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1. OBIIME NMOJIOKEHUA

1.1. UHCcTpyKUMs 1O AETONPOU3BOJICTBY B ABTOHOMHOM HEKOMMEPUYECKON OpraHu3aliu
BbICIIErO0 OOpazoBaHusi «WHCTUTYT ToCyAapCTBEHHOIO aJMUHUCTPUPOBAaHUA» (danmee —
WHcTpykuus) cocTaBieHa B COOTBETCTBUU € MOJOXKeHUSIMH «O0 yTBEep:KIeHUH MeToanyecKux
peKOMeHIalui 1o pa3paboTKe HWHCTPYKUMHA TIO JEONMPOM3BOACTBY B TOCYJapCTBEHHBIX
opraHax, OpraHax MECTHOTO CaMOYINpaBJIEHHs», YTBEP)KIEHHBIX IpukazoM dDeaepanbHOro
apXUBHOTO areHTcTBa oT 25 nekadps 2020 r. N 199.

1.2. Hacrosmas MHcTpykuuss — sBIse€TCSl  JIOKAJAbHBIM ~ HOPMAaTHBHBIM  AKTOM,
pErIaMEeHTHUPYIOUIMM TEXHOJIOTHI0 paboThl € JOKYMEHTaMH, W YCTaHABIMBAET €UHbIC
TpeOOBaHUS K TMOATOTOBKE, 0OOpabOTKe, XPAaHEHUIO M WCIIOJIB30BAHUIO OOPa3yIOIMUXCS B
JEeSITeIbHOCTH MHCTUTYTA JOKYMEHTOB, COBEPIICHCTBOBAHHUIO JIEJIONPONU3BOACTBA UHCTHTYTA H
MOBBIIIIEHHIO ero 3 dekTuBHOCTH.

1.3. IIpaBOoBBIM OCHOBaHHEM sl Pa3pabOTKU MHCTPYKIMH SBISIOTCS 3aKOHOIATEILHBIC
W WHBIE HOPMAaTWUBHBIE MpaBOBbIE aKThl Poccuiickoit Pexpepanyu B chepe uHboOpManuy,
JIOKYMEHTAIlUU M apXUBHOTO JieTa:

1.3.1. ®enepanpHbiii 3ak0H 0T 22.10.2004 Ne 125-D3 «O06 apxuBHOM jene B Poccuiickoit
Denepanuny.

1.3.2. ®epepanpubiii 3akoH oT 02.05.2006 Neo 59-®3 «O mopsake paccMOTpPEHHS
obpammenuit rpaxkaan Poccutickoit @eneparumny.

1.3.3. ®enepanbubiii  3akoH  or  27.07.2006 Ne 149-®3 «O6 wundopmammu,
MH(POPMALMOHHBIX TEXHOJIOTUSX U O 3aIUTe HHPOPMALIUNY.

1.3.4. Ilpuka3 PenepanpHOoro apxuBHoro areHTcTBa oT 22 mas 2019 r. Ne 71 «O6
yTBepkAeHnn [lpaBui Aenonpou3BOACTBA B TOCYAAPCTBEHHBIX OpPraHax, OpPraHax MECTHOTO
CaMOYITPABIICHUSD).

1.3.5. TOCT P 7.0.8-2013. Cuctema ctanmapToB mo uHpopmanuu, OHOIMOTEUHOMY U
W31aTENBCKOMY Jey. JlelOompon3BOACTBO U apXUBHOE J€N0. TEepMHUHBI M ONpeAeseHns. - M.:
Crangaptundopm, 2014.

1.3.6. TOCT P 7.0.97-2016. Cuctema crangapToB Mo MHGpOpMAIUH, OUOINOTEYHOMY U
u3narenbckomy Aeny. OpraHu3alMOHHO-pacnopsauTenbHas AOKyMeHTalus. TpeOoBaHus K
odopmiennto qokymeHnToB (¢ M3menenuem N 1). - M.: Crangaptuadopm, 2018.

1.3.7. TOCT P HCO 15489-1-2019. Cucrema craHgapToB 10 HH(OpPMAIIUH,
OuOnuoTeyHOMY M U3JaredabckoMy Jneny. Mubopmamms M JOKyMeHTanus. YIpaBieHHe
nokymentamu. HYacts 1. [Tonstust u npunmumnel. - M.: Crangaptungopm, 2019.

1.4. Tlonoxenus WMHCTpyKUMM 1O JEJIONPOM3BOACTBY PAaCHpPOCTPAHSIOTCA Ha
OpraHu3alfi0 pabdOThl C TOKYMEHTAMH HE3aBUCHMO OT BHJA HOCUTENS, B TOM YHCIE C
3JIEKTPOHHBIMU JOKYMEHTaMHM, BKJIOYash HMX I[IOATOTOBKY, PErHCTpalfio, YYeT, XpaHEHHeE,
WCIOJIb30BAHUE W KOHTPOJIb UCTIOTHEHUSI.

ABTOMAaTH3UPOBAaHHBIE TEXHOJOTHMH OOpabOTKH  JIOKyMEHTOB W  JOKYMEHTHOH
uHpOpMaLMY, TNPUMEHSEMble B HMHCTUTYTE, JOJDKHBI OTBeYaTh TPEOOBAaHMSIM HACTOALIECH
HNHctpykuuu.

1.5. TpeGoBanust MHCTpyKIMM IO JEIONPOU3BOACTBY HE PpACHpPOCTPAHSAIOTCS Ha
OpraHuzanuio  paboThl C  JOKYMEHTaMH, COJAEp)KAllUMH  CBEICHHS, COCTABIISIOLINE
TOCyJapCTBEHHYIO TaliHy.

[Topsimox opraHu3aniy M BEACHUS CEKPETHOTO JIENONMPOU3BOACTBA OCYIIECTBIISAETCS B
cooTBeTcTBHH ¢ WHCTpyKnmel 1o oOecleyeHnio pexuma cekpeTHoctu B Poccuiickoit
Qenepanyy, yTBEPKIECHHOM moctaHoBiueHueM IIpaBurenbctBa Poccuiickoit dPenpepanuy OT
05.01.2004 Ne 3-1.

1.6. OcobenHoctn pabOTBl C JAOKYMEHTaMH, COAEpXAIIUMU KOH(UICHIHATBHYIO
nHpopMaluio (CIy>KeOHYI0 M UHYIO TaifHy, MEPCOHAIbHbIE JaHHBIE), TOKyMEHTaMU ¢ TpupoM
«/ACII»  perynupyloTcsi  CHELMAJbHBIMH  HOPMATUBHBIMH  aKTaMd  (MHCTPYKLMSIMH,
NOJIOKEHUSAMH, TpaBWIaMH) M omnpenenstorcs B MHcTpykuuu o mopsjke oOpaleHus co



ciyxeOHOl wmH(popMalMell orpaHMYEeHHOr0 pacnpocTpaHeHuss B MwuHOOpHayku Poccuw,
yTBEpKAeHHOH npukazoM MunoO6praayku Poccun ot 30.12.2010 Ne 2233.

1.7. TpeGoBanuss MHCTpyKIMH TIO JEIONPOU3BOACTBY K paboTe C OyXrajaTepcKoid,
Hay4YHO-TEXHUYECKOW W JAPYyroM CHENUAIbHOW JOKYMEHTAIMEN pacIpOCTPaHAIOTCS B YacTH
00X MPUHIMIIOB pabOTHI C JOKYMEHTaMHU, a TaKXe MOATOTOBKH JOKYMEHTOB K Iepeaadye Ha
apXWBHOE XpaHEHHUE.

1.8. Opranusanus, BEIEHUE MU COBEPIICHCTBOBAHUE CHCTEMBl JOKYMEHTAllMOHHOIO
oOecrieyeHus: yNpaBJIE€HUsT HAa OCHOBE €IMHONM TEXHUYECKOW MOJUTUKM W HPUMEHEHUs
COBPEMEHHBIX TEXHUYECKHX CPEACTB B padoTe C JOKYMEHTaMHU, METOJANYECKOE PYKOBOJICTBO U
KOHTPOJIb 332 COONIIOJICHUEM YCTaHOBJIEHHOTO MOPSIIKa pabOThl C JOKYMEHTaMHU B CTPYKTYPHBIX
MOJpa3AeNICeHUsIX WHCTUTYTa OCYILUECTBIISIOTCS CEKPETapuaToM HHCTUTYTa B COOTBETCTBUU C
[TonoxeHneM o0 cekperapuare, ¢ HHCTPYKIMSMH O TpaBax M OOS3aHHOCTAX PaOOTHHUKOB
yIIpaBJI€HUS AeJIaMH U HacTosmel MHCTpyKuyel Mo Aenonpon3BOACTBY.

1.9. ®ynkuuu, 3agaud, IOpaBa U OTBETCTBEHHOCTh CEKpeTapHara perJaMeHTHPYIOTCS
MOJIO)KEHWEM O HeM, JOJKHOCTHBIE O0SI3aHHOCTHM Pa0OTHUKOB ceKperapuara U pabOTHHKOB,
OTBEUAIOIIMX 3a OpraHu3aluio paboThl C JOKyMEHTaMHU B CTPYKTYPHBIX MOJApa3JesIeHUsX
WHCTHUTYTA, YCTAHABIMBAIOTCS HHCTPYKIUSIMH O TIPaBax M 00s3aHHOCTSX.

1.10. HenocpencteeHHOe BeEHUE AEIONPOU3BOJCTBA B CTPYKTYPHBIX MOAPA3IEICHUAX
OCYyILECTBIIsICTCS ~ paOOTHUKOM, HA3HAUYEHHBIM MPUKA30M PpEKTopa C  BJIEKTPOHHBIMU
JIOKyMEHTaMH, BKJIOYas MX IOATOTOBKY, PETUCTPALMIO, y4Y€T, XpaHEHHUE, UCIOJb30BAaHUE U
KOHTPOJIb UCIIOJIHEHUS.

ABTOMAaTH3UPOBAHHBIE TEXHOJOTMH OOpa0OTKHM  JIOKYMEHTOB M  JIOKYMEHTHOM
UHPOpPMALMM, TPUMEHSEMbIE B HMHCTHUTYTE, [OJDKHBI OTBEYaTh TPEOOBAHHMSIM HACTOSIICH
NHcTpykunn.

1.5. TpeboBanuss MHCTpyKUMH TIO [E€JOMPOM3BOJACTBY HE pPAaCIpOCTPAHIIOTCS Ha
OpraHu3anuio  paboTbl C  JOKYMEHTaMH, COJAEPKAIUUMH  CBEICHMS, COCTaBJIAIOLINE
TOCYJIapCTBEHHYIO TaliHy.

1.6. TpeGoaumust MHCTpYyKIMM 1O AETONPOU3BOJCTBY K paboTe ¢ OyXrajaTepcKow,
HAyYHO-TEXHUYECKOW W JIPYrod CHenuaIbHOW MOKyMEHTalMeHd pachpOCTPaHSIOTCS B YacTH
OoOIIMX MPUHLUHUIOB pabOThl ¢ JOKYMEHTaMHM, a TaKKe MOATOTOBKM JOKYMEHTOB K Ilepeaue Ha
ApPXUBHOE XpAHEHHUE.

1.7. Opranuszanus, BEIEHUE M COBEPIICHCTBOBAHUE CHCTEMBl OKYMEHTAllMOHHOIO
o0ecrieyeHns1 yNpaBJIE€HUs HAa OCHOBE €IMHONW TEXHHUYECKOW MOJUTUKA W TNPUMEHEHHUS
COBPEMEHHBIX TEXHUYECKHX CPEACTB B padoTe C JOKYMEHTaMH, METOJNYECKOE PYKOBOJCTBO U
KOHTPOJIb 332 COONIOJICHHEM YCTAaHOBJIEHHOTO TOPSIIKa pabOThl C TOKYMEHTaMHU B CTPYKTYPHBIX
MOJpa3AeNieHUusIX WHCTUTYTa OCYIIECTBISIOTCS CEKPETapHaToM HHCTUTYTa B COOTBETCTBUU C
MHCTPYKIUSMH O TpaBaX H OOS3aHHOCTAX pPAaOOTHUKOB CEKpeTapuara W HACTOSMIEeH
WNHcTpykupel mo 1em0nponu3BOJICTBY.

1.8. ®yHkuuu, 3a7aum, MpaBa U OTBETCTBEHHOCTh CEKpeTapuaTa periiaMeHTHPYIOTCS
MOJIOKEHUEM, JIOJDKHOCTHBIE OOS3aHHOCTM pPAa0OTHHKOB CEKperapuara U pPabOTHHKOB,
OTBEYAIOLIMX 3a OpraHU3alui0 padoThl C JOKYMEHTaMH B CTPYKTYPHBIX MOJpa3JesIeHUsIX
MHCTUTYTA, yCTAaHABJIMBAIOTCSI HHCTPYKIMAMU O TpaBax M 00S3aHHOCTSX.

2. PASPABOTKA, YTBEPXKJIEHUE U BHECEHUE U3MEHEHUI
B HHCTPYKIHIO

s ompeneneHus MPUHIUIOB MOJUTHKH, IENBI0 KOTOPOH MOJDKHBI OBITh CO3IaHUE H
MOAJEP)KaHUE CHCTEMbl YIPaBJICHUS JOKYMEHTaMH AayTEHTHYHBIMH, JOCTOBEPHBIMH H
MPUTOJHBIMH JUIS HWCIOJB30BaHUS, CIOCOOHOW MOJAEPKUBATH JACIOBYIO JESTENBHOCTD
WHCTUTYTa B OOJIACTH yNpPaBIEHUs JOKYMEHTAMU, U AJIs peaiu3aliy 3TOW 3aJa4d B UHCTUTYTE
pa3pabaTbIBaeTCsl HHCTPYKIMS MO AETIONPOU3BOJICTBY.



WHCTpyKIMs 10 AETONPOU3BOICTBY pa3padaThIBACTCs CEKPETAPHATOM B COOTBETCTBUU C
[lpaBunamMu  nmenmompom3BOACTBA B (peICpaNbHBIX OpraHax HWCIOJTHUTENFHOW  BIIACTH,
yTBEpKACHHBIMU TocTaHoBieHueM [IpaButenbctBa Poccuiickoit @enepaunn ot 15.06.2009 Ne
477, ¢ yderoM TOJIOKEHUH MEeToAMYecKnX PEKOMEHAALUnH, YTBEPKICHHBIX MPUKA30M
PocapxwuBa ot 23.12.2009 Ne 76, u cnenuduku paboThl HHCTUTYTA.

B cooTrBeTrcTBMM € HOpPMaTUBHBIMH TNPaBOBBIMH akTamu Poccuiickoil ®enepanuu
MHCTPYKLUS IO JIEJIONPOU3BOACTBY SBISETCA OO0SM3aTEIbHBIM JOKYMEHTOM Ul MCIIOJHEHMS,
3aKpeIuIsieT CHCTEMY JICJIONPOU3BOACTBA U PErNIaMEHTHPYET TEXHOJOrMI0 paboThl ¢
JIOKYMEHTaMH He TOJIBKO CEKpeTapuara, HO U BCeX paOOTHUKOB MHCTUTYTA.

WHcTpyKuus Mo 1eln0npou3BOACTBY YTBEP)KIAETCSI PEKTOPOM MHCTUTYTa U BBOAMUTCA B
JIEVCTBUE €r0 IPUKA3Z0OM.

VrBepxkaeHHass MHCTpykuusi 1o  JeNONpOU3BOACTBY  JOBOAMUTCS /O  CBEIEHUS
CTPYKTYPHBIX IOJpa3AeiieHN HHCTUTYTa IOCPEICTBOM 3JIEKTPOHHON MOYTHI.

Bnecenune nzmenennit B UHCTpYKIHIO MO IETONPOU3BOJICTBY OCYILECTBISECTCSA MMPUKA30M
pekrTopa.

3. OCHOBHBIE IOHATHUA

— JlokymeHtupoBanue — ¢ukcanus HHOOpPMAIMA HA MaTE€PHATbHBIX HOCHTENAX B
MOopAaKE, YCTaHOBJICHHOM HaCTOfIH.[CfI I/IHCprKHHeﬁ U WHBIMM HOPMaTUBHBIMH IIPpaBOBBIMH
aKTaMH;

—  JICTIOTPOM3BOJICTBO — JIEATENBHOCTh, OOECIeuuBaronas co3lanue OQUIMATLHBIX
JIOKYMEHTOB U OpraHHU3alMI0 padoThl C HUMHU;

- OOKYMCHT — O(I)I/IHI/IEUIBHBII\/'I AOKYMCHT, CO3I[aHHI;II71 roCyaapCTBCHHBIM OpPraHoM,
OpraHoM MECTHOI'0 CaMOYIIPAaBJICHUA, OPUIUICCKUM UIIU q)HSquCKI/IM JINIIOM, Oq)OpMHeHHLIﬁ B
YCTaHOBJICHHOM TMOPSAJKE W BKJIIOYEHHBIM B JOKYMEHTOOOOpOT (enepambHOro opraHa
UCIIOJIHUTEIILHOW BIIACTH;

—  DJIEKTPOHHBIA JOKYMEHT — JOKYMEHT, B KOTOPOM HH(OpMaIus IMpencTaBlicHa B
AIIEKTPOHHO-IIU(POBOI (hopme;

—  aBTOp JIOKyMeHTa — QU3MYECKOE WIIN FOPUANIECKOE JIUII0, CO3/IaBIlee TOKYMEHT;

— BHUJ JOKYMEHTa — MPHUHAMJICKHOCTh JOKYMEHTA K ONPEICICHHOW TpyIe
JIOKYMEHTOB 10 ITPU3HAKAM COJICPKAHUS U LEJIECBOr0 HA3HAUCHUS,

— odopmiieHHEe  JOKYMEHTa —  MPOCTaBICHHE  HEOOXOJHWMBIX  PEKBH3UTOB,
YCTaHOBJIEHHBIX MPABUJIAMH TOKYMEHTHPOBAHUS;

— DJeKTpoHHas 1U(poBas TOMNMUCH — PEKBU3UT OJJIIEKTPOHHOTO JIOKYMEHTA,

MpeIHa3HAYeHHBIN IS 3aIUThl JaHHOTO 3JIEKTPOHHOTO JIOKYMEHTa OT MOJAEIIKH, IOTyYEeHHBIN
B pe3yibTaTe KpUNTOrpaguueckoro mpeodpa3oBaHus HHPOPMALMH C HCIOIb30BAHHEM
3aKpBITOTO KJII0Ya AJIEKTPOHHOH HHU(POBOH MOJAMUCH WU TO3BOJSIOMUN HACHTHU(PHUIIHUPOBATDH
BlIaJieNblia cepTu(UKara KIo4Ya MOJMUCH, a TaKKE YCTAaHOBUTh OTCYTCTBHUE HCKAKCHHUS
MH(QOPMALUH B IEKTPOHHOM JIOKYMEHTE;

—  PEKBU3UT IOKYMEHTa — 00s3aTEbHBIN 3JIEMEHT 0(OPMIICHHSI JOKYMEHTA;

— OmaHk JOKyMeHTa — Habop pPEKBU3UTOB, MICHTU(QUIMPYIOLIMX  aBTOpA
0(pULHATEHOTO TUCHMEHHOI'0 IOKYMEHTA;

—  TOJUIMHHHK JIOKyMEHTa — MEPBBINA WM €AMHCTBEHHBIN SK3EMILIAP TIOKYMEHTA;

— KOIIusA HJOKYMCHTAa — JOKYMCHT, IIOJHOCTBIO BOCHpOI/ISBOIlHHII/If/i I/IH(l)OpMaLII/IIO
MNOJIMHHUKA JOKYMCHTA U €0 BHCIIHHUC ITPU3HAKHU, HC HMEIOIIUH IOpH,HH‘-ICCKOﬁ CHUIJIBI;
— 3aBC€pCHHad KOIIMA — KOIMA JOKYMCHTaA, Ha KOTOpOfI B COOTBCTCTBHH C

YCTaHOBJIECHHBIM TOPSIAKOM TMPOCTABISAIOT HEOOXOAMMBIE PEKBU3HTBHI, MNpHUJIAIOUINE ei
IOPUINYECKYIO CHITY;

— oOpameHue rpaxJaHMHAa — HANpaBICHHbIE B TOCYIAPCTBEHHBIH OpraH, Opraf
MECTHOI'O0 CaMOYMpPaBJIEHHUs WU JOLKHOCTHOMY JIMIYYy NMMCbMEHHBIE IPEIUIOKEHHE, 3asBICHUE



WM kanoba, a TakkKe YCTHOe oOpalleHHe TpakJIaHHHA B TOCYJApCTBEHHBIH OpraH, OpraH
MECTHOTO CaMOYTIPaBIICHHS;

—  IOpUAMYECcKas CWiIa JOKYMEHTa — CBOMCTBO O(QHIUAIBHOTO JOKyMEHTa, coo0IaeMoe
€My JICHCTBYIOUIMM 3aKOHOAATENbCTBOM, KOMIIETEHLMEW W3/aBIIEr0 €ro opraHa H
YCTaQHOBJICHHBIM TTOPSAKOM O(QOPMIICHHS;

— yHuduOupoBaHHas (GopMa JOKYMEHTa — COBOKYITHOCTH PEKBU3UTOB M THIIOBBIX
(bparMeHTOB TEKCTa JOKYMEHTa, YCTAaHOBJICHHBIX B COOTBETCTBHHM C pEIIAEMBIMH B JaHHOUN
cdepe AEATETBPHOCTH 3aJadyaMH M PACIIOJIOKEHHBIX B OMNPEICICHHOM HOpPSJKE Ha HOCHUTENE
nH(bOpMaIuy;

— mabnoH OnaHka (yHU(PHUIUPOBAHHON (OPMBI JOKyMEHTa) — OJaHK TOKYMEHTa
(yaudunupoBanHas ¢popma JOKyMEHTA), IPEACTaBICHHBIN B 3JIEKTPOHHOU (opMe;

—  JIOKyMEHTOOOOpOT — [BIDKCHHE [OKyMEHTOB C MOMEHTAa HX CO3/aHHS WIH
HOJIyYEHHS /10 3aBEPIICHHS HCIOIHEHHs, IOMEIICHUS B 1e710 U (WUJIN) OTIIPABKHY;
— 00BeM JOKyMEHTOOOOpOTa — KOJMYECTBO JIOKYMEHTOB, IIOCTYIMBIIMX B

OpraHU3aINIo U CO3JaHHBIX €10 32 OMPEACIICHHBIN TIEPHO/;

—  peructpanusi JOKyMEHTa — MPUCBOCHHE JOKYMEHTY PErncTpallMOHHOTO HOMEpa U
3aMuch B yCTAHOBJICHHOM TMOPSIIKE CBEJICHUH O JIOKYMEHTE;

— HOMEHKJIaTypa JIe1 — CHCTEMaTHU3MPOBAHHBIM IepeYeHh HAMMEHOBAHUN eI,
(dbopMUpyeMbIX B (eAepaTbHOM OpraHe WCIOJTHHUTEILHOW BJIACTH, C yKa3aHHWEM CPOKOB HX
XpaHEHUS;

— DKCHEpTH3a IIEHHOCTH JIOKYMEHTOB — H3yYeHUE JOKYMEHTOB Ha OCHOBAaHHUU
KPUTEPUEB MX IIEHHOCTHU B IENIAX ONPEACICHUs] CPOKOB XPAHEHHUS IOKYMEHTOB U OTOOpA WX TSI
BKJIIOUEHUs B coctaB ApxuBHoro Gouaa Poccuiickoii ®enepariuu;

— JIe0 — COBOKYMHOCTh JOKYMEHTOB WJIM OTAETbHBIA JOKYMEHT, OTHOCSIIIMECS K
OJIHOMY BOTIPOCY WJIM YYaCTKy JEATEIbHOCTH HHCTUTYTA;

— (¢opMupOoBaHHE Jella — TPYNIHUPOBKA WCIOTHCHHBIX JIOKYMEHTOB B JIEJIO B
COOTBETCTBHHU C HOMEHKJIATYPOU JeT;

— cuyx0a JIenonpon3BOJICTBA — CTPYKTYPHOE MOpa3/ie]ieHne, Ha KOTOPOE BO3TIOKEHBI
(YyHKIUM TI0 BEACHHUIO JENIONPOM3BOJCTBA, a TAaKKe JIMIA, OTBETCTBEHHBIE 3a BEJICHUE
JIETIONPOU3BOICTBA B IPYTHX CTPYKTYPHBIX MOAPA3IEICHUSIX HHCTUTYTA.

4. CO3JAHUE JOKYMEHTOB B UHCTUTYTE

4.1. BraHkM JTOKYMEHTOB

bnanku 1OKyMEHTOB pa3pabaThIBalOTCS HA OCHOBE YIJIOBOTO WIIM MPOIOJIEHOTO
BapUaHTOB DACIIOJIOKCHHUS PEKBU3UTOB. [IpuM yIJIOBOM BapuaHTe pPEKBH3UTHI OJaHKa
pacroyiaratoTcsi B BEpXHEM JIEBOM YTITy, IIPH TMPOJOIBHOM — ITOCEPEIUHE JINCTA BJIOJIb BEPXHETO
OIS

JIoKyMeHTBI, co3faBacMble B WHCTHTYTE, OGOpMIISIOTCS Ha OJaHKaxX, HA CTaHJAPTHBIX
muctax oymaru A4 (210x297 mm), A5(148X210 MM) i B BUJE DJIEKTPOHHBIX JIOKYMEHTOB U
JIOJIKHBI UMETh YCTAHOBJICHHBIN COCTaB PEKBU3UTOB, UX O(OPMIICHHE U PACIIONIOKEHHE.

Kaxnpiii muct qokyMenTa, ohopMIIeHHBIN Kak Ha OlaHKe, Tak u 0e3 Hero, J0JKEeH UMETh
CJEeAYIOIINE pa3Mephl MoJeil:

— 20-30 MM - 1eBoe (Ha JOKYMEHTaX MOCTOSHHOTO XpaHeHHs — 30 Mm);

— 10-15 mm - mpaBoe;

— 20 MM - HM)KHEE;

— 20 MM - BepxHee.

