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YTBEPXJIEHA
[Ipuxazom pexropa KOY
ot 17.04.2017 r. Ne 01-03/455

NHCTPYKIUA

10 1eJI0NPOU3BOICTBY

NHcTpykius mo nenonpou3BojacTBy (nanee — MHcTpykuus) pazpaboTaHa B COOT-
BETCTBUU C TpeOOBaHUAMM [ OCyIapCTBEHHON CHUCTEMbl JOKYMEHTAIIMOHHOTO oOecrie-
yeHusl ynpasieHuss u rocyaapctBeHHbIM ctamaptoM ['OCT P-6.30-2003 «Yuudwumm-
POBaHHbBIC CUCTEMBI IOKYMEHTaMU. TpebdoBaHus K 0OPMIICHUIO TOKYMEHTOBY.

WNuctpykuus cocraBiieHa Ha ocHoBe [IpaBui nenonpou3BoacTBa B (penepaabHbIX
opraHax MCHOJHUTEIHHOU BIACTH (Jlajiee — MpaBuIia), yTBEPKICHHBIX MOCTAHOBICHUEM
ITpaButensctBa Poccuiickoit ®enepaunn ot 15.06.2009 Ne 477; Ilpukaza Munucrep-
ctBa KyibTypsl PO ot 31 mapta 2015 r. N 526 «O0 yTBep>KIeHUN TTPaBUI OPTaHU3AIUU
XpaHEHUsI, KOMIUIEKTOBAHUS, yuéTa U MCIOJIb30BaHUS JOKYMEHTOB ApXUBHOTrO (poHIa
Pocculickon denepanuu U Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOU
BJIACTH, OpPraHaXx MECTHOTO CaMOYIPABJICHUS W OPTraHU3alMIX»; B COOTBETCTBUHU C
MyHKTOM 2 4acTH | crateu 4, yacteio 5 ctathu 14 @eaepanbHOTO 3aK0HA OT 22 OKTAOPS
2004 r. Ne 125-®3 "O6 apxuBHOM nene B Poccuiickoit @eneparuun” (CobOpanue 3ako-
HojarenbcTBa Poccuiickoit @eneparuu 2004, Neo 43, ct. 4169; 2006, Ne 50, ct. 5280;
2007, Ne 49, c1. 6079; 2008, No 20, ct. 2253; 2010, Ne 19, ct. 2291; Ne 31, ct. 4196;
2013, Ne 7, ct. 611; 2014, Ne 40 (u. II), ct. 5320) 1 mocranoBnenuem [IpaBurenscTBa
Poccutickont ®enepanuu ot 20 urosst 2011 r. Ne 590 "O Munucrepctse KyabTyphl Poc-
cutickoit ®denepanuu" (CobOpanue 3akoHonarenbcTBa Poccuiickoit denepanuu, 2011,
Ne 31, c1. 4758; Ne 44, ct. 6272; 2012, Ne 6, c1. 688; Ne 17, ct. 2018; Ne 26, ct. 3524,
Ne 37, ct. 5001; Ne 39, ct. 5270; 2013, Ne 3, cT. 204; Ne 8, cT. 841; Ne 31, ct. 4239; Neo
33, cr. 4386; Ne 41, c1. 5182; Ne 45, ct. 5822; 2014, No 9, ct. 909; Ne 30 (u. II), crt.
4305; Ne 40 (q.III), cT. 5426, Ne 48, cT. 6860; 2015, Ne 2, c1. 491; Ne 4, cT. 664; Ne 9,
ct. 1339); ®enepanbhubiii 3akoH oT 6 anpenst 2011 r. No 63-D3 «O06 >neKTpOHHOM T01-
nucny»; denepanproro 3akoHa oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM naene B Poc-
curickoil ®@eaeparuny»; PenepanbHoro 3akoHa ot 02.05.2006 Ne 59-®3 «O mnopsiake
paccMmoTpeHus oopaiieHul rpaxkiaan Poccuiickoit deaeparuny; deaepaibHOTO 3aKOHA
ot 27.07.2006 Ne 149-®3 «O6 unpopmanmu, nHOOPMALIMOHHBIX TEXHOJIOTHSAX U O 3a-
mute uHpopmarum»y, 'OCT P 1.5.-92 «I'ocynapcTBeHHasi cucTeMa CTaHIapTU3aIlud
Poccuiickoit denepannu. O61Me TpeOOBaHUS K MOCTPOEHHUIO, U3JIOKEHUIO, odopmiie-
HUIO U conepkanuto ctanaapto», [OCT P 51511-2001 «Iledyatu ¢ Bocmpou3BEICHUEM
I'ocynapctBenHoro rep6a Poccuiickoit denepannu. dopma, pazMepsl U TEXHUYECKUE
TpeOOBaAHUSI.
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|. OBIIME ITOJIOXKEHUSA

1.1. Hacrosimas MHCTpyKUMs yCTaHABIMBAET €AUHYIO CHCTEMY JAEJIONPOU3BOI-
CTBa B (peiepalibHOM TOCYJapPCTBEHHOM aBTOHOMHOM O0Opa30oBaTEeIbHOM YUPEKIACHUU
BhIciiero oopasoBanus «Kazauckuit (I[IpuBomkckuit) dpeaepanbHbIil yHUBEpCUTET» (1a-
aee — KOVY), nopsamok noaAroToBky, opopmiieHus, MPOX0KICHUsS, KOHTPOJIS 3a UCIIOJ-
HEHUEM y4eTa, XpaHEHUs, IeYaTaHusl, KOMUPOBAHUS U THPAKUPOBAHUS CITYKEOHBIX J0-
KYMEHTOB.

1.2. IIpaBuna BeneHus OEIONPOU3BOJCTBA, MPEAYCMOTPEHHbIE HactosAmen MH-
CTPYKLHUEN, paCIpOCTPAHAIOTCS Ha TOKYMEHTBI OTKPBITOTO XapakTepa.

1.3. IemonpousBoactso B KDY opranusyercs Ha OCHOBE YaCTHUYHOM JIELIEHTpA-
JU3alMU U OCYLIECTBIIIETCS YTPaBIECHUEM TOKYMEHTOOOOpOTa M KOHTpoJs (manee —
VYJK) u cTpyKTypHBIMH IOJPA3JCICHUIMUA B COOTBETCTBUU C TPEOOBAaHUSMU HACTOS-
e MacTpykiuu.

1.4. Oprann3alilnOHHO-METOAUYECKOE PYKOBOJICTBO M KOHTPOJb HaJ BEICHUEM
nenonpousBoAcTBa B KOV ocymiecTBiser YmnpaBiieHHEe JOKYMEHTOOOOpOTa M KOH-
TPOJIAL.

YK paer ykazaHuss O BOIPOCAM OPTraHU3AllUM BEICHHS JEJIONPOU3BOJICTBA,
00s3aTeNbHbIE JJI1 UCIIOJHEHUS CTPYKTYPHBIMH MOAPA3IEIECHUSIMH, IPOBEPSET COCTOS-
HUE JIEJONMPOU3BOJCTBA U OCYIIECTBIISIET 00yueHHEe paOOTHUKOB, OTBETCTBEHHBIX 3a BE-
JICHHUE JEJIONPOU3BOACTBA B CTPYKTYpHBIX noapaszneiieHusax KOY. Vkazanus Y /K no
BOIIPOCaM OpraHU3aINH JISTOMPOU3BOJICTBA 00s13aTEIBHBI JIJIsl BCeX COTPYyAHUKOB KDY,

1.5. OTBETCTBEHHOCTh 3a OpPraHU3ALMIO JEJIONPOU3BOJCTBA, CBOEBPEMEHHOE U
KauyeCTBEHHOE HCIIOJIHEHUE JOKYMEHTOB, X COXPAHHOCTh BO3J1araeTcs Ha PyKOBOJIUTE-
7 CTpYKTypHBIX mozpasaeicauii KOV (memapramMeHTOB, ynpaBlieHUH, OTAEIOB, HH-
ctutyToB ((minanoB), aekaHaToB, kadeap, jgabopaTopuii, HEHTPOB, 000COOJICHHBIX
noapas3faeieHui u 1p.).

PykoBoguTenu CTpYKTYpHBIX MOAPA3AEIICHUNA 0053aHbl paccMaTpUBaTh BCE J10-
KYMEHTHI B JIEHb UX IMOJYy4Y€HUs; TpeOOBATh OT MCIIOJHUTENIE CBOEBPEMEHHOMN U Kaue-
CTBEHHOM MOATOTOBKHM JOKYMEHTOB M BBIMIOJIHEHHS COOTBETCTBYIOIIMX MNOPYYEHHI;
CBOEBPEMEHHO JIOKJIAJbIBaTh PYKOBOJCTBY B Cilydae HEOOXOJMMOCTH O MEPEHOCE CPO-
KOB HCIIOJTHEHUS IOKYMEHTOB.

PykoBoguTenu CTpYKTYpHBIX MOAPA3ACIICHUNA JOJIKHBI MPUHUMATh MEPHI K CO-
KpAIICHUIO NEPENuCcKH, 00ecreuynBaTh MPaBUIbHOE U PALMOHAIBHOE HCIOJIb30BaHUE
CPEICTB OPITEXHHUKH, PACXOJ0BAHUE CIIY>KEOHBIX OJIaHKOB U OyMardu.

1.6. ConepxaHue CiIy>KeOHBIX TOKYMEHTOB HE MOJUICKUT pazriamenuto. C no-
KyMEHTaMH MOTYT ObITh 03HAKOMJIEHBI TOJIBKO JIHIIA, UMEIOIINE HEMTOCPEACTBEHHOE OT-
HOIIIEHHE K UCIIOJIHEHUIO 3TUX JOKYMEHTOB. O3HAKOMJIEHHE APYTUX JIMI] C TOKYMEHTa-
MU, a TaKXe Iepenada JOKYMEHTOB U UX KOMHUM paOOTHHUKAaM CTOPOHHUX OpraHU3aluil
JOITYCKAETCsl TOJIBKO € pa3pemeHust pykoBoacTea KOY.

1.7. HenocpencTBeHHOE BEACHUE JIETONPOU3BOJACTBA B CTPYKTYPHBIX MOApA3LE-
JICHUSX BO3JIAraeTcs Ha COTPYAHUKOB, HA3HAUYEHHBIX OTBETCTBEHHBIMHU 3a 3Ty paboTy
IPUKA30M PEKTOpa, KOTOpbIe 00ECIEUNBAIOT YUET U MIPOXOKIECHUE TOKYMEHTOB B YCTa-
HOBJICHHBIE CPOKU, UHPOPMHUPYIOT PYKOBOJICTBO O COCTOSIHUM UX HMCIOJIHEHHUS, OCY-



HIECTBISIIOT O3HAKOMJIEHUE COTPYJIHHUKOB C HOPMATHMBHBIMM M METOJAUYECKUMU IOKY-
MEHTaMH 1O JAEJIONPOU3BOJICTBY.

B cTpykTypHBIX nTOApa3aeieHusax, rAe M0 MTAaTy HE NPEeayCMOTPEHA JOJIKHOCTD
CEKpeTapsi, pyKOBOJAUTEb CTPYKTYPHOTO NOAPA3ACIECHUS HAa3HAYAET COTPYAHUKA, OT-
BETCTBEHHOTO 3a JEIONPOU3BOACTBO B ITOAPA3ACICHUN.

1.8. PaboTHUKH CTPYKTYPHBIX IMOAPA3ACICHUNA HECYT OTBETCTBEHHOCTHh 32 BBI-
MOJIHeHHE TpeOoBaHn MHCTpyKIHMH, 32 COXPAHHOCTh HAXOSIIMXCS Y HAX CITY)KEOHBIX
nokyMeHToB. OO yTpare JOKYMEHTOB HEMEJICHHO JOKJIAAbIBAIOT PYKOBOAUTENIO MO/I-
pazjaenenus u coodmart B Y JIK.

1.9. B ciayuae orcyrcTBUsA pabOTHUKA (OTIYCK, KOMaHJIUPOBKA, BpEMEHHasl He-
TPYJAOCIIOCOOHOCTh), MMEIOIIMECS y HEro JOKYMEHTBHI IO YKa3aHUIO PYKOBOJUTENS
CTPYKTYPHOTO TOJIpa3JieleHUs] TEepelaloTcsl JAPYyroMy paOOTHUKY, KOTOPBIM 00s3aH
IIPUHSTH MEPBI K UX CBOEBPEMEHHOMY HCIIOJIHEHHUIO.

[Ipu yBOJIBHEHUM WM TIEpPEMEIIeHUH pPabOTHUKA, OTBETCTBEHHOTO 3a BEJCHUE
JEJIONPON3BOACTBA, MPOU3BOAUTCS NEpeaada AN U JOKYMEHTOB, O YEM COCTABJISETCA
aKT, KOTOPBIM YTBEPKIACTCS PYKOBOIAUTEIEM CTPYKTYPHOro mojpasfeiicHus. Komus
akta niepenaercs B Y K.

1.10. Benenne mepenucku C BBICIIUMHU JOJDKHOCTHBIMH JUIIaMH Poccuiickoit
@®enepaunn u Pecniyonuku TarapcraH, ¢ BBICIIMMHU JOJDKHOCTHBIMU JuiamMu IIpaBu-
TenbcTBa Poccuiickoit @enepaunn u Kadbunera MunuctpoB PecnyOnuku Tarapcran
OCyLIECTBIISIETCS pekTOpoM. Benenne nepenucku ot umenn KOV ¢ muHucrepcTBamu u
BenomcTBaMu Poccuiickoit @enepanuu u Pecrybnmuku Tarapctan ocymiecTBisieTcs
PEKTOPOM, W/WIK TIO0 MOPYUYEHHUIO PEKTOpa MPOPEKTOPOM IO HAMPABJICHUIO JCSITEIBHO-
ctu. Benenne nepenucku ot umMmenn KOV ¢ apyrumu opraHusanusMu OCYILIECTBISIETCS
PEKTOPOM, W/WJIH TI0 MOPYUYEHHUIO PEKTOpA: MPOPEKTOPOM IO HAMPABICHUIO JEATEIHHO-
CTH, PYKOBOIUTEIIEM CTPYKTYPHOI'O IOApPAa3JAEJICHUs, IO BOIMPOCAM, BXOISIIUM B €T0
KOMIIETEHIHUIO.

1.11. ITonoxenna MHCTpyKIIMM pacupOCTPaHAOTCS KaKk HAa TPAAUIMOHHOE JIE0-
MPOU3BOJICTBO, TAK U HA OPTraHU3aAIIUI0 PAOOTHI C AIEKTPOHHBIMU JOKYMEHTAMH.

1.12. Brimonnenune Hacrosimed MHCTpykuuu 00s13aT€IbHO ISl PYKOBOSILETO
COCTaBa U OTBETCTBEHHBIX 3a Jeionpou3BoACTBO B KDY, ¢ ee TpeboBaHusIMU COTPY-
HUKH JIOJDKHBI OBITh 03HAKOMJIEHBI 10| paciucKy. Bce BHOBb MpUHSATHIE HA paboTy co-
TPYIHUKUA JIOJDKHBI OBITh O3HAKOMJICHBI PYKOBOAUTEISIMU CTPYKTYPHBIX MOJpa3fese-
HUW C YCTaHOBJICHHBIM MOPSAKOM pabOThI ¢ IOKYMEHTaMHU U HacTosmier MHcTpykiuei
I10 JAEJIONPOU3BOJICTBY.

1.13. Tlopsimox pabGoThl C CEKPETHBIMH JOKYMEHTaMH, JOKYMEHTaMH ¢ Tpudom
«ns cmyskeOnoro nons3oBanusy (JICII), muceMamu, 3asBICHUSIMH 1 5Kall00aMH TPak-
JIaH OIPENEISIETCA CIEUNAIBbHBIMA UHCTPYKIIUSIMHU.

1.14. OcHOBHbIE MOHSATHUS, MPUMEHSIEMbIE B HACTOSIIEH MHCTPYKIUU. B 1emsx
HacTosimend MHCTpYyKIIMY MPUMEHSIOTCS CAEAYIOIINE OCHOBHBIE TOHSATHS:

1) apxuBHOe neno B Poccuiickoit deneparuu (1anee Takke - apXuBHOE JIEJI0) -
NEATENIBHOCTh TOCYJAPCTBEHHBIX OPIaHOB, OPTaHOB MECTHOI'O CaMOYIPABJIEHUS, Opra-
HU3ALMK U TpaxkaH B cepe opraHu3aluyd XpaHEHUs, KOMIUIEKTOBAaHHUSA, Y4eTa U UC-
M0JIb30BaHUsl TOKyMeHTOB ApxuBHoro (onaa Poccuiickoit deneparuu u apyrux ap-
XUBHBIX JOKYMEHTOB;



7

2) apXMBHBIA JOKYMEHT - MaTepUaIbHBIA HOCUTENb ¢ 3a)UKCUPOBAHHON HA HEM
nH(popmaret, KOTOPhIi UMEET PEKBU3UTHI, MTO3BOJISIONINE €r0 UASHTU(DUIIMPOBATE, U
MO/VIC)KUT XPAHEHUIO B CHJIy 3HAYUMOCTH YKa3aHHBIX HOCHUTEIS ¥ MHGOPMAIMH IS
Ipa)KJ1aH, OOIIECTBA U TOCYIAPCTBA;

3) AOKYMEHTHI MO JINYHOMY COCTaBY - ApXUBHBIC JOKYMEHTHI, OTPaKaIOIIUE TPY-
JIOBBIE OTHOIIIEHUS paOOTHHKA ¢ paboTOoAaTENEM;

4) noxkyment ApxuBHoro (ouaa Poccuiickoit denepannu - apXuBHBIN JOKYMEHT,
MPOLIEAIINAN 3KCIIEPTU3Y EHHOCTU JOKYMEHTOB, MIOCTABICHHBIN HA TOCYAapCTBEHHBIN
y4eT U MOAJIEKAIUN TOCTOSHHOMY XPAaHEHUIO;

5) 0c000 1eHHBIN JOKYMEHT - TOKyMeHT ApxuBHoro ¢onma Poccuiickoir deje-
panuu, KOTOPBIA UMEET HENPEXOIALIYI0 KYJbTYPHO-UCTOPUYECKYI0O U HAYYHYIO LICH-
HOCTh, O0COOYI0 Ba)KHOCTb JJIsi OOILECTBA M TOCYJIapcTBa U B OTHOIIEHHWU KOTOPOTO
YCTaHOBJIEH OCOOBIN PEeKUM yueTa, XpaHEHUSI U UCTIOIh30BAHMUS;

6) YHHUKaJIbHBIA JOKYMEHT - 0CO0O IIEHHBIN JIOKYMEHT, HE MMEIIIHi cebe mo-
NOOHBIX MO cojepkalielics B HeM MH(poOpMaluu W (Wju) €ro BHEIIHUM IpU3HaKam,
HEBOCTOJHUMBINA MPU yTpaTe C TOUKHU 3PEHUSI €T0 3HAUYCHUS U (W) aBTOTpapUIHOCTH;

7) apxuBHBIH (OHJ - COBOKYITHOCTb apXMBHBIX JOKYMEHTOB, UCTOPUUYECKH WIIU
JIOTUYECKH CBSI3aHHBIX MEXKIY COOOI;

8) ApxuHblii pon Poccuiickoii denepayiv - ICTOPUUYECKU CIOKUBIIASICS U T1O-
CTOSIHHO TOTIOJIHSFOIIASACS COBOKYITHOCTh apXUBHBIX JJOKYMEHTOB, OTPAKAIOIINX MaTe-
PUATBHYIO U JYXOBHYIO JKM3Hb OOIIECTBA, UMEIOIIUX HCTOPUYECKOE, HAYYHOE, COIIH-
aJbHOE, SJKOHOMUYECKOE, MOJIMTUYECKOE U KYJIIbTYPHOE 3HAUYCHUE, SABIIIIOIIMXCS HEOTb-
€MJIEMOM YaCThIO0 HCTOPUKO-KYJIBTYPHOTO Haciienusi HapoaoB Poccuiickon @enepannu,
OTHOCAIIUXCS K MHPOPMAIMOHHBIM pecypcaM M MOJUICKANUX MOCTOSIHHOMY XpaHe-
HUIO;

9) apxuB - yupekIE€HHE WIM CTPYKTYpHOE MOJApa3ACICHUE OpPraHU3allH, OCY-
LIECTBIISIOIIME XPAHEHUE, KOMIUIEKTOBAHUE, YUET U UCIIOJIb30BAHUE APXUBHBIX JOKY-
MEHTOB;

10) rocynapcTBeHHBIN apXuB - PeAepaibHOE rOCyIapCTBEHHOE YUPEXKACHUE, CO-
3naBaemoe Poccuiickoit denepanueit (qanee - penepanbHblii rOCYy1TapCTBEHHBIN apXUB),
WIM TOCYJIapCTBEHHOE yupexaeHue cyonbekra Poccuiickoit deneparum, co3paBaeMoe
cyobekToM Poccuiickoit denepanuu (anee - rocy1apcTBEHHBIN apXuB cyobekTa Poc-
cuiickoit denepaiun), KOTOPhIE OCYIIESCTBIISIIOT KOMILJIEKTOBAHUE, YUET, XpaHEHUE U
UCIIOJIb30BaHNEe NTOKyMEHTOB ApxuBHOTO (onHma Poccuiickoit depepanum, a Takxke
JIPYTUX apXHUBHBIX IOKYMEHTOB;

11) MyHUUMMAIBHBIA apXUB - CTPYKTYpPHOE MOApa3/IeIEHUEe OpraHa MECTHOTO
CaMOYIIPABJICHUS] WM MYHULHNAIBHOE YUYPEKICHHE, CO3/1aBAEMOE€ MYHHUIIMITAIIBHBIM
00pa3oBaHMEM, KOTOPBIC OCYIIECTBIISIIOT XpaHEHUE, KOMIUIEKTOBAHHUE, YUET M HCIOJb-
30BaHMEe JOKyMEeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanuu, a Takke APYTrux ap-
XUBHBIX IOKYMEHTOB;

12) mocrosiHHOE XpaHeHue JoKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepa-
IIUY - XpaHeHue TOKyMeHTOB ApxuBHoro (oHna Poccuiickoit deaeparuu 6e€3 onpee-
JeHust cpoka (0eccpodHoe);
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13) BpeMEeHHOE XpaHEHUE apXUBHBIX JOKYMEHTOB - XPaHEHUE apXUBHBIX JOKY-
MEHTOB JI0 UX YHUUTOXKEHUS B TEUYEHUE CPOKOB, YCTAHOBJIEHHBIX HOPMATHUBHBIMHU Ipa-
BOBBIMHU aKTaMH;

14) BpeMeHHOE XpaHEeHUE NOKYMEHTOB ApxuBHOTO (oHna Poccuiickoit denepa-
LMY - XpaHEHHe JOKyMEHTOB ApxuBHoro ¢onaa Poccuiickoin @eaepannuu 10 UX mepe-
Jla4d Ha ITOCTOSTHHOE XPAHEHWE B IOPSAJKE, YCTAaHOBJIEHHOM CTaTbed 21 Hacrosmiero
denepanbHOro 3aK0HA;

15) neno3utapHoe XxpaHeHue TOKyMeHTOB ApxuBHOro (onna Poccuiickoii dene-
panuu - xpaHeHue JoKyMeHToB ApxuBHoro ¢onaa Poccuiickoit @enepannu dhenepaib-
HbIMU OpraHaMH HCIIOJHUTEIbHOW BJIACTH WM OpPraHM3alUsMH B TEUCHHE CPOKOB U Ha
YCIIOBHSAX, OIIPENEIEHHBIX COOTBETCTBYIOIMMH JTOrOBOPAMHU MEXKy HUMH U CIIELAAJb-
HO yroiaHoMo4yeHHbIM [IpaButenbctBoMm Poccuiickoit @enepannu deaepaibHbIM Opra-
HOM HCIIOJIHUTEIBHON BIIACTH;

16) skcrepTH3a LEHHOCTU JTIOKYMEHTOB - M3YYEHHME JOKYMEHTOB Ha OCHOBAHUU
KPUTEPUEB X LEHHOCTH B LENSAX ONMPEEICHUS CPOKOB XPaHEHUs TOKYMEHTOB U OTOO-
pa ux JUIs BKIIIOUEHUs B coctaB ApxuBHOro ¢ponaa Poccuiickoit denepanuuy;

17) ynopsiioueHrue apXUBHBIX JOKYMEHTOB - KOMILUIEKC paboT 1Mo (pOpMUPOBAHUIO
aApXMBHBIX JOKYMEHTOB B €UHUIbI XpaHEHUS (1e1a), ONUCAHUIO U OPOPMIICHUIO TAKUX
€AVHUIL] XpaHEHUs (es1) B COOTBETCTBUM C MPABHJIAMH, YCTAHOBICHHBIMU CHEUATBHO
ynosiHoMoueHHbIM [IpaButensctBoM Poccuiickoit @enepanuu denepaibHbIM OPraHOM
UCIIOJIHUTEIILHOM BJIACTH;

18) Bnagenen apXuBHBIX TOKYMEHTOB - TOCYJJapCTBEHHBIN OpraH, OpraH MECTHO-
ro CaMOYHNpaBJIEHUs JIMOO IOPUAMYECKOE WM (PU3NYECKOE JIMIIO, OCYLIECTBIISIONINE
BJIaJICHUE W IOJIb30BAHUE apXHWBHBIMU JOKYMEHTAMHU M PEATU3YIOLIUE TOJHOMOYHUS 110
PacHOpsKEHHUIO UMH B TIPEJIENaX, YCTAHOBICHHBIX 3aKOHOM WJIH JJOTOBOPOM;

19) nonp3oBaTenb apXWBHBIMU JTOKYMEHTaMHU - FOCYJIapCTBEHHBIN OpraH, opraH
MECTHOT'O CaMOYTIpaBJICHUsI JIMOO IOPUANYECKOE WK (PU3NUECKOE JIUI0, OOpaliaromme-
Csl Ha 3AKOHHBIX OCHOBAHUSAX K apXMBHBIM JOKYMEHTaM JUIsl MMOJYyYEHHUS! U UCIIOJIb30Ba-
HUSI HEOOX0AUMOM HH(OPMALIUH.

20) noKyMeHTHpOBaHUE - Ppukcaluus UHPOpMAUU HA MaTePUATIbHBIX HOCUTENAX
B YCTAHOBJICHHOM TMOPS/IKE;

21) nenonpousBOACTBO - ACATEIBLHOCTb, OOECIeUnBaroias co3aaHue opuiuaib-
HBIX JJOKYMEHTOB M OpPraHM3allMi0 padOThl C HUMU B (peliepaibHBIX OopraHax MCIOIHU-
TEJIbHOM BJIACTH;

22) MOKyMEHT - OopUIMaIbHBIA JOKYMEHT, CO3JaHHBIA TOCY/IapCTBEHHBIM OpTra-
HOM, OPTaHOM MECTHOI'O CAaMOYTPAaBJICHUS, IOPUIANYECKUM WM (PU3MUECKUM JIUIIOM,
Oo(OpMIICHHBIH B YCTAaHOBJIEHHOM MOPSAJKE U BKIIIOUEHHBIA B JOKYMEHTOOOOPOT (here-
pPaJbHOTO OPTraHa UCIIOTHUTEIBHON BIIACTH;

23) TOKyMEHTOOOOPOT - IBI)KEHHE TOKYMEHTOB C MOMEHTA UX CO3JaHUs WJIH T10-
JyYEHHUS 10 3aBEPLICHUS UCIIOJHEHUS, TOMEIIECHHS B 1€JI0 U (WJIM) OTIPaBKH;

24) peKBU3UT IOKYMEHTA - 3JIEMEHT JOKYMEHTa, He0OXOAUMbIN i ero 0hopm-
JIEHUSI U OpraHu3aluu paboThl C HUM;

25) NOATMHHUK TOKYMEHTA - MIEPBbIM WM €IMHCTBEHHBIN AK3EMIUISIP TOKYMEHTA;

"Komusi TOKyMeHTa" - JOKYMEHT, MOJHOCThIO BOCIPOM3BOASAIINI MHPOpPMALIUIO
NOJJINHHUKA IOKYMEHTA U €r0 BHEIIHUE IPU3HAKU, HE UMEIOIIUN IOPUANIECKON CUJTBI;
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26) peructpaiysi TOKyMEHTa - MPUCBOEHUE JOKYMEHTY PErHCTPAallMOHHOTO HO-
Mepa, BHECEHUE CBEICHUN O JOKYMEHTE B PETUCTPALIMOHHO-YUETHYIO PopMYy;

2’7) HOMEHKJIaTypa JeJd - CUCTEMaTU3UPOBAHHBIN IMEPEUYEHb 3aroJOBKOB JIEN C
yKa3aHUEM CPOKOB MX XPaHEHHS,;

28) 1eno - COBOKYMHOCTh JOKYMEHTOB WUJIM OTIEIBHBINA TOKYMEHT, OTHOCSIIUECS
K OJIHOMY BOIIPOCY MJIH YYaCTKY JESATEIBHOCTH (PeiepalbHOTO OpraHa UCTIOTHUTEIbHOM
BJIACTH;

29) ciyx0a nenonpou3BOACTBA - CTPYKTYPHOE MOAPA3ACIIEHHE, HA KOTOPOE BO3-
JIO’KEHbI (DYHKIIMKM 1O BEJEHUIO JIETONMPOU3BOJICTBA, a TAKXKE JIMIA, OTBETCTBEHHBIC 32
BEJICHHE JIEJIONPOU3BOJICTBA B APYTUX CTPYKTYPHBIX MOAPA3ACICHUAX;

30) sneKTpoHHAsI KONUS TOKYMEHTa - KONUS TIOKyMEHTa, CO3JJaHHas B AJIEKTPOH-
HOU Qopme;

31) cuctema 3JIEKTPOHHOTO JTOKYMEHTOOOOpOTa - aBTOMAaTU3UpOBaHHas UH()OP-
MAaIMOHHAsl CHCTEMa, 00ECIIeUnBAIOIasi CO3JaHUE AIEKTPOHHBIX JOKYMEHTOB U DJIEK-
TPOHHBIX KOIUI JOKYMEHTOB, YIIPaBICHUE UMU, UX XpaHEHUE U AOCTYI K HUM, a TAKXKe
PErHCTPALUIO IOKYMEHTOB;

32) 3IIEKTPOHHBIN TOKYMEHTOOOOPOT - JOKYMEHTOOOOPOT C NMPUMEHEHHUEM HH-
(dbopMaIMOHHON CUCTEMBI.

WNHble MOHATHSA, UCIIOIB3YEMbIE B HAcTOsEeH MHCTPYKIIMHU, COOTBETCTBYIOT IO-
HATHUAM, ONIPENEIICHHBIM B 3aKOHOAaTeNbCeTBE Poccniickon denepanuu.

Il. IOKYMEHTBI YHUBEPCUTETA

KOV usznaer cienyromuye 10KyMEHTHI:

OpraHu3alMOHHbIEe (TTpaBUiIa BHYTPEHHETO PACIIOPSIIKA, MOJOKEHUS O CTPYKTYP-
HbIX nojapaznaeneHusx KOV, perimameHTsl no BUAaM AEATEIbHOCTH, JTOJKHOCTHBIE WH-
CTPYKLUH, IITATHOE PACIUCaHUE, IOTOBOPHI, COTJIAIICHUS U Ap.);

pacropsauTenbHble (TPUKa3, paclopsHKCHHE);

MH(}OpPMaAIMOHHO-CIIPABOYHbIE (ITPOTOKOJ, aKT, MUCbMO, OKJIaAHas, CiIyxeOHas
1 00BSICHUTEIIbHAS 3aMKCKa, CIIPaBKa, (PaKCorpamMMBbl U JIp.);

(uHaHCOBO-OyXraaTepcKue JOKYMEHTHI.

B opranuzaiiioHHO-pacnopsauTENbHOW JOKYMEHTALMN (DUKCUPYIOTCS pElIeHUs
aAMUHUCTPATUBHBIX U OPraHU3allMOHHBIX BOIIPOCOB.
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1. IPABUJIA TIOAT'OTOBKU U O®OPMJIEHUA JOKYMEHTOB

OdopmiieHre TOKyMEHTOB IMPOU3BOIUTCS B COOTBETCTBUH ¢ TPEOOBAHHUSIMHU TOC-
yaapctBenHoro crangapta (I'OCT P 6.30-2003). OTBETCTBEHHOCTh 3a COJIEpKaHUE,
MPaBUJILHYIO TIOJITOTOBKY U 0(hOPMIICHHE CTY)KEOHBIX JOKYMEHTOB BO3JIaraeTcs Ha JIHIl,
MOATOTOBUBIIINX, 3aBU3UPOBABIINX U IMOAMUCABITUX TOKYMCHT.

3.1. I[OKyMeHTI/IpOBaHI/Ie yﬂpaBJIEH‘IeCKOﬁ HCATCJIBbHOCTH

3.1.1. lokyMeHTUpOBAaHHE YIIPABICHYECKOMN IESITEILHOCTH 3aKiIo4aeTcs B Quk-
caluu Ha OyMmare Wiu APYTMX HOCUTEJSIX MO0 YCTAHOBJICHHBIM IIpaBUJIaM YIIpaBlieHYe-
ckux nerictBuil (I'OCT P 6.30-2003), T.e. co3qaHUN yIPaBIECHYECKUX TOKYMEHTOB.

3.1.2. TIpu nmoaroroBke U O(GOPMICHUH TOKYMEHTOB HEOOXOIUMO COOJIOAATH
npaBuia (I'OCT P 6.30-2003), oGecreunBaromue HOPUINUCCKYIO CHITY JOKYMEHTOB,
OTIEpaTUBHOE U KAYECTBEHHOE UX MCIOJHEHUE U MOUCK, BO3MOXXHOCTh 00paOOTKH 10-
KYMEHTOB C TTOMOIIIbIO CPEJICTB BHIUUCIUTEIIBHON TEXHUKHU.

JIOKyMEHT UMEET IOPUANYECKYIO CUIY MPU HATUYUHU PEKBU3UTOB, 00SA3aTEIbHbBIX
JUIS TaHHOTO BHJA JOKYMEHTAa [HAaMMEHOBaHUE OpraHu3allid — aBTOpa JOKYMEHTa,
Ha3BaHue Buja (yHUDUIIMPOBaAHHON (HOPMBI JOKYMEHTA), JdaTa, MHJIEKC, 3aroJIOBOK K
TEKCTY, TEKCT, BU3bI, MIOJIIUCH|.

B nporecce noarotoBku v opopMIIEHUSI COCTAB PEKBU3UTOB MOXKET OBITH JIOTIOJI-
HEH JPYTUMH PEKBU3UTAMHU, €CJIM TOTO TpeOyeT Ha3HAuUEHUE TOKyMEHTa, ero 00paboTka
U T. 1. (mpusnoxxenue 1).

3.2. B1aHKH 10KYMEHTOB YHUBEPCHUTETA

3.2.1. lokymeHTbl KOTOpble odopmisitorcs Ha Omankax KOV umeror ycraHoB-
JICHHBI KOMIUIEKC 00s3aTebHBIX PEKBU3UTOB U CTAOMIIBHBIN MOPAIOK UX PACTIONIOKE-
HUS [pacrojoKeHNe PSKBU3UTOB Ha OJIaHKAaX OPraHU3alMOHHO-PACTIOPSITUTEILHBIX J10-
KyMeHTOB T0JKHO cooTBeTcTBOBaTH 'OCT P 6.30-2003 «YHuduumpoBaHHble CUCTEMBI
nokyMeHTaruu. TpeOoBaHus K 0POPMIICHHIO JOKYMEHTOBY | (TIpUIoKeHus 2, 3).

B K®V npumenstoTcs ciaeayronme OJIaHKu:

o0t 6aHK (mpuitokeHue 4);

OnaHK mrcbMa (MPHIoKEHHE 5);

OJlaHK KOHKPETHOTO BHJIa JOKyMeHTa (rpuiioxenus 6, 7, 8, 9).

brnanku moxkymeHTOB uM3roTaBiuBaroTcs Ha Oymare opmatoB A4 (210 x 297Mm),
A5 (148 x 210 mm).

OOmuit OMaHK HMCHOJB3YIOT IJIs1 M3TOTOBJICHUS JIOOBIX JOKYMEHTOB (Kpome
MUChMA).

OTtnenbHBIC TOKYMEHTHI, OOJIbITNE TaOIUITBI, CXEMBI, THarpaMMbl U3TOTABIMBA-
1orcsi Ha Oymare ¢opmara A3 (297 x 420mMM); opraHU3alMOHHO-PACIIOPSAUTEIBHBIE,
CIIPaBOYHO-MH(GOPMAIIMOHHBIE JOKYMEHTHI (ITMChbMa, aKThl, MPOTOKOJbI) — Ha Oymare
dopmara A4. B 1ensix 3KOHOMHOTO UCTIOJIb30BaHUs OyMaru pacnopsIuTeIbHbIe JOKY-
MEHTBI JIONYCKAeTCsl U3roTaBINBaTh HAa Oymare opmara AS.
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Kaxx b1t 1ucT 1oKyMeHTa T0KEH UMETh 1oJist He MeHee 20 MM — JIEBOe, BEpXHee
u HuxkHee, 10 MM — mpaBoe.

3.2.2. bnanku B KOV usroraBnuBaroTcs TUMIOTPAPCKUM CIIOCOOOM, C TTOMOIIBIO
CPEICTB ONEpaTUBHOW MOJUTpadUu WM BOCIPOU3BOJATCS C MOMOIIBIO KOMIBbIOTEpA
HEMOCPEACTBEHHO MPH M3TOTOBICHUH KOHKPETHOTO JAOKyMEeHTa (Kpome OJlaHKa MHCh-
Ma). 3aka3 Ha U3rOTOBJIEHHE OJIAHKOB npou3BoauTcs B M3marensctBe KOV, 00pasibl
OJIaHKOB COTJIACOBBIBAIOTCS B YCTAHOBJIICHHOM TOPSIIKE U YTBEPKIAIOTCS PEKTOPOM.

brnanku u3rotaBiaMBarOTCS TUNOTPAPCKUM CIIOCOOOM B Ja00OpaToOpuu ONEpaTHB-
HOM Medartu, mTaMiyroTes coTpyaaukamu Y JIK HyMmepaTopom B HHJKHEM MPABOM YIITY.
[Ipu BbImaye ONaHKU PETUCTPUPYIOTCA B KypHase, Tle (UKCHpyeTcs l1aTa BbIIayw,
HaMEHOBAaHUE MOJpa3/eieHus, HoMep OJlaHKa, MOJAIUCH IMOJIydyuBILIEro OJaHK, pac-
mudpoBka noanucu (hopma xypHaiia npuBejieHa B npuinoxkenuu 10).

3.2.3. Yuer 0J1aHKOB CTPOrol OTYETHOCTU (AMILJIOMBI, aKaJJIEMUUYECKHE CIIPaBKH,
U T.J.) MPOU3BOAUTCS B COOTBETCTBUM ¢ mojioxkeHueM oT 11.01.2012 r. Ne 0.1.1.67-
06/01/12 «O mnopsake NMOJIy4eHHs, y4€Ta U XPAaHEHUs, BbIJAYM JOKYMEHTOB YCTaHOB-
JIEHHOTO 00pa3ia 0 MPOXOXKJIECHUU O0y4YEHHUs MO JTONOJHUTEIBbHBIM 00pa30BaTEIbHBIM
mporpaMMamM, MporpaMMaM MEPernoATrOTOBKH W TOBBIIMICHUS KBajdu(uKanuu B deme-
palbHOM TOCYJIApCTBEHHOM AaBTOHOMHOM OOpa30BaTEIbHOM YUPEKIECHUU BBICIIETO
npodeccruonaibHoro odpaszoBanusi «Kazanckuii (IIpuBomxckuil) ¢eaepaibHbI yHU-
BEPCHUTETY.

VYHuuTO)XKEeHHE OJIaHKOB CTPOTOMl OTYETHOCTH, BBIMIEAIINX U3 IPUMEHEHUs, Mpo-
U3BOAMTCS TOJIBKO MOCJIE COCTABJICHUS aKTa O BBIICJIECHUHM K YHHUUTOKEHUIO (TpUIIOXKe-

aue 33).
3.3. OdpopMmjieHre peKBU3UTOB IOKYMEHTOB

JUIst cucTeMbl OPraHU3alMOHHO-PACIIOPSIUTEIBHON TOKYMEHTAMN YCTaHOBIIEH
COCTaB PEKBU3HUTOB (mpuiioxkeHue 1). Kaxxaplil KOHKpETHBIM BUJ JOKYMEHTA COJIEPKHUT
CBOM Ha0Op 00sA3aTENbHBIX PEKBU3UTOB, MOPSAIOK Pa3MEIICHHUS KOTOPBIX B COOTBET-
cteuu ¢ ['OCT P 6.30-2003 3HauMTENBHO yIydIIaeT Ka4eCTBO JOKYMEHTOB, UX BHEIII-
HUI BUJ (IpUJIoXkeHus 2, 3).

IIpaBunamMu 1ea0NpOU3BOACTBA YCTAHOBJICH CIEAYIOIIUN COCTaB PEKBU3UTOB J0-
KYMEHTOB:

— HAUMEHOBAaHUE OpraHU3AlNY;

- HAMMEHOBAHME BU/IA TOKYMEHTA;

- laTa JOKYMEHTa,

- PErHCTPAaLOHHBII HOMEDP TOKYMEHTA;

- CCBUIKA HA UCXOSIINII HOMEp U 1aTy JOKYMEHTA;

- aJpecar;

- rpu( yTBEpKIACHUS TOKYMEHTA;

- pe30IIonus;

- 3ar0JIOBOK K TEKCTY;

— JNOJDKHOCTD JIMLA, MOJIUCABIIErO JOKYMEHT.
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3.3.1. Haumenosanue opeanuszayuu

Ilonnoe Haumenosanue yHugepcumema, npumeHsemoe Ha o1ankax, — ghedepanvroe
20Cy0apcmeenHoe agmoHoOMHoe 00pa308amenbHoe yupencoeHue 8blcuie2o 00pa306aHus
«Kaszanckuti (Ilpusondicckutl) hedepanvuulii yHusepcumemy, yCmaHosieHo 8 Ycmase
KoY.

Takxe YcTaBOM YCTaHOBIJIEHO COKpAaIlEHHOE HAaWMEHOBAaHWE YHHMBEPCHUTETA Ha
PYCCKOM, TaTapCKOM M aHTJIMMCKOM SI3bIKaX.

Ha 6mankax Han HauMmeHoBaHrem K@DV ykasbiBaeTcsi MOJHOE HAUMEHOBAHHUE BbI-
HIECTOAILEH OpraHU3al|H.

3.3.2. Haumenoeanue euoa 00OKymenma

HomxHo ObITh ykazaHo 3arnaBHbiMu OykBamu: [IPVKA3, PACIIOPSKEHUE,
[IPOTOKOJL, AKT, OTYET, KOHTPAKT, IO OBOP, XOJJATAICTBO, CIIPAB-
KAwnrT. 1

OTOT PEKBUBHUT SIBISETCS OJHUM M3 BAKHEUINIMX M MPOCTABIAECTCS Ha BCEX

JOKYMEHTaX, KpoMme nucem. JlJIsi muceMm yKasaHHE BHUJIA JOKYMEHTA HCIOJIb3YETCS
ToabKO B cnenyromeM coueranun: 'APAHTUMHOE ITUCBMO.

3.3.3. /lama 0ookymenma

JlaToii JOKyMEHTa SIBIISIETCA JaTa €ro MOAIMUCAHUS WIA YTBEPKACHUS; ISl JOKY-
MEHTa, MPUHUMAEMOT0 KOJJIETHAIbHBIM OPTaHOM, — JlaTa 3aceqaHus (IPUHSITHS pellie-
HUs); JUIsl aKTa — jgata coObITus. JIJisi TOKYMEHTOB, COCTaBJICHHBIX OJTHOBPEMEHHO He-
CKOJIbKUMH OpPTaHU3AIMSIMH, JTaTOM OKyMEHTa SIBJISETCS Jara MOAMHUCAHHS €ro IOo-
CJICIHEW OpraHu3alueH.

JlaTa mOKyMEHTa TPOCTABIISCTCA JOKHOCTHBIM JIMIIOM, TIOJIMACHIBAIOIINM HJTH
YTBEPKTAFOIINM IOKYMEHT.

B Texcrax mOKyMEHTOB, coaepKaliux CBEACHHS (DMHAHCOBOTO XapakTepa, MpH-
MEHSIETCS CJIOBECHO-1IM(PpoBOI crmocod opopmiieHus aat: 28 dpespans 2017 r.

3.3.4. Pecucmpauyuonnslit Homep 0OKymeHma

Perucrpanmonnsiiit HoMmep — 3TO YCIOBHOE U(PPOBOE, peke OYKBEHHO-TTUGPOBOE
o003HAYCHHE, MPOCTABISIEMOE TP PETHCTpAIMH JOKyMEHTa. MecTo Ui HaHECCHUS
PETUCTPAIIMOHHOIO HOMEpa Ha OJIaHKE OTBEICHO PSJIOM C JaTod. PermcTpamvoHHBIHN
HOMEp JUIA TIMCEM JIOMOJHSAETCS WHACKCOM CTPYKTYPHOTO TOJpa3fCiieHUus II0
HOMEHKJIAType JeJ, cocTaBuBIiero nokymeHT, Hampumep: 0.1.1.01-20/1/17, rtne
0.1.1.01 — wungekc crpykrypHoro mnonpazaenenuss KOVY; 20 — nomep ngema mo
HOMEHKJIAType; 1 — MOpsIIKOBBIM HOMEP OTIIPaBIsAEMOT0 JOKyMeHTa; 17 — roj.

3.3.5. Ccbinka na ucxooauwuii Homep u 0amy 0OKymeHma

Ccbllka Ha pCFHCTpaHHOHHBIﬁ HOMCp M JaTy JOKYMCHTa  BKJIIOYACT
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PETUCTPAllMOHHBINA HOMED U JAaTy JTOKYMEHTa, Ha KOTOPBIN JAaeTCs OTBET.

CcbUika UCIONIB3YETCA TOJABKO B OJIaHKaX MUCEM U COCTOUT U3 MOCTOSIHHOM 4acTH
pexBusnuta «Ha No OT », KOTOpasl 3aIloJHSAECTCS HOMEPOM M JATOH
BXO/JIAIIETO IOKYMEHTA, HA KOTOPBIN JA€TCsl OTBET.

[To »TOMy PEKBH3UTY MOAOMPACTCS KOMHS WHUIIMATHBHOTO MHUCHhMa, HA KOTOPOE
MOJITOTOBJIEH OTBET, U OHU COBMECTHO IMPEICTABISAIOTCS PYKOBOAUTEIIO JJIsI IPUHATHUS
pELICHUS.

3.3.6. Mecmo cocmagnenusn uiu uz30anus 00KymeHma

MecTo cocTaBlICHUS WU HU3AaHUA NOKYMCHTA YKA3bIBAIOT B TOM CJIydac, CCJIN
3aTpyYAHCHO €TI0 OIIPCACICHUC II0 PCKBU3UTAM «HanmeHnoBaHue OopraHu3anun» H
«Cl'[paBOLIHLIe JaHHBIC 00 OpraHu3anumny.

3.3.7. Aopecam

JIOKyMEHTBI aJIpecyloT OpraHu3alusM, HX CTPYKTYPHBIM TMOApa3eICHUsIM,
JOJKHOCTHBIM UJTH (PU3UYECKUM JTUIIAM.

[Ipu ampecoBaHUM JOKYMEHTA OpraHU3alliU, €€ CTPYKTYPHOMY IOJpa3/ieICHUIO
0e3 ykazaHus JOJKHOCTHOTO JIMIA UX HAMMEHOBAHUS MUIIYTCS B UMEHHUTEJIILHOM Ila-
JEXKeE.

Jonyckaercsi IEHTpUPOBaTh BCE CTPOUKHU PEKBU3UTA «AApecaTy MO0 OTHOUIEHUIO
K CaMOM JJIMHHOM CTPOKE.

Hanpumep:

MUHHCTEPCTBO KYJIBTYPBI
Y MacCOBBIX KOMMYHHUKaIUI
Poccniickon @enepanun

AJIMUHUCTPATUBHO-TIPABOBOU
JerapTaMeHT

[Ipu HanmpaBICHUU HOKYMEHTAa KOHKPETHOMY JOJLKHOCTHOMY JIMIY HAMMEHOBA-
HHE OPraHU3alUu U MOJAPA3JACICHUS YKa3bIBACTCS B MMEHUTEIBHOM MAJEkKe, a JOJIK-
HOCTh ¥ (JaMUJIHS — B TATEITHLHOM.

Hanpumep:

MuHnucTepcTBO 00pa3oBaHus U HAYKU
Poccutickon ®enepamnuu
JlerapTaMeHT yIpaBlICeHUS JeIaMu
Benymemy crienuanucty

A.W. IlerpoBy
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[Ipn agpecoBaHUM NOKYMEHTa PYKOBOJIMTEIIO OPraHU3AlMM €€ HAaUMEHOBAHUE
BXOJIUT B COCTaB HAMMEHOBAHUS JOJKHOCTH aJipecara.
Hamnpumep:
['eHepanbHOMY TUPEKTOPY
oObeauHeHUsT «POCTEKCTUIIB

B./I. UBanoBy

B cocraB pekBu3uTa «Anpecar» MOXKET BXOJIWTH MOYTOBBIA ajpec. DIEMEHTHI
MIOYTOBOI'O aJipeca YKa3blBAIOT B MOCJIEAOBATEIIbHOCTH, YCTAaHOBJIICHHOW MpaBUJIAMU
OKa3aHUs yCIyT [OYTOBOM CBS3H.

IIpu agpecoBaHnM NMUCbMa B OPraHU3ALMIO YKa3bIBAIOT €€ HAUMEHOBAHUE, 3aTEM
ITOYTOBBIN aJIpecC.

Hanpumep:

['ocynapCTBEHHOE yUpEKICHUE
Bcepoccuniicknil HayqyHO-HCCIIEI0BATEIbCKHAMN
WHCTUTYT JTOKYMEHTOBEACHUS

Y apXMBHOTIO Jieja

[Tpodcoroznas yiu., a. 82, Mocksa, 117393

[Ipu agpecoBaHnM TOKyMEHTa (PU3NUECKOMY JIUILYy YKa3bIBalOT ()aMUITUIO U UHU-
LAAJIBI [TOJTy4aTesl, 3aT€M - [IOUYTOBBIN aJpec.
Hanpumep:

dammmua U.0.

HoBosiceneBckuii npocr., a. 12, kB. 32
Mocksa, 117574

[Ipu agpecoBaHuM AOKYMEHTA JOKHOCTHOMY JIMIY MHUIIMAIIBI CTaBATCS MEpeN
(amunuei, npu aapecoBaHUM (PU3NIECKOMY JIUILY — I1OCJIE HEE.

IIpu agpecoBaHnM JOKYMEHTa PYKOBOJWUTENIK) OpPraHU3AlMUd €€ HAaWMEHOBAHUE
BXOJIUT B COCTaB HAUMEHOBAHUs IOJDKHOCTH aJpecara, HalpuMep:

Pexropy
MOCKOBCKOI0 rocy1apCTBEHHOTO
OTKPBITOTO YHHUBEPCUTETA

N.0. Gamunus

IIpn agpecoBaHMM JOOKYMEHTa B HECKOJBKO OJHOPOJHBIX OpraHW3aluid HUX
Ha3BaHUS CJIEIYET YKa3bIlBaTh 0000IIEHHO.
Hampumep:
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Pexropam (nupexTopam) oOpazoBaTeIbHBIX
YUpEXKACHUHN BBICIIIETO U CPETHETO mpodec-
CHOHAJIBHOTO 00pa30BaHusl, pyKOBOJUTEISIM
OpEeANpUATANA U opraHu3auuii MUHOOpHaYKU
Poccun

JIOKYMEHT He TOJDKEH COAepkKaTh 00JIee YEThIPEX apecaToB, KaXIblil SK3EMIUIP
TaKoro JOKyMeHTa JOJDKeH ObITh moanucad. CnoBo «Komnus» nepen BTOPbIM, TPETHHUM,
YETBEPTHIM apPECATAMU HE YKA3BIBAIOT.

[Ipu HanpaBiaeHUM TOKyMEHTa 0oJiee YeEM B UETBIPE aJpeca COCTABIIAETCS CIIUCOK
Ha PACCBUIKY, a HAa KAKJIOM JOKYMEHTE ITPOCTABIISIETCS TOJIBKO OJIMH aJpecC.

Anpec He MPOCTABIISIETCS HA IOKYMEHTAaX, HAlIPABJISIEMBIX B IIPaBUTEIbCTBEHHBIE
YUPEKACHUS U NOCTOSHHBIM KOPPECIIOHACHTaM, B 3THX CIy4asX MOTYT IPHUMEHITHCS
KOHBEPTHI C 3apaHee HalleYaTaHHBIMU a/IpECaMU.

3.3.8. I'pugh ymeepocoenus 0oxymenma

JIOKyMEHTBI YTBEPIKIAIOTCS BBHIMICCTOSANMMA WM MEXBEIOMCTBEHHBIMH Opra-
HaMH, PEKTOPOM M MPOPEKTOPaMH, OOIIECTBEHHBIMU OPTaHU3AIUSIMH, B KOMITICTCHITUIO
KOTOPBIX BXOJUT PEIICHNE BOMPOCOB, N3JI0KCHHBIX B YTBEPKIAEMBIX JOKYMECHTAX.

YTBepKJIeHHEe JOKYMEHTa IPOM3BOJIUTCS IMPOCTABICHHEM TIpHda YTBEPKICHUS
WM U3JIaHUEM PacCIopsSAUTEILHOTO JTOKYMEHTa (B TE€X CiaydasX, Korjaa TpeOyroTces 10-
MOJTHUTEIbHBIC MPEANMCAHUS U PA3bSICHEHNUS ).

[TepeueHb JOKYMEHTOB, MOJJICHKAITUX YTBEPKIACHUIO, MPEICTABICH B IPHIIOKE-
uuu 11.

[Tpu oopmienun rpucda yTBepkI1eHUS HEOOXOAMMO COOJIIOIATh CIEAYIOIIEE:

rpud yTBEpKICHHS TTOMEIIACTCS B MPABOM BEpXHEH YaCTH JOKYMEHTA U COCTOUT
u3 cioBa YTBEPXJIAIO (6e3 kaBbIuek), MOJHOTO HAUMEHOBAHUS JIOHKHOCTH JIMIIA,
YTBEPKIAFOIIETO JOKYMEHT, JIMYHOHN TOIUCH, €€ PACIIU(PPOBKH M TaThl YTBEPKIACHUS.
Hanpuwmep:

YTBEPXJIAIO

PekTop

OI'AOY BO «Kazanckuit (IIpuBosmkckuii)
dbenepanbHbIil YHUBEPCUTET)

JUYHASL NOONUCH UHUYUAIIbL d)CZMZ/UZUil

10.01.2017

[Ipu yTBEepKIEeHUM NOKYMEHTA MOCTAHOBICHUEM, PEIICHUEM, IPUKA30M, IIPOTO-
kojmoMm Tpud yrBepxkaeHusi coctout u3 ciosa YTBEPXJIEH (YTBEPX/IEHO,
YTBEPXJIEHbBI), HauMeHOBaHUsI yTBEPKIAIOMIETO JOKYMEHTa B TBOPUTEJIBHOM Ma-
JeXe, ero JaThl, HOMEpa, HapuMep:
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YTBEPXIEHO
npukazoMm ®I'AOY BO «Kazanckuii (Ilpu-
BOJDKCKUIN) (peiepanbHbIi YHUBEPCUTET)
ot 28.12.2016 Ne 01-06/1165
Ha BHyTpeHHHX HOKyMeHTaX, opopMiIeHHbIX Ha O6mankax KOV, rpud yrBepxkme-
HUS 0(OpMIISIETCS CIEAYIOINUM 00pa3oM:

YTBEPXJIAO
Pextop

JUYHAS NOONUCL UHUYUATBL (DAMUTUSL

10.09.2016

N

YTBEPXIEHO
npukazom KOY
ot 28.12.2016 Ne 01-06/1165

IIpu yTBEpKAECHUM NOKYMEHTA HECKOJBKMUMHU JIOJLKHOCTHBIMM JIMIAMHU UX IOJ-
IIACH PACITIOJIArat0TCSA HA OJTHOM YPOBHE.

Brocuth kakue-mmbo M3MeHEeHMs] U J00aBlieHUs B TOANMHUCAHHBIC (YTBEPXKICH-
HBIC) IOKYMEHTHI O€3 pa3pelieHus JIUiia, MOAMUCABIIETO JOKYMEHT, HE JOIyCKaeTCsl.

OTBETCTBEHHOCTh 32 Kaue€CTBO MOATOTOBKH JOKYMEHTOB M JOCTOBEPHOCTH CO-
JEPHKAIIUXCS B HUX JAHHBIX BO3JIaraeTcs Ha JIUIA, TOArOTOBUBIINE, 3aBU3UPOBABIINE U
MOJIMKUCABIINE JOKYMEHTHI.

3.3.9. Pe3onroyusn

Pe3omtonus numercs Ha JOKYMEHTE COOTBETCTBYIOIIUM JOJKHOCTHBIM JIMLIOM U
BKJIFOYAET (pamMIINKM U WHUIMAIIBI UCTIONHUTENEH, cofepKaHrue mopydeHus (mpu HeoO-
XOJIUMOCTH), CPOK UCIOJIHEHHUS, TIOJINKUCH U AaTy, HallpUMep:

Damunus 1. 0.

[Ipomry opranu3oBaTh NPOBEIEHUE ME-
JUIMHCKOTO OCMOTpa CTYAEHTOB [0
12.02.2016

JIMYHas ImoaIIucCh

28.12.2015

JlommyckaeTcst ohopMIIEHUE PE30TIOINH Ha OTJEIHHOM JIUCTE.

Pezontonust cOAEpKUT PacHOpPSHKEHUE PYKOBOJUTENS OTHOCHUTENIBHO PEIICHUS
(MOATOTOBKM PEILIEHHMS) BOIIPOCA, U3JI0KEHHOTO B JOKYMEHTE.

Ecnu B pe3ontonuu ykazaHbl HECKOJIBKO HUCIOJHUTENEH, U0, YKa3aHHOE Mep-
BbIM, SIBJISIETCS OTBETCTBEHHBIM 3a MCIOJHEHUE 3aaHusl. EMy mpenocrasisieTcs mpaBo
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CO3bIBa COMCITOJIHUTENEH U KOOpJUHALUA UX paboThl. OCHOBHOUM MCIIOJHUTENb U COMC-
MOJIHUTENb BIIPABE JaBaTh NOPYUYCHUS B BUJIE PE3OJIIOLNN JTUIAM HENOCPEACTBEHHO UM
MMOJTYMHEHHBIM. TEKCT pEe30I0IMHA BHOCUTCS B JKYPHAI PETUCTPALMHA BXOASIIUX JOKY-
MEHTOB.

Ha noxymenTtax, He TpeOYIOMHMX JAOMOTHUTEIBHBIX YKa3aHUHN MO UCIIOJIHCHHUIO H
AMEIOIIMX TUIOBBIE CPOKM MCIIOJHECHUS, B PE30JIONUU YKA3bIBAETCA HWCIIOJHUTEIND,
ITOAIIMCH aBTOPA PE30JIOLMH, 1aTa.

3.3.10. 3azon060k Kk mexcmy

Kpartkoe coneprkanue T0KyMEHTa YKa3bIBA€TCS B 3ar0JIOBKE K TEKCTY.

CocraBneHue 3arojioBka — Ba)kHeMIee TpeOOBaHHE KYJIbTYpPHOTO O(OpPMIICHUS
JIOKyMEHTa. 3arojioBOK SIBJIIETCS 00s3aTEIbHBIM 3JIEMEHTOM JIIOOBIX JIOKYMEHTOB,
BBITIOJIHAEMBIX Ha (opmaTe A4, HE3aBUCUMO OT BHUJA, COJEPKAHUS U Ha3HAYCHUS
nokymeHTa. OH TpaMMaTUYECKH COTJIaCyeTCsl ¢ Ha3BaHUEM BHUA. B HEM KpaTKo, YETKO
U SICHO OTpa)kaeTcsi OCHOBHOE COJIep>KaHHME JIOKyMEHTa. be3 3aroyioBka pazpeniaercs
COCTaBJISITh TOJIbKO KpAaTKUE JOKYMEHTHI, BBINIOJIHEHHbIE Ha (hopmaTte AS (148 x 210),
W3BEIICHUS, TeJIETPaMMBbI. 3ar0JIOBOK Yallle BCETO OTBEYAET HA BOIPOC: O YeM?, O KOM?
u (GopMynupyercs ¢ MOMOILIBIO OTINIArOJIBHOrO cymiecTBuTenbHoro. Hampumep: O
co3anuM. .., OO0 U3MECHEHMHU. .. U T.II.

B Takux mokyMeHTax, KaK MPOTOKOJIbI, HHCTPYKIIUH, aKThl, TIPaBUIA, 3ar0JI0BOK
OTBEYaeT Ha Bompoc: Koro (uero)? Hampumep: momxHOCTHass MHCTpyKuus (Koro?) —
NOMOWHUKA peKmopa; TIPOTOKON — Yuenoco cosema KDY, akr (uero?) — npuema
nomewenuss; mpapuia (4ero?) — 6HympeHnHe20 pacnopsaoKka u Jip.

Ecnu 1OKyMEHT CHOXHBIM U B HEM OTPaKEHO HECKOJIBKO BOMPOCOB, 3ar0JIOBOK
dbopmynupyercs ob6ob6menHo. Hampumep: O npuemmnou xomuccuu. B poxymeHTax
O0JBIIIOT0 00BEMa COCTABIISIOTCS TI0/13aTOJIOBKHU.

3aroyioBOK pa3MeniaeTcsl MOCEpe/IMHe WM B JIGBOM BEPXHEM YTy JOKYMEHTa
HaJl TEKCTOM II0Ji OCHOBHBIMU PEKBH3WTaMHM OJiaHKa. 3aroJioBOK medartaeTcs 0e3
KaBBIUCK M HE TomuepkuBaeTcs. O0BEM €ro He JOJDKEH MPEBBINIATh 5 CTPOK JJIUHOM B
28 3HAKOB.

3arojOBOK  COCTaBJISIETCS UCIIOJHUTENIEM JIOKYMEHTa M TIEPEHOCUTCS B
perucTpanroHHbie GopMbl, 0a3y JaHHBIX. B KOHIIE 3aroyioBKa TOYKa HE CTAaBUTCS.

3.3.11. Ommemka o Konmpo.e

IIpocTaBisieTcsi TOJBKO Ha TE€X JOKYMEHTAaX, WCIIOJIHEHHE KOTOPBIX B35TO Ha
KoHTposib. Otmerka BkItoyaer OykBy «K» wmim cinoBo «KonTposb». OTmerka
pacnoJiaraeTcsi Ha IpaBoOM I0JI€ JOKYMEHTA CBEPXY PEKBU3UTA «3arojIoBOK K TEKCTY».

3.3.12. Tekxcm 0oKymenma

Tekctom YHOPaBJICHUYCCKOIro JOKYMCHTA SABJISICTCA BBIPAXKCHHOC CpCACTBaAaMU
ACJIOBOI'0 A3bIKa COACPIKAHUC YIIPABJICHYCCKHX I[CﬁCTBPIﬁ. TekcT sSBIIETCI OCHOBHBIM
PEKBHU3UTOM ACIIOBOI0 JOKYMCHTA.

TekcThl JOKYMCHTOB O(l)OpMJ'ISII-OT B BHAC CBA3HOI'O TEKCTA, Ta6JII/II_II>I, AHKCTbI
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HJIK B BUAC COCAUHCHUS 9TUX CTPYKTYP.

CIUTOIIHON ~ c@A3ubIll  meKcm JTOKYMEHTa, COAEp)KAIlUd TIpaMMaTUYeCKu H
JIEKCUYECKH  COTJIACOBAHHYI0 HMH(OpPMAIMI0 00  yNpaBlIEHYECKHX  JIEUCTBUSX,
MIPUMEHSIETCS MPU COCTABJICHUU PACTIOPSAIUTEIbHBIX JOKYMEHTOB, MOJIOKEHUM, TPABUII,
MIACEM.

[Ipu cocTaBieHHMM TEKCTa B BUAE aHKembl HAUMEHOBAaHUS IPU3HAKOB
XapaKTEPU3yeMOro OOBEKTa JTOJDKHBI OBITh BBIPAKCHBI MMEHEM CYIIECTBUTEIHHBIM B
UMEHUTEIPHOM TAJeKe WJIM CIOBOCOYETAaHHEM C TJIaroJioM BTOPOrO JIMIIA
MHO>XECTBEHHOTO 4YHCJa HACTOSIIEr0 WM MPOMISAIIEr0 BpPEeMEHU («UMEEeTe» WIH
«ObUTHY, «HAXOAWIHUCH» W T.NI.) XapaKTEPUCTHKH, BBIPAKEHHBIE CIOBECHO, JIOJKHBI
COTJIACOBBIBATHCS C HANMEHOBAHUSIMU ITPU3HAKOB.

[Ipu odopmnenun mabauys: ee rpappl U CTPOKH TOJDKHBI MUMETh 3aroJOBKH,
BBIPA)KEHHBIE MMEHEM CYIIECTBUTEIbHBIM B MMEHHUTENbHOM mazexe. IloazaronoBku
rpad U CTPOK JTOJKHBI OBITh COIVIACOBAHBI C 3arojloBkamu. Eciu Tabnuily medaTtaroT
0oJiee, YeM Ha OJHOM CTpaHwuIle, rpadbl TAOIHIIBI TOJKHBI ObITh IPOHYMEPOBAHBI, U HA
CJIEIYIOLIMX CTPAaHULIAX AOJHKHBI ObITh HalleyaTaHbl TOJIBKO HOMEpA 3TUX rpad.

Ecnu Tabmui B TEKCTE HECKOJBKO, TO HMX cleAyeT HymepoBaTh. Hymepanus
ocyiiecTBisieTcs apadbckumu tudpamu. Hymepanusi Moxker OBITb CKBO3HOM WIIH
CBA3aHHOM C HOMEPOM pa3jiesia TEKCTa, HO He ¢ HOMEPOM ITyHKTa WJIM MOJITYHKTA.

[Tpumep ckBo3HOU Hymeparuu: Tabmuna 2; Tabmuia 9. Hymepanus, cBsizaHHas ¢
pasiesioM, BRITJISINT clieayromuM oopasom: Tabmuma 1.2; Tabmuma 2.9. u T.4. 3nech 1
U 2 — HOMepa pas3enoB, 2 u 9 — HoMmepa Tabnuil B HuX. [Ipu ccbuike B JOKyMEHTE Ha
TaOJIMILY €€ BBIMOJIHSIOT MO 00pasily: «B COOTBETCTBUU C JIAHHBIMU TaOIHIIBI 2.9»; «Co-
rimacHo Tabm. 1.2» (cm. npunokenue Ne 11 x m. 3.3.2. «Meroauueckue peKOMEH IalUH
1o pa3paboTKe UHCTPYKIUU MO JEIOMPOU3BOICTBY B (heJepalIbHbIX OpraHax MCIIOIHU-
TENIbHOMW BiacTh» (YTBEPKIACHBI prKka3oMm Pocapxua ot 23 mekabps 2009 r. Ne 76)).

CnyxeOHble JTOKYMEHTBHI OTJIMYAaeT HEeWTpanbHbld TOH. Ilepenucka Benmercs OT
TPETHETO JUIA, EAMHCTBEHHOTO MJIM MHOKECTBEHHOT'O YMCIIa, MECTOMMEHUS 3aMEHSIOT-
Csl CYLUECTBUTENbHBIMU (VHUGEpcUumem npocum, haxKyibmem He 803paxcaem, UHCMU-
Mym Hanpaensem uiu Hanpasisiem, Cuumaem 603MONCHLIM, nepeuucisem u m.n.). B
pacnopsIMTENbHBIX TOKYMEHTAX, OTPAXKAIOIIKUX MPUHIUI €IMHOHAYAIINS, TEKCT U3Ja-
raercsi OT nepBoro Jjuua. Takxke NUIIYTCS OOBACHUTENbHBIE 3aMUCKH, 3asBICHUS,
OosbIasi YacTh JOKJIAJHBIX 3aIMCOK (MpUKasviéaio, npeoiazaro, npouty).

B pacnopsauTenbHbIX TOKYMEHTAX, U3JaBAEMbIX OT UMEHU KOJUIETHAIIBHOTO Op-
raHa, UCIoJIb3yeTcst (hopMa M3JI0KEHHUSI OT TPETHETO JIMIA €AMHCTBEHHOTO uucia (co-
gem nOCMAaHoOsIsIent).

B coBMecTHBIX TOKYMEHTaX TEKCT M3JIaraeTcs OT MEPBOTO JIMIA MHOKECTBEHHO-
0 yucia (HOCmaHosuIU, peuiiy, npeoiazaem).

B mporokonax ucnonb3yercs GopMa U3IOKEHUS TEKCTa OT TPETHEro JIMIAa MHO-
KECTBEHHOTO uucha (caywanu, 8biCmynuiu, NOCMAHO8UIU), a 3aTTUCh BBICTYIUICHHUH Be-
JITCS OT TPETHETO JIMIIA SAMHCTBEHHOTO uuciia (Meanos sospasicaem... u npeonazaen).

