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1. OBIIME ITOJIOXKEHUA

1.1. HUuctpykuuss no aenonpousBoactBy B UY BO «MHCTUTYT ToCyIapCTBEHHOIO
aMUHMCTpUpOBaHus» (najnee — WHCTpykuus) cocraBieHa B COOTBETCTBHM C IOJIOKEHUSMU
Meroanyeckux peKkoMeHAAUud 1o pa3paboTKe MHCTPYKUMH 10 JEJIONpPOU3BOACTBY B
(denepanbHBIX OpraHax HWCIHOJIHUTEIBHOM BIACTH, YTBEP)KIEHHBIX MpHUKa3oM PocapxuBa oT
23.12. 2009 Ne 76.

1.2.  Hacrosmas WHCTpyKuus  sBIS€TCS  JIOKAIBHBIM  HOPMATHUBHBIM  aKTOM,
pErIaMEeHTUPYIOLUM TEXHOJIOTUI0 paboThl € JIOKYMEHTaMHM, M YCTAHaBJIMBAaeT €IUHbIE
TpeOOBaHUSI K IOATOTOBKE, 00pabOTKe, XpaHEHHIO M HCIOJIb30BAaHMIO OO0pa3ylolmuxcs B
NeSITeIbHOCTH MHCTUTYTA JOKYMEHTOB, COBEPIIEHCTBOBAHUIO JIEJIONPOU3BOJCTBA MHCTUTYTA U
MOBBIIIIEHUIO €T0 APPEKTUBHOCTH.

1.3. IIpaBoBBIM OCHOBaHUEM Il pa3pabOTKU MHCTPYKIMK SBISIOTCS 3aKOHOATEIbHbIE
U WHBIE HOpPMaTHBHBIC MpaBOBbIe akThl Poccuiickoit Penepaunu B cdepe wuHbOpMAIHH,
JOKYMEHTAIlUU U apXUBHOTI'O Jiea:

1.3.1. ®enepanbhbliii 3akoH oT 22.10.2004 Ne 125-@3 «O0 apxuBHoM aene B Poccuiickoit
®enepanumn».

1.3.2. ®epnepanbubiii 3akoH oT 02.05.2006 Ne 59-®3 «O mnopsike paccMOTpeHUs
oOparmenuii rpaxxaan Poccuiickoit denepanumy.

1.3.3. ®epepanpubiii  3ak0H  oT 27.07.2006 Ne 149-®3 «O6 wuHpopmanmu,
UH(POPMALIMOHHBIX TEXHOJIOTUAX U O 3alUTe UHPOPMALIII.

1.3.4. Ilocranosnenue IlpaBurenscrBa Poccuiickoit ®enepanun ot 15.06.2009 Ne 477
«O06 yrBepxnaeHun IlpaBun nenonpou3BojACTBa B (efepalibHbIX OpraHax HCIOJHUTEIbHON
BJIACTH.

1.3.5. TocynapcTBeHHass cuUCTeMa JOKYMEHTAIMOHHOTO OOecreueHHsl YIpaBiIeHUs.
OO6mmue TpeOoBaHUS K TIOKYMEHTaM U CIy’kK0aM JOKYMEHTAIlMOHHOTO 00eCIeYeHUsl YIIPABIICHUS.
- M., 1991.

1.3.6. TOCT P 51141-98. [lenonpou3BOACTBO M apXUBHOE J€J0. TepMHHBI U
OIIpEEIICHUSI.

1.3.7. TOCT P 6.30-2003. VYHuQUIUPOBAHHBIE CHUCTEMBbl JOKYMEHTALUH.
YHUHUIMpOBaHHAas CUCTEMa OPraHW3alMOHHO-PACTIOPIUTEIbHON JOKyMeHTaluu. TpeboBaHus
K 0()OpPMJIEHHIO IOKYMEHTOB.

1.3.8. TOCT P 1.52292-2004. OnexTpoHHbIi oOMeH wuHpopmauueil. TepMuHB U
onpenenenus. — M., 2004.

1.3.9. TOCT P HCO 15489-1-2007. Cucrema cTaHgapToB 1O HH(pOpMAIUH,
OMOJIMOTEYHOMY U U3/IaTEIBLCKOMY JIeTy. YTpaBiieHue qokymeHTamu. Oo01mme TpeOoBaHus.

1.3.10. OcHOBHBIE paBUIIa pabOThI APXHUBOB OPraHU3AIUH.

1.4. Tlonoxenus MWHCTpykumMuM 10 JAETONPOM3BOACTBY  PACHpOCTPAHSAIOTCS  Ha
OopraHuzanuio paboTbl C JOKYMEHTaMH HE3aBUCHMO OT BHJA HOCHUTENS, B TOM 4HCIE C
AIIEKTPOHHBIMU JOKYMEHTaMH, BKJIIOYas HMX MOJTOTOBKY, PErHCTpalHIo, Yy4eT, XpaHEHHE,
MCIIOJIb30BaHUE U KOHTPOJIb UCIIOJHEHMSI, OCYIIECTBISEMBIE C IOMOIIBIO aBTOMATU3HUPOBAaHHBIX
(xommbroTepHbIX) TexHONorui (cucrema KUIIP).

ABTOMaTU3MPOBAaHHBIE TEXHOJIOTMH OOpabOTKHM JOKYMEHTOB U  JOKYMEHTHOMU
uH(poOpMallMy, TMPUMEHseMble B HWHCTUTYTE, IOJDKHBI OTBEYaTh TpPEeOOBAHUSIM HACTOSIIEH
HNHcTpyKuu.

1.5. TpeboBanus WHCTpyKuIMM 1O JENONPOM3BOACTBY HE pPAcIpOCTPaHSIOTCS Ha
OpraHu3anyi  paboTel € JOKYMEHTaMH, COJEp)KAllUMH  CBEJIEHHUS, COCTaBISIOIINE
rOCYIapCTBEHHYIO TailHY.

[lopsnok opraHmzanuy U BEACHHSI CEKPETHOIO JAEJONPOM3BOACTBA OCYIIECTBISETCS B
COOTBETCTBUU ¢ WHCTpyKImerd 1o o0OeCleyeHu0 peXuMa CeKpeTHOCTH B Poccuiickoi
®denepanny, yTBEp:KAECHHOM mnocraHoBiaeHueM lIpasurenscrBa Poccuiickoit ®enepauuu 0T
05.01.2004 Ne 3-1.



1.6. OcoOGeHHOCTH pabOThl C JOKYMEHTaMH, COJCPKAIMMMHU KOH(PHUACHIIHATHHYIO
uHpopManuio (CIy)KeOHYI0 U MHYIO TaifHy, IepCOHAIbHBIE JaHHBIE), TOKYMEHTaMHu ¢ rpudom
«CII»  perynupyroTcs  CIEUUAJbHBIMH  HOPMAaTHBHBIMM  aKTaMM  (MHCTPYKLHSIMH,
NOJIOKEHUSAMH, MpaBWJIaMHU) U Ompenenstorcs B MHCTpykuuum o mnopsake oOpaiieHus co
ciy’)keOHON uH(popMalnMell OrpaHMYEHHOIo pacnpocTpaHeHus B MuHoOpHayku Poccun,
YTBEpP)KICHHOH nprkazom MunoopHayku Poccun ot 30.12.2010 Ne 2233.

1.7. TpeGoBanuss MHCTpYKIMH 10 AEIOMPOU3BOJICTBY K paboTe ¢ OyXraaTepckoi,
Hay4YHO-TEXHUYECKOM M APYrOM CHEHHAIBHOM IOKYMEHTAallMEW pPacIpOCTPaHAITCA B YaCTH
OOIIMX MPUHIMIIOB pabOThl C JOKYMEHTAMH, a TaKKe IOJArOTOBKU JOKYMEHTOB K Ilepefaye Ha
apXUBHOE XpaHEHHUE.

1.8. Opranuszanusi, BEACHHE M COBEPIICHCTBOBAHHME CHUCTEMBI JOKYMEHTALIHOHHOIO
o0OecrieyeHHs YIpPaBJIECHHUS HA OCHOBE €AMHOM TEXHMUYECKON IOJUTHUKA U IPUMEHEHUs
COBPEMEHHBIX TEXHUYECKUX CPEJICTB B pabOTe C JIOKyMEHTaMH, METOAMYECKOE PYKOBOJCTBO U
KOHTPOJIb 3a COOJIIOJIEHUEM YCTAHOBJIEHHOTO IMOpsiiKa pabOThl ¢ JOKYMEHTaMH B CTPYKTYPHBIX
NOJPA3JCIICHUsAX MHCTUTYTAa OCYLIECTBIIIIOTCS CEKpETapuaTOM HMHCTUTYTa B COOTBETCTBHH C
[TonoxenneM o cekperapuare, C HMHCTPYKUUSMH O TIpaBaX M OOSM3aHHOCTSIX pPabOTHUKOB
yIpaBJiEHUs eJaMU U HacToswmed MHcTpykuuei no aenonpon3BoACTBY.

1.9. ®ynkuuu, 3amauyM, rnpaBa U OTBETCTBEHHOCTb CEKpeTapuaTa periaMeHTHUPYIOTCS
IOJIOKEHUEM O HEM, JIOJDKHOCTHBIE O0S3aHHOCTH PaOOTHUKOB CEKpeTapuara M pPabOTHHUKOB,
OTBEUAIOLMX 32 OPraHU3alui0 padOThl C JOKYMEHTaMH B CTPYKTYPHBIX MOJApa3JCIICHUAX
MHCTUTYTA, YCTAaHABIMBAIOTCA MHCTPYKLUSAMU O MpaBax U 00sI3aHHOCTSX.

1.10. HenocpencrBeHHOE BeeHUE AEIONPOU3BOACTBA B CTPYKTYPHBIX MOAPA3JIEICHUSIX
OCYILLECTBIIICTCSI  pAaOOTHUKOM, HA3HAUYEHHBIM NPUKA30M  PEKTOpa C  3JIEKTPOHHBIMU
JOKyMEHTaMH, BKJIIOYash UX IOJArOTOBKY, PErMCTpaldio, y4eT, XpaHEHHE, HCIIOJIb30BAHHUE U
KOHTPOJIb UCIIOJHEHUS, OCYILECTBIIIEMbIE C TOMOIIBIO aBTOMATU3UPOBAHHBIX (KOMIBIOTEPHBIX )
texHosoruii (cuctema KUIIP).

ABTOMAaTH3UPOBAaHHbIE  TEXHOJIOTMH  OOpabOTKH  JIOKYMEHTOB UM  JIOKyMEHTHOMH
uH(poOpMalliy, MPUMEHSEMble B HWHCTUTYTE, JOJDKHBI OTBEYaTh TpPeOOBAHMSAM HACTOSIIEH
HNHcTpyKnuu.

1.5. TpeboBanusa WHCTpyKUMM 1O JEJONPOM3BOACTBY HE paclpOCTPaHSIOTCS Ha
OpraHu3anio  paboTel € JOKYMEHTaMH, COJAEP)KAIllMMU  CBEAEHUS, COCTaBISIOLINE
rOCYJapCTBEHHYIO TalHY.

Ilopsaox opraHuzaluu M BEAEHUS CEKPETHOTO JEJIONPOU3BOJACTBA B HMHCTHUTYTE
OCYIIECTBIISIETCS B COOTBETCTBUM ¢ MHcTpykimeill mo oOecrnedyeHHio pekuMa CEKpEeTHOCTH B
Poccuiickoit @enepauuu, yTBEp)KAEHHOM mocraHoBieHueM IIpaBurenscTtBa Poccuiickoin
®enepanun ot 05.01.2004 No 3-1.

1.6. OcoOeHHoCTH pabOTBl € JOKYMEHTaMH, COJEpXKallUMH KOH(UICHINAIbHYIO
uH(popMalrio (CIyKeOHYI0 U WHYIO TallHYy, MEpCOHAJIbHBIE JaHHbIE), IOKYMEHTaMu ¢ Tpudom
«ACIl»  perynupyroTcs  CHELUAJbHBIMM  HOPMAaTUBHBIMH  aKTaMH  (MHCTPYKLHSAMH,
MOJIOKEHUSAMH, TpaBUiaMH) M omnpenensiorcss B MHCTpyKuuu o mopsake oOpamieHus co
ciy’)keOHON uH(popMalMel OrpaHMYeHHOTO pacmpocTpaHeHus B MunoOpHayku Poccun,
yTBEpkACHHON nprukazoM MunoOpHayku Poccun ot 30.12.2010 Ne 2233.

1.7. TpeGoBanuss WHCTpYKIMH MO JEIONPOU3BOACTBY K paboTe ¢ Oyxraiarepckoi,
Hay4YHO-TEXHUYECKOM M JPYrod CIEHHAIBHOM JTOKYMEHTAallMeW pacnpoCTPaHSIOTCS B 4YacTH
OOIIMX MPUHIMIIOB pabOTHl C TIOKyMEHTaMH, a TaKkKe MOJArOTOBKU JOKYMEHTOB K Iepeaaye Ha
apXMBHOE XpaHEHHUE.

1.8. Opranusanus, BeZleHHe U COBEPLICHCTBOBAHUE CUCTEMBI JOKYMEHTAIIMOHHOTO 00eCcIeueHus
YIPaBICHUS HAa OCHOBE €IUHOW TEXHWYECKOM IIOMMTHKM M IPUMEHEHHS COBPEMEHHBIX
TEXHUYECKUX CPEJCTB B paboTe ¢ JOKYMEHTaMH, METOAMYECKOE PYKOBOACTBO U KOHTPOJIb 32
COOJIIOJICHMEM  YCTAHOBJIEHHOI'O IOpsAKa pPaboTbl C JOKyMEHTaMM B CTPYKTYPHBIX
NOJPa3/eJICHUsAX MHCTUTYTA OCYILECTBIISIFOTCS CEKPETAPUATOM HMHCTUTYTAa B COOTBETCTBHM C



UHCTPYKLMSAMH O TIpaBaXx M OO0SI3aHHOCTSAX pAOOTHUKOB CEKpeTapuaTa M HacTosIled
WMHcTpyKuuen 1o 1enonponu3BoACTBY.

1.9. ®ynkuuu, 3ama4u, NpaBa U OTBETCTBEHHOCTb CEKpETapuaTa pPEerIaMEHTUPYIOTCS
MOJIOKEHUEM, JOJDKHOCTHBIE OO0S3aHHOCTM pPa0OTHUKOB CEeKperapuaTa H  pabOOTHHKOB,
OTBEYAIOIIMX 3a OPraHU3alMi0 paboThl C JOKYMEHTaMH B CTPYKTYPHBIX IOApa3IeICHUIX
HHCTUTYTA, YCTAHABJIMBAKOTCA HHCTPYKIUAMU O IIpaBax U 0053aHHOCTSX.

2. PASPABOTKA, YTBEPXKJAEHUE 1 BHECEHUE
U3MEHEHUU B UHCTPYKIIUIO

Jlnst onpeneneHus: MPUHITMIIOB MOJMTHKH, IEIbI0 KOTOPOHW JODKHBI OBITH CO3JaHHE U
MOJAEP)KAHUE CUCTEMbl YIPABIEHUA JOKYMEHTAMU ayTEHTUYHBIMHU, JIOCTOBEPHBIMH H
IOPUTOAHBIMU ISl HCIIOJI30BAHUSA, CIOCOOHON MOAAEpKHUBATh JIEIOBYIO JEATEIbHOCTh
WHCTUTYTa B OOJIACTH YIIPABJICHUS JOKYMEHTAMH, U JUIS peau3alliy 3TOW 3aJa4d B HHCTUTYTE
pa3pabaThIBaeTCs MHCTPYKLIUS 10 JI€JIOMPOU3BOJICTBY.

NHcTpyKkius 1o ea0mnpon3BOJICTBY pa3padaThIBAETCsl CEKPETapUaTOM B COOTBETCTBUU C
[IpaBunamMu  JenoNpou3BojCcTBA B (hemepalbHBIX OpPraHax HCIOJTHUTEIBHOM  BIIACTH,
yYTBEpXKACHHBbIMU NocTaHoBiIeHHeM lIpaBurensctBa Poccuiickoit ®@enepaunn ot 15.06.2009 Ne
477, ¢ yderoM TNOJOXKEHUH MeToAMYEeCKMX PpEKOMEHJALNM, YTBEPKICHHBIX IPUKA30M
Pocapxusa ot 23.12.2009 Ne 76, u cienmpuky paboThl HHCTUTYTA.

B cooTrBercTBMM C HOpMAaTUBHBIMH TIpaBOBbIMH akTaMu Poccuiickon ®Deaepannu
WHCTPYKIUS TIO JEJIONPOU3BOJACTBY SBIISIETCS OOSA3aTEIbHBIM JTIOKYMEHTOM JUJISI UCIIOJTHEHUS,
3aKpeIUIsieT CUCTEMY JENONMPOM3BOACTBA U pEriaMEHTHPYET TEXHOJOTHI0 paboThl ¢
JIOKyMEHTaMH HE TOJIBKO CeKpeTapuaTa, HO M BCeX paOOTHHKOB HHCTUTYTA.

HNHCcTpyKIMs 10 AENONPOU3BOACTBY YTBEPXKAAETCA PEKTOPOM MHCTUTYTA U BBOJMUTCH B
JIEUCTBUE €r0 IPUKA30M.

VrBepxkaenHas HWMHCTpykuus 1O  JI€IONPOU3BOJACTBY  JTOBOJAUTCS O  CBEACHUSA
CTPYKTYPHBIX MOJIPa3ACICHUN HHCTUTYTA MOCPEICTBOM AJIEKTPOHHOW MOYTHI.

Bnecenne usmenennit B THCTpyKIMIO 1O IE€JIONPOU3BOACTBY OCYILIECTBIISIETCS PUKA3Z0M
pekTopa.

3. OCHOBHBIE ITOHATUA

JoxkymenTupoBanue — ¢ukcauuss HHGPOpPMALMU Ha MaTepUaJbHBIX HOCHUTENSAX B
HOpsi/IKEe, YCTAaHOBJIEHHOM HacTtosiedl MHcTpykuuel u MHBIMM HOPMAaTHBHBIMU IPaBOBBIMU
aKTaMu;

AeJONPOU3BOACTBO — JIEATEIILHOCTh, OOecleuMBaronas Cco3JaHue OQHUIMATbHBIX
JIOKYMEHTOB M OpraHu3aluio paboThl C HUMH;
AOKYMEHT — OQUIMaIbHBIA JOKYMEHT, CO3JaHHbI TOCYIapCTBEHHBIM OPTaHOM,

OpraHOM MECTHOTO CaMOYIPaBJICHUS, FOPUINUECKIM WU (PU3UUECKUM JTUIIOM, OPOPMIICHHBIN B
YCTaHOBJICHHOM TMOPSIIKE ¥ BKIIOYEHHBIH B JOKYMEHTOOOOpOT (hedepanbHOrO oOpraHa
ACHOJTHUTEILHOU BJIaCTH,

JJIEKTPOHHBIH JOKYMEHT — JOKYMEHT, B KOTOPOM HH(OpMAaIus MpeacTaBieHa B
AIEKTPOHHO-IIU(DPOBOIT hopme;

aBTOP A0KYMEHTAa — GU3NYECKOE WM FOPUIUIECKOE JIUIIO, CO3/IaBIIee TOKYMEHT;

BU/J NJOKYME€HTA — INPHUHAIJIIC)KHOCTh HOKYMCHTaA K OHpe)IeHeHHOfl Tpymnmne JOKyMCEHTOB
O MPU3HAKAM COJIEP KaHUS U IIEJIEBOT0 HA3HAYCHHUS,

odopmieHHEe TOKYMEHTAa — IPOCTABICHHE HEOOXOIUMBIX PEKBU3UTOB, YCTAHOBICHHBIX
[paBWIaMU JOKYMEHTUPOBAHUS;

JJIeKTpOoHHAass nHu(poBas MNOANMNCh — PEKBU3UT AJIEKTPOHHOTO JOKYMEHTa,
HpeI[HaBHa‘IeHHBIﬁ AJId 3alllUThI JaHHOT'O 3JICKTPOHHOI'0 JOKYMCHTA OT MOAJCIIKH, HOHy‘ICHHBIfI
B pe3ylbrare Kpumnrorpaduueckoro mpeoOpazoBaHuss HHPOPMAIMH C HCIOJIb30BaHUEM
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3aKpBITOrO KIIOYa 3JEKTPOHHOM HU(GPOBON MOAMUCH W TO3BOJSIOIIUN HIEHTUDUIUPOBATH
BJaJeNblla CepTH(HKATa KIOYa IOANUCH, a TaKXKe YCTaHOBHTb OTCYTCTBUE HCKa)KEHUS
nH(}OpMaLUU B JJIEKTPOHHOM JIOKYMEHTE;

PEKBH3UT JOKYMEHTA — 0053aTeIbHbII 2IeMEHT 0OPMIICHHS TOKYMEHTA;

0JIaHK JOKYMEHTa — Ha0Op PEKBU3UTOB, HACHTUGUIUPYIOUINX aBTOpa O(GUIUAIBHOTO
MHMCbMEHHOTO JIOKYMEHTA;

NOVIMHHUK JOKYMEHTA — TEePBbIil WM €IMHCTBEHHBIHN SK3EMILIAP TOKYMEHTA;

KONHUS JOKYMEHTa — JOKyYMEHT, IIOJHOCTBIO BOCIPOHM3BOMSIINN HHPOPMAIUIO
MOJJIMHHHUKA TOKYMEHTA U €r0 BHEIIHUE MPU3HAKU, HE UMEIOIIUN IOPUANYECKON CUJIBL;

3aBepeHHasi KONMS — KOIHUS JJOKYMEHTa, Ha KOTOPOU B COOTBETCTBUU C YCTAHOBJICHHBIM
MOPSIKOM MPOCTABIISAIOT HEOOXOIMMBIE PEKBU3HTHI, IPUAAIOIINE €l FOPUIUUECKYIO CUITY;

o0pamnieHue rpa’>KIaHUHA — HAMIPaBJICHHBIC B TOCYJAapCTBEHHBIN OpraH, OpraH MECTHOT'O
CaMOYIpPAaBIECHUSI WU JODKHOCTHOMY JIMIYy IHChMEHHBIE TMPEUIOKEHHUE, 3asBICHUE WU
xano0a, a TakyKe YCTHOE oOpallieHre TpakJaHnHa B TOCYIapCTBEHHBIN OpraH, OpraH MECTHOTO
CaMOYIIPaBIICHUS;

IOpHIHYeCcKasl CUJIa JOKYMEHTAa — CBOMCTBO O(QHIMAIBHOTO JOKYMEHTa, COOOIaeMoe
eMy JIeHCTBYIOIIMM 3aKOHOJATEJIbCTBOM, KOMIIETEHIIMEH W3JaBIIEr0 €ro opraHa U
YCTaHOBJICHHBIM MOPSAKOM OPOPMIICHUS;

yHuuiupoBaHHass ¢opMa JOKYMEHTAa — COBOKYIHOCTb PEKBHU3UTOB M THIIOBBIX
(GparMeHTOB TEKCTa JOKYMEHTAa, YCTAaHOBJICHHBIX B COOTBETCTBUM C PEIIAEMBIMH B JIAHHOH
chepe OeATENBHOCTH 3aJauaMU M PACIHOJIOKEHHBIX B OMPEICIICHHOM IOpPSAKE Ha HOCHTENE
uH(popMaLuu;

madoH Oaanka (yHUPUUUPOBAHHOH ¢GopMbI JOKyMeHTa) — OJaHK JIOKyMEHTa
(yaudunupoBanHas opMa TOKyMEHTa), IPEACTABICHHBINA B DJIEKTPOHHOH Qopme;

AOKYMEHTO0000POT — IBUKEHHUE JOKYMEHTOB C MOMEHTA UX CO3[IaHUS UJTU TIOJY4YEHHUS 10
3aBEPIICHHS UCTIOJIHEHUS, IOMEIIEHUS B /10 U (W) OTIPABKY,

00beM JOKYMEHT0000pOTa — KOJIMYECTBO JOKYMEHTOB, MOCTYNHUBIINX B OPraHU3ALNI0 1
CO3/IaHHBIX €10 3a ONPECIICHHBIN EPHO/;

perucTpanus JOKYMEHTAa — IPUCBOEHUE JOKYMEHTY PETUCTPAlMOHHOTO HOMeEpa M
3aMMch B YCTAHOBJICHHOM HOPSJIKE CBEACHUN O IOKYMEHTE;

HOMEHKJIATYpa JeJl — CUCTEMAaTHU3UPOBAHHBIM II€pEYEHb HAWMEHOBAaHWM  Jedl,
dbopmupyeMbIX B (efepalbHOM OpraHe HCIOJTHUTEIBHOW BJIACTH, C YKa3aHHEM CPOKOB HUX
XPaHEHHUS;

JIKCIEPTU3A IEHHOCTH JOKYMEHTOB — H3YYCHUE IOKYMEHTOB HA OCHOBAHUU KPUTEPHUEB
WX I[IEHHOCTH B IIEJISIX OINpEeIeIeHHs] CPOKOB XpaHEHHS JOKYMEHTOB U 0TOOpa UX JAJsl BKIFOUSHUS
B coctaB ApxuBHoro ¢hoHaa Poccuiickoit denepanuu;

AeJI0 — COBOKYITHOCTh JOKYMEHTOB WJIM OTACJIbHBIN JOKYMEHT, OTHOCAIIMECS K OJHOMY
BOIPOCY WJIM YYaCTKY A€STEIbHOCTH HHCTUTYTA;

¢dopmMupoBanue jgesa — TPYNIHUPOBKA HCHOJHEHHBIX JOKYMEHTOB B JIEJI0 B
COOTBETCTBUHU C HOMEHKJIATYpPOH JIeT;

cayx0a 1eJJONpPOU3BOIACTBA — CTPYKTYPHOE MOJpPA3JCICHHE, Ha KOTOPOE BO3JI0KEHBI
GYHKIMM TI0 BEACHHUIO JICTIONPOU3BOJCTBA, a TakKe JIHMIA, OTBETCTBEHHBIC 3a BEICHUE
JIETIONPOU3BOJICTBA B IPYTUX CTPYKTYPHBIX MOAPA3AECIECHUAX HHCTUTYTA.

4. CO3JAHUE JOKYMEHTOB B MHCTUTYTE

4.1. Bi1aHKHM 10KYMEHTOB

bnaHku JOKyMEHTOB pa3pa0aThIBAIOTCSI HA OCHOBE YIVIOBOIO WM IPOJOIBHOIO
BAapUaHTOB pPAacCIOJIOKEHUSI PEKBM3UTOB. IIpy yrioBoM BapuaHTe pEKBU3UTHI OJaHKa
pacIoyaratoTcsi B BEpXHEM JIEBOM YTy, IPU MPOJO0IBHOM — IOCEPEANHE JIUCTA BJIOJIb BEPXHETO
HOJIS.



JIOKyMEHTBI, CO3/1aBaeMbl€ B UHCTUTYTE, TOJIKHBI OPOPMIISIThCS Ha OJIaHKaX UHCTUTYTA U
UMETb YCTAHOBJICHHBIN KOMIUJIEKC OO0S3aTeNbHBIX PEKBU3UTOB M CTAOMJIBHBIA MOPSIOK HX
PacroI0KEHUS.

Pacnono)keHne  pekBU3MTOB Ha  OJIaHKaxX  OpraHU3alMOHHO-PACIIOPSIUTENbHbBIX
JTOKYMEHTOB 10JDKHO cooTBeTcTBOBaTh ['OCTy P 6.30-2003 «YHudumupoBaHHbIE CHUCTEMBI
JIOKYMEHTaL1H. YauduuupoBaHHas cucTema OpraHHU3alMOHHO-PACIOPSAIUTEILHON
JOKyMeHTanuu. TpeOoBaHus K O(OPMIIEHHIO JIOKYMEHTOB», BBEJECHHOMY B JIeWCTBUE
01.07.2003, u IlpaBunam aenonpou3BoOACTBa B (hefepaibHBIX OpraHax WCHOJTHUTEIBHOM BIIACTH,
YTBEpKJICHHBIM TTocTaHoBiieHMeM [IpaButenbctBa Poccuiickoit denepannu ot 15.06.2009 Ne
477.

Kaxxapiit muct nokymeHnTta, opOpMIICHHBIHN Kak Ha OJlaHKe, Tak U 0€3 Hero, JOKEeH UMETh
CIEAYIOLIME Pa3MeEPBI MOJICH:

20-30 MM - J1eBoe (HA TOKYMEHTAX MOCTOSIHHOTO XpaneHusi — 30 mm);

10-15 MM - npaBoe;

20 MM - HIJKHeE;

20 MM - BepxHee.

B nHCTUTYTE yCTaHOBIIEHBI CIIEAYIONINE BUABI OTAHKOB:

OJaHK aKTa O mepejaye el P YBOJIbHEHUN

paboTHUKA, OTBETCTBEHHOTO 32 JIEJIONPOU3BOJICTBO,

U pyKOBOJUTENS CTpYKTYpHOro noapasaenenus (Ilpuioxenue Ne 2)

osank npukasa (Ilpusioxenue Ne 3)

onank pacriopspkenus (Ilpusioxenue Ne 4)

Os1aHk nosiHoTO TIpotokoia (Ipuiioxkenue Ne 5)

Omank kpatkoro npotokona (IIpuioskenue Ne 6)

Onmank BeImUCKU U3 potokona (Ilpuno:xkenue Ne 7)

oOuuii O1aHK MHCTUTYTA,

O6mank c mnpumeHeHueMm kojoHTHTyna (Ilpuiaoskenue Ne 8) OnanHk ciyxeOHOro
(memoBoro) nuckma (Ilpuiio:kenue Ne 9)

OJIaHK YKa3aHUs 10 UCIIOJIHEHUIO JOKYMEHTa

(pezomtorust) (Ipusioxkenue Ne 10)

mucT — 3aBeputeisb (Ilpunoxenne Ne 11)

JEJIO Ne (o6mosxka) (Ipusioxenne Ne 12)

OnaHK «AKT O mepesiaye JOKYMEHTOB ITOCTOSTHHOTO

u anuTenbHoro (csbiiie 10 j1eT) XxpaHeHus B apXuB

nHctutyTtay (Ilpniaoxenne Ne 13)

051aHK «AKT 00 YHUYTOXKEHUH KOHTPOJIbHBIX,

pacueTHO-rpauIecKUX U KypCOBBIX padoT

(mpoekTtoB) 1o kadenpe» (Ipusioxenne Ne 14)

O5aHK «AKT O BBIJIEIEHUH K CIUCAHUIO JOKYMEHTOB,

He nojyexamux xpaHeHuto B » (Ilpuiiokenue Ne 15)

OmaHK «AKT O mepesiadye JUIIIOMHBIX IPOEKTOB

B apxuB uHcTUTyTa» (IlpHnoxenune Ne 16)

OnaHK «AKT 0 He OOHapYKEHUU JIe], TyTH

po3bicka KOTOphIX ucuepnansy (Ipuiaoxenne Ne 17)

Ynorpebdienue OJAaHKOB NPOM3BOJIBbHON (OpPMBI He paspelaercsi. 3aka3 Ha
U3TOTOBJICHHE OJIaHKOB MPOU3BOAMUTCS dYepe3 cekpeTapuaT. 3aka3 Ha OJaHKW MOXET OBITh
VCIIOJIHEH C IPUMEHEHUEM OPI'TEXHUKH ITOCPEACTBOM IEKTPOHHON MOUTHI.

IIpu BeneHuMu nepenuckM MeK1y CTPYKTYPHBIMHU MNOApPa3JejieHUSIMM HHCTHUTYTa
3anpemaercs UCMoJIb30BaHMe YIJIOBBIX 0JIAHKOB (0J1aHKOB MHUCEM) HHCTUTYTA.

4.2. CocTaB 10KYMEHTOB HHCTUTYTA

42.1. B [eATeIbHOCTH MHCTUTYTAa CO3JAKOTCH KOMILIEKCHI [OKYMEHTOB,
OTHOCSIIIHECS] K cHCTeMaM:



- OPraHM3alMOHHO-NIPABOBOIi JOKYMEHTAIlMM: yCTaB, OpraHU3allMOHHas CTPYKTypa
WHCTUTYTA, KOJUICKTUBHBIA JIOTOBOp, IITAaTHOE pACIUCAHHUE, MOJIOKEHUS O CTPYKTYPHBIX
MOJpa3elieHUsIX, KOJJIETHAJIbHBIX U COBEINATENIbHBIX OpraHax, IpaBHia, IOJOKEHUs,
WHCTPYKIUHU, PErJIAMEHTUPYIOIME OTJEJIbHbIC HAMpPaBJICHUS JEATETbHOCTH WHCTUTYTA,
MHCTPYKIUU O MpaBax U 005S3aHHOCTIX PaOOTHHUKOB;

- OPraHU3aLMOHHO-PACTIOPSAAMTEIbHON JOKYMEHTAIUM: TPUKA3bl U PACHOPSIKEHUS
peKTOpa M MPOPEKTOPOB; PEIHICHHUS YUYEHOTO U PEKTOPCKOTO COBETOB; PEIICHUS COBETOB
CTPYKTYPHBIX TMOJPA3ACICHUM; PEIICHHUS COBETOB I10 pPAa3jIU4YHbIM BHJAM JIEATEIbHOCTH;
pacropsHKeHUs JIEKaHOB;

- IVIAHOBOM JOKYMEHTAIIMH: TIPOTPAMMBI, TUIAHBI, TPpa(UKH;

- OTYETHOM JOKYMEHTALIMHU: OTUYETHI (CTATUCTUYECKUE, BEIOMCTBEHHBIE,

BHYTPUUHCTUTYTCKHUE), CIPABKUA OTYETHOT'O XapaKTepa;

- UH(OPMALMOHHO-CIIPABOYHOI JOKYMEHTAIMU: MIPOTOKOJIBI, aKThl, aHATUTHYECKUE
CIIPABKH, JOKJIAHBIC U CITYKEOHBIC 3allMCKH, MPEICTABICHUS, 3asBICHUS, AeloBas (CIIykeOHas)
nepernucka u ap.,

- IOTOBOPHOIi TOKYMEHTALHM: JIOTOBOPHI TPAXKAAHCKO-TIPABOBBIE U JIOTOBOPHI B cepe
TPYJOBBIX OTHOILIEHUI, COTTIAIlIeHNUs, KOHTPAKTHI;

- JOKYMEHTAallMH, OTPaXKAaIIIeH 00pa30BaTeIbHBIA MPOIECC B MHCTUTYTE: 3aUCTHBIC,
9K3aMEHAIIMOHHBIE BEJOMOCTH; CIIMCKH, SK3aMEHAIIMOHHBIE OMIIETHI U JIP.

4.2.2. B memax 3(h(EeKTHBHOrO HWCIONB30BAHUS MHOXKHUTEIBHONH W KOMITBIOTCPHOM
TEXHUKU B MHCTUTYTE YCTaHABJIMBAIOTCS €IMHBbIC MpaBuia 0GOPMIICHHS TOKYMEHTOB, KOTOPbIE
YTBEP)KJAIOT CTAOMWJIBHBIA COCTaB PEKBU3UTOB, WX pACHOJOXKEHHE U  OQOpMIICHHE,
o0ecreunBarOT IOPUAMYECKYI0 CHIY JOKYMEHTOB, OINEpaTUBHOE M KayeCTBEHHOE HX
HCIIOJIHEHUE, TOMCK ¥ BO3MOXHOCTh aBTOMAaTU3UPOBAHHOW 00pabOTKU JOKYMEHTOB.

Jis  cokpamieHuss KOJMYeCTBa MPHUMEHseMbIX (OpM JIOKYMEHTOB B HHCTUTYTE
pa3zpaboTtansl yHUGUIIEPOBaHHBIE (POPMBI 10KYMeHTOB (YD /).

4.2.3. YOJI BxmroyaroTcsi B Ta0enb YHUGUIIUPOBAHHBIX (OPM JOKYMEHTOB MHCTUTYTA —
MepeUYeHb pPa3peIIeHHBIX K MPUMEHEHHUIO (OPM TOKYMEHTOB, YKa3aHHBIX B MPHUIIOKEHUSIX
JAHHOW MHCTPYKIIMH.

Benenue Ttabens, BHECEHHE B HEro M3MEHEHHi, KOHTPOJIb 3a NMPUMEHEHHEM OJIaHKOB
OCYLIECTBJISIET CEKpeTapuar.

4.3. IlpaBuia opranuzanuu padoTsl ¢ JOKYMEHTaAMH

43.1. PabGotra c JOKyMeHTaMH, pa3pabaThIBAEMbIMU JOJKHOCTHBIMHU  JIUIIAMHU
(CTpYKTYpHBIMH  TOJpA3JCICHUSIMIA) HWHCTUTYTa B IENIX OOCCIEYeHHUs] YNpPaBIEHYECKUX
pElIeHUI U 1eMCTBUI BHYTPEHHETO XapakTepa, pernoiaraer:

a) MOATOTOBKY MPOEKTa JOKYMEHTa;

0) pelakTUpPOBaHHE TEKCTA MPOEKTa JOKYMEHTA,

B) COIIaCOBaHUE MPOEKTa IOKYMEHTA;

r) 1opaboTKa MpoeKTa JOKYMEHTA 10 3aMEYaHUsIM;

1) ohopmIIeHIE OKOHYATETLHOTO TEKCTA MPOCKTA JOKYMEHTA,

€) yrBepxKaeHue (ToMucaHue) TOKYMEHTa;

) PErUCTpalLMIO TIOKYMEHTA;

3) TUPKUPOBAHUE JTOKYMEHTA,

1) mepeaayy pabodyMX HK3EMIUIIPOB JOKYMEHTa COOTBETCTBYIOIIUM JOKHOCTHBIM
auuaM (CTPYKTYPHBIM MOJAPA3IEIEHUAM) JJIsl IPUMEHEHUSI B IPAKTUYECKON AESATENbHOCTH WIIU
JUTSL UCTIOJTHEHUS JOKYMEHTAa;

K) MMOMEUIEHUE KOHTPOJIBHOTO IK3EMIUISIPa IOKYMEHTA B JIEJI0;

J1) TIOCTEAYIOIIee XpaHEHUE B padoTy C TOKYMEHTOM (JI0 TIepe/layu ero B apXWUB WM Ha
YHUUYTOKEHHUE).

4.3.2. [loaroToBKa MpPoOEKTa JOKYMEHTA MPOU3BOJIUTCS PAOOTHUKOM, OTBETCTBEHHBIM
3a €ro UCIOJIHEHUE:!



a) TI0 PacHopsDKEHUIO (YKa3aHHIO) TOJDKHOCTHOTO JIMIA MHCTUTYTAa, KOTOPOMY MOIYHHEH
JTAHHBIA pabOTHUK;

0) B MHUITUATUBHOM TTOPSIJIKE;

B) BO UCIIOJIHEHUE PAHEE NOJyUYEHHOTO JOKYMEHTA.

[Ipu moAroToBke MpoeKTa JTOKyMEHTa OTBETCTBEHHBIN HUCIIOJIHUTEND ONpEAeseT o0muii
HOPSIOK WUCIOJMHEHUsI W, UCXOAS M3 ITOTO, paclpenesisieT OOS3aHHOCTH MEXKIY OCTaJIbHBIMU
UCIIOJHUTENIIMU, YYacTBYIOIIMMU B paboTe HaJa MNPOEKTOM JOKyMeHTa. J[is MOAroTOBKHU
IIPOEKTa JOKYMEHTA UCIIOIb3YIOTCS:

a) TUNoBbIe (YHU(DHUITUPOBaHHBIC) (DOPMBI TOKYMEHTOB, pa3pab0OTaHHbIC B HHCTUTYTE JJIS
IOJATOTOBKU JJOKYMEHTOB, OIIPEJIEIIEHHOTO BUAA;

0) Martepuaibl JEIOBOM MEpPEenUCKH IO BOIPOCY, COCTABISAIOIIEMY IpeAMET (Temy)
JIOKYMEHTA;

B) TMOJOXEHHUS 3aKoHOAaTrenscTBa Poccuiickoit ®denepanuu, peraiaMeHTHPYOIINE
BOIPOCHl JIEATEIbHOCTH HMHCTUTYTa (CTPYKTYPHOTO MOJpa3esieHus, NOJDKHOCTHOIO JIHIa),
COCTaBIISIONIEH MpeaMeT (TeMy) JOKYMEHTa;

r) TpeOOBaHUS TOKYMEHTOB, PErJaMEHTHUPYIOIINE BOIPOCHI AEATEIBHOCTH WHCTHTYTA
(CTpYKTYpHOTO TMOJApa3JelieHus, JAOKHOCTHOTO JIMIIA), COCTAaBJISIONICH MpeaMer (Temy)
JIOKYMEHTA.

4.3.3. PejakTupoBaHne TEKCTa MPOEKTA JOKYMEHTA IIPOU3BOJUTCS C LENbIO:

a) YTOYHEHHUs (JOTIOJIHEHUS) €r0 CTPYKTYPBI U COJIEPKaHUS;

0) cokpaleHus TEeKCTa, TaK KaK TOYHOCTh JOKyMEHTa HEpa3phIBHO CBfA3aHA C €ro
KPaTKOCThIO;

B) BBISBICHUS U HUCKIIOYEHUS U3 TeKcTa opdorpapuueckux, CHHTAKCUYECKHX,
CMBICIIOBBIX, (PAKTOJOTMYECKHX W HHBIX OMHMOOK, MCKKAIOUIMX COJEpKAHWE NOKYMEHTa WU
3aTPyIHSIONIUX €T0 BOCIPUATHE U U3YUEHHUE B MPOIlecce 03HAKOMIICHUS C HUM aJipecara.

YTouHeHue (JOMOJIHEHHE) CTPYKTYpbl M COJEp)KaHUs TEKCTa IPOEKTa JIOKyMEHTa
MPOU3BOJUTCS B TPOIECCe YTEHHsS OyMaKHOTO OpHTMHAaia WIM B DJIEKTPOHHOM BapHaHTE W
BHECEHHUSI B HETO COOTBETCTBYIOIIMX MOMETOK (3ameuanwii). [lo pesynbpraTtam pegakTHpOBaHUS
TeKCTa MPOeKTa JOKYMEHTa BHOCUTCS TIPaBKa.

4.3.4. 3aBepmiaeT TPOLEAYPY PENAKTUPOBAHUS €ro KOHTPOJIbHAS pacredarka. ITOT
BapHaHT TEKCTa CJelyeT BHUMATEIbHO MPOYUTATh J0 TOTO, KaK OTIPABUTH MPOEKT JOKYMEHTa
Ha COIJIacOBaHHUE.

4.3.5. OdopmneHne MpoeKTa T0KyMEHTa IPOU3BOIUTCS B COOTBETCTBUH C TPEOOBAHUSIMU
WHcTpyKiun u Cc  y4deToM TpeOOBaHUM, MpenbsABIsSEMBbIX YyKa3aHHOM WHceTpykumend K
KOHKPETHBIM BUJIaM JIOKyMEHTOB.

4.3.6. Ilpu npueme ohOpMIEHHOTO MPOEKTa JOKYMEHTa PA0OTHHK 00SI3aH MPOBEPHUTH
MPABUIIBHOCTH €r0 OOPMIICHHS ¥ TIPU HEOOXOAMMOCTH MOTPEGOBATH YCTPAHEHHSI UMEIOIINXCS
B 0()OPMIIEHUHU MTPOEKTA JOKYMEHTa HEJOCTATKOB.

4.3.7. IlpoekT nOKyMeHTa, O(GOPMIIECHHBIM HauIeXkKalMM o00pa3oM, Mepeaaercs
CEeKpeTapro JUIs MPECTABICHNUS HA MOANMUCH (YTBep KIeHHe) PYKOBOACTBY HHCTHTYTA.

4.4. OpopmiieHUE PEKBU3UTOB JOKYMEHTOB

JIOKYyMEHTBI, CO3/]aBacéMble WHCTHTYTOM, UMEIOT CTaOWIIBHBIA COCTaB PEKBU3UTOB, MX
pacrionoxeHue u odopmieHue. JIOKyMEHT UMEeT MPUIUYECKYI0 CUIy TpH HaIU4YUd
PEKBU3UTOB, 00S3aTEIFHBIX TSI JAHHOTO BHJIA JIOKyMEHTA: HAMMEHOBAaHNE HHCTUTYTA, Ha3BaHHE
BUJA JOKYMeHTa (YHUDUIIMPOBAHHOW (OPMBI OKYMEHTA), J1aTa, PETUCTPAllMOHHBIA HOMED,
AHHOTAIHS JOKYMEHTA, TEKCT, BU3bI, TOJIUCH, PACIIH(POBKA ITOIITUCH.

IIpu moaroToBKe JOKYMEHTOB MpuMeHseTcss TekcToBbli pemakTop Word for Windows
Bepcuu ot 6.0 u BhIIe ¢ Ucnoiab3oBanueM mpudToB Times New Roman pasmepom Ne 12 (mmst
opopmieHus TaOIMUHBIX MarepuanoB), pasmepoM Ne 14 1ms BceX OCTalbHBIX BHUIOB
JIOKYMEHTOB 4epe3 1 MeKCTpOUYHBIN MHTEpBAJI.

TekcTsl meyaTaroTCs OT JIGBOM I'PAaHUIIBI TEKCTOBOTO IMOJISI M BEIPABHUBAIOTCS TI0 JIEBOHM U
MpaBoOi rpaHUIIAM TEKCTOBOTO MOJIs (110 MHUPUHE CTPAHULIBI).



[TepBas cTpoka abG3ara HaumHAETCS Ha paccTosHUU 1,25 cM (mecras OykBa) OT JIEBOM
TpaHUIIBI TEKCTOBOTO TOJIS.

B mnpomecce moAroToBku UM oQOpPMIIEHHS MPOEKTOB JAOKYMEHTOB COCTaB PEKBU3UTOB
MOYET OBITH JIOTIOJIHEH APYTUMH PEKBU3UTAMH, €CIIH TOTO TPpeOyeT Ha3HAUYCHHE TOKYMEHTa, €ro
00paboTKa u T.J.

VY cTaHOBIEH CIIENYIOIUN COCTAB PEKBU3UTOB JOKYMEHTOB HHCTUTYTA!

a) HAMMEHOBaHHE yUpeaUTeNs

0) JTOTOTHUIT MHCTHTYTA;

B) HAUMEHOBaHWE UHCTUTYTA,

I') JOJDKHOCTH JIUIA — aBTOpA IOKYMEHTA;

1) IOANKCH JOJHKHOCTHOTO JIHIIA;

€) BUJ IOKYMEHTA;

) MECTO COCTaBIJIeHUs (M3aHMs) TOKYMEHTA;

3) CTIpaBOYHbIE TAHHBIE 00 WHCTHUTYTE,

1) ajpecar;

K) JlaTa JOKYMEHTA,

JI) pETUCTPALIMOHHBI HOMEP JOKYMEHTA;

M) HAUMEHOBaHUE JTUOO aHHOTAIUA JOKYMEHTA;

H) TEKCT JOKYMEHTA;

0) CChUTKA Ha UCXOMSIIUI HOMEp U JaTy JOKYMEHTa a/IpeCaHTa;

1) OTMETKa O HaJIHYUU TPUIIOKEHUI;

p) rpud cormacoBaHus;

c) rpud yTBEpKIACHHUS;

C) BU3a,

y) OTTHUCK IeYaTy;

() oTMeTKa 0 3aBEpEHUH KOIHH,

X) OTMETKa 00 MCIIOTHUTEINE;

11) YKa3aHHsl 110 UCTIOJHEHHIO TOKYMEHTa (pe30ItoLus);

9) OTMETKA O KOHTPOJIE JOKYMEHTa;

1) OTMETKa 00 UCIIOJIHEHUHU JOKYMEHTA,

II) OTMETKa O KOH(PHUICHIMAIBHOCTH, KOTOpas OQopMmisieTcs B COOTBETCTBHM C
NIPaBUJIAMU;

3) OTMETKA O TIOCTYIUICHUH.

Kpome nepeunciieHHbIX peKBU3HUTOB, MTPH MOATOTOBKE TOKYMEHTOB U B Ipoiiecce paboThl
C JIOKYMEHTaMH MOTYT HCIOJIb30BaThCs JIPyrue PEeKBU3UTHI, HapUMep, OTMETKH «CpodHO»,
«OnepatuBHO», «I1oa7I€KUT BO3BpATY».

4.4.1. HaumeHOBaHME HHCTUTYTA

HanmeHoBaHMe HHCTUTYTa YKa3bIBAETCS B TOYHOM COOTBETCTBUHU C Y CTaBOM HHCTHUTYTA.
CoxpaleHHOe HAUMEHOBaHHE TOMEIIAETCs] B CKOOKaX BCJIE 3a MOJHBIM HAMMEHOBAHUEM.

HanmeHoBaHMe MHCTUTYTA HAa PYCCKOM SI3BIKE:

MOJTHOE —  YacTHOe  YupexJleHue  Bbicmiero oopasoBanus  «HMHcTHTYT
rocyJ1apcTBEeHHOT0 aIMUHUCTPHPOBAHNS;

cokpaiienHoe — UY BO «UT'A».

4.4.2. JIoJKHOCTB JIMIIa — aBTOPA TOKYMEHTa

JIOJDKHOCTB JIMIIAa — aBTOpa IOKYMEHTa yKa3bIBaeTcs B OJaHKaX MHUCEM, MMEIOLINX MPaBO
MCIIOJIb30BaTh OJJAHKK MTUCEM YCTaHOBJIEHHOTO 00paslia.

4.4.3. CnpaBouyHbI€ JaHHBIE 00 HHCTUTYTE

CrpaBouHble JaHHBIE YKa3bIBAIOTCS B OJaHKaX CIY>KEOHBIX MHCEM U BKJIIOYAIOT B ceOs:
MOYTOBBIN afpec nHcTUTYTa (JlennHckuil mpocnekT, 1. 80, r. Mocksa 119261), Homep Tenedona
8(499) 131-95-24, daxca 8(499) 131-99-79 odwurmansHbIi aapec smeKTpoHHOM moutsl (E—mail:
info@iga.ru)/



4.4.4. Bua nokymeHTa

Bun nokymeHta JOMDKEH COOTBETCTBOBATH €ro COJEpIKAaHUIO, (opMaM JTOKyMEHTOB,
npuMeHseMbIX B By3e. HaumenoBanue Buna u3naBaemoro gokymenrta (IIPUKA3, [TPOTOKOJI,
CJIIYVJKEBHAS  3AIIMCKA, JOKJIIAJIHAS  3AIIMCKA) Bkimouaercs B OJIaHK
COOTBETCTBYIOIIIETO BHAA JOKYMEHTOB WJIM YKAa3bIBAa€TCS COCTABUTEJIEM IpPU IOATOTOBKE
JOKYMeHTa U 0(hopMIIsieTcsl IPOMMCHBIMUA OYKBaMU C BBIPABHUBAHUEM I10 IIEHTPY 0e3 ab3aIiHoro
OTCTYIIA.

HanmeHnoBanue BuAa W Pa3sHOBUAHOCTU JOKYMEHTa HE YKa3bIBACTCS B CIYXKEOHBIX
(1emoBBIX) MUCHhMaX (KpOME rapaHTHHHBIX ITHCEM).

4.4.5. Mecto coctaBieHus (U3/1aHNs) JOKYMEHTA

MecTto cocraBieHus (M3laHus) JTOKYMEHTa YKa3blBaeTcs B OJIaHKaX JIOKYMEHTOB
WHCTUTYTA.

4.4.6. Jlata nokymeHTa

JlaToli TOKyMeHTa SIBISieTCsl JaTa e€ro HoJAnucaHus (IIpUKa3bl, PaclopsDKEHUs, MUChbMA,
cityxeOHbIe 3aMUCKU, aKThl U JIp.); U1l JOKYMEHTa, MPUHUMAEMOT0 KOJIJIETHaIbHBIM OPraHOM, —
JlaTa ero MpUHSATUS; JUIsl TOKYMEHTa, TPEOYIOIEro ero yTBepKIeHHs, — JaTa €ro yTBEepKIeHus
(MHCTpYKLMSI, TpaBWJIa, PErJIaMEHT, IUIaH, IOJIOXKEHHe, OTYeT); JUIsl MPOTOKOJOB — Jara
COOBITHS, 3aUKCUPOBAHHOTO B IOKYMEHTE.

Jlata J1OKyMEHTa NPOCTaBIAETCS JOJDKHOCTHBIM JIMLOM, MOJINUCHIBAIOIIUM WU
YTBEPKAAIOIIUM JOKYMEHT, WIM YIpaBICHUEM JeJaMU IPU PErUCTpalMM JOKYMEHTa, WIN
HEMOCPEJICTBEHHO COCTABUTEIEM IPH MOJATOTOBKE TOKYMEHTa (IOKJIaaHas, CirykeOHas 3aIucKa,
3asiBJICHUE).

JInst TOKyMEHTOB, COCTaBJIEHHBIX OJHOBPEMEHHO HECKOJIBKUMHU OpraHU3aLMIMH, 1aTOM
JIOKYMEHTA SIBIISICTCA JaTa NOANMCAHUS €r0 IOCIIEIHEN OpraHnu3auei.

Jlata mnoamnucaHusi, YTBEPXKIEHMS, COIJIACOBAHMUS JIOKYMEHTa, a TaKXe JarThl,
coJIepKaIirecs: B TEKCTE, JODKHBI 0POPMIISATHCS TM(PPOBBIM CIIOCOOOM.

Jlaty nokyMeHTa opOpMIISIOT:

apabckuMu 1UpaMu B MOCIEA0BATEIbHOCTH: I€Hb MecsIa, MeCsI, ToJl B OJIHY CTPOKY.
Jenn mecsra u mecsiy opopMIISIIOT ABYyMS MapaMu apaOckux nuudp, pa3aeIeHHbIMUA TOUKOW; TOJT
— geThIpbMs apadckumu udpamvu: 18.01.2011.

CJIOBECHO-LIM(POBBIM criocoOoM, Hanpumep, 18 ssuBaps 2011 r.

Ilepenoc (pa3psbIB) 1aThI € OAHOI CTPOKM HA APYIYI0 CTPOKY He JOIyCKaeTcs.

B TekcTtax TOKYMEHTOB, COZEpIKaIllUX CBEACHUS (MHAHCOBOTO XapakTepa, MIPUMEHSETCs
cioBecHo-1UPpoBoit criocod opopmienus nat: 02 dbespans 2000 r.

Ecnu nopsiikoBelid HOMEp Mecsilia WK JIeHb COCTOST U3 OJHOW IUQPBHI, TO Nepes HUMHU
npoctasisiercst 0. Hanpumep, 1 urons 2001 rona cnexyer opopmisates: 01.06.2001 wim 01 uroHs
2001 r.

[Ipu cceuike B TEKCTe HAa TMPABOBOM aKT WIJIM WHOW JOKYMEHT nara OQOpMIISIETCS
cnenyromum obpazom: Ykas [Ipesunenta Poccuiickoit ®enepanuu ot 12.01.2011 Ne 1919 unu
Vka3 [Ipesunenra Poccuniickoit ®deneparuu ot 12 guBaps 2011 r. Ne 1919.

Bce cnyxeOHble OTMETKHM Ha JIOKyMEHTE, CBS3aHHBIE C €ro IMPOXOXKICHHEM U
UCIIOJTHEHUEM, JaTUPYIOTCS, TMOAMKMCHIBAIOTCA JIOJDKHOCTHBIM JIMIIOM, U MPOCTaBIISAETCS
pacm@poBKa MOAMNKCH.

4.4.7. PerucTpanMOHHBbIH HOMEP T0KYMEHTA

PerncrpannoHHbiii HOMep JOKYMEHTA IIPOCTABIIETCS B COOTBETCTBUU C CHUCTEMOMU
PETHCTpALUH, IPUHSATON B HUHCTUTYTE.

PerncrpanuoHHblii HOMep NPHCBAMBAaeTCA JOKYMEHTY IIOCJe ero mnOANHCAHMA
(yTBepxaeHust).

PerucrpanuonHslii HOMEP AOKYMEHTA, U3JAHHOIO COBMECTHO C APYrOWM OpraHu3aluei,
COCTOUT W3 pAa3JeJICHHBIX KOCOM 4YepTOM pPEruCTPAallMOHHBIX HOMEpPOB, IPUCBOEHHBIX
OpraHu3alMsIMU-aBTOpaMH  JIOKYMEHTa M  PACHOJIOKEHHBIX B  IMOCIEAOBATEIIbHOCTH,
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COOTBETCTBYIOIICH 0003HAYEHHWI0O HAWMMEHOBAHWM OpraHM3aliii B 3arojOBOYHON YacTH
JIOKYMEHTA.

4.4.8. Ccbuika HA MCXOASA NI HOMEP M JAaTy JOKYMEHTAa

Ccbulka Ha MCXOJAIIMN PEruCTPallMOHHBIM HOMEp M JaTy JOKYMEHTa BKIJIIOYAETCs B
COCTaB PEKBU3UTOB OJIaHKa MHChbMa, KOTOPAasi MPOCTABISETCS] MCIIOJHUTENIEM MPU MOJATOTOBKE
[MCbMa-OTBETA.

[Ipu oopmiieHHH OTBETHBIX MUCEM MPHUBOJIUTCS CChUIKA Ha HOMEp M JaTy BXOJSIIETO
JIOKYMEHTa, Ha KOTOPOE J1aeTCs OTBET.

Hanpuwmep,

Ha Ne 25-1785 ot 30.03.2010.

Janee B TekcTe MMCbMA CCHLIKA HA HUCXOASIIMIi HOMep W JaTy JOKYMEHTa He
yKa3bIBaeTcs.

4.4.9. Anpecar

JIOKyMEHTBI aJpecyloT B OpraHbl BJacTH, OpraHMU3alMsIM, JOJLKHOCTHBIM JIMILIAM,
CTPYKTYPHBIM MOAPA3ICICHUSIM, TPaXIaHaM.

IIpaBuia oka3aHusi ycJyr IOYTOBOHM CBfI3M, yTBepXkAcHHbe [locTaHOoBIEHHEM
[TpaButensctBa Poccuiickoit denepauuu ot 15.04.2005 Ne 221 «O6 yrtBepxaenuu IlpaBun
OKa3aHUs YCIYI TOYTOBOM cBsi3u» (nanee — IlpaBuna) omnpenenstoT MNOPSIOK HaNMCAaHUSA
MOYTOBBIX QJIPECOB, BKJIIOYAIOIIMNA HCIOJIb30BaHUE O00fA3aTENbHBIX JJIEMEHTOB ajapeca U
OIPE/ENIEHHYIO TOCJIEI0BAaTEIbHOCTh UX PACIOJIOKEHUS, OH COOTBETCTBYET MEXJIYHAPOIHBIM
MpaBHUJIaM HaIMCAHUS aJJPECOB.

Anpeca mUIIyTCSI HE TOJBKO Ha KOHBEpPTaX, OHM MOTYT IIPOCTaBJISATHCS M Ha CaMMX
JOKYMEHTaX, HalpuMep, Ha CIYKeOHBIX MHUCbMax B COCTaBE PEKBU3UTA «aJpecary», KOTOPbIE
JOJDKHBI  OOPMIISITBCSI B COOTBETCTBUM C YCTaHOBIIGHHBIMH TpeOoBaHusMu. B anmpece He
JIOJDKHO OBITh MCIIPAaBIICHHM, 3HAKOB, HE OTHOCSIIUXCS K HEMY, M TIPOU3BOJIBHBIX COKPAILIEHHBIX
Ha3BaHMUN CTPaH, TOPOJOB UM UHBIX HACEIECHHBIX TYHKTOB, YIUI U T.II.

B cootBercTBuM ¢ [IpaBunamu cocTaBHBIE YacTU aapeca JOJDKHBI ObITh PACIIONOKEHBI B
MOCJI€I0BATEIbHOCTH:

1) monmHoe WM KpaTkoe HaMMEHOBAaHHE OPraHM3alUU (€ClM aJIpecaToM SBIISETCS
IOPUAMYECKOE JIUIO0) WIH (PaMUIIUs, UMsI, OTUECTBO (€CJIN aJpecaT — FpaXaaHHH);

2) Ha3BaHME yIUIIBI, HOMEp 10Ma, HOMEpP KBAPTHUPBHI;

3) Ha3BaHKE HACEJIEHHOTO ITyHKTa (ropo/ia, MoceIKa  T.I1.);

4) Ha3BaHMe paiioHa;

5) Ha3BaHUE pecnyOIuKH, Kpasi, 00J1acTH, aBTOHOMHOTI'O OKpyra (o6iactn);

6) Ha3BaHME CTpaHBbI;

7) MOYTOBBIN WHJIEKC.

f ':HF‘UF‘? *';.r\_."-\.--'.l ""I-L-M.ﬂ.-.'-.-.n‘:-m-'.ad- 'hhf:"fua- #2.M
-.3.;: .-"‘-.g;_.-u_.n. Ry :J .*'r:'_, r_E '.JE- -H..\,a .-'\a.r_hs,.a._. ] rf:'_. g!-'n ?E‘.:
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125035 125035
OO0 &Mgoa —mup® A0 g lobe i
: - r
h-:t.:lll.."_drta-h\.-;l.n;h.dr '-t""/ l.-EI!.CI.l.-:!EII'j-
'.a.-\.:. |l\'1u\.Fﬂ._| 9. {< LH.\.{:’_J-\..{"E:-\.'.I;'\. @ E-_. 3 45
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Kaxx1p1i1 351eMeHT ajipeca peKOMEHAYETCs ITUCAaTh HAa OTAEIBHOM CTPOKE.