B vHCTUTYTE yCTaHOBIIEHBI CIIETYIOIINE BUIBI OJIAHKOB:

— OmaHK aKkTa O Tepegade Jaen MPHU YBOJBHEHHH pPaOOTHHKA, OTBETCTBEHHOTO 32
JIEIONPOU3BOICTBO, M PYKOBOJUTENS CTPYKTypHOTO noapazaeneHus (IIpunoxenne Ne 2)

—  Onank npuka3a (IIpunoxenne Ne 3)



—  Onank pacnopspkenust (Ilpunoxenne Ne 4)

—  Onank nomHoro nporokona (IIpunoxenne Ne 5)

—  Onank kpatkoro nporokouna (IIpunoxenne Ne 6)

—  Onank BeInucku u3 nporokona (IIpunoxxenue Ne 7)

—  0o0mmii O;aHK MHCTUTYTA, OJaHK ¢ mpuMeHeHneM KooHTuTyna ([Tpunoxenne Ne 8)

—  Onank ciry>xe6Horo (aenoBoro) nucbMa (IIpunoxenne Ne 9)

—  OnaHK yKa3zaHUs 10 UCNIOJHEHHIO ToKyMeHTa (pe3onronus) ([Ipunosxkenue Ne 10)

— qmct — 3aBeputens (IIpunoxxenue No 11)

—  JEJIO Ne (o6moxka) (IIpunoxkenue Ne 12)

— OnaHK «AKT O mepejaye JOKYMEHTOB IOCTOSHHOTO U JUIMTesbHOro (cBbime 10 yeT)
XpaHeHus B apxuB HHCTUTYTa» ([Ipunoxenue No 13)

— OmaHK «AKT 00 YHHUYTOXXEHHU KOHTPOJBHBIX, PACUETHO-TpahUIeCKUX M KypCOBBIX
pabort (mpoekToB) 1o kadeape» (IIpunoxenne Ne 14)

— OnaHK «AKT O BBIJICJICHUH K CIIUCAHUIO JTOKYMEHTOB, HE MOJUICKALINX XPAHEHHUIO B
__» (Ilpunoxxenune Ne 15)

— OmaHK «AKT 0 Tiepefadye TUILIOMHBIX MMPOEKTOB B apXxuB MHCTHTYTa» (IIpmiokeHue
Ne 16)

— OmaHk «AKT O He OOHapyXeHUHW [el, MYTH pPO3bICKa KOTOPBIX HCUEpPIIaHBD)
(ITpunoxenne Ne 17)

4.2. CocTaB J0OKyMEHTOB HHCTUTYTA

4.2.1. B [feATeILHOCTH MHCTUTYTA CO3AAKOTCH KOMILIEKCHI TOKYMEHTOB,
OTHOCSIIHECS] K CHCTeMAaM:

—  OpraHM3alMOHHO-TIPABOBOM JOKYMEHTAIMW: YCTaB, OPraHU3allMOHHAs CTPYKTypa
MHCTUTYTAa, KOJUIEKTUBHBIA JIOTOBOp, INTATHOE pACHHCaHUE, IOJIOKEHUSI O CTPYKTYPHBIX
MOJpPA3CNICHUsIX, KOJUIETHAIbHBIX U  COBEIIATENIbHBIX OpraHax, IpaBHia, IOJOXKCHHS,
UHCTPYKLMHU, PpErJaMEeHTHPYIOIIMEe OTAETbHbIE HANpaBlICHUS JEATEIbHOCTH HHCTHTYTA,
WHCTPYKIIMH O TIpaBax M 00A3aHHOCTSAX PaOOTHUKOB;

—  OpraHM3aLUOHHO-PACHOPSAUTENILHOW JOKYMEHTALlMHM: MPUKA3bl M PaCHOPSKEHHS
PEKTOpa M IPOPEKTOPOB; PEIIEHUS] YYEHOIO0 M PEKTOPCKOI'O COBETOB; PEIEHHs COBETOB
CTPYKTYPHBIX MOJpa3/ieleHull; peleHuss COBETOB IO Pa3IMYHBIM BHJAM JESATEIbHOCTH;
pacropsiKeHus 1eKaHOB;

—  IUTAaHOBOW JIOKYMEHTAIIMU: TIPOTPAMMBI, TUIaHbI, TPpaduKy;

— OTYETHOM  JOKyMEHTallMU:  OTYeThl  (CTATHMCTUYECKUE,  BEIOMCTBEHHBIE,
BHYTPHUHMHCTHTYTCKHE), CHIPABKHA OTYETHOTO XapaKTepa;

—  uHGOPMAIIMOHHO-CIIPABOYHON TOKYMEHTAIIUH: MPOTOKOJBI, AKThI, aHAIUTHYECKHUE
CIpaBKH, JOKJIATHBIC U CITy>)KEOHBIC 3aIMCKH, TIPEACTABICHUS, 3asBICHUS, IeI0Bast (CiIyKeOHast)
nepenucka u zip.;

—  JIOTOBOPHOM TOKYMEHTAIIUH: JTOTOBOPHI TPAsKIAHCKO-TIPABOBBIE U JOTOBOPHI B chepe
TPYAOBBIX OTHOIIEHH, COTTIAIlIEHHs], KOHTPAKTHI;

—  JIOKyMEHTalluM, oTpa)aroleil oOpa3oBaTeNbHbIN MPOILECC B MHCTUTYTE: 3a4€THBIC,
9K3aMEHALIMOHHBIE BEIOMOCTH; CIIMCKH, IK3aMEHALIMOHHbIE OUJIETHI U JIp.

42.2. B nemsix 3hGdEeKTUBHOrO HCMOIb30BaHUS MHOXXHTEIBHOW W KOMITBIOTEPHOU
TE€XHUKU B MHCTUTYTE yCTAHABJIMBAIOTCS €MHbIE MpaBuia 0pOPMIICHHS JOKYMEHTOB, KOTOpPbIE
YTBEP)KJAIOT CTAOMJIBHBI COCTaB PEKBHU3UTOB, WX pacHolokeHue u  odopmieHue,
0o0ecTeunBaOT [OPUANYECKYI0 CHIIy JOKYMEHTOB, OIEPAaTUBHOE W KadeCTBEHHOE WX
WCTIOJIHEHHE, TIONCK ¥ BO3MOYKHOCTh aBTOMAaTH3UPOBAHHOM 00pabOTKH JOKYMEHTOB.

4.3. IIpaBuJja opraHusanuu padoTsl ¢ JTOKyMEHTAMU

4.3.1. Pabora ¢ JOKyMEHTaMH, pa3padaThIBAEMBIMH JIOJDKHOCTHBIMH  JIUIIAMU
(CTPYKTYpHBIMH TIOJpa3JeNeHUsIMA) WHCTHTYTa B IENAX OOECICYCHUsI YIpPaBICHYSCKHX
peleHuit 1 1eiicTBUI BHYTPEHHET0 XapaKTepa, IpeAnoaraerT:

—  TOATOTOBKY IPOEKTa JOKYMEHTA;



—  peAakTHpOBaHHE TEKCTa MPOEKTa IOKyMEHTa;

- COIJIACOBAaHUE MPOEKTa JOKYMEHTA;

—  JopaboTka MpoeKTa JOKyMEHTA 10 3aMEYaHHUsIM;

- odopmIIeHne OKOHYATEIBHOTO TEKCTa MPOEKTa TOKYMEHTA;

- yTBepKAeHHE (TIOJNUCAHNE) JOKYMEHTA;

—  PErucTpauuio JOKyMEHTa;

—  THPaXHUPOBAHHE JOKYMEHTA;

- nepefady pabouyMx 3K3eMIUIIPOB JOKYMEHTa COOTBETCTBYIOIIUM JIOJIKHOCTHBIM
aunaMm (CTPYKTYpPHBIM MOAPA3AEICHUAM) JUIsl IPUMEHEHHS B MPAKTUYECKON NEATETbHOCTH WU
JUISL UCTIOJTHEHHS JOKYMEHTA;

- MOMeEIlEHNEe KOHTPOJIBHOTO AK3EMILISIpa JOKYMEHTA B JIEJI0;

- MoCJeayIolee XpaHeHne U paboTy ¢ TOKYMEHTOM (70 Tepeiayi €ro B apXuB WM
Ha YHUUYTOXEHUE).

4.3.2. IloaroToBKa NMpoeKTa JOKYMEHTA MPOU3BOIUTCS PaOOTHUKOM, OTBETCTBEHHBIM
3a ero UCIOJHEHUE:

— [0 pacnopsikeHuto (yKa3aHHIO) JOJDKHOCTHOIO JIMIIa HHCTUTYTa, KOTOPOMY
MOJUYMHEH JJAaHHBIA PaOOTHUK;

— B MHUIIMATUBHOM TIOPSJIKE;

—  BO HCIIOJIHEHHE paHee MOJYyYEHHOT0 JOKyMEHTa.

ITpu moAroTroBke MpoeKTa JOKyMEHTa OTBETCTBEHHBIH MCIIOJHUTENb ONpeaesiseT o0muii
HOPSIIOK UCIOJHEHUS] M, UCXOJS U3 3TOro, pacrpenenseT 00sS3aHHOCTH MEXKAY OCTalbHbIMU
UCTIOJIHUTENSIMY, YYacTBYIOIIMMH B paboTe HaJ MNPOEKTOM MAOKyMeHTa. Jlias MoAroToBKH
MPOEKTa JOKYMEHTa UCIOIb3YIOTCS:

— TunoBble (yHUGUIMPOBaHHBIE) (GOPMBI TOKYMEHTOB, Pa3pabOTaHHbIE B MHCTUTYTE
JUI IOJTOTOBKHU IOKYMEHTOB, OIIPEEICHHOTO BU/a;

— MaTrepuaybl JEJIOBOW TEPEeNnuCcKHd MO BOIPOCY, COCTABIAIOUIEMY MpPEAMET (TeMy)
JIOKyMEHTa;

— TOJIOKEHMsI 3akoHojarenbcTBa Poccuiickoit ®Penepanuu, periaMeHTHPYOIIUE
BOINPOCHI JIEATEILHOCTH HMHCTUTYTa (CTPYKTYpHOIO IOJpAa3/eNeHusi, JOJKHOCTHOIO JIMIA),
COCTaBJISAIOLIECH NPeAMET (TeMy) TOKYMEHTa;

— TpeboBaHMS JOKYMEHTOB, PETJIaMEHTHUPYIOIIME BOMPOCH! IEATEIbHOCTH MHCTUTYTA
(CTpyKTypHOTO TOpa3feliCHns, JOJDKHOCTHOTO JIMIA), COCTAaBJSIONIEH TMpeaMer (TeMy)
JIOKYMEHTA.

4.3.3. PenakTupoBaHue TEKCTAa MPOEKTA TOKYMEHTA IMPOU3BOIUTCS C IIENBIO:

—  yTOYHEHUS (IOMOJHEHUS) €ro CTPYKTYPBI U CO/IEPKAHMS;

—  COKpalleHHs TEKCTa, TaK KaK TOYHOCTb JIOKYMEHTa HEpa3phlBHO CBS3aHa C €ro
KpPaTKOCTbIO;

— BBISBJIGHUS M HCKIIOYEHUS M3 TeKcTa opdorpaduieckux, CHHTAKCUIECKUX,
CMBICIIOBBIX, (DAKTOIOTMYECKUX M MHBIX OLIMOOK, MCKAXKAIOIIUX COJAEp)KaHHE OKYMEHTa U
3aTPYIHSIOLINX €r0 BOCIPUSTHE U M3YUEHHE B IPOLIECCE O3HAKOMIICHHUS C HUM aJpecara.

YTouHeHne (OMONHEHHE) CTPYKTYpPhl M COAEPKAHHUA TEKCTa MPOEKTa JOKYMEHTa
MPOU3BOIUTCA B MpOIECCe YTEHUS OyMaKHOTO OpHTHHAJAa WM B SJCKTPOHHOM BapUaHTE U
BHECEHUS! B HETO COOTBETCTBYIOIIMX MOMETOK (3amedanwuii). [1o pe3ynbpraraMm penakTUpOBaHUS
TEKCTa MPOEKTa JOKyMEHTa BHOCUTCS IIPaBKa.

4.3.4. 3apepmaeT TPOLEIYyPY PEAAKTUPOBAHHS €ro KOHTPOJbHAs pacledaTka. OTOT
BapUaHT TEKCTa CJelyeT BHUMATEIbHO MPOYUTATh 10 TOT0, KaK OTIPABUTh MPOEKT JTOKYMEHTa
Ha CcOIJIacoBaHUeE.

4.3.5. OopmieHune npoekTa JOKyMEHTa MPOU3BOINUTCS B COOTBETCTBUU C TPEOOBAHUSAMHU
NucTpykmn W ¢ y4eToM TpeOOBaHWM, TNpEAbsBISEMbIX YyKa3aHHOH WHCTpyknuend K
KOHKPETHBIM BHJaM JJOKYMEHTOB.



4.3.6. Tlpu npueme ohOPMIICHHOTO MPOEKTa JIOKyMEHTa PabOTHHK 00s3aH TMPOBEPHUTH
MPaBUIBHOCTB €r0 OPOPMIICHHS U TIPH HEOOXOAMMOCTH ITOTPEOOBATh yCTPAHEHHS UMEIOIINXCS B
o opMIIeHNH TIPOEKTa TOKYMEHTA HETOCTATKOB.

4.3.7. Tlpoekt pmoxkymeHTa, OGOPMIICHHBIH HajJIeKamuM o00pa3oM, mepeaaeTcs
CEKpeTaplo Ui MPE/ICTAaBICHNS Ha TOJIUCH (YTBEPKACHNE) PyKOBOJCTBY HHCTUTYTA.

4.4. OdopmiieHHE PEKBH3UTOB IOKYMEHTOB

JloKyMeHTBI, co3ZjaBaeéMble MHCTUTYTOM, MMEIOT CTaOWJIBbHBIA COCTaB PEKBU3UTOB, UX
pacroyio)keHue M opopmieHue. JIOKyMEHT HMeeT OpUAMYECKYI0 CHIy IpU HaIUYHU
PEKBU3UTOB, 00s13aTEIbHBIX AJIS ITaHHOTO BU/a JOKYMEHTAa: HAMMEHOBaHUE UHCTUTYTA, HA3BaHUE
BUAA JOKyMeHTa (YHH(PHUUIUPOBAHHON (POPMBI OKYMEHTa), NaTa, PErHCTPALMOHHBIA HOMED,
AQHHOTALUs JTOKyMEHTA, TeKCT, BU3bI, TIOANHUCH, PACIIN(POBKA ITOITUCH.

[Tpu moaroToBKke NTOKYMEHTOB HpuMeHsieTcsi TeKcToBblii penaktop Word for Windows
Bepcuu oT 6.0 u BeimIe ¢ ucnoib3oBanueM mpudToB Times New Roman pazmepom Ne 12 (s
opopmieHnss TaONMMYHBIX MarepuaioB), pasmMepoM Ne 14 nams Bcex OCTaIbHBIX BHIOB
JIOKYMEHTOB uepe3 1 MeXCTPOUHBIA HHTEPBAI.

TekcThl meyaTaroTcs OT JIEBOM TPaHUIIBI TEKCTOBOTO TOJIS M BEIPABHUBAIOTCS TIO JIEBOM U
MpaBoO TpaHUIAM TEKCTOBOTO MOJIS (IO LIMPUHE CTPAHUIIBI).

[lepBas cTtpoka ab3ara HaunHaeTcs Ha paccrossHUM 1,25 cMm (mectas OykBa) OT JIeBOM
IpaHMILIbl TEKCTOBOTO MOJIS.

B mponecce moaroroBku um oopmieHuss MPOEKTOB IOKYMEHTOB COCTaB PEKBU3UTOB
MOXeT OBITh JOTIOJTHEH IPYTUMHU PEKBH3UTAMH, €CIH TOTO TPeOyeT Ha3HAaYeHUE JOKYMEHTa, €ro
00paboTKa u T.11.

YcTaHOBIEH CIEAYIOMUI COCTaB PEKBU3UTOB JOKYMEHTOB HHCTUTYTA!

— HauMEHOBAaHME YUpeAUTEIs

—  JIOTOTHI MHCTUTYTA;

— HAaUMEHOBaHWE MHCTUTYTA,

—  JOJDKHOCTB JIMIA — aBTOpa IOKyMEHTa;

—  TOJIHUCH TOJKHOCTHOTO JIUIIA;

—  BHJ IOKYMEHTA;

—  MECTO COCTaBJIeHHs (M34aHuUs) JOKYMEHTa;

—  CIIpaBOYHBIE JaHHBIE 00 UHCTUTYTE;

—  ajpecar;

—  JaTa JOKyMEHTa;

—  PETUCTPalMOHHBII HOMEDP JOKYMEHTa;

— HauMEHOBaHME JIMO0 aHHOTALUS TOKYMEHTA;

—  TEKCT IOKyMEHTa;

—  CChUIKA Ha UCXOJAIIMN HOMEp U J]aTy JOKYMEHTa aJipecaHTa;

—  OTMETKa O HaJM4YWHU NPUIIOKEHUH;

— rpud coriacoBaHus;

—  rpud yTBEpKACHUS;

—  BH3a;

—  OTTHUCK I€YaTu;

—  OTMETKa O 3aBEPEHUH KOIIUH;

—  OTMETKa 00 HCIIOJIHUTEIIE;

—  yKazaHus 10 UCHIOJHEHUIO TOKYMEHTa (pe30JIoLus);

—  OTMETKa O KOHTpOJ€ JOKYMEHTa;

— oTMeTKa 00 UCIIOJTHEHUH JOKYMEHTA;

— OTMETKa O KOH(HICHIMAIbHOCTH, KOTOpas OQOpPMISETCS B COOTBETCTBUU C
NpaBUJIaMU;

—  OTMETKa O MOCTYIJICHUH.



Kpome nepeuncineHHbIX peKBU3UTOB, IPH MOATOTOBKE JOKYMEHTOB H B IpoIiecce paboThI
C JOKyMEHTAaMH MOTYT HCIIOJIb30BaThCS JPYTHE PEKBU3UTHI, HApUMeEp, OTMETKH «CpOdHO»,
«OmnepatuBHOY, «IloATEKUT BO3BpATY».

4.4.1. HammeHoBaHNE UHCTUTYTa

HanMeHoBaHME WHCTUTYTa yKa3bIBACTCSI B TOYHOM COOTBETCTBUU C Y CTaBOM MHCTHUTYTA.
CoxpalieHHOe HaMMEHOBAHHUE ITOMEIIACTCSl B CKOOKaX BCJIE 33 TIOJTHBIM HAaUMCHOBAHHEM.

HanMeHoBaHNE MHCTUTYTa Ha PYyCCKOM SI3bIKE:

— TOoJNHOe — ABTOHOMHAs HEKOMMEpYecKas OpraHW3alis BBICIIETO O0Opa30oBaHUS

«MHCTUTYT TOCYJapCTBEHHOTO a/IMUHUCTPUPOBAHUS;

— cokpamtenHoe — AHO BO «1T'A».

4.4.2. JIomXHOCTB JIMIIa — aBTOPA JOKyMEHTA

JIoJKHOCTB LA — aBTOpa JOKYMEHTA yKa3blBaeTCs B OJIaHKaX MUCEM, UMEIOIIUX IPaBo
UCIIOJIb30BaTh OJIAHKU IMMHMCEM YCTaHOBJIEHHOTO 0Opa3ia.

4.4.3. CnpaBouHble JaHHbIE 00 HHCTUTYTE

CrpaBouHbIe JaHHBIE YKA3bIBAIOTCS B OJIAHKAaX CIIy)KEOHBIX TMHCEM W BKIIOYAIOT B ceOsl:
MouTOBBIN aapec uHcTHTYTA (JleHnHCKMIt pocrtiekt, 1. 80, r. Mocksa 119261), Homep TenedoHa
8(499) 131-95-24, dakca 8(499) 131-99-79 odunumanbHeiil aapec 1eKkTpoHHON o4tk (E—mail:
info@iga.ru).

4.4.4. Bun 1oOKyMeHTa

Bua nokymeHTa JOJDKEH COOTBETCTBOBATH €r0 COACp)KaHUIO, (hopMaM JOKYMEHTOB,
npuMeHseMbIX B By3e. HanmenoBanue Buaa uznaBaemoro gokymenta (IIPUKA3, I[TIPOTOKOJI,
CIIYJKEBHAA  3AIIMCKA, JOOKJIAJIHAA  3AIIMCKA) Bkmrowaercs B OJaHK
COOTBETCTBYIOLIET0 BHMJA JOKYMEHTOB WJIM YKa3blBae€TCsl COCTABUTEIEM IpU MOJArOTOBKE
JIOKyMEHTa U 0pOpPMIIIETCS] TPOITUCHBIMU OYKBaMH C BhIpAaBHUBAHHUEM I10 IIEHTPY 0e3 a03aIiHoro
OTCTYyTIA.

HanMenoBanue BHIa M pa3sHOBUAHOCTH JOKYMEHTAa HE YKa3bIBaeTCs B CIIyKEOHBIX
(menoBbIX) mUCbMax (KpOMe rapaHTUWHBIX ITHUCEM).

4.4.5. Mecto cocraBieHus (M34aHus) JOKYMEHTa

Mecto cocrtaBieHus (M34aHMs) AOKYMEHTAa YKa3bIBaeTcsi B OJlaHKaX JOKYMEHTOB
WHCTUTYTA.

4.4.6. Jlata nokymMeHTa

JlaToil moxymeHTa sIBIsieTCs JaTa ero mojmnucaHus (IpUKasbl, pacloOpsDKEHHs, MUChMa,
Clly>KeOHbI€ 3alMCKU, aKThl U Jp.); AJs JOKYMEHTa, IPUHUMAEeMOr0 KOJUIETHaIbHBIM OPraHOM, —
JlaTa ero MpUHATHS; Ul JOKyMEHTa, TPeOYyIOIIero ero yTBep:KIAeHUs, — J1aTa €ro yTBEep KICHHS
(MHCTpYKIMS, TNpaBWia, PErJIaMeHT, IUIaH, MOJ0KEHHE, OTYeT); UId NPOTOKOJIOB — Jara
coObITHS, 3a(pUKCUPOBAHHOTO B JJOKYMEHTE.

Jlata nOKyMeHTa TMpPOCTABISETCA MOJHDKHOCTHBIM —JIMIIOM, TIOANMCHIBAIONIMM  HJIH
YTBEP)KIAIOIIUM JOKYMEHT, WM YIPABICHUEM JeTaMU TPH PETHCTPAllH JTOKYMEHTa, WIIH
HETIOCPEJICTBEHHO COCTABUTEIIEM IPH MOJATrOTOBKE JOKYMEHTA (JIOKIaaHast, CayKeOHast 3ammcKa,
3asBJICHUE).

i TOKYMEHTOB, COCTAaBIICHHBIX OJHOBPEMEHHO HECKOJIBKUMH OpTaHU3alMsIMH, TaTOH
JIOKYMEHTA SIBJIIE€TCS JaTa NOAMMCAaHUs €ro MOocieaHel opraHu3anme.

Jlatra monmucaHus, YTBEP)KACHUS, COIVIACOBAHUS JOKYMEHTa, a TaKkKe JaThl,
coJiepaKalIrecs B TEKCTE, TOJLKHBI 0QOPMIIAThCS HUPPOBBIM CIIOCOOOM.

Jaty nokymeHTa 0hOpMIISIOT:

— apabckumu 1mmdpaMyd B TIOCIEIOBAaTEILHOCTH: JCHb MeECsIa, MeCSI, TOJ B OIHY
ctpoky. JleHp Mecsana u mecan oQOpMISIIOT ABYMsI MapaMu apaOckux 1udp, pasaeieHHbIMH
TOYKOM; TOJ — 4eThIpbMs apadckumu mudpamu: 18.01.2026.

— CJIOBECHO-IIM(POBBIM CIIOCOOOM, Hanpumep, 18 saBaps 2026 r.

ITepenoc (pa3pbIB) AaThl ¢ OJHOM CTPOKM HA APYTYIO CTPOKY HE JIOIMYCKAETCsl.

B Tekcrax JOKyMEHTOB, COJEp)KALINX CBEJACHUS (PMHAHCOBOTO XapakTepa, MpUMEHSeTCs
cioBecHO-IM(poBoii criocod opopmienus aat: 02 gespans 2026 T.



Ecnu nopsiikoBeIii HOMEp MecsIa WK JICHb COCTOSAT U3 OJHON HHUQPHI, TO Mepea HUMHU
npocrasisiercs 0. Hanpuwmep, 1 urons 2026 roxa ciaenyer opopmisars: 01.06.2026 nmm 01 urons
2001 r.

[Ipu ccpulke B TEKCTEe Ha TPABOBOM AaKT WJIM HMHOM JOKYMEHT JaaTa OQopMIIseTcs
caenyromumM oopazom: Ykaz llpesuaenra Poccuiickoit ®eneparuu ot 12.01.2011 Ne 1919 mnm
Vka3s [Ipesunenta Poccuiickoit @enepanuu ot 12 auBapst 2011 r. Ne 1919.

Bce ciy)xeOHble OTMETKM Ha JOKYMEHTE, CBA3aHHBIE C €ro IMpOXOXIEHHUEM U
UCIIOJIHEHUEM, JaTUPYIOTCS, IOANUCBHIBAIOTCS AOJDKHOCTHBIM JIMIIOM, M IIPOCTaBJsETCS
pacudpoBKa MOJIIHUCH.

4.4.7. PerncTpauMoOHHbIl HOMEpP J0KYMEHTAa

PerucrpauoHHblii HOMEp IOKYMEHTa IpPOCTaBISE€TCSI B COOTBETCTBUU C CHUCTEMOM
perucTpaumy, NPUHATON B UHCTUTYTE.

PerucrpanyonHslii HOMEp MPUCBAWBAETCS JOKYMEHTY IIOCII€ €ro IOANHUCAHUS
(yTBepxaeHUs).

Perucrpanontslii HoMep JOKYMEHTa, W3JJAaHHOTO COBMECTHO C JIPYrod OpraHu3alueH,
COCTOMT W3 pAa3JIeICHHbIX KOCOW YepTOM PErucTPalMOHHBIX HOMEPOB, MPUCBOCHHBIX
OpraHu3alisIMU-aBTOpaMyd  JIOKYMEHTa W PACHOJOKEHHBIX B  MOCIEA0BaTEIbHOCTH,
COOTBETCTBYIOILIEH 0003HAUE€HUIO HAMMEHOBAaHUI oOpraHu3alMid B 3arojJOBOYHOM yacTu
JIOKYMEHTA.

4.4.8. CcpuIKa Ha HCXOAS UM HOMEP U AaTy JOKYMeHTa

Ccbulka Ha HMCXOISAIUMI PEruCTpPALMOHHBIA HOMEP W JaTy JOKYMEHTa BKJIIOYAETCs B
COCTaB PEKBU3UTOB OJIaHKA MUChbMA, KOTOpAs MPOCTABIISETCS HCIOJHUTENEM IPH MOArOTOBKE
MUChMa-OTBETA.

[Tpu odopmieHHH OTBETHBIX MHCEM IMPHUBOAUTCS CCHUIKA Ha HOMEP M JaTy BXOJISIIETO
JIOKYMEHTa, Ha KOTOPOE J]aeTCs OTBET.

Hampuwmep,

Ha Ne 25-1785 ot 30.03.2026.

Janee B TekcTe mHMcbMa CChUIKA Ha HCXOJANIMA HOMEP M JaTy JOKyMEHTa He
YKa3bIBaeTCSl.