Ecnu TexcT coaepKUT HeCKOJbKO PElIeHH, BEIBOJIOB U T.[I., TO €0 CIEIYET pa3-
OMBaTh Ha pa3/elibl, MOAPA3ENbl, MYHKThI, KOTOPbIE HyMEPYIOT apaOCKUMH LIUPPAMH.
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B ciy>ke0HBIX TOKYMEHTaxX IPUMEHSIOTCS COKPALIEHHsI CIIOB U CIOBOCOYETAHUH,
YTO YMEHBIIAET 00BEMBI JOKYMEHTOB U YCKOpsieT Bocmpusitue nHpopmanuu. Hampu-
Mmep: IUC — JlenaptameHT nadopmaTuzauuu u cBa3u; Y JIK — ynpasnenue nokymeHTo-
000pOoTa U KOHTPOJISI; CTPAHUIIA — C.; SK3EMIUISP — 3K3.; CMOTPH — CM.; I'. — FOJI; T.I. —
TOMy TI0J100HOE ¥ Tak fajnee. CokparieHus: JOKHBI ObITh MOHSATHEI aJpecary, TOATOMY
MPUMEHSIOTCS OOLIENPUHATBIE COKpalieHus. [lpu nepBoM ynorpediieHnn COKpanieHus
B TEKCTE PEKOMEHIYETCS 1aBaTh B CKOOKax ero pacmudposky, Hapumep: OPJ] (opra-
HU3ALMOHHO-PACIOPAAUTENbHAS TOKYMEHTALIMS).

Hanucanue cokpaiieHuil BeETCsl B COOTBETCTBUM € KJIACCU(UKATOPaMU TEXHU-
KO-3KOHOMHYECKON MH(pOpMaH, TpeOOBAaHUSIMHU IOCYIapCTBEHHOIO CTaHAapTa.

B noxymeHTax nomyckaroTcs OOIIECTIPUHSITHIE COKPAIllEHUs HAaMMEHOBaHUH (ene-
pPalbHBIX U TEPPUTOPUATIBHBIX OPTraHOB BJIACTH.

B Tekcrax npaBoBBIX aKTOB HAUMEHOBAHHME OPTaHU3ALUN-UCIIOIHUTEIICH CIEayeT
pacumndpoBsiBaTh. HariMeHOBaHUE TOJDKHOCTU JAOMYCKAETCsl COKpAIAaTh TOIBKO B TEK-
cTe NOKyMeHTa. B pexBusnrax «Anpecat» U «lloanucey cokpameHus He JOMyCKArTCA.

Ecnn moBogom 11 co3/1aHMsl JOKYMEHTA MOCIY KU APYTOM JOKYMEHT WIIM J10-
Ka3aTeJIbCTBOM CIIY’KaT CBEAECHUS U3 APYroro JOKYMEHTA, B TEKCTE IMPUBOIATCS TOJHbBIE
€ro JaHHbIE, T.€. YKa3bIBAIOTCS BUJ JOKYMEHTA, HAMMEHOBAaHWE OpPraHU3allMA-aBTOPA,
JaTa JOKYMEHTA, PErUCTPAalMOHHBIN HOMEDP TOKYMEHTA U 3aroJ0BOK K TEKCTY.

Hanpumep:

B coomeemcmeuu ¢ nonoscenuem «o Kazanckom mexicoyHapoOHOM TUHSBUCTIU-
yeckom yenmpe Mncmumyma ghunonozuu u uckyccme omxpvims 0ONOJHUMENbHYIO 00-
DPA308aMeNbHYI0 NPOSPAMMY NO CNeYUATbHOCTUN ...

HNJIN

B coomeemcmeuu ¢ mpebosanuamu 3axkona Poccutickou @edepayuu « 06 0b60-
DOHEN...

TekcT, Kak MpaBUiIO, COCTOMT U3 JBYX CMBICJIOBBIX YacTed. B mepBoi yactu n3-
JararoTcs MPUYUHBI, OCHOBAHUS WJIH IIEIM COCTABIICHUS TOKYMEHTa, B JPYTOl — BBIBO-
b1, TIPEJUIOKECHHUS, TPOCHOBI, PACTIOPSHKEHUS, PEIICHHS, PEKOMEHIAINH.

Hanpumep:

9 okmsabpsa 2012 eco0a na b6aze Kazancrxoeo gpedepanvrozo yrusepcumema niaHu-
pyemcs npoeedeHue ceMunapa-cogewjanus no Mciamcrou sKoHomuxe.
Ipowy npunsime yuacmue u n0o020mo8ums C80U NPeONI0NCEHUS.

IIpopexmop
N0 6HEWHUM CB535M H.O. Damunus

Jlist oOnerdyeHust BOCOpUSITHS MH(DOPMAIIMU U BBIICNIEHUS CYTH JIOKYMEHTa PEKO-
MEH/IyeTCSl HAUMHATh €0 C 3aKJIIOUUTEIBLHON YacTH, T.€. U3JI0KEHUSI CYIIECTBA BOMPO-
ca: mpoChObI, MPEIOKEHUS U T.1., & 3aT€M MOAKPEIUISATH UX 000CHOBAHUSAMH.
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Hampumep:

IIpowy oononnumenvro evioerums...pyo. Ha npuoopemernue [IIBM ons komno-
I0MepHO20 Kaacca.

IIpeononacaemcs npogederue 3aHAMUL NO COCMABIEHUIO OOKYMEHMO8, Dedak-
MUPOBAHUIO MEKCMO8, OP2aAHU3AYUU CNPABOYHOU pabOmvl, KOHMPOA 3d UCHOTHEHUEM
ookymenmos. Konuuecmeo [IDBM 6 knacce paccuumviéaemcs Ha obecnedenue 3aHsi-
Muti 0OHOU NOOZPYNNbL CMYOEHMO8.

MO>XHO COCTaBJATh JOKYMEHTBI U3 3aKIIIOUUTENLHON 4acTH, HAallpUMeEp, MUchma
U 3asBJICHUS C MPOCHOOW 0€3 MOTUBUPOBKHU, PACHIOPSKEHUSI C OJHOM paCTIOPSAUTEINb-
HOM YacCTbIO.

Hanpuwmep:

IIpowy npunsame mens na pabomy onepamopom IBM na 1,5 cmaexu c 12 agey-
cma 2016 200a.

NN

Jlabopamopuio uzuyeckux memooos ucciedo8anust pyo u MUHepaios Kagheopnl
noJe3HbIX uckonaemulx nepesecmu u3 komuamoi Ne 053 ¢ komuamy Ne 047.

JIjist myd1iero BOCIPHUATHS TOKYMEHTA €ro TEKCT JASIUTCS Ha ab3allbl - MPOCTE-
1€ KOMITIOHEHThI TEKCTa, COCTOSIINE U3 OJHON WIIM HECKOJbKUX (pa3 (MpeasioKeHH)
U XapaKTepU3yoUMecs €IMHCTBOM U OTHOCUTEIIbHOW 3aKOHUYEHHOCTBIO COAEP KaHUSI.
OO0bIuHO ab3a1] conepXUT He Ooiiee ABYX-Tpex mpeioxeHuit. C ab3alia HaYMHACTCS
KaXKJ1asi HOBasi MbIC/b. [ OCyJTapCTBEHHBIN CTaHIAPT PEKOMEHIYET Medararh ad3all, 0T-
CTYIIMB, MSITh TIEYATHBIX 3HAKOB.

TeKcThbI CI0XKHBIX, OOJIBIINX IO 00BbEMY TOKYMEHTOB (0030pbI, OTUETHI, CIIPABKU
U T.J.) pa3IemsioTCs Ha YacTH: pa3zAelibl, Opa3eibl, MyHKTbI, MOAMYHKTbI, KOTOPbIE
HyMmepyroTcst apabckumu tuppamu. [lopsimok Hymepanuu JTOJKEH COOTBETCTBOBATh
tpeboBanusm ['OCT P 1.5-92, n. 4.2, 4.3. Homep kax10¥ yacTu BKJIFOYAET HOMEpA CO-
OTBETCTBYIOIIMX COCTABHBIX YacTel 00Jiee BHICOKUX CTYIIEHEH JCJICHHUS.

Hanpumep, HoMep MoanyHKTa BKJIOYAET HOMEpaA pasjenia, mojapaszesia, MyHKTa U Io-
PAIKOBBIN HOMEp NMOANYHKTA. Bee onm paznensitorcst Toukamu. Hanpumep: 1.2.1; 1.2.2;
29.1ur.n.

3.4.5. B Tekcte qOKyMEHTa MHMIIMAJIBI, KaK TIPABUIIO, pacrojaraiTcs nocie ¢a-
munuu. [Ipu nepeuncinennn Gamunmii B mopsake ajndaBuTa B MPOTOKOJIAX U BHIMTUCKAX
WHUIIAAJIBI CIIEAYeT pacrnoiaraTh nocie haMuiui.

3.4.6. CefeHusi 0 CpOKE HUCIIOJIHCHMSI KaKUX-THOO JEHCTBUN (MEpOIPUSATHIA)
MMOMEIIAIOTCSA B MH()OPMAIMOHHBIX JTOKYMEHTAX, KaK MPABUJIO, B KOHIIE MPEIJIOKCHUS,
B pACHOPSAUTENbHBIX aKTaxX — PSAJOM C I[JIAroJiOM WM OTIJIArOJIbHBIM CYHIECTBUTEIb-
HBIM, 4Yepe3 KOTOpOoe Nepelaercs MpeanuchiBaeMoe IEeUCTBUE, Hampumep: «YudeOHOo-
METOJUYECKOMY YIIpaBlieHHUIO mpeactaBuTh K 15.03.2005...» wim «YnpaBiaeHuo O0yX-
TaITEPCKOr0 y4yeTa W (PUHAHCOBOTO KOHTPOJSL OOECHEYUTh MEPEUUCICHHUE 10
15.12.2005...».
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3.3.13. Ommemka o nanuuuu NPUIOHCEHUA

OTMETKY O HaJuYuud NPWIOKEHMs, HAa3BaHHOTO B TEKCTe, OMOPMIISIOT
CICAYIOIIMM 00pa3oMm:

ITpunoxxenue: Ha 10 1. B 3 3K3.

Ecny noKyMEHT MMeEEeT NPUIIOKEHHE HE HAa3BaHHOE B TEKCTE, TO YKa3bIBAIOT €r0
HAaNMEHOBAaHHUE, KOJMYECTBO JMUCTOB M KOJMYECTBO OK3EMIUISIPOB; NPU HAIAYUN
HECKOJIbKHX MPUJIOKEHUN K TOKYMEHTY X HyMEPYIOT, HallpUMeEp:

[Ipunoxenue: 1. llltaTHOE pacnucanue. .. Ha 4 1. B 3 9K3.
2. Cmera pacxoJoB. .. Ha 2 J1. B 4 3K3.

Ecnu npunosxxenusi cOpoIropoBaHbl, KOJIUYECTBO JIMCTOB HE YKA3bIBAIOT.

[Ipunoxenus AOMKHBI OGOPMIIATHCS HA CTAHIAPTHBIX JIMCTaX U HUMETh BCE
HEOOXOMUMBbIE JIi JIOKYMEHTOB PEKBU3UTHI (HAMMEHOBAHHWE, 3arojiOBOK, MOJMKUCH
PYKOBOJUTENEH TMOJpa3/IeliCHH, OTBETCTBEHHBIX 3a HMX COJIEPKAHUE, OTMETKY O
COIJIaCOBAHMHU U T.1.).

Ecmm x JOKyMeHTy mpwiararor JApyrod JOKYMEHT, TAaKXKe HUMEIOIIUN
MPUJIOKEHUE, OTMETKY O HAJTMYHMU MPUIOKEHUSI OPOPMIISIOT CIACAYIOIIUM 00pa3oMm:

[Tpunoxenue: nucekMo MO u H PO ot 15.07.2004 Ne 02-4/154 w npusnoxeHue K
HEMY, BCETO Ha 5 JI.

Ecnu npunokeHne HampapisilOT HE BO BCE YKa3aHHbIE B JOKYMEHTE ajpeca,
OTMETKY O €ro HaJu4uu 0(GOPMIISIOT CJIETYIOITUM 00pa3oM:

IIpunioxxkenue: Ha 3 J1. B 5 9K3. TOJBKO B MEPBBIN ajpec.

JIOKYMEHTBI-IIPUJIOKEHUS ~ JOJDKHBI  MMETh  COOTBETCTBYIOLYXO  OTMETKY,
YKa3bIBaIlOLIyI0 HA HX CBSI3b C OCHOBHBIM JIOKYMEHTOM. OJTa OTMETKAa CTaBUTCSA B
IPAaBOM BEPXHEM YIUIy JOKYMEHTA-IPHUIIOKEHHUSI, HAIIPUMED:

[Tpunoxenue 1
K nuceMy KOY
or 16.02.2013 Ne 01-15/116

HpI/IJIO)KeHI/IH JOJIDKHBI OBITH MNOANMCAaHbl HCIIOJIHUTCICEM HIIM PYKOBOAWUTCIIEM
COOTBCTCTBYIOLICTO CTPYKTYPHOTO ITOAPA3ACIICHUA.
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3.3.14. Iloonuco

[loamuck — o0O0sA3aTENbHBIA PEKBU3UT KakA0Oro AokyMeHTa. Pexkropom KDY
MOAMHUCHIBAKOTCS:

pacnopsIuTeIbHbIE TOKYMEHTHI,

JOKYMEHTBI,  M3JaBacéMble  BO  HCIOJHEHHE  IOCTAaHOBJIEHHUW,  YKAa30B,
pPACHOPSHKEHUH BBICHIMX OPTraHOB TOCYAAPCTBEHHOW WM MECTHOM BIIACTH, OPraHOB
YIpaBJICHUS;

JNOKYMEHTBI, aJpPECOBAHHBIC B BBICIIME OPraHbl OCYJApPCTBEHHOM M MECTHOU
BJIACTH, OPTaHbI YIIPABIICHUS;

Apyrue JOKYMEHTBI, TIOJIUCAaHUE KOTOPbIX PEKTOPOM O0OYCIIaBIMBAETCS
CITyK€OHOM HEOOXOAMMOCTHIO.

JIOKYMEHTBI, KOTOPhIMH  O(OPMIISIOTCS  XO3SAWCTBEHHBIE  ONEpallUud  C
UCIIOJIb30BAaHUEM JICHE)KHBIX CPEICTB, IOJINUCHIBAIOTCS PEKTOPOM M IJIaBHBIM
OyXrajrepom.

[IpopekTopamMu MOANMUCHIBAIOTCA B MpEAeNax JeJIErMpOBAaHHBIX PEKTOPOM
ITIOJTHOMOYHM JTOKYMEHTHI, HanpasiasieMble KOV B aapec opranuzanui, y4peKIeHAN U
NPEANPUATANA; PACHOPSIKEHHs, a TakkKe JOKYMEHTBI, MOJAMHCAHHE KOTOPBIX
MIPOPEKTOpaMu OOYCIIABIMBAETCS CIIYKEOHOU HEOOXOAMMOCTHIO.

PykoBoguTenu CTpYKTYpPHBIX MOJPA3ACICHUA U UX 3aMECTUTENH MOANKHCHIBAIOT
NOKYMEHTBI B Tpelenax IpeJoCTABIIEMBIX UM IIpaB IO IOJIOXKEHUIO O
COOTBETCTBYIOILIEM CTPYKTYPHOM ITOAPA3/IEICHUN.

IIpn HanpaBieHMM JOKyYMEHTAa B OJHMH aJpeC PYKOBOIUTENb IOIIUCHIBAET
TOJIBKO TIE€PBBIA 3K3EMIUIAp JOKYMeEHTa. IIpu HampaBiieHHH AOKYMEHTa HECKOJBKUM
aapecaraM pyKOBOJIHTEIb NOANKUCHIBAET BCE €r0 dK3EMILISPBHI.

B cocraB pekBusura «llognmuce» BXOIAT: HAaWMMEHOBAHHME JAOJDKHOCTH JIMLA,
HNOJMUCABUIET0 JOKYMEHT; JIMYHAs MOJIMUCH; pacliMPpoBKa MOANUCH (MHHUIIMAIIBL,
(damunus), Hanpumep:

Pexrop Kaszanckoro

(penepaanoro YHUBCPCUTCTA JIUYHAS NOONUCH UHUYUATL PAMUTUL
NN
PGKTOP JIUYHAS NOONUCH UHUYUATILL PamMunus

Ha poxymenrax, wusgaBaempix B KOV, Hapsaxy ¢ JOJDKHOCTBIO MOTYT
YKa3bIBaThCsl yUEHasi CTEIIEHb U 3BaHUE, HAIIPUMED:

IIpopexTop
110 HAYYHOU JIEATEIIbBHOCTH
npodeccop NUYHAS NOONUCD N.0. ®amunus

B JOKYMCHTAaxX, COCTAaBJICHHBIX KOMPICCPI@fI, YKa3bIBalOTCA HEC OOJDKHOCTH JIMII,
oA CAaBIINX AOKYMCHT, a HMX 00513aHHOCTH B COCTaBE KOMHCCHHM B COOTBETCTBHUH C



pacnpeesieHueM, Halpumep:

[Ipeacenarens KOHKYPCHOM KOMUCCUU

NUYHASL NOONUCH N.0. ®amunmms
3am. ipeaceaaTessi KOHKYPCHOM KOMUCCUU uuHask NOORUCH N.0. ®amunus
CekpeTrapb KOHKYPCHOW KOMUCCUH JUYHAS NOONUCH N.0. ®amunus
UteHbl KOHKYPCHOM KOMHUCCUH JUYHAS NOONUCD N.0. ®amunus

JUYHASL NOONUCD N.O. ®amunus
JUYHASL NOONUCD N.O. ®amunus
JIUYHASL NOONUCH N.O. Gamunus

HpI/I IMOAINMHUCAHNHN AOOKYMCHTA HCCKOJIbBKHMH JOJDKHOCTHBIMH JIMOAMH HX

IIOAIIACHU PACIIOararoT OJHY IOJ IPYTOW B ITOCIEI0BATEIBHOCTH, COOTBETCTBYIOLIEH
3aHUMAEMOW TOJDKHOCTH, HAIIPUMED:

IIpopexTop

10 HAYYHOU JIEATENBHOCTH JUYHASL NOONUCH

N.0. Gamunus

['naBHbIN OyxTanrep JUYHAS NOONUCD

N.0. amunug

[Ipn moanmucaHuyu NOKYMEHTA HECKOJBKHUMH JIMIIAMUA PABHBIX JTOJDKHOCTEM HX
IIOJIMUCH PACIIOJIAraroT Ha OJJHOM YPOBHE, HAIlpUMeED:

[IpopekTop mo Hay4YHOU JAESITEIBbHOCTH

[IpopekTop no HaydHo# paboTe
JIUYHASL ROONUCH N.0. ®amunus

JIUYHASL NOONUCH N.0. Gamunus

I[OKyMeHT MOXET OBITh noarnucaH JIMOOM, HUCIIOJIHAIOIINM 00s3aHHOCTH
PYKOBOIAUTCIIA, UKW €T0 3aMCCTHUTCIICM, IIPHU 3TOM HE JOIMYCKACTCA CTaBHUTh IIPCAJIOr

«33», HaAIIKUCb OT PYKH «3am.» uIm KOCYIO 4CPTY IEPC HAMMCHOBAHUCM JOJIDKHOCTH, a
YKa3bIBaCTCs (baKTI/I‘ICCKaSI JOJDKHOCTD JIHIIA.

3.3.15. @akcumunvnoe eocnpouseedenue noonuceii (gpaxcumune). Ilopaook
pabomul ¢ pakcumune

Honocnocmuvie tuya, odaradaiowue npagom umems Gaxcumue
B KazanckoM ¢enepaibHOM YHHBEPCUTETE MOTYT UMETh (DAKCUMUIIE PEKTOp U

IPOPEKTOPBI.

llopsodok uzeomosnenus gaxcumuie
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J17is M3rOTOBJICHUS (paKCUMMJIIE U3JIaeTCs MpuKa3 pekropa. [Ipencrapiienue B npu-
ka3 (IPOEKT MPHKa3a) TOTOBUT HAYAJIBHUK OTJENA JIOKYMEHTAIIMOHHOTO ¥ MH(pOpMAIH-
OHHOTO oOecmieueHus. [IpeacTaBiieHue UMEET PEKBU3HUTHI: «KHAMMCHOBAHHE BUA JIOKY-
MEHTa», «aapecar», «TeKCT», «IMOINMUCh» (mpuMep oGOpMIICHHUS MPEJACTABICH B MPH-
JoxeHuu 12)

Texnuueckue mpe606aHuﬂ K U320moeJjieHuro deKCMMMJZe

dakcumuIe JOJIKHBI OBITh U3rOTOBJIEHBI TAKUM 00pa30M, UTOOBI PU UX MPOBEPKE
Y UCIIOJIb30BaHUM Ha JOKYMEHTE OCTaBaJICS YETKUM OTTUCK BCEX AJIEMEHTOB U300paXxke-
HUs. HachllleHHOCTh M 1IBETOBOIl TOH BCEX YYacCTKOB OTTHCKAa JOJIKHBI OBITh paBHO-
MepHbIMH. He nomyckaroTcs BU3yalIbHO Pa3IM4UMBbIE:

— BBIIABJINBAHUE IITEMIIEJIBHOM KPACKH 3a Kpasi [IEYaTHBIX 2JIEMEHTOB,

— HETIPOIIeYaTKU, UCKaXKEHUS 3JIEMEHTOB N300pakKeHUs HAa OTTUCKE,

— a TaKXe CMa3bIBaHUE U CTUPAHHE.

Jlist mpocTaBieHuss pakCUMHIIE TOJANUCHA 0€3 pa3MBITOCTEH M HEMPONEYATAHHBIX
o0JyacTell MCHOJIB3YIOT CHElHalIbHbIE (DAKCUMUIIE-TITAMIIBI C OTPAHUYEHHOM CTETEHbIO
MPYOKATHSL.

llopsook npocmasnenus gaxcumune

[TepeyeHb TOKYMEHTOB, Ha KOTOPBHIE MOXKET OBITh MMPOCTABJICHO (haKCUMUIIE

Ne JIOmKHOCTD JloKymMeHTBI

1/
1 | Pektop NHdopmanimoHHble NUchbMa, NPUTIIAIIEHUS, CIPaBKU
2 | IlpopexTop NudopmanimoHHble nuchbma, CIpaBKu

dakcUMHWIbHAS MOAIMUCH PEKTOPAa MOXKET MPOCTABIATHCA HA PACChUIAEMBIX MPHU-
TJIAIEHUSAX, TIO3APABIICHUSAX, TPAMOTaX U APYTUX MOJAOOHBIX JOKYMEHTAX.

Tak kak B KOV ¢QyHKIIMOHMpYET euHasi MEeXBEIOMCTBEHHAs! CUCTEMA JIEKTPOH-
HOTO JIOKYMEHTOOOOpOTa OpraHoOB rocyaapcTBeHHOUM Biactu PecmyOnumku Tarapcran
KOV (manee — COJl «OnextponHoe IIpaBUTENnbCTBO»), B KOTOPOW MPETyCMOTPEHO
MIPUMEHEHUE PEKTOPOM 3JIEKTPOHHOM MOJIKCH MPU COIVIACOBAHMM W IMOAIUCAHUU Op-
raHW3alMOHHO-PACTIOPAIUTENIbHBIX JIOKYMEHTOB (IPUKA3bl, PACHOPSIKEHUS, IMOJIOXKe-
HUS, PETJIAMEHTHI U JIp.) JOMYCKAeTCs MPOCTaBIeHHE (aKCUMIIBHOW MOJIMCH PEKTOpa
HAa BBIIIECTIEPEYNCIICHHBIX TOKYMEHTAX.

[IpocraBnenue GakcuMuiie He AOMYyCKAETCA Ha CIAEAYIOMUX BUIAX IOKYMEHTOB:

— OyXxranTepckas U HaJoroBasi OTYETHOCTb;
— NIEPBUYHBIE JOKYMEHTHI;

— IJIATEXKHBIE JOKYMEHTHI;

— cyeT-haKTypa;

— KapTouyKa ¢ 00pa3IiamMmu MOJIIHCEeH;

— JOBEPEHHOCTH;

— BEKCEJIb;
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— 3asIBJICHUE B TOCYIaPCTBEHHBIE OPTAaHBI U CIYKOBI;
— yHU(UIUPOBaHHBIE (POPMBI TIO TPYAY;
— TPYZIOBOU JOTOBOP.

Omeemcmeennvie 3a XPAHEeHUe U UCnojlb3o6arnue qbakcwwwze

[Topsimok Ha3HAYEHUs] OTBETCTBEHHBIX 3a XPAHEHUE M MCIOJIb30BAHHME (PaKCHMMUIIE
OCYIIECTBIISICTCS CIEAYIOMUM 00pa3oMm.

Hauanpnuk Y JIK roroBuT npeacraBieHue B npuka3 (IPOEKT NMpHUKa3a) O Ha3Haue-
HUM OTBETCTBEHHOTO 32 XpaHEHUE U UCII0JIb30BaHuE (pakcumuiie (mpumep opopMIIeHUS
HpeCTaBJICH B puiioxeHun 13).

[IpencraBnenue B npukas (MPOEKT MpHKa3a) COTJIacCOBBIBAETCS B COOTBETCTBUU C
HNOPSAJIKOM, TPEIyCMOTPEHHBIM  PerimaMeHToM COIVIACOBAHMSI  OPraHU3allMOHHO-
pacriopsauTeabHbIX ToKyMeHTOB KDY ot 08.12.2010 Ne 0.1.1.56-06/22/10, moamnuchI-
BaeTcs pekropom uepe3 COJ1 «OnexkrponHoe [IpaBUTENBCTBOY.

[Tocne moanucanus npukasa peKTopoM U ero perucrpaunu B YK, npuka3 paccel-
JIAETCs MPOPEKTOPaM IO HANPABICHUSIM AeATesbHOCTH KDY, pykoBoaHTENIAM CTPYyK-
TypHbIX noapazaeneHnii KOV, a oTBeTCTBEHHbIE 3a XpaHEHUE U HUCIIOJIb30BaHUE (Pak-
CUMMJIE 3HAKOMSTCS C IMIPUKA30M IO OAIMCH.

Ilopsiook yuema gaxcumune

VYuer pakcummiie ocymectsisiercss B YK B «Kypnane ydera dhakcumumie» (pu-
noxenue 49).

Bbigaua n3rotoBieHHbIX (haKCUMUIIE TPOU3BOAUTCS B CIIEIYIOIIEM MOPSIJIKE:

1. Pabotnuk YJIK nemaer 3amuchk B KypHase, MPOCTABISIET OTTUCK (haKCUMUIIE B
COOTBETCTBYIOIIEH Ipade *KypHaia U BbI3bIBAET HA3HAYEHHOTO MPUKA30M PEKTOpa OT-
BETCTBEHHOI'O 32 XpaHEHUE U UCIOJIb30BaHUe (pakCUMMIIE ISl MOTy4YeHus: (paKkCuMMIe.

2. OTBETCTBEHHBIN 32 XpaHEHUE M UCIOJIb30BaHUE (PaKCUMUIIE PACIIMCHIBAETCS B
’KypHaJe 1 NPOCTAaBJISAET ATy NOJydYeHHs (paKCUMMUIIE.

B ciyuae yBoJbHEHUS WM HAa3HAUYEHHSI HOBOTO PYKOBOAMTEN (PEKTOpa WK MpO-
pektopa) ero akcumuie Bo3Bpaniaercs B YK oTBETCTBEHHBIM 3a €ro XpaHEHUE U HC-
N0JIb30BaHUe, KOTOpblil B «KypHane ydera (akCMMUIIE» PACHUCHIBAETCS B COOTBET-
CTBYIOILEH Tpade U MPOCTABIIAET AATy BO3BpaTa.

B ciydae yHuutoxkeHuss wiM yrepu (akCUMUIIE B JKypHaJl BIIMCHIBAETCS HOMED,
JaTa akTa 00 YHUUTOKEHUU WK yTepe paKkCuMuIe.

Ilopsook pabomwi ¢ haxcumuie

CoTpyaHUK, HA3HAYEHHBII PUKA30M PEKTOpPA OTBETCTBEHHBIM 32 XPAHEHHE U UC-
M0JIb30BaHUE (pakCUMMIIE, OPraHU3yeT paboTy ¢ HUM, COOJIOas clenytouue TpedoBa-
HUSL:

1. Mecrom xpaHeHus pakcuMuiie JOJKEH ObITh cel( MHIMBHUIYATBHOTO MOJB30-
BaHUA.
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2. B teuenue pabouero AHs (GakcCUMHIIE HE TOJKHO HAXOAUTHCS OECKOHTPOIBHO
Ha pabodveM CTOJIe WIN APYTOM MECTE B CIIy)KEOHOM IMOMEIICHHH.

3. B cimygae BpeMEeHHOT0 OTCYTCTBHS Ha pabodeM mecTe (pakcuMuie HeoOX0IuMO
yOpath B ceil() HHANBHUTyaTbHOTO TIOJIh30BAHHS.

4. Ilpu moBceHEBHON paboTe ¢ GpakcuMuUiIe 3aMpeniaeTcsi, MUHYsS YCTaHOBJICHHBIH
MOPSIOK:

— CKpeIuiTh (haKCUMIIILHOW TMOJIUCHIO TOKYMEHTBI, Ha KOTOPBIX MPOCTABJICHUE
(dakcuMuse He JOMYyCKAeTCs;

— mepenaBaTh pakCHUMUIIE IPYTOMY COTPYIHUKY:;

— BBIHOCUTH (PaKCHUMMUJIE U3 CITYKEOHOTO MOMEIICHUSI.

llopsdox xpanenus, KOHMpPOIL 0OpaWeHUs C hakcumuie U ux ympamsl

Xpanenue pakcuMUIIe OCYIIECTBIISAET COTPYIHUK, HA3HAYEHHBIN MPUKA30M PEKTO-
pa OTBETCTBEHHBIM 3a XpaHEHUE W HMCIOJIb30BaHUE (dakcumuiie. DakCcUMUiE IOJTKHbI
XPaHUTHCS TOJBKO B cedax MHAMBUIYAIHHOTO MOJIb30BaHUS. VX XpaHeHUE B IPYrux
MecTax 3ampelaercs, Tak *Ke Kak U MepeaaBaTh Ha XpaHEHUE UHBIM COTPYAHUKAM, MU-
HY$l YCTAHOBJICHHBIN MOPS0K; BBIHOCUTh MX 32 MIPEACIIbI CITY>KEOHOT0 MOMEIICHUSI.

B nepuoa BpeMeHHOro OTCYTCTBUSI paOOTHHMKA, OTBETCTBEHHOTO 3a XpaHEHUE U
HCToab30BaHue (hakcummie (KOMaHAUPOBKA, OTMYCK, 00JIE3Hb), HEOOXOIUMO MTPOU3BE-
CTH mepenady (akcuMuie Mo akTty 0e3 CO3/laHus KOMHCCHH JIPYroMy COTPYIHHKY,
BPEMEHHO UCIOJIHSIONIEMY TaHHbIE 0053aHHOCTU. TaKoW aKT yTBEP)K/IaeTCs PyKOBOU-
TeneM, ube pakcumuie nepeaaetces (00pasell akTa MpeaCTaBlIeH B MPHIOKeHHH 14).

B cnyuyae yBonbHEHUS WIM Ha3HAY€HUsS HOBOTO PYKOBOJUTENS €ro (paxcumuie
Bo3Bpamaercsa B Y JIK 0TBETCTBEHHBIM 3a €r0 XpaHEHUE U UCITOJIb30BAHUE IO MOIAINUCH
B «OKypHae yuyera dhakcumuiey.

Hanuune dhakcumuiie, mpaBMIIbHOCTh UX XPAaHEHUSI U UCIIOJIb30BAHUS MIPOBEPSIETCS
HE peXKe OJHOTO pa3a B IOJ ClelUanbHOM KoMHuccuerd. COCTaB KOMUCCUU YTBEPKIAACTCS
MpUKa30M peKkTopa. B cocTaB kKOMUCCHM BKIIFOYAETCS HE MEHEE TPEX UETIOBEK.

ITo pe3ynbraTam pabOThl KOMUCCUM COCTABIISIETCSl aKT MPOBEpKU. B HeMm nepeunc-
JISFOTCS BCe (paKCUMUJIE C YKa3aHUEM UX KOJu4ecTBa coryiacHo «KypHany ydeta (ax-
CUMMJIC», a TAK)KE YKa3bIBAIOTCS BBISIBIICHHBIC (DAKTHl yTpaThl, MOPYM, HAPYIIEHUS MO-
psAllka MX XpaHEGHUs M MCIOJIb30BaHUS. AKT MOJMHMCHIBAETCS YJICHAMHU KOMHUCCHUHM U
YTBEPKIAETCSI PEKTOPOM.

B cnydae yTparsl, XUIlIEHUS] WA TOPYM OTBETCTBEHHBIN 32 XpaHEHHUE U MCIOJIb30-
BaHHE (paKCHUMHIIC COTPYIHHUK JOJHKEH HAIMMCATh CIY)KEOHYIO 3aMMCKYy C M3JI0KEHUEM
NpUYKMH mpousorieaniero. Ha ocHoBaHuu cimy>ke0HOM 3amMCKu cOOMpaeTCss KOMUCCHS,
pe3ynbTaThl €e PaboThl TaKke 0(OPMITSIIOTCSI aKTOM. B 3aBUCHMOCTH OT yCTaHOBJICHHON
KOMHCCHEH CTETICHH BHUHBI OTBETCTBEHHOTO 3a (paKCUMHJIC COTPYJHUKA K HEMY MOTYT
OBITH MPUMEHUMBI MEPHI TUCIIUTUIMHAPHOTO B3BICKAHMUSI.

[Ipu cmeHe coTpynHUKA OTAeNa JOKYMEHTAMOHHOTO U UH(OPMAIMOHHOTO 00ec-
NEeYeHUs] B aKTe MpUeMa-cAaud JeNl YKa3bIBalOTCA CBEACHHS O HAJIMYMU U Mepenaye
dbakcumure.
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Tlopsook ynuumooicenus: gpaxcumuine

[Tpumieamyre B HETOAHOCTh (PaKCUMUIIE, a Takke (hakcUMUIIE OBIBIIUX PYKOBOJIH-
teneit KOV B obs3aTenbHOM mopsinke caaroTess B YK mis mocnenyromero ux yHH-
YTOKEHUS.

YHuuTO)KEeHNE (PaKCUMUIIE MPOU3BOAUTCS IyTEM COMXKEHUS WIH U3MEJIbYEHUS C
MOCIEAYIOMUM coxokeHueM. Ha otoOpanHbie 1711 yHMUYTOXKEHUS (DakCHUMUIIE CIeIU-
aIbHOW KOMHUCCHEH B COCTAaBE HE MEHEE TPEX YEJIOBEK COCTABIISIETCS AKT, KOTOPBIA
HOJNUCBIBAECTCS YJI€HAMH KOMUCCUH U YTBEP)KIAETCsl pEKTOpOoM. B akTe Ha yHUUTOXe-
HUE pakcuMmiIe B 0043aTEILHOM MOPSIIKE YKa3bIBAIOTCS:

— HAMMEHOBaHUS (paKCUMUJIE U UX PETUCTpallMOHHBbIE HOMepa 1o JKypHany ydera
(pakcumuIe,

— OCHOBaHHME YHUUTOXXEHHUS (pakcumuie,

— crnoco0, BpeMs U MECTO YHUUTOXKEHHS (PaKCHUMUIIE, a TaKXKE BOCIPOU3BOIATCS
OTTHCKHU YHHUYTOXAEMbIX (PaKCUMUIIE C UCIIOJIb30BAHUEM IITEMIIEIBHON KPACKH,

— MOJINTMCH YICHOB KOMHUCCHH (00pa3ell akTa MpeICTaBIeH B MPUWIOKEeHUH 15).

OmeemcmeeHHOCMb 3a HapyuileHue NPUHAMbLX NPAsull pabomsl ¢ haxcumuie

OTBETCTBEHHOCTh 3a HapyIllIeHHUE MPHUHATHIX IpaBUil paOOThI ¢ (aKCUMUIIE HECeT
Ha3HAYCHHBIN MPHKAa30M PEKTOpa OTBETCTBEHHBIN 32 XpaHEHHUE M MCIIOJIb30BaHHE (hak-
CHMMUJIE B MpeJiesiaX ONpeAeIeHHbIX JICHCTBYIONIUM aIMUHUCTPATUBHBIM, YTOJOBHBIM U
rpaXJaHCKHAM 3aKOHOJATeNIbCTBOM Poccuiickoit @enepanni.

3.3.16. I'pugp cocnacosanusn

[Tpu HE0OXOIUMOCTH OLIEHKHU 1I€JIECO00PAa3HOCTH TOKYMEHTAa, €r0 00OCHOBAHHO-
CTH U COOTBETCTBHUS JIEUCTBYIOIIEMY 3aKOHOJATENILCTBY U MPABOBBIM aKTaM MPOBOIAUT-
csl coryacoBanue AokyMmeHTta. ['pud cormacoBanus coctout u3 cioBa COI'JIACOBA-
HO (0e3 xaBblYeK), JOJKHOCTH JIMIA, C KOTOPBIM COTJIacoBaH JOKYMEHT (BKJIOYas
HAaMMEHOBaHWE OpPraHU3alliu), THYHOU MOAMKUCH, PACIIM(PPOBKU MOJNUCH (MHUILIUAJIOB,
(aMuIMKM) U 1aThl COTJIACOBAHUS, HAIIPUMED:

COI'JTACOBAHO
[IpopekTop o 0O6pa3zoBaTENbHON NEATEILHOCTH

JAUYHAA NOONUCH HN.0. dammnus
15.11.2004

Ecnu cornacoBanue OCyIIeCTBISIOT TUCHMOM, MPOTOKOJIOM, Ipu( coriacoBaHus
ohopMIISIIOT 110 cieayroiei hopme:

COI''TACOBAHO
[TuceMo AkaneMuu HayK

Pecniy6nuku Tarapcran
ot 12.04.2004 Ne 322-608

nim
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COI'JTACOBAHO

[Ipotokon O6mero coopanus
yineHoB [T0BOMKCKOM acconuanuu
TOCYJapCTBEHHBIX KJIACCUYECKUX

YHUBEPCUTETOB
ot 21.04.2004 Ne 2

3oHa pexBusnTa «I'pud cormacoBanms TOKYMEHTa» Pa3MeIaeTCsl HUKE PEKBHU3HU-
ta «Iloanuce» Ha MUIEBOM CTOpOHE AOKyMeHTa. Eciu 1oKyMeHT uMeeT JBa rpuda co-
IJIACOBAHUS, UX PaCIoiararoT Ha OJJTHOM YPOBHE — CJI€Ba U CIIpaBa.

CornacoBaHue MOXKET MPOBOAUTHCS Kak BHYTpH KDY (BHyTpeHHEe coriacoBa-
HUE), TaK ¥ BHE ero (BHEIITHEEe COTJIaCOBAHUE).

Bremnnee coriacoBaHue B 3aBUCHMOCTH OT COJICPYKaHUS JOKYMEHTA OCYIIECTB-
JeTCS:

¢ moaBeAOMCTBeHHBIME KDY 1 CTOPOHHMMH OpraHU3aIMsIMH, KOT/1a OHU BBICTY-
MalT 00513aTebHON CTOPOHON B MPABOOTHOIICHUSIX, BOSHUKAIOIINX BCIIEACTBUC U3/Ia-
HUS JOKYMEHTA, HJIM KOT/Ia COICpyKaHNue JJOKYMEHTA 3aTParuBacT UX HHTEPECHI,

C OOIIECTBEHHBIMHU OPTAHM3AIUSIMH — B CIIydac HEOOXOIUMOCTH WM B CIIydasXx,
MIPETYCMOTPEHHBIX TIOJIOKCHUSIMU 00 ATHUX OpTraHU3aIlusX;

C OpraHamu, OCYIICCTBIIIIOITUMH TOCYAAPCTBCHHBI HAIBEIOMCTBEHHBIN KOH-
TPOJIb (Ha/130p) B OMPEACICHHOMN 00JaCTH (PKOJOTHUCCKUMN, TTOKAPHBIA H T.11.);

C BBIIICCTOSIIMMH OpraHU3aIllUSIMU — B CIydasX, KOrjla 3aKOHOJIaTeJIbCTBOM
npeaycMaTpUBaeTCs BO3MOYKHOCTh COBEPIISHUS YIIPABICHUYCCKUX JCHCTBHM TOJBKO C
pa3peIICHUs 3TUX OPraHUu3alnm.

3.3.17. Bu3wt coznacosanus 00Kymenma

CornacoBanue MOeT NpOBOAUTHCA W BHyTpu KOV (moapaszmeneHusMu u
JOJKHOCTHBIMU JIMLIaMH ). BuznpoBaHue 1OKyMeHTa ABisieTcsl (GOPMO €ro BHYTPEHHE-
IO COIVIACOBAHUS.

Buza Bkitouaet B ceOs JIMUHYIO TOJANUCH U JIOJKHOCTh BU3HPYIOLIETO, pacuiu -
POBKY MOJANUCH (MHULIMATBI, (DAMUIIMIO) U JaTy MOANUCAHUS, HAPUMeEp:

COI''TACOBAHO

HauansHuk [IpaBoBoro ynpasienus
auynas noonucy M.O0.Pamunus

14.06.2016
[Tpu Hamuuuy 3aMeYaHui K JOKYMEHTY BHU3Y O(DOPMIISIOT CIEAYIOIIMM 00pa3oM:

3amevaHus IIpUiaIararoTcsa

Havanenuk [IpaBoBoro ynpasneHus
auunas noonuce N.0.Damunus

14.06.2016
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3aMeuaHus 10 HEOOXOAMMOCTH M3JIaratoT Ha OTJEIbHOM JIUCTE, MOJIUCHIBAIOT U
MPUIIATatoT K IOKYMEHTY.

CoracoBanue MpoeKTa JOKYMEHTA JTOJKHOCTHBIMH JIMIIAMH TakKKe MPOBOJIUTCS
B COJl «OnekrponHoe IIpaBuTenbCTBO» B COOTBETCTBUM C «PEriiaMeHToOM COriacoBa-
HUSl OPraHU3aI[MOHHO-PACTIOPSTUTENBHBIX JOKYMEHTOB (hefepaabHOr0 TroCyAapCTBEH-
HOTO aBTOHOMHOT'O0 00Pa30BaTEJIbHOTO YUPEXKIEHHUs BbICIIETO MPOodecCHOHATBHOIO 00-
pasoBanus «Kazanckuii (IlpuBomkckuii) dhenepanpubiii yauBepcute» oT 08.12.2010
Ne 0.1.1.56-06/22/10.

Busa cornmacoBaHMsl TOKa3bIBAET, YTO JOJDKHOCTHOE JIMIO O3HAKOMMWIIOCH C CO-
JIEp’)KaHUEM JOKYMEHTA W BBIPA3WJIO CBOE OTHOLIEHHE K HeMy. CoCTaB JOJKHOCTHBIX
JIML, BU3UPYIOLINX JOKYMEHT, OIpeaesseTcss HopMatuBHbIMU aktamMu KOV, Otkas ot
BU3UPOBAHUSI HE JIOIYyCKAETCSl.

3.3.18. Ommuck neuamu

OTTHCK TleUaTu 3aBepsieT MOMJIUHHOCTh MOAMKUCH JOJPKHOCTHOIO JIMIA Ha JOKY-
MEHTaX, MPEyCMOTPEHHBIX CIEIUATBLHBIMU HOPMAaTUBHBIMU AKTAMH, YIOCTOBEPSIOIINX
rpaBa Jinil, PUKCUPYIOMNX (aKThl, CBI3aHHBIE C ((PUHAHCOBBIMU cpefcTBamu. [lepeueHn
JOJDKHOCTHBIX JIMI[, Ybsl MOJIMKUCH HA JOKYMEHTaxX CKpeIUIIeTcsl TepOOBOM MeyaThlo,
MIPEICTABIICH B MPUJIOKeHUH 16.

B K®V wucnons3yroT neyath ¢ BocnpousBenenueMm repoa Poccuiickoit denepa-
IIUU, a TaK)Ke KPyTJble HEe TepOOBBIC MeYaTH, BOCIIPOU3BOIAIINE HAMMEHOBAHUE COOT-
BETCTBYIOLIETO CTPYKTYpHOI0 noapaszaeineHus KOY.

OTTUCK TIeYaTH TPOCTABISIETCS TaK, YTOOBI 3aXBaTUTh 4YacTh HAWMEHOBaHUS
JOJDKHOCTH JIMIA, TOJANKCHIBAOIIETO JTOKYMEHT, U Haudajno nojanucu. Ha moxkymeHTax
(GUHAHCOBOTO XapakTepa IeyaTh MPOCTaBISIeTCs 0e3 3axBaTa HAMMEHOBAHUS JIOJKHO-
CTU M MOJIHACH Ha MECTE CIELHUANBHO JJISl 3TOr0 OTBeAEHHOM. OTTUCK Ie€YaTu JOJIKEH
XOPOIIO YATATHCH.

I'epbosas neuamsv CTaBUTCS HA TE€X JTOKYMEHTaX, BOCIIPOU3BEICHUE OTTHUCKA Iep-
OOBOIl TMeYaTH Ha KOTOPBIX CHEIUAIbLHO MpEeAyCMaTPUBAETCS HOPMATUBHBIM aKTOM,
HalpuMep Ha TPYJIOBBIX KHIKKAX, TUTYJIbHBIX JIMCTaX. KpoMe Toro, mpumeHeHue rep-
00BOI1 meyaT HEOOXOIUMO:

— BO BCEX CIIydasiX YIOCTOBEpPEHHUS MpaB GU3NYCCKUX U FOPUIUUCCKUX JIUII;

— IIPU YCTAHOBJICHUU (DAKTOB, BBHI3BIBAIONINX TMOJIYYCHHUE WJIM PACXOJIOBAHUE JIC-
HEXKHBIX CPEJICTB U MAaTE€pUAIIbHBIX [IEHHOCTEH;

— Ha yCTaBaX U MOJOKECHUSX;

— Ha JIOBEPEHHOCTSIX, JIOTOBOPaX, yIOCTOBEPEHHSIX, CTYJEHYECKUX OueTax, 3a-
YETHBIX KHUKKAX

— Ha JIOKYMEHTaX, HalpaBJI€MbIX B YTPaBICHUE IrOCY/IapCTBEHHOMN aTTecTaluu
HAyYHBIX ¥ HAYYHO-TIEIarOTUYECKNX paboTHUKOB, DenepaibHyIO CITyKO0y 10 HaA30py B
chepe 06pa3zoBaHMs U HAYKH;

— Ha OT3BIBbI, HA IUCCEPTALlMU U aBTOpedepaThl AUCCepTaLIUM.

Kpyanvie necepbosvie newamu, npuMeHsieMble CTPYKTYPHBIMU TMOPA3ACICHUSIMU
K®VY, MoryT cTaBuTHCS, Hapumep:
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Ha KOIMUSAX JOKYMEHTOB, HAIIPABISIEMBIX B IPYTUE YUPEKIECHUS WU BbIAABAEMBIX
Ha PYKU OTJICIBHBIM JIULIAM;

Ha Pa3MHOXKEHHBIX JK3EMIUISIpaxX pPacrmopsIUTENbHBIX JOKYMEHTOB MpPHU UX pac-
CBLJIKE;

Ha CIpaBKaXx, MOATBEPKIAIOIMIUX (PAKThI, CBA3AHHBIE C TPYAOBOM NEATEIHLHOCTHIO
rpaxaas (o0 Mecre paboThl, 0 3apabOTHOM IJIaTE U T. 11.).

JIOKYMEHTBI, Ha KOTOPBIX IPOCTaBsieTcs repOoBast mevarb, ykazansl B [Ipumep-

HOM ItepevHe (npuioxenue 17).

3.3.19. 3aeepenue o0okymenmoe nanpagnaemvlx 6 Ynpaenenue zocyoap-
CMEEHHOIl ammecmayuu HAYYHbIX U HAYYHO-nedazocudeckux padomuurkoe @Dede-
PAIbHOU CIYIHCOBL NO HAO30py 6 chepe odpazosanusn u Hayku Munucmepcmea oopa-
306anusn u Hayku Poccuiickoit @edepayuu

B VJIK 3aBepsercs moanuch Hay4YHOrO0 PyKOBOAMUTEINA WM OQUIMAIBLHOTO OI-
MMOHEHTA MMYTEM MPOCTABJICHMS 3aBEPUTEIBHOIO IITaMIIa U TepOOBOIl MeUaTh Ha HEM.
3aBepeHre OT3bIBA HA JUCCEPTALMI0 IPOU3BOAUTCS B CIEAYIOIIEM IOPSAIKE.
JluccepTaHT U Hay4YHBIM pyKoBoauTeENb puxoaaT B Y /IK. B npucyrctBum cotpyaHuka
VY /IK Hay4HBI pyKOBOJIUTEIb IMOANUCHIBAET OT3bIB HA TUCCEPTALMIO. 3aTEM COTPYIHUK
YK 3aBepsieT NoANUCh HAYYHOTO PYKOBOJMTEIIS.
['epboBasi meyaTh Takke MPOCTABISETCS Ha MOANUCH PYKOBOAMUTENS TOJIOBHOU
opraHuzanuu (IpopeKkTopa no Hay4dHou padoTe).
['ep6oBast meyaTh HEe MPOCTABIISIETCSA HA PELIEH3USIX:
e Ha ydyeOHOe mocooue;
® Ha KypcC JICKLIH;
e Ha MOHOrpaguio;
® Ha JUIUIOMHYIO paboTy;
® Ha OTYETHI.
[Toanucu cOTpyAHUKOB Ha ATUX PELIEH3UAX 3aBEPSAIOTCS Ha (PaKyIbTeTe JHIAMHU,
OTBETCTBEHHBIMU 3a JAEJIONPOU3BOACTBO IyTEM MPOCTABJIECHUS 3aBEPUTEIIBHOTO IITaMIIa
U KpyTJjoil HerepOoBo# nevatu (paKyibTeTa Ha HEM.

3.3.20. Ommemka 06 ucnoarnumene

OtmeTKa 00 UCHOJHUTENE BKIIOYAET MHULMAIBI U (aMUIHIO UCTIOTHUTENS J0-
KyMeHTa, 1 HoMmep TenedoHa. OTMETKY 00 HCIIOJIHUTENE PAacIoyiaraloT Ha JIMIEBOM
CTOPOHE ITOCIIEHErO JINCTA TOKYMEHTA B JIEBOM HW)KHEM YTy, HAIIPUMED:

Nwmsa OtuectBo amunus,

(843) 292-72-16

OtMmeTKa HCO6XOIII/IM8. JJIA OHCp&THBHOfI CBA3HM aapecara CO ClienuaIuCTOM, KO-
TOpBIﬁ HCTIOCPCACTBCHHO I'OTOBHUJI I[ﬁHHI)Iﬁ JOKYMCHT, YTO ITO3BOJIACT OCBO6OI[I/ITB 1%0,¢
pYKOBO,Z[I/ITeJIeﬁ OT pCIICHUA HCIIPUHIOUIIMAIIBHBIX BOIIPOCOB.
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Ha JOKYMCHTax C l“pI/I(l)OM KOH(i)I/I,ZIeHHI/IaJIBHOCTI/I, OTMETKa 00 HCIIOJTHHTEIIC
IMPOCTABJIAICTCA Ha O60pOTC MMOCJICAHCIO JIMCTA KaXKJAO0ro JSK3CMILIIpa AOKYMCHTa H
BKJIFOYAET B CEO: nMs, OT4YCCTBO U (1)aMI/IJ'II/IIO; KOJIMICCTBO OK3CMILIAPOB, 4Ty IIcdaTa-
HHA.

3.3.21. Ommemka 06 ucnonnenuu 0OKymeHma u HaAnPaeIeHuu e2o 6 0e10

OtMeTKka 00 UCIIOTHEHUU JOKYMEHTA U HaIpaBJE€HUU €ro B JIEJ0 BKIIOYAET Clle-
JYIOIME JTAHHBIC: CCHUIKY HA JIaTy U HOMEP JOKYMEHTA, CBUACTEIILCTBYIOIIETO O €T0
WCIIOJTHEHUHU, WJIH, TIPM OTCYTCTBHU TaKOT'O JOKYMEHTa, KpaTKHE CBEJCHHUS 00 MCHOJI-
HEHUH, cJIoBa «B 1emo»; nHaeKc aena, B KOTOpoM OyIeT XpaHUThCS JOKYMEHT.

OTtMeTKa 00 WCIOJHEHUM JOKYMEHTa M HAIpPaBJICHUU €T0 B JICJIO JOJDKHA OBITH
MOJIKMCAaHA U JATUPOBAHA UCTIOJIHUTEIIEM JOKYMEHTA WM PYKOBOJUTEIEM CTPYKTYPHO-
ro NOoApPa3CJICHUs, B KOTOPOM UCIIOJHEH JOKYMEHT.

OTMmeTKa TPOCTABIISIETCS HA MEPBOM JIMCTE JOKYMEHTA CJIEBA BHU3Y, HUKE OT-
METKH 00 UCIIOJIHUTENE B CIEIHAIbHO BbIJIeICHHON 30He. Bapuantel otmeTku: «Pac-
CMOTpPEHO Ha 3acefaHuu Y4eHOTO coBeTa», «OTBeT HampasiieH (akcom», «Bompoc pe-
1ieH 1o tenaedoHy» H T. II.

3.3.22. Ommemka 0 nocmynjieHuu 00OKyMeHma é 0p2aHu3auuro

OtMeTka o nocTyrieHuu AokymeHTa B KOV comepkuT cokpaiieHHOe HauMEHO-
BaHHE YHUBEPCUTETA, MOPSAJIKOBBII HOMEP U J1aTy MOCTYIUJIEHUS HJOKyMeHTa. OTMETKY O
MOCTYIUICHUHU JOKyMeHTa B KDY mpocTaBisioT B BUAE IITAMIIA.

3.4. O6uue npaBujIa MAIIMHONMMCHOTO 0()OPMIIEHHUSI JOKYMEHTOB
3.4.1. Habop mexcma

Jlst obecrieueHnsl eIUHOTO CTHIIS OOPMIICHUS JOKYMEHTOB yCTaHABIMBAIOTCS
CIIeIyIONTHE TIpaBujia U TPEOOBAHMS K MAITUHOTTMCHOMY O(OPMIICHUIO IOKYMEHTOB:

Habop Tekcrta ocymiecTisieTcs mpudrom Times New Roman pasmepom 14 mr;
pasmepom 12 mT ocymiecTBisieTcs: HA0Op TeKkcTa pekBu3nTa «OTMETKa 00 MCIOJIHUTE-
JIe» U 3aT0JI0BKOB Tpad u CcTpoK B Tabiwmirax; 0ohopMIIeHHE BU3 COTIIACOBAHUS TIPUKA30B,
pacnopsiKEHU U 1p.;

TEKCT JOKyMEHTa reuyaraercs yepe3 1—1,5 MexKCTpOUHbIX UHTEPBAA,;

TEKCT ¢ ab3alieM rmevaTaeTcsi OT OJHOTO MojoKeHus tadynsaropa (1,25 cm);

MePEUHCIICHUS B TEKCTE BBIICIISIOTCS ¢ a03ara 0e3 mpocTaBieHus aeduca;

CJIOBa BHYTpH ab3alna pa3fessatoTcsl OIHUM MPoOenom;

nepes 3HaAKOM MpEenuHaHusl MpoOenbl HE CTaBATCA, MOCJE 3HAKOB MPENUHAHUS
CTaBUTCA OJMH MPOOEIN; TOMYCKAETCsl CTaBUTh MPOOEI TOJBKO NEpe BOMPOCUTEIbHBIM
3HakoM (?), HomepoMm (Ne) u maparpadom (§);

HE CTaBUTCS Mpo0e nepe]l 3HaKaMu MPOLIEHT, TPaayc, MUHYTa, CEKYHa;
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pacimndpoBKy noanucu B pekBusute «lloanuce» nedararoT Ha ypoBHE MOCIEA-
HEl CTPOKU HAMMEHOBAHUS JOKHOCTH € IPOOEIOM MEXKIy MHUITHATAMU U (haMUJTHEH.

3.4.2. Pacnonoycenue peKeu3umoes

OT rpaHuLBl JIEBOrO IMOJS M€YaTaI0T: peKBU3UTHI « TeKCT mokymeHTay (06e3 abd3a-
1eB), «OTMmeTka o0 ucnonHutene», «I'pud cormacoBanus TOKymMeHTa», «OTMeTKa O
HaJM4YMH MPUJIOKEHUSD; HAUMEHOBAHKME JTOJDKHOCTH B pekBusute «lloamucey»; cioBa
«IIpumeuanue» nu «OcHOBaHHE», €CIM B TEKCTE JOKYMEHTA UMEIOTCS MPUMEUYaHUs WIN
BBIJICJICHHAs] B CAMOCTOSITENIbHBIN a03all cchUIKa Ha APYTrod JOKYMEHT, MOCITYKUBIIUNA
OCHOBAaHMEM K M3JAHUIO JTOKYMEHTa; cioBa «lIpukaseiBaro», «Ciaymann», «Beictynn-
my, «IlocranoBrwim», «Pemmnmny, 3aBepuUTesbHYI0 Haanuch «BepHo»;

pexBu3nT «lloanuce» oTaensercs OT TEKCTAa TPEMS MEXCTPOYHBIMU MHTEpBaJIa-
MU;

B JIOKyMEHTaX, 0(pOpMIICHHBIX Ha JABYX M 0oJiee JHCTaX, HyMEPYIOTCS BTOPOMl U
NOCJICAYIOIIUE JINCTBL; HOMEPA CTPAHULl IIPOCTABISAIOTCS MOCEPENNHE BEPXHErO IOJIS
aucTa apaOCKUMU U pamMu Ha pacCTOSSHUU HE MeHee 10 MM OT BEpXHEro Kpast JIMCTa.

3.5. HOpH}IOK CHATHUA U BbIAAaYH KOIIMH C AOKYMEHTOB

3.5.1. B cTpykTypHOM TO/pa3IeNEeHUsIX KOMUHU C JOKYMEHTOB BBIIAIOTCS C pas-
peLIeHUsI PYKOBOJIUTENIEN CTPYKTYPHBIX IMOJIPA3AECICHUN U TOJIBKO C JOKYMEHTOB, W3-
nanHeix B KOV wu kacarommxcs ciay:XKeOHOM NesITEIBbHOCTH JAHHOTO CTPYKTYPHOTO
NIOAPA3ACIICHUS.

Konuu ¢ npukasoB, pacropsskeHUM U TOKYMEHTOB, xpaHsmuxcs B KOV, Beina-
rorcs Y JIK cTOpoHHUM opraHu3anusM TOJbKO ¢ paspemieHus: pekropa KOVY. Ipu BeI-
Jladye KONMU JOKYMEHT BOCIPOU3BOAUTCA MOJIHOCTBHIO. B IpaBoM BEpXHEM yTIIy KOIUU
ITaMIIOM ITpocTaBisieTcs cioBo «Komus». Ha konum okyMeHTa 1mocie moJIHOro BOC-
MIPOMU3BEAEHUS TEKCTA MTPOCTABIIAETCS OTMETKA O 3aBEPEHNUN KOIIUH.

3.5.2. Ilpu BhIaye KoMK ¢ KOMHH cleayeT nucath «Komus ¢ Komum».

3.5.3. Konuu ¢ JOKYMEHTOB BBIIAIOTCSI M 3aBEPSIOTCS TaM, TJI€ OTU JOKYMEHTHI
bOpMUPYIOTCS U XPAHATCS.

3.5.4. OT™MeTKa 0 3aBEpEHUH KOTIHH

IIpu 3aBepeHHM COOTBETCTBUS KONUH JOKYMEHTA IMOJJIMHHUKY HUXKE PEKBU3UTA
«IToamucey» mpocraBisitoT: wrtamn «Komnust BEpHa» ¢ yKa3zaHWEM JOJKHOCTH JIMIA, 3a-
BEPUBIIETO KOIHUIO; JINYHYIO TIOMKCH; paciupOBKY MOANUCH (MHUIIUATIBI, (DAMHIIUIO);
JaTy 3aBEPEHUS, [1I€YATh MTOAPA3ACIICHU, HAIIPUMED:
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[Ipu pacchuike JOKYMEHTOB, MMEIOIIUX HOPUIUYECKYIO CUIY (MIOCTaHOBJICHUS,
MIPUKa3bl, PACTIOPSHKEHUS, MHCTPYKTUBHbBIEC MUChMA U T.J.), KOITUU PACChUIAEMBIX JIOKY-
MEHTOB 3aBEPSIOT IITAaMIOM U nevarbio Y K.

JIMCTBI MHOTOCTPAaHWUYHBIX KOIUN MPOIIMBAIOTCA W HYMEPYIOTCS; B IIPaBOM
BepxHeM yriy npoctasisiercs mramin « KON S». MuoroctpaHu4HbIe KOTTMHA B TIPOIIU-
TOM BH/JIE 3aBEPSIIOTCS Ha MOCJIETHEM JINCTE IITAMIIOM U TI€YaThIO MOJIPa3IeIICHHUS.

OTMmeTKa O 3aBEpeHUM KOMUHU JOMOJHSAETCS Ha 000pOTE MOCIEAHEro JHUCTa yKa-
3aHUEM KOJIMYECTBA JJUCTOB KOMHUH CIEIYIOUIUM 00pa3oM:

[IpoiHypOBaHO U CKPEIJIEHO MeYaThIo aucTa(oB)
( ucTa(oB))
[IpopekTop N.0O. ®amunus

3.6. [Topsa10k HOTAPHAJIBLHOTO 3aBePeHUsI KON IOKYMEHTOB

3.6.1. B moBcenHeBHO# paboTe CTPYKTYypHBIX noapaszieineHuii KOV ucnomas3y-
FOTCSI HOTAPUAIBHO 3aBEPEHHBIE KOMUU JOKYMEHTOB. HoTapuambHOMY 3aBEpEHHUIO TI0-
JIeKAT YUYpPEIUTENIbHbIE JOKYMEHThI KDV

e (CBHUIETEIBCTBO O BHECEHWM 3alMCU B ENMHBIN rocyJapCTBEHHBIM PEECTp
IOPUINYECKUX JIUI] O FOPUIUYECKOM JIULIE;

e (CBHIETEIBCTBO O PETUCTpAlMU Y CTaBa IOPUIAYECKOTO JINIIA;

e (CBHUIETEIBCTBO O PETUCTPALIMU Y CTaBa HOPUIMYECKOrO JIMIAa B HOBOW pe-
JTaKIHH;

e (CBHUIETEIBCTBO O BHECEHWM 3alMCU B ENMHBIN rocyJapCTBEHHBIM PEECTp
IOPUANYECKUX JIAI] O BHECEHUH 3alMCH O TOCYJAApPCTBEHHOM PETHCTpalvd
W3MEHEHUI, BHOCUMBIX B YUPEIUTEIbHBIE JOKYMEHTHI FOPUANYECKOTO JINILIA;

e JlononmHenus u u3MeHeHus B Ycrap KOY;

e VYcraB KOV,
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e (CBHJETEIBCTBO O TOCTAHOBKE HAa YYET B HAJIOTOBOM OpPraHE FOPUIUYECKOTO
JIULA.

3.6.2. Takke MOTYT 3aBEpSThCSI HOTAPUAIBHO U JAPYTUE TOKYMEHTHI (CBUACTEINb-
CTBA, JIMLIEH3UH, MIOJIOKEHUS U JIp.) B 3aBUCUMOCTH OT IPEIbSABISIEMbIX TPEOOBAaHUH K
OCYIIECTBIICHUIO PA3JIMYHbIX HarpaBieHud aedarenbHocTn KDY ykazaHHbIX B YcTaBe
KoY.

3.6.3. HorapuansHoe 3aBepeHue Komuid JokyMeHTOB B KDY ocymiecTBisieTcs
LEHTPAJIN30BaAHHO.

3.6.4. OTBeTCTBEHHBIM 3a OOECIEUYCHHE aJIMUHUCTPATUBHO-YIPABICHYECKUX
noapaszaeneHuii KOV HoTtapuaibHO 3aBEPEHHBIMU KOMUSMH YUYPEAUTEIbHBIX JOKYMEH-
ToB KOV sBnsercs YnpasieHue 10KyMeHTO000pOTa U KOHTPOJIS.

B cTpykrypHbix noapazaenenusax KOV, B ciayyae HE0OXOAMMOCTH, OTBETCTBEH-
HBIM 32 HOTapHAJIbHOE 3aBEPEHHE TOKYMEHTOB SIBJIIETCSI COTPYIHUK, OTBETCTBEHHBIN 32
JEJOMPOU3BOACTBO.

3.6.5. PykoBoauTenu agMHUHHCTPATHBHO-YIpaBlIeHUYECKUX noapa3aeneHuiit KOV
He mo3aHee, 9yeM 3a 10 qHeid 1o HeoOxoauMoro cpoka, mojgaroT B YK 3asBky (mpumep
npeJicTaBjIcH B MprtoskeHnn Ne 18).

3.6.6. B cooTBeTCTBHHM C MpeACTaBICHHOM 3as1BKoi coTpyanuk Y K mpousBoaut
pacuer JEHEXHBIX CPEICTB HEOOXOAMMBIX Ul OILIaThl YCIYr HOTapuyca IO CyIlle-
CTBYIOILIUM pPAacCLiEHKaM HOTapHaJIbHOM KOHTOpBI, OPOpMIIET 3asBJICHUE HAa MM IPO-
pekTopa 1Mo (GUHAHCOBOM JACSATEILHOCTH (IPUMEP MPEACTABIICH B MpHIoKeHHH 19).

3.6.7. 3asBneHue mepenaeTcss Ha PAcCMOTPEHHE MPOPEKTOpPY MO (UHAHCOBOM
NEATEIBbHOCTH, KOTOPBIA IPOCTABISIET PE3ONIONUI0 «BblgaTe mox oryer». 3aTem
3asBJICHUE B YCTAHOBJICHHOM TIOPSIIKE BHU3UPYETCS U OQOPMIISIETCS B LIEHTPAJIBHOU
Oyxranrepuu. COTpyAHHUK IIEHTpalbHON Oyxrantepun ohopMIIsIeT 3asiBKY B Kaccy Ha
MOJIyYeHUE JCHEKHBIX CPEICTB B OaHKE M COOOIIAeT MAaTepHUAIbHO OTBETCTBEHHOMY
muny Y/JIK neHp, B KOTOpBIM MOKHO MOJYYUTh JE€HBIU. MaTepHalbHO OTBETCTBEHHOE
muno Y /IK nomydaet nensru B kacce KOV,

3.6.8. Cotpynauk Y]JIK cHuMaeT HEOOXOIUMOE KOJIMYECTBO KOMHH C JTIOKYMEH-
TOB Ha MHOXXUTEIBHOM arnapare (Kcepokce), GOpMHUPYET U CKPEIUISET UX CKPENKaMHU.
OpuruHaibl y4peauTenbHbIX JOKYMEHTOB U MX KOIMHU NEPelaloTcsl B HOTAPUAIbHYIO
KOHTODY.

3.6.9. Horapuyc, cBepuB KONMHUU C OpPUTMHANIAMHU, MPOIIMBAET KOMHH y4YpeIu-
TEJBbHBIX TOKYMEHTOB U 3aBepsieT ux. BolgaeT kBuTaH1MIO 00 Oruiate yciayr HoTapuyca.

3.6.10. HorapuanbHO 3aBepeHHbIE KOMUHU YUYPEAUTEIbHBIX JOKYMEHTOB Iepeaa-
FOTCSI pyKOBOAMUTEIIO aIMUHUCTPATUBHO-YIIPABICHYECKOIO MOAPA3ACIICHHUS.

3.6.11. Marepuanbpao oTBeTcTBeHHOE N0 Y JIK 0dhopmiisier aBaHCOBBIM OTYET U
NepeaeT ero B IEHTPAIbHYI0 OyXTrajaTepHIo.

3.6.12. B crtpykrypHbIix noapazaeneHusx KDY oTBeTCTBEHHOE JHIO 3a JENO0-
IPOU3BOJICTBO OCYHIECTBIISIET MOJATOTOBKY HEOOXOAUMBIX IOKYMEHTOB JJisi HOTapUasb-
HOTO 3aBEPEHUs MO PACIOPSHKEHUIO PYKOBOAWTENS moapasfeneHus. [lopsgok moaro-
TOBKHM JIOKYMEHTOB aHaJIOTUYEH TOMY, uTo ocyuiectBisiercs B YK (myHktbr 3.6.6—
3.6.11; 3aaBka B YIK He odopmisiercs).
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3.6.13. [Tocne moxy4eHus: JEHEKHBIX CPEACTB COTPYIHHUK CTPYKTYPHOTO TOJpa3-
JIeJIeHUs] OTBETCTBEHHBIN 3a JEJOMPOU3BOJICTBO OPOPMIIAET CIYKEOHYIO 3alHCKy Ha
ums HavainpHuKa Y JIK (prtoskenne 20).

3.6.14. IIpu popmupoBanuu Or0KETa Ha OYEPEIHOM TOJl pacXobl HA OKa3aHUE
YCIIyT HOTapuyca Mo 3aBEPEHUIO TOKYMEHTOB BKIIIOYAIOTCS B OIO/IXKETHYIO 3asBKY.

IV. OCOBEHHOCTH MNOATI'OTOBKHA U O®OPMJIEHUSA
OTAEJIbHbBIX BU1OB JOKYMEHTOB

4.1. PacnopsizutesibHblie 10KyMeHThI. [lopsiiok coriacoBanusi opraHu3anu-
OHHO-PACHOPSAANTENbHBIX JOKYMEHTOB.

K maumbosnee pacrpocTpaHEHHBIM BHJIaM PACTIOPSIUTEIBHBIX JOKYMEHTOB OTHO-
CSITCSL NPUKA3bL N PACHOPAANCEHUS.

