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1. OBIIME IMOJIOKEHUSA

1.1. Wnctpykuus no paenonpou3Boactsy B YUY BO «MHcTuTyT rocyaapcTBEHHOTO
aIMUHUCTpUpOBaHUs» (nanee — MHCTpyKiusi) cocTaBieHa B COOTBETCTBHM C IMOJIOKEHUSIMU
Mertoandeckux pekoMeHAaluil 1o pa3paboTke MHCTPYKUMH MO JAEJIONpPOU3BOJICTBY B
(denepanbHBIX OpraHax HCIIOJHUTENIBHON BIIACTH, YTBEP)KIEHHBIX NpukazoMm PocapxuBa ot
23.12. 2009 Ne 76.

1.2. Hacrosmas WHCTpyKIMs  sBISETCS  JIOKAJIbHBIM  HOPMAaTHUBHBIM  aKTOM,
perIaMeHTHPYIOIMM TEXHOJOTHIO paboThl ¢ JOKYMEHTaMH, W YCTaHaBJIMBAeT eJIUHbIC
TpeOOBaHUSI K TMOATOTOBKE, 0OO0pabOTKe, XpaHEHWI0O W WCIOJIb30BAHUIO OOpa3yIOIIMXCS B
JESATEIbHOCTH MHCTUTYTa JOKYMEHTOB, COBEPILIEHCTBOBAHMIO JIEJIONPOU3BOJCTBA UHCTUTYTA U
MOBBILICHHIO €T0 3P PEKTUBHOCTH.

1.3. IIpaBoBBIM OCHOBaHUEM I pa3paboTKu MHCTPYKIMM SBISIOTCS 3aKOHOJATEIbHbIE
U WHbIE HOPMATHBHBIE TIpaBoBble akThl Poccuiickoit @Penepanuu B cdepe uHbopmanuy,
JOKYMEHTAIMU ¥ apXUBHOT'O JAeJa:

1.3.1. ®enepanbubiit 3aK0H 0T 22.10.2004 Ne 125-D3 «O6 apxuBHOM jene B Poccuiickoit
Denepauum.

1.3.2. ®epepanpubiii 3akoH oT 02.05.2006 Ne 59-®@3 «O mnopsiake paccMOTpeHHUs
oOpamtenuii rpaxkan Poccuiickoit @enepanuny.

1.3.3. ®enepanbubiii  3akoH ot  27.07.2006 Ne 149-®3 «OO6 wuHpopmanuwy,
MH(POPMALIMOHHBIX TEXHOJIOTUSAX U O 3aLUTE HHPOPMALIUN.

1.3.4. IloctanoBnenue IIpaBurensctBa Poccniickoit ®enepanuu ot 15.06.2009 Ne 477
«O06 ytBepxnaenun [IpaBun nenonpous3BoACTBa B (eAepalbHBIX OpraHax HCHOJHUTEIbHOM
BIIACTI».

1.3.5. TocynmapcTBeHHass cucCTeMa JOKYMEHTAI[MOHHOTO OOECIeYeHHs YNpaBJICHUS.
OO6mue TpeboBaHMs K JOKYMEHTaM U CIy»k0aM JTOKyMEHTAllMOHHOTO O00ecreueHus ypaBIeHHUs.
- M., 1991.

1.3.6. TOCT P 51141-98. Jlemonpon3BOACTBO W AapXUBHOE [e10. TepMHHBI H
OIIpEIETICHMUSL.

1.3.7. TOCT P 6.30-2003. VHuGUUIUpPOBAHHBIE CHUCTEMBl JIOKYMCHTAIIUH.
YHuduuupoBaHHas cHUCTEMa OPraHU3AIMOHHO-PACIOPSAUTEIEHONW TOKyMeHTauu. TpeboBaHus
K 0()OpMJICHHIO IOKYMEHTOB.

1.3.8. TOCT P 1.52292-2004. OnektpoHHbIi 0OMeH wuH(popmaimend. TepMuHBI U
onpenaenenus. — M., 2004.

1.3.9. TOCT P HCO 15489-1-2007. Cucrtema craHmapToB 1o HUHPOpPMALUH,
OMOIMOTECYHOMY W M3JATEIBCKOMY JIeTy. YTpaBiieHne qokyMmeHTamu. Oomue TpeboBaHwms.

1.3.10. OcHoBHBIE NpaBuiia pabOTHl ApXUBOB OPTaHU3ALHHA.

1.4. Ilomoxenuss WHCTpyKIMM 1O JEIONPOM3BOJACTBY  PACIPOCTPAHSIOTCS Ha
OpraHu3alnuio padoThl C JOKYMEHTaMHM HE3aBHCHMO OT BHJIAa HOCUTENs, B TOM YHCIE C
AJIEKTPOHHBIMU JOKYMEHTaMH, BKJIIOYas HMX IOJIOTOBKY, PErucTpaluio, Y4eT, XpaHEHHE,
HCIIOJIb30BAaHUE U KOHTPOJIb UCIIOJIHEHHUS, OCYIIECTBISIEMBIE C IOMOIIBI0 aBTOMAaTU3UPOBAHHBIX
(xommbroTepHBIX) TexHoJorul (cucrema KUIIP).

ABTOMAaTH3UpPOBaHHbIE  TEXHOJOTUH  OOpabOTKM  JIOKYMEHTOB U  JIOKyMEHTHOMH
uHpoOpMaluy, MpPUMEHsSEMble B HWHCTUTYTE, JOJDKHBI OTBeYaTh TpPEOOBAaHUSAM HACTOSIICH
HNHcTpykiuun.

1.5. TpeboBanuss WHCTpyKIMH 10 JAEJIONPOMU3BOJCTBY HE PaCIpOCTPAHSIOTCS Ha
OpraHuzaluio paboThl C  JOKYMEHTaMM, COJCpXallUMH CBEJICHMSA, COCTaBIIAIOLIUE
rOCyJapCTBEHHYIO TalHY.

[lopsiok opraHuzanuu M BEICHMsI CEKPETHOIO JIEJIONPOU3BOJICTBA OCYLIECTBIISIETCS B
cooTBeTCTBUM ¢ MHCTpyKuuell 1o o0ecneueHuio pexuma cekpeTHocTH B Poccuiickoii
@®enepanny, yTBEp:KAEHHOM mnocraHoBiaeHueM lIpaBurtenscrBa Poccuiickoit ®enepanuu or
05.01.2004 Ne 3-1.



1.6. OcoOeHHOCTH pabOTBl € JOKYMEHTaMH, COJEpXKalUMHU KOH(UICHIUAIBHYIO
nHpopMaluio (CaykeOHyl0 U MHYIO TailiHy, MepCOHaJbHbIE JTaHHBIE), TOKYMEHTaMHU C IprUQpoM
«ACIl»  perynupytoTcss  cneuuaibHbIMH  HOPMAaTHUBHBIMH  aKTaMU  (MHCTPYKLMSMH,
MOJIOKEHUSIMHU, TIpaBUIaMH) U omnpenensiorcss B WHCTpyKuuu o mopsake oOpalieHust co
CITy’)keOHOM HMHQOpManuel OrpaHMYEeHHOro pacrnpocTpaHeHuss B MuHoOpHayku Poccuw,
yTBEpKIAeHHON nprukazoM MunoOpHayku Poccuu ot 30.12.2010 Ne 2233.

1.7. TpeGoBanuss WHCTpyKIMM IO JAEJIONPOU3BOJICTBY K paboTe ¢ OyXrajirepckoil,
Hay4YHO-TEXHUYECKOM M JPYro CIENHaJbHOM JTOKYMEHTAallMEeW pacinpoCTPaHSIOTCS B 4YacTH
O0IIMX MPUHLIMIOB pabOThl C JOKYMEHTAMH, a TaKXe MOJrOTOBKH JOKYMEHTOB K Iepeaaye Ha
apXUBHOE XpaHEHHUE.

1.8. Opranusanusi, BEIEHUE U COBEPIICHCTBOBAHUE CHUCTEMBI JOKYMEHTAI[HOHHOTO
o0OecrieyeHuss YIpaBJIEHUWS Ha OCHOBE €JMHON TEXHUYECKOM TOJUTHUKUA W TNPUMEHEHUS
COBPEMEHHBIX TEXHMUYECKHX CPEJCTB B pabOTe C TIOKYMEHTAMH, METOJNYECKOE PYKOBOJCTBO U
KOHTPOJIb 32 COOJIIOJIEHUEM YCTaHOBJIEHHOTO TMOPsi/IKa paboThl ¢ JOKYMEHTAMH B CTPYKTYPHBIX
MOJIPa3ACIICHUsIX MHCTUTYTa OCYLIECTBIIIOTCA CEKPETapUaTOM HMHCTUTYTa B COOTBETCTBUM C
[TonoxxenneM o cekperapuare, ¢ HWHCTPYKIMSMH O TIpaBax U OOS3aHHOCTIX pPabOTHUKOB
yIpaBJIEHUS I€JaMH U HacToALEeH MHCTpyKIMel 1o 1e10pOnU3BOJICTBY.

1.9. ®ynkuuu, 3amadd, MpaBa M OTBETCTBEHHOCTh CEKpETapuaTa peEriiaMeHTHPYHOTCS
MIOJIOKEHUEM O HEM, JOJDKHOCTHBIE OO0SI3aHHOCTH PabOOTHHMKOB CeKpeTapuara M pabOTHUKOB,
OTBEUAIOUIMX 3a OpraHu3ali0 paboThl C JOKYMEHTaMH B CTPYKTYPHBIX MOJpa3ieleHUsIX
MHCTUTYTA, YCTAaHABIMBAIOTCS MHCTPYKLHUSAMH O MpaBax U 00S3aHHOCTSIX.

1.10. HenocpencTBeHHOE BeEHHE ACIIONPOU3BOACTBA B CTPYKTYPHBIX MOAPA3AEICHUIX
OCYLIECTBISICTCS  pAaOOTHUKOM, Ha3HAYCHHBIM TPUKA30M PEKTOpa C  AJIEKTPOHHBIMHU
JOKYMEHTaMH, BKJIIOYash MX IOATOTOBKY, PETUCTPALMIO, YyYeT, XpaHEHHE, HCIIOJIb30BAaHHE U
KOHTPOJIb UCIIOJIHEHUS], OCYLIECTBIIIEMBIE C TIOMOIIBIO aBTOMATU3UPOBAHHBIX (KOMITBIOTEPHBIX)
texHozoruit (cuctema KUIIP).

ABTOMAaTH3UPOBaHHbIE TEXHOJIOTUH  OOpabOTKM  JIOKYMEHTOB U  JIOKyMEHTHOMH
uHpopMalluy, MpPUMEHsSEMble B HWHCTUTYTE, JOJDKHBI OTBeYaTh TpPEOOBAaHUSAM HACTOSIICH
NHucTpykiun.

1.5. TpeboBanuss WHCTpyKIHMH 1O JAEIONPOMU3BOJCTBY HE PACIpOCTPAHSIOTCS Ha
OpraHuzaluio paboThl C  JOKYMEHTaMM, COJCpXAllUMH CBEICHMS, COCTaBIIAIOLIUE
roCyJapCTBEHHYIO TalHY.

[lopsox opraHu3anuu M BEAEHUS CEKPETHOIO JEIONPOM3BOACTBA B HHCTUTYTE
OCYIIECTBIISICTCSI B COOTBETCTBHM ¢ WMHCTpykumend mo oOecrneueHuIo pexuma CEKPeTHOCTH B
Poccuiickoit ®@enepauuu, yTBEp:KICHHOM mocraHoBieHueM IlpaBurensctBa Pocculickoin
®enepanuu ot 05.01.2004 Ne 3-1.

1.6. OcoOeHHOCTH pabOTBl € JOKYMEHTaMH, COJEpXKalUMH KOH(UICHINAIBHYIO
nHpopMaluio (CaykeOHyl0 U MHYIO TaliHy, MEepCOHaJbHbIE JTaHHBIE), TOKYMEHTaMHU C IprUQpoM
«ACIl»  perynupyroTcsi  cHenMaibHbIMH  HOPMATHUBHBIMH  aKTaMU  (MHCTPYKLMSMH,
MOJIOKEHUSIMHU, TIpaBUIaMH) U omnpenensiorcss B WHCTpyKuuum o mopsake oOpalieHust co
ClTy’)keOHOM HMH(OpManuel OrpaHHYEeHHOro pacmpocTpaHeHuss B MuHoOpHayku Poccuw,
yTBEpKIAeHHON nprukazoM MunoOpHayku Poccuu ot 30.12.2010 Ne 2233.

1.7. TpeGoBanuss WHCTpyKIMM IO JAEJIONPOU3BOJICTBY K paboTe ¢ OyXrajirepckoil,
Hay4YHO-TEXHUYECKOM M JPYro CIENHAJbHOM JTOKYMEHTAallMEeW pacinpoCTPaHSIOTCS B 4YacTH
O0IIMX MPUHLIMIOB pabOThl C JOKYMEHTAMH, a TaKXe MOJrOTOBKH JOKYMEHTOB K Iepeaaye Ha
apXUBHOE XpaHEHHUE.

1.8. Opranuzanus, BeJiIcHHE U COBEPLICHCTBOBAHNUE CUCTEMBI JOKYMEHTAIMOHHOTO 00ecreueH s
YOpaBJI€HUS Ha OCHOBE €IUHOM TEXHUYECKOW TMOJUTUKA W TIPUMEHEHHUS COBPEMEHHBIX
TEXHUYECKHUX CPEJICTB B paboTe ¢ JOKYMEHTaMH, METOJAMYECKOE PYKOBOJACTBO M KOHTPOJIb 32
COOJIOZIGHUEM  YCTAaHOBJIEHHOTO TMOpsAAKa paboThl € JIOKyMEHTaMH B  CTPYKTYpPHBIX
MOJIPa3JACIICHUSIX MHCTUTYTA OCYILECTBIISIOTCS CEKPETApUATOM HMHCTUTYTAa B COOTBETCTBHU C



MHCTPYKLMSAMH O TIpaBaXx M OO0sI3aHHOCTSAX paOOTHUKOB CeKpeTapuaTa M HacTosIeH
WNHcTpykmen 1o 1emonpon3BoICTBY.

1.9. ®ynkuuu, 3agadn, npaBa M OTBETCTBEHHOCTb CEKpETapHara perJaMeHTHPYHOTCS
MOJIO)KEHHUEM, JOJDKHOCTHBIE OOS3aHHOCTH pPAOOTHHUKOB CEKpeTapuaTa W  pabOTHUKOB,
OTBEYAIOLIMX 3a OpraHu3aluio paboThl C JOKYMEHTaMH B CTPYKTYPHBIX IOJpa3/ieieHUsX
HWHCTUTYTA, YCTAHABJIMBAIOTCA HHCTPYKOUAMU O IIpaBax U 0053aHHOCTSX.

2. PABPABOTKA, YTBEPKIEHUE U BHECEHUE
W3MEHEHWHI B UHCTPYKIUIO

Jlns ompeneneHus MPUHIMIIOB MOJUTUKH, HETbI0 KOTOPOW TOJKHBI OBITH CO3/IaHUE U
NOJJEP)KAaHUE CUCTEMbl YNPABICHUA JOKYMEHTAMU AayTEHTUYHBIMHU, JIOCTOBEPHBIMH U
MPUTOMHBIMH ISl WCIONB30BaHUS, CIIOCOOHOW MOAJEPKUBATh JACTIOBYIO JESTEIBHOCTD
WHCTUTYTa B 00JaCTH yIIpaBJiCHUS JOKYMEHTAMH, U JUIsl peaju3allii dTOH 3a7a4d B UHCTUTYTE
pa3pabaTeiBaeTCsS MHCTPYKIIUSA IO IETOMPOU3BOICTBY.

WNHCTpyKIHs TI0 JEIONPOU3BOICTBY pa3pabdaThIBAETCSl CEKPETAPHATOM B COOTBETCTBHH C
[IpaBuiamMu  JemOMpOM3BOACTBA B (peiepalibHBIX  OpraHax UCIHOJHUTENBHOW  BIIACTH,
yYTBEpkKAeHHBIMH NocTaHoBIIeHHEM [IpaBurensctBa Poccuiickoit @enepanuu ot 15.06.2009 Ne
477, ¢ yueroM TOJNIOKEHUH MeTonuyecknux peKOMEHJAlul, YTBEPXKICHHBIX MPUKA30M
PocapxuBa ot 23.12.2009 Ne 76, u crietnpuku paboThl UHCTUTYTA.

B coorBercTBMM ¢ HOpMaTUBHBIMM NPaBOBBIMM akTaMu Poccuiickont Penepauuu
WHCTPYKIUS TIO JICIONPOU3BOJICTBY SIBISIETCS OOS3aTEIBHBIM JTOKYMEHTOM JJISI WCIIOTHEHUS,
3aKperUIsieT CUCTeMY JCNONMPOM3BOJACTBA U PEriaMEHTHPYEeT TEXHOJOTHIO paboThl €
JIOKyMEHTaMH HE TOJIbKO CeKpeTapuaTa, HO U BceX paOOTHUKOB HHCTHUTYTA.

HHCTpyKIKA 1O AEIONPOU3BOACTBY YTBEPXKAAETCA PEKTOPOM HMHCTUTYTAa U BBOJAUTCS B
NEUCTBHE €ro NMPUKA30M.

Vr1BepxkaeHHas MHCTpyKUuuMs 1O  JIEJONPOM3BOJACTBY  JIOBOJUTCS J10  CBEACHUSA
CTPYKTYPHBIX MMOJPA3ICICHUII HHCTUTYTA MOCPEICTBOM JIEKTPOHHOMN MOYTHI.

BHecenue n3menenuit B THCTpyKIMIO MO JAEJIONPOU3BOACTBY OCYIIECTBISECTCS MMPUKA30M
peKTopa.

3. OCHOBHBIE IOHATUA

JokymentupoBanue — ¢ukcanusd UHPOPMAIMM HAa MaTepUAIbHBIX HOCHUTEISX B
MOPSIIKE, YCTAHOBJIICHHOM HacTosAlled MHCTpyKuued M MHBIMM HOPMAaTHBHBIMM IIPABOBBIMH
aKTaMy;

AeJONPOU3BOACTBO — JICATEIBHOCTh, OOEcleuyMnBaroNiasl Cco3JaHue OQHUIMATbHBIX
JOKYMEHTOB M OpraHU3aIiio paboThl C HUMU;
AOKYMEHT — OQUIMaIbHBI JOKYMEHT, CO3JaHHBIA TOCYAapCTBEHHBIM OPraHOM,

OpraHOM MECTHOTO CaMOYIPaBJICHUS, OPUINIECKUM WIH (PU3UIECKUM JIUIIOM, ODOPMIICHHBIN B
YCTaHOBJICHHOM TIOPSAAKE M BKIIOYCHHBIH B JIOKyMEHTOOOOpPOT (eaepaibHOro opraHa
WCTIOJTHUTEIILHON BIIACTH;

JJIeKTPOHHBIH [TOKYMEHT — JOKYMEHT, B KOTOpOM HWH(pOpMamus TpeacTaBieHa B
AIEKTPOHHO-ITU(DPOBOI hopme;

aBTOP NTOKYMeHTa — PU3NUYECKOe WIH IOPUANUECKOE JIUI0, CO3aBINee JOKYMEHT;

BH/ IOKYMEHTA — MPUHAJJICKHOCTh JOKYMEHTA K OMPEEICHHON TPyIIe JOKYMEHTOB
0 MPU3HAKAM COJEPKAHUS U 11€JIEBOTO Ha3HAUCHHS;

oopmiieHHE JOKYMEHTA — IIPOCTABIICHUE HEOOXOIUMBIX PEKBU3UTOB, YCTAHOBIICHHBIX
MpaBUJIaMU JOKYMEHTHPOBAHUS;

JIeKTPOHHAasi nudpoBas MNOANUCL — PEKBU3UT JJICKTPOHHOTO  JTOKyMEHTA,
MpeAHa3HAYEHHBIN JIJIs 3alIUThl JAHHOTO 3JEKTPOHHOTO JOKYMEHTA OT MOJJEIKU, MOTyYeHHbIN
B pe3ysibTare Kpumnrorpaduueckoro mpeodpazoBaHus HHPOPMAIMH C HMCHOJb30BaHUEM
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3aKpBITOTO KJII0Ya 3JIEKTPOHHOW IU(PPOBON MOANUCH W TO3BOJISIOUIMA HASHTH(PUIHUPOBATH
BIajenbla cepTudukara KiIoYa TMOAMNHCH, a TaKKe YCTAHOBUTh OTCYTCTBUE HCKaXECHHS
MH(POPMALIUHU B 3JICKTPOHHOM JIOKYMEHTE;

PEKBHM3HMT I0KYMEHTA — 00s3aTeNIbHBIN 3JIeMEHT 0(OpPMIICHHS TOKYMEHTA;

0JIaHK IOKyMeHTa — Ha0bop pEeKBU3MTOB, WACHTH(PHUIMPYIOUIMX aBTOpa OPHUIIUATIBHOTO
MUCHbMEHHOTO JOKYMEHTA;

NO/VIMHHUK JOKYMEHTA — IIEPBbII WM €IMHCTBEHHBIN SK3EMIUIAP TOKyMEHTA;

KONHUSI JAOKYMEeHTa — JIOKYMEHT, IIOJIHOCThIO BOCIPOM3BOJASAIIMN HH(POpPMAIIHIO
MOJIJIMHHMKA IOKYMEHTA U €r0 BHEIIHWE IPU3HAKY, HE UMEIOIUI I0PUINYECKON CUIIBL;

3aBepeHHasi KONMUs — KOMUS JJOKYMEHTa, Ha KOTOPON B COOTBETCTBUU C YCTAHOBJICHHBIM
MOPSIKOM MPOCTABIISIIOT HEOOXOAUMBIE PEKBU3HTBI, IPUIAIOIINE ei IOPUIUYECKYIO CUITY;

oOpaleHye rpakJIaHMHA — HAMpPaBJICHHbIE B TOCYJapCTBEHHBIH OpraH, OpraH MECTHOTO
CaMOYNPAaBJIEHUS WIM JOJDKHOCTHOMY JIMIy IUCBbMEHHBIE IPENJIOKEHUE, 3asBICHUE WIH
Kanoba, a Takke yCTHOe OOpallleHHe Ipa’kAaHuHa B TOCYJApCTBEHHBIN OpraH, OpraH MECTHOIO
CaMOyIpaBJICHUS;

IOpHINYecKasi CHJIA JIOKYMEHTAa — CBOICTBO O(QMIMAIBHOIO JOKYMEHTa, cooOIaeMoe
€My JEHCTBYIOIIMM 3aKOHOJATEIbCTBOM, KOMIIETEHIMEW M3JaBIIErO €ro opraHa |
YCTaHOBJICHHBIM MOPSAIKOM 0()OpPMIICHUS;

yHHQUIUPOBaHHAA (opMa JOKYMEHTa — COBOKYIIHOCTb DPEKBHU3UTOB M THIIOBBIX
(GbparMeHTOB TEKCTa JOKYMEHTAa, YCTAHOBJIEHHBIX B COOTBETCTBUU C DPEIIAEMBbIMU B JaHHOU
cepe NeATENBPHOCTH 3aJladyaMU M PACIONIOKEHHBIX B OIPEJEIIEHHOM TMOps/IKe Ha HOCHUTENE
uHbopMaIuy;

madjgoH OgaHka (YHM(PUUUPOBAHHOWH (OpPMBI JAOKYMeHTa) — OJaHK JOKyMeHTa
(yHu¢uuupoBanHas Gopma JOKYMEHTA), IPEICTaBICHHbIN B 3JIEKTPOHHOH (QopMme;

AOKYMEHTO0000pOT — IB)KEHUE IOKYMEHTOB C MOMEHTA MX CO3AaHUS UM MOIYYEHHS J10
3aBepIICHUS UCIIOJIHEHUS, IOMELIEHUS B JIeJI0 U (WJIH) OTIPABKH;

00beM I0KYMEeHT0000pOoTa — KOJIMYECTBO JOKYMEHTOB, NOCTYIUBIINX B OpraHU3aIUI0 U
CO3JIaHHBIX €10 3 OIPEECICHHBIN EPUOL;

perucrpanusi JOKyMeHTa — IIPHCBOEHUE JOKYMEHTY PETMCTPAllMOHHOTO HOMeEpa U
3aMuCh B YCTAHOBJICHHOM MOPSAKE CBEACHUN O TOKYMEHTE;

HOMEHKJIATypa JeJ — CHUCTEMaTHU3WpPOBAHHBIM II€pEYEHb HAUMEHOBAHUW €I,
dbopmupyeMbIXx B (QeaepaTbHOM OpTraHe HWCIOJHUTEIBRHON BJIACTH, C yKa3aHHEM CPOKOB HX
XpaHEHUs;

IKCIEPTU3A IIEHHOCTH JOKYMEHTOB — U3yYEHUE JOKYMEHTOB Ha OCHOBAaHUU KPUTEPHUEB
WX IICHHOCTH B IETISIX OMpPEIeTICHUS CPOKOB XPaHEHHS IOKYMEHTOB U 0TOOpa UX ISl BKIFOUCHHUS
B coctaB ApxuBHoro ¢oHaa Poccuiickoit deneparuu;

J1eJI0 — COBOKYITHOCTh JOKYMEHTOB WJIM OTAEJIbHBIN JOKYMEHT, OTHOCSLIMECS K OTHOMY
BOIIPOCY WJIM YYaCTKY AEATEIbHOCTA HHCTUTYTA;

¢dopmupoBanue pgesa — TPYNINHUPOBKA HCIOJHEHHBIX JOKYMEHTOB B [0 B
COOTBETCTBUM C HOMEHKJIATYpOU JIeT;

cayx0a 1eJ10NpoOUu3BOICTBA — CTPYKTYpHOE MOApPA3/ACIICHHE, Ha KOTOPOE BO3JIOKEHBI
GyHKIIMM TI0 BEJACHHWIO JICJTIONMPOM3BOJCTBA, a TAaKXe JIMIA, OTBETCTBEHHBIC 3a BEJICHHE
JIEJIONPOU3BOJICTBA B APYTUX CTPYKTYPHBIX MOAPA3ACICHUAX HHCTUTYTA.

4. CO3JAHUE JOKYMEHTOB B UHCTUTYTE

4.1. B1aHKHM JOKYMEHTOB

bnaHku 1OKyMEHTOB pa3palaThIBalOTCSI HAa OCHOBE YIJIOBOIO WM IPOAOJIBHOTO
BapMaHTOB pAacIOJIOKEHUsI peKBU3UTOB. [Ipu yrjaoBoM BapuaHTe pPEKBU3UTHI OllaHKa
pacroyiaratoTcsi B BEpXHEM JIEBOM YTy, IIPU MPOAOJIBHOM — ITOCEPEIUHE JINCTA BAOJIb BEPXHETO
TOJIS.



JIOKyMEeHTBI, CO3/1aBaeMbI€ B UHCTUTYTE, JTOJKHBI 0(OPMIIATHCS Ha OJIaHKaX MHCTUTYTA U
UMETh YCTAHOBJICHHBIM KOMIUIEKC O0S3aTeNbHBIX PEKBU3UTOB U CTAOWJIBHBIA MOPSIOK HX
PacmoIoKeHUs.

PacnonoskxeHne  peKkBU3MTOB Ha  OJlaHKax  OpPraHU3alMOHHO-PACIOPSIUTEIbHBIX
TOKyMeHTOB a0ikHO cooTBercTBoBaTh ['OCTy P 6.30-2003 «YHu(UIMPOBaHHBIE CHUCTEMBbI
JOKYMEHTAIIUH. YHudunupoBanHas cucrtema OpraHU3alOHHO-PACTIOPSAUTEIHLHON
JOKyMeHTaluu. TpeboBaHus K OQGOPMIIEHHIO JOKYMEHTOB», BBEICHHOMY B JeicTBUE
01.07.2003, u [IpaBunam aenonpou3BOACTBa B eepalIbHBIX OpraHax UCTIOTHUTEIHLHOM BIACTH,
YTBEpXACHHbIM nNocTtaHoBieHHEM [IpaButensctBa Poccuiickoit @enepanyu ot 15.06.2009 Ne
4717.

Kax b1t muct nokymenra, opopMiIeHHBIH Kak Ha OJlaHKe, Tak U 6€3 Hero, JI0JKeH UMETh
CHEAYIOUIME Pa3MEPBI MOJIEH:

20-30 MM - s1eBoe (Ha JOKYMEHTAX MOCTOSIHHOTO XpaHeHust — 30 Mm);

10-15 mm - mpasoe;

20 MM - HMIKHeE;

20 MM - BepxHee.

B uHCTHUTYTE YCTaHOBJIEHBI CIEIYIONINE BU/IbI OJAHKOB:

OJIaHK aKTa O mepeade e IPH YBOJIbHEHUHN

pabOTHHUKA, OTBETCTBEHHOT'O 32 JIEJIONPOU3BO/ICTBO,

Y PYKOBOJUTENS CTPYKTypHOro nojapasnaeneHus (Ilpunoxkenue Ne 2)

6nank npukasa (Ilpuiioxenue Ne 3)

onank pacnopspkenus (Ilpuioxenue Ne 4)

6naHk nonHoro npotokona (Ilpunoxenue Ne 5)

Osrank kpaTtkoro npotokoia (Ilpuiio:kenue Ne 6)

Onank BeIMUCKHU U3 ipoTokona (Ilpuio:kenue Ne 7)

o0t O1aHK MHCTUTYTA,

O6mank c mnpuMmeHeHueM kosnoHTuTyna (Ilpuioxkenue Ne 8) OmaHk cCiry:keOHOTO
(memoBoro) nmucema (Ilpuno:kenue Ne 9)

OJIaHK YKa3aHUs 0 MCTIOJIHEHHUIO IOKYMEHTa

(pe3omronmst) (Ipunoxenue Ne 10)

muct — 3aBepurens (Ilpunoxkenne Ne 11)

JEJIO Ne (o6mosxka) (Ipuiiosxkenue Ne 12)

O65aHK «AKT 0 miepeiaye JOKYMEHTOB IIOCTOSTHHOTO

U anuTenbHoro (cBbiiie 10 jeT) XxpaHeHHs B apXUB

uHctuTyTa» (Ilpniaoxenue Ne 13)

051aHK «AKT 00 YHUYTOXKEHUH KOHTPOJIbHBIX,

pacyeTHO-rpauIecKuX U KypCcoBBIX padoT

(mpoektoB) o kadenpe» (Ipuoxenne Ne 14)

OJ1aHK «AKT O BBIJICJIEHUH K CITUCAHUIO JJOKYMEHTOB,

He nojyiexanux xpanenuto B » (Ilpunoxenue Ne 15)

OnaHK «AKT 0 mepeaaye TUIIOMHBIX IPOEKTOB

B apxuB UHCTUTYTa» (IIpuio:xxkenue Ne 16)

O5aHK «AKT 0 HE OOHapYKEHUH JIe, Iy TH

po3bicka KOTophiX ucuepnanby (Ipuiaoxkenune Ne 17)

Ynorpebdienune 0JJaHKOB NPOM3BOJBHON (oOpMBI He pa3pemaercs. 3aka3 Ha
U3TOTOBJIEHHE OJIaHKOB MPOM3BOAMTCA 4Yepe3 ceKkpeTrapuar. 3aka3 Ha OJIaHKM MOXKET ObITh
UCIIOJIHEH C TPUMEHEHUEM OPITEXHUKHU [TOCPEACTBOM IEKTPOHHOM MOYTBHI.

IIpu BeaeHMu nNepenucKH MeXKAY CTPYKTYPHBIMH NOAPAa3JAeleHHMAMH HHCTUTYTa
3anpeniaeTcs UCMOJIb30BaHME YIJIOBBIX 0J1aHKOB (0JIAaHKOB MUCEM) HHCTHUTYTA.

4.2. CocTaB 10KYMEHTOB HHCTHUTYTAa

4.2.1. B JeATeJBbHOCTH MHCTHTYTAa CO3JAKOTCH KOMILICKCHI JAOKYMEHTOB,
OTHOCSILIIHECS] K cHCTeMaM:



- OPraHM3alMOHHO-NIPABOBOM JOKYMEHTAIlMH: yCTaB, OpPraHU3allMOHHAsl CTPYKTypa
MHCTUTYTa, KOJUIEKTUBHBIM JOTOBOp, INITATHOE pAaCIUCaHUE, IOJIOKEHUS O CTPYKTYPHBIX
MOJIpa3JCIICHUAX, KOJUIETHAIBHBIX M COBEILATENIBHBIX OpraHax, IpaBHiia, IIOJOXKEHUS,
UHCTPYKLUHUHU, pErJjaMeHTHPYIOIIUE OTHCNIbHbIE HANpaBJICHUS JIEATENbHOCTH HHCTHUTYTA,
MHCTPYKIIMHU O IpaBax U 005S3aHHOCTIX PaOOTHHUKOB;

- OPraHM3alHOHHO-PACTIOPSANTE]BHOM JOKYMEHTAIMM: TpPUKa3bl U PACIOPSLKEHUs
peEKTOpa M IPOPEKTOPOB; PELIEHHS YUYEHOTO M PEKTOPCKOTO COBETOB; PEIICHUS COBETOB
CTPYKTYpPHBIX TOJpAa3/eICHUM; pEeHIeHUs COBETOB [0 pa3IMYHbIM BHUAAM JESITEIbHOCTH;
pacnopsKEHUs JEKAHOB;

- IVIAHOBOM JOKYMEHTAIMH: IPOTrPaMMBbl, IJIaHbL, TpaduKH;

- OTYETHOM JOKYMEHTALMHU: OTYETHI (CTATUCTUYECKUE, BETOMCTBEHHBIE,

BHYTPUUHCTUTYTCKHUE), CIIPAaBKU OTUETHOTO XapaKTepa;

- HH(POPMALMOHHO-CIIPABOYHOI JMOKYMEHTAUMHU: NIPOTOKOJIbI, AKThl, AHAJTUTUYECKUE
CIIPaBKH, JTOKJIAJHBIC U CITY>KEOHBIC 3alUCKH, TTPEICTABIICHHSI, 3asABJICHHUSI, JCI0Bast (CIIy KeOHast)
HEPENNCKa U Ap.;

- 1OTOBOPHOM JOKYMEHTALMHU: TOTOBOPHI IPa)KIaHCKO-IIPABOBBIE M JOTOBOPHI B chepe
TPYZOBBIX OTHOLIEHHM, COTTIAIIEHUS, KOHTPAKTHI,

- JOKYMeHTallMH, OTpaxarllei oO0pa3oBaTeiabHBIA MPOIECC B MHCTUTYTE: 3aueTHBIE,
HK3aMEHAIlMOHHBIE BEJOMOCTH; CIIUCKHU, 3K3aMEHAIIMOHHBIE OUJIETHI U JP.

42.2. B uemsix 3¢p(HEKTUBHOTO HWCIOIB30BAHUS MHOXHUTEIHPHOM W KOMIIBIOTEPHOM
TEXHUKU B MHCTUTYTE YCTAHABJIMBAIOTCS €IMHBIC MpaBuiIa opOpMIICHHUS JOKYMEHTOB, KOTOPbIE
YTBEP)KIAIOT CTAOMJIBHBIM COCTaB PEKBU3UTOB, UX pACIOJIOKEHHE U  OQOpMIICHUE,
o0ecreynBaOT IOPUAMYECKYIO CHIY JOKYMEHTOB, OIEPaTUBHOE U KAayeCTBEHHOE HX
HCIIOJTHEHHE, TOMCK ¥ BO3MOYKHOCTh aBTOMAaTU3HUPOBAaHHONW 00pabOTKU JOKYMEHTOB.

Jis  cokpalieHust KOJIWYecTBAa MPHUMEHSEMBbIX (OpPM JIOKYMEHTOB B HHCTUTYTE
pa3paboTanbl yHupUIMpPoBaHHbIe GopMbI 10KYMeHTOB (Y D/I).

4.2.3. YOJI BxirovaroTcs B Tabenab YHU(PUIMPOBAHHBIX (OPM JTOKYMEHTOB MHCTUTYTa —
NepeyeHb pa3pellieHHbIX K NPUMEHEHHIO (OpM JTOKYMEHTOB, YKa3aHHBIX B MPUIIOKEHUSIX
JAHHON MHCTPYKIUH.

Benenune Ttabensi, BHECEHHE B HEro M3MEHEHUH, KOHTPOJb 3a NMPHUMEHEHHEM OJaHKOB
OCYILIECTBISIET CEKpEeTapHar.

4.3. IlpaBuJia opranu3anuu padoThbl ¢ JOKYMEHTAMH

4.3.1. Pabora c¢ JOKyMeHTaMH, pa3pabaTbiBa€MbIMU JOJDKHOCTHBIMH  JIMLIAMH
(CTPYKTYpHBIMU TOJpA3/AEICHUSIMH) HHCTUTYTa B IeNAX oOecreyeHusl YIpaBIeHYECKUX
pELIEeHNH U IECTBUN BHYTPEHHETO XapaKTepa, Ipeanoaraer:

a) MOATOTOBKY MPOEKTa JOKYMEHTA;

0) peIakTUPOBAaHUE TEKCTA MPOEKTa JOKYMEHTA;

B) COIUIaCOBaHMUE MPOEKTa IOKyMEHTa;

I') 10pabOTKa MPOEKTa JJOKYMEHTa M0 3aMEeUaHUsIM;

1) opopMIIeHHE OKOHYATEIFHOTO TEKCTa MPOCKTA JOKYMEHTA,

€) yTBepKJIeHHE (ITOANNCAHUE) TOKYMEHTA;

) PErUCTPaLMIO TOKYMEHTA;

3) TUPAKUPOBAHUE TIOKYMEHTA;

u) mnepeaady pabouyMx HK3EMIUISIPOB JOKYMEHTa COOTBETCTBYIOLIUM JIOJKHOCTHBIM
TunaM (CTPYKTYpPHBIM MOJPA3JENIEHUsIM) Ul IPUMEHEHUS B MPAKTUYECKON AEATENbHOCTU WU
JUIS NCTIOJTHEHUS JIOKYMEHTA;

K) IOMEIIEHNE KOHTPOJIBHOIO AK3EMILISApA T0KyMEHTA B JIEJI0;

J) mocieayroliee XpaHeHne U padoTy ¢ JOKYMEHTOM (/10 mepefaydd ero B apXuB WM Ha
YHUYTOXKEHHE).

4.3.2. IloAroToBKa MpPOEKTa AOKYMEHTAa MPOU3BOAMUTCS PAOOTHHUKOM, OTBETCTBEHHBIM
3a €ro UCIOJHEHHE:



a) 1O pacnopsHKEeHUIo (YKa3aHHIO) JOHKHOCTHOTO JIUIA MHCTUTYTA, KOTOPOMY HOAYMHEH
JaHHBIN paOOTHUK;

0) B MHUITUATHBHOM TIOPSIIKE;

B) BO HCIIOJIHEHUE paHee MOTYyYEeHHOrO JOKYMEHTA.

[Ipu moaroroBke npoekra JOKyMEHTa OTBETCTBEHHBIN MCIIOJHUTENb ONpeNeNseT OOuii
MOPSAJOK HCIIOJMHEHUS W, MCXOJ M3 3TOro, pacipeneiseT 00S3aHHOCTH MEXIY OCTaJbHBIMHU
UCTIOJIHUTENISIMU, YYacTBYIOUIMMU B paboTe HaJ NPOEeKTOM JOKyMeHTa. [l MOArOTOBKH
MPOEKTa JOKYMEHTA UCIONb3yOTCS:

a) TunoBble (yHU(pUIpPOBaHHbIE) (POPMBI TOKYMEHTOB, pa3paboTaHHbIE B MHCTUTYTE JUIS
MOJATOTOBKU JJOKYMEHTOB, OIPEJICIICHHOTO BUA;

06) Mmarepuaibl JEJIOBOM MEPEmUCKH IO BOIMPOCY, COCTABISIOMIEMY IpeaMeT (Temy)
JIOKYMEHTA;

B) TMOJIOXKEHMs 3aKoHojaarenbcTBa Poccuiickoi @Penepanuy, perIaMeHTUPYIOLIUE
BONPOCHl JAESATEILHOCTH HMHCTUTYTa (CTPYKTYPHOIO MOJpa3AeieHUs, JOHKHOCTHOIO JIMIIA),
COCTaBIISIOLICH NIPeMET (TeMy) JOKyMEHTAa,

r) TpeOoBaHUS JOKYMEHTOB, PErjJaMeHTHPYIOIIHE BOIPOCHI JEATEIbHOCTH HHCTUTYTa
(CTpyKTypHOTO TOJpa3JeNeHus, JODKHOCTHOTO JIMIA), COCTaBISIONIEH TNpeaMeT (Temy)
JOKYMEHTA.

4.3.3. PejakTupoBaHme TEKCTa MPOEKTA JOKYMEHTA IIPOU3BOIUTCS C LIEIBIO:

a) YTOYHEHHUS (JIOTOTHEHUS) €r0 CTPYKTYPBI U COJIEPIKaHUS;

0) CcoKpallleHHs] TEKCTa, TaK KaK TOYHOCTh JIOKYMEHTa HEpa3pbIBHO CBs3aHA C €ro
KpaTKOCTHIO;

B) BBIABICHMA M HCKJIIOUYEHUS U3 TeKCTa opdorpaguuecknx, CHUHTAKCUYECKUX,
CMBICJIOBBIX, (PAKTOJOTUYECKUX M HMHBIX OIIMOOK, HCKaKAIOIIHUX COJEp)KaHHWE TOKyMEHTa U
3aTPYyJHSIOLINX €r0 BOCIPUATUE U U3YyUEHHE B IPOLIECCE O3HAKOMIIEHUS C HUM ajJpecara.

YTouHeHue (JIOMOJIHEHHE) CTPYKTYpbl M COJEp)KaHUs TEKCTa IPOeKTa JIOKyMEHTa
MIPOM3BOJUTCS B TpOLECCe YTEHHS OyMa)kKHOTO OpPHUIMHAaja WM B DJIEKTPOHHOM BapHaHTE U
BHECEHHUSI B HETO COOTBETCTBYIOLIMX MOMETOK (3amedanuil). Ilo pesynbratam penakTHUpOBaHUS
TEKCTa IPOEKTa JOKYMEHTa BHOCUTCS IIPaBKa.

4.3.4. 3aBepmiaer OpoleAypY PEOAKTUPOBAHUSA €ro KOHTPOJbHAs pacredarka. ITOT
BapHaHT TEKCTa CJIEAYET BHUMATEJIbHO MPOYUTATh A0 TOTO, KaK OTIPABUTh INPOEKT JOKYMEHTa
Ha COIJIacOBaHHUE.

4.3.5. OcdbopmieHne MpoeKTa TOKyMEHTa MPOU3BOIUTCS B COOTBETCTBHH C TPEOOBAHUSIMU
Wuctpykumn U ¢ ydyeToM TpeOOBaHUM, MpenbsABIsSEMbIX yKa3aHHOM WHcTpykumen k
KOHKPETHBIM BHJIaM JIOKyMEHTOB.

4.3.6. Ilpu npueme oOpMIIEHHOTO TMPOEKTa TOKYMEHTa Pa0OTHUK 00s13aH MPOBEPHUTH
MPaBUIBHOCTH €ro 0(OPMIICHHUS U IIPU HEOOXOAUMOCTH MOTPedoBATh YCTPAHEHUS] UMEIOIUXCS
B 0(pOPMIJICHHUH MTPOEKTa JOKYMEHTa HEJJOCTATKOB.

4.3.7. llpoekr noKyMeHTa, O(OPMICHHBIM HaIeKaluMM o0pa3oM, MepeaaeTcs
CEKpeTaplo JJis MPEJICTaBICHNS Ha MOANUCH (YTBep:K/1eHue) PYKOBOACTBY MHCTUTYTA.

4.4. OgopmiieHUE PeKBU3UTOB JOKYMEHTOB

JIOKYMEHTBI, CO3/1aBaeMble MHCTUTYTOM, MMEIOT CTaOWJIBHBIA COCTaB PEKBU3UTOB, HUX
pacrionio)keHre U opopmiieHue. JIOKyMEHT HMMeeT OpPUAWYECKYI0 CHIYy NpU HaJIUYUuU
PEKBU3UTOB, 00s3aTEIbHBIX JIS JAHHOTO BUAA JOKYMEHTA: HAUMEHOBAHNUE HHCTUTYTA, Ha3BaHHE
BUJa JOKyMeHTa (YHU(UIMPOBAHHOW (POpPMBI TOKYMEHTa), Jara, PErucTpallMOHHBIA HOMED,
aHHOTAIMs JOKYMEHTA, TEKCT, BU3bI, TOANUCH, PACIIU(PPOBKA MMOAMHCH.

[Ipu moaroToBKE JOKYMEHTOB NpHUMEHseTcsl TeKcToBblil penakrop Word for Windows
Bepcun oT 6.0 u BhIlIe ¢ ucnoiab3oBanueM mpudtoB Times New Roman pasmepom Ne 12 (s
oopmieHuss TaONMMYHBIX MaTepuaioB), pasmepoM Ne 14 11 Bcex OCTaIbHBIX BHJIOB
JOKYMEHTOB 4epe3 1 MeXCTpOUYHBIM MHTEPBAJL.

TekcThl meuaTaroTCs OT JIEBOM I'PAHUIBI TEKCTOBOTO I0JI1 U BBIPAaBHUBAIOTCS 110 JIEBOU U
MIpaBoO rpaHUIaM TEKCTOBOT'O MOJIs (110 IMHUPUHE CTPAHMIIBI).



IlepBas crpoka ab3ana HauMHaeTcs Ha paccTtosHuu 1,25 cm (mecras OykBa) OT JIEBOM
IPaHUIbl TEKCTOBOTO TIOJISL.

B mpouecce moaroroBku M 0(OpMIIEHUS TPOEKTOB JOKYMEHTOB COCTaB PEKBHU3HUTOB
MOJKET OBITh JIOTIOJHEH JAPYTUMHU PEKBU3UTAMHU, €CIIH TOro TpeOyeT Ha3HaYeHHE TOKYMEHTa, €To
o0paboTKa ¥ T.1.

VYcTaHOBIEH CENyOMNN COCTaB PEKBU3UTOB JOKYMEHTOB HHCTUTYTA!

a) HAUMEHOBAHUE YUPEIUTENS

0) JOroTUI MHCTUTYTA;

B) HAMMEHOBAaHNE UHCTUTYTA;

I') JOJKHOCTB JIMLA — aBTOPa JOKYMEHTA;

1) TOJIKCH JIOJPKHOCTHOTO JIMLIA;

€) BUJI JJOKYMEHTAa;

) MECTO COCTaBJICHU (M3/1aHUs) TOKYMEHTA;

3) CIIpaBOYHbIE JaHHbIE 00 UHCTUTYTE;

1) ajipecar;

K) JaTa JOKYMEHTA;

JI) pETUCTPALIMOHHBIN HOMEP TOKYMEHTA;

M) HaUMEHOBaHHWE JTMO0 aHHOTAINS JOKYMEHTA,

H) TEKCT JJOKYMEHTAa;

0) CChIJIKa Ha UCXOJAIIUI HOMEp U JaTy JOKYMEHTa aJ[pecanTa;

1) OTMETKA O HAJIMYUH IPUIIOKEHUH;

p) rpud cornacoBaHus;

¢) rpud yTBEpXKACHUS;

C) BU3a;

y) OTTHUCK II€YaTH;

¢) oTMeTKa O 3aBEPEHUU KOIIUH;

X) OTMETKa 00 UCIIOJIHUTEIIE;

1) YKa3aHHs 110 UCIIOTHEHUIO TOKYMEHTa (Pe30IroIus);

4) OTMETKA O KOHTPOJIE TIOKyMEHTA;

1) OTMETKA 00 MCTIOJHEHUN TOKYMEHTA;

) OTMETKa O KOH(UICHIMANBHOCTH, KOTOpas OQOpMIsSeTcs B COOTBETCTBUU C
MIpaBUJIaMU;

9) OTMETKa O MOCTYIIJICHUH.

Kpome nepeurcieHHbIX peKBU3UTOB, IIPH MOATOTOBKE JTOKYMEHTOB U B Ipoliecce padoThl
C JOKYMEHTaMH MOTYT HCIOJIb30BaThCS JIPYTHME€ PEKBU3UTHI, HampuMep, OTMETKH «CpOdHOM,
«OmnepatuBHOY», «IloaIEKUT BO3BpaATYy».

4.4.1. HammeHOBaHNUE NHCTUTYTA

HaumeHoBaHMe MHCTUTYTA yKa3bIBaeTCsd B TOYHOM COOTBETCTBUU C Y CTaBOM MHCTHUTYTA.
CoxparieHHOe HaUMEHOBaHHE TIOMEIIAeTCs B CKOOKAxX BCJIE 3a MOJTHBIM HAUMEHOBAHUEM.

HaumeHoBaHME HHCTUTYTa Ha PyCCKOM SI3bIKE:

IIOJJHOE —  YacTHOe  Yy4pekaeHHe  Bbicmiero  oOpasoBanust  «MHCTHTYT
rocy/IapCTBEHHOI0 a/IMUHUCTPUPOBAHUS»;

cokpamieHHoe — Y BO «UT'A».

4.4.2. IOJKHOCTD JIMI[A — aBTOPA TOKYMEHTA

JIOJKHOCTB JIMIIa — aBTOPa IOKYMEHTa yKa3bIBaeTcs B OJIaHKaX MUCEM, MMEIOLIUX MTPAaBO
MCIOJIb30BaTh OJIAHKK MUCEM YCTaHOBJIEHHOTO 00pasla.

4.4.3. CnpaBouHbI€ JaHHBIE 00 UHCTUTYTE

CrnipaBouHble JaHHBIE YKa3bIBAIOTCS B OJaHKaX CIY>KEOHBIX MUCEM M BKJIIOYAIOT B ceOsl:
MOYTOBBIN aapec nHCTUTYTA (JIeHnHCkui npocnekT, 1. 80, r. Mocksa 119261), Homep Tenedona
8(499) 131-95-24, dakca 8(499) 131-99-79 odunmanbubiii aapec eKTpoHHOH mouThl (E—mail:
info@iga.ru)/



4.4.4. Bun nokyMeHTa

Bun noxymeHTta IOKEH COOTBETCTBOBATH €r0 COJEp)KaHUIO, (opMaM JIOKyMEHTOB,
IIpUMEHsAEeMbIX B By3e. HanmeHnoBanue Buna usnasaemoro nokymenra (IIPMKA3, ITPOTOKOJI,
CIYXEBHASA  3AIIMCKA, JOKJIIAJJHAA  3AIIMCKA) Bxmoudaercss B OnaHK
COOTBETCTBYIOILIETO BHJA JOKYMEHTOB WJIM YKa3blBa€TCS COCTAaBUTENEM IIpU IOATOTOBKE
JOKYMEeHTa U oopmiisieTcsi MpONUCHBIMU OyKBaMU C BhIpaBHHBAaHUEM 10 LIEHTPY 0€3 ad3aIiHoro
OTCTYyTIA.

HaumeHoBaHue BHJa UM PAa3HOBUJIHOCTH JOKYMEHTAa HE YKa3blBaeTcs B CIy:KEOHBIX
(menoBbIX) MUChMaxX (KpOMe TapaHTHIHBIX IMHCEM).

4.4.5. MecTto cocTaBieHHs (U3/1aHUs) TOKyMEHTa

Mecto cocraBieHus (M3JaHMA) JIOKYMEHTa YKas3blBaeTcs B OJaHKax JOKYMEHTOB
UHCTHUTYTA.

4.4.6. lata noKyMeHTa

JlaTolt noKyMeHTa SBISIETCS JlaTa €ro MOJMUcaHus (IIPHUKa3bl, paclopsuKEeHUs, MUChMa,
CITy>KeOHbIE 3alMCKH, aKThl U JIp.); A JOKYMEHTa, IPUHUMAEMOT0 KOJUIETHAIbHBIM OPTaHOM, —
JlaTa ero NPUHATHUS; U1 JOKYMEHTa, TPeOYIOUIero ero yTBEpKACHUsI, — JaTa €ro yTBEPKIACHUS
(MHCTpYKLMSI, IpaBWJIa, PETJIAMEHT, IUIAH, IIOJIOKEHHE, OTYET); JUIsl IMPOTOKOJOB — Jara
cOOBITHSA, 3a(DUKCUPOBAHHOTO B JOKYMEHTE.

Jlata JOKyMeHTa MpOCTaBISAETCS JODKHOCTHBIM JIMLOM, HOJIMCBHIBAIOIIMM — WIN
YTBEP)KIAIOMMM JOKYMEHT, WIM YNpaBieHUEM JAejlaMU IPH PETrUCTpaldy JOKyMEHTa, WIN
HEMOCPEJCTBEHHO COCTaBUTENIEM IIPH MOATOTOBKE JOKYMEHTa (IOKJaIHas, Cly>keOHas 3aIrucka,
3asIBJICHUE).

JU11 1OKyMEHTOB, COCTaBJIEHHBIX OJHOBPEMEHHO HECKOJIBKMMM OpraHM3alUsIMH, AATON
JIOKYMEHTa SIBJIAETCS JaTa MOANUCAHUS €ro MOCIEIHEeN OpraHu3aluei.

Jlata nmoxamucaHus, YTBEPKIACHMS, COIVIACOBAHUS JIOKYMEHTa, a TakKe JaThl,
coJiepKaIIrecst B TEKCTE, JOJKHBI 0(DOPMIIITHCS ITU(POBBIM CIIOCOOOM.

Jlaty nokyMeHTa 0QpOpMIISIOT:

apaOckuMu 1upaMu B MOCIEAOBATEIBHOCTH: I€Hb Mecsla, MeCsLl, ToJl B OJIHY CTPOKY.
JleHb Mecsa 1 Mecsl opOpMIISIOT ABYMS TapamMH apabckux 1udp, pa3aeeHHbIMU TOYKOW; O
— yeThlpbMs apabckumu udppamu: 18.01.2011.

CJIOBECHO-IU(POBBIM criocoOoMm, Hanpumep, 18 sinBaps 2011 r.

Ilepenoc (pa3pbiB) AaThI C OHONM CTPOKH HA APYIYI0 CTPOKY He J0IyCKaeTcsl.

B TekcTax TOKYMEHTOB, CO/Ep KallluX CBEACHUS (PMHAHCOBOTO XapakTepa, MPUMEHSETCs
cioBecHO-1M(poBoit criocod odopmienus aat: 02 despans 2000 r.

Ecnu nmopsakoBslii HOMEp Mecslia WK JA€Hb COCTOAT U3 OJHOM HU(PHI, TO mepen HUMH
npoctasisierca 0. Hampumep, 1 urons 2001 rona cienyer odpopmisats: 01.06.2001 unu 01 urons
2001 r.

[Ipu cceuike B TEKCTE Ha TPaBOBOM aKT WM WHOW JOKYMEHT 1ata O(OpMIISIeTCS
cienyromuM obpaszom: Yka3 [Ipesunenra Poccuiickoit @eneparuu ot 12.01.2011 Ne 1919 unnm
Vka3 I[Ipesnnenta Poccuiickoit @enepanyu ot 12 suBapst 2011 . Ne 1919.

Bce ciyxeOHblEe OTMETKM Ha JOKYMEHTE, CBS3aHHBIE C €ro INPOXOXKACHUEM U
UCIIOJTHEHUEM, JaTUPYIOTCA, TMOAMMCHIBAIOTCA JIOJDKHOCTHBIM JIMIIOM, W TPOCTaBIseTCS
pacidpoBKa MOANKCH.

4.4.7. PerucTpaliluOHHbI HOMEP 10KYMEHTA

PerncrpannoHHbIii HOMeP JOKYMEHTA IIPOCTaBISETCS B COOTBETCTBMM C CHCTEMOM
perucTpanuu, IpUHATON B HUHCTUTYTE.

PerncrpannoHHblii HOMep NPHCBAMBAETCS NOKYMEHTY IOCJIe €ro NOANMCAHHUS
(yTBep:KaeHus1).

PeructpanmoHHbIil HOMEP TOKYMEHTA, U3JAHHOIO COBMECTHO C JIpyrol OpraHu3alue,
COCTOMT W3 pAa3JeNeHHbIX KOCOM YepTOil perucTpalMoOHHBIX HOMEpPOB, NPUCBOEHHBIX
OpraHM3alMsIMM-aBTOpPaMHU  JOKYMEHTa M DPACIOJIOKEHHBIX B  IOCIEA0BaTENbHOCTH,
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COOTBETCTBYIOLIIEH OOO3HAYEHHIO HAWMEHOBAHMM OpraHu3alMii B 3aroJIOBOYHOM YacTu
JIOKYMEHTA.

4.4.8. CcpliIKka Ha HCXOASIIIMI HOMeP M ATy JOKYMEHTAa

Ccbulka Ha HMCXOMSAIIUN pPErucTpaliOHHBIM HOMEp M JaTy JOKyMEHTa BKIJIIOYaeTcsl B
COCTaB PEKBU3UTOB OJIaHKA MHUChbMa, KOTOpas MPOCTABISAETCS WCIOJHUTENIEM NPHU MOATOTOBKE
MMChMa-OTBETA.

[Ipu odopmiieHUN OTBETHBIX MUCEM MPUBOAUTCS CChUIKA Ha HOMEp U JaTy BXOSIIETO
JIOKYMEHTa, Ha KOTOPOE JaeTCsl OTBET.

Hamnpuwmep,

Ha Ne 25-1785 ot 30.03.2010.

[anee B TekcTe NMMCbMA CCHUIKA HAa HMCXOASAIIMII HOMep W JaTy JOKYMEHTa He
yKa3bIBaeTcsl.

4.4.9. Anpecar

JIOKyMEHTBI aJpecyloT B OpraHbl BJACTH, OpraHMU3alUsIM, JOJKHOCTHBIM JIMIIAM,
CTPYKTYPHBIM IIO/IPA3JEIICHUSM, TpaXkIaHaM.

IIpaBuia oxa3aHusi ycJayr IO4YTOBOM CBSI3M, YyTBepXKIcHHbIe [locTaHOBIEHHMEM
[TpaButensctBa Poccuiickoit @enepanun ot 15.04.2005 Ne 221 «OO6 ytBepxaenun IIpasBun
OKa3aHUsl yCJIyr MOYTOBON cBs3w» (nanee — IlpaBmiia) ompenensioT MHOPSAOK HaHUCaHUs
MOYTOBBIX aJIPECOB, BKIIOYAIOIIMN HCIIOJIBb30BaHUE 00s3aTeNbHBIX JIIEMEHTOB ajpeca |
OTIpE/ICTICHHYIO0 TOCJeI0BaTeIbHOCTh MX PACHOJIOXKEHHUS,, OH COOTBETCTBYET MEXKIYyHApPOIHBIM
IIpaBWJIaM HalMCAHUS aJJPECOB.

Agnpeca TUIIyTCS HE TOJBKO HAa KOHBEPTAaX, OHM MOTYT MPOCTAaBISITHCS U HA CaMUX
JOKyMEHTaX, HampuMmep, Ha CIyXeOHBIX MHCbMax B COCTaBE PEKBU3UTA «aJpecary», KOTOpbIe
JOJDKHBI OOPMIIATBCS B COOTBETCTBUU C YCTAaHOBIIEHHBIMU TpeOoBaHusIMU. B azapece He
JIOJDKHO OBITh MCHPABICHUHN, 3HAKOB, HE OTHOCSIIMXCS K HEMY, U MPOU3BOJIBHBIX COKPAIIEHHBIX
Ha3BaHUU CTpaH, TOPOJOB UM UHBIX HACEICHHBIX MyHKTOB, YIJIUI[ U T.II.

B cootBercTBuM ¢ [IpaBunamu cocTaBHBIC YacTU ajpeca JTOMKHBI OBITh PACIIONOKEHBI B
M0CJIEI0BATEIBHOCTH:

1) momHoe WM KpaTKoe HAaUMEHOBAaHHE OpraHU3alMM (€CIU aJgpecaToM SBISETCS
IOPUAMYECKOE JIUIO) WK (paMUITUs, UMsI, OTUYECTBO (€CIIH ajpecaT — MPaXKAaHNH);

2) Ha3BaHHUE YJINILbI, HOMEP A0Ma, HOMEP KBapTUPBI;

3) Ha3BaHUE HACEJIEHHOTO MyHKTa (ropoa, mocesKa U T.11.);

4) Ha3BaHME pailoHa;

5) Ha3BaHuUe peciyOIuKH, Kpasi, 00J1acTH, aBTOHOMHOTO OKpyTa (001acTu);

6) Ha3BaHUE CTpPaHBI;

7) IOYTOBBIN UHICKC.

Merm F‘UE? Hpwss Mhosadi.a a{-A-.ad- M, f:“,:;.a. #2,.8
g Do, g .*'f:'_, £ 28 et Meciaa, 4 rf ek 28
Macaba Mora ba
125035 125035
000 @Magos - mup A0 alolemiie s
: A A M. C £,

. ‘.'\:n-...-_ -3"““"1“;“'3' P \.a:.;u.aE-'i-
e n“--'".\.-LF-.J;.Il 5. 1< LA.A..l:-’_h.{'F::-\.'.I:-I.. - By q 45
F.'u.u.;.&u&fﬂ.-c: i F:--.*.a.ﬂu.ﬁuu—-.ut.
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Kaxx1p1i1 351eMEHT agpeca peKOMEHIyeTCsl TUCaTh Ha OTIEIBbHOM CTPOKE.