4.4.9. Anpecart

JIOKyMEHTBl aJpecyloT B OpraHbl BJIACTH, OPraHU3alUsAM, IOJIKHOCTHBIM JIMIIAM,
CTPYKTYPHBIM IIOAPA3JEJICHUsM, IPaKJaHaM.

[IpaBuna okazaHust yciayr moutoBoi cBsizu (manee — IIpaBuia) ompenenstor mopsaok
HaIMCaHM MOYTOBBIX a/I[PECOB, BKIIOYAIOLINHA NCIIOIb30BaHUE 003aTENbHBIX 3JIEMEHTOB aJipeca
U ONPEJIEICHHYIO OCIEI0BATEIbHOCTh UX PACIIONIOKEHHUS, OH COOTBETCTBYET MEXTyHAPOIHBIM
MpaBUJiaM HalMCaHUS aPECOB.

Anpeca muIIyTCS HE TOJBKO HAa KOHBEPTAaxX, OHM MOTYT MPOCTABIATHCS M HA CaMHX
JIOKYMEHTaX, HallpuMep, Ha CIIy>)KEOHBIX MUChbMaxX B COCTaBE PEKBU3HUTA «alpecar», KOTOPHIE
JOJKHBL OQOPMIIATHCS B COOTBETCTBHMH C YCTaHOBJIEHHBIMH TpeOoBanusMmHu. B amgpece He
JIOJDKHO OBITh MCHPABJIEHUH, 3HAKOB, HE OTHOCSILIUXCS K HEMY, M IIPOU3BOJIBHBIX COKpAIIEHHBIX
Ha3BaHMUM CTPaH, TOPOAOB WIM MHBIX HACEJIEHHBIX IYHKTOB, YJIMII U T.II.

B cootBerctBuu ¢ IlpaBuinaMu coctaBHbIe YacTH aJpeca JOJKHBI ObITh PACHOIOKEHBI B
M10CJIEA0BATENBHOCTH

l. monHOe WM KpaTKO€ HAMMEHOBAHWE OpraHU3alMu (€cou aapecaToM  SBISIETCS
OPUAMYECKOE JTUTI0) W (PaMUIIHSL, UMsI, OTYECTBO (€CITH aapecar — Ipa)/IaHuH);
HAa3BaHUE YJUIbI, HOMEP I0Ma, HOMEP KBapTHUPHI;

HA3BaHHE HACEJIEHHOTO MTyHKTAa (ropoja, MOCeKa U T.I1.);

Ha3BaHUE pailoHa;

Ha3BaHUE PeCIyOIuKHU, Kpasi, 00JacTH, aBTOHOMHOTO OKpyra (00macTn);
Ha3BaHUE CTPaHBI,

MIOYTOBBIN UHIEKC.

Nk WD
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Kaxxaplit amemeHT agpeca peKOMEHIyeTcsl UcaTh Ha OTIEIBHOM CTPOKeE.

Ecnu aopecamom sensemcs uacmmoe auyo, €ro UM MOXKET OBITh IpPEICTABICHO
WHUIMAJIaMU UJIM MOJHBIM MMEHEM M OTUECTBOM. IIONHOCTBIO yKa3blBalOTCS MMsI U OTYECTBO,
€ClIi IpU MOJYYEHHWH IOYTOBOIO OTMpaBIEHUs ajpecaT o0si3aH MNpexbsBUTH JOKYMEHT,
YIOCTOBEPSIONIMNA €ro JMYHOCTh. Tak, (aMMIMI0 M HHULHUAIBl MOJydyaTelsl YKa3blBalOT Ha
IPOCTHIX IIOYTOBBIX OTIPABICHUSIX, & Ha OTIPABIEHUSX, alpPECOBAaHHBIX, Hampumep, «/o
BOCTpeOOBaHUS», 3aKa3HOW KOPPECIIOHACHIIMM WM M OTYECTBO B aJpece 3alrChIBAIOT
MOJTHOCTBIO. VICKITIOUeHNE COCTABIISIIOT MMEHA, B KOTOPBIX B CHITy HAIIMOHAIBHBIX 0COOEHHOCTEH
HE IPUMEHSIOT OTYECTBA.

Ecnu adpecamom sensemcsa opeanusayus, TO MOXKHO yKa3bIBaTh KaK €€ IMOJIHOE, TaK U
COKpaIlleHHOE HAaUMEHOBaHHE.

JIOKyMEHTBl aApecyloT B OpraHU3ALMH, WX CIPYKTYpPHbIE IOAPA3JECIECHUS WIN
KOHKPETHOMY JIOJDKHOCTHOMY JIMILY € YKa3aHUEeM (paMuIuu UIMEHHU U OTYECTBA.

ITpu anpecoBaHuMu TOKYMEHTa B OpraHM3alllIO WM €€ CTPYKTypHOe MojpaszeieHue 0e3
yKa3aHHs JOJHKHOCTHOIO JIMLA UX HAUMEHOBAHKE UIIYT B UMEHUTEIBHOM MaJleXKe.

Hampumep: MockoBckuit FHCTUTYT Au3aiiHa

(lunmepesan)

Otaen acnupaHTyphI

[Ipn HampaBieHUMM AOKYMEHTa IOJDKHOCTHOMY JIMIy Ha3BaHHE OpIraHM3alUd U €€
CTPYKTYPHOTO TMOJpa3iesieHus] YKa3bIBaloT B UMEHUTEILHOM TMaJeKe, a TOJKHOCTh U (haMUIIHIO
azipecaTa — B IaTEIbHOM.

Hanpumep: MunncrepcTBo 00pa3oBaHus

u Hayku Poccuiickoii @enepannu

(1 unmepesan)

Cexperapuar

(1 unmepsan)

['maBHOMY crienmanucTy

B. T'. Cemkunou

(TI0 IEHTPY OTHOCHUTEIHFHON CaMOW IITMHHOM CTPOKH)

WIn

PexTopy MOCKOBCKOTO TOCyAapCTBEHHOTO

OTKPBITOT'O HHCTUTYTA

(1 unmepsan)

10. T'. Kpyriosy

(OTHOCHTENBHO JIEBOTO Kpasi)
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[TonHpIA MNOYTOBBIA aApeC YKa3bIBAETCS IPU HAIPABICHUM JOKYMEHTa pPa30BbIM
KOPPECMOHIEHTaM B COOTBETCTBUH C MOYTOBBIMHU MTPABHIIAMHU.

Hampuwmep:

Penmakuus sxypHana

"BectHuk oOpazoBanus"

Uucronpyanslii OynbBap, 0,

r. Mocksa, 101856

JIOKyMEeHT He JIOJKEH CofiepKaTh 00Jiee YeThIPEX apecaToB, KaX/Ibli IK3EMILIAP TaKOro
JIOKYMEHTA JI0JIKEH ObITh MOIHCaH.

Crnoso "Konus" nepes BTOpbIM, TPETBUM, YETBEPTHIM apecaTaMu HE YKa3bIBAIOT.

[Tpu HampaBieHun AOKyMeHTa Oojiee YyeM B YEThIpE ajapeca COCTABISETCS CIMCOK Ha
pacchUIKy (peecTp), a Ha KaXJI0M JOKyMEHTE MPOCTABISAETCS TOIBKO OJTUH ajpec.

Ha 3aka3nsie nucema (60s1ee 4) cocTaBisieTcs: CIMCOK Ha OTIPABICHUS.

[Ipn anmpecoBaHMM JOKYMEHTa JMAOJDKHOCTHOMY JIMIy WMHHLMANBI CTaBSTCS TEpen
hamusmet.

[Ipu agpecoBanum AOKyMeHTa (HU3MUECKOMY JIMILY YKa3bIBalOT (PaMHIIMIO U MHULUAIBI
MOJTydaTessi, 3aTeM OYTOBBIH ajpec.

Mexay nHMIManaMu U paMUIHMeH CTaBUTCS POOed.

Hampumep: Kanununy A. A.

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

r. JIunkn Kupeesckoro p-Ha

Tynbckoit 0611., 301264

[louroBBIl azmpec HE yKa3bIBAaeTCsl B JOKYMEHTaX, HAIllPaBJISIEMbIX B BBICUIME OPIaHbI
rOCyIapCTBEHHOM BIacTH, Apyrue (eepaabHble OPraHbl UCTIONHUTEIHHON BIACTH B CyOBEKTax
Poccuiickoii @enepanyu, BBIMIECTOAIIUM OPraHU3aLUsIM, TIOCTOSTHHBIM KOPPECTIOHICHTaM.

CTpoKH peKBH3UTa «AJlpecary» LEHTPYIOTCS OTHOCUTEIHHO CaMOW AJTMHHOW CTPOKH WU
BBIPAaBHHUBAIOTCSI 10 JIEBOMY Kpalo (TIOLIaroBoe pacroiokeHue).

4.4.10. HammenoBaHue 100 AaHHOTALMSA TOKYMEHTA

HaumenoBanne 1100 aHHOTaUMs JOKyMEHTa (KpaTKoe COJEp>KaHUE JIOKyMEHTa)
COCTaBJIIETCSI KO BCEM JOKYMEHTaM, 3a MCKJIIOYEHHUEM JIOKYMEHTOB, HMEIOLUIUX TEKCT
HeOO0JBIIOTO 00beMa (10 4-5 CTPOK).

AHHOTalUs JOJKHA OBbITh KpPAaTKOW, TOYHO IlepelaBaTh COAEp)KaHUE JIOKYMEHTa U
COIJIACOBBIBATHCS C HAMMEHOBAHUEM BUJA IOKYMEHTA.

Hanpuwmep:

[Mpukaz (o wem?) OO yrtBepxkaenuu [lonmoxeHHss O 3amIMTE MEPCOHATBHBIX TAHHBIX
TOCYTapCTBEHHBIX CITy’KaIluX U paOOTHUKOB MHHUCTEPCTBA.

[Mucemo (o yem?) O6 OKa3aHUM KOHCYJIBTATUBHON TOMOIIIH.

[IpaBuna (dero?) BHyTpEeHHETO TPYJAOBOTO PACIOPSAIKA.

AHHOTaIUS COCTABIISIETCS UCTIOHUTEIEM, TOTOBSIINUM MPOEKT JOKYMEHTA.

AnHOTanuus oopmisiercs Mo peKBU3UTaMu OJaHKa.

AHHOTaIUs MOXeT 3aHUMAaTh 4-5 cTpok no 28-30 3HaKOB B CTPOKE.

4.4.11. TekcT TOKyMeHTa

TekeT AOKYMEHTA U3J1araeTcsi pyCCKUM JIMTEPATyPHBIM S3bIKOM C Y4€TOM 0COOEHHOCTE!
o(pHULIMANEHO—/IETIOBOTO CTHJIS,, BUAA JOKyMEHTAa M €ro Ha3HAueHHs B YINPaBICHYECKOU
nesirenbHOCTH. ConepKaHue JTOKYMEHTa JOJDKHO OBITh M3JI0KEHO KPaTKo, JIOTHYHO, TOYHO H
SICHO.

TekcThl JOKYMEHTOB M3JIaratoTcs OT:

l-ro numa eAMHCTBEHHOTO 4YHUCINA: MPUKa3bIBalo... MOATOTOBUTH M MPEAOCTaBUTH Ha
paccMOTpeHHe; MPOILY PACCMOTPETh BOMPOC 00 yCTaHOBJIEHUH JIbTOTHBIX Tapu(oB...;

3-ro numa eauHcTBeHHOro umcna: ..llpaButensctBo Poccuiickoii  ®Depepanyu
MIOCTAHOBJISIET..; ...KOJIJIETUS IIOCTAHOBUIIA...; MUHUCTEPCTBO HE CUUTAET BO3MOXKHBIM...;
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1-ro nMIIa MHOXXECTBEHHOTO YHCHa: MPOCUM NPEACTaBUTh JaHHBIE O...; IPEACTaBIIEeM Ha
paccMOTpeHHe M YTBEPXKICHHE..., B MPOTOKOJAX: CIYIIAIH...; BBICTYNWIH...; PELININ
(mocTaHOBUIIN).

B coBmMecTHBIX JOKYMEHTaX TEKCT M3JararoT OT MEPBOIO JIMIA MHOKECTBEHHOTO YHUCIA!
MPHUKA3bIBAEM. .., PELIMIIH. ..

B TekcTax HOpMATHBHBIX MPABOBBIX aKTOB MCMOJIB3YIOTCS Taroibl B (POpMe HACTOAIIETO
BpPEMEHU, IPUAIOIIME TEKCTY NPEANHUCHIBAIOLINN XapaKTep, Halpumep:

"Buza BkirodaeT B ce0s HaMMEHOBAaHUE JOJDKHOCTH PYKOBOIUTENS CTPYKTYpPHOIO
MOJpa3JeNIeHNs] WM €ro 3aMecTUTeNId M JIMYHYI0 HOJMHUCh BHU3MPYIOLIEro, pacliu(poBKY
MIOATIHICH U JIaTy";

"HopmartuBHble npennucanus opOpMISIOTCS B BUJAE ITyHKTOB, KOTOPBIE HYMEPYIOTCS
apabckumu 1udpamMu ¢ TOYKOH U 3aroJIOBKOB HE HMEIOT".

B Tekcte aoKyMeHTa, MOArOTOBIEHHOTO HA OCHOBAHHWU 3aKOHOJATENBHBIX, WHBIX
HOPMATHUBHBIX IPABOBBIX AKTOB, M3JaHHBIX OpPraHaMU BJIACTH U YIPABIICHUS, JOKYMEHTOB,
paHee M3JaHHBIX OPraHOM BJIACTH — ABTOPOM JOKYMEHTA, YKa3bIBA€TCsi HAUMEHOBAHHE BH[A
JIOKyMEHTa, HAUMEHOBaHHE OpraHa, M3JAaBIIET0 NOKYMEHT, JaTa MPUHSATHS WU YTBEPKICHUS
JIOKYMEHTa, €ro PErucTpPalMoOHHBIA HOMEp, a TAaKKe 3aroJIOBOK JTIOKYMEHTa, 3aKJIIOUEHHBIA B
KaBbIUKHU, HAIIpUMED:

"B cootBercTBUM c moctaHoBieHueMm llpaBurenbctBa Poccuiickoii ®@enepauuu ot 13
asrycra 2026 r. Ne 1009 (unum ot 13.08.2026 Ne 1009) "O0 yrBepxnenun [IpaBun nmoaroroBku
HOPMAaTUBHBIX MTPABOBBIX aKTOB (pe/IepaIbHBIX OPraHOB UCTIOJIHUTEIHHOM BIIACTH ...";

"B cootBerctBum c [lonoxeHneM O MOCTOSAHHO JEHCTBYIOIIEH SKCIEPTHON KOMHUCCHH
WHCTHUTYTA, YTBEPKACHHOM NpuKa3oM ot 19 suBapst 2025 r. Ne 02, ...".

Ecam TekcT COmEpKUT HECKOIBKO TOPYYEHWH, pElIeHWi, BBIBOJAOB W JIp., B TEKCTE
BBIICTISIIOTCS Pa3/ieibl, OAPAa3Ieibl, IyHKTHI, MOATYHKTHI.

B TekcT moKkyMeHTa MOTYT BKIIOUAThCS (hparMeHThl, O(OPMIICHHBIE B BUE TAOJIULBI HITH
AHKETHI.

Crpanunbl  Tekcta  (ciy>)keOHOE€ — MHUCHMO,  OPraHU3allMOHHO-PACIOPSAUTEIbHAS
JOKYMEHTalusl, CIPaBOYHO-WHGOPMAIMOHHAS JOKYMEHTAlMA) HyMEPYIOTCs apaOCKuMHU
uQpamu nocepeuHe BEpXHEro MoJjs JOKYMEHTA.

4.4.12. OT™MeTKA 0 HAJTMYUM MPHJIOKEHHI

OTMeTKa 0 HAIMYMU NPUIOKEHUH MCHOIb3YeTCsl MPH O(POPMIICHUN COIPOBOIUTEIBHBIX
IUCEeM U MPUIIOKEHNUHN K TIPUKa3aM, paclopsHKeHUsIM, TUIaHaMm,

nporpaMMam, OT4eTaM, JOTOBOpaM, MOJIOKEHHUSIM, MpPaBUIaM, MHCTPYKIHSIM U JAPYTHM
JIOKyMEHTaM.

Ecnn noxkymMeHT uMeeT NpHUIIOKEHHUS, Ha3BaHHbIE B TEKCTe, TO OTMETKa O HHX
odopmitsieTcs 1o ciaeayroniei Gopme:

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

Ecnu npunoxeHust B TEKCTe HE HA3BaHBL, TO HEOOXOAMMO MEPEUYHCIUTh MX Ha3BaHUS,
KOJINYECTBO JIMCTOB U 3K3EMILISIPOB KasKI0r0.

ITpy HaMMUMU HECKOJIBKUX MPUIIOKEHUH OHU HyMEpYIOTCS:

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

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

Ecnu npusnoxenus cOpoIIropoBaHbl, TO KOJIUYECTBO JINCTOB HE YKa3bIBAIOT.

[Tpunoxenuss MOMKHBI OGOPMIIATHCS HA CTaHAAPTHBIX JIMCTaX M HMETh BCE
HEOOXOMUMBIE  JUIS  JOKYMEHTOB  PEKBU3UTHI (HAMMEHOBAHWE, 3aroJOBOK, MOJIHCH
PYKOBOIUTENEH MOAPA3IEICHUNA, OTBETCTBEHHBIX 3a UX COJEP>KaHUE, OTMETKY O COTJIACOBAHUU U
T.J.).

Ha mpunosxeHnuu K pacnopsauTeNbHOMY JOKYMEHTY B MPaBOM BEPXHEM YTy CTaBUTCS
OTMETKa C yKa3aHUEM Ha3BaHUS PacMoOpSIUTENLHOTO JOKYMEHTA, €0 JaTa U HOMEp.

OTMeTKa O MNPWJIOKEHUU IPOCTABISAETCS Ha NEPBOM JIUCTE MPUIOKEHHUS B IMPaBOM
BepxHeM yriay. Eciau npuiioskeHuit HeCKoJIbKo, OHU HyMepytoTcs, Hanpumep: [lpunoxenue Ne 1,
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[lpunoxxenne Ne 2 u 1. n. Ecam mpuiiokeHue OAHO, OHO HE HyMepyercs. B ormerke o
NPUIOKEHUH YKa3bIBA€TCS HANMEHOBAHHE BUIa OCHOBHOTO IOKYMEHTA, €T0 JaTa i HOMEP.

Ecnmu mpunoxxeHneM K TOKYMEHTY (Hampumep, K MpHKaszy) SBISETCS YTBEP)KIAeMBIN
JOKYMEHT (TIOJIOKCHWE, NpaBWiIa, WHCTPYKIHSA, pETJIIaMeHT), B BEPXHEM NPaBOM YIIIy
MPOCTABJISIETCSI OTMETKA O MPHUIIOKECHUH, HUKE — TPUQ YTBEPKICHHS JOKYMEHTA.

4.4.13. I'pu¢ cornacoBanus

CornacoBaHue NPOEKTa JOKYMEHTa C IPYTMMH OCYAapCTBEHHBIMH OpraHaMH BJIACTH U
OpraHu3alMsIMH, HMHTEpPEChl KOTOpPBIX B HEM 3aTparuBaiorcs, odopmisiiorcs rpudpom
corylacoBaHusl. IIpoeKT TOKyMEHTa MOXKET OBITh COIJIACOBAH HEMOCPEACTBEHHO TOJKHOCTHBIM
JIMIIOM, IPOTOKOJIOM KOJIJIETHAJIBHOT'O OpraHa MM CIIy>K€OHBIM MTUCHMOM.

[Ipy HEOOXOJUMOCTH OIEHKH IEeTIeCO00pPa3HOCTH JOKYMEHTa, €ro OOOCHOBAaHHOCTH U
COOTBETCTBHUSI  JCHUCTBYIOLIEMY 3aKOHOJATEIbCTBY UM  NPAaBOBBIM  aKTaM  POBOJUTCS
cormacoBanue JokyMmeHTa. CorjacoBaHHe€ MOXKET TPOBOAWMTHCS Kak BHYTPH  BYy3a
(mozmpa3ieneHus M W JTOJDKHOCTHBIMH JIMIIAMH), TaK W BHE ero (C TMOJYMHEHHBIMH U
HETIOAYNHEHHBIMU OPTaHU3AIHIMH ).

BuyTtpennee cornacoBanue ogopmIisieTcsi MyTeM BHU3WPOBAHUSA TPOEKTa JOKYMEHTa
JIOJPKHOCTHBIM JIMIIOM. Bu3a BkIto49aeT B ce0si JOMKHOCTh BU3UPYIOUIETO, JIMYHYIO MOJIITUCH, €€
pacm(poBKy, 1aTy BU3MPOBaHUs. 3aMeUaHUs U JONOJHEHUS K MPOEKTY JIOKYMEHTa MOTYT
u3jaraTbCs Ha OTJCJIBHOM JIUCTE, O YeM IpU BU3UPOBAHMM CTABUTCS OTMETKa '"3aMedaHus
npuiararotes”. 3aMedaHus 00s3aTeIbHO TOKJIAABIBAIOTCS JIUILY, HOJMHUCHIBAIOIIEMY JTOKYMEHT.

I'pud cormacoBanusi MPOEKTOB OPTraHU3AIMOHHON TOKYMEHTAMH O(GOPMIISIETCS IO
pexBuzuToM "[loanuck JOMKHOCTHOTO Jiuia" OJFbKe K HUKHEMY TIONO JIOKyMEHTA.

[Tpu cormacoBaHMH MPOEKTa PACIIOPSAUTEIHLHOTO JOKyMEHTa (IIPHUKa3, PacropsiKEHUe)
BU3BI COTJIACOBAHUS MPOCTABISIOTCS Ha OOOPOTHOH CTOPOHE MOCTEIHETO JIMCTa MPOEKTa
JIOKYMEHTA.

Buemnee cornmacoBanue oQopmisieTcsi COOTBETCTBYIOMMM Tpudom. ['pud cormacoBanus
pacrionaraeTcsi HIDKE IMOJIIMUCH Ha JIMIEBOW CTOPOHE MOKYMEHTAa M BKJIIOYAeT B Ce0s CIOBO
COT'JTACOBAHO (mponucHbiMu OykBaMu O€3 KaBblY€K W JBOETOYMI), HAUMEHOBaHHE
JOJDKHOCTH JIMI]a, C KOTOPBIM COIJIACOBBIBACTCA JOKYMEHT (BKJIIOUas HAMMEHOBaHUE
OpraHu3al|K), JUUHYIO NOAIKUCh, paciin(POBKY MMOAMUCH U 1aTy COITIACOBAHMUSL.

I'pudsl cornacoBanusi MOTyT pacroyaratbCsi Ha OTJAEIBHOM JIMCTE COTJIACOBaHMS, €CIU
colepKaHuEe JIOKYMEHTa OTpa)kaeT HMHTEpechl HECKONbKMX opranusanuil. Ha noxymenre
nenaetcst ormetka "JIucTt cornacoBaHus mpunaraercs’'.

BHemnee cornmacoBaHue B 3aBHCHMOCTH OT COJIEpKAaHUS JOKYMEHTa OCYIIECTBISIETCS B
CIEAYIOIIEH OYEPEAHOCTH:

—  C IOJBEJAOMCTBEHHOIO0 HMHCTUTYTa M CTOPOHHUMM OpraHU3alMsIMHU, KOIJa OHH
BBICTYMNaIOT 0043aTeIbHOM CTOPOHOI B MPaBOOTHOILIEHHSIX, BO3HUKAIOIUX BCIEACTBUE U3aHUS
JOKYMEHTA, UJIH, KOTJa COJAepKAHNE TOKYMEHTa OTPa)KaeT X UHTEPECHI;

— ¢ OOUIecCTBEHHBIMU OpPraHHU3AIMsIMH — B CIydasx HEOOXOAMMOCTH WU B CIyYasX,
NPEAYCMOTPEHHBIX MOJOKESHUSIMHU 00 ITHX OpraHU3alusIX;

—  C OpraHamu, OCyIIECTBISIOIINMH I'OCYAapCTBEHHBIN HaJIBEOMCTBEHHBIN KOHTPOJIb
(Hazm3op) B onpeieneHHON 001acTh (3KOJOTHUECKHMA, TIOKAPHBIH H T.11.);

—  C BBIIIECTOSIIIMMHU OpPraHu3alUs MM — B CIy4asX, KOrJa 3aKOHOAATeIbCTBOM
IpeayCcMaTpUBaeTCs BO3MOXKHOCTb COBEPILEHHsSI YHPABICHYECKUX JEHCTBMH TOJBKO C
pas3pelIeHus 3TUX OpraHu3aLui.

4.4.14. Bu3za coriiacoBanus

CornacoBaHue NpPOEKTa JOKYMEHTa C JOJDKHOCTHBIMHM JIMIAMH W CHEUUANNCTaMU
odopMItsieTCsS BU30IA.

Buza Bximrouaer B ce0s JMYHYIO TOANMKCH, pPAacUIM(pPOBKY MOANUCH (MHULUAIIBI,
damunus) w npaty. IIpy HeoOXOAMMOCTH yKa3bIBaeTCsi HAWMEHOBAHHE JOJDKHOCTH JIMIIA,
BU3HPYIOIIETO TOKYMEHT.
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Ha noxkymeHTax, NO/UIMHHUKH KOTOPBIX IOMEINAIOTCS B Jefla HMHCTUTYTa, BU3BI
MPOCTABJISIIOTCS. HAa OOOPOTHOM CTOPOHE TIOCIENHEro JIMCTa JOKYMEHTa (IpPHUKa3bl,
pacrhopsbKEeHUs U 1Ip. ).

B cinyxeOHBIX THCEMax BH3BI MPOCTABISIOTCS Ha KOMWHU IOKYMEHTA, MOMEIIaeMOi B
JIeNI0 CTPYKTYPHOTO ToJipa3AeseHus] (MCIOMHUTENs), UM Ha OOOPOTHON CTOPOHE MOCIETHEro
JIUCTA MOAJIMHHUKA, €CJIM MTMCHMO TEepechlIaeTcs aapecary 1o (pakcCuMHUIBHOM CBsI3u 0e3 Aochlia
MOJ/UIMHHUKA I10 MOYTe.

Ha BHyTpeHHMX MH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTAX (JOKJIAJHBIX, CIyXKEOHBIX,
AQHAJIMTUYECKUX 3alMCKax, CIpaBKax M JPYyrHX JOKYMEHTaX) BU3bl IPOCTABIISAIOTCS HA JIMLEBOU
CTOPOHE MOCTIEIHET0 JUCTA TOKYMEHTAa MO/ MOANUCHIO, OJInKe K HIPKHEMY TOJIO.