IIpoyedypa uzoarnus pacnopsaoumenbHvix OOKYMEHMO8

Bxuitouaer crienyroniue cTaauu:

1. MaunmupoBanue pemieHus: (000CHOBaHNWE HEOOXOAMMOCTH U3JaHUsl PaCIOps M-
TEJIBLHOTO IOKYMEHTA).

2. Coop u a”HayIn3 HH(POPMAIIMH TIO BOTIPOCY.

3. [ToaroroBka MpoeKTa pacnopsauTEIbHOIO TOKYMEHTA.

4. CormacoBaHue MpOEKTA TOKYMEHTA.

5. HopaboTka mpoeKTa JOKYMEHTA 110 3aMeYaHUsIM.

6. [IpunsiTue pemienus (MOAMUCaHUE TOKYMEHTA).

7. JloBeneHHuE pacopsiAUTEIIbHOIO JOKYMEHTA JI0 UCTIOJTHUTENEH.

[Tpouenypa HOKyMEHTUPOBAHHUS SABJISIETCS OPraHU3YIOIIMM HAYAJIOM B MOATOTOBKE
U U3/1aHUU PaCMOPAIUTENIBHOTO TIOKYMEHTa U NMPU3BaHa 00ECIEUUTh €r0 COOTBETCTBHE
3aKOHOJIaTEIbCTBY.

JIns u3aaHusl MpUKasza Mo OCHOBHOM JIEATENIBHOCTH JOJKHOCTHBIM JIMIIaM, UHHU-
LHMUPYIOIINM U3JJaHUE MPHUKa3a, HEOOXOJUMO MOJATOTOBUTH MPOEKT MpHuKasza. [IpoekTsl
MIPUKA30B pa3padaThIBAIOTCS CTPYKTYPHBIMH MOAPA3ACICHUSIMH IO MOPYUYEHUIO PYKO-
BOJICTBA WJIM 110 COOCTBEHHOW MHUIIMATUBE.
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[Ipuka3ssl U pacniopsKEHUS MOAPA3IEIIIOTCS Ha CIEAYIOINE BUABI U TPYIIIIBI:

Buasbl npuka3oB

I'pynna npuka3on

Kto ¢popmupyer

ITo ocHOBHOM EATENLHOCTH

1) mo nesTeNnbHOCTH KOJUIETH-
anbHBIX opraHoB KOV, ynpas-
JICHUYECKUX CTPYKTYPHBIX MO/~
pa3aeneHui, o NpoBEACHHIO
IPECTAaBUTEIILCKUX MEPOIIPH-
SITHH;

2) cBsi3aHHAs ¢ Y4eOHO-
METOJMYECKUM ITPOLIECCOM B
K®YVY, B T.4. ¢ conmaabHO-
BOCITUTATEIHLHON pabOTOM;

3) cBs3aHHAA C HAYYHO-
MPaKTUYECKON, MHHOBAIIMOH-
HOM JeSTENbHOCTBIO, peann3a-
[[Mel TporpamMMbl Pa3BUTHS
K®YVY u nopoxHoit KapThl;

4) o opraHU3aIMOHHBIM U
CTPYKTYpPHBIM U3MEHEHHUSIM B
KodYy;

5) 0 UBMEHEHUSIM B OpTaHHU-
3aI[MOHHO-PACTIOPSTUTETHHBIX
nokymeHTax KOVY;

6) o ¢huHaHCOBO-
SKOHOMHUYECKOH AESATENbHO-
CTH;

7) 0 aAMUHUCTPATUBHO-
XO3SIICTBEHHOM AESATETbHOCTH
K®YV, no pacnpenenenuto
mwronfaaed B KOV, oxpane
TpyAa;

8) 1o mpoBeEHUIO €AMHOI Mo~
JUTHKU HHPOPMATH3AIIH
K®YVY u ocymecrBiennto
YIPABJICHUS AESITEIBHOCTHIO
10 BHEJIPEHUIO HHpOpMaIH-
OHHBIX TEXHOJIOTU B MOApPA3-
JeNeHusx u ciayxoax KOV;

9) o opraHu3anuyu KOMILIEKC-
Hol 6e3omacHocTH KDY

PykoBoauTenn
OpraHu3aluu

ITo tmuHOMY cOCTaBy, B TOM YHCIIE
IIPEIOCTABIICHUIO OTIIYCKOB, O KO-
MaHJMpOBaHUU B npeaenax PO, no
KOHTHUHIEHTY CTYACHTOB, ACIIMPAH-
TOB, HHOCTPAHHBIX y4YaIlUXCs

1) mo opraHu3alvoOHHO-
KaJpoBbIM BonpocaMm B KOY

VYrpasnenue kaipoB

ITo agMUHUCTpaTUBHO-
XO3AHCTBEHHOU NIEITEILHOCTHU

1) mo aAMUHUCTPATUBHO-
XO3AHCTBEHHOU NIEITEIbHOCTHU
B KOV

PykoBoaurens
OpraHMu3aIu
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[ToaroToBka, corjacoBaHHWE M YTBEPXKIACHHE MPUKA30B U PACTIOPSIKEHUH OCY-
IICCTBIIICTCSA B COOTBETCTBHH € MpuKkazoM pekropa ot 21.09.2010 r. Ne 0.1.1.01-06/405
«O BHECEHMM W3MEHEHUN W JONOJHEHH B MHCTpyKLMIO MO IET0NpOU3BOJICTBY» B
€IMHOM MEXBEJOMCTBEHHOM CUCTEME AIEKTPOHHOTO JTOKYMEHTOOOOPOTa OPraHOB IroCy-
napctBeHHOM Biactu PecryOomuku Tatapcran (mamee — COJl «Onexrponnoe I[IpaBu-
TEILCTBOY ).

[IpoeKThl pacnopsIUTENbHBIX JOKYMEHTOB MPOXOJAT MPOLEIYPY COTJIacOBaHUS
B CO/I «OnextponHoe IIpaBuTenbCcTBO» B COOTBETCTBUM C MHCTPYKIUEH 1O €€ MmpuMe-
HEHUIO.

B COJ1 «OnexkrponHoe [IpaBUTENbCTBO» MpU COTJIACOBAHUHU MPUKA30B M PACIIO-
PSKEHHI YCTAHOBJIEH CIIEAYIOIIHNI EPEUEHD COTJIACYOIINX JIUILL:

Ne HaumenoBanue 10KHOCTH Craryc corjiacyruero
1. | IlpopekTop no HanpaBJIEHUIO 1EATEIIbHOCTU
2. | Hauanpuuk [IpaBoBoro ynpasieHus O0s13arenpHOE COTIIACOBAHHE
3. | HauanbHuk YnpaBiaeHHs JOKYMEHTOOO0POTa U KOHTPOJIS
1. | [Ipopekrop mo BompocaM 3KOHOMHYECKOTO U CTpaTeruye-
CKOTI'0 Pa3BUTHSI CornacoBaHue MPOEKTOB MPUKA30B
2. | IIpopekTop 1o (pMHAHCOBOW AEATEIHHOCTH U pPacHOpsDKEHUH, B CilIydae ecilu
3. | Jlupekrop JlemaprameHT OyXrajrepckoro ydera ¥ OTYET- | MX MCIOIHEHHE TpeOyeT puHaHco-
HOCTHU — IVIaBHBIN OyXxrairep BOro oOO0ecHeYeHus, HU3MEHEHUs
4. | dupexrop JlemaprameHTa OOJKETUPOBAHUS, Ka3Hayeil- | LITATHOI'O pacIMCaHus.
CTBa M PEryJIMpPOBaHUS OIJIAThI
1. | [Ipopekrop mo BompocaM 3KOHOMHUYECKOTO U CTpaTeruye-
CKOT'O pa3BUTHS CornacoBaHue IpOEKTOB NMPUKA30B
2. | IlpopexTop 1o puHAHCOBOH NESITETHLHOCTH U PaCHOpPsUKEHHM, B CIIy4dae €Ciu
3. | HavanbHUK ynipaBieHuUs KaJpoB OHM KacaroTCsl BOIIPOCOB H3MEHE-
4. | BamectuTens aupektopa JlemapramenTta OHOKETHPOBa- | HUS OPraHU3alMOHHON CTPYKTYPHI
HUsI, Ka3HAYENCTBA M PEryJIMPOBaHUs OIUIaThl — HadanbHuk | KOV.
OTJIeNa OpraHu3aluy TpyJa U PEryJIupoBaHUs 3apabOTHOM
TUIaThI

Bce pacnopsmutenbHbIe TOKYMEHTBI JOJIKHBI CTPOTO COOTBETCTBOBATH 3aKOHY,
HU OJIH U3 HUX HE MOXKET COJIEPKaTh MOJIOKECHHM, MPOTUBOPEUAITUX 3aKOHOAATEIHHO-
HOPMATHBHBIM aKTaM.

[Tocne cormacoBaHusi MPOEKTa PACTIOPSAUTEIILHOTO TOKYMEHTA CO BCEMH JIOJIK-
HocTHbIMU Junamu cnenuanuct YK cormacao 'OCTy P. 6.30-2003 roroBUT npukas
WJIM pacropsiKeHHue Ha OyMa)KHOM HOCHTENE, PETUCTPUPYET U OCYIIECTBIIET €T0 pac-
ceuiky B COJ1 «OnexkrponHoe [IpaBUTENLCTBOY.

He nomyckaetcst pa3paboTka mMpOeKTOB PacCOPSIUTEIbHBIX IOKYMEHTOB U UX CO-
IJIaCOBaHMWE IOCEe (paKkTa OCYIISCTBICHUS OPTaHU3AIMOHHO-YIIPABICHUYECCKOTO JICH-
CTBUAI.

Jlosedenue pacnopsioumenbHo2o 0OKyMeHma 00 UCHOIHUMEN.

PykoBomuTenb CTPYKTYpHOTO TOJpa3AeieHUs, BHOCSIIETO MPOEKT, WM JIHIIO,
OTBETCTBEHHOE 3a TIOJTOTOBKY PACIOPSAUTEIHLHOTO JOKYMEHTA, OMpEACNsieT KpyT
JTOJHKHOCTHBIX JiHIl B TioapazaeneHuii KOV, koropeiM cienyer ero pazociarb. Ogopm-
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JEICTCA JIUCT PACCBLIKH, KOTOpBIﬁ B 00s3aTEILHOM MOPAOKE IMPUIIAracTCAa K IIPOCKTY
pacnopAaIuTCIIbHOIO JOKYMCHTA, HAIIPABJISICMOT'O Ha IMMOAIINCh.

4.1.1. llpuka3s

IIpuka3 — NpaBOBOM aKT, U3AaBAEMbIl PEKTOPOM B IIEJISIX pa3pelIeHUs] OCHOBHBIX
Y ONIEpPaTUBHBIX 3a/1a4, cTosAmux nepeng KOVY.

[Ipuka3 mMoxeT ObITh U3JaH PEKTOPOM WM MPOPEKTOPOM, MCIHOJHSIOUIMM 005-
3aHHOCTU PEKTOpa B CIy4yae €ro OTCYTCTBHS, €CIM 00 3TOM OOBSBIIEHO MPUKA30M I10
KoY.

B npuka3zax pemarorcs BONpochl yueOHOM, HAYYHOM, X039iCTBEHHOU, (DMHAHCO-
BOI J€SATENbHOCTH, INIAHUPOBAHUS, OTYETHOCTH, Y4€OHO-BOCIIUTATEIBHOIO MPOLIECcCa U
T. 1. B cootBerctBUmM ¢ 'OCT P 6.30-2003 «YHUPUIIUPOBAHHBIE CUCTEMBI IOKYMEHTa-
ouu. YHUQUUUPOBAHHAS CHCTEMa OPraHM3allMOHHO-PACHOPSAUTEIbHON JOKyMEHTa-
uuu. TpeOoBaHus K O(POPMIIEHUIO JTOKYMEHTOB», MPUKa3bl O(POPMISIOTCA Ha OOLIEM
O0sanke KOV 1 uMeroT yCTaHOBIIEHHBI KOMIUIEKC O0S3aTeNIbHbIX PEKBU3UTOB M CTa-
OWJIbHBIM TOPSAJOK UX pacnoiiokeHus: HaumeHoBaHue KDY, Ha3BaHue Buaa T0KyMEH-
Ta, 1aTy U HOMEP MPHUKa3a, MECTO COCTABJIEHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJIIIUCH,
BU3BI.

Pacnopsautenbable JOKYMEHTBI (IPHUKa3bl, pacIOPsKEHUS) TOJKHBI UMETh 3a-
TOJIOBOK, KOTOphIi HaumHaercs ¢ mpemiora «O (OO0)». Ileuaraercs Moy XKUPHBIM
mpudTOM Uepe3 OJMH MEKCTPOUHbIi nHTepBai. Hampumep: O6 yTBepxkaenuu..., O pe-
TUCTpaluu..., O CO3JaHuUHN. .

TexcT mpukaza, Kak NMpaBUiIO, COCTOUT U3 KOHCMAamMupyrowet U pacnopaoumens-
Hot yacteil. Koncmamupyrowasn uacms SBISETCS BBEIECHUEM B CYILIECTBO pacCMaTpH-
BaeMoro Bonpoca. OHa nmpu3BaHa OOBSICHUTH, YEM BbI3BaHA HEOOXOAMMOCTh yIPaBJIECH-
YEeCKOro JeicTBus. B Helt MoryT ObITh mepeuucieHsl (akThl, COOBITHS, JIaHa OIICHKA,
KpPAaTKO U3JIOKEHBI 1IeJIM U 337a4M MPEANUCHIBAEMbIX JEUCTBUM, OCITYKUBUINE MPUYHU-
HOM M3JaHMs Ipuka3a. Hepeako B KOHCTAaTUPYIOLIEH YaCTH JAaeTCsl MEPECKa3 aKTa BhI-
HIECTOSILIETO OPraHa, BO UCIOJIHEHUE KOTOPOTO M3JAETCs JaHHBIM pacropsiAUTeNbHbINA
JIOKYMEHT (Yalie BCero mpukas).

B aToMm ciyuae ykasblBaeTcsl BUJ aKTa, €ro aBTop, JaTa, HOMep, OJIHOE Ha3BaHHe
(3aroyioBoK), T.€. MPUBOJATCS BCE MOMCKOBBIC (CCHIOUHBIC) JTAHHBIC.

PacnopsautenbHas 4acTh MpUKa3a OTAEIAETCS OT KOHCTaTUPYIOLIEH 4acTu Clo-
BOM I P M K a 3 bl B 2 10 (MMUIIETCS B Pa3psAIKy CTPOYHBIMU OyKBaMU >KUPHBIM LIPpU Q-
TOM), ITOCJIE KOTOPOTO CTABUTCS ABOECTOUHE.

KoHcratupyromas 4acTb MOKET OTCYTCTBOBaThb, €CIIM IPEANUCHIBAEMBIE JIEM-
CTBUS HE HY>KJIAIOTCS B Pa3bsICHEHUU.

Ecnu ncnonHeHue npukaza NperonaraeT HECKOJIBKO HCIIOIHUTENIECH U BBINOJI-
HEHUE PAa3IMYHBIX 0 XAPAKTEepy AEHCTBUN, TEKCT PACHOPAIUTEIbHON YacTH JEIUTCS
Ha IyHKTBI, B KOTOPBIX YKa3bIBAIOTCS HMCIOJIHUTENIN, KOHKPETHBIE AEHCTBHUS U CPOKHU
UCIIOJTHEHUS MTPEANUCHIBAEMBIX AEHUCTBUM. JIeCTBUS OJTHOTO XapakTepa NepeYUCIsoT-
Cs B OJTHOM ITYHKTE.

[IyHKTBI, KOTOpBIE BKJIFOYAIOT YIIPABICHUECKUE NEUCTBUS, HOCALIUE PACIIOPSAAN-
TEIbHBIA XapaKTep, HAYMHAIOTCS C IJ1arojia B HEONpeAeIeHHON (hopMe, HarpuMep:
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NPpHUKAa3BIBAaIo:
1. Co3maTh KOMUCCHIO B COCTABE. ..

B ToM cnyuae, ecnu 3aaHue WM IEMCTBUE MPEIOIAraeT KOHKPETHOTO MCIOJI-
HUTEJISI, COOTBETCTBYIOIIUM MYHKT JTOKYMEHTa JOJKEH HAUMHATHCA C YKa3aHUs JIOIXK-
HOCTU U (haMUJIUM UCTIOJTHUTENS B JaTEILHOM Majexe. B kauecTBe UCIOJHUTENEH MO-
I'YT OBITh YKa3aHbl CTPYKTYPHBIE TOJIpa3/ieiIeHus, HAalpUMep:

NPUKAa3bIBAaIO:

1. IIpopektopy mo oOpaszoBarenbHON nearenbHOCTH MunzapunoBy P.I'. nmo
12.10.2013 nmoAroTOBUTH MPOEKT...

2. Jlemaptamenty Oyxranrepckoro ydera u ordeTHocTd a0 05.10.2013 mpeacra-
BUTh COOTBETCTBYIOIIUE JTAHHBIE. . .

B cnydae ecnm u3naBaeMblil TOKYMEHT OTMEHSIET paHEE W3JAHHBIM IPUKa3, B
KOHILIE PacnopsAIUTEIbHON YacTu yKas3biBaeTcs: «CUuTaTh YTPATUBIIUM CUJTY (CUMUTAThH
HEJIEUCTBUTENbHBIM) Mpuka3 oT 26.05.2005 No 52». Ecnu mpuka3 OTMEHSIET TOJBKO
OIMH WJIM HECKOJIBKO ITyHKTOB paHee W3JAaHHOTO IPHUKa3a, TO OTMEHSAIOTCA COOTBET-
CTBYIOLIME TYHKTBHI.

B nocnegHeM myHKTE pacnopsiAMTENIbHOW YacTH NPUKA3a YKa3bIBACTCS JIOJIK-
HOCTHO€ JIMLI0, HA KOTOPOE BO3JIaraeTCs KOHTPOJIb HaJl UCIIOJIHEHUEM IIPUKA3a B LIEJIOM.
Hamnpumep: «KoHTposb Haj UCIOTHEHUEM TIPHUKA3a BO3JIOKHUTH HA MPOpEKTopa 1o (u-
HaHCOBOM nestesnibHOCTH MyiutakaeBy P.P.» i «KoHTpoJIb Hax MCIIOJIHEHUEM TTPUKa-
3a OCTaBJIAIO 32 COOOI.

Ecnu mpuka3 BBOIUT B JIeMCTBUE Kakue-TMOO JOKYMEHTHI (MHCTPYKIUU, rpadu-
KM, TIpaBuiia, MOJIOKEHUS), TO OHU O(OPMIIAIOTCS B BUJAE NPHIOKEHUS K MpuKazy. B
MIPaBOM BEPXHEM YIJIy TAKUX JOKYMEHTOB, OT ISTOTO MOJIOKEHUS TaOyJasATOpa MUIIYT
cinoBo «lIpunoxeHne» ¢ ykazaHMEM HAaMMEHOBAHUS PACIOPSAIUTEIBHOIO JOKYMEHTA,
€ro J1aThbl, HOMEPA.

Hanpumep:

[Tpunoxenue

K MPHUKa3y peKTopa
ot 12.02.2013 Ne 01-06/91

IIpu peructpanuu mpuKa3bl HyMEPYIOTCS MOPSIKOBBIMU HOMEpPaMH B Mpeeliax
KaJIEHJapHOI0 TOJ1a.

[Tpukassl nedaratorcst mpudrom Times New Roman 12 ¢ moiayTopHbIM UHTEpBa-
JIOM, TIOJIs: BEpXHEE 2 CM, JIEBOE 3 CM, HIDKHEE 2 cM, rpasoe 1,5 cm.
B VJIK dopMupyrotcst u u3aroTcs MpruKasbl 0 OCHOBHOM 1€ TEIbHOCTH.

B KOV cnoxwuncs ciaeayromuil NopsaoK pa3rpaHuueHUsT IPUKA30B 110 OCHOBHOM
NEATEIIbHOCTHU:
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1. OOmue — 00 OTKPHITUM HOBBIX HAYYHBIX TEM, HA3HAYEHUU KOMHUCCUM, OTBET-
CTBEHHBIX JIUI] 110 ONPEICICHHON AEATEIBHOCTH, 3aIIATE JUCCEPTAUUNA U YTBEPKICHUU
Oo(UITMATHHBIX OMIOHEHTOB, OTKPHITUU HOBBIX JHUCCEPTAIMOHHBIX COBETOB, M30paHUU
JIeKaHOB (DaKyJIbTETOB, YUCHBIX CEKpeTapen (paKyIbTeTOB U T.1.;

2. Ucnonmuutenbckue — 00 yueTHoi nonutuke KDY, 00 yTBepKAeHUN CTPYKTY-
pe1 KOV, 06 yrBepxkaenun csonnoit Homenknatypet KOV, o coznanuu, nepemmMeHoBa-
HUH, JINKBUJALNU CTPYKTYPHBIX MMOJIPA3AECIECHAN U T.11.

Pemienust Yuenoro copera KOV, koHdpepeHnd yTBEpKAAIOTCS MPUKA30M PEK-
topa KOVY. He no3nnee 5 aHelt co aHs 3aceqaHus TEKCT IIPUKa3a JIOHKEH OBITh MO 0-
TOBJIEH, COTJIACOBAH U NEPEAAaH Ha MOAMUCH PEKTOPY.

CrpaHHuIIbl IPUKa3a U MPUIOKEHUS HYMEPYIOTCS KaK €IMHbIA JOKYMEHT.

4.1.2. Coemecmmubulii npuxas

B ycTaHOBIIEHHBIX 3aKOHOJATENBCTBOM ciiydasix B KOV moryT u3naBarbCcsi akThl
COBMECTHO C JPYTUMHU OpTaHHU3alUsIMU U YUPEKIACHUSMHU 1O BOIIPOCaM, MPEICTaABIISIO-
UM B3aUMHBIM MHTEPEC W BXOJAIIMM B KOMIIETEHIIMIO 00€UX CTOpOH. Takue IOKy-
MEHTBI 0(hOPMIISIIOTCS U MYOJUKYIOTCS KaK €UHBIA JOKYMEHT (TIpUKa3, MPOTOKOJ, MO-
JIOKEHUE U Jp.).

4.1.2.1. Ilpasuna ogopmienusi pexsusumos8 COBMeCmHO20 pPACHOPAOUMENbHO20
0oKyMeHma

JlaTa mokymMeHTa
JlaToit mMOKyMEHTa, M3JaBacMOT0 COBMECTHO ABYMs WJIM OoOjiee OpraHu3aIusMH,
SIBJIIETCS 1ara 0oJiee MO3HEN TTOAITMCH.

PerucrpaiimoHHbI HOMED JIOKYMEHTA

PerncrpanronHslii HOMEP AJOKYMEHTA, U3JAHHOIO COBMECTHO, COCTOMT W3 pasJe-
JICHHBIX KOCOW YEpPTOM PETUCTPAIMOHHBIX HOMEPOB, MPUCBOEHHBIX OPraHU3ALUSIMU -
ABTOPAMU JIOKYMEHTA W PACIOJIOKEHHBIX B IMOCIEI0BATEILHOCTH, COOTBETCTBYIOIIEH
0003HAaYEHNIO HAUMEHOBAHUH OpraHu3alliii B 3aroJIOBOYHON YacTH JOKYMEHTA.

Texct noxkymeHnra
B COBMECTHBIX JTOKYMEHTAX TEKCT M3JIATalOT OT MEPBOTO JMLA MHOKECTBEHHOIO
YHCJIA: IPUKA3BIBAEM. .., PCIIUJIN. .. .

4.1.2.2. [loocomoska u ogpopmieHue coMeCmHblX NPUKA308 (PACNOPANCEHUIL)

CoBMecTHBIC TIPUKA3bI MEUaTAIOTCs Ha CTAaHJAPTHHIX JUCTaX Oymaru dopmara A4
(210 x 297 mm).

[Ipu oopMieHUM COBMECTHOTO MpHUKa3a:

HAaUMEHOBaHUs (penepaibHbIX OPraHOB MCIOJHUTEIBLHOM BJIACTH PACIIONAraloTCs
Ha OJTHOM YPOBHE;

HauMeHoBaHue Buaa nokymenta — [IPUKA3 — pacnonaraercst ieHTpOBaHHBIM 00-
pazom;
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JlaTa COBMECTHOT'O IIpHUKa3a — €JuHasi, COOTBETCTBYET JaTe Oojee MO3AHEN MOANH-
cH;

PErMCTPallMOHHBIN HOMEp AOKYMEHTA, COCTABJIEHHOIO COBMECTHO JIByMs U Ooiiee
OpraHu3alMsIMH, COCTOUT U3 PETUCTPALMOHHBIX HOMEPOB, MPUCBOEHHBIX JTOKYMEHTY
KQKJIbIM OpPraHOM BJIACTH, MPOCTABISEMBIX YEPE3 KOCYIO0 YEpTy B MOPSAIAKE yKa3aHUS
aBTOPOB B JIOKYMEHTE;

MOJANKCH PYKOBOAMTEIEH PACHOIAratoTCsl HUKE TEKCTAa HAa OJTHOM YPOBHE.

4.1.2.3. Ocobennocmu ogopmaeruss OmoenbHbIX PEeK8U3UMOE8 COBMECHHBIX OOK)-
MeHmo8

[TpoexTsl pHUKa30B (PacropsHKEHH) COCTABISIOTCS B KOJUYECTBE, COOTBETCTBY-
IOIIEM YMCITy OpraHu3aluid (TOJKHOCTHBIX JIUI), OT UMEHU KOTOPBIX MMPUHUMAETCS J10-
KYMEHT, C YKa3aHUEM UX 00S3aTebHBIX PEKBU3UTOB. [Ipy 3TOM pEKBU3UTHI MPUKA30B
(pacniopskenuil) nedararotcs mpudrtom Ne 14 6e3 momapok U UCIpaBICHUN Ha CTaH-
JTapTHBIX JucTax Oymaru Oenoro 1seta ¢popmara A4 (210 x 297 mm). KadecTBo neuatu
JOJKHO 00€CIeYnBaTh HOPMAJIbHOE YTEHHE TEKCTa U BO3MOXKHOCTh €r0 BOCIIPOU3BEIE-
HUSI CPEJICTBAMU KOMTMPOBATHbHO-MHOXKHUTEIHHON TEXHUKH.

bnauk ooxymenma. B COBMECTHBIX NpUKazax (PacropsiKEHUsX) OJTaHKU HE HC-
MOJIb3YIOTCHI.

Haumenoeanua opeanuzayuii. HavMeHOBaHMS OpraHu3aluil pacrnojararoT Ha
OJIHOM YPOBHE, HallpUMep:

®enepalibHOE TOCYIaPCTBEHHOE ®denepalibHOE TOCYIaPCTBEHHOE
ABTOHOMHOE 00pa30BaTeIbHOE YUPEKICHHE OroKeTHOE 00pa30BaTENbHOE YUPEKACHHE
BhIcIIero oopasoBanus «Kazanckuii ([IpuBomkckmii) BhICIIero oOpa3oBanus «Ka3aHckuil HaMOHATb-
(enepanbHbIi YHUBEPCUTET) HBIN KCCIIEIOBATENbCKUN TEXHUYECKUN YHUBEPCH-

tet uM. A.H. Tynonesa»

IIpu odopmieHrr COBMECTHBIX JOKYMEHTOB YKa3bIBaIOTCS IMOJIHbIE HAaUMEHOBa-
HUSI OpTaHU3allNii, YY4aCTBOBABIIMX B MOJMUCAHUU JOKyMeHTa. [IepBbIM yka3bIBaeTCs
HalMEHOBAHUE OpPraHU3allUH, SIBJISIIOIIEHCS HHUIIMATOPOM CO3JaHUsI IOKYMEHTA.

Haumenosanue euoa ookymenma. Hanmenosanue Buna nqokymenta — [IPUKA3
(PACITIOPAXKEHUE) pacnionaraeTcsi HEHTPUPOBAHHO.

Jlama. JlaToil TOKyMeHTa SIBJISIETCS I€Hb ero noanucanusi. COOTBETCTBEHHO, TPHU-
Ka3bl (pacnopspKeHUs1), U3IaHHBIE COBMECTHO C JIPYTMMH OpPraHU3alUsIMH, PETUCTpU-
pyIOTCS C OAHOM (€auHOM) naToil mociegHed perucrpauuu (MOJMUCAHUS) IMpUKa3a
(pacniopspkeHust).

Pecucmpayuonnwtit. Homep. PEruCTpallMOHHBIM HOMEP COBMECTHOIO IIpHKa3a
(pacnopspKeHHs1) COCTOUT W3 PETUCTPAIMOHHBIX HOMEPOB KaXKJIOM OpraHu3allvH, pac-
MOJIOKEHHBIX B TIOPSIIKE MX MEPEUUCIICHUs MOCIIEI0OBATENIbHO (Cl€Ba HaMpaBo) 4epes
KOCyto uepty, Hanpumep: Ne 45/18

Mecmo cocmaenenus unu uzoanus 0oKkymenma. Mectom coctaBieHus (U3a-
HUs1) TIpUKasa (pacrnopspkeHus) OyAeT sBISThCS HACENEHHBIN MYHKT, B KOTOPOM HaXo-
ISATCS OpraHu3aluy, U3/1aBIINE €TO.
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Texcm O0oxymenma. B COBMECTHOM C JpyIMMM OpraHU3allMsIMU IpUKa3e (pacmo-
PSYKEHUM) PacHoOpAIUTEIBLHOE CIOBO M3Jaraercs OT NEPBOrO JHUIA MHOXKECTBEHHOIO
yucna, Hanpumep: « [ IPUKA3BIBAEM», «ITPEJJJIAT AEM», «OBA3BIBAEM».

Iloonuce. 1lpy noanucaHY COBMECTHOTO MpUKa3a (PacHopsKEHUs1) HECKOJIbKUMU
JOJDKHOCTHBIMU JIMIAMHU WX MOJIMCU PAcHojliaraloT HUXKE TeKcTa (Ha 3 MEeXCTPOUYHBIX
MHTEpBaja) Ha OAHOM YpPOBHE WM OJHY IOJ APYTOM B IMOCJIEI0BATEIBHOCTH, IIPENY-
CMOTPEHHOM OPTraHU3aLlMOHHON CTPYKTYpOU, HAIIPUMED:

Pextop KOY N.o. pexropa KHUTY — KA1

NnoONuUCh UHUYUATIBL 95CZMI/UZL!}Z NOONUCD UHUYUATIbI QbCZMZ/UZM}Z

[Ipu moanucaHum TOKYMEHTa HECKOJIbKUMH JOJDKHOCTHBIMU JIMIIAMH UX MOJINCH
pacrnoJiaraloT OJIHy IMOJ JAPYroill B MOCIEAOBATEIbHOCTH, COOTBETCTBYIOUIEH 3aHUMAae-
MO# aoipkHOCTH. Ha Bcex aK3eMIuisipax MOJANUCH PYKOBOJIUTENEH AOKHBI OBITh MOJ-
JUHHBIMU. B HanMmeHoBaHue NOKHOCTH pekBu3uTa «lloanuce» AOMKHO OBITH BKITIO-
YeHO HauMMEHOBaHHWe opranusauuu. Cienyer y4ecTb, 4TO HMOJIUCHIBAETCS CTOJIBKO K-
3EMIUIIPOB JOKYMEHTA, CKOJIBKO OPraHM3alliii y4acTBOBAJIO B €ro co3naHuu. Kaxupii
NOJANKUCAHHBIN JK3EMIUISAP SBISETCS MOJMJIMHHUKOM M XPaHUTCS B JielaxX OpraHu3aluii-
YYaCTHHUKOB. DK3EMIUIIP COBMECTHOIO JOKYMEHTA C BU3AMM COTJIACOBAHUS XPAHUTCS B
JieJIax OpraHu3aliy — MHULMATOPA CO3aHUs JOKYMEHTA.

Bus3zwvl coznacoseanus ookymenma. OpopmiieHHE BU3 COBMECTHOIO MpHUKasa (pac-
MOPSIKEHMSI) OCYIIECTBIISIETCS] HA OTACJIBHOM JIJISl KKJI0M OpraHu3aliy JIMCTE COriaco-
BaHUs, IPU ITOM HAUMEHOBAHMS TOJXKHOCTEN JIUL, BUBUPYIOMIMX MPUKA3, YKa3bIBAIOTCS
cJieBa OT UX MHUIMAJIOB U (DaMUIIUN.

CornacoBanue MpOEKTa COBMECTHOI'O MPHUKA3a OCYIIECTBISIET CTPYKTYPHOE MOJI-
pazzieneHue, OTBETCTBEHHOE 3a MOJATOTOBKY MpOEKTa MpHukas3a. BuzupoBaHue npoekrta
MpUKa3a MPOU3BOAUTCS KAXKIOH CTOPOHOW Ha BcexX dK3eMIuripax (popma npejcraBiicHa
B IpuIokeHuu 21).

4.1.3. Pacnopsasicenue

Pacrniopsbkenue — pacriopsIuTeNbHbIA JTOKYMEHT, U34ABAEMBIA PEKTOPOM, MPO-
pekropamu KOV 1no Tekymum onepaTuBHBIM BOIIPOCAM.

PacnopsbkeHust B OTIIMYME OT MPUKA30B HE COAEPKAT MPEANHMCAHUN, HOCAIIUX
HOPMATUBHBIA Xapaktep. PacmopsbkeHuss u3garorcs Ajid: OOBABICHHUS BBIXOJHBIX H
Npa3IHUYHBIX JHEH, pacnpeneneHus ayauropuii B KOV, ycTaHOBIEHHS] CTOMMOCTH 3a
oOyuenue u T.1m. [ToarotoBka u odopmiieHHE pACTIOPSHKEHUN MPOBOAUTCS MO TEM KE
npaBuiiaM, 4TO MOJArOTOBKa M odopmieHue npukasza. OOpaszel pacrnopspKeHHUs MpUBe-
JIeH B MPUJIOKEHUU /.

[IpopekTopsl, AekaHbl (PaKyIbTETOB U AUPEKTOPA WHCTUTYTOB MOTYT U3JaBaTh
PaCIOPSKEHHUs 110 HANPABJIECHUIO AEATEIBHOCTH. JlaHHBIE TOKYMEHTBI TaK/KE MOJIEKAT
perucTpanuu M paccbUike ¢ ucnosbzoBaHueM COJl «OnextponHoe I[IpaBUTENLCTBOY
OTBETCTBEHHBIMU 32 JEJIONPOU3BOACTBO B IMPUEMHBIX IPOPEKTOPOB, NEKAHATAX U JIU-
PEKLMSIX UHCTUTYTOB. OpUTHHAIIBI PACHOPSKEHUN MMPOPEKTOPOB, JEKAHOB M JAUPEKTO-
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POB MHCTUTYTOB XPAHSTCS B MOJIpa3JeieHUsIX C MOCIENYIONeH uX nepenayeii B apxuB
K@YV, B coorBercTBUM ¢ HOMEHKIIaTYpOH JEd.

4.1.4. Ilpomoxkon

[IpoTokosm — AOKYMEHT, B KOTOpOM (HUKCHUPYETCS X0 00CYKJIEHUSI BOIPOCOB U
IIPUHATHS PEIICHUN HA 3aCENaHUAX KOJUIETHANIBHBIX opraHoB KOV, nuccepraumoHHbIX
COBETOB, KOH(EpeHIUIX, CoOOpaHusX MpodeccopCKO-MPeno1aBaTeIbCKOr0 COCcTaBa U
aCIMPaHTOB, PEKTOpaTaxX, aJIMUHHCTPATUBHBIX COBETaX, padOYMX COBEILAHUSAX, JENIO0-
BBIX BCTpEYax, SKCIEPTHBIX KOMUCCHUM U T.[.

IIpOoTOKON COCTaBISAETCS HA OCHOBAaHWMU YEPHOBBIX 3aIIMCEH, CTEHOIPAMMBI WM
3BYKO3alUCH XoAa OOCYXJIEHUS BOIPOCOB U TPHUHATHS PEIICHUH Ha 3aceaHusiX, a
TAK)K€ IPEJICTABICHHBIX TE3UCOB JIOKJIAJ0B U BBICTYIUJICHUH, CIIPABOK, IPOEKTOB pelle-
HUM U JIp.

TekcT npoTOKOJa JOJKEH OBITh MOJATOTOBJIEH U COTJIACOBAH HE MO3HEE, YEM Ye-
pe3 2 THsI co JHS 3aceIaHusl.

[TopsimoKk MOJATOTOBKH, PACCHUIKM U XPaHEHUs MPOTOKOJIOB 3aCEIaHUl OIPEACIICH
Pernamentamu paboTbl KoyernaibHbIX opranoB KOV, skcnepTHbix komuccuit, [1omo-
xenuem o0 YK, kondbepenuuii, u T.1.

OTBETCTBEHHOCTH 32 MOATOTOBKY, PACCBUIKY U XpaHEHUE MPOTOKOJIOB 3ace1aHui
C Y4aCTHUEM PEKTOPA HECYT COTPYIHUKHU IPOTOKOJIBbHOrO otAena Y K.

[Ipotokonsl odopmisitorcs Ha obmiem Onanke KDY, u comepxkar ciemyroniue
PEKBU3UTHL: BUJ JTOKYMEHTA; BUJ 3aCE€IaHMsI, COBEIIAHMS; MECTO COCTABJIEHUS MPOTO-
KoJ1a (MecTo MpPOBEACHUS 3ace/laHus); J1aTa 3aceaHus, HOMep MPOTOKOja; TeKCT, MO~
IIVCH, BU3bl O3HAKOMJICHUSI.

Bun nokymeHTa — mpoTOKOJ — IedaTaeTcsl MPONMCHBIMU OyKBaMU B Pa3psIKy
HOJTY>KUPHBIM IIpUpTOM pazMepoM Ne 17 1 BbIpaBHUBAETCA MO LIEHTPY.

Bun 3acenanusi, coBeniaHusi — 3TO Ha3BaHUWE MPOTOKOJIMPYEMOTO MEPOIPHUSITHS
(coBemianue, 3acenanue, coOpaHue) 1 HAMMEHOBaHUE KOJUIETHAIIBHOTO OpraHa, padbora
KOTOpPOTO MpOTOKOoJupyeTcsa. Bua 3aceqanusi, CoBelanusi B IPOTOKOJIE PaCIoaraeTcs
0 LIGHTPY OTHOCUTENBHO PEKBU3UTOB OJIAHKA, OTNIESAETCS OT MPEIbIIYIIEro peKBU3UTA
2 MEXCTPOYHBIMH MHTEpPBAJIAMU, M€YATACTCS MOITYXKUPHBIM HIpUpTOM yepe3 1 uHTep-
BaJl U BRIPABHUBAETCS 1O LICHTPY.

MecTo nmpoBeneHus 3aceaHus yKa3plBaeTcs (Mpu HEOOXOAMMOCTH): y KOTO Mpo-
BOJMTCS COBEILIAHUE UM B KakoM MmecTe. [ledaraercs yepe3 2 MEKCTPOUHBIX HHTEpBAJIA
IIOCJIE PEKBU3NUTA «BUJ| 3aCE€HaHUs, COBEILIAHMS, OTAEIAETCS OT HErO JIMHEUKON U BBI-
PaBHUBAETCS MO LEHTPY.

Hata 3acenanus opopMiIsieTcs: CTOBECHO-IIM(PPOBBHIM CIIOCOOOM M TIeHaTaeTCsl de-
pe3 2 MEXCTPOYHBIX MHTEpBaja HWXKE Npeablaymero peksusura. Homep mpotokosa
o0o3HavaeTcs apaOCKUMHU 1uppami.

TexcT mpoTOKOJIa COCTOUT U3 IBYX YaCTEH: 6600HOU U 0cHO6HOU. BBOIHAsA YacTh
TEKCTa IPOTOKOJIA JOJHKHA MOKA3bIBATh:

— KTO PyKOBOAWII ITPOBEACHUEM IPOTOKOJINPYEMOTO MEPOIIPHSTHS;
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— KTO TMPUCYTCTBOBAJI Ha COBENIaHWM (3acellaHud, COOpaHMHM W T.I.) U3 4YHCIa
JOJDKHOCTHBIX JIMLI, BXOJSIINX B COCTaB KOJUIETHAIBHOIO OPraHa, MpOBOSALIETO COBE-
H[aHUE;

— KTO OBUT mpuriamieH (mpu HE0OXOAMMOCTH) Ha COBEIIAHWE M3 YUCIIA COTPY-
HUKOB KDV wnm u3 qpyrux opraHusanui;

— KaKue BOMPOCHI 00CYXIAINCh HA COBEILIAHUU.

Nudopmaiiis o0 pyKOBOAWUTENE COBEIIAHUS, CEKpeTape M MPHUCYTCTBOBABIIUX
BKJIIOYAET (PaMHJIMU M WHUIUANBI JOJKHOCTHBIX JIMII, YKa3bIBA€MbIE COOTBETCTBEHHO
nociie cioB: «IIpencenarensy, «Cekperapb», «IIpucyrcTBoBamm» (6€3 KaBbIUEK).

JUist i1, TOTIOJTHUTENBHO MPUTIIAIIEHHBIX Ha COBEIIaHUE U3 YUCia COTPYIHUKOB
K®VY, noMmuMo pamMuinum ¥ MHULUAIOB YKa3blBaeTCs 3aHMMaeMas JOJDKHOCTh, a AJis
CHELMAIMCTOB U3 IPYrMX OpraHU3alnii — JOJDKHOCTh M Ha3BaHue opraHu3anuu. Ceene-
HUS O JIMLAX MPUIJIALIEHHBIX HAa COBEIIAHNE MOKHO BKJIIOUYaTh B paznen «lIpucyrcrso-
BaJIM» WIH B ClIEUaNIbHBIN paznen «lIpurnamennusiey, HanmpuMep:

B TakuX KOJJIEKTHMBHBIX MEPONPHUATHAX, KAK COOpaHHE, HEPEIKO MPUCYTCTBYET
00JIBbIIIOE KOJIMYECTBO YYACTHUKOB, IEPEUHUCIEHNE KOTOPBIX BO BBOJIHOM YaCTH HELETe-
cooOpa3Ho. B 3TOM ciydyae cocTaBiisieTcsl OTACNbHBIA CIOUCOK MPHUCYTCTBOBABIIMX Ha
coOpaHuu, NpularaéMblii B JaJbHEHIIEM K TPOTOKOITY, HAIPUMED:

ITpunoxenue

K MPOTOKOJIY KOH(epeHIuH Ipe-
MoJaBaTeNeil, Hay4YHbIX COTPY.I-
HUKOB, IpPEACTABUTENEH IPYrux
Kareropuif paOOTHUKOB U 00Y-
yaromuxcs KOY

oT«___ » 200 r.Ne

CIINCOK
IPUCYTCTBOBABIIMX Ha KOH(MEPEHIINHU MperojaBaTeeii, HayqYHbIX
COTPYIHHMKOB, IPEJICTABUTEIIEH APYTUX KaTeropuii pabOTHUKOB U oOydaromuxcs KOY

OT «__ » 200 1. Ne
Ne @O CTpykTypHOe moapasje- JIuyHas moanuchL
n/n T JIeHHE, T0JIKHOCTD padoOTHHKA
1 2 3 4
CexkpeTtapb Jlnunas noanucey N.0. Gamunus

B camom IMPOTOKOJIC YKA3bIBACTCA TOJIBKO 06H1ee KOJIMYCCTBO IIPUCYTCTBOBAB-
IIMX CO CCBHIJIKOM Ha HpHHaFaCMbIﬁ CIIMCOK, HAIIPUMCP:

Ilpucymcmeosanu: 85 uen. (cnucok npunazaemcs,).

PaBILCJIBI «HpI/ICYTCTBOBaJII/I» u ((HpI/IFJIaHICHHBIC» HMEIOT 0Cc000¢e 3HA4YCHHUC, TaK
KaK HCIMMOCPCACTBCHHO BJIMAKOT HAa IOPUAUYCCKYIO CHUIIY JOKYMCHTA, IMOKa3bIBasd IIPpaBO-
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MEpPHOCTh TPOBEACHUS KOJUICKTUBHOTO MEpONpusiTHs. B 3THX pazmenax oTpaxkaeTcs
HaJu4KMe KBopyma coOpaHus (3acefqaHusi, COBEIAHUS U T.I1.) JOCTaTOYHOIO JIJIsl Hayasa
ero pabotsl. [Ipy OTCYyTCTBMY HOPMATUBHO YCTAaHOBJICHHOTO I JAHHOTO KOJUIETHATb-
HOTO OpraHa KBOpyMa IPOBEICHUE COOpaHUs HEIOMYCTUMO, TaK KaK €ro pereHus 0y-
IyT HETIPAaBOMEPHBHI.

CrnoBa «Ilpencenarensy, «Cekperapby, «l[IpucyrcrBoBasmy, «lIpurianieHabIe
M€YaTaTCs OT HYJEBOTO MOJOKEHUS MEeYaTaloUIero YyCTPOMUCTBA, OT 2-TO MOJIOKEHUS
CTaBAT THPE, (PaMIIINK MHUIITYT B IMEHUTEIHFHOM TA/ICKE, 3aTEM CTaBIT MHUITHATBL. Da-
MUJIMMA TIPUCYTCTBYIOIIMX M TPUTJIANIEHHBIX pacrojiaraloT B ajahaBUTHOM IOPSAKE U
neyaTaroT yepe3 1 MeXCTpOUYHBIN HHTEpBaI.

BBonHast 4acTh 3akaHUYMBAETCSl TTOBECTKOM JHSA. PaccMoTpeHHBIE Ha COBEIIAHUU
Borpockl, nepeuucisiores B pasnaene [IOBECTKA JIHS. Cnosa IIOBECTKA JIHSA
neyaTaroT OT HYJIEBOTO IOJIOKEHHUS MEeYaTarollero yCTPOMCTBA, MOCIE€ HUX CTABUTCS
nBoetoune. Borpocsl moBecTku JgHS HyMepyroTcsi. Kakapiii HOBBIM BOIPOC MedaTaroT
oT 1-ro nonoxxeHus: TadynsTopa. [lociaenoBaTeIbHOCTh PACIOI0KEHUSI BOIIPOCOB OMpe-
JEISIETCS CTETICHBIO UX BAYKHOCTH.

dopMyHpoOBKa BOMPOCOB MOBECTKH JHS JTOJDKHA HAYMHATHCS C TPEIJIOTOB «O»,
«o0». Hapsimy ¢ BompocoM ykasbiBaeTcss (pamuims AOKJIATIMKa W €T0 JOJDKHOCTD.
HanMenoBanve MODKHOCTH W (DaMIIIMIO JOKJIATIMKa JAlOT B POIUTEIBHOM ITaJIeKeE,
HaIpuMep:

IIOBECTKA J[HA:

1. O pazeumuu medxncoynapoouwvix cesseii. /[oknad oupekmopa Jlenapmamenma
sHewnux cesizeu 8 KOV Kpovinog A.A.

2. O nepexooe Ha Hosvlll pexcum pabomul. Coodbuenue HauarvHuka Ynpasienus
kaopoe lllaxuposoii J].111.

OcHnosHasi wacmv TEKCTAa MPOTOKOJA COCTOUT W3 PaA3JEIOB, COOTBETCTBYIOIIUX
MyHKTaM TOBECTKHU JHs. B mporokosie ucnonb3dyercs (GopMa H3JI0KEHUS OT TPEThEro
nvia MHOXeCTBeHHoro uwcia: Caymasnam, Beictynuiun, IlocranoBuiam (Pemmim).
OTH cJ0Ba MeYaTaT NPONUCHBIMU OYKBAMU KUPHBIM HIPU(TOM.

[Tepen cmoBom «Ciyiianmy CTaBsT HOMEp BOIPOCA MOBECTKM JIHS, MOCIIE - JIBOE-
Toune. @aMWINIO TOKJIAUMKa MMe4aTal0T B UMEHUTEIIBHOM MaZeke OT |-To monoXKeHus
MeYaTaroero ycTpoicTBa; nocie (GaMuiIuy CTaBAT WHUIMAJBI, 3aT€M THUPE U C TPO-
MMCHOM OYKBBI MUIIYT COJEPKaHKEe JoKiana B ¢hopme mpsimoit peun. CoaepskaHne BbI-
CTYIUICHMM M3JIaraeTcsi OT TPETHETO JIMIA €IUHCTBEHHOIO YMCIA: «OTMETHID», IOJ-
yepkHy». OCHOBHOE COJIEpKAHUE JOKJIAJOB U BBICTYIUICHUM MOMENIAETCA B TEKCTE
MIPOTOKOJIA WJIM Mpujaraerca kK Hemy. Eciau TekcT nokiana (BbICTYIUICHUS) 3aCTEHOTpa-
¢bupoBaH WM MIPEACTABICH AOKJIATIYMKOM B MUCHbMEHHOU (hOpMe, TO TIOCIIE TUPE TAKXKE
C TIPOTMCHOM OYKBBI MHUIITYT — «JIOKJIA]] pUjiaraeTcs» (B MPOTOKOJe 06€3 KaBhIYCK).

OOCy>XaeHuto JoKIaa MOTYT MPEIUIECTBOBATh BOMPOCHI K JTOKIAAYUKY, KOTO-
pbie BMeCTE ¢ oTBeTaMM BKJtovaroTcs B pazaen CJIYITAJIN. Tlepen 3anuchio Kaxkaoro
BOIIPOCA YKA3bIBAIOTCS MHULIUAIBI, PaMUIIHS U TOJKHOCT €r0 aBTOpa U CTaBUTCS TUPE.
ConepsxkaHue Borpoca ¢ MponucHou OykBbl B (hopme mpsimoit peun. [lepen dhopmymnu-
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POBKOM OTBeTa mnuiercs cioBo «OTBeT» (B MPOTOKOJIE — 0€3 KaBbIYEK), CTABUTCS THUPE
U 3aIIMCBIBACTCA OTBET B (popMe MpsiMOil pedn.

Xox obcyxaenus nokiana orpaxaercs B paszaene BbICTYIINIIN. Ilocne cnosa
BBICTVYIINJIN cTtaBUTCS JBOECTOYME.

@amMUINIO BRICTYNAKOLIETO NTUIIYT B UMEHUTEIBHOM MAJIeKe OT 1-ro moJIoKEeHUs
MeYaTaIoLIEro yCTPOMUCTBA, 3aTEM YKAa3bIBAIOT HHULMAJIBI U TOJKHOCTD BBICTYHAIOILETO,
CTaBSIT TUPE U CO CTPOYHOU OYKBHI MEYATAIOT COJCPKAaHUE BHICTYIUIEHUS B (hOpMe KOC-
BEHHOU pPEYM.

[Ipunsiteie pemenus coaepxarcs B paznene [IOCTAHOBUJIN (PEIINJIN). Ec-
JIU PENICHU HECKOJIBKO, OHM HyMepyloTcs apadckumu 1udpamu ¢ Toukoi. Kak npasu-
JI0, Ka)KJI0€ pelIeHHE CONPOBOXKIAETCS YKAa3aHUEM JIOJDKHOCTH, (PaMUINMK U MHUIIMAJIOB
OTBETCTBEHHOTO 3a €r0 BBIIIOJIHEHUE U COACPKUT CPOK UCIIOTHEHUS, HATIPUMED:

IIOCTAHOBHIIHU:

1. HoaroroButh npoekT HOBOrO IloJ10:xeHMsI 0 MepcoHase. OmeemcmeeH bl
— HauanbHuk Ynpaenenus kaopoe Hcpagunosa /I.11. Cpok — 19.11.2012.

2. O6cyautnb npoekt HOBOro Ilos0:keHust 0 mepcoHase Ha 3aceJaHUM PEKTO-
paTa B nepBoii Aekane aexkadps 2012 r. Omeemcmeennvlii — HayanbHuUK Ynpaeie-
Husa kaopoe Ucpagunoea /I.111.

[IpuHUMaeMble KOJUIETHATBLHO PEIICHUsI HEPEIKO TpeOyroT rojiocoBanus. B atom
cinyuae nocie pazaena [IOCTAHOBUWIIN yka3siBaercs «I'onocoBanue» wnn «I omoco-
Baju» (B MPOTOKOJIE — 0€3 KaBbIUEK) M MPUBOJATCS PE3YIbTaThl TOJIOCOBAHUS: €OUHO-
2/1aCHO WIIN 3a — ... , NPOMUS — ... , B030€PAHCATUCH — ...

dopmMa MOIHOTO MPOTOKOJIA IaHa B MPUIIOKEHUHA 8.

[TocTanoByieHue (pemnieHne) B TEKCTE MPOTOKOJA MevaTaeTcs MOJHOCThIO. JloKy-
MEHT, YTBEPKIA€MbIil KOJUIETHAIBHBIM OpPraHoM, Ipuiiaraercs K mporokoiy. Comepxa-
HHUE 0COO0r0 MHEHMS, BHICKa3aHHOT'O BO BpeMs OOCYKJIEHHUsI, 3aITUChIBACTCS B TEKCTE
MPOTOKOJIA TMOCIIE COOTBETCTBYIOIIETO MOCTAHOBJICHUS (PEIICHUS).

[IpoTokos moANMCHIBAETCS MPEACEAATENbCTBYIOMIMM Ha 3aCEIlaHUU U CEKpeTa-
pem. JlaTtoil mpoTOoKoOIa ABISAETCA AaTa 3aCeIaHusl.

[Iporokosiam mpucBamBarOTCsl MOPSAKOBBIE HOMEpPA B MpEAeiax KaJIeHAapHOTO
rofia OTAEIBHO MO Ka)XJI0W I'PYIMIIE MMPOTOKOJIOB: MPOTOKOJIbI 3aCEAaHUNA Y UEHOTO COBE-
Ta, TPOTOKOJIbl TEXHUYECKUX, HAYUYHBIX U SKCIIEPTHBIX COBETOB U JIP.

Homepa nocranoBnenuil (pemieHuit), IpuHATHIX Ha 3aCEJaHUSX, COCTOSAT U3 HO-
Mepa paccMaTpUBAaeMOro BOIPOCA B MOBECTKE JHA M MOPSIKOBOTO HOMEpa MOCTAHOB-
neHus (peleHusi) B mpeiesiax Bopoca.

Peuienusi, npuHSTHIE KOJUIETHAIBHBIM OPTraHOM, JOBOJSATCS 10 UCIIOJHUTENEH B
BU/I€ BBINKHCOK U3 MPOTOKOJIOB.

B kpamkux npomokonax nocje CuicKa NPUCYTCTBYIOIIMX WA MPUTIAIIEHHBIX
YKa3bIBA€TCsSl MOPSAIKOBBII HOMEP BOMNPOCA IO MOBECTKE JHS M I€YaTaeTcsl Ha3BaHUE
noknana. Ilocnenusis cTpoka Ha3BaHUS JOKJIAAa (MIYHKT MOBECTKH JIHA) MOTYEPKUBACT-
csl, U moj 4epToi (B ckoOkax) medyataroT (aMUJIUU BBICTYMAIOUIUMX B MOPSAKE UX BbI-
cTtymieHus. Ha3zBaHue Kaxaoro IOKJIaJa 3aKaHYMBAETCS MPOTOKOJIBHBIM PEMIEHUEM
WJIU TIOCTAHOBJIEHUEM.
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B nocraHoBis0IEH YacTH MPOTOKOJIA MOKET COJIEPKATHCS IMMYHKT 00 yTBEpKIe-
HUW KaKOTO-1H00 JOKyMeHTa. B 3TOM ciy4ae yTBEp»KICHHBIM TOKYMEHT MPUIaraeTcs K
MIPOTOKOJIY U UMEET CCHUIKY Ha €ro HOMEp U JIaTy.

B mpakTrke 4acTo MPUXOAMUTCS J€JaTh @bINUCKU U3 NPOMOKOI08. Brimucka u3
MIPOTOKOJIA COAEPKUT CIEAYIOIINE PEKBU3UTHI:

— BCE PEKBU3UTHI 3ar0JI0BOYHOI YaCTH MPOTOKOJIA: HAMMEHOBAHHUE OpraHU3allHH,
HanMmeHoBaHue Buaa nokyMenta (BBIIIMCKA 13 ITPOTOKOJIA), naty (nata 3acena-
HU), HOMEP MPOTOKOJIa (ITOPSIAKOBBIM HOMEp 3aCEeIaHMsI), MECTO COCTaBJIEHUS (MECTO
IIPOBEJICHUS 3aCeIaHMs);

— 3aroJI0BOK K TEKCTY;

— BCE PEKBHU3UTHI BBOJHOM 4acTH TekcTa npoTokoina: «lIpencemnarens», «Cekpe-
Tapby», «IIpucyrcrBoBanm», «[Ipurnamennsie», « [ IOBECTKA JTHS»;

— OTZICJIbHBIE PEKBU3UTHI OCHOBHOW 4YacTH TekcTa mpoTokona: «CIIYITAJIN»,
«I[IOCTAHOBUJINY, «I'onocoBaHue;

— PEKBU3UTHI OOPMIISIONICH YacTu MpOoTOKoJa: pekBU3UT «Iloanucky, BKIOUa-
romieii cioBa «Ilpeacenarensy», «Cekperapby, HHULMAIBI U (paMUINK TperceaaTeNns u
cekpetaps (0€3 UX JIMYHBIX MOJNUCEH, TaK KaK BBIMUCKU, KaK MPaBUIO, HE TTOANUCKHIBA-
FOTCSl IOJIJTMHHBIMU TIOATUCSMHU, a 3aBEPSIIOTCS CEKPETapeM); OTMETKY O 3aBEPEHHUH KO-
MTHH.

Takum 00pa3om, U3 COAEPKATEIBLHON YacT MPOTOKOJIa OepyTcsl TOINBKO TE dJie-
MEHTBI, KOTOPbIE HEOOXOIUMO JOBECTH JI0 CBEJICHUS 3aUHTEPECOBAHHBIX JOKHOCTHBIX
JIULI.

4.2. Opranu3auoOHHbIE JOKYMEHTbI

OpraHu3aiMoHHbIE TOKYMEHTBI — 3TO KOMILJIEKC B3aMMOYBSI3aHHBIX IOKYMEHTOB,
KOTOPBIC PErIaMEHTHUPYIOT JIEATECIbHOCTD, 3aaui U (YHKIIUU YUPEKISHUS, OpraHu3a-
ITUIO €ro paboThI, MpaBa, 00sI3aHHOCTH, OTBETCTBEHHOCTh CTPYKTYPHBIX TTOAPA3/IeIICHUM
W JOJDKHOCTHBIX JIUII.

CornacHo JEHUCTBYIOIIEMY 3aKOHOAATENIbCTBY B KDY u3naror cienyronme BUAbI
OpraHU3allMOHHBIX JIOKYMEHTOB: YCTaB, IMOJOXKEHUS, HMHCTPYKIIUU, IITATHOE pacruca-
Hue, [IpaBuiia BHyTpeHHET0 pacnopsiaka.

4.2.1. Buowl opeanuzayuouHwvix 00KYMEHMO8:

4.2.1.1. Yemas

YcraB - cBOJ NpaBuJl, PETYJIHPYIOIMINX JEATEIIbHOCTh OpraHu3alui, uX B3anUMO-
OTHOIIEHUS C JPYTUMHU OpPTaHU3AIUSIMU U TpakIaHaMHu, TIpaBa U 00A3aHHOCTH B cdepe
rOCy1apCTBEHHOM WJIM XO3AMCTBEHHOM AEATEIIBHOCTU. YCTAaB - CJIOKHBIM JIOKYMEHT,
CTPYKTypa M COJIep>KaHHE KOTOPOTO OMPENESIIoTCS caMuMH pazpadoTunkamu. Cam
TEKCT yCTaBa MNPEANPUSITUS MOKHO C HM3BECTHOM J0JIe YCIOBHOCTH Pa3JEiIUTh Ha
mecTh pasnesioB. OCHOBHBIE pa3/ieiibl TEKCTA yCTaBa:

1. O6mIHe MOJ0KEHUS,

2. [Ipuem B KOV,

3. ObpazoBarenbHas ACSITEILHOCTD;

4. Hay4Hasi 1 MTHHOBAITMOHHAs JE€ATEIbHOCTD,
5. Yopasnenue KOV,

6. O0yuaromuecs u paboTHuku KOV,
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7. IlogroToBKa W TMOBBIIIEHUE KBaTU(UKAIMU HAYYHO-TIEIarorMYecKux pa-
OOTHHKOB;
8. Dxonomuka KOV;
9. Y4er, 0OTYETHOCTH U KOHTPOJIb;
10. MexmyHapoHast ¥ BHEITHEAKOHOMHUYECKAs AesTEhHOCTh KDY,
11. Buapl 10KanbHBIX aKTOB PETYIHPYIOIUX eATebHOCTh KDY
12. Peopranu3zanus u nuksuaanus KOY.

YcraB KOV npunnMaercs KoHGEpEHIMEH HAyIHO-TIEarOTHIeCKUX PabOTHUKOB,
npenojaBareyiell U Ipyrux kareropuid paboTHUKOB U oOyyaromuxcsi KOV u yrBepxkna-
eTcs npukazoM MuHucTepcTBa oOpazoBaHus U Hayku Poccutickoit deneparuu (1anee —
Munobpuayku Poccun).

OcCHOBHBIE PEKBU3HTHI, BXOIA1THE B (GOPMYJISIp yCTaBa:

1. ykazaHue, 4TO yCTaB SABJISICTCS MPWIOKEHUEM K TpuKasy MuHOOpHAyKu

Poccuuy,

. Tpu(] YTBEPKACHUS;
. lata, HOMED;
. HA3BaHHE BUJIA IOKYMECHTA;
. Tpud OpUHATHS KOHPEPEHIUEH;
. IOJIMUCH PYKOBOJUTEIS;
. MECTO U3/1aHU4;
8. TeKcT.

4.2.1.2. Jlonoichocmuas uHcmpyxkyus

JIO/ZKHOCTHASI MHCTPYKIUA — OPraHU3AIllMOHHBIN JOKYMEHT UIMTEIBHOTO WIH
MIOCTOSIHHOTO CPOKa JIEUCTBHS, B KOTOPOM OIPEJIEICHBl HAYYHO - TEXHUYECKHE, (PMHAH-
COBBIE€ CTOPOHBI JEATEIBHOCTH JTOJKHOCTHBIX JIULL.

Ha ocHoBaHuU MOKHOCTHOM MHCTPYKIIMH pa3paldaThIBAETCS TPYIOBOM KOHTPAKT
¢ paboTHuKOM. TpyAOBOM KOHTPAKT U JOHKHOCTHAS WHCTPYKIIUS UCTIOIB3YIOTCS TIPU
pa3peiieHn KOH(MIUKTHBIX CUTyallud Mexay paboropaTeneM M paOOTHUKOM. Jlomxk-
HOCTHasi HHCTPYKIIUS pa3pabaThIBa€TCsl pyKOBOJIUTENIEM CTPYKTYPHOTO MOIpa3ie/IeHuUsI,
COTJIACOBBIBAECTCS B YCTAHOBJICHHOM TOPSJIKE U YTBEPXKAACTCS PEKTOPOM (KYypHUPYIO-
UM TTPOPEKTOpOM). OCHOBHBIE pa3zeiibl TEKCTa JOJKHOCTHON HHCTPYKITUU:

1. OO011e MOJIOXKEHHUS,

2. JIOmKHOCTHBIE 00513aHHOCTH,
3. [Ipaga;

4. OTBETCTBEHHOCTb.

B mepBom pazzene ykaspIBalOTCS 00JacTh MEATEILHOCTH CIIEIUATUCTA; TOPSIOK
€ro Ha3HA4YCHHS Ha JOJHKHOCTh M OCBOOOXKIIEHUS OT JOJDKHOCTH; KBAIU(DHUKAIIMOHHBIC
TpeOOBaHMsI; MOAYUHEHHOCTh CHEIMAINCTA, HOPMATUBHBIC JOKYMEHTHL. Bo BTOpOom
pasziene MEepeuncisioTesl KOHKPETHBIE BUABI PaOOT, BHITIOJHAEMbBIC CICIMAIUCTOM. B
TPEThEM pa3jielie YCTAHABIMBAIOTCS MPaBa, HEOOXOIUMBIE CIICTIHAIUCTY JIJIsl BHITIOJHE-
HUSI BO3JIOKEHHBIX HAa HEro o0si3aHHOCTEH. B yeTBepTOM paszzene ykas3bIBaeTcs, 3a UTO
KOHKPETHO HECET OTBETCTBEHHOCTh CIIELIMAIUCT.

PexBu3uThl hopmynsipa J0HKHOCTHON HHCTPYKIIUH:

1. HauMeHOBaHWE MUHUCTEPCTBA UJIU BEJOMCTBA;
2. HAMMEHOBAaHME OpraHu3alny;

~NOoO Ok wWwN
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. HANMEHOBAaHHE BUJA JOKYMEHTA;
. lata, HOMED;

. 3ar0JIOBOK B POJIUTEILHOM IMAJICKE;

. Tpu( yTBEpKIACHHUS,

. TEKCT;

. IOJIMUCh PYKOBOAUTENS MMOIPA3ACIICHHUS;

. BU3BL.

4.2.1.3. Ilonoyxcenue

ITos10:keHMe — 3TO MPABOBOM aKT, ONPEACIISIONINI MOPSAOK 00pa3oBaHus, 3aa4uH,
00513aHHOCTH, TIpaBa, OTBETCTBEHHOCTh U OPraHU3alUI0 PA0O0ThI CTPYKTYPHOTO MOApPA3-
JCJICHUSL.

[TonoxxeHue sBISIETCS CIOXKHBIM JTOKYMEHTOM. CTpyKTypa U coAep:KaHuE IOJ0-
KEHUS, KaK MPABUIIO, ONPEACIISIOTCS YUPEKICHUEM - PA3Pa00TUUKOM.

B K@V TekcT nonoxeHusi CTpyKTYpUPYETCS M0 pa3aenaM U noapaszaenam. Tekcer
MOJIOKEHUSI O CTPYKTYPHOM MOAPA3ACICHUU JOJKEH COIAEPKATh CICIYIOIIUE Pa3Aeibl
Y MOJIpa3aebl:

1.06wue nonosicenus. B qaHHOM paziesne oTpaxaercs clieayromnias HHGOpMarys:

1.1. Hacmoswee [lonoscenue onpenensieT MOPSAOK U YCIOBUS NESITEIbHOCTH
(Yka3bIBaeTCs HaMMEHOBaHUE ToApa3zeicHus) dheaepaibHOTO roCyapCTBEHHOTO aBTO-
HOMHOT'0 00pa3oBaTEIbHOTO YUpexkaeHUsl Bhiciiero oopazoBanus «Kazanckuii (Ilpu-
BOJDKCKUH) (penepanbHblil yHHUBEpcUTET» (nanee — KDY), spustomerocst CTpyKTypHbIM
noapazaencaueM KOV, 1.2. Buo nodpazoenenusn. YKa3pIBaeTCs BHJ TOJIpa3ICIICHUS B
COOTBETCTBUM C MEPBUYHON Kiaccudukaimeil moapasaenenuit B ctpykrype KOVY: oc-
HOBHOE, BCTIOMOTaTelIbHOE, 00CTy>KUBAloIIee, yIpaBlieHueckoe. Mecmo noopazoenenus
6 cmpykmype K@Y. Yka3pIBaeTCsl CTEICHb CaMOCTOSTEILHOCTH (000CO0IEHHOCTD) WIIH
B COCTaB, KaKoro 0oJiee KpyImHOTO MOApa3AesIeHUus] BXOJIUT TAaHHOE MOIpa3/IeICHHIE, €ro
MOTYMHEHHOCTH (JOJKHOCTH pykoBoautenss KOV, koropomy ono momguunsercs). 1.3.
Haumenosanue noopaszoenenus. Yxa3plBaeTcsl TMOJTHOE OQPUIIMAIBHOE HAWMEHOBaHUE
nojpa3eyeHus, OTPaXKEHHOE Ha TUTYJIbHOM JucTe. 1.4 .YKa3pIBalOTCS COKpAIICHHOE
opUIIMAIBHOE HAMMEHOBAHME. YKa3bIBACTCS MPUHAJICKHOCTh Oojiee KPYyMHOMY MOJ-
pazaenenuto. g noapasaeneHuii, KOTopble MPEACTABICHBI B CIIUCKAaX, NEPEUYHSIX, pe-
ecTpax U T.I. BHEITHUX OpPraHu3alui, ¢ 1eJbl0 UX OJHO3HAYHON MACHTU(UKAIIUU yKa-
3pIBaeTCa TmpuHaIeKkHOCTE KDY. 1.5. Jlokymenmovi, xomopvimu pykosoocmeyemcs
noopazoenenue 8 ceoell OesamelbHOCMU. YKa3bIBAIOTCS OOIME HOPMATHBHBIC AKTHI,
CHeIMaIbHBIE aKThl, OTPAKAIONTUE CICIU(PUKY ACATEIHHOCTH TOIpa3IeTICHUSs, JIOKAb-
HbIe HOpMaTUBHBIC aKThl KDV, maéTcs cehlika Ha MMPUKA3 O CO3JaHUU MOAPA3ACIICHUS U
HA MOJIOKEHUE O CTPYKTYPHOM mnozpasznesieHuu. [IpuHATO nepeuncnsaTe cHavana rocy-
JIapCTBEHHBIE TPABOBBIE U HOPMATUBHO-METOJNYECKUE IOKYMEHTBI, 3aT€EM OTPACIIEBBIC,
3aTe€M BHYTPEHHHE OpPraHU3alMOHHBIE U pacnopsauTeiabHble JoKyMeHTbl KOV (Ycras
K@YV, pemienuss Yuenoro Coeta KOV, pemnieHusi pekropara, npukasbl U pacrnopsixe-
HUSl peKTOpa, MpaBuiia BHyTpeHHero pacnopsaka KOY), a takxke Hacrosimee [lomoxe-
uue. 1.6. Hanuuue nevamu u Onaunxos. YKa3pIBaeTCs HaJW4YHE IledaTel, INTaMIIOB U
OytankoB moapazzaeneHus. 1.7. [loumosuviti adpec, adpec mecmononodxcerus. Y Ka3blBa-
ercst mouToBelid agpec KOV u aapec akTHueckoro MECTONONIOXKEHUS TIOIpa3IeIeHUSI.
1.8. Honamuiineni annapam. JlaHHBIN Topa3aesl OTpakaeT CHelraibHble TPodheccuo-

O oo ~NO Ol W
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HaJIbHBIC TEPMHHBI, a00pEeBUATYPHI U COKPAIICHUS WJIH TEPMUHBI, CMBICT KOTOPBIX MO-
KET OBITh TOHAT HEOJTHO3HAYHO.