Ecnmu aopecamom aensemcsa uyacmuoe auyo, €ro UM MOXET OBITh NPEICTABICHO
VHULHAAJAMU WIA TOJIHBIM UMEHEM M OT4eCTBOM. [IOJTHOCTBIO yKa3bIBAarOTCS MMsSI MU OTYECTBO,
€Cid TpU TOJYYEHUU I[OYTOBOTO OTHpABJICHUS ajpecaT o0s3aH NPEAbIBUTH JIOKYMEHT,
YAOCTOBEPSIOIIMN €ro JUYHOCTh. Tak, (aMWIMIO U WHUIMAIBl TOJy4yaTess YKa3blBalOT Ha
IIPOCTBIX IOYTOBBIX OTIPABIEHUAX, a Ha OTIPABICHUAX, AJPECOBaHHBIX, Hampumep, «/lo
BOCTpEOOBAaHUS», 3aKa3HOW KOPPECHOHJEHIMM HMsI M OTYECTBO B aJpece 3aluChIBAIOT
MOJTHOCTBIO. VICKITIOUEHNE COCTABIISAIOT UMEHA, B KOTOPHIX B CHIIy HAllMOHAJIBHBIX OCOOCHHOCTEH
HE IPUMEHSIOT OTYECTBA.

Ecnmu adpecamom sasnsemca opeanuszayus, TO MOXKHO yKa3blBaTh Kak €€ TOJHOE, TaK U
COKpAIlleHHOE HaNMEHOBAHME.

JIOKyMEHTBI aApecyloT B OpraHM3alUM, WX CTPYKTypHbIE IOAPA3JCJICHUS WIH
KOHKPETHOMY JIOJDKHOCTHOMY JIMILYy C YKa3aHHEeM (paMHUIIMU UMEHU U OTYECTBA.

[Ipu angpecoBaHnM JOKyMEHTa B OpraHU3AIIMIO MM €€ CTPYKTYypHOE MojpaszencHue 6e3
yKa3aHUs JOJDKHOCTHOTO JINIA UX HAMMEHOBAHUE MTUIITYT B UMEHUTEIIBHOM ITaJIEXKeE.

Hanpumep: MOCKOBCKHI HHCTUTYT AU3aliHa

(lunmepesan)

Otnen acnupaHTypbl

[Ipn HampaBieHWHM JOKYMEHTAa JOJDKHOCTHOMY JIMILy Ha3BaHME OpPraHM3alud U ee
CTPYKTYpPHOTO TOpa3/IeNeHHs YKa3bIBalOT B IMEHUTEILHOM Majieke, a JOJDKHOCTh U (paMuuio
azpecara — B JaTEJIbHOM.

Hanpumep: MunuctepcTBO 00pa3oBaHus

u Hayku Poccuiickon @eneparmn

(1 unmepsan)

Cexperapuar

(1 unmepsan)

['maBHOMY crienuanucTy

B. I'. Cemxunoi

(10 LIEHTPY OTHOCUTEJILHOM caMOi AJTMHHOW CTPOKH)

WIN

PexTopy MOCKOBCKOTO rocy1apCTBEHHOTO

OTKPBITOIO UHCTUTYTA

(1 unmepesan)

IO. I'. Kpyrnosy

(OTHOCHUTENBHO JIEBOTO Kpasi)

[Ipn agpecoBaHuMM NOKyMEHTa B HECKOJIBKO OJHOPOJHBIX OpraHM3alMii UX Ha3BaHUS
CJIeIyeT yKa3bIBaTh 0000IIEHHO.

Hanpumep:

Pektopam BbICIIMX y4eOHBIX

3aBeICHUN

[TonHbIi MOYTOBBIM aApec YKA3bpIBAeTCA IPU HAMNPABICHHH JIOKYMEHTA PpPa30BBIM
KOPPECIOHJIEHTaM B COOTBETCTBUHU C IOYTOBBIMU IIPABUIIAMHU.

Hanpumep:

Penakuus xypHaia

"BectHuk obpazoBanus"

Yucronpyauslii OynabBap, 6,

r. Mocksa, 101856

JIOKyMEHT He JTOJIKEeH coJepkKaTh 0osiee YeThIpeX aApecaToB, KaXKAbIH SK3EMIUISpP TaKOTO
JIOKYMEHTA JI0JKEH OBbITh MOMHICAH.

Caoso "Konus'" nepea BTOpbIM, TPETHHM, YeTBEPTHIM apecaTaMH He YKa3bIBAIOT.
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[Ipu HampaBieHMH JOKyMeHTa 0ojiee YyeM B YeThIpe ajpeca COCTaBISIETCS CHHCOK Ha
pacchUIKy (peecTp), a Ha KaXKJIOM JIOKyMEHTE MPOCTaBIISIETCS TOJIBKO OJIMH aJpec.

Ha 3aka3nbie nuceMa (Oosiee 4) cocTaBiIsieTcsl CIIUCOK Ha OTIPABICHMUS.

[Ipu anpecoBaHMM JOKYMEHTa [AOJKHOCTHOMY JIMILy WHHUIMANIbl CTaBSTCS Tepen
hamuimei.

[Ipn anpecoBaHnn JOKyMeHTa (puU3HYecKOMY JIMIY YKas3bplBaloT (aMHIMI0 H
MHULHMAJIBI [10JTy4aTels, 3aTeM [TOYTOBBIN aapec.

Mexny MHHIMAJIAMU M (paMuIMel CTaBUTCS poodeJt.

Hampumep: Kanununy A. A.

CapoBas yi., 1. 5, kB. 12,

r. JIunku Kupeesckoro p-Ha

Tynbckoit 0611, 301264

IToutoBbIii aapec He yKa3biBaeTcsd B JOKYMEHTAX, HalpaBJjsieMbIX B BbICIIHE
OpraHbl roOCyIapCTBeHHOW BJIACTH, ApYyrue ¢eaepajbHble OPraHbl HCIOJHUTEIHLHOM
Bi1acTH B cy0bekrax Poccuiickoii @enepanum, BbIIIECTOSIMM OpPraHU3alUsAM,
NOCTOSTHHBIM KOPPECIOH/IEHTAM.

Crpoku pekBu3HTa «Anpecar» HEHTPYITCS OTHOCHTEJIBbHO CaMOil JJIMHHOH CTPOKH
WIN BLIPABHUBAIOTCS 10 JIEBOMY KpPalo (IIOIIaroBOe pacrojioKeHUe).

4.4.10. HammeHoBaHue 1100 aHHOTALUS JOKYMEHTA

HaumenoBanue 1u00 aHHOTAUMS AOKYMeHTa (KpaTkKoe colepKaHue JOKYMEHTA)
COCTaBJISIETCSI KO BCEM JOKYMEHTaM, 3a HCKIOYEHHEM JOKYMEHTOB, HMEIOIIMX TEKCT
HeOoboro oobemMa (10 4-5 CTpoK).

AHHOTaMsa J0JDKHAa OBITh KpaTKOH, TOYHO IepelaBaTh COJEpKaHUWE IOKyMEHTa U
COTJIACOBBIBATHCSI C HAMMEHOBAHMEM BH/JIA TOKYMEHTA.

Hamnpuwmep:

[Tpuxa3 (o uem?) OO0 ytBepxkaeHuu llonmokeHuss O 3alIKUTE NEPCOHATBHBIX JTAHHBIX
TOCYJapCTBEHHBIX CITYKaIllUX U paOOTHUKOB MUHUCTEPCTBA.

[Tucemo (0 yem?) O6 okazaHNM KOHCYJIBTaTUBHOM MOMOIIIH.

[IpaBuna (4ero?) BHyTPEHHETO TPYAOBOTO PaCHOpsaKa.

AHHOTaIMS COCTABIIAETCS UCTIOTHUTENEM, TOTOBSIIUM MPOEKT JOKYMEHTA.

AnHHOTaMsa opopmisieTcs MoJi peKBU3UTaMH OJaHKa.

AHHOTaIUs MOXET 3aHUMATh 4-5 cTpok 1o 28-30 3HAKOB B CTPOKE.

4.4.11. TexkcT 1OKyMeHTa

TekeT 1OKYMeHTAa U3J1araeTcsi pyCCKUM JINTEPATYPHBIM SI3bIKOM C yUYE€TOM OCOOEHHOCTEH
o(uImanbHO—/1€JI0BOT0 CTWJIS, BHJA JOKYMEHTa M €ro Ha3HauyeHHs B YIPaBICHUYECKOH
nestenpHocTU. CozepxaHue JTOKyMEHTa JOJIKHO OBITh M3JI0KEHO KPAaTKO, JIOTMYHO, TOYHO M
SICHO.

TekcTbl JOKYMEHTOB M3J1aratoTcs OT:

l-ro nMuIa €AMHCTBEHHOIO YHMCIA: IMPHUKAa3bIBalo... MOATOTOBUTh M IPEIOCTaBUTH Ha
paccMOTpeHue; MPOLTY PACCMOTPETh BOIPOC 00 YCTaHOBJIEHUH JIbTOTHBIX Tapu(oB...;

3-ro nuuma enuHcTBeHHOro uucina: ...IlpaBurtensctBo Poccuiickoii  ®epepanuun
MTOCTaHOBJISIET....; ...KOJUIETHs] TOCTAHOBWIIA...; MUHUCTEPCTBO HE CUUTAET BO3MOKHBIM...;

1-ro nuna MHOKECTBEHHOT'O YKCIIA: IPOCUM MPEACTABUTH JAHHBIE O...; IPEACTABISAEM Ha
pPacCMOTpPEHHE M YTBEpXKACHHE..., B IPOTOKOJAX: CIyIIAlH..., BBICTYNWIH...; PEIIIN
(TTOCTaHOBHIIH).

B coBMeCTHBIX TOKYMEHTaX TEKCT M3JIaraioT OT MEPBOro JIMIa MHOXKECTBEHHOTO YMCa:
IIPUKA3bIBAEM..., PELIIIN. ..

B TekcTtax HOpMATUBHBIX MPABOBBIX aKTOB HUCIIOJIb3YIOTCA IIarofibl B (popMe HACTOSIIETO
BPEMEHM, MTPUAOLINE TEKCTY NIPEINUCHIBAIOIINN XapaKTep, HallpUMep:

"Buza BrmrowaeT B ce0s HaMMEHOBAaHUE JOJDKHOCTH PYKOBOJHUTENSI CTPYKTYPHOTO
MOJPA3/ICIeHUs] WM €ro 3aMeCTUTENsl W JIMYHYIO TOANUCH BHU3MUPYIOLIETo, paciuppoBKYy
MOJIMCH U J1aTy";
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"HopmatuBHBIE MpeanucaHusi oQpOpMIISIOTCS B BUJAE IYHKTOB, KOTOPhIE HYMepPYHOTCH
apa0ckumu nudpaMu ¢ TOYKOH U 3aroJI0BKOB HE UMEIOT'".

B Tekcre nOKyMeHTa, IMOATOTOBIEHHOIO HAa OCHOBAaHUM 3aKOHOJATENBHBIX, MHBIX
HOPMAaTUBHBIX TPABOBBIX AaKTOB, M3/IaHHBIX OpPraHaMU BIIACTH W YIPAaBIICHUS, JOKYMEHTOB,
paHee M3JaHHBIX OPraHOM BJIAcTH — aBTOPOM JOKYMEHTA, YKa3bIBAa€TCsl HaUMEHOBAaHHE BHJA
JOKYMEHTa, HaMMEHOBaHHE OpraHa, W3/1aBIIETO JOKYMEHT, JaTa MPHUHITHS WU YTBEPKICHUS
JOKYMEHTa, €r0 PErHCTPAllMOHHBI HOMEpP, a TAK)XKE 3arojOBOK JOKYMEHTA, 3aKJIIOYCHHBIN B
KaBBIYKH, HATIPUMED:

"B cootBercTBuM ¢ mnoctaHoBiaeHueMm llpaButensctBa Poccuiickon ®denepannn ot 13
asrycrta 2010 r. Ne 1009 (nnu ot 13.08.2010 Ne 1009) "O6 yrBepxkaenuu [IpaBui noaroTroBku
HOPMATHBHBIX NPABOBBIX aKTOB (he/iepalbHBIX OPraHOB UCTIOJIHUTENFHON BIACTH ...";

"B coorBerctBuM C [lonoxkeHneM O MOCTOSIHHO JIEWCTBYIOIIEW KCIIEPTHOW KOMHUCCUU
MHCTHUTYTa, YTBEPKIAECHHOM IpHuka3oM oT 19 suBapsa 2005 r. Ne 02, ...".

Ecnu TekcT comepKUT HECKOJIBKO MOPYYEHHH, PEIICHWH, BBIBOJOB M Jp., B TEKCTE
BBIIEIISIIOTCS Pa3/A€ibl, OAPa3AeIbl, IyHKTHI, OITYHKTHI.

B Tekct moxkyMeHTa MOTYT BKJIHOYAThCs (PparMeHThl, 0hOpMIIEHHBIE B BUJIE€ TAOIUIBI UITU
AHKETBHI.

Crpanuubl  Tekcra  (ciyxeOHO€  MHCbMO,  OpPraHU3allMOHHO-PACHOPSAUTETbHAs
JOKYMEHTAIMsl, CIPaBOYHO-MH(OpMAIMOHHAsT JOKYMEHTAalMsg) HyMepyloTcs apadCKHUMU
nudpamu nocepeauHe BEPXHero MmoJisi J0KyMeHTa.

4.4.12. OT™MeTKa 0 HAIMYMH NPUJI0KEHHIT

OrMeTka 0  HAJIMYMM  NPWIOKEHMH  UCHOJB3yeTcsl  HpH  OQOPMIICHUU
COIIPOBOJUTENBHBIX TUCEM U NMPWIOKEHUH K ITPUKAa3aM, paclopsKEHUAM, IIaHaM,

nporpaMmam, OT4eTaM, JOroBOpaM, IMOJIOKEHUSAM, MpaBHJIaM, MHCTPYKIHUSAM U JIPYTUM
JOKYMEHTaM.

Ecnu 1OKyMEHT HMeEeT NpUIIOKEHHs, Ha3BaHHbIE B TEKCTE, TO OTMETKa O HHX
oopmitsiercs o creayromiel popme:

[Tpunoxenue: Ha 10 1. B 3 3K3.

Ecnu nmpunoxkeHus B TeKcTe HE Ha3BaHbl, TO HEOOXOAMMO MEPEUUCIUTh UX Ha3BaHMS,
KOJIMYECTBO JINCTOB U IK3EMIUIIPOB KaKJIOTO.

[Ipn HanMMUMK HECKOJIBKUX MPUIIOKEHUN OHU HyMEPYHOTCS:

[Ipunoxenue: 1. [lItaTHOE pacnncanue Ha 4 J1. B 3 3K3.

2. Cmera pacxoz10B Ha 4 J1. B 3 3K3.

Ecnu npunosxenust cOpoiopoBaHbl, TO KOJIUYECTBO JUCTOB HE YKa3bIBAIOT.

Ecin Kk 1OKyMeHTy mHpuiaraercs Ipyrod IJOKYMEHT, TaKKe HMMEIOIIMN IMPHIIOKEHHUE,
OTMETKY O HaJMYHUH MPUTIOKEHUS O(OPMIISIIOT CISAYIOMUM 00pa3oM:

[Tpunoxenune: nuceMo Pocapxusa ot 05.06.2005 Ne 02—6/172

C IPWJIOKEHUEM, BCEro Ha 3 JI.

Ecnu npuinosxeHue HanpasisioT HE BO BCE YKa3aHHBIE B JOKYMEHTE a/ipeca, TO OTMETKY O
€ro HaJTMIuH O(hOPMILSIIOT CISAYIOIUM 00pa3oM:

[Ipunoxenue: Ha 3 1. B 5 3K3. TOJIBKO B MEPBBI aapec.

[TpunoxkeHuss JOMKHBI OQOPMIISITbCS HAa CTAHAAPTHBIX JIMCTax U UMETh BCE
HEOOXOIUMBbIE AN JIOKYMEHTOB  PEKBHM3MTHI  (HAMMEHOBAaHWE, 3arojioBOK,  MOAMUCH
PYKOBOAMTEINEH MOAPA3ACIICHAN, OTBETCTBEHHBIX 33 UX COJIEp)KaHUE, OTMETKY O COTJIaCOBAaHUU
U T.J.).

Ha npunoxxeHnn x pacrnopsiAMTEIbHOMY JOKYMEHTY B IMPaBOM BEPXHEM YIJIy CTaBUTCS
OTMETKA C YKa3aHUEM Ha3BaHUs PACIOPSIUTEIBHOTIO JOKYMEHTA, €r0 JjaTa U HOMEp.

Hanpuwmep: [punoxenue Ne 2

K npukasy MunoOpHayku Poccun

ot 08.10.2011 Ne 623

(LIeHTpOBKA MO CaMOil JUIMHHON CTPOKE)

unu [Ipunoxenne Ne 2
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K pukasy MunoOpHayku Poccun

ot 08.10.2011 Ne 623

(OTHOCHUTEJBHO JIEBOTO Kpasi)

OTmeTKa O NPUIOKEHUHM MPOCTaBISETCS Ha IMEPBOM JIUCTE MPHIOKEHHS B MPABOM
BepxHEM yriry. Eciy npunoxeHuil HECKOJIbKO, OHU HyMepyroTcs, HanpuMmep: Ipunoxkenue Ne 1,
[Ipunoxenune Ne 2 u 1. 1. Eciiu npunoxeHne 0HO, OHO HE

HyMepyeTcsa. B oTMeTke 0 NpuiloKeHMM yKa3bIBaeTCsi HAMMEHOBAaHUE BUAA OCHOBHOI'O
JIOKYMEHTa, €ro JaTa U HOMep:

[Ipunoxxenue

K npuka3y Pocapxusa

ot 15.03.2010 Ne 35

Ecnu npunoxeHueM K JOKyMEHTY (Hampumep, K IMpHKa3y) SIBISETCS yTBEPHKIAAEMBbIi
JOKYMEHT (IIOJIOKEHHE, MpaBUia, HMHCTPYKIMs, PpErjaMeHT), B BEpPXHEM NPaBOM YTy
MIPOCTABIISIETCS OTMETKA O IPUIIOKEHUH, HIXKE — TpU( yTBEPKACHUS TOKYMEHTa, HallpUMep:

[Ipunoxenne Ne 1

YTBEPXIEHO

npuka3zom Pocapxusa

ot 12.11.2011 Ne 12

4.4.13. I'pu¢ cornacoBanust

CornacoBaHue NMPOEKTa TOKyMEHTa C JPYTMMU IOCYyJAapCTBEHHBIMU OpraHaMH BIIACTU U
OpraHu3alMsIMU, HHTEPEChl KOTOPBIX B HEM 3aTparuBaroTcs, 0popMIISIOTCs rpudom

corimacoBaHus. lIpoekT [OKymMeHTa MOKET OBbITh COIJIaCOBaH HENOCPEACTBEHHO
JOJDKHOCTHBIM JIUIIOM, IIPOTOKOJIOM KOJUIETHAILHOTO OpraHa WM CIIy>KeOHBIM IHCEMOM.

[Ipu HEOOXOIUMOCTH OIIGHKH IIeJIeCO00OpPa3HOCTH JOKYMEHTa, €ro OOOCHOBAHHOCTH M
COOTBETCTBHSI  JICHCTBYIOIIEMY  3aKOHOJATEIbCTBY W  IPAaBOBBIM  aKTaM  [POBOAMUTCA
cornmacoBaHue JokyMmeHTa. CoriacoBaHhMe MOXET MpPOBOJAUTHCS KaK BHYTPU  BYy3a
(mozmpaszneneHusMU M JOJDKHOCTHBIMH JIMIIAMHU), TaK M BHE €ro (C TNOAYMHEHHBIMH U
HENOJYMHEHHBIMHU OpraHu3alusIMu).

Buytpennee coriacoBanue ogopmiseTcsi MyTeM BH3MPOBAaHUS IPOEKTa JIOKyMEHTa
JOJKHOCTHBIM JIMIIOM. Bu3a BKItoyaeT B ce0sl TOJKHOCTh BU3UPYIOLIETO, JTUYHYIO MOAMNKCH, €€
pacmpoBKy, laTy BU3UPOBAHMA. 3aMeuyaHHs U JIOMOJHEHUS K TMPOEKTy JAOKYMEHTa MOTYT
M3JIaraTbCs Ha OTAEIBHOM JIMCTE, O Y€M IPU BU3MPOBAHWM CTABUTCS OTMETKAa '3aMedaHus
npuiaratoTea”. 3ameyanus 00s3aTeNIbHO TOKIIAABIBAIOTCS JIHILY, MTOIMTUCHIBAIOIIEMY JOKYMEHT.

['pud cormacoBaHusi NMPOEKTOB OPraHU3AMOHHON JTOKyMEHTalUuu O(OopMIISeTcs MOJ
pexBu3uToM "[loAnuch TOMHKHOCTHOTO JHIa" OIHXKe K HUKHEMY TOJTI0 JTOKYMEHTA.

[Ipu cornmacoBaHMM MPOEKTa PacIOPSIUTENBHOIO JOKYMEHTa (TpUKa3, paclopsbKeHue)
BU3bI COIJIACOBAHUS TPOCTABIISIOTCS HAa OOOPOTHOH CTOpPOHE MOCJIETHEero JHCTa MpPOeKTa
JIOKYMEHTA.

BHeminee cornacoBanue opopmisieTcss COOTBETCTBYIOUMM rpudom. I'pud cormacoBanus
pacrojaraercsi HWKe MOAMNKMCH Ha JIMIEBOM CTOPOHE JAOKYMEHTa U BKJIOYAaeT B ceOs CIOBO
COI'JTACOBAHO (mponucHbIMH OykBamMu 0e3 KaBbIYeK W /IBOE€TOYHMIi), HAMMEHOBaHUE
JNOJDKHOCTH  JIMIIa, C KOTOPBIM COTJIACOBBIBACTCS JTOKYMEHT (BKJIIOYash HaUMEHOBaHHE
OpraHu3aliK), TUYHYIO MOANUCH, PACIIH(POBKY MOJIMUCH U 1aTy COTJIACOBAHUSI.

Hanpumep:

COT'JIACOBAHO

3aMecTuTeNb MUHUCTPA 00pa3oBaHus U

Hayku Poccuiickont denepanun

JInuHas moANMUCh UHUIUAIBL, (haMUITHs

05.10.2000

Ecnu cornacoBanue mpoBOAUTCS C KOJUIETHATBHBIM OpraHOM HJIM IMOCPEJICTBOM MHCHMA,
TO rpu cormacoBaHusi 0(HhOpMIIIETCS CIEAYIOIUM 00pazoM:

COT'JIACOBAHO
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[Iporokon 3acenanusi (HAMMEHOBAHHE

KOJUIETHAJIFHOTO OpraHa)

ot 10.12.2000 Ne 06

COT'JIACOBAHO

[Tucemo Munobpnayku Poccun

ot 12.05.2000 Ne 06-15/1945-P

I'pudbr cormacoBanus MOTYT pacroyiaraTbcsi Ha OTACTBHOM JIMCTE COTJIACOBAHMS, €CIIU
cCoJiep’)KaHUE JIOKyMEHTa OTpa)kaeT MHTEpechl HECKOJbKHUX opraHusanui. Ha moxymente
nenaercst orMetka "JIuct cornacoBanus npunaraercs'.

BHemHee coryiacoBaHue B 3aBHCHUMOCTH OT COJAEp:KaHMS JTOKYMEHTa OCYILECTBISIETCS B
CIIEYIOIIEN OUEPETHOCTHU:

C TMOJABEJIOMCTBEHHOIO MHCTUTYTa W CTOPOHHMMM OpraHM3allMsIMHM, KOTJa OHH
BBICTYTIAIOT 0053aTENbHON CTOPOHOW B MPABOOTHOIICHUSX, BO3HUKAIOIIUX BCIICICTBUE M3AAHUS
JIOKYMEHTA, UJTH, KOT/1a CO/Iep KaHue JOKYMEHTa OTpaskaeT UX HHTEPECHI;

C OOIIECTBEHHBIMH OPTaHU3AlIMUSAMHU — B CIy4asX HEOOXOJUMOCTH WIH B CIydasx,
MPElyCMOTPEHHBIX MOJIOKEHUSAMU 00 3TUX OpraHU3aIHsIX;

C OpraHami, OCYILIECTBJSIOIIMMU TOCYAapCTBEHHBIM HAJABEAOMCTBEHHBIM KOHTPOJIb
(Ham30p) B ompeieICHHOW 001acTH (9KOJTOTUYECKHM, TTOXKAPHBIN U T.11.);

C BBIIIECTOAIIMMU OpraHu3alUsiIMU — B  CJIydyasx, KOIJa 3aKOHOJATeIbCTBOM
MpelycCMaTpUBAETCsl BO3MOXKHOCTh COBEpUICHMSI yNPABICHUECKUX JCHCTBHM TONBKO C
pa3peuieHust STUX OpraHu3alui.

4.4.14. Bu3za coriiacoBanusi

CornacoBanve MpOEKTa JOKyMEHTa C JODKHOCTHBIMU JIMIAMU M CIEUUAIUCTaMU
oopMIIsieTCsI BU3OM.

Buza Bxitowaer B cebs JTUYHYIO TOJMUCH, pacmiupoBKY mMOAMHCH (MHUIHAIIBI,
bamunust) u gary. llpu HeoOXoaUMOCTH yKa3bIBaeTCsl HAMMEHOBAaHUE JOJDKHOCTH JIUIIA,
BU3MPYIOIIETO JOKYMEHT, HAIIpUMED:

PykoBogurens FOpuandeckoro nenapraMmeHTa

[Mognuce . O. Gamunus

ara

Ha noxymeHTax, NOMJIMHHUKH KOTOPHIX TIOMEIIAIOTCS B Jejia WHCTUTYya, BH3bI
MPOCTABJISIIOTCS HAa OOOPOTHOM CTOpPOHE TMOCJIETHEro JIMCTa JOKYMEHTa  (IIpHKa3bl,
pacropsiKeHus u JIp.).

B cay:ke0HBIX MHCbMAaX BU3bl IPOCTABJISAIOTCH HA KONHUHM JOKYMEHTa, oMelaeMoi
B /1eJI0 CTPYKTYPHOro mnoJpasiejeHus (MUCIOJHHUTEs1), MJIM Ha O0OPOTHOH CTOpOHe
MocJIe/IHero JINCTA MOAJTUHHHUKA, eCJIM MIUCbMO TepechliaeTcs aapecary no GpakcuMUJIbLHOM
cBfA3M 0e3 10ChLIa MOAJIMHHHMKA 110 IoYTe.

Ha BHYTpeHHUX HH(GOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTAX (JOKJIAIHBIX, CITyKCOHBIX,
AQHAIMTUYECKHX 3alMCKaxX, CIPaBKax M IPYTHX JOKYMEHTaX) BU3bI MPOCTABISIOTCS HA JTUIEBOM
CTOPOHE MOCJIEHETO JUCTa JOKYMEHTA MO/ MOANHUCHIO, OJMKE K HUKHEMY TOJIIO.

JlomyckaeTcsi MOJIMCTHOE BU3UPOBAHUE JOKYMEHTA M €ro MPHIIOKEHUH (J0roBOpHI).

[Ipy Hanmmuum 3amMeyaHui, 0COOBIX MHEHHH, JOMOJHEHHN K MPOCKTY JOKYMEHTa BH3a
JIOTIOJIHAETCSI COOTBETCTBYIOIIUM yKa3aHUEM, HAIPUMED:

Nmerotcs 3ameuanus (CoriaceH ¢ y4eToM 3aMe4YaHui u Jap.).

PykoBonurens FOpuauueckoro genaprameHTa

IMoamuces U. O. ®amunusa

JlaTa

3aMmeuaHusi, MHEHHMS O NPOEKTE JOKyMeHTa O(OpMIISIOTCS Ha OTIEIBHOM JIUCTE U
MIEPEAI0TCS UCTIOTHUTEIIO.
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4.4.15. lloanuch JOMAKHOCTHOIO JTHLA

JIOKyMEHTBI, HampaBiiieMble WHCTUTYTOM B BBILIIECTOSIIIME OPraHbl M YUPEKACHUS,
OpraHM3allMM, MOANUCHIBAIOTCS PEKTOPOM, IPOPEKTOpPaMH, PYKOBOIUTENSMU CTPYKTYpPHBIX
Mo/ipa3ziesieHu i 10 MOPYUEHUIO PEKTOopa.

JIOKYMEHTBI, HalpaBisieMble HHCTUTYTOM B aJpec APYTUX OpraHu3alui, YUpexIeHUNn U
MPENNPUITUIA, MOTYT MOJIUCHIBATHCS PYKOBOIAUTEISIMU CTPYKTYPHBIX MOJIpa3zesieHuil By3a IO
JIOBEPEHHOCTH, O(OPMIIEHHOH Ha COOTBETCTBYIOIIEM OJIaHKE, 3aBEPEHHOH M CKpEIUIEHHOMH
OTTUCKOM IrepOoBOil meyaTy MHCTUTYTA.

B cocTaB noanvicu BXOJAT:

HauMEHOBaHUE JOHKHOCTH, JIMYHAs MOJIUCH U ee paciin@poBKa (MHULKAIbBI, (aMUIINs)

Hanpumep:

PykoBonutens Iloonucey U. O. ®amumnus

B nokyMeHTax, NOATOTOBIEHHBIX KOMHCCUEHN, HE YKa3blBAlOTCA JOJDKHOCTH JIMIL,
MOJMUCHIBAIOIINX JOKYMEHT.

[Ipn noamMcaHum NOKyMEHTa HECKOJIBKUMH JIOJDKHOCTHBIMM JIMIIAMM HX IOANNCU
pacrnojarailoT OJHY TIOJA Jpyrod B TOCJIEI0BAaTEIbHOCTH, COOTBETCTBYIOIIEH HepapXuu
JOJKHOCTH.

[Tpu moanucaHuy AOKyMEHTa HECKOJBbKHMHM JINLAMU PABHBIX JOJKHOCTEH WX MOJIUCH
pacnosararoT Ha OJTHOM YPOBHE.

Eciin p10o/1:KHOCTHOE JTHIIO, TOANKMCH KOTOPOIr0 3aroTOBJIeHA HAa NMPOeKTe J0KYMEHTA,
OTCYTCTBYeT, TO JOKYMEHT JOJIKeH NMOANUCHIBATH 3aMECTUTEIb PYKOBOIUTENS, MMEIOLIUI
MIPaBO MOJIUCHIBATh JOKYMEHTHI 3a PYKOBOJMTENS, WM MHOE JOKHOCTHOE JIMIO, MMEIoLIee
MPaBO MOJAIMKUCH B COOTBETCTBUH C MPUKA30M O paclpe/ieIeHud 00si3aHHOCTEH (JeernpoBaHuM
MOJIHOMOYMI), TpU O3TOM YKas3blBaeTcs (pakThyeckass MAODKHOCTh JIMIlA, MOJIHCABIIETO
JOKYMEHT, M €r0 HHUIIHAIIBL, U (paMuiIus.

[Ipy monmucaHuM JOKYMEHTa JIMIIOM, B COOTBETCTBUU C MPHUKA30M, HCIOJHSIOIIUM
0053aHHOCTH BPEMEHHO OTCYTCTBYIOLIETO PYKOBOIUTENS (OTHMYCK, OOJIe3Hb, KOMaHIMPOBKA),
MOAMHUCH OPOPMIISETCS CISAYIOMUM 00Pa3oM:

W.o. 3amectutens munuctpa [loonuces U. O. ®amunus

WIIH:

Wcnonusromuii 06s13aHHOCTH

3amectuTens MuHUCTpa [loonuce U. O. Gamunmst

He pomyckaercss moamucaHue AOKYMEHTOB € NpeAJoroM ''3a" wim npocrabjieHHe
KOCOIi 4epThl Nepe] HAMMEHOBAHMEM /10/KHOCTH.

PacmiuppoBka moamucH pacnoJiaraercd Ha YpPOBHe IOCJIEAHEH CTPOKH
HAHMMEHOBAHUS [0JLKHOCTH C NpodesioM Mexay MHHHHAJaMu U pamuinueit. Ilociaennss
OykBa B paclin(ppoBKe OrpaHUYNBACTCS MPABLIM I0JIEM.

4.4.16. I'pu¢ yrBepxaeHus

Oco0bIM c1I0COO0M BBEICHUS TIOKYMEHTA B JICHCTBHUE SIBJISETCS €0 YTBEP)KICHHUE.

I'pudom "VYTBEPXKIAI" Moxer mnpunaBatbCs IOpUAMYECKas CUIa CIEAYIOLIUM
JOKYMEHTaM:

1) noBecTkH 3aceiaHuil KOJIJIETUNA, KOMUCCHIA, pab0oYUX TPYIII, COBELIaHHUH, CEMUHAPOB;

2) MIaHbIL:

y4eOHbIe; MPOU3BOJCTBEHHBIE: CTPOUTEIbHO-MOHTAXKHBIX, MPOEKTHO-U3bICKATEIbCKUX,
HAYYHO-HMCCIIEJOBATEIbCKUX PAa0OT; BHEAPEHHUS HOBOW TEXHUKHU; MO KAHUTAIBHOMY PEMOHTY;
paboThl KOJUIETUHM, HAyYHO-TEXHHYECKOTO COBETa, YYEHOTO coBeTa M T.J. (YTBEp:KIAlOTCS
PEKTOPOM, TPOPEKTOPAMU — IO 3aKPEIVICHHBIM B PacHpeAesieHUH 00s3aHHOCTEH KypHUpYeMbIM
HAIpPaBJICHUSIM  JIEATEIbHOCTH); pabOThl CTPYKTYpHBIX TMoJpa3AefeHuil (yTBEp>KIaroTCs
IIPOPEKTOPAMHU 110 HAIPABICHUIM);

3) rpaduku paboThl, 1EXKYPCTB, PEKUM CMEHHOCTH, CXEMBI U JPYTHe MPOU3BOJICTBEHHBIE
JOKYMEHTBHI;
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4) (uHAHCOBO-XO3AWCTBEHHbIE JIOKYMEHTBI: CMETbI, CYeTa, BEJIOMOCTH, OaJlaHCHI,
OTYEThl, albOOMBI YYETHON JOKYMEHTAlMH, aKThl Mepefaud JEHEXKHBIX CpPEICTB, 3JaHU,
MIOMEIICHUH, TPAaHCIOPTHBIX CPEJACTB, OPITEXHUKM M HMHOTO HMYIIECTBA, aKThl CIHMCAHUS
UMYILECTBA, AaKThl pPEBHU3UI, TNPOBEPOK, MHBEHTapU3aluu (YTBEPKIAIOTCA PEKTOPOM,
MIPOPEKTOPOM IO FKOHOMHUYECKUM BOIIPOCAM, KypUPYIOIIUM (PUHAHCOBYIO JACATEIBHOCTD);

5) aKThl: MPOBEPOK W PEBU3UH; IMpUEMa 3aKOHYEHHBIX CTPOUTEIHCTBOM OOBEKTOB,
00OpYyJOBaHUS; HKCHEPTH3Bl; MepeJadyd Jel MpU CMEHE pPYKOBOJHUTENS CTPYKTYpHOTO
MoJipa3ieNieHus ; TUKBUAAIMH CTPYKTYPHBIX MOApPA3IEIeHUN U T.11.;

6) apXuBHBIE TOKYMEHTBI: OIUCHU JEJN MTOCTOSIHHOTO, JOJrOBPEMEHHOIO XPAHEHUS, aKThl
nepeau apXUBHBIX JI€]T Ha IOCTOSIHHOE XpaHeHue, IpueMa—Tiepeaayn Jell, akKThl YHUUTOXEHUS
JOKYMEHTOB C UCTEKIIUMH CPOKaMH XpaHEHU U Ip.;

7) nonoxkeHusi (0 CTPYKTYPHOM TMOApa3AesieHnH, 00 OrjiaTe TPy/a, O CTHICHINAILHOM
obecrniedeHnr 00yJaroIuXcs U T.11.);

8) WHCTpYKIMH: O TIpaBaXx U OOSI3aHHOCTIX pAOOTHUKOB HWHCTUTYTa;, IO
JOKYMEHTAI[HOHHOMY OO0ECIICUEHHUIO yNpaBlIeHUs (JIeJIONPOU3BOJICTBY); TEXHUKE 0€30MacHOCTH
U T.J.;

9) npaBuiia BHyTPEHHETO TPYIOBOTO PACHOPSIKA;

10) 3amanus (Ha TPOEKTHPOBAHHWE OOBEKTOB, TEXHUYECKUX COOPYKECHHH, KAUTAIBHOE
CTPOMTEIBCTBO; HA IPOBENECHUE HAYYHO-HCCIEA0BATENbCKUX, MPOEKTHO-KOHCTPYKTOPCKUX H
TEXHOJIOTHYECKUX padoT);

11) HopmaTuBBI (pacxoja ChIpbSi, MaTEpUANIOB, 3JEKTPOIHEPTHU; TEXHOJIOTHUECKOTO
MIPOEKTUPOBAHUS; YUCIIEHHOCTH PAOOTHUKOB U T.1.);

12) otuersl (0 paboTe CTPYKTYPHBIX MOJpPA3JEICHUIN, O AEATEIbHOCTH HWHCTUTYTA,
KOMaHJAMPOBKaX, HAy4YHO-HCCIIEI0BATENbCKUX paboTax u T.11.);

13) nepeuynu (1OMKHOCTEH PaOOTHUKOB ¢ HEHOPMUPOBAHHBIM pabOYMM JIHEM; THUIIOBBIX
JOKYMEHTOB, OOpa3yIOIIUXCsl B JIEATEIbHOCTH WHCTUTYTA, CTPYKTYPHBIX IMOAPA3JCICHUN U C
YKa3aHUEM CPOKOB XPaHEHMsI IOKyMEHTOB U T.11.);

14) nmporpammel (paboune yueOHbIe, MPOBEACHUS PAOOT M MEPOTIPUSATH);

15) pacuieHku Ha MPOU3BOJICTBO PadoT;

16) cTpyKTypa U mTaTHAs YUCIEHHOCTD; ITATHbIE PACIIMCAHMS U U3MEHEHUS K HUM;

17) Tapu¢Hbie CTaBKH;

18) popmbl yHUPHUIMPOBAHHBIX TOKYMEHTOB U T.1I.

IIpu odopmienun rpuda yTBEp>KACHUS HEOOXOAMMO COOOJaTh clenyomee: rpud
YTBEP)KICHUSI TOMEIaeTcsi B TMpaBOM BepXHEW YacTH JIOKyMEHTa, COCTOUT U3 CIJIOBa
YTBEPXIAIO, YVTBEPX/IEHO (0e3 kaBbluek M medyaraercs NPONMCHBIMH OyKBaMm),
COTJIACOBAHHOTO B POJIE M YUCJE C BUAOM YTBEPKIAEMOIO JOKYMEHTa, HAaMMEHOBaHHUS BHJA
JOKyMEHTa B TBOPHUTEIbHOM TMaJeKe, IOJHOTO HAWMEHOBAaHUS JIOJDKHOCTH  JIMIIA,
YTBEPKIAIOIIETO JOKYMEHT, JINYHOU MOJIUCH, €€ paciin(pPOBKHU U 1aThl YTBEPKIACHHUS.

Hampumep: YTBEPXIATO

PykoBoautens denepanbHOTO

apXMBHOT'O areHTCTBA

Iloonucey U. O. ®amumnus

JlaTa

JIOKYMEHTBI YTBEp)KIAIOTCS PEKTOPOM M MPOPEKTOPAMU HMHCTUTYTA, BBIIIECTOSIIIUMU
WIA MEXBEJIOMCTBEHHBIMU OpraHaMM, OOIIECTBEHHBIMU OPTaHU3AMsIMHU, B KOMIIETECHIIUIO
KOTOPBIX BXOJUT pPEIICHNE BOIPOCOB, N3JIOKEHHBIX B YTBEPKIaEMbIX JOKYMEHTAaX.

YTBepk/eHHE JTOKYMEHTa MPOMU3BOJMUTCSA IPOCTaBICHUEM Trpuda yTBEpKICHHUS WU
U3JIJaHUEM PaclopsAUTEIBHOrO JOKYMEHTa (B TeX clydyasiX, Korjaa TpeOyroTcs JONOJHUTENbHbIE
NPEIMUCAHUS U Pa3bICHEHUS).

YTBEPX/IEHO

npukazom 4Y BO «UT"'A»

ot 00.00.0000 Ne 000
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[lonoxxennss o ¢uamanax, HUHCTUTYTaX, LEHTpax, (QaKyiIbTeTaX, CTPYKTYpPHBIX
MoJpa3feNieHusIX M T.I. MOAJEXAT YTBEPKICHHIO PEKTOPOM MHCTUTYTa M NPUOOPETaroT
IOPUINYECKYIO CHITYy TOJIBKO C MOMEHTA UX YTBEPKICHHUS.

BHocuTh Kakue-In00 M3MeHeHHMs U 100aBJeHHs B NMOANUCAHHBIE (YTBepKIAEHHbIE)
AOKYMEHTHI 0e3 paspelieHust JMIA, OANMCABIIET0 J0KYMEHT, He 101y CKAeTCs.

OTBETCTBEHHOCTh 32  KAayeCTBO IOJATOTOBKM  JOKYMEHTOB W  JIOCTOBEPHOCTH
COJEpXKAIIMXCAd B HUX JaHHBIX BO3JIAraeTCsA Ha JIMLA, MOATOTOBUBIIUX, 3aBU3UPOBABIIUX U
MTOANMUCABIINX JTOKYMEHTHI.

4.4.17. OTTHCK NEYaTH

[leyatp sBAsIETCSI COCOOOM MOATBEPXKACHUS MOJIMHHOCTH MOAMHUCH JIOJKHOCTHOTO
quuna Ha JokyMmeHte. [ledars craBUTCA Ha JOKYMEHTaX B Clly4asX, IPEAyCMOTPEHHBIX
3aKOHOJIaTEIbHBIMHU WJIM HHBIMA HOPMATHUBHBIMU IIPABOBBIMH aKTAMH.

OTTHCK — M300pakeHue KIIMIIe NeJaTH Ha Oymare.

[IpocTele medaTn C HAaWUMEHOBAHMEM CTPYKTYPHBIX IOAPA3ACICHUA HWHCTUTYTA
UCIIONIB3YIOTCA I IOATBEPXKACHUSA IMOJIUHHOCTH IMOANMCH JOJDKHOCTHOIO JIMIA OTHUX
noapasaeneHnid. IIpaBoM mMonb30BaHMA NPOCTBIMM IE€YATAMH BO3HUKAET B CTPYKTYPHBIX
MOAPA3AEICHUAX C MOMEHTA YTBEPXKICHHUS IIOJIOXKEHUS O COOTBETCTBYIOLIEM CTPYKTYPHOM
MO/APAa3/IeJICHNH, B KOTOPOM OIIPENEIAETCS HATMYUE TIeYaTe.

HaumenoBanue MecTo XpaHeHus IIpumeHnenue

1 2 3
I'epOoBas neuats | Cexkperapuar Ha noxymeHTax, noANMCaHHbIX WX
No 1 YTBEPKJICHHBIX PEKTOPOM, UITH

npopekropamMu. TONBKO HAa IOKYMEHTAX,
TpeOyIOMIMX 0COO0T0 yIOCTOBEPEHHS UX
noiMHHOCTH. (MHCTpyKIus 0 mpaBe
M0JIb30BAHUS MI€YaTsIMU U HITaMIIaMH,
MOPAAKE UX U3IrOTOBJICHHUA, YUC€TA U
XpaHEHUs B UHCTUTYTE, Jajee -

WHcTpykuus)

I'epboBas nevars | ['maBHBIN Oyxrantep Ha ¢unaHCOBBIX TOKyMEHTax,

Ne 2 HOJITMCAHHBIX WU YTBEP KIEHHBIX
pexTopoM (mpopektopamu) (cm. m. 1.11
WHceTpykuun)

Manasa nedats HupexTop punmana Ha noxkymeHnTax, noJnMcaHHbIX UIIU

bunmana YTBEPKJICHHBIX TUPEKTOPOM (pritHaa.

Tonpko Ha TOKYMEHTaX, TPEOYIOIINX
0CcO00TO yJIOCTOBEPEHHS UX MOJTMHHOCTH
(cm. m. 1.11 MHCTpYKITNK)

ITeuaTs oTnena Otnen kaapos Ha tpynoBbIX KHMJKKaX, ClIpaBKax, KOMUAX,

KaJIpoB BBINIUCKAX U JPYTUX JOKYMEHTAaX,
YTBEPKICHHBIX HAYaJIbHUKOM YIIPaBJICHUS
KaJipaMu

[ITamMmbr VY pykoBoaurenei Ha noxymeHTax, noANMCaHHBIX WU

CTPYKTYPHBIX NOJpa3AeeHUIl | yTBEPKACHHBIX PYKOBOAUTEIIMU
WJIY JIML, OTBETCTBEHHBIX 32 CTPYKTYPHBIX ITOIPA3/ICICHUN, a TAKXKe Ha
BEJICHME JIEJIONPOU3BO/ICTBA B | KOIUAX U BBIIMCKAX U3 JOKYMEHTOB,

CTPYKTYPHBIX HaNpaBJIsiEMbIX B CTOPOHHUE OpraHU3aINH
MOAPa3ACIICHUSIX
VYrnosoit mramn | Cekperapuar Ha tumnoBbix 61aHKax, mTUChbMax, He

HMCIOIIUX YTJIOBOI'O HITaMIIa,
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| 0(OpMIIEHHOTO THIIOTPaCKUM CIIOCOOOM

OTTHCK TeyaTH CleQyeT MPOCTAaBIIATh TaKUM 00pa3oM, 4TOObI OH 3aXBaTbIBAJl YacTh
HAaUMEHOBAHHUSA JTOJKHOCTH JIMLA, MOAMUCHIBAIOLIETO JOKYMEHT, U HAa4ajo MoAnucH (2-3 Mm).

[IpocraBnenue oTTHCKa NeyaTH Ha JOKYMEHTE MMEET HEMaJOBa)kKHOE 3HaueHue. [leuath
HE JIOJDKHA 3aKpBIBATh MOJHOCTHIO JIMYHYIO MOAMKUCH JOJKHOCTHOTO JIUIA, TaK KaK 3TO JIeJaeT
HEBO3MOKHBIM €€ CIIMYEHHE C MOJANUCIMH Ha APYTUX AOKyMEHTaX WM Ha oOpas3nax MOANHCU
(To ecTh ee WAECHTU(UKALMIO B KauyecTBE MOJJIMHHOMN). VMHOrna Takoe MpocTaBiCHHE IMEeYaTH
ObIBaeT HAMEPEHHBIM, TOTOMY, YTO 32 JOJDKHOCTHOE JIMIIO MOIMHUCHIBAIOCH HEYTIOJTHOMOYEHHOE
muno. IlomoOHBIT TOKyMEHT MOXET HWMETh NpPU3HAKK TMOJAEIBHOTO JIOKyMEHTa U
CBHUJIETEIILCTBOBATH O HEOOPOCOBECTHOCTH.

OTTHCK TedaTd Ha JOKyMEHTE€ HE JOJDKeH OBITh CIMIIKOM TYCTOM WM CIUIIKOM
ONeIHBIN, a TaK)Ke C YACTUYHO OTCYTCTBYIOIIMM H300pa)keHueM (0ObIYHO OBIBAaET MpH cllabom
Haxkume). OTTHCK J10JKEH ObITh YETKUM U YJJ000UHNTAEMbIM.

[leyatb CBUIETENBCTBYET O Ba)XKHOCTU JOKYMEHTA, IOATOMY HE CIEAYET JOIYyCKaTh
OlMOOK MpHU ee MPOCTaBICHUU. B MpOTUBHOM ciiyyae BO3MOKHO BO3HMKHOBEHHME HETAaTHBHBIX
CUTyaluil Kak y paOOTHMKA, JMILIEHHOTO BO3MOXXHOCTH J0Ka3aTb CBOM IIpaBa IPEIbsBICHUEM
JOKYMEHTa, Tak U y paboTolaTels, PUCKYIOLIEro ObITh MPHUBJICYEHHBIM K aJIMUHUCTPATUBHOMI
OTBETCTBEHHOCTH 3a HapyLIEHHE MOPSJIKA BEICHUS JI€TIONPOU3BOJICTBA.

Ecmu dopma moxymenrta umeeT nmometky «Mecto mis nedatn», «MID», «CTaBUTh TOYHO
B KpyI», [1e4aTh JOJKHA pacIojaraTtbCsi CTPOro B TPaHUIIAX YCTAHOBJIEHHOM 30HBI.

He nomyckaercss mpocTaBieHHE OTTHUCKOB IedyaTeid M INTaMIIOB Ha JOKYMEHTaX U
MaTepHalax, He OTHOCSIIMXCS K cepe NesTeNbHOCTH HHCTHTYTA.

[lepeueHb JOKYyMEHTOB, HAa KOTOPBIX MPOCTABISAETCS OTTUCK ITepOOBOI MeyaTH:

- axkmul (NpUEMa 3aKOHYEHHBIX CTPOMTENCTBOM OOBEKTOB, 0OOPYHIOBAHMS,
BBITOJIHEHHBIX Pa0OT, CIIUCAHMS, SKCIIEPTHU3HI U T.11.);

- 0ogepennocmu;

- TPaKJaHCKO-TIPaBOBBIE JOIOBOPHI;

- 3a0anua (Ha TIPOEKTHPOBAHHE OOBEKTOB, TEXHUUYECKHUX COOPYKEHMH, KaluTaibHOE
CTPOMUTEIBCTBO, TEXHUYECKUE U T.1.);

- 3aaeéku (Ha 00Opy0BaHUE, H300pETEHUE U T.11.);

- 3aa6nenua (Ha akKpeaIuTHB, 00 OTKase OT akuenTa u T.1.);

- 3aK1104eHuA U OM3bl6bl OPTAHN3ALUI HA AMCCepTaluy, aBTopedepaTsl, HalpaBsieMble
B BBICIIIYIO aTTECTALlMOHHYIO KOMHUCCHIO;

- 00pa3Iipl OTTUCKOB IeyaTel u noanucei pabOTHUKOB, UMEIOUIUX MPAaBO COBEPIICHUS
(bMHAHCOBO-XO035HCTBEHHBIX ONEPAIIHIi;

- TIPEJICTaBJICHUs U XoJaTaiicTBa (0 HarpaKIeHUM OpAeHaMU M MefansMu Poccuiickoit
®depepauuu 4 T.1.);

- nucoma 2apanmuiinsle (Ha BbINOJIHEHUE padOT, yCIIyT, OMJIATY U T.1.);

- nopyuenusn (010)KeTHbIE, OAHKOBCKUE, IEHCUOHHBIE, IJIATeXHbIE (CBOJIHBIC, B 0AaHK) U
T.1.);

- RONI0JICEHUA 0 CMPYKMYPHBIX NOOPA30eNIeHUAX, UHCIMPYKUUU, NPAGUIA U HA Opyzue
JIOKA1bHble aKmpl MVHCTUTYTA;

- RPOMOKO.1bl (COTIACOBAHNUS IIJIAHOB [TOCTABOK U T.J.);

- peecmpyl (4€KOB, OIOKETHBIX MOPYUYEHUI U T.J1.);

- cmembul pacxo0o6 (Ha COJEpKaHUE alapara yrnpaBiIeHHs], Ha IOATOTOBKY U OCBOCHHE
MIPOM3BOJICTBA HOBBIX H3JENHUNA, Ha KaJbKYJSIUIO K JOrOBOPY MOApsAa, Ha KamuTalbHOE
CTPOUTENILCTBO U T.11.);
- cnpaeku (JIUMUTHBIE, O BBIJIATE CTPaXOBBIX CYMM, HCIIOJIb30BAHUU OIO/KETHBIX
aCCUTHOBAaHMM Ha 3apIulaTy, O HAUMCJIIEHHON U NIPUYUTAIOLIEICS 3apIuiaTe, apXUBHBIE U T.1.);

- cneyu@uxayuu (M31eTUH, TPOIYKIIUN U T.1.);

- mumynbHble CHUCKU,
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- ycmae UHCTUTYTa, U3MEHEHUS U IOTIOJHEHUS K HEMY;

- Wmammubsle pacnUcanusa v 3MEHEHUs K HUM;

- mpyooewvie 002060pbl U TOTIOTHUTEIbHBIE COTVIALLEHUS K HUM;

- 002080pbl O MaTEPUATILHOW OTBETCTBEHHOCTH;

- Hazpaoubwle TUCbL;

- Jpyrue JOKYMEHTBI, JJIsI KOTOPBIX 3aKoHOoJaTenbcTBOM Poccuiickoir dexneparuu
npeaycMaTpuBaeTcs MPOCTaBICHUWE OTTUCKAa TepOOBOM meyaTh OpraHu3alMy, XpaHEeHHEe |
MCIIOJIb30BaHUE KOTOPO o0ecreunBaeT cekpeTapuar.

Ha ocranbHbBIX OKYMEHTax, He TpeOYIOUIMX 0COO0ro MOJITBEPXACHUS IMOJUTMHHOCTH,
MPOCTABIISIETC OTTHCK YyJOCTOBEPUTENbHOM TeuaTH, XpaHEHHE M HCIIOJIb30BAHUE KOTOPOil
obecrieunBaeT cekperapuar.

4.4.18. OT™MeTKa 0 3aBepeHUHU KOIUH

Konusi f10kymMeHTa — JOKYMEHT, IOJHOCTBIO BOCHPOHU3BOIAIIMKA HMH(OPMAIIHIO
MOJIJIMHHKKA IOKYMEHTA U €r0 BHEIIHNUE NTPU3HAKU, HE UMEIOIUHN I0PUINYECKON CHJIBI.

4.4.18.1. Ilopsinok 3aBepeHust KONMHU

B TepMmuHONOrMM  [1€JONPOU3BOJCTBA, KPOME TOHSTHUA «KOIUH JIOKYMEHTa»,
UCIIOJIb3YETCSl MOHATHE «3aBEpEHHas KONUs JOKyMeHTa». IIpm 3TOM MMEHHO BTOpOE M3 HHUX
UMeEeT IOPUINYECKYIO CUTTY.

3aBepeHHass KOIUSA JOKYMEHTa — KONMs JOKyMEHTAa, Ha KOTOPOH B COOTBETCTBUHM C
YCTAaHOBJICHHBIM TMOPSIAKOM — MPOCTAaBJISIIOT HEOOXOJIMMBbIE PEKBU3WUTHI, MpHUJAOIIUE el
IOPUANYECKYIO CHITY.

Jlns cBUIETENbCTBOBAHUSI BEPHOCTH KOIMUHU (BBIMUCKM M3 JOKYMEHTA) MOUIMHHUKY
JOKyMEHTa Ha IOCIEJHEM JIMCTE KOMUH (BBIMUCKU U3 JOKYMEHTa), Ha CBOOOAHOM MeECTe IMOA
TEKCTOM C Havana ab3ama odopmisiercss pekBu3utT "OTmeTka o 3aBepeHuu kormu'. Komuwm ¢
JOKYMEHTOB BBIJJAIOTCSI C pa3pelIeHNs HadaJIbHUKOB CTPYKTYPHBIX NOAPA3JEICHUN U TOJBKO C
T€X JOKYMEHTOB, KOTOpPble ObLIM M3JaHbl B HHCTUTYTe M KOTOpPble KACAIOTCH CJIYKeOHOI
AeATeJIbHOCTH JAHHOI0 CTPYKTYPHOI'O OAPAa3Ae/IeHH.

[Tpu BbIIaye KOMUU TOKYMEHT BOCIIPOU3BOJUTCS MOJHOCTHIO (OJIaHK MHCTUTYTa, HOMEP,
7iaTa, CoJlepsKaHue u T.1.).

B mpaBom BepxHem yriy xomnuu numiercs ciaoBo "Komus", mubo mpocraBisieTcs mramin
«Komus».

IIpn BbImAadye KomMM C KOmMH cienyeT nucarth "Komus ¢ konmuu" TOJIBKO C KOIMH,
3aBEPEHHON Ha/JICKAIIUM 00pa3oM.

[Ipu 3aBepeHMM KONUM JOKYMEHTa BHM3Y IOCJ€ IOJHOTO BOCIPOM3BEACHHS TEKCTa
numetcs "Konust BepHa" nim "BepHo" (eciu 3aBepsieTcsl BBIIKMCKA U3 TOKYMEHTA), YKa3bIBAETCs
JOJKHOCTh, TIOJIUCH JIMIIA, 3aBEPSIOIIEr0 KOMUIO, BBIMUCKY, €r0 MHULMANBI U (pamMuius, gara
3aBepeHus, POCTABIIAETCS KpyIJlas [1e4aTh, HalpUMeEp:

[TonnuHHBIA ~ AOKYMEHT HaXxoAWTCs B Jene  (HauMEHOBAaHHWE  CTPYKTYpHOTO
noapasnenenusi) Ne 02/15 3a 2010 rogn.

BepHuo

Benymuii cnermanuct [loonuce Y. O. @amunus

[ara Ilegatn

JIMCcThl MHOTOCTPaHUYHBIX KOMHUH (BBIMUCOK U3 JOKYMEHTa) HYMEpYIOTCS, OTMETKa O
3aBepEeHUH KOMHM JIOTIOJHSETCS YKa3aHMEeM KOJMYECTBAa JIMCTOB KOMUU (BBIUCKUA U3
nokyMeHTa): "Beero B konun _ 51.". Jlonmyckaercs 3aBepsATh OTMETKON "BepHO" KaKblii TUCT
MHOTOCTPAaHUYHOM KOIHMU JOKYMEHTA.

Jluctel mpommBaroTcd BpyuHylo Ha 2 wid 4 mpokona. Ilocne mpommBku 1HCTOB Ha
KOHI[bl MPONIMBHOW HHUTH Ha OOOPOTHON CTOpOHE IMOCJIETHEr0 JIMCTa KOMUU JOKyMEHTa
HakjenBaeTcs JUCT opmaTa A7 UM MEHbIIE, HA KOTOPOM YKa3bIBAIOT KOJIMYECTBO MPOIIUTHIX
JUCTOB, a TaK)Ke€ HAMMEHOBAaHUE JIOJDKHOCTU JIMIA, 3aBEPHBILErO €ro MpOIINWTHE, JUYHYIO
MOJNKCh U paclMPpoBKy noanucu. Kpome 3Toro mpu npomuBKe JUCTOB MPOCTABISAIOT OTTHCK
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neyaT TakuM oOpa3oMm, 4ToObl OH 3aXBaThIBal 4YacTh HAMMEHOBAHMS JIOJDKHOCTHU JUIA U
00OPOTHYIO YacTh TIOCJIEIHETO JIUCTA KOITHH.

Konuu  JOKyMEHTOB  3aBEpsAIOTCS  OTBETCTBEHHBIMH  JIMLAMH,  Ha3HAUYCHHBIMHU
PYKOBOJIUTEISIMH CTPYKTYPHBIX TTOIPA3ICICHUI.

He momyiexar CBUAETEIBCTBOBAHUIO KONMHMM JIOKYMEHTOB, MMEIOIIUX HESICHBIM TEKCT,
MIOTYUCTKU ¥ NHBIE HEOTOBOPEHHBIE HCIIPABIICHHUSI.

Konuu m0KyMeHTOB, mpelHa3HAUYE€HHBIE JUIsI HCIOJb30BaHUS BHE HWHCTHTYTA,
3aBEPSIFOTCS MEYaThIO.

IIpu paccpuike KONMi JOKYMEHTOB, HMMEIOLIMX HOPMATHBHBIM IPaBOBOW XapakTep
(IpUKa3bl, pacropsHKEHUS W T.J.), B CTPYKTYPHBIE TOJpa3eIeHUs] HHCTUTYTA, Pa3MHOKEHHBIE
HK3EMIUIAPHI PACCHIIAEMBIX JIOKYMEHTOB 3aBEPSIIOTCS OTTUCKOM I€YaTH YIPaBJICHHUs ATaMH.

OO0s13aHHOCTH 3aBEpSITh MEYAThIO KOMWHU JIOKYMEHTOB, KacaroIIUXCs NMpaB U MHTEPECOB
rpaxaaH, 3akpervisieTcss B aelctByronieM Ykase [lpesuaumyma Bepxosnoro Cosera CCCP ot
04.08.1983 Ne 9779-X. DOT1OT K€ AOKYMEHT BMECTO clIoBa «BepHO» mpeanuceiBaeT B
3aBEpPUTENIBHOM HAJIMUCH THCaTh Pa3BEPHYTYI0 TEKCTOBYIO KOHCTpYKUHMIO: «Konusa eepma,
NOOMUHMBIL  OOKYMEHM — HAXOOUMCs  6... (VKA3bl8Aemcs HAUMEHO8AHUe CMPYKMYpHO20
noopa3zoenenuss UHCIUMmMyma) ».