JlonmyckaeTcsi MOMMCTHOE BU3UPOBAHUE JOKYMEHTA U €0 NMPHIIOKEHUH (I0TOBOPBI).

[Tpu Hanmuuuu 3ameuyaHuii, 0COOBIX MHEHHH, IOMOJHEHUH K MPOEKTY JOKYMEHTa BH3a
JIOTIOJTHSIETCA COOTBETCTBYIOIIUM YKa3aHUEM.

4.4.15. lloanuch AOKHOCTHOIO JIMLA

JIOKyMEHTBI, HampaBliieMble MHCTUTYTOM B BBIIIECTOSIIIUE OPraHbl M YUYPEKACHUS,
OpraHu3aliy, MOANUCHIBAIOTCS PEKTOPOM, MPOPEKTOPAMH, PYKOBOAMTEISIMH CTPYKTYPHBIX
Moipa3ieNieHuH 1Mo MOPYUYEHHUIO PEKTOPA.

JloKyMeHTBI, HalpaBJsieMble UHCTUTYTOM B aJpec APYTUX OpraHU3alMi, YUpeKIeHUN U
OPEANPUATUH, MOTYT MOANUCHIBATHCS PYKOBOJIUTEISIMH CTPYKTYPHBIX MOJpa3/ieIeHUi By3a Mo
JIOBEPEHHOCTH, O(GOPMIIEHHOH Ha COOTBETCTBYIOLIEM OJIaHKE, 3aBEPEHHON M CKPEIUICHHOM
OTTUCKOM TepOOBOH MeyaT HHCTUTYTA.

B cocraB moamucu BXOOAT HaMMEHOBaHHME MJOJDKHOCTH, JHWYHAs MOINHCh U €€
pacudpoBka (MHHLIUAIEL, (PaMIITHS).

B npokymeHTax, MOATOTOBJIEHHBIX KOMHCCHEH, HE YKAa3blBalOTCS AOJDKHOCTH JIWLL,
MOJIMUCHIBAIOIINX TOKYMEHT.

[Ipn moamucaHWUM [OKYMEHTa HECKOJBKHMH JOJDKHOCTHBIMH JIMIIAMH WX TMOJIMUCH
pacmojarailoT OJHY TMOJ JApPYyrol B TMOCIEAOBAaTENbHOCTH, COOTBETCTBYIOILIEH HEpapXuu
JOJIKHOCTH.

[Ipn moanucanuyu HOKyMEHTa HECKOJBKUMH JIUIAMH PABHBIX JOJDKHOCTEH WX MOMAIMUCH
pacroyiaratoT Ha OJJHOM YpOBHE.

Ecnu [0/KHOCTHOE JIMIO, MOJNMCH KOTOPOrO 3aroTOBJIEHAa Ha IMPOEKTE JIOKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT JOJIKEH MOMUCHIBATh 3aMECTUTENb PYKOBOIUTENSI, UMEIOILUI TpaBo
MOJNKCHIBATE JOKYMEHTHI 32 PYKOBOJIUTENS, WIM MHOE JOKHOCTHOE JIUI0, UMEIOIIee MPaBo
NOJNKCH B COOTBETCTBHHM C MPHUKA30M O paclpeleseHnu O0s3aHHOCTEH (JeIerupoBaHuU
MOJTHOMOYHIA), TPH O3TOM YKa3bIBaeTcs (akTHdecKas MOJDKHOCTh JIMIA, MOJIHCABIIETO
JOKYMEHT, M €r0 HHUIHAIIBI, H (haMuIIusI.

PacmmdpoBka moanucu pacriojiaraeTcs Ha ypOBHE IMOCTEIHEH CTPOKH HAaUMEHOBAHHUS
JIOJDKHOCTH € mpo0enoM Mexay uHunuaiamu u pamunueit. [locneansist Oyksa B pacmmdpoBke
OTPaHUYMBAETCS MPABBIM TIOJIEM.

4.4.16. I'pud yrBep:kaenus

Oco0bIM c110cOO0M BBEJIEHHSI JOKYMEHTA B JICHCTBHE SIBJIETCS €r0 YTBEPKIACHHE.

I'pudom "YTBEPXIAIO" wMoxeT mnpugaBaThCs MOpHAWYECKAs cuiia CIEAYIOIUM
JOKYMEHTaM:

1) moBecTKM 3ace/laHuil KOJUIETHI, KOMUCCUH, pabovHX TPYIII, COBEIAaHUH, CEMUHAPOB;

2) IJIaHBI:

y4eOHBIE; MPOU3BOACTBEHHBIE: CTPOUTEIBHO-MOHTAXKHBIX, MPOEKTHO-U3BICKATEIbCKUX,
HAYYHO-HCCIIEIOBATENILCKUX padoT; BHEAPEHHUS HOBOW TEXHUKH; MO KAalUTAIFHOMY PEMOHTY;
paboThl KOJUIETHH, YYEHOTO cOBeTa W T.A. (YTBEPKIAIOTCA PEKTOPOM, MPOPEKTOpaMH — IO
3aKpEIJICHHBIM B paclpe/esieHnu 005S3aHHOCTEH KypHUPYEMbIM HAaMpPaBIICHUSIM JIEATEIHLHOCTH);
paboThI CTPYKTYPHBIX NOApa3aAeiaeHui (YTBepKAal0TCA MPOPEKTOPAMH 110 HAPABICHUSIM);

3) rpaduxu paboThl, JEKYPCTB, PEKUM CMEHHOCTH, CXEMbI M IpyTHe MPOU3BOJCTBEHHbIE
JIOKYMEHTBI;
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4) ($UHAHCOBO-XO3SUCTBEHHBIE JOKYMEHTBI: CMETBHI, CU€Ta, BEJIOMOCTH, OAaJlaHCHI,
OTYETHl, aTbOOMBI YYETHOW IOKYMEHTAIlMH, aKThl IepeJadd ICHEXKHBIX CPEICTB, 3IaHHIA,
MOMEIIECHUH, TPAHCIIOPTHBIX CPEICTB, OPITEXHUKH M HHOTO HWMYIIECTBA, AKTHl CIMCAHHUS
UMYIIECTBA, AaKThl pEBU3WI, TMPOBEPOK, WMHBEHTapu3aluu (YTBEPKIAAIOTCS PEKTOPOM,
MPOPEKTOPOM TI0 IKOHOMHUYECKUM BOIIPOCaM, KypUPYIOIIUM (HHAHCOBYIO IS TEILHOCTD);

5) aKThl: TPOBEPOK W PEBU3MHU; IMpHeMa 3aKOHYEHHBIX CTPOHUTEIHCTBOM OOBEKTOB,
00OpyJIOBaHUS; JKCIEPTHU3bl; MepeAadd Jel MNpH CMEHE pPYKOBOJUTENS CTPYKTYpHOTO
NOJpa3IesIeHHs; TUKBUAALUY CTPYKTYPHBIX NOAPA3AeNeHUN U T.1.;

6) apXHMBHbIE JOKYMEHTBI: OMUCHU /€1 MOCTOSIHHOTO, JOJITOBPEMEHHOIO XPAaHEHHUs, aKTh
nepeayy apXrUBHBIX /I Ha IOCTOSIHHOE XpaHEeHue, IprueMa—Tiepeauu e, aKThl YHHUTOXKCHUS
JOKYMEHTOB C UCTEKIIUMH CPOKAMH XpaHEHUS U JIp.;

7) nonoxeHus (0 CTPYKTYpPHOM MoJpa3jielieHu, o0 oruiate TpyJa, O CTHICHIUATLHOM
obecrieueHUN 00yJarOMUXCS U T.1I.);

8) WHCTPYKIMH: O TpaBax ¥ OO0SM3aHHOCTSAX pPAOOTHUKOB HMHCTUTYTA; IIO
JIOKYMEHTAI[HOHHOMY O0ECIICUEHHIO YIPaBJICHHUs (IEIONPOU3BOJCTRY); TEXHUKE OE30MAaCHOCTH
U T

9) npaBuiia BHYTPEHHETO TPYAOBOTO PACIOPSIKA;

10) 3aganus (Ha MPOEKTUPOBAHHE OOBEKTOB, TEXHUUECKUX COOPYKEHHH, KalHUTaJIbHOE
CTPOUTENIbCTBO; HA IMPOBEJEHHE HAYYHO-HCCIEIOBATENBCKUX, MPOEKTHO-KOHCTPYKTOPCKHX U
TEXHOJOTHYECKHUX padoT);

11) nopmatuBbl (pacxoja ChIPbS, MaTE€pPUaNOB, 3JEKTPOIHEPTHU; TEXHOJIOTMYECKOTO
MPOEKTUPOBAHUS;, YUCIEHHOCTH paOOTHUKOB U T.11.);

12) otuersl (0 paboTe CTPYKTYpPHBIX MOIPA3NEICHUH, O AEATEIFHOCTH HHCTHTYTA,
KOMaHIMPOBKaX, HAyYHO-UCCIIEIOBATEIBCKUX paboTax u T.11.);

13) mepeynn (TOMHKHOCTEH paOOTHUKOB C HEHOPMHPOBAHHBIM paObOYMM JIHEM; THUITOBBIX
JIOKYMEHTOB, OOpa3yroIIuXcsi B NEATEIBHOCTH HHCTHTYTA, CTPYKTYPHBIX MOJPA3IEICHUH U C
yKa3aHHEM CPOKOB XpaHEHHUS TOKYMEHTOB U T.]11.);

14) nporpammsl (paboune yueOHbIe, TPOBEACHUS PabOT U MEPOTIPHUITHN );

15) pactieHKH Ha TPOU3BOACTBO PadoT;

16) cTpyKTypa U IITaTHAas YUCIEHHOCTb; IITATHbIC PACIIMCAHUS U U3MEHEHUS K HUM;

17) TapudHbie cTaBKH;

18) dopMbI yHUPUIIMPOBAHHBIX JOKYMEHTOB H T.JI.

IIpn odopmiiennu rpuda yTBEepKIeHUS HEOOXOJUMO COOOJATh Cleaytomiee: rpud
YTBEp)KACHHUS TIOMEIIAeTcss B NPaBOM BEpXHEH YacTh [OKYMEHTa, COCTOMT W3 CJIOBa
YTBEPXIAIX, YTBEPXIEHO (6e3 kaBbluek M TI€4aTaeTcs IPOMUCHBIMH OyKBaMu),
COTJIACOBAaHHOTO B POJIE€ W YHCJIE C BHJIOM YTBEP)KIAEMOTO TOKYMEHTa, HAMMEHOBAHUS BHUA
JOKYMEHTa B TBOPHTEIBHOM TMaJEXKe, MOJHOTO HAWMEHOBAaHWS JOJDKHOCTH  JIWIIA,
YTBEP)KIAIOIIETO IOKYMEHT, JINYHOM MOIIMUCH, €€ PaciIi(POBKH U 1aThl YTBEPKICHUS.

JIOKyMEHTBI yTBEPKIAIOTCS PEKTOPOM M IMPOPEKTOPaMU HHCTHUTYTA, BBIMIECTOSIIUMHE
WIA MEXBEJIOMCTBEHHBIMH OpraHaMH, OOIIECTBEHHbIMU OpraHM3alMsiMH, B KOMIIETEHLUIO
KOTOPBIX BXOJUT peIlIeHNE BOMPOCOB, N3JI0KEHHBIX B YTBEPKIaEMbIX JOKYMEHTAaX.

VTBepKIeHHE JNOKyMEHTa MpPOM3BOIUTCA IPOCTaBICHUEM TIpuda YTBEPKACHUS WIN
U3JJAHUEM PacCIOPSAUTENBHOTO JTOKyMEHTa (B TeX clydasx, Koraa TpeOyIOTCs JONOTHUTEIbHBIC
NPEANUCAHNS U PA3bSICHEHUS).

[Tonoxenuss o ¢unmanax, HWHCTUTYTaX, LEHTpax, (aKyiabTeTax, CTPYKTYpPHBIX
MOJPA3ICNICHUsIX W T.J. TOAJEKAT YTBEPKICHHIO PEKTOPOM HWHCTUTYTAa M TPHOOPETAIOT
IOPUINYECKYIO CHITYy TOJIBKO C MOMEHTA UX YTBEPKIACHUSI.

BHocuTh Kakue-mmOO W3MEHEHHS | J00aBJICHUS B TIOANUCAHHBIC (YTBEPKICHHBIC)
JIOKYMEHTHI 0€3 pa3penieHus JINIa, MOIMICaBIIer0 JOKYMEHT, HE IOy CKaeTCH.

OTBETCTBEHHOCTh 33  Ka4eCTBO IOATOTOBKH JOKYMEHTOB M  JOCTOBEPHOCTH
COJEpKALIMXCS B HMUX JAHHBIX BO3JIaraeTcs Ha JMIA, MOATOTOBHMBILMX, 3aBU3UPOBABIINX U
HOJMHUCABUIMX IOKYMEHTBI.
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4.4.17. OTTHCK MeYaTH

[lewarp sBAsieTCST cOCOOOM MOATBEPIKACHUS MOMJMHHOCTU TMOANHCH JOJKHOCTHOTO
numa Ha JokyMmeHrte. IledaTh cCTaBHTCS Ha JOKYMEHTax B CIydasX, MHPEIyCMOTPEHHBIX
3aKOHOZATETbHBIMU WJIN HHBIMA HOPMAaTUBHBIMU ITPABOBBIMU aKTaMH.

OTTHCK — N300pakeHne KITUIIE NeYaT Ha Oymare.

[IpocTeie mewaT C HAMMEHOBAaHWEM CTPYKTYPHBIX TOAPA3JENCHUNH WHCTUTYTa
UCTIONB3YIOTCSL sl TOATBEP)KIACHUS MOUIMHHOCTH TOANUCH JOJDKHOCTHOTO JIMIA 3THX
noapasaenenuii. [IpaBoM mOb30BaHUS NPOCTHIMU IE€YATAMH BO3HHMKAET B CTPYKTYPHBIX
HOJpPA3eNIEHUsIX C MOMEHTA YTBEP)KAEHHUS IOJOKEHHS O COOTBETCTBYIOLIEM CTPYKTYPHOM
MOJpa3IeJIEHNH, B KOTOPOM OIIPEIENIIETCS] HAINYHE TeyaTei.

HaumMmeHoBaHue MecT0 XpaHeHUus ITpumeHeHnue

1 2 3
I'epOoBas neuats | Cexkperapuar Ha nokymeHnTax, HOANMUCAaHHBIX WU
Ne 1 YTBEPKICHHBIX PEKTOPOM, WJIU

npopekropamu. TOJIbKO Ha JOKyMEHTaX,
TpeOyIoIMX 0c000Tr0 YI0CTOBEPEHUS UX
noumHHOCTH. (MHCTpYKIHS 0 paBe
NOJIB30BAHUS ME€YATSIMU | IITAMIIAMH,
HOPSJIKE UX U3TOTOBIICHHUS, yUeTa U
XpaHEHHs B HHCTUTYTE, Jajee -

WucTpykums)

I'epOoBas neuarts | ['maBHbBIN Oyxranrep Ha ¢uHaHCOBBIX JOKyMEHTAX,

Ne2 MOATIMCAHHBIX WM YTBEPKICHHBIX
pekropom (mpopektopamu) (cm. . 1.11
WucTpykuunn)

Manas nedars JupexTop ¢punnana Ha noxymeHnTax, MOANMCaHHBIX WIH

¢mmana YTBEP)KICHHBIX TUPEKTOPOM (rtnana.

TonbpKO Ha TOKYMEHTaX, TPEOYIOIIHNX
0c000T0 YZ0CTOBEPEHHSI UX TTOITMHHOCTH
(cm. m. 1.11 UnaCTpYKIIMM)

Ileuars oTnena Otnen kaapoB Ha Tpyn0BbIX KHUKKAX, CIIpaBKaxX, KOMUSX,

KazpoB BBIMIUCKAX U JPYTUX JOKyMEHTAaX,
YTBEPKICHHBIX HAUaJIbHUKOM YITPaBICHUS
KaJipaMu

HITamrel VY pykoBoaureneit Ha nokymenTax, noANMCaHHbBIX WIU

CTPYKTYPHBIX ITOAPA3AEICHUN | YTBEPKIACHHBIX PyKOBOIUTEISIMHU
WJIM JIUL, OTBETCTBEHHBIX 32 CTPYKTYPHBIX NIOJIpa3AeNCHHH, a TaKXKe Ha
BEJICHHE JIENONPOU3BOJACTBA B | KOMUAX U BBIITUCKAX U3 IOKYMEHTOB,

CTPYKTYPHBIX HamrpaBJIACMbIX B CTOPOHHHUEC OpraHru3alnuun
noapasaCiICHUAX
YrnoBoii mrramMn CereTapHaT Ha tumoBsIx 6HaHKaX, nucbmMax, HEC

MMEIOIINX YTJIOBOTO MITAMIIA,
0o opMIIEHHOTO THIIOTPadCKUM CIOCOOOM

OTTHCK TeuYaTH cleAyeT MPOCTaBIATh TaKMM 00pa3oM, YTOOBI OH 3axXBaThIBal YacTh
HAaUMEHOBAHHUS JOJHKHOCTH JIUIIA, TTOANMCHIBAIOIIETO JOKYMEHT, H Ha4allo moamnucy (2-3 Mm).

[IpocTaBnenue OTTUCKA MEeYaTH Ha TOKYMEHTE MMEET HeMajoBakHOe 3HaueHue. [leyats
HE JIOJDKHA 3aKPbIBATh MOJIHOCTHIO JUYHYIO MOJMNKUCH AOJKHOCTHOIO JIMIA, TaK KaK 3TO JIETAET
HEBO3MOKHBIM €€ CIMYEHUE C MOJIMUCAMU Ha APYTHX JTOKYMEHTaxX WM Ha 00pasrax MOoImucCH
(To ecTh ee WACHTU(UKAIMIO B KAaYeCTBE IMOJIWHHON). MHOrMa Takoe MpOCTaBJICHUE IMEYaTH
OBIBaCT HAMEPEHHBIM, TIOTOMY YTO 3a JODKHOCTHOE JIMIIO TIOITHACHIBATIOCH HEYITOJTHOMOYCHHOE
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muno. IlogoGHBINT  TOKYMEHT MOXKET HMMETh MPH3HAKK MOJAETBHOTO JOKYMEHTa H
CBUJIETENILCTBOBATH O HEJOOPOCOBECTHOCTH.

OTTHCK TeYaTH Ha JIOKYMEHTE HE JOJDKEH OBITh CIHIIKOM TYCTOM WM CIHIIKOM
OJIe/THBIIA, a TaK)Ke C YACTUYHO OTCYTCTBYIOIIMM H300pakeHHeM (OOBIYHO OBIBAET mpH Ci1aboM
HaxxuMme). OTTUCK JOJHKEH OBITh YETKUM U yI000UUTAEMBIM.

[TedaTh CBUAETENHCTBYET O BaXKHOCTH IOKYMEHTA, TOATOMY HE CJEIyeT IOIycKaTh
OMOOK NpHU €€ MPOoCTaBlIeHUH. B MPOTUBHOM cilyyae BO3MOXKHO BO3HUKHOBEHHE HETaTMBHBIX
CUTyallMi Kak y paOOTHMKA, JUIIEHHOTO BO3MOXKHOCTH JOKa3aTh CBOM IpaBa MpPEIbsSBICHUEM
JIOKYMEHTa, TaK U y paboToaarelis, pUCKYIOLIEro ObITh MPUBJIECYEHHBIM K aJMUHUCTPATHUBHOM
OTBETCTBEHHOCTH 3a HapyIllIeHHE MOpPs/IKa BEACHUS 1EIONPOU3BOICTBA.

Ecimu dpopma mokymeHTa uMeeT nmometky «Mecto aist meuatu», «MID», «CTaBUTh TOYHO
B KpyI», [I€4aTh IOJKHA PAcIoiaraTbCs CTPOro B TPAHUIAX YCTAHOBJIEHHON 30HBI.

He npomyckaercs mpocTaBieHHE OTTHCKOB TedaTeld W INTaMIOB Ha JOKyMEHTaxX W
MaTepHajax, He OTHOCAIINXCS K cepe AeATeIIbHOCTH HHCTHTYTA.

[lepedeHb TOKYMEHTOB, Ha KOTOPBIX MPOCTABIISACTCS OTTUCK TepOOBOH MevaTu:

— axmel (npuéMa 3aKOHYCHHBIX CTPOUTENBCTBOM  OOBEKTOB, OOOPYJIOBaHUSA,
BBITIOJTHEHHBIX Pa0O0T, CIIUCAHMSI, SKCIIEPTU3HI U T.11.);

—  008epeHHOCmU;

—  IpaXIaHCKO-IIPAaBOBBIE TIOTOBOPHI;

—  3a0anus (Ha MPOEKTUPOBAHUE OOBEKTOB, TEXHHUUECKHX COOPYKCHHM, KalUTAILHOS
CTPOMTENBCTBO, TEXHHUYECKHUE U T.11.);

—  3aseku (Ha 000pyI0BaHKE, U300PETEHHE U T.11.);

—  3asenenus (Ha aKKpeIUTHB, 00 OTKa3e OT aKIenTa U T.11.);

—  3aKIIOYeHUs U Om3blebl  OPraHM3alluidi Ha  JMCCepTalMM, aBTopedeparsl,
HalpaBJIIeMbIC B BBICIIYIO aTTECTAIMOHHYIO KOMHCCHIO;

—  00pas3Ipl OTTUCKOB TeYaTei U NOAMHcel pabOTHUKOB, HMEIOIIHUX TPABO COBEPILICHHS
(MHAHCOBO-XO035IICTBEHHBIX ONEPALINH;

—  TpeICTaBJICHHS U XOjaTaicTBa (0 HarpaXaeHUuH opJeHaMu 1 Meaansamu Poccuiickoit
®denepanyn u T.1.);

—  nucbma eapanmutinvle (Ha BHIMIOJHEHUE pa0boT, YCIYT, OIUIATY | T.J.);

—  nopyyenus (Or0mKeTHBIE, 0aHKOBCKHE, IEHCHOHHBIE, TUIATeKHBIE (CBOIHBIE, B OaHK)
U T.1.);

—  NOJ0JCEeHUs O CMPYKMYPHbIX NOOPA30eNeHUsAX, UHCMPYKYUY, NPasuia u Ha opyaue
JIOKANbHblE aKMbl UHCTUTYTA;

—  npomokosvl (COTIIACOBAaHUS IIAHOB ITOCTABOK H T.JI.);

—  peecmpwl (4€KOB, OIOKETHBIX TIOPYUYCHHUH U T.11.);

— cmembl pacxodoé (Ha COAep)KaHWE armapara YOpPaBiICHUS, HAa MOATOTOBKY H
OCBOCHHE TPOM3BOJCTBA HOBBIX M3ICIHMHA, HAa KaJIbKYJSIIHIO K JIOTOBOPY TMOApsna, Ha
KalUTaJIbHOE CTPOUTEIHCTBO U T.11.);

— cnpaéku (TMMUTHBIC, O BBIIJIAT€ CTPAXOBBIX CYMM, HCIIOJIb30BAHUHU OOKETHBIX
ACCUTHOBaHMI Ha 3apIuiaTy, O HAUUCICHHOM U NpUYHTAIOIIECs 3apIuiaTe, apXUBHbIE U T.1.);

—  cneyuguxayuy (M3ACIHNA, TPOTYKIHA U T.1.);

—  mumynbHble CNUCKU;

—  ycmae VIHCTUTYTA, U3MEHEHUS M JIOTIOJTHEHHS K HEMY;

—  wmamHble pacnucanus U N3BMEHEHNs K HUM;

—  mpyoogble 002080l U NOTIOTHUATEIFHBIE COTTIAICHHS K HUM;

—  002060pbl O MaT€pPUATBbHOI OTBETCTBEHHOCTH;

—  HazpaoHvle TUcmol;

— JIpyrue JOKYMEHTHI, JUIsl KOTOpBIX 3aKoHOAaTenbcTBOM Poccuiickoit Peneparuu
IpeaycMaTpuBaeTCsl MPOCTAaBJICHUE OTTHCKa IepOOBOM MedyaTh OpraHu3alud, XpaHEHue u
UCIIOJIb30BaHUE KOTOPOIl 0OecrieunBaeT ceKperapuar.
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Ha ocranbHbIX HOKyMEHTax, HE TPeOyIONMX 0co00ro MOATBEPIKIEHHUS IOIUHHOCTH,
MPOCTABJISIETCS OTTHCK YJIOCTOBEPUTEIBHOM IMEYaTH, XPAaHEHHE M HCIIOJIb30BAHHE KOTOPOM
o0ecrieynBaeT ceKpeTapuar.

4.4.18. OT™MeTKA 0 3aBepEHUU KONIMH

Komusi ngokymMeHTa — JOKYMEHT, WOJHOCTHIO BOCIPOU3BOIAIINK MH(POPMAIHUIO
MOJJMHHKUKA IOKyMEHTa U €r0 BHEITHUE MPU3HAKH, HE UMEIOIINUN I0PUINYECKON CHITBI.

4.4.18.1. Ilopsinok 3aBepeHUs1 KOMUU

B TepMmuHONOrMHM  JIETONMPOU3BOACTBA, KpPOME TMOHSTHS  «KOMUU JOKYMEHTa»,
WCIIONB3YETCSl TIOHATHE «3aBEPEHHAs KOMHUS JTOKyMEHTa». lIpW 3TOM MMEHHO BTOpOE M3 HUX
UMEET FOPUUIECKYIO CHITY.

3aBepeHHas KOMUSl JOKYMEHTa — KOIHWs JOKYMEHTa, Ha KOTOPOH B COOTBETCTBUHU C
YCTAaHOBIICHHBIM  TOPSIIKOM TPOCTABIISIOT  HEOOXOJMMBIE PEKBU3WTHI, MpPHJIAONINE i
IOPUANYECKYIO CHITY.

Jnst cBUmeTenbCTBOBAHUS BEPHOCTH KOMHMM (BBIMUCKM W3 JOKYMEHTA) MOIMHHUKY
JIOKyMEHTa Ha TOCJEIHEM JIMCTE KOMUHU (BBIMMCKU U3 JOKYMEHTa), Ha CBOOOJHOM MecTe MO/
TEKCTOM ¢ Hadaja ab3ama odopmirsiercss pekBu3uT "OTMmeTka o 3aBepeHuu komwmu'. Kormmwm ¢
JIOKyMEHTOB BBIJIAIOTCSL C pa3pelIeHus HAaYaJbHUKOB CTPYKTYPHBIX MOJAPA3AEICHUI U TOJIBKO C
Te€X JIOKyMEHTOB, KOTOpble OBIIM H3JaHbI B HMHCTUTYTE M KOTOpBIE KacaroTcsl CIy>KeOHOU
JIEeSITEIbHOCTH JJAHHOTO CTPYKTYPHOTO TOAPa3/IeICHNUS.