Ecnu aopecamom saensemcs uwacmmuoe nuyo, €ro uUMs MOXKET OBITh IPEICTABICHO
WHULHAAJIAMU WIHA IOJIHBIM UMEHEM U OTY4eCTBOM. [IOJIHOCTBIO yKa3bIBaIOTCS MM U OTYECTBO,
€CJIM TpHU TMOJYYEHHUU T[OYTOBOTO OTMpaBICHHUS aapecaT oO0s3aH NPEIbSIBUTH JOKYMEHT,
YIIOCTOBEPSIOUINA €ro JUYHOCTh. Tak, (aMuiIMI0O M MHULMAIBI ITOJydYaTelsis YKa3blBalOT Ha
MPOCTBIX IOYTOBBIX OTHPABJICHUSX, & HAa OTHPABJICHMSIX, AJAPECOBAHHBIX, Hampumep, «Jlo
BOCTpeOOBaHHUA», 3aKa3HOM KOPPECHOHICHIMU WM M OTYECTBO B aJpece 3alUCBIBAIOT
MOJIHOCTHIO. VICKIII0ueHre COCTaBISAI0T UMEHA, B KOTOPBIX B CHUJTY HAallMOHAJIBHBIX OCOOCHHOCTEH
HE IIPUMEHSIOT OTYECTBA.

Ecnu adpecamom ssensemcs opeanuzayus, T0 MOXKHO YKa3bIBaTh KaK €€ IOJHOE, TaK U
COKpalllcHHOE€ HAUMEHOBAHHUE.

JIOKyMEeHTBl agpecyloT B OpraHU3alUdd, HUX CTPYKTYpHbIE TOJApa3JEICHUs WU
KOHKPETHOMY JIOJKHOCTHOMY JIMIY C YKa3aHHEM (paMUIIMU UMEHU U OTYECTBA.

[Ipu agpecoBaHuU TOKYMEHTA B OPraHHU3AIUIO WK €€ CTPYKTYPHOE Mojpa3jeicHue 0e3
yKa3aHus JOJDKHOCTHOIO JIMLA UX HAMMEHOBAHUE NTUITYT B UMEHUTEIIBHOM IaJIEXKeE.

Hanpumep: MoCKOBCKHII HHCTUTYT IM3aiiHa

(lunmepsan)

Otpnen acnupaHTypbl

[Ipn HampaBieHMM JOOKyMEHTa JTOJDKHOCTHOMY JIMIly Ha3BaHUE OpraHM3aluu MU ee
CTPYKTYpPHOTO MOJAPa3Je/IeHUs YKa3bIBAIOT B UMEHUTEILHOM MaJIeXkKe, a JOMKHOCTh U (haMUIIHIO
azpecara — B JaTEJIbHOM.

Hanpumep: MunuctepcTBo 00pa3oBaHus

n Hayku Pocculickoit denepanun

(1 unmepsan)

Cekperapuar

(1 unmepsan)

['maBHOMY crienimanucty

B.I'. CemkunoMi

(TI0 LIEHTPY OTHOCUTENIHLHON CaMOM JJIMHHOW CTPOKH)

WIn

PexTopy MOCKOBCKOI0 rocy1apcTBEHHOTO

OTKPBITOIO UHCTUTYTA

(1 unmepsan)

I0. T'. KpyrnoBy

(OTHOCHTEIBHO JIEBOTO Kpasi)

IIpn anpecoBaHuM TOKYMEHTAa B HECKOJIBKO OJHOPOAHBIX OpraHW3aluil UX Ha3BaHUSA
CIemyeT yKa3bIBaTh 00OOIIEHHO.

Hanpumep:

Pextopam BbICIINX y4eOHBIX

3aBeICHUN

[TonHbId TOYTOBBIM aApec YKAa3bIBAE€TCA IPH HANPABICHUH JOKYMEHTA pPAa30BBIM
KOPPECIIOHJIEHTaM B COOTBETCTBUHU C IIOYTOBBIMHU IIPAaBUIIAMHU.

Hanpumep:

Penakuus xypHaia

"BectHuk obpazoBanus"

Yucromnpyasslii 6yibBap, 0,

r. Mocksa, 101856

JIOKyMEHT He JIOJIKEH COJIepXKaTh 0oJiee YeThIpeX apecaToB, KaKbI IK3EMIUIAP TAKOTO
JIOKYMEHTA JI0JKEH OBITh MOJITICAH.

Caoso "Konus'" nepea BTOpbIM, TPETBHM, YeTBEPTHIM aIpecaTaMM He YKa3bIBAIOT.
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[Ipn HanpaBneHUM AOKyMEHTa Oojiee YeM B 4YEThIpE aJpeca COCTABIAETCS CIHUCOK Ha
pacchUIKy (peecTp), a Ha KaXJA0M JOKYMEHTE IPOCTABIISAECTCS TOIBKO OJIUH apec.

Ha 3aka3nbie nuceMma (6osee 4) cocTaBisieTcs CIIUCOK Ha OTIPABIICHUS.

[Ipu anmpecoBaHum [AOKyMEHTa [OJLKHOCTHOMY JIMILY WHHUILMANBI CTaBITCS Mepen
bamuanei.

[Ipu agpecoBanuu 1oKyMeHTa (U3HIECKOMY JIMILY YKA3bIBAlOT (GaMHUIMI0 U HHUIUAJIBI
MoJIy4arelis, 3aTeM OYTOBBIN ajipec.

Mexay MHMIHMAJIAMH U (paMUIIHEH CTAaBUTCS MPoleJl.

Hanpumep: Kanununy A. A.

CanoBas yi., 1. 5, kB. 12,

r. Jlunku Kupeeckoro p-Ha

Tynbckoii 0611., 301264

IlouToBBI aapec He YKa3bIBaeTCsi B JOKYMEHTAX, HANPaBJsEeMbIX B BbICIIHE
OpraHbl TroCyJIapCTBEHHO# BJIAaCTH, JApyrue d¢enepajabHble OPraHbl MCHOJHUTEILHOM
BjJactTu B cyObekrax Poccuiickoit ®enepanuu, BbIIICCTOAIIMM OpPraHU3AlUAM,
MOCTOSTHHBIM KOPPeCIOH/IeHTaM.

Ctpoku pexBHu3uTa «AJpecaT» HEHTPYHTCH OTHOCHTEJIbHO CaAMOW JJIMHHOW CTPOKH
WU BBIPABHUBAKOTCS 10 JIEBOMY KPalo (IIOIIaroBO€ PacroiOKeHHE).

4.4.10. HammenoBanue 100 aHHOTALMS JOKYMEHTA

HanMenoBanue Ju60 aHHOTAUMS JOKyMeHTa (KpaTkKoe cojlepKaHue JOKYMEHTA)
COCTaBJISIETCS. KO BCEM JIOKYMEHTAaM, 3a HCKJIOYEHUEM JIOKYMEHTOB, HUMEIOIIUX TEKCT
HeOoJb1Ior0 00BeMa (10 4-5 CTPOK).

AHHOTalMA NOJDKHA OBITH KpaTKOM, TOYHO TepeAaBaTh COJEp)KaHUE JTOKYMEHTa U
COTJIACOBBIBATHCS C HAMMEHOBAHHUEM BHA IOKYMEHTA.

Hanpumep:

[Ipuka3z (o uem?) O6 yrBepxkaeHun [lonokeHHs O 3alUTE MEPCOHANbHBIX JaHHBIX
TrOCY/IapCTBEHHBIX CIYKAIINX U paOOTHUKOB MUHUCTEPCTBA.

[Tucemo (o uem?) O6 okazaHUM KOHCYIHTATUBHON TTOMOIIIH.

[IpaBuna (4ero?) BHyTpEHHErO TPYAOBOTO pACIOPSIKA.

AHHOTaIMS COCTABJISETCS UCTIOTHUTENIEM, TOTOBSIIIUM MPOEKT JOKYMEHTA.

AnHOTanus odopMiIsieTcs Mo PEKBU3UTAMH OJIaHKa.

AHHOTaIM MOXET 3aHUMATh 4-5 cTpOoK 10 28-30 3HAKOB B CTPOKE.

4.4.11. TekcT I0KYMeHTA

TekeT TOKYMeHTA U3J1araeTcs PyCCKUM JIUTEPATYPHBIM SI3BIKOM C y4€TOM OCOOECHHOCTEH
OpUIMATEHO—IEIOBOTO CTUJIS, BHAAa JOKYMEHTa M €ro Ha3HauYeHUs B YIpPaBICHUYECKON
nestenbHOCTH. CopepikaHnue TOKYMEHTa JOJIKHO OBITh M3JIOKEHO KPATKO, JIOTUYHO, TOYHO U
SCHO.

TekcThl JOKYMEHTOB M3J1aratoTcs OT:

1-ro nuua eIWHCTBEHHOTO 4YHCIA: MPHUKA3bIBalo... MOJTOTOBUTH M TPEJOCTABUTH Ha
PacCMOTPEHHE; MPOIITY PACCMOTPETh BOMPOC 00 YCTAHOBJIEHNWH JILIOTHBIX Tapu(OB...;

3-ro numa eauHCTBeHHoro wuyucna: ..IlpaBurtensctBo Poccwuiickoit ®Depeparuun
MOCTaHOBJISIET...; ...KOJUIETHS] TOCTAHOBWIIA...; MUHUCTEPCTBO HE CUNTAET BOSMOXKHBIM...;

1-ro nuIa MHOKECTBEHHOTO YHCIA: MPOCUM MPEACTABUThH JAHHBIC O...; IPEAICTABIsEM Ha
PacCMOTPEHHE W YTBEPXKACHHE..., B TMPOTOKOJAX: CIYIIAIH..., BBICTYIWIH...; PEIIHINA
(TTOCTaHOBUIIN).

B coBMecCTHBIX JOKYMEHTaX TEKCT M3JIararoT OT MEPBOTO JIUIA MHOXKECTBEHHOT'O YHUCIIA:
MPUKA3BIBAEM..., PEIIUIIN. ...

B TekcTax HOpMaTUBHBIX MTPABOBBIX AKTOB MCIOJIB3YIOTCS IIarobl B (OpMe HACTOSILETO
BpEMEHU, PUAAIOIINE TEKCTY MPEANUCHIBAIOIINNA XapaKTep, HApUMeEp:

"Buza BkiouaeT B ce0si HaWMMEHOBAHHE JIOJDKHOCTH PYKOBOIHUTENS CTPYKTYPHOTO
MOJpa3JelieHus] WM €ro 3aMeCTUTENs M JIMYHYI MOJANKUCH BU3HUPYIOIIETO, pacimdpoBKy
MOJIMCH U 1aTy";
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"HopmartuBHble npeanucanus oGopmisiioTcs B BUIE MYHKTOB, KOTOPhIE HYMepYHOTCS
apadckuMHu nM@pamMu ¢ TOYKOM U 3aroJIOBKOB HE UMEIOT".

B Tekcte noKymeHTa, MNOATOTOBIEHHOIO HAa OCHOBAaHWU 33aKOHOJATEIbHBIX, HWHBIX
HOPMAaTUBHBIX IPAaBOBBIX AaKTOB, W3/IaHHBIX OpPraHaMHU BJIACTU U YIPABIEHHUS, JTOKYMEHTOB,
paHee H3JaHHBIX OPraHOM BJIACTH — ABTOPOM JIOKYMEHTA, YKA3bIBA€TCS HAMMEHOBAaHUE BHUAA
JIOKyMEHTa, HAaUMEHOBAaHUE OpraHa, U3JaBIIEr0 JOKYMEHT, /laTa MPUHATUS WIH yTBEPKICHUS
JIOKYMEHTA, €r0 PEruCTPalMOHHBIM HOMEpP, a TAK)KE 3aroJIOBOK JOKYMEHTA, 3aKJIIOUEHHBIN B
KaBbIYKH, HAIIPUMED:

"B cootBercTtBuu C¢ moctraHoBieHueM llpaButenbctBa Poccuiickoit ®enepanuu ot 13
asrycra 2010 r. Ne 1009 (umum ot 13.08.2010 Ne 1009) "OO0 yrBepxnenun IIpaBun noarotoBku
HOPMAaTUBHBIX IIPABOBBIX aKTOB (efiepaibHbIX OPraHOB UCIIOIHUTEIbHOM BIACTH ...";

"B coorBerctBuu ¢ [lonoxkeHneM O MOCTOSHHO JAEUCTBYIOIIEH SKCIEPTHON KOMHUCCHU
MHCTUTYTA, YTBEPKACHHOM IpuKa3zoM oT 19 suBaps 2005 r. Ne 02, ...".

Ecian TekcT comepKUT HECKOJIBKO IOPYYEHMM, PELICHHH, BBIBOJOB M Jp., B TEKCTE
BBIICIIFOTCS Pa3ielibl, OIPa3i€ibl, IYHKTHI, IOJIMTYHKTHI.

B TekcT moKyMeHTa MOTYT BKJIIOUAThCs (pparMeHTH, 0hOpMIICHHBIEC B BUAE TAOIHUIIBI W
AHKETBHI.

Crpanuubl  Tekcra  (ciiy:)keOHO€  MHCbMO,  OpPraHU3aLMOHHO-PACIIOPSIUTENbHAS
JOKYMEHTAIusl, CIPaBOYHO-UH(OPMAIIMOHHAS OKYMEHTAaIlUsl) HYMEpPYIOTCS apadCcKuMu
nuppamMu nocepevHe BepXHero MoJisi A0KyMeHTa.

4.4.12. OT™MeTKA 0 HAJTUYUH NPUJIOKEHUI

OrmMeTka 0 HAJIMYMM  TPWIOKEHWH  HWcmonb3yercs  npu  OQOpMIICHUH
CONPOBOJUTENBHBIX TUCEM U IPUIOKEHUHN K ITPUKA3aM, PACTIOPSKEHUSM, IIJIaHaM,

IIporpaMMamM, OT4YeTaM, JOTroBOpaM, IMOJOXKEHHUSIM, MpaBUiaM, UHCTPYKLUUSIM U JPYTUM
JIOKYMEHTaM.

Ecnu nokymMeHT uMeeT MpWIOXKEHMs, Ha3BaHHbIE B TEKCT€, TO OTMETKa O HHX
odopmisiercs no cienyrouiei popme:

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

Ecnu npuiiosxeHUst B TEKCT€ HE Ha3BaHbI, TO HEOOXOIMMO MEPEUUCIUTh UX Ha3BaHU,
KOJIMYECTBO JIUCTOB U AK3EMILISIPOB KaXKJ0TO.

[Ipy HanM4YUK HECKOJIBKUX MPUIIOKEHU OHU HYMEPYIOTCS:

[Ipunoxenue: 1. llltaTHOE pacniucanue Ha 4 1. B 3 3K3.

2. CMmera pacxonoB Ha 4 1. B 3 3K3.

Ecnu npunoxxeHus cOpoIopoBaHbl, TO KOJIMUYECTBO JUCTOB HE YKa3bIBAIOT.

Ecin k moxymeHTy mpuwiiaraercs IpYyrod JOKYMEHT, TakKe HMMEIOIIMHA INPHIOKEHHE,
OTMETKY O HAJTUINH TPUIIOKEHHS OPOPMIISIOT CIASAYIOMUM 00pa3oMm:

[Mpunoxenwue: muceMo Pocapxusa ot 05.06.2005 Ne 02—6/172

C IPWJIOKEHUEM, BCETO Ha 3 JI.

Ecnu npuiioskeHne HanpasisoOT HE BO BCE YKa3aHHBIE B JOKYMEHTE aJpeca, TO OTMETKY O
€ro HaJTu4IuHu OPOPMIISIOT CISAYIOMUM 00pa3oM:

[Ipunosxxenue: Ha 3 1. B 5 3K3. TOJIBKO B NEPBBIH aJipec.

[lpunoxxenus nOMKHBI OQOPMIISATHCS HA CTaHJAPTHBIX JIUCTaX W HMETh BCe
HEOOXO/AUMBIE s JIOKYMEHTOB  PEKBH3UTHl  (HAaUMEHOBaHME, 3arojiOBOK,  IOJMHCU
PYKOBOAMTENEH MOapa3ieieHH, OTBETCTBEHHBIX 3a UX COZEpKaHHe, OTMETKY O COTJIACOBAHUU U
T.J.).

Ha mpuiioxkeHuu K pacnopsiiuTeIbHOMY JOKYMEHTY B IIPaBOM BEPXHEM YTy CTaBUTCS
OTMETKA C yKa3aHUEM Ha3BaHHUsS PACIOPSIUTENBHOIO JOKYMEHTA, €r0 JaTa U HOMEp.

Hanpuwmep: [Ipunoxenune Ne 2

K npuka3sy MunoOpuayku Poccun

ot 08.10.2011 Ne 623

(LeHTpOBKa MO CaMOM JUTMHHOM CTPOKE)

nnu [Tpunoxenne No 2
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K nmpuka3zy MunoOpHayku Poccun

o1 08.10.2011 Ne 623

(OTHOCHTEIBHO JIEBOTO Kpasi)

OTMeTka O MNPUIIOKEHUHM TPOCTABISETCS HA MEPBOM JIHUCTE MPUIIOKEHUS B IIPABOM
BepxHeM yriy. Eciu npunoxeHuii HECKOJIbKO, OHU HyMepytoTcs, Hanpumep: [Ipunoxenue Ne 1,
[Tpunoxxenue Ne 2 u 1. 1. Eciiu npusokeHue ogHo, OHO HE

HyMmepyeTca. B oTMeTke O NpUIIOKEHUHM YKa3blBaeTCsi HAaMMEHOBAaHHE BUIa OCHOBHOIO
JIOKYMEHTA, €ro JaTa U HOMED:

[Tpunoxenue

K npukasy Pocapxusa

ot 15.03.2010 Ne 35

Ecnn npunokeHueM K JOKYMEHTY (HampuMep, K IMPHUKa3y) SBISETCS YTBEPKIAECMBbIil
JOKYMEHT (IMOJIOKEHHWE, TpaBuUiia, WHCTPYKLHUS, pEriaMeHT), B BEPXHEM I[IPaBOM YTy
MPOCTABJISIETCSI OTMETKA O MPHUJIOKEHUU, HUXKE — TpU() YTBEPKICHUS TOKYMEHTa, HallpuMeED:

[Ipunoxenne Ne 1

YTBEPXIEHO

npukazom Pocapxusa

or 12.11.2011 Ne 12

4.4.13. I'pud corsiacoBanus

CormnacoBanue MpoeKTa JTIOKYMEHTa C JPYTUMHU TOCYJAapCTBEHHBIMH OpraHaMU BIIACTU U
OpraHU3aIUsIMHU, HHTEPECH KOTOPBIX B HEM 3aTparuBaroTcs, ohopMistoTcs rpudom

cornacoBaHus. IIpoekT [OKyMEeHTa MOMKET OBbITh COIJIACOBAaH HENOCPEACTBEHHO
JOJIKHOCTHBIM JIUIIOM, IPOTOKOJIOM KOJUIETHAILHOTO OpPraHa MK CIIYKeOHBIM MHCHMOM.

[Ipy HEOOXOIUMOCTH OLICHKH IEIeCOO00Pa3HOCTH JTOKYMEHTa, ero OOOCHOBAHHOCTH W
COOTBETCTBUSl  JCHCTBYIOLIEMY 3aKOHOJATENbCTBY M  IPABOBBIM  aKTaM  IPOBOJUTCS
cornacoBanue JokymeHTa. CorjacoBaHMe MOXET TMPOBOAUTHCA KaK BHYTPH BYy3a
(mogpasneneHusIMM U JODKHOCTHBIMU JIMIIaMH), TaK W BHE €ro (C NOJYMHEHHBIMU H
HETMOAYMHEHHBIMUA OPTaHU3AIUSIMH).

BuyTtpeHnnee cornacoBaHue oQopMISIeTCSl MyTeM BHU3UPOBAHMS MPOEKTa JOKYMEHTa
JIOJDKHOCTHBIM JTUIIOM. Bu3a BkItodaeT B ce0s JOMKHOCTh BU3UPYIOIIETO, JTUYHYIO TTOAMKCH, €€
pacuinpoBKy, AaTy BU3UPOBAHUA. 3aMEYaHUS U JIOTIOJHEHHS K MPOEKTY JOKYMEHTa MOTYT
W3JIaraThCs Ha OTACJIBHOM JIUCTE, O YeM IPU BU3UPOBAHUU CTABUTCS OTMETKa '"3aMeuyaHus
npunaratoTes'. 3aMedanus 0053aTeNbHO JOKIAABIBAIOTCS JIHILY, MOJMUCHIBAIOIIEMY TOKYMEHT.

I'pud cormacoBanusi MPOEKTOB OPTraHU3AIMOHHOM TOKyMEHTAlMu OQOPMIIIETCS O]
pexBu3uTOM "[loAnuch qOMKHOCTHOTO JUIA" ONIMKE K HIPKHEMY TOJI0 IOKYMEHTA.

[Ipu cornmacoBaHWM MPOEKTA PACTIOPSIUTEIHLHOTO JOKYMEHTa (IPUKa3, PaCIOPSKEHUE)
BU3Bl COTJIACOBAHHS TMPOCTABISIOTCS Ha OOOPOTHOW CTOPOHE TMOCIEAHETO JHCTa TMPOEKTa
JIOKYMEHTA.

Buemnee cormacoBanue ohopMIsieTcsi COOTBETCTBYIOIUM rpudom. ['pud cormacoBanus
pacrionaraeTcsi HUK€ MOJMNMCH Ha JIMIEBOM CTOPOHE AOKYMEHTa M BKJIIOYaeT B ceOsl CIOBO
COI'ZTACOBAHO (mponucHbiMH OykBamMu 0e3 KaBbl4eK M JIBOETO4YMIii), HAaMMEHOBAaHUE
JIOJDKHOCTH  JIMI[Aa, C KOTOPBIM COIJIACOBBIBACTCS JIOKYMEHT (BKJIIOYash HAWMEHOBAaHUE
OpTaHM3aINH ), THYHYIO MOMNKCH, paciin(pPOBKY MOANKICH U JaTy COTIaCOBaHUS.

Hanpumep:

COI''TACOBAHO

3amecTuTeIh MUHHCTPA 00pa30BaHus U

Hayku Poccuiickon @enepaunn

JInuHas noANMUCh MHUIHUAIBI, (haMUITHS

05.10.2000

Ecnu cornacoBanue mpoBOAUTCS € KOJUIETHAIBHBIM OPraHOM WJIM MOCPEACTBOM MHCHhMA,
TO rpu coriacoBaHus 0HOPMIIIETCS CISAYIOIINUM 00pazoM:

COI'JTACOBAHO
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[Iporokon 3acenanus (HAaMMEHOBaHHE

KOJUIETHUAJILHOT'O OpraHa)

ot 10.12.2000 Ne 06

COI'JTACOBAHO

[Tucemo Muno6puayku Poccun

ot 12.05.2000 Ne 06-15/1945-P

I'pucdrbr cormacoBanus MOTyT pacroliaraTbCsi Ha OTAEIBLHOM JIMCTE COTJIACOBAHUS, €CIH
COJIep’KaHUE JIOKYMEHTAa OTpakaeT MHTEpPEChl HECKOJbKMX opranuzauui. Ha noxkymente
nenaercst orMeTka "Jlucer cornacoBanus nmpuiaraercs'’.

BHemnee coryiacoBaHue B 3aBUCUMOCTH OT COZAEpXaHUS JOKYMEHTa OCYILECTBISETCS B
CIIeIyIOIIel OYepeIHOCTH:

C TMOJBEIOMCTBEHHOIO HWHCTUTYTa M CTOPOHHUMM OpraHu3alusiMHU, KOIJa OHH
BBICTYNAIOT 00s13aTEIbHON CTOPOHOM B MPABOOTHOIICHHUSAX, BOZHUKAIOIINUX BCIEACTBUE U3TaHUS
JIOKYMEHTA, WJIH, KOTJIa COJIEPKaHHNE IOKYMEHTa OTPaXKAET UX UHTEPECHI;

C OOIIECTBEHHBIMH OpTraHU3AlMSIMH — B CIy4asX HEOOXOAMMOCTH WM B CIydYasX,
MPEyCMOTPEHHBIX MTOJIOKCHUSIMHA 00 dTHUX OpraHH3aIUsIX;

C OpraHamH, OCYIIECTBJISIONIMMH TOCYJapCTBEHHBIN HAJABEIOMCTBEHHBIH KOHTPOIb
(Ham30p) B ompeieTICHHOM 001acTH (9KOJIOTUUECKHH, TOXKAPHBIN U T.I1.);

C BBIIIECTOSIIMMHM OpraHU3alUsIMU — B CIOy4yasX, KOIJIa 3aKOHOAATEIbCTBOM
MpPEAYyCMaTPUBACTCI BO3MOXKHOCTh COBEpIICHUS YIPABIECHYECKUX JIEUCTBUM TOJBKO C
pa3pelieHus ITUX OPraHUu3aIHi.

4.4.14. Bu3sa corsiacopanusi

CornacoBaHue MpoeKTa AOKYMEHTa C JOJDKHOCTHBIMU JIUIAMU U CHEIUAINCTaMU
odopmIIIeTCSI BU30M.

Buza Brirowaer B ceOs TUYHYIO TOJAMUCH, pacmidpoBKYy MOAMHUCH (MHHUIMAIIBI,
damunus) u gary. Ilpu HeoOXoIMMOCTH yKa3bIBaeTCsl HAMMEHOBAaHUE JOJDKHOCTH JIMIIA,
BU3UPYIOILIETO IOKYMEHT, HallpuMep:

PyxoBonutens FOpuaudeckoro nenaprameHTa

IToanuce U. O. Gamunus

Hara

Ha pgokymeHTax, NOMJIMHHUKH KOTOPBIX IOMEIIAIOTCA B J€lNa WHCTUTYa, BU3bI
IPOCTABJISIIOTCS  Ha OOOPOTHOM CTOpPOHE TMOCIETHEro JIMCTa JOKyMEHTa (IpHUKas3bl,
pacmopspKeHUs U Ap.).

B cay:keOHBIX MHMCbMaxX BU3bI MPOCTABJISAIOTCH HA KONMHU JOKYMEHTA, MOMellaeMoi
B /110 CTPYKTYPHOIO moOJApa3jaejieHusi (MCIOJHHUTENsdA), MJIA HAa OOOpPOTHOH CTOpPOHE
NocJjie/IHero JIMCTA MOAJTUHHUKA, ec/IM NMCbMO NepechbliaeTrcs aapecary no GpakcuMuJIbLHOM
cBsi3U 0e3 10ChLIa MOJJIMHHHUKA 0 MoYTe.

Ha BHyTpeHHUX WH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTaX (IOKIAAHBIX, CITYXKEOHBIX,
AQHAJIUTUYECKUX 3aIMCKaX, CIpaBKaxX M APYTHMX JOKYMEHTAaX) BU3bl MPOCTABJISIOTCS HA JIMIEBOU
CTOPOHE IMOCIIEAHET0 JIUCTA IOKYMEHTa MO/ MOJMUCKI0, OJINKE K HIKHEMY TOJTIO.

JlomyckaeTcs MONMCTHOE BU3UPOBAHUE JOKYMEHTA U €r0 MPHIIOKEHUH (JIOTOBOPHI).

[Ipyn Hamuumm 3amMeuyaHuid, 0COOBIX MHEHUH, JOMOJTHEHUN K MPOEKTY JOKyMEHTa BH3a
JIOTIOJTHSAETCS. COOTBETCTBYIOLIUM YKa3aHUEM, HAIIPUMED:

Nwmerotcs 3ameuanust (CoriaceH ¢ y4eToM 3aMe4YaHui u Jap.).

PykoBogutens FOpuaunueckoro genaprameHTa

TToamuce U. O. damunusa

Hara

3ameuaHusi, MHEHHS O MIpPOEKTe JOKYMEHTa O(OpMIIAIOTCS Ha OTAEIbHOM JIHCTE U
MepPEeAAI0TCS UCTIOTHUTEIIO.
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4.4.15. Honnuch J0/KHOCTHOTO JIMIIA

JIOKYMEHTBI, HanpaBiii€Mble MHCTUTYTOM B BBILIECTOSIIME OPraHbl M YUpEXKACHUS,
OpraHM3alyy, IOANKUCHIBAIOTCA PEKTOPOM, IPOPEKTOPAMHU, PYKOBOAMTEISMHU CTPYKTYPHBIX
IIO/PAa3/IeJICHUN 110 IIOPYYEHUIO PEKTOPA.

JIOKYMEHTBI, HalpaBJIIEMbIE HHCTUTYTOM B aJIpeC OPYIMX OpraHM3alui, yUYpEeKICHUN U
IPENIPUATHI, MOTYT MOJIUCHIBATECA PYKOBOAUTENSAMU CTPYKTYPHBIX MOJpa3/eiIeHUI By3a 1O
JIOBEPEHHOCTH, O(OPMIIEHHOW Ha COOTBETCTBYIOLIEM OJIaHKE, 3aBEPEHHOW U CKpEIUIEHHOH
OTTUCKOM TepOOBOIi IeUaTH UHCTUTYTA.

B cocraB noanvcu BXOIAT:

HAaMEHOBAHME JOJDKHOCTH, JIMYHAS MOJIIUCH U €€ paciu(poBKa (MHUIMAIB, (PaMuIms)

Hanpumep:

PykoBogutens Iloonuce Y. O. ®amunus

B nokymeHTax, NOATOTOBIEHHBIX KOMHCCHUEH, HE YKa3blBAIOTCA JIOJDKHOCTH JIMIL,
MOJIMUCHIBAIOIINX JOKYMEHT.

IIpy noamMcaHuym NOKyMEHTa HECKOJIBKMMH JIOJDKHOCTHBIMM JIMIIAMM KX IOANHCH
pacmojaraloT OJHY IOJ JpYrod B IOCJIEI0BAaTEIbHOCTH, COOTBETCTBYIOILEH HepapXuu
JOJIKHOCTH.

[Ipu nmoanmucaHuM JOKyMEHTa HECKOJIbKMMH JIMIIAMU PABHBIX JIOJDKHOCTEH MX IMOANUCU
pacrosararoT Ha OJHOM ypOBHE.

Ecin nonxkHocTHOE M0, TOANKCH KOTOPOr0 3ar0TOBJICHA HA NMPOEKTe JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT JOJIKEH NOANMCHIBATH 3aMECTUTENIb PYKOBOIUTEINS, UMEIOILNN
IIPaBO MOJIMUCHIBATh JOKYMEHTHI 3a PYKOBOIMTENS, WJIK MHOE JOHKHOCTHOE JIMLIO, MUMEIolee
IPaBO IMOJIKUCH B COOTBETCTBUH C MPUKA30M O PaclpeieeHun 00s3aHHOCTEN (J1elerupoBaHuu
MOJTHOMOYHi), TPH 3TOM yKa3blBaeTcsi (akTuyeckas MODKHOCTh JIMIIA, TTOAINMCABIIErO
JOKYMEHT, ¥ €70 MHULIUAJIbI, U (aMUIIHSL.

[Ipy noamucaHuu OOKYMEHTa JIMLIOM, B COOTBETCTBMM C IPHUKA30M, HCIOJIHSAIOMINUM
00513aHHOCTH BPEMEHHO OTCYTCTBYIOILETO PYKOBOAUTENS (OTIYCK, 0OJ€3Hb, KOMAaHIHPOBKA),
HNOAMUCH OPOPMIIIETCS CIETYIOIKUM 00pa3oMm:

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

WIN:

Hcnonssromuii 06s13aHHOCTH

3amecTtuTesst MUHUCTpa [loonuce U. O. Gamumnus

He pomyckaercss moamumcaHue JOKYMEHTOB C Npemiorom ''3a'" wim mpocraBjieHHe
KOCOM 4epThl Nepe] HAMMEHOBAHHMEM /10/KHOCTH.

Pacum¢ppoBka moamucu  pacmosiaraercs  Ha  YPpOBHe  IOC/IEAHEH  CTPOKH
HAUMEHOBAHUSA [0JIKHOCTH C npodejsoM Mexay MHMuUMagamMu U amuiaueit. Ilociaennss
OykBa B pacliM(ppoBKe OrpaHMYUBACTCS NPABbIM I10JIEM.

4.4.16. I'pud yrBep:kaeHust

Oco6bIM crtocoO60M BBEIEHUS IOKYMEHTa B JICHCTBUE SIBIISICTCS €r0 YTBEPKACHHUE.

I'pudom "YTBEPXKIAK" wmoxer mnpuaaBarbcsl MOpUIUYECKas CHJIA CIETYIOIIUM
JOKyMEHTaM:

1) moBecTKH 3aceJaHU KOJUIETHii, KOMUCCHI, pabo4MX IpyIII, COBEIIaHUIN, CEMHUHAPOB;

2) MJIaHbL:

yueOHbI€; MPOU3BOJICTBEHHBIE: CTPOUTEIbHO-MOHTAXHbBIX, MPOEKTHO-U3BICKATEIbCKUX,
HAYYHO-UCCIIEJIOBATEIbCKUX PAa0OT; BHEAPEHHUS HOBOW TEXHHUKHU; MO KAMMTAIbHOMY PEMOHTY;
paboThl KOJUIETHUH, HAYYHO-TEXHUYECKOTO COBETa, YUYEHOro cOoBeTa M T.[. (YTBEp)KIaroTcs
PEKTOPOM, MPOPEKTOPAMU — IO 3aKPEIJICHHBIM B PacHpeAeseHHH 00s3aHHOCTEH KypUpYEeMbIM
HalpaBJICHUSM  JEATEIbHOCTH); pabOThl CTPYKTYPHBIX HOApa3feleHuil (yTBEpKIArTCs
IIPOPEKTOPAMHU 110 HAIPaBICHUAIM);

3) rpaduku pabOThI, IEKYPCTB, PEKUM CMEHHOCTH, CXEMBI M IPYTHE TTPOU3BOCTBEHHBIE
JIOKYMEHTBI;
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4) (HUHAHCOBO-XO35UCTBEHHBIE JTIOKYMEHTBHI: CMETHI, CYE€Ta, BEIOMOCTH, OaJIaHCHI,
OTYEThl, aJbOOMBI YUETHOM JOKYMEHTAIMH, aKThl TEpelauyd JICHEXKHBIX CpPEACTB, 3JaHHIA,
IIOMEIIEHUH, TPAaHCHOPTHBIX CPEICTB, OPITEXHUKH M HMHOIO HMYLIECTBA, aKThl CIMCAHUS
UMYILECTBA, AaKThl PpEBHU3UI, NPOBEPOK, MHBEHTapu3aluu (YTBEPKIAIOTCA PEKTOPOM,
HIPOPEKTOPOM I10 FIKOHOMHUYECKUM BOIIPOCAM, KyPUPYIOIUM (PMHAHCOBYIO AEATEIBHOCTB);

5) aKkThl: MPOBEPOK M PEBH3UI; MpUEMa 3aKOHYCHHBIX CTPOHUTEIHCTBOM OOBEKTOB,
0o0OpyIOBaHUs; SKCHEPTU3bl, IMepefadd Jel IMpU CMEHE PYKOBOAUTEN CTPYKTYpHOI'O
N0Jipa3/iesIeHuUs; TMKBUAALMY CTPYKTYPHBIX NIOJIpa3AesieHui U T.1.;

6) apXMBHbIE JOKYMEHTBI: OIUCH JIeJI TIOCTOSIHHOTO, JJOJITOBPEMEHHOI'O XPAHEHUSs, aKThI
nepeaul apXUBHBIX /1€ HA IOCTOSIHHOE XpaHEHUeE, IIpUueMa—Iepeaun J1el, aKTbl YHUUTOKEHUS
JIOKYMEHTOB C UCTEKIIMMHU CPOKAMU XPaHEHUS U Ip.;

7) nonoxxeHust (0 CTPYKTYPHOM TOJpa3aesieHHH, 00 oruiate Tpynaa, O CTUIICHAUATBHOM
obecrieueHnH 00y4JarOIUXCs U T.1.);

8) WMHCTPYKIMH: O TIpaBax ©  OO0S3aHHOCTSIX pPaOOTHUKOB HMHCTUTYTA; TIO
JIOKYMEHTAlIUOHHOMY OOECIIEYEeHHIO YIpaBJICHUs (A€I0NPOU3BOICTBY); TEXHUKE OE€3011aCHOCTH
U T.J.;

9) npaBuia BHYTPEHHETO TPYJOBOTO PaCIOPSIKa;

10) 3amanus (Ha MPOCKTHPOBAHUE OOBEKTOB, TEXHUYCCKUX COOPYKCHHM, KAIUTATHHOE
CTPOUTENBCTBO; Ha MPOBEIEHUE HAYYHO-MCCIEJOBATEIbCKUX, MPOEKTHO-KOHCTPYKTOPCKUX H
TEXHOJIOTHYECKUX padoT);

11) HOopmatuBBbI (pacxoia ChbIpbsi, MaTEPUAIOB, 3JIEKTPOIHEPIHH; TEXHOJIOTHYECKOTO
IIPOEKTUPOBAHUS; YUCIIEHHOCTH pAaOOTHUKOB U T.11.);

12) otuersl (0 paboTe CTPYKTYPHBIX MOJpAa3/eNE€HUl, O AEATEIbHOCTH HHCTHTYTA,
KOMaHJAMPOBKAaX, HAYYHO-UCCIIEI0BATEIbCKUX paboTax u T.1.);

13) nepeunn (HOMKHOCTEH PaOOTHUKOB C HEHOPMUPOBAHHBIM paOOYMM JHEM; THIIOBBIX
JIOKYMEHTOB, 00pa3yloImMXcs B ACSITEIbHOCTH MHCTUTYTA, CTPYKTYPHBIX MOJpa3fesieHud u ¢
yKa3aHHEM CPOKOB XpaHEHHs JOKYMEHTOB U T.].);

14) nporpammsl (pabouue ydeOHbIe, TPOBEIEHUS PA0OT U MEPONPUITHIA);

15) pacuieHkr Ha MPOU3BOICTBO PadoT;

16) cTpykTypa U ITaTHAs YUCICHHOCTD; IITATHBIE PACTIMCAHMS U U3MEHEHHUS K HIM;

17) TapucHble CTaBKH;

18) ¢popMbl yHUPHUITMPOBAHHBIX TOKYMEHTOB U T.1I.

IIpu odopmiieHun rpuda yTBepXKAE€HUS HEOOXOAMMO COOMOJaTh cienyoee: rpud
YTBEPXKACHHUSI TOMEIIAeTCsl B IMpaBOM BEpXHEH YacTH JOKYyMEHTa, COCTOUT U3 CJIOBa
YTBEPXJAIO, YTBEPX/IEHO (0e3 kaBbIueKk M He4aTaercsi NPONUCHBIMH OyKBamH),
COTJIACOBAHHOTO B POJIE M 4YHCJE C BUJIOM YTBEP)KIaeMOro JOKyMEHTa, HAMMEHOBAaHUS BHA
JOKYMEHTa B TBOPHUTEIBHOM TaJeXe, TOJHOIO HAMMEHOBAaHUS JIOJDKHOCTH  JIUIIA,
YTBEPKAAIOIIET0 JOKYMEHT, JINYHOU MOJIIUCH, €€ paciIu(POBKHU U 1aThl YTBEPKACHUS.

Hanpumep: YTBEPXIAIO

PykoBoautens denepaibHOro

apXMBHOI'O areHTCTBA

Iloonucey V. O. ®amunus

Harta

JIOKYMEHTBI YTBEpPKIAIOTCS PEKTOPOM M TMPOPEKTOpaMU HHCTUTYTA, BBIMICCTOSIIIMMUA
WIA MEXBEJIOMCTBEHHBIMU OpraHaMM, OOIIECTBEHHBIMH OpTaHU3AIMsIMHU, B KOMIIETECHIIUIO
KOTOPBIX BXOJUT pPEIICHNE BOMPOCOB, N3JI0KEHHBIX B YTBEPHK/IAEMBIX JOKYMEHTAX.

VYTBepKIeHHE JTOKyMEHTa MPOU3BOJUTCSA IPOCTaBIEHUEM TpH(a YTBEPKACHUS WIH
U3JJaHUEM paclopsAUTEIbHOIO JOKYMEHTa (B T€X ClIydasx, Korjga TpeOyroTCsl TONOIHUTEIbHbIE
NPEINUCAHUS U PA3bICHEHUS).

YTBEPXJIEHO

npukazom Y BO «UT"'A»

ot 00.00.0000 Ne 000
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[Tonoxxenus o ¢uamanax, WHCTUTYTaX, IEHTpax, (aKyabTeTax, CTPYKTYPHBIX
MOJpa3JeICHUs X W T.I. TOMJEKAT YTBEPKICHUIO PEKTOPOM HWHCTHTYTa M MPHOOPETAIOT
IOPUINYECKYIO CHITY TOJIBKO C MOMEHTA UX YTBEPKICHUS.

BHocuth kakue-in00 u3MeHeHHsl M 100aBJIeHUS] B NMOANMCAHHBIE (YTBePK/IeHHbIE)
JOKYMEHTBI 0€3 pa3penieHus JUIa, MOAMUCABIIET0 TOKYMEHT, He JI0ONMyCKaeTCsl.

OTBGTCTBGHHOCTB 3a KadyeCTBO IIOATOTOBKHA I[OKYMGHTOB 158 I[OCTOBepHOCTB
CoJIepXKaIIMXCcsl B HUX JAHHBIX BO3J1araeTcs Ha JIMIA, TMOJTOTOBHMBIIMX, 3aBU3MPOBABIIUX W
IIOAIINCABIIINX I[OKYMCHTBI.

4.4.17. OTTHCK IIEYaTH

HeanL ABJIICTCA CHOCOGOM HOI[TBep)KIICHI/ISI IIOAJIMHHOCTHU IIOAIINCU ITOJI)KHOCTHOI'O
auna Ha JokymeHTe. [ledarh cTaBUTCS Ha JOKYMEHTaX B CiIydasxX, MNPEAyCMOTPEHHBIX
3aKOHOAATCIIBHBIMHA WJINU MHBIMU HOpMaTI/IBHBIMI/I HpaBOBLIMI/I aKTaMU.

OT1THCcK — H300pakeHUe KIHIIIE TiedaTy Ha Oymare.

[IpocTele medaTm ¢ HAUMMEHOBAaHUEM CTPYKTYPHBIX IOJIpa3[eiICHUN MHCTUTYTa
UCIIONB3YIOTCS JUIsl TOJATBEPXKIEHUS TMOMJIMHHOCTU TOAMKMCH JOJDKHOCTHOTO JIUIA ATHX
noapasaeneHuid. IIpaBoM I1ONB30BaHMS IPOCTBIMU II€YATSAMH BO3HUKAET B CTPYKTYPHBIX
MOJpa3JelieHusIX C MOMEHTa YTBEPKACHHUS MOJOXKEHUS O COOTBETCTBYIOIIEM CTPYKTYPHOM
MO/Apa3IeIeHUH, B KOTOPOM ONPEAEIACTCS HATMYUE TIeYaTe.

HaunmenoBanmue MecTo XpaHeHHU IIpumenenne

1 2 3
I'epOoBas neuats | Cexkperapuar Ha noxkymeHnTax, moanvMcaHHbIX WU
No 1 YTBEPKJICHHBIX PEKTOPOM, HIIH

npopektopaMu. TOIbKO Ha TOKYMEHTAX,
TpeOyIoLIMX 0c000r0 yI0CTOBEPEHHS UX
noanuHHocTu. (UHCTpyK1IMs 0 npaBe
TI0JTb30BaHMS TIEYATSMH U IITaAMIIaMHU,
MOPAAKEC UX U3TOTOBJICHUA, YUCTA U
XpaHeHUs B UHCTUTYTE, Jlaiee -

WHceTpykuus)

['epOoBast mevats | ['maBHbIN Oyxranrep Ha ¢uHaHCOBBIX JOKYMEHTaX,

Ne 2 MOJNUCAHHBIX WIN YTBEPKACHHBIX
pekTopoM (mpopekropamu) (cm. 1. 1.11
WHceTpykuun)

Manas nedarts HupexTop punmnana Ha noxymenTax, nonucaHHbIX WU

bunmana YTBEPKJICHHBIX TUPEKTOPOM (rtraa.

Tonbko Ha TOKYMEHTax, TPeOYIOLIIX
0Cc000T0 yIOCTOBEPEHHS MX MOJTMHHOCTH
(cMm. m. 1.11 MHCTpYKLIUK)

IlewaTs oTnena Otnen kaapos Ha TpynoBbIX KHM>KKax, ClipaBKax, KOMHUSIX,

KaJpoB BBIIMCKAX U IPYTUX JOKYMEHTaXx,
YTBEPKICHHBIX HAYaJIbHUKOM YIIPaBICHUS
KaJpaMu

[ITammbr VY pykoBoaurenei Ha nokymeHnTax, moanvMcaHHbIX WX

CTPYKTYPHBIX MOAPA3ACICHUN | YTBEPKIAECHHBIX PYKOBOJIUTEISIMU

WJTY JIUII, OTBETCTBEHHBIX 32 CTPYKTYPHBIX HOJIpa3ieNieH!H, a TaKKe Ha
BEJICHUE JICTIONPOU3BOJICTBA B | KOIMHUSX U BBIMUCKAX U3 JJOKYMEHTOB,
CTPYKTYPHBIX HaIpaBJIIEMbIX B CTOPOHHHE OpraHU3aluu
IO/IPA3AEIICHUSAX
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VYrnosoii mramn | Cekperapuar Ha tunoBsIx GnaHkax, mMCbMax, HE
MMEIOUIMX YIJIOBOTO IITaMIIA,
0 OpPMIICHHOTO THIOTPaCKUM CITOCOOOM

OTTHCK TeyaTH CleAyeT MPOCTAaBIISAThH TaKUM O0pa3oM, YTOObI OH 3aXBaThIBAI 4YacTh
HalMEHOBAHHUS JOJKHOCTH JIMLA, TOAMNHUCHIBAIOIIET0 JOKYMEHT, U Ha4alo NOAIUCH (2-3 MM).

IIpocraBieHue oTTHCKA M€YaTH Ha JOKYMEHTE MMEET HEMaJIoBa)XXHOE 3HadeHue. Iledars
HE JIOJDKHA 3aKPbIBaTh MOJIHOCTBIO JIMYHYIO MOINMCH AOJDKHOCTHOIO JIMIA, TaK KaK 3TO JIeNaeT
HEBO3MOKHBIM €€ CIIMYEHHE C MOJNUCSAMHU Ha APYTrux AOKYMEHTaxX WU Ha oOpas3uax MOJIUCH
(To ecTh ee MIEHTH(UKALMIO B KauecTBe MOMIMHHOM). MHorna takoe mnpocraBiieHHE MedyaTu
ObIBa€T HAMEPEHHBIM, [IOTOMY, YTO 32 JIOJDKHOCTHOE JIMIIO MOANKMCHIBAIOCH HEYIIOJTHOMOYEHHOE
muno. [lomoOHBIH  TOKYyMEHT MOXET MMEThb [PH3HAKU IOAJENIBHOIO JOKyMEHTa U
CBUJIETEJILCTBOBATh O HEAOOPOCOBECTHOCTH.

OTTHCK mNedaTH Ha JOKYMEHTE HE JOJDKEH OBbITh CIIMIIKOM TYCTOM WIM CIHUIIKOM
OJIeTHBIN, a TaKKe C YaCTHYHO OTCYTCTBYIOIIUM H300pakeHHeM (0OBIYHO OBIBAaET MpHU ClIaboM
HaxuMme). OTTUCK AOJKEH OBbITh YETKUM U y1000UYUTAEMBIM.

[leyath CBUAETENBCTBYET O BAXHOCTH JOKYMEHTA, IO3TOMY HE CJEAYET MIOIYCKaTh
OLIMOOK MpPU €€ NPOCTaBICHUU. B MPOTUBHOM cilyyae BO3MOXHO BO3HUKHOBEHHE HETraTHMBHBIX
CUTyalluid KaK y pabOTHHKA, JIMIIEHHOTO BO3MOXKHOCTH JIOKa3aTh CBOMW IIpaBa MPEIbSBICHUEM
JIOKYMEHTa, TaK M y paboTojaTesns, pUCKYIOIIEro ObITh MPUBJICYEHHBIM K aIMUHHCTPATUBHON
OTBETCTBEHHOCTH 3a HApYyLICHHUE MOPsI/IKA BEAECHUS JeJIOIPOU3BOICTBA.

Ecnu popma nokymenra umeer nometky «Mecto juist neuatn», «MIID», «CtaBuTh TOUHO
B KpyI'», [I€4aTh JOJDKHA pacrojaraTtbCsi CTPOro B TpaHUIaX yCTaHOBJIEHHOM 30HBI.

He nomyckaercst mpocTaBieHHE OTTHUCKOB Ie4yaTed M LITaMIOB Ha JIOKYMEHTax |
MaTepuaiax, He OTHOCAILIUXCS K cepe AeSITENbHOCTH HHCTUTYTA.

IlepeyeHb JOKYMEHTOB, Ha KOTOPBIX MPOCTABIISAETCS OTTUCK T'epOOBOM NeuaTH:

- akmpr (IpU€Ma 3aKOHYEHHBIX CTPOUTENHLCTBOM OOBEKTOB, OOOPYIOBAHUS,
BBINOJIHEHHBIX Pa0oOT, CIUCAHUsI, SKCIIEPTH3BI U T.1.);

- 006epeHHoCmu;

- TPaKIAHCKO-IIPABOBBIE 10T OBOPBI;

- 3a0anua (Ha TNPOEKTHUPOBAHHE OOBEKTOB, TEXHUYECKUX COOPYKEHUH, KallUTalbHOE
CTPOUTENBCTBO, TEXHUYECKUE U T.]1.);

- 3as6Kku (Ha 000pyI0BaHUE, U300PETEHHE U T.11.);

- 3aa61enua (Ha aKKPEeJUTUB, 00 OTKa3e OT aKIenTa U T.11.);

- 3aKAI0YeHUA U 0mM3bl6bl OPTaHU3AINIM Ha TUccepTaluy, aBTopedepaThl, HalpaBIsieMble
B BBICIIYIO aTTECTALMOHHYIO KOMUCCHIO;

- o0pa3ipl OTTUCKOB IMeyaTe M mojanuced pabOTHUKOB, UMEIOUINX MPABO COBEPIICHUS
(MHAHCOBO-XO035HCTBEHHBIX OIEpaIHii;

- IpEICTaBJICHUs M XoJaTaiicTBa (0 HarpakJeHUM OopJeHamMHu U MenansaMmu Poccuiickoit
®denepanyv u T.1.);

- nucobma zapanmuiinsle (Ha BHIIIOJIHEHUE pa0boT, YCIYT, OIUIATy U T.1.);

- nopyuenus (0r0JDKETHBIC, 0AaHKOBCKHE, IEHCUOHHBIE, TUIATe)KHbBIE (CBOIHBIC, B OaHK) U
T.1.);

- HON0YICEHUA 0 CIMPYKMYPHBIX NOOPA30eNeHUAX, UHCIMPYKUUU, NPAGUIA U HA Opyue
JIOKA1bHble AKMbl UHCTUTYTA,

- npOmMoKobl (COTIIACOBAHUS IUIAHOB IIOCTABOK U T.11.);

- peecmpbl (4€KOB, OIOJKETHBIX MOPYUYECHUH U T.11.);

- cMempl pacxo00é (Ha cofep KaHKE anmnapara yIpaBJIeHUs, Ha IOJATOTOBKY U OCBOEHUE
IPOM3BOJICTBA HOBBIX H3JENUI, Ha KaIbKYJSALHUIO K JOrOBOPY MOAPSAAA, Ha KamUTaJIbHOE
CTPOUTENBCTBO U T.J1.);

- cnpasku (TUMUTHBIE, O BBIIUIATE CTPAaXOBBIX CYMM, HCIOJb30BAHUU OIOJIKETHBIX
ACCUTHOBAHUI Ha 3apIuiaTy, O HAaUMCJICHHON M MPUYUTAIOLIEHCS 3apIulaTe, apXUBHbBIE U T.1.);
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- cneyugukayuu (M31eTUN, TPOAYKITUU U T.1.);

- mumynbHble CHUCKU;

- ycmae UHCTUTYTA, U3MEHEHHUS U JIOTIOJIHEHUS K HEMY;

- Wmamuovle pacCnUCAHUA V1 U3MEHEHUS K HUM,;

- mpyooebvie 002060pbl U JONOTHUTEIbHbIE COTJIALICHUS K HUM;

- 002060pbl 0 MAaTEPUATILHOW OTBETCTBEHHOCTH;

- HazZpaouvle ucmol,

- Jpyrue JOKYMEHTBI, JUIsl KOTOPBbIX 3aKOHOAATelIbCTBOM Poccuiickoilt ®enepanuu
IpeaycMaTpuBaeTCs IMPOCTaBIEHUE OTTHCKAa TIepOOBOM MeyaTW OpraHu3aluM, XpaHEHUe U
UCTIOJIb30BaHUE KOTOPOH 00ecTIeYnBaeT CEeKpeTapuar.

Ha ocranbHbIX IOKyMEHTax, He TPeOYIOUIMX 0CO00ro MOATBEPXKICHHS IOJUIMHHOCTH,
IIPOCTABIISIETCS OTTUCK YJIOCTOBEPUTENIBHON II€YaTH, XpPAaHEHHE M MCIIOJIb30BAaHME KOTOPOM
o0ecreunBaeT cekperapuar.

4.4.18. OT™MeTKa 0 3aBepeHUHN KOITUH

Konust nokymMeHTa — JOKYMEHT, IOJHOCTBIO BOCIPOU3BOIAIMN HHPOPMALUIO
MOJIJTMHHHKA IOKYMEHTA U €r0 BHEIIHUE IPU3HAKY, HE UMEIOILNN I0PUANYECKON CUJIBL.

4.4.18.1. Ilopsaaok 3aBepeHUs1 KONINHU

B TtepmuHONOrMM  AENONPOU3BOJACTBA, KpPOME IOHATUS  «KOIHUU  JOKYMEHTa»,
UCIIOJIb3YeTCsl MOHATHE «3aBEpeHHas KOMUs JOKyMeHTa». [Ipu 3TOM MMEHHO BTOpOe M3 HHMX
UMEET IOPUIUYECKYIO CUITY.

3aBepeHHass KOMMs JOKYMEHTa — KOMHUS JOKYMEHTa, Ha KOTOPOW B COOTBETCTBUHU C
YCTAHOBJICHHBIM TOPSAKOM  IPOCTABIISIIOT HEOOXOAMMBIE PEKBHU3HTHL, TPHUAAIOUINE €1
IOPUJINYECKYIO CUITY.

JUis cBUIETENbCTBOBAHUS BEPHOCTU KOMUU (BBIMMCKM M3 JOKYMEHTA) MOJUIMHHUKY
JIOKYMEHTa Ha MOCJIEHEM JINCTe KOMMU (BBIMMCKHM M3 JIOKYMEHTa), Ha CBOOOJHOM MeECTe IO0J
TEKCTOM C Haudaja ab3ama odopmusiercss pexBu3uT "OTMmeTka o 3aBepeHun koruu'. Komuu ¢
JIOKYMEHTOB BBIJJAIOTCS C PA3pELICHUs HAYaIbHUKOB CTPYKTYPHBIX MOJPA3AEIECHUN U TOJIBKO C
T€X JOKYMEHTOB, KOTOpPbIe ObLIM H3JIAaHbI B HHCTUTYTEe U KOTOpPbIe KAcalTcsl Ciay:KeOHOM
NAeATEeJbHOCTH JAHHOI0 CTPYKTYPHOI'O NMOAPAa3AeJIeHHS.

[Ipu BbIIaYe KOMUU TOKYMEHT BOCIIPOM3BOAUTCA MOJHOCTHIO (OJJaHK MHCTUTYTA, HOMED,
JlaTa, CoiepyKaHue U T.11.).

B npaBom BepxHem yriy xonuu nuietcs cioo "Komwus", 1100 mpocTaBiseTcs MITamIl
«Komusa».

[Ipu BBImaue kommm ¢ komwu ciexyeT nucath "Komusi ¢ Komuu" TOJNBKO C KOTMHH,
3aBEPEHHON HaaeXauM o0pa3om.

[Ipn 3aBepeHUM KOMUU JOKYMEHTAa BHHM3Y IIOCJE MOJIHOTO BOCIPOM3BEIEHUS TEKCTa
nuietcs "Konust BepHa" nnu "BepHo" (ecnu 3aBepsieTcs BBIIMCKA U3 JOKYMEHTA), YKa3bIBaeTCs
JOJIKHOCTh, MOJIMUCH JIUIIA, 3aBEPSIIONIET0 KOMUIO, BBIMUCKY, €r0 MHHUIMAILl U (aMuIus, 1aTta
3aBEpEHUs, IPOCTABIIAETCS KpyTJias I1e4aTh, HallpUMep:

[lonnuHHBI ~ JOKYMEHT HaxoAuTca B  Jene  (HauMEHOBAaHHME  CTPYKTYPHOTO
noapasnenenus) Ne 02/15 3a 2010 rogn.

Bepro

Benymuii cnenmanuct Iloonuce Y. O. @amunus

Hara ITeuats

JIMCTBl MHOTOCTPaHMYHBIX KOMHUM (BBIMUCOK U3 JOKYMEHTa) HYMEPYIOTCS, OTMETKa O
3aBEpEeHUH KOMHM JIOTMOJHSETCS YKa3aHMEeM KOJMYEeCTBA JIUCTOB KOMUU (BBIMHMCKH U3
nokyMmeHTa): "Beero B komuu _ 11.". JlomyckaeTcs 3aBepsTh OTMETKOM "BepHo" kaxablil 1ncT
MHOT'OCTPaHUYHOM KOIIMH JOKYMEHTA.

Jluctel mpommBaroTcs Bpy4yHyl0 Ha 2 wiM 4 npokona. Ilocie mpommBKu JIMCTOB Ha
KOHIIBI IPOIIMBHOM HUTH Ha OOOpPOTHOW CTOPOHE IIOCIETHEro JHMCTa KONUM JOKyMEHTa
HakJIenBaeTcs JUcT opmata A7 MU MEHbILE, HA KOTOPOM YKa3bIBalOT KOJMYECTBO MPOLIUTHIX
JHUCTOB, @ TaKXE€ HAMMEHOBAHME JOJDKHOCTHM JIMIA, 3aBEPUBLIETO €ro IMPOLIMTHE, JIUYHYIO
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NoAMUCh U pacmindpoBKy noanucu. Kpome 3Toro npu npommrBKe JUCTOB MPOCTABISIOT OTTHUCK
neyaTH TakuM oOpa3oM, 4TOObl OH 3aXBaThIBaJl YaCTh HAUMEHOBAHMS JOJDKHOCTH JIMLA U
000pPOTHYIO YacTh MOCJIETHETO JINCTA KOTIHH.

Komuum  1OKyMEHTOB  3aBEpsIlOTCS  OTBETCTBEHHBIMU  JIMIIAMM,  Ha3HAUYE€HHBIMU
PYKOBOAMTENSIMU CTPYKTYPHBIX MOIPA3ACICHUI.

He noanexxar cBHUIETEIbCTBOBAHUIO KONHWU JOKYMEHTOB, MMEIOIIMX HESCHBIA TEKCT,
MOJIYUCTKHU ¥ UHbIE HEOTOBOPEHHBIE UCIIPABICHHUS.

Konum 10KyMeHTOB, mpeaHa3HAUYE€HHbIE [UIsl HCIOJb30BaHUS BHEe WHCTHTYTA,
3aBepsIOTCA MEYaAThIO.

IIpn pacceuike KONMH JOKYMEHTOB, MMEIOIIUMX HOPMATUBHBIA IIPABOBOM Xapakrep
(mpuKasbl, paclopsHKEHUS U T.J.), B CTPYKTYpHbBIE MOApa3/eieHHs] HHCTUTYTA, Pa3MHOXKCHHbBIC
AK3EMILISPBI PACCHUIAEMBIX JOKYMEHTOB 3aBEPAIOTCS OTTUCKOM I1€YaTH YIIPABJIEHUS JeIaMHu.

OO0s13aHHOCTD 3aBEpPATH MEYATHIO KOMHUU JOKYMEHTOB, KAcCaroIIMUXCS MpaB U UHTEPECOB
rpaxkaaH, 3akperisiercss B AeiictByromeM Ykasze IIpesunuyma Bepxonoro Cosera CCCP ot
04.08.1983 Ne 9779—X. DToT XK€ [OOKYMEHT BMECTO cioBa «BepHO» mpennuchiBaer B
3aBEpUTEIbHON HAJANMCU IHCAaTh Pa3BEPHYTYIO TEKCTOBYIO KOHCTpyKUuio: «Konus eepna,
NOONUHHBIUL ~ OOKYMEHm  HAXO0Umcs 6... (VKA3bl8aemcsi HAUMEHOB8AHUe CHPYKMYPHO20
noopazoeneHuss UHCMUmyma)».