2. Hasnauenue noopazoenenus. B maHHOM paszferne MOJOKEHUs OMMHMCHIBACTCS, C
KaKOW LIEJIBI0 CO3JaHO MOAPA3ICIICHUE, KAKYIO POJIb OHO UTPAET B AeATEIbHOCTH KDY
B I1eJIOM. B KOHIIEHTPHPOBAaHHOM BHU/IE OTIMCHIBAIOTCSI OCHOBHBIC 1IN TIOIpa3ICTICHUSI.

3. 3a0auu. B naHHOM pa3jiene ONMUCHIBACTCS, KaKUE JEHUCTBUS BBIMOJIHSIOTCS B
MOAPA3ACIICHUN ISl pealu3allii CBOETO MpeAHa3HaueHUs. DTH 3aJaddl JOJDKHBI I10-
CIIY’KUTh OCHOBOM JUIsI COCTaBJICHUS TOJDKHOCTHBIX WHCTPYKIIUNA pPAaOOTHHUKOB IOAPA3-
JICIICHUS.

4. Oynxyuu. B mTaHHOM pasfiene B JOTHYECKOH MOCIIe0BATeIFHOCTH U3JIaraloTCs
GbyHKIMY TOapa3IeieHus], B TOM YKClie IaHupOBaHue paboT, opraHuzamus padboT, Bbi-
MOJIHAEMbIE MOPA3ACIICHUEM B COOTBETCTBUU C €0 MpeJHa3HAuYCHUEM. JJaeTCsl BCECTO-
POHHSISI XapaKTEPUCTUKA €ro JeaTeabHOCTH. Onucanue QyHKIHUN J0HKHO OBITh TpaM-
MATHUYECKA U CTHWJIMCTHYECKH YETKUM (HE JTOMYCKAIOIIMM JBOSKOTO TOJKOBAaHUS WITU
HMCKOKCHHSI CMBICTIA) W OXBAaThIBaTh BCE (YHKIIMW, BBHITIOJHSEMBIC TOJpa3IeiICHUCM.
CocrtaB (yHKIMI TOpa3AeICHUs JOJDKEH pa3padaThIiBaThCsl MCXOAS M3 OOIIMX 3ajad,
T.€. 3TOT TOJIpa3/ieN YBI3bIBACTCS C HUMU TI0 COACPIKAHMIO.

5. Opeanusayuonnas cmpykmypa. B 1aHHOM pa3jiene OmMChIBaeTCS OpraHU3aIy-
OHHAS CTPYKTYpa MOAPA3ACIICHUS C YKa3aHUEM BHJIOB IMOTIYMHEHHBIX MTOAPA3ACICHAN 1
nputaraeTcs e€ cxema B BUC MPUIIOKCHHUS.

6. VYnpaenenue noopazoenenuem. B pgaHHOM pasjenie OMUCHIBACTCS CHUCTEMaA
yIPaBJICHUs TOAPA3ACICHUEM, B TOM YHCIIC YKa3bIBACTCS HAMMEHOBAHUE JIOHKHOCTH
PYKOBOJUTEIISA, TOPSIIOK €r0 HAa3HAYCHHS U OCBOOOXKIEHHUS OT JOJDKHOCTH, TOPSIOK
3aMEIIeHHs] PYKOBOJUTENS B TIEPUOJ] €0 OTCYTCTBUS, KBATM(DUKAITMOHHBIC TPeOOBaHUS
K JIOJDKHOCTH PYKOBOJUTEJS, TOTHOMOYHS U OTBETCTBEHHOCTh PYKOBOJMTEIIS, HAJTUIUE
OpraHOB CaMOYTPABJICHUS U KOJIJIETHAJILHBIX OpraHoB. B ciydae ecnu y pyKoBoaUTENS
MOJIpa3/ieJICHUs! €CTh 3aMECTUTEIHN, YKa3bIBAETCSI HAMMEHOBAHUE MX JJOJKHOCTH.

OTBETCTBEHHOCTh PYKOBOJAUTENS (HOPMYITUPYETCS B TEPMHHAX HETaTHBHOW OT-
BETCTBEHHOCTH, T.€. OTBETCTBEHHOCTbH 32 HAPYIICHHS, 32 HEUCIIOJIHCHUE WU HEHaJJIe-
XKaree UCTIOJTHEHUE 00s3aHHOCTEH | JIp.

Pazien comepuT mepeurcieHue OCHOBHBIX TO3HUIIUMH, TI0O KOTOPBIM PYKOBOJIH-
TEJb MOAPA3ICICHNS B COOTBETCTBUH C JICHCTBYIONINM 3aKOHOJATCIIBCTBOM HECET Tep-
COHAJIBHYI0 OTBETCTBCHHOCTHh 3a HECBOCBPEMCHHOC M HEKAYECTBECHHOE BBIMOJTHCHUE
MO/Ipa3/ieJIecHueM BO3JIOKCHHBIX Ha HETO 3a7a4 W (YHKIUN, UCIOJIL30BAHHUE MPENO-
CTaBJICHHBIX IPaB, OPTAHU3AIUIO €r0 PAOOTHI.

7. Compyonuxu (yxasvleaemcs HaumeHogsarue noopazoeienus). Illopsdox
pabompsl, oniama mpyoa, npasa, 06sA3aHHOCMU U OMEemcmeeHHoCMy. JJaHHBIN pa3aen
dbopMynHpyeTCs B CIASAYIONIEH PEIAKITUN:

«7.1. Compyonuku (ykazvléaemcs HAaUMeHO8aHUue NoOpaszoeietus) NPUHUMArOMCcs
Ha pabomy Ha YCI08UAX MPYO0B020 002080pd, NO NPEOCMABIEHUI0 (YKA3bl8Aemcsl
HAUMEHOBAHUE OO0JINCHOCMU PYKO8oOumens noopasoeienus), coaiacosannomy ¢ (Ou-
peKkmopom ¢punuana, oenapmamenma, UHCMumymada, OeKaHom @axyivmema, Npopex-
mopom) KDY.
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7.2. [eamenvHocmo, KeanuguxkayuonHvle mpebo8anus, npaed, 00A3aHHOCMU U
0MBEemMCmMEeHHOCMb  3a  OOJIHCHOCHHbIE HAPYUWIeHUs. COMPYOHUKO8 (YKa3vléaemcs
HAUMeHO8aHUe NOOPA30e/leHUsl) ONPedensitomcst O0JIHCHOCIMHBIMU UHCIPYKYUIMU.

7.3. HondxxcHocmuou oknao ycmauagnueaemcst 8 COOmeemcmeuu ¢ oopmou u cu-
cmemotu onjamsl mpyoa, npunamou ¢ K®Y. Onnama mpyoa compyonuxos (ykazvlea-
emcsi HauMeHo8aHue noopa30eieHus) Modxcem GKII0Uams 6 cebsl GblNIamvl CIMUMYIU-
pyrowe2o xapakmepa, OOniamvl, Ha0OAGKU, YCMAHABIUBAEMblE NPUKAZAMU PEKMOpa
KoYy.

7.4. Ilpooondcumenvrocms u pacnopsoox paboue2o OHsl, NOPAOOK npedocmasie-
HUSL BLIXOOHBIX OHell, OMNYCKO8 U Opyaue BONPOChl MPYyO08oU 0essmelbHOCMU COmpYO-
HUKOB (YKA3bl8AEMCsl HAUMEHOBAHUE NOOpA30eNeHus) pe2yIupyromcs Oeucmseyouum
3axonooamenvcmeom Poccuiickoii @edepayuu, Ilpasunamu enympenune2o pacnopsaoxa
K®YV u unvimu noxanonovimu akmamu KQOY.

7.5. Compyonuxu (ykazvieaemcs HAUMeHO8aHue noopasoeiieHus) Hecym omeen-
CMBEHHOCMb 3a pa3elauleHue OXPaHAemMol 3aKOHOM MAUHbl (CIYHCeOHOl, KoMMepye-
CKOU, YKOHOMUYECKOU), paseiauieHue nepcoHailbHblX OAHHbIX pAOOMHUKO8 8 COOMBen-
cmeuu ¢ 3akoHooamenscmeom Poccutickoii @edepayuetiy.

8. Ilpasa pyxosooumens. B 1aHHOM pa3zesnie OMUCHIBAIOTCS MTpaBa PyKOBOIUTEINS,
BBITEKAIOIINE W3 COBOKYITHOCTH 3aaad, GYHKIWA W HAMPABICHUHA ACATEIHHOCTH TOJ-
paszeneHus, 3aKpeIUICHHbIE TODKHOCTHRIMU HHCTPYKITUAME, a TAKXKE JOTIOTHUTEIHHBIC
npaBa, KOTOPHIMU PYKOBOIUTENb MOApA3/ICICHUs HAACNICH /JIsi HCIOJHEHUS CBOUX
MOJIHOMOYH, BKIIOYAs JEJIeTHPOBAaHHBIE HA OCHOBAHUM JOBEPEHHOCTH PEKTOpa TOJI-
HOMOYHSI.

9. Obszannocmu pykosooumens. B 1aHHOM paszjiese ONMMChIBAIOTCS 00sS3aHHOCTH
PYKOBOIUTEIIS TTOAPA3JICTICHUS, OTPEEISIONINE €ro JOIKHOCTHYIO HHCTPYKITUIO.

10. Jenonpouszsoocmeo Omoena. Jlanuwiii pazaen GOpMyIUpyeTcs B CIICIYIOMICH
pEeAaKInu:

«10.1. [{enonpouzeoocmeo 6 Omoene sedemcs 6 coomeemcmeuu ¢ Homenknamy-
poti oen KOV u Hncmpykyueii no oenonpouzeoocmayy.

11. Bzaumooeiicmasue ¢ opyeumu noopazoenenusmu. Paznen onuceiBaeT B3auMO-
NENUCTBUE CO CTPYKTYPHBIMH noapazaeneHusamMu KOV, opranuzanusMu U ydpexacHu -
MU B paMKaX pa3JIMYHBIX (OpM IO BOIpOCaM JIEATEILHOCTH CTPYKTYPHOTO TIOJIpa3ie-
JICHUS, €CJIM 3TO HEOOXOJWMO JUIS PEIICHUsS 3a/iad M BBHINOJHEHUS (DYHKIUH, BO3JIO-
KEHHBIX Ha TOJIpa3JieJICHUE.

12. Buecenue uszmenenuti. JlaHHBIA paznen QGopMyIHUpyeTcss B CIEAyIOIIEH
pEeNaKInu:

«12.1. Buecenue uzmenenuii u OONOJHEHUL 6 HACMOAWeEe NONONCCHUE O
(VKa3vleaemcs HAUMEHOBAHUE NONONCEHUS) OCYWECmEIaemcs nymem Hnoo20moeKu
NPOEKmMa NONONCEHUsI 8 HOBOU pedaryuu (YKazvléaemcs HAUMEeHO8aHUe OO0JIHCHOCMU
PYKOBoOumens noopazoeieHus).

12.2. Hacmosuwee nonodcenue moodicem Obimb UMEHEHO U (Ulu) OONOJHEHO 8
caydae 88edeHus 8 Oelicmeaue:.

HOBbIX 3aGKOHOOAMENbHLIX U HOPMAMUBHBIX AKIMO8, 3AMPAausaroujux C80UMU Oeli-
cmeusamu pabomy (YKaszvleaemcs HAUMEHO8AHUE NOOPA30eNeHUs);
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NPUKA308, PACNOPSNCEHUll U Opyeux JOKAJIbHbIX aKMO8, YVMEEepIHCOEHHbIX
pexkmopom K@Y, komopwie uzmensirom u (uiu) OONOIHAIOM 0essmelbHOCHb (YKA3bl8aemcsl
HAUMEHO8AHUEe NOOPA30eIeHUs) ».

OcHoBaHuEM I BHECCHHS M3MEHEHUH U JOTOJHEHUH MOTYT OBITh M3MECHCHHUS
ycnoBul aesarenbHocTH KOV B nemom, BKIIOYas M3MEHEHHsI YCTaBHBIX JOKYMEHTOB,
M3MEHEHUS MOpsAAKa (MHAHCUPOBAHMS OTACIBHBIX BHUIOB WM HAMPABICHUN NESTEIb-
Hoct KOV u ero nonapasaeneHnii, U3MEHEHHUE 3aKOHOIATEIIbLCTBA; U3MEHEHUE OPTaHHU-
3allMOHHON WM (PYHKIHOHAIBHON cTpyKTypbl KOV, uzmenenune GyHKIui moapassie-
JICHUSI U UHBIX OCHOBAHHM.

13. Paccovinka. Jlannbliii pazaen popMyaupyercs B Caeayroel peaakiuu:

«13.1. Hacmoswee I[lonooxcenue o cmpykmypHoM noOpazoeneHuu noonieicum
0053amebHOLL paccoliKe, KOMOPYI0 ocywecmeniem Ynpasienue 0OKyMeHmMoobopoma
u xoumpons (oanree — YIIK) 6 nopsaoxe, onpedenennom Hucmpykyueii no oenonpous-
800Ccma).

13.2. Hacmoswee nonodxcenue pazmewaemcss Ha 6eO-cauime (YKA3vbi8aemcs
HauMmeHosaHue noopazoenenus) eeb-nopmana KOYy.

14. Pecucmpayus u xpauenue. JlaHHbli paznen GOpMyIHpyeTCs B CIEIYIOMIEH
PEAKITNN:

«14.1. Hacmosuwee nonoscenue pecucmpupyemcs 6 VI[K. Opueunanvhwiii 2x3em-
nasap nacmosujezo Ilonoowcenuss xpanumces 6 V/[K 0o 3amenvl e2o HOGbIM 8APUAHMOM.
3asepennasn konus nacmoawezo llonodxcenus xpanumcs 6 cocmage 0OKYMEHmo8 op2a-
HU3AYUOHHO20 Xapakmepa (YKa3vleaemcs HAUMEHO8AHUe CMpPYKMYypHO20 noopa3sodele-
HUSL)».

15. Ilopaoox co30anus, nuxeuodayuu, peopeanHu3ayuu u nepeumerHosanus. JaH-
HBIN paszen GopMyITUpyeTCs B CIASAYIONMIECH PEAaKIUU:

«15.1. (Vkasvieaemcs naumenosanue cmpykmyprnoco noopazoenenus) cozoaem-
A, TUKGUOUPYEMCSl, PeOp2anHu3yemcs U nepeumeHosvieaemcs npukasom pekmopa K@Y
8 COOMBemcmeuU ¢ YCmaHo81eHHbIM HOPSOKOM.

Oc00EHHOCTHU ACATENbHOCTH 000COOICHHBIX MOAPA3ACICHUM

13. Dkxonomuka (yxkazvieaemcsi HaumeHo8aHue 000COOIeHHO20 NOOPA30eNeHUs).
[TopsiakoBeIif HOMEp pa3fena COOTBETCTBYET MPUHATON HyMepaluu B MOJOXKEHUSAX 00
000CO0JICHHBIX MOAPA3ICICHUSIX.

B nmanHOM pasjienie OMMCHIBAIOTCS OCOOCHHOCTH SKOHOMHUYECKOW JCSATEIBHOCTH
o0ocobnennbix moapasaeneHuit KOV. O0s3aTenpbHOMY BKIIIOUEHHIO B TEKCT pasiena
MOJIJICXKAT CJICTYIOIITNE HOPMBI:

«13.1. Pykosooumenw [loopa3zoenenus necem omeemcmeeHHOCHb 34 COXPAHHOCTb
u 9¢hghexmugHoe ucnonb306anUe UMYUECMBa, Haxo0AwWe20cs 8 noavsosanuu Iloopazde-
JIeHUsl.

13.2. Iloopa3zoenenue 68 pamrax 6vlOeeHHbIX 00bEMO8 PUHAHCOBLIX PECYPCO8 UMe-
em npaso nooasamv 3asa6KU HA NPUOOpemeHue 08UNCUMO20 UMYUWECmBd, HeoOX0OUMO-
20 0711 docmudicenust yeneu u 3aday [loopazoenenusi.

13.3. Cpeocmea om odesmenvrocmu lloopazdenenus, 8 mom uucie npuHocaweri
00X00bl 0esIMeNbHOCMU, CPEOCMBA NOHCEPMBOBAHULL U YEIEBbIX B3HOCO8 IOPUOUYECKUX
u Qusuyeckux Uy, 8 MOM YUCLe UHOCMPAHHBIX 2PAHCOAH U UHOCMPAHHBIX IOpUOUYe-
CKUX JIUY, Yene6020 Kanumaia nocmynarom nepeoHadaibHo 8 pacnopsxcerue KOY.
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B coomeéemcmesuu ¢ yuemnoti nonumuxou K@Y nazeanuvie cpeocmsea nocmynarom
6 nonvsosaunue [loopazdenenus u yuumoléaomcs omoeivbHo Ha banauce Iloopaszoene-
Hus. Ykazannvle cpedcmea ucnonv3yromces Iloopazoenenuem 0nsa oocmudicenusi yenetl,
paou Komopulx OHO CO30AHO.

13.4. Ucmounuxamu gpopmuposanus umywecmea Iloopasoenenus u ¢punancosozo
obecneuenus e2o 0esimenbHOCMU A8NAI0MCA:

— cpedcmea edepanbHoo 61dAHcema (cyocuouu);

— cpedcmaa, noaydaemvie Om OCYWeCmBIeHUsl PA3TUYHbIX U008 NIAMHbIX 00pa-
308AMENLHBIX YCIY2, TUYEHIUPYEMBIX 8 YCNAHOBIEHHOM NOPSOKe,

— 00X00bl OM BUO08 OeSIMENbHOCIU, NPUHOCAUUX 00X00,

— 000p0BO.IbHbIE NONHCEPMBOBAHUSL U Yeleble 83HOCHL IOPUOUHECKUX U (PUULECKUX
JUY, 8 MOM YUCTE 3APYOEIHCHDIX,

— Opyeue 3aKOHHble UCTMOYHUKU, HAnpasisiemvle HA obecneuenue OessmelbHOCmu
Iloopa3zoenenus.

13.5. @unancosoe obecneuenue lloopasdenenus ocyujecmensiemcsi Ha OCHOBAHUU
VMBEPIHCOCHHBIX 8 YCMAHOBIIEHHOM NOpsOKe 00beM08 (DUHAHCUPOBAHUSL, BblOENLeMblX
lloopa3zoenenuro uz cmemst pacxo0o8 cpedcmes ¢hedepanvbHol cyocuouU Ha KaieHoap-
HBLUL 200 NO KAAHCOOMY 8UDY PACX0008, NIAHA (DUHAHCOBO-XO3AUCMEEHHOU OesIMelbHO-
cmu u 6r0xcema Iloopazoenenus. Koppekmuposka cmem pacxo0os cpedcms ¢heoe-
PpanvHou cybocuouu, NIaHa QUHAHCOBO-XO3AUCMBEHHOU OesIMmeNbHOCmU U 010X cema
Iloopa3zoenenus npoussooumcsa K@Y 6 nopsoke, ycmano8ieHHOM 3aKOHO0AmMenbCmEoM
Poccuiickoti @edepayuu.

13.6. Iloopazoenenue camocmosmenvHo opmupyem 3as6Ky HA 6blOesieHUue emy
00beM08 huHancuposarus 0is 8e0eHUs. PUHAHCOBO-XO3AUCMBEHHOU O0esIMeIbHOCMU C
NPUNIOAHCEHUEM HeODXOOUMbBIX pACHemo8 U 0O0CHOBAHUS HA KANHCObLU (DUHAHCOBBILL 200.

13.7. Pykosooumenwv [loopazoenenus necem omeemcmeeHHOCMb 34 CBOEBPEMEH-
HYI0 opeanusayuto pabomul no noxyyenuro K@Y mpebyemvix nuyensuil (cepmugura-
moe, paspeuienuti) Ha ocyujecmeienue oeamenvhocmu Iloopazodenenus 6 coomeem-
cmeuu ¢ 3akoHooamenvbcmeom Pd.

13.8. Qunancosvie pezyromamol om 8e0eHUss NPUHOCAUUX 00X00 BUO08 Oesimellb-
nocmu lloopaszoenenus kounconuoupyromes K@V ona yeneii 6yxearmepckoeo yuema u
HAN02000J10J/CeHUsL 8 COOMBEMCMBUU C 3AKOHOOAMENbCMBOM U NOPAOKOM, YCHAHOG-
JIEHHBIM YuemHuou noaumuxou KoY.

13.9. @unancosvie pezyromamol desmenvnocmu lloopazoenenus onpedensomcs
0711 yenetl oyenku oeamenvhocmu Iloopasoenenus u pacxo008aHus 6 cOOMEEMCMEUU ¢
NOPsIOKOM, YCMAHOBIEHHbIM YuyemHou noaumuxoi KOV,

13.10. Iloopa3zoenenue moxcem nonyyams yenesvlie 0O1A2OMBOPUMETIbHBIE CPEO-
cmea, cpeocmea 2panmos U uHvle cpeocmed HenocpeoCme8eHHo, d MaKdice 6 nopsoke
gHympeHHux paciemos om K@Y 6 coomeemcmauu ¢ ymeepicoeHHou 8 ycmaHo81eHHOM
nopsioke cmemoti.

13.11. Iloopaszoenenue ucnonvzyem cpedcmea ¢hedepanvbHol cyocuouu u yeesvlie
cpedcmea, 6KI04Asi CNOHCOPCKUE, 8 CMPO2OM COOMBEMCMEUU C UX HAZHAYEeHUeM U
VMBEPIHCOCHHBIMU CMEMAaMU.

13.12. Iloopaszoenenue ucnonvzyem cpedcmea om 8edeHus U008 OesimenlbHOCHIU,
NPUHOCAUUX 00XO00, 8 HACMU PACXO008 20JI08HOU OP2AHUZAYUU 8 COOMBEMCMBUU C NO-
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PAOKOM, YCMAHOBNEHHbIM YuemHot noaumukol KOY.

13.13. Iloopa3zoenenue omseuaem no 06s3amenbcmeam, 8bIMEKAIOWUM U3 €20 XO-
3AUCMBEHHOU 0esIMENbHOCIU, OEHEeHCHbIMU cpedcmeamu 6 yacmu obszamenvcma 1100-
paszoenenus, Haxo0awumucs Ha paciemuom cueme lloopazoenenus, 3a UCKIIOUEHUEM
yenesvix cpedcms. Ilpu nedocmamouHocmu OeHeNCHbIX CPeOCm8 8blUeHA38aAHHbIE 001-
3amenvcmea Iloopazoenenusn ucnoansem K@Y ¢ nocnedyowum eo3mewenuem 3a cuem
cpeocms [loopazoenenus.

13.14. Iloopazoenenue 8 npedenax uMeowuxcs y Heco cpedcms Ha Oniamy mpyod,
8 Nops0Ke, YCMAHOBIeHHOM 3aKoHodamenbecmeom P, nokanvrvimu akmamu K@Y 06
oniame mpyoa, 8 pamKax, YCMaHo8IeHHbIX 008EPEHHOCMbIO, 8bl0aHHOU PyKkosooumenio
Iloopa3zoenenus, onpedensiem pazmepsvt 0OnIam u HA00ABOK, Npemuil U Opy2ux 8bINaaAm
CIMUMYTUPYIOUe20 Xapakmepay.

14. Yuem u omuemnocms. 11opsiAKOBBIN HOMED pa3iesia COOTBETCTBYET MPUHSITOM
HYMEpalluK B MOJOKEHUAX 00 000Cc00JIeHHBIX MoApa3neneHusax. JJanusiit pa3aen dop-
MYJIAPYETCS B CICAYIONMEH PEIaKITNN:

«14.1. Iloopazdenenue camocmosmenbHO OCYWeCmasem onepamusHsli oyxea-
MepCKUutl yuem, pyKo8oOCMBYCh (hedepasbHbiM 3aKOHOOAMenNbCmeom o Oyxeanmep-
CcKOM yueme, UHCMPYKYUel no 0yxeaimepckomy yuemy.

14.2. Iloopa3zoenenue ocywecmeisiem HAN0208bll yuem, UCNONHASL 00A3AHHOCD
20JI08HOU Op2AHU3AYUU NO YNIame HA0208 8 coomeemcmauu ¢ Hanoeosvim kodexcom
Poccuiickoii @edepayuu u yuemnoii nonumuxou K®OY.

14.3. Iloopa3zoenenus ocywecmensiem cCmamucmuyeckuil yuem, pyKo8oOCM8YsCh
3akonodamenvcmeom Poccuiickoti @edepayuu, Pecnyonuxku Tamapcman u yuemmuoui
noaumuxou KQY.

14.4. Iloopazoenenue ocywecmansiem ynpasieHYeCKuil yuem 0esmeibHOCmU 8 COo-
omeemcmauu ¢ mpebosanuamu, ycmaroesieHuvimu KOV,

14.5. @opma u nopsook eedeHus 06yXeanmepcKo2o, HAN0208020 ydemd, CPOKU
npedoCmasienuss OMmUemHOCMU YCMAHABIUBAIOMCS  OellCMEYIOuWUM 3aKOHOO0amelb-
CMBOM.

14.6. @opma, nopsdox u cpoxu npeocmasienus CMamucmuyecKou OmyemuHocmu
Pe2YIUPYIOMCA OP2aAHAMU  20CYOAPCMBEHHOU CMAMUCIMUKY U VYEmHOU NOJUMUKOLL
KoY.

14.7. @opma, nopsdok u cpoku npeocmasieHus ynpasieHieckou (6HympeHHell)
OMUemHOCMU YCMAHABIUBAIOMCS IOKANbHIMU akmamu KDY.

14.8. Byxeanmepckuil, Hano2o8wlll u cmamucmuyeckuti yuem 8 [loopazoenenuu e-
oemcs byxeanmepuell.

I'nasmnwiti Oyxeanmep HazHauaemcs Ha OOIHCHOCHb NO NPEOCMABLEHUIO OUPEKMO-
pa — a2naenoco byxeanmepa [enapmamenma Oyxeanmepckoz20o yyema u OmMuyemHoCcmu
K®YV, coenacoeannomy ¢ npopekmopom no punancosoii 0essmeabHOCmu.

14.9. Ocywecmenenue ynpasieHuecko2o yiema 6031a2aemcsi Ha OO0JHCHOCTNHBIX
auy Iloopazdenenus, obracmes OessmenbHOCMU KOMOPLIX COOMBEMCMEyem CmpyKmype
u npeomemy ungopmayuonnozo 3anpoca. Coomeemcmeyouue O00JIHCHOCHHbIE TUYA
Hasuauaromes pacnopsicenuem Pyxosooumens Iloopazoenenus.

14.10. Pyxosooumens Iloopazoenenus, e2o 3amecmumenu u 2ldGHbull Oyxeanmep
Hecym YCMAaHOBNeHHY0 3akoHodamenvcmeom Poccuiickou Dedepayuu oucyuniunap-



55

HY10, MAMEPUATbHYIO U Y20JI08HYI0 OMEENCMBEHHOCTb 3 HapyuleHue nopsoKa e0eHus
VUEmHbIX Onepayuti, CpoKo8 npeocmasietusl, UCKAXCeHUe 20CY0apCmeeHHOU OMYemHo-
cmu u enympennet omuemuocmu KOY.

14.11. Kowmponv Hao cobarooenuem QuUHaHCO80-X03AUCMBEHHOU OUCYUNTIUHBL
Ioopaszoenenus ocywecmensiemess K@V u coomeemcecmayowumu ghedepanvHulmu u pe-
CUOHANLHBIMU OP2AHAMU 8 NPEOenax ux KOMNemeHyuuy.

20. Ilopsook coz0anus, rukeuoayuu, peopeanuzayuu u nepeumenoganusi. Ilopsu-
KOBBI HOMEp pazjena COOTBETCTBYET MPHUHITOM HYMEpallMd B TMOJOXKEHUSAX 00
000co0NeHHBIX To/pa3feneHusX. Janubiid pa3aen GopMyaupyeTcs B Cleayromeil pe-
JAKIINN:

«20.1. Iloopazoenenue cozoaemcs, TUKBUOUPYEMCS, PeOPeaHU3yemcs U nepeume-
Hogvleaemcs npuxaszom pekmopa K@Y 6 ycmanosnennom nopsokey.

[TonoxeHue uMeeT CIeIyomue PeKBU3UTHI:
HaVMEHOBAHHE BBILIECTOSIIECH OpraHU3aluHy,
HaVMEHOBAaHUE OpraHU3alllH,

JlaTa U perucTpallMOHHBIN HOMED,

MecTo u3aaHus (ropon),

rpud yTBEpKIACHUS,

rpud «Ilpunsito pemenueM YdeHoro coBera» (y 000COOJEHHBIX MOApa3aese-
HUH),

HAaMMEHOBaHNE BHUJIa JJOKYMEHTA — MTOJIOKEHUE,

HAaUMEHOBaHUE CTPYKTYPHOT'O NOJIpa3IeIeHus,

TEKCT,

HOJIINCH,

rpud coriacoBaHusl.

HanMeHoBaHue opraHU3alMK MUIIETCS TOTHOCTHIO i1 000COOJIEHHOTO T0Ipa3-
JIEJIeHHs], KPAaTKO — JJIs1 HE000COOJIEHHOr0. Y Ka3bIBA€TCSl HA TUTYJIBHOM JIUCTE B JIEBOM
BEPXHEM YTIy.

PeructpanioHHbI HOMEp U JaTa yKa3bIBAIOTCS MOJ HAMMEHOBAaHUEM OpraHU3a-
[IMU HA TUTYJIBHOM JIUCTE B JIEBOM BEPXHEM YTIIy.

I'pud yrBepxaenus cocrout u3 ciosa «Y TBEPXIIAIO», yka3siBaemoro noy-
KUPHBIM IpUPTOM O€3 KaBbIUEK, JUYHON MOJIMUCU PEKTOpa M paciIuppoBKU K HEH.
Pacnonaraercs B BEpXHEM MIPAaBOM YIJIy Ha TUTYJIBHOM JIMCTE.

I'pud «lIpunsiTO pemenneM Y4YeHOro coBeTa» Iedaraercs moja rpudom yTBep-
XKICHUS OOBIYHBIM MIPU(PTOM ¢ yKa3aHHUEM COKpaiieHHOro HauMeHoBanuss KDY, natei
Y HOMEPA MPOTOKOJIA.

HanMeHoBaHME BHJa TOKYMEHTa — MOJOKEHHE — I€4aTaeTcsl B CEpEelMHE TH-
TYJIBHOTO JIUCTA.

HauyuHast co BTOpPOro JIMCTAa TEKCTa IMOJIOKEHUS, YKa3bIBAKOTCS BEPXHUN U HUXK-
HUN KOJIOHTUTYJIbl. BEpXHUI KOJOHTUTYJ COAEPKUT HAMMEHOBAHHUE MOJIOKEHUS, KOTO-
pO€ BBIPABHMBAETCS MO IIMPUHE CTPAHMIIBI U BBIMOIHIETCS C oauepkuBanueMm. Hruk-
HUUN KOJIOHTUTYJ COJAEPKUT HOMEP TEKYIIEH CTpaHUIIbl, pacrojaraeTcsi B IpaBoM yIiry
CTPaHMUIIBI.
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PexBU3UT MOANKUCH BKIIIOYAET HAUMEHOBAHUE IOJDKHOCTH, MECTO Ui MOJIKUCH,
WHUIHAAJIB ¥ (paMUITHIO JIWIIA TIOIIMCABIIETO ITOJIOKEHUE.

I'pu¢ cormacoBanmst coctouT U3 cinoBa «CoraacoBaHo», BKIIOYAET HAUMEHOBA-
HUE JOJDKHOCTH, MECTO JUIS TOAINWCH, UHUIHATIBI U (aMHIIUIO JIMIIA COTJIACOBABIIETO
noyioxxeHue. [leyaTaercst HIKe pEKBU3HUTA TOIIHCH.

Coanacosanue npoexkna noJlONCEeHUA

[IpoekT mosiokeHus: pa3padaTbiBa€T PYKOBOAMUTENb CTPYKTYPHOI'O MOpa3jelie-
HUSA, KOTOPBIA B JaJbHEUILIEM OCYHIECTBIIET €r0 COIIACOBAHUE C JOJKHOCTHBIMHU JIH-
namMu KOV B COJ1 «OnektpoHHoe [IpaBUTenbscTBoy.
[IpOeKT 1os0kKEeHUs COTIACOBBIBAECTCA C:
IIPOPEKTOPAMMU 10 HANIPABIICHUAM JI€SITEIIBHOCTH
Ha4yaJbHUKOM YNPABJICHUS KaJpOB
HAYAJIbHUKOM IOPUJANYECKOTO YIIPABICHUSA
HayaJbHUKOM YTIPABJICHUSI JOKYMEHTOOOOpPOTa U KOHTPOJIS.
Cpok pacCMOTpPEHHSI M COTJIACOBAHUS MPOEKTA MOJIOKEHUS JOJXKHOCTHBIMU JIH-
[[aMU YCTAaHABJIMBAETCS B MpeJIeNIax 3 JHEW C MOMEHTA €r0 MPEICTABICHUS.
CornacoBanne mnpoekra nojoxeHus B COJl «DnekrponHoe I[IpaBUTEnBCTBO»
OCYUIECTBJISIETCSL TOCJIE €r0 PacCMOTPEHMsI Ha peKTopaTe (s BHOBb CO3/1aBAEMBIX
CTPYKTYPHBIX IMOJIpa3/IeJICHU) U /WK Ha 3aceaHuu YdeHoro copeta KOV (mms Tumo-
BBIX IIOJIOKEHUU U IOJOKEHUU, PErIaMEHTUPYIOIIUX OCHOBHYIO J€STEIbHOCTE KDY
oTpaxeHHyo B YctaBe KOVY).

Paccmompernue npoexkma nonosicenus Ha peKkmopame

Ha pexropare paccMaTpuBarOTCA NPOEKThI IIOJOKEHUM BHOBb CO34aBAEMBIX
CTPYKTYpHBIX nojapasaenenuii KOVY.

[IpoeKkTsl MOJIOXKEHNI BHOBb CO3A4aBAEMBIX CTPYKTYPHBIX NojapasneiieHnii K@Y
IIOCJIE UX PACCMOTPEHUS HA PEKTOPATE, HAMPABJISAIOTCS HA COTIACOBAHME U MOANMCAHNE
B CO/] «Onektponnoe [IpaBUTEIBCTBOY.

IIpoeKThl MOJIOKEHUN CTPYKTYPHBIX MOAPA3ACICHUN, HE pacCMaTpUBAIOTCA Ha
3aceganun YueHoro copeta KOV u He yTBEpKIAIOTCA €0 pEIICHUEM.

Paccmompernue npoexkma noaoxcenus Ha 3aceoanuu Yuernozo cosema K@Y

Ha 3acenanun Yuenoro coera KOV paccmaTpuBaroTCs U yTBEPKIAKOTCS €T0 pe-
ICHUEM THUIIOBBIE MOJIOKEHHS U MOJIOKEHHS, PETJIAMEHTUPYIOIIME OCHOBHYIO JIESITEIIb-
HOoCTh KDV otpaxennyro B Ycrase KOV, nocne ux paccMOTpeHUs: Ha pEKTOpATeE.

[Tociie ux paccMoTpeHus U yTBEPXKAEHUS Ha YdyeHOM coBete KDY, monoxeHus
HaIpaBIIAKOTCA Ha coriacoBanue U yrBepxaeHue B COJl «OnexkrponHoe IlpaBurensb-
CTBO».
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YH/IGQD.WCOQHMQ NOJIOHCEHUA

[TonoxeHue 0 CTPYKTYpHOM NOJpa3JeiIeHUH, MPOIIEIIIEe MPOIEAYypYy COriaaco-
Banus B COJl «OnektpoHHoe [IpaBUTENBCTBO» MOIIMUCHIBAETCS €r0 PYKOBOAMUTEIIEM,
BU3UPYETCA HAYAIBHUKOM FOPHINYECKOrO YIPABJICHHS, IPOPEKTOPOM I10 aAMUHUCTPA-
TUBHOW paboOTe — pyKOBOAUTENIEM alapara 1 NepeJacTcss Ha yTBEPKIECHUE PEKTOPY.

[TonoxeHue BBOAUTCS B JIEUCTBHE C MOMEHTA €ro YTBEPKIEHHUS PEKTOPOM, HE
TpeOysl uM3AaHus mpukasza (pacnopspKEHUsi) O €ro YTBEPKIEHUHU, TaK KaK OHO MMEET
rpu¢ yTBEpKACHUS C IMYHOMN MOANKUCHIO PEKTOPA.

Buecenue usmenenuti u oonoanenun 6 llonoowcenue

BHecenue usmeHeHUM M ,Z[OHOJIHCHI/Iﬁ B IIOJIOKCHHUC, a4 TAKKC IIPHHATHC CTO B
HOBOU p€aaKiiiy OCYHICCTBJIACTCA ITYTCM IMOATOTOBKH PYKOBOAUTCIICM CTPYKTYPHOI'O
moapasaCJICHUA IIPOCKTA IMOJTOKCHHUA B HOBOH PCAaKINN B YCTAHOBJICHHOM ITIOPAIKC.

Paccoiika [lonoxcenus

[TonoxeHue noanexuT o0sA3aTeNIbHON pacchlike, KOTopyro ocyiectsisier Y /K B
aJpec pyKOBOASIIMX PAOOTHUKOB (IIPOPEKTOPOB, PYKOBOAUTENIECH aJIMHUHUCTPATUBHO-
YVIPABJICHUYECKUX MOAPA3ACIICHUNA, PYKOBOJUTENEH OCHOBHBIX, BCIIOMOTATENbHBIX, 00-
CITY>KUBAIOIIMX MOJIPA3ACIICHHUI) U COTPYIHUKOB Win nojpasaeneHuit KOV uepez COJ1
«InektpoHHOe [IpaBUTENBCTBOY.

[lonoxxeHue pasmeniaercs Ha BeO-caiiTe CTPYKTYpHOTO THoOJpa3iefieHus BeO-
noprana KOY.

Pecucmpayus u xpanenue Ilonoorcernus

[ToanucanHoe pekTopom nojoxkenue peructpupyercs B Y JIK u 3aBepsiercs rep6o-
BOU nevyaTbio. OpUTHHATIBHBIA YK3EMIUISP MOJI0KEHU XPAHUTCA B COCTABE IOKYMEHTOB
OpraHu3alMoHHOro xapakrepa YJIK 10 3aMeHBI €ro HOBBIM BAapHAHTOM. 3aBEpPEHHAs
KOMUSI TMOJIOKEHUSI XPAHATCSI B COCTAaBE JOKYMEHTOB OPraHU3AIMOHHOTO XapakTepa
CTPYKTYpPHOTO MOJPa3ICIICHUS.

4.2.1.4. Illmamnoe pacnucanue

IIITaTHOe pacnmucaHWe — 3TO OPraHU3ALMOHHO-PACIOPSAIUTEIBHBIN JTOKYMEHT,
KOTOPBIA OTPAXXaeT CTPYKTYPY OpPTraHU3alUM, HANMEHOBAHUE CTPYKTYPHBIX MOApA3/e-
JICHUH, JOJKHOCTH, CHEIUATBHOCTH, MPOPECCUU ¢ YKa3aHWEeM KBATM(PHUKAIIUU, CBE/IC-
HUS O KOJIMYECTBE MTATHBIX €AMHUIL, pa3MeEpPhl JOHKHOCTHBIX OKJIAJIOB M HaT0ABOK.

[ItatHOE pacmucaHue BKIIOYAaeT B ce0s Bce AomkHOocTH KDY, yncieHHocts co-
TPYJIHUKOB, JOJDKHOCTHBIE okianbl B paspese IIKIT m kBanmdpukanmoHHBIX YpPOBHEH,
BBITIJIATHl KOMIICHCAIIMOHHOTO XapakTepa W JApyrue 00s3aTeNbHbIe NOTIaThl U HAI0aB-
KU, YCTaHOBJIEHHBIC 3aKOHOJATEILCTBOM, HOPMATUBHBIMUA IIPABOBBIMU AKTAMU, COJEP-
KAIIMMU HOPMBI TPYAOBOIO NPaBa, KOJUIEKTUBHBIM JJOTOBOPOM, MOJIOKEHHEM 00 Orjia-
Te Tpyaa padotHukoB KOV, u npousBoanmMbie pabOTHUKAM, 3a4UCICHHBIM Ha IITATHBIE
JNOJKHOCTH YHUBEPCUTETA.
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CocraiieHue U KOHTpOJIb IITAaTHOrO pacnucanuss KOY ocymecTsisier otaen op-
raHU3aly TPyJla U PeryaupoBaHus 3apabOTHOM IJIaThl JAemapTaMeHTa Ol KeTHUpPOBa-
HUs, Ka3HAYEICTBA U PETyJIMPOBAaHUS OIUIATHI, B YACTH HAYYHBIX PAOOTHUKOB U HAYYHO-
BCIIOMOTATEJILHOTO NTEPCOHANa OCYIIECTBISET YIIPABICHUE HAYYHO-UCCIEN0BATEIBbCKON
NEATEIBHOCTBIO.

N3menenns B mratHoe pacnucaHne KDY BHOCATCS Ha OCHOBaHMM IIPUKA30B
pexkropa KOV, a Takxke ciaykeOHbIX 3alMCOK (MPEACTaBICHUI) PyKOBOAMUTENEH MOA-
pa3leNIeHUI C IOJOKUTEIBHOU PE30IIONHMEN PEKTOpPA WM IPOPEKTOPA KypUPYEMOTO
HaIlpaBJICHUS.

YTBepkKACHUE ITATHOTO PACIHCAHUS OCYIIECTBISAETCA PEKTOPOM WIH YIIOJIHOMO-
YEHHBIM JIOJDKHOCTHBIM JIMIOM (IIPOPEKTOPOM) IMyTEM H3JaHUs MpuKas3a (B CilIydae co-
3J1aHUsl, PEOPraHU3alli) WK HAHECEHUEM MOANNUCH PYKOBOJUTENS Ha OJIaHKE ILITAaTHO-
r'0 paclycaHusl.

YTBEpPKIECHHOE IITATHOE PACIIUCAHUE U U3MEHEHHUs K HEMY UMEIOT CTaTyC IIpUKas3a
1 He TpeOyIOT BBEICHHS UX OTAEIbHBIM NpHUKa3oM pekrtopa KOY.

4.2.1.5. Cmpyxkmypa

CTpyKTypa — OpraHM3allMOHHBIA JOKYMEHT, B KOTOPOM YKa3bIBAIOTCS BCE CTPYK-
TYpHBIE IOJIPA3ICIICHAS YUPEKICHUS.

JlaHHBIN TOKYMEHT cocTaBiisieTcs Ha Onanke KOV, nmoanuckiBaeTcst MpopeKTOpoM,
COTJIaCOBBIBAETCSl C AUPEKTOPOM — IJIaBHBIM Oyxrantepom [lemaprameHTa Oyxranrep-
CKOI'0 y4eTa U OTYETHOCTH, YTBEPKIAAETCA PEKTOPOM. MI3MeHEeH s B CTPYKTYypy BHOCAT-
Cs IIPUKA30M pPEKTOpa.

4.2.1.6. Ilpasuna enympenunezo pacnopaoka

IIpaBwia BHyTpeHHero pacmnopsiaka (nanee — IlpaBuna) — opraHu3alMOHHBIN
JNOKYMEHT, KOTOPBIM SIBISETCS JIOKAIbHBIM HOPMAaTUBHBIM akToM K@V, perimameHTH-
PYIOIIUM B COOTBETCTBUM C TpymoBbIM KojekcoM Poccuiickon denepanii U1 WHBIMH
dbenepaabHBIMU 3aKOHAMU

— TOPSIIOK NMpUEMa U YBOJIbHEHUS paOOTHHUKOB, OCHOBHBIE MpaBa, 00s13aHHOCTU U
OTBETCTBEHHOCTh CTOPOH TPYJIOBOT'O JAOrOBOpA, PEKUM pabOYEro BpEMEHU U BPEMEHU
OTJIbIXa, TPUMEHSIEMbIE K paOOTHUKAM MEpPbl OOUIPEHHS U B3bICKAHUS, a TAKXKE UHbIE
BOITPOCHI PETYJIIMPOBAHUS TPYIOBBIX OTHOLIEHUHN B KDY

— OCHOBHBIE MpaBa, 00SI3aHHOCTU CTYJEHTOB, CIylIaTesied, acCIUpPaHTOB, COMC-
KaTeseil, JOKTOPaHTOB, PEKUM UX 0O0YUEHHsI, OTJbIXa, IPUMEHSIEMbIE K HUM MEpHI 10-
OLLPEHUS M B3BICKAHUS, a TAKXKE HMHBIE BONMPOCHI OpPraHM3aluMy Y4eOHOTo Ipolecca B
K®dY;

— TpaBwWIa MOBEJCHUS A0UTYPUEHTOB, APYTuX rpaxkaaH B KOV.

[IpaBuna pa3zpabatsiBatoTcsi B cooTBeTcTBUM ¢ KoHcTuTynmeit Poccuiickoit ®dene-
panuu, IeMCTBYIOIIMM TPYAOBBIM 3aKOHOATEILCTBOM, 3akoHOM Poccuiickoit denepa-
muu «O6 oOpazoBanun», denepaibHbIM 3aKOHOM «O BBICHIEM U IOCIEBY30BCKOM
po(heCcCUOHATBHOM 00pa30BaHUMY, TIOJJ3aKOHHBIMY HOPMAaTHBHO-IIPABOBBIMU aKTaMH,
B TOM 4YHCJIe akTaMu MuHucTepcTBa 00pa3oBanus U Hayku Poccuiickoit denepanuu,
IIpuMepHBIMHA TIpaBWJIAMH BHYTPEHHErO0 TPYAOBOTO PACHOPSNKAa T'OCYIapCTBEHHOTO
00pa3oBaTeNbLHOTO YUPEKIEHUS BhICIIero oopazoBanusi, ¥ ctaBoM KOV u Komnektus-
HbIM 10r0BopoM KDV, [lonoxxenrneM 0 BHyTpHOOBEKTOBOM U MPOITYCKHOM PEXUME Ha
oo0bekTax KOV, nokanpupiMu aktamu KOV,
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ITpoekt IIpaBun pa3pabaTbiBaeTCsi KOMUCCHUEH, CO3JaHHON NPUKA30M PEKTOpa, U
IIPUHAMAETCS C yYETOM MHEHUS:

— pexropara KOVY;

— npodCcor3HOro0 KoMUTeTa paboTHUKOB KDV

— NpodCcor3HOro KoMuTeTa cTyieHToB KOV

— Yuyenoro coera KOVY.

IIpaBuna BCTymarOT B CHIIy C MOMEHTA UX YTBEPKIAECHUS pekTtopoM KDV u neu-
CTBYIOT 0€3 OrpaHWYeHHUs] CpoKa (0 BHECEHHS COOTBETCTBYIOIIMX H3MEHEHUH U JIO-
MTOJIHEHUM WM IPUHATHS HOBBIX [IpaBuin).

Bnecenne n3smeHnennii u nonoiaHeHnd B [IpaBuiia mpon3BOINUTCS B TOM K€ MTOPSA-
K€, UTO ¥ UX IIPUHSATHE.

4.2.1.7 /losepennocmup

JloBepeHHOCTHIO 0(OPMIISIETCS] MUCbMEHHOE YIIOJIHOMOYHE, BBIAABAEMOE PEKTOPOM
K@YV corpynnukam KOV niig npencraBuTenbCTBa NEPE] TPETBUMU JTUIAMHU.

Hacrosmas MHCTpyKIMs HE paclpOCTPAHAETCS HA Bblady JTOBEPEHHOCTEN Ha I10-
Jly4eHUE TOBAPHO-MaTEPUAIbHBIX LICHHOCTEM.

JloBepeHHOCTh OopMIIeTCs B TUCbMEHHOM BUje Ha Onanke KOV u pomkHa co-
JepKaTh:

- 1aTy ¥ PETUCTPALMOHHBIN HOMED;

- (pammnuro, UMs1, OTYECTBO U JIOJKHOCTD MTPEICTABUTES;

- IACIIOPTHBIE JAHHBIE MTPEICTABUTENS;

- IEPEYEHb NIOJITHOMOYMH, TEPENABAEMBIX ITPEACTABUTEINIO;

- IPAaBO HA MEPEIOBEPUE;

- CPOK JIEVICTBUS IOBEPEHHOCTH;

- 00paszer] NoJIMKUCH TTPEACTABUTEIS.

[Tpu odopmiieHNN TOBEPEHHOCTH Ha y4acTHE B TPa)KIaHCKOM WJIM apOUTPaKHOM
CYJIOIIPOU3BOJICTBE B COOTBETCTBUH €O CT. 54 I'pak1aHCKOr0 MPOLIECCYaTbHOTO KOJIEK-
ca PO u ct. 62 ApbutpakHoro mpoieccyaibHoro koaekca P® oTaenbHbIe TOTHOMOYHUS
pEeICTaBUTEIIS JOJHKHBI ObITh CIIEMaIbHO OTOBOPEHHI.

JloBepeHHOCTh ynocroBepsiercss pektopom KDY unm nuiom, BpeMEHHO HUCHOJIHS-
IOIIIMM €r0 00SI3aHHOCTH.

JloBEepeHHOCTh MOXKET OBITh BbIIaHA HA CPOK, HE MPEBBIIAIOLIUN TPEX JIET.

Ecnu cpok TOBEpEHHOCTH HE yKa3aH, OHA COXPAHSET CHIIy B TEUEHHUE rofa co JHS
€e yaocToBepeHus: pekropom KOV,

[IpoekT nosepenHoctu odopmisiercs FOpuanueckum ymnpasienueM KDY Ha oc-
HOBAHUU CIYXEOHOUW 3alMMCKU PYKOBOJIUTENSI CTPYKTypHOro nojapaszaeneuus KOV, c
MOJIOKUTENIbHON BU30M pektopa KDV (mpopektopa mo agMUHUCTPATHUBHON paboTe-
pykoBoautens anmnapara KOY).

B ciyxeOHOl 3anmucKe O BblAaue JOBEPEHHOCTH JOJDKHBI OBITh yKa3aHbl CIEAYIO-
LI1€ CBEICHUS:

- HE0OXOJAMMOCTb BbIAYH JOBEPEHHOCTH C YKAa3aHUEM OPraHOB M OPraHHU3aLNi, B
KOTOPBIX HEOOXOAMMO MPEICTAaBUTEIBCTBO;

-pamuus, UMs1, 0TYECTBO U JOJKHOCTh coTpyaHuka KOV

- aCMOPTHBIC TaHHBIE COTpYyIHNKA KDY

- IOJJHOMOYHS, IiepeaBaemble cOTpyaHUuKy KOV,
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- KOHTaKTHBIN Teae(oH.

Y nocroBepenHasa pexkropom KOPVY nosepennocts peructpupyercs B YK ¢ uc-
nonb3oBanneM COJl «OnexktponHoe [IpaBuTenbcTBO» M CKperuisieTcs: repOoBOi meva-
Tot0 KOY.

YJIK nepenaetr opuruHain gosepeHHoctd B FOpuandeckoe ynpasienue KOY, ko-
TSI JOBEPEHHOCTHU MOJAIINBAETCS B 1710 U XpaHuTcs B Y /K B cooTBETCTBMY C HOMEH-
KJIATypOU JIeJI.

Opuanueckoe yrnpapinenne KOV nepenaer opuruHain TIOBEPEHHOCTH MPEACTaBU-
Tento. [IpencraBurens pacnucbIBACTCS B MONYYEHUH OPUTMHANIA JIOBEPEHHOCTH HA €€
KOIIMHU, KOTOpas MOJUIMBAETCA B eJI0 U XpaHutcesa B FOpuaudeckom ynpasieHuun KOY
B COOTBETCTBUU C HOMEHKIIATYpOH JEI.

JloBepeHHOCTbh MOXKET ObITH OTMEHEHa mnpuka3zoM pektopa KOVY. VIK obecneun-
BAeT O3HAKOMJICHHE JIMIIA, Ybsl IOBEPEHHOCTh OTMEHEHA C Npuka3oM pekropa KOV o6
OTMEHE JJOBEPEHHOCTHU.

OpuruHan JOBEPEHHOCTH MOJJIEKHUT 00s3aTeIbHOMY BO3Bpaty B MOpuamueckoe
YIpaBJICHHUE JIMLIOM, KOTOPOMY OHa Oblila BbIJIaHA B CIy4ae:

— UCTEYEHHUs CPOKA JIEVCTBUSA IOBEPEHHOCTH;
— TPEKpallEHUs TPyAOBbIX OTHOHIEHUN ¢ KDY
— OTMEHBI IOBEPEHHOCTH.

KonTponb Haj ucnonHeHneM 00s13aHHOCTU MO BO3BPATy OPUTHMHAJIOB JOBEPEHHO-
CTEN OCYLIECTBIIIOT PYKOBOJAUTENN CTPYKTYPHBIX noapasaeneauit KOV, corpynankam
KOTOPbIX ObLIA BbIJJaHA JOBEPEHHOCTD.

KoHTposib HaJ UCHOIHEHHEM O0SI3aHHOCTH MO BO3BpPATy OPUTMHAJIOB JOBEPEHHO-
CTEM, BBIJJAHHBIX PYKOBOJIMTEISIM CTPYKTYpPHBIX noapaszaeneHnid KOV, ocymecTBusior
KYpPUPYIOILIHE POPEKTOPHI.

Opurunanel JOBEpeHHOCTEW XpaHATcA B OpuandyeckoM ynpaBiIeHUU B COOTBET-
CTBUH C HOMEHKJIATYPOU JIEJI.

4.3. UudopManinoHHO-CIPABOYHbIE JOKYMEHTBI
4.3.1. Akm

Axm — 3TO TOKYMEHT, KOTOPBIA COCTABJISIETCS U1l TIOATBEPKACHUS YCTAHOBIICH-
HBIX (DAKTOB M COOBITUN HECKOJBbKUMH JHIAMHU. AKTBI COCTABIISIIOTCS MO Pe3yJibTaTaM
PEBU3UN IEATEIBHOCTH KaK OPTaHU3ALMH B LIEJIOM, TaK U €r0 CTPYKTYPHBIX MOJpa3zie-
JIEHUA M OTHEIBHBIX JOJDKHOCTHBIX JIML, IIPU MpUEMeE-Tiepeaade e, NOATOTOBKHU J10-
KYMEHTOB K YHUUTOXEHUIO0, pUeMe 00BEKTOB B SKCIUTyaTallMIO U T.II.

B akre comepxkarca creayrolyue PEeKBU3UTHI: HAWUMEHOBAHWE OpraHU3aluHy,
HAaMMEHOBaHUE BUJA JIOKYMEHTA, JlaTa (JaTa akTUPYyeMOro cOObITHS), HOMEP, MECTO CO-
CTaBJICHUSA, TPU(P yTBEpKACHUS (TIPU HEOOXOAUMOCTH), 3ar0JIOBOK K TEKCTY, TEKCT, OT-
METKa 0 HAJIMYUU IPUIIOKEHUs (IpU HEOOXOAUMOCTH ), TOAINKCH, OTMETKA 00 UCTIIONTHE-
HUH TOKYMEHTA ¥ HAIIPaBJIECHUHU €T0 B JEIO.

AKT TIOANUACHIBAETCS JINI[AMH, TIPUHUMABIIMMU YYACTHE B €TI0 COCTABJIEHUH, ITPU
ATOM YKa3bIBaeTCs HE HAUMEHOBAHME JOJDKHOCTEW, a paclpeneieHue oOs3aHHOCTEH
MEK]ly WICHAMU KOMHUCCHUU: ITPEACENATENb, YWICHBI KOMUCCHUU.
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TekcT akTa COCTOUT U3 JIBYX YaCTeU: 8600HOU U KoHcmamupyrouiel. Bo 6600Ho1I
yacmu yKa3bIBalOTCS: HAMMEHOBAaHUE JOKYMEHTA, B COOTBETCTBUU C KOTOPBIM ObLIa 00-
pa3oBaHa KOMUCCHs, €T0 HOMED U JaTa; Wi HaMMEHOBAaHUE, AaTa U HOMEP JOKYMEHTAa,
HA OCHOBaHUH KOTOPOTO MPOBOJMUTCS PEBU3MS, MPOBEPKA; UM COOBITHE, (DAKT, MOCTY-
KUBILIME OCHOBAHUEM JIJIsl COCTABJICHUA aKkTa. /{arnee BO BBOJAHOW YacTU MEPEUUCIAETCS
COCTaB KOMHUCCHUU: TIPeJCeAaTeNb (I0OJKHOCTD, (haMUIIHSI, UHUIIUAIBI ), YWICHBI KOMUCCHH
(momxHOCTH, (haMUINU, WHUIKABI). DaMUINK YJICHOB KOMHCCHUU TIPUBOASTCS, Kak
MpaBujIo, B ali()aBUTHOM TIOPSIKE, HyMEPYIOTCS apaOCKUMU UPpaMu ¢ TOYKAMHU | TIe-
yaTatorcsa yepe3 1,5 unrepnaia. Bo BBOAHON 4acTH yKas3bIBAIOTCS TaKXKe JIUIA, HE SIB-
JSIOIIMECs YWICeHAMH JTaHHOM KOMHUCCHH, HO MPUCYTCTBOBABIINE MPHU MPOBEICHUU TIPO-
BEPKHU.

B xoncmamupyroweii yactu akta usnararoTcs IeJH, 3aJ1a4H, CYIIIHOCTh U Xapak-
TEp MPOBEICHHON KOMUCCUEH pabOThl; PUKCUPYIOTCS YCTAaHOBJICHHBIE (DAKThI, ETa0T-
Csl BBIBOJIBI O TOJYYEHHBIX pe3yibTaTaX U MPU HEOOXOJUMOCTH JAIOTCS MPEIJIOKEHUS
10 YCTPAHEHUIO BBISBIICHHBIX HEJIOCTATKOB.

TexcT akTa IPUHATO U3JaraTh OT TPETHETO JIMIA EAMHCTBEHHOTO YHCIa («KOMHC-
CHsl yCTAHOBHIIA» ).

AKT COCTaBIISIETCSI B TOM KOJMYECTBE IK3EMIUISIPOB, KOTOPOE OIpEAEIaeTcs Mo-
TPEOHOCTHIO 3AMHTEPECOBAaHHBIX JIUL. CBEIEHUS O KOJIMYECTBE IK3EMIUTIPOB aKTa U UX
MECTOHAXO0XJIECHUU MOMEIIAIOTCS B KOHIE TEKCTa Mepe] OTMETKON O HAIMYUU MPHUIIO-
*KeHus K akTy. OOpaszelr akta JaH B IPHIIOKeHUH 15.

4.3.2. CnyscedbHoe nucomo

Cnyorcebnvie nucbma — 0000IIEHHOE Ha3BaHHWE OOJBIION TPYIIBI YIpaBiIcHYE-
CKHX JIOKYMEHTOB, KOTOpBIE CITy>KaT CPEICTBOM OOIIECHUS C YUPEKICHUIMH U YaCTHBI-
MU JIUIIAMH, COOOIIIEHUS Yer0-HUOY/ b, YBEAOMIICHUS O YeM-HUOYIb.

CnyorcebHble nucbma TIPUMEHSIIOTCS ISl PEIICHNUsT MHOTOYMCIICHHBIX ONepaTHB-
HBIX BOIIPOCOB, BO3HUKAIONIUX B YIPABICHUYCCKON NEATECITLHOCTH, MIOATOMY CIIyKeOHas
MepenucKa BKIIOYAeT MHOKECTBO BHJIOB U PAa3HOBUIHOCTEH MHCEM: 3aNpOChl, npeoiio-
JHCEHUS, U3BeUjeHUsl, HANOMUHAHUSA, VY8EOOMIEeHUs, CONPOBOOUMENbHbIe U 2apaAHMULIHbLe
RUCbMA, NPULIAUIEeHUs, 3aKA3bl, 3AA6KU, NPemeH3uu v Jp.

Bce nmenoBbie mMMcbMa MOXHO pa3/IeUTh Ha KOHCTATHPYIONIUE CBEPITUBIIUNCS
(dakT ¥ nmpenBapsIONUIe BO3MOKHOCTh €r0 CBEPIICHUS. DTO NUCbMA-NOOMBEPIHCOCHUS,
AUCOMA-HANOMUHAHUSL, NUCbMA-Npedynpedcoenust, nucvma-ussewenus. OHn He TpeOy-
I0T OTBETA, HO UX HAJIMYNE UMEET IOPUIUICCKOE 3HAUCHUE.

Ectp muchma, KOTOphIE COMPOBOXAAIOT MaTepUaIbHbIC IEHHOCTH WU JIPYrUe
JIOKYMEHTBI, TAaK Ha3bIBAEMbIEC «COTPOBOJAUTEIILHBIEY.

[TrcbMO TOKHO COCTABIISITHCS TOJIBKO B TEX CIIyYasiX, KOTJa HEBO3MOXKHO peliie-
HUE BOIPOCa MPHU YCTHOM OOIIeHHUHU (CHSATHE BOmpoca 1o TenedoHy WIA B JIUYHOU Oe-
cene). O6pazelr nuchbMa MPUBEJICH B IPHIIOKEHUH 22.

Ecnu TekcT muchMa COCTOMT M3 JIByX ab3areB, TO MUChbMO HAadyMHAETCs OT 1-To
nosioxkeHus Ta-oyssaropa (1,25 cm.). Texer 6e3 ab3aieB MOKET NeyaTaTbCsl HEMOCPEI-
CTBEHHO OT JIeBOTO 1oJist (0T 0-T0 MOTI0XKEHHS Ta0yIsATOpa).



62

TekcT nmucpkMa MOXET BKIIIOYATh TPH CTPYKTYPHBIX 3JIEMEHTA: BBOAHYIO YacTh,
M3JIararollyro MOBO/JI /Il HATMCAHUSI TTMChMa; I0KA3aTebHYIO0 YacTh; 3aKIIOUYNTEIIbHYIO
9acTh, B KOTOPOU M3jaraercs nmpocrba, coraacue, oTkas v mp.

Bo3MoxeH oOpaTHbIi TOPSIIOK MOCTPOEHHUSI MHUChMA: 3aKIIOUUTENIbHAs 4acThb
MIPUBOJIUTCS TEPEN I0Ka3aTebHOW. DTOT MOPAJIOK XapaKTEpeH JAJIsl TUCEM BBIIIECTOS-
X OpPTaHU3aLHM.

Texcm mucbMa JOJXKEH OBITH MPOCTBIM, TO €CTh OCBEUIATh OJWH BOIPOC. ITO
VOPOCTUT TEXHUYECKHE OIepaIuu Mo oO0paboTKe MUChMa B YUPEKICHUU-TIOTydaTelIe
(ero peructpaiuio, KOHTPOJb, (OPMHUPOBAHUE B Ji€Jla) U YCKOPUT UCTIOJHEHUE JIOKY-
MEHTA, TaK KaK MpPH HAJIUYUU B MUCbME HECKOJBKUX BOIPOCOB CHUMAETCS KOMHS WIIU
YCTaHABIIMBAETCA OYEPEIHOCTh UCIOJHEHHS BONpocoB. [losTomy ecnu ¢ ogHum aape-
CaTOM HAJI0 PEIIUTh HECKOJIBKO BOMPOCOB, TO MO KAXKIOMY CJIEAYET COCTABUTh OT/AEIIb-
HbII TOKyMEHT. HecKoJIbKO BOIPOCOB M3JaratoTCs B OJJHOM MUCbME TOJIBKO B CIy4ae
UX B3aUMOCBSI3aHHOCTH.

Texcm muchbMa, KaK MPaBHIIO, COCTOMT M3 ABYX udacTed. CHayana yKas3bIBalOTCA
MIPUYUHBI, TOCIYXUBIIUE OCHOBAHUEM JUIsI COCTaBieHUs MuchMa ((aKThl, COOBITHUS,
CCBUIKM Ha JPYTue€ JIOKYMEHTBI), a 3aT€M HU3JIaraloTCsl BBIBOJBI, MPEITI0KEHUS, MPOCh-
OBI.

B nucemax cnegyer u3beratb KaTeropMueCKUX BBIPAKEHUN. DTO JOCTUTAETCS
BBOJIHBIMU CJIOBaMU U KOHCTPYKUHUEU: HO-8UOUMOMY, NO-NPEHCHEMY, KAK U3BECIHO, eC-
JIU BO3MOMNCHO U T.I1.

YBaxkeHUEe K ajjpecaTy MOMOTaloT BBIPA3UTh JECPUYACTHBIE 000POTHI: «BHUMA-
TEJIbHO PAaccMOTpeB Baim mnpennokeHus...», «TIATEIbHO W3yyuB Bamm 3ameua-
HUA...».

B kommepueckoll mepenucke MPUHSATO HCIMOIb30BaTh «(OPMYIIBD» BEKIUBOTO
oOpareHus ¥ BeXJIMBOTO 3aKJIFOUEHHUS JI0 U MOCJEe TEKCTa MMChMa, HAlTPUMED:

a) ediciusoe obpaujenue:
Veaoicaemvlii 2cocnooun oupexmop
Veaowcaemwiti 2cocnooun Heanoe U.U.
Yeaowcaemwviut bopuc [lemposuu
Veaowcaemvie 2ocnooa

YVeaoicaemvlie konneeu

0) sedcnueoe 3axnodeHue:

C ysaowcenuem

C bnazooaprocmoio

C Haodedcoou Ha coOmpyOHUUEeCmE0

[Tpu o6ocHOBaHWM EWCTBUI HUCIIOIB3YETCSl OTPAHMYCHHBIA HAOOp HAYaJdbHBIX U
3aKJIIOUUTENBHBIX CIIOBOCOYETAHUN U BbIpaxeHHi: «B mopsinke oOMeHa...», «B mops-
K€ MCKJIFOUEHHUS. ..», «B cBs3U...», «B COOTBETCTBUMU...» U T.II.

[IpuurHbI NPUHATHS PEIIEHUN TakKe GOPMYITHPYIOTCS C TOMOIIBIO AeeNpUyacT-
HBIX O0OpPOTOB: «YUYUTHIBas», «CUUTAs», IIPUHUMAs BO BHUMAHUE», «PacCMaTpUBasD,
«PYKOBOJICTBYSICb» U T.JI.
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Bce nuceMa MOXHO pa3fenuTh N0 PYHKIIMOHAIBHOMY MTPU3HAKY HA JIBE TPYIIIBL:
a) mICchMa, TPeOYIOIIHe MIChMa-0TBeTa; 0) MUChMa, HE TPEOYIOITNe MMChMa-0TBETA.

[Tucemo odopmisiercss Ha OnmaHke A muceM. VMmeer cienyroiine peKBHU3UTHI:
HaVMEHOBAHHE OpPraHU3ally, CIPABOYHBIE TaHHbIE 00 OpraHu3aluy, Ko OpraHu3aluu,
OCHOBHOW TOCYyJIapCTBEHHBbII peructpauuonusiii Homep (OI'PH) ropuauueckoro nuia,
UIEeHTU(UKAITMOHHBI HOMEP HAJIOTOIIATENIBIINKA/KO] IPUIMHBI TTOCTAHOBKY HA yYET,
JiaTa, perucTpalMOHHbIA HOMEp, CChUIKA Ha ucxoaamui Ne u naty, aapecar, 3aroioBOK
K TEKCTy (MpU COCTaBJICHWM MHUChMa Ha OnaHke popmara A4), mOANKHCH, OTMETKA 00
UCIIOJIHUTENIE, B COMPOBOJUTEIBHBIX MUChMAX — OTMETKA O HAJIUYHMM MPUIOKEHUHU, B
rapaHTUMHBIX MHUChbMaX — OTTHCK NEYaTH.

Ecnu nucemo Hanpasingercs B 4 agpeca u 0osee, ero cocTaBUTeNlb 00s13aH Mpe/i-
CTaBUTh CITUCOK HA PACCHUIKY.

Ecnu nuceMo SBIIETCS OTBETOM, COCTABUTENb YKA3bIBAET JATy U HOMEP WHHIIUA-
TUBHOTO JIOKYMEHTA, Ha KOTOPBIA OH OTBEYAET. DTOT PEKBU3UT MEPEHOCUTCS B OJaHK
Y3 UHUIUATUBHOTO MHUCHhMA MIPU OKOHYATETLHOM 0(OPMIICHUHU TMChbMa-0TBETA.

[To xapakTepy MH(pOpMaUU NUCbMa MOJPA3AEISAIOTCA Ha OOJBIIOE KOJIUYECTBO
Pa3HOBUIAHOCTEM.