[Ipu BBITaYe KOMUU JOKYMEHT BOCIPOU3BOJUTCS TOTHOCTHIO (OJaHK MHCTUTYTA, HOMEP,
Jlata, Coep KaHue u T.1.).

B mpaBom BepxHeM yriy konuu nuirercs: cioBo "Konus", n1ub0 mpocTaBisieTcs mrami
«Kormusy.

[Ipu BBImaue kommu C Kommu cienyeT nucateh "Kommst ¢ xommm" TOMBKO ¢ KOMHH,
3aBepEeHHON HaAJIeKAIIUM 00Pa30M.

[Ipn 3aBepeHNH KOMHMHM JOKyMEHTa BHHU3Y IIOCIE IIOJIHOTO BOCHPOM3BEICHHS TEKCTa
numercs "Konus Bepua" wiu "BepHo" (ecnu 3aBepsieTcs: BHITUCKA U3 TOKyMEHTA), yKa3bIBACTCS
JIOJKHOCTB, MOJIMUCH JIMIA, 3aBEPSIOIIET0 KOMHIO, BBIIUCKY, €ro0 MHUIMAIBI U (haMuiIus, aara
3aBepeHusl, MPOCTABISIETCS KPyTJias 1IeuaTh, HAIIPUMep:

[lonnuHHBIA ~ JTOKYMEHT HaxoguTcs B jene  (HAaUMEHOBaHHME  CTPYKTYPHOTO
nonpaszzaenenus) Ne 02/15 3a 2026 rox.

Bepno

Benymuii cnenmanuct [Hoonuce U. O. Gamunus

Jara ITeuath

JIucThl MHOTOCTPaHMYHBIX KOMHUH (BBIMMCOK M3 JOKYMEHTa) HYMEPYIOTCS, OTMETKa O
3aBEpEHUH KOMHMMU [OTOJHAETCS YyKa3aHWEM KOJIMYECTBA JIMCTOB KOMWUU (BBIMUCKH U3
nmokymenTa): "Becero B komuu 1", JlomyckaeTcs 3aBepaTh OTMETKOM "BepHO" KaX bl TUCT
MHOTOCTPAaHUYHOM KOMHHU JOKYMEHTA.

Jluctel mpommBaroTcs Bpy4yHylo Ha 2 wiu 4 mpokoina. [locne mpommBKM JIMCTOB Ha
KOHI[BI TPONIMBHOW HHUTH Ha OOOPOTHOM CTOpPOHE TOCTEAHEr0 JHCTAa KOMHH JOKYMEHTa
HaKJIEUBaeTCs TUCT GpopmaTa A7 WM MEHbIIE, HA KOTOPOM YKa3bIBAIOT KOJUYECTBO MPOIITUTHIX
JUCTOB, a TaK)Ke HaWMEHOBaHHE JOJDKHOCTH JIMIIA, 3aBEPHUBIIETO €ro MPOIIUTHE, JHYHYIO
MOJIKUCH U pactupoBKy moanvcu. Kpome 3T0r0, IpH MPOIIMBKE JTUCTOB MTPOCTABISIOT OTTHCK
nevyaTd TakuM o0pa3oM, YTOOBI OH 3aXBaThiBaJl YacTh HAWMEHOBAHHS JOJDKHOCTH JIMIA W
000pPOTHYIO YacTh MOCIEAHETO JTUCTA KOTUH.

Konmuum  #gOKyMeHTOB  3aBepsIOTCS  OTBETCTBEHHBIMH  JIMLIAMH, HA3HAYCHHBIMHU
PYKOBOIUTEISIMU CTPYKTYPHBIX MOAPA3IEICHUN.

He monnexar cBHUAECTENHCTBOBAHHIO KOMHM JIOKYMEHTOB, UMEIOIIMX HESICHBIA TEKCT,
MOJYUCTKHU U UHBIE HEOTOBOPEHHBIC UCTIPABIICHHUSL.

Konuu nokymMeHTOB, MpeiHa3HaYeHHbIE AJIs UCIOJIb30BaHUsl BHE HHCTUTYTA, 3aBEPSIIOTCS
MeYaThbio.
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[Ipu pacceuike KoMK JOKYMEHTOB, MMEHOLIMX HOPMAaTUBHBIA IIPaBOBOM XapakTep
(IpuKa3bl, PacopsHKEHUS U T.1.), B CTPYKTYpHBIE TOAPA3ICICHUS HHCTHTYTA, Pa3MHOKEHHBIE
AK3EMIUTAPHI PACCHUIAEMBIX JOKYMEHTOB 3aBEPSIOTCS OTTUCKOM NEUaTH yIPABICHUS JeIaMH.

OO0s13aHHOCTD 3aBEPATH TE€YATHI0O KONHMH JOKYMEHTOB, KACArOIIUXCS TpPaB M WHTEPECOB
rpaxaaH, 3aKkperuisiercs B aedcTByromeM Ykaze llpesunmyma Bepxosaoro Cosera CCCP ot
04.08.1983 Ne 9779-X. DrorT e JOOKYMEHT BMecTO cioBa «BepHo» mpeamucwiBaeT B
3aBEPUTENIbHOM HAJMMCU IHUCAaTh Pa3BEPHYTYI0 TEKCTOBYI KOHCTpyKuuio: «Konusa eepma,
NOONUHHBIU ~ OOKYMEHmM  HAX00umcs 6... (VKa3vbléaemcs HAUMEHO8AHUe CMPYKMYPHO2O
noopa3zoenenus UHCIMUMYyma)y.

JInuHBIN poCUEpK MPOCTABISAETCA TaK, YTOOBI OH YACTUYHO PACIOIAralcs Ha MOCIeTHEM
JIUCTE CIIMBA, & YACTUYHO — HA MPUKIECHHON MOBEPX HUTH HAKJIEWKe. 3aBEpUTEIbHBIM TEKCT
pacrevaTsiBaloT Ha MPUKICMBAEMOM JIMCTKE TMOO MUIIYT TaKOi TEKCT BpyuHyto. Hampumep,

Komuu nokymMeHTOB, HampaBisieMble 3a Mpeaebl HHCTUTYTA, TOJDKHBI 3aBEPSATH TOJIBKO
YIIOJTHOMOYEHHBIE Ha 3TO JTOJHKHOCTHBIE JINTIA.

[ToqmmBKE JTOKYMEHTOB 3aBepsTh HeENb3s. HeoOXoauMo 3aBepUTh KOMHUIO KaKIOTO
JIOKYMEHTa, HaXO/SIIETr0Cs B TIOAIIUBKE, 110 OTIEIBHOCTH, a HE MO/IIINBKY JJOKYMEHTOB.

B ompeneneHHBIX ciaydasx 3aKOHOIATEIFHOM YCTaHOBJICHO HOTapHalbHOE 3aBEpEHHE
KOMHI HEKOTOPBIX JJOKYMEHTOB IIPH MPEACTABICHUHU UX B JPyTUe OpraHu3aLuy.

4.4.18.2. Boinucka U3 10KyMeHTa

Brinucka 3 1oKyMeHTa — 3TO KON YacTH (4acTel) MICbMEHHOTO JOKYMEHTA.

Beinucky rotoBsTcs B T€X Cilydasik, KOT/la H3TOTOBICHHE KOMUH JOKYMEHTA 10 TeM WIIH
WHBIM TIPUYMHAM HEBO3MOXKHO (JIOKYMEHT COJIEPKUT KOH(QUIACHIIMATHHYIO WHPOPMAIUIO) WIIH
HEIEeIeco00pa3Ho (JIOKYMEHT UMeeT OOJBIIION 00BEM U TTOJTHOCTHIO OH HE HYKEH).

OTMeTKa 0 3aBepeHNH KOTMU aHAJOTHYHO MCTIONB3YETCs M U yI0CTOBEPEHHS BEPHOCTH
BBINKCOK U3 JJOKYMEHTOB (IIOCTAHOBJICHUH, PaCIOPSDKEHUH, IPUKA30B, POTOKOJIOB).

[Mpu odopmieHNN BBHIMCOK TOJIHOCTBIO BOCIIPOU3BOASATCS PEKBU3HMTHI OJlaHKa, 32
UCKITIOYCHHEM PEKBU3HWTa «HAUMEHOBAaHWE BUAA JOKyMEHTa». B cocTaB MaHHOTO pEKBHU3UTA
ciaenyer nobaBiate ¢pasy «BBIIIMCKA W3...». Hanpumep, Bmecto cioBa «IIPUKA3»
HeoOxoaumo HamucaTth «BBIIIMCKA W3 TTIPUKA3A», «BBIIIMCKA M3 TTPOTOKOJIA»
(ITpunoxenne Ne 7).

Kpome Toro, Ha BBIUCKE yKa3bIBa€TCsl PETMCTPALIMOHHOW HOMEpP M Jara perucTpanuu
OpUruHaa JOKYMEHTa, a He J1aTa W3rOTOBJICHUS BBIITUCKU U €€ HOMEp.

[Ton TexkcTOM BBINMCKH YKa3bIBAIOT JOJDKHOCTBH JIMIIA, MOANMCABIIErO JOKYMEHT, €ro
uHULIKANGIL, GaMuinio. JIMuHas MOANKUCH JOKHOCTHOTO JIMIA B COCTaBE PEKBU3UTA «IOIMHCH
JOJDKHOCTHOTO JIMIA» B BBIITUCKE HE CTaBUTCH.

Jns mpupaHus IOPUIAYECKOW CHIIBI BBITUCKE €€ HeoO0XOAWMO 3aBepHTh. s 3Toro
UCTIONIb3YETCS PEKBU3UT «OTMETKA O 3aBEPEHHH KOIHMH JOKYMEHTa», TaK K€, KaK M Ul KOTHH
JIOKYMEHTOB.

4.4.19. OT™MeTKa 00 HCIIOJIHATEIE

OtmeTka 00 MCMOJIHUTENE AOKYMEHTa MPOCTABISIETCS B JIEBOM HMXKHEM YIUIy JIMLEBOH
CTOPOHBI MOCJIEAHETO JINCTA JJOKYMEHTA.

OTMeTKa BKJIOYAET MMsl, OTYECTBO (MpomeuaTbiBaeTcsa mnepen Qgamunueit), damunnio
WCTIONTHUTEIST U HOMEp ero TenedoHa, meyataercs MO JIEBOMY Kpario CTpaHUIsl 0e3 ab3ara
mpudrom pazmepoM Ne 10 yepes 1 MEKCTPOUHBIN HHTEPBAII, HATIPUMED:

. . BaHOB (CITOBO «HCIIOJIHUTENBY HE MPOIEYaThIBAETCS)

928 88 14 (cnmoBo «TenedoH» He MPONEUaTHIBACTCS)

[Tpu BeneHnn ciy>keOHOM MEPETIUCKU TSI COOJTIOJICHUS IEIIOBOTO 3TUKETA, TelIe(OHHBIX
MIEPErOBOPOB 1EJIECO00Pa3HO B PEKBU3UTE YKA3bIBATh UMSI U OTYECTBO MOJIHOCTHIO, HATIPHUMED:

Huxkomnaes [lerp Onerosuu

(495) 234 56 88

OtMmeTka 00 MCHOJIHUTENE MOKET JOMOJIHATHCS YKa3aHUEM JIOJKHOCTH MCHOJIHUTENS C
yKa3zaHHEM CTPYKTYPHOTO MOJIpa3/IeIeHusl.
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4.4.20. Yka3aHus 0 MCTIOJTHEHUIO JOKYMeHTA (Pe30/II0Lus)

OCHOBHBIMU (DaKTOpaMH, BIHSIONIMMH Ha CKOPOCTH JOKYMEHTOOOOpOTa HHCTHTYTA,
SBIIIIOTCS MPUHLMIIBI U CTWIb yrnpasiieHus. OHM peanu3yloTcsi, B TOM 4HCJE, C MOMOIIbIO
MPOCTON yNPaBICHUECKON TEXHUKM — YKA3aHWH 10 UCTIOJTHEHUIO IOKYMEHTa (Pe30IIOIHiA).

VYkazaHue 1O UCHOJHEHHIO JOKyMEHTa (pe3oJionusi) — JTO MpsSMOE YKa3aHHe
PYKOBOJMUTENSI O XapakTepe pelIeHUusT BOMpPOCa, KOTOPBIA CONEPKUTCS B JIOKYMEHTE,
HPEJCTAaBICHHOM €My Ha PaCCMOTPEHUE:

— pe3ouronus 0JDKHA OBITH MOIICAaHA U JaTHPOBaHA €€ aBTOPOM;

— pe3osonus SABJISETCs 0043aTeNbHBIM JJI HCIIOJHEHUS IOPYUYECHHUEM;

— Ppe30JIoUMeEN OmpenenseTcs MANbHEHWINMN IyTh MABMKEHUSA JOKYMEHTa, BpPEMs €ro
MOJIyYEHUS TEM MOJpa3AeIieHUEM U UCTIOJIHHUTEIEM, KOTOPBIE MOTYT PEILIMTh BOIIPOC WIIH
MOJITOTOBUTH MTPOEKTHl HEOOXOMMBIX/OTBETHBIX JOKYMEHTOB.

OpraHu3anioOHHONW OCHOBOW JIFOOOW CHCTEMBI JOKYMEHTOOOOPOTa SBISIETCS YETKOE
pacnpeznenenue (GyHKIUHA W OTBETCTBEHHOCTH CTPYKTYPHBIX MOApa3AeNCHUH HHCTUTYTa, a
TaKk)Ke pa3rpaHnyeHue (PyHKIMOHAIBHBIX O0S3aHHOCTEH MEXKAY PEKTOPOM M MPOPEKTOpPaMH IO
HalpaBJIEHUsIM, [PEJOCTaBICHUE NpaB U IOJHOMOYUH PYKOBOAMTENSM CTPYKTYPHBIX
MOJPA3JeIEHN! U HHBIM JIOJDKHOCTHBIM JIMIIAM HIDKECTOSIIEr0 YNpaBlIEHYECKOTO YpPOBHSL.
[TopydyeHne IOMKHO OBITH aApEecOBAHO TOMY, KTO MMEET NpaBo M 00s3aH B paMKax CBOMX
(YHKITMOHAIBHBIX O0SM3aHHOCTEH NPHHUMATL PEIIEHUS B KOHKPETHOH 00NacTH, C Y4eTOM
MepapXuM U MOJYMHEHHOCTH. JIOKyMEHT HamlpaBIseTCsl HAa HMCIOJHEHHWE B TO MOJpa3esieHHe,
PYKOBOJIUTEb U COTPYTHUKH KOTOPOTO OBICTPO M MPOPECCHOHATBHO CMOTYT MOATOTOBUTH MM
MPUHSATH CAMOCTOSTEIILHO caMoe 3P PeKTHBHOE pelIeHHE.

KoHTponp coOmofeHnss CHCTEMBI JENETHPOBAaHHS  MOJHOMOYHHA  OCYIIECTBIISIET
cekpeTapuar.

[To hopme npencTaBieHns: MPUOPUTETHBIME SBIISIOTCA TOPYUYEHUS, 3a(UKCUPOBAHHBIC B
nuckMeHHOM Buze. llopyueHust pekropa, JIaHHble B YCTHOW (opmMe, MOMKHBI OBITH B
nocienyoumeM oGopMIIeHb! B MUCbMEHHOM BHJIE U IIOCTaBJIEHbl HA KOHTPOJIb B 00ILEM HOpsIIKE
yIpaBJI€HUEM JeJaMH.

4.4.20.1. O0mue npaBuiaa o(OPMIIEHHST YKA3aHHMS MO MCHOJHEHHMIO JOKYMeHTa
(pe3oionms)

OpHa U3 onepanuil B TEXHOJOTHH Je0NPOU3BOICTBA, KOTOPast MIPEIIECTBYET KOHTPOJIO
UCTIOJIHEHMSI, HAa3bIBAaeTCSd «HAMpPAaBJIeHHe JAOKYMEHTAa Ha HCHOJHEeHUe» U SBIseTcs
BOKHEHIIMM  YIPABICHYECKHM JCHWCTBHEM, CBS3aHHBIM C THCbMEHHBIM O(pOpMICHHEM
MPUHATOTO PEUICHHs] WU MPSMOro MopydeHus. PyKoBoauTelb, pacCMOTpPEB NpPEACTaBICHHBIH
€My JOKYyMEHT, JaeT MpsSMOE YKa3zaHHE YIIOJIHOMOYEHHBIM COTPYJHUKaM, KaK pPELIUTh
KOHKPETHBIH BOIPOC, WM MPOCTO PACHpPENEsieT JOKyMEHTHI [0 CBOUM 3aMECTUTENSIM B paMKax
CHUCTEMBI pa3rpaHryueHus 00s3aHHOCTEN WIIN JeJIErHPOBAHMSI TIOJTHOMOYHH.

Hanpasnenue noKyMeHTa Ha UCIIOTHEHNE HAXOAUT CBOE IOKYMEHTaIbHOE 0OpMIICHUE B
BUJIC YKa3aHMs MO MCIIOJHEHUIO, MPOCTABIEHHOIO Ha JOKyMEHTE. YKa3aHHEe 10 HCIOJHEHUIO
JIOKYMEHTa SIBJISETCSl BaKHEWIIeH OTMETKONM Ha JOKYMEHTE, BO3HHMKAIOIEH B Ipolecce ero
TEXHOJIOTHYECKOH 00pabOTKH.

Vka3zaHue 1O HCIOJHEHHIO JOKyMEHTa (pe30JIonus), HalMCaHHOE Ha JOKYMEHTE
COOTBETCTBYIOLIMM JOJDKHOCTHBIM — JIMIIOM, BKJIIOYaeT B ce0s (paMuiny, HMHUIHUAIBI
UCTIOJIHUTENEH, ColepKaHne NopydeHus (mpu HeoOXOAMMOCTH), CPOK MCIIONHEHHS, MOIINCh U
nary. B umHCTHTYTE ycTaHOBIEHO O(OpMIIEHHE YKa3aHHs I10 HMCIOJHEHUIO (PE30JIOIUH) Ha
otnenbHOM jHcte (IIpunoxenune Ne 10).

OcHoBHOM pedeBor (GOpMyYJION AJis BBIPAKEHUS COOCTBEHHO PEUICHHS WM MOPYYEHUS
pyxoBoauTtens siBisierca Gopmyna «KoMmy — 4ro chenars, KOrga/K KakoMy Cpoky». Damuinuu
WCTIOJTHUTENEH YKa3bIBAIOTCS B JATEIILHOM MaJieKe, MHUIHMAIBI O(OPMIISIFOTCS Tociie (haMUIIHH.

[TopyueHus: pyKoBOIUTENS B yKa3aHUU 110 UCTIOJHEHUIO MOTYT ObITh MHAMBUYaTbHBIMU
(ykazaHa ojHa GaMuiIMs UCIOJHUTENS) WM KOJJIEKTUBHBIMM (II€PEUYMCIEHBl HECKOJIBKO
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¢damunmii). Ho OTBETCTBEHHBIM HUCIIOTHHUTENIEM BCET/Ia SIBISIETCS TOT, 4Ubs (DaMUIIUS Ha3BaHa
MIEpPBO.

Ha paccmoTpenne pektopy yrpaBieHHEM JAellaMi MPEACTaBISIOTCS TOIBKO BaXXHEHTITHE

JUTSL TEATENBHOCTH HHCTUTYTAa JOKYMEHTBHI IO BOMpPOCAaM, KOTOpbIE OTHOCATCA K ero cdepe
OTBETCTBEHHOCTH U TIOJTHOMOYHSM, U JJOKyMEHTOIIOTOK OTPaHWYEH.
OTo muchbMa, aapecoBaHHbIE HAa HMs PYKOBOAWTENs, MEpPernucKa MO BOMpocaMm, KOTOpbIE
KypUpYIOTCS WM JIMYHO, NMHCbMa OT TaB cyObekToB Poccuiickoii ®Dexeparuu, opraHoB
TOCYy/IapCTBEHHOTO  ympaBlieHUs (MUHHCTEPCTB, BEIOMCTB) M WX TEPPUTOPUATBHBIX
nojpa3fieiecHudi,  PYKOBOAWUTENEW  MYHHUIMNAIBHBIX  OPraHOB, KOHTPOJIUPYIOUIUX |
perynuMpyromux — opraHusanmuii. Bce 3TH  MOKyMEHTBI TpeOyIOT  He3aMeIJIUTEIILHOTO
pacCMOTPEHHS, YETKUX W KOHKPETHBIX PEIIEHUH, TaKk Kak OT J3TOr0 3aBHUCUT pPEIyTaIus
WHCTHUTYTA.

VKazaHWsT TO WCIOJHEHUIO JIOKYMEHTa TMOANHUCHIBAIOTCS PEKTOPOM, TEPBBIMU
MPOPEKTOpaMH W TMpopekTopaMu. B o0s3aTensHOM TOPSAKE TATHPYOTCS, MOCKOJIBKY CPOK
WCIIOJTHEHHSI TOCTYTHBILIETO JOKYMEHTA UCYHCISIETCS OT JIaThl €r0 MOJYUYEHHs apecaToM, T.e. C
JaThl, KOTOpas YyKa3zaHa B PETHUCTPAMOHHOM MITamrme. OTOT BOMPOC KOHTPOIUPYETCS
CeKpeTapuaToM, KOTOPBIA CO3/1aeT PEe3EpPB BPEMEHHU, COKOHOMJIEHHOT'O Ha OMEepalusixX Mnepenadu
JIOKyMeHTa (Ha OyMaXHOM HOCHTENe, B OJJIGKTPOHHOM BHJE, (AKCUMUIBHOW CBS3BIO).
[MoctynuBimmii JOKyMEHT JOJDKEH OBITh PacCMOTpPEH (a 3HAYWT, JOJKHA OBITh MPOCTaBIeHA
PE30ITIONIHS) B JICHD €r0 MOTyYeHUsI.

VYkazaHus 10 HCIIOJIHEHUIO JIOKyMEHTa PEKTOpa aJIpecyroTcsl MpopeKTopam (0THOMY HITU
JIBYM, MaKCHMaJbHO B OJIHOW pPE30JIONNK YINOMHHAOTCS 4 Qamuiuu). OYHKIMA W 30HBI
OTBETCTBEHHOCTH TIPOPEKTOPOB H TIOMOIIHWKOB PEKTOpa YTBEPXKICHBHI B TMPHKa3e O
JIeJIETUPOBAHUY TIOTHOMOUHM. VHOT/Ta TOKyMEHT HANpaBISIeTCSl Ha UCIIOTHEHUE C PE30TIONHUEH
TOMY MIPOPEKTOPY, KOTOPOMY PYKOBOJHUTENb paHee naBaj MoAo0HOe, ATUTEIBHO JEHCTBYIONIEE
MOpy4eHHue.

[Ipn paccMOTpeHHMH OOKYMEHTOB PEKTOpP PYKOBOJCTBYETCS 30HaMU OTBETCTBEHHOCTH,
KOTOpPBIE 3aKpEIJICHbl HA BEPXHEM YPOBHE CHCTEMBI JIEIIETUPOBAHUS TIOJTHOMOYHUH.

4.4.20.2. XapaxTep pe30Ja0nuii

DneMeHThl CTaHIapTHON pedyeBoi Mozenu pe3omonun «KoMy — uTo caenats — KOraay,
HampuMep, TaKue BapUaHTHI:

— Ilpowsy npednodicenuii 0 compyoHuyecmae.

— Ilpowy noocomosums pacnopsicerue.

— Ilpowy obecneuums 6blnonHeHue K YKa3aHHOMY CPOKY.
— Ilpouty npedcmagums niau peanuzayuu.

—  Onnamums. Mo 8adiCHO.

— Coenacen.

— Ilpowy yuecms. Humepecto.

— Haoo pewwumy. Ilpeonacatime.

—  Kommpons!

— Paszobpamvcs, donosxcums!

dopma ykazaHus 110 UCTIOTHEHHIO JOKYMEHTa (Pe30JIOINH) T0JKHA CBUIETELCTBOBATD
0 COOJTIOJICHNH STUYECKUX MIPABHJII, YETKOCTH 33]1a4, CTPEMJICHHH K KPaTKOCTH UHCTPYKIIHH.

4.4.20.3. HectanaapTHble pe30T10IUA

OnuH U3 MIPUMEPOB HECTAHIAPTHON PE3OIIONNU — MOJIITUCH PYKOBOAMTES, O3HAUAIOMIAS
coriacue (MOJOXUTETBHYIO PE30IIIONNI0). B 3TOM ciydae cekperapuaT nepenacT JOKYMEHT C
no0OHOM pe30ironueil Ha najbHeHIlee HCIOJHEHHWE, T.K. OH OyAeT CIyXHUTb OCHOBaHHEM
(MHUITMATUBHBIM JIOKYMEHTOM) JJIA TTOCIEAYIONIET0 U3MaHUs MPHUKa3a, YTBEPKICHUS IMTATHOTO
pacrucaHus, BBEJICHHS B JICHCTBHE HOPMATUBHOTO U JPYTUX JOKYMEHTORB.

Pe3omronust Moxetr ogopmiATbesa Kak mpoctoe aapecoBanune «Komy» ¢ o0o3HaueHHEM
dbaMUTU W WHUITMAIOB MCHOJHUTENSA (C TOAMHMCHIO pyKoBoauTens wim 0e3). llepemaBas
JIOKyMEHT C TakOW pe30NIoIHel Ha JalbHEHIIee HUCIONHEHUE, CeKpeTapuaT OTMEYaeT, Kakue
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KOHKPETHBIC BOIPOCHI, B KAaKUX JIOKYMEHTaX, IOJyYE€HHBIX OT KaKuUX aJpecaToB, PEKTOp
Mopy4aeT pemaTh (JelIerupyer) CBOMM IPOPEKTOpPaM WM PYKOBOIUTEISIM KOHKPETHBIX
MIOAPAa3ACIICHAN.

B nmanpmelimem oSta  wuwHpOpMamuMs MOXKET OBITh HCIOJB30BAaHA B  IPOIECCE
COBEPILICHCTBOBAHMS CHUCTEMBI JICIETHPOBAHUS TIOJTHOMOYUN — JUIS MOJTOTOBKH HOBBIX BEPCHI
NPUKAa30B O pasTpaHWYCHUW (QYHKIWH, aKTyalM3ald TMOJIOKEHHH O CTPYKTYPHBIX
HOJpa3eNICHUSIX, JODKHOCTHBIX HHCTPYKIIMSX.