JIMuHBIH POCYEPK MPOCTABIISETCS TaK, YTOOBI OH YACTUYHO PACIIONIarajcsi Ha MOCIeTHEM
JHCTE CUIMBA, a YaCTHYHO — Ha NMPUKJIECHHOW MOBEpPX HUTH HaKJIeWKe. 3aBEpPUTENIbHBIA TEKCT
pacrevyaTsiBalOT Ha MPUKJICHBAEMOM JINCTKE JIMOO MUANIYT TaKoi TeKCT BpyuHyr. Hanpuwmep,

eyaToio

poBako ¥ CKpennexon

pommu, “F‘U“‘f“‘e

Komuu nokyMeHTOB, HampaBiisieMble 3a MPEesibl UHCTUTYTA, JOJIKHBI 3aBEPATHh TOJBKO
YIIOJITHOMOYEHHBIC Ha 3TO JIOJDKHOCTHBIC JIMIIA.

MoamMBKH JOKYMEHTOB 3aBepATh HeJb3sl. HeoOX0oauMo 3aBepUTh KOMHUIO KaXKIOTO
JIOKyMEHTA, HAXOASAIIETOCs B MOAIIUBKE, IO OTJACIHHOCTH, & HE TOIINBKY IOKYMEHTOB.

B omnpeneneHHpIx ciaydasx 3aKOHOJATEILHOM YCTAaHOBJIEHO HOTapHallbHOE 3aBEpEHUE
KOITUIA HEKOTOPBIX JOKYMEHTOB IPHU MPEACTABIICHUH UX B IPYTUE OpraHU3aIINH.

[Topsimok HOTapualibHOTO 3aBEpPEHUs KOMUU JOKYMEHTOB ycTaHOBieH (OCHOBaMH
3akoHoaaTenbcTBa Poccuiickoit @enepaunn o Hotapuare ot 11.02.1993 Ne 4462-1.

4.4.18.2. Beinucka U3 10KyMeHTA

22



Bbinucka u3 J0OKyMeHTa — 3TO KOIUS 4acTH (4acTel) MUCbMEHHOIO I0KyMEHTA.

BoInucku rotoBATCs B TEX Clydasix, KOTJla U3rOTOBJIEHHE KOMUU JOKYMEHTA 10 TeM WU
MHBIM [IPUYMHAM HEBO3MOXKHO (JOKYMEHT COAEPKUT KOH(PHUICHIMATIbHYI0 MH()OPMAIHIO) WU
Heleaecoo0pa3Ho (JIOKYMEHT UMeeT OOJIbIION 00BEM U TTOJIHOCTHIO OH HE HY)KEH).

OTMmeTKa 0 3aBEpEHNHU KOIIMM aHAJIOTUYHO UCTOJIb3YETCS U ISl YAOCTOBEPEHUS BEPHOCTH
BBIIICOK U3 IOKYMEHTOB (TIOCTaHOBJIEHUH, pacOPSKEHU, TPUKA30B, IIPOTOKOJIOB).

IIpu odopmieHUH BBINMHUCOK IOJHOCTBIO BOCIIPOM3BOAATCS PEKBH3UTHI OlaHKa, 3a
UCKJIIOYCHHEM DPEKBHU3MTAa «HAUMEHOBaHHWE BHJA JOKyMEHTa». B cocTaB JaHHOTO peKBHU3UTA
cienyer noOamisaTh (pasy «BBIIIMCKA W3...». Hampumep, BMmecto cinoBa «IIPUKA3»
HeoOxomumo Hamucath «BBIIIMCKA W3 TIPUKA3A», «BBIIIMCKA K3 TIPOTOKOJIA»
(ITpunoxenne Ne 7).

Kpome Toro, Ha BBIUCKE YKa3bIBa€TCS PETUCTPALIMOHHONW HOMEp U JaTa perucTpanuu
OpUTMHaja JOKyMEHTa, a HE JJaTa U3rOTOBJICHUS BBIIIUCKH U €€ HOMED.

[Ton TEeKCTOM BBIMMCKH YKa3bIBAIOT IODKHOCTH JIUIA, MOJAIMUCABUIETO JTOKYMEHT, €ro
MHHUIKANGI, pamMuiInio. JInuHas MoAMUCh JOJKHOCTHOTO JIMLA B COCTaBE PEKBU3UTA «IOJIMHUCH
JOJKHOCTHOTO JIMIIa» B BBIMHMCKE HE CTAaBUTCS.

Jns mpugaHus IOPUAMYECKON CHIIBI BBIMHMCKE €€ HeoOXOIUMO 3aBepHuTh. s 3Toro
UCIIOJIb3YETCSI PEKBU3UT «OTMETKA O 3aBEPEHUU KOIMUHU JOKYMEHTa», Tak e, KaKk U JJIs KOIuil
JOKYMEHTOB.

4.4.19. OT™MeTKa 00 HCHIIOJTHUTEIE

OtMeTKa 00 MCIOJTHUTE/IE JOKYMEHTA MIPOCTABIISAETCS B JIEBOM HUXKHEM YTy JIMLIEBOM
CTOPOHBI MOCJIETHETO JINCTA JOKYMEHTA.

OTmeTka BKIIIOYAeT MMs, OTUECTBO (TporedarsiBaeTcss nepen (amumnuent), damunuio
WCTIOJTHUTENII W HOMEp ero TeiedoHa, TedaraeTcs Mo JIEBOMY Kparo CTpaHHUIsI Oe3 ab3ara
mpudTom pazmepom Ne 10 yepes 1 MeKCTpOUHBIM HHTEPBAII, HAIPUMED:

. V. IBaHOB (CIIOBO «HCTIOHUTENb» HE MPOINeYaThIBACTCS)

928 88 14 (cnoBo «TenedoH» He MponeyaThIBACTCs)

[Ipu BeneHNM caykeOHOM MEPENUCKH NI COOTIOCHUS IETOBOTO dTUKETA, TeIe(OHHBIX
MIEPEroBOPOB 11E1eC000pa3HO B PEKBU3UTE YKA3bIBATH UMsSI U OTYECTBO MOJHOCTHIO, HAIIPUMED:

Hukonaes [lerp Onerosnu

(499) 234 56 88

OtmeTKa 00 HCIIONHUTENE MOKET JOIMOJIHATHCSA YKa3aHUEM JIOJKHOCTU HCTIONHUTEINS C
yKa3aHUEM CTPYKTYpPHOT'O MOApa3IeICHHUS.

4.4.20. Yka3aHus 110 HCIIOJTHEHHUIO IOKYMEHTA (pPe30JIronus)

OCHOBHBIMU (paKTOpaMH, BIUSIOMIMMU Ha CKOpPOCTh JOKYMEHTOOOOpOTa WHCTUTYTA,
SBJIAIOTCA TPUHLIMIIBI M CTUIb yrpaBieHus. OHU peanus3yloTcs, B TOM YHCIE, C MOMOIIbIO
IIPOCTOM yIPaBIEHYECKON TEXHUKH — YKa3aHUM 110 HCIIOJIHEHHIO IOKYMeHTa (pPe30IIonuii).

Yka3aHne 10 MCHOJTHEHHIO JAOKYMeHTa (pe30jionusi) — O3TO MpsSMOe YKa3aHue
PYKOBOIUTENS O XapakTepe peUIeHHs BONPOCA, KOTOPBIM COJAEPKUTCS B JTOKYMEHTE,
MIPEJICTaBJICHHOM €My Ha pacCMOTPEHHUE;

- Pe30IIOIH TOJHKHA OBITh MOJNMCAaHA U JaTUPOBaHa €€ aBTOPOM;

- pe30TIoHsl SIBIISIETCS 0043aTeIbHBIM JUISl UCIIOJIHEHUS TIOPYUYEHUEM;

- pe3ononuen omnpenensercs NaJIbHEWIINM IyTh JBWKEHHUS JOKYMEHTA, BpeMs €ro
MOJTy4YEHHUsI TeM TMOJpa3/IeJIeHUeM W HUCIHOJHUTENEeM, KOTOpbleé MOTYT PELIUTh BOMPOC WU
MOJTOTOBUTH NMPOEKThl HEOOXOAUMBIX/OTBETHBIX JOKYMEHTOB.

Opranu3alliOHHONW OCHOBOM JIOOOW CHUCTEMBI JTOKYMEHTOOOOpOTa SBISIETCS 4YeTKOoe
pacnpenenenne (yHKIHI W OTBETCTBEHHOCTH CTPYKTYPHBIX MOApPAa3JAeJieHuil MHCTUTYTA, a
TaKKe pasrpaHuueHue (QyHKIUOHAIBHBIX 00S3aHHOCTEH MEXAYy PEKTOPOM U MPOPEKTOpPaMH IO
HAIpaBJICHUSM, IIPENOCTABICHUE TIpaB M IIOJHOMOYUN PYKOBOJUTENSAM CTPYKTYPHBIX
MOJIpa3fiefiecHui M WHBIM JIOJDKHOCTHBIM JIMLAM HHIKECTOSIIET0 YIPaBICHYECKOTO YpPOBHS.
[TopyyeHue m0KHO OBITH aJpecoBaHO TOMY, KTO MMEET MpaBO M 00s3aH B paMKaxX CBOMX
(GyHKIMOHAJIBHBIX OOS3aHHOCTEM NpPUHUMATh pEUIeHHs] B KOHKPETHOM o00JacTh, € y4eToM
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HEepapXUM U MOJYMHEHHOCTH. JIOKYMEHT HalpaBisieTcs Ha MCIOJIHEHHE B TO IMOJApa3/elICHUE,
PYKOBOJUTENb U COTPYIAHUKH KOTOPOTO OBICTPO M MpOo(eccHOHabHO CMOTYT MOATOTOBUThH HIIN
MPUHATH CAMOCTOSITEIBHO caMoe F(P(PEKTUBHOE pEIICHHE.

KonTponbs coOmtofeHus cUCTEMBl  JEJIETUPOBAHUS  MOJHOMOYMH  OCYHIECTBISET
CEKpeTapuar.

[To dhbopme npencrapiieHuss TPUOPUTETHBIMU SBJISIOTCS MOPYUYEHHUS, 3a(DUKCUPOBAHHbBIE B
nucbMeHHOM Buje. [lopyueHuss pekropa, JaHHble B YCTHOH ¢(opme, HOKHBI OBITH B
nocieayoeM opopMiIeHbl B MUCBMEHHOM BUJIE U MTOCTABIEHBI HA KOHTPOJIb B OOIIEM MOpSIIKE
YIPaBIECHUEM JIEAMH.

4.4.20.1. O0mue npaBuia O(POPMJICHUS YKA3aHMS MO HCHOJHEHUI0 JOKYMEHTa
(pe3oJronus)

Opna 13 onepanuii B TEXHOJIOTHH JI€JIO0NPOU3BOJICTBA, KOTOPAsl MPEAIIECTBYET KOHTPOIIO
UCIIOJIHEHUS, HAa3bIBACTC «HANpaBJEHHE JOKYMEHTa HAa MCIOJHEHHe» U sBIAETCA
BAKHEHIIMM yNpaBIE€HUYECKHM JIEHCTBUEM, CBSI3aHHBIM C IHCBMEHHBIM O(OpMIICHHEM
IIPUHATOTO PELICHUS WIN NPSAMOIr0 NOpydeHus. PyKOBOOUTENb, pacCMOTPEB IPECTaBICHHBII
eMy JIOKyMEHT, JaeT MpsAMOE YyKa3aHUE YMOJIHOMOYEHHBIM COTPYJHHKAM, KaK pELIUTb
KOHKPETHBIN BOIIPOC, WIIM MPOCTO paclpeAciseT JOKYMEHThI 10 CBOUM 3aMECTUTENSIM B paMKax
CUCTEMBI pa3rpaHUYeHus] 00S3aHHOCTEH UM J1€JIeTUPOBAHNUS TOJTHOMOYHIA.

HanpasieHnue 1oKyMeHTa Ha UCIIOJHEHUE HAXOIUT CBOE IOKYMEHTaJIbHOE 0()OpMIICHHUE B
BUJIE YKa3aHUs O MCIOJHEHHUIO, IPOCTABIEHHOTO Ha JIOKyMEHTE. YKa3aHue M0 UCIOJHEeHUI0
AOKYMEHTAa SIBJISIETCSI BaXKHEHIIEH OTMETKOM Ha JTOKyMEHTE, BO3HMKAIOUIEW B IPOLIECCE €ro
TEXHOJIOTHYECKOU 00pabOTKH.

Yka3anue 1m0 HCIOJHEHHIO JOKYMeHTa (pe30JIlonus), HAMCAHHOE HA JOKYMEHTe
COOTBETCTBYIOIIIMM I0JKHOCTHBIM JIMLIOM, BKJ/JIK4YaeT B ceds (aMuanu, HHUIUAIBI
HCIIOJIHUTEJIell, co/ep:KaHHe mNopy4YeHusi (IPH HeOO0XOAMMOCTH), CPOK MCIOJHEHHS,
NoANUCh M AaTty. B MHCTHTYTe yCTaHOBJIEHO Ogopm/ieHHe YKA3aHHMSA MO0 MCIOJTHEHHIO
(pe3oronun) Ha oTaebHOM JucTe (Ilpuiaoxenne Ne 10).

OcHoBHOH pedeBoil (GopMyJION ISl BbIpaKE€HUs] COOCTBEHHO PEIICHUs WM MOPYUYEHUS
pykoBonuTens sBisercs Gopmyna «Komy — uto caenars, KOraa/k KakoMy cpoky». @amMuinnu
UCIIOJTHUTENEH YKa3bIBAalOTCA B JIaTEIbHOM TMaJeke, HHULIHMAJBLI 0(OpMIAIOTCH Mocje
pamuiun.

[lopyuenuss  pykoBoauTeNns B  yKa3aHUUM [0  HUCIHOJHEHHIO  MOTYT  OBbITh
HHAUBHAYATbHbIMU (YKazaHa ojaHa (aMWwivg UCIOJHUTENS) WIM KOJNIEeKTHBHBIMH
(mepeuncneHsl HeCKOIbKO (amunnii). Ho oTBeTCTBEHHBIM HCIIOJIHUTEEM BCETJa SBISETCS
TOT, Ubs (aMHUIUs Ha3BaHa nepBoii. UMEeHHO OH OTBe4aeT 3a OPraHU3ALMIO UCIIOJTHEHHS,
OKOHYATeJIbHOE pEILIEHHEe BONpPOCa, MOJArOTOBKY OTBETHOIO JIOKYMEHTa, OTYHUTHIBACTCS O
pe3ysibTaTax MCIOIHEHHS M B3aUMOACHCTBYET C YIPABIEHUEM JEJIaMU U OTBETCTBEHHBIM 3a
oOecneuenue ¢yHkuonupoanus cuctembl KUIIP koHTposs B mpoliecce CHATUS TIOPYUYEHUS C
KOHTPOJISI WX NIEpEHO0Cca CpoKa UCIOoNHEHUS. OTBETCTBEHHBIN UCIIOJIHUTEND BIIPABE YCTAHOBUTH
MIPOMEXYTOUHbIE CPOKH HCIIOJIHEHHUS, CO3bIBaTh ONEPATUBHbBIE COBEUIAHMS U MPUBJIEKATh MHBIX
COTPY/ZHHUKOB (C COTIacusi UX PyKOBOJIUTENCH) B LENAX KAaUECTBEHHOTO MCIIOJHEHHS TTOPYYCHHSL.
Coucnonaurenu (UX QamMHWIMK TaKKe YKa3aHbl B PE3OJIONUH PYKOBOJUTENS) OO0S3aHBI
y4acTBOBaTh B ITOJATOTOBKE OOIIETO PEelICHHs B paMKaxX CBOMX (DYHKIIMHA U 30H OTBETCTBEHHOCTH.

Ha paccmoTpenune pexkTopy ynpaBjieHHeM [eJiaMHM MPeICTABJIAITCH TOJbKO
BajKHeHIIMe 115 AeATeJbHOCTH HHCTUTYTA JOKYMEHTBI 110 BOIIPOCAaM, KOTOpPbIe OTHOCSTCS
K ero cepe 0TBETCTBEHHOCTH M MOJTHOMOYHSIM, H IOKYMEHTONOTOK OIPaHUY€EH.

OTO mNuCbMa, aJpecOBaHHbIE HAa MM PYKOBOJAUTENS, IEpPENUCKAa IO BOIpOcaM, KOTOpHIE
KypUpYIOTCS MM JIMYHO, NHCbMa OT TJaB cyOwbekToB Poccuiickoit ®enepanuu, OpraHoB
rOCy/IJapCTBEHHOI'O  YIpaBJIEHUs (MUHUCTEPCTB, BEIOMCTB) M HMX TEPPUTOPUATBHBIX
nojpa3fiefiecHudl,  pPyKOBOAMTENEH  MYyHHIMIAIbHBIX  OpPraHOB,  KOHTPOJHUPYIOIIUX U
perynupyromux —opranusanmuifi. Bce 9TH  JOKyMeHTB TpeOyloT He3aMeAJUTeLHOIro
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pacCMOTpPEHHMsI, YETKUX M KOHKPETHBIX PEIICHHM, TaKk Kak OT 3TOr0 3aBUCUT pemyTalus
WHCTUTYTA.

VkazaHus 1O HCIOJHEHUIO JIOKYMEHTa TMOJIUCHIBAIOTCS PEKTOPOM, NEPBBIMHU
MIPOPEKTOpaMU U TPOpeKTopaMu. B 00s13aTeNIbHOM MOpSIIKE AaTUPYIOTCS, MOCKOJBKY CPOK
HCIIOJTHEHUS TOCTYIMBIIIETO JOKYMEHTA UCUUCISIETCS OT JaThl €ro MOIYYEHHs aipecaToM, T.€. C
JaThl, KOTOpas YyKa3aHa B PETUCTPAMOHHOM IITamme. OTOT BONPOC KOHTPOJIHUPYETCS
CEKpEeTapuaToM, KOTOPBIN CO3AAET PE3EPB BPEMEHH, COKOHOMJIEHHOIO Ha OINEpalysX Neperadu
JOKyMeHTa (Ha OyMaXHOM HOCHUTeNe, B DJJEKTPOHHOM BHUJAE, (PAKCUMIIBHON CBS3BIO).
[TocTynuBIIHiA JOKYMEHT OJKEH OBITh pacCMOTpeH (a 3HAYUT, MOJKHA OBITh MPOCTaBIEHA
PE30JIoNNS ) B 1€Hb €ro MoJy4YeHHus.

VYka3zaHus 10 UCIIOJTHEHHIO JOKYMEHTa PEKTOpa aJpecyroTCsl IPOpEKTOpaM (OHOMY WU
JIByM, MakCHMaJbHO B OJHOW pe3onouuu ynomuHaroTcs 4 damunun). OyHKIUU U 30HBI
OTBETCTBEHHOCTH NPOPEKTOPOB M TOMOIIHUKOB PEKTOpAa YTBEPXKICHbl B MpHUKa3e O
JIeNIeTUPOBAaHUM TOJIHOMOYUH. MIHOT1a TOKYMEHT HaIpaBIIeTCs Ha HCIIOJHEHUE C Pe30IIOIHei
TOMY TIPOPEKTOPY, KOTOPOMY PYKOBOJIUTENb paHee JaBaj MoJo0HOE, [UTMTENbHO JeHCTBYOIIee
MOopy4YeHue.

[Ipn paccMoTpeHnn TOKYMEHTOB PEKTOpP PYKOBOJCTBYETCS 30HAMM OTBETCTBEHHOCTH,
KOTOpPBIE 3aKpPEIJICHbl HAa BEPXHEM YPOBHE CUCTEMBI JEJIErMPOBaHUS MOTHOMOYHUH.

4.4.20.2. XapakTep pe30/1101Uil

DJIEeMEHTHI CTaHJIApPTHOW peueBO MoAenu pesontonuu «Komy — 4to caenate — Kormay,
HarpuMmep, TaKue BapUaHThI:

- Ilpowty npeonoosicenuti o compyonuuecmae.

- IIpowy noocomosumu pacnopssicenue.

- Ilpowy obecneuums 8vinoneHue K yKazaHHomy CpoK).

- IIpowy npeocmasumo naan peanusayuu.

- Onaamums. 9mo 8adicHO.

- Coenacen.

- Ilpowy yuecmv. HnmepecHo.

- Haoo pewwumy. [Ipeonazaiime.

- UYmo smo?

- 3auem?

- Konmpons!

- Pazobpamucs, oonoscums!

dopma  ykazaHMs 10  HCHOJHEHHMI0O JIOKYMeHTa  (pe3oiionuu)  JO0JDKHA
CBUJCTEIBCTBOBATh O COOJIIOJICHUU OTHUYECKUX TMPaBWI, YETKOCTH 3a7ad, CTPEMIICHUH K
KpPaTKOCTH UHCTPYKIUH.

4.4.20.3. HectangapTHbie pe30JII0LHHA

OauH u3 TpUMEpPOB HECTAHAAPTHOW pE30NIONMM — MNOANMCH PYKOBOIMTEJIs,
O3HAYaKIasg corjacue (MOJIOKHTEJIbHYI0 Ppe30JI0nuI). B sToM ciydae cekperapuar
nepeaaeT JTOKYMEHT ¢ TMOJ0OHOW pe3orolMel Ha JaibHEHInee HCIOJHEHHEe, T.K. OH OyIeT
CIIy’)KHTh OCHOBaHMEM (MHHUIIMATUBHBIM JOKYMEHTOM) JJIsl MOCIEYIOIIEro HM3JaHus TpUKa3a,
YTBEPKICHHS IITATHOTO pACIUCaHUs, BBEJICHWUS B JICWCTBHE HOPMATHBHOTO M JPYTHX
JOKYMEHTOB.

Pe3omronus Moxet opopMiIsThes Kak npoctoe agpecoBanne «Komy» ¢ 0003HaueHHeM
(pamMuiIuM ¥ MHUIHAJIOB MCHOJHUTENS (C MOANMUCHI0 pykoBoauTeass wim Oe3). IlepenaBas
JOKYMEHT C TaKOM PE30JIIoLMEeN Ha JajbHEHIIee UCIOJHEHHE, CEKpPEeTapruaT OTMEYaeT, KaKHe
KOHKPETHBIE BOMPOCHI, B KaKUX JOKYMEHTAaX, MOJYYEHHBIX OT KakKHUX aJIpecaToB, PEKTOP
MopydaeT peuarh (AeIerupyer) CBOUM HPOPEKTOpaM WM PYKOBOJUTENSM KOHKPETHBIX
MIOAPA3ICIICHUN.

B nanbuedimem 5Tta uH(pOpManus MOXET OBITh HCIOJIB30BaHA B  IPOLECCE
COBEPILIEHCTBOBAHUS CUCTEMBI JIEIETUPOBAHUS TMOJTHOMOYUN — JUIsl IOJATOTOBKM HOBBIX BEPCHil
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NPUKA30B O pasrpaHUyeHUH (DyHKIMHA, aKTyajau3alMd MOJOXEHUH O CTPYKTYpPHBIX
MOIPa3ICIICHUSIX, TOJDKHOCTHBIX HHCTPYKIUSX.

Pe3omoninsi MOXeT BBIMIAAETh, KaK OTMETKAa Ha JOKYMEHTE, U COAEP)KaTh IJaroJ
«O3nakomaen» M NMOANHUCH, KOTOPbIE 03HAYAIOT, YTO PEIIEHHE PYKOBOJIWUTENIEM HE IMPHHSTO,
KOHKPETHOE MOpYyUYeHHE OTCYTCTBYET, MH(OPMAIUs MOTyUYeHa JUIsl CBeIeHHs], pellleHHe BOIpoca
OTJI0’)keHO. BHYTpeHHUI JOKYMEHT ¢ MOJ00HON pe3oonuel (Hanpumep, ciay>keOHasi 3amicKa)
CekperapuaT BO3BpAIIAET aBTOPY JTOKYMEHTA, MOCTYMUBIIMNA OT BHEIIHETO KOPPECHOHACHTA, —
nepenaeT B GyHKIMOHAIbHOE IPOoGUIbHOE TOpa3ieIcHHE.

4.4.21. OT™MeTKa 0 KOHTPOJIE JIOKYMEHTA

OTMETKy O KOHTpOJI€ MPOCTaBISAIOT HAa JOKYMEHTaX, IMOCTaBJICHHBIX Ha KOHTPOIIb, C
nomotikio mramna "KoHTpousp" Ha BepXHEM MoJie JOKYMEHTa CrpaBa ¢ yKa3aHHEeM KOHTPOJIbHOM
JaThl UCTIOJTHEHUSI.

4.4.22. OT™MeTKa 00 HCIIOJIHEHHH TIOKYMEHTA

OTtMeTka 00 WCIOTHEHUHM JTOKYMEHTa M HalpaBJIEHWH €Tr0 B JIEJI0 COCTOUT U3 cioB "B
neno Ne", ykazaHHs MHJEKCa Jeja, B KOTOPOE IMOMENIAeTcss TOKYMEHT, MOAMUCH HCTIONHUTENS
WA PYKOBOJHTENS CTPYKTYPHOTO TTOAPA3ACTICHHS, TaTHI.

OTtMmerka 00 WCIOJHEHUH MOXET JOMOJHATbCA HHPopManueil 006 0coOeHHOCTIX
WCTIOJTHEHUSI IOKYMEHTA.

CcpiiKky Ha JaTy ¥ HOMEp JOKYMEHTa, CBUJIETEILCTBYIOLIETO O €ro MCIOJIHEHHUH, WIIH,
NP OTCYTCTBUH TAKOTO JTOKYMEHTA, KPaTKHAE CBEICHUS 00 NCTIOTHEHUH.

OTtMmeTka 00 HCHOJIHEHUH JOKYMEHTa O(OpMIISIEeTCS HCIOMHHUTENEM JOKYMEHTa WM
PYKOBOJUTENEM CTPYKTYPHOTO MOAPA3IEIECHUs, B KOTOPOM HCIIOJHEH JOKYMEHT.

4.4.23. OT™MeTKa 0 NOCTYIVIEHUH JOKYMEHTA

OTMeTKa O MOCTYIUICHHH TOKYMEHTa B WHCTHUTYT COJACPKUT OUEPETHON IMOPSAKOBHIM
HOMEp MO PErHCTPALMOHHOMY JKypHaly BXOJIIEH KOPPECHOHACHIMH W JaTy MOCTYIUICHUS
JOKyMeHTa (TMpY HEOOXOAMMOCTH — Yachl U MUHYTHI).

OTMeTKa 0 MOCTYIUIEHUH JOKYMEHTa MPOCTaBJISIeTCs paOOTHUKAMHU YIIPABICHUS JeaMH
B BUJIC IITaMIIa B TPaBOM HIDKHEM YTITy Ha IEPBOI CTpaHUIIE TOKYMEHTA.

5. O®OPMJIEHME OTAEJIbBHBIX BUJIOB IOKYMEHTOB

WHCcTpyKuMs 1O  JIeJONPOM3BOJCTBY YCTaHABIMBaeT TpeOOBaHMS K TOJArOTOBKE
OTJIEJIbHBIX BUJIOB IOKYMEHTOB.

5.1. PacniopsiiuTe/ibHbIe JOKYMEHTBI

5.1.1. IloaroroBKa NpOEKTOB NPHKA30B

[Tpoueaypa NOKyMEHTHPOBaHMS BBICTYNAET OPraHU3YIOIIMM HayaloM B MOJATOTOBKE U
U3JIaHUM PacCHOpSAUTEIBLHOIO TOKYMEHTa, NIEPBUYHONM B JAHHOM Cllydae SIBJISIETCS INpoLeaypa
MIPUHSTHS PEIICHNUs, Ha KOTOPYIO U HAKJIabIBA€TCS MPOLIECC JOKYMEHTHPOBAHUS.

[IpukazaMu ¥ pacHOpsKEHUSMU, SBISAIOLMMUCS HHIUBUAYAIbHBIMU IIPaBOBBIMU
aKTaMu, oGOPMIISIIOT pEUIeHHs MEePCOHANIBHOIO Xapakrepa (KaJpoBble MPHUKA3bl), MO JUYHOMY
cocTaBy OOy4aroIMXCs, PEUIeHUs MO ONEpPaTHBHBIM, OPTaHU3ALMOHHBIM M JIPYTHM BOINpOCaM
NesITeIbHOCTH UHCTUTYTA.

IIpuka3 — mpaBoBOH akT, W3JaBAaeMbli PEKTOPOM (IIPOPEKTOpAMU) HHCTUTyTA JUIS
pelIeHNs] OCHOBHBIX, OTIEPaTUBHBIX M OPraHU3aIMOHHBIX 33]1a4, COIEPKAIUI 00s3aTeNbHbIe IS
pabOTHUKOB TpeOOBaHMUS.

Bce pacniopsinuTenbHble JOKYMEHTBI JOJKHBI CTPOTO COOTBETCTBOBATH 3aKOHY.

IIpoekThl MpHUKa30B TOHKHBI 0hopMiIAThCs Ha Oianke nHCTUTYTa (IIpuiioxenune Ne 3) u
UMETh YCTAHOBJICHHBIM KOMIUIEKC O0S3aTeNbHBIX PEKBU3UTOB U CTAOWJIBHBIA MOPSIOK HX
pacrojoXKeHUsl B COOTBETCTBUHM ¢ IocTaHoBiIeHHEM lIpaBurenscrBa Poccuiickoii denepannn ot
15.06.2009 Ne 477 «O6 ytBepxnaenun I[lpaBun nenonpou3BoAcTBa B (enepalbHbIX OpraHax
ucnonautensHoi Bractu» U 'OCT P 6.30-2003 «YHupHUIMPOBaHHBIE CUCTEMBI IOKYMEHTAIINH.
YHudunupoBaHHas cucteMa OpraHu3alliOHHO-PACTIOPSIUTENIbHON JOKyMeHTaluu. TpeOoBaHus
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K 0(GOpMIICHHIO JOKYMEHTOB», M JIOKJIAJbIBAIOTCS Uil MOANHCH IPH HEOOXOIUMOCTH CO
CIpaBKOW (CITy»KE€OHOM 3amuCKOM), KOTOpas IOJDKHA COJEpPX aTh KpPAaTKOe H3JIOKEHHE CYTH
NprKa3a, 00OCHOBAaHUE €ro HEOOXOJUMOCTH, a TaKKe CBEICHUS O TOM, HA OCHOBaHMU YETO
MOJITOTOBJIEH MPOEKT U C KEM COTJIaCOBaH.

[Ipuka3 MoxeT ObITh M3/1aH PEKTOPOM WM JIMIIOM, UCHIOJIHSIOIUM 0053aHHOCTH PEKTOpa
MHCTUTYyTa B CJy4yae €ro OTCYTCTBHSA, MPOPEKTOpAMHU IO HANpPAaBICHUSIM B COOTBETCTBHH C
[IOJIHOMOYHSIMH, KOTOPBIE UM JEJIETUPOBAHBI PEKTOPOM.

[lepenaua mpuka3zoB, MX KOMUHA pPAOOTHHKAM CTOPOHHMX OPTaHU3ALMNA JOIyCKaeTCs
TOJIBKO C pa3pelIeHns pyKOBOJCTBA MHCTUTYTA.

[TpoekThl nprKa30B pa3padaThIBAIOTCS CTPYKTYPHBIMH MOAPA3/ICICHUSIMH UHCTUTYTa Ha
OCHOBAHUU MOPYYEHUS pyKOBOJICTBA JINOO B MHUIIMATUBHOM IOPSJIKE.

ObecnieueHne KayeCTBEHHOM IOJATOTOBKU IPOEKTOB IMPUKA30B M HMX COIJIACOBAaHUE C
3aMHTEPECOBAHHBIMM CTOPOHAMHU BO3JIaracTCsl Ha PYKOBOJUTENEH IOAPA3JEIECHUN, KOTOpPHIE
BHOCSIT M TOTOBSIT IIPOEKT.

KonTposbs Hax nNpaBHIbHOCTHIO 0()OPMIICHHS NMPOEKTOB NMPHKA30B OCYLIECTBJIsIET
ceKperapuar.

OcHoBaHHMEM ISl U31aHUS PACHIOPSIUTEIBHOTO JOKYMEHTa MOXKET OBITh:

1. Heo0X0aMMOCTh MCTIONHEHUS MPUHATHIX 3aKOHO/IAaTeIbHBIX, HOPMAaTUBHBIX MPABOBBIX
aKTOB M MHBIX PELICHUH BBIIIECTOSAINX OPraHOB, a TAK)KE PAHEE M3AAHHBIX PacHOpsIUTEIbHBIX
WIM UHBIX JOKYMEHTOB OpraHU3aluu.

2. HeoOxoauMoCTh OCYIIECTBICHHUS COOCTBEHHON MHCHOIHHUTEIbHO—PACIOPSAUTEIBHOM
NesITeNIbHOCTH, BbITEKArOIIeH U3 QyHKIMN U 3a]]a4 HHCTUTYTA.

B nepBoM ciiydae B KauecTBE IOKYMEHTOB, MHHULUHUPYIOIIUX PELIEHUE, BBICTYNAIOT
JOKYMEHTBI, U3JJaHHbIE BBIIIECTOALUIMMH OpraHU3alUsMU, WM paHee W3JAaHHbIE HHCTUTYTOM
JIOKyMeHTHL. Bo BTopoM citydae nHpopmanus 0 HeOOXOJUMOCTH NMPUHATHUS PELICHUI MOCTYMaeT
U3 TaKUX JOKYMEHTOB, KakK IEpernucKa, JOKJIaJHbIC 3allUCKU, CIyKEOHbIE 3allUCKH, CIIPABKH,
aKThl, IPOTOKOJIBI, TJIAHBI, OTYEeTHI U Jp. Ha ocHOBaHMM MH(OpMAIUH, TOYEPHIHYTONH M3 ITHUX
JOKYMEHTOB,  pPYKOBOJOUTENIb  NPUHUMAaeT  pElIeHHe O  HEOOXOAUMOCTH  U3JaHHs
pacnopsAUTEIbHOIO JOKYMEHTA C PE30NIIOLUEN «B npukas».

Jlns BbIpaOOTKM KayeCTBEHHOTo, 3(PQEeKTUBHOrO pelieHus craaus cdopa M aHaIU3a
uHopmanmu umeet ocodoe 3HaueHue. PazpaboTunKu, FOTOBSIIME POEKT PACTIOPSIUTEIHHOTO
JOKYMEHTA, JIOJKHBI cOOpaTh OOBEKTHUBHYIO, JTOCTOBEPHYIO HMH(OPMAIIHIO, JTOCTATOUHYIO JUIS
NpUHATHS perieHus. Mcrounukamu Takoi nHGopMaluu MOTYT OBITh: 3aKOHOJATeIbHbIC U MHbIE
HOpPMaTUBHBIE TIPAaBOBbIE AaKThl, OINEpPAaTUBHAs JOKyMEHTAllUsl OpraHMu3allH, JIOKYMEHTHI,
MOCTYTAIONINE U3 APYTUX OpraHu3aluii, apXUBHBIE JJOKYMEHTBI, ITyOIUKAIIMA B IEPUOIUIECKOI
NevyaTy, HayyHble MaTepuabl U Ipyrue T0OKyMEHTBHI.

Ecin paHee B HMHCTUTYTE€ NPUHHUMAINCh pEUIEHHMsS 110 aHAJOTUYHBIM BOIpOCaM,
HEOOXOJUMO U3yUUTh paHee U3JaHHbIE pacHoOpsSAUTEIbHbIE JIOKYMEHTHl BO H30exaHHe
MIPUHATHS PEIIEHUH, IPOTUBOPEYALINX I TOBTOPSIOLIUX PaHee PUHATHIE PELICHMSL.

Crnenyromuii 3Tanm B MOJATOTOBKE pPACHOPSAUTENBHOIO JTOKYMEHTa — odopmileHue
BbIPA0OTAHHOIO peLIeHHs] B BHJAE IPOEKTAa PaCNOPSAUTENbHOr0 J0KyMeHTa. lIpoekr
pacnopsAMTEILHOIO JOKYMEHTA JIOJKEH MPOWTH 3Tall COIVIaCOBaHUS, B pe3yJibTaTe KOTOPOTO B
NPOEKT JOKYMEHTa MOIYyT OBITh BHECCHbl W3MEHEHMs, IPOBEIEHO pEeAaKTHUPOBaHUE U
KOPPEKTHPOBKA MPOEKTA.

B pamkax mporeaypbl COriacoBaHHsI MOTYT OBITh IIPEIOCTABIICHBI CIEIYIONINE ITpaBa:

- ToTpeOoBaTh OT MHULIMATOPA MPOEKTA JTOTMOTHUTEIBHO COTJIacOBATh MPOEKT JOKYMEHTa
C  MOJpAa3JeNeHUsIMH, Y4YacTBYIOIIMMH B  pa3pabOTKe  YNpPaBICHUYECKOrO  pEIICHUs,
KOHTPOJIMPYIOIIUMHU UX BBITTOJIHEHUE;

- HE COTJIaCOBBIBAThH (OTKJIOHUTH) MPOEKT JOKYMEHTa ¢ 00OCHOBaHHWEM NPHUYUH (B JIUCTE
COTJIACOBAHUS WM CHEIMabHOM CTy>KeOHOM 3aIucke);

- MpOMJIUTh YCTAHOBJIEHHBI CPOK COIJIACOBAaHUS B 3aBUCHUMOCTH OT o0beMa W
COJIep’KaHusl TOKyMEHTa;
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- HE IPUHUMATh HA PACCMOTPEHUE JOKYMEHTBI, COIJIACOBAHME KOTOPHIX B 3TOM
MOJIpa3fiefIeHul HE TPEIYyCMOTPEHO YTBEP)KIEHHOW CXeMOW WM MapHpyToM (TPOEKT
JOKYMEHTa B JaHHOM CJIy4ae BU3HPYETCs, HO C KOMMEHTApHEM, UYTO COIJIACOBAHME JIOKyMEHTA C
noipa3zielieHueM He MPeayCMOTPEHO);

- He MNpUHMMATh OT MOJpa3JeleHuil 3amedaHuss Oe3 OOOCHOBaHMSA NPUYMH, ECIH
3aMeyaHHusl HE OTHOCSTCS K MpEeIMETHOW 00JacTH M 30HE OTBETCTBEHHOCTH MNPEICTaBUBIIETO
3aMeuaHMsl COIIACOBBIBAIOIIETO MOAPA3ACIICHUS;

- HampaBUTh JOKYMEHT Ha COIJlacOBaHHWE IO NpOLEAype, OTIMYAIOLIEHCs OT
YCTaHOBJIEHHON B MHCTUTYTE, €CJIM OHAa CAaHKLIMOHWPOBAHA PEKTOPOM M BBI3BAHA CPOYHOCTHIO U
BaYKHOCTBIO PEIICHUS BOIIPOCa.

CornacoBanue NpOEKTOB NMPHKA30B (PacNopsiKeHW) OCYLIeCTBJISCTCS B CPOK 10
NATH JTHEi.

JTamn COrJacoBaHHMA NMPOEKTA PACHOPAJMTEJBLHOI0 JOKYMEHTAa MOJKET COCTOSITh W3
BU3MPOBaHUS (BHYTPEHHETO COIJIacoBaHMs). Bu3bl mpocraBisitorcs Ha 000pOTE IMOCIEIHETO
JIUCTA JOKYMEHTA.

BusupytoT npoexT npukasa: mpopekTop 1Mo KOMIIETEHIIUH; PyKOBOJIUTENb CTPYKTYpHOTO
MOJIpa3eNICHNUs, BHOCSAIMI MPOEKT, BU3a KOTOPOIO SIBIISIETCS «BBIIYCKAIOIIEH»; PyKOBOJUTEIN
CTPYKTYPHBIX MOAPAa3/IeIeHUN, BU3bl KOTOPHIX HEOOXOIMMBI IO COJIEP’KAHUIO MPOEKTa MPHUKa3a;
00s3aTeNbHBl BU3bl IOPUIMUECKON CITy:KOBbI, cekperapuara. [IpoekTsl NMpUKa30B, WCHOJIHEHUE
KOTOpBIX TpeOyeT (huHaHCOBOro oOecnedeHus, BU3UPYIOT OTBETCTBEHHBIEC JIMIIA (PUHAHCOBOM
CITYKOBI.

OtcyreTBMe BU3BI TOJpPA3/eiCHUs, YYacTBYIOIIEIO B MPOLEAYpE COIJIACOBaHUS, He
MO3BOJISIET CYMTATH IOKYMEHT COIIACOBAHHBIM «I10 YMOJIYAHUIO».

PacnmdpoBka moamucu pacrosiaraeTcs Ha YPOBHE IMOCJIEIHEH CTPOKM HAaWUMEHOBAHUS
JOJDKHOCTH € MPOoOesioM Mexay MHUIManaMu u ¢amuiueid. Ilepas OykBa B HAaMMEeHOBAHMH
AOJKHOCTH OTPAHMYUBAETCS JIEBBIM I0J1eM, MocJieqHsisi OykBa B pacmingpoBKe NMOANUCH
OrPaHMYMBAETCS NPABBIM I10JIEM.

Hampumep:

PyxoBogurens noonuce U. O. ®amunus

Ha cornmacoBanue pgomkeH ObITh HampaBlieH TIOJHOCTHIO TMOJATOTOBIEHHBIA U
0(hopMIICHHBIN B COOTBETCTBUH C YCTAaHOBJICHHBIMU MPAaBUJIAMHU IPOEKT MIPHUKa3a.

3anpemaercss HMCNOJAb30BaTh MNPOLEAYPY COIJIACOBAHUSI B KadecTBe crocoda
NMOAroTOBKM (Pa3padoTKM) JOKYMEHTA.

3a pean3aluio Mpolecca CoriacoBaHusl HECET OTBETCTBEHHOCTh MHUIIMATOP JOKYMEHTA.

[Toapasnenenue, yqacTByroIee B MPOLEIYPe COTNIACOBAHMs, OIIEHUBAS MPOEKT NPHUKA3a,
JieNlaeT 3aMeuyaHusi U BHOCHUT NpPEUIOKEHHs B paMKaxX CBOEH NpeaIMETHOM o0iacTh U 30H
OTBETCTBEHHOCTH, KOTOPBIE YCTAHOBJIEHBI B TIOJIOKEHUH O NOJIPa3ACICHUN.

CTpykTypHOeE 30Ha OTBETCTBEHHOCTH
noapasaesjieHue
1 2

OunancoBas cinyxk06a KoHTposb pacxooBaHUS CPEICTB IO LIEHTPAM YIPABIEHYECKOTO YUeTa;
DUHAHCOBBIN KOHTPOJIb;
KonTponb cobmtoienust yTBepk/1eHHbIX ()MHAHCOBBIX YCIIOBUH;
VYpaBiieHYeCKUI YUET U OTUETHOCTB;
®UHAHCOBOE MNIAHUPOBAHUE U aHAJIM3;
AHanm3 5)KOHOMHUYECKUX PacyeToB, (PMHAHCOBBIX CXEM, MpeIaracMbIX B
MIPOEKTaX PELICHUM;
AnHanu3 SKOHOMHUYECKON 3((EeKTUBHOCTH U 0OOCHOBAaHHOCTH BBEJICHHS
(hMHAHCOBBIX TTAPAMETPOB.

I'naBHbIit Oyxranrep  OTpakeHHE CAETKH, ONepaliy B OyXraJTepCKOM yUeTe;
KoHnTposnb 3a 1BUKEHNEM CPEACTB M0 CUeTaMm;
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Opuanyeckas
ciyx0ba

Cekperapuar

1

AHanus ¥ OLIEHKA HAJIOTOBBIX PUCKOB.

Cobnronenue TpeOoBaHUN JEHCTBYIONIETO 3aKOHOIaTENbCTBRA,
CooTBeTcTBHE TPEOOBAHUAM YUPEIUTEIbHBIX TOKYMEHTOB HMHCTHTYTA;
O1ieHKa MPaBOBBIX PUCKOB;

KoHTponbs mnpaBocrocoOHOCTH JOKHOCTHBIX JIUI, IMOJIMHCHIBAIOIINX
JIOKYMEHTHI;

OcyuiecTBieHHEe  NPAaBOBOM  DKCHEPTU3bl  JIOKAIBHBIX  aKTOB,
pactopsAUTENbHON JOKYMEHTAlUU NHCTUTYTA;

KoHcynbTupoBaHue IOKHOCTHBIX JIMII U paOOTHHKOB HHCTUTYTa IO
IOpUANYECKUM BOIIPOCAM.

KoHTposb cobmoeHnst CUCTEeMBbI AeJIeTUpOBaHMs TOTHOMOYHIA;
KonTponb cobmoneHust TpeOoBaHUN K H3IaHUIO PACTIOPSIUTENbHBIX
JIOKYMEHTOB;

KonTponb cobnroaenns TpedoBaHUN rocyJapCTBEHHBIX U HOPMATUBHBIX
aKTOB IO MOCTPOCHUIO U 0O(POPMIICHHIO OCHOBHBIX BUJIOB JJOKYMEHTOB;
KouTtpons  mpaBuibHOCTH ~ OOpMIIEHUS — HUIACHTHPHUIMPOBAHHBIX
PEKBHU3UTOB JOKYMEHTOB;

AHanU3 CTUJIMCTUYECKUX aCleKTOB U KOHTPOJIb IPAMMATHYECKOM
MIPaBWIBHOCTH  M3JI0KEHUS  COJEp)KaHUs JOKyMeHTOB; KoHTpounb
WCIIOJTHEHUS PACTIOPSIIUTENbHBIX JOKYMEHTOB BBILIECTOSAIINX OPraHOB U
PYKOBOJCTBA MHCTUTYTA.

2

HGHTp TECTUPOBAHUA n Oobecrieuenue BHCAPCHUA CPEACTB BBEIYHCIIUTEIILHON TEXHUKHA U

COBPEMEHHBIX
o0pa3oBaTeIbHBIX
TEXHOJIOTUN

Y4yeOHO-MeTOANYECKUI
OTHEN

IPOTPaMMHOTO 0OecrieueHus! eI TeTbHOCTH HHCTUTYTA;
Obecnieuenue 3¢ dexTuBHOTO (yHKIIMOHUPOBAHUS
MH(POPMALIMOHHOM CeTH;

KonTpons 3a wucnonb3oBaHHeM HWHPOPMAIMOHHBIX CHCTEM H

TEXHOJIOTHII;
[Tonnepxka, HACTpOWKa U MOJIEPHU3AIUS CUCTEM;
[IponBuxenue HOBEUIIINX TEXHOJIOTUN YIIpaBJIECHUSA

nH(popMaluel B 1esX MOBBIIIEHUs YKOHOMUYEeCKoro 3ddexTa.
OOecnieueHre IUIAHUPOBAHMSA, OpraHU3allMd M KOHTPOJS
y4eOHOTO

npoliecca 1 MpakTU4ecKoi MOArOTOBKU CTY/AEHTOB.
[InanupoBaHue, KOHTPOJb Y4EOHO-METOAMUYECKOW pabOThl IO
peanu3allMd  OCHOBHBIX  O0pa3oBaTelbHBIX MPOTrPaMM B
COOTBETCTBHH C JIMLIEH3UEN Ha MPaBO BeACHUs 00pa30BaTeIbHON
NeSITebHOCTH;

Opranusanus paboThl y4eOHO-METOANUECKOTO COBETA;
Koopannanus paGoThl MHCTUTYTOB, (akyinbTeToB, Kadenp u
JIPYTUX CTPYKTYPHBIX MOAPA3ACICHUA IO 00ECIICUYEHUI0 yueOHO-
METOAMYECKOTO  CONpPOBOXKACHUS y4eOHOro mpolecca H
COOJTIOJICHUIO HOPMATUBHOW JJOKYMEHTAITHH,

[ToaroroBka MaTepualioB K JHMIIEH3UPOBAHHIO HOBBIX OCHOBHBIX
00pa3oBaTeNbHBIX MPOTPAMM U TOCYIAPCTBEHHON aKKpEIUTAIHH
OO, uncruryra;

[Tospimenue kBanuduxaryu II1C;

PazpaboTtka pabouux yuyeOHBIX IJIaHOB;

3amosHeHHe MOYJIsl cOOpa JaHHBIX, pEHTHHTa HHCTHUTYTA.
[TnanupoBaHue W KOHTPOJb B 00JacCTH OOECledYeHUs KayecTBa
MOJITOTOBKH CICIIHAINCTOB;
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Koopaunanus ~ f[€ATE€IbHOCTH  WHCTUTYTa,  HMHCTUTYTOB,
KOJUIe/DKEeH, TeXHuKyma, Kadeap MO  OpraHu3aluud U
IIPOBEJCHUIO  TECTUPOBAHMs,  CTYJEHYECKHMX  OJIMMIIHAJ,
KOHKYPCOB;

JuarHoctuka y4yeOHOro Ipolecca M aHaJluW3  KayecTBa
MOJITOTOBKU CIEIHAJINCTOB;

[IpoBenenne W ywactue B KOH(pEpeHUUsX B  00JacTu
MEHEI)KMEHTa KauecTBa;

IIpoBeneHne BHYTPEHHUX ayUTOB;

Opranusaius paboThI COBETa MO0 KAYECTBY;

JlesTenbHOCTD, CBs3aHHAsl C MOATOTOBKOW K ayAMTy CHCTEMBI
KadecTBa, ceptudukaius Ha coorBeTcTBUE TpeboBanmsmM [[OCT
P CO 9000-2008.

B nporecce cornacoBanusi MOTYT OBITh BBICKa3aHbI 3aMEYaHUS U JIOTIOJTHEHHSI K MPOCKTY
nokymeHTa. OHHM MOTYT OBITh BHECEHBI HEMOCPEICTBEHHO B TMPEJACTABICHHBIM IMPOEKT
JOKyMeHTa uiu odOopMIICHBI KaKk 0c000e MHEHHE WM 3aMedaHus. B mocrnemHem ciyuyae BH3a
JoToJHsAeTCs HaAmuchio: «Oco0oe MHEHHE MPUIaraeTcs» WIH «3aMEeUaHus MPUIAraloTCs.
3amevaHusl PEIAKIMOHHOTO XapaKTepa BHOCSITCS HENOCPEICTBEHHO B MPEJCTaBICHHBIM Ha
BU3UPOBAHUE MTPOCKT JOKYMEHTA.

Ocoboe MHeHue, OGOpMIICHHOE Ha OTAEIHHOM JIHCTE, MPHUOOIIAETCI K MPOEKTY
JIOKyMEHTa W BO3BpAIaeTCA pa3padOTYMKy TpoeKTa I nopaboTku gokymeHTa. Ecau npu
A0padoTKe MPOEKTA PACIIOPAANTETbHOI0 JOKYMEHTAa UCIOJHHUTeIeM OyAyT yYTeHbl He Bce
3aMe4aHusi, TO NPHU Nepeaadye OKOHYATEIHLHO 0(POPMIICEHHOT0 JOKYMEHTA PYKOBOIUTEJIIO
HA MOJANHUCH BCe 0CO0ble MHEHHUS M 3aMe4YaHNsl, He MPUHATHIE COCTABHUTEEM JOKYMEHTA,
AOJKHBI OyAyT NOCTYNUTH BMeCTe € OKOHYATEJIbHO OG(GOPMIIEHHBIM [JOKYMEHTOM Ha
paccMoOTpeHue PyKOBOAUTEJIS.

B npouecce cornacoBaHusi CTPYKTypHBbIE TOAPA3ACICHUSA, OTBETCTBEHHBIE 3a €ro
MPOBEJICHUE, OCYIIECTBISIOT TOPA0OTKY MPOEKTOB MPHUKA30B (PACHOPSHKCHMIA), a TakkKe HX
00s13aTeIPHOE PEAaKTUPOBAHUE B YIIPABJICHHUH JICTIAMHU.

[IpoekTbl mpuKa3oB (pacmopsoKEHUM), WHBIX JIOKYMEHTOB TIPEJCTABISIOTCS —Ha
peIaKTHPOBAHUE B CEKpETApHAT TOJBKO JIMIIOM IMMOJTHOMOYHBIM 00CYXKJaTh U BHOCHTH TIOTPABKU
B TEKCT HCHOJHUTENEM. PelakTop KapaHJalmoM OTMEYaeT IMOIPEIIHOCTH B TEKCTaX MPHUKA30B
(pacmiopskeHHiT), WHBIX JTIOKYMEHTOB W BIIpaBe TpeOOBaTh OT HCIOJHUTEICH HCIPaBICHUS
opdorpaduvecknx, MyHKTYallMOHHBIX U CTHJIMNCTUYECKUX OIIMOOK, YCTpaHEHHUS HapyIICHHIA
npaBuil OOPMIICHHSI PEKBU3UTOB, HECOOTBETCTBHSI TOJIOKEHUSM HOPMATHBHBIX TIPABOBBIX
aKkTOB B cdepe YIpaBICHUS U JACIOMPOU3BOICTBA, a TAKKE WHBIX 3aMEUEHHBIX UM HEIOCTATKOB.
He nomyckaercs mnpencraBieHMe Ha TMOMANKWCh PEKTOPY WIM MNPOPEKTOpaM MPHUKA30B
(pacnopsiKeHHif), MHBIX IOKYMEHTOB 0€3 ITaMIa U MOAMKUCH PEIaKTopa.

[Ipu HeoOxomumocTH Ha OOOPOTHOM CTOPOHE KaXJAOTo JIUCTAa IIPOEKTa TpHUKa3a
(pacmiopsikeHHs1), BTOPOTO DSK3EMIUIIpa HWHBIX JOKYMEHTOB IOMEIIAETCs OTTHCK IITamma
«OTPEJAKTHUPOBAHO».

Cnenyroumii 3Tan — Ja0pad0TKa MNPOEKTAa PACNOPSAAMTEbHOr0 [0KYMEHTa IO
3aMe4YaHMsIM — MPENOJaracT BHECEHHE 3aMEYaHWil B MPOEKT JOKYMEHTa IO pe3yJbTaram
COTJIACOBAHUS, OKOHYATEeNhbHOE O(OpPMIIEHHE COIVIACOBAHHOTO TMPOEKTa JOKyMEHTa H
MPECTABICHUE €r0 PYKOBOJMUTENIO HA MOIIUCH.

Buzelt odopmisrorcs Ha o00opore mocneaHero jucta mnpukaza (IIpomoskeHue
IMpunoxenuss Ne 3) uiv Ha OT/IETLHOM JIHCTE COTJIACOBAHUS (BU3UPOBAHUS).

[Moamuck pyKkoBOIUTENS MpeBpalaeT MPOeKT JOKYMEHTa B MOJHOIICHHBIN, 001a1atomuit
FOPUIMYECKON CHUIION JOKYMEHT.

PykoBoauTenb MOAMUCHIBAET TOJNBKO MPABUIBLHO O(GOPMIIEHHBIE U COTJIACOBAHHBIE CO
BCEMHU 3aWHTEPECOBAHHBIMHU JIMIAMH IPOEKTHl JTOKYMEHTOB. PyKOBOIWTENb HWMEET IpPaBo

30



NPUHATH JII000E pelIeHne, 1axe MPOTUBOpeyallee MHEHUIO NCTIOHUTENS (COCTaBUTEINS MPOEKTa
JIOKyMEHTA).

[loanuceiBaeTcst mepBBId 3K3eMIULIp NpUKa3a. B ciydae OTCyTCTBHS JOIKHOCTHOTO
JUIa, TMOANKUCH KOTOPOTO 3aroTOBJIEHA Ha TpUKas3e, MPUKa3 MOAMHMCHIBAET JIMLO, KOTOPOE
UCTIONHAET ero oOs3aHHOCTH. [Ipm 3TOM 00s3aTeNbHO yKa3blBaeTCs JOJDKHOCTH JIMIIA,
MOJAMUCABUIETO TpHUKa3, W ero (amunus (UCHpaBIICHUS BHOCSTCS YEpHUJIAMH  WJIU
MAIIMHOIIMCHBIM CIIOCOO0M), HapuMep,:

. o. mHagannHUKa,

Benymmit cnienuanuct [Hognuce Y. O. Gamunus

PacnopsiqutensHple JOKYMEHTBl JIOJDKHBI MMETh aHHOTAIMIO JIOKyMEHTa (3aroyioBOK,
KpaTKoe coJepxaHue), KoTopslii HaunHaercs ¢ npeziora O (O6). Hanpumep: O6 yTBepKaeHUH,
O perucrpauuu, O co3gaHuM, M CIEIYIOUIME PEKBU3UTHI: Ha3BaHHE BHUJA JOKYMEHTa, NaTy,
pEerucTpalMoOHHbII HOMEp MpHKa3a, aHHOTAIMIO0 (KpaTKoe COJepkKaHUe), TeKCT, MOANUCH, BU3bI
COTJIACOBaHUS, OTMETKY 00 HUCIOJIHUTENE. TeKCThl pacopsIUTEeNbHBIX JOKYMEHTOB M€4aTaloTCs
0€e3 MepeHOCoB B CIIOBaX.

Texcr mpukaza, Kak IpaBWIO, COCTOMT M3 KOHCTaTUPYIOIIEW M PpaclopsAUTEIbHON
4yacTei.

Koncrarupyromas dvactb BBOAUT B CYTh paccMaTpHUBaeMoOro BOIpoca U JOJKHA
OOBSICHATb, YE€M BBI3BAHO TOSABICHHE PACHOPSIUTENBHOIO JIOKYMEHTa (MOTYT OBITbH
NEepeyucsieHbl  (akThl, COOBITHS, TMOCIYXHUBIIME MPUUYMHOM H3AaHUS TpPUKA3a; aKT
BBIIIECTOSIIIETO OPTraHa, BO UCIIOJHEHUE KOTOPOTO M3JAeTCs JaHHBIA JTOKYMEHT, B MOCIEAHEM
cllydae yKa3bIBaeTCsl BUJ| aKTa, €ro aBTop, /1aTta, HOMep U MOJHOE Ha3BaHME (3arojI0BOK, KPaTKoe
coJiepKaHue, aHHOTAIHA)).

OHa MOKEeT HAYUHATHCSI CIIOBAMH «B LIEJSIX», «B COOTBETCTBUIY, «BO UCIIOJHEHHE» U T.1.
Ecin npuka3 m3gaeTcss Ha OCHOBAHMU JIPYroro JOKyMEHTA, TO B KOHCTATHPYIOLIEH YacTH
yKa3bIBalOTCS HAaMMEHOBAHHME STOr0 JIOKyMEHTa B TBOPUTEIBHOM MajieXkKe, ero jara, HOMEp U
aHHOTauus. HopMaTHBHBIE TIpaBOBbIE aKThl JOJDKHBI OBITH YKa3aHbl C COOIIOZCHHEM
TpeOoBaHuil 00 MepapXuu aKkToB.

KoncTraTupyromas 4acTe MOKeT OTCYTCTBOBAThb, €CJIM NPeANUChIBaeMble NeliCTBUS
He HYKIAKTCH B Pa3bsiCHEHUH.

TekcT mpuka3oB B TakuMX clydasix HauuHaeTca co cioBa Il p m x a 3 BI B a 10 ¢
NPONMCHOIi OYKBBI C HOBOI CTpOKH al3aria.

Crpoka a03anja HauMHaeTcss Ha paccTosHUM 1,25 ¢M OT JeBOi rpaHHIbl MoJs (IIecTast
OykBa).

B TekcTe He AoMycKaeTCsl pa3phiB AaThI PH NEPEHOCe TEKCTA Ha APYIYIO CTPOKY.

5.1.2. OopMiieHHE IPOECKTOB MPUKA30B

Texkcer meyaraercss mpudrom pasmepom Ne 14, yepe3 1 Me:KCTPOUYHBINH MHTEpPBAJI,
0e3 mepeHocoB.

IIpn Haau4uu TadaMIbI NpUMeHsieTcss WIPU@T padmepom Ne 12,

Eciu mnocnepnsist crpaHulia JTOKyMEHTa COCTOMT M3 HECKOJbKHUX CTPOK WJIM Ha
MOCJICAHIO0 CTPAHUIy INEPEHOCUTCS JUIIb PEeKBU3UT «lloamuch AOHKHOCTHOIO JIHML@», TO
JIOTTyCKaeTcsl mevyaTaTh TEeKCT ImpudTtoMm pasmepoMm Ne 13, HaumHas ¢ aHHOTAIMH JOKyMEHTa
(kpaTkoe cojaepxaHue) MO0 TEKCT MedaraeTcs dvepe3 1,5 HMHTepBaja MOCIE AaHHOTAIUH
JIOKYMEHTA.

[Ipy Hanmuum 7ABYX YacTedl MpUKa3a pacHopsAUTENbHAs YacTb OTHENAETCS OT
KOHCTaTUPYIOIIEH CIOBOM «II p M K a 3 bl B @ I0», KOTOPOE MEeYaTaeTcsi CTPOYHBIMU OyKBaMH U
pacnosaraercsi Ha OTAEIbHOU CTPOKE MPSIMO OT IOJIEH.

[Tocne crnoBa (IT) m p u k a 3 bI B a 10 (1MeyaTaeTcsa Bpa3psAAKy) CTABUTCS IBOETOYUE.