ConpogooumenvHoe nucbMo — 3TO TOKYMEHT, KOTOPbIi MH(OPMHUPYET aapecara
O HANpaBJICHUU K HEMY MPUJIATAEMbIX K MUCbMY TOKyMEHTOB. COoCTaBiI€HUE CONMPOBO-
JUTEILHOTO MHUChMa JOMYCTUMO B TOM Cilyyae, €Cclii HeOOXOIWMO YTO-JIHOO0 pasbsic-
HUTH WU JOTMOJHUTH K MPUJIOKEHHBIM JOKYMEHTAaM: yKa3aTh CPOK HCIIOIHEHHS, 00b-
SICHUTb NPUYUHBI 3a/IEPKKHU, PA3bICHUTH CI0KHbIE MOMEHTHI U T.J. CONPOBOAUTEIBLHOE
MMCbMO COCTABIIETCS TAKXKE, €CJIM HAIpPaBIIIEMbI TOKYMEHT HE UMEET aJapecyolei
4acTu (HarpuMmep, MPH PACChUIKE OPTraHU3AIlMOHHBIX, HOPMATUBHBIX, PACIIOPSIUTEIb-
HBIX JIOKYMEHTOB) WJIM €CJIM HE0OXOAMMO 3apUKCHpOBaTh IMEpEYeHb HECKOJBKUX
HaIpaBJIIEMbIX JOKYMEHTOB.

Hauunarorcs nucema 3ton pazHoBUIHOCTH cioBaMu: «lloceuiaem», «Hanpasis-
em», «BosBpamaem», «lIpunaraem» u T.10., fanee yKa3bIBAIOTCS 3aroJOBKM U MOUCKO-
BbI€ MIPU3HAKM (AaTa ¥ HOMEP) HAMPaBIAEMOro J0KyMeHTa. OOBIYHO TEKCT COMPOBOHU-
TEIBHOTO MHChMa OYEHb KPATOK U HE UMEET CaMOCTOATENILHOTO 3aroyioBka. Hanpumep:

Hanpasnsem Bam na peyensuposanue pykonuco npoepammul Kypca « Opeanusa-
Yus UHPOPMAYUOHHO20 0DecnedeHUs: YNPABLeHUS.

lIpoepavmma npeononazaemcs Kaxk munosas Oas GbICUIUX YUeOHbIX 3a8e0eHull,
UMEIoWUX Cneyuanu3ayuu «MeHeodCMeHm» UlU «opeanuzayus ynpasieHusy. Omsvie
npocum npuciams 00 12 cenmsaops 2017 2.

Ipunooicenue: na 24 1. 6 1 3k3.

Bo Bcex ocTanbHBIX cllydasix, KOrja CONPOBOJUTEIbHOE MUChbMO HE HECET KaKOM-
60 nHpopmaIuu, OHO OYET JIUITHUM U HE JOJIKHO COCTABIISTHCA.

Iucoma — npuenawenus peuIaratoT agpecary NPUHATh y4acTHE B KaKOM-JIHOO
MPOBOAUMOM MeponpusiTuu. OHU MOTYT aJIpeCOBATHCSl KaK KOHKPETHBIM JIMIIAM, TakK U
yupexaeHusM. Yacto 3Tu nucbMa HauuHarotcs cinoBamu: «lIpurnamaem Bac npuHsaTh
y4acTue».

B HHX packpbIBaeTCsl XapakTep MPOBOJUMOTO MEPONPUATHS, YKAa3bIBAIOTCS CPOKU
IIPOBEJICHUSI U YCIIOBHSI YYaCTHs B HEM.

Hampumep:
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01-04 mapma 2017 o. Qunancosas axademus npu llpasumenscmee Poccuiickoti
Deodepayuu npoeoouUm MeHcOYHAPOOHbBIL CUMNOZUYM «A8momamu3uposannvle cucme-
Mbl MeCMUPOBAnUsL U UX pOJlb 8 yueOHOM npoyeccey. [Iisa yuacmus 8 CUMRO3UyMe Heoo-
xooumo nepeuucaums 800 pyb. 3a Kaxic002o0 y4acmHuka Ha pacyemmuvli cuem N ... 6
Qunancucm-oanKe U 8blCAAMb KONUIO NIAMENCHO20 NOPYUEHUsl CO CNUCKOM Y4aCmHU-
K08 6 Hawt adpec 0o 26.02.2007.

Llepewiii npopekmop U H. ©ypmanos

Hnpopmayuonnoe nucomo — coodIIaeT aapecary o KakoM-Iu0o (axkTe Uiud Me-
ponpustuu. Hanbonee 4acto ¢ moMoIip0 HHOOPMAITMOHHBIX MUCEM MPONAraHIupyoT
JeSTEIbHOCTh OpPraHu3aIui, U3JJaBaeMyI0 JTUTEPATYPY.

Pexnamnoe nucomo — pa3HOBUIHOCTH MH(POPMAITMOHHOTO MTUCHhMA, HAMPABIIAETCS
KOHKPETHOMY aJipecaTy U COJEPKHUT MOJAPOOHOE OMUCAHUE PEKIAMUPYEMBIX YCIYyT U
ToBapoB. ETo 1menp — moOyIuTh ajpecaTa BOCIOIb30BAThCS MPEIIaracMbIMHA YCITyTaMH.
TekeT Takux MUCEM OTINYACTCS KOHKPETHOCTHIO, YETKOCTHIO, TIOJTHOTOW WH(OpMAITHH.
B takux muchmax agpec wim TeinedoH OpraHu3aIliu-aBTOPa YKa3bIBAETCS OTICIBHO.

TTucomo-uzsewenue MO CBOEMY CTHITIO OJTM3KO K MAChMaM MPUTIIANIECHUSM U WH-
dbopmanroHHBIM TTHCbMaM. COCTaBISIETCS 1T KOHKPETHOTO aJipecara 1 Jalle BCEro sB-
nsieTcst oTBeToM Ha 3ampoc. Haumnaercs cinoBamu: «M3Bemaem», Coobmraem», «Crta-
BUM Bac B M3BECTHOCTHY» U T.II., JIaJiee U3JIaraloTcs Kakue-a1uoo (akThl.

Hanpumep:

Coobwaem, umo Baw 3axa3z npunam k ucnoanenuro 26.12.2013 u 6yoem evinoin-
HeH 8 MPEeXMeCAUHbIL CPOK C OM2PY3KOU KOHMEUHEPOM PABHbIMU NAPMUSIMU 8 AHEApe,
gespane u mapme 2014 2. Tounvie Oamvi omnpasku u Homepa napmuti 6y0ym cooduye-
Hbl OONOTHUMELHO.

Ecnu takoe nucbMo agpecyeTcss KOHKPETHOMY JIMILYy, B HEM yKa3bIBaeTcsi haMu-
JIUs, UMsI, OTYECTBO JIUIIA, KOTOPOMY OHO TIOCHIJIaeTCs.

llucomo-noomeepowcoenue — CONEPKUT COOOIIEHHE O TOJYYEHUU KaKOTo-TuOo
oTHpaBjeHus (MUChbMa, TeJIerpamMMbl, MEepeBoja, OaHAEPOU, TOBAPOB, LIEHHOCTEH U
T.11.). [ITcbMO MOKET moATBEpkKAaTh KaKoU-In00 (akT, nercTBue, TeaeOoHHbINH pa3ro-
Bop. HaunHaercs 3Ta pa3HOBHIHOCTH MUChMa CJIOBaMH, OOpa30BaHHBIMHU OT TJjIaroja
«ITOTBEPYKIATHY.

Hanpuwmep:

Iloomeeporcoaem Oonegoe yuacmue 6 cmpoumenbcmee AOMUHUCMPAMUBHOSO
30anus 6 201312014 2.2. 6 cymme 800 muic. donn. CIIIA.

WA

Iloomeepocoaem nonyuenue Bawux npeonodiceHuil, U3NONCEHHLIX & NUCbMe
M 01-03/623 om 14.01.2014. Pewenue Yuenoeo cosema 6yoem npuHsamo He nosoHee
14.02.2014 u coobwerno Bam.

Hampapienue Takux MuceM SIBISIETCS 00S3aTENhbHON YaCThIO JIETOBBIX OTHOIIIE-
HUil. CBOEBPEMEHHOCTh WX OTIPABKU TO3BOJISIET aApecaTy CHITh BOMPOC C KOHTPOIS U
UCKJTIOYAeT OTIPABKY UM MHCEM-HAITIOMHUHAHUH.

Iucomo-nanomunanue — COACPKUT yKazaHWE HA MPUOIMIKCHHUE WM HCTCUCHHE
CpOKa HCITIOTHEHUS KaKOTro-TH00 00s3aTeNbCTBA WU MTPOBECHUS MeporpusaTus. Takoe
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MUCBMO MOKET OBITh OCOOCHHO JAaKOHUYHBIM U COJEPKaThb OAHY 3aKIIOUUTEIIbHYIO
9acTb.

DTa pa3HOBUIHOCTH MHUCEM, KaK MPAaBUIIO, HAYWHAETCS clIoBOM «HamoMmuuaaemy.

Hanpumep:

Hanomunaem Bam, umo 6 coomeemcmauu ¢ 0ocogopom Ne 25 om 22.05.2013 Bui
00JIICHDL 3a8epuiums pabomy Hao pykonucvto yyeoHuka 0o 21.08.2013.

IIpocum Bac coobwums 0 cocmosiHuu pabomal.

WIn

Hanomunaem Bam, umo cpox nocmaexku 000py008anusi 8 COOMEEMCmeUu ¢
nucomom om 02.07.2013 Ne 036/24 ucmex 01.10.2013.

T'apanmuiinoe nucomo — TOKyMEHT, 00ECIICYMBAIOIINNA UCIIOTHEHUE U3JI05KEHHBIX
B HEM 00s13aTeNbcTB. B HeM anpecaTy oOBIYHO TapaHTUPYETCs OIlaTa WU MPEOoCTaB-
neHue 4ero-nubo (mecta pa®OThl, MPOBEACHUS HCCIACAOBAHUM W T.M.) DTH MHUChMa
UMEIOT TIOBBIIIEHHYIO MPAaBOBYIO (DYHKIIMIO, TIOATOMY M3JI0KEHHE TEKCTa JIOJKHO OBIThH
MIPEICITBHO YETKUM U SICHBIM.

Hanpumep:

IIpocum Bac nposecmu modepHuzayuio KOMnvlomepos UHCmumyma ¢ 00veouHe-
HUeM 6 cemb C 8blOeIeHHbIM (Dalli-CepeepoM.

Onnama eapanmupyemcs co cuema Ne... 6 Tamgonobdanke.

TN

Vuueepcumem 2omoe npumsame na cmadcuposky 08yx npenooagamenei UHCMu-
myma Ha cpok 08a mecaya. Cmadicepbl 00ecneuusarmces Huibem, Um Gblnaauueaencs
CcmMuneHousl 8 pazmepe MUHUMANbHOU 3apabomHOLU NIaMbl.

["apanTuiiHple TUChMA UMEIOT JBE MOAMKUCH (PYKOBOJUTENS U TJIABHOTO OyXTrau-
Tepa), Ha HUX MPOCTABJISETCS NIEYaTh.

Huuyuamuenvle nucoma — 310 ncbMa TpeOyroliyue oTBeTa. bosblias kaTeropus
TaKMX MHCEM BBIpaKaeT MpOChOy (MpeyiokKeHue, 3anpoc) K ajpecary B PElIeHUN Ka-
KHX-JINOO BOMPOCOB. DTO camasi paclpOCTpaHEHHAsi Pa3HOBUAHOCTh MUCEM, TeMaTHKa
KOTOPBIX He orpanudeHa. OIHAKO WX XapaKTep MpearnoiaraeT BApHaHTHOCTh MOJIOXKHU-
TEJIBHOTO WA OTPUIATENILHOTO PEIICHHS TOCTABICHHOTO BOMPOCA.

Hanpumep:

s npoeedenusi pecmaspayuoHHvIX padbom HeoOX0OUMO UCHOIb308AHUE De-
cmaspayuoHHou oymacu 6 koauvecmee He menee 1000 nucmos.

IIpocum Bac oxazamv cooeiicmsue 6 ee npuobpemenuu u noCmagke 8 CpoK He
noszonee 02 anpens 2013 a.

Ilucoma-omeemsr — 1O CBOEMY COJEPKAHUIO HOCAT 3aBHCHUMBIN XapakTep OT
WHUIIMATUBHBIX MHCEM, TaK KaK TeMa WX TEKCTa YXK€ 3aJlaHa U OCTACTCS U3JIOKUThH Xa-
paKTep pelieHus TOCTABICHHOTO B MHUITMATUBHOM MHMCHbME BOMPOCA: MIPUHATUE U OT-
Ka3 OT MPEIJIOKEHHUsI, BBIMOJHEHUSI MPOChObl. OTBET BCETNa MOJDKEH OBITh M3JIOKEH B
KOHKPETHON U 4eTKOM ¢opMe: Bce JIM MPOChObI MOTYT OBITh YJOBIIETBOPEHBI, B KAKOH
Mepe, B Kakhe CpoKku. Eciu mucbMo COAEPKUT OTKa3, OH JIOJDKEH OBITh XOPOUIO apry-
MEHTUPOBaH.

Hampumep:

Ha Ne 01/255 om 18.03.2013

O nocmaexe pecmaspayuouHou oymazu
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3anpawusaemasn Bamu pecmaspayuonnas 6ymaea we modcem Ovims NOCMABIEHA
8 02080PEeHHblE paHee CPOKU 8 C8A3U C UBMEHEHUEM MAMONCEHHO20 3aKOH00amenbCmed
U HeobX0OUMOCMBIO NOO2OMOBKU HOBIX OOKYMEHMOS.

CpOKll n0020MOBKU OMBECMHbBIX NUCEM

Cpoxy NOArOTOBKM OTBETHBIX MHCEM YCTAHABIMBAIOTCS PE30OJIIOLUEN PYKOBOAU-
TEIA Ha OCHOBAHUM UMEIOIIUXCS CPOKOB HCIIOJIHEHHs IOPYYCHUH, 3alPOCOB WM II0
PELIECHUIO aBTOPA PE3OJIFOLIUH.

CpOKll n0020moeKu UHUUUAMUBGHbBIX nUcCem

Cpokr TOATOTOBKM HWHULMATUBHBIX IHCEM OIPENEISIIOTCS PYKOBOAUTEISIMU
CTPYKTYpHBIX TozpazneneHuil. CiaykeOHble NHCbMa, MOJINUCHIBAEMBIE PEKTOPOM,
oopMIISIIOTCS HA cTaHJAapTHOM Jincte Oymaru ¢opmata A4. [lpu odpopmiiennn nucsma
Ha JIByX U Oojiee CTpaHMIaX BTOpas U MOCIEIYIOUME CTPAHULBI HYMEPYIOTCS CIIpaBa B
HIDKHEM TToJie JiucTa apadbckumu nudpamu. Ciiy>keOHOE MMCbMO, HAIIPaBJIsIEMOE BHYTPU
CTpaHbl, COCTABIIIETCS HA PYCCKOM SI3BIKE.

Mama nucema

JlaTa mucbma — Jata MpUHSTHS penieHusi, 3aUKCUPOBAHHOTO B Tekcrte. JlaToit
IIACbMA SIBJISIETCS JaTa €0 MOANKUCAHUS.

IIpago noonucu cayyicednvlx nucem

[IpaBo moamucu ciykeOHBIX MUceM ycTaHaBiuBaeTcsi B m.1.10 Hacrosmen MH-
CTPYKLUHU.

He nomyckaeTcsi moAnUCh pyKOBOJIUTENEH CTPYKTYPHBIX MOApa3ieieHui (aexa-
HOB (DaKyJIbTETOB, TUPEKTOPOB MHCTUTYTOB) Ha CIY>KEOHBIX MUChMaX, aPECOBAHHbBIX B
BBILIECTOSLME OPTraHbl U OPraHbl TOCYIaPCTBEHHOM BIACTH U YIIPABJIECHUS.

Cocnacosanus cayxicedHvIX nucem

[IpoekT ciy’eOHOro MUChMa TOTOBUT PYKOBOJUTENH CTPYKTYPHOTO TOJpa3Jie-
JIGHUs, KOTOpBIA HampaBiisieT ero Ha corjacoBanue B Y /K uepes COJ[ «DnexkTpoHHOE
[IpaBuTEensCTBO» B COOTBETCTBHH ¢ «PermamenToM MHPOPMAIIMOHHOTO OOMEHA B €/H-
HOM MEXBEJIOMCTBEHHOW CHCTEME JJIEKTPOHHOI'O JIOKYyMEHTOOOOpOTa OpraHOB TOCY-
napctBeHHOM Biactu Pecnybonuku Tarapcran (enepalbHOTO roCcyAapCTBEHHOTO aBTO-
HOMHOTO 00Pa30BaTEIbHOTO YUPEKIEHUS BBHICHIETO MPO(PECCHOHATBHOTO 00pa30BaHMS
«Kazanckuit (IlpuBomxckuit) denepanbubiii yHuBepcuTeT» OoT 24.06.2011 Ne 0.1.1.56-
06/25/11.

Cotpynnuk YJIK, oTBeTCTBEHHBIN 32 OPOpPMIIEHHE CIY>KEOHBIX MUCEM OT UMEHH
pekTopa oQopMIISIET CIyKEeOHOE MUChMO B COOTBETCTBUU C HACTOSILEW MHCTPYKLUEH,



67

BU3HPYET BTOPOU IK3EMILIAP MUCbMa y MIPOPEKTOPA 10 HAMPABICHHUIO JEATEITHPHOCTH U
nepeaeT ciy:ke0HOe MUCHhMO MMOMOIITHUKY PEKTOpa AJis MOAMUCAHUS €r0 Y PeKTOopa.
OTBETCTBEHHOCTH 32 TEKCT JIEIOBOTO MUChMa HECET PYKOBOJUTENb CTPYKTYPHOTO
MoJipa3/iesieH s, THUIIMUPOBABIIHMA MPOEKT CITYKEOHOTO MUChMa.
OTBETCTBEHHOCTH 3a MPaBUILHOCTH OopmileHus 1 opdorpaduro HECET COTPy/I-
HuK Y JIK, OTBETCTBEHHBIN 32 0(pOPMIICHHE TUCEM OT UMEHH PEKTOPA.

4.3.3. Daxkcumunvnoe coodowenue

Daxc (paxkcumunvHoe coobueHue) — MOO0N TOKYMEHT Ha OyMa)KHOM HOCHUTEJIE,
MOJIYYCHHBIN B BUJI€ (DAKCUMUIILHOM KOTHMH 10 KaHallaM TeJaedOHHOM CBSI3U.

[To dakcy MOXKHO Tiepe/iaBaTh KaK TEKCThI, TAK U TAOJMIIbI, PUCYHKH, YEPTEXKHU,
dotorpadum u mo0yro rpadudeckyro uHbopmalmoo. JJOKyMEHTHI, TiepeaaBaeMbIe MO
dakcy, 10KHBI ObITh O(DOPMIIEHBI B CTPOIOM COOTBETCTBUM C TPEOOBAHUSIMU, MPEb-
SBJISIEMBIMH K BHAY OTIPABIIIEMOTO JOKYMEHTA: MPHUKa3a, MPOTOKOJIA, aKTa, JOTOBOPa,
MMCHbMa U T.J.

OObIYHO 1O (pakcy MepenaroT ONEepaTUBHYI0 MH(MOPMAIUIO, TAK KaK JOKYMEHT,
MOJY4YEHHBIH 10 (hakcy, HE 00JaJaeT TaKOU K€ IOPUIMYECKON CUJION KaK MOJJIMHHUK
JOKyMEHTa WJIM €T0 3aBepeHHas Komus. [Ipu moAroToBKe JOKyMEHTa, KOTOPBIA OymeT
nepeaad mo ¢akcy, ciaeayeT u30erarh WCIOJIB30BAaHUS MEIKHX MPUPTOB U JAeTalei
rpaduKy, KOTOPBIEC TUIOXO TEepenaroTcs no GakCUMIUIBHON CBsI3HU. JIOKYMEHTBI TOJKHBI
ObITh HareyaTaHbl YETKUM, KOHTPACTHBIM HIPU(PTOM WU HAMHCaHbl KOHTPACTHBIMH
(4epHBIMH, TEMHO-CUHHUMH ) YEPHUIIAMH, IIIAPUKOBON PYUKOH, TYIIBIO.

OTBeTCTBEeHHBIMHU 32 (DAKCUMUIIBHYIO CBSA3b SBIISIOTCS CEKPETApU PEKTOPA U MPO-
PEKTOPOB U CTPYKTYPHBIX TOJAPA3/ICIEHUN, KOTOPbIE OCYIIECTBIISIIOT MPUEM M PEru-
CTpAIMIO JOKYMEHTOB, MOJIY4eHHBIX 10 (hakcy. Ha moiydeHHOM IOKyMEHTE MpOCTaB-
JIIETCS TIITaMII, BKITFOUAOIIHUNA B ¢€0sl pETUCTPAIMOHHBIA HOMED | JIaTy:

IIpuemuas pekropa
Bxoa. Ne
« » 20 I.

501041

IIpuemnas npopexropa
Bxoxa. Ne
« » 20 I.

[Tepenava koppecnoHeHIIUN IO (PaKCUMIJIBHOW CBS3U B APYTHE OpraHU3alliu
OCYIIIECTBJISIETCS TOJIHKO 0 YKa3aHUIO WIIH C Pa3pelIeHus peKTopa WIH MPOPEKTopa.

OpuruHaibl JOKyMEHTOB, MEpEAaHHBIX MO (PaKCUMUIBHOM CBSI3U, MOIITMBAOTCS
B JIEJIO, XPAHSAIIEECS Y CEKpeTaps, OTBETCTBEHHOTO 3a (PaKCUMWIBHYIO CBS3b, C yKa3a-
HUEM BPEMEHH U JIaThl TIepeavn, a KOMMH BO3BPAIIAIOTCS B COOTBETCTBYIOIIUE CTPYK-
TypHBbI€ Mojipasnenenus ¢ nometkon «FAX (dakc) (ata u Bpems)».
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4.3.4. /loknaonasn, 00vAcCHUmMENbHAA U CYHCEOHAA 3ANUCKU

Hoknaounas 3anucka — OKYMEHT, aIpECOBAHHBIN PYKOBOJCTBY, B KOTOPOM H3Ja-
raeTcsl Kakou-T1u00 BOMPOC C BEIBOJAAMH U MPEIIOKEHUSIMHA COCTAaBUTEIIS.

JloknagHast 3amucKa MOXET 0(OPMIISITHCS PYKOTIMCHBIM CIIOCOOOM Ha CTaHIapT-
HOM JHcTe Oymaru. 9To JOKYMEHT, COAEp KAl 00CTOSITENTFHOE H3JI0XKEHHE BOIPOCa,
OTPAXKAIOUIETO JIEATEIIbHOCTh OpraHu3anuu (moapa3aeiacHus).

ObvsicnumenbHas 3anucka — COOOLIEHHE NOJDKHOCTHOTO JIMIIA, MOSICHSIIOIIETO
Kakoe-1ubo neicTBue, (akT, IPOUCIIECTBUE, MIPEICTABISEMOE BBILIECTOSAIIEMY JOJIXK-
HOCTHOMY JIMILY. DTO JOKYMEHT, B KOTOPOM paOOTHUK OPraHU3aLUU OOBICHAET PUIH-
Hbl HEBBINOJIHEHUS KaKOro-Iubo MOpYy4YeHMs, HapyILIeHUs TPYAOBOW WM IPOU3BOJI-
CTBEHHOM JMCLMIUINHBI.

OObsicHUTENbHAS 3alUCKa MOXKET O(OPMIATHCA PYKOMUCHBIM CIIOCOOOM Ha
CTaHJIapPTHOM JIUCTE OyMaru.

Cyorcebnas 3anucka MOXeET 0pOPMIIATHCS PYKOITMCHBIM CITIOCOOOM Ha CTaHJapT-
HOM Jucte Oymaru. CiayxeOHasi 3anucKa SBISIETCA TOKYMEHTOM, COAEpKalUM 00CTOsI-
TEIbHOE M3JI0KEHUE BOIPOCA, OTPAKAIOIIETO MPOU3BOICTBEHHYIO JIESITEIBHOCTh Opra-
HU3aLMH.

Jlns opopmileHHsT TOKJIaHOM, CITY>K€OHOU, OOBSICHUTEILHON U MOSICHUTEIBLHOMN
3aMUCOK CYLIECTBYIOT o0mue npasuia. JIFo00H M3 3THX AOKYMEHTOB JIOJKEH HMETh
CJIEIYIOIME PEKBU3UTHI:

— HAMMEHOBaHHE CTPYKTYPHOT'O MOJPa3CICHMUS;

— HaMMEHOBAaHHE BHJIA JOKYMEHTA;

— JaTa IOKyYMEHTa;

— PErucTpauuOHHBIN HOMED;

— 3aroJIOBOK K TEKCTY;

— TEKCT;

— ajpecar;

— TOJANKCH COCTABUTENS (C YKa3aHUEM JOJKHOCTH);
— BH3BI COIIACOBAaHUS JOKYMEHTA,;

— pe3oaronus;

— OTMETKY 00 UCIIOJIHEHUU JOKYMEHTA U HalpaBJIICHUH €T0 B JIETO.

OO6pa3sier ohopmiteHUs CITyKE€OHON U TOKJIAHON 3aITMCOK JaHbI B (MPUIIOKEHUSIX
20, 23).

V. OPTAHM3ALIIUA JOKYMEHTOOBOPOTA B YHUBEPCUTETE

JIBM>KEHUE TOKYMEHTOB C MOMEHTA UX MOJYYEHHUS WM CO3[IaHUsl A0 3aBEPIICHUS
UCIIOJIHEHHUSI, OTIPABKU WJIM CIa4Yu B JIeJ10 00pa3yeT J0KyMeHToo0opoT KOV,
Pa3nuuaroT Tpu OCHOBHBIX MOTOKA JOKYMEHTAIUU:
® JJOKYMEHTHI, MOCTYIAIOIINE U3 APYTUX OpraHu3aluii (BXoAdIue);
® JIOKyMEHTBI, OTIPABIIIEMbIE B IPYTUE OpraHu3aluu (MCXOSIUE);



69

® JOKyMEHTHI, co3iaBaembie B KOV u ucnonb3zyembie paOOTHUKAMU B yIPABIICH-
YECKOM Mpoliecce (BHyTPEHHUE).
HoxymenToobopor KOV ocymectBusiercst ¢ ucnoas3oBanuem COJ[ «OnekTpon-
Hoe [IpaBuTEnsCTBO» B COOTBETCTBUH C «PermameHTOM MHQOpPMAIMOHHOTO OOMEHa B
€IMHON MEXBEJOMCTBEHHON CHCTEME JIEKTPOHHOTO JOKYMEHTO0OOpOTa OpPraHoB roc-
ynapcTBeHHOM Biactu PecniyOnuku TaTtapcran deepaibHOro rocy1apcTBEHHOTO aBTO-
HOMHOTO 00Pa30BaTEIBHOTO YUPEKIECHUS BBICHIETO MPO(PECCHOHATBLHOTO 00pa30BaHus
«Kazanckuii (IIpuBoinkckuil) Qenepanbubiii  yHuBepcutrer» or 24.06.2011 1. Ne
0.1.1.56-06/25/11 u «PeriameHTa corjiacoBaHUs OPraHU3AI[HOHHO - PACIIOPSAUTEIbHBIX

nokymeHToB KOV ot 08.12.2010 r. Ne 0.1.1.56-06/22/10.
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5.1. Ilopsiiok NPOXOKAEHUS MOCTYNAUIAX JOKYMEHTOB

5.1.1. Bce mokymentsl, noctynatronme B KOV, npunumarorca YK exenneBHO
(c 8:00 mo 10:00), rae mpoxoAsT MepBUUHYIO0 00pabOTKY, PETUCTPALIMIO M HAIIPABIISICTCS
Ha paccMOTpeHue pykoBoAcTBY KDY u HEmocpeacTBEHHO CTPYKTYPHBIM MOApa3eie-
HUSM.

Hokymentsl B KOV moctynaoT mo modre, KypbepoM, (enbICBI3bI0, TIO JIEK-
TpoHHOU noute, no COJ[ «DnekTpoHHoe [IpaBUTEIBCTBO» U MO CUCTEME 3IEKTPOHHOIO
B3aUMOJIeHCTBUS ¢ MUHHCTEPCTBOM 00pa3oBaHus U Hayku Poccuiickoit deneparnum.

5.1.2. Tlpn mocTymieHuu TOKYMEHTOB, MPEXJE BCETO, MPOBEPSIETCS MPaBUIIb-
HOCTb MX JOCTaBKH U LIEJIOCTHOCTh YITaKOBKH:

* OIIMOOYHO MOTY4YEHHAs] KOPPECHOHICHIMS BO3BpAIllaeTCsl Ha IMOYTY WIU

NIEPECBIIAETCS apecary;

¢IIOJIyU€HHAs! B IOBPEXKJEHHOW YIAKOBKE KOPPECIOHACHLIUS OCOOECHHO

THIATEJIBHO MPOBEPSETCS HAa MOJIHOTY MPHUCIAHHBIX MaTE€pUalOB M HaJU4He Me-

XaHUYECKUX MMOBPEKACHUIA.

[Ipn nomyyeHun (PaKCUMUIBHOTO COOOIIEHUS NPOBEPSAETCS KOJIMYECTBO IMOJY-
YEHHBIX CTPAHUI] U UX YUTAeMOCThb. O HEMOJHOM MOJYYEHUHU COOOUIEHUS WIH MI0XOM
KAaueCTBE OTAEJIbHBIX CTPAHULl COOOIIAETCS OTIPABUTEIIIO.

[locne BCKpBITHS KOHBEPTOB MNPOBEPSETCA MPABHIBHOCTH BIIOKEHHS U €ro Ilie-
JIOCTHOCTb, T.€. HAJIMYME BCEX CTPaHUI] JOKYMEHTa M Bcex NpuiiokeHui. [lpu Heobxo-
JUMOCTH K ITOJIyYEHHBIM JOKYMEHTAM CJIEAYET IPUIOKUTh IIEPEYEHb BBISIBICHHBIX JlE-
¢pekToB. B 0c000 cepbe3HbIX CiIydasX MOBPEXKICHUS WM MOJYyYEHHUS HEMOJHBIX KOM-
IUIEKTOB JJOKYMEHTOB COTPYIHUK, IPOU3BOIAIINI IPUEM KOPPECIIOHICHIINH, COCTABIIS-
€T aKT, KOTOPBIM NMPUCOEAUHSIETCS K JOKYMEHTAM, U BMECTE€ C HUMHU NIEPENAET €ro IS
YTBEPXKACHUS U IPUHATHS PEILICHUS IO JAaHHOMY (aKTy.

IIpy BCKpBITUM YIIAKOBKAa YHHUYTOXKAETCA, IPH ITOM HMCKIFOUEHUS JIENAIOTCS B
CHEAYIOUIUX CIIyYasx:

¢ B TIOJIyYCHHBIX JJOKyYMEHTaX HET 00paTHOro ajapeca u (aMUIIMU OTIPABUTENS, HO
OHM €CTh Ha YIIAKOBKE;

e B JIOKYMEHTAX HE MPOCTABJICHA J1aTa U €€ MPUXOJIUTCA YCTaHABIUBATH IO MOYTO-
BOMY LITEMIIETIO;

o IIOJTyYeHa JOIIaTHas KOPPECTIOHACHITHS;

o ITOJIYYEHHBI JOKYMEHT IO CMBICIY HOCHUT JIMYHBIM XapakTep, a Ha KOHBEPTE
rpud «JIM4HO» OTCYTCTBYET.

¢ €CJTU KOHBEPT HEOOXOAMM B KaueCTBE OINpPaBAATEIBLHOTO JOKYMEHTA K pacxojaaM
I10 OIJIATE KOPPECIOHACHIINH.

CoxpaHAIOTCS TaKXKE€ KOHBEPTHI U OT JOKYMEHTOB, IOCTYIIMBILHUX C YK€ MPOCPO-
YEHHBIM CPOKOM MCIOJIHEHHA. B 3TOM cilydae mremnens Ha KOHBEPTE MOXKET CIYKUTh
J0KA3aTeJIbCTBOM JHS MOJIYYEHUS TOKYMEHTA.

Ha Bcex BXOIsUmX JOKyMEHTaX JOJIKHA ObITh MPOCTaBJI€HA OTMETKA O MOCTYTI-
JIEHUH JTOKYMEHTA B OPraHU3alMI0, KOTOpas COCTOMT W3 AAaThl MOJYYEHUS U YUYETHOTO
NOPSIAKOBOr0 HoMepa. OTMETKA O MOCTYIJIEHUHA MOXKET MPOCTABISITHCA B IPABOM HUXK-
HEM YTJIy MEPBOM CTPAHMIIBI JOKYMEHTA B BUJE LITaMIa, OT PyKH WIH 3JIEKTPUUECKUM
LITEMIIEIICBATENIEM.
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[ItamMn mpocTaBisieTcsl TaKKe Ha BCEX MPUIIOKEHUIX K TOKymMeHTy. Eciu k mo-
CTYNUBILIEMY JOKYMEHTY UMEETCS MPUIOKEHHUE, PAJIOM C BXOJSAIIMM HOMEPOM JieNlaeT-
cs1 00 3TOM OTMETKa, HarmpuMep: «+ npwi. Ha 2 j1.». [IItamm umeet cieayromryio Gopmy:

Koy
Bxoxa. Ne
« » 20 I.

[Ipu mpocTaBieHUd OTMETKH O MOCTYIUICHHH JTOKYMEHTa B OpraHU3alui0 HeoO-
XOJIMMO YUYUTBIBATh CJIEIYIOLIUE MOMEHTHI:

e €CIIM KOPPECIIOHJCHIIMS HE BCKPBIBACTCS, TO OTMETKA CTABUTCSA HAa KOHBEpPTAX U
YIIaKOBKE MaKETOB;

e €CJIM K MHUCHhMY MPUJIAraeTcsi J0KyMEHT(bI), TO LIeJIeco00pa3Ho 1yOaupoBaTh OT-
METKY Ha IIEPBOM JIMCTE MTPUIIOKECHUS;

e €CIIM JTOKYMEHT MOJJIEKUT LEHTPAIN30BaHHOMY XpaHeHuto B Y JIK, To Ha Hero
Ha IIEPBOM JIMCTE JOKYMEHTA B BEPXHEM IPABOM WJIM HYWKHEM JIEBOM YIJIy JOKYMEHTA
CTaBUTCA JOIOJHHUTEIbHASA OTMETKa (BO3MOXHO mTamnom): «llognexxur Bo3Bpary B
Y]IK»;

e €CIIM HA KOHBEPTE UMEIOTCS Haanucu «CpouHo», « BpydnTh HEMEITIEHHO» U APY-
rue, OTMEYaeTCs TOYHOE BPEMS UX IIOJIYYEHUS,

¢ €CJIM JIOKYMEHT SIBJII€TCSI IOBTOPHBIM, TO IPU €0 MOJIYYEHUN YCTAHABIMBAETCS
o MH(GOPMALMOHHO-TIONCKOBOIM CHCTEME MECTOHAXO0XKJIEHUE paHee MPHUCIAHHOTO J0-
KYMEHTa 10 JaHHOMY BOIIPOCY M Ha IMOCTYIMBUIEM JOKYMEHTE JEIaeTCs COOTBETCTBY-
IOILast OTMETKA.

[Tpu mocTyniaeHUM AOKYMEHTOB B Hepabouee BpeMsi OHM MPUHUMAIOTCS JIEXKYp-
HBIM coTpyaHukoM KOV, [lepBuunas oOpaboTka JOKYyMEHTOB OCYIIIECTBISECTCS B JICHD
ux nocryrienus B Y/IK wiu B nepBbiii pabouunii A€Hb IPH MOCTYIUIEHUH TOKYMEHTOB B
Hepabouee Bpems.

5.1.5. BCKpBITHIO HE MOMJIEKUT KOPPECIOHIACHIMS, MOCTYNUBIIAA C MOMETKOU
«JImuno». Taxxe 6e3 MpeaBapUTEIBLHOTO PACCMOTPEHUS MEPENAIOTCS MO0 HA3HAUYCHUIO
JOKYMEHTBI, 4IpECOBAHHBIE HETIOCPEACTBEHHO CTPYKTYPHBIM MOAPA3ACIECHUAM WUJIU pa-
00TalOIIMM B HUX JIOJDKHOCTHBIM JuIaM. Eciiv JOKYMEHT SIBIsieTCsS OTBETOM Ha 3alpoc
10 paHee paccMaTpPUBAEMBbIM JOKYMEHTAM, TO OH IEPENAETCS HEIOCPEACTBEHHO UCIIOJ-
HUTEJISM.

5.1.6. Ilonyuyenusie YK noKyMeHTHI nepeAaroTcsi B CTPYKTYpPHBIE MOApA3eie-
Hus. [IpaBUTENBCTBEHHBIE JOKYMEHTHI, TEJIErPAMMBI JOCTABIIAKOTCS COTpyAHUKOM Y JIK
ajipecaTaM HEMEJJICHHO WM UX COJIep)KaHue IepeaeTcs 1o Tenedony.

5.1.7. llpenBaputenbHOE pacCCMOTPEHUE TOKYMEHTOB MPOBOAUTCS, C LIEJIBIO pac-
npeeyeHus MOCTYNUBIINX JTOKYMEHTOB Ha TpeOylolre 00s3aTeIbHOTO PacCCMOTPEHUS
PEKTOPOM M HaIIpaBIIIEMbIE HEMIOCPEACTBEHHO MPOPEKTOPAM, IPYTHUM PYKOBOIUTEIISAM
CTPYKTYPHBIX MOJPA3ICICHAN WM KOHKPETHBIM HUCIIOJHUTEISAM. Takoe pacrpenesieHue
OCYILIECTBIISIETCA UCXOAS M3 OLUEHKHU COJIEPKAHUS TOKYMEHTOB B COOTBETCTBHM C YyCTa-
HOBJICHHBIM pacIipejiefieHueM 00s3aHHOCTEN U PYHKIUN PYKOBOJIUTENEH, UTO MO3BOJI -
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€T OCBOOOAMTH PEKTOpPAa OT PACCMOTPEHHUS MEJIKUX TEKYIIMX BOIPOCOB, PELICHUS IO
KOTOPBIM MOTYT IPUHAMATh PYKOBOAUTEIN CTPYKTYPHBIX NIOAPA3ACICHUM.

5.1.8. JIokyMEHTBI COPTUPYIOTCS Ha MOAJIEKAUIUE U HE MOJUIEKAIIUE PErucTpa-
uuu. [lepeyenp HEperucTpupyeMoi KOppeCIoHAEHIIMY IPUBEACH B IPUIIOKEHUH 24.

5.1.9. JlokymeHTbI, He TpeOyroume A0KIaaa pykoBoacTsy KOV, nHanpasistoTcs
YK niis ucnosiHeHus B CTPYKTYPHBIE OAPA3ICIICHHUS.

Bce nmoctynuBmne Ha uMs peKTOpa TOKYMEHTHI, peructpupyrores B Y /IK B co-
oTBeTCTBUU ¢ PermameHTOM MHYOPMAIIMOHHOTO 0OOMEHA B €IMHON MEXBEIOMCTBEHHOM
CUCTEME 3JIEKTPOHHOI'O JOKYMEHTOOOOpOTa OpraHOB roOCyAapcTBEHHOW Biactu Pec-
ny6nuku Tarapctan ¢eaepanbHOro ToCyJapcTBEHHOIO aBTOHOMHOI'O 00pa3oBaTeIbHO-
ro YUYpexAeHUs BbICIIEro mnpodeccruoHanbHoro oopasosanus «Kazanckuii (IIpuBosxk-
ckuil) enepanbHbiil yausepcure™ ot 24.06.2011r. Ne 0.1.1.56-06/25/11.

5.1.10. Ha paccMoTpeHHe peKTOopa NEPENaroTCsl JTOKYMEHTHI, IOJIYYEHHBIE OT
BBIIIECTOSAIMX TOCYJAAPCTBEHHBIX OPraHOB BJIACTU W YIPaBJICHUS, COACPXKAIIYIO HH-
(dopmManKio MO0 NPUHLIMIHAIBHBIM BOIpocaM jesTenbHocT KDY, u apyrue nokymeH-
Thl, TPEOYIOILIKE PEIICHUS PEKTOPA.

5.1.11. PexkTop Ha paCCMOTPEHHOM JOKYMEHTE MPOCTABIISIET PE3OIIOLIMIO, COMIEP-
YKaHHE KOTOPOM 3aHOCUTCS B PETHUCTPALMOHHYIO KapTouKy CO/l «Onexkrponnoe [IpaBu-
TEJILCTBOY.

5.1.12. 3asBnenus, xano0bl U MMchbMa 0€3 MOAMUCU PACCMOTPEHUIO U PETUCTpa-
MU HE IOJJIeXKAT.

5.1.13. Ilepenaya TOKYMEHTOB MCIIOJIHUTEISM, B 3aBUCUMOCTH OT TOTO, I'JI€ OHU
OBLITN 3aperucTpupoBaHbl, ocymiectsisiercs Y JIK.

5.1.14. Tlepenadya JOKyMEHTOB OT OJHOT'O MCIIOJHUTENS K APYrOMY MOXKET IPO-
U3BOJUTBCS TOJIBKO Y€pe3 JINLO, OTBETCTBEHHOE 3a JEJIONPOU3BOACTBO B CTPYKTYPHOM
noapaszaeneHuu. J[OKyMeHThl mnepenaroTcs ¢ ucnoib3oBaHueM COJl «DiekTpoHHOE
[IpaButenbcTBOY. Jlonmyckaercs nepenaya JOKYMEHTOB Ha OyMakKHBIX HOCHUTEJSIX C CO-
OTBETCTBYIOIIEH MTOMETKOM B pETUCTPALIMOHHBIX (hOpMax.

5.1.4. TloctynuBmne TOKYMEHTBHI BCKpPBIBAIOTCA coTpynHuKamu Y K, B CTpyk-
TYPHBIX INOJPA3AEICHUSIX — JOKYMEHTOBEIAMH WJIM OTBETCTBEHHBIMM 3a JEIONPOU3-
BOJCTBO B CTPYKTYPHBIX I1OJIpa3/ICIICHUSIX.

KonBepThl Ha uMs pexTopa win Ha uMsa KazaHckoro ¢enepalbHOro YHUBEPCUTE-
Ta BCKpbiBatoTca B Y IK. IIpu BCKphITMM KOHBEpPTa TOKYMEHTBI, OTHOCSIIHMECS K JIEs-
TEJILHOCTH MOAPA3AEICHNN IIEPENAOTCA B KOHKPETHOE NOAPA3ACIICHUE, T1€ JOKYMEHTHI
PETUCTPUPYIOTCSA M NEPEAAIOTCS UCIIOJHUTENIO BHYTPU IMOAPA3AEICHUS U1 NAJIbHEM-
et paboTel Hag HUMU. OTBETCTBEHHBIN 3a JJOCTaBKY JOKYMEHTOB BHYTpHU MOJpa3ie-
JeHusl 00s13aH TMepenaTh ero Mocjie perucTpauud UCIOJIHUTENI0, B TEUEHHE paboyero
THSL.

5.2. PaboTa ucnoJiHUTEJIel ¢ JIOKYMEHTaMM

5.2.1. OTBETCTBEHHOCTh 3a MCIIOJIHEHUE JOKYMEHTa (MOPYyYEeHHs) HECET MCIOJI-
HUTEIb U PYKOBOJIUTENH CTPYKTYPHOTO TIOIpa3AciCHUsI.
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PykoBoguTenu ctpyktypHbix noapaszzaenenuii KOV obecneunBarot onepatuBHOe
paccMOTpPEHUE JOKYMEHTOB, Mepeladyy UX HCHOJIHUTEII0 B JICHb MOCTYIUICHUS, KOH-
TPOJIb HaJ KAYE€CTBEHHBIM UCIIOJTHEHUEM JIOKYMEHTOB.

5.2.2. IIpu paccMOTpEeHUH KOPPECTIOHICHIINA PYKOBOJIUTETH CTPYKTYPHOTO TI0I-
pa3/iesieHusT BBIJCISET JOKYMEHTHI, TPEOYIOIIHE CPOYHOTO HCIOTHEHUS. JIOKYMEHTHI,
MIPUCITIAHHBIE JUIsl COTJIACOBAHMS, PACCMATPUBAIOTCS B ICHb UX MOCTYILICHHUS.

5.2.3. HcnosHUTEND MOJy4aeT JOKYMEHTHI B J€Hb UX PETUCTPALIMU WM Ha Clie-
OYIOUIMNA JIeHb B COOTBETCTBUU C Pe30JIIOIMEN pykoBoautTelss. CpouHble JTOKYMEHTbI
nepenaroTcs HeMeieHHo. [lepegaya 1OKyMEHTOB Ha MCHOJHEHUE 0€3 perucTpaiuu u
PE30JIOIUN PYKOBOAUTENS HE JoIMycKaeTcs. JJoKyMeHThI, HampaBiisieMble HECKOJIbKUM
UCIIOJTHUTENSAM, TlepefaroTcss uM oaHoBpemeHHO uepe3 COJ[ «OnexrponHoe IlpaBu-
TEIBCTBO» (JOIMyCKaeTCs nepeaaya OyMaKHbIX KOIMUHN).

5.2.4. Ecn UCTIOHUTENEN HECKOJIBKO, TO MEPBbI M3 YKA3aHHBIX B PE30JIIOLIUH
SABJISIETCA OTBETCTBEHHBIM 3a HCIIOJHEHHE BCEro JOKyMeHTa. OTBETCTBEHHBIA 3a HC-
MOJTHEHUE JOKYMEHTA 00s3aH ONPEACIUTh MEPOTIPUSITHUS TIO €r0 UCTIOTHEHUIO.

5.2.5. Bce coucCnoaHuTENM CBOEBPEMEHHO M KAYECTBEHHO MPOBOAAT aHAJIU3 WH-
dbopmalu ¥ IpeACTaBISIOT OTBETCTBEHHOMY HCIIOJHUTEINIO B YCTAHOBJIEHHBIE UM CPO-
KM HEOOXOJUMBbIEC JTOKYMEHTHI (MPOEKThl JJOKYMEHTOB, CIIPaBKH, CBeJIeHUs U T.1.). OT-
BETCTBEHHOCTh 32 CBOEBPEMEHHOE M MPABUJILHOE HCIIOJHCHUE 3a/JlaHusl B PaBHOM CTe-
MIEHU HECYT BCE YKA3aHHBIC B PE3OJIOLMU UCTIOTHUTEIH.

5.2.6. UcnionHenne TOKyMeHTa TMpeaycMaTpuBaeT coop u 00paboTKy HeoOXoau-
MO# HH(pOpPMAIINH, TOATOTOBKY MPOEKTa TIOKYMEHTa, €ro oopMIIeHHE, COTJIacoBaHue,
npe/cTaBlieHue Win noanucanue (yreepxacHue) pekropom KOV wnu pykoBoaurtens-
MU CTPYKTYPHBIX MOJPa3/IEI€HUI, MOJTOTOBKY K MEPECHIIKE aipecary.

5.2.7. Ilpu onepaTUBHOM pEIICHUHU BOIIPOCOB 0€3 COCTABJICHUS JOTOTHUTEIHHBIX
JIOKYyMEHTOB MCIOJIHUTENb JEJIaeT OTMETKH Ha JOKYMEHTE O JlaTe MOCTYIUIeHUs (eciu
o0Opa3oBaJicsi UHTEpPBaJl BPEMEHU MEXy MOCTyIieHueM nokymeHTa B KOV u ero no-
CTaBKOM HCIIOJHUTEII0), O JIaTaX MPOMEKYTOUHOTO UCTIOHEHHUs (3aMpocC CBEJACHUM, Te-
nedOoHHbBIC TEPETOBOPHI U T. 1.), O AaTe U pe3yJibTaTe OKOHYATEILHOI'O UCTIOJTHEHUSI.

5.2.8. Ilocne pemnieHus MOCTaBICHHBIX B JOKYMEHTE BOIIPOCOB UCIIOTHUTEIb BHU-
3y MEPBOM CTpaHUIIBI JOKYMEHTA JOJDKEH CHIeNIaTh OTMETKY 00 UCTIOJHEHUH JOKYMEHTa
Y HaIlpaBJICHUH €T0 B JEJIO0.

5.2.9. UcnoaHuTenb UMEET MpaBo MOJb30BAThCS ABTOMATU3UPOBAHHBIM OaHKOM
nanHeix KOV, cnpaBouHo-mHGOpMAIMOHHBIME (HOHAAMH U OMOJIMOTEKAMU JIJISl TIOJTY-
YeHUS HEOOXO0IMMOUN HH(GOPMAIIUH.

5.2.10. McnonHuTenb HECET MEPCOHAIBHYIO OTBETCTBEHHOCTh 3a HEIOCTOBEP-
HOCTh MH(GOPMAIINH, UCTIONH3YEMOU MPHU MOATOTOBKE JOKYMEHTA.

5.2.11. UcnionauTenb HECET OTBETCTBEHHOCTH 32 HECOOIOIeHNE TPEOOBaHUH HC-
MOJTHUTEIBCKOW NHUCIUIUIMHBI, 32 HEMPABUIBHOE HUCIOIb30BaHUE JEHUCTBYIOIIUX HOP-
MAaTHBHBIX JOKYMEHTOB B TOJTOTOBKE, O(DOPMIICHHHM W WCIOJHEHUU JTOKYMEHTOB B
CPOK.

5.2.12. Kaxnapiii corpyaauk KOV nomken obecrieunBaTh ONnepaTuBHOCTh, Kaue-
CTBO MCIOJHEHUSI U COXPAHHOCTh JIOKYMEHTOB.
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5.3. IlopsAAOK MOATOTOBKU W NMPOXOKIACHUSA MCXOASAIIMX U BHYTPEHHHUX JOKyMEH-
TOB

5.3.1. Iopsmok MOATOTOBKH W TIPOXOXKICHUS UCXOJSANUX W BHYTPEHHUX JTOKY-
MeHTOB ocymecTtBisercs B CO/] «OnekrponHoe [IpaBuTenscTBo».

Hcxonsmpe OOKyMEHTHI 3a HOJANUCHI0 PEKTOpa (IIPOPEKTOPOB) TOTOBITCS Ha
omanke mis mucem KOY.

Brigaua HyMepoBaHHBIX OJJAHKOB OCyIleCTBIIsAeTCs coTpynHukamu Y /IK Tomapko
OTBETCTBEHHBIM 32 JIEJIONPOU3BOJICTBO B CTPYKTYPHBIX MMOAPA3IEICHUAX, HA3HAYEHHBIX
IPUKA30M PEKTOPA MO POCIUCH €XKEAHEBHO B T€UEHUE pabOYero JaHsl.

5.3.2. Tlopsaok MOATOTOBKM MCXOMASIIUX JTOKYMEHTOB BKJIIOYAeT B ce0s paboTy
IO COCTaBJICHUIO NPOEKTa JTOKYMEHTA, COTJIACOBAHUIO, MOJNUCAHUIO (YTBEPKICHUIO),
TUPAXKUPOBAHUIO U OTIPABKE.

5.3.3. Jlo nepenaun IOKyMEHTa Ha IOAIMCH MCIOJHUTENb JOJDKEH IPOBEPUTH
€ro cojiepKaHue, MPaBWIbHOCTh 0(OpMIICHHS (HaIUMYue HEOOXOAUMBIX BU3, NPHIIOXKE-
HUM; paMUSIMU, UMEHU M OTYECTBAa HUCHOJHUTEINS, HOMepa ero tenedona). JlokymeHT
IIPEACTABIIAETCS HA MOANUCHh BMECTE C MaT€pUajJaMH, HA OCHOBAHUHU KOTOPBIX OH I'OTO-
BHJICSL.

5.3.4. JIOKyMEHTBI, IOAMHUCAHHBIE PEKTOPOM, AIPECOBAHHBIE B BBILIECTOSILINE OP-
ranusauuu, perucrpupyrorea B Y JIK. Kommnu noxkymentos xpansarea B Y K. Jlokymen-
ThI, IIOJITACAHHBIE MPOPEKTOPAMU, PETUCTPUPYIOTCS B IPUEMHBIX ITPOPEKTOPOB B CO/I
«nektponHoe [IpaButenscTBOY». Konuu T0KyMEHTOB XpaHSTCS B IPUEMHBIX.

Bces ucxonsamas KoppecnoHAEHIMs, TOANUCaHHAs! PEKTOPOM HJIU ITPOPEKTOPAMHU,
peructpupyercs B COJ[ «9nexktponnoe IIpaButensctBo» kak B YK, Tak u B CTpykK-
TYPHBIX TOJpa3JeieHUsIX HW/WIN OTIpaBisieTcs mo noure udeped YK exemnneBHO 10
15.00 vacos.

5.3.5. lnuuuatuBHAs KOPPECHOHACHIUSA, UCXOAAIasl OT MPOPEKTOPOB U PYKOBO-
IUTENEN CTPYKTYPHBIX MOAPA3AECICHHN, PETUCTPUPYETCS B IPUEMHBIX IPOPEKTOPOB U B
CTPYKTYPHBIX NOJAPA3ACICHUAX; KOIIUA OTIPABISEMBIX JOKYMEHTOB U CONPOBOIUTEIb-
HBIX MHUCEM XPaHATCS B MPUEMHBIX MPOPEKTOPOB U B CTPYKTYPHBIX MOApa3CICHUSIX,
1€ 3apEruCTPUPOBAHA UCXOASIIAs KOPPECTOHACHIMS.

5.3.6. JIokyMEeHTBI Ha OTIPABKy OT UMEHU pekTopa caaroTca B Y K B oTKkpeITOM
BUJIE, ISl PETUCTPALMi, KOHBEPTUPOBAHUS U OTIpaBku. OTipaBieHue 0e3 perucrpa-
L[N HE TOITyCKAETCHI.

5.3.7. KoppecnonaeHus, OTpasisieMas OT IPOPEKTOPOB, PYKOBOJIUTEIIEH UHBIX
CTPYKTYpHBIX noapasznaesieHud KOV, nepemaercss OTBETCTBEHHBIMHU 3a JIEJIONPOU3BO/I-
CTBO CTPYKTYpPHBIX mojapasaeneHuid B Y JIK Ha OoTIpaBKy B KOHBEPTHPOBAHHOM BUJIE.
Ilepen ymakoBKOW MPOBEPSIETCS HAIWYME BCEX MNOANMUCEW, NaThl, HOMEpPA, aapecara,
CCBUIKM Ha BXOISLIMI JOKYMEHT, IPHIJIOKEHUI, COOTBETCTBUE KOJUYECTBA K3EMILIIS-
POB IMHCEM KOJMYECTBY aJ[pecaToB, OTMETKU 00 MCIIOJIHEHWU M HAIPaBJICHUU B JIEJIO U
T.1. Ha KOoHBepTe nomkeH ObITh yKa3zaH MHAEKC OTIENICHUS CBA3M, aJpec, HAMMEHOBA-
Hue aapecara. Heo0XouMOCTh OTHPAaBKU JOKYMEHTOB 3aKa3HOM MOYTON OINpeaeIsieTcs
UCIIOJTHUTETIEM.

Koppecnonaenuus, odopmiieHHass C HapylIEHUSIMUA TPABUJI, YCTAHOBJIEHHBIX
HACTOSIIIEH MHCTPYKIMEH W MHCTPYKUMU MuHUCTEpCTBA MH(YOPMAIIMOHHBIX TEXHOJIO-
ruii u cBs3u Poccuiickon denepanuu, K OTIpaBKe HE TPUHUMAETCS.
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5.3.8. O6paboTKa TOKYMEHTOB JIJIsl OTIPABKU IMOYTOBON CBSI3bIO OCYIIECTBISAETCS
B COOTBETCTBUU C [IpaBuiamu okazaHMs yCIyr MOYTOBOM CBSA3H, YTBEPKIAECHHBIMU I1O-
cranoBienureM lIpaBurenscTBa Poccuiickoit @enepanuu ot 15 anpens 2005 r. Ne 221.

Tak »e ocymiecTBisieTcss 00paboTKa JOKYMEHTOB, OTIPABIISIEMBIX KypPbEPOM, IO
anekTpoHHOM moute, mo COJ[ «OnexrpoHHoe [IpaBUTEILCTBO» U MO CHUCTEME DJICK-
TPOHHOI'O B3aUMOJEUCTBUS ¢ MHUHHCTEpCTBOM 00pa3oBanus U Hayku Poccuiickoit ®e-
JEpaLHH.

5.3.9. KoppecnonaeHus, aipecoBaHHasi OJJTHOMY M TOMY K€ ajJipecary, JOJDKHA
OBITH BJIOKEHA B OJMH KOHBepT. Ha koHBepTe AOJKHBI ObITh YKa3aHbl: BHJ OTIPaBKU
(3aka3Hoe, LIECHHOE), MHJICKC OTJICJICHUS CBA3H, a/IpeC, HAMMEHOBAHNE OpTaHU3AIIHH.

5.3.10. BHyTpeHHUE JOKYMEHTBI — 3TO JOKYMEHTHI, co3naBaeMbie B KDY u uc-
noJyib3yemble coTpyaHukamu KOV B ynpasieHueckoM mporecce. BHyTpeHHHE NOKY-
MEHTBl PETUCTPUPYIOTCS, PACCHUIAIOTCA U HUCIIONHAIOTCS (MCIOJIB3YIOTCS) B Ipenaenax
K®VY uepesz CO/] «Onexrponnoe [IpaBurensctBoy. [loaroroBka u odhopmieHre BHyT-
PEHHUX JOKYMEHTOB OPIaHU3YETCs TaK )K€, KaK U UCXOJSAIINX, UCIIOJIHEHUE TOKYMEHTA
— TakK ke, KaK MOCTyNarouuX.

Peructpanuto, paccbliKy ¥ KOHTPOJb UCIOJHEHHS BHYTPEHHUX JOKYMEHTOB B
CO /1 «OnexktponHoe [IpaBUTENBCTBO» OCYIIECTBIAIOT COTPYAHUK YK U TOKyMeHTO-
BE€JIbl CTPYKTYPHBIX MOAPA3AECICHUI, OTBETCTBEHHBIE 3a padoTy B COJI «OnekTpoHHOE
IIpaBUTENBCTBOY.

5.3.11. BHyTpeHHHEe NOKYMEHTHI (IIPUKa3bl, PACIIOPSHKEHUS, TIOJIOKEHUSI, peria-
MEHTBI, JOKJIAHbIE 3alIMCKH, CIIPABKH, CBOJKH U JIp.) PACCMATPUBAKOTCA TEMU JIOJIK-
HOCTHBIMU JIMIIAMU, KOMY OHU HaNpPaBJICHBI.

Pacchunka npuka3oB o noapasaesieHusiM OCYIECTBIsIeTCs cnenuamcTtom Y JIK ¢
ucnonb3oBanueM COJI «DnektponHoe [IpaBUTEIBCTBOY.

5.4. PerucTpauus BXOAAIIMNX JOKYMEHTOB

5.4.1. Peructpamust JOKyMEHTOB — 3T0 (ukcamus (akta co3gaHus WIH MOCTYI-
JIEHUsl TOKyMEHTA MyTeM MPOCTABJIEHUS HA HEM MHJIEKCa U 1aThl C TIOCIIEAYIONIeH 3amu-
ChIO HEOOXOUMBIX CBEJICHUN O JOKYMEHTE B PErUCTPAllMOHHBIX (hopMax.

Peructpanus 10KkyMEHTOB HeoOXoauMa i OOECIeYeHUs COXPAHHOCTH JOKY-
MEHTOB, BO3MOXXHOCTH BEJCHHUSI KOHTPOJISI 3a MCIOJHEHUEM JOKYMEHTOB, TIOMCKA JO-
KYMEHTOB B HH(POPMAITMOHHO-CIIPABOYHBIX IEJISIX U y4eTa KOJTUYECTBA JOKYMEHTOB.

5.4.2. Peructpauuu nomyieskut Besl octynaromasi B KOV u crpykrypHble moji-
pa3zesieHus] KOPPECIIOHAEHIINSI, 32 UCKIIOUCHUEM KOPPECIIOHJEHIINY, HE MOJIeKaIei
pEerucTpalnu, COrIacHO mepeuHto (mpuinoxkenue 24). Hepeructpupyembie JOKYMEHTHI
MepeatoTcsl B CTPYKTYPHBIE OAPA3ACICHUS TT0 TPUHAJICKHOCTH.

Bxopsiiye HOKYMEHThI PErUCTPUPYIOTCS B JIEHb MOCTYIUIEHUS, UCXOJAIINE U
BHYTPEHHHE JTOKYMEHTHI — B ICHb OAMMUCAHUS.

5.4.3. Peructparus nokymeHToB B KOV ocyiecTBisieTcs: ASLEHTPATU30BaAHO:

B VJIK pecucmpupyromcsi:

® BXOJAILIAsT KOPPECHOHAECHUMS, HaNpaBJEHHAs U3 BBICHIMX OPTraHOB TOCY-
JAPCTBEHHOW BJIACTH M YNIPABJICHUS HA UMsI PEKTOPA;
® BXO/JIAIAsl MPABUTEILCTBEHHAS KOPPECIIOHCHIINS HA UMS PEKTOPA;
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® KOpPPECIOHJICHIINS, aAPECOBAaHHAA HA UMS PEKTOPA;

e ucxoasmas ot umeHu pexkropa KOV nokymenranus;

e [puKa3bl pekropa odmue (o ocHoBHOU AestenbHocTH KDY), ncnomnu-
TEJIbCKUE, AAMUHUCTPATUBHO-X035IMCTBEHHOMN AESATEIbHOCTH;

® pacropshKEHHS PEKTOPa,;

® IIPOTOKOJBI COBEIIAHUM C YYaCTHEM PEKTOPA.

B npuemnvix npopexmopos pecucmpupyromces:

® KOpPPECNOHJICHIMSA, aAPECOBAHHAS IPOPEKTOPAM;

® JIOKYMEHTbI, HHULIMUPYEMBIE CTPYKTYPHBIMU MOJAPA3ACICHUSIMU MO IPHU-
HAJJIEKHOCTH B OPTaHU3alUN, YUPEKICHUS U HA IPEAIPUSATHUSL,

® paCIOPSDKEHHS POPEKTOPOB IO AESITENBHOCTH CTPYKTYPHBIX ITOJpa3Ieiie-
Huit KOV,

® [IPOTOKOJIbI COBEIIAHUMN, UHULIUUPYEMBIX IPOPEKTOPAMH;

® HCXOIAIIAs JOKyMEHTALMs, IIOAIMCAHHAs IPOPEKTOPAMHU.

IIpoTOKOIBI COBEMAHUM, IPOBOAUMBIX ITpopekTopamu KDY, xpansarcs y cekpe-
Tapeu NpPOPEKTOPOB.

B cexpemapuame Yuenozo cosema pecucmpupyemcs:

® IIPOTOKOJBI U TOKYMEHTHI K 3aceaHuio YueHoro copeta KOY.

B Vnpasnennn Oyxrantepckoro ydera v (pUHAHCOBOrO KOHTpouisi, IlmaHoBo-
(MHAHCOBOM YIIPABJIEHUHU PETUCTPUPYETCS (PUHAHCOBO-OYXTalITepCKasi TOKyMEHTaHS.

B npyrux CTpyKTypHBIX NOJIpa3JEiICHUSX PETrUCTPUPYETCS KOPPECIOHACHIIMS,
aJpECOBaHHAsI HETIOCPEACTBEHHO 3TUM ITOAPA3/IEIICHUSM.

5.4.4. Peructpanus nomxHa ObITh ogHOKpaTHOM (B YK mMimu cTpyKTypHOM 110/1-
paznenenun). [Ipu 3TOM KakIblil BXOIAIIUMNA JOKYMEHT TOJIy4aeT PEruCTPAluOHHBIN
HOMep, cornacHo Homenkmarype aen KDY, xoropeiii Oosiee HUTJE HE BCTpedyaeTcs.
[TopsiakoBBIE PErMCTPALIMOHHBIE HOMEpPA NPHUCBAUBAIOT JTOKYMEHTAaM B T€UEHUE KaJICH-
napHoro rojaa. I[IpoTOKOJIbl COBMECTHBIX COBEIIaHMN (COOpaHuii) AOKHBI UMETh CO-
CTaBHBIE HOMEPA, BKJIIOYAIOLIME MTOPSAIKOBBIE HOMEPA IMPOTOKOJIOB OpraHU3alui, MpH-
HSBILKX y4acTue B paboOTe COBEIIaHMUS.

5.4.5. 3apeructpupoBaHHoe (PaKCUMUIBHOE COOOIIEHNE TIEPEIaeTCs Ha pACCMOT-
PEHHE PEKTOPY WM NPOPEKTOPY. B X01€ paccMOTpeHHsI PEKTOP MM MPOPEKTOP HaKIIa-
IBIBAET PE3OJIOLMIO.

C nonyyeHHOro (haKCUMIJIBHOTO COOOIIEHUs, HA KOTOPOM MPOCTaBIEH pPEru-
CTPALIMOHHBIN IITAMII U PE30JIFOLMS PYKOBOJUTEINS, CHUMAETCA Konus. [IepBrIiil 3K3eM-
ISP B COOTBETCTBUU C PE3OJIIOLUEN MEPENAECTCS B CTPYKTYPHOE MOAPa3IeIeHue, a KO-
Y MOAIINBAETCS B I€JI0, XPAHALIEECS Yy CEKpeTapsl.

5.5. Perucrpauus ucxoas X JOKYMEHTOB

5.5.1. Perucrtpanus oTmpaBisieMbIX JOKYMEHTOB ocyuiecTBisieTrcs B KOV nenen-
TPaJIM30BAHO 3a MOAMNMUCKHI0 pekTopa — B Y /K, 3a moanuceo mpopekTopoB — JOKYMEH-
TOBEJAMU B IPUEMHBIX IPOPEKTOPOB B IEHb UX YTBEPKACHUS UIIU TOMMCAHMUS.

Cotpynnuk YJIK win JOKYMEHTOBEIl B MPUEMHOM MPOPEKTOpa MPOCMaTpUBAET
NOCTYIMUBIIUNA JOKYMEHT JJI OTIPABIICHUS HA MPEAMET IPaMOTHOCTU COCTaBIICHUS U
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npaBuwiIbHOCTH OopmieHus. JIOKyMEHTBI, COCTaBJICHHbIE U OPOPMIICHHBIE C HapyIle-
HUEM YCTAHOBJICHHBIX MPaBUJI, HEKOMIUIEKTHBIE JTJOKYMEHTHI BO3BPAILAIOTCS UCTOJIHU-
TEJ0 Ha 10paboTKY.

PeructpanrionHblii HOMEP OTIPABISIEMOTO (UCXOSIIETO0) TOKYMEHTA JOJKEH CO-
CTOSITh M3 WHJCKCA JieJia TTI0 HOMEHKJIAType el (BKIIOYAOIIETr0 B ce0st KO CTPYKTYP-
HOT'O TOJIPa3/IeJICHUs) U Pa3eJICHHOTO KOCOM YepTOi MOPSAIKOBOTO HOMEpPA TOKYMEHTA
B Iipezieniax KajueHaapHoro roga. Hampumep: Ne 01-15/115, rue:

01-15 — waAekc aena mo HOMEHKIIATYPE JIel CTPYKTYPHOTO MOAPa3ACICHHs], B KO-
TOPOE MOCTYIAET Ha XPaHEHNUE KOMUS OTIPABISEMOrO IOKYMEHTA;

115 — nopsAKOBBII HOMEp IOKYMEHTa B Mpejenax KajieHaapHoro rojga. C Hayaia
KQKJIOT0 KAJIEHAAPHOIO r0/la PErUCTPAIMOHHBIN HOMEp UCXOAIIETO TOKYMEHTa Hauu-
HaeTcs ¢ mudpsI 1.

PeructpaniioHHblii HOMEP TOKYMEHTA M JlaTa PErucTpalyy MPOCTABIAIOTCS Ha
MOJIJIMHHUKE JOKYMEHTa B PEKBU3UTaX OJIaHKAa U HA KOMHH, KOTOpas MOJIIMBACTCS B
neno YJIK wnu ctpykrypHoro noapasnaenenust KOY. Ceenenust 06 oTnpaBisieMoM (HcC-
xosiem) nokymeHnTe BHocaTcs B COJl «Onektponnoe [IpaBuTeabcTBOY.

OTtMeTHuM, KOTJla aTa MOANUCAHUS UM YTBEPKJICHUS IOKYMEHTA U J1aTa €ro pe-
TUCTpallMU OTJIMYAIOTCS (10 KaKUM-IMOO0 MpUYMHAM JOKyMeHT Obul mepeaad B Y /K
WU JOKYMEHTOBEAY B MPUEMHON MPOPEKTOpa MO3KE JaThl MOANMUCAHUS WIH YTBEp-
KIEHUA), B 3TOM ciydae coTpyaHuk Y /K unu nokyMeHTOBed B MPUEMHOM MPOpeKTOpa
nemnaet otMeTky B COJ1 «Onektponnoe [IpaButenbcTBo» 00 3TOM.

PerucrpanrionHble JaHHBIE OTBETHOTO JIOKYMEHTa BHOCSATCA B KapTouky CO/]
«OnexrponHoe [IpaBuUTEIHCTBO» MOCTYNMHUBIIETO (BXOSIIETO) TOKYMEHTA.

[Tocne mpuCBOEHHUS OTIPABIAEMOMY JTOKYMEHTY PErMCTPAllMOHHOTO HOMEpa
NEPBbIN AK3EMILISIP MOCTYIMAET HAa OTIPABKY, @ €ro KOMUsl ¢ BU3aMHU M NPUIOKEHUSIMU
(ecnu TakOBBIE UMEIOTCS) MOIIIMBAETCS B JIEJI0 B COOTBETCTBUH C HOMEHKJIIATYPOU JIET.

Tenerpammsbl, KOTOpbIE TpeOyeTCsl OTMPABUTh, MPUHUMAIOTCS COTPYIHUKAMHU
YK 3aBU3MpPOBaHHBIMU, MOANUCAHHBIMU, TaTUPOBAHHBIMUA C OTMETKOM O KaTETrOpHUH U
BUJie oTnpasieHus. OTnpaBka TeJerpaMM OCYIIECTBISAECTCS B cOOTBETCTBUM ¢ [IpaBu-
JIaMU TPEJIOCTABIICHUS YCIIYT TeyierpadHoii CBs3H.