Pe3onmronust MOXeT BBIMIAAETh, KaK OTMETKAa Ha JOKYMEHTE, U COJAepXkaTb IJaroi
«O3nakomneny W TOANUCH, KOTOPbIE O3HAYaIOT, YTO pEIIEHHE PYKOBOAUTENIEM HE IPUHSATO,
KOHKPETHOE MOpYYEHHE OTCYTCTBYET, MH(POPMAIUs NMOTydYeHa Ui CBEJCHUS, PEIICHHE BOIPOCca
OTJIO’KEHO. BHYTpEeHHHUH JAOKYMEHT C MMOJO00HON pe30sronueit (Hampumep, ciry:keOHas 3amucKa)
Cekperapuar BO3BpAIllaeT aBTOPY JOKYMEHTA, MOCTYMHUBIINI OT BHEIIHEr0 KOPPECIOHAEHTA, —
nepenaeT B pyHKIHMOHATBEHOE MPO(HUIBHOE MOIpa3IeIeHue.

4.4.21. OT™MeTKa 0 KOHTPOJIE TOKYMEHTA

OTMETKYy O KOHTpOJIE MPOCTaBISIOT HA JIOKYMEHTAaX, MOCTABIEHHBIX HAa KOHTPOJb, C
nomouipio mramna "KoHnTpons" Ha BepxHEM MMoJie JOKYMEHTA CIIpaBa ¢ yKa3aHWeM KOHTPOJIbHOU
JIaThl UCTIOJTHEHUSI.

4.4.22. OT™MeTKa 00 NCIIOJTHEHUH JOKYMEHTA

OtmeTka 00 MCIOJHEHUH JTOKYMEHTa M HalpaBJIEHUM €ro B JeJ0 COCTOMT U3 cioB "B
neno Ne", ykasaHus MHIEKCa Jieia, B KOTOPO€ MOMEIIAETCs NOKYMEHT, MOJIMUCH HUCTIOTHUTEIS
WIN PyKOBOAMTEIS CTPYKTYPHOTO MOPA3ICIICHUs], TaThl.

OTtMmeTrka 00 HCIOJHEHWH MOXKET JOMONHAThCS uHpopMmanueii 00 0coOeHHOCTIX
WCTIOJTHEHHSI TJOKYMEHTA.

CchUIKy Ha JaTy ¥ HOMEp JOKYMEHTa, CBHUICTEIBbCTBYIOIIETO O €ro MCIIOJHEHHUH, WIIH,
NPY OTCYTCTBHH TaKOTO JOKYMEHTA, KpPaTKHE CBEICHUS 00 UCTIOTHEHHH.

OtmeTka 00 HCIIOJHEHWH [TOKyMeHTa O(OpMIIAeTCS HCIONHUTEIEM JOKYMEHTa WITU
PYKOBOJUTEIEM CTPYKTYPHOTO MOIPA3ICIIEHNs], B KOTOPOM HCIIOJTHEH TOKYMEHT.

4.4.23. OT™MeTKA 0 MOCTYNJIEHUH JOKYMEHTA

OTMeTKa O TMOCTYIUICHHH JOKYMEHTa B HHCTHUTYT COICPIKUT OUEPEIHON MOPSIKOBBIN
HOMEp IO PErucTPalMOHHOMY KYypHaly BXOJMINEH KOPPECIOHAEHIMH M JaTy MOCTYIJIEHUS
JIOKyMEHTa (TpU HEOOXOAMMOCTH — YaChl U MUHYTHI).

OTMeTKa 0 MOCTYIUIEHUH JOKyMEHTa MPOCTaBIsAeTCs paOOTHUKAMM YIIPaBICHUS AeIaMu
B BUJIE IITAMIIa B TIPAaBOM HIDKHEM YTJIy Ha MEPBOM CTpaHHIIE JOKYMEHTA.

5. O®OPMJIEHHE OTAEJIbBHBIX BUJIOB JOKYMEHTOB

WHCTpYKIMS 1O [JENONPOM3BOACTBY yCTAHABIMBACT TPEOOBaHWS K MOJATOTOBKE
OTIENFHBIX BUJOB JOKYMEHTOB.

5.1. PacnopsiauTenbHbIe JOKYMEHTHI

5.1.1. [logroToBKa MPOEKTOB MPUKA30B

[Tponienypa TOKYMEHTHPOBAHMS BBICTYIAET OPraHU3YIOLIMM HAadajioM B IOATOTOBKE U
U3JJaHUU PaACTIOPAIUTEIbHOTO JOKYMEHTA, IEPBUYHOM B JJAHHOM Cilydae sBISeTCS HpoLEeaypa
NPUHATHS PELICHUS, Ha KOTOPYIO M HaKJIaJbIBAETCS MPOIIECC TOKYMEHTHPOBAHUSI.

[lpuka3aMu W pPacHOPSDKEHUSIMM, SBISIIOIIMMUCS HMHIWBHIYaJbHBIMH IIPABOBBIMU
aKkTaMu, o(hOPMIISIOT pElIeHHs MMePCOHANBHOTO XapakTepa (KaapoBble NMPUKA3bI), 1O JINIHOMY
cocTaBy OOyYaromuXcs, PEIICHUS 10 ONEepPaTHBHBIM, OPTaHU3AIMOHHBIM H APYTUM BOIPOCAM
NeSITeIbHOCTH MHCTUTYTA.

[lpuka3 — mpaBOBOH aKT, M3IAaBAaEMbI pPEKTOPOM (IIPOPEKTOpaMH) WHCTHUTYTa IS
pelIeHHsS OCHOBHBIX, ONIEPATHBHBIX M OPTraHU3alMOHHBIX 3314, COACPIKAIINNA 005S3aTeITbHBIC IS
paboOTHUKOB TpeOOBaHUSI.

Bce pacniopsaurenbHble JOKYMEHTHI JOJKHBI CTPOTO COOTBETCTBOBATh 3aKOHY.
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ITpoexTs! mMpHuKa30B AOKHBI 0GopMIIsiThea Ha Onmanke nHctutyTa ([Ipnnoxenue Ne 3) u
UMEThb YCTAHOBJICHHBI KOMIUIEKC OOS3aTeNbHBIX PEKBU3UTOB M CTAOWIBHBIA TOPSIOK WX
pacmoJIoKEHUs B COOTBETCTBUU C NocTaHoBieHueM lIpaBurensctBa Poccuiickoit @eaepanuu ot
15.06.2009 Ne 477 «O6 ytBepxaenun [IpaBun menonpou3BojacTBa B (herepanbHBIX OpraHax
ucnonautensHoi Bnactu» U 'OCT P 6.30-2003 «YHUDUIIMPOBAaHHBIE CUCTEMBI JOKYMEHTAIIUH.
YHuuIupoBaHHAs CHCTEMa OPTraHU3AIIMOHHO-PACTIOPSAUTEIBHON JOKyMeHTauu. TpeOoBaHus
K O0(GOpPMIICHHIO [OKYMEHTOB», W JOKJIaAbIBAlOTCA Ui MOJNMCH IpPHU HEOOXOAMMOCTH CO
crpaBKoil (ciy>keOHOM 3amucKoi), KOTOpas JOJKHA COJIEp:KaTh KPaTKOE H3JI0XKEHUE CYTH
nprKa3a, 000OCHOBaHHE €ro HeoOXOAMMOCTH, a TAK)Ke CBEICHUS O TOM, HAa OCHOBAHUHM YEro
MOJTOTOBJIEH MPOEKT U ¢ KEM COTJIacOBaH.

[Tpuka3 MoxeT OBITh N3JaH PEKTOPOM HJIH JIUIIOM, HCTIOTHSIOIINM 00S3aHHOCTH PEKTOPa
MHCTUTYTa B CIy4yae €ro OTCYTCTBUS, MPOPEKTOpaMH IO HAINpPABICHHUAM B COOTBETCTBUH C
TIOJTHOMOYHSIMU, KOTOPBIE M J€TIETUPOBAHBI PEKTOPOM.

[lepenaua mpuka3zoB, UX KONMWUA pPaOOTHMKAM CTOPOHHUX OpPraHU3aLMil JOIYCKaeTcs
TOJIBKO C pa3peleHns PyKOBOJCTBa MHCTUTYTA.

[TpoexThl MpUKa30B pa3padaThIBAIOTCA CTPYKTYPHBIMU MOJpPA3IeICHHSIMA UHCTUTYTa Ha
OCHOBAHHUU TIOPYYEHUS PYKOBOJICTBA JTHOO B MHUIIMATHBHOM IOPSIIKE.

ObecneueHre KayeCTBEHHOW MOJATrOTOBKM HPOEKTOB NPUKA30B M MX COIVIACOBAaHHE C
3aMHTEPECOBAaHHBIMM CTOPOHAMHU BO3J1araeTcsi Ha PYyKOBOJMTENEH MOApa3/ieleHul, KOTOphle
BHOCST M TOTOBST MPOEKT.

KoHTponp Hajg mOpaBUIBHOCTBIO OQOPMIICHHS TPOEKTOB TNPHUKA30B OCYIIECTBISET
CeKpeTrapuar.

OcCHOBaHHEM ISl H3/IaHUS PACTIOPSIUTEIBHOTO JOKYMEHTA MOXKET OBITh:

1. Heo0xoauMOCTh HCIIOTHEHUS IPUHATHIX 3aKOHOAATEIBHBIX, HOPMAaTHBHBIX MTPABOBBIX
AKTOB M MHBIX PEIICHUH BBIIICCTOSAIINX OPTaHOB, a TAK)KE pPaHee M3JIaHHBIX PACIIOPSIUTEIBHBIX
VI MHBIX JIOKyMEHTOB OpTaHU3aIlHH.

2. Heo0xommmocTh OCYIIECTBIEHUS COOCTBEHHOW HCIIOIHUTEIHHO—PACTIOPSIUTEIBHOMI
JeSITeIbHOCTH, BBITEKAIOIIEH 13 (QYHKIHIA U 3a/1a4 HHCTUTYTA.

B mepBoM ciydae B KadyecTBE JIOKYMEHTOB, MHUIUHPYIOIIUX PEIICHHE, BBICTYHAIOT
JIOKYMEHTBI, M3/1aHHBIE BBIIIECTOSAIIMMHU OpPraHU3ALUSAMM, WM paHee W3/aHHbIE WHCTUTYTOM
JOKyMeHThl. Bo BTOpoM citydae nH(opmMaius o0 Heo0X0AUMOCTH MPUHATHS PELICHUH OCTYNaeT
U3 TaKuX JOKYMEHTOB, KaK IEpEeNucKa, JOKJIAJHbIE 3allUCKH, CIy>KEOHbIe 3alUCKH, CHpPaBKH,
aKThl, IPOTOKOJIBI, TJIAHbI, OTYETHl U Ap. Ha ocHOBaHMM MHQOpMAIUH, MOYEPIHYTON U3 3TUX
JOKYMEHTOB,  PYKOBOAMTENb  NPUHUMAET  pelieHHue O  HEeOOXOAMMOCTH  M3JaHHS
pacropsANTENBHOTO JOKYMEHTA C PE30TIONHeH «B npuxaz».

Jns BBIpaOOTKM KadeCTBEHHOTO, 3(PQEKTHBHOTO pemIeHus cTagus cOopa W aHanm3a
uHPOpMaUU UMeeT ocoboe 3HaueHne. Pa3paboTynKy, TOTOBAIINE MPOEKT PACTIOPSAUTENEHOTO
JIOKYMEHTa, JTOJDKHBI cOOpaTh OOBEKTHBHYIO, JOCTOBEPHYIO MH(DOPMAIMIO, JOCTATOYHYIO JUIS
NpUHATHS perieHus. McrouHnkamMu Takoi mHGOpMaIui MOTYT OBITh: 3aKOHOJATEIbHBIC U HHBIC
HOPMATUBHbIE MPAaBOBBbIE aKThl, ONEPATUBHAs JOKYMEHTALUs OpraHU3allM, IOKYMEHTHI,
MOCTYMNAIOIINE U3 APYTHX OpraHU3alfi, apXUBHbIE JOKYMEHTBI, yOJUKallUK B IEPUOJUUECKON
NeyaTH, Hay4YHble MaTepHajIbl U JPyTrue JOKYMEHTHI.

Ecnu panee B HMHCTUTYT€ NPUHUMAINCh pELICHHS IO AHAJOTMYHBIM BOIIPOCAM,
HEOOXOIUMO H3YyYHUTh paHee W3/aHHbIE pPACHOPsAUTENbHbIE JOKYMEHTHl BO H30ekKaHHE
NPUHATHS PELICHUH, TPOTUBOPEYAIMX WM TOBTOPSIOIINX PaHee MPUHATHIEC PELICHUS.

Crnenmyromuii 3Tanm B TOJATOTOBKE PpAaCIOPAIUTEIBHOTO JOKyMEHTa — O(OpMIICHHE
BBIpaOOTAaHHOTO pEMIeHHWs B BUAE MPOCKTA PACIOPSAUTEIBHOTO TOKyMeHTa. IIpoekt
pacropsAUTENEHOTO JOKYMEHTA JOJDKEH MPOUTH ATall COTIACOBaHMSA, B PE3yJIbTaTe KOTOPOTO B
NPOEKT JOKyMEHTa MOTYT OBITh BHECEHBI W3MEHEHHS, TIPOBEIACHO pPEIaKTHPOBAHUE U
KOPPEKTHPOBKA MPOEKTA.

B pamkax nmporuenypsl COrlIacOBaHUsI MOTYT OBITh ITPEIOCTABIIEHBI CIIEAYIOIINE MTpaBa:
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— moTrpeboBaTh OT MHHUIMATOPA NPOEKTAa AOMOJHUTEIBHO COTJacoBaTh MPOEKT
JIOKyMEHTa C TOJpa3AeiieHUsIMH, yYacTBYIOINIMMHU B pa3pabOTKe YMPaBICHYECKOTO pPElIeHUs,
KOHTPOJIMPYIOIIUMH MX BHITIOJHEHHE;

— HE COrJacoBbIBaTh (OTKJIOHHMTH) MPOEKT JOKyMEHTa C OOOCHOBAaHHMEM NPUYHH (B
JIMCTE COTIIACOBAHMS WM CIIEIUAILHON CITy>KEOHOM 3amicKe);

— TPOUINTh YCTAHOBIICHHBI CPOK COTJIACOBAHUS B 3aBHUCHUMOCTH OT o0beMa H
COZIEpKaHus JOKYMEHTA;

— HE NpPUHUMATh HA PACCMOTPEHHE AOKYMEHTBI, COTJIACOBAHHUE KOTOPBIX B 3TOM
MOJpa3fesiecHud He TMPEAyCMOTPEHO YTBEPKACHHOM CXEeMOW WM MapmpyToM (TPOEKT
JIOKYMEHTa B JAHHOM CITy4ae BU3UPYETCS, HO C KOMMEHTAapHEM, YTO COTJIACOBAHNE JOKYMEHTA C
NOJpa3elIEHUEM HE MIPELYCMOTPEHO);

— HE NPUHMMATh OT MOApPA3JeNeHUH 3aMedaHusi 0e3 OOOCHOBAaHUS MPHUYHH, €CIIH
3aMeyaHusl He OTHOCATCA K NPEAMETHON 00JacTh M 30HE OTBETCTBEHHOCTH MPEICTABUBIIETO
3aMe4yaHMsl COTJIaCOBBIBAIOILIETO MOAPA3ICICHHUS,;

— HampaBUTh JOKYMEHT Ha COIJIaCOBaHMWE [0 NpOLeAype, OTIMYAIOLIEHCs OT
YCTaHOBJICHHON B MHCTUTYTE, €CJIM OHAa CAaHKI[MOHWPOBAHA PEKTOPOM U BBI3BaHA CPOUYHOCTBIO U
BaYKHOCTBIO PELLIEHUS BOIIPOCA.

CornacoBaHue MPOEKTOB NMPHUKA30B (PAaCHOPSIKEHHI) OCYIIECTBISIETCS B CPOK 10 TSTH
JHE.

OTan CoIIacoBaHUsl MPOEKTa PACHOPSAUTEIBHOIO JOKYMEHTa MOXKET COCTOSITh W3
BU3WPOBaHMs (BHYTPEHHETO COTJIACOBaHMs). BU3BI MPOCTAaBISIOTCS HAa 000pOTE TOCIEIHETO
JIUCTA JOKYMEHTA.

BusupytoT npoekT mpukaza: IpopeKTop Mo KOMIETEHIIMH; PYKOBOAUTENb CTPYKTYPHOTO
Moipa3ieNieHus, BHOCSILINMN MPOEKT, BU3a KOTOPOTO SIBISIETCS «BBITYCKAIOLIECH»; PYKOBOAUTEIH
CTPYKTYPHBIX MOAPAa3/IEICHUN, BU3bl KOTOPBIX HEOOXOJMUMBI 10 COACPKAHUIO MTPOEKTa MPUKa3a;
00s13aTeNbHbBl BU3bl IOPUAMYECKON CIykObl, cekperapuara. [IpoexTsl MpUKa3oB, HCIOJHEHHE
KOTOpbIX TpeOyeT (huHAHCOBOrO obOecreueHus, BU3UPYIOT OTBETCTBEHHbIE JIMLA (DUHAHCOBOU
CITYKOBI.

OrcyTcTBUE BH3bl IOAPA3eNICHUs, YUYacTBYIOILEIO B IPOLENYpPE COrJacoBaHUs, HE
MO3BOJIAET CUUTATh JIOKYMEHT COIIACOBAHHBIM «I10 YMOIYAHUIO.

PacmmdpoBka moanmcu pacriojiaraeTcs Ha ypOBHE IMOCIEIHEH CTPOKH HAaUMEHOBAHHUS
JOJDKHOCTH C TIpoOerioM Mexny wHuimanamu u (amwmimeil. [lepBas OykBa B HaMMEHOBAaHUH
JIOJDKHOCTH OTPAaHUYMBAETCS JIEBBIM TMIOJIEM, TOCHEIHsss OykBa B pacmiMppoBKEe MOIMUCH
OTrpaHUYMBAETCS MPABBIM TIOJIEM.

Ha cornacoBanue pomkeH ObITh HampaBieH MOJHOCTBIO MOJATOTOBJICHHBIM U
0(OpPMIICHHBIHN B COOTBETCTBUH C YCTAHOBJICHHBIMHU MPABUJIAMH MIPOEKT MPUKA3a.

3ampenaeTcss UCIOIb30BATh MPOLEAYPY COIIACOBAHUS B KaueCTBE CIOCO0a MOArOTOBKU
(pa3paboTku) TOKyMeEHTA.

3a peasn3alnIo IPOLEcca COINIACOBaHMsI HECET OTBETCTBEHHOCTh MHULIMATOP JOKYMEHTA.

Ilonpaznenenue, ydacTBylollee B IPOLENYyPE COINIACOBAHUs, OLIEHUBAs IPOEKT IIPHUKa3a,
JIeNlaeT 3aMeyaHus M BHOCUT NPEAJIOKEHHS B paMKax CBOEH INpeIMETHOH o0JacTH M 30H
OTBETCTBEHHOCTH, KOTOPBIE YCTAHOBJIEHBI B ITOJIOKEHUHU O M1OAPA3EIICHUN.

CTpyKTypHOE 30Ha OTBETCTBEHHOCTH
noapasaejeHmne
1 2
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®dunHancoBas ciryx0a

KoHnTtponb pacxogoBaHusi CpeiCTB MO HEHTPaAM YIPABIEHYECKOTO yUeTa;
DHUHAHCOBBIN KOHTPOJIb;

KouTposb cobmioiernst yTBEpKIACHHBIX (DMHAHCOBBIX YCIOBUH;
YrpaBneHYECKHN yUeT U OTYETHOCTE;

DuHAHCOBOE TUIAHUPOBAHNE U aHATH3;

AHa3 3KOHOMHYECKUX PacYeTOB, (PMHAHCOBBIX CXEM, MPEIaracMbIX B
MPOEKTaxX pelIeHU;

AHanmn3 3K0HOMHYECKOH 3(PGEKTUBHOCTH W 0OOCHOBAaHHOCTH BBEICHUS
(hMHAHCOBBIX MAPaMETPOB.

I'maBHbI OyxranTtep

OTpaxkeHue cIeKy, onepaluy B OyXraaTepckoM ydeTe;
KoHTpoI1b 32 ABMIKEHHEM CPE/ICTB IO CUETaM;
AHaJIu3 ¥ OIIeHKa HAJIOTOBBIX PUCKOB.

IOpuanueckas
ciyx0a

CobOuoienue TpeboBaHul IEHCTBYIOIIETO 3aKOHOIATEIhCTBA,
CootBeTcTBHE TPEOOBAHUAM YUPEAUTEIBHBIX JOKYMECHTOB WHCTHTYTA,
OueHka npaBOBbIX PUCKOB;

KoHTponbk mpaBoCmoCOOHOCTH JOMKHOCTHBIX JIMI, TOJMUCHIBAIOIINX
JIOKYMEHTBI,

OcCyIlIeCTBICHHE  TMPaBOBOW  OKCIEPTH3bI  JIOKAJIBHBIX  aKTOB,
paclopsANTEIbHON JOKYMEHTAIIMA WHCTUTYTA;

KoHcynbTHpoBaHUE TOMKHOCTHBIX JIMIL U PAaOOTHUKOB HHCTUTYTa IO
IOPUIMYECKHAM BOTIPOCAM.

Cexkperapuar

KoHTpob co0mo1eHHs CUCTEMBI AETIETUPOBaHUS IOTHOMOYMH;
Konrtponp cobmonenuss TpeOOBaHMN K W3JAHUIO PACTIOPSIUTEIBHBIX
JIOKYMEHTOB;

KonTtpoas cobmoaenns TpeOoBaHM TOCYAapCTBEHHBIX B HOPMATHBHBIX
AKTOB IO TOCTPOCHUIO ¥ 0(OPMIICHHIO OCHOBHBIX BHJIOB JJOKYMEHTOB;
KoHTponp  mpaBuiabHOCTH ~ OQOPMIICHHS  WACHTHU(PHUIMPOBAHHBIX
PEKBU3HUTOB JOKYMEHTOB;

AHanu3 CTUIIMCTUYECKUX aCTIEKTOB U KOHTPOJIb TPAMMAaTHYECKOM
IIPAaBWJIBHOCTH H3JIOKEHHS COAEpXkKaHHUA JTOKyMeHTOB; KoHTposb
UCIIOJIHEHMSI PaCOPAIUTENbHBIX JOKYMEHTOB BBIIIECTOSAINX OPraHOB U
PYKOBOJCTBA HHCTUTYTA.

1

2

Lleatp TtectupoBanusi u | ObecrieueHNe BHEAPEHUS CPEACTB BBHIYHUCIUTENBHOW TEXHUKU U

COBPEMEHHBIX
00pa3oBaTebHBIX
TEXHOJIOTHUI

NPOrPaMMHOI0 00ECIICYCHUS eI TEIbHOCTH HHCTUTYTA;
Ob6ecnieuenue 3P PEKTHBHOTO (YHKINOHUPOBAHUS
MHPOPMALMOHHON CEeTH;

Kontponp 3a ucmonb3oBaHMEM HH(G)OPMAIIMOHHBIX CHUCTEM U

TEXHOJIOTHi;
[Tonnepskka, HACTpOMKa U MOJAECPHHU3ALUS CHCTEM;
[IponBumxenue HOBEUILINX TEXHOJIOTUI yIIpaBiIeHUS

uHpOpMaLMel B LEeNAX MOBBIIIEHUS] SKOHOMUUECKOro Y eKTa.

Y4eOHO-METOANYECKUI
OTIEeN

OOecrieueHne IUTAHUPOBAHMS, OPTaHM3AaLMM M KOHTPOJIS
y4eOHOTr0
npolecca ¥ NPaKTHYECKOH NOATOTOBKU CTY/ICHTOB.
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[MnanupoBanue, KOHTPOJIb Y4eOHO-METOMUYECKOW pPabOThI IO
peanu3alMd  OCHOBHBIX  0Opa3oBaTEeNbHBIX  MPOTPaMM B
COOTBETCTBHH C JINIIEH3UEH Ha MPaBO BeJIEHUST 00pa30oBaTENbLHOM
JeSITeTbHOCTH;

Opranusanus padoThl y4eOHO-METOIUIESCKOTO COBETA;
KoopnuHanust paboThl MHCTHTYTOB, (akKyiabTeToB, Kademp u
JPYTUX CTPYKTYPHBIX MOIPA3IEIICHUI 110 00ECIIEYCHUIO yUeOHO-
METOJIMYECKOT0  COMPOBOXKICHHsSI y4eOHOro mporecca |
COOJIIOZICHNIO0 HOPMATUBHON TI0KYMEHTALIUY;

IToaroroBka MaTepHagoB K JIMIEH3MPOBAHUIO HOBBIX OCHOBHBIX
00pazoBaTeIbHbBIX IPOrPaMM U FOCYIaPCTBEHHON aKKpeIUTaluu
OOII, unctuTyTAa;

[MoBeimenne kBanmudukarym [1C;

Pa3paboTtka pabo4nx y4eOHbBIX TUIaHOB

[TmanupoBaHre W KOHTPOJIb B 00MacTh oOecredeHHs KadecTBa
MOJATOTOBKY CHEIHAITUCTOB;

[TpoBeieHne BHyTPEHHUX ayIUTOB

B npornecce cornacoBanust MOTYT ObITh BBICKA3aHbl 3aMEUAHUS U JOTOJIHEHUS K IPOEKTY
JokymMeHTa. OHM MOryT OBITh BHECEHbl HENOCPEJICTBEHHO B IPEACTaBIECHHBIH HPOEKT
JOKyMEHTa Win o(opMIIeHBI Kak 0co00e MHEHHE MU 3aMedaHus. B mocnexnem ciydae Bu3a
JornonHseTcs Haanuchlo: «Ocoboe MHEHHE NpHIIAraeTcs» WIM «3aMedaHusl HpPUIararoTcs.
3aMeuaHusi PEAAKIMOHHOTO XapakTepa BHOCSTCS HEMOCPEACTBEHHO B INPEACTABICHHBIA Ha
BU3WUPOBAHME MPOEKT JOKYMEHTA.

Ocoboe ™MHeHHE, OGOpPMIICHHOE HA OTIENBHOM JIMCTE, TNPHOOIIACTCS K MPOEKTY
JOKYMEHTa M BO3Bpamiaercs pa3paboTuuKy IMpOoeKTa Ui AOpadOTKU JOKyMmeHTa. Ecmu mpu
JIopabOTKe TPOEKTa PacIOPSAUTEIBHOTO JOKYMEHTa HCIIOJHUTENIeM OyayT YYTCHbI HE BCE
3aMeYaHus, TO TMPH Iepeaadye OKOHYATEIHFHO O(QOPMIICHHOTO TOKYMEHTa PYKOBOJHUTEIIO Ha
HOJMNKCh BCe 0COObIE MHEHMS M 3aMe4aHus, HE NMPHUHSITHIE COCTAaBUTENEM JOKYMEHTA, JOJKHBI
OydyT MOCTYNHUTh BMECTE C OKOHYATEeIbHO O(OPMIIEHHBIM JIOKYMEHTOM Ha paccMOTpEHHE
PYKOBOJIUTEIS.

