB HEOOXOAUMBIX HaM CHENMATbHOCTEN, KOTOPBIX B JAJbHEHIIEM MOXXHO ObLIO OBl
IIPUBJIEKATh I TPOXOXKJIEHUS NPOU3BOACTBEHHOM IIPAaKTUKUM W TIONOJHEHUs IITara
CHELHATNCTOB B JeUEOHO-MTPOPUIAKTUYECKUX YUPEKICHUSIX 3APAaBOOXPAHEHHUS.

3aIoJIHEHHYIO aHKETY IIPOCUM BBICJIATh B HALI aJpec.

ITpunoxenne: Ankera Ha 2 1. B | 9K3.

C yBaxxeHuew,

Pexrop
I.M.H., mpodeccop [Moamnuck N.0. damunus

(DaMI/IJ'II/I}I, HUMs, OTYCCTBO UCIIOJIHUTECIIA, Teﬂe(I)OH
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[Tpunoxenue No7

®enepanbHOE rOCyJapCTBEHHOE
OromKeTHOE 00pa3oBaTeNFHOE YUPEKICHHIE
BEICIIIETO 00pa30BaHuUs
«AcTpaxaHCKHIi rocyAapcTBeHHbI
MeIUIMHCKUH YHUBEPCUTET»
MuHucTepeTBa 31paBoOXpaHEHUS
Poccuiickoit ®enepanuu
(®I'bBOY BO Actpaxanckuit TMY Munznpasa Poccun)
OI'PH 1023000857285
VHH 3015010536
yi. bakunckas, 121, r. Acrpaxans, 414000
ten. (8512) 52-41-43, dpaxc (8512) 39-41-30
caiit: astgmu.ru
e-mail: agma@astranet.ru

AKT

oT Ne
Ha Ne

IIPOBEPKU TEXHUYECKOTO
COCTOSIHUS OPI'TEXHUKHU

OcHoBanue: mnpukaz @OI'BOY BO Actpaxanckuit I'MY MunsapaBa Poccun ot
30.07.2019 Ne 89 «O npoBepke TEXHUUYECKOTO COCTOSIHUS OPITEXHUKH, UCIIOIb3YEMOM OTAEIOM
JIEJIONIPOU3BOJICTBAY.

CocraBieH: 3aM. HadalbHHMKAa MH(OpMAIMOHHO-TexHHUYeckoro otnena Pamumus 1.0.;
HAYJIbHUKOM aIMUHUCTPATUBHO-XO35UCTBEHHON CciykO0pl Dammmms W.O., 3aB. otaenom
nenonpousbojictea Gamunusg 1.0.

B Xone mpoBepkHM TEXHHYECKOTO COCTOSIHHUSI OPITEXHHMKH OTZAeNa JAEJIONpOU3BOJICTBA,
nposeneHHoun 04.08.2017, ycTaHOBIEHO ...

IIpoBepkoil MpU3HAHBI HENPUTOJHBIMH JUIS SKCIUTyaTalllN:

Iloamuce HN.0. ®amunug
Tloamuce HN.0. ®amnnns
Tloamuce HN.0. ®amnnus
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[Tpunoxenue No§
OTHEJI JEJIOITPOM3BO/JCTBA
Pekropy ®I'bOY BO Acrtpaxanckuit IMY
JOKJIAJHAA 3ATINMCKA Munzapasa Poccuu

I.M.H., npodeccopy Pamunus N.0.
10 okts16ps 2019 . Ne 35 pogeccopy

OO0 yBeIMYECHUH ITATHON
YUCJIEHHOCTHU NOIpa3esiCHuUs

YBaxkaemsbii (as1) Ums OtyecTBo!
B cBsi3u cO 3HAUUTENHHBIM yBEITHUYEHUEM 00bEMOB 00padaThIBAEMOI KOPPECIIOH ICHIINH,
IIOCTYIAOIIEH B CBA3H C ...
npoiry Bac u3bickaTh BO3MOXKHOCTh YBEIHYUTh MITATHYIO YUCICHHOCTh OT/IENIa HA OJHY

JIOJKHOCTB CHELMATIUCTA 2-11 KaTeropuu.