TekcT pacnopsaUTeNbHOM YacTH JOKyMEHTa CleQyeT C HOBOW CTpOKM alzama c
MIPOIMUCHON OYKBBI.
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[Tocne odopmieHuss TeKcTa paclopsAAMTENbHOM YacTH Yepe3 2-3 MEXCTPOUYHBIX
MHTEpBajla TPOCTABIAETCS PEKBU3UT «IOAMKHCH JOJDKHOCTHOTO JIMI@», BKIIOYAIOLIas
JOJKHOCTB, MOJIMUCH, PACIIM(POBKY HOIHCH.

He nonyckaercs octaBiieHne Ha BTOPOW CTpaHUIE JOKYMEHTA MMOANNUCH PYKOBOAMUTEIS.

@OpMYJIUPOBKH PACHOPSIIUTEILHON YacTU JIOJKHBI OBITh KOHKPETHBIMH, YETKUMH,
SICHBIMHM, HE JOIyCKAIOIIMMHU Ppa3IUYHbIX TOJKOBAaHUI, a Takke He MPOTUBOpEYAIlUMHU IO
CMBICITy PaHE€ U3/IaHHBIM PaclOPsAUTEIbHBIM JOKYMEHTaM.

B Tekcte pacnopsauTenbHOM ~4YAacTH  JOKYMEHTa PpeKOMeHayeTcsi u30erarb
HEKOHKPETHBIX BBIPAKEHUI THUIA «IIOJHATH», IOBBICUTBY, «YCHWINTBY», «AKTUBU3UPOBATHY,
«00OpaTUTh BHUMaHUE» U T.1.

Ecnn pacniopsauTenbHas 4acTh NPEANOJAraeT pasjinyHble IO XapakTepy AECHCTBUS U
HECKOJIbKMX HCIOJHUTENEH, OHa JEJUTCA Ha IyHKTHI, KOTOPble HYMeEpYHTcs apadCcKuMH
nM@paMu ¢ TOYKAMH U COAEPKAT yKa3aHUE I UCIIOJIHUTENS, IPEANNUCHIBAEMbBIE JEHCTBUS U
cpoku ucnoiHeHus. [IyHKTBI B CBOIO ouepeib MOTYT MOJPa3AesaThCs Ha MOAMYHKTbI, KOTOpPbIE
TaKXke HyMepylTcs apaOCKUMH LHU(ppaMy ¢ TOYKaMH, IEPBOE CIIOBO MOJMYHKTAa HAUMHAETCS C
MIPOMUCHON OYKBBI U MOCTIE IUQPPBI MPOCTABISAETCS TOUKA.

Hampuwmep, 1.1. YTBepauts ...

Kpome Toro, HeoOxo1uMo coOMI0AeHNE U HEKOTOPBIX APYrux mpasmi. K HUM oTHOCSTCS
ClleAyIOLINE:

1. CtpouHble OYKBBI HE YIIOTPeOIIAIOTCS 0e3 CKOOOK.

2. Ilocne cTpouHbIX OYKB M apaOCKUX UQP CO CKOOKaMU HE CTABUTCS TOUKA.

3. Pumckue nudpsl U nponucHble OYKBbBI YIIOTPeOIA0TCs 0e3 CKOOOK.

Hexotopsle npaBuia sa36IK0BOro 0(hOpMIICHUS JOKYMEHTOB yka3aHbl B Ilpuioskenun Ne
18, pexkomMeHmanMM 1O UCHOJIL30BAHUIO OTAEIBHBIX CIOB W YCTOMYMBBIX COYETAHMIA,
UCTIOJIb3YEMBIX IPH MOJTOTOBKE CIIYKEOHBIX JOKYMEHTOB, — B IIpuiiokenun Ne 19.

HcnonmuuTens B TEKCTE MPOEKTa MPHKa3a yKa3bIBaeTCs B AaTeIbHOM mnajexe. Jlomyctumo
yKa3bIBaTh U 0000IEHHO (HaYaJbHUKAM CTPYKTYPHBIX MOJApa3AeieHui, AekaHaM (aKyJIbTeTOB
U T.IL.).

[IpennuceiBaeMoe JeiicTBUE BBIpaXKaeTcs IJarojioM B HeEONpeaereHHOW (opme
(MOATOTOBUTH, 3aYMCJIUTDH, OPTAHU30BATDb U T. 11.).

CpoK HCHOJHEHHUS JIOJDKEH COOTBETCTBOBaTh O0O0BEMY NpEANoyiaraeMblx padoT.
HcnonmHuTeNbHBIN CPOK MOXKET ObITh Pa3IMYHBIM UM OOIIKM IS BCEX ITyHKTOB.

[IpennocneqHuM MyHKTOM PacHOpPSIAUTENBHON YacTH JOKYMEHTa NMPH He00XO0IMMOCTH
JOJDKHO  OBITh  ONpPENENEHO CTPYKTypHOE TOJpa3fefieHue WIM JIOJDKHOCTHOE —JIMIIO,
OTBETCTBEHHOE 3a €ro HCIOJHEHHE B ILeaoM: "OTBETCTBEHHOCTh 3a HCIOJIHEHHME IpPHKa3a
BO3JIOKHUTH Ha ...".

B nocnegHem myHKTE pacnoOpsSAMTENbHOW YacTH NpPHKa3a YKa3bIBA€TCS JOJKHOCTHOE
JIUII0, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb HA/l HCIIOJIHEHHEM MPHUKA3a B EJIOM.

Hanpumep, "KoHTpoib Haj MHCIOJHEHHEM IIpUKa3a OCTaBJsIlO 3a coboil", nubo
«KoHTpOIb HAJl UCTIOTHEHUEM NTPUKA3a BO3JIOKHUTD HA ...».

ITo BceM myHKTaM NpHKa3a KUPHbIM HPHPTOM BBIACISAIOTCH BCe KJIYeBble
ciaoBa: «HasHauutby», «IlepeBecTn», «OTUNCIAUTBY, «3aKpenuTh», «BOCCTAHOBUTHY» U T.I.

Kaxxnoe cimoBo B TekcTe [TOKYMEHTa JIOJDKHO HECTH OIPENEICHHYIO CMBICIOBYIO
Harpy3ky, HO3TOMY HEOOXOJMMO HCKIIIOYaTh U3 TEKCTa JIMIIHUE CJIOBA, KOTOPbIE B JIOKyMEHTE
HE UMEIOT CMbICJIA U HE HECYT HUKAKUX CMBICIIOBBIX OTTEHKOB.

Hampumep: He "Hacrosmmii mpukas", a "mpukas"; He "mpu »TOM HampasisieM', a
"HanpasiigeM", He "ymomsHytoe Ha 3 n.", a "Ha 3 n."; He "HacTodmmM mpemaraercs’, a
"mpemmaraercsa" wim  "mpemmaraem"; He "pa3BepHyTh pabOTy MO pa3biCHEeHMIO...", a
"pa3bACHUTH"; He "MpaKkTHUECKue Meporpuatus”, a "mMeponpustus"; He "moBceIHeBHas padoTta",
a "pabota"; He "WcmpaBUTh uUMeronMecs OmMOKK", a "HcmpaBUTh omIMOKU"; He "pe3yibTar
IIPOBEJICHHBIX MCIIBITAHUN", a "pe3ybTaT NCIIBITAHUI".
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Ecnu npuka3 BBOAUT B JieiicTBHE KakHe-THOO TOKYMEHTBI, TO OHH O(pOpMIISIOTCS B BUC
MPWJIOKEHUSI K TNpUKa3y, CChUIKa Ha KOTOpPHIE NAaeTCsi B COOTBETCTBYIOUIMX IMYHKTaX TEKCTa
«COTJIACHO MPUJIOKEHUION, «Ipuiaraercs», (IIpunoxenue).

[TpunokeHus: K MpUKazy BU3UPYIOTCS (ITOAMUCHIBAIOTCS) PYKOBOJIUTENIEM CTPYKTYPHOTO
MOJIpa3eyIeHus], IOATOTOBUBILETO MIPOEKT.

B npaBoM BepxHeM yrIily IEpBOM CTPaHULBI MPUWIOKEHUS MUIIYT ciIoBO "[Ipunoxenne" ¢
yKa3aHHEM HaUMEHOBAHUS PACIOPSIUTENBHOIO JOKYMEHTA, €0 JaThl, HOMEpA.

Hampumep:

[Ipunoxxenne k mpukasy

ot 00.00.0000 Ne

[Ipn HanmuuuM ABYX WJINM HECKOJIBKUX NPWIOKEHUH OHU HYMEPYIOTCSI C IPOCTABICHUEM
3Haka «Ney (mocie 3Haka «No» craBUTCS MpOOENT M IMPOINEUATHIBACTCS COOTBETCTBYHOIIUI
HOMED).

Ecniu npunoxeHueM K npuka3y SBISETCS YTBEPKICHHBIH MM JOKYMEHT, TO Ha
NPUIOKEHUH B paBOM BepxHeM yriry npoctasisercs rpud «Y TBEPXXIEH (HO, HA, HbI)».

B mnpuxa3 He cieayer BkJ0YAThL NYHKT «lIpuKa3 10BecTHM 10 CBeJdeHHA...».
ITonpaznenenus (JOMKHOCTHBIE JUIIA), 1O CBEAECHUS KOTOPBIX JIOBOJUTCS MPHUKA3, YKa3bIBAIOTCA
B yKazaTele pacChUIKH, KOTOPHIM HCIOJIHHUTEIh TOTOBUT BMECTE C IPOEKTOM IIpHKa3za Ha
00OpOTHOM CTOPOHE MPUKA3a MMOCIE BU3 COTIACOBAaHMS B HU)KHEH YacTH CTPAHHIIBI.

CTpaHnubl NIpUKa3a U NPUI0KEHUSI HYMEPYIOTCS KaK eIMHbIN JOKYMEHT.

B mpukazax, cocrosmux u3 2-Xx u Oojiee CTpaHUI], B 00A3aTEIbHOM IOPSIKE
HYMepYIOTCSl Bce CTPAHUIbI, BKJIIOYas MPHIOKEHUE, HaunHas co BTopod. Homepa crpanun
IIPOCTABJISIIOT MOCepeIHHe BEPXHero MoJisl JJUCTA.

[Tocneguuii 3Tam B MpolLeAype MOATOTOBKM PpPACHOPSIUTENBHBIX JOKYMEHTOB —
AOBeJeHHe JOKYMeHTa 10 HcnoJHuTened. Ha 3ToM 3Tame mpoBOOWTCS €ro pacchlika WIN
nepefaya MCHOJHUTENSIM  COIVIACHO CHHMCKY pacchlIKU. Paccelika pacnopsauTenbHOro
JOKYMEHTA JI0JKHA IIPOBOJUTHCS B BO3MOXKHO C)KAThIE CPOKM — B TEUEHHE OJHOIO-ABYX JHeM
rocJie MOJIUCAHUSI U PETUCTPALK JOKYMEHTA B YIIPABJICHUH JeIaMu.

Komuu npuka3oB win MX pa3MHOXKEHHBIE SK3EMIUIAPHl (KONMHMHM NMPEIOCTABJSIIOTCH C
OPUTHHAJIOM /IOKYMEHTA MCIOJIHUTeJIeM) 3aBepsIOTCS pPaOOTHUKOM Me4aThio YTMpaBICHUS
JielaMH 1 HaIlpaBJISIIOTCS ajipecaTaM (MCIIOJIHUTENSIM) B COOTBETCTBUH C yKa3aTeJIeM PacChUIKH.

OneKTpoHHass TMo4Tra — OJUH U3 KOMIIOHEHTOB CHCTEMBbl  aBTOMaTH3allUU
JOKYMEHTO000pOTa, CpPEACTBO JOCTaBKH, OTIPAaBKHM HHGPOpMAIMK M €€ Mepelaud MEexay
M0JIb30BATEISIMU BHYTPH UHCTUTYTA.

OTtnpaBuTe/b JICKTPOHHOIO COOOIIECHHS, COJep:Kaliero 3JIeKTPOHHbIN BapHaHT
AOKYMEeHTa, HeceT OTBETCTBEHHOCTb 3a COOTBETCTBHE COJEP:KAHMS IJIEKTPOHHOIO
BAPHAHTA JOKYMEHTA CO/IeP:KaHUI0 MOAJTHHHUKA JOKYMEHTa Ha OyMasKHOM HOCHTeJIe.

DONEeKTpOHHBIE BapUaHThl TPHUKA30B, PACIOPSLDKEHUN HaNpaBJAOTCA ajpecataM B
COOTBETCTBHM C YKa3aTeJIEM Ha PacChbUIKY CTPYKTYPHBIM IOAPA3JCIICHHEM — HMCHOJHHTEIeM
AAHHOTO JO0KYMeHTAa. OTHpPaBKy 3J1eKTPOHHBIX JTOKYMEHTOB OCYUIECTBJ/IsIET MCHOJHUTEIb
(MHMIMATOP) JOKYMEHTA I0cJe NMPOCTABJICHHUA 1aThl, PETHCTPAIIMOHHOIO HOMEpa, CJIOBa
«NOANHMCH» B PEKBU3UTE «MOANHUCH JOJKHOCTHOIO JIMLA», OTMeTKH «CO00TBeTCTByeT
OPUIHHAJNY» B NPAaBOM HHKHEM YIJIy NOCJeJHell CTPaHHIbI JOKYMEHTa H coo0umiaer B
ceKpeTapuar o JaTe U BpeMeHH OTIPABKH 3JIEKTPOHHOI0 PACTIOPSIMTEIBLHOI0 JOKYMEHTa
10 DJIEKTPOHHOM Mmo4Te.

[Ipy perucTpamum TmpuKa3bl HYMEPYIOTCS TMOPSAKOBBIMH HOMEpaMH B TIpeesax
KajneHaapHoro rona. IIpukasel 10 OCHOBHOM AESTEIBHOCTH WHCTUTYTa, O HANpaBICHUM B
MOE3Ky OO0ydYaromMxcsi, MO CTUIECHIUAIbHOMY OO0ECIeUeHUI0 OOy4YaloluXcs, M0 JUYHOMY
COCTaBy O0yYaroIUXcs PErUCTPUPYIOTCS B OTACIBHBIX XKypHAIax.

Opurunan (mepBbli SK3eMIUIIp) NpHKa3a MOALIMBAETCS B Jes0, O(QOpMIIEHHOE B
cooTBeTCTBUM cO CBOAHON HOMEHKIIATYpOW MHCTUTYTA, B YIIPABJICHUU ACIaMU.

5.1.3. BHeceHue n3MeHeHU U T0NOJHEHUI B paclopsiiuTe1bHbIe JOKYMEHThbI
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Ecnu npuka3 A0NoJHsSET, OTMEHSET WIM M3MEHSET paHee M3JaHHbIE MPUKA3bl WIH HUX
OTACTBHBIE MyHKTHI, TO OJMH U3 ITyHKTOB PACIOPSIUTEIHHON YacTH TEKCTa JOJDKEH COIEPKaTh
CCBUIKY Ha JOKYMEHT (IyHKT JOKYMEHTa), B KOTOPBI BHOCSTCS M3MEHEHUs, C YKa3aHUEM €ro
JaThl, HOMEPA ¥ aHHOTAIMH (3ar0JIOBKA).

Ilon wu3MeHeHMEM JOKyMEHTa IOHMMAeTCs HE TOJIbKO 3aMEHa OJHHUX HJIEMEHTOB
IPYTUMH, HO W MCKIIIOYCHHE ITHX JJEMEHTOB 0€3 3aMEHBI, a TaKkKe JOTNOJIHEHHE JTOKYMEHTa
HOBBIMH 3JIEMEHTAMU.

BHeceHneM M3MeHEHHMH B paCIIOPSAUTENBHBIA JOKYMEHT CHUTACTCH

- 3ameHa cnos, yugp;

- UCKTIIOYEeHUe U3 MEeKCMa pacnopsioumenbHo20 O0OKYMEHmMa clos, Yupp, npeonodHceHull;

- UCKTIOYeHUue CIMPYKMYPHLIX eOUHUY;

- HOBasl pedaKyusi CmpyKmypHoU eOUHUYbl pacnopaoumenbHo20 00KYMeHma,

- OONONHEeHUe CIMPYKMYPHOU eOUHUYbL NYHKMA PACHOPAOUMENbHO20 OOKYMEHMA HOBbIMU
cnosamu, yugpamu unu npeodioHCeHUsIMU;

- OononHeHue  CMPYKMYPHbIMU — DNIEMEHMAMU  pACNOPAOUMENbHO20 — OOKYMEHMA
nyHKmamu, adzayamu, oegpucamu, NPULONCEHUAMU, CI08AMU, YUDpaMmUL,

- U3J0JCeHUe 8 HOB0U pedaKyuu 3a20]l08KA, KOHCmamupylowjel uiu MOMmueUpOo8o4Holl
yacmu, CmpyKmypHo2o0 sfiemMeHma (RyHKkma, aozaya, oegpuca), npuioHceHus.

B anHoTanum (3arojoBKe, KpaTKOM COJIEP)KaHMM) PACHOPSAUTENILHOrO JoKyMeHTa «O
BHECCHWW M3MCHEHWH B TPHUKa3 (pacropsHKEHHE)...» YKa3bIBAIOTCS J1aTa, HOMEpP JOKYMEHTa, B
KOTOPBIII BHOCSATCSI W3MEHEHHUs, aHHOTAalMi JOKyMeHTa (KpaTKoe COAep)KaHue), KOTopoe
3aKITI0YAeTCs B KaBBIYKH, B KOHIIC 3aT0JIOBKA TOYKA He CTABUTCS.

Hamnpuwmep:

O BHECeHMM U3MEHEHHUH B IpUKa3

or 21.03.2009 Ne 198-ct «O cruneHauaibHOM OOECIEYEHHU CTYAEHTOB (haKyJbTeTa
MH(GOPMALIMOHHBIX TEXHOJIOTHI)

B Ha3BaHMM JOKyMEHTa O BHECEHHMM H3MEHEHMH MOTYT OBITh YKa3aHbl HE TOJBKO
CBEJICHUS O Ha3BaHWM M3MCHSEMOTO JIOKyMEHTa, HO W KOHKPETHBIC CTPYKTYypHBIC €IUHHIIBI, B
KOTOPBIE 3TH U3MEHEHHs BHOCSITCA.

Hampumep:

O BHeceHUM U3MEHEHHUs B IMyHKT 2 mpukasa ot 15.10.2009 Ne 315

«O0 opranmuzamnum ...»

W3meHenus, Kak MpaBUiIo, BHOCSATCS TOJIBKO B OCHOBHOM pacHoOpsIUTEIbHBIN TOKYMEHT.

B mnpeamOyie Kk pacnopsIuTenTbHOMY TOKYMEHTY YKa3bIBAaIOTCS OCHOBAHHS, IICIIH,
IIPUYMHBI BHECEHUS U3MEHEHHH, Hanpumep: «B cBs3H ¢ KapOoBBIMU U3MEHEHUAMH...», «B memsax
PaIMOHATFHOTO PACXOI0BAHHS OFOKETHBIX CPECTB...».

[TyHKTBI MOTYT AETUTHCS HA MOJMYHKTHI, 0003HaYaeMble CTPOUYHBIMU OYKBaMU PYCCKOTO
andaBuTa ¢ 3aKpHIBAIOIICH Kpyrioi ckoOkoit. Hampumep:

Brnecmu 6 npukasz om... Ne... «06...» credyowue usmeHeHus:

1) ...; (nynkm 1)

2) ...; (nynkm 2)

3) ... (nynkm 3)

a) ...; (noonynkm «a» nynkma 3)

0) ..., (noonynkm «6» nynkma 3)

4. .... (nynkm 4)

TekcT pacmopsIUTETHHOTO JOKYMEHTa HAUMHACTCS CO CIOB: «BHecmu 6 (yxa3pIBaeTcs
BUj (TpHKa3, pacrnopspKeHue, NPUWIOKEHUE K TpHUKazy), JaTa, PEerucTpallMOHHBIA HOMEp U
HaNMEHOBAHUE JIOKyMEHTA, B KOTOPBI BHOCSITCS U3MEHEHHs1) CIEIYIOIINE H3MCHEHUS: ... ».

BHocuMble B pacnopsiIMTENbHBIA JOKYMEHT W3MEHEHMs JOJDKHBI — M3JIaraThCs
MOCJICIOBATEIFHO C YKa3aHHWEM KOHKPETHOW CTPYKTYPHOH €IMHUWIBI JOKyMEHTa (HauuHas C
HaMMEHBIIIEeH), B KOTOPYIO BHOCSATCS u3MeHeHus. Hanpumep: «1) a63a1] Bropoii myHkTa 3 mocine
CIIOB «... ... » MOMOJHUTH CIOBaAMH «... ... ».
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Ecin u3 Tekcra AOKyMEHTa HCKIIIOYArOTCS (JOMOJIHAIOTCS) OTHENIBHBIE CJIOBa, TO B
pacnopsAUTEILHOM JOKYMEHTE, KOTOPBIM BHOCSATCS M3MEHEHHS, YKa3bIBaeTCs, B KaKOM MecTe
TeKcTa (aHHOTauus, npeamOyna, craThsi (IYHKT), ab3all, MPUWIOKEHHE U T.1.) MCKIIOYAIOTCS
(TOTIONTHSIFOTCST) CJIOBA, a CAMHU CJIOBA YKA3bIBAIOTCS B KaBBIUKAX.

BHecenne m3MeHeHMH B JOKYMEHT B 0000meHHOH ¢(popMe (B T.4. 3aMeHa CJIOB M
CJI0BOCOYETAHMII € MCNIOJIb30BaHUEM (POPMYJIMPOBKHU IO TEKCTY») He J0IyCKAeTCs.

Kaxnoe n3MeHeHHe MOIKHO OBITH O(POPMIICHO OTAEIBHO C YKa3aHHEM KOHKPETHOTO
CTPYKTYPHOTO 3JIEMEHTa PacIoOpsIAUTEIHHOIO JOKYMEHTA.

Ecnmu B TekcTe OKYMEHTa 3aMEHSIOTCS LM(POBbIE MOKa3aTeau (ICHEXHas CyMMa,
IUIOUIa/b), TO paHee yKa3aHHble W HOBbIE TOKa3aTelud B TEKCTE MPABOBOTO aKTa, KOTOPBHIM
BHOCSITCSI U3MEHEHMS], YKA3bIBAIOTCS B KABBIUKAX.

[Ipy HEoOXOAMMOCTH 3aMeHbl IU(PPOBBIX 0003HAYEHHUH yNoOTpeOsseTcs TEepMUH
«uudps», a He «uucaa». Hanpumep: «yugpor "12, 14, 125" 3amenumo yugppamu "13, 15, 126"».

[Tpu HE0O6XOAMMOCTH 3aMEHBI CJI0B U LIU(Dp ynoTpedisieTcs TepMUH «ciaoBa». Hanpumep:
«cnosa "6 50 pas" samenumo crosamu "6 100 paz"».

JlononHenne a03anaMy BHOCHUTCS TOJBKO B KOHEI] COOTBETCTBYIOIIETO CTPYKTYPHOTO
anemeHTa. Ilpu HeEoOXOAMMOCTH BKJIIOYEHHMS HOBOro al3alma MEXIy YKe HMMEIOIIMMUCS
ab3allaMM JaeTcsi HOBas peJakUuuss TOT0 CTPYKTYPHOTO 3JEMEHTa pacHopsSAUTEIHLHOTO
JOKYMEHTa, K KOTOPOMY OTHOCHTCS ab3all.

[Tpu HucKIIOUEHUHN U3 PACTIOPSIUTENBHOIO JOKYMEHTA MYHKTOB U MOJMYHKTOB, a TaKXKe
IIPY JOTIOJIHEHUHU PACHOPSAAUTEIBHOIO JOKYMEHTAa IIyHKTaMH M TIOAIYHKTaMU HW3MEHEHHE
HyMepaluH MOoCIeIyONINX MYHKTOB U TIOJIYHKTOB HE IPOU3BOAUTCA.

BHeceHne 3HAYMTEJBHOIO0 YHCJIA HM3MEHEHUH B PACHOPAAMTEIbHBIA JOKYMEHT
MOKeT OCYIIeCTBJIATHCS IyTeM NPUHSITHS ero B HOBOI pelaKIuH.

[Ipn BHECEHMM WM3MEHEHMH B pacHOpSAOUTENbHBIM JTOKyMEHT IyTEM INPUHATUS €ro B
HOBOW pelaKkiiKi He AONMYCKAeTCsl M3MEHEHHE BHAAa U aHHOTALMU (KPAaTKOTO COJEepKaHus)
pacnopsAUTEIbHOIO JOKYMEHTA.

PacnopsinutenbHblil  JOKYMEHT W3JA€TCd B HOBOM pEIAaKIUMU C OJHOBPEMEHHBIM
IIPU3HAHUEM, YTPATUBIIMM CHUJIY paHee JEHCTBOBABILErO JOKYMEHTA B CIIydasix, €CIH:

- HEoOXOAMMO BHECTH H3MEHEHHs, Tpedyrolue MepepadoTKu pPaclopsIuTeIbHOTO
JOKYMEHTA MO CYLIECTBY U HE MO3BOJSIOLINE OIPAaHUYUTHCS HOBOM PENAKIMEN €ro OTIEIbHBIX
CTPYKTYPHBIX 3JIEMEHTOB;

- HeoOXOAMMO BHECTH B DPACHOPSAWUTENBHBIA JOKYMEHT W3MEHEHHUs, 3aTparuBarollue
MIOYTH BCE €T0 CTPYKTYPHBIE DJIEMEHTHI;

- COXPAHSIIOT 3HAYEHUE TOJIBKO OTAEIIBHBIE CTPYKTYPHBIE 2JIEMEHTBI PACIOPAIUTEIILHOTO
JOKYMEHTA, IPUYEeM YaCTHUYHO;

- HEOOXOIMMO BHECTH HW3MEHEHMS B PpaCHOPSIUTEIbHBIN JOKYMEHT, NpPU3HAHHBIN
YTPaTUBLINM CUJITY B HEOTJIEIMMOMN YacTH.

3amMeHa OTAEJBHBIX JIMCTOB Pa30CJAHHBIX PACHOPSAMTENBHBIX NOKYMEHTOB IIpU
oOHapyxeHHH ophorpaduiyecKiX WM TEXHUUECKUX OMIMOOK MOXKET ObITh MPOU3BEIECHA TOIBKO
II0CJIE COIJIACOBAHMS C YIIPABIECHUEM JI€TaMH.

[Tpy HEOOXOAMMOCTH HCIpaBJIEHUS (3aMEHbBI) OJTHOTO WM OoJiee CIIOB MPOU3BOJIUTCS
3aMEHa TOJHOIO JINCTA PAcCHOPSAUTEIBLHOIO JOKYMEHTA, IPH ITOM COXPAHSAETCS HyMeparus
CTpaHUI] YTBEP>KJIEHHOTO pacHOPSAUTEIHHOrO (OAMUCAHHOI0) JOKYMEHTA.

B sroM ciywyae ucnoiaHMTENb OQOPMIISET 3aMEHSEMBIH JIHCT PaclopsSAUTEIbHOTO
JOKyMEHTa CJIEAYIOMKUM 00pa3oM: Ha BEpXHEM I10Ji€ HOBOTO (M3MEHSEMOT0) JIUCTa JIeJIacTCs
Haanuch: «B3aMeH pa3ocjJaHHOIO ...» (IIpU 3aMEHE HECKOJIBKUX JIMCTOB HAJIUCH JI€JacTcsa Ha
KaKJOW CTpaHUIE) U YKa3bIBAa€TCs /1aTa, HOMEp U Ha3BaHME PaCIOPSAUTEIbHOIO JOKYMEHTA, B
KOTOPOM MPOM3BOJIUTCS 3aMEeHa JIMCTOB (IIpU 3aMEHE IEepBOM CTpaHHUIBI — JaTy, HOMEp
yKa3bIBaTh HE HAJO).

Jleno pacnopsiIuTeNbHOrO TOKYMEHTa (TIOAJMHHUK) J0MOJIHAETCS 3aMEHsIEMbIM JTHUCTOM
(tuctamm).
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5.1.4. IloaroroBka u opopMIIeHHE PACTIOPSIAKEHU I

PacnopsizkeHue — pacnopsAUTENbHBIA  JOKYMEHT, H3JAaBacMblil MPOPEKTOPaMHU
MHCTUTYTa 1O BONpocaM HH(OPMAIIMOHHO-METOJINYECKOI0 XapaKTepa, a TaKkke M0 BOIpocam
ONEpaTHUBHOIO  YyMpaBJCHHsI JESATENbHOCTbIO HMHCTUTYTa (COBEHIaHMS, KOH(EPEHLUN).
PacnopsizkeHue He 10JZKHO COAEPKATH NPEeANUCAHUN, HOCAIIUX HOPMATHBHBIN XapaKTep.

[TogrotoBka u odopmienue pacnopsokennii  (Ilpuiioxkenue Ne 4) mpousBOAITCS
aHAJIOTMYHO TOPSJIKY MOATOTOBKH U O(OPMIICHHUS NMPHUKA30B, TOJIBKO KOHCTATHPYIOLIAs 4acTb
3aBepuiaercs cioBamu "O 6 i3I Ba 0", "Il pegmnarai". Ecau ykazanue coaep>KuT TOJIbKO
pa3bsICHEHUs O MOpPsAKEe MPUMEHEHHs KaKOro-1100 HOPMaTUBHOTO JIOKYMEHTA, 3TH CJIOBa MOTYT
OBITh OITYILIEHBI.

[Monmucanuble pacnopsHKEHUS! PErUCTPUPYIOTCS U (POPMUPYIOTCS OTICIBHO OT MPUKA30B.

OTmeHa paHee H3AAHHBIX PACHOPSHKEHUH MOXKET ObITh NpOBEJeHa MpUKa3aMH WIIU
paciopsHKEHUSMHU.

5.2. Opranu3anMoHHbIE JOKYMEHTBI

5.2.1. Ilonoxenus

ITos10:xeHUsA — HOPMAaTUBHBIE aKThl, UMEIOIINE CBOJIHBIA KOAM(PHUKAIIMOHHBIN XapaKTep
U ONpeleNsionue TOpsIoK  0o0pa3oBaHMs, KOMIIETCHLHMIO, OpraHu3aluio  paboTHl,
MpeHa3HauYeHHbIE JJII HOPMAaTHUBHO-NIPABOBOM perjaMeHTalluy JEATEIbHOCTH MHCTUTYTa WU
€ro CTPYKTYPHOTO MO/Ipa3/IeIICHNUSI.

[TonoxeHne NpuHUMAeTCcss B TOM cllyyae, €ClIM B HEM YCTaHaBIMBAIOTCS CHCTEMHO
CBSI3aHHBIE MEXJ1y c000il MpaBuia 1o BOIPOcaM, OTHECEHHBIM K KOMIIETEHIIMY HHCTUTYTA.

[TonoxxeHne O CTPYKTYpHOM TMOJpa3/eieHUH ONpEeNeNsieT €ro CTaTryc, MOpPSIOK ero
CO3JIaHMs, MECTO B CHUCTEME YIIPaBIICHHs, BHYTPEHHIOIO CTPYKTYpY, (QYHKIHH, KOMIETEHIIHIO,
00513aHHOCTH, HAJIMYUeE TievaTell, MopsI0K peopraHu3aluy U JIMKBUIALUH.

[TonoxeHue sABISETCS OCHOBHBIM JOKYMEHTOM, NpPEAHA3HAUYEHHBIM JUIsSl 3aKPEIUICHUS U
pasrpaHndeHus QyHKIUN KaXKIOro CTPYKTYPHOTO MOIPa3AeIeHHUS.

[onoxxenne opopmisercss Ha OgaHke ¢ mpuMeHeHueM KoiloHTuTyna (Ilpuiioxkenue Ne
8.2).

5.2.2. UacTpykuuu

HNHcTpyknusi — 3TO JOKaNbHBIM HOPMATUBHBIN AKT, YTBEPKIAEMbIN WU W3/1aBAEMBbIil B
LEISIX YCTAHOBJIEHUS IIPAaBWI, PEryJIUPYIOLUIMX OpraHU3allOHHbIE, HAyYHO-TEXHHUYECKUE,
TEXHOJOTMYecKHe, (PMHAHCOBbIE WJIM WHBIEC CIIELUAIbHBIE CTOPOHBI JEATEIbHOCTH HWHCTUTYTa
(ero CTpYKTYpHBIX MOpA3eNeHUN U CITYK0), TOTKHOCTHBIX JIULL.

WHCTpyKUMu M37a0TCsl B LENSAX Pa3zbsCHEHHS W ONpeesieHUs] MOopsaKa MPUMEHEHUS
3aKOHOJIATEIbHBIX AKTOB, PACHOPSAUTENBHBIX JOKYMEHTOB, 110 3allOJHEHUIO U BelEeHHUIO (opM
JIOKYMEHTOB (HaIrpumep, OyXraiaTepckux, OTUETHBIX, YUETHBIX U Jp.).

3aroJ0BOK JIOJKEH YETKO ONPENEeNsTh T€ BOIPOCH], 0OBEKTHI WIIM KPYT JIMII, HA KOTOpPbIE
pacnpocTpaHsieTcsi MHCTpyKuMs. Hanpumep, HHCTpYKLKS O IpaBaxX M 00SI3aHHOCTSX CeKpeTaps-
pedepeHTa, HHCTPYKIUS 110 1eT0NPOU3BOJICTBY.

[TepBbIit pa3men WHCTPYKIMH HasbiBaeTcsa «OOmmMe MmonokeHus». B HeM yKa3bIBaroTCs
e M3JaHMsl, OO0JIACTh pPACHpPOCTPAHEHUs, MOPAIOK M 00A3aTeNbHOCTh HCHOJIb30BAHUS,
MIpaBOBbIE, HOPMAaTHBHBIE WJIM PACHOPSAAUTENbHBIE AaKThl, IOCITY>KUBIIUE OCHOBOM JUIs
pa3pabOTKN MHCTPYKLUH.

NHCTpyKIIMST — JOKYMEHT JUINTEIRHOTO JEWCTBHS. B 00mMX  MOJOXKEHHSIX
OrOBapUBAIOTCS CPOKH BBEACHUS NHCTPYKLIUHU B JEMCTBHE NN OTMEHA pAaHEE IEHCTBYIOIIEH.

5.2.3. OopMmiieHne 1M0JI0KEHNH, HHCTPYKIMI

ITosiokeHMsT M MHCTPYKLIMH TIPUMEHSIOTCA KaK CaMOCTOSTEIbHBIE IPABOBBIE AaKTHI,
KOTOpBIE YTBEPXKAAIOTCSI PEKTOPOM; yTBepxkaeHue opopmisercs B hopme rpuda yTBepKACHUS
WIN TIyTEM U3JIaHHsI PacTiOpsSIUTEIBHOTO TOKYMEHTa 00 UX YTBEPKICHUU.

B cnyuae, xorma neiicTBHe MOJOXEHHS KPaTKOBPEMEHHO, O(opMIIeHHE JOKyMEHTa
ocymecTBisieTcs Ha obmem Onanke nHctutyta (Ilpuioxenue Ne 8.1), Ha cTaHIapTHOM JHCTE
oymaru c¢opmata A4 c coOmrofeHHeM BceX MpaBUI OPOPMIICHHS TEKCTOBBIX JIOKYMEHTOB,
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KOTOpBIM JOJDKEH COAEpP’KaTh HAaUMEHOBAaHME MHCTUTYTA, CTPYKTYPHOIO MOJpPA3/EICHUs, BUIA
JOKYMEHTA, a TakXKe JaTy U rpu( yTBEp>KICHHUS.

TekcT u3naraeTcss OT TPETHEro JMIAa €IUHCTBEHHOI'O WJIM MHOXXHUTEIBHOIO 4ucia. B
TEKCTe HCIOJIB3YIOTCS clioBa: "moipkeH", '"crmemyer", "HeoOxommmo", "3ampemraercs", "He
normyckaercs'”.

3aroJoBOK K TEKCTy IMOJOXKEHHS OTBedaeT Ha Bompoc "O dem?", 3arojoBoK K
MHCTPYKILIMHU, COJepKalied JIOMKHOCTHBIE TpeOOBAaHUS U TOPSJOK MPOBEACHUS pPaboT
(MHCTpYKLMSI O MpaBax U 00sS3aHHOCTAX), oTBeyaeT Ha Bomnpoc "Koro?" (MHCTpyKIMs I1aBHOTO
CMELUAINCTA O MpaBax M 00I3aHHOCTSX).

KoHcratupyromeil d9acTpio TOJNIOKEHUS (MHCTPYKIMH) CIYXKUT pazaen "OOmme
MOJIOXKEHHUA", B KOTOPOM YKa3bIBAIOTCSI OCHOBaHMS pa3pabOTKH, OCHOBHOE HazHaueHHUe u chepa
€ro pacnpoCTpaHEHUs, OTBETCTBEHHOCTD 3a HapylICHHE YCTAHOBJICHHBIX MPABHUII.

OCHOBHOW TEKCT MOJIOKEHHUS (MHCTPYKIMM) MOMKET AETUTHCS Ha TJIaBbl, IMyHKTHl U
MOJAMYHKTHI. ['T1aBbl TOJKHBI UMETh Ha3BaHMUSL.

I'maBel HyMepylOTCS pUMCKMMHU IMdpamu. B KOHIle HaUMMEHOBAaHUS TJIaBbl TOYKAa He
CTaBHUTCSL.

Hymepanuss myHKTOB W TOANMYHKTOB MPOM3BOAUTCA apaOCKUMHU IM(pamH, B KOHIE
npoctasisiercst Touka (1.; 1.1.; 1.2.).

[lonoxenns (MHCTPYKIMHM) MOANKCHIBAIOT JIOJDKHOCTHBIE JIMIA, SIBJSIOLIUECS HX
HENOCPEICTBEHHBIMH pa3paboTUMKaMu (HampuMmep, Ha4aJlbHUKUA CTPYKTYPHBIX MOApa3/IeiIeHH),
BU3UPYIOT TOJOXEHUS (MHCTPYKIMM) MPOPEKTOPHI MO HANpaBJICHUSAM, IOpUAMYEcKas ciayxoa,
YTBEPKIAeT — PEKTOp MHCTUTYTA. [lonokeHus (MHCTPYKIMHU) OOpETaloT IOPUANUYECKYIO CUITY C
MOMEHTa YTBEpPXKICHMS WJIM C MOMEHTa W3JaHHUs pPAaclopsSAUTENIBHOTO JOKyMEHTa 00
YTBEPKICHUU.

5.3. UnpopManMOHHO-CIPABOYHBIE JOKYMEHTBI

5.3.1. IIpoToxou

IIpoTokoa — TOKYMEHT, B KOTOPOM (HUKCHPYETCS XOJ PAaCCMOTPEHUs, OOCYKICHHS
BOIPOCOB U TMPHUHATHS pElIeHUN Ha COOpaHUsX, COBELIAHUIX, KOHPEpEeHIUSIX U 3aceJaHHsIX
KOJUIETHAJIBHBIX OPT'aHOB.

OTtHocuTCs K cucTeMe MH(OPMAIMOHHO-CIIPABOYHOW JTOKYMEHTALUU, MOXKET CIY>KUTh
OCHOBAHHUEM K U3JaHUIO PACIOPSIUTENBHON TOKyMEHTALUH.

[TpoToxon 3acenaHusi OTpaskaeT ACSITEIbHOCTh 110 COBMECTHOM BBIPAOOTKE U MPHUHSITUIO
ynpaBiieHYecKuX pemeHnid. KosuernaabHOMy peleHHo, Kak MpaBuio, MoJjIekaT Hauboliee
BaYKHBIEC U MIPUHLIUITUATIbHBIE BOIPOCH! B JEATEIILHOCTH UHCTUTYTA, TPeOYIOIINe KOIEKTUBHOTO,
COBMECTHOTO OOCYKJICHHS U PUHATHS PELICHHUS.

[TpoTokon cocTaBiseTcss HA OCHOBaHMM 3alUCell, MPON3BEICHHBIX BO BpEMS 3aceqaHus
(coBemianusi), TPEIACTABIECHHBIX TE3UCOB [JOKJIAJOB M BBICTYIUIEHHH, CIPAaBOK, IPOEKTOB
peuIeHuil U IPyTUX MaTepHalIOB.

[IpoTokonbl MoryT u3naBaTbes B moJHON ¢opme (IIpuiao:kenue Ne 5) wnu kpaTkoi
dbopme (Ilpusioxenume Ne 6), mpu KOTOPOM OMyCKAeTCs XOJ OOCYXKIACHHS BOMpoca H
(buKcupyercst TONBKO IPUHATOE 110 HEMY pellIeHHE.

TekcT mMoJIHOro MPOTOK0J1Aa COCTOUT U3 JIBYX YacTel: BBOJAHOW N OCHOBHOW. Bo BBOAHOM
YacTH YKasblBalOTCd MHMLMANbI, (aMwinu 1pencenatens (MpeceaaTeNIbCTBYIONIETO),
CeKpeTapsi, IPUCYTCTBOBABIINX Ha 3aCE€laHUU, U, IPU HEOOXOAUMOCTH, JIMII, IPUTJIAIIEHHBIX Ha
3acenanue (coBemanue). PaMUINKM MPUCYTCTBYIONIMX MUINYT B al()aBUTHOM IMOpsAKE depe3
OIMH HHTEpBaJ. EcCiIM KOJWYECTBO NPHUCYTCTBYIOIIMX NPEBBIMAET 15 4enoBek, BO BBOJHOU
4acTH INPOTOKOJA JEJIAeTCsl CChUIKA HA CIUCOK, SIBJISIOIIMNCA HEOTHEMIIEMOM YacTbIO
MIPOTOKOJIA, HAIIPUMED:

IIpucyrcrBoBanu: 25 yei. (CIMCOK MpHIaraercs).

Ecnu B 3acenanuu (CoBellaHWM) NPUHUMAIOT y4acTUe MPEACTAaBUTENH Pa3HBIX OPraHOB
BJIACTH M OpraHU3alMii, MepeuucisioTcs nocie ciaosa «IIpurnamennsie:», Takke 1Mo aadaBury,
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yKa3bIBaeTCsI MECTO pabOThl M JOJDKHOCTh KaKJOro JHIA. MHOTOCTPOYHbIE HAWUMEHOBAaHUS
JOJKHOCTEH MPUCYTCTBYIOMIMX MEYaTaI0TCs Yepe3 OJMH MEXCTPOUHBIM HHTEpBAJL.

BBognasi yacth mnporokosna 3akaHuuBaetrcs moBecTkoil aHs (IIOBECTKA JHSA —
MIPOIEYaThIBACTCS IIEHTPOBAHHBIM CIOCOOOM IMPOMUCHBIMU OyKBaMu), cojepiKallell nepeyeHb
paccMaTpuBaEMBbIX BOIIPOCOB, IEPEYHMCIEHHBIX B TMOPSAKE HX 3HAYMMOCTH C YyKa3aHUEM
JOKJIauiKa 10 KaXJOMy paccMaTpuBaeMoMy Bompocy. Bompockl mnoBecTku — AHS
dbopmynupyrores ¢ mpemmorom  "O" ("OG"), meuaTaroTcs OT TpaHMIBI JIEBOTO TMOMS U
HyMepYITCs apabckumu mudpamu ¢ mpocraBienueM Touku (1. O...).

OcHOBHasi 4YacTh IPOTOKOJIA COCTOMT W3 pAa3JENoB, COOTBETCTBYIOIIMX ITyHKTam
MOBECTKH JIHA. TeKCT KaXkJI0ro pasjiena CTPOUTCS IO CXEMeE:

CIIYHIAJIN:

BBICTYIINJIA:

[NHOCTAHOBWJIN: (unu PEHINJIIN:).

OcHOBHOE coJiepkaHue JOKJIAJ0B U BBICTYIUICHUH BKIIIOUAETCS B TEKCT MPOTOKOJIA MU
IIPUJIAraeTcs K HEMYy B BUJE OTIENBbHBIX MaTEPUAJIOB; B IIOCIEIHEM CIy4yae B TEKCTE IMPOTOKOJIA
nenaercsi orMmetka "Tekct BoicTymieHust npuaraetcs'. IlocraHoBienue (perieHue) B TEKCT
MIPOTOKOJIa BHOCUTCS TIOJHOCTBIO B TOH (hopMynupoBKe, KOTOpast ObLIa MPUHATA Ha 3acCe/IaHuM;
py HEOOXOJIUMOCTH MPHUBOJATCS UTOTH rojlocoBaHus: "3a — ...; MPOTUB — ...; BO3JAEPKAJIOChH

n
CopepxaHue 0coO0ro MHEHHS, BHICKa3aHHOTO BO BpeMs OOCYKIECHMsI, 3aIIUCHIBAECTCS B
TEKCTE IPOTOKOJIA MOCJIE COOTBETCTBYIOLIETO IOCTAHOBIIEHUS (PEIICHN).

TekCT Kparkoro MpPOTOKOJA TaKXEe COCTOMT M3 ABYX 4acteil. Bo BBOJHOW 4YacTu
YKa3bIBAIOTCS MHULMAIBl U (aMUIMK TpeAceaTelbCTBYIOMIEro (MpeceaTens), cekperaps, a
TaK)Ke MHUIHAIBI U (PaMUJIMH TPUCYTCTBOBABIINX JIULI.

Caoso '"llpucyrcrBoBaiau'"  meyaraercs OT  TIpPaHHIBI  JIeBOIO  MOJS,
No4YepPKUBAETCS, IOCJIe CJI0BAa CcTaBUTCH BoeTroume. Hipke mewararoTcsi HauMEHOBaHUS
JOJDKHOCTEM NMPUCYTCTBYIOLIMX, @ CIpaBa OT HAMMEHOBAaHUS JOJDKHOCTEH — WX WHUIMAIBL U
¢dbamunnu. HaumeHoBaHUS TOMKHOCTEH MOTYT yKa3bIBaThCsi 0000IIEHHO, HAlIpUMep:

[IpucyrcrBoBanu:

3amecTuTenb MUHUCTPa SKOHOMUYECKOTO

pasButus Poccuiickoii @enepanuu U. O. Gamunus

3amectutenu pykooautens Pocapxusa M. O. ®amunus

N. O. ®amunus

B o0CHOBHOII 4YacTH KpaTKOro MpPOTOKOJIa YKa3bIBAIOTCS HOMEp BoOIpoca B
COOTBETCTBHUHM C ITOBECTKOM JIHS, COAECPKAHUE BOIIPOCA U MPUHATHIE PELLICHUS.

HaumeHoBaHue Bompoca HyMepyeTcsi pUMCKOM IU(poil u HaunHaercs ¢ npeiora "O"
("O06"), neyaTaercss HEHTPOBAHHO U MOJUYEPKUBACTCS OJHOW YepPTOM HIKE MOCIETHEH CTPOKU Ha
pacctosiHuM He Oojee onHOro uHTepBaia. llojg depTol yKa3bIBaIOTCS TOJBKO (aMUINU
JOJDKHOCTHBIX JIMII, BBICTYIUBIIMX NPH 0OCYKJICHUN AaHHOTO Bompoca. DaMuiinu mneyataroTcs
yepe3 | MeKCTpOUHBIN UHTEPBAL.

3areM yKa3bIBaeTCs IPUHATOE MO BOIIPOCY PELICHHUE.

[TpoToxon moamuckIBaeTcs MpeceaaTeaIbCTBYIOMNUM Ha 3aceJaHiu U cekpeTapeM. JlaToit
MIPOTOKOJIA SBJISETCS J1aTa 3acefaHus (COBEIAHUs).

[IpoTokonaM mpuCBauMBalOTCA MOPSAIKOBBIE HOMEpa B Ipejaenax KaJeHJapHOro roja
OTIENIBHO N0 Ka)KJIOW IpyMNIie IPOTOKOJIOB: MPOTOKOJIbI YYEHOI0 COBETAa MHCTUTYTA, IPOTOKOJIBI
HAyYHBIX COBETOB, IPOTOKOJIbI YUEHBIX COBETOB (DaKyJIbTETOB, IPOTOKOJIBI 3acE€JaHUIl KOJIJIETHH,
IIPOTOKOJIBI KOOPJAWHAILIMOHHBIX, 3KCIIEPTHBIX COBETOB M Jp. OpraHoB. IIpoTOKOIBI COBMECTHBIX
3acejaHuil MMeroT cocraBHble HoMmepa (Ne 15/05), Bkitoyarommue MOPSIKOBbIE HOMEpa
IIPOTOKOJIOB OpPraHM3alui, IPUHUMABUINX yYaCTHE B 3aCEIaHUU.

Howmepa nocranoBnenuii (pemieHuil), NpUHATHIX Ha 3aCeAaHUAX (COBELIAHUSX), COCTOST
U3 HOMEpa IMPOTOKOJIA, HOMEpa paccMaTpHUBAEMOI0 BOIpOCAa B IOBECTKE JIHSA U MOPSAIKOBOTO
HOMepa MOCTaHOBJIEHUS (pelleHus ) B Ipeieax Bompoca.
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Konuu npoTokosoB  MpH  HEOOXOJUMOCTH  PACChUIAIOTCS — 3aWHTEPECOBAHHBIM
OpraHM3alMsM U JODKHOCTHBIM JIMIIAaM B COOTBETCTBUHU C yKa3aTeJeM pPacChUIKH; yKa3aTelb
COCTABJIICT W TMOJNKMCHIBACT OTBETCTBEHHBIN HCIOJHUTENb IOJPa3/IeieHUsl, TOTOBUBIIETO
paccMoTpeHHe BOIpoca.

[IpunsAThIE perieHust TOBOAATCSA /IO WCHOJHUTENEH B BHJE BBIMHCOK W3 MPOTOKOJIOB,
KOTOpbIe O(OPMIISIOTCS HAa COOTBETCTBYIOLEM OJIaHKE U MpPH HEOOXOAMMOCTH 3aBepsIOTCA
[1€YaThIO.

[IpoTokomBI IEYaTAOTCSl Ha OJIAaHKE MTPOTOKOJa, 001eM OJlaHKe WIIM CTaHAAPTHOM JIMCTE
Oymaru ¢opmara A4 1 UMEIOT CIeYIOIINE PEKBU3UTHI:

1) ykaspiBaeTcss moJHOE OQHUIIMATBLHOE W COKpalieHHOe (B CKOOKaxX TOJI IOJTHBIM)
HalMEHOBAaHUE UHCTUTYTA,

2) Bug nokymenta — IIPOTOKOJI (ecnu mpoTtokon odopmisieTcss Ha o0mieM OJiaHke,
cioBo ITPOTOKOJI nevataercss NpONMMCHBIMU OYKBaMH, >KUPHBIM mpudTom pazmepom Ne 14 u
BBIPaBHUBAETCS 110 LICHTPY);

3) BuUA 3aceqaHMs, COBELIAHUS — OTHENAETCA OT MPEABbIIYLIEr0o PEKBU3UTA OJHUM
MEXCTPOUHBIM UHTEPBAJIOM, IT€eYaTaeTCs Yepe3 OJANH MHTEPBaJl U BBIPABHUBAETCS 10 LEHTPY;

4) MecTO NPOBECHHUS 3acelaHus, COBEIAHUs — yKa3bIBaeTcs (IpU HEOOXOJIUMOCTH), Y
KOTO MPOBOAMTCSA COBEIIAHME WM B KAaKOM MecTe (IIpH HEOOXOAMMOCTH MPOCTABISETCS BpeMs
NIPOBE/ICHUS); IMeYaTaeTcs depe3 JIBa MEXKCTPOUYHBIX WHTEpBaJia IOCIE pPEKBH3MTA "BH[
3aCelaHtsl, COBEIAaHNA'", U BBIPABHUBAETCS 10 LEHTPY;

5) nmata W HOMEp MPOTOKOJA: jAara O(QOpPMIISETCS CIOBECHO—IM(POBBIM CHOCOOOM
(manpumep, 15 okrsadps 2011 r.; 02 cenrsiops 2012 r.) m meyaTaeTcs uepe3 OJUH
MEXKCTPOUHBI HMHTEPBaJ HIXKE MPEIbIIyLIero PEeKBH3UTA; HOMEp MPOTOKOda 0003Ha4YaeTcs
apabckumu muppamu (Ne 01, ..., Ne 09, ..., Ne 14);

6) OCHOBHAs 4acTh NMPOTOKOJIA MleyaTaeTcs uepe3 1,5 MeKCTpOUHBIX HHTEpBaa;

7) moAmHMCH TpelcenaTeIbCTBOBABIErO (Mpeacenarensi) U CeKpeTapsl OTICISIIOTCS OT
TEKCTa  TpeMs  MEXKCTPOYHBIMM  MHTEpBajJaMM M  BKIIOYAlOT B  ce0id  CIIOBO
«IIpencenatenpcTByroNMiy (mpeacenarens), «Cekperappy, JTUYHBIC TMOIIUCH, paciin(@pOBKU
noanuced (MHULIMANBI U (paMuiIns), MeYaTalnTCs OT JeBOH IPaAaHMIbI TEKCTOBOIO MOJISA Yepes
OIMH MEXKCTPOUYHBIM MWHTEpBal, MOcjaeAHsAss OykBa B pacmudpoBke noamucei
OrpaHUYMBAETCS MPABBIM MOJIEM.

Cpoxu opopmiieHUs1 IPOTOKOJIOB

Jlig onpeneneHHbIX pPa3HOBUAHOCTEM MPOTOKOJIOB YCTaHOBJEHBI CBOM YETKHE CPOKHU
odopmiienus. 1o oOmiemy nmpaBmily Cpok MOATOTOBKH MPOTOKOJIA COCTABISET OT OJHOTO JTHS U
HE JOJDKeH TMpeBbIIIaTh MATH JAHeH. KOHKpeTHyl JaTy TOTOBHOCTHM MPOTOKOJIA MOKET
Ha3HAYUTh PYKOBOJAWTENb, KOTOPHIA BeJd COBELIAHWE, WM IMpeaceaaTesb I[MOCTOSHHO
JEUCTBYIONIETO KoJIerHaqbHOro opraHa. Cpok ogopMileHHsT MPOTOKOJA TaKXe MOXKET OBbITh
YCTaHOBJIEH B perjlaMeHTe paboThl KOJUIETHAIbHOTO OpraHa.

K mnpoekty mnporokona coBEIIaHUs TNpuiaraercss ykaszaTeiab (CIHMCOK) pacChUIKH,
MOJINMMCAaHHBIA OTBETCTBEHHBIM 32 MPOBEJACHHUE COBEIIAHNUS.

B cnayuae nmpoBeneHuss MEXBEIOMCTBEHHOI'O COBEIIAHUS KOMHMM  MPOTOKOJIOB
HAIPAaBIISAIOTCA PYKOBOJUTEISIM COOTBETCTBYIOIIUX OpraHU3alui.

B ykazatenp (CIHCOK) pacChUIKM MPOTOKOJA, COJAEPIKAIIEro PELIeHHs IO BOIPOCaM,
OTHOCSIIIUMCS K MX KOMIIETEHIIMHM, B 00S3aTEIbHOM TMOPSAJIKE BKIIOYAIOTCS: MPOPEKTOPHI,
PYKOBOJIUTENN CTPYKTYPHBIX MOJpa3JeieHU MHCTUTYTA, a TaKXKe HMHbIE JOJDKHOCTHBIC JIHIA
WHCTUTYTA.

Penienusi, npuHATHIE HA COBEIIAHUH, JOBOJASATCS 10 COTPYAHUKOB JIMOO B BUJE PACCHUIKH
KOIMUA BCETO TMPOTOKOJA, JMOO B BUJE BBIMHCOK IMOCTAHOBJMIOMEH dYacTh. O3HAKOMIICHHE
pabOTHUKOB C MPUHATHIMHU PEUICHUSMHU MHOTAA OPTaHU3YIOT MOJ JUYHYIO MOJIMKCH, UIS 4ero K
MIPOTOKOJTY COCTABJISIIOT JIUCT O3HAKOMJICHHS.

Konuu mpoToKos10B COBEIIaHuil pacChUIAlOTCS UCIIOTHUTENSIM, KaK MPABUIIO, B CYTOUYHBIH
CPOK, a cofiep alllie CPOUYHbIE WM OlepaTHUBHbIC OPYUEHUS, — HE3aMEUIUTEIbHO.
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KoHTponb ucnonHeHus: NOpydeHuil, coaepKaluxcs B MPOTOKOIAX 3aCelaHUuil y4EHOTO
COBETa, OCYIIECTBIISIETCS CEKPETapEM YUEHOI'O COBETa MHCTUTYTA M CEKpeTapuaTa, peKTOPCKOro
COBETA — YIIPABIICHUEM JI€TIaMH.

Od¢opmiieHHe BBINTUCKH M3 IPOTOKOJIA

Boinucka u3 nporokosa (Ilpuno:kenne Ne 7) mpenactaBiser coO0H TOUHYIO KOIHIO
YacTU TEKCTa TMOJUIMHHOTO MPOTOKOJIA, OTHOCSIIETOCS K TOMY BOIPOCY IOBECTKH [IHS, IO
KOTOPOMY T'OTOBSIT BBIHMCKY. IIpu 3TOM BOCIIPOM3BOIAT BCE PEKBU3UTHI OJ1aHKA, BBOJHYIO YacCTh
TEKCTa, TOT BOIPOC TOBECTKH [HS, MO KOTOPOMY TOTOBHUTCS BBINHCKA, a TaKXe TEKCT,
OTpaXkaBIIUH ero 00CYKACHUE U IPUHATOE IO HEMY peIICHHE.

Jns mpunaHus IOpUIAYECKOW CHIIBI BBIMUCKE W3 MPOTOKOJA HCIONb3YETCS PEKBU3UT
«Konust BepHa», odopmisieMblii cexperapeM. BbIMHMCKy M3 MPOTOKOJIA TOAMNUCHIBAET TOJBKO
cekperapp. OHa cocToUT H3 cioBa «BepHO», yka3zaHus [OJDKHOCTH JIMLA, 3aBEPSIOIIErO
BBINHKCKY, €r0 JINYHOM MOAMUCH, UHULIMAJIOB, (paMUIUK U IATHI.

Ecnu BhInucka U3 NpoTOKOJIa BRIAACTCS IJIs MPEACTAaBICHUS B APYTYIO0 OpraHU3alnio, TO
OHa 3aBEpsETCS MEYaThIO NHCTUTYTA.

5.3.2. Ciry:keOHas1 mepenucka

CnyxeOHast  mepenmucka —  pasiIUyHble  BUABl  O(PHUIHMAIBHBIX  JOKYMEHTOB
MH(OPMALIMOHHO-CIIPABOYHOIO  XapaKTepa, HCHOIb3yeMbIX s oOMeHa uHpopmanuend B
JesTeIbHOCTH UHCTUTYTA, OpPraHNu3aluil ¥ TpakIaH.

Buabl [esoBoil mepenMcKM W WX Ha3BaHUSA — JEJNOBOe (CIy)keOHOE) THChMO,
Telerpamma, Telekc, (¢akcorpamma (¢akc), TenedpoHOrpamma, IIEKTPOHHOE MUCHMO
(37IeKTpOHHOE COOOIIEHNE) — CIOXKHJIUCh B 3aBHCHMOCTH OT CIIOCOOOB TEpeaddl J1eJI0BOU
MHPOPMALIMK: 110 KaHaJIaM ITOYTOBOM CBSI3M MJIM MTOCPEJICTBOM DIICKTPOCBSI3H.

Bce nenoBble mucbMa MOXXHO Pa3/ieUTh Ha KOHCTAaTHPYIOIINE CBEPIIMUBIIUICS (aKT U
IIPEIBAPSIOLINE BO3MOKHOCTD €r0 CBEPILICHUS.

OTO0  NUCHMA-NIOATBEPKACHUS, IMHCbMa-HAalOMUHAHUS, IHChbMa-IpeayNnpexIeHus,
nuchbMa-u3BemieHuss U T.J. OHU He TpeOyIoT OTBETa, HO MX HaJlU4uMe HUMEET IOpHIUYEcKOe
3Ha4YECHHE.

JenoBoe (ciay:ke0HOE) MUCbMO — JIOKYMEHT MH()OPMAIIMOHHO-CIIPAaBOYHOI'O XapakTepa,
HaAIpPaBJIIEMbIl MHCTUTYTOM, AOJKHOCTHBIM JIMIIOM ajpecaTy (OpraHy BIIAcTH, OpraHM3allH
WIA JIMIy) TO TIOYTOBOW CBSI3M, DJIEKTPOHHOM mouTe, (HaKCUMWIBHOW CBS3bI0 JIHOO
HaIpPaBJICHHBIN B aJjpec HHCTUTYTa Pa3IUYHBIMU OPraHU3alUIMU.

Teserpamma — JOKyMEHT HH(GOPMAIMOHHO-CIIPABOYHOTO XapaKTepa, HaNpaBiIsieMbIi
aapecary (OpraHy BJIaCcTH, OpTraHU3alUK WU JIUITY) TIO TeJerpadHoi ceTu 00IIero mojab30BaHMs.