B mpouecce cornmacoBaHus CTPYKTypHBIE MOJpPAa3JeNE€HUs, OTBETCTBEHHBIE 3a €ro
MpOBEJICHUE, OCYIIECTBISIIOT JA0pabOTKYy MPOEKTOB NPHUKA30B (pacloOpshKeHMIA), a TakkKe WX
00s13aTeNbHOE PEIAKTHPOBAHHUE B YIIPABIICHUH JCTIaMH.

[TpoexTsl mpHKa30B (pacmopspKeHWil), WHBIX JOKYMEHTOB NPEACTABIAIOTCS Ha
pelaKTUPOBAHKE B CEKPETAPHUAT TOJHKO JHMIIOM TTOJTHOMOYHBIM 00CYKIaTh U BHOCHUTH TIOTIPABKH
B TEKCT HCIIOJIHUTEJEeM. PenakTop KapaHIalioM OTMEYaeT MOTPEITHOCTH B TEKCTaxX MPUKa30B
(pacmiopsbKeHHi), MHBIX TOKYMEHTOB M BIpaBe TpPeOOBAaTh OT HWCIOJIHUTENCH HCIpPaBICHUS
opdorpapuueckux, MyHKTYallMOHHbIX M CTHJIMCTUYECKHUX OLIMOOK, YCTpaHEHUS HapylIeHUH
npaBu1 O(OpPMIIEHUS] PEKBU3MTOB, HECOOTBETCTBUS IOJOXKEHUSM HOPMATHUBHBIX IPaBOBBIX
aKTOB B c(epe ynpaBiIeHUs U JeJIONPOU3BOACTBA, a TAK)KE MHBIX 3aMEUEHHBIX UM HEIOCTAaTKOB.
He pomyckaercst mpexacraBieHHe Ha TOANKUCH PEKTOPY WM TPOPEKTOpaM  IPHUKA30B
(pactiopsbkeHunit), MHBIX JOKYMEHTOB 0€3 IITaMIia M MOAIHICH PEAaKTopa.

IIpu HeoOxoguMoOCTH Ha OOOPOTHOM CTOPOHE KAaXIOro JHCTa MpPOEKTa NpUKasa
(pacmiopsbkeHus1), BTOPOTO HK3EMIUIIpa HMHBIX JIOKYMEHTOB IIOMELIAeTCs OTTUCK IITamIia
«OTPEJAKTHMPOBAHO».

Crenmyromuii sTam — opaboTKa MPOEKTa PacIoOPSAUTEIEHOTO JOKYMEHTA 110 3aMEYaHHIM
— TpeanoiaracT BHECEHHE 3aMeYaHHWii B MPOEKT JOKyMEHTa MO pe3ysbTaTaM COTJIaCOBAHUS,
OKOHYATeIbHOE O(OPMIIEHHE COTJIACOBAHHOTO IIPOEKTAa JOKYMEHTa M IPEICTABICHUE €ro
PYKOBOJIUTEIIO HA TIOIHCH.

Busel  odpopmistorcss Ha obopore mocienHero smcta mnpukaza  (IIpomomxenue
ITpunoxenus Ne 3) unu Ha OTAEIBHOM JIMCTE COTIacOBaHUS (BU3UPOBAHUA).
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[Moanuch pyKOBOJUTENS MTPEBpaIIacT MPOCSKT JOKYMEHTA B IMOJHOIEHHBIN, 00Ia1atonui
OPUINYECKON CHIION JOKYMEHT.

PykoBoauTENb TOAMUCHIBAET TOJHKO MPABWIBHO O(OPMIIEHHBIE W COTJIACOBAHHBIE CO
BCEMU 3aMHTEPECOBAHHBIMU JIMIIAMH TPOEKTHl JOKYMEHTOB. PyKOBOAMTEIb HMEET MpaBo
MPUHSATH 000 pelIeHue, 1axke MPOTUBOPeYalliee MHEHUIO UCTIOHUTENS (COCTaBUTEINsI MPOEKTa
JIOKyMEHTA).

IlonnuceiBaeTcsd NIEpBBIM SK3EMILLIP IpuKa3a. B ciydae oTCYyTCTBHS AOIKHOCTHOIO
JuLa, MOANKCH KOTOPOro 3aroTOBJ€HAa HA IpUKa3e, IPHUKa3 IOJIMCBIBACT JIMIO, KOTOPOE
UCTONIHAET ero oOs3aHHOCTU. Ilpm 3TOM 00s3aTenbHO yKa3bIBA€TCSl JOJDKHOCTH JIMIIA,
NOJMMCABUIETO TpHKa3, W ero QaMuwinug (MCHOPABICHUS BHOCITCA YEpHWIAMH WIH
MAaIIMHOMTUCHBIM CIIOCOO0M).

PacniopsautenbHble JTOKYMEHTHI JOJDKHBI MMETh AHHOTALMIO JOKyMEHTa (3arojioBOK,
KpaTkoe cojiep kaHue), KOTopblid HaunHaetcs ¢ npempiora O (O6). Hanpumep: O6 yTBepKIeHHH,
O peructpanuu, O co3gaHuu, U CJIEIyIOIIME PEKBU3UTHI: Ha3BaHWE BHUAA JOKYMEHTa, ATy,
pETUCTpPallMOHHBIA HOMEP MPHKa3a, aHHOTAIMIO (KpaTKoe coaepikKaHue), TEKCT, MOMAINUCH, BU3HI
COrJIacOBaHUsl, OTMETKY 00 ucronHuTene. TeKCThl pacHopsANTEIbHBIX JOKYMEHTOB I1€4aTal0TCs
0€3 NepeHOCOB B CI0BAX.

TekcT mpukasa, Kak IPaBHJIO, COCTOMT W3 KOHCTAaTHUPYIOUIEM M paclopsAuTENbHON
YJacTeu.

KoHncratupyromas dvacte BBOAMT B CyTh paccMaTpuBaeMOro BOIpOca U JOJDKHA
OOBSICHATh, YE€M BBI3BAHO TIOSBJICHHE PACIOPSAUTEIBHOTO JOKyMEHTa (MOTYT OBITh
Nepeuncienbl  (akThl, COOBITHSA, TOCIYKUBIIME TNPUYMHOW M3JaHUS TpPHKas3a; aKT
BBIIIECTOSIILIET0 OpPraHa, BO MCIOJHEHHE KOTOPOr0 M3AAETCS JaHHBIA JOKYMEHT, B MOCIEIHEM
CiIydae yKa3bIBaeTCsl BUJ aKTa, ero aBTop, 1aTa, HOMEp U IMOJHOE Ha3BaHue (3arojIoBOK, KPaTKOe
coiepKaHue, aHHOTAIIHS ).

OHa MOXET HAYMHATHCSI CJIOBAMH «B LEJIAX», «B COOTBETCTBUNY», «BO MCIIOJHEHUEY U T.JI.
Ecnu mpuka3 u3gaercs Ha OCHOBAaHUM APYTOro JOKYMEHTa, TO B KOHCTaTHPYIOIIEH YacTH
YKa3bIBalOTCS HAUMEHOBAaHHE 3TOTO JOKYMEHTa B TBOPHUTEIHHOM MajeKe, €ro JgaTa, HOMep U
aHHoTanus. HopmaTwBHBIE TIpaBOBbIE aKTBl JOJDKHBI OBITh YKa3aHbl C  COOJIOJCHHEM
TpeboBaHUI1 00 HepapXuM aKTOB.

KoHcTatupyromas 4acTe MOKET OTCYTCTBOBaTb, €CIU IPEANUCHIBAEMBIE NEHCTBUS HE
HYKJAI0TCs B pa3bsCHEHUM.

TekcT mpuka3oB B TakuxX ciyyasx HauuHaercs co cioBa Il p m Kk a 3 bI B a 10: C
MPOMUCHOW OYKBBI C HOBOHM CTPOKH ad3ara.

Crpoka ab3ana HauMHAeTCA Ha paccTosiHUM 1,25 cM OT JIeBOW TpaHMLBI MO (mecTas
OykBa).

B Tekcre He nomyckaeTcst pa3phiB JaThl IPU MEPEHOCE TEKCTA HA IPYTYIO CTPOKY.

5.1.2. OdopMiieHNe IPOEKTOB NMPUKA30B

Tekcer nevaraercss mpudrTom pazmepom Ne 14, yepe3 1 MexXcCTpouHBId HMHTEpBal, Oe€3
IIEPEHOCOB.

[Tpu Hanwuum TabauIBl TpuMeHseTcs mpudT pazmepom Ne 12.

Ecin nocnepssiss cTpaHuIia JOKYMEHTa COCTOMT U3 HECKOJIBKMX CTpPOK MWJIM Ha
MOCJEAHIO CTPaHUIy NEPEHOCUTCS JIMLIb PeKBU3UT <«lloamuch MOMKHOCTHOrO JMLA», TO
JIOITyCKaeTcsl mevyararth TeKCT mpudrom pasmepom Ne 13, HauMHas ¢ aHHOTALMU JOKYMEHTa
(kpaTkoe cojep)kaHue) JMOO TEKCT medaraeTcss depe3 1,5 HMHTepBana mocie aHHOTALUHU
JIOKYMEHTA.

[Ipn Hanuuumm [AByX 4YacTed NpHUKa3a pacnopsAUTeNbHAs 4YacThb OTAENSAETCS OT
KOHCTaTHPYIOIIEH CIIOBOM «II P M K @ 3 bl B @ I0», KOTOPOE Me4yaTaeTcs CTPOUYHbIMU OyKBaMU H
pacroJiaraeTcst Ha OTAEIbHOM CTPOKE NMPSIMO OT MOJIEH.

[Tocne cnoBa (IT) mp 1 K a 3 bI B a 10 (IIe4aTaeTCs Bpa3psAaKy) CTABUTCS IBOETOUYHE.

TekcT pacnopsAMTENbHOM YacTH JOKYMEHTa CleJyeT C HOBOM CTpOKM ab3ama ¢
MPOMUCHON OYKBBI.
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[Tocne odopmiueHus TekcTa pacmoOpIIUTEIbHONM YacTH yepe3 2-3 MEXCTPOUYHBIX
WHTEpBaJla TPOCTABISAETCS PEKBH3UT «IOANHCH JIOJDKHOCTHOTO JIMI@», BKIFOYAIOMIAs
JOJDKHOCTB, TTOMTUCH, PACIIA(POBKY ITOAIUCH.

He nmomyckaercst ocTaBiieHHE Ha BTOPOH CTPAHMIIE TOKYMEHTA MOIICH PyKOBOIUTEIS.

DOpMyJIMPOBKU PACTIOPSAAUTEIBHON YacTH JOJKHBI OBITh KOHKPETHBIMH, YETKHUMH,
SICHBIMHU, HE JOIYCKAIONIMMH Pa3JIMYHBIX TOJKOBAaHHWH, a TaKXKe HE MPOTUBOPEYAIIMMH I10
CMBICITy paHee U3aHHBIM PacOPSIUTEIbHBIM JOKYMEHTaM.

B TexcTe pacnopsauTenbHO 4acTH JOKYMEHTa PEeKOMEHIyeTcsl u30erarb HEKOHKPETHBIX
BBIPQKEHUM THUMA «IOAHATB», «IOBBICUTBY, «YCHIHTBY», «aKTUBU3UPOBATb», «OOpaTUTh
BHUMAaHUE» U T.1.

Ecnu pacropsaurenbHas 4acTh MPEAIONiaraeT pasjiMuHble MO XapakTepy OeHCTBUS U
HECKOJIbKMX MCIIOJHHUTENEH, OHA JIEJUTCS Ha MYHKTBI, KOTOpPBbIE HYMEPYIOTCS apaOCKUMH
mudpamMu ¢ TOYKaMHU U COJIEpXKAT YKa3aHWE U MCIIONHUTENS, TPEANUCHIBAEMbIE NEHCTBUS U
Cpoku ucnoiHeHus. [IyHKTBI B CBOIO OYepeb MOTYT MOJPA3ICNAThCS Ha MOIMTYHKTHI, KOTOPBIE
TaKKe HyMepYITCsl apaOCKHUMHU IU(paMHi ¢ TOYKaMH, IIEPBOE CIIOBO MOJITYHKTAa HAYUHACTCS C
MPOTHMCHOW OYKBBI M TIOCJIE II(PBI IPOCTABISIETCS TOYKA.

Hanpumep, 1.1. YBepauts ...

Kpome Toro, Heo6xo1umo coOIroieHHe U HEKOTOPBIX Jpyrux npasuwil. K HUM oTHOCSTCA
ClIeyIoLIHe:

1. Crpounsie OykBbI HE ynoTpeOustoTcs: 6e3 CKOOOK.
2. Tlocne cTpounbIXx OYKB M apabCKUX IUGP cO CKOOKaMU HE CTABUTCS TOUKA.
3. Pumckue nudpsl 1 IponricHbIe OyKBBI yIOTPEOIsIOTCS 6€3 CKOOOK.

Hexoropsie mpaBmita s36IKOBOTO 0()OPMIIEHHS TOKYMEHTOB yKa3aHbl B [Ipmmoxkennn Ne
18, pexoMeHmamuu 10 HWCIOJIB30BAHUIO OTICNBHBIX CJIOB W YCTOHYMBBIX COYETaHHIA,
UCTIOJIb3YEMBIX MTPH TOATOTOBKE CITY)KEOHBIX TOKYMEHTOB, — B [Tpumoxennn Ne 19.

HcronHnTeNs B TEKCTE MPOEKTA NPUKa3a yKa3bIBACTCs B JATEIBHOM majesxe. JJomycTumo
yKa3bIBaTh U 00O0OIIEHHO (HAYaJbHUKAM CTPYKTYPHBIX HOpAa3JeNeHHi, JeKaHaM (aKyIbTeTOB
U T.IL).

[MpennuceiBaeMoe JEUCTBHE BBIPAKACTCS TJIarojioM B  HEONpeneleHHOH Qopme
(MOArOTOBUTH, 3aYMCIUTh, OPraHU30BATh U T. 11.).

CpoK HCHOJHEHUS JODKEH COOTBETCTBOBAaThH O0BEMY MpEINoJiaraéMblx padoT.
VcnonHuTeNbHBINA CPOK MOKET OBITh Pa3IUYHBIM WIH OOIINUM /7Sl BCEX ITyHKTOB.

[IpeamocneHUM MYHKTOM pacloOpsSAMTENBHOW 4YacTH JAOKYMEHTa NMPU HEOOXOIMMOCTH
JNOJDKHO  OBITh  ONpPENENIEHO CTPYKTYPHOE IMOJpa3/eleHue MM  JIOJDKHOCTHOE  JIMIIO,
OTBETCTBEHHOE 3a €ro HucrojHeHue B wuejaoM: "OTBETCTBEHHOCTh 3a HCIIOJIHEHHE NpUKa3a
BO3JIOKHUTH HA ...".

B mocnenneM myHKTE pacmopsAMTENFHONW YacTH TPHKA3a YKa3bIBAECTCS TOJDKHOCTHOE
JIMIIO0, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb HaJl UCTIOJTHEHUEM MTPHUKa3a B IEJIOM.

Hanpumep, "KonTpombp Hajg uCHOJIHEHMEM MpHKa3a OCTaBIsil0 3a coOoi", mubo
«KoHTposb HaJy UCTIOJTHEHNEM NTpHUKa3a BO3JI0XKHUTE HA ...)».

ITo BceM myHKTaMm MpHKa3a >KUPHBIM LIPUGTOM BBIJCISAIOTCS BCE KIIOYEBBIE CIIOBA:
«Haznauutey, «IlepeBecti», «OTUNCIUTBY, «3aKpeNUThY, «BoccTaHOBUTHY U T.1.

Kaxnoe cioBo B TEKCTe OOKYMEHTa JOJDKHO HECTH ONPEIETICHHYIO CMBICIOBYIO
Harpys3Ky, IMO3TOMY HEOOXOJIUMO HCKIIOYaTh U3 TEKCTa JIMIIHUE CJIOBA, KOTOPHIE B IOKYMEHTE
HE UMEIOT CMBICTIA U HE HECYT HUKAKUX CMBICTIOBBIX OTTEHKOB.

Hanpumep: ne "Hacrosimmii mpuka3", a "mpukas3"; He "mpu 3TOM Hampasisiem', a
"HanpasisieM", He "ymomsiHyroe Ha 3 n.", a "Ha 3 1."; He "HacrosuM mpemiaraercs', a
"mpemmaraerca” wim 'mpemigaraem'; He pa3BepHYTh pabOTy TO pa3bACHEHHIO...", a
"pa3bscHUTD"; He "pakTHUecKue Meponpuarus”, a "Meponpustus'"; He "moBceAHEeBHAs paboTa',
a "pabota"; He "ucmpaBuTh UMerOmMecs OMMOKM', a "UCHpaBUTH OIMOKHU'; HEe '"pe3ynabTaT
MPOBEACHHBIX UCIIBITAHUN", @ "pe3yabTaT UCTIBITAHUN" .
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Ecnu npukas BBOIUT B JeHiCTBUE KaKnue-THOO JOKYMEHTHI, TO OHH O(hOpMIISIIOTCS B BUIE
MPUJIOXKEHUSI K NPUKa3y, CChUIKA HA KOTOpBIE OAE€TCS B COOTBETCTBYIOIIMX MYHKTaX TEKCTa
«COTJIACHO MPHUJIOKEHUIOY, «puiaraercsy, (IIpunoxenue).

[IpunoxxeHust K MpUKa3zy BU3UPYIOTCA (OANMCHIBAIOTCA) PYKOBOAUTENEM CTPYKTYPHOTO
MoIpa3iesieHus], MOArOTOBUBIIETO TPOEKT.

B npaBom BepxHeM yrily epBOil CTpaHUIIbl IPUIOKEHUs TUITyT cioBo "[Ipuioxenue” ¢
yKa3aHHEM HaMMEHOBaHUS paclopsIUTENbHOTO JOKYMEHTa, €ro AaThl, HOMepa.

[Tpy HanMuMu ABYX WJIM HECKOJIBKUX MPHIOKEHUH OHM HYMEPYIOTCSl C NMPOCTAaBICHUEM
3Haka «Ne» (mocnme 3Haka «Ney» CTaBUTCS MpoOEN M IMPONEYaThIBAETCS COOTBETCTBYIOLIMH
HOMED).

Ecnu npunoxeHueM K TpHKasy SBISETCS YTBEPXKACHHBIH UM JOKYMEHT, TO Ha
NPUIOKEHUH B ITPaBOM BepxHeM yriy npocrtasisiercs rpud «Y TBEPXK/IEH (HO, HA, HbD)».

B nmpuka3 ©He cnemyer Bkmo4yarh mnyHKT «lIpuka3 moBecTH A0 CBEACHHS...».
[lonpazaenenus (ZOIKHOCTHBIE JIMLIA), O CBEEHUSI KOTOPBIX JOBOAUTCA MPHUKA3, YKA3bIBAIOTCS
B yKazaTele pPacChUIKH, KOTOPBIM HCIOIHUTENb TOTOBHUT BMECTE€ C MPOEKTOM MpHKa3za Ha
000pOTHOI CTOPOHE NPUKA3a MOC/IE BU3 COINIACOBAHUS B HU)KHEH 4acTU CTPaHULIBL.

CrpaHuibl IprKas3a v MPUIOKEHUS HYMEPYIOTCA KaK €IMHBIA JJOKYMEHT.

B npukasax, cocrosimux u3 2-x 1 6osee CTpaHuL, B 00513aTEIbHOM MOPSAIKE HyMEpYyOTCs
BCE CTpaHMIIbI, BKJIIOYas MPUJIOXKEHHE, HauumHas co BTOpoil. Homepa cTpaHul mpocTaBisioT
MOCEPEIHE BEPXHETO MOJIS JIHCTA.

[Tocnenuuii »3Tam B MpOIEAype MOATOTOBKU PACIOPAJUTEIbHBIX JTOKYMEHTOB —
JOBEJICHWE JOKyMEHTa 10 HUCHonHuTeneil. Ha sToM 3Tame mpoBOAMTCS €ro pacchbulKa WM
nepefaya HCHOJHHUTENAM COTJacHO CHHUCKY pacChUIKM. PaccbUika pacnopsauTeNbHOro
JIOKYMEHTa JIOJDKHA MPOBOJUTHCS B BO3MOXKHO CXKAaThle CPOKM — B TEUEHUE OJHOTO-IIBYX JTHEH
nocJie MOANUCAHNUS U PETUCTPALIMH IOKYMEHTa B YIIPABJICHUH JCTIaMHU.

Komuu mnpukazoB wiM HMX pPa3MHOXKEHHBIE AIK3EMIUISIPBI (KOMUU MPEAOCTABISIOTCS C
OPUTHMHAJIOM JOKYMEHTa HCIIOJIHUTENIEM) 3aBEpsIOTCs pPAaOOTHUKOM TIe4YaTblo YTIpaBICHHUS
JieJlaMH U HaIlpaBJISIOTCS afjpecaTraM (MCIOJIHUTENSAM) B COOTBETCTBUM € YKA3aTEIEeM PACCBHUIKH.

DJeKTpoHHass TMouYTa — OJWH W3 KOMIIOHEHTOB CHCTEMBl  aBTOMAaTH3alUH
JIOKYMEHTO000pOTa, CPEACTBO AOCTaBKH, OTHpPaBKU HHQOpMALMU M €€ Mepefauyd MexIy
M0JIb30BATENIIMU BHYTPU UHCTUTYTA.

OTnpaBuTenb BIEKTPOHHOTO COOOLIEHHUS, COJEPXKALIEro 3JICKTPOHHBIM  BapUaHT
JIOKYMEHTa, HECET OTBETCTBEHHOCTh 3a COOTBETCTBHE COJEP>KaHMs 3JIEKTPOHHOI'O BapHaHTa
JOKYMEHTA COIEPKaHHIO MOATMHHUKA IOKYMEHTa Ha OyMa)KHOM HOCHTEIIE.

ONEeKTPOHHBIE BapHAaHTbl MPHUKA30B, PACIOPSIKEHUM HaMpaBIAIOTCS ajgpecaTtaM B
COOTBETCTBUHM C YKa3aTeJIeM Ha PacChUIKY CTPYKTYPHBIM IOAPAa3[eNIEHUEM — HCIOJIHHUTEIEM
JAHHOTO JOKyMeHTa. OTHpaBKy O3JIEKTPOHHBIX JIOKYMEHTOB OCYLIECTBISIET HCIIOIHUTEID
(uHMLIIATOpP) JOKYMEHTa TMOcie MPOCTaBICHHS MAaThl, PETUCTPAIMOHHOTO HOMEpa, CJIOBa
«MOANKCHY B PEKBU3UTE «IOJANUCH JOJKHOCTHOTO JHIA», OTMETKH «COOTBETCTBYET
OpUTMHAy» B IPaBOM HIKHEM YINIy IOCIEIHEH CTpaHUIbl JOKyMEHTa M cOoOo0LIaeT B
CeKperapuaT O JaTe U BPEMEHHU OTIPABKU 3JIEKTPOHHOI'O PacloOpsSIUTENbHOTO0 JOKYMEHTa IO
AJIEKTPOHHOI MouTe.

[Ipu perucrtpauuu npUKa3bl HYMEpPYIOTCS MOPSAKOBBIMA HOMEpaMu B Ipefenax
KajeHgapHoro rona. [Ipukassl MO OCHOBHOW MJEATENbHOCTH HMHCTHTYTA, O HAlpaBlICHHHU B
MOE3/IKy OOYYaroIuXCs, MO CTHUICHIHAILHOMY OOECHEUYCHHI0 O0YyYaroImuXcs, M0 JUYHOMY
cocTaBy 00yYaroIUXCsl PETHCTPUPYIOTCS B OT/ICNIBHBIX KypHAaJIax.

OpurnHan (TepBBIA SK3EMIUISIP) TpHKa3a IOAIIMBAECTCS B JAel0, o(opMiIeHHOE B
cooTBeTcTBUH cO0 CBOAHON HOMEHKJIATYPOW HHCTHTYTA, B yIPABICHUH JEJIaAMHU.

5.1.3. BHeceHue n3MeHEeHUIl U JOMOJTHEHUIl B pacOpSIAUTEeIbHbIE JOKYMEHTHI

Ecnu mpuka3 J0mosiHsAeT, OTMEHSIET WM WU3MEHSET paHee W3JaHHbIC MPUKa3bl WIH HUX
OTJENbHbIE ITyHKTHI, TO OJWH U3 IYHKTOB PACHOPSINTENbHON YacTU TEKCTa JOJKEH CoAepkKaTh
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CCBUIKY Ha JOKYMEHT (IyHKT JOKyMEHTa), B KOTOPbIil BHOCSTCS M3MEHEHHs, C YKa3aHHEM €ro
JaThl, HOMEpa U aHHOTALMH (3aroJIoBKa).

[Ton w3MeHEHHWEM JOKyMEHTa IIOHHMMAaeTCsl HE TOJBKO 3aMEeHa OJHHUX JJIEMEHTOB
JIPYyTUMH, HO W WCKIIIOYCHHE ITUX JJIEMEHTOB 0€3 3aMEHBI, a TaKXKe OIMOJHEHHE JOKYMEHTa
HOBBIMH DJIEMEHTAMH.

BHecennem M3MEHEHHI B PaCTIOPSAUTENLHBINA TOKYMEHT CYMTACTCS:

— 3aMeHa ciIoB, nudp;

— HUCKJIIOYEHHE M3 TEKCTa PACIOPSAUTEILHOTO TOKYMEHTa CJIOB, UMD, MPEIIOKEHHIA;
UCKIIIOUEHHE CTPYKTYPHBIX €IUHHUIL;

— HOBas PEIaKIHs CTPYKTYPHOH €IHMHUIBI PACIOPSIIUTENFHOTO TOKYMEHTA;

— JIONOJHEHUE CTPYKTYPHOU €MHHUIIBI TyHKTA PACIOPSAUTENIEHOTO JOKYMEHTA HOBBIMU
CJIOBaMH, I(ppamMu WK TPEATTIOKCHUSIMU;

— JIOTIOJTHEHUE CTPYKTYPHBIMHU 3J€MEHTAMHU PACIIOPSIUTEIBHOTO JOKYMEHTa TyHKTAaMH,
ab3amamu, neducamu, MPUIOKESHUIMH, CIIOBaMH, IIH(ppamu;

— U3JIOKECHHE B HOBOM pENAaKUMU 3aroj0BKa, KOHCTATUPYIOWIEH WM MOTHBUPOBOYHOU
YacTH, CTPYKTYPHOTO 3JIeMeHTa (MyHKTa, ad3aua, neduca), MpuaoKeHus.