JInuHbIi pocuepk MpocTaBiseTcs TaK, YTOObI OH YaCTUYHO PACIOiaralicss Ha MOCIeqHEeM
JUCTE CIIMBA, @ YACTMYHO — HA IPUKIEEHHOW NOBEPX HUTHU HAKJIEHKE. 3aBEPUTENIbHBIN TEKCT
pacreyaThiBalOT Ha MPUKJIEUBAEMOM JIUCTKE MO0 MUIYT TaKOM TeKCT BpyuHyto. Hampumep,

xpenneHo neuyarsio
) NUCTOB

npbﬁn;ﬁ, npoHyMepoBaro U ¢

i

Konuu n0oKkyMeHTOB, HampaBisieMble 3a MPEEIbl HHCTUTYTA, JOJKHBI 3aBEPSITh TOJIBKO
YIOJIHOMOYEHHBIE HA ATO JOJDKHOCTHBIE JIUTIA.

IoamMBKH TOKYMEHTOB 3aBepsiTh HeJib3sl. HeoOXoamMo 3aBepuTh KOMHUIO KaXKIOTO
JIOKYMEHTA, HAXOJISIIETOCS B MOIIMBKE, IO OTJEIHFHOCTH, a HE TIOAIINBKY TOKYMEHTOB.

B omnpeneneHHpix ciayyasx 3aKOHOJATEILHOM YCTAHOBJIEHO HOTapHalIbHOE 3aBEpPEHHUE
KOITUI HEKOTOPHIX JOKYMEHTOB IPH MPEACTABICHUH UX B IPYTHe OPTaHU3aINH.

[Topsimok HOTapualnbHOrO 3aBEpPEHUsI KOMUU JOKYMEHTOB ycTaHOBieH (OcHOBamMHu
3akoHoarenscTBa Poccuiickoit deneparuu o Hotapuate oT 11.02.1993 Ne 4462-1.
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4.4.18.2. Boinucka u3 J0KyMeHTa

Boinuncka u3 10KyMeHTa — 3TO KONHUs YacTH (4acTel) MMCbMEHHOIO JOKYMEHTA.

Boinucku rotoBaTcs B T€X Cllydasx, KOT/Ia M3TOTOBJIEHUE KOIUU JIOKYMEHTA 110 TeM WUIIU
UHBIM MIPUYUHAM HEBO3MOXKHO (JOKYMEHT COICPKHUT KOH(UACHIUAIBbHYI0O MH(POPMALUIO) WIN
Heleaecoo0pa3Ho (JIOKYMEHT UMeeT OOJIbIION 00BEM U TIOJIHOCTHIO OH HE HY)KEH).

OTMmeTKa 0 3aBEpEeHUHU KOIIMH aHAJOTUYHO UCIOJIb3YETCs U Ul YAOCTOBEPEHUSI BEPHOCTU
BBIMHICOK U3 IOKYMEHTOB (TIOCTaHOBJICHUH, paCOPSKEHHM, TPUKA30B, IPOTOKOJIOB).

[Ipu odopmieHHH BBINMUCOK TIOJHOCTHIO BOCIPOU3BOAATCS PEKBH3UTHI OJaHKa, 3a
UCKJIIOYCHHEM DPEKBU3HMTAa «HAWMEHOBAaHUE BHJA JOKyMEHTa». B cocTaB JaHHOTO peKBU3HTA
cienyer nobaBnsath ¢pasy «BBIIIMCKA W3...». Hampumep, Bmecto croBa «I[IPUKA3»
Heooxomumo Hamucath «BBIIIMCKA W3 TIPUMKA3A», «BBIIIMCKA M3 TIPOTOKOJIA»
(ITpunoxenue Ne 7).

Kpome Toro, Ha BBINKMCKE yKa3bIBAETCSI PETMCTPALIMOHHOM HOMEp M JaTa PEerucTpaluu
OpUT'MHAaJIA JJOKYMEHTA, a HE JlJaTa U3rOTOBJICHUS BBIIMCKU U €€ HOMEP.

[Tox TexkcTOM BBIMUCKM YKAa3bIBAIOT JOJKHOCTBH JIMIA, TMOJMHCABIIETO JOKYMEHT, €ro
UHHUIHATG], pamMuinio. JIndHas MOANUCH JOJDKHOCTHOTO JIMIA B COCTaBE PEKBHU3MTA «IIOAIHUCH
JOJIKHOCTHOTO JIUI[a» B BBIITUCKE HE CTABUTCA.

JUia npuaaHusl OPUIMYECKONW CUJIbI BBIIUCKE €€ HeoOXoauMo 3aBeputh. [[st 3Toro
UCIIONIB3YETCSI PEKBU3UT «OTMETKA O 3aBEPEHUU KOIMUU JOKYMEHTa», TaK e, KaKk U i1 KOMUH
JIOKYMEHTOB.

4.4.19. OT™meTKa 00 HCHOJTHUTEIE

OrMeTKka 00 MCIIOJTHUTeIE TOKYMEHTA [IPOCTABISIETCS B JIEBOM HU)KHEM YTy JIMLIEBON
CTOPOHBI MOCJEIHEro JINCTA JOKYMEHTA.

OTMeTKa BKIIIOYAeT WMs, OTYECTBO (IMIporedarbiBaeTcsi mepen (ammmueit), Gammmuio
UCTIOJIHUTENIE M HOMep ero TesedoHa, MevyaTaeTcss MO JIEBOMY Kpar CTpaHHIbI Oe3 ab3ala
mipudrom pazmepom Ne 10 uepes3 1 MeKCTpOUHBIN HHTEPBAJI, HAIPUMED:

. . BaHOB (CITOBO «HCTIOTHHUTEINb)» HE MPONEYATHIBACTCS)

928 88 14 (cnoBo «TenedoH» HE MPONEeYaThIBAETCSI)

ITpu BeneHUM city>keOHOM MEPENnUCKH Ui COOMIOCHUS 1€I0BOT0 3TUKETA, Tele(OHHBIX
MIEPETOBOPOB 11€7€CO00Pa3HO B PEKBU3UTE YKa3bIBATh UMSI U OTYECTBO MOJHOCTHIO, HAIIPUMED:

Hukonaes Ilerp Onerosnu

(499) 234 56 88

OTMeTka 00 MCIOHHUTEIE MOXKET JOMOJHATHCS YKa3aHUEM JOJKHOCTH HCIIOJHUTENS C
YKa3aHHUEM CTPYKTYPHOTO MOJpa3aeIeHusI.

4.4.20. Yka3aHusl 110 HCIIOJTHEHHIO TIOKYMEHTA (Pe30.II0nHs)

OcHOBHbIMU (paKTOpaMH, BIMSIOIMIMMHU Ha CKOPOCTh JTOKYMEHTOOOOpOTa HHCTUTYTA,
SABJISIIOTCS TPUHLMUIBI U CTWIb yrpaBieHus. OHU peanu3yroTcs, B TOM YHCJIE, C MOMOIIbIO
IIPOCTOM YNPABICHYECKOW TEXHUKH — YKA3AHUH 110 MCIIOJHEHHIO JOKYMEHTA (Pe30II01uii).

Yka3zaHue 10 HCINOJTHEHHMIO JOKYMeHTa (Pe30iIonus) — O5TO NpsSAMOe yKa3aHHe
PYKOBOAMTENSI O XapakTepe pelleHHs BOMpOCa, KOTOPbIM COJAEPKUTCS B JIOKYMEHTE,
IIPEJICTABIIECHHOM €MY Ha pacCMOTPEHHUE;

- PE30ITIOLHS T0JIKHA OBITh MOANKCAaHA U IaTUPOBAaHA €€ aBTOPOM;

- PE30JIIOLHS SABIISIETCS 0053aTENbHBIM Il UCTIOJHEHUS TOPYyYSHHEM;

- pE30NdIOLMEN OmNpeaenseTcs MAIbHEHIINA MNyTh ABWKEHHUS ITOKYMEHTa, BPEMS €ro
MOJIyYEHUSI TEM TMOAPA3/EICHUEM U HCIOJHUTENEM, KOTOpPBIE MOTYT PELIMTHh BOIPOC WU
MOJAFOTOBUTH MPOEKTHl HEOOXOIUMBIX/OTBETHBIX JOKYMEHTOB.

OpraHu3aliOHHOM OCHOBOM JHOOOH CHCTEMBI JOKYMEHTOOOOPOTa SIBJISETCS YeTKOe
pacnpeaenenue GyHKIUI ¥ OTBETCTBEHHOCTH CTPYKTYPHBIX MOApAa3JaejJeHUii UHCTUTYTA, a
TakKe pa3rpaHudeHre (PYHKIIMOHATBHBIX O00S3aHHOCTEH MEXIY PEKTOPOM U MPOPEKTOpaMH 1O
HAIpaBJIEHUSIM, TMPEAOCTABICHUE TMpaB M I[IOJHOMOYUH PYKOBOAUTENSM CTPYKTYPHBIX
MOApAa3/ICICHUdA M WHBIM JOJKHOCTHBIM JIMIIAM HUYKECTOSILET0 YNPABIEHYECKOTO YPOBHSI.
[Topyuenue AOKHO OBITH agpecoBaHO TOMY, KTO MMEET IpaBO M 00s3aH B paMKaX CBOMX
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(GyHKIIMOHAIBHBIX OOS3aHHOCTEM NPUHUMATh pEHIeHHs] B KOHKPETHOM 00JacTh, € y4eToM
MEepapXUM U MOJYMHEHHOCTU. JIOKYMEHT HAIpaBiIsSIETCS HA MCIOJIHEHHME B TO IOJpa3/elICHUE,
PYKOBOAMTEINb U COTPYIHUKH KOTOPOTO OBICTPO U MpOo(decCHoHaNbHO CMOTYT MOATOTOBUTH WU
MIPHUHSITH CAMOCTOSITEIEHO camoe YPPEKTUBHOE pEIICHHUE.

KouTponb cobmioieHus cHCTEMbl  JIeIETUPOBAHUS  IMOJHOMOYHMI  OCYIIECTBIISET
cekpeTapuar.

ITo dopme mpencraBieHuss IPUOPUTETHBIMU SIBIISIOTCS MOPYYEHUS, 3aQUKCUPOBAHHBIE B
nucbMeHHOM Buje. [lopydeHuss pekTopa, JaHHbIE B YCTHOW (opme, MOKHBI OBITH B
nocHeAyIomEeM 0QOPMIICHBI B MUCbMEHHOM BU/JIE U MTOCTABIIEHBI HA KOHTPOJIb B OOIIEM MOPSAKE
YIPaBICHUEM JIETaMH.

4.4.20.1. O0mue npaBuiaa odopMJeHUs yKa3aHHUsl MO HCIOJHEHUIO JOKYMEHTAa
(pe3ostronms)

OnHa u3 onepaii B TEXHOJIOTHH JI€TIONPOU3BOICTBA, KOTOPAsk MPEAIIECTBYET KOHTPOIIIO
UCIIOJIHEHUS, Ha3bIBACTCsl «HaNpaBJIeHHe JOKYMeHTa Ha MWCIOJHEHHe» U sBIIETCS
BOXHEHIIMM yNpPaBICHYECKHUM JIUCTBHUEM, CBSI3aHHBIM C THCbMEHHBIM OQOopMIIeHHEM
MPUHATOTO PEIICHUS] WK MPSMOTO MOpy4deHHUsl. PyKkoBoAHMTENb, pacCMOTPEB MPEICTABICHHBIN
€My JOKYMEHT, JaeT MpsAMOE YyKa3aHUE YIOJHOMOYEHHBIM COTPYIHHMKaM, Kak pEeLIUThb
KOHKPETHBIN BOIIPOC, WK MPOCTO paclpeAesseT JOKYMEHThI 10 CBOUM 3aMECTUTENSIM B paMKax
CUCTEMBI pa3rpaHUueHuUs1 003aHHOCTEH WU IeTIETUPOBAHUS MTOJIHOMOYHI.

Hanpasienue nokyMeHTa Ha HCIIOJHEHHE HAXOAUT CBOE TOKYMEHTaIbHOE 0(hOpMIICHHUE B
BUJIC YKa3aHUs 10 UCHOJIHEHHIO, IPOCTABICHHOIO HA JOKYMEHTE. YKa3aHHe M0 UCIOJTHEHHIO
AOKYMEHTAa SIBJISIETCA Ba)KHEHIIEH OTMETKOM Ha JIOKYMEHTE, BO3HUKAIOLIEH B IPOLECCE €ro
TEXHOJIOTHYECKON 00pabOTKH.

Yka3anue 1mo MCIOJHEHUIO JOKYMeHTa (pe30JIlouMs), HAIUCAHHOE HA JOKYMEHTe
COOTBETCTBYIOIIUM [O0JLKHOCTHBIM JIMIOM, BKJIKYaeT B ce0d (aMWINH, WHUIHAJBI
HCNIOJIHUTeIell, colep:KaHHe mopy4dyeHusi (MpH HeOoOXOAMMOCTH), CPOK HCIIOJIHEHMS,
noAnuch W aary. B mHcTHTYTE yCcTaHOBJIEeHO OdopMileHMe YKAa3aHUS 1O HCIHOJHEHHIO
(pe3oounu) Ha otaeabHOM Jucte (Ipusoxkenune Ne 10).

OcHoBHOU pedeBoi GHoOpMyNON Ui BbIpaXKeHHs] COOCTBEHHO PEIICHUs WA MOPYUYCHHS
pykoBoauTtens sBisierca popmyna «Komy — uto cnesarb, Koraa/k Kakomy cpoky». @amunnu
WCIIOJIHUTENIEH YKa3bIBAalOTCS B JATEJIbHOM MaJieke, WHULIHUAJIBI odopmwiswTess mociae
bamuianu.

[lopydyenus  pykoBoauTeNns B  yKa3aHWW 1O  HUCHOJHEHHIO  MOTYT  OBITh
HHANBUAYAJLHBIMM (YKa3zaHa oaHa ¢GaMuaus HUCIOIMHHUTENS) WM  KOJJIEKTHBHBIMU
(mepedncneHsbl HECKOIbKO (amunuii). Ho 0oTBeTCTBEHHBIM HMCHOJHUTEIEM BCErla SBISETCS
TOT, 4bsi paMWIMs Ha3BaHa mMepBoil. IMeHHO OH OTBedaeT 3a OPraHM3alUI0 HCIIOJHEHUS,
OKOHYATEJIbHOE pEeIIEHHWE BOMPOCA, IMOArOTOBKY OTBETHOTO JOKYMEHTA, OTYUTBHIBACTCS O
pe3ysbTaTax HCIOJIHEHHUS M B3aUMOJAEHMCTBYET C YNpaBlIE€HUEM JellaMd U OTBETCTBEHHBIM 3a
obecrnieuenue ¢pyHkimonnpoBanus cucreMbl KUTIP koHTpoIs B TIpoIiecce CHATHS MOPYUYEHUS C
KOHTPOJISI WK TepeHoca cpoka ucnosHeHusl. OTBETCTBEHHBIN MCIIOJIHUTENb BIIpaBe YCTaHOBUTH
MIPOMEKYTOUHBIE CPOKH UCIOJIHEHHMSI, CO3bIBaTh ONEPATUBHBIE COBELIAHUS U MPUBIIEKATh UHBIX
COTPYJIHUKOB (C coriacus UX PYKOBOJAMUTENEH) B IIeJIIX KaYECTBEHHOI'O UCIIOJIHEHUS TOPYUEHUSI.
Coucnonuutenu (ux ¢GaMWIMM TakXKe YKa3aHbl B PE3OJIONUU PYKOBOJIUTENS) OOs3aHbBI
y4acTBOBAaTh B TIOJrOTOBKE OOIIETO PEIICHUs B paMKax CBOUX (DYHKIIMI U 30H OTBETCTBEHHOCTH.

Ha paccmoTpeHue peKkTopy YyInpaBiieHHMeM JeJaMH TMPeICTABJISIOTCH TOJbKO
Ba)KHelMe /17151 1esiITeJIbHOCTH MHCTUTYTA JOKYMEHTHI 110 BONPOCAaM, KOTOPbIe OTHOCSTCS
K ero cgepe 0TBEeTCTBEHHOCTH M NMOJHOMOYHMAM, H JIOKYMEHTONOTOK OrPAHUY€H.

OTO NHUChbMa, AJpPECOBAHHBIE HA WUMs PYKOBOJWTENSA, NEPENUCKAa IO BOMPOCAM, KOTOpPbIE
KypUpYIOTCSI MM JIMYHO, NMHCbMa OT TIJaB cyObekToB Poccuiickoit @Denepanuu, OpraHoB
rOCyIapCTBEHHOTO  YyINpaBieHUs (MHUHUCTEPCTB, BEIOMCTB) M HUX TEPPUTOPHAIIBHBIX
NoApa3/ieiCHUd,  PYKOBOJAUTENEH  MYHULIMNAIbHBIX  OPraHOB,  KOHTPOJUPYIOIIMX U
pPEerylupyoImuX oOpraHuzauuid. Bce 3T [OKyMEeHThI TpeOyIOT He3aMeIUTeIbHOIo
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PacCMOTpPEHHMsI, YETKUX M KOHKPETHBIX pELIEHUH, TaK Kak OT JTOr0 3aBUCUT peIryTauus
UHCTHUTYTA.

VKa3zaHus 1O HCIOJHEHUIO JIOKYMEHTa IMOJIUCBHIBAIOTCS PEKTOPOM, IEPBBIMU
IPOPEKTOpaMH U TpopeKkTopamMu. B o00s3aTenbHOM MOpSAKE AATUPYIOTCS, MOCKOJBKY CPOK
WCIIOJIHEHUS MTOCTYNHUBIIET0 JOKYMEHTA UCUUCIISIETCS OT JAThl €ro MOJYyYEHHUs aJpecaToM, T.€. C
JaThl, KOTOpas yKa3aHa B pPETUCTPALlMOHHOM HITaMmIie. OTOT BONPOC KOHTPOJIHUPYETCs
CEeKpeTapuaToM, KOTOPBIM CO3/1a€T pe3epB BPEMEHHU, COKOHOMIIEHHOI'O Ha ONEpalMsax Nepenadu
JOKyMeHTa (Ha OyMa)XKHOM HOCHUTENIe, B OJJIEKTPOHHOM BHUJE, (HaKCUMUIBHON CBS3bIO).
[TocTynuBmMii AOKYMEHT JOJDKEH OBITh paccCMOTpeH (a 3HAuuT, JOJKHA OBITh MPOCTaBlEHA
PE30JIIOLMS) B IeHb ero MOJy4YeHHs .

VYkazaHus mo UCHOJIHEHHUIO JOKYMEHTa PEKTOopa aapecyroTcsl MPOopeKTopaM (OJHOMY WIIH
JIByM, MaKCHMAJbHO B OJHOW pe3oytouuu ynomuHaiotrces 4 damunun). OyHKIMH U 30HBI
OTBETCTBEHHOCTU IPOPEKTOPOB M TMOMOLIHMKOB pEKTOpa YTBEPXKIEHbI B IIPUKa3e O
JIeJIETUPOBAaHUY MOJHOMOUMN. MHOrAa TOKYMEHT HamnpaBisieTCcsl Ha UCIIOJIHEHUE C PE30JIIOLMEN
TOMY IIPOPEKTOPY, KOTOPOMY PYKOBOJUTENb paHee JaBai MoJA00HOe, ATUTENbHO JIeHCTBYOIIee
[OpYyUYEHHUE.

[Ipu paccMOTpeHHH JOKYMEHTOB PEKTOP PYKOBOJCTBYETCS 30HAMH OTBETCTBEHHOCTH,
KOTOpPBIE 3aKPEIJICHbl HA BEPXHEM YPOBHE CUCTEMBI JAEJIEIrMPOBAHMS IOJTHOMOYHNH.

4.4.20.2. XapakTrep pe300unii

DneMeHThI CTaHAApTHOM pedeBoil Mojenu pe3onronun «Komy — 4to caenarh — KOruay,
HalpuMep, TaKue BapUaHThI:

- IIpousy npeonosicenuti 0 compyonudecmae.

- [Ipouty noocomosums pacnopsiceue.

- [Ipouty obecneuums @blnoaHeHue K YKa3aHHOMY CPOKY.

- IIpowy npeocmagumyo niax pearuzayuu.

- Onnamums. Omo 8adxcHOo.

- Coznacen.

- Ilpowy yuecmo. HumepecHo.

- Haoo pewwumy. [Ipeonazaiime.

- YUmo smo?

- 3auem?

- Konmpons!

- Pazobpamucs, oonoscums!

@dopma  ykazaHMA 10  HCIOJHEHHMI0O JOKYMeHTa  (pe3oyioluM)  JO0JKHA
CBUJICTENLCTBOBATh O COONIOACHUM DJTUYECKUX TIPaBHUJ, YETKOCTH 3a/lad, CTPEMJICHHH K
KpPaTKOCTH HHCTPYKIIHH.

4.4.20.3. HecrannapTHble pe30JII0NHU

OavH #3 TpPUMEPOB HECTAHAAPTHOM pE3ONIONUH — MOANMCH PYKOBOIMTEJIs,
O3HAYamIas corjacue (MOJOKHMTEJbHYI0 pe3ojonul). B srtom ciaydae cekperapuar
nepeaaeT JTOKYMEHT ¢ IMOJ0OHOW pe3onronMel Ha JajbHEeHIee HCIOJIHeHHWe, T.K. OH Oyner
CIIY’)XHTh OCHOBaHUEM (MHUIIMATUBHBIM OKYMEHTOM) JJIs MOCIEAYIOIIEero H3JaHus MpHUKa3a,
YTBEP)KJICHHSI IITATHOTO pAaCHUCaHWs, BBEJCHUS B JIEWCTBHE HOPMATHBHOTO M JAPYTHX
JIOKYMEHTOB.

Pe3omtonus MoxkeT odopMisThes Kak mpoctoe aapecopanue «Komy» ¢ o003nauennem
¢GaMwiInM ¥ UHUIHAJIOB HCHOJHUTENs (C MOANUCHI0 pykoBoauTessi uiau 0e3). [lepenasas
JIOKYMEHT C TaKOW pe30JIOLMEN Ha JaJbHEWIIee HCIOJHEHUE, CEKpeTapuarT OTMEYaeT, KaKue
KOHKPETHBIE BOMPOCHI, B KAKUX JOKYMEHTaX, IMOJYYEHHBIX OT KaKUX aJpecaTroB, PEKTOp
MopyyaeT pemiath (JAeIerupyer) CBOUM MPOPEKTOpaM MU PYKOBOJIUTEISIM KOHKPETHBIX
MIOAPA3ACIICHUN.

B panbueiimem 53Tta  wuH(OpManMs MOXeT OBbITh HCIOJNBb30BaHa B  Ipoliecce
COBEPILIEHCTBOBAHUSI CUCTEMbI JIEJIETUPOBAHUS MOJTHOMOYMNA — JIJIsl MOATOTOBKU HOBBIX BEPCUU
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NPUKAa30B O pa3rpaHUYEeHUH (QYHKIMNA, aKTyalu3ald TOJOXKEHHH O CTPYKTYPHBIX
NOJIpa3/IeJICHUsX, JOJKHOCTHBIX HHCTPYKIUAX.

Pe3omtonusi MOKeT BBIMNISIETh, KaKk OTMETKAa Ha JOKYMEHTE, M COAepX aTh IJaroJ
«O3nakomaen» W NMOANNCH, KOTOPbIE O3HAYaIOT, YTO PELICHUE PYKOBOJIUTEIEM HE IPHUHSTO,
KOHKPETHOE MOPYUYEHHUE OTCYTCTBYET, HH(POpPMAIUS MOJIydeHa JUIsl CBEICHHS, pellIeHue BOIpoca
OTJI0XEeHO. BHyTpeHHHMI JOKYMEHT C MMOJ00HOM pe3omtonuell (Hanpumep, ciryxeOHas 3ammucka)
Cekperapuar BO3BpallaeT aBTOPY JTOKYMEHTA, MOCTYNHUBIINMA OT BHEIIHETO KOPPECIOHAECHTA, —
nepeaaeT B pyHKIMOHAIBHOE MPO(UIBHOE MOIpa3/IeIeHuE.

4.4.21. OT™METKA 0 KOHTPOJIE IOKYMEHTAa

OTMETKYy O KOHTpOJI€ MNPOCTABISAIOT Ha JOKYMEHTaX, IOCTaBJICHHBIX Ha KOHTPOJIb, C
noMouipto mramia "KoHTposs'" Ha BepXHEM MoJie JOKYMEHTa CIIpaBa ¢ YKa3aHUEM KOHTPOJIbHOM
JIaThl UCTIOJTHEHMSL.

4.4.22. OTmMeTKa 00 HCIIOJTHEHUH IOKYMEHTA

OTMeTka 00 WCIIONIHEHUH JAOKYMEHTa W HANpaBJICHHWU €ro B JEJO0 COCTOUT u3 cioB "B
neno Ne'", ykazaHusi MHAEKcA Jiela, B KOTOpOe MOMeNaeTcsl JOKYMEHT, TMOJIMUCH UCTIOTHUTENs
WM PYKOBOAUTENS CTPYKTYPHOTO MOAPA3/IEICHHUS], JaThl.

OTtmeTka 00 UCHOTHEHHUH MOXET JOMOJHAThCS HHOpMaIer 00 0co0eHHOCTAX
VCIIOJIHEHUS IOKYMEHTA.

CchulKy Ha JaTy U HOMEp JOKYMEHTa, CBHUJIETEIbCTBYIOLIETO O €ro MUCIOJHEHHUH, WIIH,
IIPU OTCYTCTBUU TAKOTO JOKYMEHTA, KPaTKUE CBEIEHUS 00 CIIOJHEHUU.

OTtmeTka 00 HCIOJHEHUU JOKYMEHTa O(QOpMIISIETCS HCHOIHUTENEM JOKYMEHTa WU
PYKOBOJUTENIEM CTPYKTYPHOT'O MOJPA3AEICHHS], B KOTOPOM HCIIOIHEH JOKYMEHT.

4.4.23. OT™MeETKA 0 NOCTYIJICHHH JOKYMEHTA

OTMmeTKa O MOCTYIUIEHHH JOKYMEHTa B MHCTUTYT COJEPKUT OYEPEAHOW MOPSIAKOBBIN
HOMEpP IO PETUCTPAMOHHOMY XYpHaly BXOISAUIEH KOPPECHOHAEHUMU M ATy MHOCTYIUICHUS
JIOKyMeHTa (TIpU HEOOXOUMOCTH — YaChl © MUHYTHI).

OTMeTKa O MOCTYIUIEHUHU JTIOKYMEHTa MPOCTaBiIsieTcss paOOTHUKAMU YIIPaBIICHUS JeTaMu
B BU/IE LLITaMIIa B IPaBOM HMKHEM YTIIy Ha NEPBOIl CTpaHUIIE TOKYMEHTA.

5. O®OPMJIEHHUE OTAEJIBHBIX BU1OB IOKYMEHTOB

WHceTpykuns 1o J1€J0NpPOU3BOJCTBY YCTaHaBIMBAaeT TpeOOBaHUS K IOATOTOBKE
OTJIEbHBIX BUJIOB JOKYMEHTOB.

5.1. PacniopsiainTebHbIE JOKYMEHTHI

5.1.1. IloaroroBka NpoeKTOB NPHKA30B

[Ipouenypa nOKyMEHTHpPOBAHUS BBICTYNAeT OPraHM3YIOLUIMM HayajioM B MOATOTOBKE W
U3JIaHUU PacCHOpSAIUTENbHOIO JOKYMEHTA, MIEPBUYHON B JAHHOM Cllydae SIBJISETCS MpoLexypa
MPUHSTHS PEIICHNUs, Ha KOTOPYIO M HaKJIaJbIBA€TCA MPOLIECC TOKYMEHTHPOBAHUS.

[IpykazaMu ¥ pacHOpPSKEHUSAMH, SBISAIOIIMMUCS WHIUBUAYAIbHBIMU IPAaBOBBIMU
aKTaMu, O(OpMIISIIOT PELIEHUS MEePCOHAIBHOrO XapakTepa (KaJIpOoBble MPHUKA3bl), 0 JUYHOMY
coCTaBy OOYyYalOMIMXCsl, PELICHUs IO OMEepPaTUBHBIM, OPraHU3ALMOHHBIM M JIPYTHM BOIIPOCaM
JeSITEIbHOCTH UHCTUTYTA.

IIpuka3 — mpaBoBOM akT, M3AaBaeMbId PEKTOPOM (IIPOPEKTOpaMHU) WHCTUTYTA ISt
pellleHns OCHOBHBIX, OTIEPAaTUBHBIX U OPraHU3allMOHHBIX 3a/1a4, COJIep KAl 00s3aTebHbIE s
pabOTHUKOB TpEOOBAHMS.

Bce pacniopsinurenbHble JOKYMEHTBI JOKHBI CTPOTO COOTBETCTBOBAThH 3aKOHY.

ITpoexTsl mpHUKa30B TOHKHBEI 0opMiAThes Ha Oimanke nHcTUTyTa (Ipuiioxenune Ne 3) u
UMETh YCTAHOBJICHHBIN KOMILJIEKC O0S3aTE€NIbHBIX PEKBU3UTOB M CTAaOWJIBHBIM MOPAIOK HX
PacIoOKEHUs B COOTBETCTBUU C NocTaHoBieHueM lIpaBurensctBa Poccuiickonn @enepanuu ot
15.06.2009 Ne 477 «O06 yrBepknenun IlpaBun nmenompousBoicTBa B (eaepaibHBIX OpraHax
ucnonautenbHoi Brnactu» U I'OCT P 6.30-2003 «YHupuumpoBaHHbIe CUCTEMBI JOKYMEHTAIUH.
YHUpUUMpOBaHHAs CUCTEMa OPraHU3ALMOHHO-PACTIOPIUTENBHON TOKyMeHTauuu. TpeGoBaHus
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K 0(QOpMIIEHHIO JOKYMEHTOB», M JOKJIA[AbIBAIOTCA Ul IMOANUCH INPH HEOOXOTUMOCTH CO
crpaBKOW (CiTy)KeOHOW 3amucKoi), KOTopas IOJDKHA COJACPkKAaTh KPaTKOE H3JI0KECHUE CYTH
IprKa3a, 00OOCHOBAaHUE €ro HEOOXOIUMOCTH, a TAKKE CBEICHUS O TOM, Ha OCHOBAaHMM 4Ero
IOJIFOTOBJIEH MIPOEKT U C KEM COIJIaCOBaH.

ITpuka3 MoxeT ObITh U31aH PEKTOPOM WJIH JIULIOM, UCIIOJIHAIOUIMM 00S3aHHOCTH PEKTOpa
MHCTUTYTa B ClIy4a€ €ro OTCYTCTBMs, NPOPEKTOpPaMU IO HANpaBICHUSIM B COOTBETCTBUHU C
IIOJIHOMOYHSIMH, KOTOPBIE UM J€JIETMPOBAaHbl PEKTOPOM.

[lepenaua mpuka3oB, MX KOMUH pabOTHHKAM CTOPOHHUX OPTraHU3AIMHA JOMYyCKaeTCs
TOJIBKO C pa3pelIeHHs pyKOBOICTBA HHCTUTYTA.

[IpoekThl prKa30B pa3padaTbIBAIOTCA CTPYKTYPHBIMHU MOJPA3ACICHUSAMU MHCTUTYTAa HA
OCHOBAHMU IIOPYYEHUS PyKOBOJCTBA JINOO B MHULIUATUBHOM IOPSJIKE.

OOecnieueHre KauyeCTBEHHOH IOATOTOBKH MPOEKTOB NPUKA30B M HMX COIJIACOBAHUE C
3aMHTEPECOBAHHBIMM CTOPOHAMHU BO3JIAracTCs Ha PYKOBOJUTENEH IOAPA3AEICHUM, KOTOpbIE
BHOCSIT U TOTOBSIT IPOEKT.

KonTposps Hajg npaBHILHOCTBIO 0OPMIICHHSI NPOEKTOB NPHKA30B OCYLIECTBJISCT
ceKperapmuar.

OcHoBaHMEM AJIs1 U3AaHUS PACHIOPSIUTENBHOTO JOKYMEHTA MOXKET OBITh:

1. Heo0Xx0quMoCTh UCHIOTHEHUS IPUHSTHIX 3aKOHOAATEIbHBIX, HOPMAaTUBHBIX ITPABOBBIX
AKTOB M UHBIX PEILIECHUH BBIMIECTOSIINX OPraHOB, @ TAK)KE PaHEE U3JIaHHBIX PACIOPSAUTEIbHBIX
WM UHBIX JOKYMEHTOB OpraHU3alllu.

2. HeoOX0auMOCTbh OCYLIECTBICHHUSI COOCTBEHHOW MCIIOJHUTEIbHO—PACIOPSIUTEIbHON
JeSITEJIbHOCTH, BHITEKAIOUIEH U3 PYHKIMI U 3a7]a4 HHCTUTYTA.

B nepsBoM ciydyae B KauecTBE [OKYMEHTOB, MHHULMHPYIOIIUX PELIEHUE, BBICTYNAKOT
JIOKYMEHTBI, U3/IJaHHBIE BBIIIECTOALIMMHU OPraHU3alUIMU, WIK PaHee H3JaHHbIE UHCTUTYTOM
JOKyMeHThI. Bo BropoMm ciydae nHpopmanus 0 HeOOX0AUMOCTH NPUHATHS PEIIEHUH MOCTynaer
U3 TaKMX JOKYMEHTOB, KakK MEpenucKka, JAOKJIAIHbIE 3alUCKH, CITyKEOHbIE 3alHCKH, CIIPaBKH,
aKThl, MPOTOKOJBI, TUIaHbl, OTYETHl U ap. Ha ocHOBaHMM mMHpOpMannu, TOYEPIHYTONH M3 ITHX
JOKYMEHTOB,  pPYKOBOJIUTENb  MPUHUMAET  pelIeHue O  HEeOoOXOIMMOCTH  W3JIaHus
PacopsAUTENBLHOTO JOKYMEHTA C PE30NIIOLUEN «B npuxas».

Jlig BBIpaOOTKM KayeCTBEHHOIO, 3(PPEKTUBHOrO pelIeHUs cTagus cOopa M aHAJIU3a
HHpopManuu UMeeT ocodoe 3HaYeHue. Pa3paboTunky, roTOBSIIME IPOEKT PaCIOPsIUTETLHOIO
JIOKYMEHTA, JOJKHBI cOOpaTh OOBEKTHUBHYIO, JOCTOBEPHYIO MH(OPMAIIUIO, TOCTATOUHYIO IS
OpUHATHS perieHus. VicTouHnkaMu Takoi HH(pOpMaMyU MOTYT OBITh: 3aKOHOJIaTeNIbHbIEC U MHBIE
HOPMAaTUBHBIE TIPAaBOBbIE AaKThl, OINEPATHBHAs JOKYMEHTAlMsl OpraHM3allM, JJOKYMEHTHI,
HOCTYMAIONINE U3 JPYTUX OpraHu3alui, apXUBHBIE JOKYMEHTBI, ITYOIUKAIMH B IEPUOANYECKOMN
nevyaTy, Hay4dHble MaTepuabl U Ipyrue JOKyMEHTHI.

Ecin panee B MHCTUTYT€ MNPUHUMAINCh PEIIEHUS IO AaHAJOTHMYHBIM BOIIPOCAM,
HEOOXOIUMO U3YYUTh paHee U3JaHHbIe pacHOpSAUTENbHbIE JOKYMEHTbl BO H30€KaHue
NPUHSTHS PEIIEHNH, IPOTUBOPEYALINX I TOBTOPSIOLIUX PaHEE IPUHATHIE PELLICHMUS.

Crnenyromii 3Tanm B MOJATOTOBKE pacHOPSAMTEIBLHOTO JIOKyMEHTa — odgopmiieHue
BbIPA0OTAHHOI0 pelIeHUs] B BHAE INPOEKTAa PacHoOpsiIUTEeNbHOro aAoKkymeHTa. IIpoekr
pacrnopsiANTEILHOTO JOKYMEHTA JTOJIKEH MPOWTH 3Tall COTIaCOBaHUS, B pe3yJibTaTe KOTOPOro B
IPOEKT JOKYMEHTa MOTYT OBbITh BHECEHbl HW3MEHEHHs, NPOBEIECHO pPEJaKTUPOBaHUE H
KOPPEKTUPOBKA MPOEKTA.

B pamMkax npoueaypbl corjiacoBaHHsi MOTYT OBITh IPEIOCTABJIECHBI CIEIYIONIUE MTpaBa:

- 1oTpeOoBaTh OT MHULIMATOPA MPOEKTa OMOIHUTEIBHO COTJIacOBaTh MPOEKT JOKYMEHTA
C TMOJpa3/eleHUsMH, YYacCTBYIOUIMMHU B  pa3pabOTKe  YyIpaBIE€HYECKOTO  pelieHHs,
KOHTPOJIMPYIOIIMMH UX BBIIIOJHEHUE;

- HE COTJIaCOBBIBATh (OTKJIOHUTH) MPOCKT JOKYMEHTa C 00OCHOBaHMEM NPHUYUH (B JIUCTE
COTJIACOBAHUS WJIU CIIEIUATILHOM CITy)kKeOHOM 3amucKe);

- TPOMJUTh YCTAHOBICHHBIH CPOK COIJIACOBAHMS B 3aBUCHUMOCTH OT O0beMa H
COJIepKaHus JOKYMEHTAa;
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- HE IMPUHUMATh HA PACCMOTPEHHE JOKYMEHTHI, COTJIACOBAHHWE KOTOPBIX B 3TOM
NOJPa3JCICHN HE MPEAYCMOTPEHO YTBEP)KIECHHOM CXEMOW WM MapHIpyToM (TIPOEKT
JIOKYMEHTA B JIAHHOM CJIy4ae BU3HPYETCS, HO C KOMMEHTAPUEM, UYTO COIJJaCOBaHUE JOKYMEHTA C
NOJIpa3/IeJIEHUEM HE NPEAYCMOTPEHO);

- HEe NpPUHHUMATh OT TMoOJpa3feliecHni 3amMedaHus 0e3 OOOCHOBAHUS MPHUYUH, €CIU
3aMEYaHusl HE OTHOCATCS K MPEAMETHOW O0JAacCTH M 30HE OTBETCTBEHHOCTH MPEACTABUBIIETO
3aMEYaHHUsl COIVIACOBBIBAOLIETO MOIPA3/IEICHNUS;

- HampaBUTh JOKYMEHT Ha COIJIaCOBaHHWE IO NPOLEAYype, OTIMYarollelcs Ot
YCTaHOBJIEHHOM B MHCTUTYTE, €CIM OHA CAaHKIIMOHUPOBAHA PEKTOPOM M BbI3BaHA CPOUYHOCTHIO U
BaXHOCTBIO PEIIECHUS BOIIPOCA.

CoryiacoBaHue NMPOEKTOB NMPHUKA30B (PacNopsizKeHUil) OCYIIeCTBJSAETCA B CPOK /10
MATH JHEH.

JTan COrJacoOBaHUsl MPOEKTA PACNOPAAMTEIbHOr0 JOKYMEHTA MOXET COCTOSTh U3
BU3HMPOBaHUS (BHYTPEHHETO COTJIACOBAaHWs). BH3bI MpOCTAaBISAIOTCS Ha 00OPOTE IOCIEIHEro
JUCTa JOKYMEHTA.

Busupyrot npoexT npukasa: NpopekTop Mo KOMIETEHLUHU; PYKOBOJIUTENb CTPYKTYPHOTO
MO/pa3/ieNICHUs], BHOCAILUNA MPOEKT, BU3a KOTOPOTO SIBJIAETCS «BBITYCKAIOIICH»; PYKOBOJAUTEIN
CTPYKTYPHBIX MOJpa3AeiIeHHI, BU3bl KOTOPbIX HEOOXOAMMBI 110 COAEPKAHMIO ITPOEKTA IPUKa3a;
00s13aTeNbHbl BU3Bl IOPUINYECKOM CIykOblI, cekperapuara. [IpoekThl MPHKA30B, HCIIOIHEHUE
KOTOPBIX TpeOyeT (uHaHCOBOTO OOecreueHHs, BU3UPYIOT OTBETCTBEHHBIC JIMIA (DUHAHCOBOW
CITYKOBI.

OrcyrecTBHe BHU3BI IOJpPA3/IEICHUS, YYacTBYIOIIEIO B IPOLEAYPE COIVIACOBaHUS, He
MO03BOJISIET CYUTATH IOKYMEHT COIJIACOBAHHBIM «I10 YMOJIYAHHUION.

PacimmmgpoBka nmoanucu pacrioyiaraeTcd Ha yYpOBHE IOCJIEIHENH CTPOKM HaMMEHOBaHUS
JOJDKHOCTHU € Tpo0esioM Mexay uHunmanamu 1 pamunueii. Ileppasi OykBa B HAaMMEHOBAHUM
JAOJIKHOCTH OTPAHMYUBAETCS JIEBBIM I0JeM, MOcJeHsAsA OyKBa B paciiu(poBKe MOANMCH
OrPaHUYMBAETCH NPABBIM I10JIEM.

Hanpuwmep:

PykoBonutens noonuce U. O. Gamunus

Ha cormacoBanne JomKeH ObITh HAampaBi€H MOJHOCTbIO IOATOTOBICHHBIH H
0(OpPMIICHHBIH B COOTBETCTBUU C YCTAaHOBJICHHBIMH MTPABUIIAMU MIPOEKT MPHKa3a.

3anpemaercsi HCNOJAb30BaTh MPOLEAYPY COIJIACOBAaHHSI B KadecTBe crnocoda
NOATOTOBKH (Pa3padoTKM) JOKYMEHTa.

3a pean3aluio Nporecca CormacoBaHus HECET OTBETCTBEHHOCTh MHUIIMATOP TIOKYMEHTA.

Ilonpaznenenune, y4acTBYIOLIEE B MIPOLIELYPE COTTIACOBAHMSI, OLICHUBAs IPOEKT MPHUKA3a,
JleaeT 3aMeYaHus M BHOCUT IMPEAJIOKEHUS B paMKax CBOEM mIpeaMeTHOM o0jacTu U 30H
OTBETCTBEHHOCTH, KOTOPBIE YCTAHOBJIEHBI B IIOJIOKEHUU O MOIPa3ICIICHUN.

CTpykKTypHOE 30Ha 0TBETCTBEHHOCTH
nojapasjejieHue
1 2

®unancoBas cinyx0a  KoHTpoibs pacxooBaHMs CPEACTB MO LIEHTPaM YIIPABIEHYECKOTO YUEeTa;
DUHAHCOBBII KOHTPOJIb;
KoHTpoab cobitoieHust yTBepKI€HHbIX (PMHAHCOBBIX YCIOBUI;
VYnpaBiieH4eCKUI YUET U OTUETHOCTB;
duHaHCOBOE MJIAHUPOBAHUE U AHAJIN3;
AHanm3 SJKOHOMHUYECKUX PacyeToB, (PMHAHCOBBIX CXEM, MPEAaracMbIX B
MPOEKTaX PEIICHUH;
AHanmu3 SKOHOMHYECKOH 3()(PEeKTUBHOCTH M OOOCHOBAaHHOCTH BBEICHUS
(hMHAHCOBBIX TTAPAMETPOB.

['maBubIil Oyxrantep  OTpakeHHE CAEIKH, ONIepallii B OyXraJTepCKOM yueTe;
KoHTpoib 3a 1BUKEHUEM CPEJICTB 110 CUETAM;
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KOpunuueckas
ciyx0a

Cekperapuar

1

Anamm3 u OILICHKA HAJIOT'OBBIX PUCKOB.

Cobnronenue TpeOoBaHUN JEHCTBYIOLIETO 3aKOHO1aTEIbCTBRA;
CootBercTBHE TPEOOBAHUAM YUPEIUTEIbHBIX JTOKYMEHTOB HMHCTHUTYTA;
OneHka nIpaBoOBbIX PUCKOB;

KoHTpons mpaBOCIOCOOHOCTH JOKHOCTHBIX JIUL, ITOAMUCBIBAIOIINX
JIOKYMEHTHI;

OcymiecTBieHne  NPaBOBOM  AKCHEPTH3bl  JIOKAJIbHBIX  AKTOB,
pacnopsAUTEIbHON JOKYMEHTAllUU UHCTUTYTA,

KoHcynbTupoBaHHe IOKHOCTHBIX JIMII M PAaOOTHUKOB MHCTUTYTa I10
IOPUIMYECKUM BOIIPOCAM.

KoHTposnb cobmtoneHus cucteMsl Ae1erupoBaHus OJTHOMOYUI;
KoHnTponb cobmroneHuss TpeOoBaHUN K M3AAHUIO PaCIOPSAUTEIbHBIX
JIOKYMEHTOB;

KonTtpons cobmoenust TpeGoBaHMiA TOCYIapCTBEHHBIX U HOPMATHBHBIX
aKTOB I10 TOCTPOEHHIO U O(POPMIIEHHIO OCHOBHBIX BUJIOB JOKYMEHTOB;
KonTpons  mpaBuibHOCTH — OQOpMIIEHUS — HUICHTU(PUIMPOBAHHBIX
PEKBU3UTOB JJOKYMEHTOB;

AHanu3 CTUJIMCTUYECKHUX aclleKTOB U KOHTPOJIb IPAMMAaTHYECKOM
NPAaBUIBHOCTH  H3JIOKEHMsI COJEpKaHusl JTOKyMeHTOB; KoHTpoib
WCIIOJIHEHUS PACTIOPSIAUTENbHBIX JOKYMEHTOB BBILIECTOSALINX OPraHOB U
PYKOBOJICTBA UHCTHUTYTA.

2

HGHTp TECTUPOBAHUA n Oo0ecrieueHue BHECAPCHUA CPEACTB BBIUHMCIINTETLHON TEXHUKH

COBPEMEHHBIX
00pa3zoBaTeNbHBIX
TEXHOJIOTUN

VY4eOHO-METOINYECKUI
OTHEN

MIPOrpaMMHOT0 00ecreueHus 1eATeIbHOCTH HHCTUTYTA;
Obecrnieuenue 3¢ pexTUBHOrO (GYHKIIMOHUPOBAHUS
MH(GOPMAIMOHHOM ceTH;

KouTponbs 3a wucnonb3zoBaHueM HH(GOPMALMOHHBIX CHUCTEM U

TEXHOJIOTHIA;
[Tomnepxka, HACTpPOWKA U MOJIEPHUA3ALIUS CUCTEM;
[Iponsuxenue HOBEUIIINX TEXHOJIOTUH YIIPaBJIECHUS

nH(popManyen B 1ENAX MOBBIIIEHNU SKOHOMUUYECKOT0 3 deKTa.
OOecnieueHre IUIAHUPOBAHMS, OpPraHU3alMM U KOHTPOJIA
y4eOHOro

mporiecca 1 MpakTUYeCKON MOJArOTOBKU CTY/IEHTOB.
[InanupoBaHue, KOHTPOJb Y4YEOHO-METOJUYECKOW paboOThl IO
peanu3alii  OCHOBHBIX  OOpa3oBaTelbHBIX IMPOTPaMM B
COOTBETCTBUM C JIMIIEH3UEH Ha MpaBo BeJeHUsS 00pa3oBaTeIbHOM
NesITeNbHOCTH;

Opranm3anys padoThl y4eOHO-METOIUIECKOTO COBETA;
Koopaunamust paboThl WHCTUTYTOB, (aKkyJabTeTOB, Kadenp H
JIPYTUX CTPYKTYPHBIX MOApa3IeIeHUH M0 00ecreyeHHIo yueOHOo-
METOJMYECKOTO  CONpPOBOXKICHHUA  y4dyeOHOro mporecca H
COOIIOICHUIO HOPMATUBHON JOKYMEHTAIIHH;

ITonroroBka MaTepuanoB K JHUIIEH3UPOBAHUIO HOBBIX OCHOBHBIX
00pa30oBaTeNbHBIX MPOrPaMM U FOCYJapCTBEHHON aKKpeIuTaluu
OOII, uncruryra;

[ToBeimenue kBanmudukanuu [T1C;

PazpaboTtka pabouux y4yeOHBIX IJIAHOB;

3anosHEeHHEe MOyIsl cOOpa JaHHBIX, pETHHIa HHCTUTYTA.
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[InanupoBaHue W KOHTPOJIL B 00JacTH OOECIIEUCHMs] KadyecTBa
MOJATOTOBKH CIIEI[UAIACTOB;

Koopaunamuss ~ gesaTenbHOCTM ~ MHCTUTYTa,  MHCTUTYTOB,
KOJUIeJDKEH, TeXHHWKyMa, Kadeap 1O OpraHu3alud |
MPOBEJICHUIO  TECTHPOBAHMS,  CTYACHYECKUX  OJHMMIIHAL,
KOHKYPCOB;

JlnarHoctuka y4deOHOro Tmpolecca M aHald3 KayecTBa
MTOJATOTOBKH CIIEI[UAIACTOB;

[IpoBenenne u ydactue B KOHpEpeHLUUAX B 00JacTu
MEHEPKMEHTA KaueCTBa;

[IpoBenenue BHyTPEHHUX ayUTOB;

Opranuzanust paboThl COBETA IO KaYeCTBY;

JlessTenbHOCTD, CBSI3aHHAsl C MOATOTOBKOW K ayAUTy CHCTEMBI
KadecTBa, ceprudukanus Ha coorBercTBUE TpeboBaHusiM ['OCT

P 1CO 9000-2008.

B nmporiecce cornacoBanusi MOTYT ObITh BBICKa3aHbI 3aMEYaHUs U TOTIOJTHEHHS K MPOEKTY
nokymeHta. OHHM MOTYT OBITh BHECEHBI HEIMOCPEACTBEHHO B TMIPEICTABICHHBIA MPOEKT
JOKyMeHTa Ui ohopMIIeHBI Kak 0co00e MHEHHE WM 3aMedaHus. B mocnenHem cimydae BH3a
JOTIONIHAETCS Haanuchlo: «Ocoboe MHEHuE Mpuiaraercs» Wik «3aMedaHusl MPUIIararoTCs».
3ameuaHusi PEeNaKIUOHHOIO XapaKTepa BHOCITCS HEMOCPEICTBEHHO B IIPEICTABICHHBIA Ha
BU3UPOBAHUE MPOEKT IOKYMEHTA.

Ocoboe MHeHue, 0oGOpMICHHOE Ha OTAEIBHOM JIHCTE, MPUOOIIAeTCS K MPOEKTY
JIOKYMEHTa W BO3BpAIIaeTCsS Pa3padOTYMKy MPOEKTa s JOpabOTKU JMoKymeHTa. Eciam mpu
A0Pa00TKe MPOEKTA PACIOPAANTEIbHOI0 JOKYMEHTAa UCIOJHUTe eM OyAyT yYTeHbl He BCe
3aMe4yaHusi, TO NPH Nepeaaye OKOHYATEJHbHO O0QOPMJIEHHOI0 JOKYMEHTAa PYKOBOIHMTEJIIO
Ha MOANHUCH BCe 0cO0Oble MHEHHSI M 3aMeYaHHs, He NMPUHATHIE COCTABUTEIEM JOKYMEHTA,
AOJKHBI OyAyT NOCTYNUTHh BMeCTe € OKOHYATEJIbHO OG(GOPMIIEHHBIM [JOKYMEHTOM Ha
paccMOTpeHue PYKOBOAUTEJIS.

B mporecce cornacoBaHusi CTPYKTYpHBIE TOJpa3/eleHUs], OTBETCTBEHHBIE 3a €ro
MPOBEJICHUE, OCYILECTBISIOT MOpa0OTKY IMPOEKTOB MPHUKA30B (pacHOpsKEHHi), a TakkKe HX
00s13aTeIbHOE PETAKTUPOBAHNE B YIIPABJICHUH JICTIaMHU.

[IpoekTbl mpuKa3oB (pacmopspKEHUI), WHBIX JIOKYMEHTOB TPEICTABIAIOTCS Ha
peIaKTUPOBAHUE B CEKPETApUAT TOJIBKO JTUIIOM MTOJTHOMOYHBIM OOCYK/1aTh U BHOCUTD MOMPABKHU
B TEKCT MCHOJHUTEIEM. PegakTtop KapaHAalloM OTMEYaeT MOTPEUIHOCTH B TEKCTaxX MPUKAa30B
(pacmiopspkeHHiT), WHBIX JTOKYMEHTOB W BIIpaBe TPeOOBATh OT HCIOJHUTENEH HCIPaBICHUS
opdorpadudeckux, MyHKTYallMOHHBIX W CTHUJIMCTUYECKUX OIMUOOK, YCTpaHEHHUs HapyIICHHM
npaBui O(QOPMIICHHS PEKBHU3UTOB, HECOOTBETCTBHS IOJOKEHHUSIM HOPMATHBHBIX TPABOBBIX
aKkTOB B c(epe yImpaBJiCHHS U JIEIOMPOU3BOJICTBA, & TAKKE MHBIX 3aMEUCHHBIX UM HEOCTATKOB.
He npomyckaercss mpencraBieHWe Ha TOAMHUCH PEKTOPY WM TPOPEKTOpaM TMPUKA30B
(pacropsiKeHHii ), MTHBIX TOKYMEHTOB 0€3 IITaMIia U MOMICH PEAAKTOpa.

[Ipu HeoOxoammocT Ha OOOPOTHOM CTOPOHE KaXIOTO JIUCTa TPOEKTAa TPHKa3a
(pacmiopsikeHHsI), BTOPOTO JK3EMIUIIpAa HMHBIX JOKYMEHTOB IOMEINIAETCS OTTHCK IITamma
«OTPEHJAKTHUPOBAHO».

Cnenyromuii 3Tan — A0pad0TKa NPOEKTAa PACHOPSAMTEbHOr0 [JOKYMEHTa 10
3aMeYaHusiM — TIpeAroJiaracT BHECEHHWE 3aMeYaHWW B TPOEKT JOKYMEHTa 1O pe3yjbTaTaM
COTJIACOBaHMUs, OKOHYATENbHOE O(OPMIICHHE COTJACOBAHHOTO TIPOEKTa JOKyMEHTa |
MIPEACTABICHUE €TI0 PYKOBOJUTENIO HA OJAIHUCH.

Buzer odopmistorcs Ha o00opoTe mocnemanero smcra mnpukaza (IIpomosxeHue
Ipunoxenuss Ne 3) Uiy Ha OTIETHHOM JICTE COTJIACOBAHMSI (BU3UPOBAHUSA).

[Tonnuch pyKOBOAUTENS MPEBPAIIAET NIPOCSKT JOKYMEHTA B MOJHOLIEHHBIN, 00Ia a0t
IOPUINYECKON CHIION TOKYMEHT.

30



PykoBoauTenbs MOANMCHIBAET TOJIBKO NMPaBHIBHO O(OPMIIEHHBIE M COIVIACOBAHHBIE CO
BCEMHU 3aMHTEPECOBAHHBIMM JIMLAMU IIPOEKTHI JOKYMEHTOB. PyKoBOAMTENH HMEET INPaBO
IPUHATH JII000E PELIeHUe, 1aXe IPOTUBOpeyallee MHEHNIO NCIIOIHUTENS (COCTaBUTEINSI IPOEKTa
JIOKYMEHTA).

IlonnuceiBaeTcss NEpBBIA JK3EMIULIP NpUKa3a. B ciydae OTCYTCTBHSA JOJKHOCTHOIO
Jauna, MOANKMCH KOTOPOIO 3aroTOBJIEHAa Ha IpHKa3e, NpHUKa3 IOJINUCBHIBAET JIMIO, KOTOPOE
UCHONHAET ero oOs3aHHocTH. Ilpm 3TOM 00s3aTeNbHO yKa3bIBaeTCs [JOJDKHOCTb JIMIIA,
NOJNKMCABIIET0 TpUKa3, Hu ero ¢amwins (MCOpPaBICHUS BHOCATCS YEPHWIAMH WU
MAaILMHOIIMCHBIM CIIOCOO0M), HapuMep,

. 0. HayanbHUKA,

Beaymuid cnenuanuct [loanuce U. O. @amunus

PacniopsiiuTenbHble JOKYMEHTBI JIOJKHBI MMETh AaHHOTALMIO JOKYMEHTa (3arojoBOK,
KpaTKoe coJiepKaHue), KOTopblii HaunHaeTcs ¢ npegiora O (O0). Hanpumep: O6 yTBepkIeHuH,
O peructpanuu, O co3laHuM, U CIEAYIOLIUME PEKBU3UTHI: Ha3BaHWE BUAA JOKYMEHTa, Aary,
pEerucTpaliMoOHHbII HOMEp MpHKa3a, aHHOTALMIO (KpaTKoe COJEepXkKaHUE), TeKCT, MOANNUCH, BU3bI
COIIaCOBaHUs, OTMETKY 00 ucnoiaHuTesne. TeKCThl pacopsiAuTEIbHBIX JOKYMEHTOB I1€YaTatOTCs
0€e3 epeHoCcoB B CIIOBAX.

TekcT mpukasza, Kak MPaBWIO, COCTOMT M3 KOHCTAaTUPYIOLIEH M PacCroOpsSaUTEIbHOU
qacTeil.

KoHncratupyromas dvactb BBOAUT B CYTh pPAaccMaTpUBaeMOro BOIpoca U JOJKHA
OOBSICHATh, YE€M BBbI3BAHO IMOSIBJIEHUE PACHOPAAMTENBHOTO JOKyMEHTa (MOryT OBITh
nepevncieHbl  (DakThl, COOBITHS, TMOCTYXHBIIWE TNPUYMHOW W3JaHUS TpUKasza; aKT
BBIILIECTOSIEr0 OPraHa, BO MCIIOJIHEHHE KOTOPOIO M3/aeTCs JaHHBIM JOKYMEHT, B IOCIEIHEM
Cllydae yKa3blBaeTCsl BUJ aKTa, €ro aBTOp, AaTa, HOMEP U IOJHOE Ha3BaHUE (3aroJIOBOK, KpaTKOE
coJiepKaHue, aHHOTAIu)).

OHa MOXET HaYMHATHCSI CJIOBAMH «B LIEJISIX», «B COOTBETCTBUN», «BO UCIIOJIHEHUE) U T.JI.
Ecin npuka3 u3gaeTcss Ha OCHOBAHHMU JIPYroro JOKYMEHTA, TO B KOHCTAaTUPYIOIIEH YacTH
YKa3bIBAIOTCS HAaUMEHOBAHME ITOr0 JOKYMEHTa B TBOPUTEJIBHOM TMaJeXke, ero Jara, HOMep U
aHHOTanMsg. HopmaTuBHBIE TNpaBOBBIE aKThl JOJDKHBI OBITh YKa3aHbl C COOJIFOJICHHEM
TpeOoBaHUll 00 MepapXuu aKkTOB.

KoncraTnpymomas 4acTb MOKeT OTCYTCTBOBATh, €CJIM NPEANUChIBaeMble AeiiCTBUS
He HYKIAI0TCS B pa3bsiCHEHUH.

TekcT mpuka3oB B TakUX Cllydasx HauyumHaeTcs co ciaoBa II p m Kk a 3 BI B a 10: €
NPONMCHOI OYKBBI C HOBOI CcTpoKH al3ara.

Crpoka a03aia HauMHAeTCs Ha paccTOsTHUM 1,25 ¢M OT JeBOM IpaHMIbI Mo (IIecTast
OykBa).

B Tekcre He nonmycKkaeTcsi pa3pbiB AaThl IPU NEPEHOCE TEKCTA HA APYIYI0 CTPOKY.

5.1.2. O¢opmiieHHE IPOECKTOB MPUKA30B

Texker meyaraercss wpudrTom pasmepom Ne 14, yepe3 1 Me:KCTPOYHBINH MHTEPBAaJI,
0e3 mepeHoCcoB.

IIpu Hasmm4yuy Tadauubl npuMensiercs WpudT padmepom Ne 12,

Ecnu mnocnemnsiss cTpaHuna JOKYMEHTa COCTOMT M3 HECKOJIBKMX CTPOK WJIM Ha
MOCJIEAHIOI0 CTPAHUIly INEPEHOCUTCS JUIIb PEeKBU3HUT «lloamuch NOMHKHOCTHOrO JHILA», TO
JOTTyCKaeTcsl mevarath TeKcT mpudToMm pasmepoMm Ne 13, HaumHas ¢ aHHOTALMU JIOKYMEHTa
(kpaTkoe cojaepxaHue) MO0 TEKCT MevaraeTcss depe3 1,5 MHTEepBala IOCIE€ aHHOTALUU
JIOKYMEHTA.

IIpy HanmumMu JABYX 4YacTel IpUKa3a paclopsAMTENbHAs 4YacTb OTAEIAETCS OT
KOHCTaTHPYIOILEH CIOBOM «I1 P ¥ K a 3 bl B a 10», KOTOPOE Me€4aTaeTcs CTPOUYHbIMU OyKBaMH U
pacmoJiaraeTcsi Ha OTIEIbHON CTPOKE IPSIMO OT IIOJIEH.