Tenexke (TeneraifmorpamMma) — Telerpamma, IepefaBaeMas MO  aOOHEHTCKOM
TenerpadHoi (TEIEKCHOM) CETH.

®akcorpamma (akc) — momydaemas Ha OyMakKHOM HOCHTEJE KOMHUS JOKYyMEHTa
(MMCbMEHHOTO, TrpadHUUecKoro, U300pa3UTENBHOr0), MepeJaHHOro Mo KaHaiaMm (pakCUMHIBHOM
CBSI3H.

Tenedonorpamma — 1TOKyMEHT HHPOPMAIIMOHHOTO XapakTepa, TMepelaBacMblii U
MOJTy4aeMblIii 1o TesIe()OHHOM CBS3H.

DJIEeKTPOHHOEe NUCbMO (3J1eKTPOHHOEe CcO000lIeHHe) — JTOKYMEHT HH(OpPMalMOHHO-
CIIPaBOYHOI'O XapaKTepa, NeEpeJaBaeMblil U MOIYYaeMbli IO IEKTPOHHOM MOYTE. DIEKTPOHHOE
MMCHbMO UMEET CTaTyC JIOKyMEHTa, €CJIM OHO 3aBEPEHO AIEKTPOHHON UG POBOI MOANIHCHIO.

5.3.2.1. CayxeOHOe NMCHMO

Cay:xxe0HbIe MUCbMA TOTOBSTCS:

- KaK CONPOBOJUTENBbHBIE IUCbMA, KOTOPHIE CONPOBOKAAIOT MaTEpUAJIbHBIE IIECHHOCTH
WIM JJOKYMEHTBI; B TEKCTE COIPOBOJUTENHLHOTO NMUChMa B 0053aTEILHOM MOPSJIKE yKa3bIBaeTCs
PEKBU3UT «OTMETKA 0 Hanuuuu npuioxkeHus» (Ilpunoxkenne Ne 9 — od6pasusi 2, 3, 4).

- KaK OTBETHI Ha 3alpOChl PA3INYHBIX OPraHU3aLUN, TPEAIPUIATAN U YaCTHBIX JIULL;

- KaK MHUIIMaTUBHBIE TUCHMA.

[Tpu odopmieHnH CIyKEOHBIX MUCEM UCTOIb3YIOTCS PEKBU3UTHI:
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HAaMMEHOBAaHHE WHCTUTYTA COTJIACHO Y CTaRy;

JOJDKHOCTB JIMIIA, TIOJIITUCABIIECTO TOKYMEHT;

CIPaBOYHBIE JAHHBIE 00 HHCTUTYTE;

ajipecar;

JaTa TOKyMEHTa;

PEruCTPallMOHHBINA HOMEDP TOKYMEHTA;

aAHHOTAIUs JOKYMEHTA (3aroJIOBOK K TEKCTY);

CCBUIKA Ha MCXOJSIINN HOMEP M JIaTy JTOKyMEHTa ajpecara;

TEKCT JOKYMEHTA;

OTMETKA O HAJIMYNU HpHJ’IO)K@HHﬁ;

BH3a PYKOBOJUTEJS] CTPYKTYPHOIO NOJApa3iejeHUs] HA KOMHU OTHPABJISIEMOr0
JAOKYMEHTA;

MOJIMUCH JOJKHOCTHOTO InIa (MPUMEHSAETCS MPU HAIWYUK OJlaHKa JIOJDKHOCTHOTO
TU1A);

OTMETKA 00 HUCIIOIHUTEIE;

OTMCTKA O MOCTYIINICHUN JOKYMCHTA.

IMucema ¢QuHaHCOBOrO XapakTepa, a TaKXKe MHUChbMa, COJepXKallue O00s3aTeNbCTBA,
3aBepsAI0TCA OTTHUCKOM repOOBOM MeyaTu MHCTUTYTA, a B MUChbMax, COJAEpKalUX MH(OpMaIHIo

OTrPaHUYEHHOTO pacnpocTpaHEHMs], IIPOCTaBJISIETCA PEKBU3UT "OTtmeTKa 0
KOH(UAEHIUaIbHOCTH" .
Conmepxanue  CIy>keOHOro  TWHCbMa  JOJDKHO ~ OBITH ~ KpaTKUM,  SICHBIM,

apryMEeHTHPOBAHHBIM, 00ECIIeUNBATh TOYHOE U OJJHO3HAUYHOE BOCIPUATHUE COJEprKalleiicss B Hell
uHpOpMaIUH.

CnyxxeOHble THChbMa TIeyaTalOTCs Ha OJaHKaX YCTaHOBJIEHHOW (DOpPMBI COIIIACHO
Ipuno:xkenuio Ne 9, B KOTOpoM IpuBeACHBI 00pa3iibl 0hopMIIeHHUS CITy>KEOHOT0 MUChMa.

CpoKu MOATOTOBKU OTBETHBIX MMCEM YCTaHABIMBAIOTCS HOPMATUBHBIMH PABOBBIMU
aKTaMU WIN OTPaKAIOTCSl B YKa3aHUHU 110 MCIIOJIHEHUIO TOKYMEHTA PYKOBOAMUTEIEM, CPOKH
MOJATOTOBKY MHUIIMATUBHBIX MHCEM OMPEIEINIAIOTCS PEKTOPOM, IPOPEKTOPAMU U
PYKOBOJUTEISAMU CTPYKTYPHBIX TOAPA3ACICHHIM.

TekcThl OTBETHBIX MHUCEM JIOJDKHBI TOYHO COOTBETCTBOBATh JIA@HHBIM MOPYYEHUSIM,
MOCTYIIUBIIMM 3alpocaM, PE30JIIOLUAIM PyKOBOJCTBA.

K chyxeOHBIM NHChMaM COCTaBJSIETCS PEKBU3UT «HAaUMEHOBAHHME JIOKYMEHTa»
(3aroJI0OBOK K TEKCTY), OTBedarouii Ha Borpoc "O yem?" u popMynupyromuii B KpaTkoit popme
TEeMy MHUChMa.

CnyxeOHble NMUChbMa H3NaraioTcsa: oT 1-ro nuia MHoxecTtBeHHoro uucna ("IIpocum
npeaoctaBuTh uHGopMarmio...", "Hampasisem Ha 3akiar0YeHUE MPOEKT..." W Ap.), OT 3-TO JuIa
eaMHCTBeHHOro uucia ("MHCTUTYT He cuuTaeT BO3MOXHBIM...", "MHCTUTYT rocyaapcTBEHHOIO
aJIMUHUCTPUPOBAHUS»  MpeajaraeT  paccMOTPeTh  BO3MOXKHOCTb..."), oT l-ro  nuna
enuHcTBeHHOro umcia ("IIpomry Bac mnpeacraBuths gansblie o....", "CunTaro BO3MOYKHBIM
MIPUHSTH y4acTue B....").

Ecnn  HeoOXoquMO OJHOBPEMEHHO OOpaTUThCS B YUPEKICHHE IO HECKOJIBKUM
pa3IMyYHBIM BOMpOCAM, TO LEIeco00pa3HO COCTAaBUTh HECKOJIBKO MHCEM. JTO YCKOpPSET HX
HCIIOJIHEHHE.

CTpyKTypa 1eJ10BOro NucbMa BKIIOYAET B ce0sl:

1. Berynnenue (BBOJHAs 4YacTh) JOJDKHO COJAEP)KaTh IEPCOHAIBHOE OOpalleHHe H
CCBUIKY Ha IMOCJIEIHHM KOHTaKT C MOJyyaTesieM, Jake €CM OH He ObLI CBSI3aH HaNpsSMYyIo C
TEMO MUCbMA, U MPEIHA3HAYEHO JJI KOHKPETU3AallMK CYTH BOMPOCA, MOCITYKUBIIETO MOBOAOM
JUIS JIGJIOBOTO MHChMa.

2. OcHOBHasl 4acTh JOJDKHA COCTOSITh U3 psiZa BHYTPEHHE CBSI3aHHBIX M BBICTPOCHHBIX B
JIOTUYECKOM TopsiAKe MyHKTOB. [Ipu 3ToM mro0asi 3aKOHUEHHAsh MBICIb JIOJKHA O(OPMIISATHCS
Kak ab3a1l. Haubonee Ba)kHbIe MOMEHTHI JIOJDKHBI HAXOUTHCS B IEPBOM U B IOCIIEAHEM ab3arax
OCHOBHOM 4acCTH.
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3. 3akmouyMTeNnbHas YacTh TEKCTa COCTOMT M3 OJHOro ab3alma, BKIOYamomero 2-4
MpeUIOKEHUs. 3aKIIOYUTEIbHOE MPEAoKEeHUE YKa3blBaeT Ha XapakTep OKHMJIAaHUI aBTOpa
IMChMa.

B cny>eOHbIX MHCchbMax UCTIONb3YIOTCS (pa3bl STUKETHOTO Xapakrepa "YBaxkaeMblif...!",
KOTOpas Me4aTaeTcs LIEHTPOBAHHBIM CIIOCOOOM M BBLACISACTCS XKUPHBIM HIPUPTOM, — B Hayaje
nuchbMma, Haa TekCcToM — wuin "C yBakeHHMEM' B 3aKIIOUMTENIBHON YacTh NHUCbMa, Mepen
MOJINHCHIO; STUKETHBIE (Dpa3bl IeyaTaroTCs UCTIOIHUTENIEM MPH MOATOTOBKE MPOEKTa MUChMa.

TekcT mevaraercs Ha 2-3 MEXKCTPOUYHBIX MHTEpBajia HUXKE OOpallleHust U HauMHAEeTCs C
ab3aria CTpoKH.

CnyxebHble mnHChbMa (MPH HEOOXOAMMOCTH) TMPOXOAAT MPOLEAYPY BHU3HPOBAHUS
3aUHTEPECOBAHHBIMU JOJKHOCTHBIMHU JIMIIAMH UHCTUTYTA.

[Tpu HampaBiaeHUM CITy>)KEOHBIX MUCEM Ha MOJMUCH PYKOBOJACTBY HCIOJHUTEINDb JTOJIKEH
IPEJOCTaBUTh KOIHUIO IPOEKTa CIIY>)KeOHOro MUCbMa C BHU30W PYKOBOJAUTENS CTPYKTYPHOTO
nojipazziesieHust MO0 OTBETCTBEHHOT'O MCIOJHUTENS JOKYMEHTa Ha 000POTHOW CTOPOHE KONMUU
IIPOEKTA.

CnyxeOHble MNHCbMa TOJNUCHIBAIOTCS PEKTOPOM HWHCTUTYTa, MPOPEKTOpaMu IO
HaNpaBJICHUIO CBOCH JEATENIbHOCTH B COOTBETCTBHM C pacIpelesieHHeM OO0S3aHHOCTEH MEXIy
PYKOBOJUTENSIMU COTJIACHO IMPHKA3y PEKTOpa O JIeJIETMPOBAHUU TOJTHOMOYUH, HOTKHOCTHBIMU
JUIAMH COTJIACHO JJOBEPEHHOCTSIM, B KOTOPBIX OIIPEIEIEH NIEPEUEHb TOJHOMOYHM.

[lepen otmpaBkoil HEOOXOIWMO MPOBEPUTH MPABUIBLHOCTH OQOPMIICHHS JOKYMEHTa:
HaJIMYue MOAINCH, JaThl, 3aT0JIOBKA, aJJpeca, BCEX CTPAHUL U BCEX YKA3aHHBIX MPHUIIOKEHUH.

Eciim 10KymMeHT o¢opMileH HeNpPaBWIBLHO WJIM TMpeICcTaBJieH He B IOJHOM
KOMILIEKTe, OH BO3BPAaIlaeTcsl yIPaBJeHHUeM JeJIaMHi HCIIOJHUTEJII0 I 10pa0oTKH.

B pekBu3uTe «perucTpanioHHbI HOMEpP» NpPU MOJITOTOBKE AOKYMEHTa HCIIOJHUTENb
JOJDKEH TPOCTaBUTh LU(POBOM HMHIEKC CBOEro CTPYKTYPHOTO IOApa3AeieHHs, KOTOPbI
MIPUCBANBAETCS KaXJIOMYy CTPYKTYpHOMY TIOJPA3JEICHUIO COIJIaCHO IIPUKa3y peKTopa
(ITpnnoxenune Ne 20).

5.3.3. 3anucka (qokyaaaHas, ciaykeOHas)

Jns  uHQOpManMOHHOTO  OOMEHa  MeXAy CTPYKTYpHBIMH  MOApa3eiCHUSIMHU,
JOJKHOCTHBIMU JIMIIAMH, PAOOTHUKAMU MHCTUTYTa HCIONB3YIOTCS CIEAYIOIINE BUbI 3alHCOK:
aHAJINTHYeCKHe, JOKIAIHbIe, CT1yKe0HbIe, 00bSICHUTE/IbHbIE.

BHyTpeHHHe DOKJaJHbIe U CJOy:KeOHble 3alIUCKH, KaK MPABUJIO, JTOJKHBI COJEPKATh
KOHKPETHBIH MPOEKT OJIHOTO PEIICHHs WM BapHaHTHI MpeJlaraéMbIX pelIeHUi (C yKa3zaHHeM,
YTO clIeNaTh, 1 CPOKAMH).

JloknagHbie U ciayKeOHbIe 3aIMCKH — 3TO BHYTPEHHME JOKYMEHTBHI MHCTHTYyTa. OHH
HOCSIT BCIIOMOTATEJIbHBIA XapakTep MO OTHOLIEHHIO K OPraHU3alMOHHO-PACIOPSTUTEIIbHBIM
JOKYMEHTaM M UMEIOT ONPEJEIIEHHOE Ha3HAUEHUE.

Texkct mo0oro HMHGOPMAIIMOHHO-CIIPABOYHOIO JOKYMeHTa odopmisercs mpugrTom
Times New Roman, pa3mep 14, yepe3 1,5 unTepBaJia (JI0OMycTUMO OJAMHAPHBIA UHTEPBA).

HaumenoBanue Buga nokyMmeHTa numercss mnpomnucHeiMu OykBamu (JJOKJIAJTHAA
3AIIMCKA, CIIYVXXEBHAA 3AIIMCKA) m pacnonaraercst mo LEHTPY (B KOHIIE TOYKa HE
CTaBUTCH).

5.3.3.1. JlokjiagHas 3anMCKa — JOKYMEHT, aJpECOBAaHHBIA PYyKOBOJCTBY, M3Jararoluil
KaKoW-1100 BOIMPOC € BBIBOJIAMHU U MPEUIOKEHUSIMHU COCTaBHUTENS, C IIeJbiI0 UH)OPMHUPOBATH
PYKOBOJICTBO O CJIOXKMBILICHCS CHUTyallMM, UMEBIIUX MeECTO (akTax M T.I. U MNOOYAUTH K
MIPUHSTUIO ONIPEJIETICHHOTO PEIICHUSI.

Jloki1agHble 3alMCKU MOTYT HOCHUTH YUCTO HH(POpPMAIMOHHBIMN Xapakrep. Takue
3alUCKHU COJIEP)KaT, Kak MpaBUI0, MHPOPMAIMIO O XOJAE BBHINOJHEHHSI KaKUX—IHO00 paboT.
OTueTHbIe JOKJIAJHBIE 3alIUCKH COOOINAIOT O BBINOJHEHUU 33JaHUH, IJIAHOB, YKa3aHHUH, paboT.
JlokIaHbIe 3aMMCKU 00eCTIeYuBaIOT CBSA3b 00BbEKTOB YIIPAaBJIeHHsS HA BEPTHKAJIbLHOM YPOBHe
— CHHU3Y-BBEPX M HANpABJIAIOTCS OT HWXKECTOSIIETO JOHKHOCTHOIO JIMLA BBILIECTOSIIEMY
JOJDKHOCTHOMY JIMILY.
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Jloky1agHble 3aNMCKH COCTABIISIIOTCS HA CTAaHJAPTHOM JIMCTEe OyMaru, HO C yKa3zaHHEM
BCEX HEOOXOAUMBIX PEKBU3UTOB. K TakuM peKBU3UTaM OTHOCSITCS:

- HAUMEHOBAHUE CTPYKTYPHOIO MOAPA3AEIICHNUS;

- Bug nokymenta (JIOKJIAJTHAA 3AITMCKA);

- nata (ohopMIIEHUS 3aHUCKH);

- PETUCTPALIMOHHBIN HOMED;

- aHHOTAIMsI JOKYMEHTA (IOIMyCTUMO 0€3 aHHOTALIUH);

- TEKCT;

- aJpecar;

- IOAMHKCH COCTABUTENS (C yKa3aHUEM JOJHKHOCTH) € pacInpoBKON MOAMHUCH.

PeructpanmoHHbIil HOMep Ha BHYTPEHHEH JAOKJIAAHOM 3allMCKE MTPOCTABIISETCS HAa IEPBOU
CTpaHUIIE JIOKyMEHTa B IIPaBOM HIDKHEM YIiay paOOTHUKOM CeKpeTapuaTa B JKypHaie
pPETUCTpALIMK BHYTPEHHEN KOPPECTIOHACHIIMM ¢ TPUMEHEHNEM uHaekca — U.

[Ipu paccMoOTpeHMM [OKJIAJHOM 3alMCKH 3auHTEPECOBAaHHBIMU JIMIIAMM Ha Hel
MIPOCTABIISIOTCS BU3bl COIJIACOBAaHMS B HW)KHEH YacTW JOKyYMEHTa Ha CBOOOJHOM MecTe B
Ipeesiax NapamMeTpoB CTPAHUIl, a IOCJIE MPUHATUSA PEUICHUS — PE30JIIOLMS PYKOBOIUTENS.
BriHeceHMEe pe30IIIOLNH SBIISETCS KOHEUHBIM 3TAallOM PaCCMOTPEHHUS JOKJIaJHOW 3alIUCKH.

JloknagHast 3amMcka MOXET UMEThb aHHOTalWI0 (3arojoBOK), KOTOPBIM KpaTKo
packpeIBaeT cojaepkaHue AokymeHTa. OH ¢opMyupyercs 1mo oOIIMM MpaBUJIaM COCTaBJICHUS
3aroJIOBKOB K JIOKYMEHTaM: C MOMOIIBIO Mpejiora "o" U OTriaarojibHOr0 CyleCTBUTEIBHOTO B
IIPEITIOKHOM MAJIEXKE.

B TekcTe NOKIIAIHOW 3alMMCKH YETKO BBIACISAIOTCS JIBE€ 4YacTU. B mepBoil wactu
cooOmrarorcst (pakThl, MOCIY>KUBIIME MOBOJOM JJIsi COCTAaBICHUS JOKYMEHTa, a BO BTOPOH —
U3JIAaraloTCs KOHKPETHBIE BBIBOBI, MPOCKOBI U MpeiIokeHs. TeKCT T0KIaaHOM 3alUCKA MOXKET
COCTOSATh U M3 Tpex dyactedl. B 3Tom ciiyuyae B mepBoil yacTu (KOHCTaTtupylouiei) OymyT
U3JIaraTthCs MPUYMHBI, (aKThl WIM COOBITHS, MOCTYXKMBIIME TMOBOAOM Ui €€ HamucaHus. Bo
BTOPOH 4acTH — aHAJIMU3 CIOKUBILIEICS CUTyallul, BO3MOXHbBIE BAPUAHTHI PEIICHHUS, a B TPEThEU
— BBIBOJIbI U MPEJIOKEHUS O KOHKPETHBIX JEUCTBUAX, KOTOPbIE HEOOXOIUMO MPEANPUHSTH, 110
MHEHHIO COCTAaBMTEINS JIOKJIAJHOM 3amucku. JloknagHast 3amucka MOXeT OBITh IpeJicTaBlieHa B
TEKCTOBOM WJIU B TAOJIMYHOM BapUaHTE WM UX COUETaHUH.

Ecnu nmeeTcs npuiioxkeHue, To OTMETKA O HEM JIeIaeTcst 10 0(OPMIICHHS MTOITUCH:

Hampumep:
[Ipunoxenune: akt nmposepku ot 03.03.2006 Ne 33 Ha 1 1. B 3 3K3.
5.3.3.2. CayxeOHas 3amMcka — 3alldCKa O BBINOJHEHUH Kakoi-mubo paboThl,

HarpasJsieMasi OJJHUM JOJDKHOCTHBIM JIUIIOM JIPYTOMY.

CnyxeOHbIe 3alHMCKH, B OTIUYME OT JOKJQJHBIX 3alHCOK, 00ecrneYuBalOT CBA3b
00beKTOB yNPaBJeHHsI HA TOPH30HTATBHOM YPOBHE, TO €CTh COCTaBJISIIOTCA paOOTHUKOM U
PYKOBOIUTENEM TOJAPA3/ICICHAS Ha WMS DPYKOBOIWTENS WM CHEIHalINCTa JIPYroro
noapasnenenus. CiayxkeOHble 3alMCKU HAMPABISAIOTCS OT OJHOTO PYKOBOJUTENS K IPYroMy HITH
OT OJTHOTO COTPYIHHUKA K IPYrOMY TOJIBKO B CIIy4ae WX paBHO3HAYHOTO JOJKHOCTHOTO CTaTyca,
B IPOTHMBHOM CJIy4yae 3TO Oy/JeT J0K/JIaJHAsA 3alMCKA.

Kak mpaBwiio, cimykeOHbIE 3alHMCKH COCTABISIOTCS 1O BOMpPOCaM MaTepHaTbHO-
TEXHUYECKOT0, MH(POPMALIMOHHOTO, OPTaHU3AIIMOHHOTO U XO3AHCTBEHHOro obecrneueHus. OHU
OOBIYHO COZEPIKAT OMPEICTICHHYIO MTPOChOy, mpemokenne. CiyKeOHbIe 3aTUCKH 0(POPMIISIOTCS
TaK ke, KaK U JIOKJIaJHbIE.

B conepkanuu ciy>xeOHOM 3amucKH 1ieaecoo0pa3Ho U3jiarath TOJBKO Ty MHGOPMAIUIO,
KOTOpasi UMEET HEMOCPEJICTBEHHOE OTHOIIEHUE K TeMe (1enn) AJoKyMeHTa. O0beM coaepikaHus
CITy’)KeOHOH 3amnCKyd He MOJDKEH TPEBBIMNATh 1-2 MAaIIMHONHMCHBIX CTpaHMIl (T.€. MPHUMEPHO
3000-3500 3HaKOB).

ConeprxaHue CITy)K€OHOI 3alMCKH OOBIYHO M3J1araeTcsi OT TIEPBOTO JIUIA €INHCTBEHHOTO
muua ("mpoury", "mpemararo”, "HanpaBisio" U T.1.). [IpuMeHHTENBHO K paccMaTpUBaeMOMY
BapHaHTy CIY)XeOHOW 3amuCKh 3TO OOYCJIOBJICHO, BO-TIEPBBIX, 3aKPBITBIM XapaKTEpPOM ee
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COJIEP/KAaHUSI M, BO-BTOPBIX, TEM, YTO YKa3aHHBIA JOKYMEHT, KaK IpaBWJIO, IOJIUCBIBAETCS
TOJIBKO OJHMM JIOJDKHOCTHBIM JIMIIOM — OTBETCTBEHHBIM HCIOJHUTENEM WM  €ro
HENOCPEACTBEHHBIM ~ HAYaJIbHUKOM  (HAYAJBHUKOM  COOTBETCTBYIOLIETO  CTPYKTYpHOTO
NoJipa3esieHus! IPeaIpUsITUs).

CTpyKTypa ci1y>keOHOH 3alHMCKH BKIIIOYAET:

- BCTYIUICHUE;

- OCHOBHOM TEKCT;

- 3aKIIFOYCHHE.

Berynnenue city:xeOHO# 3aUCKU MOXKET COJIEpKaTh CChUIKY Ha MUCbMEHHOE (JOKYMEHT)
WIM YCTHOE pacnopsbkeHue (ykasaHue) JOJDKHOCTHOTO JIMIa HMHCTUTYTA, MOCTYKUBIIEE
IOPUJINYECKUM OCHOBAHUEM (ITOBOAOM) Ul OJATOTOBKH COOTBETCTBYIOLIETO OOOCHOBAHHUSL.

OCHOBHOM TEKCT CITy>K€OHOH 3aMMCKHU COJICPIKUT:

- ONHCaHME CYTH BHOCHUMBIX Ha PACCMOTPEHUE PYKOBOJIUTENS (MHOTO JOHKHOCTHOTO
JUIa, B BEIEHUU KOTOPOTO HAXOJIATCS BOMPOCHI CTPYKTYPHOM peopraHu3alii) MpeAnpUsSTHSI
Ope/UIoKeHN 1o  (GopMUpOBaHHMIO CIykObl MepcoHajga (BapHaHTa COOTBETCTBYIOIETO
YIPaBJIEHYECKOTO PEIICHNUs);

- 000CHOBaHME B TOJb3y ONTHUMAIBHOIO, C TOYKU 3PEHUS HCHOJIHUTEINSA, JIOKYMEHTa,
BapHaHTa COOTBETCTBYIOIIETO YMPABICHUYECKOIO pEIIEHHs, BKIIOYAIONIEE PEe3yiIbTaThbl
popabOTKH BOMPOCA B KOHTEKCTE PaHee MPUHATHIX YIPABICHYECKUX PELIeHuH (B psje cilyyacs
— TaKXe C YYETOM pe3yJIbTaTOB MPABOBOM HKCIEPTU3bI JAHHOTO PEHICHUS ), UCXOJHbIC JaHHbIE U
pacueTbl, aHAJIN3 UCXOJHBIX M PACYETHBIX JAaHHBIX, a TAK)KE MPOTHO3 0XXHJgaeMoro 3¢ dekra ot
pealin3alyy ynpaBIeHUYEeCKOro pereHusl.

3aKII0YeHUe CITy>KeOHOM 3aMuCKu OOBIYHO COAEPIKUT BBIBOJIBI U TIPEATIOKEHHUS.

Odopmienue cmyxeOHON 3aMUCKU TTPOU3BOJAMUTCS C COOIOJIEHUEM OOITUX TpeOOBaHMIA
I'OCT P 6.30-2003. B cocTaB peKBU3UTOB JOKYMEHTA BXOJSAT:

- HAaMMEHOBaHHE BU/Ia JOKYMEHTA;

- JlaTa I0KyMEHTa;

- aJpecar;

- 3aTOJIOBOK K TEKCTY;

- TEKCT JOKYMEHTAa;

- IOATINCH;

- OTMETKa 00 UCTIOJIHUTETE.

[Tpumep opopmienus ciayxeOHOU 3anucku npuseeH B Ilpuiioxennn Ne 21.

5.3.4. CnpaBka

CnpaBka — 3TO JOKYMEHT, COAEp)KAIlMi ONHCAHUE WU IMOATBEP)KIECHUE TEX WJIN HHBIX
(bakToB WK COOBITUIH, B TOM 4Kcie OMOrpaguueckoro win ciykeOHOro XapakTepa; B OTIHYHE
OT JOKJIAJHBIX 3alIMCOK OHA He TPpe0yeT NPUHATHA KAKUX-JIH00 AefiCTBUI OT PyKOBOAMTEJIS.

B 3aBucuMOCTH OT 11e51el COCTaBIEHUS CIIPABKH MOTYT OBITh:

- AHAJIMTUYECKHUMU;

- OTYETHBIMY;

- “H(GOPMAIIMOHHBIMH;

- ApXMBHBIMU U T.[.

AHaTUTHYeCKUe CHNPABKU COJAEp)KaT HHPOPMALMIO IO BOMIPOCY WM THpolieme,
TpeOyromei pemreHrs. OOBIYHO aHATUTUYECKHUE CIPABKH MMEIOT 3HAYMTEIbHBIH 00bEM TEKCTa
(1o 3-x crtpanui). TeKCT aHATUTUYECKON CIIPABKH COCTOMUT M3 TpexX dacTeil. B mepBoit wactu
U3JIaraeTcsi OCHOBAHUE COCTABJICHUS, BO BTOPOI — aHAJIN3 CUTyal[dud WU BOIIPOCA, B TPEThEeH —
BBIBOJIbI U ITPE/ITIOKEHUSI.

OTtueTHble CHOPAaBKM COJAEpXKaT 00OONIAIOIINE HTOTOBbIE CBEACHHUS O pe3yjbTaTax
JESTENbHOCTH, IO3TOMY 3ar0JIOBOK OTYETHOM CIPaBKH BKJIKOYAET yKa3aHUE Ha IIEPUOJI BpEMEHH,
K KOTOpPOMY OTHOCSITCS M3JIOKEHHBbIE B CIIpaBKE CBEICHMS, HANPUMEp, CHpaska 0O oOveme
odoxymenmoobopoma 3a 2009 200.
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CnpaBku MHGOPMALMOHHOIO XapaKTepa COCTABISIOTCA C ILEJIbI0 MH()OPMUPOBAHUS
PYKOBOJCTBAa O TIOJIOKEHUU JIe1 U MOTYyT HUMeTh 3aroiioBok: Cnpaska 06 obveme
Odoxkymenmoobopoma 6 uncmumyme 3a 1 keapman 2012 2o0a (Ilpuno:xenue Ne 26).

CripaBku, B 3aBUCUMOCTH OT aJipecara, MOTyT OBbITb:

- BHEIIIHUMU;

- BHYTPECHHHUMH.

BHemHue cnpaBkM 0QOPMISIOTCS Ha YIJIOBOM OJIaHKE MHCTUTYTA, MOJINHCHIBAIOTCA
PEKTOPOM WIJIH TIPOPEKTOPAMH TI0 HAIPABJICHUIO M COJEPIKAT TE€ )K€ PEKBU3UTHI, UYTO U BHEIITHHE
JIOKJIa/IHBIE 3aITUCKH.

BuyTpenHue cnpaBku O(OPMIISIOTCS HAa CTaHIAPTHOM JIHCTE OyMard aHAJOTHYHO
BHYTpEHHEH CiIy’)keOHOM  (IOKJIaJHOM) 3amucKke W THOJMNMCHIBAIOTCA — PYKOBOJIUTENEM
CTPYKTYPHOTO MOAPAa3/IeICHUs U/ U CTIELUATNCTOM-COCTaBUTEIIEM.

Tekct u uMHGOPMAIMOHHON, W OTYETHOM CIPABOK MOXET ObITh O(GOpMIIEH B BHUJC
Ta0JINLIBI, BKJIIOYATh PA3/eibl U OPa3aebl.

[Ipy moOAroTOBKE MpOEKTa CIpPaBKM HEOOXOAMMO TIIATEIbHO OTPEIaKTHPOBATH €€
coJiep>KaHue C TOUKH 3PEHUS:

- TIOJTHOTHI U JIOCTOBEPHOCTH (PaKTOB U CBEJCHUA;

- IPaBWJIBHOCTH OOPMIICHHUS CPEACTB 00paTHOU CBsI3H (aapec, TenedoH U T.11.);

- TOYHOCTH JTaTUPOBAHUS;

- COOMIOICHUST YPOBHS TOITUCAHUSI.

Bce 510 HeoOxommmo ansi TOro, 4toObl CIHpaBKa HE BBI3BIBANA JOMOJIHUTEIBHBIX
BOIIPOCOB U TeM OoJiee mocaeayonei pa3bICHUTEIbHON NEPENUCKH.

CnpaBku 6uorpaguueckoro WiM cJyke0HOro Xapakrepa CIIy)Xat JJs YA0CTOBEPEHUS
KaKUX-JTH0O0 FOPUANIECKUX (PaKTOB, HAPHMEP, O IMOITBEPIKACHUN 3aHIMAEeMON

JOJDKHOCTH, O 3apa0OTHOW miaTte, MecTe MNpokuBaHus U T.n. CHpaBKH, KOTOpbIE
SIBIISTEOTCSI TUTIOBBIMH, UMEIOT YHU(DUITUPOBAHHYIO POPMY.

Texct cnipaBku 6uorpaguueckoro xapakrepa npusesaeH B Ilpuiaoxkenun Ne 9 (O6pasen
Ne 2). B Ttekcre mo0oil crnpaBkM HE JODKHO OBITh apXaWdHbIX OOOPOTOB, COAEpKAIIUX
HEHY’KHBIE CJIOBa TUIa '"HacTosimasi cnpaBka', '"neiicTBuTe1bHO padoraer'" u T. 1. B KoHIe
CIIPABKM JaeTcsl Ha3BaHHMe Y4YpeKIeHHsl, KyJda OHa MNpeAcTaBjseTcs B cjy4ae, ec/H
CIpaBKa He MMeeT aJPecHOi YacTH (PEKBU3UT «ajpecaTy).

[TonnmuceiBatOT CHOpaBKy JIMIA, €€ COCTABHBIIME M HECYIIME OTBETCTBEHHOCTh 3a
Npe/CTaBJICHHbIE JaHHbIE. B 3aBUCHMMOCTH OT Ha3HA4YeHHs CIPABKH MOTYT OBITh IOJITHCAHBI
PEKTOPOM, TPOPEKTOPAMU WHCTUTYTA, TJIABHBIM OyXTalTepOM WIIM PYKOBOIHUTEIEM KaIpOBOU
ciryk0bl. Takue cripaBKu 00s13aTEIBHO 3aBEPSIOTCS TepOoBO NeUaThi0 MHCTUTYTA.

5.3.5. TeaerpamMmsl

OTnpaBka TejerpaMM M3 MHCTHTYTa OCYUIECTBJISIETCS TOJIBKO MO PACHOPSKEHUIO
(pa3pelieHnIo) pexkTopa.

TenerpaMMbl COCTaBIISIFOTCSL KPAaTKO, SICHO, IO BO3MOKHOCTH 0€3 MpEAsoroB, COI030B U
MECTOMMEHUH TepefaroTcs ISl OTIPAaBKM B TeJNETalMHbIC yrpaBieHUs aenamu. Komus
TeJerpaMMbl ¢ OTMETKOM O BpeMEHM ee IpHeMa BO3BpAIlaeTCs B COOTBETCTBYIOILEE
CTPYKTYpPHOE IO/Ipa3/iesieHuE.

[IpaBuTENbCTBEHHBIE TEJIETPAMMBI MOANUCHIBAIOTCS TOJIBKO PEKTOPOM HIIH MPOPEKTOPOM
0 MOPYYECHUIO PEKTOpA.

Tekct meuaTaercss Ha OJHOW CTOpOHE JICTa dYepe3 JiBa HMHTEpBaja IMPOMUCHBIMH
OykBamu, 0e3 rmepeHocoB, ad3alleB M MCIPaBICHUN, B IBYX SK3EMIUIApaXx, MEPBBIA U3 KOTOPHIX
nepeaaeTcs B TeleTaiuyo, BTOPOH MOJIIMBACTCS B JIENI0 CTPYKTYPHOTO MOApa3AeieHUs 1Mociie
HaIpaBJIEHUS TeJlerpaMMBbl apecary.

B TenerpamMme mon uepToil ykasbIBaeTcs OOpaTHBIHM ajpec, COKpalleHHOe HaMMEHOBAaHUE
WHCTUTYTA, TOJHDKHOCT JIMIIA, TOAIMCABIIETO TeJIerpaMMy, €ro HHUIHAIBI, (JaMHJIHS U JaTa.

Hcnpasienus, BHECEHHBIE NP MOANMCAHUN TeJIETPaMMbl, TOJKHBI OBITH OTOBOPEHBI IO
4yepToil Haanuchio: «lcrnpaBieHHOMY BEpUTH» U 3aBEPEHBI MOIMUCHIO UCIIOTHUTENS JJOKYMEHTA.
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5.3.6. AKT

AKT — JIOKYMEHT, COCTaBJICHHBI HECKOJbKUMHU JIUIIAMUA JJIs1  YJOCTOBEPEHUS
ompeneneHHoro (akrta, coObITHS WM JEHCTBUS, KOTOPBIM COCTAaBISIETCS KOMHUCCHEH,
HAa3HAYEHHOW PYKOBOJUTEIEM NPEANPUATHS WM BBIIIECTOSNICH opraHuzanuend. Kommuccus
JEHUCTBYET HA OCHOBAHUHU NPUKA3a.

B coctaB xommccuu BXOAST paOOTHUKH, KOTOPHIE B CHUJIy CBOEH KBaTu(UKAIIUU WA
3aHHUMAaeMOro TIOJIOKEHUS MOTYT JaTh OOBEKTHUBHYIO OILIGHKY (hakTaM, TMOJJIeKAITIM
00CIIEI0BAHHUIO.

AKT cocCTaBlisieTCsl TPYNNOW JHIl Ui TOATBEPKIEHUS UMHU (aKTOB (aKThl aBapHid,
npuemMa-Ttiepeiadu Jiej, MaTepUalbHBIX I[IEHHOCTEH, MHBEHTapHU3alluu W T.1.). B HEKOTOpbIX
CIly4asiX aKT COCTaBJSIETCS OJHUM WM HECKOJIBKUMHU JIOJDKHOCTHBIMH JIMIIAMH, (DUKCHpYET
YCTaHOBJICHHBIC (DAKTBI U COJEPKUT BHIBOJBI M PEKOMEHJAIMU. B Takmx akTax yKas3bIBarOTCS
JIOKYMEHTBI, ONIPEIETSAIOIINE TOTHOMOYUS JIUI, COCTABUBIIMX AKT.

CocraBieHHI0 aKTa JODKHA TIPEIIIIECTBOBATh BCECTOPOHHSISI TPOBEpKa Tex (HaKToB,
KOTOpBIE€ OYyT OTPAKCHBI B HEM.

B cocraBneHum akTa y4acTBYIOT 3aMHTEPECOBAHHBIC JIMIA, T. €. T€ PaOOTHHUKH,
JEeSATENbHOCTh KOTOPBIX MTPOBEPSIETCS.

TekcT akTa IeTUTCS HAa TPU YaCTU: BBEJICHHUE, KOHCTATUPYIONIAs YacTh U BBIBOJBI. TEKCT
BBEJICHUS BO BCEX aKkTax (hopmanu3oBaH. B HeM yka3bIBaeTCsl OCHOBAHUE JJIsi COCTABIICHUS aKTa,
MIEPEUYHCIIAIOTCS YWICHBI KOMUCCUU U (TIpH HEOOXOIMMOCTH ) MPUCYTCTBYIOITUE JIUIIA.

B kadecTBe OCHOBaHMS YKa3bIBae€TCs HAWMEHOBAHME PACIOPSAUTEIBLHOTO JOKYMEHTA,
€ro JaTa, perucTpaIlMOHHBI HOMEDP U aHHOTAIs (3ar0JIOBOK).

KoHncratupyromnass yacte HauMHaeTcs ¢ ab3ama. B Hell u3mararorcs menw, 3aladdl U
CYIIIEeCTBO pabOThI, MPOICTIAHHON KOMUCCUECH, U €€ PEe3yJIbTATHI.

B 3aknrounTenbHON 4YacTH akTa JENarOTCs BBIBOJBI WM JAl0TCAd pekoMmeHaauuu. [Tpu
HeoOXoauMoCcTH OPOPMIISIETCSI OTMETKA O HaTu4uu nprioxkeHus. OdopmisieTcst pacchlika aKTa,
T. €. YKa3bIBaeTCsi KOJMYECTBO COCTABJICHHBIX SK3EMIUISIPOB M MECTO HMX HaXOXKICHUS.
Hanpuwmep:

CocraBiieH B 2-X 3K3.

1 — 3K3. apXUB MHCTUTYTA

2 —9Kk3. B n1eno Ne 02-32 O K.

AKT MOJNUCKHIBAIOT TIPE/IceIaTeIh U Bce WieHbl Komuccuu. [Ipu odhopmiiennn moamnuceit
HE YKa3bIBAIOTCS JOJKHOCTH, HE CTABSITCSl TUPE UM JBOETOUHE.

Hampumep:

[pencenatens Jluunas noonuce N. O. Gamunus

Unensr komuccuu: Jluunas noonucey . O. Gamunus

Jluunas noonuce U. O. Gamunus

HekoTtopsle pa3HOBUAHOCTH aKTOB (JIMKBHIAIMU YUPEKIACHHS, MPOBEPOK, PEBHU3UH, O
BBIICTICHUH JOKYMEHTOB K VYHHUYTOXXEHHUIO) 0O0s3aTeNbHO TOJUICKAT YTBEPKACHUIO, UTO
odopmisiercs: coorBeTcTBYrOIUM Tprudom (Ilpunoxenus Ne 2, 13, 14, 15, 16, 17).

6. OPTAHU3AIIUA JOKYMEHTOOBOPOTA

6.1. IIpyHOMIIBI OPraHU3aUHM JOKYMEHT0000poTa

TpebGoBaHus K OpraHu3aldy TOKyMEHTOOOOpOTa B MHCTUTYTE YCTAaHOBJIEHBI MCXOJS W3
CJIEIYIOIINX MPUHIUIIOB:

LHEeHTpaJIu3alus onepalnuii Mo NpueMy U OTPaBKe J0KYMEHTOB;

pacnpenejieHde JOKYMEHTOB HAa [JOKYMEHTONOTOKH, HMeKIHe OJANHAKOBBIN
MapupyT (MapIpyTH3aLHUsA JOKYMEHTOB);

OpraHu3anys NpeABapUTeJbHOI0 PACCMOTPEHHS MOCTYNAIOIIMX J0KYMEHTOB;

HCKJIIOYEeHHe BO3BPATHBIX /[IBH:KEHUH [IOKYMEHTAa, He O00YyCJOBJEHHBIX /1eJ10BOH
HEe00X0AMMOCTHIO;

OJHOKPATHOCTb PerucTpaluu 10KyMeHTOB;
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yCTpaHeHHe HeOOOCHOBAHHBIX COIVIACOBAHNI NPOEKTOB JOKYMEHTOB;

perjaMeHTalusi omnepauuidi mo o0padoTke, PpPaccMOTPEHUI0 U COIJIACOBAHUIO
JAOKYMEHTOB.

B noxymMeHTO000pOTE MHCTUTYTa B COOTBETCTBUU C OCOOCHHOCTSIMH TEXHOJIOTMUYECKOM
00pabOTKM BBLICISAIOTCS JIOKYMEHTOIOTOKH: MOCTYNAIOLIAsi JOKyMEHTalus (BXOJsIas);
oTnpasJsieMasi JOKYMEHTAIMs (UCXOs11asi); BHYTPEHHSS IOKyMEHTaLUs.

B cocrase Bxoasiei 1 HCXOAAIIEH JOKYMEHTALMY BBIIEIISAIOTCS:

JOKYMEHTBI, TOCTYyNUBIIME M3 MMUHHCTEpcTBa 00pa3oBaHus W Hayku Poccuiickoit
denepanyy, U JOKYMEHTHI, HapaBiIsieMble HHCTUTYTOM B MHUHHUCTEPCTBO 00pa30BaHUs M HAYKH
Poccuiickoit denepanym.

B uHCTHTYTE NOCTaBKA U OTIIpaBKa JOKYMEHTOB OCYILECTBIISIOTCS CPEACTBAMU IIOYTOBOMN
CBSI3M, (DAKCUMUIIBHOW CBSI3U U AJIEKTPOCBS3U, HAPOUHO.

6.2. IIpuem u nepsuyHasi 00padorTka

MOCTYNAKOIIMX J0KYMEHTOB

Best xoppecnonneHnus, nocTynaromas B MHCTUTYT, NPUHUMAETCS U PETUCTPUPYETCS
paboOTHMKAaMU  ceKpeTapuara, IPOXOJUT TMEPBUYHYIO  0O0pabOTKy, TMpeaBapUTeIbHOE
pacCMOTpEHME, PETUCTPALIUIO, IIepeady Ha JOKJIAaJ PYKOBOJCTBY, BO3BpAT € JOKIIAJa, IIEPEHOC
pe30MonMid B KYpHal, pPa3MHOXKEHUE JIOKYMEHTOB IIPHM  aJpECOBAaHUM  HECKOJIBKUM
UCIIOJIHUTENSAM, TOCTAaHOBKY Ha KOHTPOJb IPH HAJIWYUU CPOKOB HCIIOJIHEHUS, COPTUPOBKY
KOPPECTIOHICHIINN UCITOJTHUTEIISAM.

IIpy mnpueme KOPPECHOHACHLMM IIPOBEPSETCS LEIOCTHOCTh KOHBEPTOB, JPYroi
YIIAKOBKH M IIPABUIIBHOCTH AIPECOBAHUS, HAJTMYHE BIIOKEHHBIX TOKYMEHTOB.

Omubo4YHO JOCTaBICHHAs KOPPECHOHACHIUS BO3BPALIAECTCS OTIPABUTENIO Yepes3
MOCKOBCKHMI IOYTaMT.

Koppecnonnennus, nomyuaemas non pacnucky (EMS wu T..), peructpupyercs B
YKypHaJIe yJeTa 3aKa3HbIX [MCEM C MapajuIeIbHOM OTMETKOM B KypHAJIE PETMCTPALMNA BXOAALIEH
KOPPECIOHIEHIIUU C Y4E€TOM, YTO JOKYMEHT MOJICKUT PErUCTPALIAH.

JlokymenTsl  coptupytorcs Ha  peructpupyembie  (Ilpuio:kenme Ne 22) u
Hepeructpupyembie (IIpunoxenne Ne 23) cornacHO nepeyHsIM.

Beraenstores JOKYMEHTHI, aIpeCOBAaHHbIE B CTPYKTYPHBIE MOAPA3ACICHUS ISl IIepeaadn
UX HEIIOCPEACTBEHHO B CTPYKTYPHBIE MOIPAa3AEICHUs, MUHYS PyKOBOJICTBO.

He BckpbiBaercsi M mepenaercs ajpecaTry KOPpPeCHOHACHUHUsl, UMeEKINas rpud
"JInuno".

[Tpu oOHapyXeHUU MOBPEXKJEHUS, OTCYTCTBUS JOKYMEHTAa WIM MPUIOKEHHUS K HEMY, a
TaK)K€ HECOOTBETCTBHUsS HOMEpa, YKa3aHHOIO Ha KOHBEPTE, HOMEPY BIIO)KEHHOI'O JTOKYMEHTa
YIIPaBJICHUEM JI€JaMU COCTABJISAETCS aKT B JBYX DK3EMIULIPAX, OAUH U3 KOTOPBIX MIPUIIATAETCS K
MIO0JIyY€HHOMY JOKYMEHTY, a Ipyroi HaIlpaBJIAe€TCsl OTIIPABUTEIIO.

KoHBepThl OT NOCTyNUBIIEH KOPPECHOHACHIMM COXPAHSAIOTCS W MPWIATaloTCs K
JOKYMEHTaM B CIIydasix:

- eCJIM a/ipec OTHPABUTES YKA3aH TOJIbKO HA KOHBEpTe;

- ecJM JaTa JOKYMEHTAa M JaTa ero OTHPAaBKH COIVIACHO NMOYTOBOMY WITEMIIEJIIO
HMeIOT 00JIbIIIHE PACXO0K/IEHUSI BO BpeMeHH;

- eCJIi KOHBepPT Heo0X0AMM B KauyecTBe ONPaBAATeIbHOr0 JOKYMEHTAa K pacxoaam
10 OIJIATe KOPPECIOH/ACHIINHN;

- OJIy4eHa JAOIIATHAS KOPPeCNOHAeHINS;

- MOJIyYeHHBIH JOKYMEHT II0 CMbICJY HOCHUT JIMYHBIA XapakTep, a HA KOHBepTe
rpud "JImuHo" orcyrcTByeT.

CoxXpaHsIOTCA TaKKe KOHBEPTHI M OT JOKYMEHTOB, KOTOPBIE IOCTYIIHJIM B UHCTUTYT C
yK€ IPOCPOYEHHBIM CPOKOM HCIIOJIHEHMs. B 3TOM ciydae mITeMIiellb Ha KOHBEPTE MOXKET
CIIY’KUTb JOKA3aTeIbCTBOM JAThl ITOJTYYEHUS JOKYMEHTA.
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JIOKyMeHTBI, TOCTYNHUBIIME B HWHCTUTYT B pabodee BpeMs, MPOXOAAT MEPBUUHYIO
00pabOTKy M PETUCTpalUIoO B JACHb MOCTYIUICHUS, IPU MOCTYIJICHUH B Hepabouee BpeMs — Ha
CIIeAYIONIMNA pabOUHii JIeHb.

JlokyMeHThl, mocTynuBmue ¢ oTMeTkamMu «CpouHo», «OmnepaTuBHO» U JIp.
PETUCTPUPYIOTCSL B YNPABICHUM JAEIaMU U HE3aMEIJIUTENBHO IMEPENAlOTCsi Ha PACCMOTPEHHUE
PYKOBOJICTBY.

6.3. IlpeaBapuTe/ibHOE PACCMOTPEHHE T0OKYMEHTOB

YnpasieHueM JeJaMHM TPOBOJUTCS NPEIBAPUTEIBHOE PACCMOTPEHHUE JOKYMEHTOB B
LEeISIX BBIIEIEHUST M3 BCEr0 MaccuBa IIOCTYNHBIIEH KOPPECHOHACHIMHM JOKYMEHTOB,
TpeOyOmMX  00A3aTEIBPHOTO  PACCMOTPEHHUS  PYKOBOJCTBOM  WHCTUTyTa.  JIOKyMEHTHI,
MOCTYNUBIIME B HHCTUTYT IO BOIIpOCaM, HE TPEOYIOIIMM pacCMOTPEHHsI PYKOBOJCTBOM,
PETUCTPUPYIOTCST B JKypHAJe PETUCTPAllMd BXOASIIEH KOPPECHOHJEHIMH U HampaBJsSIOTCS
CEKpETapuaTOM HEMOCPEACTBEHHO B CTPYKTypHble moxapasfeineHus. (OcHoBaHMeM s
NPUHSATHSA pelleHUs B XOJe IpeABAPUTEJBLHOI0O PAacCMOTPEeHHUs] SBJSIETCH COJep:KaHHe
JAOKYMEHTa, a He a/ipecOBaHue JOKYMEHTAa COOTBETCTBYIOLIEMY J0/KHOCTHOMY JIMILY.

Pe3ynbprarom mpeaBapUTEIbHOIO PACCMOTPEHHUS SBIISETCS HalpaBieHHE JTOKyMEHTa Ha
pacCMOTpPEHHE PEKTOPY WM NPOPEKTOpPaM B COOTBETCTBUU C YCTAaHOBJIEHHBIM B HHCTUTYTE
pacnpezeneHueM o0s3aHHOCTEH (MIPUKa30M O JEJIETHPOBAHUHN MOJTHOMOYMI) MEXIY PEKTOPOM,
IIPOPEKTOPAMH Y UHBIMH JIOJPKHOCTHBIMM JIUL[AMH.

6.4. Peructpauusi 1 MHAEKCALUS JOKYMEHTOB HHCTUTYTA

B uHCTUTYTE yCTaHOBIIEHBI J1BE (DOPMBI PETUCTPALIMH JOKYMEHTOB: LEHTPAJIN30BAHHAS
U JIelleHTPAJIN30BAHHAS.

Peructpanus 1OKyMEHTOB IPOM3BOAUTCS B TMpEAENax BbBIACIEHHBIX B MHCTUTYTE
JOKYMEHTOIIOTOKOB: BXO/SIIUE, UCXOIAIINE, BHYTPEHHUE.

Peructpanus (mosmy4aemoi) mocTynarouied yHpaBJIeHYeCKOH JOKYMEHTAIMM B
MHCTUTYTE OCYILIECTBISETCS] HeHTPAJIN30BAHHO.

B cekperapuare  perucTpupyroTcs B JKypHajgax  pErUCTpalud  BXOASIIEH
KOPPECHOHICHINH, aIpECOBAHHOIN Ha MM PEKTOpa U MPOPEKTOPOB, TOKYMEHTHI, a/IpECOBAHHBIE
B MHCTUTYT 0€3 YKa3aHHs KOHKPETHOro ajpecara (JOJDKHOCTHOTO JIMIA), BCE JOKYMEHTHI,
HaIpaBJIEHHBIE B a/IpeC UHCTUTYTa ¢ O0(hopM/IeHHeM CONPOBOAUTEILHOI0 MUCHbMA, 3asIBICHUS
rpaX/JaH; HCXOASAINAs OT HMMEHH pPYKOBOJCTBA MHCTUTYTAa JOKyMEHTAlVsl; BHYTPEHHSS
AOKYMeHTalus:

- CITy>Ke€OHbIE M JIOKJIAJHbIC 3aIUCKH, JINYHbIC 3asBJICHUS PAOOTHUKOB MHCTUTYTAa Ha MM
PEKTOpA;

- pacnopsiAuTeJbHasi JAOKYMEHTAUMS — TPUKa3bl, PacCHOpPSIKEHHS 110 OCHOBHOM
NesITeIbHOCTH, MPUKa3bl MO JIMYHOMY COCTaBy OOYYaromMXcs, MPUKa3bl O CTUIMEHAHAIBLHOM
obecriedyeHnn O00YyYaroluXcs, NMPHUKa3bl O HANpaBICHUM B MOE3IKY OOYYaIOUIMXCs, KOTOPHIM
MIPUCBAUBAIOTCS MHJIEKCHI (MPUKa3bl IO OCHOBHOM J1€ATEIbHOCTH UHJIEKCOB HE UMEIOT):

- IPHUKa3bl 10 JIMYHOMY cocTaBy oOyuatomuxcs (Hanpumep, Ne 123-c¢);

- O CTUIIEHIUAIbHOM o0ecrieueHnu oOydaromuxcs (Hanpumep, Ne 123-c¢r);

- IpHKa3bl 00 0OCBOOOXKICHUM OT YUEOHBIX 3aHATHI U HANPaBJICHUH CTYJCHTOB B MOE3/KY
(manpumep, Ne 123-Hc);

- pacniopsbxeHus (Harpumep, Ne 123-p);

BxoasimmuM U MCXOASIIIUM JIOKyMEHTaM, KOTOpbIE MoJydeHbl u3 MuHoopHayku Poccun
WK ajipecoBaHbl B MuHoOpHayku Poccuu, mpucBanBaeTcst Ipu perucTpanuu uaaeke M.

BuyTpeHnHell KOppecnOHAeHIIMU HHCTUTYTa IprcBanBaeTcsa nHjaekc U;

OOparteHust rpaXk1aH PErUCTPUPYIOTCS B XKypHaje C MPUCBOCHHEM HOMEpa, KOTOPBIH
COCTOMT M3 HayalbHON OyKBbl (haMWIMM aBTOpa U TMOPSIKOBOIO HOMEpPA MOCTYNHBILIErO
JIOKyMeHTa, Haripumep, K-187.

B wmemsx peructpanuum M ydera JOKYMEHTOB B YIPAaBJICHUH JI€JaMH COCTABJICHBI
clieAyIoe HHPOPMALMOHHBIE CIIPABOYHHUKH:

CIIMCOK CTPYKTYPHBIX MOpa3/IeICHHUI;
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BUJIOB JIOKYMEHTOB (JIbOOM YHU(DHUIIMPOBAHHBIX (POPM);

JOJIKHOCTHBIX JIULL;

KOPPECIIOHJCHTOB (TeleOHHbIE CIPABOYHHKH C YKa3aHUEM IOPUIMUYECKUX aJPECcOB M
1.0. haMUINA PyKOBOJUTENEH YUpEXKACHUN, OpraHU3alMi, IPpepUsITHI);

pe3oronuii (YKa3aHui M0 UCTIOIHEHHUIO TOKYMEHTA);

CIHMCOK JIMII, UMEIOIIUX MPaBO TMOAMHUCHU JIOKYMEHTOB, HAIPaBIISIEMbIX B YUPEXKJIEHUS,
OpraHu3aly M Apyrue MHCTAHIMM OT UMEHH MHCTUTYTa (0(QOPMIISIOTCS JAOBEPEHHOCTH JHOO
MMCbMEHHOE pa3perieHne peKTopa).

WHceTpykuueld 1O  I€IONPOU3BOJCTBY YCTAHOBJIEHA CTPYKTypa pPETMCTPALMOHHOTO
HOMEpa MCXOJAILIEr0 JOKYMEHTa W HCHOJb3yeMble IJsi perucTpanuu Lu(poBble HHAEKCHI,
KOTOpbIE MPUCBOCHBI CTPYKTYPHBIM HOJpa3Ie/ICHUsIM, HAllpUMep,

Ne 02/35- 1589, rne:

02 — nuudpoBoit UHACKC MOAPA3ICICHNUS,

35 — HOMep JeTna M0 HOMEHKJIAType /1€ CTPYKTYPHOTO MO/Ipa3Ie/IeHus,

1589 — nopsAAKOBBIM UCXOIAIMI HOMED 110 KypHAILy PETUCTPALIUH.

JlenieHTpaIM30BaHHASI CMCTEMAa PETUCTPALIMHU MIPEIIoJiaraeT perucTpalmio JOKyMEHTOB
B MecTax WX CO3JaHUS WIM MCIOJHEHUS (CTPYKTYpHBIE MOJpPA3JeICHUs] HMHCTHTYTA).
Perucrpanuio J0OKyMEHTOB JEIEHTPAIM30BAHHO O(OPMIISIOT CIEIYIOIIME CTPYKTYypHBIE
MoJIpa3AciICHusl.

B uHcTHTYyTaX, JeKaHATAaX, B OTAej]le MArucTpaTrypbl, B OTJejie ACHUPAHTYPHI, B
KOJUIe[Ke  PErMCTpUpPYIOTCS B JKypHaJaX, COIJIaCHO HOMEHKJIAType  CTPYKTYpPHOTO
MoJipa3fiesieHus, CleAyoue JOKYMEHTHI:

- 3asBJICHUS 00yYaIOIINXCS;

- CIpaBKH, BblJaBaeMble 0OydYarOIMMCSl B IEHCUOHHBIN (OHI U B Apyryue OpraHU3aliu
0 MeCTy TpeOOBaHMS C YyKa3aHHEM B PETHCTPALlMOHHOM HoOMepe Lu(pPOBOro HHIECKCA
CTPYKTYpHOTO TIozipasnieneHusi, Harmpumep, Ne 06/28—185, rae:

06 — 1 poBOIt MHIEKC CTPYKTYPHOTO HOpaA3/IeICHHS;

28 — HOMep KypHajia y4eTa, B KOTOPOM PErMCTPUPYIOTCS U YUUTHIBAIOTCS CIIPABKH, IO
HOMEHKJIaType JeJl CTPYKTYpPHOTO MOAPA3IEICHNUS;

185 — mopsiAKOBEIN HOMEP JOKYMEHTA I10 KYpHAIy PErMCTPALUH.

B oTnene kaapoB perucTpUpyOTCs TOKYMEHTHI:

- IPUKa3bl IO JUYHOMY COCTaBY pPaOOTHUKOB (C MHAEKCOM «JI»);

- IPHUKa3bl O MPEJOCTABICHUH OTIyCKa pabOTHUKAM (C UHACKCOM «O»);

- TIPUKa3bl O HAMPABJIEHUU B KOMaHJIUPOBKY PaOOTHUKOB (C HHIEKCOM «K»);

- CIIy>)KeOHbIE 3alUCKU PYKOBOAMTENICH CTPYKTYPHBIX MOJPA3/EICHUN O BBIMOJIHEHUH
pabOTHHUKAMU JOTIOJTHUTEIIBHOTO 00BheMa padOoThI;

- JIMYHBIE 3asBJCHUS DPAOOTHUKOB (O TMPEIOCTABICHUU OTIYCKa, O TMepeBoje, 00
YBOJIbHEHUH U T.11.;

- CIIpaBKH O 3aHUMAEeMOH JOJHKHOCTH;

- CTIPaBKH O CTa)ke pabOTHI U T. I.

Cexperapb MHCTUTYTa PETUCTPALMIO MOCTYNAOLIEN JHOKYMEHTAlMM B IpPEAENax CBOEH
NesTeNbHOCTH (IIPU YCIIOBUH, €CIIM JOKYMEHT HE 3aperMCTPHUpOBAH B YIIPABICHUHU JellaMu,
MHa4e CO37acTCs JBOIHASI pErUCTpaLys).

6.5. Perucrpanusi mnOCTYNaKIIMX [JAOKYMEHTOB, pPAacCMOTPEHHE [OKYMEHTOB
PYKOBOJACTBOM H 10BeJeHHe JOKYMEHTOB 10 HCIIOJIHUTe el

JIOKYMEHTBI TMOAJNEKAT PETUCTPALlMU TOCIE€ HX MPEABAPUTENHHOIO PACCMOTPEHUS
yIpaBJIeHUEM JeJaMH M PETUCTPUPYIOTCS HE3aBHCHUMO OT CIIOCO0a MX JIOCTABKU C yKa3aHHEM B
KypHaJIe PErucTpalri, KaKUM CIiocoOOM TOJy4YeH JAOKYMEHT: ¢akcoM ((pakcUMUIIbHAS CBSI3b),
JIEKTPOHHOM NOYTON, HAPOYHO, SKCIIPECC-TIOYTOMN H T. 1.

Peructpanus mnocTymaromux TOKYMEHTOB IMPOU3BOANUTCA B JEHb IOCTYIUICHHS; Ha
creayrommii pabounii eHb B ciy4yae IOCTYIUIEHHS JOKyMEHTa B Hepabodee BpeMsi JTHOO B
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KOHIIe pabodyero IHS; He3aMeUIMTeNbHO — ¢ oTMeTkamu "CpouHo", "OmnepatuBHo" u 1p.; B
TE€YEHHE TPeX JHEN — 0OpalleHus rpaKaaH.