OtmnpaBke MoOJJIekKaT JTOKYMEHTHI, TIOJIHOCTbIO O(OpMIICHHBIE, MOANHUCAHHBIE U
3apeTUCTPUPOBAHHBIC.

ITo dakcy nim mo JIEKTPOHHOM ToUTe HHMOPMAIIMOHHBIE COOOIIEHUS OTIePaTHB-
HOTO XapakTepa MOTYT TMEPe1aBaThCsl HEMOCPEICTBEHHO PAOOTHUKAMU U3 CTPYKTYPHBIX
MOJpa3ACICHUN.

Otnpasiisiemasi o MOYTE JOKYMEHTAIIUS YIAKOBBIBAETCA C YKa3aHUEM aJpecaToB
(TmostyyaTensi U OTHPABUTENS) U HAMIPABIISIETCS. B MECTHOE OTJICJICHUE CBSI3H.

Corpynuuku YJIK mepen ymakoBkoil MpOBEpSIIOT MPaBUILHOCTH O(OPMIICHUS
JOKYMEHTA, HAJIMYKUE MPHUIOKEHUM, COOTBETCTBUE KOJIMYECTBA SK3EMILISIPOB KOJIUYE-
CTBY aJIpECaTOB.

JIOKyMEHTBI, HaIllpaBJICHHbIE PA3HBIMU MOAPA3JECICHUAMU B OJUH aPEC MOTYT
BKJIQJIbIBATHCS B OJHY ynakoBKy. [lncbma, pacchiiaeMble OOJIBIIOMY KOJMYECTBY ajJipe-
catoB (Oonee 4-x), nepenatorcs B Y/IK co cnuckom Ha pacchbuiKy, COCTaBIsSIEMbIM HC-
MIOJIHUTEJIEM.
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JIOKYMEHTBI, TIOJIJIEKaIINe OTIpPaBKe, 00padaThIBalOTCA U OTIPABIIAIOTCS B JIEHB
UX MTOANMCAHUS U PErMCTPAlU WU HE MTO3HEE CIEAYIOLUIET0 pad0Yero JHs.

Ecnu ectp HEOOXOIMMOCTh B CPOYHOCTH JOCTaBKM ajpecaraM, JOKYMEHTAIUs
MOXET oTHpaBisAThcs 3Kcnpecc-gocraskoil (DHL, OO0 «CIICP-OKCIIPECC» u T1.1.).

V1. KOHTPOJIb UCITIOJIHEHUA TOKYMEHTOB

KoHTposb MCIIONTHEHHS TOKYMEHTOB YCTaHABIMBACTCS B IIEIISAX O0SCIICUEHUS UX
CBOEBPEMEHHOTO U KAYECTBEHHOTO MCIIOJIHEHUSI, MOBBIIICHHS YPOBHS OPTraHU3aTOPCKOM
pabOThl U UCIIOTHUTEIBLCKOW MUCIMIUIMHBI, OCYIIECTBIsAETCS ¢ moMoIsio COJl «Diek-
TpoHHOE [IpaBUTENBLCTBOY.

6.1. OcHOBHBIC TPEOOBAHMS K OPraHU3ANNH KOHTPOJISI HCHOJHEHHUSI JOKYMEHTOB

6.1.1. Bce moctynatomue Ha umsi pekropa KOV u B agpec KOV nokymeHTsl,
TpeOyIoILMe UCTIOHEHHS U OATOTOBKH OTBETA, MOJIEXKAT KOHTPOJIIO.
6.1.2. OGs3aTenbHOMY KOHTPOJIIO TTOJICHKAT:
® [IOCTAHOBJICHUS, PACTIOPSDKEHUS Y IIPUKA3bI BBIIECTOSIIMX OPTAHOB IOCY-
JApCTBEHHOW BJIACTU U YIIPABIICHNUS;
® MpPUKa3bl PEKTOpPa MO OCHOBHOM AesTenbHOCTH KDV, pemenus YdeHoro
coBeta KOV,
® [IOpYYEHHUS U 3aJaHUSA PEKTOpPA IMPOPEKTOpPaM, PYKOBOAMTENSM CTPYKTYp-
HbIX noapasaenenuii KOY;
® JIOKYMEHTBI, [IOCTABJIECHHBIE HA KOHTPOJIb PyKOBOACTBOM KDY mim pyko-
BOJUTEJIEM CTPYKTYPHOTO IIOAPA3IACICHUS;
® BOIPOCHI IPOTOKOJIOB PEKTOPATA, aIMUHUCTPATUBHBIX COBETOB.

6.1.3. KoHTpoJib HaJ MCHOTHEHWEM BKIIFOYAET: MOCTAHOBKY JOKYMEHTA Ha KOH-
TPOJIb, IPOBEPKY CBOEBPEMEHHOIO JTOBEJAEHUS JTOKYMEHTA J0 WCIOJIHUTENS, IPOBEPKY
U PEryJIMpOBaHUE XOJa UCIOJHEHHUS, y4eT U 0000IIeHHE pe3ybTaTOB KOHTPOJIS HC-
MOJIHEHUS TOKYMEHTOB B YCTaHOBJICHHbIE CPOKH, MHPOPMHUPOBAHUE PYKOBOJIUTENS O
COCTOSIHUU WCIIOJHEHUs T0KYMEHTOB B KOV,

6.1.4. OTBETCTBEHHOCTh 3a OpPraHU3AIMI0 KOHTPOJISI U CBOCBPEMEHHOE MPABUIIb-
HOE€ MCIOJHEHUE JOKYMEHTOB U COJIEPKAIIMXCA B HUX MOPYUECHUI BO3JIaraeTcs Ha mpo-
PEKTOPOB, PYKOBOAUTEIIEH IPYTHX CTPYKTYpHbIX moapasaeineHuid KDY, a takxke Ha
JOJKHOCTHBIX JIMI, YKa3aHHBIX B TEKCTE WIIM PE3OJIIOIINH CITYKEOHOTO JOKYMEHTA.

6.1.5. KoHTpoib HaJ HCIOJHEHUEM JTOKYMEHTOB OCYIIECTBIIAETCS OTAEIOM [0-
KyMEHTAIIMOHHOTO ¥ MH(pOpMalMOHHOTO obecrieueHusi. KoHTposb Bo3naraercs Ha co-
TPYAHUKOB OT/EJNA, B COOTBETCTBUU C JIOJDKHOCTHBIMU MHCTPYKLIMSIMHU.

6.1.6. JlearenbHOCTh MO KOHTPOIO co cToponbl Y J[K He 0cBOOOXKAaeT pyKoBO-
JIUTENEH CTPYKTYPHBIX MOAPA3IEIECHUN OT OPraHU3alMi KOHTPOJII U OTBETCTBEHHOCTH
3a UCIIOJIHEHUE JOKYMEHTOB, & JOKYMEHTOBEJI0B — OT KOHTPOJIS HAJl UCITIOJTHEHUEM.

6.1.7. KoHTposib HaJ HCIONHEHHEM JAOKYMEHTOB JIOJDKEH OBbITh Mpeaynpeau-
TEIbHBIM, BKIIIOUAIOIIUM B ce0sl HE TOJIbKO HATOMUHAHUE UCTIOTHUTENSIM O MIPUOIINAKE-
HUU CPOKOB MCIIOJIHEHUS, HO BBIICHEHUE COCTOSIHUS UCTIOJIHEHUS, TPUYMHBI BO3MOKHO-
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ro cpbiBa M WHPOPMUPOBAHHE 00 ITOM PYKOBOJICTBA C IIEIBI0 OPraHU3aI[H WCIIOJH e-
HUS IOKyMEHTOB B CPOK IIYTEM IOATOTOBKU CIIPABOK O COCTOSIHUM HCITOJHEHHS JIOKY-
MEHTOB (TpuiioxkeHue 43).

[Tpu mocTaHOBKE MOKYMEHTa Ha KOHTPOJbL B BEPXHEM IIOJI€ JIOKyMEHTa CIIpaBa
JeTaeTcs ITaMIIOM OTMETKa O KOHTpOJIE.

6.2. Cpoku ucnoJIHeHUs] JIOKYMEHTOB

6.2.1. Cpoku UCTIOJIHEHUA JOKYMEHTOB UCUUCIISIIOTCS B KaJC€HAAPHBIX JHAX C Ja-
ThI IOAMKUCAHUA TOKYMEHTA, a JIJIsl MOCTYIMUBIIKNX — C AaThl PETUCTPaIlUH.

6.2.2. CpoKHY UCTIOJHEHHS YKA3bIBAIOTCS B CAMHUX JIOKYMEHTaX WM (PUKCUPYIOTCS
B PE30JIIOLIMU PYKOBOJIUTEIS.

6.2.3. Ecu B JOKyMEHTE ITOCTABJIEH CPOK UCITOJIHEHUS — B YKa3aHHBIN CPOK.

6.2.4. B ciyyasx, Korja Cpok HCIIOJHEHUS HE yKa3aH, IPUMEHSIOTCS THIIOBBIC
CPOKH UCIIOJTHEHUS:

— €CJIU B IOKYMEHTE UMEETCS MOMETKA «CPOUHO» - B TPEXITHEBHBIN CPOK;

— CIIy>K€OHbIE JTOKYMEHTBI IO BOIPOCaM, TPEOYIOUIUM IMOJTOTOBKU PaCIOPSIU-
TEJbHBIX JOKYMEHTOB Ha OCHOBAaHUU HOPMATUBHBIX JIOKYMEHTOB BBIIIECTOSIIIUX Opra-
HOB, COJICp’KaHHE KOTOPBIX CIEIYET OBECTH 10 CTPYKTYPHBIX MOJPA3ACIICHUI — B IIs-
TUIHEBHBIN CPOK;

— €CJI1 B JOKYMEHTE UMEETCS IOMETKA «ONEPATUBHO» — B JIECATUIHEBHBINA CPOK;

— HCMOJIHEHHE 10 MUChbMaM I'paXkJaH — B TedeHue 15 aueit no 1 Mecsua;

— OCTaJIbHBIE — HEe 00Jiee MecsIa;

— TOKYMEHTHI ¢ MMOMeTKON «KOHTpOJIb» TOKHBI OBITh BBITIOJHEHBI B YKa3aHHBIC
KOHTPOJIBHBIE CPOKH.

IIpu onpeneneHun MPOAOJDKUTEILHOCTH CPOKa MCIOJHEHUS JOKYMEHTA YUYUTHI-
BAIOTCS COAEPKAHUE TOKYMEHTA U MPAKTUYECKHE BO3ZMOKHOCTH €r0 UCIIOJTHEHUS.

6.3. Opranuzanusi KOHTPOJIA UCIIOJTHEHHUS BXOASIIIIMX IOKYMEHTOB

6.3.1. KoHTpOJIb UCTTIOTHEHUSI JOKYMEHTOB ocylecTBisiercss B COJ] «OnekTpoH-
Hoe [IpaBurtenscTBOY.

6.3.2. JIOKyMEHTBI CTaBATCSA HAa KOHTPOJIb MOCIIE BHECEHNS CPOKA UCIOJHEHHS Ha
OCHOBAaHHUM PE3OJIONMHU B 3AMOJHEHHYI) PETHCTPAIMOHHO-KOHTPOJbHYIO KapTOUKy B
cucteme COJI «OnexrpoHHoe [IpaBUTENbCTBO» aBTOMATUUYECKHU.

6.3.3. Tlonmp3oBarenu, OTBETCTBEHHBIE 3a JEJIOMPOU3BOJCTBO B CTPYKTYPHBIX
MOApa3CACHUAX JEIal0T 3aMUCH O XOJ€ U OKOHYATEIbHOM HCIIOJHEHUH JTIOKYMEHTa B
CO1 «2OnexrtponHoe IIpaBUTENbCTBO», OTMEYAIOT XOJI UCIOIHEHUS B KOHTPOJIBHYIO
KapTOUYKy: KOMY U 3a KaKUM HOMEpPOM OTIIPaBJICH OTBET, KEM IOJIHUCAH, JaHHAs WH-
dopmarnus nocrynaet yepe3 COJl «dnexrponnoe [IpaButensctBo» B Y K.

6.3.4. 13 PKK B 31€KTpOHHOM BH/I€ COCTABIISIETCS KOHTPOJbHO-CITPABOYHAS Kap-
TOTEKA U XPAHUTCS JUIsl CIIPABOYHOUM pabOTHI B TEUEHHUE IrO/1a.

6.3.5. YIK ocymecTBastOTCS ClIeAyIoNue onepanuu: popMUpoBaHre KOMIIbIO-
TEPHBIX JAHHBIX KOHTPOJIUPYEMBIX JTOKYMEHTOB; OPOPMIIEHUE KAPTOTEKU KOHTPOIUPY-
€MBIX JOKYMEHTOB B 3JIEKTpOHHOM Buje; HampanieHue PKK orBercrBeHHOMY 3a mc-
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NOJIHEHUE JOKYMEHTA; BBISICHEHHE B COOTBETCTBYIOIIEM CTPYKTYPHOM MOAPA3AEICHUN
(dbaMuTu, UMEHHU, 0TYECTBA U TeIePOHA KOHKPETHOTO UCIIOJTHUTEIS; HATOMUHAHHUE K C-
MOJIHUTENIO O CPOKE HCIIOJIIHEHUS TOKyMEHTa; MOoJydeHrue MHPOpMaIuu O XOJe U pe-
3yJIbTaTax UCIIOJHEHHUS; 3alUCh X044 U PE3YJIbTATOB UCIIOJHEHUS B AJIEKTPOHHOM BHJIE
B PKK u perymspaoe napopMupoBanue peKTopa 0 COCTOSIHUM U Pe3yIbTaTax UCIOIHE-
HUS JOKYMEHTOB; CHSTHE JOKYMEHTOB C KOHTPOJIS, (OpMUpPOBAaHUE KAPTOTEKU MCIIOJI-
HEHHBIX JOKYMEHTOB B 3JICKTPOHHOM BHJIE.

6.3.6. KoHTpoJib Ha HCIOTHEHUEM JOKYMEHTOB OCYIIECTBIISIETCS IIyTEM €Xe-
JHEBHOT'O IMPOCMOTPA OTBETCTBEHHBIM JIUIIOM KOHTPOJIBHOW KAPTOTEKH B SJIEKTPOHHOM
BUJIC U TIEPUOJUYECKOTO HATIOMUHAHUS UCIIOJIHUTEISIM O TPUOIMKEHUU CPOKA HUCTIOJI-
HEHUSI C IOMOILBIO «CIIPaBKU-HAIIOMUHAHUSY.

6.3.7. VcnomuuTenb 00s13aH 1aBaTh TOYHBIE OTBETHI HA BCE BOMPOCHI, CBA3AHHBIC
C XOJIOM HUCIIOJHEHHUS TOKYMEHTa. ECliM TOKYMEHT HE UCIIOJIHEH B CPOK, UCIIOJIHUTEIb
00s13aH /10 UCTEYEHHS KOHTPOJIBHOTO CpOKa MpeaocTaButh nHpopmaiuio yepes COJ]
«InexktpoHHoe IIpaBUTENBCTBO» O TPUUYUHE 3aICPKKU HCIOJHECHUS COTPYIHHUKAM
VYK, oCymeCTBISIOMMM KOHTPOJIb HAJl UCTIOJIHEHUEM JOKYMEHTOB.

O xoj1e WCTIOJIHEHUS IOKYMEHTa 3amoJyIHsAeTCs cooTBeTcTBYMomIas rpada B COJ]
«DnekTpoHHoe [IpaBuTenbcTBOY». Te UCITOTHUTENN, KOTOPBIE HE SBJISIOTCA TOJIb30BaTE-
aamu COJl «OnexktporHoe [IpaBUTENBCTBO», BO3BPAIIAOT KOHTPOJIBHYIO KApTOUKY C
uHpopmanueit 00 ucnonnenuu B Y K.

6.3.8. OTBETCTBEHHBIE 3a BEJICHUE JICIONPOU3BOJICTBA B CTPYKTYPHBIX IMOJIpa3ie-
JICHUSX JTOKJIAJBIBAIOT CBOMM PYKOBOAMUTENSAM 000 BCEX CIIydasiX HapyIIEHUS CPOKOB
UCIIOJTHEHUS IOKYMEHTOB.

6.3.9. CHATh JOKYMEHT C KOHTPOJSI MOTYT coTpyAHUKH Y JIK, ynoJHOMOYEHHbIE
OCYIIECTBJISITh KOHTPOJIb.

6.3.10. IokyMEHT CHHUMAaeTCs C KOHTPOJS, €CIU PEIICHbl BCE MOCTABJICHHBIC B
HEM BOIIPOCHI M KOPPECIIOHAEHTY JaH OTBET. [I[poMeKyTOUHBIN OTBET, PABHO, KaK U 3a-
MPOC MO UCIOJHAEMOMY JIOKYMEHTY WJIM YaCTUYHOE MCIIOJHEHHUE MOPYUYECHUS, HE SIBIIS-
€TCsl OCHOBAHUEM JIJISI PU3HAHUSA IOKYMEHTA UCTIOJTHEHHBIM.

6.3.11. OcHOoBaHHEM MJIsSI CHATHS C KOHTPOJS JOKYMEHTOB C MOPYYEHHUSIMU PEK-
TOpa SBJISETCS JOKYMEHT-OTBET, MOAMUCAHHBIA peKTOpoM. OCHOBAaHUEM CHATHS C KOH-
TPOJISI JOKYMEHTOB C MOPYYCHUSMH MTPOPEKTOPA SBISIETCS TOKYMEHT-OTBET, MOJIMHUCAH-
HBIM POPEKTOPOM, JTMOO cripaBka 00 UCTIOTHEHUU JOKYMEHTA 3a MOIUCHI0 PYKOBOU-
TEJSL CTPYKTYPHOTO NOAPA3ACICHUS.

VIiI. AHAEKCAIIUA JOKYMEHTOB
7.1. Aapexkcanus 1OKyMEHTOB

7.1.1. JInsa ymoOCcTBa perucTpanuy 1 Moucka JOKyMEHTOB KaXKIOMYy CTPYKTYpPHO-
My noapazaeneHuto KOV npucBanBaroTcs 1iudpoBble HHIESKCHI, KOTOPhIE OTPAKECHBI B
Homenknatype nen KOV, ucnonb3yroTcss Ipu perucTpaldi BXOISIIEH M UCXOASAIIEH
KOPPECHOHACHIINH.

7.1.2. CoTpyIHUKH, OTBETCTBEHHBIE 32 BEJCHHUE JIEJOMPOU3BOCTBA, MPOBEPSIOT
MPaBUWIBHOCTh O(OPMIICHHUS UCXOSIINX JOKYMEHTOB (HAJIW4HUE MOJIMUCH, JaThl, HOME-
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pa, aapecaTa, CChUIKM Ha BXOJISIIMN JOKYMEHT, COTJIacOBaHMs, OTMETKH 00 HCIIOJIHE-
HUUW U HalpaBJICHUH B J1€70, (paMUIIMU UCIIOJIHUTEIISA, HOMepa TenedoHa U 1p.), 3aBepsi-
I0T UX KOIKMU U BHOCAT HEOOXOAMMBIE 3allMCU B PETMCTpalMOHHBbIE KapTouku B CO/]
«OnekTpoHHoe [IpaBuUTEIBLCTBOY.

VII. HOCTPOEHHUE CITPABOYHOI'O AIIITAPATA

8.1. B YJIK crpaBoYHBIM anmaparoM SBISIIOTCA KypHaisl peructpanuu u PKK
cocTasiieHHble Tpu oMo COJl «OnektponHoe [IpaBUTENBCTBO», a B APYTUX CTPYK-
TypHbIX nojpasaeicHusx KOV cnpaBouHBIM anmapatoM SIBISIIOTCA KAK JIEKTPOHHBIE
kaptoteku B COJ] «OnekrponHoe [IpaBUTENBCTBO», TAK U KYpPHAJIbl PETUCTPALIMKA Ha
OyMakHOM HocHTele (MpritoKeHue 44).

B VJK cnopaBouHble KapTOTEKH B 3JIEKTPOHHOM Buiae B COJl «DneKkTpoHHOE
[IpaBUTENHCTBOY» 3aBOJSATCSA HA JIOKYMEHTHI, TIOCTYIUBIINE HAa UMs peKTOopa U (WJIH) B
anpec KOY.

CrnpaBouHbIM anmapaToM JIsl UCXOASIINX JOKYMEHTOB SIBJISIIOTCS KAPTOUKHU pe-
TUCTpALMU, UX y4eT Benetcs ¢ nomoubto CO /] «dnekrponnoe [IpaBurenscTBoy.

8.2. CipaBo4YHbBIE€ KAPTOTEKU BEIYTCS MO KAXKIOMY BUY JOKYMEHTOB U CTPOSITCS
110 KOPPECTOHACHTCKOMY MTPU3HAKY.

8.3. UH(dopMaunoHHO-aHATUTHYECKAS CUCTeMa «JJIeKTPOHHbII YHUBEPCHU-
TeT. JlokymenTo000poT™ U CI/I « dnnexkTponnoe IlpaBureiLcTBOY

B K®YV neiictyetr CO/1 «OnexrponHoe [IpaBurenbctBo». OHA SBIAETCS OJHUM U3
OCHOBHBIX HampaBlieHUd (HOPMHUPOBAHUS E€IUHON OOIICYHUBEPCUTETCKOM CHUCTEMBbI
«INEKTPOHHBIA YHUBEPCUTET.

COJl «DnektponHoe [IpaBUTENBCTBO» — 3TO €QUHAs MHTETPUPOBAHHAS CHCTEMA
JOKYMEHTO000pOTa, BKIIOYAIOIIAs CIELHATM3UPOBAHHYIO, OPUTMHAIBHYIO HMH(OpMa-
LIMOHHYIO CUCTEMY, KOTOPasi MO3BOJISIET:

e OCYHIECTBIATH PabOTy, KaK C DJIEKTPOHHBIMHU JOKYMEHTAMHU, TaK U COMPOBOXK-
JieHHEe paboThI ¢ «OyMaKHBIMU» ToKyMeHTaMu KDY

e o0ecneunuth paboOTy ¢ TOKYMEHTAMHU CIIYXalIUX JI0O0ro paHra, BKJIOYas pek-
TOpa, MPOPEKTOpa, AeKaHa (QakynbTeTa U APYIHMX B CUCTEME JOKYMEHTOO00O-
pora;

e paboTaTh C TOKyMEHTaMHU, KaK B YCJIOBUAX paboudero kabuHeTa, TaKk U BHE €T0
— B JIOpOore, KOMaHAUPOBKE, JJOMa;

e o0OccreuynBarh padoty uepe3 Web-Opaysep, He TpeOysh yCTAaHOBKH M COIPO-
BOXJICHUS CIEIUATBHOTO MPOTPaMMHOT0 OOecreueHuss Ha paboumx MecTax
IOJIb30BATEIICH;

® [OBBICUTH 3P(HEKTUBHOCTH B3AUMOJIECHCTBUS MOAPA3ACITICHUM.

CxeMatuyHO paboTy eAMHON CUCTEMBI JOKyMeHTooOopoTa KDY MoxHO npencra-
BUThH TaK:
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s BEe B9

Web-goctyn

Web-cepBsep

b4 Oracle

Web-goctyn

Web-goctyn

Anpo cucreMbl NMpeAcTaBisieT cOO0M MPOrpaMMHBIN KOMIUJIEKC, HAIMCAHHBIA Ha
0aze CYB/JI Oracle. [Tomp30BaTenu CUCTEMBI, COTPYIHUKH Pa3IMYHBIX TOpa3IeICHUH,
paboTaroT ¢ crucTeMol Yepe3 oObIuHbIN Web-Opay3ep, mpu 3ToM 00paboTKa, XpaHEHHE U
apXUBUpPOBaHKE MH(OPMALIMU BBIMOJIHACTCS LIEHTPAIN30BaHHO. Bxoasmue OyMakHble
JOKYMEHTBl CKaHUPYIOTCS Ha MOTOYHBIX CKaHEpax IMpH MOMOIIM MPOCTOro B oOparie-
HUW MPOTPaMMHOI0 oOecrieueHus, U uxX rpaduueckoe M300pakeHrue cpaszy ke pa3Mme-
[IaeTCs B €MUHOMN Oa3se.

Takast cxema opraHu3aluy CUCTEMBI, IPU KOTOPOH COTPYIHUKH AJis1 pabOThI C CH-
CTEMO UCTIONB3YIOT WED-0pay3ep, mo3BoisieT d3PGEKTUBHO paboTaTh C JICKTPOHHBIMH
M300pKEHHUSIMU IOKYMEHTA M €r0 PErMCTPAllMOHHON KapTOYKOM (YTO BHOCUTCS B PeET.
KapTouKy). BzaumozaeicTBys ¢ cucteMoi, moJjib30BaTellb BUAUT HA IKPAHE UHTETPUPO-
BaHHOE pabouyee 1moJje s padoThl C JOKYMEHTOM, Ha KOTOPOM HarJISIIHO OTOOpaXkaroT-
Csl: pErHCTpallMOHHAsl KAPTOUKa, CTPYKTYPUPOBAHHBIN OJIOK pe30JI0LMi U rpaduyeckoe
M300pakeHHne TOKYMEHTA, a TaK ke apyras uHhopmarus.

CoOll «3Onextponnoe IIpaBuTenbcTBO» oOOEcCmeYMBaeT CTAaHAAPTHBIM (DYHKIIHO-
HaJIbHBIA HAOOp JOKYMEHTOOOOPOTa, MO3BOJIIET OCYLIECTBIATH PadOTy C PE30IIOIH -
MU, KOHTPOJIb MIPOXOXKACHUS JOKYMEHTOB, CO3JaHHE BHYTPEHHUX JTIOKYMEHTOB U pabo-
Ty C BHYyTPEHHUMH JOKYMEHTaMHU.

OynkunonnpoBanue CI/ «DnekrponHoe [IpaBurenbcTBO» HampaBiIE€HO Ha Opra-
HU3ALHUIO JIEIONPOU3BOCTBA U JOKYMEHTOO0OPOTa B AJIEKTPOHHOM BUJIE.

K 4yuciay OCHOBHBIX aBTOMaTH3UMpyeMblXx (QYHKIUN aenonpousBojactBa COJ]
«OnexTpoHHoe [IpaBUTENBCTBO» OTHOCSTCS CIIETYIOUIHE:

® ¢JMHAas PETUCTpPALMs BCE MOCTYIHUBILEH KOPPECTIOHACHIINH, BKIIIOYAs MMChMaA U
oOpanieHusi rpakJaH, C MOCJIEIYIOUIMM HalpaBJI€HUEM KOPPECHOHJECHUIUU Ha
paccMoTpenue pykoBoacTBy KOV u B cTpyKTypHbIE NTOApa3/IeIEHUS;
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e ¢IMHAs PErucTpalus BCEM MCXOASUIEH KOPPECIIOHJICHIIMM U BHYTPEHHUX JIOKY-
MEHTOB;
® pPErucCTpalus JABIKEHHUS TOKYMEHTOB (JIOKyMeHTOo0opoTa) BHyTpu KDV, BKItIO-
qasi Pe30JIIOIUU, OTYEThl 00 HCIIOJIHEHWH, COTJIACOBaHHUE (BU3WPOBAHUE) JIOKY-
MEHTOB;
® OCYUIECTBIICHHE KOHTPOJISI HaJ, CBOEBPEMEHHOM HCIIOJHEHHEM IOPYYEHH, pe-
IICHUW U YKA3aHUW PYKOBOJICTBA;
® [IPOBEPKA NPABUIBHOCTHA U CBOEBPEMEHHOCTH MUCIIOJHEHUS JOKYMEHTOB;
® [IOMCK JOKYMEHTOB IO Pa3JU4YHBIM KPUTEPHUSIM M MOJYYEHHE CTATUCTUUYECKUX
OTUYETOB MO IOKYMEHTO0000poTy B KOV.
CocraBnenue, oOpMIICHHE U COIJIACOBAHUE MPOEKTOB 3JIEKTPOHHBIX JTOKYMEH-
TOB OCYILECTBJISIETCS IO OOLIMM IpaBWJIaM JI€JIONPOU3BOJCTBA, YCTAHOBIEHHBIM B OT-
HOIIIGHUH aHAJIOTHUYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTENE. DJEKTPOHHBIA JIOKY-
MEHT UMEET PEKBU3UTHI, YCTAHOBJICHHBIE JIJISi aHAJIOTMYHOTO JIOKYMEHTa Ha OyMa)KHOM
HOCHTEIIE, 3a UCKIIFOUEHHEM OTTHCKA IeyaT. sl HOATBEPKACHUS MOAJIMHHOCTH JJIEK-
TPOHHBIX IOKYMEHTOB UCIOJIb3YIOTCS JIEKTPOHHBIE [IU(PPOBBIE TOAMKCH.
B CO/1 «OnextponHoe IIpaBUTENBCTBO» perucrpanys, HCIOJHEHHUE, COTIacoBa-
HUE, MOJNUCAaHUE U OTIpaBKa JOKYMEHTOB MPOU3BOAUTCS B COOTBETCTBUM C «Perua-
MEHTOM MH()OPMALMOHHOTr0 OOMEHA B €IMHOM MEKBEIOMCTBEHHON CHCTEME AIIEKTPOH-
HOTO JIOKYMEHTOOOOpOTa OpraHoB rocyaapcTBeHHO# Biactu PecnyOnuku Tarapcran
(denepabHOr0 rocyJapCTBEHHOTO aBTOHOMHOT'O O0pa30BaTENbHOTO YUPEXKICHHS BbIC-
mero npodeccuonanbHoro oopazoBanus «Kazanckuit (IlpuBomxckuii) ¢enepanbHbIi
yauBepcute™ or 24.06.2011 1. Ne 0.1.1.56-06/25/11 u «PernamenTa coriiacoBaHus op-
TFaHU3alMOHHO - PacnopsAUTENbHbIX JOKyMEeHTOB KDVY» ot 08.12.2010 r. Ne 0.1.1.56-
06/22/10.

B COJ1 «2Onektponnoe [IpaBUTENBCTBO» COTIaCOBAaHUE JIOKYMEHTOB OCYILIECTBIISI-
€TCsl IIyTEM 3aIlOJIHEHHsI NOJIEH JIEKTPOHHOW KAPTOUYKH COIJIACYEMOrO B CHUCTEME J10-
KyYMEHTa U MPUKPEIUIEHUsSI €ro K KapTouke. Popma 3JIeKTPOHHOM KapTOUKHU MPUBEICHA
B IPWJIOKEHUU 45 K MyHKTY 8.3.

Hanee popmupyercs JUCT COrIaCOBaHMS, U IOKYMEHT OTIPABISAETCS Ha COTJIACo-
BaHue. @opmMa JUCTa COrIaCOBaHUS MPUBEICHA HUKE B MPUIIOKEHUU 46 K MyHKTY 8.3.

[Tocne noanucanus pekropoMm B CI/] «DnektponHoe [IpaBUTENBCTBO» JOKYMEHT
PErUCTPUPYETCS B CUCTEME IyTEM 3alOJIHEHUS TMOJIEH 3JEKTPOHHOM KapTOUKH, PEru-
CTPUPYEMOTO B cUCTeMe JokyMmMeHTa. K kapTouke mpHUKperuisieTcsl AIeKTPOHHBIN (haii
(B dopmare pdf) oTckaHMPOBAaHHOTO OpPUTHHAJNIA TMOAMUCAHHOTO MU YTBEPIKICHHOTO
NOKyMeHTa. Jlanee JOKyMEHT pacchuiaeTces 1o HazHaueHuro. B none «Komy» BHOCSTCS
dbaMunuu Ul KOMYy JaHHBIA JOKYMEHT OTChUIaeTcsi. DopMma 3JEeKTPOHHOW KapTOYKHU
MpUBEICHA HUKE B MPUIIOKEHUU 47 K TyHKTY 8.3.

8.3.1. Cpoku xpaHEeHHS JIEKTPOHHBIX JJOKYMEHTOB.

3aperucTpupoBaHHbIC JOKYMEHTHI B 3JIeKTpoHHOM BHjIe (B popmare pdf) xpanst-
cs1 B COJ1 «OnektponHoe IpaBuTenbcTBO» B TEUEHHE 3 JIET.

8.3.2. OCOOEHHOCTH IKCIEPTU3BI LICHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB.

DKCIepTr3a LHEHHOCTU JJIEKTPOHHBIX JOKYMEHTOB IPOBOAMUTCS 3KCIEPTHOM KO-
muccueir KOV B ToM xe mopsiike, KakOod YCTAaHOBJICH MJIsI TIPOBEICHUSI SKCIIEPTHU3bI
IEHHOCTH JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE, C YYETOM JIOMOJHUTENbHBIX MpU3Ha-
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KOB, HAIPUMEP TaKUX, KaK: MOMJIMHHOCTb AJIEKTPOHHOTO JOKYMEHTA; HaJU4yue dJEK-
TPOHHOM TOJIUCH; BO3MOKHOCTh BOCIIPOM3BEACHHS M 00pabOTKM MH(GOPMALIUN SJICK-
TPOHHBIX JTOKYMEHTOB 0€3 HMCIOJb30BAHMS OPUTHHAIBHOTIO MPOrPaMMHOr0 obecreue-
HHUS U JIP.

OTOO0p 2MEKTPOHHBIX JTOKYMEHTOB Ha apXUBHOE XpaHEHUE OCYIIECTBIIACTCS B pe-
3yJIbTaTe SKCHEPTU3bI HEHHOCTH JJIEKTPOHHBIX JTOKYMEHTOB, KOTOPAsi MPOBOAUTCS JKC-
neptHou komuccuenn KOVY.

Ha mepBom 3rare 3KcrepTusbl IEKTPOHHBIX JTOKYMEHTOB APXUB COBMECTHO C
YK u Jlemapramentom uHpopmanuu U cBsazu KDV, omnpeznenser nepeyeHb CUCTEM,
TEM U TPOEKTOB, TOKYMEHTHI KOTOPBIX MOTYT UMETh IIEHHOCTb B COOTBETCTBUHU C 00-
IUMH KPUTEPUSIMH dKCTIEPTH3bl. B pamMkax mepedHsi mpoBOIUTCS OTOOP AJIEKTPOHHBIX
JOKYMEHTOB Ha IIOCTOSHHOE U BPEMEHHOE XPAHECHUE; IIEPEYEHb YTBEPKIACTCA DJKC-
nepTHou komuccuent KOVY.

DKcnepTr3a 3JIEKTPOHHBIX JOKYMEHTOB MPOBOAMUTCS DKCIIEPTHOM KOMHUCCUEH BO
B3aUMOCBs3M ¢ JAoKyMeHTauuel KDY Ha TpaaulmOHHBIX HOCHUTENSAX (IPUMEHSETCS B
KOMILJIEKCE CHCTEMA OOIIMX U CIEHUATbHBIX KPUTEPHEB:

3HAYMMOCTB;

MOJIHOTA (3aBEPUIEHHOCTh) JOKYMEHTA; ayTEHTUYHOCTh IOKYMEHTA;

OTCYTCTBHUE NyONMpyromie nHpopMau B TOKYMEHTaX, IPUHITHIX HA apXUBHOE
XpaHEHHE).

[Ipu mpuemMe SJIEeKTPOHHBIX JOKYMEHTOB HAa XPAaHEHUE B APXUB YUYUTHIBAKOTCS
(bakTophI:

OTPaHUYEHHUSI Ha IIPUEM DJIEKTPOHHBIX JIOKYMEHTOB;

3aBEPLICHHOCTD IIPOLIECCA CO3/IaHUS MIEKTPOHHBIX TOKYMEHTOB,

CTOMMOCTb BO3MOXHOI'O MEPEBOJA 3JIEKTPOHHBIX JOKYMEHTOB B JIpyroil opmar
IIpU [IPUEME B APXUB;

HAJIMYWE 3aKOHOJATEJBHBIX AKTOB, MPEISITCTBYIOIIUX II€peade SJICKTPOHHBIX
NOKYMEHTOB;

HaJIM4ue He0OXOIMMON COMTPOBOAUTEHHON TOKYMEHTAIINH;

COOTBETCTBHUE THUIIA 3JEKTPOHHOIO OOOPYIAOBAHUS PA3IMYHBIM PEKUMAM XpaHe-
HUSA DJIEKTPOHHBIX JOKYMEHTOB;

3aTpaThl HA 0OECTICUeHHE XPAaHEHHUSI.

DNEeKTPOHHBIE IOKYMEHTHI IOCTOSSHHOTO U BpeMeHHOro (cBbiiie 10 jeT) cpokoB
XpaHeHnus nepenatorcs B apxuB KOV u3 nHpopManmoHHBIX CUCTEM, B TOM YHCIIE WH-
(OpMaAIIMOHHBIX CUCTEM JIEKTPOHHOTO TIOKYyMEHTO000pOTa, €XKETOAHO, HE O3 THEE YeEM
yepes 3 roja nocie 3aBepiieHus padboThl ¢ JOKYMEHTaMH B JI€JIONPOU3BOICTBE.

B apxuB opraHuzanuu dJ1€KTPOHHBIE J€Ja NIEPEJal0TCs B YIOPAIO0YEHHOM COCTO-
SHUU 110 ONMCAM CTPYKTYPHBIX NoapasnesieHui. IIpu nepemaye dIeKTPOHHBIX JOKY-
MeHTOB ApxuBHOoro ¢onaa Poccuiickoii ®denepanuu B apxuB KOV mpoBoautcs ux
KOHBEPTHPOBAaHHE B KOMIIBIOTEpHBIE (OpMaThl, pPeKOMEHJO0BaHHbIE HalmoHanbHBIM
apxuBoM PecnyOnuku TarapcTaH, MCTOYHMKOM KOMIUIEKTOBaHHUSI KOTOPOIO SIBJISIETCS
KoYy.

8.3.3. Ilouck gokymentoB B COJ] «DnekrponHoe [IpaBUTENHCTBOY» OCYIIECTBIIS-
ercsi B OJ0ke «PacimpeHHbli MOMCK JOKYMEHTOBY». biiok mpeacrasisieT codboit hopmy,
B KOTOPOI UMEKOTCS OJIS AJIs 3aMI0JHEHUS U IPOCTABIICHUS METOK [¥] .
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Ji1g Toro, 4To OBl OCYIIECTBUTH OUCK TOKYMEHTA HEOOXOAUMO 3aMIOJIHUTh COOT-
BETCTBYIOILIME TMOUCKY MOJISI U MPOCTAaBUTh HEOOXOAMMBIE METKH, HaKaB Ha BKJIAJKY
«ITouck». @opma 6110ka «PacumpeHHbIi TOUCK JOKYMEHTOB) MpPUBEICHA HUXKE B MPU-
noxxenuu 48 k myHkry 8.3.3.

8.4. [leyaTaHue M THPAKUPOBAHHE JOKYMEHTOB

8.4.1. Ileyatanue AOKYMEHTOB, HAIlPAaBJISIEMbIX B BBILIECTOSAIINE OPTraHU3AIINY,
OCYULIECTBIISIETCS B CTPYKTYPHBIX IMOAPA3IACIICHUSIX, TOTOBSIINX 3TH TOKYMEHTHI. B CBsI-
3M C aBTOMATH3alMed TOKYMEHTAMOHHBIX IponeccoB B KDY u nepexonom cTpykTyp-
HBIX TIOJpa3zesieHuil Ha paboTy ¢ nepcoHabHBIMU DBM HCIONHUTENh TOTOBUT MIPOEKT
JOKYMEHTA U BBIBOJUT €T0 Ha IIPUHTEP B CBOEM CTPYKTYPHOM IOAPA3AEICHUM.

8.4.2. TupaxupoBaHue TOKYMEHTOB ocyilecTBisieTcss B M3natensctee KOV, a
TAaKXKe€ B CTPYKTYPHBIX IIOJAPa3JIEICHUSIX Ha MHOKUTEIBHBIX ammaparax Ui OlepaTuB-
HOT0 KonupoBaHus. OTBETCTBEHHOCTh 32 KAYECTBEHHOE TUPAKUPOBAHUE TOKYMEHTOB B
N3parensctBe KOV HeceT AUPEKTOP, B CTPYKTYPHBIX MOAPA3AECIEHUAX — PYKOBOIU-
TE€JIb CTPYKTYPHOT'O NIOAPA3AECICHUS.

8.4.3. TupaxxvpoBaHUIO TOAJIEKAT TOJIBKO JOKYMEHTBI, OTHOCSIIHECS K CITy:Ke0-
HOoM aestenpHOCTH KDY, OTBETCTBEHHOCTD 3a CONEPKAHUE THUPAKUPYEMBIX TOKYMEH-
TOB BO3JAracTcsi Ha HUCHOJHUTENEH. KOHTponb 3a THUpakKMpOBaHUEM JTOKYMEHTOB B
CTPYKTYPHBIX ITOAPA3IAECICHUAX BO3JIAraeTCs Ha PyKOBOAMUTENIEH MOAPaA3ICIICHUM.

Tupasicuposanue 00KyMeHmos 8 1abopamopuu onepamueHol noauepapuu

8.4.4. JIns THpaKupOoBaHUs MPUHUMAIOTCS CITY>K€OHBIE JOKYMEHThI, H3TOTOBJICH-
HbI€ MAIIMHOMKUCHBIM CIIOCOOOM MJTU C UCTIOJIH30BAHUEM TIEPCOHATBHBIX KOMITBIOTEPOB.
Ha tupaxxupoBaHue JOKYMEHTOB 3alOJIHSETCS 3aKa3, KOTOPHIN MOAMUCHIBAET PYKOBO-
JIUTENb CTPYKTYPHOTO TMOApa3IeICHHS.

8.4.5. Ha tupakupoBaHue TOJDKHBI MIPEACTABISITHCS KAUECTBEHHBIC YK3EMILISPHI,
M3TOTOBJICHHBIC HA MPUHTEPaX MEPCOHATBHBIX KOMITBIOTEPOB, K KOTOPBIM MPHUIATratoTCs
JTUCKETHI C TEKCTOM JIOKYMCHTA.

8.4.6. 3ampeniaercs MPEACTaBIATh Ha TUPAXKUPOBAHUE TOKYMEHTHI CO CIa0OM
TEKCTOBOM TEYaThIO0, IIBETOBBIMHU (TOJIyOBIMH, CEPBIMU, KPACHBIMH) OTTCHKAMU IICYATH,
HEKOHTPACTHBIM TEKCTOM, HECTAaHJAPTHHIM (MEIKUM) MPU(TOM U C OTKIIOHEHUSMHA OT
CTaHAapTOB Pa3MEPOB JINCTOB Oymaru, CTaHAapTOB MO O(POPMIICHUIO JOKYMEHTOB.

JIOKyMEHTBI JOJDKHBI OBITH Pa30pOITIOPOBAHBI, TPOHYMEPOBAHBI M C OTCYTCTBHU-
eM MeTasuia (CKpernku, CKOOKH | T.1.).

8.4.7. JloxymeHTHI, mepenaBaeMble [JIsi TUPAKUPOBAHUSA, PETHCTPUPYIOTCS B
KypHaje ydeta (mpunoxenne 42). PactupaxupoBaHHbIC JOKYMEHTBI U UX OPUTHHAIIBI
BBIJIAIOTCS 3aKA34UKY IO POCITUCH TIPH MOTYYECHUN TUPAKA.

8.4.8. TupaxxupoBaHue T0KyMEHTOB ¢ rpudom «JlJis ciryKeOHOTo MOJIb30BAHUSY
POU3BOIUTCS C pa3pelieHust IEPBOro OTIeNA.
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8.5. Yuer u XpaHeHUe NMeyaTeil U TAMIIOB

KOV kak ropuamyeckoe JHUII0 UMEET KPYIiayro medyaTh ¢ u3o0paxkeHueM l'ocy-
napctBeHHoro repoa Poccuiickoit denepanuu, cTpykTypHble noapaszaeieHnss KOY —
KpyTIIylo nevath 0e3 n3odpaxenus ['ocygapcrsennoro repda Poccuiickoii @enepanuu.

8.5.1. Ilopsi0K M3rOTOBICHUS MEYaTE U IITAMIIOB.

1) 3aka3 Ha WU3TOTOBJICHUE TIEYATEeH M IITAMIIOB JIEJAIOT IO MOPYYCHHUIO PYKOBO-
JIUTENST JOKYMEHTOBEAbl CTPYKTYPHBIX IMOJAPA3/EICHUN, OTBEUYAIOIINE 3a JIEIONPOU3-
BOJCTBO Y IIPEICTABUTEIS MACTEPCKOM 11O U3TOTOBJICHUIO IT€YaTe U IITaMIIOB.

2) [pencraButenh MacTepCKOM MO M3TOTOBICHUIO T€YaTedl W INTAMIIOB TOATO-
TaBJIMBAECT MAKET ME€YaTH WJIM IITaMmIa C JIMCTOM COIJIaCOBaHWS M HAIpPABIIET €r0 B
YK 11t paccMOTPEHUS U COTTIACOBAHMSL.

3) Maker neuaTu coriacoBbiBaeTcs ¢ HadanbHUKOM Y JIK, mupekropom Jlemap-
TaMEHTa OyXraJTepCKOro ydyera U OTYETHOCTH, IPOPEKTOPOM IO OOIIMM BOIIpOCaM U
OpraHu3alMyi y4eOHOro mpouecca U yTBepxaaeTcss pekropoM. dopma JIMcTa coriaco-
BaHWs MIPHUBEICHA B IPUIIOKEHUH 25.

4) MakeT mTamIa corjacoBbiBaeTcs ¢ HadaibHukoM YJIK. dopma mucra
COTJIACOBaHUs MPUBE/ICHA B PUIIOKEHUH 26.

5) Konuu coriacoBaHHbIX U YTBEPKACHHBIX MAKETOB MEPEIAIOTCS U3TOTOBUTEIIO
IeYaTel U IITaMIIOB, OPUTHHAJIBI MaKeTOB XpaHarcs B Y JIK.

6) Ileyatn W WITAMITBI U3TOTABIMBAIOTCS B CIICIHATIBHBIX MACTEPCKUX TOJBKO Y
U3rOTOBUTENIEH, UMEIOIUX CEPTU(PUKAT, MOATBEPKIAIOIINN HAaJIU4UE Y U3rOTOBUTEIS
ne4yaT TEXHHYECKUX U TEXHOJIOTMYECKMX BO3MOXKHOCTEN JIJIs1 M3TOTOBJICHHS YKa3aHHO-
ro BHJa IMPOAYKLUHUH HA JAOJDKHOM KadeCTBEHHOM ypoBHe. IleuaTw, M3roTOBIICHHBIE B
HapyLIEHUE YCTAHOBIEHHBIX CTAHAAPTOB, HE UMEIOT FOPUINYECKON CUIIBI.

7) IpencraBuTesb MAaCTEPCKON MO U3TOTOBJCHHIO TICUATECH M IITAMIIOB MEpPeIacT
W3TOTOBJIEHHBIE T€YAaTH M LITAMIIBI B CTPYKTypHOE mnoapasaenenue KOY caenasuiee
3aKas.

8) Ilocne mosydyeHHsI CTPYKTYPHBIM TOJPA3JCICHUSM TICUaTH HJIM IITaMIla UX
oTTUCKH niepenarorcs B Y JIK.

8.5.2. Ob6s3aTenbHOMY YUETY MOJJIeKAT BCE BUBI MIEUATEH U IITAMIIOB.

8.5.3. OrTuckH Bcex nevyare u mramnos, uMmeroniuxcs B KOV (kpome neuvareii u
mramnoB 1 otnena), xpanstcs B Y JIK.

8.5.4. [leuaTu u mITaMITBl XpaHATCS B cei(ax UM METAUIMYECKHX ITKadax.

8.5.5. OTBETCTBEHHOCTH 3a XpaHEHHE U UCIOJIb30BAHUE NIeYaTeH, IITAMIIOB HECYT
PYKOBOJHUTENN CTPYKTYPHBIX MOAPA3ACIICHNUN, CEKPETAPH WM JIMLIA, OTBETCTBEHHBIE 32
BEJICHUE JEJIONPOU3BOICTBA.

8.5.6. Moxer ocyIIecTBIATHCSA CMEHA Mevyarei, ITaMIOB B CBSI3U C U3MEHEHUS-
MU TpeOOBaHU W HOPM K m3roToBieHuto nevyarei u mrammnoB ('OCToB) u ¢ usmene-
HussMu B YcraBe KDV, KoTophle CBS3aHbl ¢ PEOPraHU3aLUEl CHCTEMBI U CTPYKTYPHI
(enepanbHBIX OPraHOB UCIIOJIHUTENBHOM BIACTU U T.II.
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8.5.7. Ilpu 3aMeHe neyareil U ITaMIIOB HAa HOBbIE B TeueHue 10 aHel ¢ MOMeHTa
UX WU3TOTOBJIEHUS OCYIIECTBIISIETCS YHUUTOKEHUE CTapbIX MEYaTed M IITaMIOB. YHH-
YTOKEHUE MTPOU3BOAUTCS ICLIEHTPAIN30BAHO, B CIIEIYIOIIEM MOPSIKE.

PykoBonuTens cTpykTypHOTro nonapaszaenenus KOV (B Tom uucie 060cobieHHO-
ro MOJpa3/ieJeHus, UMEIOEro YaCTUYHbIE MPABOMOYHMS FOPUINYECKOTO JIMIA) CO3/1aeT
KOMHCCHIO B COCTaBe: MpeJceNaTelb — PyKOBOJUTENb MOAPA3ACIICHUS, YIEHbI KOMHUC-
CUU — pa0OTHHUKY NOJIpa3JIEJICHUs], CEKpETaph — OTBETCTBEHHBIN 32 JEIONPOU3BOJCTBO B
MTOAPA3ACTICHUN.

Knume mewatn wim mraMna ctaporo oOpasua OTHAENSIETCS OT OCHACTKU U M3-
MEIbYAETCS MPU MTOMOIIM HOXKHUL. 3aT€M COCTAaBIAETCS AKT O BBIJCICHUM K YHUYTO-
KEHUIO eYaTed M IITAMIIOB C IPWIOKEHHBIMU OTTUCKAMM YHUYTOKEHHBIX I€YaTed U
IITAMIIOB, KOTOPBIM MOANKCHIBAOT MPEACEAATENb, WIEHBI KOMUCCUN U CEKpeTapb. AKT
yTBepxaaeTca pekropomM KOV.

Opurunan Axta 00 YHUYTOXKEHUH N€4aTed U IITaMIOB XPaHUTCS B MOJpa3jese-
HUH, a Konus nepenaercs B Y K. @opma AkTa npuBeneHa B puitoxKeHn# 27.

8.5.8. [IpoBepka Hanmuuus mevyaTel, MTAMIIOB U OJAHKOB, a TaKKe MOPSAIKA HX
XPaHEHHMsI U UCTIOJIb30BAHUS TPOU3BOIUTCS KOMUCCHUEW HE PEXKE OJTHOTO pasza B roj O1-
HOBPEMEHHO C MPOBEPKOI COCTOSTHUS AEIONPOU3BOACTBA.

8.5.9. XpaHenne u UCIMOIb30BAHNE TTEUATEH U IITAMIIOB OCYIIECTBIISIETCS CIIETY-
IOIIUM 00pazom:

Haumenosanue Xpanumces Ilpumensemcs

['epboBast meuaTh B Y/IK Ha JIOKYMEHTaX, MOANMUCAHHBIX WIIA YTBEP-
KIEHHBIX PEKTOPOM WIM ITPOPEKTOPAMHU, Ha
JOKYMEHTax, IJie BOCHpPOU3BelEeHUE repoo-
BOM IEYaTH CHEUAIbHO MPEeyCcMaTPUBACT-
Csl HOPMaTUBHBIMU aKTaMH

[Teuats u mramner Y JIK B Y]IK JUIS 3aBEPECHUS KONUU YYPEAUTEIBHBIX IO-
KyMeHTOB KDY, pacnopsiuTenbHbIX TOKY-
MEHTOB (IIPUKa3bl, PACTIOPSIKEHUS ), U3/1aBa-
eMmbIx Y JIK

[leyatn w mwTamoel CTPyK- |y PYKOBOJMTENEH | HA JOKYMEHTaxX, MOJAINMCAHHBIX WIH YTBEp-
TYpPHBIX MOJIpa3IeICHUN CTPYKTYPHBIX JKICHHBIX PYKOBOAUTEIAMU ITUX MOAPA3LIE-
MOApa3ACIICHUN JICHUH, Ha BBINKMCKAX U3 3TUX JTOKYMEHTOB U
WA OTBETCTBEH- | KONMAX;

HBIX 3a JEJOINPO- | 3aBEPAOTCS IMOIINUCH COTPYIAHUKOB Ha pe-
W3BOJICTBO LIEH3USIX U OTYETax

8.6. Yuer u xpaHeHue 0JIAHKOB

8.6.1. bnanku ms mucem KDY, Ha KOTOPBIX HyMEPaTOPOM MPOCTABIISIIOT HOME-
pa, xpansarcs B Y /IK u BbIIatOTCS JOJKHOCTHBIM JIMLAM, TOKYMEHTOBEAAM ITPUEMHBIX
IPOPEKTOPOB U OTBETCTBEHHBIM 3a JAEJONPOU3BOJICTBO B YIPABIEHYECKUX MOApA3EIe-
HUAX, KOTOPBIE B CBOIO OYEPE/Ib BBIAAIOT UX JOKYMEHTOBEIAM CTPYKTYpPHBIX MOJIpa3ie-
nennii KOY.
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8.6.2. Yuer 61aHKOB CTPOTOM OTYETHOCTH (JIMTIIOMOB) MPOU3BOIUTCS B peecTpe
Ha TOJTy4YeHHe OJAaHKOB TUIUIOMOB (TpuiIokeHue 28), TPyAOBbIX KHMKEK B KHUTE ydeTa
JBYDKEHUS TPYIOBBIX KHIDKEK W BKJaAbIedt B HuX (mpmioxkeHue 30) B ympaBiIeHUU
KaJIpOB.

YHu4TOKEHNE OJJAHKOB CTPOTOM OTYETHOCTH OCYIIECTBIISCTCS TOJBKO TOCIIE CO-
CTaBJICHUS aKTa CIIUCAHMS.

8.6.3. Beigaua 01aHKOB AUTUIOMOB TIPOU3BOJUTCS O] PACIIMCKY B )KypHAJE BbI-
nady OJIAaHKOB JAWIUIOMOB (TipritoskeHue 29).

8.6.4. O6s3aTeIbHOMY YYETY MOJIEKAT BCE BUJIbI OJIAHKOB.

8.6.5. XKypHansl yyeTa BKIIOUYAIOTCS] B HOMEHKJIATYPY JE.

8.6.6. OTBETCTBEHHOCTh 32 XpaHEHHE U UCIOJIb30BaHUE OJIAHKOB HECYT PYKOBO-
JUTENN CTPYKTYPHBIX MOJpa3/ieNieHui, CeKpeTapy WM JIMIA, OTBETCTBCHHbIC 3a BEJle-
HUE JIeJIONPOU3BOJICTBA.

8.6.7. MoeT oCyIecTBISAThLCS CMEeHa OJJAHKOB B CBSI3U C U3BMEHEHUSIMU TPeOO-
BaHui U HOpM ux u3roronsieHus (I'OCToB) u ¢ usmenenusimu B Ycrase KOV, kotopsie
CBSI3aHBI C PEOPTaHU3AINEH CUCTEMBI M CTPYKTYPHI (he/IepaIbHBIX OPTAaHOB UCIIOTHU-
TEJIbHOW BJIACTH U T.II.

8.6.8. [IpoBepka HaMMUMs OJTAHKOB, a TAKKE MOPSIKA UX XPAHEHUS U UCTIOJIB30-
BaHMsI MPOU3BOIUTCS KOMUCCHEH HE PeXe OHOTO pasa B TOJ OJHOBPEMEHHO C IMPOBEP-
KOW COCTOSIHHSI ISJTOTIPOM3BOJICTBA.

8.6.9. XpaHeHue u UCIONIb30BaHNE OJJAHKOB OCYIIECTBIISIETCS CIAEAYIOMIUM o0pa-

30M:
Haumenosanue Xpanumcs Ilpumensemcs
bnank miceMma B YJIK I BbIOAYM JIMIIAM, OTBETCTBCHHBIM 3a JIC-
Koy JIOIIPOU3BOJICTBO B CTPYKTYPHBIX IOJApa3/e-
JICHUSIX
bnanku, ymorpeOisemMple B |y JHUI] OTBETCTBEH- | IIT OPOPMIICHHS COOTBETCTBYIOUINX JOKY-
Koy HBIX 3a JEJIONpO- | MEHTOB
W3BOJCTBO B IOJ-
paszeneHusax

IX. OPTAHU3AIUA JOKYMEHTOB B JEJIOITPONU3BOACTBE
9.1. CocTaBiieHue HOMEHKJIATYP /eI

9.1.1. HomenknaTypa pAel — CHCTEeMAaTHU3UPOBAHHBIA TIEPEUEHb 3aroJIOBKOB
(HammeHoBaHuM) e, 3aBoauMbIXx B KDY ¢ ykazanueM cpokoB uX XpaHeHHs, 0PopM-
JICHHBIN B YCTAHOBJIEHHOM MOPSIKE.

Homenkiatypa aen npenHasHadeHa Juisl TPYIIIAPOBKH UCIIOJIHEHHBIX JTOKYMEHTOB
B JI€Jla, CUCTEMATU3ALMK U y4YeTa JAeJl, ONpEIeJCHUs CPOKOB UX XPaHEHHUS U SIBISETCA
OCHOBOM i1 COCTaBJICHHSI OIMMCEHN /€]l MMOCTOSTHHOIO W BpeMeHHOro (cBeiiie 10 jer)
XpaHEHUs, a TaKXkKe JJid y4eTa Jed BpeMeHHOro (10 10 JeT BKIIOYUTEIbHO) XpaHEHUSI.

9.1.2. Ilpu cocTtaBieHUH HOMEHKJATYpHI AENl CIeAyeT PyKOBOJCTBOBAThCS YCTa-
BoM KDV, nonoxxenusmMu o CTpyKTypHbIX noapasaeneHuax B KOV, mrarasiM pacnu-
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caHueM, IUIaHaMU U OTYeTaMH O paboTe, MepeyHsIMU JOKYMEHTOB C YKa3aHUEM CPOKOB
UX XpaHEHWs1, HOMEHKJIATypaMH JIeJI 3a MPEAIIECTBYIONMe roasl. M3ydatorcs oKkyMeH-
ThI, 0Opa3zytormiuecs B aesTenbHOCTH KDY, ux BUIbI, COCTaB U COAECPIKAHHUE.

9.1.3. B KOV cocrapnsitoTcss HOMEHKIATYPHI A€l CTPYKTYpPHBIX MOJpa3zesieHuit
(mpuntoxxenue 32) u cBoHAs HOMeHKIarypa nen KOV (mpunoxenue 31).

9.1.4. HomeHnkiatypa es CTPYKTYPHOTO TOApA3ICICHUsT COCTaBIseTCs (HE MO3/I-
Hee 15 HOsAOps TEeKyIIero roja) ceKperapeM MoApa3AeICHUS WIH COTPYAHUKOM, OTBET-
CTBEHHBIM 3a JEJONPOU3BOJACTBO, corilacoBbiBacTcs ¢ apxuBom KOV u Y]IK, noanu-
CBIBAETCSl PYKOBOJUTENIEM MOApa3aesneHus u npeacrapisercs B Y K (komus).

BHOBB co3gaHHOE Mojpa3ieieHre 00a3aH0 B MECSUHBIN CPOK pa3padoTaTh HOMEH-
KJIaTypy JIe] noApas3aeneHus u npeacraButh ee B Y JK KOV,

9.1.5. CBonHas HOMeHKIaTypa nen coctaBisgerca YJIK Ha OCHOBE HOMEHKIATyp
JIeJ1 CTPYKTYPHBIX MTOAPA3AEIICHAN ITPU METOANYECKON oMoy apxusa KOV,

9.1.6. Connas nHomenkiatypa aen KOV noanuceiBaetcs pykooautenem Y /1K,
coryiacoBbiBaeTcs ¢ LlenTpanpHO# sKkcniepTHOM KoMuccueit (ganee umenyercs — [[9K)
K®Y, skcnepTHO-IPOBEPOUYHONM M METOJUYECKONM KOMHUCCHEH (l1ajee MMEHYeTCs —
OIIMK) I'ocynapctBenHoro komuteta Pecnybnuku Tatapctan mo apXxuBHOMY JieNy U
yTBepKIaeTcs (He mo3jHee KOHIAa TeKylero roaa) pekropom K®VY. Iocne cornacosa-
HUsI TOJPA3JCIICHNs] TNOJIy4YalOT BBIIMUCKH M3 HOMEHKJIATypbl Aei. CornacoBbIBacTCA
HOMeHKJaTypa nen ¢ ['ocygapctBeHHbIM KomuTeToM Pecnybnuku Tatapctan mo ap-
XUBHOMY JIeJTy HE peXe OJHOTO pasa B 5 JeT, eciau He ObUIO KOPEHHBIX M3MEHEHHH B
bysakuax u crpykrype KOV, B ciiyqae KOpeHHBIX U3BMEHEHHN (DYHKIIMI U CTPYKTYpPHI
K@V cBogHas HOMEHKIIaTypa AEN COCTAaBISETCA U corjacoBbiBaeTcs 3aHOBO ¢ DIIMK
INocynapctBenHoro komurtera Pecniybnuku Tatapctan mo apxuBHomy neny. Ecnu B Te-
YEHHE T'0J1a MOSBJISIIOTCS HOBBIE JOKYMEHTHUpPOBaHHbIE yyacTku B KOV, V]JIK cBoaHas
Homenknatrypa oOHOBNsieTCS, AJI1 YEro B Ka)JOM pasfielie OCTABIISIOTCS PE3EpBHBIC
HOMepa.

9.1.8. CBoxmHass HOMEHKJIATypa JeN IMeYaTaeTcss B HEOOXOJAMMOM KOJUYECTBE DK-
3eMIUIIPOB. IlepBbIli yTBEPKICHHBIA 3K3EMIUISIP HOMEHKIATYPHI AN SIBIAETCS IOKY-
MEHTOM ITOCTOSIHHOTO CPOKa XPAaHEHHMs W BKIIKOYAETCS B HOMEHKIATYPY J€J B paslell
YJIK. Btopoii ucnonssyercst B YJIK B kauectBe pabouero. Tpetuit — npumeHsercs B
apxue K®VY. YerBepThiii — B ['ocyaapcTBeHHOE OrokeTHOE yupexaeHue «l'ocynap-
cTBeHHbIN apxuB Pecniyonauku Tartapctan» (nanee — ['BY «I'A PT»), ocymiecTBIsONIIM
METOINYECKOE PYKOBOJICTBO.

9.1.9. HazpanumsiMmu pa3zznenoB HOMEHKJIATypel Jen KOV saBnsioTcs Ha3BaHUS
CTPYKTYPHBIX MOJpa3AeiacHnil. B CBOIHON HOMEHKIIATYpE JEN pa3/Ieiibl PacloiararTcs
B COOTBETCTBUU C YTBEPKIAECHHOM CTpyKTypou KDYV,

9.1.10. B HOMEHKIATYpy [ BKJIIOYAIOTCS 3arojOBKH JI€J, OTPpa)Kalolue BCE J10-
KyMEHTHpYyeMble y4acTKu paboTsl B KOV,

B HOMEHKIIaTypy [1e]1 HE BKIIOYAIOTCS IEPUOANYECKUE U3TaHHUS.

9.1.11. I'padb1 HOMEHKJIATYP ACJ 3AMOIHSAIOTCS CISAYIOIIUM 00pa3oMm.

B rpade 1 HOMeHKIaTypbl €71 IPOCTABIISIOTCS MHAEKCHI KaX]I0TO Jieja, BKIIOUEH-
HOTO B HOMEHKJaTypy. MHaekc nena coctout u3 ycraHopieHHoro B KOV uudposoro
0003HauEHHUs CTPYKTYPHOTO MOJApA3/IEeNCHUsI U MOPSAJIKOBOIO HOMEpa 3arojioBKa Jiena
0 HOMEHKJIaType B Mpejesiax CTPYKTYpHOro mnonapasjaenenus. Muaekcol nen o0o3Ha-
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yarotrcs apadckumu 1udpamu. Hanpumep: 0.1.1.01-05, rae 0.1.1.01 — oGo3naueHue
CTPYKTYpPHOTO moapasznaeiieHus, 05 — mopsiAKOBbIA HOMEp 3aroJiOBKa Jiejia MO0 HOMEH-
KJIaType.

B HOMEHKNaType Jen peKOMEHIYETCSl COXPaHATh OJJMHAKOBBIE MHJIEKCHI JIJIS1 OTHO-
POJIHBIX JI€JI B IPEEax pa3HbIX CTPYKTYPHBIX NOAPA3IEICHUMN; ISl NEPEXOAAIIMNX J1ET
MHJIEKC COXPaHAETCS.

B rpady 2 HoMeHKIaTyphl 1€ BKIIOYAIOTCS 3aT0JI0BKH [ (TOMOB, 4acTe).

3aroiioBOK Jiena JOJDKEH 4eTKO, B 0000meHHON (opMe oTpakaTh OCHOBHOE CO-
Jep>KaHue U COCTaB TOKYMEHTOB JIEJa.

He nomyckaercst ynoTpeOiaeHre B 3arojioBKe Jiejia HEKOHKPETHBIX (hOPMYITHUPOBOK
(«pa3Hblc MaTepualbl», «OOIIas MEePEeUCcKay U T.1.), @ TAKKE BBOIHBIX CIIOB M CIIOXK-
HBIX 000poTOoB. He nomyckaercs ynmorpeOiieHHMEe COKpAlllEHHBIX CJIOB U COKpAIICHHBIX
HAaMMEHOBAHUW CTPYKTYPHBIX mojipasaeieanii KOY.

3aroyIoBOK JieJla COCTOUT M3 3JIEMEHTOB, PACIOJAraéMbIX B CIEAYIOIIEH MMOCIEn0-
BAaTEJIbHOCTH: Ha3BaHWE BUJA Jeyia (Mepenucka, *ypHaia U T.J.) WIH Pa3HOBHIHOCTH
JIOKYMEHTOB (ITPOTOKOJIbI, TIPUKA3bl U T.J.) CTPYKTYPHOTO MOJIpa3jiesieHus (aBTop J0-
KYMEHTa); Ha3BaHHE OpraHu3aliu, KOTOPOU OYyIyT aapecoBaHbl UM OT KOTOPOH OyIyT
MOJIy4YeHbI JJOKYMEHTHI (aJpecaT WM KOPPECHOHJEHT JIOKYMEHTA); KpaTKOe COAepika-
HUE JTOKYMEHTOB JieJla; Ha3BaHUE MECTHOCTHU (TEPPUTOPHUH), C KOTOPOM CBSI3aHO COAEP-
’KaHue JOKYMEHTOB Jiena; Aara (Ieproj), K KOTOPbIM OTHOCATCA JOKYMEHTHI Jena.

B 3arosnoBkax e, coaepKalux JOKYMEHTHI IO OAHOMY BOIIPOCY, HO HE CBS3aH-
HBIX IOCJIEJOBATEILHOCTBIO MCIIOJIHEHUS, B KauyecTBE BHJA Jieja ynoTpeOsseTcs Tep-
MHUH «JIOKYMEHTBI», a B KOHIIE 3aroJIoBKa B CKOOKaX YKa3bIBarOTCSI OCHOBHBIE pa3HO-
BUJHOCTU JTOKYMEHTOB, KOTOPBIE IOJKHBI ObITh CIPYNIUPOBaHbI B jeiie (IUIaHbl, CIHC-
KH, JIOKJIAJIbI ¥ T.JI.).

Hanpumep:

JIOKYMEHTBI O IPOBEJEHUHN CEMHHAPOB, KOH(EpEeHIUil 0 BOIIpOcaM AesITeIbHOCTH
(dakynbTeTa (MIaHbl, CIIUCKU, 10K bl, UH()OPMAIUN)

B 3arosioBkax fies, coepKaliux NepenucKy, yKa3blBaeTcs, C KEM U M0 KaKOMY BO-
MPOCY OHA BEIETCH.

B 3arosioBkax jen, cofepkaiux MepenucKy ¢ OJHOPOIHBIMU KOPPECTIOHAECHTAMU,
MOCJIETHUE HE YKa3bIBAIOTCS, a YKa3bIBa€TCs UX 001llee BUI0BOE HA3BaHHUE.

Hanpumep:

[lepenucka ¢ apXUBHBIMU YUPEXKJIECHUSIMU O KOMIUIEKTOBAaHUU ApPXUBHOTO (hoHAA
Poccniickont @enepanyy HAyYHO-TEXHUYECKON TOKYMEHTALMen

B 3arosnoBkax e, coxepKalnux NEPENUCcKy ¢ pa3HOPOJIHBIMU KOPPECTIOHAEHTaMU,
MOCJIETHAE HE NIEPEUHCIIIOTCS.

Hanpumep:

[lepenucka o HarpaxaeHUN paOOTHUKOB, MPUCBOCHUH MMOYETHBIX 3BAHUN

B 3arosioBke Aena yka3pIlBaeTCs KOHKPETHBIM KOPPECIIOH/IEHT, €CIIN MEepENrcKa Be-
JETCA TOJIBKO C HUM.