ITocne cmoa (IT) m p m k a 3 bI B a 10 (TIe4aTaeTCst Bpa3psaAKy) CTaBUTCS IBOCTOUHE.

Texkct pacropsaUTENbHON YacTH JOKYMEHTa ClEIyeT C HOBOW CTpOKH al3ama c
MIPOMMCHON OYKBEI.
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[Tocne odopmieHns TeKCTa pacHOPSAUTEIBHOW YacTH depe3 2-3 MEKCTPOUHBIX
MHTEpBaJla IPOCTABIAETCA PEKBU3UT IIOANMCH JOJDKHOCTHOTO JIMLA@», BKIIOYAroLIast
JOJDKHOCTD, MOANHUCH, paCIIM(PPOBKY MOIIUCH.

He nonyckaercs octaBieHre Ha BTOPOM CTpaHUILIE JOKYMEHTA MOAIUCH PYKOBOJUTEIS.

@DOpMyIUPOBKH PACHOPSIUTEILHON YacTU JOJDKHBI OBITh KOHKPETHBIMH, YETKHMU,
SCHBIMM, HE JOINYCKAIOIIMMHU pA3JIUYHbIX TOJKOBAaHUM, a TaKKe€ HE IPOTUBOPEYAILMMHU IO
CMBICITy PaHE€ U3JaHHBIM PaCIOPSAUTEIbHBIM JOKYMEHTaM.

B Texcre pacnopsauTENbHOM 4YacTM  JOKYMEHTa peKOMeHayeTcsi Hu30erarb
HEKOHKPETHBIX BBIPAKEHUN THIIA «IIONHATH», «IIOBBICUTBY», «YCHWIHTH», «AKTUBU3HPOBATHY,
«00paTuTh BHUMAHUE» U T.1.

Ecnn pacnopsauTenbHas 4acTb IpeANoyiaracT pasM4YHbIE IO XapakTepy ACUCTBHA U
HECKOJIbKUX HCIOJHUTENEH, OHAa JEJIUTCA Ha IYHKThl, KOTOpblE HYMepyHTCs apadCcKuMu
nuppaMu ¢ TOYKAMH U COACPKAT YKa3aHUE Ul UCIIOJIHUTEINS, IIPEIIIUCBIBAEMBIE IEHCTBUS U
CpoKM ucnojiHeHHUs. [IyHKThI B CBOIO Ouepe/ib MOT'YT MOAPA3JENITHCS HA MOJIYHKTBI, KOTOPbIE
TaKkXe HyMepylrTcs apaOCKuMH nudpamMu ¢ TOUYKaMH, IIEPBOE CJIOBO MOANYHKTa HAUMHAETCS C
IPOINUCHON OYKBBI U IIOCIIE HUPPBI IPOCTABIIAETCS TOUKA.

Hamnpuwmep, 1.1. YTBepaurs ...

Kpome Toro, Heo6xoauMo coOI0IeHIE U HEKOTOPBIX Apyrux npasui. K HuM oTHOCcATCS
(9 (13 %10 1105 (<

1. Ctpounbie OYKBHI HE yIIOTPEOISIOTCS 0€3 CKOOOK.

2. ITocne ctpouHbIx OyKB M apaOCKuX LU(p cO CKOOKaMU HE CTaBUTCS TOUKA.

3. Pumckue mudpbl 1 IpomucHbIe OYKBBI yIIOTPeOIIstoTCs 0€3 CKOOOK.

HexoTtopsble npaBuiia s36IK0BOro 0(opMIIEHUS JOKYMEHTOB yka3aHbl B Ilpuio:kenun Ne
18, pexkoMeHmaUM 10 WCIOJB30BAHUIO OTJAENBHBIX CIIOB M YCTOHYMBBIX COYETaHW,
UCTIOJIb3YEMBIX MPH MOATOTOBKE CITYKEOHBIX TOKYMEHTOB, — B Ilpuioxenun Ne 19.

WcnonuuTens B TEKCTE MPOEKTA MPUKA3a YKa3bIBAETCS B AATE€IbHOM Majexe. JlomycTuMo
yKa3bIBaTh U 000OIEHHO (HayaJlbHUKaM CTPYKTYpPHBIX MOJpa3JesieHu, JekaHaM (aKyJIbTeTOB
U T.IL.).

[IpennuceiBaeMoe JeiicTBHE BbIpaXkaeTcs IJIarojioM B HeOompeaeneHHOH Qopme
(MoAroTOBUTH, 3a4NCIANUTH, OPraHU30BAThH U T. 11.).

Cpok HCHOJHEHHUS JOJDKEH COOTBETCTBOBATh OO0BEMY MpEANOJiaraeéMblx padoT.
HcnomHUTENbHBIN CPOK MOXKET OBITh Pa3IMYHbIM UM OOIINUM IS BCEX MMYHKTOB.

[IpennocneqHUM MyHKTOM pPACHOPSAIUTENBHON YacTH JOKYMEHTa NPH HE00XOQHMOCTH
JOJDKHO OBITH  OMNpENEJIeHO CTPYKTYpPHOE IMOApa3/ieieHUue WU  JODKHOCTHOE  JIUIO,
OTBETCTBEHHOE 3a €r0 MHCIOJHEHHE B 1esnoM: "OTBETCTBEHHOCTh 3a MHCIIOJIHEHHE IIpHKas3a
BO3JIOKMTB Ha ...".

B mocnegHeMm NyHKTE pacnopsSAUTENbHON 4YacTH IMPHKa3a yKa3blBaeTCs JOJKHOCTHOE
JIMII0, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb HA/l MCIIOJIHEHHEeM MPHKA3a B IEJIOM.

Hanpumep, "KoHTponb Hajg HCIONHEHMEM NpUKa3a OCTABJIAK 3a coOoit", nmbo
«KoHTponb Ha/l UCIIOJIHEHUEM MPUKA3a BO3JIOKUTH Ha ...)».

Ilo BceM myHKTamM NpHKa3a KMPHBIM IIPH(PTOM BBIICJIAIOTCH BCe KJIHYeBbIe
ciaoBa: «Haznauutey», «IlepeBecTn», «OTYHCIUTHY, «3aKpenuTh», <BOCCTAHOBUTH)» U T.].

Kaxxnoe cnoBo B TekcTe [NOKYMEHTa JOJDKHO HECTH OIPENEICHHYIO CMBICIOBYIO
Harpy3Ky, Mo3ToMy HEOOXOJUMO HMCKIIOYaTh M3 TEKCTa JIMIIHHME CJIOBa, KOTOPbIE B JIOKYMEHTE
HE UMEIOT CMbICJIa U HE HECYT HUKAKUX CMBICIIOBBIX OTTEHKOB.

Hampumep: He "Hacrosmmi mnpukas3", a "mpukas"; He "mpu 3TOM HampasisieM', a
"HanpasnseM", He "ynomsHyroe Ha 3 1.", a "Ha 3 n."; He "HacTosmuMM mpennaraercs”, a
"mpemymaraercsa" wim "mpennaraem"; He pa3BepHyTh palOOTy MO pa3bsACHEHHIO...", a
"pa3psAcHUTH"; HE "paKkTHUECcCKue MeponpuaTus'”, a "Meponpustua"; He "moBceHEBHAas padoTa",
a "pabora"; He "HCHpaBUTh MUMEIOIMHUEcS OMMOKK", a "HChpaBUTh omUOKH"; HE "pe3yabTar
IIPOBEJCHHBIX UCTIBITAHUN", a "pe3ynbTar ucnplTaHui".
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Ecnu npuka3 BBOOUT B JelicTBUE Kakue-TM0O JOKYMEHTBI, TO OHH O(OPMIIIIOTCS B BUJIE
IPWIOKEHUST K IpPHUKa3y, CChLJIKA Ha KOTOPBIE JAaeTCs B COOTBETCTBYIOLIMX IYHKTaX TEKCTa
«COTJIaCHO MPHJIOKEHUIOY, «IIpuiiaraercsay, ([Ipunoxenue).

[IpunoxxeHus K npukasy BU3HPYIOTCS (IOAMMCHIBAIOTCSA) PYKOBOAUTEIEM CTPYKTYPHOIO
NO/Ipa3/iesIeHUs, TOATOTOBUBLIETO ITPOEKT.

B npaBom BepxHEM yrily EepBOH CTPAHULIBI NPUIOKEHUS NUILYT ciaoBo "llpunoxenue” ¢
YKa3aHUEM HauMEHOBAHHUSI PACIOPSIAUTENIBHOIO JOKYMEHTA, €r0 1aThl, HOMEpa.

Hanpumep:

[Ipunoxxenue K npukasy

ot 00.00.0000 Ne

[Ipy Hamuuum ABYX WM HECKOJIBKUX NMPHIOKEHUN OHU HYMEPYIOTCS C IIPOCTABICHHEM
3Haka «Ne» (mocie 3Haka «Ne» cTaBUTCS MPOOEN M IMPOIEYATHIBACTCS COOTBETCTBYIOIIMN
HOMED).

Ecin mnpunoxxkeHnem K TMpuUKa3y SBISIETCS YTBEPXKACHHBIM KM JOKYMEHT, TO Ha
MPUJIOKEHUHU B IPaBOM BepxHeM yrity npocrtasisercs rpud «Y TBEPXK/IEH (HO, HA, HbD)».

B npuxa3 He ciaeayer BkIW0YATh NYHKT «lIpuka3 [10BecTHM 10 CBeJeHHA...».
[Tonpaznenenus (JOMHKHOCTHBIE JUIA), IO CBEACHUS KOTOPBIX JOBOAUTCS MPHUKA3, YKA3bIBAIOTCS
B yKazaTele pacChbUIKH, KOTOPbIM HCIOJIHHUTEIb TOTOBUT BMECTE C IPOEKTOM IpHKa3za Ha
000pOTHOM CTOPOHE MPHKAa3a MOCIE BU3 COTIACOBAHUS B HUKHEH YacTH CTPAHMIIBI.

CTpaHulbI IPUKA32 U NPUJIOKEHUSI HYMEPYIOTCS KAK eIMHbII TOKYMEHT.

B mpukaszax, cocrosmux u3 2-Xx U 0OoJee CTpaHHI], B O00S3aTEIbHOM MOPAIKE
HYMepYIOTCsl Bce CTPAaHMIbI, BKJIIOYas NMPUIOKEHHE, HauuHas co BTopoil. Homepa cTpanui
MIPOCTABIISIOT NMOCEPeAHHE BEPXHero MoJis JIUCTA.

[locnegnuii sran B mpouexype MOArOTOBKU pPACHOPAIUTENbHBIX JOKYMEHTOB —
JA0Be/leHHe JOKyMeHTa 10 ucnoJHuTeseil. Ha sToM 3Tame mpoBOIWTCA €ro pacchbUlKa HWIH
nepesavya  HCIOJIHUTEISIM  COTJIACHO CIHCKY pacchbUIKM. Paccbulka pacnopsauTelIbHOTO
JIOKYMEHTa JO0JKHA MIPOBOAMUTHCS B BO3MOYKHO CXKAaTble CPOKH — B TECUEHUE OJHOIO-ABYX JHeH
nocsie MOJIUCaHUsI U PETUCTPALUU JOKYMEHTA B YIIPaBJICHUH JeIaMU.

Komuu mpuka3oB uim MX pa3MHOXKEHHBIE SK3EMIUISPbl (KONMMH MPEIOCTABISIOTCH €
OPUTMHAJIOM JOKYMEHTa MCIOJHHMTEeJIeM) 3aBepsloTCsd paOOTHUKOM I€4aThbio YIpaBlIEHUS
JIeJIaMy U HampaBISIOTCS ajpecaTaM (MCIIOTHUTENSIM) B COOTBETCTBUH C YKa3aTeJIeM PacChUIKU.

DOnekTpoHHas TMo4Ta — OJUH W3 KOMIIOHEHTOB CHCTEMBbl aBTOMATH3allMU
JIOKyMEHTO000pOTa, CpPEACTBO JOCTaBKH, OTMPaBKM HWHGOpPMALMK U €€ Tepeaadyd MeEexay
M0JIb30BATEISIMU BHYTPU UHCTUTYTA.

OrnpaBuTe/b JICKTPOHHOIO COOOINECHHS, COJEP/KAIIECr0 JICKTPOHHBI BAPHAHT
JOKYMEHTa, HeceT OTBETCTBEHHOCTb 3a COOTBETCTBHE COJeP:KAHUS JJIEeKTPOHHOIO
BAPHAHTA IOKYMEHTA COAEP:KAHUIO MOAJTUHHUKA JOKYMEHTAa Ha OyMaKHOM HOCHUTeJIe.

DNeKTpOHHBbIE BapUaHThl MPHKA30B, PACIOPSDKEHUN HaNPaBJSIOTCH aapecaTaM B
COOTBETCTBUHU C YKA3aTE€JIEM Ha PACChUIKY CTPYKTYPHBIM MOJpa3[€lICHUEM — HMCIOJHUTEeM
AAHHOTO J0KyMeHTa. OTHPaBKY 3JeKTPOHHBIX JOKYMEHTOB OCYLIECTBJIsIeT MCIOJTHHUTE/b
(MHUIMATOP) AOKYMEHTA MOCJe NMPOCTABJICHUS AaThl, PErHCTPALMOHHOIO HOMEpPa, CJI0BA
«MOANHMCH» B PEKBU3NTE «MOANHNCH MAOJKHOCTHOIO JHMLA», 0TMeTKH «Co0TBeTcTBYyeT
OPUIMHAJNY» B NMPAaBOM HHMKHEM YIJIy MNOCJeJIHel CTPAHMUBI JOKYMEHTa W co00Iiaer B
ceKpeTapuar o0 JaTe ¥ BpeMeHH OTIPABKHU 3JIeKTPOHHOI0 PACHOPAAUTEIbHOI0 10KYMEHTA
110 JICKTPOHHOM 1mo4Te.

[Ipu perucTpamum mpuUKa3bl HYMEPYIOTCA TMOPSAKOBBIMH HOMEpaMH B TIpejeniax
KajleHgapHoro roga. Ilpuka3pl Mo OCHOBHOM JESTENBHOCTH HWHCTUTYTA, O HAIpaBJICHUU B
MOE3JIKy O00YyYaromuxcsi, M0 CTHICHAHAIBHOMY OOECIeUeHUI0 OO0ydYaloIMXCs, MO0 JTUIHOMY
COCTaBY O0yUaIOLIUXCS PETUCTPUPYIOTCS B OTACIBHBIX KypHAaX.

OpuruHan (MepBBIA HSK3EMIUISP) TpPHKa3a MOAIIMBAECTCS B Jiel0, oQopMiIeHHOE B
cooTBeTcTBUU cO CBOAHOM HOMEHKIATYpOil UHCTUTYTA, B YIIPABICHUU JI€IaMHU.

5.1.3. BHeceHue U3MeHEHHMH 1 JOTIOJHEHUI B pacnopsiiuTeIbHbIe JOKYMEHTbI
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Ecnu mpukas nomonHseT, OTMEHSET WIM U3MEHSET paHee M3JaHHbIE MPUKa3bl WIH HX
OTJIEJIbHBIE ITYHKThI, TO OJIMH U3 IIYHKTOB PacloOpsAUTEIbHON YacTU TEKCTA JOJDKEH COAEPKATh
CCBUIKY Ha JOKYMEHT (IIyHKT JOKyMEHTa), B KOTOPbI BHOCSITCS U3MEHEHHUS, C YKa3aHHEM €ro
JIaThl, HOMEpa U aHHOTAIIUH (3ar0JI0BKA).

[lon wu3MeHeHWEM JOKyMEHTa MOHHMMAETCS HE TOJbKO 3aMEHa OJHHMX JJIEMEHTOB
JIPYTUMH, HO U UCKIIIOUYEHHE ITHX DJIEMEHTOB 0€3 3aMEHBI, a TAKXKE JIOTOJHEHHE TOKYMEHTa
HOBBIMH 3JIEMEHTaMHU.

BHecenneM M3MEHEHHUH B PACIIOPSAIUTENBHBIN JOKYMEHT CYMTACTCH !

- 3ameHa cnos, yugp;

- UCKTIIOYeHUe U3 MeKcma pacnopsoumenbHo20 00OKyMeHma cio8, yugp, npeonodceHull;

- UCKTIIOYeHUe CMPYKIMYPHLIX eOUHUL;

- HOB8AA pedaKyus CMpPYKMYpHOU eOUHUYbl PACNOPAOUMENTbHO20 OOKYMEHmA,

- OONOIHeHUe CMPYKMYPHOU eOUHUYbL NYHKMA PACnOpAOUmMenbH020 00KYMEeHMAa HO8bIMU
cnosamu, Yudpamu iy npedioHceHUsIMU;

- OONOJHeHue CMPYKMYPHLIMU — JJIeMEHMAMU  pACNOpAOUmMeNbHO20  OOKYMeHma
NYHKMamu, abzayamu, oeucamu, NPpUIOHCEHUAMU, CIOBAMU, YUPPaAMU,

- U3JI0JICeHUe 8 HOBOU PedaKyuu 3a20j1068Kd, KOHCMAamupyoueu Uil MOmusupo8ouHol
yacmu, cCmpykmypHo20 siemenma (nyukma, aozaya, oepuca), NPUIOINCceHusl.

B annHoTamum (3aroioBke, KpaTKOM COJEpKaHHMM) PACIOPSAUTEIBLHOr0 JOoKymMeHTa «O
BHECEHUU U3MEHEHMH B MpUKa3 (pacnopspKEHHE)...» YKa3blBalOTCA JaTa, HOMEp JOKYMEHTa, B
KOTOPBIi BHOCATCS W3MEHEHUS, aHHOTallUig JOKyMEeHTa (KpaTKoe COoepxaHHe), KOTOpoe
3aKJIF0YAETCs B KaBbIUKH, B KOHIIE 3ar0JIOBKA TOYKA He CTABUTCH.

Hampuwmep:

O BHECEHMM U3MEHEHUH B IIPHUKA3

ot 21.03.2009 Ne 198-ct «O crumeHAHaIbHOM 00ECIEUEHUN CTYIEHTOB (akyjabTeTa
WH(POPMALMOHHBIX TEXHOJIOTHUI

B Ha3BaHMM JOKyMEHTa O BHECEHHUM H3MEHEHMH MOTYyT OBITh YKa3aHbl HE TOJIbKO
CBEJICHMSI O Ha3BaHMM M3MEHSEMOro JOKYMEHTa, HO U KOHKpPETHbIE CTPYKTYpHbIE €IUHUIIbI, B
KOTOpBIE 9T U3MEHEHMSI BHOCATCSI.

Hanpuwmep:

O BHECEHMM U3MEHEHHUS B ITyHKT 2 nipuka3a ot 15.10.2009 Ne 315

«O0 opraHu3aIy ...»

W3MeHeHus, Kak IpaBUiio, BHOCITCS TOJIBKO B OCHOBHOM pacloOpsIIUTENbHBIN TOKYMEHT.

B mnpeamOyne k pacnopsauTeNbHOMY JOKYMEHTY YKa3bIBalOTCSI OCHOBAaHHS, LIEJH,
INPUYMHBI BHECEHUS U3MEHEHUH, Hanpumep: «B cBsA3M ¢ KaJpOoBBIMU U3MEHEHUSMH...», «B memsix
paIoOHaIBHOIO PACX0I0BaHUS OIO/IKETHBIX CPEACTB...».

ITyHKTBI MOTYT A€IUTHCS HA MOAMYHKTHI, 0003HAaUaeMble CTPOUHBIMU OYKBaMU PYCCKOTO
andaBuTa ¢ 3aKpBIBAIOIIEH Kpyriaoi ckobkoi. Hampumep:

Bunecmu 6 npukas om... Ne... «06...» cnedyoujue usmMeHeHus:

1) ...; (nynkm 1)

2)...; (nynxm 2)

3).... (nynkm 3)

a) ..., (noonynkm «a» nynkma 3)

0) ..., (noonynkm «b6» nynkma 3)

4. ... (nynkm 4)

TekcT pacniopsiIUTENBHOIO JTOKYMEHTa HauWHAEeTCsl co CloB: «Brnecmu 6 (yka3piBaercs
Buj (TpHKa3, pacrnopshkeHue, NMPUWIOKEHHWE K TpHUKazy), JaTa, PerucTpalliOHHBIA HOMEp U
HAaUMEHOBAaHUE JJOKYMEHTA, B KOTOPbIl BHOCATCS U3MEHEHUS) CIIECAYIOIUE U3MEHEHHUS: ... ».

BHocuMble B pacmopsiIMTENbHBIA  JAOKYMEHT HW3MEHEHMsS JOJDKHBI —HM3J1aratbCs
MOCJICZIOBATENIbHO C YKa3aHUEM KOHKPETHOH CTPYKTYPHOH €IMHUIIBI JOKyMEHTa (HauuHas C
HaMMEHBIIIEH), B KOTOPYIO BHOCSATCS M3MeHeHus. Hanpumep: «1) a63a1; Bropoii myHkTa 3 mocine
CJIOB «... ... » NOMOJIHUTD CIIOBAMH «... ... ».
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Ecnu u3 Tekcta JOKYMEHTa MCKIIOYAIOTCA (JOMOJHSIOTCSA) OTAENbHBIE CIIOBA, TO B
pacropsAAUTEIbHOM JOKYMEHTE, KOTOPBIM BHOCATCS M3MEHEHHs, YKa3bIBAeTCs, B KAKOM MECTe
TeKcTa (aHHOTaIWsA, mpeamOyna, cTaThs (IMyHKT), ab3all, NPWIOKEHHE W T.J.) HCKIFOYAFOTCS
(1IOIOJHSAIOTCS) CII0BA, & CAMM CJIOBA YKa3bIBAIOTCS B KaBbIUKAX.

BHecenne m3MeHeHMid B JOKYMEHT B 00001eHHOH (opme (B T.4. 3aMeHA CJIOB U
CJI0BOCOYETAHHIA C HCMOJb30BaHHEM (JOPMYJIMPOBKH «I10 TEKCTY») He A0IyCKaeTCs.

Kaxxnoe m3meHeHue AOKHO ObITh OGOPMIIEHO OTIEIBHO C YKa3aHHEM KOHKPETHOIO
CTPYKTYPHOTO 3JIEMEHTA PaCHOPSAUTEIBLHOTO TIOKyMEHTA.

Ecnu B Tekcre NOKyMeHTa 3aMEHSAIOTCS LU(pOBBIE MOKa3zaTenu (ICHEKHas CyMMa,
IUIOINA/b), TO paHee yKa3aHHbIE W HOBBIE IOKA3aTeId B TEKCTE€ IPAaBOBOIO aKTa, KOTOPHIM
BHOCSITCSI U3MEHEHMSI, YKA3bIBAIOTCS B KaBbIUKAaX.

IIpu HeoOXoaMMOCTH 3aMeHbl HUQPPOBBIX OOO3HAYCHHH YIOTPEONsAETCS TEPMUH
«uudpse», a He «aucna». Hanpumep: «yugpor "12, 14, 125" 3amenumo yughpamu "13, 15, 126"».

[Tpu HeoOX0AMMOCTH 3aMEHBI CJIOB M U(P YHOTpeOIIeTCs TEPMHUH «clioBa». Hampumep:
«cnosa "6 50 pasz" samenumo crosamu "6 100 paz"».

JlononHeHne a03aliaMM BHOCHUTCS TOJBKO B KOHEL[ COOTBETCTBYIOUIETO CTPYKTYPHOI'O
snementa. [lpm HeoOXoauMOCTH BKIIIOYEHHsS HOBOro ab3ama MEXIy YK€ HMMEIOIUMUCS
ab3alamMu J1aeTcsi HOBas pEJAKLUS TOTO CTPYKTYpPHOIO dJE€MEHTa pacHopsIUuTeNIbHOTO
JIOKYMEHTa, K KOTOPOMY OTHOCHTCS a03ail.

[Tpu uCKIIOUYEHUH U3 PACTIOPSAIUTEIBHOTO JTIOKYMEHTA ITyHKTOB M MOJAIYHKTOB, a TAKXKe
IpU JOMOJIHEHUU PACHOPAIUTENILHOTO JIOKYMEHTa NYHKTaMU U TMOAIMYHKTaMH H3MEHEHUE
HYMEpPAaLUH MOCIEAYIOMINX ITYHKTOB U MOAITYHKTOB HE TPOU3BOINUTCSL.

BHeceHHe 3HAYUTENBHOIO YHCJIA H3MEHEHHIHl B PACHOPSAUTENbHBIA JAOKYMEHT
MOKeT OCYIIeCTBJIATHCS IyTeM NMPUHITHSA €ero B HOBO pelaKIuu.

[Ipyn BHeceHMM WM3MEHEHHI B PACHOPSAUTENBHBIM JOKYMEHT IyTeM MPUHSATHS €ro B
HOBOH peIaKkIMyd He AONMYCKaeTcsi M3MEHEHHE BHJA M AHHOTAIUMHU (KPAaTKOTO COJEpIKaHHS)
pacropsaUTEIbHOTO TIOKYMEHTA.

PacnopsiauTenpHblii  JOKYMEHT HW3HA€TCd B HOBOW peJakuMd C OJHOBPEMEHHBIM
NpU3HAHUEM, YTPATUBLIMM CHITy paHee JIeHCTBOBABIIETO JOKYMEHTA B CIIydyasixX, €CIu:

- HEoOXOAMMO BHECTH W3MEHEHMs, TpeOyrolue MnepepadoTKU pactnopsIUTeIbHOTO
JIOKYMEHTa 10 CYIIECTBY U HE MO3BOJIAIOLINE OTPAaHUYUTHCS HOBOM penakiueil ero oTAaenbHbIX
CTPYKTYPHBIX 3JIEMEHTOB;

- HeoOXOAMMO BHECTH B PACHOPSAUTENBHBIA JOKYMEHT H3MEHEHHs, 3aTparuBarolue
MIOYTH BCE €TO CTPYKTYPHBIE SJIEMEHTHI;

- COXPAHSIOT 3HaYEHUE TOJBKO OTJENIbHbIE CTPYKTYPHBIE JIEMEHThI PACHIOPSAUTEIBHOTO
JOKYMEHTa, IPUYEM YaCTHIHO;

- HEOOXOJMMO BHECTH H3MEHEHHMs B PpacCHOPSIUTENbHBIA JTOKYMEHT, MpPU3HAHHBIN
YTPATHBIINM CHITY B HEOTJICIIMMON YacTH.

3amMeHa OTAEJIbHBIX JHUCTOB PA30CIAAHHBIX PACHOPSAUTENbHBIX HOKYMEHTOB TIPH
oOHapyxeHHH opdorpaduyecKkux WM TEXHUYECKUX OLIMOOK MOKET ObITh IPOU3BE/IEHA TOJIBKO
I0CJIE€ COTJIACOBAHUS C YIPABJICHUEM JIeIaMHU.

[Ipyn HEoOXOaUMOCTH HCIIpaBJICHUS (3aMEHbl) OJHOTO WM 0oJjee CJIOB NMPOU3BOAUTCS
3aMeHa MOJHOIO JIUCTAa PACHOPSAUTENILHOTO JOKYMEHTa, MPU 3TOM COXPaHSETCs Hymepalus
CTpaHULl YTBEP>KJIEHHOTO PacOPSIUTENBHOTO (MIOAMMCAHHOI0) TIOKYMEHTA.

B stoM ciywae ucnoiHuTenb OGOPMIISET 3aMEHSEMBI JIUCT PaclopsIUTEIbHOrO
JIOKYMEHTa CJIEyIOIIUM O0pa3oM: Ha BEPXHEM I10JIE HOBOTO (M3MEHSEMOro) JHCTa JeNaeTcs
HaAMuch: «B3ameH pa3ocjaHHOrO ...» (IpU 3aMeHE HECKOJIBKHUX JIMCTOB HAJMKCh JETaeTcs Ha
Ka)KIOW CTpaHHUIIE) U YKa3bIBAaeTCs JlaTa, HOMEP U Ha3BaHHME PACIOPSAUTEIHHOIO JOKYMEHTA, B
KOTOPOM IPOM3BOJAUTCS 3aMEHa JIMCTOB (IIPU 3aMEHE MEpBOM CTPaHUIBl — JaTy, HOMeEp
YKa3bIBaTh HE HAJIO).

Jleno paciopsiIuTeNbHOTO TOKYMEHTa (TIOAJIMHHUK) J0MOJIHAETCS 3aMEHIEMbIM JINCTOM
(ucramn).
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5.1.4. IloaroroBka u opopMiIeHUE PACTIOPSKEHU I

PacnopsizkeHue — pacnopsauTENbHBIM  JTOKYMEHT, W3JaBacMbli IPOPEKTOpPaMHU
MHCTUTYTa 1O BONpOCaM HH()OPMAIMOHHO-METOAMUYECKOIO XapaKTepa, a Takke MO BOIpocaM
ONEPATUBHOTO  YNPABICHHUS JCATEIBHOCTBIO HMHCTUTYTa (COBEIAHUs, KOH(EpeHLun).
PacnopsizkeHue He J0/KHO CO/IePKaTh NMPeANUCAHUI, HOCAIIMX HOPMATUBHBII Xapakrep.

[MoaroroBka u odopmiienue pacnopsokenuii (Ilpuno:kenne Ne 4) npou3BOASTCS
AQHAJIOTUYHO MOPSAAKY MOATOTOBKU M O(QOPMIICHMs HPUKA30B, TOJBKO KOHCTATHPYIOIIAsl 4acTb
3aBepmaercs caoBamMu "O 0 i3 piBa10", "[Ipenmarat”. Eciu ykazanue coaepKuT TOIBKO
pa3bsICHEHUs O NOpsAKE MIPUMEHEHUS KaKoro-1100 HOPMaTUBHOIO JOKYMEHTA, 3TH CJIOBA MOT'YT
OBITH OMYILICHBI.

[TonnucanHble pacnoOpsHKEHUS! PETUCTPUPYIOTCS U (OPMUPYIOTCS OTIEJIBHO OT IPUKA30B.

OTMeHa paHee W3JAHHBIX PACHOPSDKEHUN MOXKET OBITh HpOBEAEHA MPHUKA3aMU WIIH
PacopsHKEHUSMH.

5.2. Opranu3anuoOHHbIE JOKYMEHTBI

5.2.1. Ilonoxenus

IToJ10:keHnst — HOPMATHUBHBIC aKThl, UMEIOIINE CBOAHBIN KOAM(PHUKAIMOHHBIA XapaKTep
U OHpeAeNsionMe TMOpsSJOoK  00pa3oBaHMsA, KOMIIETEHLMIO, OpraHM3aluilo  paboThl,
[peHa3HaYeHHbIE UII HOPMAaTHUBHO-TIPABOBOM periiaMeHTalu JeATeIbHOCTH MHCTUTYTa WIU
€ro CTPYKTYPHOTO NOAPAa3IEICHHUS.

[lonoxxeHne NpUHUMAETCs B TOM Cllydae, €CJIM B HEM YCTAHABIMBAIOTCS CUCTEMHO
CBsI3aHHBIE MEXAY COOO0H MpaBuiia 0 BONPOCaM, OTHECEHHBIM K KOMIIETEHLIUU UHCTUTYTA.

[lonoxxeHne O CTPYKTYPHOM IOJpA3AEIE€HUN ONpPENENSIeT €ro CTaryc, MOpPsIOK €ro
CO3JIaHUs, MECTO B CHCTEME YIpPaBJICHUS, BHYTPEHHIOIO CTPYKTYPY, (QYHKIMH, KOMIIETEHLHUIO,
00513aHHOCTH, HAJIMUKE NIevaTel, MOPsA0K PEOPraHu3alluy U JTUKBUJALMH.

IlonoxxeHne sABISIETCS OCHOBHBIM JOKYMEHTOM, NMPEJHA3HAYEHHBIM JUISl 3aKPEIICHUS U
pasrpaHuyeHus] QYHKIMHA KakJJ0r0 CTPYKTYPHOTO NOJIpa3esieHusl.

[Tonoxenue opopmisiercss Ha OnaHke ¢ mpuMeHeHueM KojnoHTuTyna (Ilpuiioxkenue Ne
8.2).

5.2.2. UacTpyKuuu

HNHCTpYKIMA — 3TO JIOKAJIbHBI HOPMATUBHBIN aKT, YTBEPKIAEMbIN WA U3/1aBaCMbIN B
LENISIX YCTAHOBJICHUS MIPAaBWI, PEryJIUPYIOLIMX OpPraHU3alMOHHbIE, HAyYHO-TEXHUYECKHE,
TE€XHOJIOTHYECKHE, (PMHAHCOBbIE WJIM HHbBIE CIIELUATIbHbIE CTOPOHBI JIEATEIbHOCTH HHCTUTYTA
(ero CTpyKTYpHBIX MOAPA3AENIEHUH U CITYK0), TOJKHOCTHBIX JIMII.

WHceTpyKuny M30aI0TCS B LENSAX Pa3bsCHEHUS M OMNPENENICHUs NOpsAIKa MPUMEHEHUs
3aKOHOJIATENIbHBIX aKTOB, PACHOPSAUTENbHBIX JOKYMEHTOB, IO 3allOJIHEHUIO M BeAeHUI0 (hopm
JIOKYMEHTOB (HaIrpumep, OyXraiaTepcKux, OTYETHBIX, YUETHBIX U Jp.).

3aroJ0BOK JOJHKEH YETKO OMPEAETSATh T€ BOIMPOCH, O0BEKTHI WIIM KPYT JIHII, Ha KOTOpbIE
pacnpocTpaHsieTcsi UHCTpyKuMs. Hanpumep, HHCTpyKIUs O TipaBax U 00S3aHHOCTSX CeKpeTapsi-
pedepeHTa, HHCTPYKIUS 110 JIeIOIPOU3BOJICTBY.

[lepBriii pa3men MHCTPYKIUHM Ha3biBaeTcs «OO0mMe moyokeHus». B HeM ykasbiBatoTcs
el W3JaHusl, OO0JIaCTh pPACHpPOCTPAHEHHUs, MOPSAAOK M 00A3aTENbHOCTh HCIOJIB30BaHUA,
IIPaBOBbIE, HOPMATHBHBIE WJIM PACHOPSAIUTENbHbIE AaKThl, IOCITY>KUBIIUE OCHOBOM IS
pa3pabOTKN MHCTPYKIUH.

NHCTpyKIIMs — JAOKYMEHT JUIMTEIBHOTO JICMCTBUSA. B 00MMX  TOJIOKEHUSIX
OrOBapUBAIOTCSI CPOKHU BBEACHMSI HHCTPYKIIMU B IEMCTBUE UM OTMEHA pPaHEE JIEHCTBYIOIIEH.

5.2.3. OopmireHHe MOT0KEHNH, HHCTPYKIUI

ITosiokeHMsT M MHCTPYKIMH IPHUMEHSIOTCS KaK CaMOCTOSTEIbHBIE IPABOBBIE aKThI,
KOTOpBIE YTBEPKIAIOTCS PEKTOPOM; yTBepkIeHue odopmisieTcss B popme rpuda yTBepKaeHUS
WIN TIyTeM U3JIaHHsI PacTiOpsAIUTEIBHOTO TOKYMEHTa 00 MX yTBEPKACHUH.

B caywae, xorma aelcTBHE IOJIOKEHUS KPATKOBPEMEHHO, O(OpMIIEHHE IOKyMEHTa
ocymecTBisieTcst Ha obmeM Onanke nHctuTyTa (Ilpniao:kenune Ne 8.1), Ha cTaHAApPTHOM JIHCTE
Oymaru dopmara A4 ¢ coOmromeHHeM BceX MpaBWwil O(GOPMIICHUS TEKCTOBBIX JTOKYMEHTOB,
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KOTOPBIM JOJDKEH COJEp)KaTh HAMMEHOBAaHME MHCTUTYTA, CTPYKTYPHOIO MOIpPA3AEICHUS, BHIA
JOKYMEHTA, a TaKKe JAaTy U TpUQ yTBEpKICHUS.

TexkcT u3naraercs OT TPETHETO JULA €IUHCTBEHHOTO WJIM MHOXXHTEIBHOrO 4ucia. B
TEKCTE HCIONIB3YyIoTCs cioBa: "momkern", "crmemyer", "HeoOxomumo", "3ampemraercs", "He
Jonyckaercs'".

3aroyloBOK K TEKCTYy IOJOXEHUs oTBedaeT Ha Bompoc "O wyem?", 3aroloBok K
UHCTPYKLIMU, COJEp)Kalled TOJDKHOCTHble TpeOOBaHMS U HOPSAOK IPOBEAEHUs padoT
(MHCTpYKLIMS O MpaBax U 00A3aHHOCTSX), oTBeuaeT Ha Bonpoc "Koro?" (MHCcTpyKIus ri1aBHOTO
CIHEeLMAINCTA O MpaBax U 00S3aHHOCTSX).

KoHcratupyromeld 49acTbl0 TMONOXKECHHS (MHCTPYKIUHU) CIOYXUT pasznen "OOmue
HOJIOKEHHA", B KOTOPOM YKa3bIBAIOTCSI OCHOBaHMsI Pa3pabOTKH, OCHOBHOE Ha3HaYeHUE U cdepa
€ro paclpoCTPaHEHUs, OTBETCTBEHHOCTb 3a HAPYLLIEHUE YCTAHOBJIEHHBIX IPaBUIL.

OCHOBHOW TEKCT IOJIOKEHHsI (MHCTPYKIMM) MOMKET HEIUTbCS Ha IJaBbl, IYHKTHl U
HNOJAIMYHKTHI. [ J1aBbl JOJKHBI UMETh Ha3BaHUS.

I'maBel HyMepyrOTCsl pUMCKUMHU IMdpamu. B KoHIle HauMMeHOBAaHHUS TJIaBbl TOYKA HeE
CTaBUTCS.

Hymepanuss myHKTOB M IOAINYHKTOB INPOU3BOAMTCA apaOCKUMU LHppamMu, B KOHIE
npocrasisercs Touka (1.; 1.1.; 1.2.).

[Tonoxenuss (MHCTPYKLMHM) TMOAMMUCHIBAIOT JOJDKHOCTHBIE JIMIA, SIBJIAIOLIMECS HX
HEINOCPEICTBEHHBIMH pa3padoTuMKaMu (HanpuMep, Ha4aJlbHUKHU CTPYKTYPHBIX MOJIpa3iesieHuil),
BU3HPYIOT MOJIOKEHUS (MHCTPYKLMM) HNPOPEKTOPhl IO HalpaBIEHUSAM, IOpUAMYEcKas ciayxoa,
YTBEP)KIAeT — peKTop MHCTUTYTA. [lookeHus: (MHCTPYKIMK) OOPETAr0T IOPUANYECKYIO CHITY C
MOMEHTa YTBEPXKICHHMS WJIM C MOMEHTa W3JIaHUs paclopsIUTEIbHOIO JOKyMeHTa o0
YTBEPKACHUH.

5.3. UH¢popManOHHO-CIPABOYHBIEC JOKYMEHTBI

5.3.1. IlpoToxoa

IIpoTokon — [OKyMEHT, B KOTOPOM (UKCUPYETCS XOJ PACCMOTPEHHUs, OOCYXKIECHUS
BOIPOCOB U TPHUHATHS PEIIEHUH Ha COOpaHHUSAX, COBELIAHUAX, KOHPEPEHLHUAX U 3acCelaHUAX
KOJUIETMAJIBHBIX OPTaHOB.

OTHocuTCS K cUCTeME MH(QOPMAIIMOHHO-CIIPABOYHOM JOKYMEHTALUU, MOXKET CIYKUTh
OCHOBaHUEM K U3[JaHUIO PACIOPAIUTEIBHON TOKYMEHTALINN.

[Iporokoin 3acenaHusi OTpakaeT AESITENbHOCTh 10 COBMECTHOM BBIPAOOTKE W MPUHSATHIO
ylpaBiieHYecKUX pemieHuil. KomnernanpHoMy peleHHio, Kak MpaBHIIO, MOAJEXaT Haubosee
Ba)XHbIEC U IPUHIIUIIHAIbHBIE BOMPOCHI B AESITEIbHOCTH MHCTUTYTA, TPEOYIOMINE KOJUIEKTUBHOIO,
COBMECTHOT'O OOCYKJIEHUS U IPUHATHS PEILICHHS.

[Iporokon cocTaBiseTcs Ha OCHOBaHUM 3aIlvcel, IPOU3BEIEHHBIX BO BpeMs 3acelaHus
(coBemianust), TNPEICTABICHHBIX TE3UCOB JIOKJIAJOB U BBICTYIUICHHH, CIPaBOK, IPOEKTOB
pELIEHUI U IPYTUX MaTEpPHAIIOB.

ITpoTokonbl MoryT m3naBaTbes B moJHON ¢opme (IIpuiao:kenme Ne 5) winmu KpaTkoi
dbopme (IIpusioxkenne Ne 6), mpu KOTOpPOW OMYyCKAeTCs XOJ OOCYXKJACHHS BOmpoca u
(UKCUpYyeTCs TOJIBKO MPUHATOE 10 HEMY pELIeHHE.

TeKCT moJIHOr0 MPOTOKOJIA COCTOUT U3 JBYX YaCTEH: BBOJHOM M OCHOBHOW. BOo BBO/IHOM
YacTH  YKa3blBalOTCA HMHHLMANGI, (aMWInu Ipejcenatens (MperceiaTesIbCTBYIONIETO),
CeKpeTapsi, IPUCYTCTBOBABIIMX HA 3aCEIaHUU, U, IPU HEOOXOIUMOCTH, JIUI], IPUTIIALICHHBIX Ha
3acenanue (coBemanue). PaMUIMU TPUCYTCTBYIOIUX MUIIYT B al(aBUTHOM TMOpSJIKE yepes
OJIMH MHTEpBaJI. ECIM KOJIMYECTBO NMPHUCYTCTBYIOIIMX IPEBBIMIAET 15 4YemoBeK, BO BBOJHOMU
4acTH TIPOTOKOJA JEJIaeTCsl CChbUIKA HA CIHCOK, SBISIIOIIMNACA HEOTHEMIIEMOM YacTbiO
IIPOTOKOJIA, HAIIPUMED:

IIpucyrcrBoBasu: 25 yeJs. (CHUCOK NpHJIAraercs).

Ecnu B 3acenanuu (coBeIlaHUM) MPUHUMAIOT y4acTHE MPEACTABUTEIN PAa3HbIX OPraHOB
BJIACTH U OpPTaHU3AIMH, epeuncisitoTces nocie cinosa «lIpurnamennsie:», Takxke Mo andaBuTy,
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YKa3bIBA€TCSI MECTO pabOThl M JOJDKHOCTh KaXJIOTO JHIa. MHOTOCTpOUHblE HAMMEHOBAHUS
JOJDKHOCTEHN MPUCYTCTBYIOLINX [1€YAaTAl0TCA Yepe3 OJAMH MEXCTPOUHBIN UHTEpBAJL.

BBoanasi yacth mnpoTokosia 3akaHumBaeTcs moBecTkoi auHsi ([IOBECTKA JIHA -
[POTEYaTHIBACTCS [EHTPOBAHHBIM CHOCOOOM IMPONMCHBIMH OYKBaMH), COJEpKallell mepeueHb
paccMaTpUBaEMBbIX BOIPOCOB, MEPEUYHCIECHHBIX B TMOPSAKE HX 3HAYMMOCTH C yKa3aHUEM
JOKJIaTuuKa IO KaXJAOMYy paccMaTpuBaeMOMYy Bomopocy. Bompocbl moBecTkum — JHS
dbopmymupytorcs ¢ mpemiorom "O" ("OG"), mewaTaroTcs OT TpPAHMIBI JIEBOTO TIOJSA U
HyMepytoTcs apadckumu nudpamu ¢ npocrasienuem touku (1. O...).

OcHOBHasi 4YacTh MPOTOKOJIA COCTOMT U3 pa3lieloB, COOTBETCTBYIOUIMX ITYHKTaM
MOBECTKU JIHA. TEKCT KaXK10ro pasjiena CTPOUTCS 0 CXEME:

CIIYIIAJINA:

BBICTYIINJIA:

I[TOCTAHOBWJIN: (wnu PEIIWIJIN:).

OcHOBHOE coJiepKaHuE JOKJIAJ0B U BBICTYIUIEHUN BKIJIFOYAETCS B TEKCT MPOTOKOJA WU
MpUJIaraeTcs K HeMy B BUJE OTJENIbHBIX MAaTepUANIOB; B MOCIEIHEM CiIydae B TEKCTE MPOTOKOJIA
nenaetrcsi orMetrka "TekcT BeIcTyrieHus mnpuiaraerca'. IloctaHoBienue (pemieHHe) B TEKCT
MPOTOKOJIa BHOCUTCS MOJTHOCTBIO B TOH (OPMYITUPOBKE, KOTOpasi ObLIa MPUHSATA Ha 3aceaHuY;
Ipyu HEOOXOIUMOCTH TPHUBOATCS UTOTH TOJOCOBaHUA: "3a — ...; TPOTHB — ...; BO3AEPIKAIOCH —

Copepxanure 0co00ro MHEHHUS, BBICKa3aHHOI'O BO BpeMsl OOCYXKIEHMs, 3allUChIBAeTCs B
TEKCTe MPOTOKOJIA MOCJIEe COOTBETCTBYIOIIETO MOCTAHOBICHHUS (PEILIeHNU).

TekcT KpaTKoOro mMpOTOKOJIA TaKKe COCTOMT M3 JBYX 4acTed. Bo BBOAHOW YacTh
YKa3bIBAIOTCS MHUIMAIBI U (haMUIUK MpeAceNaTeNIbCTBYIONIEro (Mpeaceaarens), cekperaps, a
TaKKe WHUIHAIBI U (PaMUIIMN TPUCYTCTBOBABIIMX JIUII.

CaoBo "llpucyrcrBoBasu'  meyaraercssi OT  TIpPaHUNbBI  JIEBOIO  MOJIA,
NoYepPKHUBAETCs, IOCJe CJI0BA CTaBUTCH JABoeroume. Hipke meuartaroTcss HaMMEHOBaHUS
JOJDKHOCTEN NPUCYTCTBYIOIMX, a CIIpaBa OT HAaMMEHOBAHMSI JIOJDKHOCTEH — X WHHULIMAIBL U
¢damunuu. HaumeHoBaHMS JOKHOCTEN MOTYT yKa3bIBaThCsl 0000IIEHHO, HApUMED:

IIpucyrcrBoBanu:

3amecTuTenb MUHHUCTpA SKOHOMHYECKOTO

pazsutusa Poccuiickoit @enepanuu 1. O. Gamunus

3amectutenu pykoBoautens Pocapxusa Y. O. damunms

H. O. ®amunus

B ocHOBHOII 4YacTH KpaTKoro mNPOTOKOJA YKa3bIBAalOTCI HOMEp BOINpoca B
COOTBETCTBUU C ITOBECTKOM JIHA, COJEPKAHUE BONPOCA U IIPUHATHIE PELICHNUS.

HaumenoBanue Bompoca HyMepyeTrcsi puMcKoil 1udpoit 1 HaunHaeTcs ¢ npeaiora "O"
("O0"), neuaTaercs EHTPOBAHHO U MOJTYEPKUBACTCS OJHOM YepTON HUXKE MOCTEeIHEH CTPOKH Ha
paccrossHuM He Oojee onHOro uHTepBaia. [lojg dYepTol yKa3bIBaIOTCS TOJBKO (aMUJINU
JOJDKHOCTHBIX JIUII, BBICTYIUBIINX MPU OOCYXIEHUHU JTAHHOTO Bolpoca. PaMUIMK MedaTaroTCs
yepe3 | MeXCTpOUHBbIN MHTEpBAJ.

3aTeM yKa3bIBaeTCs IIPUHATOE 110 BOIPOCY PELICHUE.

[Iporokon moanuckeIBaeTcs MpeaceaaTeNbCTBYIONINM Ha 3aceJaHuu U cekperapeM. JlaToi
IPOTOKOJIA SIBJISETCS JlaTa 3aceAaHus (COBEIaHMs).

[IporokonaM mpuCBaWBAIOTCS MOPSJIKOBbIE HOMEpa B Mpefenax KaJleHIapHOTo roja
OTJIENIBHO MO KaXKJ10H IpyIIie IPOTOKOJIOB: MIPOTOKOJIBI YUEHOTO COBETAa MHCTUTYTA, MPOTOKOJIBI
HAyYHBIX COBETOB, IIPOTOKOJIbI YUEHBIX COBETOB (haKyIbTETOB, IPOTOKOJIBI 3aceJaHUIl KOJIJIETHH,
IIPOTOKOJIBI KOOPAMHAIIMOHHBIX, SKCIIEPTHBIX COBETOB U JIp. OpraHoB. [IpoTOKOJIBI COBMECTHBIX
3acelaHnii MMEIT cocTtaBHbie HoOMepa (Ne 15/05), Bkmouaromme TMOPSAIKOBBIE HOMEpa
IIPOTOKOJIOB OPTaHU3aLU{, IPUHUMABIINX YYaCTHE B 3aCEIaHUN.

Homepa nmoctanoBiieHnit (pelieHuii), TpUHATHIX Ha 3aceaHusX (COBEIIaHUAX), COCTOST
U3 HOMEpa MPOTOKOJIa, HOMEpa paccMaTpUBAEMOI0 BOIPOCAa B MOBECTKE JHS WU INOPSIKOBOIO
HOMEpA IMOCTAaHOBJICHUS (PEIIeHNUs) B TIPEeiiax BOIpoca.
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Komuu  mnpoTokoiaoB mpu  HEOOXOAMMOCTH  PAacChUIAIOTCS  3aMHTEPECOBAHHBIM
OpraHu3alsM M JOJDKHOCTHBIM JIMI]aM B COOTBETCTBUH C YKa3aTeJEeM pPAaCChUIKU; yKa3aTellb
COCTaBJSieT U TOJIUCHIBAET OTBETCTBEHHBIH MCIOIHUTEIb MOAPA3/CIICHUs, TOTOBUBIIETO
paccMOTpEeHHE BOIpoca.

[IpunsATHIE perieHusi TOBOIATCS 10 HCIOJHUTENEH B BUJEC BBITUCOK M3 MPOTOKOJOB,
KOTOpble O(OPMIISIFOTCS HAa COOTBETCTBYIOIIEM OJIaHKE M NPU HEOOXOIUMOCTH 3aBEPSIOTCA
MeYaThlo.

[TpoTokobl eyaTaroTcss Ha OJIaHKE MPOTOKOIIA, 00IeM OJaHKe MM CTaHAapTHOM JIMCTE
Oymaru gopmara A4 1 UMEIOT CJIEIYIOIINE PEKBU3UTHI:

1) yka3piBaeTcsi TMOJIHOE O(HIMATBLHOE W COKpAalIeHHOE (B CKOOKAaxX IOJ] TIOJHBIM)
HAaUMEHOBAHUE MHCTUTYTA;

2) Bug pokymenta — [IPOTOKOJI (eciu mporokon odopmiisercs Ha oOiiemM OiaHke,
cinoBo ITPOTOKAQOJI neyaraercss mponucHbIMU OyKBaMU, >KUPHBIM mIpudToM pazmepom Ne 14 u
BBIPAaBHUBAETCA 110 LICHTPY);

3) BuI 3aceqaHusi, COBEIIAHUS — OTHEISIETCS OT MPEABLAYIIET0 PEKBU3UTA OJHHUM
MEKCTPOYHBIM HHTEPBAJIOM, IIEUATACTCS Yepe3 OJAMH UHTEPBAJ M BEIPABHUBACTCS TI0 LICHTPY;

4) MecTo MpOBEJIEHUS 3aceaHusl, COBEIaHUs — yKa3bIBaeTcs (IIPU HEOOXOJUMOCTH), Y
KOTO TPOBOAMTCSI COBEIIAHUE MM B KAaKOM MecTe (TP HEOOXOIMMOCTH MPOCTABIISETCS BPEMSs
MPOBEJCHUS); IeyaTaeTcs 4Yepe3 JiIBa MEXCTPOUHBIX HWHTEpBalla IOCIEe peKBU3UTa "BUI
3aceJlaHusl, COBEUIaHMs", ¥ BBIPaBHUBAETCS 110 LICHTPY;

5) mata W HOMeEp MPOTOKONa: Jara O(OPMIISETCS CIOBECHO—IH(POBBIM CIOCOOOM
(manpumep, 15 oktsadps 2011 r.; 02 cenrsiops 2012 r.) u mneyaraercs Yepe3 OJUH
MEXXCTPOUHBIM WHTEpPBaJl HIKE MPEAbLAYIIEr0 PEKBU3UTA; HOMEp MPOTOKOJIa 0003HauaeTcs
apabckumu udpamu (Ne 01, ..., Ne 09, ..., Ne 14);

6) OCHOBHAs 4aCTh IPOTOKOJIA TIeyaTaeTcs yepe3 1,5 MeKCTPOUHBIX HHTEPBAIa;

7) moamucu TpeacenaTeIbCTBOBABIIETO (MPEACeaaTelisi) U CeKpeTaps OTACNSIOTCS OT
TeKCTa  TpeMs  MEKCTPOYHBIMH  HWHTEpBaJaMHM M  BKJIIOYalOT B cebid  CIOBO
«IIpeacenarenbcTByronuiny (npeacenarens), «CekpeTapby», JUYHbIE MOIIMUCH, pacilin(pOBKU
noanuceil (MHUIMANIBI U QaMuIus), MeYaTalTcs OT JIeBOi rPaHUIbI TEKCTOBOIO MOJIsl Yepe3
OIMH MEXCTPOYHBI WHTEpBaJ, MNOcJeIHsAsi OykBa B pacmM(poBKe mnoamucei
OrpPaHUYMBAaETCH MPABBLIM MOJIEM.

Cpoxu opopMiIeHUsI TPOTOKOJIOB

Jlis ompeneneHHbIX Pa3HOBUAHOCTEH MPOTOKOJOB YCTAaHOBIEHBI CBOM YETKHUE CPOKHU
odopmrnenus. [To obmemMy npaBuiTy CpoK MOATOTOBKH MPOTOKOJIA COCTABIISIET OT OJHOTO JHS H
HE JOJDKeH NPEeBbIIaTh NATH AHEW. KOHKpeTHyl JaTy TOTOBHOCTH MPOTOKOJA MOKET
HA3HAYNTh PYKOBOJAWTENb, KOTOPHI BENl COBENIAHWE, WM TPEACEAaTeNb IOCTOSHHO
JIEMCTBYIONIEr0 KOJIETHabHOro opraHa. Cpok opopMiIeHUS MPOTOKOJIA TakkKe MOXeT OBITh
YCTaHOBJIEH B periiaMeHTe paboThl KOJUIETHAIBHOTO OpTraHa.

K mnpoekty mnpoTokona coBemaHUs MpHIaraercs ykaszaTtelb (CIHHCOK) pacChUIKH,
TIOJITMCAaHHBIA OTBETCTBEHHBIM 32 TIPOBE/ICHUE COBEIIAHMS.

B cnyyae mpoBeneHUss MEXBEIOMCTBEHHOI'O COBEIIAHUS KOMUU  MPOTOKOJIOB
HAIPaBJISIOTCS PYKOBOIUTEISIM COOTBETCTBYIOIINX OPTraHU3aINH.

B ykazatenp (CIUCOK) PAaCCBUIKM MPOTOKOJA, COJAEPIKAILEro peHIeHUs MO BOIpOcaM,
OTHOCSIIMMCS K WX KOMIIETCHIIMH, B 00s3aTEIhHOM TOPSAKE BKIFOYAIOTCS: TPOPEKTOPHI,
PYKOBOAMTENU CTPYKTYPHBIX MOAPA3/IEICHUN HWHCTUTYTA, a TaKKe€ WHBIE JOKHOCTHBIE JIHIIA
WHCTHUTYTA.

Pemmenusi, mpuHSATHIE HA COBEIIAHUU, TOBOJSTCS A0 COTPYAHUKOB JIMOO B BUIE PACCHUIKU
KONUI BCEro NpOTOKOJa, JUOO B BHUAE BBIMHCOK MOCTAHOBIsIOMIEH dacTu. O3HaKOMIIEHHE
pabOTHUKOB ¢ IPUHATHIMH PEIICHUSIMU MHOT/IA OPTaHU3YIOT TOJI IMYHYIO MOMAIMKUCH, JIJIS YeTo K
MIPOTOKOJTY COCTABIISAIOT JIUCT 03HAKOMJICHHUSI.

Komuu npoToKOJI0B COBEIIaHMA PaCChUTAIOTCS HCTIOTHUTENSAM, KaK MPABUIIO, B CYTOYHBIN
CPOK, a cojiep Kalliie CPOYHbIE W ONIepaTUBHBIE MOPYUEHUs, — HE3aMETUTEIBHO.
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KoHTposib ncnosHeHns: mopy4eHui, COAEPKAIUXCS B MPOTOKOJIAX 3aCE€IaHUN yUYEHOIO
COBETA, OCYILECTBIISIETCSI CEKPETAPEM YUEHOI'O COBETa MHCTUTYTA U CEKpeTapHuara, peKTOpCKOIro
COBETa — YIIPABIICHUEM JIeTIaMHU.

OdopmiieHue BBITUCKH U3 NPOTOKOJIA

Borinucka u3 nmporokoja (Ilpunoxenue Ne 7) mpencraBiaseT coO0OW TOYHYHO KOITHEIO
YacTU TEKCTa MOJUIMHHOTO IPOTOKOJIA, OTHOCALIETOCS K TOMY BOIPOCY IMOBECTKHM MAHS, IO
KOTOPOMY TOTOBSIT BBIMUCKY. [Ipy 5TOM BOCTIpOM3BOASAT BCE pEKBU3UTHI OJIaHKA, BBOAHYIO YacTh
TEKCTa, TOT BOIPOC IIOBECTKH [JHS, 10 KOTOPOMY TOTOBHUTCSI BBIIIMCKA, a TaKXE TEKCT,
OTpakaBIIUK €ro 00CYKJEHHE U MIPUHITOE TI0 HEMY peIlleHuE.

JUia mpuznaHus OPUINYECKOW CHIIBI BBIIIMCKE W3 IPOTOKOJA MCIONb3YETCS PEKBU3UT
«Komust BepHay, odopmisieMblil cekpeTapeM. Bpimucky M3 MpOTOKOJA MOAMHUCHIBAET TOJBKO
cekperapp. OHa cocTouT u3 cioBa «BepHo», yKka3aHMs JODKHOCTH JIMIIA, 3aBEPSIOLIETO
BBIMKCKY, €r0 JIMYHOW MOANUCH, HHUIIUATIOB, (DaMUITUHN U JATHI.

Ecnu BeInucka U3 NpOTOKOJIA BBIJACTCS AJIs MPEACTABICHUS B JPYTYIO0 OpraHu3aluio, TO
OHa 3aBepsAETCS NMeYaThi0 HHCTUTYTA.

5.3.2. Cry:xe0Hasi nepenucka

CnyxebHass  mepenucka —  pa3lW4yHble  BHJBI  OQHUIMANBHBIX  JOKYMEHTOB
UH(POPMALIMOHHO-CITPABOYHOTO  XapaKTepa, HCIONb3YeMbIX JUIsi OOMEeHa WHpopManued B
JEeSITEIbHOCTH MHCTUTYTA, OPTraHU3alMi U Tpa)/IaH.

Buabl 1enoBoii mepemHMCKM ¥ WX Ha3BaHUS — JIeNIOBOE (CIy)XeOHOE) THCHMO,
TelnerpamMma, Telekc, (akcorpamma (dakc), TemedoHOrpamMma, IIIEKTPOHHOE IMHCHMO
(9TEKTPOHHOE COOOIIEHUE) — CIIOKHIUCh B 3aBHCHMOCTH OT CIIOCOOOB Iepenadyu JIeIOBOM
uH(pOpMaIIMK: TI0 KaHaJIaM MIOYTOBOM CBSI3U WJIM MOCPEICTBOM AJIEKTPOCBSI3H.

Bce nesioBble mucbMa MOXXHO pa3efUTh Ha KOHCTATHPYIOUINE CBEPIIMBIINANACS (QaKT U
IIPEIBApSIOLINE BO3MOXHOCTD €TI0 CBEPIIEHUS.

OTO  NUCHMA-TIONTBEPXKICHUS, THChMa-HAIOMUHAHUS, MHUCHMAa-TIPEIyNPEKIACHNUS,
nucbMa-u3BemieHuss U T.7. OHU He TpeOyloT OTBeTa, HO MX HAIWYMEe HUMEET HOpUANYEcKOoe
3HauEHUeE.

JlenoBoe (ciayskeO0HOE) MUCbMO — JTIOKYMEHT MH(OPMAIIMOHHO-CIIPAaBOYHOI'O XapakTepa,
HaIpPaBJIIEMbIi MHCTUTYTOM, JODKHOCTHBIM JIMLIOM ajpecary (OopraHy BJIAacTH, OpraHU3allyiu
WIA JIMIy) TO TIOYTOBOM CBS3M, OHIEKTPOHHON moure, (aKCUMUIBHOM CBA3BIO JIMOO
HaIpaBJICHHBIN B aJ[peC MHCTUTYTA PA3TMYHBIMU OPTaHU3AIHSIMH.