Ha noxymeHTax, moctynarooumx Ha OyMa)KHOM HOCHUTeNE, MOJUIekKAIUX PErucTpalny, B
HI)KHEM TMPaBOM YIUIy HEPBOTO JHMCTAa JOKYMEHTa MPOCTaBJISETCS OTMETKAa O MOCTYIJICHHH C
yKa3aHUEM JaThl IOCTYIUIEHMS M BXOJMIIETO0 TOPSAKOBOIO PErMCcTPallMOHHOIO HOMeEpa
JOKYMEHTa C YKa3aHHeM LHU(pPOBOro MHIEKCA, CIYKAIEro YHHUKAJIbHBIM HIEHTU(HUKATOPOM
JOKYMEHTa B CCTEME YNPABJIEHUS IOKyMEHTaMHU.

[Ipy mnocTyrieHMH JOKYMEHTa WO JJIEKTPOHHOW TMOYTe JIOKYMEHT BHOCUTCS B
NIEKTPOHHYIO TAlKy, KOTOpas CO3JaeTcsi B JJIEKTPOHHOW IIOYTE, pacleyaTblBaeTcs,
peructpupyercsi ¢ OTMeTKOM «OII» B COOTBETCTByrOIIEM JKypHaJle W Neperaercs Ha
pacCMOTpPEHHE PEKTOPY, NMPOPEKTOpaM I10 HAIPaBICHUAM WIH PYKOBOJIUTENSAM CTPYKTYPHBIX
MoJpa3/IeTICHUM.

JIOKYMEHTBI Ha paCCMOTPEHHUE PYKOBOJCTBY U MHBIM JIOJDKHOCTHBIM JIMIIAM NEPENAIOTCS
TOJIBKO TOCIIE PErUCTPAIMH B YIIPABJICHUH JeIaMu.

[locnie paccMoTpeHHsT PyKOBOJCTBOM JOKYMEHTHI BO3BPALLlAIOTCS B CEKpeTapuar s
MEPEHECEHUs] yKa3aHWW 10 MHCIIOJIHEHUIO JOKYMEHTa (pe30iionuii) B perucTpanyoHHbIe
KYpHAaJIbI.

B cootBercTBUM € yKa3aHMSMHM MO HCIOJIHEHHUIO JOKYMEHT HamlpaBiseTcs JIHILY,
OTBETCTBEHHOMY 3a MHCIIOJIHEHUE JOKyMEHTa. B TOM ciydae, eciau JOKYMEHT HMMEET CpOK
UCIIOJTHEHUSI MO TEKCTy JHMOO CpPOK YKa3aH pPEKTOPOM, OpHUIMHAN JOKyMEHTa OCTaeTcsl B
cekpeTapuaTe I OpraHM3aluu paboThl MO KOHTPOJIO 33 MCIOJHEHHWEM JIOKYMEHTa, KOIUHU
JOKYMEHTa (M3rOTOBJIEHHE KOMHMI JIOKyMEHTOB B JIaHHOM cliyyae SBJISeTCsl (YHKIHMEH
CEKpeTapuaTa) HallpaBJIIIOTCS UCIIOJHUTENSAM YEPE3 CEKpeTapuar.

Cekperapuatr npu Haauuuu pe3oawuuud «CpodHo!», coodmaer mo teaedony o
HE00XOUMOCTH NMOJYYeHHs TOKYMEHTAa OTBETCTBEHHOMY JO0JLKHOCTHOMY JIHILYy, KOTOPOMY
NMOpPy4YeHO HCIOJIHEHHE JIAHHOT0 JOKYMEHTa, HanmpasJjsieT no (akcy, nepeHanpasjisieT Mo
3JIEKTPOHHOM IOYTe HCIOJHHUTEJNI0 B Ciaydae IOJY4YeHHMs [JOKYMEHTAa JaHHBIM BHIOM
CBSI3H.

[Ipu moctymiueHun AOKyMEHTa, MMEIOLIET0 3HAYMTEIbHbI 00beM TEKCTOBOW YacTH, B
CeKpeTapuaTr IO DJJEKTPOHHOW TIouTe, YKa3aHWe M0 HCHOJHEHHI0, O(QOpMIECHHOE Ha
COIIPOBOJIUTEILHOM OJIaHKE, CKAHUPYETCS M BMECTE C MOJTYYECHHBIM JIOKYyMEHTOM HaIlpaBIseTcs
WCIIOJIHUTENII0O 0 JJIEKTPOHHOM mouTte. B KypHanme perucrpannm ydera BXOJSALIEH
KOPPECHOHJIEHIIUN IIPOCTABIISIETCd OTMETKAa O HAIIPAaBJIIEHUM [OKYMEHTAa Ha MHCIIOJIHEHUE I10
AJIEKTPOHHOM IMOYTE.

PykoBoauTesm  CTPYKTYPHBIX  NOApPa3JeJIeHHH  MHCTHTYTa  00eCle4uBaIOT
onepaTHBHOE paccMOTpPeHHe [JOKYMEHTOB, IepeJayy HX HCIHOJHUTEN0 B [IeHb
NOCTYIJICHHSI, KOHTPOJIb HA/Il KA4eCTBEHHBIM HCIIOJTHEHHEM JOKYMEHTOB.

[Ipu paccMOTpeHUH KOPPECIOHACHLUUN PYKOBOJIUTENb TMOJPA3AEICHUs BbIICISET
JOKYMEHTBI, TPEOYIOIIHNE CPOUHOTO UCTIOTHEHUSL.

Tak, TOKyMEHTBbI, pUCIaHHbIE (HaIpaBJIeHHbIE) JUIsl COTJIACOBAaHUs, pacCCMaTPUBAIOTCS B
JIEHb UX TOCTYIUICHUS.

HcnonuuTens mnoyydyaer JOKYMEHThI B COOTBETCTBUH C YKa3aHUEM K UCIIOJIHEHUIO B JIEHb
UX PETUCTPALMU WIH HA CIETYIOIINN JEHb.

[TomyynB JOKYMEHTHl Ha HCIIOJIHEHHE, PA0OTHUK HWHCTUTYTa JIOJDKEH HEMEIJIEHHO
O3HAKOMUTBCS C X COAEP)KaHUEM, BBIJICINB JOKYMEHTBI, TPEOYIOIIHME CPOUHOTO UCTIOTHEHHUSI.

Ecniu ngokyMeHT HampaBisieTcsi HECKOJIbKMM HCHOJIHHUTENSM, TO JIMLO, YKa3aHHOE B
YKa3aHUU [0 HCIIOJIHEHUIO JOKYMEHTa IEPBBIM, SIBISETCS OTBETCTBEHHBIM HCIIOJHHUTEEM,
KOTOpBI 0053aH O3HAKOMHUTH C JOKYMEHTOM BCEX APYTUX HCIOJHUTENEH B ONEpaTUBHOM
nopsijike (B I€Hb MOJy4YEHUs JOKYMEHTa) U OpraHu30BaTh B YKa3aHHBIN CPOK €r0 UCIIOJIHEHHE.

Kaxapiii pa0oTHMK HMHCTHTYTa oO0ecle4yrMBaeT ONEPaTHBHOCTb, Ka4eCTBO
HCIIOJIHEHUS] M COXPAHHOCTDH JOKYMEHTOB.
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JInna, oTBeTcTBeHHBbIE 32 1eJIONPOU3BOACTBO CTPYKTYPHBIX MOAPA3/IeICHUN, 00513aHbI
esKeITHeBHO OCBEJIOMJISITCS O HAJIMYUU JOKYMEHTOB, aJpEeCOBAaHHBIX PYKOBOJIUTENIO JTAHHOTO
MOJIpa3AeiICHUsI.

Ilepenaua 10KYMEHTOB OT OJHOIO MCIOJIHUTENS APYrOMY MO:KeT NPOM3BOIAMTHLCS
TOJILKO Yepe3 JINL0, OTBEeTCTBEHHOE 32 1eJI0NPOU3BOACTBO B CTPYKTYPHOM IOAPa3/ie/IeHUH,
¢ 00s13aTeJIbHOI OTMETKOH M3MEHEeHHsl MapUIPpyTa JAOKYMEHTAa B KypHajle perucrpanuu
BXO/silell KOPPeCIOHACHIINH CeKpeTapuara.

6.6. Opranuzanus padoThl ¢ OTHPABJIASIeMbIMU (MCXOAAIMMHU) TOKYMEHTAMH

VcnonHenue JOKyMEHTa TpeaycMmarpuBaeT cOop ©u  00paboTKy HeoOXOoAMMOii
uHpopMalMy, TOJArOTOBKY MpOEKTa JOKYMEHTa, ero oQopMJeHHE, COTrJacOBaHUE,
IIPEJICTaBICHUE WM MOANKMCAHUE (YTBEPXKIAECHUE) PEKTOPOM MHCTUTYTa WJIN IMPOPEKTOPOM II0
HaIpPaBJIEHUIO, TIOJITOTOBKY K IMEPECHIIKE aJpecaTy.

OTBETCTBEHHOCTh 3a COCTaBJIeHHE M O(OPMIIEHHE JOKyMEHTa B COOTBETCTBUH C
YCTAaHOBJICHHBIMU B HHCTUTYTE MpaBWIaMM, a TaKXKe COIJACOBAHME NPOEKTa JIOKyMEHTa C
3aWHTEPECOBAaHHBIMU M JOJDKHOCTHBIMH JIMIIAMH HMHCTUTYyTa (BHYTpPEHHEE COTJIacOBaHHE)
BO3JIaraeTcsl Ha CTPYKTYpHOE NOoJIpa3iesieHue — UCTIOJTHUTENS JOKYMEHTA.

[Ipy Hanuuuu  OTBETCTBEHHOTO  WCIIOJIHUTENS BCE  OCTAJbHBIE  HCIOJHUTENN
CBOEBPEMEHHO U KayeCTBEHHO NPOBOAAT aHAIW3 HHGQOpPMALMM U  TNPEACTaBISAIOT
OTBETCTBEHHOMY HCIIOJHUTENII0O B YCTAHOBJIEHHBIE WM CPOKM HEOOXOJUMBIE JOKYMEHTBI
(IpOEKTHI JOKYMEHTOB, CIIPaBKH, CBEACHUSA U T.1I.).

IIpoeKkThl TOKYMEHTOB MHCTUTYTa TOTOBSATCS Ha OJIaHKaX YCTaHOBJIECHHOW (OPMBI; AJIsi
OTIPABKHM [O0KYMEHTOB, He HMMEIOIIMX A/IPeCHOl YacTH, FOTOBATCH CONPOBOAUTEIbHbIE
NMHUCbMA.

Jlo mpezacTaBieHuss Ha MOANUCH HMCIIOJHUTENb MPOBEPSIET MPAaBUIBLHOCTH O(OPMIICHUS
JOKYMEHTOB, MPaBWIBHOCTh aJPECOBAHMs, HAJIMYWE HEOOXOJUMBIX BHU3, NPHIOKEHHH, MpU
HEOOXOJUMOCTH — CHPABOK, TOSCHUTENIBHBIX 3allMCOK, Pa3bsACHSIOUIMX COJEp)KaHue
MOJITOTOBJICHHBIX IOKYMEHTOB, JIUCTA (YKa3aTes) PacChLIKH.

[TpoeKThl TOKyMEHTOB BU3HPYIOTCS HCIIOJIHUTENEM (PYKOBOAUTEIEM MOpPa3/IeICHUS TN
€ro 3aMecTHTEJIEeM), P HEOOXOAUMOCTH PaOOTHUKAMM JPYTUX CTPYKTYPHBIX MOJpa3IesieHHIH;
BU3bl NPOCTABJSIIOTCS Ha JIMIEBOl CTOPOHE IMOCJIeIHEro JHMCTA BTOPOr0 JK3eMILIAPa
(KomuM) JOKYMeHTa B HHJKHEH YacTH JOKYMEHTA MJIM HA JIUCTe COrJIACOBAHMSA.

B ciay:ke0HBIX MHCbMAaX BU3bl IPOCTABJISAIOTCH HA KONHUHM JOKYMEHTa, oMelaeMoi
B /1eJI0 CTPYKTYPHOro moJpasiejeHus (MCIOJHHUTEs1), MJIM Ha OO0OPOTHOH CTOpOHe
MocJie/IHero JIMCTA MOAJTUHHHUKA, eCJIM MIIMCbMO TNepechliaeTcs aapecary no GakcuMUJIbLHOM
cBsA3M 0e3 10ChLIa MOAJIMHHHUKA 110 IoYTe.

OTBeTCTBEHHBIN UCIIOTHUTENb HECET MEPCOHATBHYIO OTBETCTBEHHOCTh 3a JOCTOBEPHOCTh
UH(POPMAIINH, UCTIOIB30BAHHOM MTPU MOJATOTOBKE JOKYMEHTA.

PaGoTHUKH, OTBETCTBEHHbIE 3a BEJEHHE JIEJONPOMU3BOJICTBA B  CTPYKTYPHBIX
MOJPa3/ICIEHUSIX MHCTUTYTA, IPOBEPSIOT MPABHIBHOCTh O(OPMIICHHS UCXOAALINX JIOKYMEHTOB,
HaJIMYUEe BCEX HEOOXOIMMBIX PEKBU3UTOB (HAJIW4YME TMOJINUCH, ajpecara, €ClIM TaKOBOM
HEOO0XOIMMO MPOCTAaBUTh, CCHUIKM Ha BXOAALIMHA JOKYMEHT, COIJIaCOBaHMA, H.0. (haMUINU
UCIIOJIHUTENS, HoMepa TenedoHa U Ap.), nepenaroT opOpMIIEHHBIE JTOKYMEHTHI Ha IMOAMHCH
pekTopy (IIPOPEKTOpaM) Uepe3 ceKpeTapuar.

PabGoTHukM cekpeTapuaTa B CBOIO O4YepeAb IMPOBEPSAIOT MPABUWIBHOCTH O(OPMIICHUS
JOKYMEHTOB, KOMIUIEKTHOCTh JJOKYMEHTA U COOTBETCTBUS KOJIMYECTBA IK3EMILUIIPOB JOKYMEHTA
CIHMCKY PAacChUIKH, HAIM4YUE JOKYMEHTa (3ampoc), Ha KOTOPBIM JaeTcsi OTBET, U MPEACTaBISAIOT
Ha MOJIUCH PEKTOPY (IPOPEKTOpaMm).

IIpu oOHapy:KeHMH HENPABWIBHOIO O(QOPMJIEHHSI WJIM HEKOMILUIEKTHOCTH NPOEKT
AOKYMEHTa BO3BPAIlaeTcsl B CTPYKTYPHOe NOApPa3iesieHue Ha 10padoTKYy.

6.7. Peructpauus oTnpaBjsieMbIX (MCXOASIIMX) JOKYMEHTOB
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Perncrpanmust AOKyMeHTa — 3TO IPHUCBOEHHE €MY HOMEpa M IPOCTABICHUE €ro Ha
JOKYMEHTE C TMOCJEAYIONIeH 3aluChi0 KPaTKUX JaHHBIX O HEM B JKypHale perucTparuu
UCXOZSAIIEN JOKYMEHTALUH.

[Tocne mnomydeHHs JOKYMEHTOB C TIOJNMCH peKTopa (IIPOPEeKTOpPOB) pPaOOTHUKHU
CEeKpeTapuaTa  pPErMCTPUPYIOT  JOKYMEHT B  JKypHAJ€  PETUCTPALUU  HUCXOIALIEH
KOPPECHOHJIEHIIMM M BHOCSAT HEOOXOAMMBIE 3alMCH: PErMCTPAllMOHHBIA HOMEp, aHHOTAIUs
JOKyMeHTa (KpaTKoe COAep)KaHHe TOKyMEHTa), (haMHIIMIO0 H.0. UCIIOJHUTENS, KTO IMOJAIHUCAI
JOKYMEHT, TJleé HaXOJUTCS KOMHs JAOKYMEHTa; YTOUHSIOT, KaKUM CIIOCOOOM JOKYMEHT OyIeT
HampaBiIeH ajpecary: (akcoMm, TIOYTOM, SJIEKTPOHHOW TMOYTOW, HapouHo. Mcxoasimue
PETUCTPALIMOHHBIE KYpPHAJbl MCHOJB3YIOTCS JUISl Y4eTa, MOMCKA, XpaHEHHs] M UCIOJIb30BaHUS
JOKYMEHTOB U SIBJIIIOTCS CIIPABOYHBIM aIllIapaToM.

Peructpanus oTmpaBiseMbIX JTOKYMEHTOB OCYIIECTBISIETCS B J€Hb MX IOJIUCAHUS
(YyTBepKIeHUs) WM Ha CIEYIOUINi pabounii 1eHb, €ClIi TOKYMEHTBI OCTYIUINA B CEKpeTapuar
¢ moxanucanus nociie 15 yacoB. PerucTpanvoHHBI HOMEp JOKYMEHTa W JlaTa pEerucTpanuu
MIPOCTABIISAIOTCS HA MOJIMHHUKE JOKYMEHTa B PEKBM3HMTax OJaHKa M Ha KOMMHU, OCTaroIleiics B
Jiesie CTPYKTYPHOTO MOAPAa3IeICHHUs.

[Ipu moAroToBKe MpPOEKTa JOKYMEHTa HCIOJHHUTEIb B OJIaHKE CIyKeOHOro MuchMa C
YIJIOBBIM PACIOJIOKEHUEM B PEKBU3UTE «PETUCTPALMOHHBINA HOMEP» IMpoliedyaTbiBaeT HudpoBoi
MHJEKC CBOETr0 CTPYKTYPHOI'O MOAPA3IEICHUs, YEPE3 «/» MpoIeyaTbiBa€T HOMED JI€a COTJIacHO
HOMEHKJIaType CTPYKTYpPHOTO MOJpa3/ieieHusl, B KOTopoe OyieT npruodIiieHa Konus JOKyMEHTa.

IIpn orBere Ha 3ampoc JdaeTcss CChIIKA HAa MCXOAAIIUI JTOKYMEHT aJpecaHTa
(mpoposxenue Ipunoxenus Ne 9 — odpasusi 1, 3, 4).

Komust moxymeHTa ¢ BU3aMU M IPUIIOKEHUSMHU B COOTBETCTBMM C HOMEHKJIATYypOHl el
MOJUINBAECTCS B JeN0 (BXOASIIMN JOKYMEHT MepelaeTcsi Ha XpaHEHHE B JeN0 BMECTE C
JOKYMEHTOM-OTBETOM), KOTHSI HCXOJSAIIET0 JIOKYMEHTa 3aBepsieTcs OTMeTKoH «BepHo» nubo
«Komusa» (MOXET MpOCTaBIATHCS C IMOMOIIBIO IITaMIa) U IEpelaeTcsi OTBETCTBEHHOMY 3a
BEJICHUE JIEIIONIPOU3BO/ICTBA B CTPYKTYPHOM IO/Ipa3/ICIICHUY.

Peructpanus ucxoadmux TOKyMEHTOB BEAETCS B COOTBETCTBUU C PETUCTPUPYEMBIMHU
MacCHUBaMH JOKYMEHTOB.

B ympaBnenuu penamMu OCTalOTCSd KOMHHM OTIPABJICHHBIX JIOKYMEHTOB, KOTOpBIE
MOJIeXKATM KOHTPOJIIO UCIIOJIHEHHsI, HalpaBisieMble B MUHHCTEPCTBO O0Opa3oBaHMA M HAyKH
Poccuiickoit denepanyu, v NOAMIMBAIOTCA B JIeJIa B COOTBETCTBUU C HOMEHKJIATYpOU JIETl.

6.8. OTnpaBKa 1OKyMEHTOB

JIOKyMEHTBI AJisl OTHPABKHU B JPyTrUe OPraHM3alliy JOJKHBI IepeaBaThcsl pabOTHUKAMU
CTPYKTYPHBIX IIOJpa3/A€IEHUI, OTBETCTBEHHBIMU 32 JAEJIONPOU3BOICTBO, B CEKpETapHar.

OTtnpaBka UCXOAIIEH KOPPECTIOHACHIIMU U3 UHCTUTYTA IPOU3BOAUTCS CEKPETapUaTOM.

Ilepen cmaueil KOppeclOHAEHLMH B CEKpeTapuaT Ha OTIPABKY OTBETCTBEHHBIE 3a
JEJIONPON3BOACTBO B CTPYKTYPHBIX TMOJPA3AEICHUSIX JIOJDKHBI 00s3aTENIbHO IPOBEPUTH
NPaBUIBHOCTD €€ 0(hOPMIICHUS, aJPECOBAHUSI.

Cekperapuar mpoBepsieT MNPAaBUIBHOCTE OQOPMIICHHS HUCXOSIIUX JIOKYMEHTOB,
HalMCaHMWsl IIOYTOBOIO ajpeca B cOOTBeTcTBUM cC IlpaBunamu, NpPOU3BOAMT COPTHPOBKY
JIOKyMEHTOB TIO CIIOco0y OTmpaBiieHus (IIPOCTOe, 3aKa3HOE, IIEHHOE, MEKTyHAPOIHOE U . ).

HenpaBuibHo ogopmileHHbIe JAOKYMEHTbI M KOPPECHOHICHIUS HeCJyKeOHOro
Xapakrepa K OTIPaBKe CEKPeTapMaroM He IMPUHUMAKTCI M BO3BPAIAKTCHA B
noApasjeIeHue.

JIOKyMEeHTBI, TOCTYNUBILINE B CEKpeTapuaT Ha OTIIPaBKY, MMOAJIEKAT OTIPABKE B J€Hb UX
perucTpanuy Wid Ha CIEAYIOUMHA pabouyuii AeHb B TOM CiIydae, €CciM JOKYMEHT MOCTYIHI B
cekperapuar nociue 15 yacos.

CpouHast KOppECIOHAEHIIMSI OTIIPABIISETCS B IEPBYIO OUEPEb.

JIOKyMEeHTBI, TOJIMUCAaHHBbIE PEKTOPOM, HampaBisieMble B  BBICIIME  OpraHbl
rOCyJapCTBEHHOM BiacTH, B MuHHUCTEpCTBO oOpa3oBaHus M Hayku Poccuiickoit denepanuu,
OTIIPABJISIFOTCS 3aKa3HBIMU MTHUCbMaMH.
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WcnonHuTtens npu OTOpaBKE JOKYMEHTOB 3aKa3HOW KOPPECIOHACHLIMEH [I0JIKEH
000CHOBATB OTIIPAaBKY KOPPECHIOHJCHIIMH JAaHHBIM BUJIOM OTHPABICHUSI.

Cekperapuar IpOU3BOAUT OTIPABKY AOKYMEHTOB 3aKa3HbIMM NHCBMaMHU IPU HAJINYUU
3HAKOB ITOYTOBOM OILIATHI.

Pemenne o gocraBke JOKyMEHTa ajapecaTaM JIKCHPecC—IOYTON IMpUHUMAETCS
IIPOPEKTOPOM 1O SKOHOMUYECKOM pabore. BbI30B Kypbepa U opopMiIeHHE COMPOBOIUTENBHBIX
JOKYMEHTOB IPOU3BOAMUTCS paOOTHUKAMU CEKpeTapuaTta.

OtnpapnsieMasi 1O MOYTE KOPPECHOHICHIMS MPOXOAUT YMAKOBKY, ajpecoBaHHe (IIpH
HafpaBJIeHUU JIOKyMeHTa Oojee yeM B 4 ajpeca — B COOTBETCTBUM C yKas3aTeJeM pPacChUIKH,
KOTOPBIH COCTABIISAECTCS UCTIOJTHUTENEM JTOKYMEHTA).

KonBepTroBaHue KOpPpeCNOHACHIMM M  JAPYIHX MOYTOBBIX  OTHPAaBJCHHIA
NPOU3BOJAUTCA CTPYKTYPHBIMHU TNOJApa3jie/ieHUsIMU HHCTUTYTa, T.€. IpPU HalpaBICHUU
JOKyMEHTa 4epe3 OTAEJICHHE CBS3M HCIHOJIHUTENb IPHUOOIIAaeT MOYTOBBIM  KOHBEPT,
o opMIIEHHBIN B COOTBETCTBHH C [IpaBuiamu.

JIOKYMEHTBI, HalpaBiII€MbIE MIOYTOBOM CBSA3bIO B OJMH aJpeC, BKIAIBIBAIOTCS B OJUH
KOHBEPT.

Ha 3aka3Hyl0 KOppecHOHIEHIMIO, HA KOPPECIOHACHLNIO, HANpaBlIseMyl0 B aJapec
HHOCTPAHHBIX OpPraHu3alMWii, yOpaBJI€HUEM JeJaMH COCTaBJsieTCs peecTp B  JBYX
HK3EMIUIApax, OJAMH IK3EMIUIAP 3aTeM BO3BPAIAETCS B CEKpeTapHaTr C paclucKoil pabOTHUKA U
OTMETKOHM (TIOYTOBBIM WITEMIIENb) MOYTOBOTO OTAEICHHS CBSA3HM, Kypbepa WM HWHOTO JHIIA,
00ecTeYnBaOIET0 OTIPABKY TOKYMEHTOB.

B uHCTUTYTE C MOMOIIBIO CPEACTB JIEKTPOCBA3M OCYIIECTBISETCS MPUEM M OTIIPaBKa
(paxcorpamm, Teserpamm, Teqe)OHOrPaMM, IJIEKTPOHHBIX COOOIIECHMI, TIEpEIaBacMbIX I10
CHCTEME AJIEKTPOHHOTO JJOKYMEHTO000pOTA.

6.8.1. Ilpnem 1 oTHIpaBKa KOPPeCHOHACHIIUH N0 (AKCHMUJIBLHOM CBSI3H

CpenctBa ¢GakCUMUIBHOW CBSI3W MCIONB3YIOTCS JJIE ONEPATUBHOIO TMONYYEHHUS U
HarfpaBJICHUS TOKYMEHTOB, HE TPEOYIOLINX MOATBEPXKIACHHUS UX IOPUINUYECKOM CHITBI.

JIokyMeHTBl B aJapec HWHCTUTyTa MepefaroTcss Ha (akCUMHIBHBIM  ammapar,
YCTaHOBJIEHHBII B CEKpeTapuare, B IPUEMHOM peKTopa.

[lepenaya TEKCTOBOrO JOKyMEHTa MO (PAKCMMMJIbHOI CBSI3M B Jpyrue OpraHuzalvu
OCYIIECTBISIETCS TOJIBKO IO YKAa3aHUK MM C pas3pelleHHs pPYKOBOACTBA HWHCTUTyTa, B
UCKJTIOYUTENBHBIX CIIydasx JJIsl OIepaTUBHOCTH OTIPABKHU.

IlepenaBaemasi 1 npuHUMaeMas M0 PAKCHMUJIBHOM CBSA3M CiIy:KeOHAas HH(pOpMaLHs
He MO2KeT ObITh HCI0/Ib30BAHA B KauyeCcTBe 0(pMLIHATBHOIO I0KYMEHTA.

3ampenaercss mepepaya 1o (aKCUMMIBHOM — CBSI3M  JOKYMEHTOB, COJEpKalluX
CITyKeOHYI0 MH(GOPMAIINIO OTPAHUYCHHOTO PACIIPOCTPAHECHUS, B TOM YHCIIe ¢ TomMeTKamu "Jliis
ciry>keOHoro mnosib3oBanus" u "He i medatu", TOKYMEHTOB JMYHOTO MPOUCXOKIACHUs (100
WX KOTIUH).

O0wveM mepenaBaeMoro JOKyMeHTa (TEKCTa, CXeMbl, IpadUyeckoro H300paxeHus),
BBITIOJTHEHHOT O Ha Oymare ¢opmara A4 4epHBIM LIBETOM, HE JJOJKEH MPEBBIILIATH 5 JTUCTOB.

JoxyMeHT oTnpasisercs no (GakCMMHJIBLHON CBf3M ajpecary HCIHOJHHTEIeM
CTPYKTYPHOI0 mojApa3/iesieHusi ¢ TeJe)OHHOIO0 anmnapara, KOTOPbIii YCTaHOBJeH B
ceKperapuare.

Bce ornpaBneHuss JOKYMEHTOB MO (AKCUMWIBHON CBS3M HHOTOPOJHUM ajpecaTam
PETUCTPUPYIOTCS B KHUTE ydeTa JOKYMEHTAIMH, OTIpaBisieMoi (akCUMUIBHON CBS3bIO, U
MEXIyTOpOJHUX IEPErOBOPOB B CEKpeTapuare.

B ciydae nepemaus AOKYMEHTOB, MOANMCAHHBIX PEKTOPOM M IpOpekTopamu (Tpu
HAJIMYUM  TOJHOMOYMI), 1O KaHajaM (AKCUMHJIBHOM CBSI3M OHU  JIOJDKHBI  OBITH
3apETUCTPUPOBAHbl B IOPSJIKE, YCTAHOBJIEHHOM MAJI MCXOISALIMX JOKYMEHTOB B YIPaBJICHUU
JCIIaMHU.

B KkypHaie perucrpaluu HCXOASIICH KOPPECIOHJIEHIIMM pPab0OTHUK CeKpeTapuara
MIPOCTABIISIET OTMETKY 00 OTIpaBICHUH JOKYMEHTa (haKCUMUIILHON CBA3BIO: AATY, BPEMS.
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Pentenne 0 HEOOXOUMOCTH JTOCBUIKU aJipecaTry MOJUIMHHUKA JOKYMEHTa Ha OyMa)KHOM
HOCHTEJIE B CIy4yae OTNPABKU JOKYMEHTA MO (PaKCUMIIBHOMN CBSA3M MPUHUMAET I0/pa3/ielieHue-
UCTIOJIHUTEIb, U B CIIy4Yae, €CJIM OTBET Ha 3arpoc, 0XKUIaeTcs uepe3 PakCUMUIbHYIO CBS3b.

[TonnMHHUK JOKyMEHTa, MEepelaHHOTO 10 KaHalaM (aKCUMMIBHOM CBSI3U, IpHU
HEOOXOIMMOCTH JIOChUIAETCA aJpecary MOYTOBOM CBS3bIO.

OpuruHanbl J0KyMEHTOB, NIEpeJaHHbIX M0 (haKCUMUIIBHOW CBSI3U a/ipecary, €clid JaHHbII
JOKYMEHT HE JOCBUIAeTCs ajpecaTy IO IIouYTe, MOAIIMBAIOTCA B JIENO, XPAHALIEECS B
CTPYKTYpPHOM TIOApA3JeI€HNH, COIJaCHO HOMEHKJIAType, € OTMETKOM 00 OTmnpaBlIeHUH
(aKCUMHMIIBHOM CBSI3bIO M IPOCTABJIEHUEM JaThl U BPEMEHH IepelauH.

[TosrydeHHbIe IO (PAKCUMUIIBHOM CBSI3U JOKYMEHTBI YUYUTBIBAIOTCS YIIPABICHUEM JIeTIaMU
c oTMeTkoM «®akc» M C NPOCTaBICHUEM BPEMEHHU IIOJIIyYEHHs B KYypHaJIe PErucTpanuu
BXOJISIIEH KOPPECIIOHICHIIUY.

6.8.2. Ilpnem 1 nepenava cay:ke0HON HH(POPMALIMH 110 3JIEKTPOHHOM MOYTe

JIOKyMEHTBI, TMpUCIaHHBIE II0 3JIEKTPOHHOM IIOYTE, NPUHUMAIOTCA HA DJIEKTPOHHBIN
MIOYTOBBIN SAIMK MHCTUTYTA HAXOJAIIMNCA B CEKpeTapuare.

JIOKYMEHTBI, TOJyY€HHBIE IO 3JEKTPOHHOW IOYTEe, PErHCTPUPYIOTCS B TaKOM K€
NOpSAKE, KaK U MHBIE BXOJALIME JOKYMEHTBI, B JXypHaJle BXOJSIEH KOPPECIOHACHLUU B
YIpaBJIEHUH JIeTaMH.

JUia nmepenauM 1O DJIEKTPOHHOM IOYTE MCXOMAILIETO JIOKYMEHTa HCIOJIHHUTEID
MpeJICTaBIsieT MUChbMO Ha OyMaKHOM HOCHUTENE WJIM HAIpaBIeT MOCPEICTBOM 3JIEKTPOHHOM
MOYTHI UIS TPOBEPKU MPABHIBHOIO M TPAMOTHOTO OQOpPMIICHHS U Mepedayd Ha IOJIMHUCH
PEKTOPY WU MPOPEKTOPAM I10 HAIPABICHUSIM.

IIpu HampaBneHuUM CIyKeOHOro (J€JIOBOr0) MHChbMa IO 3IJEKTPOHHOH mo4YTe
OTIPABUTEIb JIEKTPOHHOI0 CO001IIeHHUSs1, TOATOTOBUBIINIA 3JIEKTPOHHYIO BEPCHUIO

7. PETUCTPAIIUA U ITPOXOXKJIEHUE BHYTPEHHUX JOKYMEHTOB

[IpoxoxaeHre BHYTPEHHUX JOKYMEHTOB Ha dTamaxXx HMX MOATOTOBKH U OMOpMIICHUS
COOTBeTCTByeT HpOXO)K)IeHI/IIO OTHpaBJ'IﬂeMBIX )IOKYMGHTOB, a Ha DJTalie UCIIOJIHCHUuA —
MOCTYTMAIOMINX JOKYMEHTOB.

B cekperapuare perucTpupyroTcs BHYTPEHHHME JOKYMEHTbl HMH(OpPMAalMOHHO-
CIPaBOYHON CHCTEMBI, aapecOBaHHbIE PYKOBOACTBY HWHCTHUTYTA: JIOKJIAJHBIC, CIIyKeOHBbIC
3aIlIUCKHU, JIMYHBIC 3aABJICHUA pa6OTHI/IKOB, }IOBepeHHOCTI/I Ha nonyquHe 3apa60TH0171 IIJIaThI B
Kacce MHCTUTYTA.

Odopmisitorcs W PETUCTPUPYIOTCST  JIOTOBOPBI,  JOBEPEHHOCTH,  BBIJIaBacMbIC
MPOPEKTOpaM M PYKOBOJUTENSIM CTPYKTYPHBIX MOJPA3JENCHUIl COrjIacHO JI€JIErMpOBaHUIO
MTOJTHOMOYHH M pacIpeieIeHUI0 00s3aHHOCTEH.

[Topsgok 3aknroyeHUs XO3SAWCTBEHHBIX JOTOBOPOB 3akperyieH B llomoxkenun o
JIOTOBOPHOU paboTe B MHCTUTYTE. [lopsAmok 3akimroueHus TOTOBOPOB HAa OKa3aHWE IIATHBIX
00pa3oBaTeNbHBIX

ycnyr 3akperyieH B PermamenTte o0 Oka3aHMM IUIATHBIX OOpa30BaTENbHBIX YCIYT B
WHCTHUTYTE.

8. MOPAJTOK OBPABOTKH M YYETA MHOCTPAHHOI KOPPECIIOHIEHIIUA
B wuHCcTHTYTE CekpeTapuaT OCYLIECTBISIET pPadOTy € MOCTyMHarolled HHOCTPAHHOMN
KOPPECTIOHICHIIMEN U TOKYMEHTaMH, HaIlPaBIISIEMbIMH 3apyOSKHBIM KOPPECTIOHICHTAM.
Perucrpanuio nocrynaromeid KOppeCHOHACHIMA HA UHOCTPAHHOM SI3bIKE OCYIIIECTBIISIET
CEKpeTapuar B IOPsIIKE, YCTAHOBICHHOM JJI1 MHOW MOCTyNAr0Ied KOPPECIIOHIEHIIUH.
Odopmnenne  AenOoBOW  KOPPECTIOHACHLUMHM € 3apyOexHbIMM  dupmMamMu U
MEXIYHApPOJAHBIMU OpPTraHU3ALMSIMU XapaKTepU3yeTcss pAIOM OCOOEHHOCTeH B O(OpMIICHUU
(bopMyIsipa TOKyMEHTa U COCTaBa PEKBU3UTOB.
8.1. IIpaBunia ogopmiieHusI 1eIOBBIX IHCEM 3apy0e:KHOMY NapTHepY:
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1. JlenoBble muchbMa 3apyOeKHBIM HapTHepam OGOpMIIAIOTCS Ha OJaHKax, cojepKar
HAaUMEHOBAHUE U a/IpEC OTIPABUTEIIS.

[IpoekThl muCeM MeYaTarTCcsl C MCIOJIb30BaHHMEM TEKCTOBOro pexakropa WinWord
mpuprom Times New Roman pasmepom Ne 14 ¢ mexcTtpounbiM uHTepBasioM 18 nr. Ilpu
UCTIOJIb30BaHUM JPYTUX BEPCHUN TEKCTOBOTO pEAaKTOpa TUI IIpHU(dTa, €ro BelWYMHA, a TaKKe
MEXCTPOUHBIM HHTEPBaJI JOHKHBI COOTBETCTBOBATH YKa3aHHBIM BBIIIIE.

2. Ecmu mnmceMo 3aHMMaeT Oosiee OJHOM CTpaHMIBI, TO B KOHIE €€ MHUIIYT:
«mpoaoskeHue ciaeayer» («continued over»). B MexayHapoIHON AETOBOM NMPAaKTHKE TEKCT,
KaK MpaBUJIO, YMELIAIOT Ha OAHOMN CTPaHUIIE.

3. Jlms HyMmepaluy ToJb3YIOTCS apaOCKuMu IudpaMu, Ha TIEPBOM cTpaHUIe nmudpa HE
CTaBUTCSL.

4. UcnipaBjieHMsl B TEKCTE NMHUCHbMa, Ja’Ke caMble aKKypaTHbIC, He JOMYCKAKTCS.

5. XKenarenbHo, 4TOOBI MUCBMO B KOHBEpTE OBLIO COTHYTO He Oojee ueM OJAWH pa3
(TexctoM BHYTpB). s 0c000 Ba)KHBIX MHCEM MOAOUPAIOT KOHBEPT Takoro ¢opmara, YTOOBI
JIUCT OCTaJICsl HECOTHYThIM. Ha KOHBEpTE MOXHO pa3MeCTUTh BCE PEKBM3UTHI, NMEIOLIUECS Ha
OnaHke, BKJIOYas (UPMEHHBIN 3HaK. boblie KOHBEPTHI, B KOTOPBIX MHCbMa OTHPABISIOTCS
HECOTHYTBIMH, JIOJDKHBI OBITh U3 IUIOTHOM Oymaru, 4ToObl UX COJEpKMMOE HE H3MSJIOCH IMPH
MepEChLIKE.

6. Pe3osqonum Ha MNOJYYEHHOH KOPPECHOHICHIMUM MPHHATO [eJaTh TOJBKO
kapanaamoM. Eciu — yepHuinamu, To pe3oiaronus 0KHA ObITh Ha OT/IEIBHOM JIMCTE, KOTOPHIH
nproOIIAI0T K MUCHMY.

7. OtBeT Ha TenerpadHbBIi 3anpOC TOJDKEH OBITh JaH B TeUeHUE Tpex AHeil. Ha nmucemo —
10 WUCTeYeHHs Jecatd jAHed. Ecaum HeT BO3MOXHOCTH BOBpeMsS JaTh MOAPOOHBIH,
MCYEPIBIBAIOIINNA OTBET, TO CJEIyeT B T€UEHUE TPeX AHEH COOOUIUTH, YTO MUCbMO MPHUHATO K
CBEICHHIO, & OKOHUYATEJIbHBIN OTBET J1aTh HE MO3/IHEE, UEM UEPE3 TPUALATh THEN.

8. Ilpu odopmiieHnu muceMa 3apyOexXHBIM agpecaTaM Ha PYCCKOM sI3bIKe Ha OJlaHKe
YCTAHOBJICHHOM (hOpMBI HEOOXOIUMO MPHIIOKUTH HEO(PUIIMAIBHBIA MEepeBO] TEKCTa MUChMa C
pacmiipoBKOM TOANUCH U TOJHOTO HAMMEHOBAaHUS JOJDKHOCTH JIMIA, TMOAMHCHIBAIOLIETO
JOKYMEHT.

JenoBoe muchbMO UMEET CIAEAYIOMNN TUITOBOM COCTaB 30H:

1. 3arosoBok nucbma (Issuer Field),

2. Ccpuika Ha JaHHbIe oJy4yaTesas U ornpasuress (Reference Line)

3. Jara (Date)

4. Anpecar (Address)

5. Yka3anmne Ha koHKpeTHOe Jnuo (Attention Line)

6. Oopamenue (Salution)

7. O61mee conepxanue nucbma (Subject Line)

8. Texer mucsma (Body of the Letter)

9. 3apepmaromas popmysia BexauBoctTu (Complimentary Close)

10. Iloamuck (Signature)

11. Ilpnaoxenus (Enclosure)

12. Yka3anue Ha paccbliky konuii (CC Notation)

8.2. TpeGoBaHusi K 0(pOPMJICHMI0O PEKBH3MTOB [€JOBOI0 NHCbMa 3apy0e:KHOMY
napTHepy

PexBusur 1. 3aronoBok nucema. Brirouaer JOoroTun MHCTUTYTa, €r0 HaUMEHOBAaHUE
(moiHOE M COKpallleHHOE), MOYTOBBIM U TenerpadHbIi ajpec ¢ yka3aHHEM HHAEKca, HoMepa
TenedoHa, TeIeKkca U Tenedaxca.

[Tomumo mpenoctaBieHus ¢akTudeckod uWHGOpPMAIUU 00 WHCTUTYTE, 3arojIOBOK
OIpeIeICHHBIM 00pa30M XapaKTepU3yeT €ro ¢ APYroil CTOpoHbl: HeoObIuHas (opMa 3arojoBKa,
€ro JAM3aiiH, JOroTun (a MHOIJA U €€ JIeBM3), MPUMEHEHHE LIBETHOM KPAaCKH, HUCIOJIb30BAHUE
oco0oif Oymarm — Bce 3TO CO3AaeT CBOEOOpa3HbId 00pa3 MHCTUTYTAa. B 1ensx sKoHOMHH

55



BPEMEHM NpPU NE€YaTaHUN PEKBU3UTA MOOLIPSIETCS OTKPBITAs IyHKTyalMsl, YTO O3HAYaeT MOYTH
MIOJIHOE OTCYTCTBUE 3HAKOB MPEIIMHAHUSI.

PexBusur 2. Ccbliika Ha JaHHBbIEe noJay4daTens. [IpuBoadarcs MHULIMANBI COCTABUTENS U
opopmuTens nucbMa, HUPPOBOM HHAEKC CTPYKTYpPHOTO TMOAPA3JIEICHUs, MOArOTOBHUBIIETO
IIMCbMO, UHAEKC JIeTIa, HalpuMep:

Your reference (mam: Your ref.) — Bama ccoliika HND/RP HND/RP Our reference
(mim: Our ref.) — Hama cebliika LA/DK/187 LA/DK/187.

PexBusur 3. /laTa. BcTpeuatoTcs 1Be pa3HOBUAHOCTH OhOpMIIEHUS JaT — OpUTaHCKast U
amMepHuKaHckas. bpuraHckuii cmoco0 mogo0eH cloBeCHO-LU(PPOBOMY CHOCO0Y, MPUHATOMY B
POCCHUHCKOM  JI€JIONpPOU3BOJCTBE U NpPUMEHsEeMOMY B (PMHAHCOBOM JOKyMEHTAallMH C
HEKOTOPBIMU BapHalMsIMU:

15 Feb. 200... 15 February, 200... 15th February, 200...

Crioco6 o6o3nauenus aatel, npunaTeidi B CIIIA, uHO# u ctpoutcs mo cxeme: February
15th, 200... February 15, 200...

[lepen uucnuTenbHBIM, 00O3HAYAIOIIUM TOJ, OOBIYHO CTAaBUTCS 3amsTas. B nenoBoit
KOPPECHOHICHIIUN TPUMEHSAETCS MUHUMAJbHOE YNOTpeOJIeHHe 3HAKOB MpENuHaHUs, MOITOMY
MO>KHO BCTPETUTh U TAKOE HallMCAHUE JaThl:

4 August 2000. He pexomenmayercs ynoTpeOasiTh B jgaTax HU(pbl BMECTO Ha3BaHHMA
MECSIIIEB, MOCKOJIBKY HU(PPOBOE 0003HAUEHUE NAThl MOKET OBITh MCTOJKOBAHO MO—PAa3HOMY B
pa3nuuHbIX crpaHax. Tak, mara 2/5/2000 Oyaer BOCHpHMHATA MPEACTABUTEIEM aMEpUKaHCKON
¢upmel kak 5 ¢espanst 2000 roxa, a npeacraBuTeneM OpuTaHCKoi ¢upMbl — kak 2 mas 2000
rojia. OTo CBSA3aHO C OCOOEHHOCTSAMHU MTPOYTEHUS JaT B Pa3HbIX CTpaHaX:

CIIA 2/5/2000 mecsint IeHb TO,

Besnkoopuranus 2 /5 /2000 nenp Mecsii roa.

JlonyckaeTcsi cOKpallleHne Ha3BaHUN HEKOTOPBIX MECSLEB, MMEIOIIMX MHOIO 3HAaKOB B
HanMcaHUM. 3aMeHa IUPPOBbIM 0003HAUEHNEM HAa3BaHWM MECSIIEB B aHTJIOSI3BIYHBIX CTpaHaxX He
NpUHATA. 3HAKU NPENUHAHUS B 0003HAUEHUH JIaT JOMYCKAeTCsl He YKa3bIBaTh. MexXIyHapOaHOM
opranuzanueit mo cranmaptuszanuu (ISO) B CBsI3W ¢ KOMIBIOTEpU3AIMEH JETONPOU3BOICTBA
pEeKOMeHIyeTcsl yHUBEpCaabHOe U(poBOe 0003HAUCHHUE JIAT.

DnemMeHThl 0003HaUYEHHUs TPUBOJIATCS B CIIEAYIONIEH OCIEI0BaTEIbHOCTH:

rog, mecsin, AeHb. Hanpumep: 2000—-12-31 nim naxe — 20001231.

PexBuzutr 4. Apnpecar. PacnpocTpaHEHHBIMM BapHaHTaMU aJpPECOBAaHHs IHCHbMa
ABIISIIOTCS aJjpecoBaHue Gpupme (IIpU 3TOM BO3MOKEH Cy4aid, Korja B Ha3BaHUH (pUPMBI yKa3aHa
bamunus) ¥ agpecoBaHue JOHKHOCTHOMY JUITY (Koraa M3BecTHa GaMuius ajapecata W Koraa
OHa HEW3BECTHA, KOIJa ajJpecaT MYy)KUYMHAa M KOTJa jKeHIIWHa). Eciu muchMo Hampasisercs
¢dbupme, TO cHavaja yKa3blBalOTCA €€ Ha3BaHWE, 3aTeM aJipec B TaKOW IOCIIEI0BATEIbHOCTHU:
HOMEp JIOMa, Ha3BaHME YJUIBI, Ha3BaHME Topoia, 00O3HaueHHE IOYTOBOTO paiioHa (TMpHu
Heooxogumoctn). Ilpu anpecoBanmu mmchma B CIIIA mpuBOgMTCS COKpalieHHOE Ha3BaHUE
mrTaTa, MpH aJipecoBaHUU B AHIJIMIO — Ha3BaHue rpadcTsa. [locnenneit cTpokol yka3bIBaeTCst
ctpana. Hanmpumep:

Continental Supply Company

312 Sixth Avenue

New York, NY, 11011

U.S.A.

VYkazanue B ajpece mTara u rpadcrsa cBs3aHO € T€M, YTO cama (upmMa UM ee (puiima,
BO3MO’KHO, PACIOJIO’KEHBI B IPOBUHIIMAILHOM HACEJIEHHOM IMYHKTE, Ha3BaHUsI KOTOPBIX HEPEIKO
nosTopsitorcs. Ha3Banus rpadcTB v mTaToB MOTYT IPUBOJIUTHCS B COKpallleHHH. B Tom cityuae,
Korna B Ha3BaHuMM (GUPMBI yka3zaHa ¢amwinsg (HecKoJlbKo (GaMuwinii), mnepea Ha3BaHHEM
NpUBOAUTCS cloBO Messrs. Hanpumep: Messrs John Brown and Co., Ltd.

[Ipu anmpecoBaHuu nucbMa ympasisionieMy (pupMoi, Gpamunus KOTOpOro HEU3BECTHA,
aJpec MUIIeTCs Mo o0pa3umy:

The Manager
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The Hong Kong Banking Corporation.

Ecnu nmucemo anpecyertcst ynpasisomeMy GUpMoil Takoro ke paHra, hpaMuins KOTOporo
M3BECTHA, TO B 3TOM ciydae (haMuIus IPUBOJIUTCS MEPBOH, 3aT€M YKa3bIBaeTCs JOKHOCTE: Mr.
Edward W. Hertzfeld, President Hertzfeld Home Appliances, Inc.

[IpuBeneHHble crocoObl XapaKTepHbI AJIs aJIpecoB MUChMa MEHEKepy WM NPE3UeHTY
komnanuu. [Ipu azpecoBaHMM MUChbMa COTPYJHUKY MEHBILIEr0 paHra yKa3blBalOT (aMUIHIO
COTpPY/IHUKA, 3aTeM Ha3BaHHE (UPMBI, IO BO3MOKHOCTH Ha3BaHHE OTJeNa M, HAKOHEII, MOJHBIN
azapec.

Ecnu nuceMo anpecyercss My>KuMHe, To nepea ero damwmiueil cieayer nucatb Mr —
cokpatienue ot cioBa Mister (Mr Alan White; Mr D. C. Robinson u 1. 11.). [Ipu agpecoBanuu
JIEJIOBOTO NMChbMa 3aMy KHEW JKEHIIMHE ClIeyeT yKa3plBaTh Mrs — cokpaienue ot cioBa Mistr
U1 HezamyskHed nuiercs noiaHocTeio Miss (Mrs RoseSSt Mrs C. Davies, Miss G. Palmer).
Bwmecro ykazanust Mrs ninu Miss MOKHO IPUMEHATh YHUBEPCAIBHOE COKpPALCHHE.

[Tpu nmeyataHuy peKBU3UTA UCIIOJIB3YIOT MUHUMAJIbHOE YMCIIO 3HAKOB MTPEMMHAHUS.

PexBusur 5. Yka3zanue Ha KOHKpPeTHOe JIMIO. PEKBU3UT IpeIHAa3HAYEH s TOro,
4YTOOBI B CiIy4yae OTCYTCTBHS (paMUIIMM MOJTydaTess B ajipecare yka3aTh (paMUINI0 KOHKPETHOTO
JOJDKHOCTHOTO JIMIAa, KOMY HMMEHHO CIIeyeT 4YHTaTh JaHHOoe mnuchbMo. Ecim damunus
JOJKHOCTHOTO JIMIIA HEM3BECTHA, YKa3bIBaeTCs Ha3BaHHUE JOJKHOCTH WK OT/eNna (GUPMBIL.

Crpoka ¢ yka3zaHHEM JOJDKHOCTH WM (aMHJIMU TOMELIACTCs HEMOCPEACTBEHHO IO
azipecoM M 0co0o BhIIENseTcs (TMeyaTaeTcs APYTUM MIPUPTOM, B paspsiKy, MOAYEPKUBACTCS),
HaNIpUMep:

Messrs Black and Sons,

115 Churchill Avenue

Maidstone, Kent

ZH8 92B

Great Britain

Attention: Mr P.Wilson

Gentlemen

Hcnonp30BaHne 3HaKOB IPENMHAHUSA B PEKBU3UTAX — MUHUMAJIBHOE.

PexkBuzutr 6. OOpamenue. BcrynurensHoe oOpaleHue TPEACTaBISeT Co00it
OOIIENPUHATYIO CTaHAAPTHYIO (OpMYJy, SBISIOIIYIOCS HEOThEMJIEMOW YacThbiO 3TUKETa
nenoBoro mucbma. OHO MOMeINIaeTcsl Ha JIEBOW CTOpOHE OJlaHKa MUChMa I0J BHYTPEHHUM
aZipecoM U IUILETCS Ha OTAEIbHOW CTpoKe. B 1enoBoil KOppeCnoOHIEHIIMN IPUHATO HECKOJIBKO
dbopm oOpaleHni, pa3IMYalomUXCcs CBOeH "ToHaIbHOCTHIO". B muceMax k dupmam wu
OpraHu3alysiM 0ObIYHO YIIOTPEOISAIOTCS cieayonue GopMyIib:

Ecnu muceMo aapecyetcst kakoii—n60 ¢upme, TO 0OBIYHO yIOTPEOISAIOTCS 0OpaIieHus
Gentlemen:, Ladies:. [ToguepknyTto oduuumansHo 3ByuyaT oOpamienus: Sir:, Madam:, Sirs:,
Mesdames:. Taxxe opunmansHbIMU sABIsIIOTCSA oOpaienusi: Dear Sir:, Dear Madam:.

Obpartuenue ¢ ykazaHueMm (pamuinnu 3By4uT MeHee opunuansHo: Dear Mr Alien:; Dear
Mrs Alien:.

Ectp pa3nuume B ynorpeOieHHN 3HAKOB IMpenuHaHusa B ¢opmyse obpamenus: B CIIIA
HCIIONIB3YIOT ABOeTO4YMe, B AHruu — 3anaTyro (Dear Sir:, Dear Mr Smith:,).

PexkBuzur 7. OOmiee coaep:kaHue NMHCbMA. B OTEUECTBEHHOM JIEJIONPOU3BOJICTBE
PEKBU3UT HOCUT Ha3BaHHWE «aHHOTAIMs» (''3aroJioBOK K TEeKCTy"). PekBu3uT B cxaToil popme
OPUEHTHPYET JEJIOBOrO IMApTHEPAa B COJAEPKAHMU IUCbMA. B aHIIOA3BIYHBIX CTpaHax OH
HEpPEJIKO OITyCKaeTCsl.

Obwiee copepkaHue NMUChbMa MpeABapseT OCHOBHOW TEKCT, pa3MeIaeTcsl Ha OTAENbHOM
CTpOKE M BCerJia BBIJCNSIETCS, HAIpUMep:

Order Ne 1234 for Snow Racers

We have received your letter...

pyroit BapuanT oopMIIeHUSI PEKBU3UTA BBITISANT TaK:

Subject: Up—to—date List of Addresser
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Re: Policy Ne714056

In re: Letter of Credit Ne 12/146

"Re" — 310 CcokpalieHHOe BbIpakeHue "in re'", 4ro o3Hauaer "mo xaeny', "kacareiabHO',
"OTHOCHUTENBHO".

B pexBusuTe nooupsiercs OTKpbITask IyHKTyalusl.

PexBusut 8. Texker nucbma. OCHOBHOM PEKBHU3UT JEJIOBOIO NMHChbMa MEYATACTCS HIKE
yKazaHMs Ha ero oobuee coaepkanue uepe3 3—4 uHTepBana. TekCT mucbMa pa3duBaeTcs Ha
ab3a1bl, KOTOPBIX OOBIYHO JBa: B IEPBOM COJECPIKUTCSI CMBICIOBAs YaCTh JOKYMEHTA, BO BTOPOM
MIPUBOIUTCS 3aKIIOYUTENbHAS (Ppa3a BEKIMBOCTH.

TekcT mewaraercs MO WIMPUHE CTPAHUIBI 0€3 KpacHOW CTPOKHU. Ab3all ONpeAessercs
OJTHUM MEKCTPOYHBIM HUHTEPBAJIOM.

CwMmbIciiOBasi 4acTh JIOJDKHA M3J1araThCs JAEMOBBIM, OJHAKO MOMYEPKHYTO YBAXKUTEIbHBIM
TOHOM, OTJIMYATHCS SICHOCTBIO JIGKCUKHU, OBITh JIOTUYHOMN U yOeAUTEIbHOM.

3axmrounTenbHas ppaza BEXKIMBOCTH HOCUT CTEPEOTHIHBIN XapakTtep. Hanmpumep: Your
prompt reply be appreciated (Mb1 Obu Obl OnaromapHsl 3a Baml CKOpblii oTBeT); Please
accept thanks in advance (3apanee mpumwure Hamry OnaromapHocTh): With my personal
regards and good wishes (IIpuMuTe Mou HamTydIIue TIOKENAHUSA) U T. 1.

Ecnu nuchbMo HOCHUT XapakTep MpUIJIalleHusl, TO Mo TEKCTOM MHChbMa C IPaBOW CTOPOHBI
BcTpeuaercs cokpamieHue R. S. V. R., kotopoe o3HauaeT: '"'moxaJryicra, oTBeTbTe".

3HaKM TMpenuHaHWs B TEKCTE MHCbMa YHOTPEOJSIOTCS B COOTBETCTBMM C MpaBHUIIaMU
ITyHKTYallUH.

PexBusur 9. 3aBepmawmass ¢opmyaa BeKIUBOCTH. PekBU3UT pa3zmeniaercs
HEINOCPEACTBEHHO O] TEKCTOM IuchMa cieBa. DopMyna BEKIMBOCTH MOXKET HOCUTH CTPOTO
ouIMaTbHBINA, OPUIIMATBHBIA U MeHee 0(UIIHANIbHBIN XapaKTep:

Pycckmii JxBUBaJIeHT
Yours faithfully, Crporo opunmansHo C yBakeHHEM
Yours truly,
Yours very truly,
Yours very sincerely, OdurnansHo C yBaxxenuneMm Bamr
Yours sincerely,
Sincerely yours,
Very cordially yours, Menee opunmansno Vckpenne Barmn
Yours cordially,
Cordially yours,

[Ipu neyatanuu pekBU3UTA MOOUIPSETCS OTKPBITask MyHKTYyaIlusl.

PexBu3ut 10. [loanucek. PexBusut nomemniaercs moj Gopmysioil BexXIuBoOCTH. [1pu aTom
OTJENBHON CTPOKOI MPUBOIUTCS Ha3BaHUE (PUPMBI, COBIAAIONIEE C IPUBEACHHBIM B 3aTOJIOBKE.
3aTeM NpUBOAUTCS MOAMKUCH JIUIA C YKa3aHUEM 3aHUMAEMOM JTOJHKHOCTH, MHOTAA BKJIIOYAETCS U
HAa3BaHUE OTJIEJIA, HAIPUMED:

Dennis J. Stenberg, Manager

L. K. Thompson Manager

Export Department.

PexoMenayercst OTKphITast MyHKTYaIUs.

PexBuszur 11. Ilpuinoxkenume. PexkBH3MT pasmemaercss B JI€BOM HIWKHEW 4YacTH
JIOKYMEHTa OTAENbHOM CTpOKOW. HanMeHoBaHNIO NPUIIOKEHHS NpeamecTsyeT ¢ioBo Enclosure
(cokpamenno — Encl., wnu Enc.), nHanpumep:

Enclosure: Contract

Encl: 1. Contract

2. Cheque.
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Hymepanus n paccraHOBKa 3HAKOB IPENUHAHUS OCYIIECTBISETCS B COOTBETCTBUHU C
MIPUBEICHHBIMH PUMEPAMHU.

PexBu3ut 12. Yka3zaHue Ha paccblIKy konuii. [Ipy He00X0AMMOCTH PACCHIIKU MUChMa
HECKOJIBKMM aJipecaTaM B JIEBOM HIJKHEM YTIy, IOCJIE YKa3aHMs Ha HaJIM4YME IPWIOKEHUH,
numercs: cokpamienue CC u craBurcs nsoeroune. CC o3nauaer carbon copy, T. e. "komus".
3areM yKkas3bIBaroTCs (haMUJIMM JIMIl 1 HAUMEHOBAHUS OpraHU3aliii, Ky/1a HanpaBisOTCS KOIUH,
HaNIpUMep:

CC: MrlJelfrey H. Winston

Mr. Robert Baily

CC: Regional Sales Department

Hcnonp30BaHne 3HaKOB MTPENMHAHNS — MUHUMAJIbHOE.

9. IEYATAHUE U TUPA’KUPOBAHUE JOKYMEHTOB

[leyatanue U THpaXKUpOBaHHME JOKYMEHTOB, MOJIEKAIIUX PErHCTpallM CceKpeTapuare,
OCYIIECTBISIETCS CTPYKTYPHBIMH TOpPA3ICICHUSIMH (UCIIOJHUTENSIMH). THpad TOKYMEHTOB
MIPEIOCTABIISAIOTCS C OPUTHHAJIOM Ha MOJIIUCH PYKOBOJICTBY Uepe3 CeKpeTapuar.

[leyataHue ¥ TUPaXUPOBAHUE NPHUKA30B, PACIOPSIKEHUM, TMPUIOKEHUH K HHUM
OCYIIECTBIISICTCSl TaK)K€ CTPYKTYpHBIMHM MOJPA3eNICHUsIMU, HHULIUUPYIOIIUMHU JIaHHBIE
JOKYMEHTBI.

TupaxupoBaHUIO TMOAJEXKAT TOJBKO JOKYMEHTBI, OTHOCSIIMECS K CIYyXKEOHOH
NEeSITeNbHOCTH WHCTUTYyTa. TupaxupoBaHue TOKyMEHTOB ¢ Tpudom "Ilns ciyxeOHOTO
MOJIH30BAHUA" TIPOUZBOIMUTCS C pa3pelieHus OT/IeNIa MOOMIN3AIIMOHHON U CIIEIIUATIbHON pabOTHI.