C yBaxxeHuew,

HavanpHUK oTnena Iloamuce N.0. ®amunug
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[Ipunoxenne Ne9
Komy: PykoBoauTesnsm ynpaBiaeHU U OTIET0OB
Ot: ®amunus 1.0., pykoBoauTEIb aIMUHUCTPATUBHO-X039HCTBEHHOM CITyKObI
Hara: 17 anpens 2017 r.

Tema: Ilogaya 3agBOK Ha aBTOTPAHCIIOPT
CJIVXEBHA 3AITMCKA
B nenax mnoBeleHus S(PQHEKTUBHOCTH HCHOIb30BAHUSA M COKPALIEHUS IPOCTOEB

ABTOTPAHCHOPTHBIX CPEJICTB LIEHTPa MPOIIY PYKOBOJIUTEIEH MOApa3ACICHU MOAaBaTh 3asBKU
Ha aBTOTPAHCIOPTHBIEC cpesicTBa HE To3aHee 15:00 gHs, mpeamecTBYIOMIETro MOe3aKe.

PykoBoauTens aAMUHUCTPATUBHO-
XO3MCTBEHHOM CITY>KOBI N.0O. Gamunus
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JIMCT COI'JTACOBAHUA

HaumenoBanue IMPOCKTAa JOKYMCHTA

IIpunoxxenue Ne

10

JoaxkHocTh

PHUO

Pe3yabrar

Jara

3ameuyanus
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ITpunoxenne Ne 11

CIIPABKA
3AMEYAHMUSA K TIPOEKTY JOKYMEHTA»
K noxymenry:
JIOKHOCTB:
DdUO:
TekcT 3aMmeyaHu il
Ioanuce:

Hata «_ » 20 T
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7.

ITpunoxxenne Ne 12

MPUMEPHBINA NEPEYEHD YTBEPXKJIAEMBIX JOKYMEHTOB

. AKTHI (IPOBEPOK, PEBU3HIA; CIIUCAHUS; IKCIICPTU3BI; THKBUIAIIHH).

. I'papuku paboT, OTITYCKOB, CMEHHOCTH.

. MHCTpYKIINY, TOJDKHOCTHBIE HHCTPYKITHH.

. Kimaccugukarops! nadopmaium, 10KyMEHTOB.

. MeToauieckue peKOMEeH a1, METOANYECKHUE YKa3aHUsI U METOIMKH.
. Homenknarypa nern.

Hopmbl u HOpMaTuBbl (BpEMEHH, YHUCICHHOCTH paOOTHHUKOB, pacxoja ChIpbs H

MaTepUaioB, YIICKTPOIHEPTUN ).

8. Onucu z1en (MoCTOSHHOT0, BpeMEHHBIX (cBblille 10 J1eT) CpOKOB XpaHEHHUS U 10 IUYHOMY
COCTaBy).

9. Ilepeunu (IOMKHOCTEH, OpraHU3alnid, BUIOB HH(OPMAIINH, TOKYMEHTOB).

10.
11.
12.
13.
14.
15.
16.
17.
18.

[TonuTtuku.

[Tonoxxenus (o nmoapasaeNeHusx, IPEMUPOBAHUH, ATTECTALINH).
ITopsiakmu.

[IpaBuna.

PermameHTsl.

CrangapThl OpraHu3aluu.

YcraBbl.

YHuduuupoBaHHbie GOPMBI TOKYMEHTOB.

[IraTHOE pacnucaHue.
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ITpunoxxenne Ne 13

INPUMEPHBIN IEPEYEHD
JOKYMEHTOB, 3ABEPAEMBIX IEYATBbIO YHUBEPCUTETA

1. ApxuBHas cipaBka.

2. Axrtel (mpuemMa 3aKOHYEHHBIX CTPOUTEILCTBOM  OOBEKTOB, O0OpYAOBaHMUS,
BBIMIOJTHEHHBIX paboT, CIIUCAHUS, SKCIIEPTURHI).

3. Komuu M BBIIUMCKH W3 JOKYMEHTOB, BBIJABAEMbIX I IPEACTABICHUS B JIpYyrue
OpraHH3aIiH.

4. OO6pa3upl OTTHCKOB IMe4areil M MoAmuced pabOTHUKOB, UMEIOMIMX IPAaBO COBEPLIATH
(buHAHCOBO-XO0341CTBEHHBIE ONEPAIUU.

5. Nopyduenus (OromxeTHBIC, OAHKOBCKUE, IEHCUOHHBIC; TIATE)KHBIC, MHKACCOBBIC B OAHK
HAa MOJy4YeHHE UHBAIIOTHI CO CYETOB, IEPEBO/] BATIOTHI).