Tenerpamma — JOKYMEHT HMH(OPMAIMOHHO-CIIPABOYHOI'O XapakTepa, HaIlpaBIsieMbli
azpecary (opra”y BJIaCTH, OpTaHU3AIMH WIIH JUILY) TIO TeJerpadHOi CEeTH 00IIEeTo MOJb30BaHUsI.

Tenexkce (TeneraiimorpamMmma) — Telerpamma, IepegaBaeMas IO  aOOHEHTCKOM
tenerpadHOn (TEIEKCHOM) CeTH.

®akcorpamma (¢pakc) — moiydaemas Ha OyMaXHOM HOCHTeNE KONHsS JOKyMEHTa
(MMCbMEHHOTO, TpadHuuecKoro, U300pa3UTENbLHOrO0), MePEJaHHOr0 MO KaHainaM (haKCUMHIIBHOM
CBSI3H.

Tenedonorpamma — [OKyMEHT HH(OPMALMOHHOTO XapakTepa, IepeAaBaeMblii U
MOJIy4aeMblid IO Tesle()OHHOM CBS3H.

DJIEKTPOHHOEe NHUCbMO (3J1eKTPOHHOEe CO0001IeHue) — JOKYMEHT HH(pOpPMallMOHHO-
CIPAaBOYHOI'O XapaKTepa, NepeaaBaeMblid M MOJy4yaeMblil 10 JIEKTPOHHON MouTe. DIEKTPOHHOE
MUCHbMO UMEET CTAaTyC JOKYMEHTa, €CJIM OHO 3aBEPEHO AIEKTPOHHON U POBOI MOANHCHIO.

5.3.2.1. CayxeOHOe NUCHMO

Cuay:xe0HbIe MUCHMA TOTOBATCS:

- KaK CONPOBOJIUTEIbHBIE MHCHbMA, KOTOPHIE COMPOBOXKIAIOT MAaTEpUAIbHBIE LEHHOCTH
WIH JOKYMEHTHI; B TEKCTE CONMPOBOJUTENILHOTO MUChbMa B 00S3aTEILHOM IMOPSIIKE YKA3bIBACTCS
PEKBH3HT «OTMETKa 0 Hajmmunu npuiioxkenus» (Ilpuiio:xkenue Ne 9 — odpasusi 2, 3, 4).

- KaK OTBETHI Ha 3alpOChl Pa3IMYHBIX OPraHU3aLUN, TPEAIPUIATUNA U YaCTHBIX JIUIL;

- KaK MHUIIMaTUBHBIC TUCHMA.

[Ipu odopmieHNN cy>KeOHBIX MHUCEM UCTIONIB3YIOTCS PEKBUZUTHI:
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HAaMECHOBAHHE UHCTUTYTA COTJIACHO Y CTaBy;

JOJKHOCTB JIMIIA, TIOJITUCABIIETO JOKYMEHT;

CIpaBOYHBIE TaHHBIE 00 HHCTHUTYTE;

azipecar;

Jara JJOKyMEHTa,

PEruCTpallMOHHBIN HOMEP JOKYMEHTA;

AHHOTAIIMS JJOKYMEHTA (3ar0JIOBOK K TEKCTY);

CCBUIKA Ha MCXOJIAIINI HOMED U JaTy TOKYMEHTa aapecara;

TEKCT JIOKyMEHTA,

OTMETKA O HAJIMYNU HpHHO)KCHHfI;

BH3a PYKOBOANTE/SI CTPYKTYPHOIO MOApPa3aejeHUs] HA KONMUH OTHPABJIsSEMOro
JTOKYMEHTA;

MOJIIUCh JIOJDKHOCTHOTO JiMIa (MPUMEHSETCS MPH HAJMYMU OJIaHKa JIOJKHOCTHOTO
U1a);

OTMETKA 00 UCIIOJTHHUTEIIE;

OTMCTKaA O INOCTYIJICHUU JOKYMCHTA.

[MTucbma ¢duHaHCOBOTO XapakTepa, a TaKKe NHChbMa, COJICpIKAIIHE O00s3aTeIbCTBa,
3aBEPAIOTCS. OTTUCKOM TepOOBOM MmeyaT MHCTUTYTA, a B MHUCbMax, COAEpPXKAIIUX MHPOPMAIUIO

OTrPaHHYEHHOTO pacrpocTpaHeHus, MIPOCTABIISICTCS PEKBU3HT "OTMmeTKa 0
KOH(UICHIIMATLHOCTH .
Conepxanue CITy’)KEOHOTO UCHEMa IIOJKHO OBITh KpaTKUM, SICHBIM,

apryMeHTHPOBAaHHbBIM, 00€CIIeUrBaTh TOYHOE U OJIHO3HAYHOE BOCHPUSITHUE COofepkKallelcs B Hell
uHpopmanuu.

CnyxeOHBIE THChMa II€UATAIOTCS Ha OJaHKaX YCTAaHOBIEHHOW (OPMBI COTIIACHO
Ipuaoxkenuro Ne 9, B KOTOpOM IpUBEAECHBI 00pa31bl 0popMIIeHHUS CITy>KEOHOTO NMUChMa.

CpoKu MOATOTOBKU OTBETHBIX MHCEM YCTAHABIMBAIOTCS HOPMATUBHBIMU IPABOBBIMU
aKTaMU WIH OTPAXKarTCs B YKa3aHUH 110 UCIIOJIHEHUIO JOKYMEHTA PYKOBOJUTEIIEM, CPOKH
MOJTOTOBKY MHUIIMATUBHBIX MHCEM OINPEAEIAIOTCS PEKTOPOM, TPOPEKTOPAMU U
PYKOBOIMTEISAMU CTPYKTYPHBIX IIOIPA3ACICHUI.

TexkcTbl OTBETHBIX MHUCEM JIOJKHBI TOYHO COOTBETCTBOBATH JAaHHBIM IOPYYEHHUSM,
MOCTYIHBIIHUM 3alIpOCaM, PE3OJIIOLUAM PYKOBOACTBA.

K cnyxeOHBIM mHUCBMaM COCTaBISE€TCS PEKBU3UT «HAUMEHOBAHHUE JIOKYMEHTa»
(3aroJI0OBOK K TEKCTY), OTBedarouuii Ha Bonpoc "O yem?" u popMynupyronmii B KpaTkoi popme
TEMy MUChMa.

CrayxeOHble NMUChbMa M3MaratoTcs: oT 1-ro nuna MHoxkecTBeHHoro uucna ("IIpocum
npeaoctaBuTh HHGopmarnuio...", "Hanpasnsem Ha 3akiatoueHUe MPOEKT..." U Ap.), OT 3-ro Juia
eauHcTBeHHOro uncia ("MHCTUTYT He cuuTaeT BO3MOXKHBIM...", "MHCTUTYT rocynapcTBEHHOIO
aMUHHCTPUPOBAHUS»  TpeAsiaraeéT  pacCMOTPETb  BO3MOXKHOCTh..."), oT 1-ro  nuua
enunctBeHHoro uucna ("llpomy Bac mpencraButh panubie o....", "CunMTaio BO3MOXXHBIM
NPUHSTH y4acTue B....").

Ecnmu  HEoOXoIuMO OJHOBPEMEHHO OOpaTUThCS B YUPEXKICHHE IO HECKOJIbKUM
pa3IMYHbIM BOMpOCAM, TO LEIecOo00pa3HO COCTAaBUTh HECKOJIBKO MHCEM. DTO YCKOpPSET HX
UCIIOJITHEHHUE.

CTpyKTypa 1e/10BOr0 NMcbMa BKIIOYAET B ce0sl:

1. Berynnenue (BBOIHAs 4YacTh) JOJDKHO COJEpXKaTh IEPCOHAJIbHOE OOpalleHue u
CCBUJIKY Ha IOCJIEHUI KOHTAKT C IOJIydaTesieM, Jake eClId OH He ObUl CBS3aH HANpsMYIO C
TEMOM MHCbMa, U IPEIHA3HAYEHO AJI1 KOHKPETU3AlMK CYyTH BONPOCA, NOCITYKUBLIETO MOBOAOM
JUIs 1ETI0BOTO MUChMA.

2. OcHOBHasl 4acThb JJOJIKHA COCTOSITh U3 PsiJia BHYTPEHHE CBA3aHHBIX U BBICTPOCHHBIX B
JIOTMYECKOM TOpsiike MyHKTOB. IIpu 3ToM mo0ast 3aKkOHUEHHAs MBICHIb JOJIKHA O(QOPMIIATHCA
Kak a03a1l. Hamnbosiee Ba)kHbIe MOMEHTHI JOJDKHBI HAXOAUTHCS B IEPBOM U B IOCIIEAHEM ab3amax
OCHOBHOM YaCTH.
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3. BakmoudTenbHas 4YacTh TEKCTA COCTOMT W3 OXHOTro a03ara, BKIoudaromiero 2-4
IPEIOKEHUS. 3aKIIOYUTEIBbHOE IPEAJIOKEHNE YKa3blBa€T HA XapakTep OXHJaHUN aBTOpa
HUChMA.

B cityxeOHBIX MHUChMax UCTIONB3YIOTCS (pa3bl ITUKETHOTO XapakTepa "YBaxaeMbli...!",
KOTOpas Me4araeTcs LIEHTPOBAHHBIM CIIOCOOOM M BBIJENACTCS KUPHBIM IIPU(TOM, — B Hayase
nucbMa, Haja TekctoM — win "C yBaxkeHHeM'" B 3aK/IIOUMTEIBHOM YacTH IHCbMA, MEpeN
HOJIKCHIO; STUKETHbIE (hpa3bl eUaTarOTCs UCIIOIHUTEINIEM IIPHU MOATOTOBKE IPOEKTa MUChMa.

Tekct mevaraercs Ha 2-3 MEXKCTPOUYHBIX MHTEpBaja HIDKE OOpallleHHs M HAYMHAETCS C
ab3a11a CTPOKH.

CayxebHble mHchMa (NP  HEOOXOAWMOCTH) MPOXOAAT NPOLEAYPY BHU3UPOBAHHS
3aMHTEPECOBAHHBIMU JIOJDKHOCTHBIMU JIMLIAMU UHCTHUTYTA.

IIpu HanpaBiaeHUM CIIy>)KEOHBIX MUCEM Ha MOJIUCH PYKOBOJACTBY HCIIOJIHUTENb JOJKEH
IPEJOCTaBUTh KOIUIO IPOEKTa CIIy)KEOHOTO NUCbMa C BHM30H PYKOBOAMTENS CTPYKTYpHOTO
nozipaszziesieHus: JTM00 OTBETCTBEHHOI'O MCIOJHUTENS JOKYMEHTa Ha 000POTHOM CTOPOHE KOIUU
IPOEKTA.

CnyxeOHble MNHCbMa MOJANUCHIBAIOTCS PEKTOPOM HHCTUTYTA, IPOPEKTOpaMU IO
HaIpaBJICHUIO CBOCH JEATENbHOCTH B COOTBETCTBUM C pacIpelesieHUeM OO0S3aHHOCTEH MEXIy
PYKOBOJUTENISIMUA COTJIACHO NPHUKa3y PEKTOpa O AEJIETMPOBAHUM MOJIHOMOYHUH, JOJHKHOCTHBIMU
JMIIAMU COTJIACHO JIOBEPEHHOCTSIM, B KOTOPBIX OIPEeIIeH epeueHb MOJHOMOYNH.

Ilepen otmpaBkoil HEOOXOAMMO MNPOBEPUTH NPABUIBHOCTb OQOPMIIEHMSI JOKYMEHTA!
HaJIM4YMe MOJMNCH, 1aThl, 3arojIoBKa, aipeca, BCEX CTPAHMI U BCEX YKa3aHHBIX NMPUIIOKCHHH.

Eciim  pokymeHT o¢gopMieH HenpaBHJIbHO WJIM IPeACTaBJIeH He B IMOJHOM
KOMILIEKTe, OH BO3BpallaeTcsl ypaBJieHHeM J1eJJaMU HCIIOJTHHUTEII0 VIS 10PA00TKH.

B pexBu3UTE «pErMCTPAllMOHHBIA HOMEp» IpPU IMOATOTOBKE JOKYMEHTA HCIOJIHHUTEIh
JIOJDKEH MPOCTAaBUTh IM(PPOBONH HHAEKC CBOETO CTPYKTYPHOTO MOJPAa3/eleHusi, KOTOPBIH
IpPUCBAMBAETCS KaXJIOMy CTPYKTYpHOMY TOJpa3felIeHHuI0 COIJIaCHO TMpUKa3y peKTopa
(ITpniio:xkenue Ne 20).

5.3.3. 3anucka (1okIaaHaNA, CJIy:KeOHas)

Hns  uHQOpManuMoHHOro oOMeHa  MeXIy CTPYKTYPHBIMH  IOJpa3ieieHUSIMU,
JOJKHOCTHBIMU JIMI[aMH, paOOTHUKAMU MHCTUTYTA KCIOJIb3YIOTCS CIEAYIOLIUE BUIBI 3alHCOK:
aHAJINTHYECKHE, JOKIAIHbIC, CT1yKeOHbIe, 00bSICHUTEIbHBIE.

BHyTpeHHue nokJaaHble U ciayKeOHbIe 3alIMCKHU, KaK IPAaBUIIO, JOJKHBI COJEPXKATh
KOHKPETHBIN MPOEKT OJTHOTO PElICHMs] MM BapUaHTHI Mpe/UlaraéMblX peleHui (C yKa3zaHHeM,
YTO clIeJaTh, 1 CPOKAMH).

JloknagHble U CayKeOHbIe 3aIMCKH — 3TO BHYTPEHHHME JOKYMEHTHl MHCTUTYyTa. OHH
HOCSIT BCIIOMOTATEJbHBIM XapakTep IO OTHOIIEHUIO K OpraHM3allMOHHO-PACTIOPSAUTEIbHBIM
JIOKYMEHTaM M UMEIOT OIIPEJIEIICHHOE Ha3HAUYEHHUE.

Texct mo6oro MHPOPMALIMOHHO-CIIPABOYHOTO JOKYMeHTa odopmisercs mpupTom
Times New Roman, pa3mep 14, yepe3 1,5 unrepBana (I0mycTHMO OJMHAPHBIA UHTEPBA).

HaumenoBanue Buja nokymeHTa nwumiercss nponucHbiMu OykBamu (JOKJIAAHASA
3AIIMCKA, CIIYXXEBHAS 3AIIMCKA) u pacmonaraeTcss mo HEHTPY (B KOHIIE TOYKa HE
CTaBUTCS).

5.3.3.1. JlokjiaaHas 3anMcKa — JOKYMEHT, aJpECOBAaHHBIA PYKOBOJCTBY, M3JIararolui
KaKoW-1100 BOMPOC C BHIBOJAMHU U TPEUIOKEHUSIMH COCTaBUTENS, C IIEJIbI0 MHPOPMHUPOBATH
PYKOBOJICTBO O CJIOKMBIIEHCS CHUTyallMd, MMEBIIUX MeECTO (akTax M T.I. U NOOYAUTH K
MPUHITHIO ONPEJIETICHHOTO PEeLICHHUSI.

JloknagHble 3alMCKH MOTYT HOCUTh YHUCTO HMH(MOpMAIMOHHBIA XapakTep. Takue
3aMUCKA COJEpXkaT, Kak MpaBuUiio, WHPOPMAIUIO O XOJE BBIMOJHEHUS KAKUX—IHOO padoT.
OTueTHbIE TOKJIQJHBIE 3alMCKUA COOOMIAIOT O BBHIMOJHEHUH 33JaHUM, IJIAaHOB, YKa3aHUi, padorT.
JloknasiHble 3annucKu 00ecreYrBaOT CBA3b 00bEKTOB YIIPABJICHHS HA BEPTHKAJIBLHOM YPOBHE
— CHHU3Y-BBEPX M HANpAaBISAIOTCA OT HUKECTOSALIETO JOJKHOCTHOIO JIMIA BBIILIECTOSALIEMY
JOJDKHOCTHOMY JIMILY.
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JlokaaaHble 3aNUCKU COCTAaBIISIIOTCS HA CTAaHIAAPTHOM JMCTe Oymaru, HO C yKa3aHHEM
BCEX HEOOXOAUMBIX PEKBU3UTOB. K TaKUM pEeKBU3UTAM OTHOCSITCS:

- HAMMEHOBaHHUE CTPYKTYPHOIO MOIPa3/ICIICHUS;

- Buj nokymenta (JOKIIATHAS 3AITMCKA);

- nara (oopMIICHUS 3aITUCKH );

- PErUCTPALIMOHHBINA HOMED;

- aHHOTAlMsI IOKyMEHTa (I0IMyCcTUMO 0€3 aHHOTAalUN);

- TEKCT;

- aJpecar;

- MOJIMTUCH COCTABUTES (C yKa3aHUEM JIOJDKHOCTH) C pacIu(poOBKO MOAUCH.

Peructparnmonnbiii HoMep Ha BHYTPEHHEN JOKJIAHON 3alIMCKE MPOCTABIISAETCS Ha MEPBOU
CTpaHHUIIE JOKYMEHTa B IPaBOM HIKHEM YIJy paOOTHUKOM CEKpeTrapuara B IKypHale
pErucTpaluy BHYTPEHHEH KOPPECTIOHICHIINY C IpUMeHeHueM unaekca — 1.

[Ipu paccmoTpeHMM [AOKJIAQTHOM 3alMCKH 3aMHTEPECOBAHHBIMU JIMLIAMU Ha HEH
MPOCTABIISIFOTCS. BU3bI COIJIACOBAaHUS B HU)KHEM 4YacTU JIOKyMEHTa Ha CBOOOJHOM MecCTe B
npejenax HnapaMeTpoB CTPAaHMIL, a IOCIE MPUHATUS PELICHHUS — PE30JIIOLMS PYKOBOIUTENS.
Brinecenue pe30tonuu SBISETCS KOHEUHBIM 3TAallOM PACCMOTPEHHUSI TOKJIATHOM 3alHICKU.

JlokyagHast 3amucKa MOXKET HMMETh aHHOTALMI0 (3arojloBOK), KOTOPBIM KpaTKo
packpbIBaeT coaepxanue AokyMeHTa. OH QopMynaupyeTcs Mo oOIUM MpaBUiaM COCTaBICHUS
3aroJIOBKOB K JJOKYMEHTaM: C TOMOIIBI0 Tpeasiora "o" ¥ OTriaarojbHOTO CYHIECTBUTEIHLHOTO B
MPEIIOKHOM MaJexKe.

B Tekcre nOKIAmHONM 3amMCKU YETKO BBIACNSIOTCS JIBE 4YacTh. B mepBoll wactu
coobmatorcs (akThl, MOCTYKHUBIIHE MMOBOJAOM MJI COCTAaBIEHUS JOKYMEHTAa, a BO BTOPOMl —
M3JIaraloTcsi KOHKPETHBIE BBIBOJIBI, TPOCHOBI U MPEUIokKEHU. TEeKCT JOKIaIHON 3alMCKH MOYXKET
COCTOSITh M W3 Tpex uacTel. B »ToM ciydae B mepBod 4YacTH (KOHCTaTHpYIOIIEH) OyayT
W3JIaraThCs MPUYUHBI, (PAKThl WM COOBITHS, MOCIYKHBIIHE MOBOJOM JJIsi €e Hamucanus. Bo
BTOPOW YAaCTHU — aHAJIMU3 CIOKUBILIEHCS CUTYalluH, BO3MOXHbIE BAPUAHTHI PEIICHUS, a B TPEThEH
— BBIBOJIBI U TIPE/VIOKEHHUST O KOHKPETHBIX JEUCTBUSAX, KOTOPHIE HEOOXOIUMO MPEANPUHSATH, IO
MHEHHUIO COCTaBUTEINs MOKJIAJHOM 3amucku. JlokmanHas 3amucKka MOKeT ObITh MPEJCTaBIeHa B
TEKCTOBOM WJIM B TAOJIMYHOM BapUAHTE WIJIM UX COUYECTAHUM.

Ecnu umeetcs npuioxeHune, To OTMETKA O HEM JieTaeTcst 10 0(OpMIICHHS TOAHICH:

Hanpuwmep:
ITpunoxxenne: akt nmposepku ot 03.03.2006 Ne 33 Ha 1 1. B 3 3K3.
5.3.3.2. Cayxe0Hasa 3amMcka — 3anMcka O BBINOJIHEHUHM Kakoi-nbo paboThl,

HampaBlsieMasi OTHUM JOJKHOCTHBIM JIUIIOM JIPYTOMY.

CayxeOHble 3aMMCKH, B OTIMYME OT JOKJIAJHBIX 3aIKCOK, 00ecneYuBalT CBS3b
00bEKTOB yNPaBJIeHUs HA TOPU30HTAJBLHOM YPOBHE, TO €CTh COCTABIISIOTCS PAOOTHUKOM WU
PYKOBOITUTENEM TMOJAPA3ACICHUs Ha WM PYKOBOIWTENS WM  CIHEIHAINCTa JIPYroro
noapasnenenus. CiayxeOHble 3aUCKU HAMPABISAIOTCS OT OJHOTO PYKOBOJAUTEINS K JPYrOMY WIIH
OT OJTHOTO COTPYIHHUKA K IPYrOMY TOJIbKO B CIy4ae MX PaBHO3HAYHOTO JIOJHKHOCTHOTO CTaTyca,
B IPOTHBHOM cJIy4ae 3T0 OyJeT A0KJIAHas 3alUCcKAa.

Kak mnpaBmio, ciy)keOHBIE 3amUCKH COCTAaBIIIOTCS IO BOMPOCAM MaTepHABHO-
TEXHUYECKOT0, HHPOPMALIMOHHOTO, OPraHU3aIMOHHOTO M XO3IUCTBEHHOTrO obecnieueHus. OHH
0OBIYHO COJIEPIKAT OMPEACIICHHYIO MPOCKOY, peaioxeHue. Ciry:keOHbIe 3amiCKU 0()OPMIISIOTCS
TakK ke, KaK U JIOKJIa/IHbIE.

B conepxxanum cimy:xeOHOM 3almMCKu 1€Iec000pa3Ho M3JIaraTh TOJIBKO Ty MH(POPMAIIHIO,
KOTOpasi UMeET HEMOCPEACTBEHHOE OTHOLIeHHE K TeMe (1enn) JokyMeHTa. O0beM coaepKaHus
CiIy’)keOHOI 3amuCK{ HE JOJDKEH NPEeBbINIaTh 1-2 MalIMHOMUCHBIX CTpaHUIl (T.e. MPUMEPHO
3000-3500 3nakoB).

Copepxanue ciy>keOHOM 3alTMCKH OOBIYHO M3J1araeTcsi OT MEePBOTo JUIAa €AMHCTBEHHOTO
mina ("mpoury", "mpeanararo”, "HanpaBisiro" U T.4.). [IpuMEHUTENBHO K paccMaTpUBacMOMY
BapHaHTy CIY>KEOHOW 3amUCKU 3TO OOYCIIOBJIEHO, BO-TIEPBBIX, 3aKPHITBIM XapakTEpoM ee
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COJIEP’KaHUs U, BO-BTOPBIX, TEM, YTO YKa3aHHBIM IOKYMEHT, KaK IPABWIIO, IOIIHMCHIBAETCS
TOJIbKO OJHMM JOJDKHOCTHBIM JIMIIOM — OTBETCTBEHHBIM HCIIOJHUTENEM WU  €ro
HEMOCPEACTBEHHbIM  HAYAJIbHUKOM  (HAYQJBHUKOM  COOTBETCTBYIOLIETO  CTPYKTYPHOIO
NOApa3AeNICHUs MPEAIPUITHS).

CTpykTypa cayxeOHOM 3aITUCKH BKIIIOYACT:

- BCTYIUICHUE;

- OCHOBHOH TEKCT;

- 3aKJII0YEHHUE.

Bcerymienue ciyxeOHOM 3aucKy MOXKET COJIepKaTh CChIIKY Ha MMCbMEHHOE (JOKYMEHT)
WIM YCTHOE pacnopsbkeHue (ykasaHue) JODKHOCTHOIO JIMIA WHCTUTYTa, IIOCIIYKHBILIEE
IOPUJINYECKUM OCHOBAHUEM (IIOBOAOM) U1l HOATOTOBKHM COOTBETCTBYIOLETO 0OOCHOBAHUS.

OCHOBHOM TEKCT CITY>KEOHOH 3aIMCKH COJCPHKHT:

- OINMCaHME CYTH BHOCHUMBIX Ha PACCMOTPEHHE PYKOBOIUTENS (MHOIO JIOJHKHOCTHOTO
JMUla, B BEJIEHUU KOTOPOTO0 HAXOMATCS BONPOCHI CTPYKTYPHON pEOpraHu3alivy) NpeaupUsTus
npeuiokeHuil 1mo  QopMupoBaHHiO CiaykObl IepcoHana (BapHaHTa COOTBETCTBYIOILEIO
YIPaBJIECHUYECKOTIO PELLIEHU);

- 000CHOBaHME B IOJIb3y ONTHUMAJIBHOIO, C TOYKH 3PEHMsI UCIIOJIHHUTENS, JOKYMEHTa,
BapHaHTa COOTBETCTBYIOIIETO YNPABICHUYECKOI'O pELICHHS, BKJIIOYAIONIEE PEe3YIbTaThbl
popabOTKU BONPOCa B KOHTEKCTE paHee MPUHATHIX YIPaBICHYECKUX PEeLIeHUH (B psizie cilyyaeB
— TaK)Ke€ C YUYETOM pe3yJIbTaTOB [IPAaBOBON SKCIEPTU3bI JTAHHOTO PELIEHUS ), UCXOIHbIE TaHHBIE U
pacyeThl, aHAJIM3 UCXOAHBIX M PAaCUETHBIX JAHHBIX, a TAKXKe MPOrHO3 OXMJaeMoro 3¢gdexra ot
peanu3alyy ynpaBaeHYE€CKOrO PeleHusl.

3akiro4eHue ciyeOHOM 3aucKu OOBIYHO COAEPIKUT BBIBOJIBI U IIPEJIOKEHHMSL.

Odopmienne Ciry)keOHOW 3aMUCKH TPOU3BOIAUTCS C COOMIOACHHEM OOIIMX TPeOOBaHUI
I'OCT P 6.30-2003. B cocTaB peKBU3UTOB IOKYMEHTA BXOJIAT:

- HAaMMEHOBaHME BHJIa JOKYMEHTAa;

- laTa IOKyMEHTa;

- ajpecar;

- 3arOJIOBOK K TEKCTY;

- TEKCT JJOKYMEHTAa;

- IOATINCS;

- OTMETKa 00 UCTIOJIHUTETIE.

[Tpumep opopmnenus cinyxe6HoM 3anucku npuseaeH B [puiaoxennn Ne 21.

5.3.4. CnpaBka

CnpaBka — 5TO JOKYMEHT, COACpXAlllUi ONHUCAHUE W NOATBEPXKIACHHUE TEX WIM HMHBIX
(bakToB WM COOBITUH, B TOM 4Hcie OMOrpaduueckoro WiH CiIykeOHOTro XapakTepa; B OTJINYHE
OT JOKJIAIHBIX 3aIIMCOK OHA He TpedyeT NPUMHATHSA KAKUX-TH00 1elCTBHH OT PyKOBOIUTEIS.

B 3aBucumocTu OT 11enel cocTaBaeHus CIPaBKU MOTYT ObITh:

- aHAJIUTUYECKUMHU;

- OTYETHBIMY;

- “H(OPMAIIMOHHBIMH;

- apXMBHBIMU H T.1.

AHaTUTHYeCKHE CIPaBKHM CoJepkaT HH(GOpMAIMIO MO BONPOCY MM Ipodiieme,
TpeOytomiei permeHus. OObIYHO aHATTUTUYECKHE CIIPAaBKU MMEIOT 3HAUUTEIbHBIH 00BEM TEKCTa
(1o 3-x crtpanui). TeKCT aHATUTHUYECKOW CIPaBKU COCTOMT M3 Tpex uacted. B mepBoil yactu
U3JIaraeTcsi OCHOBAHUE COCTABIJIEHHUS, BO BTOPON — aHAJIW3 CUTYyallUH WIH BOMPOCA, B TPEThEH —
BBIBOJIbI U ITPEIIOKEHUS.

OT4yeTHbIEe CHPABKH coJepKaT OOOOIIAIOIIME WTOTOBBIE CBEIEHHUS O pe3yJbTaTax
JESATEIILHOCTH, I03TOMY 3aroJIOBOK OTUETHOW CIIPaBKU BKJIIOUAET yKa3aHUE Ha IIEpUOJl BpEMEHH,
K KOTOPOMY OTHOCATCSI HM3JI0)KEHHBIE B CIIpaBKE CBEIEHUs, HAIPUMEp, cnpaska 0O obveme
doxymenmoobopoma 3a 2009 200.
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CnpaBkun MHGOPMALMOHHOIO XapaKTepa COCTABISIIOTCA C LEIbI0 MH(MOPMHUPOBAHUS
PYKOBOACTBA O IIOJOKEHUU JIe1 W MOIYyT HMeThb 3aronoBok: Cnpaska 06 obveme
doxymenmoobopoma 6 uncmumyme 3a 1 keapman 2012 2o0a (Ilpunoxenue Ne 26).

CrpaBkH, B 3aBUCUMOCTH OT ajjpecara, MOTYT OBITh:

- BHEIIHUMU;

- BHYTPCHHUMH.

BHemnue cnpaBku 0(QOpMIIAIOTCA HA YIVIOBOM OJIaHKE HMHCTUTYTA, MOAMNHUCHIBAIOTCA
PEKTOPOM WJIM IPOPEKTOPAMH 110 HAIIPABIICHUIO M CONEPKAT TE )K€ PEKBU3UTHI, YTO U BHEIIHUE
JIOKJIa/IHbIE 3aITUCKH.

BuyTpenHue cnpaBku o(OpMISIIOTCS Ha CTaHAAPTHOM JIUCTe Oymard aHajJOrmyHO
BHYTpPEHHEH Clly’)keOHOM  (IOKJIaAHOM) 3amuMcke W MOJNMCHIBAIOTCS — PYKOBOJAUTENIEM
CTPYKTYPHOTO MOJIpa3/IeICHUs U/WIIN CIIEUAINCTOM-COCTABUTEIIEM.

Texkct u uH(pOPMAIMOHHOM, W OTYETHOM CIPaBOK MOXET ObITh OGOpMIIEH B BHJE
Ta0JINLIbI, BKJIIOYATh Pa3/iesbl U IOIPa3aEbl.

IIpy moAroToBKE IpOEKTa CIPaBKU HEOOXOJMMO TIIATEIBHO OTPENaKTUPOBaTh €e
COJIEp’KaHUE C TOUKHU 3PEHMUSL:

- IIOJIHOTHI U JIOCTOBEPHOCTH (PAaKTOB U CBEJCHMIA;

- MPaBWIIBHOCTU O(hOPMIICHUS CPEIICTB OOPATHOH CBsI3M (ampec, TenedoH H T.11.);

- TOYHOCTH JTaTUPOBAHUS;

- COOJIIO/ICHUST YPOBHSI TOATIHCAHHUS.

Bce 310 HeoOXxomumo ans TOro, 4roObl CIpaBKa HE BbI3bIBAJIA JIOMOJIHUTENIBHBIX
BOIIPOCOB U TeM 0OoJiee MocaeaAyIoel pa3bsICHUTEIbHON EPEUCKH.

Cnpasku 6uorpaguueckoro uim cjay:ke0HOro Xxapakrepa ciyxaT JUIsl yA0CTOBEPEHUS
KaKUX-TM00 FOpUANYECKHUX (PaKTOB, HAPHMEP, O MOATBEPKACHUU 3aHUMAEMOM

JOJDKHOCTH, O 3apa0OTHOW miaTe, MecTe MpoxuBaHus M T.M. CHpaBKu, KOTOpbIE
ABJIIOTCS TUIIOBBIMU, UMEIOT YHU(DULIMPOBAHHYIO GOpMY.

Texcr cripaBku 6uorpaguueckoro xapakrepa npusesaeH B Ilpuioxkenun Ne 9 (O6pasen
Ne 2). B rtekcre mo0oil crnpaBKM HE JOJKHO OBITh apXamdyHbIX OOOPOTOB, COJEpPIKAIIMX
HEHYKHBIE CI0Ba THNA ""HacTosimas cnpaska', '"neiicTBuTe1bHO padoraer'” u T. 1. B KoHIe
CIIPABKM JaeTcl Ha3BaHHMe Y4Ype:KIeHHsl, KyJda OHa IpeAcCTaBjsercs B ciy4ae, ec/IH
CIIpaBKa He UMeeT a/IPecHOii YacTH (PEKBU3UT «ajipecary).

[loanuceIBalOT CHOpaBKy JIMIA, €€ COCTaBUBIIME M HECYIIHE OTBETCTBEHHOCTh 3a
Npe/CTaBlIeHHbIE JaHHblE. B 3aBUCMMOCTH OT Ha3HAYeHMs CIPABKH MOTYT OBbITh MOANHCAHBI
PEKTOpOM, MPOPEKTOPAMHM HHCTUTYTA, TJIABHBIM OYyXrajTepoM WM PYKOBOAMTEIEM KaJpOBOM
ciyx0bl. Takue cripaBku 00513aTENIbHO 3aBEPSIIOTCS repOOBOI NeYaThl0 HHCTUTYTA.

5.3.5. TexerpamMmmabl

OrnpaBka TejierpaMM M3 MHCTHTYTA OCYHIECTBJISIETCH TOJBKO IO PACHOPSKEHHIO
(pa3pemeHnI0) peKTopa.

TenerpaMMbl COCTaBISIOTCS KPaTKo, SICHO, O BO3MOXKHOCTU 0€3 MpPEJIOroB, COI030B U
MECTOMMEHUHN TMepeAaroTcsl Juis OTIpaBKU B TejeTaillHble ynpasieHus aenamu. Komus
TeJIerpaMMbl C OTMETKOM O BpPEMEHM €€ IpHEMa BO3BPALLAETCS B COOTBETCTBYIOIIEE
CTPYKTYpPHOE MOApa3JielIeHHE.

[IpaBuTENBCTBEHHBIE TEIETPAMMBI IOAMUCHIBAIOTCS TOJIBKO PEKTOPOM MIIU IPOPEKTOPOM
0 MOPYYEHHUIO PEKTOPA.

TekcT meuataercd Ha OJHOM CTOpPOHE JIMCTa YEpE3 JiBa HMHTEpBaja IPONUCHBIMU
OykBamu, 0e3 repeHocoB, ab3aleB M UCHPaBICHHUM, B IBYX 3K3EMIUISIpax, MEPBbIM U3 KOTOPBIX
NEPEJAETCs B TEIETAUIHYIO, BTOPOM MOAIIMBAETCS B JIE€JI0 CTPYKTYPHOI'O NOApa3AeiIeHus 110CIIe
HalpaBJIEHUs TeJIerpaMMBbl aipecary.

B tenerpaMme moj yepToi yKaszbIBaeTcs OOpaTHBIM ajpec, COKpalleHHOe HAaMMEHOBAaHUE
MHCTUTYTA, JOJDKHOCTD JIMLIA, TOANUCABILET0 T€JIErpaMMy, €ro MHUIUAIbL, (paMUIIUS U AaTa.

VcnpaBienus, BHECEHHbIE TPU TOAMUCAHUH TEJIETPaMMBbl, TOJKHBI OBITh OTOBOPEHBI MO
4yepToi HamuChio: «/crpaBieHHOMY BEPUTBH)» U 3aBEPEHBI MTOMUCHIO UCIIOJHUTENS JOKYMEHTA.
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5.3.6. AKT

AKT — JIOKyMEHT, COCTABJICHHBIA HECKOJIBKMMU JIMLIAMH JUISL  yJOCTOBEPECHHS
omnpezaeneHHOro (Qaxrta, CcOObITHS WM JEUCTBUA, KOTOPBIM COCTaBISETCS KOMHCCHEH,
HAa3HAYEHHOW PYKOBOAMUTEIEM MNPEANPHUATUS WM BBILIECTOSIIEH opranusauueid. Komwuccus
JIEHCTBYET HA OCHOBAHUM MPUKA3a.

B cocraB xommccuu BXOAST paOOTHHKH, KOTOPBIE B CHIIy CBOCH KBaTM(DHUKAIMH WA
3aHUMAaeMOro TIOJIOKEHUSI MOTyT JaTh OOBEKTHUBHYIO OLIGHKY (hakTaMm, MOAJIeKAIIUM
00cJe10BaHUIO.

AKT cocTaBisieTcsi TPYNIOW JHIl Ui TMOATBEPXKIEHUS UMH (akTOB (aKThl aBapuid,
npuemMa-tepeiadyu Jiej, MaTepUalbHBIX IEHHOCTEW, MHBEHTapu3aluuu U T.4.). B HeKoTophix
CIIy4asiX aKT COCTaBJISICTCSl OJHUM HWJIM HECKOJbKMMH JOKHOCTHBIMU JUIAMH, (UKCHPYET
YCTaHOBJICHHBIC ()aKThl U COJCPIKUT BBIBOABI M PEKOMEHIAIMU. B TakMX akTax yKa3bIBAIOTCS
JIOKYMEHTBI, ONPEAEISAIOIINE TOTHOMOYUS UL, COCTABUBIIHX AKT.

CocTaBlieHHIO aKTa JOJDKHA TPEIIIeCTBOBAThL BCECTOPOHHSS IMPOBEpKa TeX (HaKTOB,
KOTOpBIE€ OYyT OTPaKEHBI B HEM.

B cocraBieHum axkTa ydacTBYIOT 3aWHTEpPECOBaHHBIC JHIA, T. €. Te pPabOTHHUKH,
JIEATEIbHOCTh KOTOPBIX POBEPSETCSI.

TekcT akTa IEIUTCS HA TPU YaCTHU: BBEICHHE, KOHCTATUPYIOIIAsl YacTh U BBIBOJIBI. TeKkCT
BBEJICHUS BO BCEX aKkTax (hopManu3oBaH. B HeM yKka3bIBaeTCsl OCHOBAHUE JJI COCTABIICHUS aKTa,
NEPEYUCIIAIOTCS YWIEHBI KOMUCCHUHU U (TIpU HEOOXOAMMOCTH) IPUCYTCTBYIOIINE JIHLIA.

B kauecTBe OCHOBaHMS YKa3bIBa€TCsi HAaWMEHOBAHHME PACHOPSIUTEIBHOIO JOKYMEHTA,
€ro J1aTa, perucTpalMOHHbII HOMEP U aHHOTalKs (3ar0JI0BOK).

Koncratupyromas yacTh HaunHaeTcs ¢ ab3ana. B Hell u3nararoTcs 1enu, 3agadd U
CYIIECTBO PabOTHI, IPOACIAHHOW KOMUCCUEH, U €€ Pe3yJIbTATHI.

B 3aknrounTenbHONM 4YacTU akTa JENaroTCs BBIBOJBI MJIM JAlOTCs pekoMmeHaauuu. [Ipu
HE0OXOAMMOCTH OPOPMIISIETCSI OTMETKA O HATUYUU NpHiioxkeHuss. OQopMisieTcs: pacchliika aKTa,
T. €. YKa3bIBaeTCsl KOJMYECTBO COCTABJIICHHBIX 3K3EMIUIAPOB M MECTO HUX HaXO0XJICHHUS.
Hanpuwmep:

CocraBineH B 2-X 3K3.

1 — 5K3. apXMB MHCTUTYTA

2 —oKk3. B geno Ne 02-32 O K.

AKT MOJNUCKHIBAIOT TIPeJIceiaTeh U Bce WieHbl kKomuccuu. [Ipu odhopmiennn noamucei
HE YKa3bIBAIOTCS JOJIKHOCTH, HE CTABSITCS TUPE UM JBOETOUHE.

Hanpuwmep:

[Ipencenarens Jluunas noonuce U. O. Gamunus

Unens! komuccun: JIuunas noonuce Y. O. Gamumst

Jluunas noonuce WU. O. Gamunus

Hexotopsie pa3HOBUIHOCTH aKTOB (JUKBUIAIIUU YUIPEKICHUS, MPOBEPOK, PEBU3HM, O
BBIICTICHUH JOKYMEHTOB K YHHUYTOXKEHHIO) O0O0s3aTeNbHO TMOANEKAT YTBEPKICHHUIO, YTO
odpopmisiercs cooTBeTcTBYIOIUM Tpudom (IIpusoxenust Ne 2, 13, 14, 15, 16, 17).

6. OPTAHU3ALIUA JOKYMEHTOOBOPOTA

6.1. IIpyHOMIIBI OPraHU3AIUM JOKYMEHT0000poTa

Tpe6OBaHI/I$I K OpraHu3alnmuu )IOKYMGHTOO60p0Ta B MHCTHUTYTC YCTAHOBJICHBI MUCXOJA U3
CJEeAYIOIIUX TPUHIUIIOB:

LHEeHTPATU3AIUs ONlepalHiil 10 IPpUeMYy U OTIIPaBKe JOKYMEHTOB;

pacnpeeieHie JOKYMEHTOB Ha JOKYMEHTONOTOKH, HMeKIHe OJMHAKOBBIM
MapmpyT (MApIPYTH3ALMs JOKYMEHTOB);

OpPraHu3auMs NpeIBapUTEIbHOI0 PACCMOTPEHHS MOCTYNANINX TOKYMEHTOB;

HCKJIIOYEeHHE BO3BPATHBIX JIBHMKEHUI [IOKYMEHTA, He OOYCJOBJIEHHBIX [1€J10BOM
He00X0AUMOCTbIO;

OJHOKPATHOCTH PerucTpanuu 10KyMeHTOB;
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yCTpaHeHHEe HeOOOCHOBAHHBIX COIIACOBAHMI NMPOEKTOB JOKYMEHTOB;

perjiaMeHTauMsi onepanuii mo o0padoTke, PacCMOTPEHHMI0O M COIJIACOBAHMIO
JOKYMEHTOB.

B noxymeHT0000pOTE MHCTUTYTa B COOTBETCTBHU C OCOOCHHOCTSIMH TEXHOJOTHUYECKOU
00pabOTKM BBIAEIAIOTCS JOKYMEHTOIOTOKH: MOCTYNAMINAs JOKyMEHTauus (BXonsuiasi);
oTnpasJisieMasi JOKyMEHTalus (MCXOA4111as1); BHYTPEHHSAS JOKYMEHTALIMSL.

B cocraBe BXxoasmen 1 HCXOAAIEH TOKYMEHTALUN BBIIEIISAIOTCS:

JOKYMEHTBI, TOCTYNMUBIIME W3 MwuHHCTEpCTBa 00pa3oBaHus M Hayku Poccuiickoit
denepanun, U JOKYMEHTBI, HallpaBisieMble MHCTUTYTOM B MUHHMCTEpCTBO 00pa30BaHUs U HAYKU
Poccuiickoit @enepanuu.

B nHCTHTYTE NOCTaBKA U OTIPaBKa JOKYMEHTOB OCYILECTBISAIOTCSA CPEICTBAMU IIOUYTOBOU
CBSI3U, (PAKCUMUIIBHOM CBSI3HM U DJIEKTPOCBSI3U, HAPOUHO.

6.2. [Ipuem u nepBuvHasi 00padoTKa

NOCTYNAIIIMX JOKYMEHTOB

Besa koppecnionaeHnus, NOCTyNAwIlas B MHCTUTYT, NPUHUMAETCA U PETUCTPUPYETCS
pabOTHUKAMU  CEeKpeTapuara, M[pPOXOAUT  IMEpPBUYHYIO  0OpabOTKy, IpEIBapUTEIbHOE
paccMOTpEHHE, PErUCTpaLuIo, IIepefady Ha JO0KJIaJ pyKOBOJCTBY, BO3BpaT C JOKJIaja, EPEHOC
pe3omionuii B JKypHald, pa3MHOXEHHE JOKYMEHTOB IIpU  aJPpECOBAHUU  HECKOJIBKUM
VCIIOJIHUTEIISAM, TOCTAHOBKY Ha KOHTPOJb INPU HAIWYMHM CPOKOB HCIIOJIHEHMS, COPTHUPOBKY
KOPPECIOHIEHIIUN UCTIOIIHUTEISIM.

IIpy npuemMe KOPPECHOHIEHUMH IPOBEPSAETCS LEJIOCTHOCTh KOHBEPTOB, JpYyrou
YIIaKOBKHU U MPaBUIBHOCTh aJPECOBAHMSI, HAJTMUNE BIOKEHHBIX JJOKYMEHTOB.

Omubo4YHO JOCTaBICHHAs KOPPECHOHACHLUS BO3BPALIAECTCS OTIPABUTEIO dYepe3
MOCKOBCKHUI ITOYTAMT.

Koppecnonnenius, nomydaemas nox pacnucky (EMS u T1.1.), perucrpupyercs B
JKypHaJIe y4eTa 3aKa3HbIX IMCEM C MapaJUIeIbHOW OTMETKON B )KypHAJIE PErUCTPALIMU BXOIAIIEH
KOPPECIOHJIEHIIMH C YYE€TOM, YTO JOKYMEHT IOJUIEKUT PErUCTPaLiH.

JlokymeHTsl  coptupytorcs Ha  peructpupyembie  (IIpunoxkenme Ne 22) wu
Hepeructpupyembie (IIpunoxenne Ne 23) cornacHo nepeyHsM.

Boiaensitorcs 10KyMEHTBI, aJpeCOBaHHbIE B CTPYKTYPHbIE MTOApA3IEICHUs A Iepeaaun
UX HEMOCPEJCTBEHHO B CTPYKTYPHBIE TOPA3AECIICHUs, MUHYS PYKOBOJACTBO.

He BckpbiBaeTcsi u mnepenaercsi ajgpecary KOppecHOHAeHIUsl, MMewlasi rpudg
"JInuno".

[Ipu oOHapyXeHHM MOBPEXJEHUS, OTCYTCTBUS JOKYMEHTA WM IPUJIOKEHUS K HEMy, a
TaK)K€ HECOOTBETCTBMSI HOMEpA, YKa3aHHOIO Ha KOHBEPTE, HOMEPY BJIOKEHHOIO JOKYMEHTa
yIpaBiIeHUEM JeJlaMU COCTABIISIETCS aKT B JIBYX 3K3E€MIUISIPAX, OJIMH U3 KOTOPBIX MpHIIaraercs K
MOJIyYUEHHOMY JIOKYMEHTY, a Ipyroi HalpasJgeTcsl OTIIPABUTEINIO.

KouBepTsl 0T mnocTynuBIIel KOPPECHOHJEHIIMM COXPAHSAIOTCA U MpHJIAraroTcs K
JIOKYMEHTaM B CIIy4asx:

- ecJIM a/ipec OTHPABUTEJISA YKA3aH TOJbKO Ha KOHBepTe;

- eCJH JaTa JOKYMEHTAa M JaTa ero OTHPAaBKH COIJIACHO IOYTOBOMY IITEMIIEJII0
UMeIOT 00JIbIIINe PACX0KIeHNs BO BpeMeHH;

- eCJIl KOHBepPT Heo0XO0AMM B KauyecTBe ONPABAATEIbLHOI0 JOKYMEHTAa K pacxoiam
0 OIJIaTe KOPPEeCHOH/IeHIIUH;

- MOJIy4€Ha 0IVIaTHAS KOPPEeCIOH/AeHIHS;

- MOJIYYEHHBI JOKYMEHT MO CMbICJIY HOCHUT JIMYHBIA XapakTep, a Ha KOHBepTe
rpu¢ "JInuno" orcyrcrByeT.

CoxpaHsI0TCs TakKe KOHBEPTBHI M OT JTOKYMEHTOB, KOTOPBIE IOCTYNHIM B MHCTHTYT C
YK€ IMPOCPOUEHHBIM CPOKOM MCIOJHEHHA. B 3TOM ciydae mTemmnesns Ha KOHBEPTE MOKET
CILY’KMTb JOKa3aTeIbCTBOM JAThl MOJIYyYEHHUS TOKYMEHTA.
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JIOKyMEHTBI, NOCTYNHMBIIME B MHCTUTYT B pabodee BpeMs, MPOXOAAT IEPBUYHYIO
00paboOTKy M PErHCTPALHUIO B JIeHb MOCTYIUICHHUS, IPU MOCTYIJICHUH B Hepabouee BpeMs — Ha
cienyomui pabouuit 1eHb.

JIOKyMeHTBI, mocTynuBlmIne ¢ OTMeTkaMu «CpouHo», «OnepatuBHO» U Jp.
PETUCTPUPYIOTCSL B YNPABICHUM ACJIAMU U HE3aMEIIUTEIIBHO IEPENaloTCsd Ha PacCMOTPEHHUE
PYKOBOJICTBY.

6.3. [IpenBapureibHOE pacCCMOTPEeHHE TOKYMEHTOB

YnpasiieHueM JejaMM MPOBOJIUTCS NPEIBAPUTEIBLHOE PACCMOTPEHHUE JIOKYMEHTOB B
LeNsIX BBIACICHUS M3 BCEr0 MaccuBa IIOCTYNHBIIEH KOPPECHOHIAEHIUHM JIOKYMEHTOB,
TpeOyromMX  0053aTeNbHOTO  PAaCCMOTPEHHUS]  PYKOBOJACTBOM  HMHCTUTYyTa. JIOKyMEHTHI,
IOCTYNUBIIME B HHCTUTYT IIO BOIpOCaM, He TPEOYIOUIMM pPacCMOTPEHUS PYKOBOJICTBOM,
PETUCTPUPYIOTCS. B KYpHAJIE PETUCTPALMU BXOAAIIEH KOPPECHOHJEHIMU U HAalpaBJIsSIOTCS
CEKpPETApUaTOM HENOCPEACTBEHHO B CTPYKTYpHbIe moapasaencHus. (OCHOBaHHEM JJIsi
NPUHATHS pellleHUs] B XO/e IPpeJBAPUTEIbHOI0 PacCMOTPeHHMs SIBJSIETCH cOJep:KaHHue
JOKYMEHTA, 2 He a/IpeCOBaHUEe JOKYMEHTAa COOTBETCTBYIOIIEMY NOJKHOCTHOMY JIMILY.

Pe3ynbrarom mpeaBapUTEIbHOTO PACCMOTPEHMSI SIBIISIETCS HAIpaBJIEHUE JOKYMEHTa Ha
pacCMOTPEHHUE PEKTOPY WM MPOPEKTOPaM B COOTBETCTBUU C YCTAaHOBJIEHHBIM B HMHCTUTYTE
pacrmpenenenuemM 00si3aHHOCTEH (TPUKa30M O JICJICTUPOBAHUU MOTHOMOYHI) MEXKIY PEKTOPOM,
IIPOPEKTOPAMU Y UHBIMH JTOJKHOCTHBIMM JIMLIAMH.

6.4. Peructpanusi m MHAeKCAIUS JOKYMEHTOB HHCTUTYTA

B uHcTHTYTE ycTaHOBIEHBI 1B€ (DOPMBI PErMCTPALUU JOKYMEHTOB: eHTPAJIU30BaHHAsA
U IelleHTPAJTU30BAHHAS.

Perucrtpanuss NOKyMEHTOB NPOU3BOIUTCS B IIpEAeiNax BBIACICHHBIX B HWHCTUTYTE
JIOKYMEHTOIIOTOKOB: BXOZSIINE, UCXOASIINE, BHYTPEHHHUE.

Perucrpanus (monydyaemoil) mocTymaroliel ympaBJieHYeCKOW [JOKYMEeHTAlluM B
MHCTUTYTE OCYILECTBIISETCS eHTPAJINU30BAHHO.

B cekperapuare  perucTpupyroTcsd B JKypHaJIax  PETUCTpAallUd  BXOASIIEH
KOPPECIOH/IEHIINH, a/IpECOBAHHON Ha UM PEKTOpa U MPOPEKTOPOB, JOKYMEHTHI, apeCOBaHHbIE
B MHCTUTYT 0€3 yKa3aHHsS KOHKPETHOTO ajpecara (JOJDKHOCTHOIO JIMIA), BCE JOKYMEHTHI,
HaIpaBJIEHHBIE B aJIpeC UHCTUTYTA ¢ 0(hopMJIeHHEeM CONPOBOAUTEIbHOI0 MUCHbMA, 3asBIICHUS
IpaXJaH; HMCXOAAIIAs OT HMMEHM pPYKOBOJACTBA HWHCTUTYTa JOKYMEHTallUs; BHYTPEHHSs
AOKYMeHTaLus:

- cIIy’KeOHbIe U JIOKJIAJHbIE 3aIIUCKH, INYHbIE 3asIBJICHUS PAOOTHUKOB MHCTUTYTA HA UMS
pekTopa;

- pacHnopsiANTEJbHAsl [JAOKYMEHTAUMS — TIIPUKA3bl, pPacCHOpsSHKEHUS 110 OCHOBHOM
JEeSTeNIbHOCTH, MPHUKa3bl MO0 JMYHOMY COCTaBY OOy4aroUIMxcs, MPHUKa3bl O CTUIEHAUAIBHOM
o0ecrieyeHUH OOYYaroIUXCs, MPUKA3bl O HANPABICHUU B IMOE3JKY OOYyYaroImuxcs, KOTOPHIM
MIPUCBAMBAIOTCS MHIEKCHI (ITPUKa3bl IO OCHOBHOM EATEIbHOCTH UHJEKCOB HE UMEIOT):

- IPUKa3bI M0 JITYHOMY COCTaBY oOygaronuxcs (Harmpumep, Ne 123-c¢);

- 0 CTUIICHIHAILHOM obecnieucHun obyuaromuxcs (Hanpumep, Ne 123-¢r);

- IpHKa3bl 00 0CBOOOXKICHUH OT YUEOHBIX 3aHATHI U HAIPaBIEHUH CTYJEHTOB B TOE3KY
(manpumep, Ne 123-uc);

- pacniopsbkeHus (Hanpumep, Ne 123-p);

BxoasimmMm U ucxoAs MM JOKyYMEHTaM, KOTOpbIe Moty4eHbl u3 MunoOpHayku Poccun
WK ajipecoBanbl B MuHoOpHayku Poccun, mpucBanBaeTcst Ipu perucTpanuu uaaekc M.

BHyTpeHHel KoppecnoHIeHIMH NHCTUTYTa TpucBanBaercs uuaeke U;

OOparteHust rpaxaaH pPEerucTPUPYIOTCS B JKypHaje ¢ MPUCBOCHHEM HOMeEpa, KOTOPBIH
COCTOUT W3 HayaJbHOW OyKBBI (paMMIMKM aBTOpa M MOPAJKOBOIO HOMEpa MOCTYIHUBILErO
JOKyMeHTa, Harpumep, K-187.

B memsax peructpanMM M ydera JOKYMEHTOB B YIPABJICHHH JEJIaMU COCTaBJICHBI
cleAyIonye HHPOPMaLMOHHbIE CIIPABOYHUKU:

CIIMCOK CTPYKTYPHBIX ITOAPa3IEICHHN;
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BHJIOB JJOKYMEHTOB (aJIbOOM YHHU(PHUITUPOBAHHBIX (HOPM);

JOJDKHOCTHBIX JTHII,

KOPPECHOHIEHTOB (TeneOHHbIE CIPABOYHUKU C YKa3aHHUEM HOPUIMYECKHX aJpecoB U
1.0. haMUIHiA PYKOBOAMTENCH YUPEKACHUI, OpPTraHU3AIHA, TPEITPHUITHIA);

pe3ouonuii (yKkazaHUM MO UCTIOTHEHHIO TOKYMEHTA);

CIHCOK JIMI, UMEIOIIUX TPABO MOANUCH JAOKYMEHTOB, HAIIPABIIIEMBIX B YUPEKACHUS,
OpraHu3aly U JAPyrue WHCTAHIMU OT MMEHU HHCTUTYTa (0OpMIISIOTCS AOBEPEHHOCTH JIMOO
IIMCbMEHHOE Pa3pelEHUE PEKTOPA).

WucTpykuuelt 1o eJI0NpoU3BOACTBY YCTAHOBJIEHA CTPYKTypa PErUCTPalMOHHOIO
HOMEpa MCXOJAIIETO JOKYMEHTa W HCIOJb3yeMble ISl PErucTpauud LU(POBbIE HHIEKCHI,
KOTOpBIE ITPUCBOCHBI CTPYKTYPHBIM MOJAPa3AeICHUSIM, HAIPUMED,

Ne 02/35- 1589, rue:

02 — nudpoBoit MHIEKC MOaPA3ICICHHUS,

35 — HOMep J1era M0 HOMEHKJIATYpe e CTPYKTYPHOTO TIOpa3 IeIICHHs,

1589 — nopsAaKOBBIM UCXOIAIIMI HOMEDP MO KYpPHAILY PETUCTPALIUU.

JleneHTpaJU30BaAHHAS CHCTEMA PETUCTPAIMH MIPEIIOIAraeT perucTPaIfio JOKyMEHTOB
B MeCTaX HX CO3/JaHUA WM HCIOJIHEHUS (CTPYKTYypHBbIE TMOApPA3ACNeHUs WHCTUTYTA).
Perucrpanuio JOKyMEHTOB JCUEHTPAIM30BAaHHO OGOPMIIIOT CIEAYIONIHE CTPYKTYpHBIC
MOIpa3/IesICHu.

B uHcTHTyTaX, JAeKaHaTaX, B OTJej]e MarucTpatrypbl, B OTAeje acHHPaHTYpPhl, B
KOJLIe[’Ke  PErHCTPUPYIOTCS B KypHallaX, COTJIaCHO HOMEHKIIAType CTPYKTYpPHOTO
NOJIpa3/iesIeHus, CIECAYIOIINE TOKYMEHTHI:

- 3asBJICHUS 00Y4aIOIINXCS;

- CIIPaBKH, BbIIaBaeMble 00y4aroIIMMCs B TICHCHOHHBIM (DOHI M B APYyrue OpraHU3aluu
o MecTy TpeOOBaHMS C YKa3aHHEM B pPETUCTPAllMOHHOM HoMepe LH(pPOBOro HUHIEKca
CTPYKTYPHOTO Tlozipasnenenus, narpumep, Ne 06/28—185, rae:

06 — 1 poBOI UHAEKC CTPYKTYPHOT'O MOAPA3ICICHHUS;

28 — HOMEp JKypHajia y4eTa, B KOTOPOM PETUCTPUPYIOTCS W YUUTHIBAIOTCS CIIPaBKH, 11O
HOMEHKJIaType JIeJl CTPYKTYPHOT'O MOApa3eeHHs;

185 — mopsiAKOBBIN HOMEp IOKYMEHTA T10 KypHATY PeTHCTPAIUH.

B oTnesie kaapoB perucTpUpPyOTC JOKYMEHTHI:

- IPUKa3bl 110 JMYHOMY COCTaBY paOOTHHUKOB (C UHIEKCOM «JI»);

- IpHUKa3bl O MPEJOCTABICHUH OTITycKa paboTHHUKaM (¢ uHAEKcoM «O»);

- IPUKa3bl O HAIIPABJIEHUU B KOMaHIUPOBKY paOOTHHUKOB (C HHAECKCOM «K»);

- CIIy>)kKeOHbIE 3alUCKU PYKOBOJAUTENIEH CTPYKTYPHBIX HOJpPA3/IEIEHUl O BBINOJIHEHUH
pabOTHUKAMU JOTIOJTHUTEIHHOTO 00BeMa paboTHI;

- JMYHBIE 3asBJIEHUS DPAOOTHUKOB (O TMPENOCTABICHUU OTIYCKa, O MepeBoje, 00
YBOJBHEHUH H T.II.;

- CIIPaBKH O 3aHMMAEMOH JI0JKHOCTH;

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

Cekperapb MHCTHTYTa PETHUCTPAIMIO MOCTYMAIOLIEH TOKYMEHTAlMU B IpeleNnax CBOEH
NeSITeTbHOCTH (TIPU YCIIOBHH, €CIH JOKYMEHT HE 3apernCTPHpPOBAH B YIPABICHUH JEIIaMH,
MHaue CO3/1aeTCs IBOMHAS perucTpanms).

6.5. Perucrpanusi mnocTynamMx [JOKYMEHTOB, pPacCMOTPEHHE JOKYMEHTOB
PYKOBO/JCTBOM U /I0Be[leHHE IOKYMEHTOB /10 MCIOJIHUTeJIei

JIOKyMEHTBI TIOJUIEKAT PErHCTPAlldy TOCIe WX NPEIBAPUTEIHFHOTO PACCMOTPEHUS
yIpaBJIEHUEM JeJIaMH U PETUCTPUPYIOTCS HE3aBHCUMO OT CIOCO0a MX JAOCTABKH C YKa3aHUEM B
KypHaje perucTpanuu, KakuM CIIOCOOOM IMOJyYeH MOKyMEHT: (pakcom ((hakCUMUIbHAS CBS3b),
AJIEKTPOHHOM ITOYTOM, HAPOYHO, HIKCIIPECC-IIOUYTOH U T. 1.

Peructpanusi mocrynaroomux TOKYMEHTOB IMPOU3BOIAUTCS B JC€Hb IOCTYIUICHHS, Ha
cleAyIomMii pabounii eHb B Cilydae MOCTYIJICHHS JOKyMEHTa B Hepabouee Bpems i1ubO B
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KOHIIE pabodvero IHs;, He3aMemIuTeabHO — ¢ oTMeTkamu "Cpouno', "OmnepatuBHo" u 1p.; B
TE€YEHHE TPEX JAHEU — OOpalleHUsl TpaKaaH.