Kontpons 3a KomMpoOBaHMEM U TUPAKUPOBAHUEM JIOKYMEHTOB, PAlMOHAIbHBIM
HCIIOJIb30BAaHUEM OPITEXHUKU B CTPYKTYPHBIX MOJpPA3/IEICHHUIX BO3JIaraeTcs Ha pyKOBOAUTEIEH
MIOAPA3ICIICHUMN.

10. MOPSAIOK UCIIOJTHEHH A MIOPYYEHWI B UHCTUTYTE

OCHOBHBIMU 3a7JauaMi KOHTPOJISL UCIIOJIHEHUS JOKYMEHTOB SIBJISIOTCS:

- CBOEBPEMEHHOE HCIOJIHEHHE JOKYMEHTOB, IIOCTYNHMBIIMX W3  BBIIIECTOSIINX
OpraHu3alMN;

- obecriedyeHre O€3yCIOBHOTO BBIMNOJHEHHUS MOPYYEHUH pPEKTOpa U TMPOPEKTOPOB IO
HaIpPAaBIICHUSM;

- OpraHM3alys U OCYLIECTBIEHUE KOHTPOJISA 3a CBOEBPEMEHHBIM HCIIOJHEHUEM ITPUKA30B
U PACTIOpPSDKEHUN PEKTOpa M MPOPEKTOPOB, PELICHUH YYEHOrO COBETa MHCTUTYTA, PEKTOPCKOTO
COBETA;

- ofecrnieueHue pPYKOBOJACTBA MHCTUTYTa ONEPAaTUBHOM HHpopMmanuelt o xoae u
pe3yJIbTaTax BBIIOJHEHUS MPUHATBIX PACIOPAIUTENBHBIX JOKYMEHTOB;

- TOBBIIIEHNE NEPCOHAIBHON OTBETCTBEHHOCTH PA0OOTHUKOB MHCTUTYTA 3a MOPYUYECHHBIHN
Y4YacTOK pabOThI M COCTOSTHHE UCTIOTHUTENIBCKOM TUCIIUIIIMHBL.

10.1. Opranu3anusi KOHTPOJIs UCIIOJTHEHUS

KonTtpomnto 3a ucrnomHeHHEM NOJuIekKaT Haubojee BaXKHBIC BXOMAIIME, HCXOIAIIUE U
BHYTpPEHHUE JTOKYMEHTBHI:

- BCE JOKYMEHTBI, IOCTYIIUBIINE U3 PABUTEIILCTBEHHBIX OPraHoOB;

- IOCTAHOBJICHUS] OPTaHOB aIMUHUCTPALIUN;

- BCE JOKYMEHTHI, NOCTYNHUBIIME W3 BBIMIECTOANMX YyupexaeHuil (MuHoOpHAyKH
Poccuu, PocoOpramzop u ap.);

- pelIeHUs] YYEHOTO COBETAa UHCTUTYTA,

- pelIeHUs PEKTOPCKOTO COBETA;

- IPUKa3bl U PaCHOPSIKEHMS PEKTOpPA C YKa3aHUEM CPOKOB MCIIOIHEHNS;

- PE30IIOIHH PEKTOpa Ha BXOASIIEH KOPPECTIOHCHIIHH;

- YCTHBIE PACIIOPSKEHUS] PEKTOPA;

- IPUTJIAIICHUS Ha YYacTHs pEKTOpa B T€X UM UHBIX MEPOIPHUSITHSIX.
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CrpykTypHOE mNOApa3/eleHue WIM JOLKHOCTHOE JIMLO, YKa3aHHOE B IOPYYEHUU
MEPBbIM, SIBJIIIETCS. OTBETCTBEHHBIM HCIOJHUTEIEM TMOPYYEHHS, PYKOBOJIUTEIb HTOTO
CTPYKTYpHOTO TOJpa3/eIeHUus] OpraHusyeT paboTy MO HCIOJHEHHIO MOpPYYeHHS U HeceT
OTBETCTBEHHOCTb 34 €r0 UCIIOJTHEHHE.

H3MeHeHne OTBETCTBEHHOI'O UCIIOJIHUTEIS U COCTaBa COUCIIOIHUTENIEH OCYILECTBIIAECTCS
0 JOKYyMEHTaM, HalpaBJICHHbIM Ha HCIOJHEHHE NOPYYEHHEM pEKTOpa, — Ha OCHOBAaHUU
PE30JI0LUH PEKTOPA, JaBIIEro MOPYUYEHUE.

M3MeHeHne  OTBETCTBEHHOI'O  WCIIOJIHUTENS M COUCIOJNHUTENeH  odopmisercs
(YuuTBIBaETCS) CEKpETApHUATOM.

B cnydae ecnum mopydeHHME BBIXOAMT 3a MPEIEiabl KOMIETCHIIMH COUCIIOIHUTENIEH
(CTpYKTYpHBIX ~ TIOJpa3felieHuil), OMpelIeleHHbIX TOpYyYeHHEeM, pPYKOBOAUTENH  JTUX
CTPYKTYPHBIX MOJApa3JeleHuii 00ecreunBaT €ro HCIOJHEHHE B Ipejesax YCTaHOBJIEHHOM
KOMIIeTeHIIMH. [Ipu 3TOM OTBETCTBEHHBIM HCHOJHUTEIb MPEACTABIISECT JaBIIEMY IMOPYYEHUE
PYKOBOJUTEIIO TOMOJHUTEIbHBIE MPEIOKEHNU 00 N3MEHEHUHU COCTaBa COUCIIOJIHUTENEH WU O
MIPUBJICYCHUH HOBBIX COMCIIONIHUTENICH B TeueHue 3 aHel C 1aThl 0(OpMIICHHS MOPYUCHHUS, a TI0
CPOYHBIM M ONEPATUBHBIM MOPYUYECHUSIM — He3aMeNJIUTEeIbHO.

CoucnonHutenu (CTPyKTypHBIC MOApa3/eleHNs) B TCUCHUE MEPBOW IMOJIOBUHBI CPOKA,
OTBEJICHHOTO HAa MCIOJHEHNE NOPYYEHMs, MPEACTABISIIOT OTBETCTBEHHOMY HCIIOJHHUTEIO
MIPEJIOKEHUS, TIOIMUCAHHBIE PYKOBOIUTENSIMHU (3aMECTUTEIISIME PYKOBOAMUTENICH) CTPYKTYPHBIX
MoJpa3/IeICHUM.

CouCTIIOTHUTENN OTBEUYAIOT 32 KAYECTBO MPOPAOOTKU U CBOCBPEMEHHOCTh MPEACTABICHUS
CBOMX IMpeIokKeHud. B cilydyae HECBOEBPEMEHHOIO MPEJICTABICHUS  IPEMIOKEHUI
COHUCITOJIHUTENIEM OTBETCTBEHHBIN UCTIOTHHUTETh HHPOPMUPYET 00 3TOM PyKOBOIUTEINS, JABIIETO
MIOpYyYEHHE.

B cinydae ecnu mopyueHue pektopa (IpOPEeKTOpPOB) HE HCIOIHEHO B yCTaHOBJICHHBIN
CPOK, OTBETCTBEHHBII HUCIIOJHUTEIb NOCJIE UCTEUYEHHS CPOKA, YCTAHOBICHHOIO I UCIIOJHEHHUS
MOpYYEHUs, TMPEACTABISET OOBSACHEHHWE O XOJIe¢ WCIIOJIHEHUS TOPYYCHHs] C YKa3aHHeM
JNOJDKHOCTHBIX ~JIML, HA KOTOPBIX BO3JIOXKEHO WCIOJHEHUE T[OPYYEHHs, TMPHUYUH €ro
HEUCIIOJIHEHUS B YCTAHOBJIEHHBIM CPOK M ME€p OTBETCTBEHHOCTHU, MPEAIAaraéMbIX WJIM MPUHATHIX
B OTHOIIICHUH BUHOBHBIX B HEHCIIOJTHEHUH TIOPYYCHHS paOOTHUKOB.

[Topyuenus 1oBoASTCS 10 PYKOBOJIUTENEH CTPYKTYPHBIX MOJpa3eieHul, KaK MpaBuIIo,
B JICHb UX MOCTYIUICHUSI B HHCTUTYT, @ CPOYHbIE M ONlePAaTHUBHbIE — He3aMeJIUTEeJIbHO.

IHocrynuBmine B COOTBETCTBYHWINME CTPYKTYPHbIe INMOAPAa3JeIeHUs] NOPYYEeHUSA U
HHbIE JOKYMEHTbI PacCMATPHUBAKTCH PYKOBOAMTEISIMM CTPYKTYPHBIX NOApPa3ae/ieHHMH B
cJIeAyIoleM nopsakKe:

MOPYYEeHUs] U JOKYMEHTBI, nmocrynupuue A0 17 4acoB Tekyuiero padouyero aHs,
paccMaTpMBAIOTCH MO Mepe UX NOCTYIVICHNS ;

MOpYYEHHs, COJAEp)Kallue YyKazaHhe ''Cpo4YHO'', U ONepaTUBHBIE MOPYYECHHUS
paccMaTpuBaIOTCsl pPyKOBOAUTENSIMU CTPYKTYPHBIX MOAPA3ACICHU B Te4eHHe 4aca ¢ MOMEHTa
VX TOJyYEHHS.

Cekperapuar HampaBiIsIeT B CTPYKTYpPHbIE MOAPA3/ACICHUS MOPYUYEHHS IO BOIPOCAM,
OTHOCSIIIUMCSI K KX KOMIIETEHIIMH, M1 KOHTPOJIHMPYET UX UCTIOJTHECHHE.

PykoBoauTenu CTPYKTYpHBIX MOJApA3IEICHUN, Ha KOTOPBIX BO3JAraeTcs HUCIOTHEHUE
MIOPYYEHUH, HECYyT NEPCOHAIBHYI0 OTBETCTBEHHOCTh 3a KadeCTBO M CBOEBPEMEHHOCTh
MIPEACTABJICHUS B CEKpeTapuaT MaTepUAIOB ISl IOKJIaJa PpEKTopy.

[Ipn HEOOXOMUMOCTH CPOUYHBIC W OINEpPATHUBHBIE TOPYYECHHS] MOTYT OBITh JOBEICHBI 0
CBEJICHUSI PYKOBOAMTENEH CTPYKTYPHBIX MOJPa3JeieHU U UCIIOJHUTEIEH MyTeM HalpaBJICHUS
UM KOINUU TMOPYYEHHUs, SJIEKTPOHHBIM COOOIIEHHEM C TMPUKPEIUVIEHHbIM (daiiaoM 1ubo 1o
(haKkCUMUITBHON CBSI3H.

[Topyuenusi, conepkamue ykazanue "cpoqHo', "He3ameuTeapH0" (MIH aHAJIOTUYHOE),
MOJJIeKAT HUCIHOJIHEHUIO B TEYeHHe 3 JHEH C Jarbl MOANMCAHMS TOpPYYEeHHs. YKa3aHHe
"onepatuBHO" npeaycMmatpuBaet 10-1HEBHBIA CPOK UCTIOJIHEHUS TOPYYCHHUS.
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Cpok HCIIOJNIHEHNS, YCTaHOBJIEHHBIM PEKTOPOM B YKa3aHUH I10 MCIIOJIHEHUIO JOKYMEHTA,
SBJISIETCS. MHAMBHUAYAJBHBIM CPOKOM HCIIOJIHEHHMSI W MCHOJB3YETCSd B KAadeCTBE OCHOBHOIO
KpUTEpHs B IpOLECCEe aHajM3a HWCIOJIHUTENIBCKOM IUCHUIUIMHBI (MCIOJIHEHO BOBpEMS/HET).
PekTop ycTaHaBnMBaeT CpPOKM HCIOJHEHUS HCXOAS U3 3HAYMMOCTH Ui JI€ATEIbHOCTH
MHCTUTYTa KOHKPETHOTO BOIPOCA, U3JI0)KEHHOIO B AOKyMeHTe. OTBET Ha NMUChbMa C YKa3aHUEM
[0 HCIIOJIHEHUIO (PEe30JIIoLrel) peKTopa, CoAep)Kalllell KOHKPETHOE M HCYepIIbIBaIolIee
pelIeHre BOIpoca, MOAr0TABIMBAIOTCH B TOT Ke JeHb.

3anpockl, MOCTYyNAKOIME U3 MPABOOXPAHUTEIBHBIX OPTaHOB, B COOTBETCTBUU C
3aKOHOJIaTEIbCTBOM UCIIOJIHAIOTCS B YKAa3aHHBIM B 3alIpOCE CPOK, a €CJIM CPOK HE YCTAaHOBJICH — B
tedenue 10 qHeil. B cioyuasx, korna 3ampaimirBaeMas HH(OpMalKs HE MOXKET ObITh
IIPEIOCTABIIEHA B YKa3aHHBIN B 3aIIpOCE CPOK, MCIIOJHUTEIND HAIIPABIIIET MHUIMATOPY 3a1poca
OTBET O HEBO3MOXKHOCTH €T0 MCIIOJIHEHHUS B YKa3aHHBIM CPOK (C yKa3aHUEM MPUYHH), a TAKKE
YKa3bIBA€T BO3MOKHBINM CPOK €r0 UCIIOJHEHUS.

[InceMa-nmopydyeHusi, NMUCbMa-3alpoChl BBIMIECTOSIINX OPraHU3alUld HCIOJHSIOTCA K
YKa3aHHOMY B HUX CPOKY WM B TeueHue 10 qHei.

[InceMa npeanpusaTHil, YUPEXKICHUNH, OpTaHNU3aLMi UCTIONHAIOTCS B TeueHue 10 aHei.

Ecnu nocnennuil 1eHb cpoka WCHOJIHEHUS MOPYUYEHHs IPUXOIUTCS Ha HepaOouuil 1eHb,
NOpY4YeHHUe MOAJIeKUT UCIIOJHEHHUIO B NPelIeCTBYIOIMIA eMy pa0ouuii 1eHb.

TunoBele CPOKU UCIIOIHEHUS TOKYMEHTOB IIPEAYCMOTPEHBI B I '0Cy 1apCTBEHHOM CHUCTEME
JOKYMEHTAI[MOHHOTO O0eCIieueHus yIpaBIeHHUs.

10.2. KoHTpO/Ib HAJ HCIIOJIHEHHEM IOKYMEHTOB 1 NMOPYy4eHHUil

Opranuzaiys KOHTPOJS HaJ HCIOJIHEHHEM JIOKYMEHTOB JOJDKHA OO0eCleuuBaTh HX
CBOEBPEMEHHOE U KaYECTBEHHOE UCIIOJIHEHUE.

JleficTBUST TIO KOHTPOJIO HaJ MCIHOJHEHHEM JOKYMEHTOB BKIIIOYAIOT B  CeOs
HEINOCPEACTBEHHYIO NIPOBEPKY U PETYIMPOBAHHUE XO/AA UCIIOJIHEHNUS, YUET U aHAJIU3 PE3YJIbTaTOB
VICIIOJIHEHMSI KOHTPOJIUPYEMBIX IOKYMEHTOB B YCTAaHOBJICHHBIE CPOKHU.

KoHTponb OCyLIECTBISIIOT pyKOBOJIUTENIN CTPYKTYPHBIX MOJAPA3elIeHUl, CeKpeTapuar u
OTBETCTBEHHBIE UCTIOJHUTEIH.

KonTpons VCIIOJTHEHUS OpraHM3allMOHHO-PACIOPSAAUTEIbHBIX JOKYMEHTOB
OCYILIECTBJISICTCS YIPaBICHUEM JEJNaMM, C TMOCIEAYIOIIeW mepenadell CBOJAHBIX JAaHHBIX 3a
HEZEI0 MOMOUTHUKY PEKTOpa Ui 03ByUYMBAHUS HA €KECHEIENIbHBIX MJIaHEPKAX.

KoHnTponb wucnonHeHus JOKYMEHTOB JPYIMX CHCTEM JOKYMEHTaluH (IJIaHOBOH, IO
MaTepHaIbHO-TEXHUUECKOMY CHA0KEHHIO M T.J.) BEAETCS MO MOPYYEHHUIO PYKOBOAMTENEH B
COOTBETCTBYIOIIMX CTPYKTYPHBIX MOAPA3ACICHUAX.

CTpyKTypHBIE MOJpAa3/eNeHUs] HWHCTUTYTa B COOTBETCTBHM CO CBOMMH (DYHKIUSMH
OCYILIECTBJISIOT KOHTPOJIb 10 CYIIECTBY COACPKAHUSA U CPOKAM HCITOJIHEHMS! JOKYMEHTOB.

OTBETCTBEHHOCTh 32  OPraHU3allMI0 KOHTPOJSl  MCIOJHEHHS  BO3JIaraercs Ha
PYKOBOJUTENEH CTPYKTYpHbIX mnoapazaeneHuii uHctutryTa (Ilamsitka OTBETCTBEHHOro 3a
JEJIONPOU3BOACTBO B CTPYKTypHOM nozpasnencuun) (Ilpuioxenue Ne 1).

Cekperapuatr 0Ka3bIBae€T METOAMUYECKYIO TOMOIIb B OPraHU3alliu 3TON paboThI.

Cekperapuar B IICHTPAJIM30BAHHOM MOPSJIKE 00ECIEUnBACT ONEPATUBHBIA KOHTPOIb 32
UCIIOJTHEHUEM JIOKyMEHTOB, a TaKXe y4eT U 0OOOILIeHHE MCIIOJHUTEIbCKOW TUCIUIUIUHBL B
UHCTUTYTE.

KoHTpoub 3a ucnoiHeHueM J0KyMEHTOB BKIIIOYAET B ceOs:

- IOCTAaHOBKY JJOKYMEHTa Ha KOHTPOJIb;

- IOBEJICHHE JI0 UCTIOJTHUTENS JOKYMEHTA (TIOpYyYeHHUs);

- IPOBEPKY U PETYIUPOBAHUE X012 UCIIOJHEHUS;

- y4eT ¥ 00001IeHre PE3yIhTATOB UCIIOTHEHUS;

- ”H(OPMHUPOBAHNE PYKOBOJCTBA O COCTOSIHUU MCTIOHUTEIBCKON AUCIUTITUHBI.

KoHTposmp  Hajg  HMCNOTHEHWEM  NOPYYEHWM, BKJIKOYas IMOPYYEHHs  pEKTopa,
obecrieunBaeTcsi cekperapuaroM. OTBETCTBEHHOCTh 3a obOecrieueHue padoThl MO KOHTPOJIO
WCIIOJIHEHMS IOPYYEHHMI MHCTUTYTA BO3JIaraeTCsl Ha CEKpeTapHar.
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KonTpons 3a paccMOTpeHHMEM TMOCTYNHMBIIMX B HWHCTUTYT OOpalleHU rpaxiaH
OCYIIECTBIISIETCS] CEKpPETapraToM, 0OECIeUnBaIOIIUM KOHTPOJIb 33 UCIIOJIHEHUEM MOPYUYEHHH.

OTBeTCTBEHHBI 3a JEJIONPOMU3BOJICTBO B CTPYKTYPHOM IOApA3JEICHUU O0s3aH
COOOIUTh, OO0 WCIOJHEHWH JOKYMEHTa, IIOCTaBIIEHHOTO Ha KOHTpPOJIb, B CEKpeTapuar
OTBETCTBEHHOMY 3a obecrnieueHue GpyHkuuonupoBanus cucremsl KNP (Kontposns ucrnonneHus
MIOCTAHOBJICHUN U PaCIOPSIKEHUI).

CrpykTypHOe mnoapasjeneHHue (A0/LUKHOCTHOE JIMII0) — HCHOJHUTENb He BIIPaBe
CaMOCTOSITEIbHO TNepeAaBaTb B Jpyroe mnojpasjejeHHe 3apericTPMPOBAHHBbIN U
HANIPABJICHHBI €My Ha MCIIOJIHEHHe JOKYMEHT (3a1mpoc).

10.3. IlopsaiO0K CHATHS JOKYMEHTOB C KOHTPOJIA

JIOKYMEHT cUMTaeTCsl HCIIOJHEHHBIM, KOT'/1a PEIIEHBl OKOHYATEIbHO BCE TIOCTABJICHHBIE B
HEM BOIIPOCHI M COOJIIOJIEHBI CPOKH.

Cekperapuar, o0ecrieqnBaoneil KOHTPOJIb HaJ UCIIOJIHEHUEM MOPYUYCHHH, MpeKpaiaeT
KOHTPOJIb Ha OCHOBAaHUU:

a) TpuHATUS (YTBEpXKIEHHs) COOTBETCTBYIOILETO aKTa, pa3paboTka KOTOPOTo
MOpy4yaylacb  HCIIOJHUTEIIO (Ha ~ OCHOBaHMM  JIOKYMEHTHPOBaHHOW  HH(OpMaLuu
COOTBETCTBYIOIIMX CTPYKTYPHBIX ITOAPA3IEICHUN);

0) nucpMeHHOM (ycTHOM) nH(pOpMaLUy, MOCTYNUBIIEH OT UCIIOTHUTENS;

B) COOTBETCTBYIOLIEW pE30JIOLMU peKTopa (MPOPEKTOPOB); JOKYMEHTUPOBAHHOMN
nH($OpPMaLUK O PeIICHUY;

I') JOKYMEHTa-0TBETa Ha JIOKYMEHT-3aIIpOC C YKa3aHHEM CPOKa HCIIOTHEHHUS.

CHATb TOKYMEHT € KOHTPOJISI MOKET TOJIbKO PEKTOP WIIM CeKpeTapuart, KOTOpOoe SBISETCS
KOHTPOJILHOM CcITy»00i1, mocTaBUBIIEH JOKYMEHT Ha KOHTPOJIb.

CekperapyaT BHOCHUT COOTBETCTBYIOIIYIO OTMETKY 00 WCHOJHEHUH [OKYMEHTa B
cucremy KUIIP.

Cekperapuar, obecreynBaroiiel KOHTPOJIb 3a UCIOJIHEHUEM MOPYUYCHH, MpeacTaBiseT
IIOMOUIHUKY PpEKTOpa, IpPOPEKTOpaM W PYKOBOOUTENSAM CTPYKTYPHBIX MOJpPa3IeICHUM
nH(}OpMAITHIO 0 HAXOANTUXCS HAa KOHTPOJIe JokyMeHTax 1o ¢popme [lpusioxenue Ne 24).

IIpn mnoaroroBke wuHpopManuu 00 MCNOJHEHHHM [OKYMEHTOB, HWH{opManus
NpeAcTABJISIETCS PYKOBOJACTBY /ISl M3JI0KEHHS HA MJIaHepKaXx.

E>xekBapTaibHO CEKpeTapuaToM TOTOBUTCS M HPEJCTAaBISIETCd Ha JOKJIAJ PEKTOPY
CBOJIHBIM OTYET O COCTOSIHMM UCIIOTHUTENbCKON qucuuIuiuabl [lpunoxenue Ne 25).

11. YYET U AHAJIU3 JOKYMEHTOOBOPOTA

VY4yer 00bEMOB TOKyMEHTOO0OpOTa BEAETCS B IENAX COBEPUICHCTBOBAHUS OpPraHU3AINH
paboThl C JOKyYMEHTaMH W pacuera ONTHUMAaJIbHOM YHCIEHHOCTH paOOTHUKOB, 3aHSTHIX B
JeII0TIPOU3BOJICTBE.

AHanu3 00bEMOB JOKYMEHTOOOOPOTa, CTPYKTYPhl JOKYMEHTOIIOTOKOB U COJEpKaHUS
JOKYMEHTOB, MOCTYNAOIIUX B MHCTUTYT U CO3AABAaEMbIX MM, BEJETCS B LEJIAX PALMOHAIBHOTO
pacnpeziesieHusl I0OKyMEHTOIIOTOKOB, MOBBIILIEHUS UCIOJHUTEIBCKONW JUCHUIUIMHBI, KauyecTBa U
3G PEKTUBHOCTH MPUHUMAEMBIX PELICHUH.

JlaHHBIE O KOJIMYECTBE JOKYMEHTOB O0OOMIAOTCS, aHAIU3UPYIOTCS CEKpPEeTapuaToM M
IIPEJICTABIISIIOTCS. PYKOBOJCTBY B YCTAaHOBJIEHHOM IIOPSIZIKE B BHJIE CIIPAaBOK (CBOJOK, OTYETOB)
CTaTUCTHUYECKOr0 U aHanuTH4deckoro xapakrepa (Ilpuioskenue Ne 26).

[To 06peMOM TOKYMEHTOOOOPOTa MOHUMAETCSl KOJIMYECTBO JOKYMEHTOB, OCTYITUBIINX
B MHCTHUTYT M CO3JJaHHBIX MM 3a ONPEJIEIICHHbIIN Mepuo]i BpeMeHH (Mecs1, roj).

Yyer kosnyecTBa JOKYMEHTOB IIPOBOAMTCA IO  PErMCTPALMOHHBIM  JaHHBIM
cekperapuara. CrpaBOYHBIM alIapaToM SIBJISIOTCS KypHaJIbl pErUCTPALUN:

- BXOJSIILEHN, UCXOIALIEH, BHYTPEHHEN KOPPECTIOHCHIINH;

- IPUKa30B, PACHIOPSKEHUN;

- BBIJa41 JJOBEPEHHOCTEN;

- oOpaleHuii rpaxxaas;
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- BBIJIaYM HaNPaBJICHUH B MOE3KY 00yUarouXcs;

- KOMaHJUPOBOYHBIX yI0CTOBEPEHUI paOOTHUKOB CTOPOHHUX OPTaHU3ALINT;

- y4eTa KOIIMPYEMBIX U THPA)KUPYEMBIX TOKYMEHTOB.

3a eauHUIy ydeTa KOJIMYECTBA JOKYMEHTOB IPUHUMAETCS SK3EMIUIIp JOKyMEHTa
(MOUIMHHUK WIM KONUS, €CIM O3TO E€JUHCTBEHHBIN DSK3EMIULIp JOKYMEHTA). OK3EMIUIAPBI
JOKYMEHTa, IOJydaeMble B pe3yjbTaTe KOMHUPOBAHMUS WJIM THPAKUPOBAHUSA JIOKYMEHTAa, B
o0beMe TOKyMEHTO000pOTa HE YUUTHIBAIOTCSI.

VY4yer KOmupyeMbIX M THPaKHUPYEMbIX JOKYMEHTOB YIIpaBJICHHEM JejlaMU BeAeTCs
OTJEJIBHO MO YYETHBIM JAHHBIM B JKypHAJIE ydeTa KONUPYEMBIX JOKYMEHTOB JUISl ONPEECIICHUS
3arpy3Kl TEXHUYECKHUX CPEJCTB, pacueTa MOTPEOHOCTH B HOBOM 000PY/I0BaHHH.

[Ipu yuete ucxoasmux JOKYMEHTOB COIIPOBOAUTEIBHOE MUCHbMO U MPUJIAraeMbI€ K HEMY
JOKYMEHTBI IPUHUMAIOTCS 32 OJUH JIOKYMEHT.

12. JOKYMEHTAJIbHBIV ®OHJ NHCTUTYTA

12.1. Pa3pa6oTKa 1 BeJeHHe HOMEHKJIATYPBbI JAes

Homenknarypa aen — cHUCTEMaTH3MpPOBAaHHBIA IMEpeyeHb 3arojOBKOB (HAaUMEHOBAHMIA)
7e7, 3aBOJAMMBIX B HMHCTUTYTE, C YyKa3aHMEM CpPOKOB MX XpaHEHHs, O(QOpPMIICHHBIH B
YCTaHOBJICHHOM HOPSIKE.

Homenknarypa nen ucnosb3yercs [uisi TpyNIMPOBKY MCIIOJHEHHBIX TOKYMEHTOB B JI€J1a,
CUCTEMAaTH3allud M Yyd4eTa JieJ, OIpe/IeieHHs] CPOKOB WX XpaHEHHs U IOMCKa JOKYMEHTOB.
Homenknarypa nen sBIS€TCS OCHOBOM JUISl COCTaBJIEHHS ONUCEM J1e1 IOCTOSHHOTO U
BpeMeHHOro (cBbimie 10 JeT) XpaHeHus, a Takxke A ydera jAen BpemeHHoro (mo 10 njer
BKJTIOYHMTENIBHO) XpPAaHEHHUSI.

Homenknatypa nen sBisieTcss OCHOBOM (OPMHUPOBaHHS JTOKyMEHTaJIbHOro (oHIa
MHCTUTYTA. JJOKyMEHTaIbHBIN (POH]] HHCTUTYTa — COBOKYITHOCTb JIOKYMEHTOB, 00Pa3yIOIIUXCs B
MpoLecCe €ro AesITeNbHOCTU. JloKyMeHTanbHBbIH (OHJI MHCTUTYTAa COCTaBJISIOT JIOKYMEHTHI,
CO3/IaHHBIE B MHCTUTYTE U MOJIyYEHHBIE UM B PE3YyJIbTaTe B3aUMOJIECHCTBUS C APYTUMHU OpraHaMHU
yIpaBlIeHUs, OPraHU3alMSIMU U TpakaaHaMu. OTBETCTBEHHOCTh 32 COCTABJIEHUE HOMEHKIIATYPbI
JIe7l CTPYKTYPHBIX MO/pa3ieleHui, Mopsaok GpopMupoBaHus U opopmiIeHUs e, oOecreueHust
UX Yy4yeTa M COXpPAaHHOCTH, OpraHM3alus NepeJadyd el B apXUB HHCTUTYTa JIEKUT Ha
PYKOBOJUTENSAX CTPYKTYPHBIX NTOAPA3IEICHUN.

Howmenkuatypa 1ien cocTaBisieTcsi Ha OCHOBE U3yueHUsl Y cTaBa MHCTUTYTA, MOJIOKEHUHN O
CTPYKTYPHBIX MOJAPA3JEICHUsAX U APYTUX AOKYMEHTOB, PErJIaMEHTHPYIOIIUX JEATEIbHOCTD
MHCTUTYTa U TOPSAAOK €€ TOKYMEHTUPOBAHUS, a TaKKe HOMEHKJIATyp JeJl 3a MPe/IIeCTBYIOIIHe
rofibl U JOKYMEHTOB, 00pa3yIoNXCs B 1€ATEIbHOCTH MHCTUTYTA.

B wuHCTUTYTE COCTaBISIOTCS HOMEHKJIATYphl JeNl CTPYKTYPHBIX TOJpa3AeiIeHUl u
HOMEHKJIaTypa JeJl UHCTUTYTa, UM CBOJHAs HOMEHKJIAaTypa Je.

OTBETCTBEHHOCTh 32 COCTABJICHHE CBOJIHOM HOMEHKJIATyphl J€J1 MHCTUTYTa BO3JIOKEHA
Ha CeKpeTapuar.

HomenkiaTtypa Jejl CTPYKTYPHOIO MHoApa3/iesieHHs COCTaBJseTcsl PadOTHHKOM,
OTBETCTBEHHBIM 32 BeleHHMEe [eJIONPOM3BOACTBA CTPYKTYPHOrO  IOApa3/JesIeHHsd,
COTJIACOBBIBACTCS CO CTPYKTYPHBIMU MOJIpa3eIeHUsIMU HHCTUTYTA.

BHoBb co3gaHHOe moapasgejieHMe B MeCAYHBIH CpOK  pa3palarbiBaeT
HOMEHKJIATYPY AeJ NoApa3/ie/ieHus U NMpeacTaBJ/isieT ee B ceKpeTapuar.

CBoJHas HOMEHKJIATypa JeJl HHCTUTYTa COCTaBISIETCS CEKPETapuaTOM W3 HOMEHKJIATYp
JIeJ1 CTPYKTYPHBIX TOJpa3AeIeHU.

Homenknarypa nen MHCTUTYTa, NOJANMCaHHAas pPYKOBOJUTENIEM CEKpeTapHuara,
yTBEPKIaeTCsd PEKTOPOM MHCTUTYTa IOCIIE €€ COTIaCOBaHUSl He MOo3/Hee KOHIa TEKYIIEro roja
U BBOJAMTCS B JIeiicTBHE ¢ | sIHBaps CIIEIYIOIIEro roja.

12.2. Ilopsiiok 3amo/iHeHHs rpad HOMEHKIATYPbI e

Homenknarypa nen crpykrypHbeix noapasaeneHuil (Ilpmioxkenme Ne 27) u cBoaHas
HOMEHKJIaTypa MHCTHUTYTa COCTaBiisieTcs Mo ycraHoBieHHOW dopme (IIpuioxenue Ne 28) u
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ompeneneHHoi cxeme (Ilpuaoxkenue Ne 29). B rpade 1 HOMEHKIATyphl AeN MPOCTABISIOTCS
MHACKCHl KaXXJIOTo Jiela, BKJIIOUYEHHOr0 B HOMEHKIaTypy. WHAEKC paena COCTOMT U3
YCTQHOBJICHHOTO B HWHCTUTYTE IM(POBOro HHACKCA CTPYKTYPHOTO TOApA3feieHUs U
MOPSAIKOBOTO HOMEpa 3arojioBKa JieJa IO HOMEHKJIaType B Mpefenax CTPYKTypHOTro
noapasnenenus. MHaekcsl aen o6o3Havatorcs apabckumu mudpamu. Hanpumep: 12-05, roe 12 —
KOJl CTPYKTypHOro mnonpasueneHus, 05 — NOpsAIKOBBIM HOMEp 3arojloBKa Jejla B pasfelne
HOMEHKJIATyphI JIE.

B HOMeHknaType el peKOMEHAYeTCS COXpaHSATh OJMHAKOBbIE HWHACKCHI IS
OJTHOPOJIHBIX J€J1 B MpEZAeNax pPa3HbIX CTPYKTYPHBIX MOAPA3AEICHUM; IS NEPEXOIAlMX el
MHJCKC COXpaHsIeTCs.

B rpady 2 HOMEeHKIATyphI J1e]1 BKIIIOYAI0TCS 3ar0J0BKHU e (TOMOB, YacTel).

3arooBOK Jieyia 4eTKO, B 00001IeHHO# (hopMe OTpakaeT OCHOBHOE COJIEP)KAHHE B COCTaB
JOKYMEHTOB JIea.

Ecnu neno, BkItO4aeMoe B HOMEHKJIATYPY JI€J, COCTOMT M3 OJUHAKOBBIX BHJIOB WJIU
Pa3HOBUAHOCTEN JOKYMEHTOB, B 3aroJIOBKE TakKOro J€jla YKa3blBA€TCS HANMEHOBAaHUE BHJIOB
JIOKYMEHTOB, HallpuMep:

[Ipukasbl MUHHCTEPCTBA 10 OCHOBHOM JI€ATEIBHOCTH.

He pexomenayercst ynorpedJ/siTb B 3arojioBKe /ieJia HeKOHKpeTHbIe GopMYyIHPOBKH
("pa3uble Mmatepuainbl", "oOmias mepemucka' M JAp.), a TaKXKE BBOJHBIC CJIOBAa U CIOXHbBIE
000POTHI.

3arojJloBOK  Jiela  COCTOMT M3  3JEMEHTOB, pacHojlaraéMbIX B CIEAYIOLIEH
MOCJIeZI0BATEIbHOCTH: Ha3BaHHME BUAA Jena (Mepenucka, *KypHaJl U Jp.) WM Pa3HOBUIHOCTH
JOKYMEHTOB (TIPOTOKOJBI, MpHKa3bl M [Jp.); Ha3BaHWE WHCTUTYTA WIH CTPYKTYPHOTO
nojipaszziesieHust (aBTOp JTOKYMEHTA); Ha3BaHHWE OpraHu3aluu, KOTOpo OyayT aapecoBaHbl WU
OT KOTOpOH OyAyT MOJy4eHbl JOKYMEHTHI (aapecaT WM KOPPECHOHJEHT JOKYMEHTa); KpaTKoe
coJiep’)KaHUE JIOKyMEHTOB Jefla; Ha3BaHWE MECTHOCTH (TEppUTOPUH), C KOTOPOH CBS3aHO
COJIEp/KaHUE TOKyMEHTOB JIeIa; Aata (IEpHUo), K KOTOPBIM OTHOCSITCS] IOKYMEHTHI JIeTa.

B 3aromnoBkax jein, colepikaliux JOKYMEHTBHI MO OJHOMY BOIIPOCY, HO HE CBS3aHHBIX
MOCJIEIOBATEIbHOCTBIO  MCIIONHEHHs, B KauecTBe BHJA Jefla YHnoTpeOsisercs TepMUH
"MOKYMEHTHI", a B KOHIIE 3arojloBKa B CKOOKaX YKa3bIBaIOTCSI OCHOBHBIE Pa3HOBUIHOCTHU
JOKYMEHTOB, KOTOPBIE IOJKHBI OBITh CIPYIIITUPOBAHbI B jieje (0030pbl, CBOJKH, CIIPABKHU U T.1.),
HanpuMep:

JIOKyMEHTBI O PacCMOTPEHUH OOpalieHuil rpaxaaH (0030pbl, CBOAKH, aHAIUTHUECKUE
CIIPaBKH).

B 3aronoBkax e, copepKaliux NEpPEnucKy, YKa3blBaeTCs, C KEM M [0 KAKOMY BOIIPOCY
OHa BEJIETCH.

B 3aronoBkax pen, coaep)KalMX NEPENUCKY € OJHOPOJHBIMH KOPPECIOHIEHTAMH,
MOCJIeIHUE HE YKa3bIBAIOTCS, a YKa3bIBaeTCs UX oOliee BUI0BOE Ha3BaHKE, HAlIpUMeEp:

[lepenucka c apXUBHBIMH YUYPEXKICHUSIMH O KOMIUIEKTOBAaHMM ApXUBHOTO (HoHIa
Poccuiickoit denepannin HayYHO—-TEXHUYECKON TOKYMEHTAIUEH.

B 3arosmoBkax gen, coiepKalMx IEPENUCKy C Pa3sHOPOAHBIMU KOPPECHOHICHTAMH,
MOCJIEIHUE HE TIePEUHCIIAIOTCS, HalpUMep:

[lepemnucka 00 opraHu3aii CEMUHAPOB M COBEIIAHUI MO BOIPOCAM JOKYMEHTHUPOBAHHUS
YIpaBIE€HYECKON e TEbHOCTH.

B 3aronoBke nena ykasbplBaeTCs KOHKPETHBIH KOPPECIOHJIEHT, €CIIN MEPENNUCKa BEAETCS
TOJIBKO C HUM, HallpUMep:

[epemnucka ¢ deaepanbHbIM aPXUBHBIM areHTCTBOM O METOJMKE PabOTHI ¢ JOKYMEHTaMH
U miepenade ux B cocraB ApxuBHoro (gonaa Poccuiickoit @enepamnmm.

IIpu o6Go3HaueHMH B 3arojioBKax /el aJAMHUHUCTPATUBHO-TEPPUTOPUANBHBIX €IWHUIL
YUHUTBHIBACTCSl CIENYyIOIIee: €ClIM COJep)KaHhe Jejla KacaeTcs HECKOJIBbKUX OJHOPOJIHBIX
aJIMMHHACTPATUBHO-TEPPUTOPUAIIBHBIX E€IMHHUL, B 3arojlOBKE J€Jla HE YKa3bIBalOTCS UX
KOHKpETHbIE Ha3BaHUs, a YKa3bIBaeTCs UX 00I1ee BUA0BOE Ha3BaHHUE, HAIIpUMep:
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[epemnucka ¢ rmaBamMu aJJMUHUCTPAIM o0aacTeil 0 COlManbHON 3aIUTe HACCICHUS.

Ecnu conepxanue nena KkacaeTcs OJHOM aIMUHHCTPATUBHO-TEPPUTOPHAIIBHON €IMHUIIBI
(HaceJIeHHOTO IYHKTA), €€ (€ro) Ha3BaHUE YKa3bIBACTCS B 3ar0JIOBKE JIeNa, HAIIpUMeEp:

[leperucka ¢ ¢umuanom PIAHTJ (r. Camapa) 00 HCHOJB30BaHUU apXUBHBIX
JOKYMEHTOB IIPH PEKOHCTPYKIIMHU TEXHUUYECKUX OOBEKTOB.

B 3aronoBkax e, coiepkKalyx IJIaHOBYHO WIM OTYETHYIO JJOKYMEHTAINIO, YKa3bIBA€TCs
nepuoJ (KBapTal, ron), Ha (3a) KOTOPBI COCTaBJIEHBI IUTaHbI (OTYETHI), HAITPUMED:

['omoBeie  OTUeTHI ~AJMHUHUCTPATUBHO-XO3SMCTBEHHOTO  yIpaBieHHUS O padote
aBTOTpaHCIOPTA.

Ecnu geno 6yaeT cocToaTh U3 HECKOJIBKMX TOMOB HJIM YacTel, TO COCTaBIIAETCS OOLIMIA
3aroJIOBOK JieJia, a 3aTeM IpU HEOOXOJAUMOCTH COCTABIISIOTCS 3arOJIOBKU KaX10T0 TOMa (4acTu),
YTOUHSIOIINE COJIEP>KAHUE 3ar0JI0OBKA JIea.

[lopsox pacmonokeHHWs 3aroJIOBKOB JIel BHYTPM pasfelioB U IOJpas3zAciioB
HOMEHKJIATyPBbI JEJI ONIPEAEIIAETCS CTENEHbI BAXKHOCTH JOKYMEHTOB, COCTABIIAIOIIMX JIeia, U UX
B3aMMOCBA3bI0. B Hauane pacmnosiararoTcs 3arojlOBKU JA€ll, COAEpXkallUX OpraHu3allMOHHO—
PaCIOPSIIUTEIBHYIO JOKYMEHTALUIO.

3aroJ0BKHM Jiesl MOTYT YTOUHATHCS B npoliecce GopMupoBaHus U 0hOpMIICHHUS JIE.

['pada 3 HOMEHKIIAaTyphbI /1€ 3aM0IHIETCS 10 OKOHYaHUH KaJIeHAapHOTO roja.

B rpade 4 yxa3piBaeTcsl CpOK XpaHEHHs Jiesia, HOMEpa cTaTel Mo MEepeyHIo, a MpH ero
OTCYTCTBHH — II0 THUIOBOW WM IPUMEPHOM HOMEHKJIATYpE JeJI WM COIJIAaCOBaHHBIM C
®DenepallbHBIM apXUBHBIM ar€HTCTBOM CPOK XpPaHEHHS.

B rpape S5 ‘'llpumeuanue" yKazbIBAlOTCS Ha3BaHUS IEepeyHEN JIOKYMEHTOB,
UCIIOJIb30BAHHBIX TIPH ONPEACICHUU CPOKOB XPAHEHWs JEJ, IPOCTABISAIOTCA OTMETKH O
3aBe/leHUU Jied (B TOM 4HCIe B D3JEKTPOHHOM BHJIE), O MEPEeXOAdIuX Jenax (Hampumep,
nepexonsuiee ¢ 2009 roga), o BBIIEICHUN A€ K YHUYTOKEHHUIO, O JIMIAX, OTBETCTBEHHBIX 3a
dhopmupoBaHue .

Eciim B TeyeHume roga B CTPYKTYPHOM NOApa3Je/IeHHH BO3HMKAKOT HOBbIE
AOKYMEHTHPOBAHHbIC YYAaCTKH PadoThl, HA HUX (POPMHUPYIOTCH COOTBETCTBYIOLIHE [eJia,
OHH JONOJHUTEJbHO BHOCATCH B HOMEHKJIATYpPY. /1l BHOBb 3aBOJMMBIX J1eJI B Ka:KI0M
pasaejie HOMEHKJIATYPhI OCTABJISIOTCH pe3epBHbIe HOMepa.

[lo oxkoH4WaHMM rojga B KOHIIE HOMEHKJIATypbl €l JENAaeTcsi HUTOroBasl 3aluch O
KOJIMYECTBE 3aBEJICHHBIX JIeJ (TOMOB).

12.3. ®opmupoBaHue JeJ1 H UX TeKyllee XpaHeHHe

dopmupoBaHue 17 — IPyHIUPOBKA UCIIOJTHEHHBIX IOKYMEHTOB B JIeJla B COOTBETCTBHUH C
HOMEHKJIATypOil 1€ U CUCTEMATH3alMsl JOKyMEHTOB BHYTpH J€a.

[Tpunuun QopMUpoBaHUS Jei: LEHTPAIM30BaHHOE — B YIPABICHUHM JeJaMUu;
JELEHTPAIIN30BAHHOE — B CTPYKTYPHBIX TIOJAPA3AEICHUSAX TEKYIIEro XpaHEHus Jel U
ITOCTOSITHHOTO XPaHEHUs COTJIACHO HOMEHKJIAType AeJI CTPYKTYPHOTO NOIPA3IEICHUS.

IIpu ¢opmupoBaHuu 11l B CTPYKTYPHBIX MOJPA3JEICHUSX HHCTUTYTa HEOO0XOAUMO
coOnofaTh  Cleaylollde TpaBuia: [OMEMaTh B JIEJI0O  HUCIOJHEHHbIE  JIOKYMEHTHI,
COOTBETCTBYIOIIME I10 CBOEMY COJIEP>KAHUIO 3ar0JIOBKY Jiejla II0 HOMEHKIIATYPE;

IIOMEIIATh BMECTE BCE JOKYMEHTBI, OTHOCSIIHECS K PA3PEILICHHUIO OJTHOTO BOIIPOCA;

NIOMEIIATh MPUIIOKEHUS BMECTE C OCHOBHBIMH JJOKYMEHTaMHU;

TPYINIIAPOBaTh B €0 JOKYMEHTHI OJHOTO KaJE€HJAPHOTO TIO0Ja, 3a HCKIIYEHHEM
NEPEXOIALINX JET;

pa3feNnbHO TPYNIUPOBAaTh B Jefla JOKYMEHThl IOCTOSHHOTO U BpPEMEHHBIX CPOKOB
XpaHEHUS;

BKJIFOYATh B JIEJIO IO OAHOMY DK3EMIUIIPY KaKJI0TO JOKYMEHTA;

noMemars B Jena  (aKcorpaMMBbl, TeJerpaMMbl, Tele(OHOTpaMMbl Ha  OOIIUX
OCHOBAHUSIX;

IOMeIIaTh B J€J0 JOKYMEHT, NMPaBWJIBHO W TOJIHOCTBIO O(QOPMIICHHBIH (JOKYMEHT
JOJKEH UMETh J1aTy, MOAINUCH U JIp. PEKBU3UTHI);
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HE IOMEINaTh B JEJI0 JOKYMEHTHI, MOJJIekKAIlUe BO3BPATYy, JMIIHUE SK3EMIUIIPBI U
YEPHOBHKH (32 UCKIIFOYEHHEM 0CO00 IIEHHBIX );

no obbeMy JeN0 He JOJDKHO mpeBblmarh 250 TUCTOB, Ipu TOJIMHE He Ooiee 4 cMm
(TommuHa Aen co cpokamMu xpaHeHuss no 10 ner He nomkHa mnpesbimate 10 cm). Ilpu
MPEBBIILICHUH JAaHHOTO 00beMa 3aBOIUTCS BTOpoil ToM. [Ipu Hannuuu B Jiene HECKOJIBKUX TOMOB
(dacTeil) MHIEKC M 3aroJIOBOK [ela TMPOCTaBISIOTCS Ha KakXJIOM TOME C J00aBJIeHHEM
o6o3nauennii: "T. 1", "T. 2" u T.11.

JIOKyMEeHTBI BHYTpHU JieJla PAcIioyIaraloTCcsl CBEPXY BHHU3 B XPOHOJIOTUYECKOM, BOIPOCHO-
JIOTUYECKOM MOCIEA0BATENBHOCTH HIIM UX COUETaHUM.

PacnopsiqutensHple JOKYMEHTBI TPYNIUPYIOTCS B Jeja MO BHUAAM U XPOHOJIOTUU C
OTHOCSIIIIUMUCS K HUM IPUJIOKEHUSIMHU.

B oTnenpHbIE N1ena o XpOHOJIOTHH, B 3aBUCUMOCTH OT BUJA JOKYMEHTOB, (POPMHUPYIOTCS
KOIHMM TPUHATHIX (efepanbHbIX 3aKoHOB, akToB Ilpesunenra Poccuiickoit denepanmu, akToB
[IpaBurensctBa Poccuiickoit ®enepanmym M BBIIUCKM W3 COOTBETCTBYIOUIMX ITPOTOKOJIOB
3acenanuii [IpaBurenscrBa Poccuiickont @enepanun umu ero Ipesnauyma.

JIOKyMEeHTBI KOJUIErnii TpyNIUpYyIOTCs B JBa Jieia: a) MPOTOKOJIbI U PEUICHHs KOJUIETHH;
0) TOKyMEHTBI K 3aCe/laHUsIM KOJIJIETHH.

[TpoToKoIBI B JIe)I€ paclonaraoTcsi B XpOHOJIOTHUECKOM MOPSAKE TI0 HOMEpaM.

JIOKYMEHTBI K 3acelaHusAM I'PYNIHUPYIOTCS B OTAEIBHOE JENI0, TaK K€, KaK U IPUIIOKEHUS
K MPOTOKOJIaM, €CJIM OHM COZieprKaT OoJiee 25 cTpaHUIL.

JIOKyMEHTBl K MpOTOKOJIAM, €CIM OHHM CIrpyNNHpOBaHbl B OTHEJIbHBIE JIENA,
CUCTEMAaTU3HUPYIOTCSI BHYTPH JIeja [0 HOMEpaM MPOTOKOJIOB.

[lonoxenus, ycraBbl, HHCTPYKLIUH, YTBEPKICHHBIE PACTIOPSIIUTEIBHBIMU TOKYMEHTAMH,
SIBJIAIOTCS MPUJIOKEHUSIMHU K HUM U TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTAMH.

[Ipuka3sl MO0 OCHOBHOW JEATENBHOCTH, JIMYHOMY COCTaBy OOYYAIOIIMXCS, JHUYHOMY
COCTaBy paOOTHUKOB I'PYNIHUPYIOTCS OTAEIBHO.

[Ipu popMupoBaHNM NMPHKA30B MO JIUYHOMY COCTaBY (OPMUPYIOTCS B OTJENbHBIC Aeia
MpHUKa3bl MO JMYHOMY COCTaBy II0 pa3jiMYHbIM BOIpPOCaM, B COOTBETCTBHUM CO CPOKAMH
XpaHeHus. Hampumep, mnpukassl o0 TIpHeMe, IepeMeIIeHU, YBOJIbHEHUH pabOTHUKOB
(dbopMupyIOTCA OT/IEIBHO OT MPUKA30B MO IPYTMM BOIpocaM (KOMaHIUPOBKaM H T.1.).

VYTBepKIEHHBIE IUIAHBl, OTYETHI, CMETHI, JUMUTBI, TUTYJbHbIE CIUCKH W JpYyrue
JOKYMEHTBI IPYIIHUPYIOTCS OTJACIBHO OT UX IIPOEKTOB.

JIOKYMEHTBI B IMYHBIX JI€JIaX PacoJaraloTcs 10 Mepe UX MOCTYIUICHHUS.

OOparienust (IpeIyIoKEeHHs], 3asBICHUS U JKajlo0bl) TpakJaH IO BOMpocaM pPadOThI
MHCTUTYTa, €ro MNOJpa3AciieHu M BCE JOKYMEHTBHI II0 HMX PACCMOTPEHUIO U HCIOJIHEHMIO
IPyNIUPYIOTCS OTAEIBHO OT 3asBJICHUM Ipa’kKIaH 10 JINYHBIM BOIPOCAM.

[lepenucka rpynnupyercs, Kak @paBWIO, 3a [E€pUOJ KAJIEHJApPHOTO Troja H
CUCTEMAaTHU3HUPYETCS B XPOHOJIOTUYECKON MMOCIIEIOBATEIbHOCTH: JOKYMEHT-OTBET OMEIAETCs 3a
JOKYMEHTOM-3arpocoM. IIpu BO30OHOBIIEHMHM MEPENUCKH 10 OMNpEAEICHHOMY BOIPOCY,
HayaBILEHCS B MpeNbIAyIIeM IOy, JOKYMEHThl BKJIIOYAIOTCSA B JIEJIO TEKYIIEro roja c
yKa3aHHUEM MHJAEKca JieNa MPeAbIAYLIEro roja.

Jlena co nHA uX 3aBeleHMs 10 MepeAadyd B apXWB MHCTUTYTa WIM Ha YHUUYTOXKEHUE
XpaHATCs MO MECTy UX (POPMUPOBAHUS (B CTPYKTYPHBIX MOAPA3ICTCHHSIX ).

Jlena cuuraroTcs 3aBeIEHHBIMU C MOMEHTa BKJIIOUYEHHS B HUX IEPBOr0 HCIOIHEHHOTO
nokymeHra. Ilocie ucnogHeHus: TOKYMEHTOB U OKOHYaHUs pabOThl ¢ HUMHM OHHM TOMEIIAIOTCS
(mommmBaroTCs) s obecrneueHuss GU3NIECKOl COXPaHHOCTH B TBEPJIbIe OOJIO0KKH WIIM TTaIKH-
PETUCTPATOPHI.

B kaxIoM CTpyKTypHOM NOJpa3/ieieHUH BBIIEISAIOTCS PaOOTHUKH, OTBETCTBEHHBIE 3a
COXPAHHOCTbh JIOKYMEHTOB U (hopMUpOBaHME UX B jieia (Kak MpaBUIIO, 3TO JIHIA, OTBETCTBEHHBIE
3a JIeJONpPOU3BOJCTBO, Ha3HAYEHHbIE IMPHUKA30M pekTopa). PykoBoaurtenu mnoapasaeneHuil u
yKa3aHHbIe pa0OTHUKU 00ECTIEYMBAIOT COXPAHHOCTh JIOKYMEHTOB U JIEJ.
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Jlis obecrieueHns] COXPAaHHOCTH M y4eTa JOKYMEHTOB | JIeJ, IOCTyIa K HUM MPOBOJIUTCS
KOMIUIEKC padoT:

CO3/IaHHEe OMTHUMATBHBIX TEXHUYECKHUX ((U3UUECKUX) YCIOBUN XpaHEHHUS JOKYMEHTOB U
ACII;

pa3MelIeHNE JE;

IMPOBEPKA HAINYUA U COCTOSAHHUA JOKYMCHTOB U JICJT;

coOI0ZICHHE TTOPSAIKA BBIAAYH JIETT.

Jlena pasmemaroT B pabounMx KOMHATax WJIM CIEUUATbHO OTBEJIEHHBIX JJIS 3TOH LeIn
MOMEIIEHUSIX B 3amuparonuecs mkadbl, cCeidpl U T.MM., YTOOBI 00ECHIEUYNUTh X COXPAHHOCTH H
3aluTy OT B03)I€I>'ICTBI/I$[ IIBIJIM 1 COJIHEYHOTI'O CBETA.

Jlena B mkadax s UX ydera U OBICTPOTO IMOHMCKA PACIONIAraroTCsl BEPTUKAIBHO,
KOpEIIKaMyd Hapy>y W B COOTBETCTBHMM C HOMEHKIJIATypou jaen. Ha kopemkax oO0JIOKeK aen
YKa3bIBalOTCA HHJEKCHl MO HOMEHKIarype aeil. HomeHknaTypa Jen WM BBIIMCKA U3 HEe
MOMEIAeTCs] Ha BHYTPEHHEN CTOpOHE MIKada.

[Ipu moucke kakoro-mud0 JOKYMEHTA BHAUYale CleyeT HAWTH HYKHBIH 3aroJIOBOK Jena,
a 3aTeM I10 UHJIEKCY JieJla — COOTBETCTBYIOIIYIO MANKy Ha MOJIKE.

Jlena pokymMeHTanbHOTO (POHIA WHCTUTYTA, HAXOJAIIMECS Ha TEKYIIEM XpaHCHUH,
noasiexxar ydery. llepumommueckw, Kak TpaBWIO, TEpea Tepenadeil B apxXuB HMHCTUTYTA,
MPOBOJIUTCA TPOBEPKA HAIUYMS U COCTOSHUS JIOKYMEHTOB U J€l1 B LENSIX YCTaHOBJICHHS
CbaKTI/I'-IeCKOFO HaJIn4us ACJI U COOTBETCTBHUA UX KOJIMYECTBY, YHUCIAINIEMYCA IO HOMCHKIIATYpEC
hiSh

HpOBepKa HaJIU4Yusl H COCTOSAHMA IOKYMEHTOB M Ji€JI MNPOBOAUTCHA IIPpHA
nepeMelleHMH JeJi, NMPU BO3BpaTe [eJ, NPH CMeHe PYKOBOAUTE/SI CTPYKTYPHOIO
nmojapasjac/JcHusi, Ipu peopranmsalui U JUKBUAAIIUM HHCTUTYTA WIM €0 CTPYKTYPHOIO
nojapasaeeHusl.

IIpoBepka Ha/JIW4YUsA NMPOBOAMTCH MYTEM CBEPKH CTaTeil HOMEHKJIATYPbI A€ C
ONMHCAaHUEM [eJ Ha 00/10:KKe, a (u3nveckoe COCTOSTHME JeJI OmNpeessieTcsi MmMyTeM HMX
BHU3YaJIbHOTO TMpocMoTpa. Bce oOHapy:keHHble HeAOCTATKHM (QUKCHPYIOTCS B aKTe
NPOBEPKH HAJTMYHUSA U COCTOSTHUSA JIeJI.

B ciyuae yTpaTbl JOKYMEHTOB M e/l NPOBOAUTCS CJay:ke0HOe pacciieiloBaHUe, 10
pe3yiabTratam kKoTtoporo ogopmisiercss akt (Ilpmiaoxkenue Ne 17), m auI0, BHHOBHOE B
yrpare, HeCET JUCHUIIVIMHAPHYI0 OTBETCTBEHHOCTH B YCTAHOBJCHHOM IOPHAAKE.

Brinaua gen npyrum noapasaesieHusM IpOU3BOAUTCS C Pa3pellieHUs] peKTOpa UHCTUTYTA.
Brimaua nen paboTHukam monapaszeieHui Uil paOOThl OCYIIECTBISETCS TOJ pacmucky. Ha
BBIJJAHHOE JI€JIO 3aBOAMUTCS KapTa-3aMEeCTUTENb, TOMEIIaeMasi Ha MECTO BbIJaHHOTO Jena. B Hel
YKa3bIBaeTCsl CTPYKTYpHOE NOJIpa3iesieHue, MHIEKC JIeJia, 1aTa ero BblAaun, KOMY JIeJI0 BBIJAHO,
JaTa ero BO3BpAICHUS, MPEAYCMaTPUBAIOTCS Tpadbl Ui paclUCOK B TOJIYYCHHH U TMpHEME
nena.

Jena BbIIalOTCS BO  BPEMEHHOE  TIOJIb30BAaHUE  COTPYAHHKAM  CTPYKTYPHBIX
noipa3ziefieHui Ha CpPOK He Oosiee 0HOro Mecsila ¢ pa3pelieHus pekropa (IpopeKTopa) u mocie
€ro UCTEUYECHUS MOJIekKaT BO3BPATYy.

%0830 roCcyaapCTBEHHBIM OpraHaM W OpraHusalusaM JCjia BbIJAIOTCA Ha OCHOBAHUH HX
MMCbMEHHBIX 3alPOCOB C pa3pelICHUs] PEKTOpa HMHCTUTYTa WIM [OMOIIHHMKA PEKTOopa,
KYypHUPYIOIIETO BOIIPOCHI JEIONPOU3BOCTBA, [0 AKTaM.

Ecnu otnenbHble JOKYMEHTHI, YK€ BKJIIOYEHHBIE B JI€JI0, HAXOMSIIEeCs Ha TEKYLIEM
XpaHEHUH B CTPYKTYPHOM IOJIpa3fielieHuu, BpEMEHHO TPEOYIOTCSl COTPYIHUKY, OHU MOTYT ObITh
BBIIaHBI W3 JIela OTBETCTBEHHBIM 3a (OPMHUPOBAHHME W XpaHEHHWE JeN, a Ha HX MeCTO
BKJIQJIBIBACTCS JIUCT-3aMECTHTENIb, C YKa3aHHEM — KOTJa, KOMy W Ha KakOW CpOK BBIJaH
JIOKYMEHT.

HN3natne JOKYMCHTOB M3 JCJI IMOCTOSAHHOTO XPaHCHUSA OOIMYCKACTCA B MCKIFOYHUTCIBHBIX
CIyyasix M MPOM3BOJUTCA C pa3pelieHUsi PEKTOpa 3aBEPEHHON KONMUHU JOKYMEHTa M aKTa o
IMpUYWHAX BblJA4Y1 ITOAJIMHHHUKA.
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12.4. IloaroroBKka JOKYMEHTOB H JeJI K lepeiaye HA apXUBHOE XPaHeHHe

Jlnsg opraHu3anMy M TMPOBENEHUS HKCHEPTU3bl IEHHOCTH JOKYMEHTOB B HHCTHUTYTE
CO3J1aeTCsl MOCTOSIHHO JICHCTBYIOIIAs LIEHTpallbHAs AKcepTHas komuccus (nanee — LIDK) u, npu
HEO0OXOJUMOCTH, SKCIEPTHbIE KOMHUCCHUM B CTPYKTYpHBIX HojpazaeneHusx (nairee — IK),
JEMCTBYIOIME HA OCHOBAHUH I0JIO)KEHUH, YTBEPIKIAEMBIX, COOTBETCTBEHHO, PEKTOPOM.