6. IlpencraBnenus u xojaTaiicTBa (0 HarpaXkJI€HUU TIOCYJAPCTBEHHBIMU HarpajaMu M
MIPEMUSIMH).

7. PeecTpbl (4€KOB, MOPYUYEHH, IPEICTABISEMBIX B OaHK).

8. CmpaBku (0 moxomax (M3MUYECKUX JIMI, O BBIILIATE CTPAXOBBIX CyMM, O OanaHCOBOI
CTOMMOCTH OCHOBHBIX (DOHJIOB, TIO TEPCOHU(PHUIIMPOBAHHOMY YUYETY, OPOPMIICHHIO CTPaXOBBIX
CBUJICTENHCTB, MO 3aIpocaM OpraHU3alui, MO JTOKYMEHTaM, MPEAOCTaBISEMbIM B CY[, - IO
HEOOXOIUMOCTH).

9. YaocroBepeHusi paOOTHUKOB.
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ITpunoxxenne Ne 14

INPUMEPHBIN IEPEYEHD
HEPETMCTPUPYEMBIX BXOAAIIUX TOKYMEHTOB'

1. AHKeTbI (pe3toMe), HalpaBiIsieMbIE B LIENIAX TPYA0yCTPOHCTBA.

2. Byxrantepckue NOKyMEHTHI (OyXraiarepckas OT4ETHOCTb, cueTa, cueTa-(paKTyphl, aKThl
CBEPKH B3aMMOPACUYETOB, aKThl IPUEMKHU-IIEPEIAYH OCHOBHBIX CPE/ICTB, TOBAPHBIE HAKIIAJHbIE).

3. T'OCTbl, TEXHMYECKHUE PpErJIaMEHThl, PYKOBOMSIIME W JPYyrHe JOKYMEHTBI MO
TEXHUUYECKOMY PETYJINPOBAHUIO U CTAaHAAPTU3ALIMY.

4. I'pacduku, HapsiAbI, 3asIBKU, Pa3HAPSIKU.

5. JlokyMeHTbl (IIPOEKTBhl JIOKYMEHTOB), TpeOyrolue TMOanucanus (CorjiacoBaHus,
YTBEPKACHUSI) U TIOCIIEAYIOIIET0 BO3BpATa.

6. KonkypcHast JoOKyMeHTausl.

7. HayuHo-TeXHUYECKas U MPOEKTHAs JOKYMEHTAU.

8. Koppecnonenuus, agpecoBanHasi pabOTHUKAM C IIOMETKOM «JIMaHOY.

9. Ilewarnple uM3gaHus (KHUTH, KYPHAIBI, Ta3eThl), KaTalOrH, TEXHUYECKas JUTEparypa,
TEMaTUYECKHE U CIEeIHalIbHble COOPHUKH, TUIaKaThI.

10. ITo3apaBuTENbHBIE TUCHMA U TEJIETPaMMBbI, OJ1aroapcTBEHHbIC MMUChMa U TeJIerpaMMbl,
[PUTIIACUTEIbHbIE OUIIETHI.

11. IlpeiickypaHTBbl.

12. IlpurnacurenbHble OUIETHI, IPUTIIALLIEHHUS.

13. IIporpammbl KOHpEPEHITUH, COBEIIAHUA.

14. Pexnamuble MaTepuaibl (IMCbMa, JIUCTOBKU, IIPOCIIEKTHI, OYKIIETHI).

15. YueOHble miIanbl, IPOrpaMMBI.

16. ®opmbl 1 O1aHKH, B TOM YHUCIe POPMBI CTATHCTUYECKON M HMHOW OTYETHOCTH.

!5 Ecnu ykasaHHbIE JOKYMEHTBI IOCTYIMJIM C CONPOBOAMTENBHBIM MMCbMOM, [HCbMa PETHCTPUPYIOTCS B HOPAIKE, YCTAHOBIEHHOM
MHCTPYKLHEH 10 eNONpOU3BOJICTBY Y HUBEPCHTETA.
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