Hampumep:

[lepenucka c ['ocynapctBeHHbIM KOMUTETOM Pecmybnuku TaTapcTan o apXMBHO-
My JIeJly IO BOIIPOCAaM CBS3aHHBIM C JIeATeNIbHOCThIO Y JIK
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[Ipn o0o3HaYeHUU B 3aroJioBKax Jiejd aJMUHUCTPATUBHO-TEPPUTOPUAIBHBIX €/IH-
HUIl YYWTBIBAECTCS CIEAYIOLIEE: €CIM COAECPKAHUE Jea KacaeTCs HECKOJBKUX OJHO-
POAHBIX aMUHUCTPATUBHO-TEPPUTOPUATILHBIX €IMHUII, B 3ar0JIOBKE Jieja HE YKa3blBa-
I0TCSI UX KOHKPETHBIC HAa3BaHMSI, & YKa3bIBaeTCs UX 00IIee BUOBOE HA3BaHMUE.

Hamnpumep:

[lepenucka ¢ riiaBaMu aAMUHUCTPALMA PAaHOHOB O COLIMAJIBHOM 3aIUTE HACEIEHUS

Ecnu copepkanue nena Kacaercs OJHOM aIMHHHMCTPATUBHO-TEPPUTOPUAIBHOU
€AMHUIIBI (HACEJIEHHOTO IYHKTa), €€ (€ro) Ha3BaHHUE YKa3bIBA€TCs B 3ar0JIOBKE JIETa.

Hampumep:

[lepenucka ¢ denepanbHbIM areHTCTBOM IO YIPaBJICHUIO (enepaabHbIM UMYIIEe-
CTBOM I10 BOIIPOCaM, CBSI3aHHBIM C YIIPABJICHUEM UMYIIECTBOM.

B 3aronoBkax nien, coAepKallux MIAHOBYIO WM OTYETHYIO JOKYMEHTAIHIO, YKa-
3bIBAaETCS Meproj (KBapTall, TOJ) Ha (3a) KOTOPBIH COCTABJICHBI IJIaHbI (OTYETHI).

Hanpumep:

['onoBbIe pabourie yueOHbIC IIaHbI

['onoBeie Oyxranrepckue otueThl M OanaHchl KDY, mosicHUTENbHbIE 3aMUCKU K
HUM

Ecnu geno OyAeT cocTosITh W3 HECKOJBKMX TOMOB WJIM YacTeil, TO COCTaBJISETCS
oOILIMI 3aroJoBOK Jiefia, a 3aTeM IMpPU HEOOXOIUMOCTH COCTABJISIOTCS 3ar0JIOBKH KaiK-
JI0r0 TOMa (4acTH), yTOUHSIOIIKE CO/IEPKAHUE 3aroJIoBKa JIeNa.

3aroyioBOK MPUIIOKEHUS K Iy, CHOPMHUPOBAHHOTO B OTIEIBHBIA TOM, JOJIKEH
COOTBETCTBOBATh 3ar0JIOBKY OMEIIEHHOTO B 3TOT TOM JJOKYMEHTA.

[Topsimok pacronoKeHusi 3aroJIOBKOB €7l BHYTPU Pa3lesioB U MOAPa3JIeNIOB HO-
MEHKJIATyphl JIeJl ONPEAEIISIeTCS CTENEHbIO BaXKHOCTU JOKYMEHTOB, COCTaBIISIIOLINX Jie-
Ja, ¥ UX B3aUMOCBSI3bI0. B Hayane pacronaratorcs 3arojloBKM JIeJl, COJIepkKaluX opra-
HU3AIMOHHO-PACTIOPSIUTENbHYIO JOKYMEHTAIIUIO.

3aroyioBKH €]l MOTYT YTOUHSITHCS B Mpoiiecce GopMUPOBAHUS U OPOPMIICHUS JCII.

['pacda 3 HOMEHKIATYpPHI €] 3aMOIHIETCS 10 OKOHYaHUH KaJIeHJIapHOTO To/a.

B rpade 4 yka3piBaeTcs CpOK XpaHEHHSs Jiejla, HOMepa CTaTel Mo MepeyHio, a npu
€ro OTCYTCTBHM — IO NMPUMEPHON HOMEHKJIATYpE NIeJ1 WM corjiacoBaHHbll ¢ DIIMK
I'ocynapctBenHoro komurtera PecryOnuku TaTapcTaH Mo apXMBHOMY JIelly CPOK Xpa-
HEHUSI.

B rpade 5 «IIpumeuanue» ykas3bIBaIOTCS Ha3BaHUS MEpEYHEH TOKYMEHTOB, HC-
MOJIb30BaHHBIX MPU OMPEACICHUU CPOKOB XPaHEHHUs JIeJl, MPOCTABISIOTCS OTMETKH O
3aBeJICHUH e (B TOM YHKCIIE€ B 3JIEKTPOHHOM BHJIE), O MEPEXOASIINX Aeiax, O BblIese-
HUU JIe] K YHUYTOXKEHHUI0, O JIUIaX, OTBETCTBEHHBIX 32 (JOPMUPOBAHUE JEI, O TIepenayue
1€l B APYTYH0 OpraHU3aluIo.

9.1.12. Ilo okoHYaHWU To/a B KOHIIE HOMEHKJIATYPHI JEJ JENaeTCs UTOroBas 3a-
IIHUCH O KOJMYECTBE 3aBEACHHBIX e (MpuIokenue 33).

9.2. llopsinok ¢popMuUpoOBaHMS /1eJ1, y4eTa U XPaHEHUs e
9.2.1. XpaHeHne MAOKYMEHTOB, B TOM YHCIJIC TPUKA30B W PACHOPSIKEHHH OCY-

niecTBisieTcss B coorBeTcTBUM ¢ Homenknatypon nen K@Y. Opurunansl npukazoB u
pacnopsbkeHul pextopa xpanarcs B YK ¢ mocienyroonieid UX nepenadyeil B apxuB
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K®VY. Konun nprkazoB 1 pacropsbKeHUN peKTopa XpaHsITCs B CTPYKTYPHBIX MO/Ipasie-
neausix KOV Ha OyMakHBIX HOCHUTEISIX B COOTBETCTBHHU CO CPOKOM, ONPEICICHHBIM
Howmenxnatypou nen KOY.

9.2.2. Tlpu dbopmupoBanuu J1ed B CTPYKTYpHBIX mojapaszaencHusx KDY neobdxo-
JAUMO COOJIOAATh CEeIYIOIIHNE MpaBuia:

MOMEIIATh B JIEJI0 UCIOJHEHHBIE JOKYMEHTHI, COOTBETCTBYIOIIHNE IO CBOEMY CO-
JEp’KaHUIO 3ar0JIOBKY J€JIa 10 HOMEHKJIATYpE;

MOMEIIATh BMECTE BCE JOKYMEHTHI, OTHOCSIIMECS K Pa3pelICHUI0 OJHOTO BOMPO-
ca;

MOMEINIATh MPUIIOKEHUS BMECTE C OCHOBHBIMH JIOKYMEHTAMH;

IPYIIHPOBATH B AEJI0 JOKYMEHTHI OJTHOTO KAJIEHIAPHOIO TOJa, 32 UCKIIOYEHUEM
NEePEXOISIINX JIET;

pa3AeNbHO TPYNIIMPOBATH B J€]a JOKYMEHTHI IOCTOSSHHOTO U BPEMEHHBIX CPOKOB
XpaHEHUs;

BKJIIOYATH B JI€JIO IO OJTHOMY IK3EMILISAPY KaKI0T0 JTOKYMEHTA,

NOMENIATh B Jiesa (pakcorpamMMbl, TEIErpaMMbl, TEIEPOHOrPAMMBI Ha OOIIMX OC-
HOBAHUSX;

MOMeIaTh B JIEJ0 JOKYMEHT, MPaBWIHHO M TMOJTHOCTHIO OPOPMIICHHBIM (JIOKY-
MEHT JI0JDKEH UMETh J1aTy, OAMKUCH U Jp. PEKBU3UTHI);

HE TTOMENIATh B JIEJI0 JOKYMEHTHI, MOJICKAIINE BO3BPATY, JIUIIHUE SK3EMILISPHI
Y YCPHOBUKH (32 UCKIIFOYCHHUEM 0CO00 IICHHBIX);

o 00BeMy JIe710 He JOJKHO MpeBbIaTh 250 TUCTOB, pU TOMIIMHE HE Oojee 4
cM (TOJIIMHA JIe]T CO CpoKamu XxpaHeHus 10 10 et He noypkHa npesbimath 10 cm). [pu
NPEBBIIICHUN JAHHOTO 00beMa 3aBOUTCS BTOpor ToM. [Ipu Hammuuu B jese HECKOIb-
KUX TOMOB (YacTeil) MHACKC U 3aroJIOBOK JieJia IMPOCTABIISIOTCS HA KaKIOM TOME C JI0-
O6aBnenueMm oOo3HaueHui: «T. 1», «T. 2» u 1.1. [Ipu BHECEHHH B OIHUCH IMOCIEIHETO
TOMa IocjIe HoMepa Toma jo0aBiseTcs ciaoBo «Ilocmemuuiiy.

9.2.3. JIokyMeHTBI BHYTpH Je€Jia PacIoyiaraloTCsi CBEPXY BHH3 B XPOHOJOTHYE-
CKOM, BOIIPOCHO-JIOTUYECKON MOCIE0BATEIBHOCTH WIIA UX COYETAHUU.

9.2.4. PaciopsiauTeNnbHBIC TOKYMEHTHI TPYIIITUPYIOTCS B J€NIa 11O BHIaM B XPOHO-
JIOTHH C OTHOCSIIIUMUCS K HUM TTPUIIOKCHUSIMU.

9.2.5. B otnenbHbIC Jeia MO0 XPOHOJOTHH, B 3aBUCUMOCTU OT BUJA JOKYMEHTOB,
bopMUPYIOTCS KOMMHU NPUHATHIX (PeaepalibHbIX 3aKOHOB, akTOB Ilpesuaenta Poccuii-
ckort deneparuu, akroB IIpaButensctBa Poccuiickoit deneparun B cdepe oOpazoBa-
HUA.

9.2.6. [lonoxeHnus, ycTaBbl, UHCTPYKIIUU, YTBEPXKIECHHBIC PACIIOPSAUTEILHBIMU
JOKYMEHTAaMHU, SBJISIIOTCS MIPUIIOKEHUSIMU K HUM U TPYNIUPYIOTCS BMECTE C YKa3aHHBI-
MH JIOKYMEHTaMHU;

9.2.7. Ilpukasbl MO0 OCHOBHOM JEATEIHLHOCTH TPYIIUPYIOTCS OTACIBHO OT MpUKa-
30B 1O JINYHOMY COCTAaBY.

9.2.8. Ilpu ¢opmupoBaHUHU MPUKA30B MO JUIHOMY COCTaBY (OPMHUPYIOTCS B OT-
JieNbHBIE Jiea MpUKa3bl MO JUYHOMY COCTaBY IO Pa3jMYHBIM BOIPOCAM, B COOTBET-
CTBUHU CO CpoKaMu xpaHeHusi. Harpumep, npukassl 0 puemMe, nepeMerieHlu, YBOJIbHe-
HUU pabOTHUKOB (OPMHUPYIOTCA OTAEIBHO OT MPUKA30B MO APYrMM BompocaM (KOMaH-
JTUPOBKAM U T.JI.).
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9.2.9. YTBepxIeHHbIC MIAHBI, OTYEThI, CMETHI, JUMHUTHI, TUTYJIbHbIE CIIUCKU U
JIPYTUe TOKYMEHTHI TPYIITUPYIOTCS OTACIBHO OT UX TPOEKTOB;

9.2.10. IoKkyMeHTHI B JIJMYHBIX JeJiaX pacrojaraioTcs Mo Mepe uX MOCTYIICHHUS.

9.2.11. OGpamenus (peaIoKECHUS, 3asBICHUS U KAJIOOBI) TPaKIaH MO BOIPO-
cam pabotsl KOV, ero noapasneneHuii, 1 Bce JOKYMEHTHI 0 UX PACCMOTPEHHIO U HC-
MOJIHEHUIO TPYNIUPYIOTCS OTACIBHO OT 3asBJICHUI rpaskJaH Mo JINYHBIM BOIIPOCAM.

9.2.12. [lepenucka rpymnmnupyercs, Kak MpaBuiio, 3a Iepruo/1 KaJIeHAapHOTO rojia u
CUCTEMATHU3HPYETCS B XPOHOJOTHYECKOW MOCIEIOBATEIBHOCTH: TOKYMEHT-OTBET IIO-
MelIaeTcs 3a JOKyMEHTOM-3anpocoM. [Ipu BO30OHOBIEHUHN MEPENUCKU IO ONpeIeIiCH-
HOMY BOIIPOCY, HauaBIIEHCS B MIPEABIAYIIEM ro/1y, JOKYMEHTbI BKIIOYAIOTCS B JEJIO Te-
KYILIEro rojia ¢ yKa3aHUeM MHJEKCa JieJia NPeAbIIYLIEro roja.

9.2.13. 3akoHYEHHBIE JEIOMPOU3BOJCTBOM AJIEKTPOHHBIE JOKYMEHTHI (POpMUPY-
I0TCA B Jiena (Marnku, JUPEKTOPUU) B COOTBETCTBUU ¢ HOMEHKIarypou aen KDV, or-
JIEBHO OT JIOKYMEHTOB Ha OyMa)KHBIX HOCUTEJISIX, HA KECTKOM JIUCKE CIIEIUATBLHO BhI-
JICJIEHHOTO KOMITBIOTEpA.

9.2.14. Jlena co gHS MX 3aBeleHUs A0 nepenauu B apxuB KDY unm Ha yHHUTO-
KEHUE XPAHATCS 110 MECTY UX (hOPMHUPOBAHMS.

9.2.15. Jlena cuMTaroTCs 3aBEICHHBIMH C MOMEHTA BKJIIOUEHHUS B HUX IEPBOTO
WCIIOJTHEHHOTO JMOoKyMeHTa. [locne MCmonMHeHus TOKYMEHTOB M OKOHYaHHS padOTHI C
HUMH OHHM TIOMEIIaroTcs (MOAMIMUBAIOTCS) I o0ecreueHus: GU3nUecKo COXpaHHOCTH
B TBEPIbIe 00JI0KKHU WM MMAIKU-PETUCTPATOPHI.

9.2.16. B kaxIIoM CTPYKTYpHOM MOJPA3ACICHUN BBIACISIOTCS COTPYIHUKH, OT-
BETCTBEHHBIE 32 COXPAHHOCTh IOKYMEHTOB M (pOpMUpOBaHHUE UX B Jela (Kak MpaBuio,
3TO COTPYAHMKH, OTBETCTBEHHBIE 3a JEJIONPOM3BOJICTBO). PykoBoauTenu noapasnaene-
HUM ¥ YKa3aHHbIE COTPYIHUKH 00ECIIEYMBAIOT COXPAHHOCTh JOKYMEHTOB H JIETI.

9.2.17. Ins obecrieueHrss COXPAaHHOCTH M y4deTa JIOKYMEHTOB M JIeJl, TOCTyIa K
HUM TIPOBOJIUTCSI KOMILJIEKC PadoT:

CO37aHUE ONTUMAJBHBIX TEXHHUYECCKUX ((DU3UUECKUX) YCIOBHMA XPAHCHHS JIOKY-
MEHTOB U JIEJT;

pa3MelieHue Jel;

IpOBepKa HAIUYUS M COCTOSIHUS JOKYMEHTOB H JIET;

coOJIroIcHUE TIOpsIAKA BhIIaun JeJ.

9.2.18. [lena pazmeniaroT B pab0YMX KOMHATaX WU CIIEHHAIBHO OTBEICHHBIX IS
ATOM IIEJIM TIOMEIICHUSX B 3amuparomuecs mkadbl, ceidbl U T.I., YTOOBI 00ECTIeYNTh
WX COXPAHHOCTD U 3aIUTY OT BO3/ICHCTBHSI MBIJIN M COJTHEYHOTO CBETA.

9.2.19. Jlena B mkadax /it UX y4eTa U ObICTPOTO MOMCKA PACIONIaraloTCs BEPTH-
KaJIbHO, KOpEIIKaMy Hapy>Ky U B COOTBETCTBUM C HOMEHKJIaTypou nen. Ha kopemikax
00JIOKEK e YKa3bIBAIOTCSI MHACKCHI 10 HOMEHKJIaType nei. Homenknarypa nen uiam
BBITIMCKA M3 HEE MOMEIIASTCsl Ha BHYTPEHHEH CTOpoHe TKada.

9.2.20. Ilpu noucke Kakoro-auO0 JOKYMEHTa BHauajie CIeAyeT HATH HyXHBIN
3aroJIOBOK JIejia, a 3aTeM MO0 MHJEKCY JieJia — COOTBETCTBYIOIIYIO MAINKy Ha MOJIKE.

9.2.21. llena nokymentaibHoro (honna KOV, Haxonsiuecss Ha TEKyIIeM XpaHe-
HUM TOJJIeKaT y4deTy. [lepuoauuecku, kak mpaBuio, nepej nepenadeit B apxuB KOV,
IIPOBOJUTCS MTPOBEPKA HAIMYHUSA U COCTOSIHUS JOKYMEHTOB U JIEN B LIEJISIX YCTAHOBJICHUS
(aKTHUECKOT0 HAJIUYUSI €T U COOTBETCTBUSL UX KOJIMYECTBY, YUCISAIIEMYCS IO HOMEH-
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KJIaType JAell.

9.2.22. TlpoBepka HAMUYUS U COCTOSHUS TOKYMEHTOB U JIeN IPOBOAUTCS MpHU Tie-
pEMEIIEHUH JIeTl, IPU BO3BpaTe Je, IPU CMEHE PYKOBOJIUTENS CTPYKTYPHOTO MOJpa3-
nenenus, pykosogurensa YK, npu peopranumzaumu u jgukBupaiuu KDY wunum ero
CTPYKTYPHOTO MOAPAa3ICICHHUS.

9.2.23. TlpoBepka Hanmu4usi MPOBOJUTCS IYTEM CBEPKHU CTaTell HOMEHKJIATYpPbI
JIeJ1 C ONKCAaHUEM JIeNl Ha O0JI0XKKE, a PU3UIECKOE COCTOSIHUE JIeJ ONPEACIIAeTCS MyTeM
UX BU3YAJIBHOTO MpocMoTpa. Bce oOHapykeHHbIE HENOCTaTKH (PUKCUPYIOTCS B aKTe
IPOBEPKH HAJIUYUS U COCTOSIHUSA JIE.

9.2.24. B cnyuyae yTpaThl JJOKYMEHTOB U JEJ MPOBOJUTCS CIIYKEOHOE paccieno-
BaHUeE, 10 pe3yibTaTaM KOTOPOro, JIMII0, BAHOBHOE B YTpaTe, HECET OTBETCTBEHHOCThH B
YCTaHOBJICHHOM TOPSIJIKE.

9.2.25. Bpimaua jgen ApyruM MOAPA3ACIICHUSIM TMPOU3BOJUTCS C pa3peuieHust
HavasbHMKa Y JIK. Beijada nen corpynHukam mojpasieseHui s paboThl OCYIIECTB-
JsieTcs moJ pacnucky. Ha BbITaHHOE /€710 3aBOAUTCS KapTa-3aMeCcTUTENb, ToMeaeMast
Ha MECTO BBIJIaHHOTO Jieia. B Hell yka3bIBaeTcsi CTPYKTYpHOE MOApa3eIeHNne, HHACKC
7iena, JaTta ero BbAaud, KOMY JeJ0 BBIIaHO, /laTa €ro BO3BpAIllEHUs, IpeIycMaTprBa-
10TCs Tpadbl 17151 pAaCIUCOK B MOTYYCHUH U TIpUeMe Jena.

9.2.26. Jlena BbIIalOTCA BO BPEMEHHOE TMOJIb30BAHUE COTPYAHUKAM CTPYKTYPHBIX
noJipa3fielieHuii Ha CPOK He 0ojiee OJHOr0 MecsIla M MOCJIE €ro MCTEUEHHUs IMOAIeKaT
BO3BparTy.

9.2.27. lHbIM TOCYHapCTBEHHBIM OpraHaM W OpraHU3allusM Jeja BBIJTAIOTCSA Ha
OCHOBAHHWH MX MUCHBMEHHBIX 3alIPOCOB C Pa3peIICHUs] PEKTOpa WK MPOPEKTOpa, KypH-
PYIOILEro BONPOCHI AEIONPOU3BOICTBA, [0 AKTaM.

9.2.28. Ecii oTnienbHBIC TOKYMEHTBI, YK€ BKIIOUCHHBIC B JIEJ10, HAXOsIIeecs Ha
TEKYIIEM XpaHEHUU B CTPYKTYPHOM MOAPA3ACICHUN, BPEMEHHO TPEOYIOTCS COTPYIHHU-
Ky, OHH MOTYT OBbITh BBIJIaHBI U3 J€JIa OTBETCTBEHHBIM 32 (DOPMHPOBAHKME M XPAHEHUE
7Iell, a Ha UX MECTO BKJIQJIBIBAETCS JIMCT-3aMECTUTENb, C YKa3aHUEM — KOT/la, KOMY U Ha
KaKO# CPOK BBIZIaH JJOKYMEHT.

9.2.29. U3bsATHE NOKYMEHTOB U3 JIe] MOCTOSHHOTO XPaHEHUS JOIYCKAeTCsS B HC-
KITIOYUTEIBHBIX CIy4YasX U MPOU3BOJIUTCS C pa3pelIeHus PEeKTopa ¢ OCTaBJICHUEM B Jie-
Jie 3aBEpCHHON KONUU JOKYMEHTA U aKTa O IPUYMHAX BbIIaYW MO IJTHHHUKA.

X. MMOPAAOK NIEPEJAYN JOKYMEHTOB HA XPAHEHUE B APXHB

Hoxymentsl KOV smisrorest heiepanbHOl cCOOCTBEHHOCTBIO 1 TIOCTIE TIPOBETICHHS SKCTICPTH3bI
YX LEHHOCTH B TOPS/IKE, YCTAHORNIEHHOM DeriepaibHbIM apXUBHBIM areHTCTBOM, MOJIeKaT 00si3a-
TeJIBHOM Tieperiade Ha roctosiaHoe xpaneHne B [ BY «I"A PTy kak wacte ApxuBroro (orma Poccuii-
ckoit Deneparm B cootBercTBUn ¢ deeparsHpmM 3aKoHOM 0T 22 okTsiopst 2004 1. Ne 125-D3 «O6 ap-
xuBHOM Jienie B Poccuickoit denepariimy, B coorBercTBum ¢ CorarieHneM 00 OTHOILIEHHSIX 1 COTPY/I-
HUYECTBE MOy | JIaBHBIM apXvMBHBIM yripaniieHueM ipy Kabrxere MunuctpoB PecrtyOmiku Tarap-
crad 1 ®I'AOY BO «Kazanckwii (I IprBorpkekuin) henepanbHbIi yHrBepeuTeD oT 1 MapTa 2007 rosa.

[ToaroroBka TOKyMEHTOB K Tiepesiaue Ha xpaHeHue B apxuB KOV Bkirouaer pabo-
Tty YK 1 5111, OTBETCTBEHHBIX B CTPYKTYPHBIX MOJPA3ACICHUSIX 32 BEJICHHUE ACIIONpPO-
U3BOJICTBA, MO MPOBEACHUIO AKCIEPTU3bl IIEHHOCTU JAOKYMEHTOB, (DOPMUPOBAHHUIO U
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0OpPMIICHHUIO JICJI, COCTABJICHUIO OMHUCEN JIeNI U aKTOB O BBIICICHUH K YHUYTOXKCHHIO
JIOKYMEHTOB U JIeJI.

10.1. DxcnepTH3a HEHHOCTH TOKYMEHTOB

10.1.1. DkcnepTH3a EHHOCTH JOKYMEHTOB — M3Y4Y€HHE JOKYMEHTOB Ha OCHOBa-
HUU KPUTEPUEB MX IIEHHOCTH B LEJSAX OMNPEACICHUS CPOKOB XPAHEHHS JOKYMEHTOB U
oT0opa uX Ui BKIIIOUEHUs B cocTaB ApxuBHOro onna Poccuiickoii @enepariui.

10.1.2. Dkcneprtusa neHHocty JokymeHToB B KDY Ha cranuu nenonpou3BocTBa
MIPOBOJUTCS: TIPU COCTaBJICHUU HOMEHKJIATYpPHhI Jei; B mpoiecce GopMUpOBaHUS IET U
IIPOBEPKE MPABWIBHOCTU OTHECEHMS JTOKYMEHTOB K JieJaM; IIPH HOJATOTOBKE JIEJ K IIe-
penaue B apxuB KOV.

10.1.3. [l opraHuzaluy M MPOBEIEHUS 3KCIEPTU3bI LIEHHOCTH JOKYMEHTOB B
K®VY co3naercss mOCTOSIHHO IEHCTBYIOIIAs LIEHTpaJbHAs 3KCIEpTHAs KoMHccus (anee
nmenyertcs — LIOK) u, npu HeoOX0IMMOCTH, SKCIEPTHBIE KOMHUCCHH (Jajiee UMEHYeTCs
— OK) B CTpyKTypHBIX MOAPA3AECTCHUSIX.

10.1.4. ®ynkmuu u pasa [IOK (OK), a Taxke opranuzarus ux paboThl onpee-
JSFOTCS MOJIOKEHUSMH, KOTOpbIe yTBepkaatoTcst pektopoM (st LIDK) u pykoBonure-
JeM CTpyKTypHOTO noapazaeneHus (s IK).

10.1.5. DxcnepTr3a MEHHOCTH JOKYMEHTOB MOCTOSHHOTO M BPEMEHHOTO XpaHe-
HUSI OCYLUECTBJISICTCS €XKErOJHO B CTPYKTYpHBIX noapasneneHusx KDY nHenocpen-
CTBEHHO JIMIIaMH, OTBETCTBEHHBIMH 32 BEJEHUE JEJIONPOU3BOACTBA COBMECTHO ¢ [[OK
(OK), nox HeMmoCpeACTBEHHBIM METOJANYECKUM PYKOBOJICTBOM apXHBa.

10.1.6. IIpu npoBeaeHUM 3KCHEPTU3bI LIEHHOCTH JAOKYMEHTOB OCYILECTBISETCS
0oTOOp €)1 TOCTOSIHHOTO M BpeMeHHOro (cBbimie 10 jieT) XxpaHeHus s epead B ap-
xuB KOV; oTtbop nen ¢ BpeMEHHBIMH CPOKaMH XpaHEHHsS U ¢ moMeTkon «Jlo MuHOBa-
HUSL HQAOOHOCTUY, MOIeKAIINX JAaJbHEHIIEMY XpaHEHUIO B CTPYKTYpPHBIX IOApa3/e-
JICHUSIX; BBIJICJICHUE K YHUUTOXKEHUIO JIe] 3a MPeIbLAYLIUe TOAbl, CPOKH XpaHEHUs KO-
TOPBIX UCTEKIIH.

10.1.7. OT60p AOKYMEHTOB ISl TIOCTOSIHHOTO XPaHCHHS MPOBOAUTCS Ha OCHOBA-
HUU MEepeyHed NTOKYMEHTOB C yKa3aHUEM CPOKOB MX XPAaHEHHS M HOMEHKJIATYpbI JIeJ
K@V myrem nonuctHOro mpocMotpa Aen. B menax moCcTOSIHHOTO XpaHEHHs MOJIEKAT
U3BATHIO AYOJETHBIE SK3EMIUISIPhl TOKYMEHTOB, YEPHOBUKH, HEO(DOPMIIEHHbIE KOMUU
JOKYMEHTOB M HE OTHOCSIIMECS K BONPOCY JTOKYMEHTHI C BPEMEHHBIMU CPOKaMH Xpa-
HeHusa. OKOHYATEIbHOE PEUIEHUE M0 Pe3ysbTaTaM IKCIEPTU3bl HEHHOCTH TOKYMEHTOB
npuHumaet [[OK KOYVY.

10.1.8. Ilo pe3ymnbpTaTam SKCHEPTU3BI IIEHHOCTH JOKYMEHTOB COCTABIISIOTCS OTHU-
CH JIeJl IOCTOSIHHOT0, BpeMeHHOT0 (cBbilie 10 JeT) XpaHeHusl ¥ 10 IMYHOMY COCTaBy, a
TaK)KE aKThl O BBIJICJICHUM JIeT K YHUUTOXKEHHUIO (00pasibl JOKYMEHTOB MPHUBEICHBI B
npuinoxeHusx 35-38).

10.1.9. Onuce aena — apXMBHBIN CIIPAaBOYHUK, COAECPKALIUN CUCTEMAaTU3UPOBaH-
HBI MepeyeHb €UHUIl XPAHEHUs] apXUBHOTO (POHJIA, KOJUIEKIMU U MpeAHa3HAYEHHbIN
JUISL X y4eTa U pacKpbITUs coaepkanus. OTaeNbHast ONKUCh MPeACTaBIsieT coOO0M nepe-
YeHb JIeJI C CAMOCTOSTEILHON BaJIOBOM (TTOPSIIKOBOM ) 3aKOHYEHHON HyMepaIueH.
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10.1.10. Onucu cocTaBistOTCS OTJEIBHO HA JieJia IOCTOSSHHOTO XPaHEeHHs; Jelia
BpeMeHHOTO (cBbile 10 jieT) XpaHeHust; Jena 1o JIMYHOMY COCTaBy; Ha Jejia BpEMEHHO-
ro (o 10 jeT) XpaHeHHs! OMUCU HE COCTABIISIOTCA.

Onucu e, NOoArOTOBJICHHBIE CTPYKTYPHBIMU MOAPA3IACICHUSIMH, CIIYXKAT OCHO-
BOW JUIA1 OATOTOBKM CBOJHOU ommcHu aen KOV, koropyto rorour apxuB KOV u no
KOTOpPOM OH CHIAET Aena Ha rocyaapcTBeHHoe xpaHeHue B [ BY «['A PTy.

10.1.12. Omnmcu gen CTPYKTYPHBIX MOAPA3ACICHUN COCTaBIISIOTCS 1O YCTaHOB-
neHHO# GopMme U mpeacTaBisoTces B apxuB KOV He mo3gHee yem yepe3 Tpu roja mo-
CJI€ 3aBEPILICHUS JEN B IEJIOMPOU3BOJICTBE.

10.1.13. OnucarenpHasi CTaThsd OMUCHU JEJ CTPYKTYPHOTO MOAPA3/ACICHUS UMEET
CJIEIYIOIIME DJIEMEHTHI: MOPSAKOBBIN HOMED Jiena (TomMa, YacTH) MO0 OMMCH; UHJIEKC Je-
na (ToMa, 4acTu); 3aroJjOBOK Jiesa (ToMa, 4YacTH); JAaTa jeya (ToMa, YacTH); KOJIHYECTBO
JIUCTOB B JieJie (TOME, YacTH); CPOK XpaHECHHUS JIeTa.

10.1.14. Tlpu cocTaBiIeHUH OIMUCHU JENl COOJIOJAIOTCS CIeAYIoINUe TPeOOBaHUS:
Ka)XJ10€ JIeJI0 BHOCUTCSI B OMUCH IOJI CAMOCTOSTEIBHBIM MOPSIAKOBEIM HOMEPOM (€CIIH
JI€JI0 COCTOMUT M3 HECKOJIbKUX TOMOB (WacTei), TO Kaxablii TOM (4acTh), B TOM UHUCIIEC
c(hOpMHUPOBAHHOE B OTACIBHBIN TOM MPUIIOKEHHUE K ATy, BHOCUTCS B OMUCH IO/ CaMO-
CTOSITEIbHBIM HOMEPOM; MOPSIZIOK HyMepalluu JeJl B OMUCH — BaJOBbIN; rpadbl OMucH
3aMOJIHSIIOTCSI B TOUHOM COOTBETCTBUM C TEMH CBEJCHUSIMH, KOTOPbIC BEIHECEHBI HAa 00-
JIOKKY JIeJia; MpU BHECEHUU rpada OMUCH «IIPUMEUYAHUE» UCIIOIB3YETCs JJIsl OTMETOK O
npuemMe Jei, OCOOCHHOCTAX WX (DU3UYECKOTO COCTOSIHHMS, O Tepenade Jeil APYruM
CTPYKTYPHBIM TOJIpA3CIICHUSM CO CCBIJIKOM Ha HEOOXOAUMBIN aKT, O HAIMYNUU KON 1
T.IL.

10.1.15. B xoHIle ommMcH BCied 3a IIOCIEAHEN OMMCATEIbHON CTAaThel IeIaeTcs
UTOTOBas 3alKCh, B KOTOPOH yKa3biBaeTcs (LudpamMu U MPOIMUCHIO) KOJUYECTBO JIE,
YUCJISIIIUXCS 110 OMUCH, MEPBBIM U OCIEAHUN HOMEpa JIe MO OMKUCH, a TAKKE OTrOBapu-
BaIOTCSI OCOOCHHOCTH HyMEpaluu Jell B ONMUCH (JIUTepHbIE HOMEpa W MPOIYIICHHBIC
HOMEpa).

10.1.16. Onucek aen CTPYKTYPHOTO TOPA3ACICHHS TOIITUCHIBACTCS COCTaBUTE-
JIEM C YKa3aHHMEM €ro JOJDKHOCTH, coriiacoBbiBaeTca ¢ K cTpykTypHOro moapaszaene-
HUs, C pyKoBoauTeneM apxusa KOVY.

10.1.17. T'omoBoi1 pa3aen CBOAHOM OMKCH JI€]T TOCTOSIHHOTO XPaHEHUS TTOJIEHKUT
paccmotpenuto [[OK KOV, nocne yero B ciaydae coOryiacoBaHusl B KOHIIE pas3jieia cra-
Butcsa rpud «CormacoBano» ¢ ykazanueM Homepa npotokoisa [[OK KOV u marsr 3ace-
JlaHusl, Ha KOTOPOM OH ObLT paccMoTpeH. CorjacoBaHHBIE TOJOBBIC Pa3feiibl HAIMPaB-
JIAFOTCSI HA PACCMOTPEHUE APXUBHOIO YUPEKICHUS B COOTBETCTBUU CO CPOKaMH, yCTa-
HOBJICHHBIMH Tpadukom mpeacTaBieHus onuceit nen Ha paccmoTtpenne DIIMK T'ocy-
napcTBeHHOro kKomuteTa Pecrybnuku TaTapcTan mo apXuBHOMY ey, HO HE TO3THEE
4yeM uepes 2 Tojia Mocie 3aBepILICHUs! AeIONPOU3BOACTBOM €], BKIIOUEHHBIX B pa3ze.
[IpeacraBmsitores B 4 ’x3eMIusipax: 3 Ha OyMa)KHOM HOCHUTENE U | B SJIEKTPOHHOM BH-
ne.

[Tocne yrBepxkaenusa rogosoro pazaena IIIK I'ocygapcTBenHoro komurera Pec-
nyOnuku Tatapcran Mo apxuBHOMY Jielly pasfen yrBepxkaaercs pekropom KOV, 3atem
NEPBBIN SK3EMIUISIP TOJIOBOTO pa3feia CBOJHOM OMKUCH B KAYECTBE KOHTPOJIBHOTO Iepe-
naerca B I'BY «I'A PT», octanbable octarorcs B KOVY.
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10.1.18. Onuck gen CTpyKTYpHOTO MOAPA3/ACNICHUs] OpTaHU3AlMKU COCTABIISIETCS B
JBYX DK3EMIUIIPAX, OJUH U3 KOTOPBIX IEpenaeTcs BMecTe ¢ Aenamu B apxuB KDY, a
BTOpPOI OCTaeTcsi B Ka4eCTBE KOHTPOJBHOTO 3K3EMIUISIpAa B CTPYKTYPHOM MOJpa3jaese-
HUM.

10.2. ®opmupoBanue u oopmiieHue el

10.2.1. ®opmupoBaHue Aen — rPyNMUPOBKA UCHIOJHEHHBIX JOKYMEHTOB B JieJia B
COOTBETCTBUM C HOMEHKJIATYPOIl Ie]l U CUCTeMaTU3alusl JOKYMEHTOB BHYTPH Jiea.

10.2.2. Jena ¢opmupytorcs B KOV neneHTpannzoBaHo, T.e. B CTPYKTYPHBIX
noapasaeneHusax KOV,

10.2.4. KouTposabs Haa mpaBuiibHBIM (hopMupoBanuem aen ocymectsisier YK u
apxuB KOVY.

10.2.5. Ilpu dopmupoBaHUU JIeT HEOOXOAUMO COONIOAATh CICAYIOIIUE OOIIHe
IpaBUJia: IOMENATh B JEJI0 TOJIBKO UCIIOJHEHHbBIE TOKYMEHTBI, B COOTBETCTBUU C 3aro-
JIOBKaMU JieJ IO HOMEHKJIAType; TPYNIUPOBATh B JI€JI0 JOKYMEHTHI OJIHOTO KaJeHJap-
HOTO T0Jia, 38 UCKJIIOYEHUEM JIeJl, OTPAKAIOIIMX Y4eOHBII Mpo1ecc (MPOTOKOJbI, OTYE-
Thl U T.I.; TaK HAa3bIBAEMbIEC MEPEXOSAUIUE JI€TA); Pa3IeIbHO IPYIIIUPOBATh B JI€a J10-
KYMEHTBI TOCTOSIHHOTO U BPEMEHHBIX CPOKOB XpaHEHUs; TOMENIATh B JieJia KCEPOKOUHU
dakcorpamm, TesepoHOTpaMMbl Ha OOILIIUX OCHOBAHUSX; B JIEJIO HE JOJKHBI TIOMEIATh-
Csl TOKYMEHTBI, TIO/JIe)KAIlME BO3BPATY, JIUIIHUE dK3EMIUISIPhI, YEPHOBUKH; 10 00bEMY
JeJ10 He N0JKHO npeBbimaTh 250 nuctoB. [Ipy Hanuuuu B Aesie HECKOJIbKUX TOMOB (4a-
cTei) HoMep (MHJIEKC) U 3arojIOBOK Jiejia TPOCTABIIAIOTCS Ha KaXJIOM TOME ¢ Jo0aBiie-
HUEM «T. 1», «T. 2» u T.4. [Ipy BHECEHUU B ONKCH MOCIEAHETO TOMA MOCIE HOMEPA TO-
Ma jo0aBistieTcd ciioBo «llociaequuiiy.

10.2.6. JIokyMeHTBI BHYTPH J€JIa pacIojararoTcsi CBEpXy BHU3 B XPOHOJOTHYE-
CKOM, BOIIPOCHO-JIOTUYECKOU MOCIEI0BATEIbHOCTH WIIU UX COYETAHUMU.

PacnopsurenbHble JOKYMEHTBI TPYIIIUPYIOTCS B Ji€Jia TIO BUJAAM U XPOHOJIOTUH
C OTHOCSIIIIUMUCS K HUM TPUIIOKEHUSIMHU.

[TonoxxeHusi, UHCTPYKIIUHU, CMEThI, KaJTbKYJISIINH, CIIUCKH, YTBEPKIECHHbBIE PACIIO-
PAIUTEIbHBIMUA TOKYMEHTAMHU, SIBJISIFOTCS MPUIIOKEHUSIMU K HUM U TPYIIIUPYIOTCS BMe-
CTE C YKa3aHHBIMU JJOKYMEHTaMHU.

[Ipuka3bl MO OCHOBHOM JESATEIBHOCTU TPYIIUPYIOTCS OTIICIBHO OT MPUKA30B IO
JUYHOMY cocTaBy. [Ipukasbl O TMYHOMY COCTaBy liejiecooOpa3Ho (GOpMHUPOBATH B OT-
JeIbHBIE JieJia B COOTBETCTBUH CO CPOKAMM XPaHECHMUSI.

[IpoToKOJBI B JIeNie pacrojaratoTcsi B XpOHOJIOTUYECKOM MOPSIAKE MO HOMEpaM.
JIOKyMEHTBI K MPOTOKOJaM, CTPYNIIUPOBAHHbIE B OTACJbHBIE JI€]la, CUCTEMAaTU3UPYIOT-
Csl 10 HOMEpaM MPOTOKOJIOB.

JIOKyMEHTBI B JIMYHBIX JI€JIaX PAcIoIararoTcs Mo Mepe UX MOCTYIUICHHUS.

[Ipennioxxenus, 3asBACHUS U KAJIO0BI TpakaaH 1o BompocaM padoTel KOV u Bce
JOKYMEHTBI IO UX PACCMOTPEHUIO U UCIIOJIHEHUIO TPYIIUPYIOTCS OTJEIBHO OT 3asBiie-
HUI FPakIaH MO JIMYHBIM BOIIPOCAM.

[lepenucka rpynnupyercs, Kak MPaBUIO, 3a MEPUOJ KaJE€HIAPHOTO Tojla U CH-
CTEMATU3UPYETCS B XPOHOJIOTHYECKOW IMOCIEN0BATEIBbHOCTH; JOKYMEHT-OTBET MOMeE-
miaeTcs 3a JOKyMEeHTOM-3anpocoM. [Ipu BO30OHOBIEHUU NEPENUCKU MO ONPEACIIEHHO-
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My BOIIPOCY, HAyaBIICHCS B MPEAbIAYIIEM TOAy, JOKYMEHThI BKIIOYAIOTCS B JIEJIO Te-
KYLIEro rojia ¢ yKa3aHWeM MHJIEKca Jiea NpeIbIIyIIero roja.

10.2.7. lena KOV nmoanexat ohopMIICHHUIO IPU UX 3aBEJICHUU U IO 3aBEPIICHUH
roga. OdopmieHue aena — MOJArOTOBKa Jiena K xpanenuto. OgopmiieHue eia BKIoYa-
eT B ce0s KOMIUIEKC padOT MO OMUCAHUIO JIeNia Ha 00JIOKKE, OPOIIIOPOBKE, HyMEpaIlu
JUCTOB M COCTaBJICHHIO 3aBepHUTENbHON Hammucu. OdopmiieHne eia MPOBOJUTCS pa-
OOTHUKaMU CTPYKTYpHBIX nojapasaeneHuil KOV, B 0053aHHOCTh KOTOPBIX BXOAUT 3aBe-
aeHue u (GopMHupoBaHHUE AEJ, MPH METOIUYECKONW MOMOIIM M TOJ KOHTPOJEM apXvBa
KoY.

10.2.8. B 3aBUCUMOCTH OT CPOKOB XpaHEHUS MPOBOJIUTCA MOJTHOE WIIM YaCTUYHOE
odopmiienue aein. IlomHoMmy oopmiieHHIO MOIIEkKAT Jieja OCTOSIHHOIO, BPEMEHHOTO
(cBbimie 10 neT) XpaHeHUs M 1o JUYHOMY cocTaBy. IlomHoe opopmienue aena npeny-
cMaTpuBaeT: 0(hOpMIICHHE PEKBU3UTOB OOJIOKKH Jiea 0 YCTaHOBJIEHHOU (opMme (Tpu-
noxenue 39); HyMepaluio JUCTOB B JIEJI€; COCTABJICHUE JINCTA-3aBepUTEINs Jena (pu-
noxxenue 40); cocTaBieHre B HEOOXOIUMBIX CIIy4asiX BHYTPEHHEH OINMKCH JOKYMEHTOB
nena (mpunoxkenus 41); NOAMIMBKY UK MEPEIUIET Jiejia; BHECEHUE HEOOXOIUMBIX YTOY-
HEHUI B PEKBU3UTHI OOJIOKKH JIena.

10.2.9. O6moxKa mena MOCTOSHHOTO, BpeMeHHOTO (cBbimie 10 yer) xpaHeHus u
0 JTUYHOMY COCTaBy oopmiisieTcst mo ycraHoBieHHOU (opme. Ha o0noxke nena yka-
3bIBAIOTCS PEKBU3UTHI: HaWMMEHOBaHHE By3a ((poHmooOpa3oBarens); HAUMEHOBAHUE
CTPYKTYpPHOTO MOJApa3JeleHns; HoMep (MHIEKC) Jiera; 3aroJioBOK Jefa; farta jaenia (To-
Ma, 4aCTH); KOJTMYECTBO JIUCTOB B JI€JIC; CPOK XpaHEHUS Jieja; apXUBHbBIN MHUQD 1ea.

PekBU3UTHI, MpocTaBisieMble Ha O0JIOKKE Jeia, OPOPMIISIIOTCS CIEAYIOIUM 00-
pazoMm: HanmeHoBaHue KDY B uMeHUTET,HOM TIAJEKE, C YKa3aHUEeM O(PHUITHAIBHO MPH-
HSITOTO COKPALIEHHOIO0 HAMMEHOBAHUS, KOTOPOE YKa3bIBAETCsl B CKOOKaX MOcje MOJHO-
ro HaMMEHOBaHMs; HAaUMEHOBAHME CTPYKTYPHOIO IMOAPA3JEICHUS — 3allChIBAeTCs
Ha3BaHUE CTPYKTYPHOTO MOJPAa3IeICHHs] B COOTBETCTBUU C YTBEPKACHHON CTPYKTYPOU;
HOMEp Jieia, — mpocTaBisieTcs udpoBoe o003HaUeHUE (MHACKC) Jiejia IO HOMEHKIIaTy-
pe nen KOV, 3aroyioBok Jiesia — NepeHOCUTCsl U3 HoMeHKaTypsl aen KOV, nara nema —
yKa3bIBaeTcs roj(bl) 3aBeJCHUSI U OKOHYAHUS JieJia B JeJonpou3BoAcTBe. JlaToil nen,
coJiepKalluX pacnopsAIUTEIbHYI0 TOKYMEHTAMIO, a TAKXKE IS J1eJ, COCTOSIIUX U3 He-
CKOJIBKUX TOMOB (4acTeil), IBISAIOTCS KpallHUE IaThl TOKYMEHTOB Jiena, T.e. AaThl (Yuc-
JI0, MECHII, TOJ) PETUCTpalUK (COCTABJICHUS) CAMOT0 PAaHHErO U CaMOTO TO3HETO J0-
KYMEHTOB, BKJIIOYEHHBIX B J1e110. JlaToi MpuiiosKeHus K Jeny, chOpMHUPOBAHHOMY B OT-
JIeJIbHBIN TOM, SIBJIIETCS 1aTa PErUCTPAlliid OCHOBHOI'O JOKYMEHTA, MPHIIOKEHHUE K KO-
TOPOMY TIOMEIIIEHO B 3TOT ToM. [Ipu 3TOM umciio u rog 0003Hauar0TCs apaOCKUMH (-
pamu, Ha3BaHHE MeCALla MUIIETCS MOJHOCTHIO CIOBaMH.

B nensax obecriedeHnss COXpaHHOCTH M 3aKpEIJICHUsI TIOPSAKa PacoI0KEHHUs J0-
KYMEHTOB, BKJIFOUEHHBIX B JI€JIO, BCE €T0 JIUCThI, KPOME JIMNCTA 3aBEPUTEII U BHYTPEH-
Hel omucu, HymepyroTcs. JIMCThl HyMepyloTCs MPOCTHIM KapaHIalloM CBEpXY BHH3,
U phI MPOCTABIISIOTCS B IPABOM BEPXHEM YIIIy JIUCTA.

JIuct Gosbioro hopmara, HOALIUTHIA 32 OJUH Kpaid, HyMepyeTcsl Kak OJIMH JIUCT
B IIPaBOM BEPXHEM YTIIy.

JIokyMeHTBI ¢ COOCTBEHHOM HyMepallHeil JIMCTOB, B TOM YHKCJIE NeYaTHbIe U3/1a-
HUS1, HyMEPYIOTCA B 00IIEM MOPSIKE.
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Jluctel Aen, cOCTOSAMMX M3 HECKOJBKMX TOMOB WIIM YacTel, HyMEpPYIOTCS IO
Ka)XJIOMY TOMY WJIHM YaCTH OTJIEIBHO.

dotorpadum, depTexu, AUarpaMMbl U IPyTUe WUTIOCTPATUBHBIC U crienudude-
CKHE JIOKYMEHTBI, IPEACTABISIONINE CAMOCTOSITEILHBIN JTUCT B J€Jie, HyMEPYIOTCA Ha
000pOTHOI CTOPOHE B JIEBOM BEPXHEM YIIIY.

[ToammTeie B 1€710 KOHBEPTHI C BIOKEHHUSIMUA HYMEPYIOTCS: CHadalla KOHBEPT, a
3aTeM OYEPETHBIM HOMEPOM KaKJ0€ BIOXKEHUE B KOHBEPTE.

[TpunoxeHus k ey, MOCTYNUBIINE B TIEperuieTe, O(pOopMIISIIOTCS KaK caMOCTOsI-
TEJIBbHBIA TOM U HYMEPYIOTCS OTIIEIBHO.

[Tocne 3aBepiIeHUs HyMEPAMU JIMCTOB COCTABJISIETCS 3aBEPUTENIbHAS HAAIUCH,
KOTOpasi pacnoJiaraeTcsi B KOHIIE JieJia. 3aBepUTENIbHASI HAAIUCh COCTABIISIETCS B JI€JIe Ha
OTJIETILHOM JIUCTE-3aBepuTee Jena. B 3aBepurensHoil Haanucu nudpamMu U IpONUChiO
YKa3bIBAETCSI KOJIMYECTBO JIMCTOB B JJAHHOM Jiejie, OCOOCHHOCTH OTHAENbHBIX JIOKYMEH-
TOB (4uepTexu, pororpadun, pUCyHKH U T.I1.).

3aBepuTeNbHAST HANUCHh TMOANUCHIBAETCS €€ COCTABUTENIEM C YKa3aHHEM pac-
mU(POBKU MOJIMUCH, JOJKHOCTH U AaThl cOCTaBieHUs. KOIu4ecTBO JIMCTOB B Jelie
MPOCTABIISIETCS] HA O0JIOKKE JIeia B COOTBETCTBUH C UTOTOBOM HAAMKCHIO.

PeKBU3HUT «CpPOK XpaHEHHUs [ea» MEPEHOCUTCS Ha OOJIOKKY Jena M3 COOTBET-
cTByroler HoMeHKJIatypoel aen KOY. Ha nemax moCTOSSHHOTO XpaHEHWs MUIIETCS:
«XpaHUTh ITOCTOSTHHOY.

ApxuBHBIN P Aena (CocTouT u3 Homepa GhoHaa, HOMepa ONUCU U HOMepa Jie-
J1a TI0 OTHCH) Ha 00JI0KKaX JIe7l MOCTOSTHHOTO XpaHEHUs MPOCTaBisieTcsi B apxuBe KOY
YEPHBIMU YEPHUIAMU TOJIBKO MOCJE BKIKOYEHUS 3TUX J€] B TOJI0OBBIE PA3/Ie€ibl CBOJHBIX
onmceit, yrBepxkaennbix JIIMK T'ocynapctBennoro komutera Pecriybnuku Tarapcran
0 apXUBHOMY JIey (710 TOTO OH MPOCTABJISETCS KapaHaIioM).

Ha oOnoxxkax jen MOCTOSHHOTO XPAaHEHHs MPEeayCMaTPUBACTCS MECTO JJis
HanMmeHoBaHusg ['BY «I"A PT», B koTopslii OyayT niepenaBaTthes Aena, kojgoB ['BY «I'A
PT» u KOV no O6uiepoccuiickoMy KilacCU(PUKATOPYy MNPEANPHUSATUN U OpraHU3alul
(OKTIO). ITo okoH4YaHUU rojaa B HAAMUCH Ha 00JIOKKAX JI€JI MOCTOSIHHOTO U BPEMEHHO-
ro (cBeime 10 yeT) XpaHEeHHUs] BHOCATCS YTOYHEHHUs: TIPU HECOOTBETCTBUM 3arojOBKa
JIeJT Ha 00JI0KKE COAEPIKaHUIO MOAMIUTHIX JOKYMEHTOB B 3ar0JIOBOK JI€J1a BHOCSITCS M3-
MEHEHHUS U JOTOJHEHHUS.

HaunmenoBanus (hoHa000pa3oBaTens U MoApasaeiaeHus, roJ 1 HoMep JieJa MOTyT
MIPOCTABIISITHCS HA OOJIOKKE IITAMITOM.

10.2.10. Ay yuera TOKyMEHTOB OINpPEAEIECHHBIX KATETOPU MOCTOSIHHOTO U Bpe-
MEHHOTO CpOKOB (cBbImie 10 JeT) XpaHeHHUs, YUeT KOTOPBIX BBI3BIBACTCS CIICM(PUKON
JTAHHOW NOKyMeHTanuu (0co00 IeHHbIC, JTUYHBIC Jea U T.1.), COCTABISETCS BHYTPEH-
HSISI OTUCh JOKYMEHTOB JIeTa.

BHyTpeHHsIs1 OnUCh JOKYMEHTOB JieJla COCTABIISIETCS TaKXKE Ha JieJia HOCTOSIHHOTO
1 BpeMeHHoro (cBbimie 10 yeT) XpaHeHus, eclii OHU CPOPMHUPOBAHBI IO PA3HOBHIHO-
CTSM JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEpPYKAHUE JO-
KYMEHTOB.

BHyTpeHHSIs OKMCh COCTABISAECTCA HA OTJEIBHOM JIMCTE MO YCTAHOBIEHHON (op-
Me, KOTOpasi COAEPKUT CBEJICHUS O MOPSIKOBBIX HOMEPAX TOKYMEHTOB J€Na, UX UHAEK-
cax, JaTax, 3aroJIOBKax U HOMEpax JIMCTOB J€Ja, Ha KOTOPBIX PACTIOJIONKEH KaX bl 10-
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KyMeHT. K BHyTpEHHEN OMKUCHU COCTABIISIETCS UTOTOBAs 3aMKCh, B KOTOPOW YKa3bIBACTCS
upamMu ¥ MPOIMUCHI0 KOJIMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB U KOJUYECTBO JIU-
CTOB BHYTPEHHEW OIHCH.

BHyTpeHHs OnMCh TOKYMEHTOB JI€JIa IOANMCHIBAETCS. COCTABUTENEM C YKA3aHHU-
eM pacmupOBKH MOJMUCH, JOJDKHOCTH M J1aThl COCTaBJICHUS OINKCH. 3aBepeHHasi Co-
CTAaBUTEJIEM BHYTPEHHSIS ONKCHh JOKYMEHTOB JI€JIa TOJKJIEUBACTCS 3a BEPXHUU Kpau K
BHYTpPEHHEH CTOPOHE JINIIEBOI O0JI0XKKH JIeTa.

10.2.11. JIokyMeHTHI, COCTABIISIOIIHE JEJI0, MTOANIMBAIOTCS HA YETHIPE MTPOKOJIAa B
TBEPYI0 00JI0KKY M3 KapTOHA WM MEPEIIETAI0TCS C YYETOM BO3MOKHOTO CBOOOTHOTO
YTEHUS] TEKCTa BCeX NOKyMEHTOB. [Ipu moAaroroBke nen K MOIIIMBKE (MEPEIUIeTy) Me-
TaJJINYECKUE CKpeIIeHHs (OyIaBKU, CKPETKHU) U3 TOKYMEHTOB yJAJISIFOTCS.

Jena BpemenHoro (10 10 €T BKIIOYUTENBHO) XpaHEHUS TOMYCKAETCsl XPaHUTh B
CKOpOCIIMBATEIAX, HE MPOBOJUTH IEPECUCTEMATU3ALMIO JTOKYMEHTOB B JEIIE, JINCTHI
JieJ1a He HyMEepOBaTh, 3aBEPUTEIIbHBIC HAJAIIMCU HE COCTABIIATD.

10.3. YHHUYTOKEeHHe AOKYMEHTOB M A€JI ¢ UCTCKIINMMHU CPOKAMM XPpaHCHUA

10.3.1. Hacrosimedt MHCTpYKIMEH ycTaHABIUBAETCS MOPSIOK OTOOpa JOKYMEH-
TOB C UCTEKIIMMHU CPOKAMH XPaHEHHUS K YHHUTOXXEHHIO, MOPSA0K COCTaBICHHUS aKTOB O
BBIJICJICHUU JOKYMEHTOB K YHUUYTOXXCHUIO, UX COTJIACOBAHUS U YTBEPKICHUS.

10.3.2. Hacrosimeit MacTpyKIMe# ycTaHaBIMBaeTCs, 4TO:

pe3yNbTaThl 0TOOPA JOKYMEHTOB K YHUUTOXEHUIO, CPOKU XPAHEHHS KOTOPBIX HC-
TEKJIM, 33 COOTBETCTBYIOIIUN NEPUO BPEMEHU OPOPMIISIFOTCSI aKTOM O BBIJICICHUHU J10-
KYMEHTOB K YHHUTOXXCHHIO (TpuioxeHue 34);

JieJia BKJIFOYAOTCSl B aKT, €CJIM YCTAHOBJICHHBIN ISl HUX CPOK XPAaHEHUSI UCTEK K
1 ssHBaps rojia, B KOTOPOM COCTaBJICH akT (Harpumep, 3akonueHHsie B 20014 roxy nena
¢ 3-IeTHUM CPOKOM XpPaHEHHUS MOTYT OBITh BKIIFOUEHBI B aKT, COCTABJICHHBIN HE paHee |
auBaps 2018 r.);

aKT O BbIICJICHUU K YHUUYTOXKEHUIO JOKYMEHTOB, HE MOJIEKAIIUX XPAHEHHUIO, KaK
MpaBujIo, cocTapisierca Ha gena Bcero KOV (mpu sTom nena Kakaoro CTpyKTYpHOTO
NOJIpa3/IeJICHUs] COCTABIIAIOT CAMOCTOSITEIbHYIO TPYIIY 3arojOBKOB, a 3arojOBKH O/]I-
HOPOJIHBIX JI€J1, OTOOPAHHBIX K YHUYTOXKEHHUIO, MOTYT ObITh BHECEHBI B aKT O] OOIUM
3aroJIOBKOM C YKa3aHUEM KOJMYECTBA JieJl, OTHECEHHBIX K JaHHOU IpyIIIe);

0TOOp TOKYMEHTOB K YHUYTOXKEHHUIO M COCTABJICHNE aKTa O BBIJCIICHUH JIOKYMEH-
TOB K YHHUYTOXCHHIO ITPOU3BOAMTCS MOCIIE COCTABJIEHUSI CBOJHBIX ONMUCEN J€1 MOCTO-
SSTHHOTO XPaHEHMS 32 ATOT K€ Nepuo]i (OMUCU U aKThl PaCCMaTPUBAIOTCS HA 3aCETaHUU
9K KOV oxHOBpeMEHHO);

cornacoBanHble [[OK KO®VY akThl yTBEp:KIarOTCSd PEKTOPOM TOJBKO MOCIE
yrBepxaenust DIIMK T'ocynapctBennoro komutera Peciy6nuku Tarapcran mo apxuB-
HOMY JI€Ty ONUCEN A€ TOCTOSIHHOIO XPAHEHMUS;

MIOCJIE YTBEPKICHUS PEKTOPOM aKTOB O BBIAEIECHUN JOKYMEHTOB K YHUUTOKECHUIO
Jiesia TiepeiatoTesl Ha nepepadboTKy (YTHIM3ALHUIO) MO MPUEMO-CAATOYHON HAKIIATHOM, B
KOTOpPOM yKa3bIBAIOTCS JlaTa Mepeadyu, KOJIMYECTBO CIaBAEMbIX e U BeC OyMa)KHOU
MakyJaTypsl (IOcjie YHUUTOXKEHHUs Jen B HoMeHkinarype nen KOV npocrasisercs ot-
MeTKa «YHUYTO)KeHO. CM. aKT OT... Ne ...» ¢ yKka3aHHMeM JOJDKHOCTH, (aMUJIUU, MOJI-
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NMCH JIMLA, OTBETCTBEHHOI'O 3a NepeAavy Jej Ha YHUUYTOKECHUE, U 1ATHI.

10.3.3. AKT 0 BBIICTIEHUN TOKYMEHTOB K YHUUYTOKCHUIO B CTPYKTYPHBIX MOAPA3-
JeNeHusix, cocrapisierca DK cTpyKTypHOro nojapa3aeieHus U NOAMUCBHIBAETCS PYKOBO-
JUTENEM CTPYKTYPHOI'O MOAPAa3/IeICHUS.

10.4. IlloaroroBka u nepeaaya J0KyMeHTOB B apXUB

10.4.1. B apxuB K®V nepenarorcs aena ¢ UCIIOIHEHHBIMH JOKYMEHTaMH MOCTO-
STHHOT'O, BpeMEHHOTO (cBhImIe 10 jeT) XpaHeHus U 1o JIMYHOMY cocTaBy. Ux mepenada
IPOU3BOJUTCS TOJBKO IO OMUCAM JIEIL.

10.4.2. Jlena ¢ UCMIOTHEHHBIMU JOKYMEHTAMH MOCTOSIHHOTO ¥ BPEMEHHOTO (CBBI-
mie 10 net) xpanenus nepenatorcs B apxuB KDY He no3nnee yem depes Tpu rojia mocie
UX 3aBEPILICHUS B JACIIONPONU3BOJICTBE.

10.4.3. [dena BpemenHoro (10 10 et BKIIOUUTENHHO) XpaHEHUs Tepeaayde B ap-
xuB KOV He nmognexar. OHM XpaHATCA B CTPYKTYPHBIX MOJPA3ACICHUSAX U IO UCTEYE-
HUU CPOKOB XpaHEHUS MOAJIEKAT YHUUTOKEHHUIO B YCTAHOBIEHHOM TOPSJIKE.

10.4.4. Tlepemaya nmen B apxuB KDY ocymecTisieTcss mo rpaduky, COCTaBJICH-
HOMY apXHBOM U COTJIACOBAHHOMY C PYKOBOJMTENIAMH CTPYKTYPHBIX MOJAPA3ACICHUNA U
VK.

10.4.5. B mepuoj MOATOTOBKH JI€N CTPYKTYPHBIM MOApAa3IeICHUEM K Tepeaaye B
apxuB K®Y coTpyaHHKOM apxuBa NPEABAPUTEIBHO ITPOBEPSIETCA MPABUIBHOCTH UX
dbopmupoBanus, oPOpMIICHUS U COOTBETCTBUE KOJIMYECTBA JIEJI, BKIIFOUCHHBIX B OMHCH,
KOJIMYECTBY JIEJI, 3aBE€JICHHBIX B COOTBETCTBUM C HOMEHKIaTypou aen KOVY. Bee BbisaB-
JICHHBIE TIPH MIPOBEPKE HETOCTATKU B (HOPMHUPOBAHUMU U OGOPMIICHUU /€]l PAaOOTHUKU
CTPYKTYPHOTO MOpa3eIeHNs 00s3aHbl yCTPAHUTb.

10.4.6. Ilpuem kaxxaoro jena MpOU3BOAUTCS 3aBeAyOmKUM apxuBoM KOV B npu-
CYTCTBHM pabOTHUKA CTPYKTYpHOTO mojapasneneHus. [Ipu 3Tom Ha 000uX 3K3eMIUISIpax
OMKCH IPOTUB KAXAOTO JEJa, BKIIOYEHHOTO B HEe, JAENAaeTCs OTMETKA O HAJTUYMHM JIeTa.
B KoHIIE Ka)KI0ro 3K3eMIUIsipa ONUCH YKa3bIBAIOTCS HU(PpaMU U MPOMUCHIO KOJIUYECTBO
(akTHUECKN TMPUHATHIX e, JaTa MpueMa-fepeaadu Jiell, a TakKe MOJIUCH 3aBeylo-
niero apxuBoM K@Y u nuna, nepenasuiero aena.

10.4.7. B cnyuyae NUKBUIAIMUA WM PEOPraHU3AIMU CTPYKTYPHOIO TOApa3sese-
Hust KOV nuiio, 0TBETCTBEHHOE 3a BEJEHUE JEIOMPOU3BOACTBA JAHHOTO CTPYKTYPHOTO
MO/Ipa3/ieNieHus, B MEPUOJI MPOBEJACHUS JTUKBUIAIMOHHBIX MEPONPUITHI (HOPMHUpPYET
BCE MMEIONTUECS TOKYMEHTHI B Jiefa, oopMIIsieT fea U nepeaaeT ux B apxuB KOVY.
Ilepenayda nen ocyuecTBISETCS MO OMUCAM A€l U HOMEHKIIATYpE €.

COI'NTACOBAHO
[Iporoxon DIIMK [NocyaapcTBeHHOro KoMuTETa
PecniyOimixy Taraperan no apXuBHOMY

y 1 25 nrY - &
OT « o "Zp 2 207¥ r.Ne

(28
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Ipunoxenue 1
K MyHKTy 3.1.2

HaumeHoBaHHE peKBU3MTA Koa pexBu3ura

I'ocynapcrennsrii repd Poccuiickoit deneparuu 01
I'ep6 cyObekra Poccuiickoit deneparuu 02
OMOeMa OpraHu3aluy WM TOBApHBIN 3HAK (3HAK 00CTYKMBAaHU) 03
Kon opranuzanuu mo OKIIO 04
OcHoBHOI rocy1apcTBeHHbIN peructpanuonsbiii Homep (OI'PH) ropuau- 05
YECKOr'o JInna

W nenTudukanoHHbI HOMEp HaJOTOIUIATENbITNKA/KO I IPUIUHBI TOCTa- 06
HoBku Ha y4er (MHH/KIIIT)

Kox dhopmer nokymenrta mo OKVY /| 07
HaunmeHnoBaHue opranu3anuu 08
CrnipaBoyHBIC JJaHHBIE 00 OpraHU3aAIH 09
HanmeHnoBanue BuIa JOKyMEHTa 10
Jlata noxymeHnTa 11
PerucrpanmonHslii HOMEP TOKYMEHTa 12
CcplKa Ha perucTpallMOHHbII HOMEp U JaTy JOKYMEHTa 13
MecTto cocTaBieHus WIH U3JaHUs JOKYMEHTA 14
Anpecar 15
I'pud yTBepxIeHUS TOKYMEHTa 16
Pesoronus 17
3aroJIoBOK K TEKCTY 18
OTMETKa 0 KOHTPOJIE 19
TekcT noKkymeHTa 20
OTMmeTKa 0 HATMYUU NPUITOKEHUS 21
[Tonnuce 22
I'pud cornacoBaHus JOKyMEHTa 23
Busbl cornacoBanust JOKyMeHTa 24
OTTHCK IeYaTn 25
OTMeTKa 0 3aBepeHUU KOMHUH 26
OTMmeTKa 00 HCTIOJIHUTENE 27
OTmMeTKa 00 MCIIOJIHEHUH JOKYMEHTA M HAlPaBJICHUH €ro B JeJI0 28
OTMeTKa 0 OCTYIUICHUH JIOKYMEHTA B OPTaHU3aIHI0 29
W neHTudukaTop 31eKTPOHHON KOMMUU JOKYMEHTa 30

IlepeyeHb peKBU3UTOB JOKYMEHTOB
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IIpunoxenue 2

K MyHKTy 3.2.1
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Ipunoxenue 3
K MyHKTy 3.2.1
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IIpunoxenue 4
K MyHKTy 3.2.1

MuHncTepcTBO 06pasoBaHMsa U Haykn Poccunckon ®epepauuu
depepanbHoe rocyqapcTBeHHOe aBTOHOMHOe obpasoBaTtenbHoe
yypexaeHue BbicLLero obpasoBaHuns
«KA3AHCKUM (MPUBOMKCKUIN) ®EOEPAIbHbIA YHUBEPCUTET»
Kpemnesckas yn., 4.18, Kasaxb, 420008
Ten. (843) 2926977, dakc (843) 2924448
email: public.mail@kpfu.ru
OKT1O 02066730, OI'PH 1021602841391,

WMHH/KTIM 1655018018/165501001

Oo6pa3sen o0urero 6;1aHKa
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IIpunoxenue 5
K MyHKTy 3.2.1

MwuHncTepcTBO 06pasoBaHMsa u Haykn Poccunckon ®epepauun
depnepanbHOe rocygapcTBeHHOE aBTOHOMHOE obpasoBaTenbHoe
yypexaeHue BbicLero obpasoBaHus
«KA3AHCKUW (MPUBOMKCKUIN) ®EAEPANBbHbLIA YHUBEPCUTET»
Kpemnesckas yn., .18, KasaHb, 420008
Ten. (843) 2926977, dakc (843) 2924448
email: public.mail@kpfu.ru
OKINO 02066730, OI'PH 1021602841391,

WMHH/KIIM 1655018018/165501001

Ha Ne oT

Oobpa3sen 6;1aHKa nUCbMa
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IIpunoxenue 6
K MyHKTy 3.2.1

MUHUCTEPCTBO OBPA30OBAHMSA U HAYKH POCCUMCKOM ®EJIEPAIIUN
®EJIEPAJIBHOE 'OCYJJAPCTBEHHOE ABTOHOMHOE OBPA3OBATEJIbHOE
YUYPEKJIEHUE BBICIIEI'O OFPA3OBAHUSA
«KABAHCKHMH (ITPUBOJTKCKHWIN) ®EJNEPAJBHBIN YHUBEPCUTET»

NIPUKA3
« » 20 r. No

3aroJ10BOK K TEKCTY HAYMHAETCS
C MpeJIora «0», 0TBeYaeT Ha BOMPOC
«0 YeM»
B koHcTaTHpyroIIei YacTH U3J1araloTcs OCHOBAaHUS U 1eNH, MoOyauBIIne pykoBoacTBo KOV
W3J1aTh IpUKa3. B HEKOTOPBIX cllydasx, KOrJa OCHOBaHHS OYEBUIHbBI, KOHCTATUPYIOIIAs 4acTh OIMyCKa-

CTCA. PaCHOpH[[I/ITeJII)HaH 4aCTb HAYMHACTCA CO CJIOBA,

NPpHKa3blBalo:
1.
2.