OKkcnepTu3a IIEHHOCTH  JIOKYMEHTOB TOCTOSIHHOTO ¥ BPEMEHHOIO  XpaHEHUS
OCYIIECTBIISICTCS €XKErOJHO B CTPYKTYPHBIX HOJpa3JeNeHUsIX HHCTUTyTa paOOTHUKaMHU,
OTBETCTBEHHBIMHU 3a BeJICHUE JIETIONPOU3BOJICTBA.

[Ipu npoBeneHMM S3KCNEPTU3bl LEHHOCTH JOKYMEHTOB OCYIIECTBISETCS OTOOp JAem
MOCTOSTHHOTO W BpeMeHHoro (cBeimie 10 jeT) XpaHeHus Ajis Mepeiadyd B apXuUB HHCTUTYTA,
oTOOp NIen ¢ BpeMeHHbIMH cpokamMu XxpaHeHus (1o 10 ner) u ¢ momerkoil "J[o MUHOBaHHS
HaZoO0HOCTH", TOAJIeKAIMX JajJbHEHIIeMy XpaHEHHIO B CTPYKTYPHBIX MOApAa3JEICHUSIX, a
TaK)KE BBIICICHUE K YHHUYTOXEHHUIO €N 3a MPEAbIAYLIME TOJAbl, CPOKM XPAHEHHS KOTOPBIX
UCTEKIIH.

OT10Op IOKYMEHTOB Uil IOCTOSIHHOTO XpaHEHUS MPOBOJUTCS HAa OCHOBAaHUH
3aKOHOJIaTEIbHBIX U MHBIX HOPMATUBHBIX MPABOBBIX aKTOB Poccuiickoit Penepannu, nepeyHen
JOKYMEHTOB C YKa3aHUEM CPOKOB UX XPAHEHUSI U HOMEHKJIATYpBhI €I UHCTUTYTA.

[Io pesynpTaTam »SKCHEPTHU3bl I[IEHHOCTH JOKYMEHTOB COCTaBIISIIOTCS OIUCH 1]
MIOCTOSIHHOTO, BpeMeHHoro (cBbimie 10 jeT) XpaHeHHs, a TakXKe aKThl O BBLICJICHUU Jel K
yHnutoxeHuo (Ilpusoxkenue Ne 14), (Ilpunoxenue Ne 15).

1o 3aBepiIeHNHN AETONPOU3BOACTBEHHOTO TO/1a U IO PE3yJIbTaTaM dKCIEPTU3BI IEHHOCTH
JOKYMEHTOB JieJla ToJyiekaT oOpMIIEHHIO B COOTBETCTBUM C MpaBUiaMH OpOpMIICHUS AeN U
MIOFOTOBKH JI€J K IIepe/jaue Ha apXUBHOE XpaHeHHe B apxuB uHcTUTyTa (IIpnioxenne Ne 13),
(ITpunioxkenue Ne 16).

Odopmiienne nen NpoBOAUTCS paOOTHUKAMHU, OTBETCTBEHHBIMH 3a JIEIONPOU3BOCTBO B
CTPYKTYPHBIX MOJpA3JeNIeHUsAX, NpPHU METOAWYECKOM TOMOIIM M TMOJ KOHTPOJIEM apXuBa
UHCTUTYTA.

[TonHOoMy odopMIIeHHIO MOAJNIEXKAT Jejla MOCTOSHHOTO U BpeMeHHoro (cBeime 10 er)
XpaHEHus, B TOM 4YHCJE JieNa MO JMYHOMY COCTaBy, Aejla BpeMeHHoro (1o 10 ner) xpaHeHMs
MOJJIEKAT YACTUIYHOMY O(hOPMIIEHUIO.

[TomHoe odopmieHue aena npexycMaTpuBaeT: opopMieHne PEKBU3UTOB OOJIOXKKH Jera
no ycraHoBieHHO ¢opme (IIpuino:kenne Ne 12); Hymepanuio JUCTOB B Jiel€ M COCTaBICHHE
mucta-3aBeputens nena (Ilpunoskenme Ne 11); cocraBineHwe, B HEOOXOIUMBIX CIydYasX,
BHYTpPEHHEH OIMUCH JTIOKyMEHTOB Jeja, MOAIIMBKY U MEpeIuieT Jeia; BHECEHHE HEOOXOIUMBIX
YTOUHEHHUH B PEKBU3HUTHI OOJIOKKHU JIE.

BHYTPEHHA OITUCH
JIOKYMEHTOB ena N
N HNupexc Hara 3arosioBok Homepa IIpumeyanue
n/n AOKYMeHTa AOKYMEHTAa AOKYMeHTAa JIMCTOB JeJ1a
1 2 3 4 5 6
Hroro JIOKYMEHTOB,
(udpamu ¥ MPOMUCHIO)
KonuyecTBO  JIMCTOB  BHYTPEHHEH  OIHCH (uudpamu  u
IIPOIUCBHIO)

12.5. Ilopsiaok cocTaB/ieHUsI ONKCEi el MOCTOAHHOI0, BpeMeHHOro (cBbime 10 jer)
XpaHEHUs U M0 JUYHOMY COCTABY

B uHCTHTYTE B KaXJIOM CTPYKTYPHOM IHOJpa3JE€lICHUN OIKMCH Ha Jena MOCTOSHHOTO
XPaHEHMsI COCTABJISIIOTCS €XKETOJHO IOJ] METOJAMYECKUM PYKOBOJCTBOM apxuBa MHCTUTYTA. [lo
OTHUM OIMUCAM JOKYMCHTEI CAAOTCA B ApXUB UHCTUTYTA.

Onuceh e — apxXMBHBIM CIPAaBOYHUK, COAEPKAUIUN CUCTEMATU3MPOBAHHBIN NEPEUYEHb
CANHUIL] XPAHCHUA apPXHUBHOI'O (bOHJIa, KOJUICKOUN " HpeJIHaBHaquHBII\/’I oJig UX ydeTta U

68



packpeiTusi coiepxaHus. OTHenbHas ONUCh TPEACTABIAET COOOM TepedeHb el ¢
CaMOCTOSATEILHON BaJOBOW (TIOPSIKOBOM) 3aKOHYCHHOW Hymeparueil. OCHOBOW COCTaBJICHHSI
OMMCEe 1T ABIsAETCA HOMEHKIIaTypa Jiea. ONUCH COCTABIISIFOTCS OTAEIBHO Ha Jiejia MOCTOSIHHOTO
XpaHeHHs; J1eja BpeMeHHoro (cBeimie 10 JeT) XpaHeHus; Aenia Mo JIMYHOMY cocTaBy. Ha memna
BpeMeHHOTO (10 10 51eT) XpaHeHusl OMKICH HE COCTaBIISIOTCS.

Onucu e, MOATOTOBICHHBIC CTPYKTYPHBIMH TOAPA3ICICHUSIMH, CIIYKAT OCHOBOM IS
MOATOTOBKU CBOJIHOM OIMMCH JIe] MHCTUTYTA.

Onucu fen CTPYyKTYPHBIX TOJIpa3IelICHUN COCTABIISIFOTCS IO YCTaHOBJIEHHOUW ¢dopme u
MPEACTABIISIIOTCS B apXUB MHCTUTYTA He MO3/Hee YeM Yepe3 TPU roAa mocjie 3aBepuieHus e
B /1€JIONPOU3BO/ICTBE.

B omucsax nmen ykaspiBaeTcsl IOJTHOE JeHCTBUTENbHOE (0€3 COKpallleHHii) HAaMMEHOBaHUE
CTPYKTYPHOTO TOJpa3/IeieHns, KOTOPOE BEJIO Jeja M 3aKOHYMIIO WX JIEJONPOU3BOJCTBO. B
ClIyyasix, KOrjla CTpPYKTYpHOE MOApa3/iesieHue B T€UEHUE MepUoa, 3a KOTOPbIA BHOCSTCS Jiefa B
OTHCh, OBIIO MEPEUMEHOBAHO (TIPeOOpPa30BaHO), MO MPESKHAM HANMEHOBAHUEM TMHIIETCS €T0
HOBOE HAaMMEHOBAHUE.

OnucarenpHasi CTaThsl OMUCH JIeNT CTPYKTYPHOTO TIONpa3JeiCHUS MMEET CIEeAyIoIIne
AJIEMEHTHI:

MOPSZIKOBBIN HOMEp Jena (TomMa, YaCTH) MO OIHCH;

MHJIEKC Jiena (ToMa, YacTh);

3aroJIOBOK Jiefia (Toma, 4acTH);

Jara sena (Toma, 4acTH);

KOJIMYECTBO JIUCTOB B Jiesie (TOME, YacCTH);

CPOK XpaHEHUs Jena.

[lepen BHEeceHHWEM 3aroJIOBKOB JIeJl B OMKUCH MPOBEPSETCS KAa4eCTBO (OPMHPOBAHUS H
odopmiienus nen. B ciydae oOHapyKeHUs HApYIIEHUN yCTaHOBJICHHBIX MPaBUi (HOPMUPOBAHUS
1 0OpMIICHUS JIEN, OHU YCTPAHSIOTCS.

[Ipu cocTaBneHnn oMKCH JeN COOTIOIAIOTCS CIEAYIONne TPeOOBaHUS:

3ar0JIOBKH JIeJT BHOCSITCS B OMKMCHh B COOTBETCTBUU C MPUHATON CXEMOW CHUCTEMaTH3aINH
Ha OCHOBE HOMEHKJIATYPhI JIET;

KKJI0€ JIeJI0 BHOCHUTCSI B OMKCH TOJI CAMOCTOSTEIIbHBIM TOPSIIKOBBIM HOMEPOM (eCin
JIeI0  COCTOMT M3 HECKOJBKMX TOMOB (4acTeil), TO KaXIblii TOM (4YacTh), B TOM YHUCIE
chOpMHUPOBAHHOE B OTIEIBHBI TOM TIPHIOKEHHE K JENTy, BHOCATCS B OMHCh TOJ]
CaMOCTOSITETHBIM HOMEPOM);

MOPSIIOK HyMEepaIuu JeJl B ONTUCH — BAJIOBOK;

MOPSIIOK MPUCBOEHUS HOMEPOB OIMUCSAM CTPYKTYPHBIX MOAPA3ACIICHUN yCTaHABIUBAETCA
IO COTJIACOBAHMIO C aPXHUBOM;

rpadbl OMUCH 3aMONHAIOTCS B TOYHOM COOTBETCTBHU C TEMH CBEICHUSMHU, KOTOPHIE
BBIHECEHBI Ha O0JIOKKY JIeIa;

MIPU BHECEHUU B OINHUCH MOAPAJ ACJl C OJUHAKOBBIMU 3ar0JIOBKAMHU MUIIETCS MOJTHOCTHIO
3aroJIOBOK TIEPBOTO JeNa, a BCE OCTaJIbHBIC OJTHOPOJIHBIE Jema o0o3HavatoTes cioBamu "To xe",
IIPH 3TOM JAPYyTHE CBEJCHUS O JieTaX BHOCATCS B OMUCH MOJHOCTHIO (HAa KakKIOM HOBOM JIUCTE
OTIFICH 3aT'0JIOBOK BOCITPOU3BOMTCS TIOTHOCTHIO);

MHOTOTOMHBIE JIeJIa B OMKMCh BHOCATCS MO MOPSAKY HOMEPOB TOMOB. B 3ToM ciydae B
OTIMICH TIUIIETCS HAMMEHOBAHUE TOJIBKO TIEPBOTO TOMA, & HAMMEHOBAHHUSI BCEX OCTAJIbHBIX TOMOB,
€ClIi OHU TMOMEIIEeHb Ha OJHON cTpaHuie, obo3HayatoTcsi cimoBamu "To xe". Ecim ke
HAaMEHOBAaHME MHOTOTOMHOTO Jiejla TIEPEXOJWT Ha CIEAYIONIMH JIMUCT, TO HEOOXOIUMO
3aroJIOBOK Jiejia MOBTOPUTH MOJHOCTHIO. IIpy BHeceHMM B ONUCH MOCIEIHEr0 TOMa IOCIHe
HOMepa ToMa aobasisiercs cioso "[locnennuit".

B onucu Mexay HaMMEHOBaHUSMU (3ar0JIOBKAMHM) €N OCTaBJISIeTCS WHTEpBAll HE MEHee
1 cm.
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I'pada onmcu "llpumeyanus" ucnonab3yercs Ais OTMETOK O IpUEMe Jell, OCOOCHHOCTSAX
uX (U3NYECKOr0 COCTOSIHUS, O Iepenaye el JAPYTUM CTPYKTYpPHBIM TOAPA3JIEICHUSIM CO
CCBIJIKOM Ha COOTBETCTBYIOIIMMI aKT, O HAJTMYUU KOIHUH U T.II.

B xoHme ommcu Belien 3a HOCHEIHEN ONMCATENBbHON CTAaThed 3aIloIHSIETCS HTOTrOBas
3allUuCh, B KOTOPOH yka3biBaeTcs (UMppaMHu U MPOIUCHIO) KOJUYECTBO JIEN, YUCISAIIUXCA TI0
OIHCH, TEPBBIA U TOCIEIHUNH HOMepa Jesl MO OMHUCH, a TaKKe OrOBapHBAIOTCS OCOOCHHOCTH
HYMEpalUH JIe]1 B ONUCH (JTUTEPHbIE U MPOIyIIEHHBIE HOMEPA).

Onuce fen CTpyKTYpHOTO MOJApa3/esieHusl MOIUCHIBAETCS COCTaBUTENEM C yKa3aHUEM
€ro JOJDKHOCTH, COIVIACOBBIBAETCA C ApXMBOM HHCTUTYTa U YTBEPKIACTCA PYKOBOIUTEIEM
CTPYKTYpHOTo nojapaszaenenus. Onuch Aen CTPYKTYPHOIO MOJpa3AesieHUs] COCTAaBISIETCSA B IBYX
9K3EMIUIIpaX, OAUH M3 KOTOPBIX MEPENAeTCsl BMECTE C J€IaMU B apXHUB MHCTUTYTa, a BTOPOU
OCTaeTcsl B Ka4eCTBE KOHTPOJIBHOIO IK3EMILISIpa B CTPYKTYPHOM IO/Ipa3/iesICHUH.

1o 3aBepiIeHNY AETONPOU3BOACTBEHHOTO TO/1Aa U IO PE3yJIbTaTaM dKCIEPTU3BI IEHHOCTH
JOKYMEHTOB JieJla UHCTUTYTa MO IeKaT 0(POPMIIEHUIO B COOTBETCTBUUI

¢ mpaBuJIaMH 0(OPMIICHUS JIe]I ¥ TIOATOTOBKH JIeN K Nepeaye Ha apXUBHOE XpaHEHHE.

12.6. IIpaBwia odopMieHUss el M NMOATOTOBKH JeJI K INepeaade Ha apXuBHOe
XpaHeHHe

O650Ka (TUTYJBHBIN JIUCT) Jieda MOCTOSTHHOTO, BpeMeHHOro (cBbime 10 jieT) XpaHeHus
U 10 JIMYHOMY cocTaBy odopmilsieTcsl 1o ycTaHoBieHHOU (opme. Haamucu Ha o0sioKKax aemn
(TOMOB) clleryeT BBITIOJNHATH YEpHUIAMH, pa30opunBo, 0e3 cokpamieHuit. Ecnu Ha 00510KKYy
HaKJIEUBACTCS TUTYJIBHBIN JIMCT, U3TOTOBJICHHBIA TUIIOTPaCKUM CIOCOOOM, TO HAIMCH HAa HEM
MOXKHO Medarartb. TUTYJIbHBIN JUCT PEeKOMEHIYeTCs HaKJIeHBaTh C HAKJIAJKOM Kiies Ha BCIO
MOBEPXHOCTB JIUCTA C TEM, YTOOBI O]l HUM He 00pa30BhIBAIOCH ITyCTOT.

Ha  oOnoxke J1ena  yka3blBalOTCS ~ PEKBU3UTHI:  HAMMEHOBAaHHE  WHCTUTYTa
(ponmoobpazoBaTensi) M CTPYKTYPHOTO MOJpPA3JECICHUs, JEIONPOU3BOJCTBEHHBIH HOMEp
(MHAEKC) Aena, 3aroJIOBOK Jefia; jaTa jaena (ToMma, 4acTh); KOJUYECTBO JIUCTOB B JIEJI€; CPOK
XpaHeHUs Jieia 1 HOMEp CTaThU MO MEepPEeUHIO; apXUBHBIN MU Aema.

PexkBu3uThl, npocraBisieMble Ha OOJOXKE (TUTYJIBHOM JIHMCTE) Jena, OQOPMIISIOTCS
CIICAYIOIIUM 00pa3oM:

HAaUMEHOBAaHHWE HMHCTUTYTa — YKa3bIBaeTCs MOJHOCTbIO, B MMEHUTEIHHOM Majexe, C
yKa3zaHueM O(UIMAIbHO MPHUHATOTO COKPAIIEHHOTO HAaMMEHOBAHUS, KOTOPOE YKa3bIBaeTcs B
CKOOKax Tocje MOJHOrO HauMEHOBaHMA. B cimyuasx, Korja B TEYEHHE Troja, 3a KOTOpPBIH
TOTOBATCS Jlefla, HMHCTUTYT ObUl TeperMeHoBaH (TpeoOpa3oBaH) M O3TO HE BHI3BAIO
BO3HUKHOBEHHUSI HOBOTo (POHI000pa3zoBaTels, MOJA CTapblM €ro HauMEHOBAaHWEM IHIIETCS U
HOBOE HAaUMEHOBAHUE;

HAaUMEHOBAaHUE CTPYKTYpHOTO TMOJApA3JEeI€HUs — 3allChIBAaeTCsl €ro Ha3BaHUE B
COOTBETCTBHUHM C YTBEPKACHHON CTPYKTYPON;

yKa3aHHbBIM B T[I€peYHE THUIIOBBIX JOKYMEHTOB WM B TIE€peYHE JIOKyMEHTOB,
00pa3yIomMxcst B JESATENbHOCTH (hefepalbHOTO OpraHa, ¢ yKa3aHHEM CPOKOB XpaHeHus (Tpu
BBEJICHUU B JICWCTBHE HOBBIX NEpPEYHEH JOKYMEHTOB CO CPOKaMU XpaHEHHS CTapble 3alucu
3aUEpKUBAIOTCS, a CBEPXYy WM PAJOM IUIIYTCS HOBbIE JMaHHbIe). Ha gemax mocTOsSHHOTrO
XpaHEeHMs nuieTcs: " XpaHUTh MOCTOSTHHO.

ApxuBHblil mMdp aena (cocrouT U3 HoMepa (hoHIA, HOMEpa OMHMCU U HOMEpa JieNa Io
OIHCH) Ha 00JI0KKAX JeJl IOCTOSIHHOTO XpaHEHUs MPOCTABIISIETCS B apXUBE

YEpHWIAMH TOJIBKO IOCJIE BKJIKOYEHMS 3THUX €N B NOJIOBBIE pa3JeNbl CBOAHBIX OIUCEM,
yrBepxkaeHHbIX OIIK cooTBercTByromero ¢eaepaibHOro apxuBa (O 3TOrO OH MPOCTaBISAETCS
KapaHJalioMm).

Ha oO0noxkax fen MOCTOSHHOTO XpaHEHUs MpeaycMaTpUBAaeTCs MECTO  JUIs
HaMMEHOBAHHUS apXHBa, B KOTOPBIM OyyT nepenaBaThCs Jena.

[To oxoHYaHMU TOAa B HAJMUCH HAa OOJIOKKAX €N MOCTOSIHHOIO U BPEMEHHOTO (CBBIIIE
10 5iet) XpaHeHHMsS BHOCSTCS YTOUHEHHs: NMPH HECOOTBETCTBUHU 3aroJioBKa el Ha OOJOXKKe
COJIEP’KaHUIO MOJUIUTHIX TOKYMEHTOB B 3ar0JIOBOK JI€JIa BHOCSTCS M3MEHEHUSI U JIOTIOJIHEHUSI.
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HaumenoBanus ¢ongooOpasoBaresis M NOJpa3JeseHUs, TOJA M HOMEp Jeja MOTYT
MIPOCTABIIATHCS Ha 00JI0KKE IITAMIIOM.

[IpaBunbHOCTH O(OpMIIEHUS OOJNOXKKH Jiela yAOCTOBEpsETCS TMOANMUCHIO  JIMIIA,
OTBETCTBEHHOTO 32 BEJCHUE JIEIONPON3BOCTBA.

B memsax obecneueHUs COXpPaHHOCTM M 3aKpEIUICHUS TOPSAIKA PaCIONOKEHUS
JOKYMEHTOB, BKJIOYEHHBIX B JI€JI0, BCE €ro JIUCTbl, KPOME YHUCTBIX, JIMCTa-3aBEPUTEIS U
BHYTPEHHEH ONHCH, HYMEpYIOTCS B pa3BepHYTOM BuAe apabckuMu nudpamu, BajoBOH
HyMmeparueil. YucTele JIMCTH U3 Jena u3bIMaroTcs (0€3 MOBpPEeXICHUS IEJIOCTHOCTH Jela) U
YHUYTOXaOTCS. JIMCTBI HYMEpyIOTCSl MPOCTBIM KapaHJAIlOM CBEpXY BHH3 B BO3PacTarollleM
MOpsIKE HOMEPOB, HauMHas ¢ nepBoro. Lludpsl mpocTaBistoTCsS B MPaBOM BEPXHEM YTy JIUCTA,
HE 3a7ieBasi TEKCTAa JOKYMEHTOB. JINCTBI BHYTPEHHEN ONNUCU HYMEPYIOTCS OTAEIBHO.

Jluct 6omnpiioro ¢popmara (popmara A3, A2) pazBopauuBacTCsi U HyMepyeTcs B MpaBon
YacTH BepxHero mnojs jucra. Ilpum sTtoM mmcr moboro ¢opmara, MOAIIMUTHIN 32 OAMH Kpai,
HyMepyeTcs Kak OJWH JIUCT; a JIMCT, CJOKEHHBIH W TOJIIUTHIM 3a CepeAMHY, MOICKHUT
NepeIIMBKe U HyMepyeTcs: Kak OJIMH JIUCT.

JIucr ¢ Harmyxo HakJI€eHHBIMH JOKyMeHTaMu ((oTtorpadusiMu, BeIpe3KamMH, BHITUCKAMU
U Jp.) HyMepyeTcsl KaK OJUH JIUCT; B HIDKHEH 4acTH WM Ha 00OpOTE TaKOro JIMCTA JIeNIaeTCs
OIHCh HAKJIEEHHBIX HA HEro JOKYMEHTOB. Bo BHyTpeHHel onucy U B 3aBepUTENIbHOM HAANKCH B
KOHIIE Jiefla O TakuX JIMCTax Jenaercs oroBopka. Hampumep: "Ha nucte 6 HaxieeHo 5
¢doTtorpaduii corimacHo onucu Ha 06opoTe rcTa'.

KapTbl u cxeMmbl, CKJIeeHHbIE U3 HECKOJbKUX JIMCTOB, HyMEPYIOTCS Kak OJuH JIMCT. Ha
TaKHUX JIMCTaX Ha 000pOTe MM CBOOOJHOM OT TEKCTa MECTE YKa3bIBaeTCs KOJIMYECTBO JINCTOB B
ckielike. Bo BHyTpeHHel onucu M B 3aBEpUTEIbHON HAAMKUCH B KOHIE JIe€da O TaKHX JIUCTax
nenaerca oropopka. Hanpumep: "JIuct 7 — kapra-ckierika u3 10 auctos".

Ecnu k JOKyMeHTy (JIUCTY) MOJKJIEEHBI OJHUM KpaeM Jpyrue JOKYMEHTHI (BCTaBKH
TEKCTa, MEPEeBOJIbl, BBIPE3KH, CIPABKH U Jp.), TO KaXJblil JOKYMEHT HyMEpYyeTCsl OTIENbHO,
OYepeHbIM MOPSIKOBBIM HOMEpOM. [ToamuThIe B 18710 KOHBEPTHI C BIOKEHUSIMU HYMEpYIOTCS:
BHayalle KOHBEpT, a 3aTeM OuYepelHbIM HOMEpPOM KaKJoe BIIOXKeHHe B KoHBepTe. Hamboree
LICHHbIE B UCTOPUYECKOM U XYH0KECTBEHHOM OTHOLICHMM JOKYMEHTHI (YepTeXH, PYKOIHCH,
rpaduka U T.J.) He MOAIIMBAIOTCS, a BKJIAIbIBAIOTCS B KOHBEPTHI.

Ecnu B Hymepauuu JHCTOB JOMYIIEHO MHOTO OIIMOOK, BCE JET0 HyMEpyeTcs 3aHOBO.
[Ipu sTOM CTapsle HOMEpa 3a4E€pKHUBAOTCSA OJJTHOM HAKIIOHHOM 4epTOH, U PSAAOM CTaBUTCS HOBBIN
HOMep JHcTa. B KOHIE Jiena cocTaBisieTcs HOBas 3aBepHUTENbHAs HaJHCh, IPU 3TOM CTapas
3aBepuTeNIbHAs HAJMUCh 3aU€PKUBAETCS, HO COXPAHSETCS B JIe)ie; BHOCATCS TAaK)Ke HCIPaBICHUS
BO BHYTPEHHIOIO OIKCH, WA OMKMCh COCTABIISETCS 3aHOBO.

[Tpy HaMUYMU OTAETHHBIX OMHMOOK B HyMEpAIlWW JINCTOB B JIENaX MPH MOATOTOBKE HX K
cllaye B apXHB JIOMYCKAEeTCs 10 COTVIACOBAHUIO C HUM YNOTpeOJIeHUE TUTEPHBIX (C OYKBEHHBIMU
JIOTIOJIHEHUSIMU ) HOMEPOB JIMCTOB.

[Tocne 3aBepiieHUs] HyMepaly JIUCTOB COCTABISETCS 3aBEPUTENIbHAS HAIMMNUCh, KOTOpast
pacrojaraeTcsi B KOHIE Jela. 3aBepUTeNbHas HAJIIUCh COCTABIISETCS B J€Jie Ha OTIEIbHOM
JHcTe-3aBepuTene aena. B Hell nmppaMu M NMpONMUCHIO YKa3bIBAaeTCsS KOJWYECTBO JIMCTOB B
JAHHOM JieJie, OTMEYAloTCsi OCOOEHHOCTHU OTHENbHBIX JOKYMEHTOB (4epTexxu, ¢ororpaduu,
PUCYHKH M Jp.) U (U3NYECKOTO COCTOSHHS JTOKYMEHTOB (IIOMapKu, Hepa300pUMBBIA TEKCT,
MOpPBaHHBIE JTUCTHI U JIp.).

3aBepHTeNbHAs HAAMUCH MOJIMUCHIBACTCS €€ COCTAaBUTENEM C YKa3aHHEM pacuIn(pOBKH
MOJIMKUCH, JOJDKHOCTU M JaThl cocTaBieHHs. KonnuecTBO JMCTOB B Jeje NMPOCTaBIsETCS Ha
00JIOXKKE JieNla B COOTBETCTBUU C 3aBEPUTEIHHON HAIHCHIO.

Jlis ydera TOKyMEHTOB OINpeAENEHHBIX KaTeropuil OCTOSIHHOTO U BPEMEHHOTO (CBBIIIE
10 ner) xpaHeHHs, y4eT KOTOPBIX BBI3BIBACTCS CIEHU(PHUKONW JaHHOW JOKyMeHTauuu (0cobo
LIEHHbIE, JMYHBIE Jeja, JieJa C JOKyMEHTaMH OrpPaHWYeHHOIO JIOCTyna U Jp.), COCTaBIsIeTCS
BHYTPEHHSIS ONUCH IOKYMEHTOB JIeTa.

71



BHyTpeHHsAs omMch JOKYMEHTOB Jiella COCTaBIIsIeTCS Takke Ha OObEeMHBIE Jera
MOCTOSSHHOTO M BpeMeHHoro (cBbime 10 jeT) XpaHeHus, eciu OHM C(OpPMHpPOBaHBI IO
Pa3HOBUAHOCTSM JIOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PacKpbIBAIOT KOHKPETHOE COZIEpKaHHUE
JOKYMEHTOB, C LIeJbl0 ydeTa U Oojiee OBICTPOrOo HaXOXKJEHUS JIOKyMEHTOB B Jene. Bo
BHYTPEHHIOIO OMHUCh, IOMUMO JIOKYMEHTOB, MOJIIUTBHIX B JIEN0, JOJDKHBI ObITh BHECEHBI U BCE
MIPUIJIOKEHUS, OTHOCSIIIUECS K HEMY.

JIucTel BHYTpEHHEN ONMUCH MOJIIMBAIOTCS B Hauaie Jena. Ecnm neno neperiereHo win
noAmuTo 06e3 OlaHKa BHYTPEHHEH OMHUCH JOKYMEHTOB, TO COCTABJIEHHAsl MO yCTAHOBJIEHHOM
¢dbopme onMch MOJKIEUBACTCS 32 BEPXHUM Kpall K BHYTpEHHEH CTOPOHE JIUIIEBOM 00JIOKKH JAea.

BHyTpeHHsIE oOmHMCh JOKYMEHTOB [lella COCTaBJISE€TCS Ha OTIEIbHOM JIUCTE IO
YCTAHOBJICHHOM (popMe, KOTOpast CONEP>KUT CBEICHHS O MOPSIKOBBIX HOMEpax JIOKYMEHTOB
Jiena, MX HMHJEKcax, JaTaX, 3arojoBKax M HOMeEpax JIUCTOB Jiela, Ha KOTOPBIX PACIOJIOKEH
KaKIbIH JOKyMeHT. K BHYTpEeHHEN ONUCH TOKYMEHTOB JI€JIa COCTABIISIETCS UTOrOBasl 3aIMCh, B
KOTOpPOM yKa3bpIBaeTcs ILUPpaMU M MPONUCHI0 KOJUYECTBO BKJIIOUYEHHBIX B HEE JOKYMEHTOB,
MIPWIOKEHUH K A€y U KOJIMYECTBO JIMCTOB BHYTPEHHEN OIMCH.

[Tpu u3MeHeHuNn cocTaBa JOKYMEHTOB Jiefia (U3bATUH, BKIIOUEHUHU IOKYMEHTOB, 3aMEHbI
UX KOIMUSMH U JIp.) 3TU U3MEHEHHs OTpaXkaroTcs BO BHyTpeHHel onucu B rpade "l[Ipumeuanue”
CO CCBUIKAMH Ha COOTBETCTBYIOIIME aKThI, M P HEOOXOJUMOCTH COCTABIISIETCS HOBAsi UTOrOBas
3aIUCh.

BHyTpeHHsI1 ONMUCh JOKYMEHTOB Jefla IOANUCHIBACTCSI COCTABUTEIEM C YyKa3aHUEM
pacuMppoBKU TOANUCH, JODKHOCTH M JAThl COCTABICHHMS OMMCH M IPH HEOOXOAWMOCTH
CKpEIUISeTCs NIeYaThlO.

JIOKyMeHTHI B JieflaX MOCTOSIHHOTO, JI0JITOBpeMeHHOro (cBeimie 10 jieT) XpaHeHus U 1o
JUYHOMY COCTaBy MOJIIMBAIOTCS HA YEThIPE MPOKOJIa MPOYHBIMU HUTKAMH B TBEPAYIO OOJIOKKY
U3 KapTOHA WIM MEpPeIuIeTaloTCsl ¢ YyYeTOM BO3MOXKHOCTH CBOOOJHOTO UTEHHsI TEKCTa BCEX
JOKYMEHTOB, JlaT, BU3 U PE30JIIOLMNA Ha HUX. TeKCT He MOJKEH MOAXOAUTh K JIMHUU MOAIINBKU
(meperera) Gymke 2 cM, a JIMCTHI HE JOJDKHBI BBICTYIATh 32 Kpas 00JI0KKU. B ciydasx, xoraa
TEKCT Ha JOKYMEHTE pacIoJIOKeH OJM3KO K Kparo JIHCTa, K TaKoMy JIMCTY IMOJKJIEUBaeTCs
MOJIOCKa OyMmaru, 3a KOTOPYIO JOKYMEHT HOJIUBaeTcs (IeperieTaercs) B Ae0.

VYkazaHus Mo UCTIOJIHEHHIO JOKYMEHTa (Pe30JII0LNN) PYKOBOACTBA, BU3bl, COCTABICHHbIE
Ha OTJEJIbHBIX JINCTAX, Pa3MELIAIOTCSA MEPEN JTOKYMEHTOM, K KOTOPOMY OHM OTHOCATCSA, U B
TaKOM HOpPSAKE TOIIINBAIOTCS B JIEJO.

IIpu noaroroBke nen K TNOAIIMBKE (MEperuieTy) MpoBepseTcs NPaBMIBHOCT HX
¢dbopMmupoBanus, ohopMIICHHS, METAJUINYECKUE CKpeIuleHus (0yJIaBKH, CKPENKH) U3 JOKYMEHTOB
YIAJISAI0TCS.

B nenax moOCTOSHHOrO XpaHEHMsI TOJUIekKAT UIBATHIO JyOJIEeTHbIE HSK3EMIUISPbI
JOKYMEHTOB, YEPHOBUKH, HEO(OPMIIEHHbIE KOMMU JTOKYMEHTOB U HE OTHOCSIIUECS K BOMPOCY
JOKYMEHTBI C BpEMEHHBIMHU CPOKaMU XpPaHEHHUS.

Jlena TOCTOSIHHOTO XpaHEHHMs, COCTOSIIIME M3 JOKYMEHTOB OCOOOH HayyHO—
UCTOPUYECKON, XYJOKECTBEHHOW M HWHOM IIEHHOCTH WM He(OpPMAaTHBIX JOKYMEHTOB (KapThbl,
CXEMBI, IIJIaHbl, YePTeXH, (POTOCHUMKHU U JAPYTUe JOKYMEHTHI 00iblIoro ¢opmara), B HeIsIX X
COXPAaHHOCTH M yJ00CTBa MOJb30BAaHUS HE MOAMIMBAIOTCA B JIENIa, a XPaHITCA CII0)KEHHBIMH B
3aKpBITBIX TBEPJBIX IMAamKax ¢ TpeMs KJanaHaMHM U C 3aBA3KaMU WM B KapTOHHBIX QyTispax
(xopoOkax) B KauecTBe MpWIOKEHHH K Aenam. Ha kaxnayro manky (kopoOKy) cocTaBisercs
BHYTPEHHSS1 ONIMCh HaXOJAIIMXCS B HEM IOKyMEHTOB.

Ecnmu B neno B xoxe ero dbopmupoBaHus OBUTM TOMIIUTHI TOKYMEHTHI C Pa3THYHBIMU
CpOKaMM XpaHEHHs, TO JIeJI0 paclIuBaeTcs, U (GOPMHUPYIOTCS HOBBIE Jiefla, UCXO/sS U3 CPOKOB
XpaHeHus JOKyMeHTOB. [IpH 3TOM TOKyMEHTHI C UCTEKITUMH CPOKAMU XPaHEHHSI YHUUTOKAIOTCS
10 aKTaM B YCTAaHOBJIEHHOM HOpPSIKE.

OO6J10KKH 1€ C TOKyMEHTaMHU, UCTIOJIHEHHBIMU Ha CTaHIAPTHBIX JINCTAX, JOJDKHBI UMETh
pasmepsl 229 x 324 mm. OOI0OXKKH Jell ¢ JOKYMEHTaMH, U3TOTOBJIEHHBIMU Ha HECTaHJAPTHBIX
JIUCTaX, MOTYT UMETh pa3Mephl, COOTBETCTBYIOIIME pa3MepaM MOJIIUTHIX B HUX JIUCTOB.
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OOnoXKu Jien ¢ JOKyMEHTaMH, UMEIOIUMMH JUiuTenbHble (25 u Oosee 1eT) CpokH
XpaHeHus, JOKHBI ObITh U3TOTOBJIEHBI U3 TBEPAOTO KapToHa. [[ist o6noxkek ael, caaBaeMbIX Ha
rOCyJapCTBEHHOE XpaHEHHE, TPUMEHSETCS] OECKUCIOTHBIM KapTOH.

Jlns mpenoxpaHeHus TOKYMEHTOB OT MEXaHMYECKOH MOpYM Ha MEPBOM M TOCJIEIHEM
JUCTAaxX JieNa, TOMa Iepel NPOIIMBKOM HAKJIEHBAIOTCS IIOJIOCKA TOHKOTO KapTOHA, 4epe3
KOTOpBIE U IPOIMYyCKaeTCsl IIHYP.

[Ipu odopmieHun aen NPUMEHATHh KaHUEISIPCKUN (CHIMKATHBIN) KieH, My4HOH u
KpaxMaJbHBIM KiIeWcTepbl He ciemyeT. [lema BpemenHoro (o 10 1eT) XpaHeHHs TOIJIEKaT
YaCTUYHOMY O(OPMIICHHUIO: JIOIyCKaeTcs Jejla XpaHUTh B MalKaxX—CKOPOCIIMBATENAX, MATKHX
00JI0%KKax, HE MPOBOAMTH IMEPECUCTEMATH3aLUI0 JOKYMEHTOB B Jeje, JHUCTHl Jejla He
HYMEpOBaTh, 3aBEPUTEIIbHBIE HAJIMHCH HE COCTAaBIIATh. PEKBU3UTHI OOJI0XKKH JieNia 3aroJIHAIOTCS
10 YIPOIIEHHOH cxeMe (0e3 MpocTaBiIeHHs apXUBHOTO MK (pa, KOJIUYECTBA JIUCTOB B JIENE).

JIOKyMeHTBI MHCTUTYTA SBISIOTCS (peepanbHOi COOCTBEHHOCTBIO, U TIOCHIE MPOBEICHHS
AKCIIEPTU3BI X IIEHHOCTH B MOpsAKE, ycTaHOBIEHHOM dDelepaibHbIM apXUBHBIM areHTCTBOM,
nojuiexar o0s3aTeIbHON Iepelaye Ha TOCTOSHHOE XpaHeHHWe B HauuoHanbHBIM apXuB
Pecry6mmkn Komu kak gacts ApxuHoro ¢onna Poccuiickoit deneparum.

Odopmitenne fien1, HaXOIAIIMXCS B IETIONPOU3BOICTBE YIPABICHHUS JeIaMH, TPOBOIUTCS
paboOTHUKAaMU yIpaBlIeHUsS JejlaMd U paOOTHUKAaMHU, OTBETCTBEHHBIMH 3a JIEJIONPOU3BOJICTBO B
CTPYKTYPHBIX IOJAPA3JCICHUAX WHCTUTYTa, IPU METOAMYECKON MOMOLIM M MOJ KOHTPOJIEM
apXuBa MHCTUTYTA.

[TomHOMY OQOpMIIEHHIO MOAJIEKAT Jiesia TOCTOSHHOTO U BpeMeHHOro (cBeimie 10 ser)
XpaHeHUus, B TOM 4YHCJIE Jiela MO JMYHOMY COCTaBy, jAefia BpeMeHHoro (10 10 jer) xpaHeHus
MoJyIeXKAT YACTUUHOMY O(OPMIICHUIO.

[TomHOE OopmileHHE nena mpeaycMaTpuBaeT: opopMIICHHE PEKBU3UTOB OOJIOXKKHU Jea
10 YCTaHOBJICHHOW (hopMe; HyMEpaluIo JIUCTOB B JIeJIe U COCTaBJICHUE JINCTA-3aBEPUTEINIA JIeTIa;
COCTaBJICHHE, B HEOOXOAMMBIX CIydasiX, BHYTPEHHEW OMUCH JOKYMEHTOB Jeja; MOJIIMBKY U
NepeIuIeT JieNa; BHECEHNE HEOOXOIUMBIX YTOUHEHHH B PEKBU3UTHI O0JIOKKH JIeIa.

12.7. YHUUYTOXKEHNE JOKYMEHTOB U e/l ¢ MCTEeKIIMMH CPOKAMHU XPaHEHUS

PesynbraThl 0T60pa TOKYMEHTOB K YHHUTOXEHHIO, CPOKU XPAHEHUsI KOTOPBIX HUCTEKIIH,
3a COOTBETCTBYIOUIMM neproi 0(OPMIISIOTCS aKTOM O BBIJICJIEHUU JOKYMEHTOB K YHHUUTOKEHUIO
(ITpnnoxenune Ne 14, 15).

Jena BKIIFOYAKOTCS B AKT, €CJIM YCTAHOBJICHHBIN JUIsI HUX CPOK XpaHeHus HucTek K 01
SIHBaps roJja, B KOTOPOM COCTaBJIEH aKT (HanpuMep, 3akoH4eHHbIe B 2004 rony nena ¢ 3-1eTHUM
CPOKOM XpaHEHHs MOT'YT ObITh BKJIIOUEHBI B aKT, cOCTaBlIeHHBINH He paHee 01 suBaps 2008 r.).

AKT O BBIIEIEHMHM K YHUYTOXKCHHIO JOKYMEHTOB, HE MOMJIEKAIIUX XPAHEHMIO, KaK
MIPaBWJIO, COCTABJIAETCS Ha JieJla BCEro MHCTUTYTa (MpU ATOM Jefla KaxXJ0ro CTPYKTYpHOTO
MOZIPa3EJIEHUs] COCTABISAIOT CAMOCTOSITENIbHYIO TPYIILy 3arojIOBKOB, a 3ar0JIOBKM OJHOPOJIHBIX
7iell, OTOOpaHHBIX K YHHUYTOKEHUIO, MOTYT OBITh BHECEHBI B aKT IMOJ OOIIMM 3aroJOBKOM C
yKa3aHHeM KOJINYeCTBa JIeJl, OTHECEHHBIX K IaHHOH TpyIIIe).

OT60p NOKYMEHTOB K YHMUYTOXKEHHUIO U COCTABIIEHUE aKTa O BBIJIEJICHUU JIOKYMEHTOB K
YHUUTOKEHUIO IPOU3BOJIUTCS MOCIIE COCTABIEHMSI CBOJIHBIX OMMCEN JIEN MOCTOSHHOTO XPAaHEHUS
3a ATOT K€ Nepuoj (OMHCH W aKThl PACCMATPUBAIOTCS Ha 3acellaHUU DKCIEPTHOM KoMHCCHUEH
(manee — OK) MHCTUTYTa OTHOBPEMEHHO).

CornacoBannble DK MHCTUTYTA aKThl YTBEPKAAKOTCSA PEKTOPOM.

[locne yTBepXkA€HHS aKTOB O BBIACIEHUM JIOKYMEHTOB K YHHUYTOXKEHHUIO J€lla
nepenarTcs Ha ytwiuzanuio. llociae yHUUTOXKEHHS Jel B HOMEHKJIAType sl MPOCTaBISeTCs
ormeTKa «YHuutoxkeHo. CM. akt ot 00.00.0000 Ne 000" ¢ yka3aHueM JODKHOCTH, (haMUIINH,
MOJIMKCH JINLA, OTBETCTBEHHOTO 3a Mepeaavy /el Ha YHUYTOXKEHHUE, U JaThl.

12.8. Ilepenaya xes1 Ha apXMBHOE XpPaHEHHE

[Topsinok mepenauu Aen B apXUB MHCTUTYTA MPEAYCMATPUBAET CIIEIYIOIINE YCIOBUS:

B apXMB MHCTUTyTa IMEPEAAIOTCS JieJa IOCTOSHHOIO, BpeMeHHoro (cbiue 10 ser)
XpaHeHUs U JIeJ 110 JINYHOMY COCTaBy paOOTHHKOB;
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nepeaaya JTOKYMEHTOB B apXUB MHCTUTYTa MPOU3BOAUTCS IO YTBEPKIECHHBIM OMHUCSIM
nie;

Jiefa TOCTOSSHHOTO M BpeMeHHOro (cBeiie 10 jeT) XpaHeHusi mepealoTcs B apXuB
MHCTUTYTa HE paHee 4eM dYepe3 ToJ U He MOo3JHee yeM yepe3 3 roja mocie roja, B KOTOpOM
JOKYMEHTBI OBLITH TIOMEIICHBI B IEJI0 Ha XpaHEHHE;

Jiena BpeMeHHoro xpaHeHus (1o 10 jeT) mepegave B apXWB MHCTHTYTa HE MOJIeKAT (3a
UCKITIOYCHHEM BBIMYCKHBIX KBATH(PHUKAIIMOHHBIX paboT). OHHM XpaHATCS B CTPYKTYPHBIX
MOAPAa3ICIEHUSAX U 10 UCTCYCHUH CPOKOB XPAaHEHUS MOICKAT YHUUTOKEHUIO B YCTAHOBICHHOM
MOPSIZIKE;

nepenava e B apXuB MHCTHUTYTA OCYUIECTBJISIETCHA MO rpauKy, COCTABJIEHHOMY
apXMBOM M COIVIACOBAHHOMY C CEKPeTapHaToOM;

MIPUEM JIeJT POU3BOUTCS PAOOTHUKOM apXWBa B IPUCYTCTBUH PaOOTHUKA CTPYKTYPHOTO
MO/APAa3/ICNEHUs C MPOCTABICHUEM B JIBYX HK3EMIUISIPAX OMUCH J€J1 OTMETOK O HAJTUYHH KaX 0T
nena (B KOHIE KaKJIOTO DK3EMIUIIpA OMKCH YKAa3bIBAETCS KOJIMYECTBO (DAKTUUYECKH MPHHSITHIX
Jiell, JaTa mpueMa—Tiepeiadu Jel, a TakKe MOANUCH paboTHUKA apXvBa W JIMIA, TEpeIaBIIero
nena);

JeJia U ONMMCH HAa c/laBaeMble JOKYMEHTBI JOCTABJSIIOTCA B APXUB COTPYAHHUKAMHU
CTPYKTYPHBIX NOApPa3/iejeHUil ¢ CONPOBOAUTENIbHBIM MUCHMOM, B KOTOPOM YKAa3bIBAETCH
KOJIMYECTBO JieJ1 M OmNHceil, nmepeaaBaeMbIX B apXMB (OTBETCTBEHHOCTb 32 COXPaHHOCTH
AOKYMEHTOB MNpPH TPAHCHOPTHPOBKE M C¢/Aa4y HMX B AapXUB HeCeT CTPYKTypHOe
nojapasieJjieHne, nepeaauiee J10KyMeHThl).

IIpu JUKBHAAUMH MM PEOPraHU3ANMN CTPYKTYPHOIrO MoJApa3jieseHuss HHCTUTYTA
JIMIO, OTBETCTBEHHOE 3a BeJeHHE [1eJONPOU3BOACTBA JAHHOTO CTPYKTYPHOIO
nojapasjiejieHusi, B NMepPUoj NMPOBeJIeHUs PeOPraHu3alUOHHBIX MeponpusTuii gopmMupyer
BCe HMEKIIMecs T0OKYMEHThI B /1es1a, opopMiisieT AeJia U nepeaaeT uX B ApXUB, HE3AaBUCUMO
oT cpokoB xpaHeHusi. Ilepenaua pgea ocyulecTBisieTcss 1O ONMCAM M COIJIACHO
HOMEHKJIaType e/ CBOJHON HOMEHKJIATYpe e/l HHCTUTYTA.

13. PABOTA UCIIOJIHUTEJIA C JOKYMEHTAMUA

WHcTpyKumeln 1o JAeIoNpOU3BOJCTBY YCTAaHOBJIEHBI CJENYIONIME MpaBuiia pPadOThI
UCIIOJIHUTEIIEN C IOKYMEHTAMH:

- opraHuzanusi pabOThl C JOKYMEHTAaMU B CTPYKTYPHBIX MOJpPa3IeiICHUSIX HWHCTUTYTa
OCYILECTBIISICTCS Ha OCHOBAHUHU YKa3aHUH IO MCIIOJHEHUIO JTOKYMEHTOB (PE30JIIOLUi) peKTopa
MHCTHUTYTa, IPOPEKTOPOB, PYKOBOJUTENEH CTPYKTYPHBIX MOAPA3IEICHUN, UHBIX JOJKHOCTHBIX
L

- MoJpa3fiesieHue-UCTIOIHUTENb MOIy4YaeT JOKYMEHThl B BO3MOXHO KOPOTKHE CPOKH (B
JIeHb UX PACCMOTPEHHUSI COOTBETCTBYIOLIUM PYKOBOJUTENIEM WU Ha CIICAYIONINNA paboumii 1eHb),
CPOYHBIE IOKYMEHTHI MIepeatoTCsl HCTIOHUTENI0 He3aMeIITUTENbHO;

- JIOKyMEHTBI, IIOCTYIMBIIME B CTPYKTYPHOE IOJAPA3[EIIEHUE C YKa3aHHEM 10
UCIIOJTHEHUIO PYKOBOJCTBAa PEKTOpa, TMEpEeAaloTcsl MCIOJHUTENSIM — TOJBKO IOCle  HUX
paccMOTpEHHs pyKOBOJUTENIEM NOIpa3ACICHUS.

PaGoTHUKM CTPYKTYpHBIX MOJpA3/ElIeHU MHCTUTYTa B MpOILECCe HCIOJHEHUS
JIOKYMEHTA OCYILECTBIISIOT:

- cbop u 06paboTKky HE0OX0AMMON HH(OPMAITNH;

- TMO/ATOTOBKY IMPOEKTa JIOKYMEHTa U BCeX HEOOXOAMMBIX MPUIIOKEHUH ¢ coOII01eHueM
MpaBWJI JOKYMEHTHUPOBAHUS, YCTAHOBIIEHHBIX B HHCTUTYTE;

- COTJIaCOBAHME MPOEKTA C 3aMHTEPECOBAHHBIMU JODKHOCTHBIMU JINLIAMU;

- MIOATOTOBKY CBOJKH OT3bIBOB (€ KoMMeHTapueM "[Ipunsaro", "OTkiIoHeHO" ¢ yKa3aHHEM
npuuuH, "[IpyUHIATO 4acTUYHO" ¢ COOTBETCTBYIOIIMM ITOSICHEHUEM);

- 10pabOTKy MpOeKTa JOKYMEHTA 0 3aMeYaHMsIM, MOJIYyYEHHBIM B XO/I€ corjlacoBaHus (B
Cllydae CEpbE3HOM KOPPEKTUPOBKM IPOEKTa JOKYMEHTa IPOBOJUTCA €ro IOBTOPHOE
COTJIaCOBaHUE);
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- B HEOOXOJMMBIX CIy4asX — HOJTOTOBKY CIIMCKa (yKa3aTelsl) pacChUIKM JIOKYMEHTa),
IIPU MTOATOTOBKE PACHOPSAUTEIHHOIO JOKYMEHTa B 0053aTE€IbHOM MOPSIKE;

- NPEACTABIEHUE MPOEKTa JOKYMEHTa Ha MOJNUCH (YTBEP)KIEHHE) PYKOBOJACTBY uepe3
CEKpeTapuar;

- OINpejeieHUe MeCTa XpaHeHHs IOKyMeHTa (KONMM JOKYMEHTa) C IMpOCTaBJIEHUEM
OTMETKH € yKa3aHHEM HOMepa Jiela 0 HOMEHKJIAType Jiell, B KOTOPOe JOJKEH OBbITh MOMEIEH
JOKYMEHT.

[IpenycmarpuBaeTcsi MOPSIIOK COBMECTHOM paOOThl TIpymmoil paOOTHUKOB — Ha
JOKYMEHTOM B CIIy4yasiX, €CIM HCIIOJHEHUE JOKYMEHTa MOPYYEHO HECKOJBKHM JIMIaM, B TOM
qucie:

- (pyHKIIMST OTBETCTBEHHOTO HCIIOJIHUTENS M (DYHKIMH COMCIIOJHHUTEICH B MOJTOTOBKE
MIPOEKTa JOKYMEHTA;

- TpaBO OTBETCTBEHHOI'O HCIIOJIHUTENS CO3bIBaTh COMCIIOJIHUTENEH M BBIPaOOTKH
COBMECTHOTO PEICHHUS;

- IOPSIIOK ¥ CPOKU IIPEJCTABJICHUS IPOEKTOB OTBETCTBEHHOMY HCIIOJHUTEIIO.

B cnywae orcyrcTBUs ucnonmHUTENs (KOMaHIMPOBKA, OTHYCK, OOJIe3Hb) JOKYMEHT
nepeaaercss  JApyroMy MCIOJHHUTENIO, HCHOJHAIOLIEMY €ro OOsS3aHHOCTH, C 00s3aTeIbHBIM
HalpaBlieHUEM yBeAOMJIeHHs (10 TeneoHy, YCTHO, B MUCbMEHHOW (opMme) B cekperapuar oo
W3MEHEHUU MCIOJHUTENS JOKyMEHTa i1 BHeceHUs usMeHeHuid B cuctemy KHIIP, B ciyuae,
€CJIM JTOKYMEHT IIOCTaBJIEH Ha KOHTPOJIb, & TAK)KE MOPSAJIOK IEepeAadyd JTOKYMEHTOB B CIIydae
YBOJIbHEHUS] paOOTHHKA WJIM Tepexojia Ha JIPyroil y4acTok paboThl MO aKTy MpHeMa-Iiepeaadn
PYKOBOJUTEIIO TOAPA3eICHHsI UM, TI0 €r0 YKa3aHUI0, BHOBb HA3HAYCHHOMY PaOOTHHKY.

Hcnonaaurens vMeeT MpaBo MpelaraTh M3MEHEHHE CPOKa HMCIIOJHEHHs JTOKYMEHTa (C
COOTBETCTBYIOIIUM OOOCHOBaHHEM, MPEACTABISIEMbIM pPYKOBOJACTBY), €CIHU OTCYTCTBYIOT
peabHbIe YCIOBUS BBIOJHEHUS 3a/laHMs, JeNIaTh IIOMETKH Ha OJIaHKe pe3oItoluH (yKazaHue 1o
ucnonHeHuto AokymeHta) (IIpuiioxkenue Ne 11) B oTMeTke 00 HCHOJIHEHHH, O BPEMEHHU €r0
MOCTYIJICHHUS, O JaTax MPOMEKYTOUHOTO UCIIOIHEHU (TeIeOHHBIX U MUChbMEHHBIX 3arpocax),
0 JlaTe M pe3yJIbTaTe OKOHYATEILHOIO UCTIOIHEHUS, ¢ 0053aTEIbHBIM YBEJOMIICHUEM.

HcnonHuTens He TOJKEH pa3riialaTh COAEpKaHue MOCTYNUBIIMX K HEMY JOKYMEHTOB U
MOJITOTOBJICHHBIX TPOEKTOB CIYKEOHBIX JOKYMEHTOB, C HHMH MOTYT OBITh O3HAKOMJICHBI
TOJIBKO JIMIIA, UMEIOIINE OTHOUIEHHE K UX MCIIOIHEHHUIO.

15. U3IrOTOBJIEHHUE, YYET, UCIIOJIb3OBAHUE U XPAHEHUE HITAMIIOB,
NEYATEHN U BJIAHKOB CTPOIOM OTYETHOCTH

Yuer, HCNOJIb30BAHME, XPAHEHHE W U3rOTOBJIEHUE TNevyaTel, IITAMIIOB B BEJCTCS B
coOoTBeTCTBHH ¢ HCTpyKILIMel o MpaBe MOoJIb30BaHUs MeyaTsIMU U IITaMIaMH.

B monpasneneHusx HCHONB3YIOT MedaTH (IITaMIbl), KOTOPbIE H3TOTABIMBAIOTCS IO
3asiIBK€ PYKOBOJIUTEIICH 3TUX MOAPa3ICICHHI.

Bbinaua mevareif, mraMmnoB MPOW3BOAMUTCS MMOJ JUYHYIO MOAMUCH B COOTBETCTBYIOIIUX
KypHaJlax ydera.

TpynoBble KHHXKKH MOJUIEKAT y4eTy B OT/Aede KaapoB. YUeT ABMKCHHS TPYIOBBIX
KHWKEK W BKJIAIBIIICH B HHUX peryiaMeHTHpOBaH WHCTpyKIMeH IO 3aroNHEHUIO TPYIOBBIX
KHWXKEK, YTBEPXKIECHHOU noctanoBiaeHueM Muntpyaa Poccun ot 10.10.2003 Ne 69.

bnanku JOOKYMEHTOB TOCYIapCTBEHHOrOo oOpaslla O BbICIIEM MpodeccHOHATbEHOM
00pa3oBaHUM MOJJIEKAT y4eTy B Y4YeOHO-METOAMYECKOM OT/eNie MHCTUTYTAa, Y4eT OJIaHKOB
aKaJeMHUYECKHUX CIPAaBOK BeJEeT y4eOHBIM OTNEeN, KOTOphI periameHTupoBaH MHcTpykuuen o
MOpS/IKE BbIaYM JOKYMEHTOB TOCYAApCTBEHHOro o0Opas3la O BBICHIEM HpOo¢ecCHOHATHLHOM
oOpa3oBaHMM, 3allOJIHEHUW W  XPAaHEHHMM COOTBETCTBYIOIIMX  OJIaHKOB  JJOKYMEHTOB,
yTBEpKJIeHHOM npuka3zoM MunobpHayku Poccun ot 10.03.2005 Ne 65.

KypHansl ydyera BKIIOYAIOTCSI B HOMEHKJIATYPY i€ COOTBETCTBYIOIIUX CTPYKTYPHBIX
noapaseneHuil. JINCThl uX HyMepyIOTCs, MPOIINBAIOTCS U ONEYaThIBAIOTCS.
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[lewatn, mrammel, OJaHKKM U TPYAOBBIE KHIKKHM JOJDKHBI XpaHUThCS B ceddax HiM
METaJUTMYECKUX MKadax.

[Ipumenimme B HEroAHOCTh WM YTPATUBIIME 3HAYCHHE TeyaTH (LITaMIIbl) MOJJIEKAT
BO3BpaTy U YHHUUYTOXKAIOTCS M0 aKTy C OTMETKOW B COOTBETCTBYIOLIUX XKypHanax ydera. B akre
MPOCTABISETCSA OTTUCK YHUUTOXKAEMBIX Ie4aTeil (IITaMIoB).

[leyatn (mwTaMmel) BBIAAIOT MOJ PAacHUCKy paOOTHHKAM, Ha KOTOPBIX BO3JI0XKEHA
0053aHHOCTb 3aBEPSTh JOKYMEHTHl M OTBETCTBEHHOCThH 3a MX HCIIOJIB30BaHHE M COXPAHHOCTD.
[Ipu ocBOOOXIEHUU OT ATON 00S3aHHOCTH OHU JIOJKHBI CAATh Me4YaTH (IITaMIIbI).

O6 yrepe medaru (mTamma) pabOTHHK O0s3aH HE3aMEIUTENBHO COOOIIUTH
PYKOBOJUTENIO MOAPA3JCIICHUs, KOTOPBIM JOJKEH TMPOBECTH CIy>KeOHOe paccieoBaHue
0OCTOSITENILCTB YTEPH.

[IpoBepka Hamu4ms revareil, MTAMIIOB W OJIAHKOB, a TAK)Ke MOPSAAKA WX XPAHCHUS H
UCIIOJIb30BAaHUSI TPOM3BOAUTCA KOMHUCCHEH HE DPEXKE OJHOr0 pa3za B TOJ OJHOBPEMEHHO C
MIPOBEPKOIl  COCTOSHUSL  JIEIONPOU3BOACTBA. Heo0XoauMocTh H3rOTOBJIEHUS ILITaMIIOB C
(aKCUMHMIIBHBIM BOCIIPOM3BEICHUEM IOANUCH PEKTOPA, MPOPEKTOPOB U APYTHX JOHKHOCTHBIX
JIUI] WUHCTUTYTa OIpeNessieT COOTBETCTBEHHO PeKTOop MHCTUTyTa. OH TakkKe Ha3HayaeT JIuI,
OTBETCTBEHHBIX 32 MCIIOJIb30BAHNUE U COXPAHHOCTh ATUX LITAMIIOB.

HITtamMnbl ¢ (pakKCUMWIBHBIM BOCIPOU3BEACHUEM IMOANUCH PEKTOPA pa3pelmiaercs
NpH HEOOXOJIMMOCTH CTABHTHh HA KONMAX, MOAMUCAHHBIX HM B YCTAHOBJICHHOM MOPs/Ke
AOKYMeHTAaXx, B cJiyuae nepeiayu 10KyMeHTAa 10 (pakcMMHUIbHON CBSI3H.

Hcnoab3oBanue yKa3aHHBIX IITAMIOB MNP 0(OPMIIEHMH  NOAJUHHHUKOB
AOKYMEHTOB 3ampelniaercs.

Kontpons 3a ucnonp3oBaHMeM Iedareil (IITaMIIOB) BO3JIAaraeTcsi Ha PYKOBOJIUTENEH
MoJipa3fiefIeHuii THCTUTYTA, B KOTOPBIX OHU UCIOJIB3YIOTCS.
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