Ha nokymenTax, nocrynaromux Ha OyMa)KHOM HOCHUTENE, MOJIekKAIIUX PEerucTpaium, B
HW)KHEM IIPAaBOM YIUIy IEPBOIO JMCTAa JTOKYMEHTa IPOCTABISETCSI OTMETKA O IOCTYIUIEHUU C
YKa3aHUEM JaTbl IMOCTYIUIEHUS W BXOJALIETO IOPSAKOBOIO PETUCTPALMOHHOIO HOMEpa
JOKYMEHTa C yKa3aHHeM LU(POBOTO MHICKCA, CIYXKAIIeT0 YHUKAJTbHBIM HJIEHTH(PUKATOPOM
JIOKYMEHTa B CUCTEME YIPABJICHHS TOKYMEHTAMH.

IIpy mnocTymiueHuM JOKyMEHTa IO 3JEKTPOHHOM IoYTe€ JOKYMEHT BHOCHUTCS B
JJIEKTPOHHYKO MankKy, KOTOpas CO3JaeTcsi B JJIEKTPOHHOW IIOYTE, pPacledaTblBAETCS,
peructpupyerca ¢ oTMeTkol «OII» B COOTBETCTBYIOUIEM JKypHajle M IepelaeTcss Ha
PacCMOTpPEHHE PEKTOPY, MPOPEKTOpaM IO HAIpPaBICHUSM WIM PYKOBOIUTENSIM CTPYKTYPHBIX
IIOAPA3ACIICHUN.

JIOKyMEHTBI Ha pacCMOTPEHUE PYKOBOACTBY U MHBIM JOJKHOCTHBIM JIMLAM MEPEIat0TCs
TOJIBKO IIOCJIE PErMCTPAllMH B YIPABJICHUH JEIaMU.

[locne paccMOTpeHUsi PYKOBOJICTBOM JIOKYMEHTHI BO3BpAILAIOTCS B CEKpeTapuar Jis
NIEPEHECEHUs] yKa3aHUW 10 MCIOJIHEHUIO JIOKyMEHTa (pe30ouuil) B pPErucTpallOHHbIE
JKYpHAJIbL.

B coorBercTBUM C yKa3aHUSMU [0 HCHOJHEHUIO JOKYMEHT HallpaBisieTcs JIULY,
OTBETCTBEHHOMY 3a HCIIOJIHEHHE JOKyMEHTa. B TOM ciywae, eciii JOKYMEHT HMMEET CPOK
UCIIOJIHEHUSI IO TEKCTy JMOO CpOK YKa3aH pPEKTOpOM, OpPUIMHAJ JOKYMEHTa OCTaeTcs B
CeKpeTapuaTe JUisi OpraHu3anuu paboThl MO KOHTPOJIIO 33 UCIHOJHEHHEM JOKYMEHTa, KOMUU
JOKYMEHTa (M3TOTOBJICHHWE KONMWUK JOKYMEHTOB B JaHHOM cllydae sIBIIsI€TCS (DYHKIUEH
CeKpeTapuaTa) HalpaBIIAIOTCS UCIIOJHUTENSIM Yepe3 CeKpeTapHar.

Cexperapuar npu Hajauuum pe3ojwouuu «CpodHo!», coobmaer no tejedoHy o
HE00XO0IMMOCTH IOJIYYCeHHS JOKYMEHTA OTBETCTBEHHOMY HOJKHOCTHOMY JIMILY, KOTOPOMY
NMOPY4YeHO HCIIOJIHEHHE JAHHOT0 JOKYMEHTa, HanpasJjseT no (akcy, nepeHanpasjisier Mo
JJIEKTPOHHOM IOYTEe HCIOJHHUTENI0 B Ciaydae MMOJYYeHHMs JOKYMEHTA JaHHBIM BHAOM
CBSI3M.

IIpu moctyniaeHun AOKYMEHTa, UMEIOLIEr0 3HAYUTEIbHBIH 00beM TEKCTOBOM yacTu, B
CeKpeTapuaT IO DJEKTPOHHOM IouTe, YKa3aHME [0 HWCIOJIHEHUI0, O(OpPMIIEHHOE Ha
COIIPOBOJIUTENILHOM OJIaHKe, CKAHUPYETCsl U BMECTE C MOJIyY€HHBIM JOKYMEHTOM HalpaBiseTcs
WCIIOJIHUTENIO 110 DJJEKTPOHHOW mouTe. B JKypHame peructpanvu ydera BXOIALIEH
KOPPECIOHJICHIIMN IIPOCTABIISIETC OTMETKA O HAIPAaBJICHUU JOKYMEHTAa Ha MWCIIOJIHEHHE II0
ANEKTPOHHOM MOYTE.

PykoBoauTesim  CTPYKTYPHBIX  NOApa3lieieHMd  HHCTHUTYTa  00ecneYMBaIOT
onepaTHUBHOE PacCMOTpPeHHe [OKYMEHTOB, MHepeAadyy MX MCHOJHHUTEJII B JeHb
NOCTYIUICHUSI, KOHTPOJIb Ha/l KA4eCTBEHHBIM HCIIOJHEHHEM JOKYMEHTOB.

IIpn paccMOTpeHHH KOPPECTIOHACHIIMM PYKOBOJIUTENb MOAPA3CIICHUS BBIIEISET
JIOKYMEHTBI, TpeOYIOIINEe CPOUHOTO UCTIOTHEHUSI.

Tax, TOKyMeHTBbI, IpUCIaHHbIE (HaNpaBIeHHbIE) JUIsl COTJIACOBAHUS, paCCMAaTPUBAIOTCS B
JI€Hb UX TOCTYIIEHUS.

WcnonuuTens nomydaer JOKYMEHTHI B COOTBETCTBHH C YKa3aHHUEM K HUCIIOJIHEHHUIO B JIEHb
WX PETUCTPALIMU WX Ha CIEAYIOIIUN JEHb.

[lonyunB JOKYMEHTHI Ha HCHOJHEHHE, PAOOTHMK HMHCTUTYTa JOJDKEH HEMEIJIEHHO
03HAKOMUTBCS € UX COZEpKaHUEM, BBIJICINB JOKYMEHTBI, TPEOYIOIINE CPOUHOTO UCTIOTHEHHUSI.

Ecnu nokyMeHT HampaBisieTcsl HECKOJIbKMM HCHOJHUTENSAM, TO JIMIIO, YKa3aHHOE B
YKa3aHUU 10 MCIIOJHEHUIO JOKYMEHTAa IEPBBIM, SBJISAETCS OTBETCTBEHHBIM HCIOJHUTEIIEM,
KOTOpBI 00s3aH O3HAKOMHUTH C JOKYMEHTOM BCEX IPYIMX HCIIOJIHUTENEH B ONEPATHBHOM
nopsiaAke (B I€Hb MOJIy4EHUs JOKYMEHTA) U OPraHU30BaTh B YKA3aHHBIM CPOK €T0 UCIIOJIHEHUE.

Kaxnpiii pa0dOTHHK MHCTHTYTa o0ecneydMBaeT ONEPATUBHOCTb, Ka4yecTBO
HCIIOJIHEHHS M COXPAHHOCTH IOKYMEHTOB.
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JIuua, oTBeTCTBEHHbIE 32 1eJI0NPOU3BOACTBO CTPYKTYPHBIX MOAPA3ACICHUN, 00s13aHbI
eKeJTHEeBHO OCBEIOMJISTHCS O HAJIMYUU JOKYMEHTOB, aJpECOBAaHHBIX PYKOBOJIUTENIO JaHHOTO
MOIpa3/IesICHu.

Ilepenaya KOKYMEHTOB OT OJHOI'0 MCIOJHHTEISl APYIOMY MOKeT NPOM3BOIMTHCS
TOJILKO 4Yepe3 JUI0, 0TBETCTBEHHOE 32 [1eJIONPOU3BO/ICTBO B CTPYKTYPHOM NOJApa3/ie/ieHIH,
¢ 00s13aTe/IbHON OTMETKOIl HM3MEHeHHsl MApLIPYTa JOKYMEHTa B KypHaje perHcTpanuu
BXO/Is11Ieli KOPPECIOHIeHIIUM CEKpeTapuara.

6.6. Opranu3anus padéoThl ¢ OTHPABJsiEeMbIMHU (MCXOAAIIUMH) JOKYMEHTAMM

HcnonHenne MOKyMEHTa IIpeaycMaTpuBaeT cOop W 00pabOTKy HEOO0XOIuMOM
uHpOpMalMK, TOATOTOBKY TMpPOEKTa JOKYMEHTa, ero o¢gopMIIEHHE, COIJIaCOBaHHUE,
MpEeJICTaBICHUE WM MoAnucaHue (yTBEpKIEHHUE) PEKTOPOM HHCTUTYTa WM MPOPEKTOPOM IO
HaIpPaBJICHUIO, IOJTOTOBKY K IIEPECBUIKE aJipecary.

OTBETCTBEHHOCTh 3a COCTaBJeHHE M O(OpPMIICHHE [TOKYMEHTa B COOTBETCTBUHU C
YCTAaHOBJIEHHBIMU B HMHCTUTYTE MpaBUIaMH, a TaKKE COIVIACOBAHUE IPOEKTa JOKYMEHTa C
3aMHTEPECOBAHHBIMH M JOJKHOCTHBIMHM JIMIIAMH HMHCTUTYTa (BHYTPEHHEE COIJIACOBAHHE)
BO3JIaraeTcsl Ha CTPYKTYPHOE HOJIpa3iesieHue — UCIIOJHUTENS JJOKYMEHTA.

[Ipy HanMuuu OTBETCTBEHHOTO MWCIIOJIHUTEIS BCE  OCTAlIbHBIE  HCIOJHUTENN
CBOEBPEMEHHO M  KAueCTBEHHO IMPOBOASAT aHalIM3 MHPOpMALMM U IPEACTaBISAIOT
OTBETCTBEHHOMY HCIIOJHUTENI0 B YCTAHOBJIICGHHBIE WM CpPOKH HEOOXOAMMBIE JTIOKYMEHTHI
(IpOEKThI JOKYMEHTOB, CIIPaBKU, CBEACHUS U T.J.).

[IpoeKThl TOKYMEHTOB MHCTUTYTa TOTOBITCS Ha OJaHKaX yCTAHOBIEHHOUW (hOpMBI; JJisi
OTHIPABKH /I0KYMEHTOB, He HMMEIOIIMX A/IPeCHOIl 4YacTH, FOTOBATCH CONPOBOAMTE/IbHbIE
nucbma.

Jlo mpencraBieHHs Ha IMOANUCH HCIIONHUTENh MPOBEPSET NMPAaBUIBHOCTH O(OPMIICHUS
JIOKYMEHTOB, TMPAaBUIBHOCTh aJPECOBAHUS, HAIMYUE HEOOXOAMMBIX BH3, MPUIOKEHHUH, MpH
HEOOXOJUMOCTH — CIPAaBOK, TOSCHUTENbHBIX 3allMCOK, Ppa3bACHAIOIIUX COJEpKaHUE
MOJITOTOBJICHHBIX JOKYMEHTOB, TUCTA (yKa3aTelsl) PacChUIKH.

[IpoeKThl TOKYMEHTOB BUSUPYIOTCS UCIIOJIHUTENEM (PYKOBOAUTENEM MOAPA3ACTICHUS N
€ro 3aMecTHUTelIeM), MPU HEOOXOAMMOCTH PaOOTHUKAMH JIPYTHX CTPYKTYPHBIX MOJpa3elieHui;
BU3bl TPOCTABJAIOTCH Ha JIMIEBOH CTOPOHE MOCJEAHEro JHCTa BTOPOro 3K3eMILIsipa
(KonmMu) TOKYMEHTA B HMKHEH 4YaCTH JOKYMEHTA WM HA JIMCTe COrJIACOBAHUS.

B cayxe0HbIX MUCbMaxX BU3bI NPOCTABJISIOTCA HA KONMHU JOKYMEHTA, MOMelaeMoil
B /110 CTPYKTYPHOIO MOJApa3jaejieHusi (MCIOJHUTeNs), HWJIH Ha O00OpOTHOH CTOpPOHe
NocCJIe/IHero JINCTA MOAJTHHHHUKA, eC/IM NMCbMO NepechbliaeTcs aapecaTy no (pakcuMujibLHOM
cBsI3M 0e3 J0ChLIA NOJJIMHHUKA IO IoYTe.

OTBEeTCTBEHHBIN UCIIOTHUTENb HECET MIEPCOHATIBbHYIO OTBETCTBEHHOCTD 3a JOCTOBEPHOCTh
nH(MOpPMaIIH, UCTIOIH30BAaHHON MIPU MOATOTOBKE TOKYMEHTA.

PaGoTHHKM, OTBETCTBEHHBIE 3a BEACHHUE JEIONPOU3BOJACTBA B  CTPYKTYPHBIX
MOJIpa3/IeNIeHUsIX UHCTUTYTA, MPOBEPSIOT MPABIIBHOCTH OOPMIICHHS UCXOIAIINX JTOKYMEHTOB,
HaJU4he BCEX HEOOXOAMMBIX PEKBU3UTOB (HAIWYWE TMOJIKCH, aapecara, €Cld TaKOBOU
HEOOXOUMO TMPOCTAaBUTh, CCHUIKM HAa BXONAIIUN JTOKYMEHT, COTJAcOBaHUsA, H.0. (aMWIUU
UCIIOJIHUTENIA, HoMepa TenedoHa U 1p.), mepeaaroT odopMIIEHHbIE AOKYMEHTbl Ha MOJNUCH
peKTopy (IIPOpPEKTOpaM) Uepe3 ceKpeTapuar.

PaGoTHuKM cekperapuaTa B CBOIO OYEpeIb MHPOBEPSIIOT MPAaBUIBLHOCTH OQOPMIICHHUS
JIOKYMEHTOB, KOMIUIEKTHOCTh JOKYMEHTA U COOTBETCTBHUS KOJMYECTBA dK3EMIUISIPOB JOKYMEHTA
CIIUCKY pacChUIKM, HaJM4Ke JOKYMEHTa (3ampoc), Ha KOTOPBIA JAeTcsl OTBET, U MPEJCTaBISIOT
Ha MOJIUCH PEKTOPY (MIPOPEKTOpaM).

IIpu oOHapy:KeHHMHM HENPABUJIBHOIO O0(OPMJIEHUS] WJIH HEKOMILIEKTHOCTH NPOEKT
JAOKYMEHTa BO3BPAIaeTcsl B CTPYKTYPHOe NoApa3ieJieHue Ha 10padoTKy.

6.7. Perucrpanus oTrnpasJisieMbIX (MCXOASIIIIMX) TOKYMEHTOB
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Perncrpanus JOKyMeHTa — 3TO IPHUCBOCHHE €My HOMEpa M IPOCTABICHHE €ro Ha
JIOKyMEHTE C IOCJIEAYIOIIEeH 3amMChl0 KpPAaTKUX JaHHBIX O HEM B JKypHaj€ pPErucTpaluu
UCXOJSAIIEH JOKYMEHTALUH.

[locne mody4eHHsT IOKYMEHTOB C TOANMCU peKTopa (MPOPEKTOPOB) pPaOOTHUKU
CeKpeTapuaTa perucTpUpyOT JOKYMEHT B JKypHaJe PETHCTPAaLMi HCXOIALIEH KOPPECIIOHICHIUU
U BHOCAT HEOOXOIMMBIC 3allUCH: PETHCTPAMOHHBIA HOMEp, aHHOTAIMs JOKYMEHTa (KpaTkKoe
CoJepXKaHUE JOKyMEHTa), (aMIIMI0 H.0. MCIOJHUTENS, KTO NOJMMCANl JOKYMEHT, IJie
HAXOJUTCS KOMMS JOKYMEHTa; YTOYHSIOT, KAKHM CIOCOOOM JOKYMEHT Oy[eT HarpaBlieH
azpecary: (akcoM, MOYTOH, 3JIEKTPOHHOM MOUYTOM, HapouHo. Mcxonsumue perucrpaluoHHbIE
JKYpHJIbl MCIOJNB3YIOTCS JJI ydeTa, IOMCKA, XPaHEHUS M MCIOJIb30BaHUsS JIOKYMEHTOB U
ABIIAIOTCS CIIPABOYHBIM AIIapaToM.

Peructpanus oTnpaBisieMblX JOKYMEHTOB OCYLIECTBIISIETCS B JIeHb HX IOJIMCAHUSA
(yTBep:KJieHHs) UM Ha CIENYIoUIMi pabounii eHb, €ClIM JOKYMEHTBI TOCTYIUIIN B CEKpeTapuar
¢ noanucanus mnocie 15 yacoB. PerucrpanuoHHbII HOMEpP JOKyMEHTa U JaTa PErucTpaluu
IPOCTABJISIOTCS Ha MO/UIMHHUKE JJOKYMEHTa B PEKBU3UTAaX OJaHKa M Ha KOIUH, OCTAIOLIEHCs B
Jierie CTPYKTYPHOIO IMOAPA3ACIICHMUS.

IIpu moaroroBke HpoeKTa JOKyMEHTa HCIOJHUTENb B OJaHKe CIyXeOHOro mucbMa c
YIJIOBBIM PACTIOIOKEHHUEM B PEKBU3UTE «PETUCTPAIMOHHBIA HOMEP» MPOIEYaThIBACT HUPPOBOH
WHJICKC CBOETO CTPYKTYPHOTO MOJPa3JIelicHus], yepe3 «/» MmporedaTbiBaeT HOMEp Jejia COrJIaCHO
HOMEHKJIAType CTPYKTYPHOTO MOJpa3/IeieHUs], B KOTOpoe OyaeT npuoOiieHa Konus JOKyMEHTa.

IIpu orBere Ha 3ampoc JdaeTcsi CChUIKA Ha MCXOASIIMN JOKYMEHT aJIpecaHTa
(mponosxenne Ipunoxenus Ne 9 — oopasusi 1, 3, 4).

Komnust 1oxkyMeHTa ¢ BU3aMU U NPUIOKEHUSAMH B COOTBETCTBUM C HOMEHKJIATYpOU €l
NOJALIMBAETCSl B JEJI0 (BXOASAIIMHA JOKYMEHT IIE€pellaeTCsi Ha XpaHEHUE B JIEJI0 BMECTE C
JIOKYMEHTOM-OTBETOM), KOIHMS HMCXOJSILEro JOKyMEHTa 3aBepsercsi oTMeTKol «BepHo» mmbo
«Komusa» (MOXeT MpOoCTaBIATHCS C IMOMOIIBIO IITaMIla) W IEpPEelaeTcs OTBETCTBEHHOMY 3a
BEJICHHE JIEIIONIPOU3BO/ICTBA B CTPYKTYPHOM IOIPa3EIICHUN.

Peructpanus ucxonsumx JOKYMEHTOB BEJETCSI B COOTBETCTBHUHU C PETHMCTPUPYEMBIMU
MacCHBaMH JIOKYMEHTOB.

B ympaBnenuu pgenamMu  OCTAarOTCSl KONUHU OTIPABICHHBIX JOKYMEHTOB, KOTOpBIE
HOJUIeXKaT KOHTPOJIIO HCIIOJIHEHUs, HalpaBisieMble B MUHHCTEPCTBO OOpa3oBaHMs M HAYKH
Poccuiickoit @eaepanuu, 1 NOJIMBAKOTCS B Jejia B COOTBETCTBUU C HOMEHKJIATYPOU JIEIT.

6.8. OTnpaBKa 1OKyMEHTOB

JIOKYMEHTBI J1sl OTIPABKU B JPyTrye OpraHu3aluy J0JKHBI IepeaaBaThCcsl paOOTHUKaMU
CTPYKTYPHBIX IIOJIpa3c/IEHNI, OTBETCTBEHHBIMH 3a JAEJIONPOU3BOACTBO, B CEKpETapHUar.

OTtnpaBka UCXOAAIIEH KOPPECTIOHACHIINN U3 HHCTUTYTA MPOU3BOAUTCS CEKPETAPUATOM.

Ilepen cnadyeil KOpPpECHOHAEHLMM B CEKpeTapuaT Ha OTIPAaBKY OTBETCTBEHHBIE 3a
JEJIIONPOU3BOJCTBO B CTPYKTYPHBIX MOJPA3JeNIEHUsAX JODKHBI 00s3aTebHO IPOBEPUTH
NPaBUIBHOCTD €€ 0(OPMIICHUS, aJJPECOBAHUSI.

Cekperapuar mpoBepsieT MPaBUIBHOCTh OQOPMIICHHUS HCXOIANIMX JOKYMEHTOB,
HalMCcaHWs IIOYTOBOIO ajJpeca B COOTBETCTBUU ¢ IlpaBunamu, NpOM3BOAUT COPTHPOBKY
JIOKYMEHTOB TI0 CITIOCO0Y OTMIpaBJICHHs (MPOCTOE, 3aKa3HOE, IIEHHOE, MEXKTYHAPOTHOE | JIp.).

HenpaBuibHo odopmileHHbIe MAOKYMEHTBI M KOPPECHOHACHUMS HeCay:Ke0HOro
XapakTepa K OTHpPaBKe CeKpPeTapuaToM He MNPHMHUMAIOTCA M BO3BPalIalOTC B
nojpasjaejieHue.

JIOKyMeHTBI, TOCTYNHUBILIKE B CEKpeTapuaT Ha OTIPABKY, MOJJIEkKAT OTIPABKE B JEHb UX
perucTpalyy Wid Ha CIEAYIOIHUNA paboumii AeHb B TOM ciydae, €ClIM JOKYMEHT MOCTYHWI B
cekpetapuat nocie 15 yacos.

CpouHast KOppECIOHAEHIIMSI OTIPABIISAETCS B IIEPBYIO OUEPEb.

JIOKyMEHTBI, TOANUCAaHHBIE PEKTOPOM, HANpaBiIsE€Mble B  BBICIIME  OpraHbl
roCyJapCTBEHHON BiacTH, B MHHHCTEpCTBO oOpa3oBanusi u Hayku Poccuiickoii deneparyu,
OTIIPABJIAIOTCS 3aKA3HBIMU TUCbMaMHU.
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HUcnonuuTens mnpu OTHpaBKE JAOKYMEHTOB 3aKa3HOM KOPPECHOHACHIUEH 10JIAKEH
000CHOBATB OTIPAaBKY KOPPECIIOHIEHIIUH JTaHHBIM BUJIOM OTIIPABJICHUSI.

Cekperapuar IpOU3BOJUT OTIPABKY AOKYMEHTOB 3aKa3HBIMHM IHCbMAaMU IIPU HAIW4YUU
3HAKOB [I0YTOBOM OIUIATHI.

Pemenne o0 gocraBke [JOKyMEHTa aapecaTaM JKCHPECC—IOYTON IPUHUMACTCA
IPOPEKTOPOM I10 SKOHOMUYECKOH paboTe. BBI30B Kypbepa u 0pOpMIICHHE COMPOBOAUTEIBHBIX
JIOKYMEHTOB IPOU3BOJUTCS paOOTHUKAMM CEKpeTapuara.

Otnpasnsiemas 1O MOYTE€ KOPPECHOHJEHUUS NPOXOAMT YIAKOBKY, agpecoBaHue (Ipu
HalpaBJIEHUU JIOKyMeHTa Oosee 4eM B 4 ajpeca — B COOTBETCTBUHU C yKa3aTelleM PacChUIKH,
KOTOPBIM COCTABIISIETCS UCIIOJTHUTENIEM JJOKYMEHTA).

KonBeproBanue  KOppeCHOHICHUMM M JAPYIrHX IOYTOBBIX  OTIPABJICHHM
NPOM3BOJMUTCH CTPYKTYPHBIMH IOApa3/ieleHUsIMH HHCTUTYTa, T.€. IPU HaIlpaBJICHUU
JOKYMEHTa 4Yepe3 OTHeNIeHHE CBA3M MCIOJHHUTEIb IMPHOOIIACT IOYTOBBIH  KOHBEPT,
odopMIIeHHBIN B cOOTBETCTBUU ¢ [IpaBunamu.

JIOKYMEHTBI, HalpaBJIA€MbIE IIOYTOBOM CBA3BIO B OAMH aJpec, BKIAABIBAIOTCA B OAMH
KOHBEPT.

Ha 3aka3Hyl0 KOppeCIOHICHLHUIO, HA KOPPECIOHACHIMIO, HAIpPaBIsIEMYyK0 B ajapec
HHOCTPAHHBIX OPraHM3alMil, YIpaBJI€HUEM J€JlaMU COCTaBIISIETCS peecTp B  JABYX
9K3EeMIUISIpaxX, OJUH SK3EMIUISp 3aTeM BO3BPALIACTCS B CEKpeTapuaT ¢ PACIUCKOM pabOTHUKA U
OTMETKON (IIOYTOBBIA IUTEMIIENIb) MOYTOBOTO OTIEJIEHUS CBSI3U, Kypbepa WIM HHOIO JIMIA,
00ecreynBaroIlero OTIPaBKy 10OKyMEHTOB.

B uHCTUTYTE C IOMOIIBIO CPEJCTB JIEKTPOCBA3M OCYIIECTBISETCS IPUEM M OTIIPaBKa
(paxcorpamm, TeserpamMm, Teqe)OHOrpaMM, IJIEKTPOHHBIX COOOIIECHMH, NIEPEJAaBAEMBIX I10
CHCTEME 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

6.8.1. Ilpnem 1 0THIPAaBKAa KOPPECHOHICHIMH N0 (PAKCHMUWIBHOM CBS3H

CpenctBa (akCUMUIBHOW CBSI3W MCIOJNB3YIOTCS JJIE ONEPATUBHOIO TMONYYEHHUS U
HarfpaBJIEHUs TOKyMEHTOB, HE TPEOYIOLINX MOATBEPXKICHHS UX IOPUINIECKON CHUJIBI.

JIOKyMeHTBl B aJpec HWHCTUTyTa MepedaroTcss Ha (aKCUMMWIbHBIN  ammapar,
YCTaHOBJICHHBIN B CEKpETapUaTe, B IPUEMHON PEKTOPA.

[lepenaya TEKCTOBOro JOKYMEHTAa MO (pAKCMMMJIbHON CBSI3U B JpYrHe OpraHu3aluu
OCYILIECTBIIIETCS TOJIBKO IO YKa3aHUIO WIM C pa3pellieHuss PYKOBOJICTBA HWHCTUTYTa, B
UCKJTIOYMTENBHBIX CIIydasx JJisi OepaTUBHOCTU OTIIPaBKU.

IlepenaBaemasi m npuHUMaeMas N0 PAKCUMHIbHON CBSI3H cJ1yKeOHast HH(popManus
He MOeT ObITh MCI0JIb30BAHA B KauecTBe 0(pMIMAJIBLHOI0 JOKYMEHTA.

3ampemiaercs  nepefadya Mo (DAaKCHUMMJIBHOM  CBA3M  JIOKYMEHTOB, COJEp KaIIUX
CITyeO0HYI0 WH(OPMAITMIO OTPaHUYEHHOTO PACTIPOCTPAHEHUs, B TOM Yuciie ¢ moMmeTkamu "J{ms
ciyxebHoro noib3oBanua" U "He g mewyatu", 1OKyMEHTOB JIMYHOTO MPOMUCXOXKAEHUS (OO
WX KOTIUH).

O0Bvem mepenaBaeMoro JOKyMeHTa (TEKCTa, CXeMbl, rpaduyeckoro H300pakeHHs),
BBIMIOJTHEHHOTO Ha Oymare ¢popmarta A4 4epHBIM LIBETOM, HE JOJDKEH MIPEBBILIATH S5 JINCTOB.

JoxkyMeHT oTnpasidercs no (GakCMMHJIBLHON CBA3M ajpecaTry MCIOJHUTEIEM
CTPYKTYPHOIO moJpa3iejeHUss ¢ Tele()OHHOI0 amnmapara, KOTOPbIii YCTAHOBJIEH B
ceKperapmare.

Bce ornpaBneHusi JOKYMEHTOB MO (aKCHUMUIBHOW CBSI3M WMHOTOPOAHHMM aJpecaraM
PETUCTPUPYIOTCS B KHUTE YydeTa JOKYMEHTAIMH, OTHpPaBIsieMOil (aKCUMHIBHOW CBSA3BIO, U
MEXIYTOpOAHUX IEPETOBOPOB B CEKpeTapuare.

B cnyuae mepenauu JOKYMEHTOB, IMOANMCAHHBIX PEKTOPOM M HpOpekTopamu (mpu
HaJUYMM  TIOJIHOMOYMM), 1O KaHajgaM (aKCUMHJIBHOW CBSI3M OHHM  JOJDKHBI  OBITH
3aperucTpUpOBaHbl B IMOPSIIKE, YCTAHOBJIEHHOM Ul MCXOASIIUX IOKYMEHTOB B YIIPaBJIEHUU
JeJIaMU.

B kypHame perucrpanuu HCXOASAIIEH KOPPECMOHICHIMN PpabOTHUK CeKpeTapuara
IPOCTABISIET OTMETKY 00 OTIIPaBIIEHUH JOKYMEHTa (PaKCUMHUIIBHOMN CBSI3bIO: ATy, BPEMS.
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Pemenne o HEOOXOIMMOCTH JTOCBUIKM apecary MOAJMHHUKA JOKYMEHTa Ha OyMa)KHOM
HOCHUTEJIE B CITy4ae OTIPaBKU JOKYMEHTa M0 (paKCUMUIIBHOM CBSI3U NMPUHUMAET MOIpa3ieieHue-
UCIIOJIHUTEIIb, U B CIIy4ae, €CJIM OTBET Ha 3aIpoc, 0KUIAETCs Yepe3 (PakCUMUIIbHYIO CBSI3b.

[ToMMHHUK JOKyMEHTa, NepeAaHHOro NO KaHaiaM (PaKCUMUIBHON CBs3HM, TIpU
HE00XOIMMOCTH JIOCBUIAETCA aIpecary MOYTOBOH CBS3BIO.

OpuruHaibl TOKyMEHTOB, TIEpeIaHHbIX 110 (PaKCUMUIBHOM CBSI3M aapecary, €CIH JaHHbIH
JOKYMEHT HE JOCBUIAETCS aJpecary II0 Io4YTe, MOJIIMBAIOTCSI B JAEN0, XpaHsAuleecs B
CTPYKTYpPHOM IOJPA3JEJI€HUH, COIVIACHO HOMEHKJIAType, C OTMETKOW 00 OTIIpaBiIeHun
(aKCUMUIIBHOM CBSI3bIO M IPOCTAaBJIEHUEM JJaThl U BPEMEHU NEepelauH.

[Tonmy4yennslie Mo (HpaKCHUMUIBHOM CBSI3U JOKYMEHTBI YUUTHIBAIOTCS YIPABICHUEM JelIaMH
¢ orMeTkod «Pakc» M C MPOCTAaBICHUEM BPEMEHU IOIY4YECHHsS B JKypHaJIe pErucTpanuu
BXOJSILEH KOPPECTIOHICHIINH.

6.8.2. [Ipuem u nepenaya ciayxedHoONH HHGOPMAUH 10 JTEKTPOHHOM MMOYTe

JIOKyMEHTBI, IPUCIAHHBIE II0 JIEKTPOHHOW IIOYTE, IPUHUMAIOTCS Ha SJIEKTPOHHBIN
IIOYTOBBIN SALIMK MHCTUTYTA HaXOJALIMICS B CEKpeTapHare.

JIOKyMEHTBI, IIOJIYYEHHBIE [0 JJIEKTPOHHOW II0YTE, PETMCTPUPYIOTCA B TaKOM XKe
NOpSAKE, KaK M MHBIE BXONAIIME JOKYMEHTBI, B XXypHaJe BXOZSAIIEH KOPPECIOHACHLIHUU B
YIIPABJICHUU JI€TIaMU.

JUis nepenaud 1O  DJIEKTPOHHOM II0YTE€ MCXOMSAIIEr0 JOKYMEHTAa HCIIOJHUTEIb
IPEJICTaBIsIET MUCbMO HAa OyMa)KHOM HOCHUTENIE WJIM HAIpaBJE€T MOCPEICTBOM 3JIEKTPOHHOMN
HOYTHl Ul TPOBEPKU MPaBHIBHOTO M I'PaMOTHOrO OGOpMIIEHUS W IepeJauyd Ha IOAINUCH
PEKTOpY I IIPOPEKTOPAM 110 HANPABIICHUSM.

IIpu HampaBieHUM CIy)K€OHOro (IEJIOBOr0) IHUChbMa IO 3JEeKTPOHHOWH Mo4YTe
OTHPABHUTE/Ib 3J1eKTPOHHOI0 COO0IIeHH, IIOArOTOBMBIIHI 3JIEKTPOHHYIO BepPCUHIO

7. PETUCTPALUSA U TPOXOXKAEHUE BHYTPEHHUX TOKYMEHTOB

[IpoxoxkaeHre BHYTPEHHUX JOKYMEHTOB Ha JdTamax WX MOJATOTOBKH M O(OpMIICHUs
COOTBECTCTBYCT MPOXOXKACHHUIO OTIPABIACMBIX MOOKYMCHTOB, a Ha OJTallC HCIOJHCHUA —
MOCTYNAIOIMINX JOKYMEHTOB.

B cexperapmare perucTpupyrorcs BHYTPEHHHE JOKYMEHThl HH(QOPMAIMOHHO-
CIIPaBOYHOM CHUCTEMBI, aJ[peCOBaHHBIE PYKOBOJCTBY WHCTUTYTA: JAOKIAIHBIE, CIy>KeOHBIE
3aIIMCKH, JIMYHBIC 3as1BJICHUSA pa60THI/IKOB, JOBCPCHHOCTHU Ha IOJYUYCHHUC 3apa60TH0171 IJ1aThl B
Kacce MHCTUTYTA.

Odopmisitorcs W PETUCTPUPYIOTCST  JIOTOBOPHI,  JOBEPEHHOCTH,  BbIJaBaEeMbIE
MPOPEKTOPaM M PYKOBOJIUTENSAM CTPYKTYPHBIX TMOAPA3JIEICHUNA COTJAacCHO JAENErMpOBAHHIO
MTOJTHOMOYHI M pacIpeieICHUIO 00s3aHHOCTEMH.

[Topsimok 3akiroyeHUs: XO3SAWCTBEHHBIX JOTOBOPOB 3akpemieH B [lonoxenun o
JIOTOBOPHOM paboTre B MHCTUTYTE. [lOpsimoK 3akitOYeHHs] TOTOBOPOB HA OKA3aHHE TUIATHBIX
o0pa3oBaTeNnbHbIX

yciyr 3akpersieH B Pernamente o0 oOka3aHUM IUIaTHBIX OOpa30BaTENbHBIX YCIYT B
WHCTHUTYTE.

8. MOPSTOK OBPABOTKH! U YYETA MHOCTPAHHOM KOPPECIIOHJEHIIUA
B wuHCTHTYTE cCekpeTapuar oOCyIIECTBIsET paboTy C MOCTyHarolled WHOCTPaHHOM
KOPPECTIOH ICHITUEN 1 TOKYMEHTaMU, HallPaBJIsieMbIMU 3apyO0€KHBIM KOPPECTIOHICHTAM.
Perucrpanuio nocrynaromnieii KOppeCoHISHIINA Ha HHOCTPAHHOM SI3BIKE OCYIIECTBIISICT
CEKpeTapuaT B MOPSAKE, YCTAHOBICHHOM IS MHOM MOCTYMAIONIEH KOPPECTIOHACHIINH.
Odopmienne  1€70BOM  KOPPECTIOHJICHIMH € 3apyOeXHbIMH  duUpMaMu |
MEXIYHAPOJAHBIMU OPTaHU3AIMSIMH XapaKTePU3yeTcs PSAIOM OCOOCHHOCTEH B odopmileHUU
dbopMyIsipa TOKyMEHTa U COCTaBa PEKBU3HUTOB.
8.1. IIpaBuiia opopmiieHHS 1€JIOBBIX M CEM 3apy0e:KHOMY apTHepPY:
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1. JlemoBeie muChMa 3apyOEKHBIM MapTHEpaM OGOPMIISIOTCS Ha OJaHKax, coaepkaT
HAaUMEHOBAHME U a/IpEC OTIPABUTES.

[IpoekTbl muceM medaTalTcs C HCIOJIb30BaHHMEM TEKCTOBOro peaakropa WinWord
mpudpTom Times New Roman pasmepom Ne 14 ¢ mexcrpounsiM uHTEepBasiom 18 nr. Ilpm
HCIIOJIb30BAaHUU JIPYTUX BEPCHI TEKCTOBOTO peAakTopa THUll mipudTa, ero BeIUYHMHA, a TaKKe
MEXCTPOUYHBIM NHTEPBAJI JOKHBI COOTBETCTBOBATh YKa3aHHBIM BBIIIIE.

2. Ecom nmcebMo 3aHMMaeT Oojiee OJHOM CTpaHUIbl, TO B KOHIE €€ MUIIYT:
«npoaoskenue ciaeayer» («continued over»). B mMexayHapoaHOU AEIOBOM MPAKTUKE TEKCT,
KaK MpaBUJjIo, yMEUIalOT Ha OAHON CTpaHUIIE.

3. Jlis Hymepanuu Mosb3yloTcsl apadckuMmu nudpamu, Ha NMepBoi cTpaHune nudpa He
CTaBUTCS.

4. UcnipaBJjieHHsl B TEKCTE MMCHbMA, JA’KE CaMble aKKypaTHbIE, He JOMYCKAKTCs.

5. XKenatenbHO, YTOOBI MHCHMO B KOHBEpPTE OBLIO COTHYTO HE 0Oojiee 4eM OJMH pa3
(TekctoM BHYTpB). s 0c000 BakKHBIX MHCEM MOAOUPAIOT KOHBEPT TAaKOro (opmara, YTOOBI
JIUCT OCTajcsi HECOTHYThIM. Ha KOHBEpTe MOXKHO pa3MECTUTh BCE€ PEKBU3UTHI, UMEIOIIMECS Ha
OnmaHke, BKJItOYasi (PUPMEHHBIM 3HAK. boibIIMe KOHBEPTHI, B KOTOPBIX MUChbMa OTIIPABIISIOTCS
HECOTHYTHIMH, JOJDKHBI OBITh M3 IUIOTHOW Oymaru, 4toObl MX COAECPKUMOE HE H3MSUIOCH MPHU
[IEPECHUIKE.

6. Pe3zosouMm Ha mNOJYyYeHHOH KOpPpPEeCHOHJIEHUHH TPHUHATO [1eJATh TOJbKO
KapanaamoM. Ecinu — yepHuiamMu, TO pe30JItoLys J0JKHa ObITh Ha OTAEJIBHOM JINCTE, KOTOPBIN
MPHUOOIIAIOT K MHUCHMY.

7. OTBet Ha TenerpadHbIi 3aMpoc JOJDKEH OBITh JaH B TeYeHUE Tpex aHeil. Ha mucemo —
M0 HCTeYeHHs Jecatu JHedl. Ecnu  HeT BO3MOXKHOCTH BOBpeMs JIaTh  MOJAPOOHBIA,
MCYEPIBIBAIOIINNA OTBET, TO CJIEAYET B TEUEHHUE TPEX JHEH COOOIUTH, YTO MUCHMO MPUHATO K
CBEJICHMIO, 3 OKOHYATENIbHBIN OTBET JaTh HE NO3AHEE, YEM Yepe3 TPUALATH JHEH.

8. Ilpu odopmieHnn nucbMa 3apyOeXHBIM ajpecaTaM Ha PYCCKOM SI3bIKE€ Ha OJaHKe
YCTAHOBJICHHON (POPMBI HEOOXOAUMO HPUIOKHUTH HEO(PHUIMAIbHBIN MEpeBO TeKCTa MHUChMa C
pacmupoBKON MOANMUCH W IOJHOI'O HAUMEHOBAHMS JOJDKHOCTH JIMLA, MOJAINKCHIBAIOIIETO
JIOKYMEHT.

JlenoBoe mucbMO UMEET CIAEAYIOIIN THIOBOM COCTaB 30H:

1. 3arosaoBok nmucbMma (Issuer Field),

2. Ccpuika HA 1aHHBIE noJay4aTens u ornpaBurtesis (Reference Line)

3. lara (Date)

4. Anpecart (Address)

5. Yka3zanune Ha koHkperHoe o (Attention Line)

6. Oopamenue (Salution)

7. O61ee conep:xanue nucbma (Subject Line)

8. Texct mucoma (Body of the Letter)

9. 3aBepmaromas ¢popmyJia sexiansocTu (Complimentary Close)

10. IToamucsk (Signature)

11. Ilpunaoxkenus (Enclosure)

12. Yka3anue Ha paccbliky konuii (CC Notation)

8.2. TpeGoBaHusi K 0(OPMJICHMI0O PEKBH3HTOB [€JIOBOI0 NHCHbMA 3apyOe:KHOMY
napTHepy

PexBusur 1. 3aronoBok nucbMa. Bxirodaer JOroTun MHCTUTYTA, €r0 HaMMEHOBAaHHE
(moHOE W COKpAIllEHHOE), TIOYTOBBIN M TenerpadHblil agpec ¢ ykazaHWEM HWHIEKCa, HoMepa
TenedoHa, Tenekca u Tenedakca.

I[Tomumo mnpemoctaBieHuss GaKTHUECKONM HHPOpMauu 00 HWHCTUTYTE, 3arojOBOK
OTIpe/IeIEHHBIM 00pa30M XapaKTepU3yeT €ro ¢ APYrol CTOPOHBI: HeoObIYHAs (hopMa 3arojoBKa,
€ro Au3aiiH, JIOTOTHUIl (2 MHOTAA U €€ JEeBU3), NPUMEHEHUE I[BeTHOW KpAacKH, UCIIOJIb30BAHUE
0coboif Oymarm — Bce 3TO CO3/aeT CBOeoOpa3HbIi 00pa3 MHCTHTyTAa. B 1ensx sKoHOMHH
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BPEMEHHU TMpU MeYaTaHUHU PEKBHU3UTA MOOIIPSETCS] OTKPBITAs MYHKTYyalHsl, YTO O3HAYAET MOYTH
MOJIHOE OTCYTCTBHE 3HAKOB MPEMUHAHUS.

PexBu3ut 2. Ccpuika Ha JaHHBbIE MoJy4YaTessi. [[puBoasTCs mHULIKMAIBI COCTaBUTEINS U
opopmuTens nUChMa, MUPPOBOH HMHIEKC CTPYKTYPHOTO TOAPA3ACICHUS, MOATOTOBUBIIETO
MUCHMO, UHCKC JIeia, HalpuMep:

Your reference (mam: Your ref.) — Bama ccoiiika HND/RP HND/RP Our reference
(wau: Our ref.) — Hama ceoriika LA/DK/187 LA/DK/187.

PexBusur 3. JlaTta. Berpeuarores 1Be pa3HOBUAHOCTH O0GOPMIICHHSI AT — OpUTAaHCKAS U
amepukaHckasi. bputanckuii cnoco0 mogo6eH ci1oBeCHO-LHM(PPOBOMY cCIOCo0y, MPUHATOMY B
POCCHUHCKOM  JIEIONPOU3BOJCTBE © TNPUMEHIEMOMY B (DHHAHCOBOW JOKYMEHTAIlMH C
HEKOTOPBIMU BapHAaIUSIMHU:

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

Cnoco6 ob6o3nauenus aatel, npuHaThid B CIIIA, uHoit u crpoutcs no cxeme: February
15th, 200... February 15, 200...

[lepen yucnuTenbHBIM, 0003HAYAIOIIMM TOJl, OOBIYHO CTaBUTCA 3amsTas. B memoBoit
KOPPECTIOHICHIIUU TPUMEHSIETCSI MUHUMAJIbHOE YIMOTPEOJICHHE 3HAKOB MPEMUHAHUS, MOITOMY
MO>KHO BCTPETUTh M TAKOE HAIKMCAHUE AAThI:

4 August 2000. He pexomenmyercs ynmorpeOnsTh B JaTax IUGpPbBl BMECTO Ha3BaHUU
MECSIEB, MOCKOJIBbKY IU(GPOBOE 0003HAUECHUE AThl MOXKET ObITh MCTOJIKOBAHO MO—Pa3HOMY B
pas3nuuHbIX cTpaHax. Tak, mata 2/5/2000 Oyner BOCHpWHSITAa MPEICTABUTEIEM aMEPUKAHCKOM
bupmbl kak 5 ¢espans 2000 roma, a mpeacraBuTesieM OpuTaHCKOW GupMbl — kak 2 Mas 2000
rojia. TO CBSA3aHO C OCOOCHHOCTSIMH ITPOUYTEHHUS JIaT B Pa3HBIX CTPAHAX:

CIIA 2/5/2000 mecsiit 1eHb IO,

Beankoopuranus 2 /5 /2000 nenb mecsin roj.

JlomyckaeTcsi COKpallleHHe Ha3BaHUW HEKOTOPBIX MECSIEB, UMEIOIIUX MHOTO 3HAKOB B
HalvucaHuu. 3aMeHa MU POBHIM 0003HAYECHUEM HAa3BaHUM MECSIIEB B aHTJIOS3BIUYHBIX CTPAaHAX HE
NpUHTA. 3HAKU MPENUHAHUS B 0003HaYEHUH JaT JIOMYCKAaeTCs He YKa3bIBaTh. MexayHapoaHON
opranuzanueit mo crangaptuzanuu (ISO) B cBsi3u ¢ KOMIbIOTEpHU3AIMEH AECIONPOU3BOACTBA
pPEKOMEHIyeTcsl YHUBEpcanbHOe u(poBoe 0003HAUEHKE AaT.

DneMeHThl 0003HauY€HUsI IPUBOJATCS B CIEAYIOLIEH MOCIe10BaTEIbHOCTH:

roa, mecsit, 1eHb. Hanpumep: 2000-12-31 uu gaxke — 20001231,

PexBusur 4. Appecar. PacrnpocTpaHeHHBIMH BapuaHTaMH aJpecOBaHUS IHCbMa
ABIISIOTCA afpecoBaHue Gpupme (Tpu ITOM BO3MOKEH CIIy4daii, KOT/la B Ha3BaHUU (PUPMBI yKa3zaHa
dbaMuus) U agpecoBaHUe JOJDKHOCTHOMY JIMITY (KOT/Ia M3BeCTHA (aMuiIusl aapecaTa W Korja
OHAa HEM3BECTHA, KOTJa agpecaT MYXYHMHAa M Korjaa >keHimHa). Eciu muchbMo HampaBisieTcs
dupme, TO cHayalla yKa3bIBalOTCS €€ Ha3BaHUE, 3aTeM aJipec B TaKOW MOCJeI0BaTEIbHOCTH:
HOMEp JO0Ma, Ha3BaHWE YIHMIIBI, Ha3BaHWE Topojia, 00O3HAUYEHHE TMOYTOBOTO paifoHa (Tpu
Heooxomumoctn). [lpu anpecoBanuu mucekma B CIIIA mpuBOIUTCS COKpallleHHOE Ha3BaHUE
nITara, mpu aJpecoBaHUU B AHTIUIO — HazBaHue rpadctsa. [locnenHnel cTpokol yKasbIBaeTCs
crpaHa. Hanpumep:

Continental Supply Company

312 Sixth Avenue

New York, NY, 11011

U.S.A.

VYkazaHue B ajipece mrara u rpadcTa CBA3aHO ¢ TeM, YTO cama ¢upma win ee pumma,
BO3MOYKHO, PacCIiOJIOKEHbI B TPOBUHITMATIFHOM HACEJIEHHOM MTyHKTE, Ha3BaHUs KOTOPHIX HEPEIIKO
noBTOpstoTCs. HazBanust rpad)CcTB M MITATOB MOTYT NMPUBOJUTHLCS B COKpalieHnu. B Tom ciydae,
Korga B Ha3BaHWW (UpPMBI yka3zaHa (amwims (HECKOJBKO ¢aMuiauil), Tmepes Ha3BaHUEM
NpUBOAUTCS coBO Messrs. Hanpumep: Messrs John Brown and Co., Ltd.

[Ipu anpecoBanuu mnucbMa yrpasisiomieMy (QUpMoH, ¢aMuiInsg KOTOPOrO HEU3BECTHA,
ajipec MUILIETCS Mo 00pa3my:

The Manager
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The Hong Kong Banking Corporation.

Ecnu muceMo agpecyeTcst ynpapisomeMy GupMoi Takoro ke paHra, GaMuiIus KOTOporo
M3BECTHA, TO B 3TOM ciy4ae (pamMuiins IPUBOIUTCS MEPBO, 3aTeM YKa3bIBaeTCs JOKHOCTh: M.
Edward W. Hertzfeld, President Hertzfeld Home Appliances, Inc.

[IpuBeneHHbIe crIOCOOBI XapaKTEPHBI IS aJpecOB MUCbMa MEHEDKEPY WM MPE3UCHTY
komrnanuu. [Ipu aapecoBaHMM MUChMa COTPYJHUKY MEHBIIETO PAaHra YKa3bIBAIOT (HaMUIIHIO
COTpYJIHUKA, 3aTEM Ha3BaHUE (UPMBI, [0 BO3MOXHOCTH Ha3BaHUE OTeJNa M, HAKOHEIl, MOJTHBIN
azpec.

Ecnu nuceMo aapecyercs MyxkuuHe, TO mepei ero damuwiuei cieayer nucatb Mr —
cokpauienue ot cioa Mister (Mr Alan White; Mr D. C. Robinson u T. i1.). [Ipu anpecoBanuu
JISTIOBOTO MUChMa 3aMYIKHEH KEHIIMHE ClIeNyeT yKa3biBaTh MIS — cokpaineHue ot ciaoBa Mistr
JUIs He3aMmy)kHel muiiercs: monHoctbio Miss (Mrs RoseSSt Mrs C. Davies, Miss G. Palmer).
Bmecro ykazanus Mrs nimn MiSS MOXHO MTPUMEHSATh YHHBEPCAIBHOE COKpPAIIICHHE.

[Ipu neyarannm peKBU3UTA UCTIOIB3YIOT MUHUMAIBHOE YUCIIO 3HAKOB MIPEITUHAHUSI.

PexkBuzuT 5. YkazaHme Ha KOHKpPeTHO€ JMIO. PEKBU3UT MpeaHa3HAYeH IS TOrOo,
9TOOBI B CITydae OTCYTCTBUS (paMIUIMU MOTYyYaTelsl B aapecaTe yKazarh (GaMIINI0 KOHKPETHOTO
JTOJKHOCTHOTO JIMI[a, KOMY HMEHHO CIeAyeT YWTaTh JaHHOe mucbMo. Eciam damunus
JOJKHOCTHOTO JIUIAa HEM3BECTHA, YKA3bIBACTCSI HA3BAHUE JIOJDKHOCTH WIJTH OT/IeTIa (PUpPMEI.

Crtpoka ¢ yka3zaHHEM JOJDKHOCTH WM (PaMHIMU TOMENIAeTCs HEMOCPEACTBEHHO O[T
azgpecoM M 0co00 BeIIENsAeTCA (TIedaTraeTcss ApYruM mpudToM, B pa3psaaKy, MOTICPKUBACTCSA),
HanpuMmep:

Messrs Black and Sons,

115 Churchill Avenue

Maidstone, Kent

ZH8 92B

Great Britain

Attention: Mr P.Wilson

Gentlemen

Hcnonbs30BaHKe 3HAKOB TPENUHAHUSA B PEKBU3UTAX — MUHUMAJIBHOE.

PexBuzur 6. OOpamenue. BcrynurensHoe oOpaieHue MPeAcTaBiIsieT Cco0oit
OOLIETPUHATYIO CTaHAAPTHYI0 (GOpMyIy, SBISIOUIYIOCS HEOTHEMJIEMON 4YacThl0 STHKETa
nenoporo mucbMma. OHO TIOMeIIaeTcs Ha JIEBOM CTOpPOHE OJlaHKa TMUChMa TOJI BHYTPEHHHUM
aJpecoM U MULIETCS Ha OTIEIbHOUN CTpoke. B 1e10Boil KOppeCOHACHIIMN NPUHSITO HECKOJIBKO
dbopm oOpaleHnid, pa3IMyYaIMUXcs CcBoed "ToHambHOCTHIO". B mucbmax k ¢upmam u
OpTraHu3aIysaM 00BIYHO YHOTPEOISIOTCS Cleaytomue (GOpMyIIbL:

Ecnm muceMo aapecyercs kakod—nub6o pupme, To 0OBIYHO yHOTpeOIsSIOTCS 0OpalieHus
Gentlemen:, Ladies:. IToguepknyTro odunuansHo 3Bydar obOpamienus: Sir:, Madam:, Sirs:,
Mesdames:. Takxe oduiraaTsHbIME IBIsIOTCS oOpamenus: Dear Sir:, Dear Madam:.

OOpamienue ¢ ykazanueM amunun 3By4uT MeHee opunuansHo: Dear Mr Alien:; Dear
Mrs Alien:.

Ecth paznuuue B ynorpebieHuU 3HAKOB IpenuHaHus B ¢opmyne obpamienus: B CIIA
WCIIOJIB3YIOT ABOeTOYHEe, B AHIIUY — 3anaTyio (Dear Sir:, Dear Mr Smith:,).

PexBuszur 7. OOmee coaep:kanve muUcbMa. B 0TeUeCTBEHHOM J€IONPOU3BOACTBE
PEKBU3UT HOCUT Ha3BaHHE «aHHOTAIUs» (''3aroyioBOK K TEKCTYy"). PekBU3uUT B cxaToil (opme
OPUEHTHPYET JEJOBOr0 MapTHEpA B COJEPKAaHUM MUCbMAa. B aHIMOA3BIYHBIX CTpaHax OH
HEPEJIKO OMyCKaeTCH.

Ob1iee conepkaHue MUChMa TMPeIBapseT OCHOBHOM TEKCT, pa3MellaeTcsl Ha OTAEIbHON
CTPOKE U BCErJa BBIJEISICTCS, HAPUMep:

Order Ne 1234 for Snow Racers

We have received your letter...

Jlpyroii BapuaHT 0OpPMIICHHUS PEKBU3NTA BBITIISINUT TaK:

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

In re: Letter of Credit Ne 12/146

"Re" — 3TO cokpalieHHOe BhIpakeHHe "in re", yTo o3HaudaeT "mo gemy", "KacareiabHO',
"OTHOCUTENIBHO".

B pekBu3uTE MOOMIPSAETCS OTKPBITAS ITYHKTYAITHSL.

PexBusur 8. Texker nucbma. OCHOBHOM PEKBU3UT JEJIOBOrO MHChMa [1€4ATAETCs HUXKE
yKa3aHHsl Ha ero oOImee cojepkaHue depe3 3—4 mHTepBayia. TekcT muchMa pa3OuBaeTcs Ha
a03ar11bl, KOTOPBIX OOBIYHO JIBA: B TIEPBOM COJEPKUTCSI CMBICIIOBAs YacThb JOKYMEHTa, BO BTOPOM
TIPUBOIUTCS 3aKITFOUUTENbHAs (ppa3a BEKIHMBOCTH.

Tekct mewaraeTcst MO IIUPUHE CTPAHUIBI 0€3 KpPacHOH CTPOKH. Ab3all OMpeaeseTcs
OJTHUM MEXCTPOYHBIM HHTEPBAJIOM.

CMBICIIOBasi 4acTh JIOJDKHA M3JIaraThCsl JEJIOBBIM, OJHAKO MOAYEPKHYTO YBAKHUTEIHHBIM
TOHOM, OTJIMYAThCSI ICHOCTBIO JIGKCUKH, OBITh JIOTHYHON M YOCIUTEIBHOM.

3axmounTenbHas (pa3a BeKIMBOCTH HOCHT CTEPEOTHIHBIA XapakTep. Hanpumep: Your
prompt reply be appreciated (Msr Obutn ObI GjarogapHbl 3a Baill CKOpbI oTBeT); Please
accept thanks in advance (3apanee mpumute Hamry Omaromapuocts): With my personal
regards and good wishes (ITpumuTe MO HaWTyUIIIAE TOKEIAHKS) | T. II.

Ecnu mucbMo HOCHT XapakTep MPHUIIIAMIeHHs, TO O TEKCTOM MHChMa C MIPaBOH CTOPOHBI
BcTpeuaeTcs cokpamienue R. S. V. R., kotopoe o3HauaeT: ''nmoxkaJnyicra, oTBeTbTe .

3HaKM TpPENUHAHUS B TEKCTE MUChbMa YIOTPEOISIOTCS B COOTBETCTBHH C IPaBHJIAMH
NYHKTYalluu.

PexBuzur 9. 3aBepmaromas ¢opmyja BeXKIMBOCTH. PexkBu3uT pasmemaercs
HETOCPEACTBEHHO TOJI TEKCTOM MHUChbMa ciieBa. DopMysa BEXIMBOCTH MOXET HOCHUTh CTPOTO
ounmanbHbIA, OQUITHATEHBINA 1 MEHee O(QHUIIMATBHBIN XapaKTep:

Pycckuii 3JkBUBaJICHT

Yours faithfully, Crporo opurnmansao  C yBakeHHEM
Yours truly,

Yours very truly,

Yours very sincerely, OdurmansHo C yBaxxenueM Bair

Yours sincerely,
Sincerely yours,
Very cordially yours, Menee opurmansio Mckpenne Bar
Yours cordially,
Cordially yours,

[Ipu neyatanum peKBU3UTA HOOUIPSIETCS OTKPHITAsK MYHKTYyaI[usl.

PexBusur 10. lloanucek. PexBusut nomemaercs mo Gpopmyinoit BexxauBocTu. [Ipu sTom
OTJIETbHON CTPOKOM MPUBOAUTCS Ha3BaHKUE (DUPMBI, COBIAJIAIONIEE C IPUBEACHHBIM B 3ar0JIOBKE.
3aTeM IPUBOAMTCS MOANMKCH JIMIA C YKA3aHUEM 3aHUMAEMOM JOJKHOCTH, MHOT1a BKIIIOYAETCS U
Ha3BaHUE OTJEJIA, HAIIPUMED:

Dennis J. Stenberg, Manager

L. K. Thompson Manager

Export Department.

Pexomenayercs OTKpbITasi MyHKTYyaIIHsl.

PexBusur 11. Ilpuinoxkenue. PekBU3NT pazMemaeTcs B JI€BOM HMKHEN 4acTH JOKYMEHTA
OTIENbHOW CTpoKoW. HaumMeHOBaHWIO TIPWIIOKEHHUs TpeamecTByer cinoBo Enclosure
(coxpamienno — Encl., wim Enc.), Hanpumep:

Enclosure: Contract

Encl: 1. Contract

2. Cheque.
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Hymepamus u paccraHoBKa 3HAKOB MpPENUHAHUS OCYIIECTBISETCS B COOTBETCTBUU C
MPUBEJICHHBIMU IPUMEPAMH.

PexBu3ut 12. Yka3anue Ha pacchlIKy konuid. [Ipu HEOOX0UMOCTH pacChUIKU TTHChMa
HECKOJIBKMM aJipecaTaM B JIEBOM HIDKHEM YIJy, MOCJIE YKa3aHUs Ha HaJU4Hhe MPUIOKEHUH,
numercs cokpamenue CC u craBurcs aoeroune. CC o3nauvaer carbon copy, T. e. "komus".
3areM yka3bIBalOTCS (haMUJIMH JIMIl 1 HANMEHOBAHUSI OpraHU3alliii, Ky/1a HampaBJIsSIOTCS KOIUH,
HanpuMmep:

CC: MrJelfrey H. Winston

Mr. Robert Baily

CC: Regional Sales Department

Hcnonb30BaHre 3HaKOB MPENUHAHNS — MUHUMAJILHOE.

9. IEYATAHUE U TUPA’KUPOBAHUE JOKYMEHTOB

[Teyaranue M TUpaKUPOBAHUE JOKYMEHTOB, MOJICKAIIMX PETUCTPALIMM CEKpeTapuare,
OCYIIECTBIISICTCS CTPYKTYPHBIMH TOJpa3ACNeHUSIMHU (UCIIOTHUTENSAMHU). THUPaKd TOKYMEHTOB
MPEIOCTABIIAOTCS C OPUTMHAJIOM HA MOJINKUCH PYKOBOACTBY YEPE3 CEKPETapUaTr.

[leyaranue W TUpaKUpOBaHUE NPUKA30B, PACHOPSHKEHUM, TPUIOKEHUM K HHUM
OCYHIGCTBHFIGTCSI TAKXCE CTpYKTypHI)IMI/I HOZIp&BI[CJICHI/I?[MI/I, I/IHI/IIII/II/II)YIOIHI/IMI/I JTAHHBIC
JIOKYMEHTBI.

TupaxupoBaHuilo MOAJEKAT TOJBKO JOKYMEHTBI, OTHOCSIIMECS K CIyXKeOHOM
NESTENIbHOCTH MHCTUTYTa. TupaxupoBaHue AOKyMeHTOB ¢ rTpudom "Ing ciayxkebHOTrO
MOJIb30BAHUSA" TPOMU3BOAMUTCS C Pa3peLICHUs OTAea MOOMIM3AIMOHHON 1 CTIEUAIBHON PabOTHI.