HaunMmenoBanue nOKHOCTU
PYKOBOIUTEISA JIngHas noanuch N.0. ®amunusg

Oo6pa3sen opopmileHnst MpUKa3a
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IIpunoxenue 7
K yHKTY 3.2.1

MUHHUCTEPCTBO OBPA3OBAHUA U HAYKH POCCUHCKOM ®EJIEPAIINA
OEJEPAJIBHOE I'OCYJAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIBHOE
YYPEXJIEHUE BBICHIEI'O OBPA3OBAHUSA
«KA3AHCKHH (MPUBOJIXKCKUN) ®PEJEPAJIBHbBIA YHUBEPCUTET»

PACHOPAXKEHMUE

« » 20 r. Ne

3aro/10BOK K TEKCTY HAYMHAETCS
C IpeaJIora «0», 0TBEYaeT Ha BONPOC
«0 yem»
B xoncTaTupyromei 4acTd U3J1araloTcsi OCHOBAHHS U 1€, MOOyAUBIIHE PyKOBOACTBO KDY
W31aTh pacnopspKeHue. B HEKOTOPBIX CiydasiX, KOrja OCHOBaHUsI OUYE€BUHBI, KOHCTAaTUPYIOIIAs 4acTh

OITyCKacCTCs. PaCHOpH)II/ITeHBHaH 4aCTb HAYMHACTCA CO CJIOBA,

PpacnmnopsaixalrcCb:
1.
2.

HaumeHnoBanue n0mkHOCTH
PYKOBOJUTEIS JInunas noanuck N.0O. Gamunus

Oopa3zen opopMiieHHs pacliOpsIsKeHH I
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[punoxxenne 8
K MyHKTy 3.2.1

MUHHUCTEPCTBO OBPA30OBAHUA U HAYKH POCCUHMCKOM ®EJIEPAIINA
PEJEPAJIBHOE I'OCYJAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIBHOE
YYPEXJIEHUE BBICHIEI'O OBPA3OBAHUSA
«KA3AHCKHM (MPUBOJIKCKUI) PEJEPAJIbHbIA YHUBEPCUTET»

ITPOTOKO.I
« » 20 1. Ne
[IpencenarenbCcTByOMHAM
IlpucyrcTBOBaIN:
JOJDKHOCTh,  WHULMANBL,  (paMuius
ITOBECTKA JIHA:

1. «O...»(«00 ... ») Tema nokmana
Hoxknaf ...(momxHOcTh M.O. @Gamunus B poJl. maiexe)

CJIIVIIIAJIN:
N.0. ®amunus (pof.1.) — U3JI0KEHHUE COJIep>KaHus JOKIaaa

BBICTVYIINJIA:
N.o. ®amuinus (I0IKHOCTb) — COAEPKAHUE BBICTYIIIICHUS

ITOCTAHOBUJIN:
YT1BEPAUTS ...
Pemenre mpuHATO OTKPBITEIM rosiocoBanueM («3a» — 00, «mpotuB» — 00, «BO3IEpiKaB-
mmxcsi» — 00).
1.2. TlpencraBuTs ...
Pemmenne npuHATO OTKPBITHIM rojiocoBaHueM («3a» — 00, «mpotuB» — 00, «Bo3AEpKaBIINX-

csi» — 00).
[IpoTokon cocTtaBuiia JInyHasg nmoamnuch Nunnmanel, pamumus
CormacoBaHo JInuaas moamnmce Nunnmanel, pamumus
CormacoBaHo JInuaas moamnmce Nunnmanel, pamumus

Oobpa3zen opopMiIeHHs MPOTOKOJIA
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MVHVCTEPCTBO OBPASOBAHNA
M HAYKM POCCUMCKOM OEIEPALINMU
OTAQY BO «KazaHckul (IIpMBOJIKCKMI)

IIpunoxenune 9
km 3.2.1

YTBEPXIAI

PyxkopomuTens opraHM3alLUM

benepalibHEIM YHUBEPCUTET JIMYHasS Pacumbpporka
MONMNUCH MIONNUCU
AKT
N
IPOBEPKM HAJIMUUI
Y COCTOSHUS apPXMBHBEX IOKYMEHTOBR
doHp N
HazBanme doHIa
Homepa onmucen
[lpoBepka OPOBOOMIIACE C 1o
[IpOBEPKOM YyCTaHOBJIEHO:
1. UmcamTCcsa 0 ONMCAM Oej en. xp.
(KOIMUEeCTRBO)
2. BHIABJIEHEI TeXHUUECKME OWMOKIN:
2.1. VmenTCs JIMTEPHHE HOMepa:
a) He YUYTEeHHBEEe B MTOT'OBOM 3alMcCHU en. xp.
(KOIMUeCcTBO)
0) He IepeuMCJIeHHBle, HO yYTEeHHEHE
B MTOT'OBOM 3alluCU en. xXp.
(koJIMUYeCcTRBO)
2.2. TlponymeHO HOMEPOB:
a) He YUTEeHHHX B MTOT'OBOM 3BalUCU en. xp.
(koJIMUYeCcTRBO)
0) He INepPeuMCJIEHHBIX, HO YyYTEHHHIX
B MTOT'OBOM 3alMUCU en. xXp.
(KkOJIMUYeCcTRBO)
2.3. Ipyrue, B pes3yJjbTaTe 4Yero oO0BeM
YBEeJIMYMJICA Ha en. Xp.
(koJIMUYecCcTRBO)
YMEHBIIMIICA Ha en. xXp.
(koJIMUYecCTRBO)
3. UMCAMTCH O ONMCHAM B pes3yjbTaTe
YCTPAaHEHUS TEXHMUECKMUX OIMOOK en. xp.
(koJIMUYecCTBO)
4. He oxaszajioCb B HaJIUuUU en. xp.
(KOJIMUYEeCTRBO)
5. lVMeeTcs B HaIMUMM IO IDaHHOMY OGOHIY
(BKJIIOUEHHEIX B OIIMCU) en. xXp.
(koJIMUYecCTBO)
M3 HUX TPeOyoIUX:
a) mesuHbeKLUuMn en. xXp.
(KOJIMUYEeCTRBO)
0) I»mesMHCeKLUNU en. xp.
(koJIMUYecCTBO)
B) pecTaBpaluum en. xp.

(KOJIMUYEeCTRBO)
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IIponomxenue
npwitoxenus 9 k 1. 3.2.1

I') HneperjieTa MM DOIMUBKU en. xp.
(koJIMUEecTBO)
I) BOCCTAHOBJIEHMS 3BaTyXallMX TEKCTOB en. xp.
(KONIMUeCcTBO)
e) HeMCHpaBVMO MNOBPEXIEHHEBIX en. xp.
(koJIMUEecCcTBO)
6. ViMeeTcs He BKJIOUEHHBEIX B OIUCU en. xp.
(koJIMUEecCcTBO)
7. Uroro mo maHHOMY GOHOY (BKJIIOUEHHBIX M HE BKJIIOUEHHBIX B ONMUCH) ,
VIMEeIMXCS B HaJIUUUU en. xp.
(koJIMUEecCTBO)

8. XapakTepucTuka YCJIOBUM XPaHEHUSI

[IpoBepKy MNPOM3BOOUIIN:
HammMmeHOBaHMe

IOOJDXHOCTEN
PabOTHUKOB Honnmucm PacumppoBka nomnmucem

dopma aKTa NPOBEPKU HAJTUYHUS U COCTOSTHUS APXUBHBIX JOKYMEHTOB



KYPHAJI YYETA BbIJAYU BJIAHKOB IIMCBbMA K@Y
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[Tpunoxenne 10
K IyHKTy 3.2.2

Jara

HaumenoBanue
noJApasaesieHusl

Ne
0J1aHKAa

damuinus,
WHHUIHAJIBI

IHoanucek

®opma kypHaja yuyeTa BbIIa4H 0JIAaHKOB MHCbMA




[punoxenne 11
K MyHKTy 3.3.8

INEPEYEHD
TOKYMEHTOB, MO/JIEKAIINX YTBEPKIEHUIO

AKTBI (IPOBEPOK U PEBU3HIM, MpHUeMa 3aKOHUYEHHBIX CTPOUTEIBCTBOM OOBEKTOB,
000OpyI0BaHusl, CIUCAHUs, SKCIIEPTU3bI, TIEPEAAun JEJ, TUKBUIANUN MOApa3IeICHUN 1
T.1.);

JloroBopbl (0 TPOU3BOJACTBE pabOT, MaTEePUATHHO-TEXHUYECKOM CHAOKECHHH,
apeH/ie TOMEIIEHH, O TIOCTaBKax, MOAPA/IaX, HAYYHO-TEXHUYECKOM COTPYIHUYECTBE,
MaTepualbHOU OTBETCTBEHHOCTH U T.1I.);

3ananus (Ha IPOEKTHPOBAHUE OOBEKTOB, TEXHUUYECKUX COOPYKEHUMN, KAaUTAIBHOE
CTPOUTEIBCTBO, Ha  TPOBEJCHUE HAy4YHO-UCCIEI0BATENbCKUX, IPOEKTHO-
KOHCTPYKTOPCKHUX U TEXHOJOTUYECKUX PAOOT, TEXHUYECKUE U T.1.);

WNHCTpyKUMU (IOJKHOCTHBIE, IO JIEJONPOU3BOJCTBY, TEXHHMKE O€30IacHOCTH,
BHYTPEHHETO TPYJIOBOT'O pacHopsiaKa U T.1.);

HopmatuBsl (pacxosia MaTepUasIoB U 3JIEKTPOIHEPIUH, TEXHOJIOTMUECKOTO MPOEK-
TUPOBAHUS, YUCICHHOCTH paOOTHUKOB U T.11.);

OT3bIB BeNylIeH OpraHu3aIiuu o0 JUCCepTallMOHHON paboTe;

OTt4eTsl (0 HAYYHO-UCCIEA0BATEILCKUX paboTax u T.1.);

[lepeunu (TUMOBBIX TOKYMEHTOB, 0Opa3yromuxcs B aestenbHocTd KOV ¢ ykaza-
HUEM CPOKOB XpaHEHHUs TJOKYMEHTOB U T.11.);

[Inanpl (MPOEKTHO-U3BICKATENBCKUX U HAYYHO-HCCIIEJOBATEIbCKUX PabOT, BHEI-
peHUsT HOBOW TEXHHMKH, IO KamUTaJIbHOMY PEMOHTY, paOOThl KOJUIETMH, HAYYHO-
TEXHUYECKOT0 COBETA, Y YEHOT0 COBETA U T.11.);

[Tonoxenus (o0 cTpykTypHOM nojpazaenenn KOV, nepenMeHOBaHUH U T.1.);

[Iporpammsl (TipoBeneHMs pabOT U MEPOTIPUATHM U T.1.);

Pacnircanue 3aHsATHI CTYIEHTOB, YUCOHBIN TJ1aH;

Paciienku Ha mpou3BoICTBO PaboOT;

CwmeTtnl (pacxoJ0B Ha COJAEp)KAHUE allapara yHIpaBieHUs, 3[1aHUN, TOMEIIECHUN,
COOPY>KEHHU, UCTIONb30BaHus cpeAcTB Pouna KDY, Ha kanutambHOE CTPOUTEIHCTBO U
T.J.);

CrtpykTypa u mITaTHAsE YUCIEHHOCTD;

Tapudnsie cTaBky;

[lITaTHBIE paciMCaHKsI U U3MEHEHUS K HUM.
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ITpunoxenne 12
K yHKTY 3.3.15

Pexropy
Kazanckoro ¢enepaibHOro yHuBepcurera
N.P. 'adpypoBy

[MPEACTABJIEHUE
[Tpomy Bac uznath npukas cieayronero coaepxaHus:

OO0 u3rotoByieHnH (hakcuMmIIe

B cootBercTtBuM ¢ myHKTOM 3.3.15. «@akcuMuiIbHOE BOCIIPOU3BeIeHUE TIoAnucel (pakcumure).
[Topsanox pabotsl ¢ pakcummiie» MHCTpYKIMHU 10 1€TONPOU3BOJCTBY I P U K @ 3 bI B A 10:

1. YTBepauTh CIHMCOK MOKHOCTHBIX JIMI, HUMEIOMIMX MPAaBO UMETHh (PaKCUMHIIE B CIIEIYIOIIEM
COCTaBe:
N.P. T'adypoB — pexrop Kazanckoro denepansHOro yHUBEpCUTETA
P.I'. MuH3apunoB — mpopeKkTop 1Mo 00pa3oBaTeILHOM IEITSIBHOCTH
JI.K. Hypranues — mpopeKkTop 110 Hay4HOH AESITEIbHOCTH
A H. XaioB — npopeKkTop 1o aAMUHUCTPATUBHON pabOTe - PyKOBOJUTENb arllapara
M.P.CapuynianH — npopeKkTop 1Mo BONpocaM SKOHOMHUYECKOTO M CTPAaTETHYeCKOro pa3BUTHS
H. ®. Kamanos — npopeKTop o0 THHOBALIMOHHOMN AESTEIbHOCTH
AM. MexBeausioB — IpOPEKTOp MO COLMAIbHON U BOCIIUTATEIbHON padoTe
JI.C. Ca¢puyminH — IpopeKTop MO X035HCTBEHHON AEATEIbHOCTH
P.P. MynnakaeBa — mpopeKkTop 1o (MHAHCOBOH JACSATEIHHOCTH
JI. H. JIaTBIIOB — IPOPEKTOP 110 BHEIIHUM CBSA3SIM.

2. Jlupextopy nmemapTaMeHTa OyxraiaTrepckoro ydera W oTueTHocTH M.P. HukutuHO#
U3TOTOBJIEHHE (aKCUMMJIIE Ui JIMI YKa3aHHBIX B NMYHKTE€ | HACTOSAIIETr0 MpHKa3a MPOM3BECTH M3
BHEOIO/KETHBIX CPEJICTB.

3. HavaneHuKy ynpaBieHus JOKyMeHToo0opoTa u koHTpons WU.P. Jlykamunoit:

3.1. Ob6ecnieunTh U3roTOBIEHUE (DaKCHUMUIIE B OpraHu3anuu, umeronie CepTupUKaT COOTBET-
ctBusl LleHTpanbHOro oprana no cepTuQHUKaIMH.

3.2. loBeCcTH HACTOSINIMI MPUKA3 10 CBEICHUS BCEX MOMMEHOBAHHBIX JIMII.

Havanenuk V/IK N.P. Jlykamuna

O0pa3en mpejacTaB/ieHHs B IPUKa3 peKTOpa
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Ipunoxenune 13
K yHKTY 3.3.15

Pexropy
Kazanckoro ¢enepanbHOro yHUBepCUTETA
N.P. 'adypoBy

I[NPEJJCTABJIEHUE
[Ipomy Bac n3naTe npukas CIEIyrOLIEro COAEpKaHUs:

O Ha3HAYECHUU OTBCTCTBCHHLIX 3a
XPaHCHUC U UCITIOJIb30BAHUC (I)aKCI/IMI/IJ'Ie

B cBs3u ¢ u3roroBiienneM (hakCHUMHIIE B COOTBETCTBHH C MyHKTOM 3.3.15. «DakcuMuibHOE BOC-
npousBeaeHue noanucei (paxcumuie). [lopsaaok padotsl ¢ pakcumune» MHCTpYKIMK MO JEIOTPOU3-
BOJICTBY I P M K a3 bI B A 10:

1. Ha3HaunTh OTBETCTBCHHBIM 32 XPAHCHUE M HCIIOJIb30BaHUE (PaKCUMUJIC PEKTOpa IMOMOIIHUKA
pEKTOpa uHUYyUANbl U Pamunus.

2. Ha3HauuTh OTBETCTBEHHBIM 33 XpaHEHUE M MCIOJIb30BaHUE (PAKCUMUIIC TPOPEKTOPOB CIIEAY-
IOIUX PAaOOTHUKOB:

Damunus, ums, 0myecmeo — JIOKyMEHTOBe/la (TpueMHasi MpopeKTopa mo oopazo-
BaTeIbHON JESITENLHOCTH)

Damunus, ums, omuecmeo — JIOKyMEHTOBe/la (MpUeMHasi MPOPEeKTopa MO Hayd-
HOM NI TEIILHOCTH)

Damunus, ums, omuecmeo — JIOKyMeHTOBena (IpueMHasi MPOPEeKTopa Mo aJMH-
HUCTPATHUBHOI paboTe - pyKOBOJUTEIS anmnapara)

Damunus, ums, omuecmeo — JIOKYMEHTOBeJa (MpueMHasi MPOPEKTOpa Mo BOIPO-
CaM KOHOMHUYECKOT0 U CTPATErHueCKOT0 pa3BUTHS)

Damunus, ums, omyecmeo — IMOMOIIHHUKA MPOPEKTOpa (MIpUEeMHast IPOPEKTOpa 1Mo
MHHOBAIIMOHHOM JI€SITEIBHOCTH)

Damunus, ums, omuecmeo — JIOKYMEHTOBeJla (TMpUeMHasi MPOPEKTopa IO COIH-
aJIbHOM M BOCITUTATENLHOU paboTe)

Damunus, ums, omuecmeo — JIOKyMEHTOBena (TpueMHasi MpOpPEeKTopa Mo XO035ii-
CTBEHHOU JIESTEIbHOCTH )

Damunus, ums, Om4ecmeo — JIOKYMeHTOBeJla (TpueMHasi mpopeKTopa no (puHaH-
COBOM JIEITEILHOCTH)

3. OTBEeTCTBEHHBIM 3a XpaHEHHE U UCIOJIb30BaHUE (PaKCUMMIIE OCYIIECTBIIATh XpaHEHHUE U HUC-
10JIb30BaHKE (PaKCHUMUIIE B COOTBETCTBUU € MYHKTOM 3.3.15. «DakcuMHUIIbHOE BOCIIPOU3BEACHUE MO~
nuceit (paxcumuie). [lopsaok paboTsl ¢ hakcumumie» MHCTpYKIIMK TIO AETONPOU3BOICTBY.

4. HayanbHUKY ynpaBieHUs: J0KyMeHTooOopoTa u koHTposs W.P. JlykamunHoil noBectu Hacto-
AU MPUKa3 O] MOMKMCH 1O CBEJCHUS BCEX NOMMEHOBAHHBIX JIUI] B T€UEHHE 3 pabouux AHEH ¢ Mo-
MEHTa MOJNUCAaHUs TPUKa3a.

5. KoHTpoJsib HaJ MCIOJHEHWEM IpUKa3a BO3JIOKUTh HA HadaJlbHUKA YIPAaBJICHUS JOKYMEHTO-
ob6opora u koutposs W.P. Jlykamuny.

Hauvaneauk YJIK N.P. Jlykamnna

Oo0pa3zen npejacraBjieHdsi B IPUKA3 PeKTOpPa
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ITpunoxenune 14
K yHKTY 3.3.15

MUHUCTEPCTBO OBPA3OBAHUS M HAYKU POCCUMCKOM ®EIEPAILTAN
Kazanckuii ¢penepanbHblil yHUBEPCUTET

YTBEPXIAIO
IIpopekTop
110 00pa30BaTENIbHON AEATENbHOCTH

JuYHas noonuco  HMuuyuanst u pamunus
« » 20 I.

AKT
npuema-nepenadyn Gpakcummie

Kazaunnp « » 20 T.

Hacrosmuii akT coctaBieH B TOM, 4TO B CBSI3H C YXOJOM B odepeaHoi ormyck ¢ 18.02.2017 no
02.03.2017 noxymentoBen Mnuyuanvl u ¢hamunusi B COOTBETCTBHH C TyHKTOM 3.3.15. «DakcuMuibHOE
BocrnpousBenenue noanuceit (hakcumune). [lopsaok padotsl ¢ paxcumune» WMHCTpykuuu mo neno-
MIPOU3BOJICTBY TEPENIaeT, a TOKyMeHTOBe Mruyuanvl u ¢hamuius MpUHUMAET PaKCUMHIIEC POPEKTOPa
1o 00pa30BaTeNIbHON AeATeNbHOCTU MHuyuanst u hamunus.

OrTuck nepeaaBacMoro (l)aKCI/IMI/IJ'IeZ

[lepenan(a): [punsn(a):

nooOnucy Hnuyuaner u pamunus  noonucs Hnuyuanet u pamunus

Oo0pa3zen Akra npuema-nepenadyu pakcumusie
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IIpunoxenue 15
K yHKTY 3.3.15

MUHUCTEPCTBO OBPA3OBAHUS M HAYKU POCCUMCKOM ®EIEPAILTAN
Kazanckuii ¢penepanbHblil yHUBEPCUTET

YTBEPXIAIO
Pexrop
Kazanckoro ¢enepaibHOro yHuBEpCUTETA

quuHas noonuce  Muuyuanet u pamunus
« » 20 I.

AKT

Kazaub

« » 20 I. No

O06 yHnuToxxeHuu hakcumuie

CocraBieH KOMHCCHEH B CIENYIOIEM COCTaBe: MpeJiceiaTellb KOMUCCUU — HAayallbHUK YIpaB-
JIEHUS! JOKYMEHTO000pOTa M KOHTpOJs Muuyuansl u ¢pamunus, 4ieHbl KOMUCCUM — JIOKYMEHTOBE]]
yIIpaBJIeHUs] TOKYMEHTO000pOTa U KOHTPOJS Muuyuanst u ¢pamunus, TOKyMEHTOBE YIIPaBJIEHUS J10-
KYMEHTO000pOoTa ¥ KOHTPOJs MHuyuanvl u hamunusi.

JIaHHBIA aKT SBJISIETCS OCHOBAaHMEM JUIsI BHECEHUS OTMETKH 00 YHUUYTOXXEHHHM (aKCUMHIIE B
*KypHan yuera. @akcummie (peructpannonsbii Ne B XKypHnane ydera akcumuse) mpopeKTopa mno
00pa3oBaTeNbHON NEATENbHOCTH MHuyuansl u ¢pamunus yHUUTOXKEHO B CBS3U C Ha3HAYEHUEM Ha JIpy-
TYIO IOJDKHOCTD (TTPUKA3 OT « » 20 1. Neo ).

OTTHCK YHHYTOXKAaeMOro (hakCUMHUIIE:

dakcuMuiIe YHHYTOXHI JOKYMEHTOBET YIIPABICHUS TOKYMEHTO000pOTa U KOHTPOJst HHuyuanst
u hamunus.

Crioco0 yHUYTOKEHUS: M3MEIbUYEHUE C TIOCIIEYIONUM COKUTaHHEM.

MecTo 1 BpeMsi yHUUTOXKEHUS: YIIPaBIeHHE JOKYMEHTOO00POTa U KOHTPOJIS

« _» 20 r. B 16.00.

®dakT YHUUTOXKEHUS (DaKCUMUIIE B HAIIIEM TIPUCYTCTBUH TTOITBEPIKIACM:
[Ipencenarens koMmuccun Hnuyuaner u hpamunus
YeHsl KOMUCCHUH:

Huuyuanot u pamunus

Huuyuanot u pamunus

Oobpa3sen AkTa 00 yHMUYTOKeHUH pakcummie
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ITpunoxenne 16
K yHKTY 3.3.18

[IEPEYEHD
JOJKHOCTHBIX JIMLL, Ybsl OJAINKCH 3aBEPSAETCS TepOOBOI MEUaThIO

1. PexTop
2. ITpopekTopbl
3. [Ipeacenarenu auccepTalluOHHBIX COBETOB

4. JIoJDKHOCTHBIC JIMIIA, UMEIOIIHUE MPABO MOJANMKUCH JIOKYMEHTOB
10 IOBEPEHHOCTH PEKTOPA
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TIpunoxxenue 17
K myHKTY 3.3.18

INPUMEPHBINA NIEPEYEHD
JOKYMEHTOB, HA KOTOPBIE CTABUTCA 'EPBOBAS IIEYATD

AKTBI ITpY€Ma CTPOUTENIbHBIX 00BEKTOB, 000PYOBaHUS, BHIIIOJIHEHHBIX padoT, CIIMCAHUS, IKC-
MIEPTU3bI U T.[I.

JloBepeHHOCTH Ha MOJyYeHHE TOBAPHO-MaTepUaIbHbBIX IEHHOCTEH, BEJICHHE JIe]1 B apOUTpake
U T.A.

JloroBopsI 0 MaTepuaIbHOM OTBETCTBEHHOCTH, IIOCTABKAX, OPSAKAX, HAYYHO-TEXHHYECKOM
COTPYJIHUYECTBE, apEH/IE IOMELIEHU, O IPOU3BOJICTBE padOT U T.1I.

3asBKHM Ha 000pyZOBaHUE, U300PETEHUS U T.JI.

3asiBIIEHUS HA aKKPEAUTHUB, 00 OTKAa3€ OT aKIenTa u T.[.

[Tucbma rapanTuiiHble Ha BBINOJIHEHHE PadoT, YCIYT U T.A.

[Topyuenus 6roKeTHbIe, 0AaHKOBCKUE, IEHCHOHHbIE, IUIATEXHbIE, Ha [TOJy4YEeHHE U IIEPEBO/]
BAJIFOT, HA UMIIOPT U T.1.

PeecTpsl 4ekoB O10/KETHBIX MOPYYEHUH, IPEICTAaBIsIEMbIX B OaHK

Cwmera pacxo/10B Ha 00y4YeHHE, Ha KAIBbKYJISUIO K JOTOBOPY, HAa KAIUTAJIbHOE CTPOUTEIBCTBO
U T.J.

CripaBKH JTUMHTHBIE, O BBIIIJIATE CTPAXOBBIX CYMM, MCIIOJIb30BAaHUH OFOPKETHBIX AaCCUTHOBAHUH
Ha 3apIuiaTy, O HAYMCIEHHOW U IPUUYUTAIOLIeHCs 3apIuiaTe U T. ..

JIOKyMEHTBI JU1s1 HAUUCIICHHS] IEHCUU

YcraB KOV

3aKJII04eHNs U OT3bIBBI HA JUCCEPTALlMU U aBTOpedepaTsl

Cnucku Hay4HBIX TPYZOB

JIOKyMEHTBI, HallpaBIIsIeMbIE B BBICHIYIO aTTECTALUOHHYIO KOMUCCHIO

Ortuertsl, npeacrasisiembie B POOU, PTHO, poun «MuTerpanus», 'ockomcrat Poccuiickoii
denepanuy WM €ro TEPPUTOPUATIBHBIE OPTraHbI

Kapra rocynapcreennoii peructpaunu HUP, konkypcnas noxkymenrtanus no HAP

Boinucky u3 mpoToKoJIOB 3aCeaHNs YUEHOTO COBETa, KOH(pEpeHLnH, 3aceiannii kadeap, cBs-
3aHHBIX ¢ 00CYX/IEHUEeM JyccepTaluit

VcrionHUTENBHBIE JTUCTHI

KoMaHaupoBOUYHBIE yIOCTOBEPEHUS

OO0pa31bl OTTUCKOB NevaTelt U noAmnuceid paboOTHUKOB, MEIOLIUX [TPaBO COBEPIICHUS (PUHAH-
COBO-XO3SMCTBEHHBIX ONEpaUi

[IpencraBienus u xoaaTaiicTa (0 HarpaXJAeHUU OpJICHAMH U MEJANIIMU U T.1I.)

ITonoxeHue 0 CTPYKTYPHBIX IOApa3IEICHUAX

[TpoToxoiibl (coriacoBaHus IIAHOB TOCTABOK, BBIIBUYKEHUS! HAPOIHBIX 3aceqaTenei u T.1.)

CornanieHnus, TpyAOBbIE COVIALIEHUS

Cnerudukaruy (U311, TPOTYKIIHH H T.1T.)

JIMIIoMBl ¥ IPUIIOKEHUS K HUM, aKaJeMUYECKUE CIIPABKU, YAOCTOBEPEHUS

[IITaTHBIE pacniiCaHUs ¥ U3MEHEHUS K HUM

CrnipaBKH CTyJIEHTOB JUIs IPECTABIICHUSI BOEHKOMAT

ApXHBHBIE CIIPAaBKH U apXUBHbIE KOTIHU

CripaBKH Ha TOJTY4YEHHUE CCY/Ibl B OaHKe

3asiBKU Ha KOHKYPC

ITucema B macnioptHoe otaenenue POBJL

JIOKyMEHTBI Ha IIOJIy4€HHUE 3arpaHnaciopTa

JIOKyMEHTBI Ha TAMOXKHIO

JloroBopsI Ha OIIaTy KOMMYHAJIbHBIX YCIYT

Cyera u coriameHus Ha 00y4eHne MHOCTPAHHBIX TPaXKAaH
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IIponomxenue npunoxenus 17
K myHKTY 3.3.18

JloroBopsl Ha MIIaTHOE 00y4YEeHHE, HA OKa3aHUE JIOTIOJHUTEIbHBIX 00pa30BaTEIbHBIX YCIYT
JloroBopbl Ha OCYIIECTBICHNE TEXHUYECKOTO HAA30pa

WuauBuayaibHbIe CBe/ICHUS B IEHCUOHHBIN (POHT

3asBieHuUs O BbIJIaue MpUrianieHus Ha Bbe3n B Poccuiickyro deneparnuio

[TpoTokomsl 3acenanuss HTC
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ITpunoxenne 18
K IIyHKTY 3.6.5

Hauvanpauky Y /JIK

3AIABKA

[Tpomry moaroroButh B cpok 10 10.08.2016 HOTapHanbHO 3aBEpEHHBIC KOMMHU CIETYIOIINX
YYpEeAUTEIbHbIX JOKyMEeHTOB KDY

1. CBunerenscTBO O BHeceHHWU B ENMHBIN rocyaapCTBEHHBIM peecTp IOPUAMYECKUX 3 3K3.
JIUI 3alMCH O TOCYAAPCTBEHHOW PETUCTpAllii M3MEHEHHI, BHOCUMBIX B yUpeau-

TeIbHBIE TOKYMEHTHI;

YcraB Kazanckoro ¢enepaibHOr0 yHUBEPCUTETA; 3 3K3.
3. CBUIETENHCTBO O MOCTAHOBKE HA yUET B HAJIOTOBOM OPraHe IOPHINYSCKOTO JIUIIA. 3 3K3.

no

HUTOI'O: 9 oK3.

Yka3zaHHbIe JOKYMEHTBhI HEOOXOIMMBI JUIsi o0ecrieueHus padoThl JlenapramenTa OyXrairepcKkoro
ydeTa ¥ OTYETHOCTH C HAJIOTOBbIMH opranamu Poccutickoit @enepaunu u Pecnyonuku TarapcTas.

Jupekrop
JenaprameHTa OyXrajirepckoro

y4eTa U OTYETHOCTH Jluunas noonucw Hnuyuanvt u pamunus
01.08.2016 r.

O0pa3zen 3asBKHM 0 HOTAPUAJIBLHOM 32BEPEHUM KOINMI JOKYMEHTOB
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Ipunoxenune 19
K ITyHKTY 3.6.6

[Ipopektopy
1o (UHAHCOBOU IEATETHHOCTH
Hnuyuanvt u pamunus

Havanpanka VJIK
Huuyuanst u pamunust

3ASBJIIEHUE

[Tpoury Bac Bbiienuts nox otder 1 620 (oaHy ThICSAUy IIECTHCOT ABAALIATH) pyOsei marepu-
aJIbHO OTBETCTBEHHOMY Jully, fokymeHtoBeny Y AK Huuyuanv: u ¢hamunus 101t onuatsl ycayr HOTa-
puyca 10 3aBEPEHUI0 9 3K3EMIUISIPOB KOIMI yUpeAUTENbHBIX J0KyMeHTOB KDY

HorapuanbHo 3aBepeHHbIE KONHU YKa3aHHBIX JIOKYMEHTOB HEOOXOAMMBI i oOecredyeHus
pabotel JlenapramMeHTa OyXTalTepCKOro y4eTa M OTYETHOCTH C HAJIOTOBBIMH OpraHamu Poccuiickoit
@enepanun 1 Pecnyonuku Tarapcran. 3asBka [lemapraMeHTa OyXraarepcKoro y4dera U OT4ETHOCTH
IIPUIIAraeTes.

[Tpunoxxenue: Ha 1 1. B 1 3K3.

Havansnuk YIK Huuyuanvl u pamunus
01.08.2016 1.

06[)33611 3asIBJICHUS O BBIICJICHUM IO OTYET ACHEKHBIX CPEACTB



HaunmenoBanue
CTPYKTYPHOTO
MOJpa3IeJICHUS
CJIIV>KEBHAA 3AITMCKA
00.00.0000 Ne 00

3aronoBok: «O ... (06 ... )»

HanmenoBanue
JIOJKHOCTH
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TEKCT

JInu"ag moamnuce

ITpunoxenune 20
K MyHKTY 3.6.13

Anpecar

PE3OJIIOLIA

N.0. ®amunus

Oobpa3zen opopMiieHHs CIaYyKEOHOH 3ANMUCKHA
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ITpunoxenne 21
K myHKTY 4.1.2.3

®denepabHOE TOCYIAPCTBEHHOE ®denepabHOE TOCYIAPCTBEHHOE
aBTOHOMHOE 00pa30BaTeNbHOE YUPEKICHHE OroKeTHOE 00pa3oBaTeNbHOE YUPEKICHHE
BhIcIIero obpazoBanus «Kaszaunckuii (ITpuBomKCKuUiA) BEICIIIETO 0Opa3oBanus «Ka3aHCKWi HAITMOHATBHBIHN
(enepanbHbBIA YHUBEPCUTET» HCCIIEA0BATENbCKUM TEXHUYECKUI YHUBEPCUTET

uM. A.H. Tynonesa»

NPUKASI

15.01.2017 Ne 01-06/379/154

Kazaub

0 (06) ....

TekcT mpukasa

Pexrop PexTop
DOI'AOY BO «Kazauckwuii (IIpuBomKcKuii) ®OI'bOY BO «Kazanckuii HaIlMOHAIBHBIN UCCIIEO0-
(henepanbHbI YHUBEPCUTET» BaTeNbCKUM TeXHUUECKUH yHHUBepcuTeT uM. A.H.
Tynonesa»
N.0. ®amunus N.0. ®amunus

(I)opMa COBMECTHOI'O IPHUKa3a
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Ipunoxenue 22
K ITyHKTY 4.3.2

MuHncTepcTBO 06pasoBaHMsa U Haykn Poccunckon ®epepauuu
depepanbHoe rocygapcTBeHHOE aBTOHOMHOEe 06pa3oBaTernbHoe
yypexaeHue BbicLLero obpasoBaHus
«KA3AHCKUW (MPUBOJMKCKUN) ®EQEPANBbHbLIA YHUBEPCUTET»
Kpemnesckas yn., 4.18, KasaHb, 420008
Ten. (843) 2926977, dakc (843) 2924448
email: public.mail@kpfu.ru
OKIMO 02066730, OIr'PH 1021602841391, MUHH/KMM
1655018018/165501001

[Hupexropy

Ha Ne

oT

YOIIC «TarapcTan mouTachi»-
¢unmuan OI'VII «Ilouta Poccun»

OO0 M3roTOBJICHUH KJTHIIIE

P.B.Ky3HeuoBoi

— yi. Paxmarymnuna, 1.3

r. Kazansp, Pecmybnuka
Tatapcran, Poccust 420111

VYBaxaemast Peruna BukroposHa!

B cBa3u ¢ nepeumenoBanuem OI'AOY BIIO «Kazanckuit (ITpuBomxckuii) dene-

paJbHBIN YHUBEPCUTET», Npolly Bac M3roToBUTH ajipecHoe KiuIle Ha GpaHKUPOBATbHYIO
MammHy Mozaenu OMM-110, peructpaunonnsni Homep 3110 IIIT 10801 cnemyromero
conepxanusi: ®I'AOY BO «Kazauckuii (IIpuBomxckuil) denepaabHblii YHUBEPCUTET»

yi. Kpemnesckas, 18, r. Kazans, 8 420008.

HpI/IJ'IO)KCHI/ICI Komms CBUACTCIILCTBA O ITIOCTAHOBKE Ha YyUCT Poccuiickoit opraHusa-

Pexrop

MM B HAJIOTOBOM OpraHe IO MECTy HaxoxaAeHus Ha Tepputopun PD (cepus 16 Ne

007246667) na 11. B 1 3K3.

N.P.I'apypos

Muna Pycramosna JlykammHa,
(843)233-74-14

Oobpa3zen nucsma
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IIpunoxenne 23
K MyHKTY 4.3.4

HaumenoBanue Anpecar
CTPYKTYPHOTO

ToApa3aCcIICHHs

JTOKJIAJTHA A 3ATIMCKA PE3OJINOLIMA

00.00.0000 Ne 00

TEKCT

JHoBoxy nmo Bamrero ceenenus, uto 19 ampenst 2016 roga mo paHee MoJaHHOW CTy)eOHOH 3a-
nucke OblIa co3aana 3aseka (Bxomsmmii Ne 1.1.2.09.1.01-22/217/16).

[lepBriii 1 nmocnenHuit pa3 paboTh MO AAaHHOM 3asBKe mpoBoauwinch 19 mas 2016 rona. B xone
3TUX paboT OBLIM MPOBEPEHBI JIHIIb 11 KOHAUIIMOHEPOB (3asBKa 10/1aHa Ha 23 KOHJUIMOHEpa), U3 HUX
ocJie IPOBEPKH U 3alpaBKU PPEeoHOM 3apaboTalo JIUIIb 3 KOHAUIIMOHEPA.

C Tex nop paboThl HE MPOBOJATCS, KOHAULIMOHEPH! HE PabOTaAIOT, TeMIepaTypa B KOMIIBIOTEP-
HBIX KJIacCaX W Ha pabodnx MecTax JOCTHTaeT HEeIOIYyCTHMBIX JUIsi HOPMAaJbHOW pabOThl 3HAYCHUI
25°C u BblLIE.

VY6enurenbHas mpocb0a BOCCTAaHOBUTH padOTy KOHIUIIMOHEPOB.

HanmenoBanue
JOJKHOCTH JInu"ag moamnuce N.0. ®amunus

Oopa3zen opopMiIeHHs JOKIATHON 3aNIMCKH
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ITpunoxenune 24
K ITyHKTY 5.4.2

IHEPEYEHb
HEPETUCTPUPYEMOMU KOPPECIIOHAEHIIUH

TenerpaMMsbl ¥ IMCbMA O Pa3pelICHUN KOMAHIUPOBOK U OTIIYCKOB
[lepuonnyeckue n3ganus (KHUTH, Fa3eThl, KypHaJbl, OIOJUIETEHH, CIIPABOYHHUKH )
PexiiaMHble W3BeIIEHNS, TPOCIEKTHI, MIIaKaTh

Konuu cueros Ha oruiary

[lepBuuHas qOKyMeHTaLusl OyXrajaTepcKoro y4dera (aBu3o)

[To3npaBuTEnbHBIE OTKPHITKH, MUCbMA, TEJIETPAMMBI

Koppecnonnenusi, aapecoBaHHas pabOTHUKAM C TOMETKOM «JIMYHO»

@OpMBI CTATUCTUYECKON OTYETHOCTH
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IIpunoxenne 25
K myHKTY 8.5.1

YTBEPXIAIO
Pexrtop
OI'AOY BO KoY
N.P. 'apypos
«_» 20 T

7
o

MEJUKO-

CAHUTAPHA{

CorJacoBano:
Nuaunmansl u pamuius 3akiaouyenue IHoanuck JlaTa
A H. Xamos
W.P. Jlykamuna
M.P. Hukuruna
IIposepmur: H.B. Enucrparos
PykoBogutens noapasaeneHus,
BHECIINH 00pa3elr MakeTa Ha COTIIaCOBaHUE
(moxmuce) (vHULMATE ¥ haMUITHsT)

«_» 20

TI.

3ameuanus YUTEHbI:

Nuunmansl nu pamuiaus

3ak/iloueHue IMoanuck JlaTta

A H. XamoB

N.P. Jlykamnna

M.P. Hukuruna

(I)opMa JIUCTA COTJIACOBAHUA MaKeTa MnmevyaTu
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[Ipunoxenne 26
K MyHKTY 8.5.1

YTBEPXIAIO
PexTop
OI'AOY BO KoY
«_» 20 T

2 KASAHCKNR (NPUBONXCKUNA) QEAEPANIbHLIA YHUBEPCUTET

MMHMCTEPCTBO OBPA30BAHMA U HAYKI POCCHACKOM CDEﬂEPAl{MM

®TAOY BO «KA3AHCKHH (ITPUBOJI2KCKHUN) §

®EJEPAJIBHBIN YHUBEPCUTET»
OT'PH 1021602841391

| IPABOBOE YIIPABJIEHUE |
PETEH3I/IOHHO-I/ICKOBOH OT/IEJI |

KABAHCKHUA (NPUBONXCKNA) DEAEPANIbHLIA YHUBEPCUTET

N.P. 'apypos

CoracoBaHo:

Nuaunmansl n pamuius 3akiarouyenue IHoanuck JlaTa

N.P. Jlykammuna
[Iposepmi: H.B. Enuctpatos
PykoBoauTens noapasaeneHus,
BHecCIIHA 00pa3el] MakeTa Ha COTIIacOBaHUE
(moxmuck) (MHUTMATEL 1 paMUITHS )
« » 20 T.
3amMedyaHus yYTeHbI:
Nunumnanel v pamuans 3axaoueHne Tloanucek Jlata

N.P. Jlykamnna

(I)opMa JIUCTA COTJIaCOBAaHHUA MaKeTa ITaMIla
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IIpunoxenne 27
K ITyHKTY 8.5.7

AKT
Ob YHUYTOXEHUU ITEYATHU (IUTAMIIA)

Ilewarp (mwrramm):

HAaMMCHOBAHHUC MICYATH UJIK LITaMIIa

YHUUTOXKEH(a) B CBA3U

[lewats (mITaMIt) yHUYTOKUIL:

(hamuHs, ¥Ms1, OTIECTBO

Cmoco6 YHUYTOXCHHA: MCXAHUYCCKHC HOBDG)KI[GHH?I/C)KI/IFB.HI/IC
(Hy’KHOE TTOTYEPKHYTH)

Mecto n BpEMA YHUYTOKCHUA MICHATU !

dakTt YHUYTOXCHUS ICUATH B MOCM IIPUCYTCTBHUU MOATBCPIKIAIO:

Iloanucy 4I€HOB KOMHCCHU:

MIOTINCH VHULUAIBL, (paMITis

MOJIIHACh MHUIHAIBI, GaMUITUsS

MIOTIHNCH MHULUAIBL, (paMITist
MTOITHNCH WHUIHATIBI, (haMUITHS

« » 20 T.

OTTUCKH YHUUYTOXAEMOWU ITEYATH (ILITAMIIA):

®opMa akTa 00 YHUYTOKEHUH MeYaTu (ITamia)
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ITpunoxenne 28
K ITyHKTY 8.6.2

Peectp Ne
Ha MMOJIy4YCHUC 0JIaHKOB JUITIIIOMOB
oT
corsacHo cuery Ne

NeNe nuniioMoB ‘ NeNe numniiomosn ‘ NeNe nuniioMoB ‘ NeNe numnioMoB
01 26 51 76
02 27 52 77
03 28 53 78
04 29 54 79
05 30 55 80
06 31 56 81
07 32 57 82
08 33 58 83
09 34 59 84
10 35 60 85
11 36 61 86
12 37 62 87
13 38 63 88
14 39 64 89
15 40 65 90
16 41 66 91
17 42 67 92
18 43 68 93
19 44 69 94
20 45 70 95
21 46 71 96
22 47 72 97
23 48 73 98
24 49 74 99
25 50 75 00
bimanku qumiomoB NeNe monmMeHOBaHHBIMU
B HACTOSIIIIEM PEECTPE B KOJUUYECTBE [Tyxk.
(mponuchio) 20 T.
MoJTy4yuia

dopma peecTpa ydyeTa 0JAHKOB JUIIOMOB
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ITpunoxenne 29
K IIyHKTY 8.6.3

HucTuryT
o0yyeHue: KATeropusi:
Per. damunms, Ne Hara | Crenenp | Jatau Ne | I[Ipmkas 06 IToamucse pens- | Pacmmc-
HOMEp HAMSL, OT- Hurino- BBI- 1381071 MPOTOKOJIA | OTYHCIIe- | PYKOBOAH- | SIBJCH Ka B
4EeCTBO Ma naun KBanu- T'AK HUHA TeId JIOKY- noJyryye-
¢dukarms MEHT HHUM TH-
IoMa

®opma xkypHajIa BbIa4M 0JAHKOB JUILIOMOB
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ITpunoxenne 30
K ITyHKTY 8.6.2

Ne Jara mpuema Ha paboTy, DaMumst, IMs Cepust 1 HOMep JlomkHOCTE, TIpodeccus,
/n 3aI0JIHEHNS TPYIOBOH ¥ OTYECTBO BIAACIBIA TPYIOBOH KHIKKH CIEHATBHOCTh Pa0OTHHKA,
KHIDKKH WM BKJTA/IBIIIA TPYIOBOH KHIKKH WITH BKJIaIBIIIA KOTOPBIN CAAN TPYIOBYIO
B HEe B HEe KHIDKKY WJTH Ha KOTOPOTO
HHCIIO | MECAIL roxn 3amoJIHCHA TPYAOBast KHIIKKA

2 3 4 5 6 7

[Iponomxenue KHUTU

HaumenoBanue me- [Hata u Ne mpu- Pacriucka [Tomryyeno 3a [ara Beljaun Ha Pacncka
cTa paboTsI (C yKasza- Ka3a (pacrops- OTBETCTBEHHOTO | 3allOJHEHHBIC PYKH TpyIOBO paboTHHKa
HHUEM CTPYKTYpHOTO | >KEHMS) WIM MHO- | JIMIA, IPUHSAB- TPYZIOBBIE KHIDKKH TIPU B ITOJIyYECHUH
MOJIpa3/ieNieHns ), Ky- | IO peleHus pa- LIero Wiy 3a- KHIDKKHY WA YBOJIbHEHHH TPYIOBOH
Jla IpUHAT paboTHUK | OoToxaTens, Ha MOJTHUBILIETO BKJIAIBIIIH (mpekpareHnu KHIDKKH

OCHOBaHHH KO- TPYIOBYIO B HUX (py0.) TPYJIOBOTO JIOTO-

TOPOTo MPOU3BE- KHIDKKY BOpa)
JIeH TIpHeM pa-
OoTHHKA
8 9 10 11 12 13

@dopmMa KHUTH y4YeTa IBUKEHUS TPYAOBbIX KHHKEK H BKJIAAbIIIEH B HUX
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ITpunoxenne 31
K IyHKTY 9.1.3

OI'AOY BO YTBEPXIAIO
«Kazanckuii (ITpuBosmKCKHiT) PykoBoauTens opranuzanuu
(benepanbHBIA YHUBEPCUTET [Moamucr  PacmmdpoBka moamnvcu
HOMEHKIJIATYPA JIEJI Hara
Ha ron
HNunexc 3aroJIoBOK Jiesia Koin-Bo Cpok XpaHeHus U [Ipumeuanue
Jena Jen Ne craTpu 110 epeyH:o
1 2 3 4 5

HaumenoBanue paznena

HaumeHoBaHue JOKHOCTH
pykoBomuTens ciyxosl JJOY
OpraHu3aLuH [Moamuck Pacum¢poska noxmnucu

Busza pykoBoauTens apxuba
(J1M11a, OTBETCTBEHHOTO 32 APXHB)

COI'JTACOBAHO COI''TACOBAHO

[Iporokon [I1OK KOV ITporokon SIIMK

oT Ne ['ocynapctBeHHoro komurera Pec-
nyonuku TarapcraH 1o apXWBHOMY
neny
oT Ne

HUTOTrOBasA 3alMCh O KAaTCTOPUAX U KOJIUYCCTBE JICJI, 3aBCACHHBIX B roay B opraHusanmu

B ToMm uncne
ITepexonsmmx ¢ otMeTKoit «ITTK»

ITo cpokam xpaHeHUs Bcero

1 2 3 4

IlocTostHHOTO

Bpewmennoro (ceie 10 ner)

Bpemennoro (o 10 yieT BKIIOYUTENBHO)

HNTOTO:

Havansauk

VYrpaBneHus JOKyMeHTOO00pOTa

1 KOHTPOJIS [Moamuck Pacmmdposka nmoanucu
naTa

HToroBsie cBeCHMS IEPEIAHEBI B APXHUB

HauMmeHoBaHUE NOKHOCTHOIO JIMIA
MEepEeIaBIIero CBEACHUS Tloamuce Pacmdposka moanucu
JaTa

®opmMa CBOJHOI HOMEHK/IATYPbI 1€
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Kazanckuii denepanbHbIii yHUBEPCUTET

Ha oz

HanmenoBanue nonpasaencHus

HOMEHKIJIATYPA JIEJI

IIpunoxenue 32
K MyHKTY 9.1.3

Koi-Bo

Wnnekc 3arosoBOK Jiena TOMOE Cpok xpaHeHus 1 [Ipumeuanue
nena . Ne crateu 110 nepeuHto
(uacreil)
1 2 3 4 5

HanmeHnoBaHue pasaciia

HauMmeHnoBaHue NOIKHOCTH
PYKOBOJHUTEISI CTPYKTYPHOTO
MOJIpa3IeJICHUS

Hara

COI''TACOBAHO
IIporokon DK cTpykTypHOTrO
HOJIpa3/ieeHus

oT

No

Tloamuce

Pacmudposka moanucu

* K HOMEeHKJIaType e CTPYKTYPHOTO MOApa3/iesIeHHs 10 OKOHYaHUH KaJeHAapHOTO I'o/la COCTaBIISETCS UTOroBas 3amnch
o ¢opme, ykazaHHOW B npuitoskeHnu 31, u fenaercst OTMETKa O Iepeiade UTOTOBBIX cBefeHHi B ciryx0y 10V opranuza-

IUH.

P®opMa HOMEHKJIATYPHI JeJI CTPYKTYPHOI0 moapa3ieeHust
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[punoxenne 33
k myHKkTam 3.2.3, 10.3.2

Kazanckuii ¢enepajbHblii yHUBEpCUTET YTBEPXJIAIO
Pexrop
AKT
Ne IToanuce Pacmmdporka moammcu
0 BBIJIEJICHNH K YHHUYTOKEHHI0 APXUBHBIX Hata

JOKYMEHTOB, He MO/AJIeKAIMNX XPAHEHUIO

Ha ocHOBanun
(Ha3BaHUe U BBIXOJIHbIE JaHHbIE MEPEUHS TOKYMEHTOB C YKa3aHUEM CPOKOB MX XPAaHEHU)

0TOOpaHbI K YHHUYTOKCHUIO KaK HE MMEIONINE HAayYHO-HCTOPUYECKOM IIEHHOCTH M YTPATHBIINE MTPAKTHYe-
CKO€ 3HaueHHe JOKyMEeHTHI (poHma No

(Ha3Banue GoHma)

Ne 3aroioBOK Aena I'oner | Howmep Homep | Komuue- | Cpoku xpa- | Ilpu-
n/m (rpynmnoBoii 3aro- OMUCU™ | eI.Xp. 0 | CTBO €. HEHUS U Meua-
JIOBOK TOKYMCH- OIINCHU Xp. HOMCpa CTa- HUC
TOB) TEW Mo Ie-
PEYHIO
1 2 3 4 5 6 7 8
Hroro el Xp. 3a TO/IbI.
(1mdpamMu 1 IPOIHCHIO)
Onwucu e NOCTOSTHHOTO XpaHEeHHUs 3a rogs! yreepkeHs! JIIK I'ocynapcTBeHHOrO KO-
muteTa PecrryOnuku Tatapctan nmo apXxuBHOMY ey (IIPOTOKOJ OT Ne )

HanMeHnoBanune qOIKHOCTH
pyKoBoauTeNs apxuBa (JIMIa,
OTBETCTBEHHOT'O 32 apXMB) Tonmuce Pactmudposka noanucu

COI''TACOBAHO
[Iporoxon LIDK KOV
oT Ne

(I)opMa aAKTa 0 BbI/ICJICHUHM K YHHYTOXKCHUIO
AOKYMEHTOB, HE IIOJICKAINUX XPAHCHUIO
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[Mponomkenune npunoxxenus 33
k myHkTam 3.2.3, 10.3.2

I[OKYMCHTLI B KOJIMYCCTBC €a. Xp.:

- Ha 6yMa)X(HOM HOCHUTCJIC BCCOM KI' CIaHBI
Ha YHUYTOXCHUC,
- Ha 3JICKTPOHHOM HOCHUTECJIC CAaHbl HA YHUYTOKCHUC

(coco0 YHUYTOXKEHHS)

HammeHoBaHue TOMKHOCTH paOOTHUKA,
CIaBIIETO JOKYMEHTHI Iloamuce Pacmudporka moanucu

Harta
N3menenus B YUYCTHBIC JOKYMCHTBI BHCCCHEIL.

HaunmeHoBaHue qOKHOCTH pabOTHUKA
apXxuBa, BHECIIETO U3MEHEHHUS
B YUYETHBIE JIOKYMEHTHI Homnuce  PacmmdpoBka noamnucu

Hara

* Tpu BBIICTICHUH K YHUYITOXKEHHIO JJOKYMEHTOB TPH MOATOTOBKE e K Iepeaade B
apXxuB OpraHu3anuy, rpadsl 4, 5 He 3aMOTHIIOTCS.
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[punoxenne 34
K nyHkTy 10.1.8

I'BY «l'ocynapctBennsblii apxuB Peciyonuku Tatapcran»

MunucrepcTBo 00pazoBanus U Hayku Poccuiickoit denepanuu
Kazanckuil ¢penepanbHblii YHUBEPCUTET

®OHJT Ne P-5566
OIINCH Ne
ACJI IIOCTOSIHHOT'O XpaHCHUA

3a IT.

Oopa3zen opopMJieHHSI TUTYJIBHOTO JIUCTA
ONHKCH J1e]1 IOCTOSIHHOTO CPOKA XpPAHEHUS
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Ipunoxenune 35
k myHKTy 10.1.8

Kazanckwuii penepanbHbIli yHUBEPCUTET YTBEPXJIAIO
Pexrop

®onp Ne
OITUCH No IToanuce Pactmdporka noanmcu
JIeJI IIOCTOSTHHOTO XPaHEHUSI
3a romg Hara

Ne Nunexc N

A 3arosioBok aena | Kpaiinue natel | Koin-Bo nmuctoB | Ilpumeuanue
/11 nena
1 2 4 5) 6

Hazpanue pasaciia

| |

B nanHBIN pa3gen onucyu BHECEHO

c Ne

e,

JIUTEpHBIE HOMEpA:
MIPONMYLIEHHbIE HOMEpa:!

HanmenoBanue 10JKHOCTH
COCTAaBUTENS

Hara

PykxoBonurens apxusa KOY
Harta

COI''TACOBAHO

IIporokoin [IDK KOY
oT Ne

(mudpamMu 1 TPOIMUCHIO)
1o Ne , B TOM YHUCJI€:

JIngyHasg noamnuch 1.0. damunusa
JIngyHasg moanuch N.0. ®amunusa
YTBEPXJIEHO
IIporokon SIIMK

F OcyI[apCTBCHHOFO KOMUTECTA
PecnyOnuku TaTapcta no apXuBHOMY €Ty
oT No

(I)opMa OIMUCHU A€ NNOCTOAHHOI'O XpPaHCHUA
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Ipunoxenune 36
k myHKTy 10.1.8

Kazanckwuii penepanbHbIli yHUBEPCUTET YTBEPXJIAIO
Pexrop

@onp Ne
OIIUCE No Ionmmce Pacmm¢poska noanucu
nest BpeMeHHoro (cBeiie 10 jieT) XxpaHeHus
3a roj Hata

Ne WNupekc 3aroyioBoK Kpaiinue Cpok Konnye- [Ipume-

n/n aena aena JaThl XpaHeHus CTBO yaHue

JIUCTOB
1 2 3 4 5 6 7

B naHHBIN pa3gen onucu BHECEHO ne,

(tmudpaMu ¥ TPOITHUCHIO)

c Ne o Ne

, B TOM YHCJE:

JUTEPHBIC HOMEPA:
MPOIYIIIEHHBIE HOMEpa:

HauMmeHoBaHue NOKHOCTH

COCTaBUTEIS JInunas noanuce
00.00.0000
PykoBogutens apxua KOY JInunas noanucey
00.00.0000
COI'JTACOBAHO
IIporokon [IOK KOY
ot 00.00.0000 Ne

N.0. ®amunus

N.0. ®ammnus

®opma onucu e BpeMeHHOTo (cBbimie 10 jieT) XpaHeHus
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ITpunoxenne 37
k myHKTy 10.1.8

Kazanckuii penepanpHblii yHUBEpCUTET YTBEPXJAIO
Pexrtop

Donmx Neo
OIIUCH No [oanuce Pacumudposka noamnucu
JleJI 110 INYHOMY COCTaBYy
3a rog Hlata

Ne NHunekc 3aroyioBOK Kpaiinue na- Cpok Komnye- IIpume-

n/m nena zena TBI XpaHEHUs CTBO YaHue

JINCTOB
1 2 3 4 5 6 7

B nanHbI# pa3gen onucu BHECEHO Jel,

¢ Ne

JIUTEpHBIE HOMEpA:
IIPOMYLIEHHbIE HOMEpA!

HanmenoBanue 10JKHOCTH
COCTABUTENS

Hara

PykoBogurens apxua KOY
ara

COI''TACOBAHO

IIporoxoin [IDK KOY
oT Ne

Oo0pa3zen onucu aej1 Mo JUYHOMY COCTABY

(mudpamMu 1 TPOIUCHIO)

o Ne

, B TOM 4YHUCJIC:

JInunaas moammch

JInu"ag moanuce

N.0. Gamunus

COTI'JTACOBAHO
[IpoTokon DTIMK
T OCYAapCTBCHHOI'O KOMUTCTA
PecnyOnuku TaTapcTa no apXuBHOMY €Ty

oT

Ne

N.0. ®amunus
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IIpunoxenune 38
Kk myHKTYy 10.2.8

(HaMMeHOBaHME T'OCYINAapCTBEHHOTO (MyHMUMIIAJIBHOT'O) apxXmBa)

(HaMMeHOBaHMEe OpTraHM3alLun)

(HaMMeHOBaHME CTPYKTYPHOTO INoIpa3nelieHMUsd)

JEJIO N TOM N

(3aroyoBOK nJejia)

(kpaviHMe [aTh)

Ha JicTax

XPaHUTb

dopMa 00J10KKH JeJ1a
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Ipunoxenne 39
Kk myHKTYy 10.2.8

JIMCT-3ABEPUTEJIb IEJIA Ne

B nene moamuTo u mpoHYMEpPOBaHO JICTOB
(TudpamMut ¥ IPOTIHICHIO)

¢ Ne o Ne , B TOM YHCIIC:

JIUTEPHBIC HOMEpa JTUCTOB ;

MIPOITyIIIEHHBIE HOMEPa JIFCTOB

+ TMCTOB BHYTPEHHEH OIUCH

OcobeHHOCTH (PU3UUECKOTO COCTOSIHUS U (HOPMUPOBAHUS JeTIa Homepa
JMCTOB
1 2

HanmeHnoBanue nomKHOCTH
paboTHHKa IToanuce Pacumdposka moanucu

Hata

dopma JaMcTa-3aBepUTEIA Jej1a
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BHYTPEHHA OITUCH

JIOKyMEHTOB Jiena No

Ipunoxenune 40
Kk myHKTYy 10.2.8

Ne Perucrpanu- Hara 3aroj0BOK JOKyMEHTA Howmepa [Ipumeyanue
n/n OHHBIM UH- | JTOKYMEHTa JIMCTOB Jena
JEKC TOKY-
MEHTa
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

KommuectBo nmucros BHYTpeHHCﬁ OITMCH

(mrpamut 1 IPOITUCHIO)

HanmenoBanue JOIKHOCTH JIHIIA,
COCTABUBIIIETO BHYTPEHHIOIO OIIHCH
JIOKyMEHTOB JIeJia

Hara

IMoamuce

(dpamu 1 TPONTUCHIO)

Paciudporka noanucu

®opMa BHYTPEHHE ONUCH JOKYMEHTOB J1eJia
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ITpunoxenne 41
K IyHKTY 8.4.7

KYPHAJI YYETA TUPAKUPYEMbIX JOKYMEHTOB

®amunus N.0.
KonuuectBo
Hara JIMIIa, MPEICTABUBIIIETO CrpykTypHOE Bun COni
TUPAKUPOBAHUS | JOKYMEHTHI K TUPAXUPO- | TOJApa3JielieHue | JOKyMEHTa (. Ad)
BaHUIO '

OO0pa3sen s;kypHaJia ydeTa THPA)KMPYEMbIX JOKYMEHTOB
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CITIPABKA O COCTOAHNHU UCITOJIHEHUSA JOKYMEHTOB

ITpunoxenne 42
K MyHKTY 6.1.7

n/a

Per. Ne / nara
JTOKYMEHTA

Koppecnionnent/
KTO HOJIHCAI

Kparkoe
coJiepyKaHue

Pezomronus:
aBTOP/TEKCT

ITnanoBas
aTa yc-
HOJIHEHUSI

Ucmon-
HUTEIN

Oo0pa3sen cnpaBKM 0 COCTOSIHUM UCIOJIHEHUSI JOKYMEHTOB
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Ipunoxenue 43

K yHKTY 8.1
KYPHAJI PETUCTPALINN
BXOJAIIEN KOPPECITOHZIEHIIVI
No Hata No Ucx. Ne., | Anppecar | Kparkoe | Hcnon- Cpox [Ton-
JOKy- | IOKyMEH- | Jienia | jara Jo- collepka- | HUTEIb | MCHOJ- | IHUCh
MEHTa Ta KyMEHTa HUE HEHUS

(I)opMa JKypHaJjJa perucrpanumn HpI/IHI/IMaeMOﬁ KOpPPECMOHACHIINH

XYPHAJI PETUCTPALINN

VCXOJIAIIEN KOPPECTIOHIEHIINN

No
JOKY-

MCHTa

Hara
JIOKyMEHTA

Anpecar

Kpatkoe
coJiepiKaHue

Ucnonuurens

Iloanucse

[Ipumeuanue

@DopMa KYpPHAJIA PerucTPALMU UCXOASICH KOPPECIIOHACHINH
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[Ipunoxenne 44 x myHKTY 8.3

-4 000

CBA3aHH. Hasag MNpeawa.

Pepakr.

26.11.2013

73| corn-1314291-3 AaTa foKyMeHTa.

flogmuce.:| ® Tadypos WU.P. (KasaHckuit (MprBONMKCKMIA) deaepanbHbIi YHUBEPCUTET)

YcronrmTess: | XacaHosa A.A. (KasaHckuit (MpUBOMKCKWIA) deaepanbHbIi yHBEPCUTET)

Ha Ne: | - Ha JOKYMEHT CChIIAOTCA: | -

gy | ® XacaHoBa A.A. (KasaHckuit (MpUBOMKCKMIT) defepanbHbiil YHUBEPCUTET)

- | He 3aperncrpMpoBaH Kosm-80 /CTOB, npi., 3K3.; | 1+0+1

;| AKTbI Bl AOCTEBKH, | DNEKTPOHHbIN [OKYMEHT

XacaHoBa A.A. (KazaHckuit (MpuBomxckui) deaepanbHblil YHUBEPCUTET)

PErUCT AL

TkoOe | MonoxeHue O Hay4YHO-MCCNe0BaTeNbCKOW NabopaTopum "YUCNEHHOTO aHaNKU3a HennHeHbIX
cogepxarue: | cuctem” MHCTUTYTa BMUNT

CDOK MCIIONHEHNA. | -

[IpiMeYaHue. | -

1loKkaz3arb
CTarychbl

v

@auz: | 1. HUN-YAHC.doc

v

@ami: | 2.010185.]

v

@ami: | 3.010186.jpg

B nnuHyo nanky: -~ NMYHBIE NANKM -- v [ nNomecrure | [ Yaaaure uz nanku |
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[punoxenne 45 k myHKTY 8.3

WMHWUMaTOp cornacoBanus: XacaHosa A.A. J1abopaHT

BuA AOKYMEHTa: BHYTPEHHMI [JOKYMEHT
CornacosaHue MHUUMMPOBaHO: 26.11.2013 14:18
MNpOAOMKUTENBbHOCTb COrNMacoBaHua: 79 AH. 21 4. 44 MUH.
CornacosaHue NpeKkpaLLeHo: -

Texyuwian sepcus (3) Bepcus 2 [ Bepcus 1 l [ MNpekpaTuTeL CornacosaHue ] [ Hosas sepcusa ]
JIKCT COMMACOBAHMA Tun COrNacoBaHWA: CMelaHHoe
Ne @Ho Coox Pesynbrar cornacosaHna 3ameyaHnn LOedicTsua

COrnacoBaHua

TWN COrNacoBaHvs: NapannenbHoe

Ha yaoanutb

1 Mynnakaeea P.P. -
COrnacoBaHni/noanNMCaHnm nobaeutb

CornacoeaHo
12.02.2014 18:20
2 CubratynnunHa .M. = MpoAOMKUTENEHOCTE
COrNnacoBaHusa: 5 4. 27 M.
31c

CornacoBaHo
12.02.2014 13:51
MpoaomKUTENbHOCTD
cornacoeaHusa: 58 m. 29 c.

3 Munzapunos P.I. =

CornacoeaHo
13.02.2014 11:19
4 NykawwuHa W.P. - MpoaoMKUTENLHOCTL
cornacoBaHusa: 22 4. 25 M.
49 c.

CornacoBaHo
12.02.2014 14:09
5 Nateinoe P.X. = MpoaomKUTENEHOCTL
cornacoBanus: 1 4. 16 m.
2c

TWN COrNacoBaHKa: NoCnenoBaTenbHoe

6 Tladypoe U.P. = -

YBeaAOMNEHUE UCMONHUTENAM
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[punoxenne 46 k myHkry 8.3

Pepaxr. Yp.anm'b [o6. pes. Wcnonk-e CranupTe  [esats QR Npeawa. Cneayious

:|0.1.1.67-06/15/14 [ Jara fJoKyMeHTa: | 05.02.2014
@ racdypos W.P. (KasaHckuit (NMpUBOMKCKUIA) defepanbHbiil YHUBEPCUTET)

b | BaHoBa T.K. (KasaHckuii (MpUBOMKCKMIA) deaepanbHbii yHUBEPCUTET)

B I mgmfeﬂr.mmmrmﬁl -

| ® MBaHoBa T.K. (KasaHckuit (MpuBOMXCKMi1) dheaepanbHblil YHUBEPCUTET)

CTaTyc JOKYMEHTA: | 3aperncrpupoBaH Kos-Bo JWCTOB, pis., 3K3.. | 22+6+1

- | MonoXeHne Bufl AOCTaBKu. | DNEKTPOHHbIN [JOKYMEHT

*| EnucTpaTos H.B. (KazaHckuit (MpuBomKCKMil) deaepanbHblit YHUBEPCUTET)

:| MonoxeHne 06 MHCTUTYTE A3bIKa

| Het AT | Het

[10K333Th CTATYChl

@ait: | 1. UHCTUTYTE A3bika.pdf

B nuuHyto nanky: -- IMYHbIE NaNKK -- . [ Nomectute ] [ YaanuTte us nanku ]

MomecTuTs B Aeno: -- HOMEHKNaTypa aen -- v [ Nomectute ] [ YaanuTte 13 nanku ]

UcnonHenne OOKYMEHTa:

MUCN: WBaHosa T.K. (11.02.2014):
MoawnTo B Aeno

NoapobHo... MpaBKa... YaAanuTs...
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IIpunoxenne 47 x myHkty 8.3.3

MNMouck AOKYMEHTOB
[ Movck ( C6poc ]
PeKBU3UTbI AOKYMEHTa:
OTMeTUTb BCe
Bx. Ucx. 06p. rp. Wcx. obp. rp. BH.
Morn MInporokon [Cecorn. [¥18x. o6p. r3H [¥] nokymersl T3H
ﬂOCT. cpefa BX. 3aK-Tbl @ WUCX. 3aK-Tbl @ npOTOKOﬂbI pes. HeapononbaoBaHue
aHanusa
2004 . 2005 . 2006 T. 2007 1. 2008 T.
2009T. 2010T. 2011r. 2012T. 2013T.
2014r.
oT:
Koy -
@ He yuutoisats O miosoii © ot no

Koy

@ He yuutsisats O 6ot © or o
-— v
k-4
— b
w
- w
@ He yunroisats O osoii © ot o

@Heys. O pa OHer

Monek ] ( C6poc ]




Kypuan ydyera pakcumuie

[punoxenne 48 k mynkry 3.3.15

Moanucek
d.N.0., OTtMmeTKa 0 1o- A
OTBETCTBEHHOI'0
AO0JIZKHOCTh JydyeHuH (ak-
3a XpaHeHHe U Ne, nara akra
JIMna, CHUMMJIE OTBeT-
Ne HanmeHnoBanue OtrHck HCIO0JIL30BAaHHE | 00 YHHUTOXKe-
OTBETCTBEHHOI'0 CTBEHHBIM 32 IIpumeuyanue
n/n bakcumuiie pakcumuie dakcumuiie, 3a | HuM, yrepe pax-
3a XpaHeHue ero XxpaHeHue u
BO3BpaT (pak- cuMuIIe
U MCIOJIb30BAHUE | HCIOJb30BAHHE
cUMMJIe
pakcumuiie (moanmucek, 1ara)
(maTa, NoANMUCH)
1 2 3 4 5) 6 7 8
<...>
6 | ®akcuMmuIIe MPOPEKTO- Baitimapumnosa 2.A., Ne or dakcuMuIIe
pa 1mo o0IIMM BOIIpocaM JIOKYMEHTOBE/T noonuch nOOnUCh « _» 20 1. | yHHYTOXKEHO
U HeNpepbIBHOMY 00pa- « » 20 1.
30BaHUIO 14.08.2006 12.01.2009 B CBSI3U C
P.I'. Mun3apumnosa HAa3HAYEHUEM
Ha JIpyryro
JOJDKHOCTh
7 dakcuMmiIe MPOPEKTO- Bonkosa 10.H. , no- noonucs,
pa o yuebHol pabote KYMEHTOBE/]l 14.08.2006

B.C. Byxmuna

®opma xKypHaaa yuyera paxkcumuiie