Kontpons 3a KONMpOBaHMEM U TUPAKUPOBAHUEM JIOKYMEHTOB, PalMOHAJIbHBIM
HCIIOJIb30BAHUEM OPI'TEXHHMKHU B CTPYKTYPHBIX IIOJAPA3JIEICHUAX BO3JIaracTcs Ha pyKOBOJUTEIEH
MoApa3IeJICHUM.

10. TOPSIOK UCITOJITHEHUS MOPYYEHUIN B UHCTUTYTE

OCHOBHBIMU 337JauaMU KOHTPOJIS UCIIOJIHEHUS IOKYMEHTOB SIBIISIIOTCS:

- CBOCBPEMEHHOE MWCIIOJHEHHE JOKYMEHTOB, IIOCTYNUBIIUX U3  BBIIIECTOSIINX
OpraHu3aluii;

- obecriedeHrne 0€3yCIOBHOTO BBINOJHEHHUS MOPYYEHUH pPEKTOpa U IMPOPEKTOPOB IO
HallpaBJICHUSM;

- OpraHu3alysa U OCYLIECTBICHUE KOHTPOJIS 3a CBOEBPEMEHHBIM HCIIOJHEHUEM IIPUKA30B
U PacHoOpsKEHUH pEeKTopa U IPOPEKTOPOB, PELIEHUN YYEHOIO0 COBETa MHCTUTYTA, PEKTOPCKOIO
COBETA;

- o0ecrieueHue pPYKOBOJACTBA MHCTUTYTa ONEPATUBHOM uHPoOpManuedl o Xxolue u
pe3yJIbTaTax BBIIIOJHEHUS MPUHATHIX PACIIOPAIUTENIBHBIX JOKYMEHTOB;

- MOBBIIIEHNE TEPCOHATIBHON OTBETCTBEHHOCTH PAOOTHUKOB MHCTUTYTA 3a MOPYYEHHBIN
Y4acTOK pabOThl U COCTOSIHUE MCIIOTHUTEIbCKON TUCIUTITUHBI.

10.1. Opranu3anusi KOHTPOJIA UCIIOJIHEHUS

KonTtpomnio 3a ucrnonHeHHeM mojuiexarT HauOojiee Ba)KHbIE BXOSIIME, HUCXOMSIIUE U
BHYTPEHHHUE JJOKYMEHTHI:

- BCE JIOKYMEHTBI, [IOCTYIIUBIINE U3 IIPABUTEIILCTBEHHBIX OPraHOB;

- IOCTAHOBJICHUSI OPTaHOB aAMUHUCTPALIUH;

- BCE JIOKYMEHTBI, IOCTYNUBIIME U3 BBIIIECTOAUIMX YyupexaeHuil (MuHoOpHAyKH
Poccun, Pocobpuaazop u ap.);

- pelIeHUs yUEHOI0 COBETa MHCTUTYTA,

- pEIIECHUs PEKTOPCKOTO COBETA;

- IPUKAa3bl U PACIIOPSIKEHUS PEKTOPA C YKA3aHUEM CPOKOB MCIIOJIHEHNUS,

- PE30IIIOLIMM PEKTOPa Ha BXOASIIEH KOPPECTIOHICHIIVH;

- YCTHBIE PaCIOPsKEHUS PEKTOPA;

- IPUTJIAIICHNS HA y4acTHsl PEKTOPA B TEX WM MHBIX MEPONPHUATHSIX.
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CTpykTypHOE TOJpa3eIeHUuE WIM JOJDKHOCTHOE JIMIO, YKa3aHHOE B IOPYYEHUH
IEPBBIM, SBJSIETCSI OTBETCTBEHHBIM HCIIOJHUTEIEM IIOPYYEHHUS, PYKOBOJAUTEIb 3TOTO
CTPYKTYpHOTO TOJpa3ieieHUs] OpraHuzyeT padoTy IO HCIOJIHEHHIO IOPYYEHHs] U HEeceT
OTBETCTBEHHOCTb 32 €0 MCIIOJIHEHHUE.

W3meHeHne OTBETCTBEHHOI'O MCIIOJIHUTEINS U COCTaBa COUCIIOIHUTENEH OCYIIECTBIISIETCS
[0 JIOKYMEHTaM, HAIpaBJICHHbIM Ha HCIIOJIHEHUE IOPYYEHHEM pEKTOpa, — Ha OCHOBAaHUU
PE30IIOLHUN PEKTOPA, JABLIETO IOPYUYEHUE.

V3MeHeHne  OTBETCTBEHHOTO  HCIIOJIHUTENS W COUCIONHHUTENEeH  odopmisercs
(Y4uTBIBAETCS) CEKPETAPHATOM.

B cnywae ecnu mnopydeHHE BBIXOAMT 3a IPEIENbl KOMIIETEHLUU COUCIOJHUTENEH
(CTPYKTYpHBIX ~ TOJpa3fefieHuil), ONpeleleHHbIX MOPYYCHHEM, PpPYKOBOJIUTEIU  ITHUX
CTPYKTYPHBIX MOApa3/ieiIeHU 00ecneunBaloT €ro HCIOJHEHUE B TpPEIesiaX YCTaHOBIECHHOU
KoMIleTeHIIMHU. [Ipu 3TOM OTBETCTBEHHBIN HCHOJHUTENb MPEACTABISIET JABIIEMY IOPYYEHUE
PYKOBOJUTEIIIO JIOIOJHUTENIbHbIE IPEIOKEHHUS 00 U3MEHEHUH COCTaBa COMCIIOIHUTENEH MM O
MIPUBJICYCHUH HOBBIX COMCIIONHUTENCH B TeueHue 3 qHell ¢ 1aThl ohopmIiIeHUS OPYUYEHHS, a IO
CPOYHBIM U ONEPATUBHBIM IIOPYUYEHUSIM — He3aMeAJTUTEeIbHO.

Coucnonuutenu (CTPYKTypHBIE MOApa3/eieHHs]) B TEUCHHUE MEPBOM MOJOBHUHBI CPOKa,
OTBEJICHHOTO Ha WCIIOJIHEHUE IIOPYYEHHUs, IPEACTABISAIOT OTBETCTBEHHOMY MHCIIOJIHUTEIIO
MPeJIOKEHHS, TOIMMCAaHHbIE PYKOBOIUTENSAMU (3aMECTUTEIISIMU PYKOBOAUTENEH) CTPYKTYPHBIX
IIOAPA3/ACIICHAMN.

CoucrnoaHUTENN OTBEYAIOT 32 KAYECTBO MPOPAOOTKU U CBOEBPEMEHHOCTD MPEICTABICHUS
CBOMX IpeuyIoKeHUH. B ciayyae HECBOEBPEMEHHOIO IPEACTABICHUS  MPEIJIOKEHUN
COUCIIOJIHUTEJIEM OTBETCTBEHHBIN UCIOTHUTEND HH(OOPMUPYET 00 STOM PyKOBOJIUTENA, JABIIETO
[OpYyYEHHUE.

B caydae ecnu mopyueHue pexropa (MPOPEKTOPOB) HE MCIIOJHEHO B YCTaHOBIICHHBIN
CPOK, OTBETCTBEHHBIN HCIIOJHUTENb MTOCIE UCTEYEHUS CPOKa, YCTAHOBJIEHHOIO /ISl UCIIOJIHEHUS
NOpPYYEHHUs, MPEIACTABISAET OOBSICHEHHWE O XOJIe¢ HCIOJHEHUS IMOpYyYeHHUs C yKa3zaHHEeM
JOJDKHOCTHBIX JIMII, Ha KOTOPBIX BO3JIO)KEHO WCIOJIHEHHE IOPYYEHMs, MPUYUH €ro
HEUCIIOJTHEHUS! B YCTAHOBJIEHHBIM CPOK M MEp OTBETCTBEHHOCTH, IIPEAIAraéMbIX WJIM MPUHATHIX
B OTHOIIEHUH BUHOBHBIX B HEMCIIOJIHEHUU TOPYUYEHUSI paOOTHHUKOB.

IlopydeHus OBOAATCS 10 PyKOBOJIUTENIEH CTPYKTYPHBIX MOApa3AciICeHUN, KaKk IIPaBUIIO,
B JIEHb UX MOCTYIJICHUS! B UHCTUTYT, a CPOYHbIE U OllepAaTHBHbIE — He3aMeAJIMTeJbHO.

ITocTtynuBmMe B COOTBETCTBYKOINHME CTPYKTYPHBIC NOAPa3le/IeHUs] NMOPYYCHHUS H
HHbIe JOKYMEHTBHI PaccMATPUBAIOTCH PYKOBOAMTEISIMH CTPYKTYPHBIX MOApa3/iesieHuil B
cJIeAyI0IIeM MOopsiaKe:

NOpy4YeHHsI M JAOKYMEHTbI, mocTynuBumue 10 17 yacoB Tekyumero paéodero aHs,
paccMaTpHUBalOTCS 10 Mepe UX MOCTYIJICHHS

MOpPY4YEeHHUs, COJAEp/KallMe YyKa3zaHhe ''CpOYHO'", U ONepaTHBHBIE TMOPYYECHHS
paccMaTpUBAIOTCS PYKOBOJUTENSIMU CTPYKTYPHBIX IOJPA3JeICHUN B Te4eHHe 4aca C MOMEHTA
UX MOJIyYEHUS.

Cekperapuar HampaBiIsIET B CTPYKTYpPHBIE IOAPA3AEICHUsI MOPYYEHHS IO BOIIPOCAM,
OTHOCSIIIUMCSI K X KOMIETEHLIUU, 1 KOHTPOJIUPYET UX UCTIOJTHEHHE.

PykoBonuTenu CTpyKTYpHBIX MOJApa3JEJIEHNUH, HAa KOTOPBIX BO3JIAraeTcs HCIIOIHEHHE
MOpYyYEHUH, HECYT TNEepCOHAIbHYI0 OTBETCTBEHHOCTh 3a KayeCTBO U CBOEBPEMEHHOCTh
IIPEJICTaBJICHUs] B CEKpeTapuaT MaTEPUasIoB UIsl TOKIa1a PEKTOpY.

[Ipn HE0OXOAMMOCTH CpPOYHBIE U OIEpPATUBHbIE MOPYUYEHHS] MOTYT OBITh JOBEAEHBI J10
CBEJICHMSI PyKOBOJIUTENIEH CTPYKTYPHBIX MOAPA3JAEICHUNA U UCIOJHUTENIEH ITyTeM HalpaBlICHUS
UM KOIUU TOPYYEHHUs, DIIEKTPOHHBIM COOOIIEHHEM C NPUKpPEIUICHHBbIM (aiijioM nubo 1o
(baKCUMHUIBHON CBSI3U.

[Topyuenus, conepxkaniue ykazanue "cpodHo', "He3ameamuTenbHo" (MM aHAJIOTHYHOE),
NOJJIEKAT HUCIOJHEHUIO B TeueHWEe 3 JHEW C JaThl MOANMCAHMS IOPYYEHHA. YKa3aHUE
"onepatuBHO" npenycMaTpuBaeT 10-AHEBHBIN CPOK UCITOTHEHUS MOPYUYCHUS.
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CpoOK HCIIOJNIHEHNS, YCTAaHOBJIEHHBIM PEKTOPOM B yKa3aHUU 110 MCIOJIHEHHIO JOKYMEHTA,
ABJIAETCS MHAMBHAYAJIBHBIM CPOKOM MCIIOJHEHMSI M HUCIOJb3YETCsl B KauyeCTBE OCHOBHOI'O
KpUTEpHsI B IPOLECCE aHAIM3a HCHOJHUTENbCKON IUCLUIUIMHBI (MCIOJHEHO BOBPEMS/HET).
Pextop ycTaHaBnMBaeT CpOKM MCIOJIHEHMSI MCXOAS M3 3HAYMMOCTH JJI JESTEIIbHOCTH
MHCTUTYTa KOHKPETHOTO BOIIPOCA, U3JIOKEHHOTO B JOKyMeHTe. OTBET Ha IUChbMa C YKa3aHUEM
[0 KCIIOJIHEHUIO (PE30JIIOLMEN) pEKTOpa, COAEp)Kalllell KOHKPETHOE U  MCUEpIIbIBaIOLIEe
pelleHne BONPOCa, MOATOTABJINBAIOTCH B TOT Ke ICHb.

3anpocsl, MOCTYNAOLME U3 IPABOOXPAHUTEIBHBIX OPIaHOB, B COOTBETCTBHUH C
3aKOHOJATEIBCTBOM HCIIOJHAIOTCA B YKa3aHHBIN B 3aIIpOCE CPOK, a €CJIM CPOK HE YCTAHOBJICH — B
teuenue 10 gueit. B cinydasx, korjaa 3anpammBaeMast HH(GOpMaIs He MOXKET ObITh
IIPEIOCTABIICHA B YKA3aHHBIN B 3aIIpOCE CPOK, UCIIOJHUTEIb HAPABIIAET HHULMATOPY 3a1poca
OTBET O HEBO3MOYXKHOCTHU €T0 UCIIOJIHEHUSI B YKA3aHHBIN CPOK (C yKa3aHUEM IIPUYUH),  TAKXKE
YKa3bIBa€T BO3MOKHBIN CPOK €0 UCIIOJIIHEHUS.

[TuceMa-nopyyeHusi, MUChbMa-3alpOChl BBIILIECTOSIIIUX OpPraHU3alUil HCHOJHAIOTCA K
YKa3aHHOMY B HUX CPOKY WM B TeueHue 10 nuei.

[TuceMa npennpusTUid, yupexaeHuil, oprauu3aluil UCIoNHAITCs B TeueHue 10 qHeil.

Ecnu nocnenHuit 1eHb CpoKa MCIOJHEHHs NOPYUYEHUs IPUXOANUTCS HA HepabouMii J1eHb,
Nopy4eHHe MOAJIEKUT UCIIOJHEHUIO B NIPeIlIecTBYIOIMIA eMy pa0o4uii 1eHb.

TunoBble CPOKU UCIIOJHEHUS JOKYMEHTOB IIPEAYCMOTPEHBI B ['0cynapcTBEHHON cucTteMe
JIOKYMEHTAIlMOHHOI'0 00ecnieYeHN s yIpaBICHUS.

10.2. KoHTpOJIb HA/l HCIIOJTHEHHEM JOKYMEHTOB U NIOPY4YeHHUH

Opranuzanus KOHTPOJS HaJ MCIOIHEHWEM JOKYMEHTOB JOJDKHA OOECHeuuBaTh HX
CBOEBPEMEHHOE U KaUECTBEHHOE UCIIOJHEHHE.

JleficTBUsIT 1O KOHTPOJK HAJ MCIOJIHEHHEM JOKYMEHTOB BKIIIOUAlOT B ce0s
HEINOCPEACTBEHHYIO ITPOBEPKY U PETYINPOBAHKE XOJa UCTIOTHEHMSI, YUET U aHAJIU3 PE3yJIbTaTOB
MCIIOJTHEHUS] KOHTPOJIUPYEMBIX JIOKYMEHTOB B YCTAHOBJICHHBIE CPOKHU.

KOHTpOIb OCYHIECTBIIAIOT PyKOBOIUTENIN CTPYKTYPHBIX NOAPA3JEIEHUN, CEKpeTapuar U
OTBETCTBEHHBIE UCIIOJIHUTEIH.

KonTpons VCIIOJTHEHUS OpraHMU3alMOHHO-PACIOPSAUTEIBHBIX JIOKyMEHTOB
OCYIIIECTBIISIETCSl yIpaBICHUEM [eIaMU, C TOCIEeAyIoUled mnepenayeil CBOJIHBIX JaHHBIX 3a
HEZIEII0 TOMOUTHUKY PEKTOpA AJIs O3BYUMBAHUS Ha €KEHEEIbHBIX IIIaHEPKax.

KoHTponb wucronHeHuss AOKYMEHTOB JPYIMX CHCTEM JOKYMEHTaluu (IJIaHOBOH, IO
MaTepHaIbHO-TEXHUUECKOMY CHA0XEHHIO M T.JI.) BEAETCA MO MOPYYEHHUIO PYKOBOAMTENEH B
COOTBETCTBYIOIIUX CTPYKTYPHBIX MOJPA3AETICHUSIX.

CTpyKTypHBIE TOJpPA3/ENE€HUs] WHCTUTYTa B COOTBETCTBUM CO CBOUMH (YHKLUHUAMHU
OCYIIECTBIISIIOT KOHTPOJIb 110 CYIIECTBY COJAEP>KAaHUS U CPOKAM HCIIOJIHEHUS TOKYMEHTOB.

OTBETCTBEHHOCTh 33  OpPraHU3alMI0 KOHTPOJISI  MCIIOJIHEHHsS  BO3JIaraercs Ha
pYKOBOAMTENEH CTPYKTYpHbIX Toapa3aeneHuil wuHctutyra ([lamsiTka OTBETCTBEHHOTO 3a
JIEJIONPOU3BOJICTBO B CTPYKTYpHOM nojpazaeneHun) (Ilpuiioxkenune Ne 1).

CekpeTrapuar OKa3bIBa€T METOAMYECKYIO TIOMOIIb B OpraHU3alluu 3TON pabOTHI.

Cekperapuar B LEHTPAIU30BAaHHOM MOPsIKE 0OECIeUrBaeT ONEPaTUBHBIM KOHTPOJIb 3a
UCIIOJTHEHUEM JIOKYMEHTOB, a TaKKe ydeT U 000OIIeHHEe HCIOIHUTENIbCKON AMCHUIIIMHBI B
UHCTHUTYTE.

KoHnTpo:b 3a ucnonHeHneM JOKYMEHTOB BKJIIOYAET B ceOsl:

- IOCTAHOBKY JOKYMEHTa Ha KOHTPOJIb;

- IOBE/IEHUE J0 UCTIOTHUTENS JOKYMEHTA (IOPYUYEHHUS);

- IPOBEPKY M PETYIMPOBAHUE XO/1A UCIIOJHEHUS;

- y4eT 1 0000111eHre Pe3yIbTaTOB UCTIOTHEHNS,

- "H(OPMHUPOBAHHUE PYKOBOCTBA O COCTOSIHUN MCTIOJIHUTENBCKOM UCIUTUINHBL.

KoHTpons Hajg  UCHOJIHEHMEM  IOPYYEHHWM, BKIIOYas IOPYYEHHS  PEKTOpa,
oOecrieunBaeTcsi cekperapuatoM. OTBETCTBEHHOCTh 3a oOecrmeueHue paboThl MO KOHTPOIIIO
VCIIOJIHEHUS MIOPYYCHUM HHCTUTYTA BO3J1araeTCs Ha CEKpeTapHar.
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KonTpons 3a paccMOTpeHMEM MOCTYNMBIIMX B HWHCTUTYT OOpallleHHH TIpakaaH
OCYILECTBIISICTCS CEKPETapHaToOM, 00ECTICYMBAIOIIUM KOHTPOJIb 38 UCTIOJTHEHUEM MTOPYYCHHIA.

OTBeTCTBEHHBIN 3a JAEJIONPOU3BOJACTBO B CTPYKTYpPHOM MOJpPAa3JeleHUU 00s3aH
cooOmMTh 00 WCHOJHEHWH JIOKYMEHTa, IIOCTaBICHHOIO Ha KOHTPOJIb, B CEKpeTapuar
OTBETCTBEHHOMY 3a obecrnieuenue ¢pyHkimonupobanus cucrembl KUITP (KonTpons ucrnomHeHus
IIOCTAHOBJIEHUN U PACIIOPSKEHUIN).

CtpykTypHOe mnoapasaejieHde (I0JKHOCTHOE JIMIO0) — HMCIOJHHUTE]b He BIpaBe
CaMOCTOSITEJILHO TepeJaBaTb B JApPyroe Imojapa3jejieHHe 3aperHCTPHUPOBAHHBIA M
HaNpaBJIeHHbII eMy HA UCIIOJIHEHHE JOKYMEHT (3ampoc).

10.3. Ilopsiiok CHATHA JOKYMEHTOB ¢ KOHTPOJISA

JIOKyMEHT CUMTaeTCs UCIOIHEHHBIM, KOTJa pellieHbl OKOHYATEIbHO BCE IOCTABICHHBIE B
HEM BOIIPOCHI U COOJIIOJICHBI CPOKH.

Cekperapuar, obecreqnBaroeil KOHTPOJIb HaJl UCIIOJIHEHHEM MOPYYCHHUH, IpeKpaliaeT
KOHTPOJIb Ha OCHOBAaHUU!

a) npuHATUSA (YTBEpKIEHHs) COOTBETCTBYIOILEIO aKkTa, pa3paboTKa KOTOPOTo
nopyJajgach ~— HCHOJHHUTENI0  (Ha  OCHOBaHWM  JIOKyMEHTHPOBAHHOW  WHGOpManuu
COOTBETCTBYIOLMX CTPYKTYPHBIX MOApa3/IeIeHH);

0) mrCbMEHHOH (YCTHOM) MH(POPMALIUH, TOCTYIUBIICH OT UCTIOITHUTEIIS;

B) COOTBETCTBYIOILEH pE30IIOLUH pekTopa (MPOPEKTOPOB); JOKYMEHTHPOBAHHOU
MH(pOpMaLIUU O PEILIECHUY;

I') JOKYMEHTa-0TBETa Ha JIOKYMEHT-3aIIpOC C YKa3aHUEM CPOKa HCIIOJIHEHHS.

CHATb JOKYMEHT C KOHTPOJII MOXKET TOJIbKO PEKTOP WJIM CEKpeTapuar, KOTOPOE ABIISETCS
KOHTPOJILHOM CITy*00i1, MOCTaBUBIIEH JOKYMEHT Ha KOHTPOJIb.

Cekperapyar BHOCHUT COOTBETCTBYIOLIYIO OTMETKY 00 HCIOJHEHUH JOKYMEHTa B
cucremy KHUIIP.

Cekperapuar, obecreurBaroiel KOHTPOJIb 3a UCTIOJHEHUEM MOPYUYEHHH, MpeacTaBIseT
IIOMOLIHUKY PpEKTOpa, IPOPEKTOpaM M PYKOBOIUTENSAM CTPYKTYPHBIX MOJpa3felIeHUN
MH(pOPMALIMIO 0 HAXOIAUIUXCA HAa KOHTpoJie JoKyMeHTax 1o popme Ilpunoxkenune Ne 24).

Ilpu mnoaroroBke wuH(popManuu 00 HCIOJHEHMH JOKYMEHTOB, HHpopmanus
NpeACcTABJISIETCS PYKOBOACTBY /ISl M3JI0KEHHS HA IJIAaHEpKaXx.

E>xexBapTanpHO CEKpeTapuaTOM TOTOBHUTCS M TPEACTABISAETCS Ha JOKIAJ PEKTOPY
CBOJIHBIM OTYET O COCTOSIHUH MCTIOTHUTENHCKON quciuruinabl [pusioxenune Ne 25).

11. YYET 1 AHAJIU3 JOKYMEHTOOBOPOTA

VYder 00beMOB TOKyMEHTOOO0OPOTa BEJETCS B LENSIX COBEPIICHCTBOBAHMS OpraHU3alluu
paboThl C JOKYMEHTaMH W pacueTa ONTHUMAaJbHON YHCIEHHOCTH paOOTHUKOB, 3aHSTHIX B
JIEJIONIPOU3BO/ICTBE.

AHanu3 00bEMOB JOKYMEHTOOOOpOTa, CTPYKTYpPhl JOKYMEHTOIIOTOKOB M COJEP)KAaHUS
JIOKYMEHTOB, IOCTYNAIOMUX B MHCTUTYT U CO3JaBa€MBIX UM, BEIETCS B LEISIX PAllMOHAIBHOIO
pacripeziefieHusi TOKyMEHTOIOTOKOB, MOBBIIIEHUS MCIOJHUTEIBCKONW JTHUCHUIIIMHBI, KauecTBa U
3P PEKTUBHOCTH MPUHUMAEMBIX PELICHUH.

JlaHHBIE O KOJMYECTBE JIOKYMEHTOB OOOOIIAIOTCS, aHAJIU3UPYIOTCA CEKpeTapuaTtoM U
IIPEJICTABIISIIOTCS. PYKOBOJCTBY B YCTaHOBJIEHHOM IOPSIIKE B BHUJIE€ CIIPAaBOK (CBOJOK, OTYETOB)
CTaTUCTUYECKOTO M aHAIUTH4eCcKOro xapakrepa (Ilpunoxenue Ne 26).

ITo 06bEMOM TOKYMEHTOOOOPOTA TOHUMAETCS KOJMUECTBO JOKYMEHTOB, IMOCTYIHBIINX
B MHCTHUTYT U CO3JJaHHBIX MM 3a OIPEJICIICHHbII epuo]l BpeMeHU (MeCsIIL, roJ).

VYyer kosuuecTBa JOKYMEHTOB IPOBOAUTCS IO  PETUCTPALMOHHBIM  JIAHHBIM
cekperapuaTa. CpaBO4HBIM aNlapaToM SIBIIIOTCS KypPHaJIbl pErMCTpaLiu:

- BXOJSILIEHN, UCXOIALICH, BHYTPEHHENU KOPPECIIOHICHLINH;

- IPUKA30B, PACIOPSIKECHHUI;

- BBIJIa4YU JIOBEPEHHOCTEH;

- oOparteHuii rpakiaH;
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- BbIJJaUW HaMpaBJIEHUI B MOE3/IKY 00y4Jaronnxcs;

- KOMaHJIMPOBOYHBIX YIOCTOBEPEHUI paOOTHUKOB CTOPOHHHUX OpraHU3aIHi;

- y4eTa KOUPYEMBIX U TUPAKUPYEMBIX TOKYMEHTOB.

3a enuHULly YydeTa KOJIMYECTBAa JOKYMEHTOB IPUHHUMAETCS JK3EMIUIIP JIOKYMEHTa
(MOMJIMHHUK WM KOMUS, €CIM O5TO EJUHCTBEHHBIH OSK3eMIULIP JOKYMEHTa). OK3EMIUIPHI
JIOKYMEHTa, II0JlyyaéMble B pE3yJbTaTe KONUPOBAaHUS WM TUPAKUPOBAHUS [OKYMEHTa, B
o0BbemMe IOKyMEeHTO000pOTa HE YUUTHIBAIOTCS.

VY4er KOmMpyeMbIX M THPaKUPYEMbIX JOKYMEHTOB YIPABJICHUEM J€JaMH BEIETCS
OTZIEJIbHO IO YYETHBIM JAHHBIM B )KypHaje ydeTa KOIHUPYEMbIX JOKYMEHTOB JUJISl ONpPEIEICHUs
3arpy3Ku TEXHUYECKUX CPEICTB, pacyeTa MOTPEOHOCTH B HOBOM 00OPYAOBaHHH.

[Ipu ydere ucxoasmux JOKYMEHTOB COIPOBOAMTENIBHOE MUCbMO M IPUIIATa€MbIE K HEMY
JIOKYMEHTBI IPUHUMAIOTCS 33 OJJUH JOKYMEHT.

12. TOKYMEHTAJIBHBIA ®OHJ NHCTUTYTA

12.1. Pazpa6oTka U BeJeHHEe HOMEHKJIATYPBI A€

Homenknarypa nen — cucTeMaTHU3MPOBAHHBIN IME€peUeHb 3arojIOBKOB (HAMMEHOBaHUM)
Jiell, 3aBOJUMBIX B MHCTHTYTE, C YKa3aHHEM CpPOKOB HUX XpaHEHHs, O(OPMIECHHBIH B
YCTaHOBJIEHHOM HOPSIKE.

Howmenknarypa fen ucnosnb3yercs Ui TpyIIUPOBKY UCIOIHEHHBIX JOKYMEHTOB B JIeNa,
CUCTEMATH3allMM M y4yeTa Jell, ONPEJCNICHUs CPOKOB UX XpaHEHHUs M IIOHUCKA JIOKYMEHTOB.
Homenknatypa nen sBISeTCS OCHOBOM JJsi COCTaBJIEHHUS ONUCEH Jie1 HOCTOSHHOIO U
BpeMeHHOro (cBbimie 10 neT) XxpaHeHus, a Takxke Jjs ydera jaen BpemeHHoro (mo 10 et
BKJIIOUMTENIBHO) XPAaHEHHUS.

Homenknarypa pen sBisieTcss OCHOBOW (DOpPMHUpPOBaHHS JTOKyMEHTaIbHOTO (hoHIa
UHCTUTYTA. JJoOKyMeHTanbHbIN (POHJ MHCTUTYTa — COBOKYIHOCTb JIOKYyMEHTOB, 00pa3yIOLINXCs B
IIPOLIECCE €ro JAEATEIbHOCTU. JlOKyMEHTaabHBIH (POHJ MHCTUTYTA COCTaBISAIOT JOKYMEHTHI,
CO3/1aHHBIE B UHCTUTYTE U IIOJYyYEHHBIE UM B PE3YJIBTATE B3AUMOACUCTBHS C IPYTMMH OpraHaMu
yIpaBieHUs, OPraHU3alMsIMH U Tpaxk1aHaMu. OTBETCTBEHHOCTh 3a COCTaBICHHE HOMEHKJIATYpPbI
JIeNl CTPYKTYPHBIX MOApa3eNeHH, Topsiok GopMUpOBaHUS U 0GOpMIIEHUS JieNl, o0ecTieyeHus
UX YydeTa M COXpPaHHOCTH, OpraHM3alus Nepefauyd Jiel B apXuUB HHCTUTYTa JIEKUT Ha
PYKOBOAMTEIAX CTPYKTYPHBIX ITOAPA3IEICHUN.

Homenxknarypa nen coctaBisercs Ha OCHOBE M3Y4YeHMsI Y cTaBa MHCTUTYTA, MOJIOKEHUH O
CTPYKTYPHBIX MOAPA3JEICHUAX W JPYTHX JOKYMEHTOB, PEIIAMEHTHUPYIOIUX AEATEIbHOCTD
MHCTUTYTa U TOPSAOK €€ IOKYMEHTUPOBAaHMs, a TAK)Ke HOMEHKJIATYyp JIeN 3a MpeIlIecTBYIONUe
roJibl U TJOKYMEHTOB, 00pa3yromuxcs B AeATeIbHOCTH HHCTUTYTA.

B wuHCTHTYTE COCTaBISIOTCS HOMEHKJIATYphl JI€1 CTPYKTYPHBIX MOJApAa3JeIeHUd Hu
HOMEHKJIaTypa AeJl UHCTUTYTA, UM CBOJHAs HOMEHKJIATypa Jel.

OTBETCTBEHHOCTh 3a COCTABJICHHE CBOJHOM HOMEHKJIATYphl JIeJl MHCTUTYTa BO3JIOXKEHA
Ha CeKpeTapuar.

Homenkinatypa aej CTPYKTYPHOIO moJApa3iejeHHs] COCTaBJseTcsl Pa0OTHHMKOM,
OTBETCTBEHHBIM 32 BeleHHE /IeJONPOM3BOACTBA CTPYKTYPHOIO MOJApAa3JeJeHHs,
COTJIACOBBIBAETCS CO CTPYKTYPHBIMU MOIPa3/IeICHUIMU HHCTUTYTA.

BHoBb co3gaHHOe moApa3sfesieHHe B MeCAYHBIH  CPOK  paspadarbiBaer
HOMEHKJIATYPY AeJI NoApa3ie/ieHus U NMpeIcTaBJisieT ee B ceKpeTapuar.

CBoaHast HOMEHKJIaTypa JeJl UHCTUTYTa COCTaBIISIETCS CEKPETApUaTOM U3 HOMEHKJIATyp
JIeJ1 CTPYKTYPHBIX MO/Ipa3iesieHu .

Homenknarypa npen  HMHCTUTYTa, NOJANMCAaHHAs pPYKOBOJUTENIEM CEKpeTapuarta,
YTBEPXKIAETC PEKTOPOM MHCTUTYTA IOCIIE €€ COTJIacOBaHMs HE MO3/IHee KOHIA TEKYLIEero roaa
Y BBOJAUTCA B JieiicTBHE ¢ | AHBaps ClEeqyIOIIEro roja.

12.2. Tlopsaaok 3anmo/iHeHUs1 rpad HOMEHKJIATYPbI eI

Homenknarypa nen crpykrypHbix noapasnencHuil (IIpmioxkenme Ne 27) u cBoaHas
HOMEHKJIaTypa MHCTHUTYTa cocTaBiseTcs 1o ycrtaHoBiieHHON (opme (IIpusioxkenue Ne 28) u
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onpeneneHHoil cxeme (Ilpuaoxenue Ne 29). B rpade 1 HOMEHKIATYpHI €T TPOCTABIISIOTCS
MHJEKChl KaXIOro Jiela, BKIIOUYEHHOT0 B HOMEHKiIarypy. WHaekc Jena CcOCTOMT U3
YCTaHOBJIEHHOTO B HHCTUTYTE IU(GPOBOrO0 UHAEKCA CTPYKTYPHOIO MOApA3JEICHUs U
NOPSIKOBOTO HOMEpA 3arojioBKa JieJa II0 HOMEHKIAType B Mpelelax CTPYKTYpHOTO
noapazaenenus. MHmekcsl nen o6o3Havarores apadckumu mmudpamu. Hanpumep: 12-05, rae 12 —
KOJl CTPYKTYpHOro mnojpaszieneHus, 05 — NOpsAIKOBBII HOMEp 3arojioBKa Jejla B paszeiie
HOMEHKJIATYpHhI JIe.

B HomeHkiiaType Jen  pEeKOMEHIYETCs COXPaHSTh OJWHAKOBBIC HMHACKCHI IS
OJIHOPOJAHBIX JIe] B NIpelenax pasHbIX CTPYKTYPHBIX MOJApa3fesieHui; i MepexOosaux el
WHJIEKC COXPAHSIETCS.

B rpady 2 HoMeHKIaTyphl 1e1 BKIIOYAIOTCs 3ar0JIOBKH e (TOMOB, 4acTeil).

3aroJ0BOK Jie1a 4YeTKO, B 0000IIEHHOH (popMe OTpakaeT OCHOBHOE CO/IEP)KaHUE U COCTaB
JIOKYMEHTOB JieJIa.

Ecnn neno, BkItouaemMoe B HOMEHKJIATYPY [1€], COCTOMT W3 OJMHAKOBBIX BHUIOB HWIIU
Pa3HOBUAHOCTEH JOKYMEHTOB, B 3arojJIOBKE TaKOTO Jiela yKa3blBaeTCs HAaUMEHOBAHHE BHUIOB
JIOKYMEHTOB, HAIIPUMEp:

[Ipuka3pl MUHHCTEPCTBA 110 OCHOBHOM JIESTEIILHOCTH.

He pexomenayercst ynorped/sitb B 3aroJioBKe j1e/1a HEKOHKpeTHbIe ()OPMYTHPOBKH
("pasuple matepmanbl”, "oOmias mepenucka' W Jp.), a TAKKE BBOJHBIC CJIOBA W CIIOXKHBIC
000pOTHI.

3arooBOK  Jela  COCTOMT W3  DJIEMEHTOB, pacHojiaraéMbIX B CIEAYHomeil
NOCJIEI0BATENbHOCTU: Ha3BaHME BUAA Jeja (Mepenucka, *ypHajl U Jp.) WIK Pa3HOBUIAHOCTU
JOKYMEHTOB (TIPOTOKOJBI, MPHUKa3bl W [p.); Ha3BaHHWE WHCTUTYTa WJIH CTPYKTYPHOTO
nojipas3jielieHust (aBTOp JOKYMEHTA); HA3BaHHE OPraHU3allid, KOTOPOW OYyAyT aapecoBaHBl MU
OT KOTOpOH OYyIyT MONy4YeHbI JOKYMEHTHI (aJpecaT WM KOPPECIOHICHT TOKYMEHTa); KpaTKoe
coJlep’KaHUE JIOKYMEHTOB JleJla; Ha3BaHWE MECTHOCTH (TEppUTOpUH), C KOTOPOH CBS3aHO
coJiep’kaHue JOKYMEHTOB Jiena; qaTa (Iepuo), K KOTOPhIM OTHOCATCS JOKYMEHTHI Jena.

B 3aronoBkax jgen, coaepamux JOKYMEHTHI MO OJHOMY BOIPOCY, HO HE CBSI3aHHBIX
MOCNIEOBATEIbHOCTRIO HCIIONHEHUS, B KauyecTBE BHJA Jela YHNOTpeOssercs TepMHUH
"MOKYMEHTHI", a B KOHIIE 3aroJioBKa B CKOOKaX YKa3bIBAIOTCSI OCHOBHBIE DPA3HOBUIHOCTH
JIOKYMEHTOB, KOTOPBIE JTOJKHBI OBITh CTPYIIIIUPOBAHHKI B JieTie (0030pbl, CBOAKH, CIIPABKH H T.1.),
Harpumep:

JIOKyMEHTBI O PacCMOTPEHHH OOpalieHui rpaxkaaH (0030pbI, CBOJIKH, aHATUTHUECKHE
CIIPABKH).

B 3aronoBkax nen, comepKauux MepenucKy, yKa3blBaeTcs, C KEM M [0 KAKOMY BOIIPOCY
OHa BeJIeTCSl.

B 3aronoBkax gen, coaepxamux MNEPenucKy C OJHOPOJHBIMU KOPPECHOHACHTaMH,
MOCJIEIHNE HE YKa3bIBAIOTCS, a yKa3bIBaeTCs UX O0Iee BUI0OBOE Ha3BaHKE, HATIPUMED:

[lepernmcka c apXWBHBIMU YYPEXKICHUSMHU O KOMIUIEKTOBAaHUM ApXUBHOTO (HoHIA
Poccuiickoit denepannym HayYHO—TEXHUYECKOW IOKYMEHTAIIUEH.

B 3aromoBkax Jnen, coAepikalux MNEpPEenucKy C pPa3HOPOAHBIMH KOPPECHOHACHTaMH,
MOCJICTHUE HE TIEPEUHCIIIOTCS, HAITPUMED:

[Tepernucka 00 opraHu3aliu CEMUHAPOB U COBEIIAHHM 1O BOIIPOCAaM JOKYMEHTHPOBAHUS
YIIPABJIEHYECKON EATEIBHOCTH.

B 3aronoBke aena yka3pIBaeTCsi KOHKPETHBIA KOPPECTIOH/IEHT, €CIU MEePENucKa BEAEeTCs
TOJIBKO C HUM, HallpUMep:

[Teperncka ¢ denepaabHBIM APXUBHBIM ar€HTCTBOM O METOJIMKE paOOTHI C TOKYMEHTAMHU
U miepenaue ux B cocraB ApxuHoro gonna Poccuiickoit deneparum.

[Ipn oOo3HaUYeHHMH B 3aroJIOBKax e aJIMHUHUCTPATUBHO-TEPPUTOPHUATBHBIX €IMHHUII
VUUTBHIBACTCSI CIEAYIOIIEE: €ClIM COAep)KaHUe Jejla KacaeTcsl HECKOJbKUX OJHOPOIHBIX
aJIMUHUCTPATUBHO-TEPPUTOPUATIBHBIX ~€IMHHI], B 3arojOBKE JieJa HE YKa3bIBalOTCA HX
KOHKpETHbIC Ha3BaHUs, a YKa3bIBaeTCs UX 00l1ee BUAOBOE Ha3BaHUE, HAIIPUMeED:
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[Tepenucka ¢ rmaBaMu agMUHUCTpAIi 00JaCTEl O COIMATBHOM 3aIUTEe HACCTICHUS.

Ecnu coneprkanue nena Kacaercsi OHOM aIMUHUCTPATUBHO-TEPPUTOPHATIBHON €AMHUIIBI
(HaceJeHHOro MyHKTa), ee (€ro) Ha3BaHUE yKa3bIBAeTCA B 3ar0JIOBKE Jielia, HalpuMep:

IMepermucka ¢  ¢mwmanom PIAHT/[ (r. Camapa) 00 WCIONB30BAaHUM apXHUBHBIX
JIOKYMEHTOB MPU PEKOHCTPYKIIMHU TEXHUYECKUX OOBEKTOB.

B 3aronoBkax zaen, coaepKalliyx MIAaHOBYIO UM OTYETHYIO JOKYMEHTALMIO, yKa3blBaeTCs
nepuo (KBapTal, rof), Ha (3a) KOTOPBIH COCTABJICHBI IIJIaHbI (OTYETHI), HAIPUMED:

l'omoBele  OTYETHI ~AIMHHHCTPATUBHO-XO3AWCTBEHHOTO  YHIpaBieHUs o pabote
aBTOTpaHCIOPTA.

Ecnu neno Oyner cocTtosaTh U3 HECKOJIBKMX TOMOB HIIM YacTed, TO COCTaBISETCs OOIIUit
3aroJjI0OBOK JieJia, a 3aTeM IPU HEOOXOAMMOCTH COCTAaBJISIOTCS 3arojIOBKU KaXkJI0ro ToMa (4acTu),
YTOYHSIOLINE COIEP KAaHKE 3aroJIoBKa Jela.

[lopsimox  pacronoxeHus 3arojoBKOB JIe BHYTPH pa3lielioB M IMOAPa3/esoB
HOMEHKJIATYPBI JI€]1 OIPENEISIETCS CTENEHbI0 BAXKHOCTU JOKYMEHTOB, COCTABIISIOUINX J€JIa, U UX
B3aMMOCBA3bI0. B Hauaje pacrmomjararoTcs 3arojIOBKU e, COJEpKaIlMX OpPraHU3allMOHHO—
pPacopsSAUTENbHYIO IOKYMEHTALIUIO.

3arooBKH A€l MOTYT YTOUHSTHCS B mpoliecce GopMUpoBaHUs 1 0HOPMIICHHUS JIEI.

I'padpa 3 HOMEHKIIATYPHI JIE]T 3aMOJIHACTCS [0 OKOHYaHUU KaJeHJapHOTO TO/a.

B rpade 4 ykaspiBaeTcs CpoK XpaHEHHs Jelia, HoMepa CTaTeil Mo MEepevyHIo, a MpH ero
OTCYTCTBUM — [0 THUIOBOM WJIM TPHMEPHOH HOMEHKIAType /el WM COTJIACOBAHHBIA C
®denepalibHBIM apXUBHBIM ar€HTCTBOM CPOK XpaHEHHUSI.

B rpade 5 'llpumewanue" yKaszbIBaIOTCA Ha3BaHHWs IEPEYHEH JTIOKYMEHTOB,
WCIIOJIb30BAHHBIX TPH OINPEACICHUU CPOKOB XpaHEHHs Jell, MPOCTaBISAIOTCS OTMETKH O
3aBeICHUU JAeN (B TOM 4YHCIIe B 3JEKTPOHHOM BHJE), O MEpeXOJAIIuX naenax (Hampumep,
nepexozsuee ¢ 2009 roga), o BbIJIENEHUH Jiell K YHUUYTOXKEHHUIO, O JIMLAX, OTBETCTBEHHBIX 32
dbopmupoBaHue Je.

Ecim B TeyeHMe roga B CTPYKTYPHOM MOApa3iejeHUH BO3HHUKAIOT HOBbIE
JAOKYMEHTHPOBAHHbIE YYACTKH PadoThl, HA HUX (POPMHPYIOTCH COOTBETCTBYIOIIME /€A,
OHH JONOJHHUTEJbHO BHOCATCA B HOMEHKJATYypy. /11 BHOBb 3aBOAMMBIX €] B KAKIOM
pasjesie HOMEHKJIATYPbI OCTABJISIIOTCS pe3epBHbIe HOMepa.

Ilo oxkoH4YaHHMM ToJa B KOHIIE HOMEHKJIATyphl JeN JelaeTcsi WTOroBas 3alucCh O
KOJIMYECTBE 3aBEJICHHBIX JIeT (TOMOB).

12.3. ®opmupoBaHue JeJ U UX TeKyllee XpaHeHHe

dopmupoBaHUe JIEN — TPYNIUPOBKA UCTIOTHEHHBIX IOKYMEHTOB B JieJla B COOTBETCTBHH C
HOMEHKJIaTypO JieJ1 U CUCTeMaTH3aI|sl JOKYMEHTOB BHYTpPH JejIa.

[Mpuatun  popmMupoBaHUsT JA€N: IICHTPAJM30BaHHOE — B  YIPABICHUH JIEJIaMHU;
JICIIEHTPAJIM30BAHHOE — B CTPYKTYPHBIX TMOJPa3leiCHUAX TEKYLIEro XpaHeHHs Jen M
MOCTOSTHHOTO XPAHEHHUs COTJIACHO HOMEHKJIAType /1€ CTPYKTYPHOTO MOIpa3/IesIeHuUs.

IIpu dopmupoBaHHUU J€1 B CTPYKTYPHBIX MOJpPA3/EIECHUSAX HHCTUTYTa HEOOXOIUMO
coOnrofaTh  clenylollMe TpaBWja: IMOMeHarb B JEN0  HUCHOJHEHHbIE JOKYMEHTHI,
COOTBETCTBYIOIIHME [0 CBOEMY COJIEP)KaHUIO 3ar0JIOBKY JieJia 10 HOMEHKIIATYpeE;

MTOMEIaTh BMECTE BCE JOKYMEHTBI, OTHOCALIUECS K Pa3pelIeHHIO OJJHOTO BOIIPOCA;

MOMENIATh MPUII0KEHUS BMECTE C OCHOBHBIMH JIOKYMEHTAMU;

IpyNNUpoBaTh B €0 JOKYMEHTBl OJHOTO KaJIEHJApPHOTO Toja, 3a HCKJIIOYEHHEM
nepexoAsuX Ae;

pa3fenbHO TPYNIUPOBaTH B JeNla JOKYMEHTHI TIOCTOSHHOTO W BPEMEHHBIX CpPOKOB
XpaHEHUS;

BKJIIOYATH B JIEJIO 110 OJJHOMY 3K3EMIUISIPY KaXKJI0TO TOKYMEHTA;

noMeniate B Jena  (akcorpaMMbl, TeJerpamMMbl, Tene(oHOrpaMMbl Ha  OOLIMX
OCHOBAHUSX;

MOMENIaTh B JENO0 JOKYMEHT, MPABWJIBHO M MOJHOCTHIO O(OPMICHHBIA (JIOKyMEHT
JOJI’KEH UMETh JaTy, MOAMUCH U Jp. PEKBU3UTHI);
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HE TOMEIIATh B JEJIO0 JOKYMEHTHI, IMOJIEKAIIUE BO3BpaTy, JIMIIHHUE 3K3EMIULIPBI U
YEPHOBUKH (32 UCKITFOYEHUEM 0CO00 IIEHHBIX );

mo o0beMy JIeJI0 He JOJDKHO mpeBblmarh 250 JHUCTOB, MpU TOJNIIMHE HE Oosiee 4 cMm
(TommmHa Aen co cpokamu XpaHenuss A0 10 ner He nomkHa npessimate 10 cm). [lpum
MPEBBIIICHUH TaHHOTO 00beMa 3aBOJIUTCS BTOPoil ToM. [Ipu Hamuuuu B J1ene HECKOJIbKUX TOMOB
(yacTeil) MHIEKC M 3arojIOBOK JieJla MPOCTaBISIOTCS HAa KaXIAOM TOME C J100aBICHHUEM
o6o3nauenwmii: "T. 1", "T. 2" u 1.1.

JIOKyMEHTBI BHYTpU J€Jla paclioylaratoTcsl CBEPXY BHM3 B XPOHOJIOIMUYECKOM, BOIIPOCHO-
JIOTUYECKOM MTOCIIEI0BATEIbHOCTH WA UX COYETAHUU.

PacniopsiiuTenbHble JOKYMEHTBI TPYNIUPYIOTCS B J€ja 0 BHJAM M XPOHOJOTHHU C
OTHOCSIIIIUMUCS K HUM MPUIIOKEHUSIMH.

B oTnenbHbIe ena Mo XpoOHOJIOTHH, B 3aBUCUMOCTH OT BUIa JOKYMEHTOB, (POPMHUPYIOTCS
KONUU TPUHATHIX (eaepalbHbIX 3aKOHOB, akToB lIpesuaenrta Poccuiickoit denepannu, akToB
IIpaBurenscTtBa Poccuiickoii @Penepanvu M BBIIHUCKM M3 COOTBETCTBYIOLIMX IPOTOKOJIOB
3acenanuii [IpaBurensctBa Poccuiickoit @enepannu unu ero [lpesnanyma.

JIOKYMEHTBI KOJUJIETHi IpyHIUPYIOTCS B J1Ba Ji€a: a) MPOTOKOJIbl U PEILEHUs KOJJIETUH;
0) TOKYMEHTHI K 3aCe/IlaHUsIM KOJUICTHH.

[IpoTokoJibl B Jieje pacrnosaramTcs B XpOHOJOTHYECKOM MOPSAIKE [0 HOMEPAM.

JIOKyMEHTBI K 3aceJaHUsIM IPYIIIUPYIOTCS B OTAEIBHOE J€J10, TaK e, KaK 1 MPUIT0KEHHS
K MPOTOKOJIaM, €CJI OHU CO/iepKaT Oojiee 25 cTpaHuil.

JIOKyMeHTbl K HpPOTOKOJAaM, €CJId OHMU CIrPYNIIMpPOBaHbl B OTHAEJbHBIE JIENa,
CUCTEMATHU3UPYIOTCS BHYTPH Jiejia 110 HOMEpaM IPOTOKOJIOB.

[TonoxeHnus, ycraBpl, UHCTPYKLUHU, YTBEPKICHHbIE PACIIOPSIUTEIbHBIMU JOKYMEHTAMH,
SIBJISIFOTCSL IPUJIOKEHUSMH K HUM U TPYIIIUPYIOTCS BMECTE C YKAa3aHHBIMU JJOKYMEHTaMHU.

[Ipuka3zpl MO OCHOBHOW JESATENBHOCTH, JTUYHOMY COCTaBy OOYYArOMIMXCS, JHUYHOMY
COCTaBY pabOTHUKOB IPYIIUPYIOTCS OTIENIBHO.

[Ipu dopMupoBaHUY MPHUKA30B MO JIUYHOMY COCTaBY (HOPMHUPYIOTCS B OTHEIbHBIC Jena
IpHUKa3bl MO JMYHOMY COCTaBy II0 pa3IM4YHbIM BOIIPOCAaM, B COOTBETCTBUU CO CpPOKaMU
xpaHeHus. Hampumep, mpHuKassl O TpHEMe, NEpeMEeIeHHH, YBOJIbHEHUU pPabOTHUKOB
(bopMUPYIOTCS OTIIENBHO OT MIPUKA30B MO IPYTUM BOIIpocaM (KOMaHIUPOBKaM U T.J1.).

VYTBepkAEHHBbIE IJIaHbl, OTYETHI, CMETHI, JIMMUTHI, THUTYJIbHBIE CIHUCKH W JpYyrue
JIOKYMEHTHI TPYIIUPYIOTCS OTACIBHO OT X MTPOEKTOB.

JIOKyMEHTBI B IMYHBIX J€JIaX PACIOIATatOTCs MO MEPE UX MOCTYIICHUS.

OOpamienust (IpeyIoKEHUs], 3asBICHUS W JKaloObl) TpakJaH IO BOIPOCaM padOThI
WHCTUTYTA, €ro MOJPA3JCICHU M BCE JOKYMEHTBI MO WX PACCMOTPEHUIO U HCIOJIHEHHIO
IPYNIHUPYIOTCS OTAENIBHO OT 3asBJIEHUH IpakJaH 10 JIUYHBIM BOIIPOCAM.

[lepenucka rpynmnupyercsi, Kak MpaBWIo, 3a NEPUOJ KaJeHIApHOrOo Toja |
CUCTEMATHU3UPYETCS B XPOHOJIIOTUYECKOM MOCIIeI0BATENbHOCTU: JOKYMEHT-0TBET ITOMEIIAeTCs 3a
JIOKYMEHTOM-3arpocoM. IIpu BO30OHOBIEHHUHM MEPENUCKH 10 ONpPEAEICHHOMY BOIPOCY,
HayaBIIEHCS B NPEIbIIYIIEM TOJy, IJOKYMEHTHl BKIIOYAIOTCS B JI€JI0 TEKYIIEro roja cC
yKa3aHUEM MHJEKCa Jieja MPeblayIero roja.

Jlena co nHS MX 3aBeAE€HMs 1O MepeAayd B apXWB HMHCTUTYTa WM HAa YHUYTOXXCHHE
XPaHATCA MO0 MECTy UX (OPMUPOBaHUS (B CTPYKTYPHBIX MOJPA3ICICHHSIX).

Jlena cuuTaroTcsl 3aBEJCHHBIMU C MOMEHTa BKJIIOUYEHHS B HUX IEPBOr0 MCIOJIHEHHOIO
nokyMmeHTa. [locne ucroiHeHus TOKYMEHTOB U OKOHYAaHHs paOOThl ¢ HUMU OHH MOMEIIAIOTCS
(mommmBaroTCs) i1 obecrniedueHnust GU3NIECKON COXPAHHOCTU B TBEPbIE OOJOKKH WM TAIKH-
PETUCTPATOPHI.

B kax1oM CTpyKTypHOM NOJpa3fiefIeHuU BBIAEISIOTCS PaOOTHUKH, OTBETCTBEHHBIE 3a
COXPAHHOCTh JOKYMEHTOB M ()OPMUPOBAHUE UX B Jena (KaK MPaBHIIO, 3TO JIUIA, OTBETCTBCHHBIE
3a JIeJONpPOU3BOJCTBO, HAa3HAUEHHBIE MPUKA30M peKTopa). PykoBoauTenu moapasfesieHuil u
yKa3aHHbIE paOOTHUKH 00ECIIEYNBAIOT COXPAHHOCTh JOKYMEHTOB U JIEI.
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Jliia obecrieyeHns] COXPaHHOCTH M y4eTa JTOKYMEHTOB M JIeJ, IOCTyNa K HUM MPOBOAUTCS
KOMIUIEKC paboT:

CO3/IaHH€ ONTUMAJIBHBIX TEXHUYECKUX ((DU3UYECKUX) YCIOBUN XpaHEHUS JTOKYMEHTOB U
ACT;

pa3MelieHue Je;

IMPOBCpPKa HAJINYIHA U COCTOAHUA JOKYMCHTOB U JICJI;

coOJII0ICHNE TTOPSAIKA BbIIAYH JIE.

Jlena pasmemiaioT B pabodnx KOMHATaX WM CICIHAILHO OTBEACHHBIX JJIS ATOW IeNn
MOMEIIEHUAX B 3amuparoniuecs: mkadol, ceiidpl U T.I., 4TOOBI 00ECIIEUYUTh UX COXPAHHOCThH U
3alIUTy OT BO3HCﬁCTBHﬁ IObIJIM 1 COJIHCYHOI'O CBCTA.

Jllena B mkadax ajis UX ydeTra M OBICTPOro MOKMCKA PAcHoOJaraloTcs BEPTHKAIbHO,
KOpEIIKaMUd HapyXy U B COOTBETCTBHMU C HOMEHKiarypou naen. Ha kopemikax o0yoxexk aen
YKa3bIBAIOTCA WHACKCHI MO HOMEHKJIaType nein. HomeHkiarypa Aen WM BbINHCKa U3 HeEe
MOMEIAeTCsl Ha BHYTPEHHEHW CTOpPOHE mIKada.

[Ipu nmoucke kakoro-mud0 JOKYMEHTa BHAayYale ClieyeT HalTHU HYXKHbBIN 3aroJIOBOK Jena,
a 3aTeM I10 UHJEKCY JieJla — COOTBETCTBYIOIIYIO AIIKY HA IMOJIKE.

Jlena nOKyMEHTaNbHOTO (POHIA MHCTUTYTA, HAXOMAAIIUECS Ha TEKYIIEM XpaHEHHH,
nojsiexxar ydery. Ilepumommuecku, Kak TpaBWiIo, Meped INepenayeil B apXUB HWHCTUTYTA,
MPOBOAMUTCS MPOBEPKA HAIMYUS U COCTOSIHHMSI JOKYMEHTOB M JIel1 B ILENSAX YCTaHOBICHHS
@aKTqucxoro HaJIM4dug ACJI U COOTBCTCTBUA UX KOJIHUYCCTBY, YHUCIIAIICMYCS IO HOMCHKIIATYpPE
hi(S)

IlpoBepka HaJIM4YMsl W COCTOAHMS JOKYMEHTOB M JeJ TMPOBOAUTCA MNPH
nepeMelieHMd JeJ, NPH BO3BpaTe /e, NPU CMEHEe PYKOBOJAUTENAS CTPYKTYPHOIO
nojpasjaejieHusi, NP PeOPraHU3aNuM U JUKBUAANUN HUHCTUTYTA WJIH €ro CTPYKTYPHOIO
noApa3aeJieHusl.

IIpoBepka HaAIM4YHUA TNPOBOAUTCH IMYTEM CBEPKH CTaTell HOMEHKJIATYPHI e ¢
OnmMCaHueM e Ha o00/10%kke, a (u3HYecKOe COCTOSTHHE JeJ1 ompeaeasieTcs myreM HX
BHU3YaJIbHOT0 TmpocMoTpa. Bce oOHapy:keHHble HenoCcTATKH (QUKCHPYIOTCS B aKTe
NMPOBEPKH HAJIMYMSA U COCTOSTHUS JeJI.

B cayuae yrpaTbl 10KYMEHTOB M [eJl POBOAMTCS Ciy:Ke0HOe pacciieiloBaHHe, 10
pe3yabraram kKoTtoporo opopmusiercsi akt (Ilpuminoxxkenue Ne 17), m Junmo, BUHOBHOE B
yTpare, HeceT JMCUMILIMHAPHYI0 OTBETCTBEHHOCTH B YCTAHOBJIEHHOM MOPSI/IKe.

Boigaua nen gpyrum noapasaesieHusiM TPOU3BOAUTCS C Pa3pellieHHs] PeKTOpa UHCTUTYTA.
Brimaua nen paboTHHMKaM ToApa3AeNieHui it pabOThl OCYIIECTBISIETCS TOJA pacnucky. Ha
BBIJJAHHOE J€JIO 3aBOAUTCS KapTa-3aMeCTUTENb, IOMENIaeMasi Ha MECTO BBIJAHHOTO niena. B Hel
YKa3bIBAa€TCs CTPYKTYpPHOE MOJIpa3iesieHue, HHEKC Jiefa, 1aTa ero BhlJauM, KOMY JeJI0 BbIJIaHO,
JaTa €ro BO3BpAIICHHS, MPeIyCMaTPUBAIOTCS Tpadbl IS PACMHUCOK B IMOJYYCHUU W TIPHUEME
nena.

Jlena  BBIIAIOTCS BO  BPEMEHHOE  TIOJIb30BAaHUE  COTPYAHMKAM  CTPYKTYPHBIX
MoJipa3/ielieHni Ha CpOK He OoJiee 0THOTr0 Mecsa ¢ pa3pelieHus pekropa (IpopeKTopa) U rnocie
€ro MCTEUYEHUs MOAJIEkKAT BO3BPATY.

J%0508091 roCyaapCTBEHHBIM OpraHaM W OpraHu3anugaM J€ja BBIJAIOTCA Ha OCHOBAHHU HX
MUCbMEHHBIX 3alpOCOB C pa3pelIeHUs PEKTOpa HWHCTUTYTa WM TOMOIIHUKA PEKTOpa,
KYpHUPYIOILIEr0 BOIPOCHI JEIONPOU3BOJICTBA, 10 AKTaM.

Ecan otnenbHblE TOKYMEHTHI, YK€ BKJIIOUEHHBIE B JEJI0, HaXOSIIEecs Ha TEKYIIEeM
XPaHEHUHU B CTPYKTYPHOM IO/Ipa3JIeII€HUH, BPEMEHHO TPEOYIOTCSI COTPYIHUKY, OHU MOTYT OBbITh
BBIIaHBI W3 Jella OTBETCTBEHHBIM 3a (OpPMHUpPOBAHHE W XpaHEHHWE JeN, a Ha HX MEeCTO
BKJIQJIbIBAETCSl JIMCT-3aMECTUTENb, C YKa3aHMEM — KOrjJa, KOMy M Ha Kakol CpOK BblIaH
JOKYMEHT.

W3batve JOKYMEHTOB U3 JeJl MOCTOSHHOTO XPAaHEHHUS JOMYCKaeTCsl B MCKIIOYUTENbHBIX
Cly4asix ¥ TPOU3BOAMTCS C pa3pelieHUs PEKTOpa 3aBEPEHHOM KOIMUU JOKYMEHTa U akTa o
MPUYMHAX BbIAAYN MOJTMHHHKA.
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12.4. IloaroroBka J0KYMEHTOB M [IeJI K NepeJadye HA apXMBHOE XPaHeHHUe

JUia opraHu3aluy M IPOBENEHUS HKCIEPTU3bl LEHHOCTU JOKYMEHTOB B MHCTUTYTE
CO3/1aeTcs MOCTOSIHHO JCUCTBYIONIAsl [IEHTpallbHas dKcrepTHas komuccus (nanee — HOK) u, npu
HEOOXOJUMOCTH, SKCIIEPTHbIE KOMHUCCHUM B CTPYKTYPHbIX NojpazfeneHusax (mamee — OK),
JICHCTBYIOIIME HA OCHOBAaHUU TIOJIOXKEHUH, YTBEPKAAEMBIX, COOTBETCTBEHHO, PEKTOPOM.

OkcnepTuza IIEHHOCTHM  JOKYMEHTOB IIOCTOSSHHOTO M BpPEMEHHOIO0  XpaHEHUs
OCYIIECTBIISIETCS €XKErOoJIHO B CTPYKTYPHBIX MOJpPA3ACICHUSIX WHCTUTYTa pabOTHUKAMH,
OTBETCTBEHHBIMHU 32 BEICHUE JEJIONPOU3BOICTBA.

[Ipy mpoBeneHUU SKCHIEPTH3bl LEHHOCTU JOKYMEHTOB OCYILECTBISETCS OTOOp el
MOCTOSIHHOTO U BpeMeHHOTro (cBhiie 10 JieT) XpaHeHus Ui NepeAadyd B apXWUB HHCTUTYTA,
oTOOp el ¢ BpeMEHHBIMU cpokamu xpaHeHus (mo 10 netr) m ¢ momerkod "J/[o MMHOBaHUSA
Ha00HOCTH", TMOJUIekKAIUX JalbHEHIIEMY XpPAaHEHHIO B CTPYKTYPHBIX IOJpa3ieiCHUAX, a
TaK)X€ BBIICJICHUE K YHUUTOXEHHUIO J€J 3a NPEIbIAYLIHME TOJbl, CPOKM XPaHEHUS KOTOPBIX
UCTEKIIH.

OT6op MHOKYMEHTOB Ui TIOCTOSIHHOIO XpaHEeHHsl MPOBOAMTCS Ha OCHOBaHUU
3aKOHOJATENIbHBIX U MHBIX HOPMAaTHBHBIX IIPABOBBIX akTOB Poccuiickoit denepanuu, nepeuHen
JIOKYMEHTOB C YKa3aHUEM CPOKOB UX XPAaHEHHUS U HOMEHKJIATYPbI J€J1 UHCTUTYTA.

[lo pesynpTaTam »SKCIEpPTU3bl LEHHOCTU JOKYMEHTOB COCTABIISIFOTCSI ONMCH Jell
MOCTOSTHHOTO, BpeMeHHoro (cBhimie 10 5eT) XpaHeHHus, a TakkKe aKThl O BBIICICHUU Jed K
yanutoxenuto (Ilpuioxkenue Ne 14), (Ilpunoxenune Ne 15).

1o 3aBepieHnH J€I0NPOU3BOICTBEHHOTO ro/ia U M0 Pe3ysbTaTaM 3KCIEPTU3bl LEHHOCTH
JIOKYMEHTOB JIeJla MOoJIeKaT 0(hOPMIIEHUIO B COOTBETCTBUU C IIpaBWJIaMU O(OpMIIeHUs el U
MOATOTOBKH JIeJI K Mepelaye Ha apXuBHOE XpaHeHue B apxuB UHCTUTYTa (Ilpniioxkenune Ne 13),
(ITpusio:kenue Ne 16).

Odopmiienne aen NpoBOAUTCS paOOTHUKAMHU, OTBETCTBEHHBIMH 3a JIEJIONPOU3BOICTBO B
CTPYKTYpPHBIX TOAPA3JENECHUIX, NPU METOAMYECKON MOMOIIM M T0JA KOHTPOJEM apXuBa
WHCTUTYTA.

[TonHoMy ogopMieHHIO MOJUIekKaT Jieja MOCTOSHHOIO M BpeMeHHOro (cBbime 10 jer)
XpaHEHHUs, B TOM YHCIIE JieJla 10 JTUYHOMY COCTaBy, Jena BpeMeHHoro (mo 10 ner) xpaHeHus
MOJJIEKAT YACTUYHOMY O0(hOPMIIEHHUIO.

ITonmHOE oopmieHue aena npexycMaTpuBaeT: ohopMIIeHHE PEKBU3UTOB OOJIOKKH Jea
no ycraHoBieHHO ¢opme (IIpuno:xkenne Ne 12); Hymepanuio JIMCTOB B JIel€ U COCTaBIIEHUE
mucta-3aBeputenst nena (IIpuio:kenme Ne 11); cocraBneHue, B HEOOXOAMMBIX CIydasX,
BHYTPEHHE! ONUCH JIOKyMEHTOB Ji€jia, MOJAIIMBKY M IEperuieT Jieja; BHECEHHE HEOOXOIUMBIX
YTOUYHEHUH B PEKBU3UTHI OOJIOKKH JIell.

BHYTPEHHSAA OITMCH
JIOKYMEHTOB fena N
N HNupekce HMara 3aro/10BOK Homepa IIpumeyanue
n/n JOKYMeHTa AOKYMEHTAa AOKYMEHTAa JIMCTOB JeJ1a
1 2 3 4 5 6
Hroro JIOKYMEHTOB,
(undpamu U IPOIHUCHIO)
KonmnyecTBO  IMCTOB  BHYTPEHHEH  OIHCH (uudppamu  u
IIPOIUCHIO)

12.5. Ilopsiaok cocTaBJieHUsl ONMUCEN eJ1 OCTOSIHHOTO0, BpeMeHHOro (cBbie 10 Jier)
XPaHEeHHUs U 110 JIMYHOMY COCTaBY

B wmHCcTHTYTE B KaXAOM CTPYKTYpPHOM IOAPA3JIEICHUM OIMCH Ha Jejla IOCTOSHHOTO
XPaHEHUsI COCTABIIAIOTCS €KErOJHO I0J METOAMYECKUM PYKOBOJCTBOM apxuBa MHCTUTYTA. Ilo
9TUM OIUCSAM JOKYMEHTBI CAAKOTCS B APXUB UHCTUTYTA.

Onuch mea — apxXuBHBIM CIPABOYHUK, COAEPIKAIIMNA CHCTEMATU3UPOBAHHBIA NEpPEUEHb
€IMHUIL] XPAHEHUs apXUBHOrOo (OHAA, KOJJIEKUUH W IpeJHa3HAuYeHHbIM A8 UX ydera u
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packpbiTusi coiepxanus. OTaenpHas ONUCh TPEACTAaBIsAeT CcOOOM TmepeueHb Jen ¢
CaMOCTOSITENIbHON BajlOBOW (TOPSIAKOBOM) 3aKOHYEHHOW HyMmepauueid. OCHOBOM cocTaBiieHUs
OTHCeH el SBIsIeTCSl HOMEHKIIaTypa Jied. ONnucu COCTaBISIOTCS OTEIbHO Ha JieJia TOCTOSIHHOTO
XpaHeHus; Jena BpeMeHHoro (cBeimie 10 jeT) XpaHeHus; Jena mo Ju4HoMy coctaBy. Ha nmena
BpeMeHHOTO0 (10 10 51eT) XpaHeHHs OMKUCH He COCTaBIISIOTCS.

Onucu e, MOATOTOBICHHBIE CTPYKTYPHBIMH TIOJPA3ACICHUSMU, CIIY>)KaT OCHOBOU IS
MOJTOTOBKU CBOJIHOM OIKUCH €71 HHCTUTYTA.

Onucu nen CTPYKTYPHBIX MOAPA3EICHUN COCTaBISIOTCS MO YCTAHOBJICHHOW (opMe U
MPEJICTABIISIIOTCS B apXUB MHCTUTYTA He MO3/Hee YeM uepe3 TPH roja nocJje 3apeplieHus jaes
B /1JIONIPOU3BOICTBE.

B onucsax nen ykaspiBaeTcsl OJMHOE JeiicTBUTENbHOE (0€3 COKpalleHni) HaMMEHOBaHHE
CTPYKTYPHOTO TMOJApAa3/elIeHUsl, KOTOPOE BEJIO Jejla W 3aKOHYWIO UX JAEJIONPOU3BOACTBO. B
CIIy4asiX, KOr/Ia CTPYKTYpHOE TMOpa3ieliecHHe B T€UeHHE EPUOa, 32 KOTOPBIM BHOCITCS Aelia B
OIKCh, OBUIO MEPEUMEHOBAHO (IIPe0OpPa30BaHO), MO MPEKHUM HAUMEHOBAaHHEM IUIIETCS €ro
HOBOE HAUMEHOBAHUE.

OrnucarenpHas CTaThsi OMUCU JI€NT CTPYKTYPHOTO TOJpa3[eieHUs] UMEET CIEeaYIoIIne
JJIEMEHTHI:

MOPSAIKOBBIN HOMED Jienia (ToMa, YacTH) 110 OIUCH;

HHJIEKC Jiea (ToMa, 4acTH),

3aroJIoBOK Jefia (ToMa, 4acTH);

naTa jena (Toma, 4acTH);

KOJIMYECTBO JIUCTOB B Jese (TOME, YaCTH);

CPOK XpaHeHHus Jena.

[lepen BHeceHHMEM 3arojIOBKOB JIeJl B OMKMCH MPOBEPSETCA KayecTBO (OPMHUPOBAHUS U
odopmieHus nen. B ciayyae oOHapyKeHHs] HApYIICHUN YCTaHOBICHHBIX MPaBUI (HOPMHUPOBAHUS
1 oOpMIIEHUS JIEJ, OHU YCTPAHSIOTCS.

[Ipu cocTaBieHnU OMKCH JeN COOTIOAAOTCS CIEAYIONNe TPeOOBAHUS:

3aroJIOBKHU JIeJl BHOCATCS B OITUCh B COOTBETCTBUU C NMIPHHATON CXEMOW CHCTEMAaTH3AIHN
Ha OCHOBE HOMEHKJIATYPHI JelT;

Ka)KJI0€ JIeJI0 BHOCUTCS B OMHUCH TOJ CAMOCTOSITEIBHBIM MOPSIKOBBIM HOMEPOM (€Ciu
JIEI0 COCTOUT M3 HECKOJIbKHX TOMOB (4YacTeil), TO KaxAbli TOM (4acTb), B TOM 4YHCIIE
c()OpMHUPOBAaHHOE B OTACIBHBIA TOM TIPWUIOKEHHWE K JeNy, BHOCATCS B OIKCH IIOJ
CaMOCTOSITEIbHBIM HOMEPOM);

MOPSIZIOK HyMEepaIluu JIeN B OMKUCH — BaJIOBOM;

MOPSAZIOK TPUCBOCHHSI HOMEPOB OIHUCSAM CTPYKTYPHBIX TOJIpa3feNieHuil yCTaHABINBACTCS
0 COTJIACOBAHUIO C aPXHUBOM;

rpadbl OMUCH 3AMONHSIOTCS B TOYHOM COOTBETCTBHU C TEMH CBEICHHUSMHU, KOTOPBIC
BBIHECEHBI Ha O0JIOKKY JIeNa;

MIPY BHECEHUU B OMUCH MOAPS JIe C OJMHAKOBBIMU 3ar0JOBKaMH MUIIETCS MOJHOCTHIO
3aroJIOBOK TIEPBOTO Jeja, a BCE OCTaIbHbBIE OAHOPOIHBIC Jieja 0003HavaroTcs ciaoBamu "To xe",
IIPHU 3TOM JAPYTye CBEJCHUS O JieJlaX BHOCATCS B OMUCH MOJHOCTHIO (Ha Ka)KJIOM HOBOM JIUCTE
OTIMCH 3aroJIOBOK BOCITPOM3BOIUTCS TTOJTHOCTHIO);

MHOTOTOMHBIE JieJla B OMHCHh BHOCSTCS MO TOPSAKY HOMEPOB TOMOB. B sToM ciydae B
OIIHMCH MTUTIETCS] HANMEHOBAHKE TOJIBKO ITEPBOTO TOMA, 3 HANMEHOBAHHS BCEX OCTALHBIX TOMOB,
€CIM OHU TOMEIICHBl Ha OJHOW cTpaHuie, oOo3Hadatorcs cioBamu "To ke". Ecmu ke
HAaMMEHOBAaHHE MHOTOTOMHOTO JieJla TIEPEXOAWT Ha CICAYIONIMH JHCT, TO HE0OXOJAUMO
3aroJIOBOK Jieia TOBTOPUTH MOTHOCTHIO. [IpM BHECEHHMHM B OMHCH MOCIEIHETO0 TOMa IOCIHe
HOMepa ToMa aobasisercs cioBo "Ilocnennmii".

B onmcu Mexny HaMMEHOBAaHUSMU (3aroJIOBKaMH) €T OCTaBISIETCS] HHTEPBAIl HE MEHEe
1l cm.
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I'pada omucu "Ilpumedanus" ucmonab3yercs sl OTMETOK O TIpUEME eI, OCOOCHHOCTX
X (U3UYECKOTO COCTOSHUS, O Iepenade JAed JIPYTMM CTPYKTYPHBIM MOJpa3/eiCHUsSM CO
CCBIJIKOI Ha COOTBETCTBYIOIIMM aKT, 0 HATMYUU KOIUH U T.1I.

B koHLe omucu Beien 3a MOCHEAHEM ONMMCATENbHOM CTaThEM 3alOHSETCS UTOTrOBas
3aMuch, B KOTOPOM yKa3piBaeTcs (UM(paMu M MPOMHUCHIO) KOJIUYECTBO eI, YUCIALIUXCS IO
OIKCH, TEPBBIA M TMOCIEAHUN HOMEpa JeJ MO OMUCH, a TAKKE OrOBAPHBAIOTCA OCOOCHHOCTH
HyMEpaIuu JIeJ B ONUCH (JJUTEPHbIE U MPOIMYIIEHHBIE HOMEPA).

Onuce Jien CTpyKTYpHOTO NOJpa3zesieHusl MOANMCHIBAETCSI COCTABUTEIEM C YKa3aHHUEM
€ro JOJDKHOCTH, COTJIACOBBIBAETCS C apXMBOM HMHCTUTYTa M YTBEPXKAAETCS PYKOBOJIUTEIIEM
CTPYKTYpHOT0 nojapasieneHus. Onuch ey CTpyKTYpHOTO MOJAPa3/esIeHUsl COCTaBISIETCS B IBYX
9K3EMILIApaxX, OJUH U3 KOTOPBIX MepedaeTcs BMECTe C JieJaMH B apXWB HMHCTUTYTa, a BTOPOU
OCTaeTCsl B KAYECTBE KOHTPOJBHOI'O 3K3EMIUISIPA B CTPYKTYPHOM I1OAPA3IEICHUH.

[To 3aBepiIeHUU AETONPOU3BOACTBEHHOTO TOA U MO Pe3yIbTaTaM dKCIEPTU3BI LIEHHOCTU
JOKYMEHTOB JIeJIa MHCTUTYTA MOJIEKAT 0()OPMIICHUIO B COOTBETCTBHH

¢ nmpaBuamMu o(OpMIICHHS JIe] U MOATOTOBKH eI K Iepe/iaye Ha apXUBHOE XpaHEHHE.

12.6. IlpaBuaa odopmienuss aejJ W NMOATOTOBKM JeJ K Iepelade Ha apXuBHOe
XpaHeHHe

O06105kKa (TUTYJIBHBIN JIMCT) Jiea IOCTOSIHHOTO, BpeMeHHOro (cBoiie 10 jieT) XpaHeHus
U TI0 JJMYHOMY COCTaBy odopmiisercs mo ycraHoBieHHOW ¢gopme. Haamucu Ha oGnoxkkax aen
(TOMOB) clleZlyeT BBINOJHATh YEpHWIAMH, pa30opumBo, 0e3 cokpamieHuil. Eciu Ha 00J0XKKY
HAKJICUBACTCS] TUTYJIbHBIN JTUCT, HU3TOTOBJICHHBIN TUIIOrpad)CKUM ciocoO0M, TO HAIUCH HA HEM
MOYKHO TIe4aTaTh. THUTYIBHBIA JIMCT PEKOMEHIYETCS HAKJIEHBATh C HAKJIAIAKOW Kies Ha BCIO
MOBEPXHOCTH JIUCTA C TEM, YTOOBI IIOJT HUM HE 00Pa30BbIBAJIOCH ITYCTOT.

Ha  oOnoxke fnena  yka3plBalOTCS ~ PEKBU3UTHI:  HAaUMEHOBAHME  HMHCTUTYTa
(ponmoobpazoBaTens) M CTPYKTYpHOTO MOJpAa3/eNeHus, JAeJIONPOU3BOJICTBEHHbI HOMep
(uHAEKC) Jena, 3aroJIOBOK Jiefia; JaTa jenia (ToMma, 4acTH); KOJWYECTBO JINCTOB B JIEJE; CPOK
XpaHEeHUs JieJla U HOMEp CTaThbU MO NEepeuHI0; apXUBHBIN UMD Aena.

PexkBu3uTel, mpocraBisieMble Ha OOJOXKE (TUTYJIBHOM JHCTE) Jena, O(OpMIISIOTCS
CJIEAYIOIIUM 00pa3oM:

HAaMEHOBAaHHE WHCTHUTYTa — YKa3bIBaeTCs IIOJIHOCTBbIO, B MMEHHUTEILHOM TIaJeKe, C
yKa3zaHhueM O(HIHMAIBbHO MPUHATOIO COKPALEHHOTO HAaUMEHOBaHMs, KOTOPOE YKa3bIBaeTCs B
CKOOKax Iocje MOJIHOTO HauMeHoBaHMs. B ciyuasx, Korja B Te4eHHME Tofa, 3a KOTOPBIN
TOTOBATCA JieNla, HMHCTUTYT ObUI IeperMMeHoBaH (IpeoOpa3oBaH) M 3TO HE BBI3BAJIO
BO3HHUKHOBEHHUS HOBOro (pOHI000pa3zoBarensi, Moja CTapblM €ro HauMEHOBAHHWEM MUIIETCS U
HOBOE HaUMEHOBAHMUE;

HAaUMEHOBAHHME CTPYKTYpPHOTO TOJpa3/eleHus] — 3aluChIBAETCS €ro Ha3BaHUE B
COOTBETCTBHUH C YTBEPKICHHOM CTPYKTYPOH;

yVKa3aHHBIM B TIEPEYHE THUIIOBBIX JIOKYMEHTOB WJIH B TIEpeYHEe JIOKyMEHTOB,
00pa3yIoMXCs B JEATEIBHOCTH (pe/iepalbHOr0 OpraHa, ¢ yKa3aHHEM CPOKOB XpaHeHHs (Tpu
BBEJICHUW B JICHCTBHE HOBBIX TMEPEYHEH TOKYMEHTOB CO CPOKaMH XPAaHEHHS CTapble 3alicH
3aYepKUBAIOTCS, @ CBEPXY MWJIM DPSJIOM MHINYTCA HOBBIE JaHHBbIE). Ha aemax MHOCTOSHHOTO
XpaHeHus nuuieTcs: " XpaHUTh MIOCTOSTHHO'.

ApxuBHBIA mudp nena (CoCTOUT U3 HoMepa (GoHAa, HOMEpa ONMCH M HOMepa Jeja 1o
OIKCH) Ha 00JIOKKAX JIeJI TOCTOSTHHOTO XPAaHEHUs IPOCTABIISIETCS B apXUBE

YEepHUJIAMH TOJIBKO IMOCJIE BKJIIOUEHHS 3TUX JIeJl B TOJIOBBIE Pa3Jiesibl CBOJHBIX OIMHCEH,
yrBepxkaeHHbIX DIIK cooTBercTBytomIero (henepaabHOro apxmBa (0 3TOrO OH MPOCTABISAETCS
KapaHJalioMm).

Ha o6noxkax Jgen MOCTOSHHOTO XpaHEHHUs TMPeJyCMaTpUBAaeTCsl MECTO s
HaMMEHOBAHMUS apXHBa, B KOTOPBIA OyAyT nepenaBaTbes Aema.

[To okoHyaHuM roja B HAAMKUCH HAa OOJIOXKKAX e MOCTOSHHOTO U BPEMEHHOTO (CBBIIIE
10 5eT) XpaHEHHs BHOCSTCS YTOUHEHHs: NMPH HECOOTBETCTBUU 3aroJioBKa Jel Ha OOJOXKKe
COJIEP’KaHUIO MOAIIUTHIX IOKYMEHTOB B 3ar0JIOBOK Jiejla BHOCSATCS U3MEHEHUS U IOTIOTHEHHUSI.
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HaumenoBanus ¢oHgooOpa3oBatesis M HOApPA3JeNeHUs, TOA M HOMEp Jeida MOryT
MPOCTaBIATHCS HA 00JI0KKE IITAMIIOM.

IIpaBunbHOCTH O(OpMIIEHUS OOJNOXKKHM Jiela yIOCTOBEpseTCsl IMOANMKCHIO  JIMLIA,
OTBETCTBEHHOT'O 32 BEJCHUE JEJIONIPOU3BOICTBA.

B nemsax oOecneueHHs COXPAaHHOCTM M 3aKpEIUICHUS IOPAIKA PaclOJIOKEHUS
JIOKYMEHTOB, BKJIIOYEHHBIX B JEJ0, BCE €ro JIMCThl, KPOME YHCTBIX, JIMNCTA-3aBEPUTENS U
BHYTPEHHEH ONNMCH, HYMEPYIOTCS B pa3BepHYTOM BHUAe apabckumu nudpamu, BajoBOH
HyMepanueil. YucTbie JUCTB U3 Jena u3bIMatoTcs (0e3 MOBpEXACeHUs LENOCTHOCTU JeNa) U
YHUYTOXAIOTCA. JIMCTBI HyMepyIOTCsl MPOCTBIM KapaHJAIIOM CBEPXY BHU3 B BO3pacTarollieM
HOpsiIKE HOMEPOB, HAYMHAs € MepBOro. LIudpel MpocTaBIsAOTCS B IPaBOM BEPXHEM YTy JIHCTA,
HE 3a/1eBas TEKCTa JIOKyMEHTOB. JINCTBhI BHYTPEHHEH OMMCH HYMEPYIOTCS OTIENIBHO.

JIuct Gonpioro gopmara (popmara A3, A2) pa3BopaunBaeTcs U HyMEpYyeTCsl B MPaBOi
4acTH BepxHero mnois jaucra. Ilpum stom nuct smoboro ¢opmara, NOJMIMTHIA 3a OJUH Kpaif,
HyMepyeTcs KaK OJUH JIMCT; a JIUCT, CJOXKEHHBIM W MOJIIMTHIA 3a CEpeAMHY, MOJICKUT
HepelInBKe U HyMEepyeTcsl KaKk OJIUH JIUCT.

JIuct ¢ Haryxo HaKJI€eHHBIMHU JOKyMeHTaMu ((pororpadusimu, BbIpe3KaMH, BHIITHUCKaAMU
U JIp.) HyMepyeTcsl KaK OJMH JIUCT, B HIDKHEH 4acTH WM Ha 000pOTe TAaKOro JICTA JENaeTcs
OIMCh HAKJIEEHHBIX Ha HEro JOKYMEHTOB. Bo BHyTpeHHel! onucH U B 3aBEpUTEIIbHON HAANNCHU B
KOHIIE Jejla O TakuxX JMcTax jenaercss oroBopka. Hampumep: "Ha nmcre 6 Hakieeno 5
¢dortorpaduii corimacHo onucu Ha 06opoTe nucra'.

KapTbl u cxembl, CKiIeeHHbIE U3 HECKOJIBKUX JHMCTOB, HyMEpYIOTCs Kak oauH jucT. Ha
TaKUX JINCTaX Ha 000POTE WM CBOOOJHOM OT TEKCTAa MECTE YKa3bIBAETCSI KOJIMYECTBO JIMCTOB B
ckielike. Bo BHyTpeHHell onucu U B 3aBepUTENbHOM HAANMCH B KOHIE JleJla O TaKUX JIMCTax
nenaetcst oroBopka. Hanpumep: "JIuct 7 — kapTa-ckieiika u3 10 iucros".

Ecnu x 10KyMeHTY (JIUCTY) MOJKJIEEHbl OJHUM KpaeM JApYyrue IOKYMEHTbI (BCTaBKU
TEKCTa, MEpPEeBOJIbl, BBIPE3KH, CIPAaBKU U JIp.), TO KaXAbIH TOKYMEHT HYMEpPYETCsl OTIEIbHO,
OUYEpEIHBIM NOPSAIKOBBIM HOMEPOM. [loAmnThIe B 1€710 KOHBEPTHI C BIOKEHUSMU HYMEPYIOTCS:
BHayajle KOHBEPT, a 3aTEM OUYEpPEIHbIM HOMEpPOM KaKJo€ BJOXeHHe B KoHBepTe. Hambomee
[ICHHbIE B UCTOPUYECKOM M XYA0)KECTBEHHOM OTHOIIEHUM JIOKYMEHTBHI (YepTeXH, PYKOIHCH,
rpaduka u T.1.) HE MOAIINBAIOTCS, @ BKJIAAbIBAIOTCA B KOHBEPTHI.

Ecnu B Hymepauuu JUCTOB JIONMYIEHO MHOTO OHIMOOK, BCE JEJI0 HyMEpyeTcs 3aHOBO.
IIpu 5TOM CTapble HOMEpa 3a4€pKUBAIOTCA OJJHOM HAKJIIOHHOM 4epTOH, U PSAAOM CTABUTCS HOBBIN
HOMeEp JIMCTa. B KOHIlE Jena cocTaBisieTcsl HOBasl 3aBEPUTENbHAs HAAINUCH, IIPU ATOM CTapas
3aBepUTeNIbHAsI HAANNUCH 3a4EPKUBAETCS, HO COXPAHSETCS B JIENe; BHOCSITCS TaKKe MCIPABICHUS
BO BHYTPEHHIOIO OIHUCH, WM OMKCh COCTABIIAETCS 3aHOBO.

[Ipn Hamuuuu OTNENBHBIX OMIMOOK B HyMEpAllMM JHUCTOB B JeflaX MPHU MOATOTOBKE HX K
c/laye B apXUB JOMYCKAETCs MO COTJIAaCOBAaHHIO C HUM YNOTpeOIeHne IUTEPHBIX (C OYKBEHHBIMU
JIOTIOJTHEHUSIMU ) HOMEPOB JIUCTOB.

ITocne 3aBepiieHNsT HyMepalK JUCTOB COCTABISETCS 3aBEPUTEIbHAS HAIUCh, KOTOpas
pacrionaraeTcsi B KOHIE Jiesia. 3aBepuUTebHAas HaJIUCh COCTABISETCS B Jielie Ha OTAEIbHOM
JucTe-3aBepuTene naena. B Hell nudpamMu M NpoNmMCHIO yKa3bIBaeTCs KOJMYECTBO JIUCTOB B
JAHHOM JieJie, OTMEUaloTCd OCOOCHHOCTH OTHAEIbHBIX JTOKYMEHTOB (uepTexu, (oTtorpaduu,
PUCYHKH U Jp.) U (U3NYECKOTO COCTOSHHS JTOKYMEHTOB (IIOMapKu, HEpa30OpUYMBBIA TEKCT,
MOPBaHHBIE JTUCTHI U JIP.).

3aBepHTeIbHAS HAMKUCH MOJAMUCHIBAETCS €€ COCTABUTENIEM C yKa3aHMEM pacUIM(ppOBKU
MOJIMUCH, JTOJDKHOCTH M JaThl cocTaBieHHs. KoiamdecTBO JTMCTOB B Jielie MPOCTaBISIETCA Ha
00JI0KKe J1esla B COOTBETCTBUHU C 3aBEPUTENLHON HAIUCHIO.

Jlist ydera JOKyMEHTOB OIPEJIEIEHHBIX KaTErOpUil MOCTOSSHHOI'O M BPEMEHHOTO (CBBIILIE
10 ner) xpaHeHHs, y4eT KOTOPBIX BBI3BIBACTCS CIELU(PHUKONW NaHHOW TOKyMeHTauuu (0cobo
LICHHbIE, JIMYHBIE JIeNa, JieNa ¢ JOKYMEHTaMH OrPaHMYE€HHOrO JOCTYyNa U JAp.), COCTaBIISIETCS
BHYTPEHHSS ONMCh JOKYMEHTOB Jieja.
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BHyTpeHHAs omnMch JOKYMEHTOB [€Jla COCTaBJIAETCS Takke Ha OOBEMHBbIE Jerna
IOCTOSIHHOTO W BpeMeHHoro (cBpime 10 5eT) XpaHeHus, eciu OHH C(HOPMHUPOBAHBI TIO
Pa3sHOBUIHOCTSM JOKYMEHTOB, 3ar0OJOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEpiKaHME
JOKYMEHTOB, C IEJIbI0 y4yera W Oojee OBICTPOrO HAaXOXKICHUS JIOKYMEHTOB B jene. Bo
BHYTPEHHIOIO OIHUCh, IOMUMO JIOKYMEHTOB, MOJIIUTBHIX B J€JI0, TOJDKHBI ObITh BHECEHBI U BCE
IIPWJIOKEHUS, OTHOCSIIHUECS K HEMY.

JIucTel BHYTpEHHEH OIUCH MOALIMBAIOTCA B Hauyane jaena. Eciu geno neperuieTeHo win
noamuTo 0e3 OJlaHKa BHYTPEHHEH OINUCH JOKYMEHTOB, TO COCTaBJICHHAs IO YCTaHOBJIEHHOU
(dopme onuch NOJKIEUBACTCS 32 BEPXHUH Kpall K BHYTPEHHEW CTOPOHE JIMLIEBOM 00JI0KKHU JAea.

BHyTpeHHs1 onucCh JOKYMEHTOB JIela COCTaBJISIETCd Ha OTAEIbHOM JIMCTE IO
YCTAHOBJICHHOH (opMe, KOTOpasi COAEPKUT CBEACHHS O IMOPAJKOBBIX HOMEpax IOKYMEHTOB
Jiena, UX MHJAEKcaX, Jarax, 3arojloBKax M HOMeEpax JHMCTOB Jejla, Ha KOTOPBIX pPacIOyIOKEH
Kax/plii JokyMeHT. K BHyTpeHHEell OnmucH JOKYMEHTOB Jiejla COCTaBIISIeTCs UTOroBas 3aluch, B
KOTOpPOM yKa3pIBaeTcsd LU(PpaMU U IPONUCHIO KOJIMYECTBO BKIIIOUEHHBIX B HEE JTIOKYMEHTOB,
HNPUIIOKEHUH K JIeTy U KOJIMYECTBO JIUCTOB BHYTPEHHEH ONMCH.

[Ipu n3mMeHeHuun coctaBa JOKYMEHTOB Jiefia (U3bATUH, BKIOYEHUH IOKYMEHTOB, 3aMEHbI
UX KOIUSMH U JIp.) 3TU U3MEHEHHs OTpa)KaroTcsl BO BHyTpeHHel onucu B rpade "l[Ipumeuyanue”
CO CCBUIKAMH Ha COOTBETCTBYIOIIUE AKTHI, U MIPH HEOOXOAMMOCTH COCTABIISCTCS HOBAsI UTOrOBast
3aIlUCh.

BHyTpeHHs omnuch JOKYMEHTOB Ji€jla IOANMCHIBAETCS COCTABUTEIEM C YKa3aHUEM
pacMppOBKU MOANUCH, JODKHOCTH M JIaThl COCTABJICHMSI OMMCH U INPU HEOOXOIMMOCTH
CKpEIUISAETCS NIeYaThIO.

JIOKyMEHTBI B Jejax MOCTOSIHHOI'O, JA0JIFOBpeMEeHHOro (cBbimie 10 jer) XxpaHeHus U 1O
JMYHOMY COCTaBy IOJIIMBAIOTCS HA YEThIPE IPOKOJIA MPOYHBIMU HUTKAMHU B TBEPIYIO OOJI0KKY
U3 KapTOHA WIM MEpPeIuIeTaloTcsl ¢ y4eTOM BO3MOXKHOCTH CBOOOJHOIO UYTEHHsSI TEKCTa BCEX
JIOKYMEHTOB, J1aT, BU3 U PE30JIIOIUI Ha HUX. TeKCT He JOHKEH MOIXOAUTh K JIMHUU MOAIINBKU
(meperiera) 6iuxe 2 ¢M, a JIMCTHI HE TOJDKHBI BBICTYTATh 3a Kpas o0JNOoXKH. B ciydasx, koraa
TEKCT Ha JOKYMEHTE pacIoJIOKeH OJIM3KO K Kparo JIMCTa, K TaKOMy JIMCTY IOJKJIEHBAETCS
NoJI0CKa OyMaru, 3a KOTOPYIO JOKYMEHT HO/IINBaeTcs (MeperieTaercs) B elo.

VYka3zaHus 0 UCIOJHEHHIO JOKYMEHTA (Pe30JII0LUN) PYKOBOICTBA, BU3bl, COCTABICHHbIE
Ha OTJEJIbHBIX JINCTAX, Pa3MELIAIOTCS Mepell NTOKYMEHTOM, K KOTOPOMY OHHU OTHOCATCS, U B
TaKOM TOpPSAKE MOAIMINBAIOTCS B JIENO.

IIpu noaroroBke naen K MOJIIMBKE (MEpeIvieTy) NpoBepsieTcs NPaBMIBHOCTh HX
dbopMupoBanus, ohopMIICHHS, METAJUTMUECKHE CKperieHHsl (OyIaBKH, CKPETKH) U3 JOKYMEHTOB
YAAJSIOTCA.

B nenax TmMOCTOSHHOTO XpaHEHUS MONJIEKAaT U3BATUIO JYyOJEeTHbIE HK3EMIUISPHI
JTIOKYMEHTOB, YEPHOBUKHU, HEO(OPMIIEHHBIE KOIMUH JOKYMEHTOB M HE OTHOCSIIHECS K BOIPOCY
JIOKYMEHTBI C BpEMEHHBIMU CPOKaMU XpaHEHUSI.

Jlena TOCTOSIHHOTO XpaHEHMs, COCTOSIIIME M3 JOKYMEHTOB OCOOOH HaydyHO—
UCTOPUYECKON, XYHAOKECTBEHHOW M MHOM IIEHHOCTH WJIM HE(POPMATHBIX JIOKYMEHTOB (KapThl,
CXEMBI, IJIaHbl, YePTEeKHU, (POTOCHUMKH U JApYyrue JOKYMEHTHI OoJsblIoro gopmara), B LeIsIX UX
COXPaHHOCTH M yI00CTBa NOJIb30BaHUS HE MOJIIMBAIOTCS B JieNa, a XPAHATCS CIOXKEHHBIMU B
3aKpBITBIX TBEP/ABIX MAlKax ¢ TpeMs KJIamaHaMU U C 3aBsi3KaMU WM B KapTOHHBIX (QyTisgpax
(kopoOkax) B KauecTBe NpuiokeHHH k genam. Ha kaxayro manky (KOpoOKy) cocTaBisieTcs
BHYTPEHHSS1 ONMCh HAXOAIIMXCS B HEM IOKYMEHTOB.

Ecmm B neno B xozxe ero ¢opmupoBaHus OBLTH MOAMIUTHI JOKYMEHTHI C Pa3IMYHBIMHU
CpPOKaMH XpaHEHMs, TO JIeJ0 pacIIuBaeTcsa, U (HOPMUPYIOTCS HOBBIE JieNa, UCXOJs U3 CPOKOB
XpaHEeHUs JOKYMEHTOB. [Ip1 3TOM JOKYMEHTHI ¢ MCTEKIIMMH CPOKAMH XPaHEHHs] YHUUTOXKAOTCA
10 aKTaM B YCTAaHOBJIEHHOM HOPSIKE.

OO0n0XKH €7 ¢ JOKYMEHTaMH, UCIIOJIHEHHBIMM Ha CTAHJAPTHBIX JIUCTAX, JOJKHBI HUMETh
pasmepsl 229 x 324 mm. OOGJIOXKKH JIeNl ¢ JOKYMEHTaMH, U3TOTOBJICHHBIMA Ha HECTaHAAPTHBIX
JMCTaX, MOTYT UMETh pa3Mepbl, COOTBETCTBYIOIME pa3MepaM HNOJIINTHIX B HUX JIMCTOB.

72



OO6OXKH TIe71 ¢ JOKyMEHTaMH, WUMEIOIMUMH JUIUTENbHBIe (25 m Oojee JeT) CpokH
XpaHEHHs, JJOJDKHBI OBITh M3TOTOBIICHBI U3 TBEPJOTO KapToHa. J[i1st 00105KeK Jel, ciaBaeMbIX Ha
roCyJapCTBEHHOE XPaHEHUE, IPUMEHSETC OECKUCIOTHBIN KapTOH.

Jlnst mpeoXpaHeHHsT TOKYMEHTOB OT MEXaHMUYECKOW MOpYHM Ha MEPBOM U IMOCIEIHEM
JUCTax Jena, TOMa Iepell MPOUIMBKONW HAKJIEHBAIOTCA IIOJIOCKM TOHKOTO KapTOHA, uepes
KOTOPBIE U IPOITYCKAETCS LIHYP.

[Ipu odopmieHUU €1 NPUMEHATh KAHICISAPCKUN (CHJIMKATHBIM) KJICH, MyYHOH |
KpaxMaJbHBIM KieicTepbl He cienyer. [ena Bpemennoro (mo 10 jeT) xpaHeHus mopJiexar
YaCTUYHOMY O(OPMIICHUIO: JOIYCKaeTcs Jejla XpPaHUTh B MANKaX—CKOPOCUIMBATENSX, MATKUX
00JI0’)KKaxX, HE MPOBOJUTH IEPECUCTEMATU3ALNI0 JOKYMEHTOB B J€Jie, JIUCThl JieNa He
HYMEpOBaTh, 3aBEPUTEIIbHBIE HAJIIUCH HE COCTaBIIATh. PEKBU3UTHI O0JI0XKKH J€1a 3a0JIHAOTCS
0 YIPOIIEHHOH cxeMe (03 MpOCTaBICHUs ApXUBHOTO MHU(Pa, KOJTMUECTBA JHCTOB B JIEIIE).

JIOKyMEHTBI UHCTUTYTA SIBJIAIOTCS (eliepaibHON COOCTBEHHOCTBIO, U MOCIIE MPOBEACHUS
OKCHEPTHU3bI MX LIEHHOCTH B MOPSAIKE, YCTAaHOBICHHOM (DenepaiabHbBIM apXUBHBIM areHTCTBOM,
nojuiexar o0s3aTeNbHON Iepelaye Ha IOCTOSHHOE XpaHeHWe B HauuoHanbHbI apxuB
Pecny6nmku Komu kak yacte ApxuBHoro ¢onaa Poccuiickoit @enepanuu.

Odopmiienne e, HaXoIAIIMXCS B 1€J0NPOU3BOICTBE YIIPABICHUS JIeJIaMu, IPOBOAUTCS
pabOTHUKAMU YIpPaBJIEHUS J€laMU U paOOTHUKAMHU, OTBETCTBEHHBIMHU 3a JIEJIONPOU3BOJICTBO B
CTPYKTYPHBIX MOJIpa3/IeJ€HUAX HHCTUTYTA, MPH METOAMYECKONH IOMOIIM U IOJ KOHTPOJIEM
apxuBa UHCTHUTYTA.

[TomHOMY OQOpPMIICHHIO MOAJIEKAT Jiea MOCTOSIHHOTO U BpeMeHHoro (cBbime 10 jer)
XpaHEHUs, B TOM YHCIIE JIeJa [0 JUYHOMY COCTaBy, Jiesia BpeMeHHoro (1o 10 yier) xpaHeHus
HOoJyIeXKaT YaCTUYHOMY 0(OPMIICHUIO.

[TostHOE OoopmiteHne aena mpeaycMarpuBacT: oGopMIIeHHE PEKBU3UTOB OOIOXKKHU Jeiia
[0 YCTaHOBJIEHHOW (hopMe; HyMepaluIo JIUCTOB B JIeJIe U COCTAaBJICHHUE JIMCTa-3aBepUTENs JIeNa;
COCTaBJIEHUE, B HEOOXOAMMBIX CITydasiX, BHYTPEHHEW OMHCH JOKYMEHTOB JI€Na; MOJIINBKY U
HepeIuieT JieNa; BHECEHNE HEOOXOIUMBIX YTOUHEHHH B PEKBU3UTHI O0JIOKKH JeTa.

12.7. YHMYTOKEeHHE JOKYMEHTOB H /ieJl ¢ HCTEeKIIMMH CPOKAMH XpPaHEeHHs

PesynpTaThl 0TO0pa JOKYMEHTOB K YHMUYTOXKEHHUIO, CPOKU XPAHEHUSI KOTOPBIX MCTEKIIH,
3a COOTBETCTBYIOLIUI Nepuo 0OpOPMIISIOTCS aKTOM O BBIIEJICHUH JTOKYMEHTOB K YHUUTOKEHUIO
(ITpunoxenne Ne 14, 15).

Jlena BKJIIOYAIOTCS B aKT, €CJIM YCTAHOBJIEHHBIM JUIsi HUX CPOK XpaHeHHs ucTtek K 01
SHBaps rojia, B KOTOPOM COCTaBJIEH aKT (HanpuMep, 3akoH4eHHbIe B 2004 rony nena ¢ 3-1eTHUM
CPOKOM XpaHEHHs MOT'YT ObITh BKJIIIOUEHBI B aKT, cCOCTaBjIeHHbIN He paHee 01 suBaps 2008 r.).

AKT O BBIICJICHUH K YHUUYTOKEHHIO JOKYMEHTOB, HE MOJIEKAIIMX XPaHEHHUIO, Kak
MIPaBHJIO, COCTABIIIETCS HA JieJa BCEro MHCTUTYTA (IIPU 3TOM Jejla KaKIOro CTPYKTYPHOTO
MOJPAa3/IEIEHUs] COCTABISAIOT CAMOCTOSITEILHYIO TPYIITY 3arojOBKOB, a 3ar0JIOBKH OJJHOPOIHBIX
Jiesl, OTOOpPaHHBIX K YHUYTOKEHHIO, MOTYT OBITh BHECEHBI B aKT MOJ OOIIMM 3arojIOBKOM C
yKa3zaHHeM KOJINYECTBA JIeJ, OTHECEHHBIX K JJaHHOU TpyIIe).

OT60Op NOKYMEHTOB K YHMUYTOKEHHUIO U COCTABJIEHHWE aKTa O BbIIEJICHUH JOKYMEHTOB K
YHUYTOKEHHUIO MTPOU3BOIUTCS MOCIIE COCTABIIEHUS CBOJHBIX OMHCEN 1€ OCTOSHHOTO XpaHeHHUs
3a ATOT K€ mepuoj (OMHCH U aKThl PAacCMaTPHUBAIOTCA Ha 3aCelIaHUU IKCHEPTHON KOoMHCCHEN
(manee — OK) mHCTUTYTa OJJTHOBPEMEHHO).

CornacoBannble DK MHCTUTYTA aKThl YTBEPKAAKOTCSA PEKTOPOM.

Ilocne yTBep)KIeHHS aKTOB O BBIIEIEHUH JOKYMEHTOB K YHHUTOXCHHMIO Jena
nepefaroTcs Ha yruimsaiuio. [locie yHUUTOXKEHUs Jiel B HOMEHKJIAType Jied MPOCTaBIIsSeTCS
orMeTKa «YHuutoxkeHo. Cm. akt ot 00.00.0000 Ne 000" ¢ ykazaHUEeM JOIDKHOCTH, (paMHUIIUH,
HOJIKCH JIMLA, OTBETCTBEHHOTI'O 3a Mepeiady J1eJl Ha YHUUTOXKEHUE, U JaThl.

12.8. Ilepenaya xes1 Ha apXMBHOE XpPaHEHHeE

ITopsmok nepeaaun nes B apxuB HHCTUTYTA IPEAYCMATPUBAET CIIEIYIOLINE YCIOBHS:

B apXWB HHCTUTYTa NEpPENAarOTCs Jeja IMOCTOSHHOIro, BpeMeHHOro (cebime 10 Jjer)
XPaHEHHUs U JIe]1 110 TMYHOMY COCTaBy paOOTHUKOB;
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neperavya JTOKyMEHTOB B apXHB MHCTUTYTAa MPOM3BOIUTCS MO YTBEPXKACHHBIM OIMUCAM
ACT;

JieNia MOCTOSSHHOTO W BpeMeHHoro (cBbimie 10 jieT) XpaHeHus INepenaroTcs B apXuB
MHCTUTYTa HE paHee 4eM depe3 Ioj U HE IO03/Hee YeM uepe3 3 roja Iocie rojaa, B KOTOpom
JIOKYMEHTHI ObLIT TIOMEUICHBI B N0 Ha XpPaHEHHUE;

Jiena BpeMeHHoro xpanenus (1o 10 net) nepegaye B apXuB MHCTUTYTA HE MOAJIEkKAT (3a
UCKJIIOYCHHEM BBINYCKHBIX KBATH(PUKAIMOHHBIX pPaboT). OHM XpaHATCS B CTPYKTYPHBIX
MO/APa3/ICNICHUSX U MO UCTCYCHUHN CPOKOB XPaHEHUS MOJICKAT YHUUTOKEHUIO B YCTAHOBJIEHHOM
MOPSIIKE;

nepeaava el B apXuB MHCTHUTYTA OCYLIECTBJIsieTCS MO rpaguky, cOCTaBJIEHHOMY
apXHBOM M COIJIACOBAHHOMY € CEKPEeTApPHATOM;

MIPUEM JIeJ TPOU3BOAUTCS PAOOTHUKOM apX¥Ba B IPUCYTCTBUH Pa0OTHUKA CTPYKTYPHOTO
MoJIpa3iesieHus C MPOCTABICHUEM B JIBYX SK3EMIUISIpaX OIMUCH Jesl OTMETOK O HATMYMH KaXJI0TO
nena (B KOHIIe Ka)JIOTO 3K3EMIUISIpa OMKCH YKA3bIBACTCS KOJIMYECTBO (DAKTHUCCKH MPHHSTHIX
Jell, JaTa mpueMa—ITepenadn Jiel, a TaKkke MOJNNCH pabOTHUKA apXuBa U JIMIA, MEePEeIaBIIEro
nena);

Jeja M ONMCH HA cJAaBaeMble JOKYMEHTHI JOCTABJISAIOTCA B apXUB COTPYIHUKAMU
CTPYKTYPHBIX NoOApAa3iejieHuii ¢ CONMPOBOAUTEIbLHBIM NMHUCbMOM, B KOTOPOM YKa3bIBaeTCsl
KOJIMYeCTBO JieJl U OMNuceil, mepeiaBaeMbIX B apXuB (0TBETCTBEHHOCTHh 32 COXPAHHOCTh
JOKYMEHTOB MNpPH TPAHCHOPTHPOBKE M C¢Aa4y HMX B AapXUB HeCeT CTPYKTypHOe
nojapasjesieHue, nepeaaoiiee T0KyMeHThI).

IIpy NTUKBHAALIMH WM PEOPraHU3AUMU CTPYKTYPHOrO MOApPAa3/ieeHUs] MHCTUTYTA
JIMIO0, OTBETCTBEHHOE 32 BeJAeHHE [IeJONMPOM3BOJACTBA JAHHOIO0 CTPYKTYPHOIO
nojpasjejieHusi, B NMepuo/J MpPOBedeHHs] PeOPraHU3aAUMOHHBIX MeponpusATHii opmMupyer
BCe HMEIOIIMecs JOKYMEHTHI B Aeia, 0(popMJIsieT /iesia U nepeaaeT UX B ApXUB, HE3AaBHCHUMO
or cpokoB xpaHenus. Ilepexaua nea ocywmecTBiasieTcsi MO ONUCSIM M COIVIACHO
HOMEHKJIATYpe JeJI CBOAHOH HOMEHKJIAaType J1eJ] HHCTUTYTA.

13. PABOTA UCHIOJIHUTEJIA C JOKYMEHTAMHU

WHceTpykupelt mo AenOoNpOM3BOACTBY YCTAaHOBJIEHBI CJEAYIOUIME IpaBuia padoThI
UCTIOJIHUTEJIEH C JOKYMEHTaMU:

- opraHuzauus pabOTbl C JOKYMEHTaMU B CTPYKTYpPHBIX MHOJpa3fesieHUsIX HHCTUTYTa
OCYILECTBIISICTCSI HA OCHOBAHUU yKa3aHMH MO MCIOJIHEHHUIO JOKYMEHTOB (PE30JIIOIuil) peKTopa
MHCTUTYTa, IPOPEKTOPOB, PYKOBOAUTENEH CTPYKTYPHBIX MOAPA3/IEICHUN, HHBIX JOJKHOCTHBIX
UL

- ToJipa3/ielieHue-UCIIOIHUTENb MOJIy4aeT JOKYMEHTHl B BO3MOXHO KOPOTKHE CPOKH (B
JIeHb UX PACCMOTPEHHS COOTBETCTBYIOIIUM PYKOBOAUTENEM WM Ha CIEAYIOUUi pabounii 1eHb),
CPOYHbIE TOKYMEHTBI IIEPEJAIOTCS UCTIOTHUTEIIO HE3aMeNIUTENbHO;

- JOKYMEHTbI, TOCTYNUBIIME B CTPYKTypHOE TOJpa3JelieHue C YKa3aHueM II0
UCIIOJTHEHUIO PYKOBOJCTBA PEKTOpa, TMepefaroTcsi HCHOJHUTENSM TOJbKO TOCie HX
paccMOTPEHUs PYKOBOAMUTENIEM MOAPA3ACTICHUS.

PaGoTHUKM CTPYKTYpHBIX TOJpa3AeNeHuil MHCTUTyTa B TIPOLECCE HCIOIHEHUS
JIOKYMEHTA OCYILECTBIISIOT:

- cOop 1 00padoTKy HEOOX0AUMON MH(OPMAITHH;

- MOJATOTOBKY MPOEKTa JIOKYMEHTa U BCEX HEOOXOAMMBIX MPUIOKEHUH ¢ cOONI0IeHuEM
NpaBUJI JOKYMEHTHPOBAHUS, YCTAHOBICHHBIX B HHCTHTYTE,

- COTJIAaCOBAHUE MPOEKTA C 3aMHTEPECOBAHHBIMU JOJKHOCTHBIMU JIUIIAMU;

- TIOJITOTOBKY CBOJIKHM OT3BIBOB (¢ komMmeHTapueM "[Ipunsaro"”, "OTkiIoHeHO" ¢ yka3aHHeM
npuuuH, "[IpUHIATO 4acTUYHO" ¢ COOTBETCTBYIOIIHUM ITOSICHEHUEM);

- 10pabOTKy MpOEKTa JOKYMEHTa MO 3aMeYaHMsIM, TIOJYyYEeHHBIM B XOJ€ cOoryiacoBaHus (B
Clly4ae CEpbe3HON KOPPEKTUPOBKM IPOEKTa JOKYMEHTa IIPOBOAMTCS €ro IOBTOPHOE
COTJIAaCOBAHUE);

74



- B HEOOXOAMMBIX CIIy4asx — IMOJTOTOBKY CIHCKa (yKa3aTess) pacChUIKUA JTOKYMEHTA),
IPY TOJATOTOBKE PACHOPSAUTENLHOTO JOKYMEHTA B 00s3aT€IILHOM MOPSJIKE;

- IpEeJCTaBICHHUE NMPOEKTa JOKYMEHTa Ha IMOANUCH (YTBEP)KIAECHHUE) PYKOBOJCTBY 4depe3
CEKpeTapuar,

- OIpe/eeHue MecTa XpaHeHMs IOKyMEHTa (KOIMHM JOKYMEHTa) C IpPOCTaBIECHUEM
OTMETKH C yKa3aHHEM HOMepa Jiela 0 HOMEHKJIAType Jiel, B KOTOpOe JOKEH OBITh IOMEIeH
JIOKYMEHT.

[IpenycmaTpuBaeTcs MOPSJOK COBMECTHOM palOOTBI TpyImoi paOOTHUKOB HaJ
JIOKYMEHTOM B CIIy4asX, €CJIM HCIIOJIHEHUE JOKYMEHTa IOPYYEHO HECKOJIbKUM JIMIAM, B TOM
quce:

- (pyHKIMSL OTBETCTBEHHOI'O HCIIOJIHUTENSA M (PYHKLUMU COMCIIOJIHUTENCH B MOATOTOBKE
IIPOEKTa JOKYMEHTA;

- MpaBO OTBETCTBEHHOI'O HCIIOJIHUTENS CO3bIBaTh COUCIOJHUTENEH Al BBIPaOOTKH
COBMECTHOI'O PELICHMUS;

- IOPAZOK U CPOKH IPEJICTABICHUS IPOEKTOB OTBETCTBEHHOMY UCIIOJIHUTEIIIO.

B cnyuyae orcyrcTtBud HcnONHUTENS (KOMaHIMPOBKA, OTIYCK, OOJE€3Hb) JTOKYMEHT
nepefaercss  APYroMy MCIOJHHUTENI0, HCHOJHSIONEMY €ro OOsS3aHHOCTH, C 00s3aTeNbHBIM
HarpaBJIeHuEM yBeJOMIIeHHUs (1o TenedoHy, ycTHO, B MUCbMEHHON (hopMme) B cekperapuar oo
U3MEHEHUU MCIIOJIHUTENS JOKYMEHTa /sl BHeceHHMs u3MeHeHuil B cucremy KUIIP, B ciyuae,
€CJIM JOKYMEHT IIOCTaBJIEH Ha KOHTPOJIb, a TAKXKE IMOPSJIOK NEepeJaud JTOKYMEHTOB B Cilydae
YBOJIbHEHUsI paOOTHUKA WM NEpexoa Ha APYrod yyacToK palboThl IO akTy IpueMma-Tlepeaadu
PYKOBOJUTEIIIO MOAPA3JIEIECHUS UIIH, [10 €r0 YKa3aHHUI0, BHOBb HA3HAYEHHOMY PAaOOTHUKY.

VcnonHurens nMeeT MpaBo MpeajaraTh U3MEHEHHE CpOKa MCIIOJHEHMs JOKyMeHTa (C
COOTBETCTBYIOILIUM OOOCHOBAaHUEM, IPEJCTABISIEMBIM PYKOBOJACTBY), €CIH OTCYTCTBYIOT
peasbHbIe YCIOBUS BBIOJHEHHS 3a/1aHUs, JIeIaTh IOMETKH Ha OJIaHKe Pe30iroHy (yKa3aHue 1o
ucnonHenuto aokymenta) (IIpmioxenune Ne 11) B oTmMeTke 00 MCHOJHEHUH, O BPEMEHU €O
HOCTYIUIEHUS, O JJaTax MPOMEKYTOUHOIO UCTIOIHEHUS (TeNe(OHHBIX U MUCbMEHHBIX 3alpOCcax),
0 JIaTe U pe3yJIbTaTe OKOHYATEIbHOTO UCTIONHEHHUS, C 00513aTEbHBIM YBEIOMIICHUEM.

VcnonHuTeNnb HE JOJDKEH pasIilallaTh COJAEpKaHWe MOCTYIMUBUIMX K HEMY TOKYMEHTOB U
MOJFOTOBJIEHHBIX IPOEKTOB CIY>KEOHBIX JOKYMEHTOB, C HUMHU MOTYT OBITh O3HAKOMIIEHBI
TOJIBKO JIMIIA, UMEIOLINE OTHOUIEHUE K UX MCIIOJIHEHHUIO.

15. U3IrOTOBJIEHHUE, YYET, UCIHOJB30OBAHUE U XPAHEHHUE HITAMIIOB,
MEYATEHN U BJIAHKOB CTPOIOM OTYETHOCTH

Yu4er, ncnoJjib30BaHue, XpAHEHHE M M3TOTOBJICHHE NeYaTel, IITAMIIOB B BEJIETCS B
cooTBeTcTBUU ¢ MHCTpyKIMeH o mpaBe MoJb30BaHUS NEYAaTIMU U IITaMIIaMU.

B mnoppasneneHMsIX HCHONAB3YIOT Ie4yaTH (IITamIlbl), KOTOPHIE HM3rOTaBIMBAIOTCA IIO
3asiIBKE€ PYKOBOJUTEIEH 3TUX MOIPaA3ICIICHUM.

Brigaua newareid, mtaMnoB MpOU3BOJUTCS MOJ JUYHYIO MOANKMCH B COOTBETCTBYIOLIMX
KypHaslax ydera.

TpynoBble KHWKKM NOJUIEKAT Y4ETy B OTAENE KaApoB. YUeT ABM)KEHUS TPYIOBBIX
KHIDKEK M BKJAJbIIIEH B HUX perjaMeHTHpoBaH HHCTpykiueill mo 3amoyIHeHUIO0 TPYIOBBIX
KHIKEK, YTBEPKJIEHHOU noctaHoBiaeHrueM Muntpyzaa Poccun ot 10.10.2003 Ne 69.

brnanku JOKyMEHTOB TIOCYJapCTBEHHOrO0 o00pa3lia O BbICHIEM NPOPECCHOHATHHOM
00pa30BaHUM MOAJEKAT y4eTy B YUeOHO-METOIMYECKOM OTAeNe MHCTUTYTa, ydeT OJaHKOB
aKaJeMHYECKHX CIPAaBOK BeNET Y4eOHBIM OT/AEN, KOTOpbIM permameHTHpoBaH MHcTpykuuen o
HOps/IKE BbIaYM JOKYMEHTOB TOCYAApCTBEHHOro oOpas3la O BBICHIEM HIpOoQecCHOHATHLHOM
o0pa30BaHUM, 3allOJHEHUHM M  XPAaHEHUH COOTBETCTBYIOIIMX  OJIAHKOB  JIOKYMEHTOB,
yTBEp)KIeHHOH nprkazoM MunoopHayku Poccun ot 10.03.2005 Ne 65.

XKypHanbl ydera BKIIOYAIOTCS B HOMEHKJIATYPY €] COOTBETCTBYIOIIUX CTPYKTYPHBIX
nozpaszesieHui. JIMCTel MX HyMepyrOTCS, IPOLINBAIOTCA U ONIEYaTHIBAIOTCS.
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[lewatu, mrammnbl, OJaHKK U TPYHOBbIE KHIDKKH JIOJDKHBI XpaHUTHCS B celdax wmiu
METAITMYECKHX MIKagax.

[Ipumenmre B HErOJHOCTh WM yTPATHBIIME 3HAYCHHE Ie4aTd (IITaMIbl) MOAJIEKAT
BO3BpaTy M YHUYTOXKAIOTCS MO aKTy C OTMETKOW B COOTBETCTBYIOIIUX XypHAIax y4era. B akre
MIPOCTABIISIETCS OTTUCK YHUUYTOXKAEMbIX IeyaTei (IITaMIioB).

[Mewatn (mTamibl) BBIJAIOT TOJ PACHHUCKy paOOTHHKaM, Ha KOTOPBIX BO3JIOKCHA
00513aHHOCTh 3aBEPSITh JOKYMEHTHl U OTBETCTBEHHOCTH 32 MX MCIIOJIB30BAHHE U COXPAHHOCTb.
[Tpr 0cBOOOXKIEHUU OT ATON O0S3aHHOCTH OHU JOJDKHBI CIATh MeYaTH (IITaMITHI).

O6 yrepe mewatu (mTamma) paObOTHUK O00s3aH HE3aMEIUTEIBHO COOOIIUTH
PYKOBOIMTEIO TMOAPA3JCICHUS, KOTOPBIA JIOJDKEH TIPOBECTH CIY>)KEOHOE pacclieZlOBaHUe
00CTOSITENIECTB yTEPH.

[IpoBepka Hanwuus IMeYaTeid, MTAMIIOB U OJIAHKOB, a TaKXKe TOPSAAKAa UX XPAHCHUS U
UCIIONIb30BAaHUsI TIPOU3BOAMTCS KOMHUCCHEH HE peke OJHOTO pa3a B TOJl OJHOBPEMEHHO C
MIPOBEPKON  COCTOSHUSL  JEJIONPOU3BOACTBA. HEoO0XOaUMOCTh HM3TOTOBIICHUS INTAMIIOB C
(bakCHUMUIIBHBIM BOCIIPOU3BEACHUEM MOIMKUCH PEKTOPa, MPOPEKTOPOB U APYTUX IOKHOCTHBIX
JIUI] WHCTUTYTA OIpPEAeseT COOTBETCTBEHHO PeKTOp MHCTHTYTa. OH Takke Ha3HAJaeT JIWII,
OTBETCTBEHHBIX 32 UCIOJIb30BAHNE U COXPAHHOCTh ATUX HITAMIIOB.

HItamnbl ¢ GaKCHMWIBHBIM BOCIIPOU3BeIeHHEM TOAMUCH PEKTOpa pa3pelnaercs
NpH He0OXOAUMOCTH CTABUTH HA KONMAX, MOJANMUCAHHBIX MM B YCTAHOBJIEHHOM MOpsiAKe
JOKYMEHTAaXx, B ¢cJIy4yae nmepeiayn J0KyMeHTA Mo (pakCHMMUJILHOM CBI3H.

Hcnonb3oBanue yka3aHHbIX IITAMIOB NpH  0(OPMJIEHMH  MOJJIMHHUKOB
JTOKYMEHTOB 3amnpeniaercs.

KonTponp 3a ucrnonp3oBaHueM Mevareld (IITaMIIOB) BO3JAraeTcsi Ha PyKOBOIUTENEH
MoJIpa3/ieJIecHNi MHCTUTYTA, B KOTOPBIX OHH HUCIOJIB3YIOTCS.
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