B anHOTammu (3arosioBke, KpaTKOM COJAEP’KaHUM) PAaCHOPSAUTENBLHOro A0KyMeHTa «O
BHECEHNU W3MEHEHHMH B INpHKa3 (pacmopspKeHHe)...» YKa3bIBAaIOTCS JaTa, HOMEp JIOKYMEHTa, B
KOTOPBI BHOCSTCS M3MEHEHHs, AaHHOTAIMs JOKyMEHTa (KpaTKoe COJepKaHHe), KOTOpoe
3aKITI0YAeTCsl B KABBIUKHM, B KOHIIE 3ar0JIOBKA TOYKA HE CTaBUTCSL.

B Ha3BaHMM JOKyMEHTa O BHECEHWH HM3MEHEHHH MOTYT OBITh yKa3aHbl HE TOJIBKO
CBEJICHUS O HAa3BaHWU M3MEHSEMOTO TOKYMEHTa, HO M KOHKPETHBIE CTPYKTypHBIC €IMHUIIBI, B
KOTOPBIE 9TH N3MEHEHUS BHOCSTCS.

Hampuwmep:

O BHeceHHM U3MEHEHHUs B MyHKT 2 npukasa oT 15.10.2009 Ne 315

«O06 opraHuzanui ...»

V3MeHeHus1, KaK NMpaBuiI0, BHOCATCS TOJBKO B OCHOBHOM pacnopsIUTeIbHbIN JOKYMEHT.

B npeamOyne K pacnopsauTenbHOMY JJOKYMEHTY YKAa3bIBAaIOTCS OCHOBAHHWS, LEJH,
NPUYMHBI BHECCHUS U3MEHEHUH, HanpuMep: «B cBsI3M ¢ KaapOoBBIMU U3MEHEHHSIMH...», «B 1memsax
palrOHATIBHOTO PACXO0BAHUS OIOPKETHBIX CPEICTB...».

[TyHKTBI MOTYT JEIHTHCS Ha MOAITYHKTHI, 0003Ha4aeMbIe CTPOYHBIMU OYKBaMHU PYCCKOTO
andaBuTa ¢ 3aKphIBAIOIICH KpyTIoi ckoOkoi. Hampumep:

Buecmu 6 npuxaz om... Ne... «06...» credyowue usmeHenus:

1) ...; (nyuxkm 1)

2)...; (nynkm 2)

3)...: (nynxm 3)

a) ..., (noonynxkm «a» nynkma 3)

TekcT pacnopsiIUTeNbHOrO TOKYMEHTa HaYMHAETCsl CO CIIOB: «Brecmu 6 (yka3biBaeTcs
Buj (MpHKa3, pacHopsbKeHHe, MPUIIOKEHHWE K IpuKasy), J1aTa, PerucTPallMOHHBIM HOMep U
HaNMEHOBAHUE JIOKYMEHTA, B KOTOPBIN BHOCSATCS N3MEHEHNs) CIELyIOIUe H3MEHEHHUS: ... ».

BHocuMble B pacnopsAMTENbHBI  JOKYMEHT W3MEHEHHS JOJDKHBI — M3J1ararbes
MOCJIEI0BATENIFHO C yKa3aHHEM KOHKPETHOM CTPYKTYPHOM €AMHUIIBI JOKyMEHTa (HauuHas ¢
HauMEHbILEN), B KOTOPYIO BHOCATCS n3MeHenusa. Hanpumep: «1) ab3an BTopoit myHKTa 3 mocie
CIIOB «... ... » TOTOJHHUTH CIIOBAMHU ... ... ».

Ecnmu m3 Tekcra JOKyMEHTa HCKITIOYAIOTCS (JIOTIONHSIOTCS) OTAENbHBIE CIIOBAa, TO B
pacropsAUTEIIEHOM JIOKYMEHTE, KOTOPBIM BHOCSITCS M3MEHEHHS, YKa3bIBa€TCS, B KAKOM MECTE
TeKcTa (aHHOTauusA, NpeamOyna, craThs (MYHKT), ab3al, MPUIIOKEHHE U T.JI.) HUCKIIOYAIOTCS
(J1OTIONHSAIOTCS) CIIOBA, @ CaMU CJI0BA YKa3bIBAIOTCS B KaBbIUKaX.

BHecenne u3MeHeHHWI B JIOKyMEHT B 0000meHHONW ¢opme (B T.4. 3aMeHa CJIOB U
CJIOBOCOYETAHUI ¢ UCTOJIb30BaHHEM (POPMYIMPOBKH «I10 TEKCTY») HE OITyCKaeTCsl.

Kaxnoe m3aMeHeHne OOHKHO OBITH O(QOPMIICHO OTAENIBHO C YKa3aHHEM KOHKPETHOTO
CTPYKTYPHOTO 3JIEMEHTA PACHOPSIUTENFHOTO TOKYMEHTA.
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Ecnmu B TekcTe NOKyMEHTa 3aMEHSAIOTCS LM(POBbIE MoOKa3aTen (JAEHEKHas CcymMma,
IUIOIIA/b), TO paHee yKa3aHHBbIE M HOBBIE IMOKAa3aTEeIH B TEKCTE€ IPABOBOTO aKTa, KOTOPBIM
BHOCSITCS] HF3MEHEHHSI, YKa3bIBAIOTCS B KABBIUKAX.

[Ipu HeoOXomuMOCTH 3aMEHBl NU(QPOBBIX O0O3HAYEHWH YMOTPEONIAeTCS TEPMHH
«uudps», a He «uucna». Hanpumep: «yugpor "12, 14, 125" 3amenums yugppamu "13, 15, 126"».

[Tpu1 HEOOXOIMMOCTH 3aMEHBI CJIOB U (P ymoTpeOIIsieTcs: TEPMHH «clioBa». Hanpumep:
«cnosa "6 50 paz" 3amenums cnosamu "¢ 100 paz"y.

JlononHeHue ab3allaMyu BHOCHTCS TOJIBKO B KOHEI| COOTBETCTBYIOIIETO CTPYKTYPHOTO
anemeHTa. Ilpu HEOOXOIMMOCTH BKJIIOUEHHMsSI HOBOro ab3ala MeXAy YK€ HMEILMMUCS
ab3amamMu JaeTcs HOBasg pPENAKIHs TOTO CTPYKTYPHOTO 3JIEMEHTa PaCHOPSAUTENLHOTO
JOKYMEHTa, K KOTOPOMY OTHOCHUTCSI a03ail.

[Tpu uckmOYeHUN U3 PACHOPSIAUTENHHOTO JOKYMEHTA IMyHKTOB M MOJAIMYHKTOB, a TaKKe
NpY JIOTIONIHEHUH PACTIOPSAIUTEIHHOTO JOKYMEHTa ITyHKTaMH W TIOAIYHKTaMH W3MEHEHHE
HYMEpAaIUH MOCIEeTyOINX MyHKTOB W TIOJITYHKTOB HE MTPOU3BOIUTCSL.

BHeceHne 3HaYMTEIHHOTO YHCIAa U3MEHEHHWH B PACHOPSAWUTENHLHBIA TOKYMEHT MOMXKET
OCYIIECTBIISATHCS ITyTEM MPUHSTHS €r0 B HOBOH PEeIaKIUH.

[Tpu BHECEHMM HW3MEHEHHWH B PaCIOPSAMTENBHBIA IOKYMEHT IyTeM IPHHSATHS €ro B
HOBOH peJakiuM HE JOMyCKaeTcs M3MEHEHHE BHJAa U aHHOTAlMM (KPaTKOro COAEp:KaHMs)
pacrnopsAUTENIbHOIO JOKYMEHTA.

PaciopsauTenbHbI  TOKYMEHT W3/4aeTcsi B HOBOM peakuMu C OJHOBPEMEHHBIM
NpU3HAHUEM, YTPATUBIINM CHUJIY paHee JeiCTBOBABIIETO JOKYMEHTA B CIyYasx, €CIIHU:

— HEeoO0XOIMMO BHECTH HW3MEHEHHus, TpeOyromue nepepaboTKu paclopsaUTEIbHOTO
JIOKYMEHTa TI0 CYIIECTBY M HE TIO3BOJISIONINE OTPAHUYHUTHCS HOBOW pEIaKIMed ero OTASIbHBIX
CTPYKTYPHBIX 3JIEMEHTOB;

— HEoO0XOIMMO BHECTH B PACIOPSIUTEIBHBIA JTOKYMEHT W3MEHEHHS, 3aTPardBaroIie
MIOYTH BCE €TI0 CTPYKTYPHBIE DJIEMEHTHI;

— COXpaHSIOT 3Ha4YeHue TOJILKO OT/EIbHbIE CTPYKTypHBIE AJIEMEHTBI
pacrnopsAUTEILHOTO JOKYMEHTA, IPUYEM YaCTUYHO;

— HEoOXOIMMO BHECTH W3MEHEHHUS B PpaACIOPSIUTEIbHBIA JOKYMEHT, NpPU3HAHHBIN
YTPaTHBIINM CHITy B HEOTACIHMOM YacTH.

3aMeHa OT/AEIBHBIX JIMCTOB PA30CIAHHBIX PACHOPSAUTENFHBIX JTOKYMEHTOB MpH
oOHapyxeHHH op(orpapuueCcKiX WM TEXHHYECKHX OIIUOOK MOXKET OBITh MPOM3BEIEHA TOIHKO
TIOCJIC COTJIACOBAHMUS C YIIPABICHUEM JICIAMH.

ITpu HeoOXoAMMOCTH HCHpaBiIeHUs (3aMEHbI) OJHOTO WM OoJjiee CIOB MPOU3BOIUTCS
3aMeéHa TOJIHOTO JIUCTa PACHOPSAUTENBHOIO JIOKYMEHTa, IPU 3TOM COXpaHSEeTCs Hymepauus
CTpPaHMII YTBEPKIACHHOTO PACTIOPSAUTENBHOTO (TIOANMCAHHOTO) JOKYMEHTA.

B »stoM ciydae wucnomHuTens oGOpMISET 3aMEHSEMBIH JIHCT PAaCHOPSAUTENEHOTO
JIOKyMEHTa CIEIYIOIIUM 00pa3oM: Ha BEPXHEM II0JE€ HOBOTO (M3MEHSIEMOI0) JIUCTA JENaeTCs
HaAMUCh: «B3aMmeH paszociaHHOTO ...» (IpU 3aMeHe HECKOJIbKHUX JIMCTOB HAJIKUCH JIENAaeTCs Ha
KaXJIOW CTpaHHIIE) M yKa3bIBaeTCs JaTa, HOMEp W Ha3BaHHE PACHOPSAUTEIFHOTO JOKYMEHTa, B
KOTOPOM TIPOHM3BOJMTCS 3aMeHa JIMCTOB (IIPH 3aMEHE IMEepBOIl CTpaHMIBI — Jary, HOMeEp
YKa3bIBaTh HE HAJO).

Jeno pacopsauTenbHOr0 JOKyMeHTa (TIOMJIMHHUK) AOMOJIHAETCS 3aMEHSIEMBIM JINCTOM
(Jiucramn).

5.1.4. IloaroroBka u oopmiieHNe PaCOPSKEeHHI

PacniopsbkeHne — pacopsiIuTeNbHbIN JOKYMEHT, H3/1aBaeMblii IPOPEKTOPaMHU UHCTUTYTA
10 BOIPOcaM MH(OPMAIIMOHHO-METOJMUECKOT0 XapaKTepa, a TAKXKe 10 BOIIPOCAM ONEPATUBHOTO
yIOpaBIeHUs] JEATEIbHOCTHIO MHCTHTYTa (coBemlaHus, KoH(epeHuuu). Pacmopsokenue He
JOJDKHO COJEPKATh MPEANUCAHUN, HOCSIIUX HOPMAaTUBHBIN XapakTep.

[TonroroBka u odopmienue pacnopspkenuit (Ilpunmoxenne Ne 4) mnpowmsBogsTcs
AQHAJIOTUYHO TOPSIIKY MOATOTOBKH M O(GOPMIICHHS MPUKA30B, TOJBKO KOHCTATHUPYIOIIAs 4acTb
3aBepmaercs cinoBamu "O 6 a3 Ba10", "[lpe nmara". Ecnmu ykazanue cogep>KUT TOIBKO
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pa3bACHEHUS O MOPSIKE MPUMEHEHUS KAaKOT0-THO00 HOPMATUBHOTO JIOKYMEHTA, 3TH CJIOBA MOTYT
OBITH OITYIICHBI.

[ToanucanHble pacTIOPSKEHHUS PETHCTPUPYIOTCS B (YOPMHUPYIOTCS OTACTBHO OT MPHUKA30B.

OTMeHa paHee W3JaHHBIX PACIOPSDKEHUH MOXET OBITh MPOBEJICHA TNPUKA3aMH HITU
pacropsHKEHUSIMH.

5.2. Opranu3annoHHbIE JOKYMEHTHI

5.2.1. Ilonoxennst

[TonoxxeHnss — HOpMaTUBHBIC aKThI, UMEIOIUE CBOIHBIN KOJU(PUKAITMOHHBIN XapakTep U
ompejieNAINMe  TOPSAOK  00pa3oBaHusi,  KOMIIETCHIMIO,  OpraHM3aliio  padoThI,
npelHa3HaYeHHbBIE JIJIT HOPMATHBHO-TIPABOBON pPETJIAMEHTAIUH JICATEIbHOCTH WHCTUTYTA WIIH
€ro CTPYKTYPHOTO TOIpa3/IeIICHUSI.

[TonoxkeHne mpuHUMAaeTcs B TOM ciy4yae, €ClIi B HEM YCTaHABJIMBAIOTCS CHUCTEMHO
CBSI3aHHBIE MKy co00¥ MpaBuIIa Mo BOMPOCaM, OTHECCHHBIM K KOMIIETCHITUU WHCTUTYTA.

[TonoxeHne O CTPYKTypHOM IIO/Ipa3CICHUU ONpEAENseT €ro CTaTyC, MOPSIOK €ro
CO3JIaHMsI, MECTO B CHUCTEME YIPABJICHHUS, BHYTPCHHIOI CTPYKTYpPY, (QYHKINH, KOMIIETEHIIHIO,
00513aHHOCTH, HAJIMYKE TIeYaTeH, MOPSA0K PEOPraHn3alluy U JINKBHIAIIHH.

[TonoxeHue sBISICTCS OCHOBHBIM JIOKYMEHTOM, TpPEIHA3HAYEHHBIM JUIS 3aKPEIUICHUS U
pasrpaHndeHust QyHKIMH KaXI0TO CTPYKTYPHOTO MOIpa3ieieHusl.

[Tonoxxenne odopmisiercss Ha OnaHke ¢ mpuMeHeHueM konoHtutyna (IIpunoxenue Ne
8.2).

5.2.2. UHcTpYyKINH

WNHCcTpyKIns — 3TO JIOKANBHBI HOPMATUBHBIN aKT, yTBEPKAAEMbIH MU W37aBacMbIi B
HESX YCTAHOBJIGHUS TIPAaBWJ, PETYJHPYIOMUX OpraHW3allOHHbIC, HAyYHO-TEXHUYECCKHE,
TEXHOJIOTHYCCKHEe, (DMHAHCOBBIC WM WHBIC CHCIMABLHBIC CTOPOHBI JCATEIHHOCTH WHCTHTYTA
(ero CTpYKTYpHBIX MOJIPA3ACICHUI U CITyK0), TOIKHOCTHBIX JIUII.

WHCTpYKIIMM HM3IAIOTCS B IENSX Pa3bsCHEHUS M ONPEISNICHUS TMOpSAKA MPUMEHEHHUS
3aKOHOJIATEIBHBIX aKTOB, PACTOPSIUTEIBLHBIX JOKYMEHTOB, TIO 3alOJHCHHIO U BeJeHUIO (Gopm
JIOKYMEHTOB (HampuMep, OyXraJlTepCKUX, OTYCTHBIX, YUETHBIX U AP.).

3aroJI0BOK JOJDKEH YETKO OMPEEIsATh T€ BOMPOCH, 0OBEKTHI TN KPYT JIMIL, HA KOTOPBIC
pacrnpocTpaHsieTcsl UHCTpyKuus. Hampumep, HHCTpYKIHsI 0 TTpaBax M 0OS3aHHOCTSIX CEKpeTapsi-
pedepenTa, HHCTPYKIHSI 110 JIETONPOU3BOICTBY.

[lepBoii pazmen wHCTPYKIMU HasbiBaeTcst «OOIuMe MonokeHus». B HeM ykasbIBaroTCs
Henu W3JaHus, 00JacTh pPacIpOCTPAHEHUS, TMOPSIOK ¥ 00s3aTeNbHOCTh HCIOIB30BaHUSI,
MPaBOBbIE, HOPMATHBHBIE WM PACIOPSIUTENbHBIE AaKThl, MOCIYXUBIIUE OCHOBOW IS
pa3pabOTKH HHCTPYKIIHH.

NHCTpyKIIME — MOKYMEHT JUIMTEIBHOTO JeWCTBHs. B 00muX  IMONOXKEHUIX
OTOBAPHUBAIOTCS CPOKH BBEJCHHUS MHCTPYKIINUHU B JICHCTBHE MM OTMEHA paHee AeHCTBYIOMICH.

5.2.3. Odopmiienne MOJI0KEHNH, HHCTPYKIUH

[TonoxeHnuss W HMHCTPYKIMH TPUMEHSIOTCS KaK CaMOCTOSITEIIbHBIC MPaBOBBIE aKThI,
KOTOpBIE YTBEPKAAIOTCS PEKTOPOM; YTBEpkaeHHe odopmisieTcs B popme rpuda yTBEpKIACHUS
WM Iy TeM U3JIaHus PACTIOPATUTENLHOTO IOKyMEHTa 00 UX YTBEPKIACHUU.

B cnydae, xornma geiicTBHE TMOJNOXKEHHS KPATKOBPEMEHHO, OQOpMIIEHHE JOKYMEHTa
ocymiecTBisieTcs: Ha obOmem Omanke uHctutyTa (IIpunoxenne Ne 8.1), HAa cTaHAAPTHOM ITUCTE
oymaru ¢opmata A4 c coOnrojeHHEM BceX MpaBwil O(QOPMIIEHUS TEKCTOBBIX JOKYMEHTOB,
KOTOPBIN JIOJDKEH COJIepaTh HAUMEHOBAHWE WHCTUTYTA, CTPYKTYPHOTO TOJIpa3jielicHus, BUIA
JIOKYMEHTA, a TAaKXKe JIaTy U Tpu( yTBEpKICHUSI.

Tekcr wm3maraeTcst OT TPEThEro JIMIA EAWHCTBEHHOTO WM MHOXHTEILHOro 4ucia. B
TEKCTE HCIONB3yIOTCA cioBa: "momkeH", "cimeayer", "HeoOxommmo", "3ampemaercs"', "He
JomycKaercs'.

3arojoBOK K TEKCTy IIOJOKEHUS oOTBedaeT Ha Bompoc "O yem?", 3arojoBOoK K
WHCTPYKILIUHU, COJIepKallei JIOJDKHOCTHBIE TpeOOBaHWS U TOPSIOK MpoBeleHust pabdoT
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(MHCTPYKIMSI O TTpaBaxX M 00s13aHHOCTSX), oTBe4aeT Ha Bompoc "Koro?" (MHCTpyKIus T1aBHOTO
CHENHAINCTA O MPaBax v 00s3aHHOCTSIX).

Koncrarupyromeil dYacTei0 TMONOXKEHUSI (MHCTPYKUMH) CIYXAT paszzgen "OOmue
MOJIOKEHHUs", B KOTOPOM YKa3bIBAIOTCS OCHOBAaHUS pa3pabOTKH, OCHOBHOE Ha3HaueHHE U cdepa
€ro pacrpoCTPaHEHHUsI, OTBETCTBEHHOCTh 33 HAPYIIEHNE YCTAHOBIIEHHBIX MPABHUIL.

OCHOBHOM TEKCT TOJOXKEHHUS (MHCTPYKIUH) MOKET JEJIUTHCS Ha TJaBbl, IMyHKTH U
HOJITYHKTBI. [ 1aBbI TOKHBI UMETh Ha3BaHMUSL.

I'maBel HyMepyrOTCs PUMCKUMM ILudpamu. B KoHIle HauMEHOBaHMS IJIaBbl TOYKa HE
CTaBUTCSI.

Hywmepanusi myHKTOB M HOJIYHKTOB HPOM3BOAUTCA apabCkuMu nuppaMu, B KOHIE
npocrasisiercs Touka (1.5 1.1.; 1.2.).

[Tonoxennss (MHCTPYKIMH) TMOANKMCHIBAIOT JOJDKHOCTHBIE JIMIA, SIBJSIOIIMECS UX
HENOCPEACTBEHHBIMU pa3paboTurKaMu (HanpuMep, HaYaJIbHUKH CTPYKTYPHBIX ITOAPA3IEeIICHU),
BU3HPYIOT TIOJIOKEHHs (MHCTPYKLIMHU) MPOPEKTOPHI MO HANpaBICHUSAM, IOPHINYECKast CIy»K0a,
YTBEPKAAET — PEKTOp MHCTUTYTA. [loJ0KeHusT (MHCTPYKIMK) OOPETAIOT IOPUANUYECKYIO CHITY C
MOMEHTa YTBEPXKACHUS WIM C MOMEHTa W3JaHHsl PAaCHOPSIAUTENBHOTO JOKyMEHTa 00
YTBEPKICHUH.

5.3. UadopManioHHO-CIPABOYHbIE IOKYMEHTbI

5.3.1. IIpoToxoa

[TpoTokOoNm — MOKYMEHT, B KOTOPOM (UKCHPYETCS XOJ PacCMOTPEHHMs, O00CYKICHHUS
BOMPOCOB M NPUHATHS pEIICHU Ha COOpaHMAX, COBEIIAHUIX, KOHPEPEHUUAX M 3acelaHusIX
KOJIJIETHAJIbHBIX OPTaHOB.

OTHOCHTCS K cHCTeMe WH(pOPMALMOHHO-CIPABOYHON JOKYMEHTAIH, MOXET CIYXHTb
OCHOBaHHUEM K M3JaHUIO PACHOPSAUTEIBHON JOKYMEHTALIUH.

[IpoTokon 3acenanusi OTpasKaeT AEATEIHLHOCTh IO COBMECTHOW BBIPAOOTKE M MPUHSITHIO
yhpaBieH4YecKuX pemeHuid. KosernanisHoMy pelieHHro, Kak HMpaBUiIO, MOJUIekaT Haubosee
Ba)XHBIC U PUHIMITHAIBEHBIE BOTIPOCHI B JIESITETFHOCTH HHCTUTYTA, TPEOYIOIIHE KOJUIEKTUBHOTO,
COBMECTHOT'O OOCY>KJCHHSI U TPUHATHS PEIICHUSI.

[IpoTokon coctaBisieTcsi HA OCHOBAHWM 3alMCel, MPOU3BEIECHHBIX BO BPEMS 3aceqaHus
(coBemianus), MpPEACTABICHHBIX TE3UCOB JOKJIAZO0B M BBICTYIUIEHUH, CIPaBOK, IPOEKTOB
peLeHui 1 IpyTux MaTepraoB.

[Iporokonsr MoryT u3faBatbcst B moiHoW ¢dopme ([Ipunoxenne Ne 5) mnm KpaTkoi
dopme (ITpunoxenne Ne 6), mpu KOTOPO OmycKaeTcs X0 00CYKACHUS BONpoca U (PUKCHPYeTCs
TOJIBKO MPHUHATOE TI0 HEMY pEILICHHE.

TekcT mOJIHOrO MPOTOKOJIA COCTOUT M3 ABYX YacTEl: BBOJHOU M OCHOBHOW. Bo BBOJIHON
YacTW YKa3bIBAIOTCA HMHUIMANGBL, (paMuwinu mpenceaartens (MpeacenaTeabCTBYIOMIETO),
CeKpeTaps, MPUCYTCTBOBABIINX HA 3aCEAaHUU, U, IPH HEOOXOIMMOCTH, JIHII, IPUTJIAIICHHBIX HA
3aceqanue (cosemianue). PamMuiIMK MPUCYTCTBYIOMIUX MUIIYT B al)aBUTHOM TOPSAKE depes
oavH uWHTepBaj. EciM KOJIMYECTBO MPHUCYTCTBYIOMIMX MPEBBIMIACT 15 4enoBeK, BO BBOJIHOU
YacTH NPOTOKOJA JENaeTCs CChIJIKA Ha CIMCOK, SBISIONIUICS HEOThEMJIEMON 4YacThblO
POTOKOJIA, HAIpUMep:

[IpucyTtcTBOBanu: 25 yen. (CIUCOK Mpuiaraercs).

Ecnu B 3acenanuu (CoBEUIaHWM) MPUHUMAIOT y4acTHE MPEACTABUTEIN Pa3HBIX OpPraHOB
BJIACTH U OpraHU3alui, MepednucisiroTes nocie cinosa «llpurnamennsie:», Takxke mo andasury,
YKa3bIBae€TCsl MECTO padOThl M JOJDKHOCTH KaXIOro JHIa. MHOTOCTPOYHbIE HAaWMEHOBAHHS
JOJKHOCTEH MPUCYTCTBYIOIIMX I€YATAIOTCS Yepe3 OJUH MEKCTPOUHbII HHTEPBAJL.

BBognas uacte mportokosia 3akanuuBaercs moBecTkor gHs (IIOBECTKA JHA —
MPOIEYaTHIBAETCS] LIEHTPOBAHHBIM CIIOCOOOM MPOMHUCHBIMH OyKBaMH), COAEpKallled NepedeHb
paccMaTpuBaeMBbIX BOMIPOCOB, TEPEUMCICHHBIX B TMOPSAAKE WX 3HAYMMOCTH C yKa3aHUEM
JOKJIagyuKa MO0 KaXAOMY paccMaTpMBaeMOMY BOIpocy. Bompocbkl MOBECTKHM — JHS
dopmynupytorcs ¢ mpeanmorom  "O" ("O06"), mewaraloTcs OT TpaHUIBI JIGBOTO TOIS U
HyMepyroTcs apabckumu nudpamu ¢ nmpoctaBienneM Touku (1. O...).

34



OcHOBHast 4YacTb MPOTOKOJA COCTOMT U3 PAa3JEeNOB, COOTBETCTBYIOIIMX ITyHKTaM
MOBECTKH JIHA. TeKCT Kakaoro paszaena CTPOUTCA M0 CXEMeE:

CIIVIIAJIA:

BBICTYIINJIA:

[NOCTAHOBWJIU: (unm PELINJIIN:).

OcHOBHOE coJiep>KaHUE JOKJIaJ0B U BBICTYIUICHUH BKJIIOYAETCS B TEKCT MPOTOKOJIA WU
IpUIaraeTcs K HeMy B BHJIE OTJENIbHBIX MaT€pHUajoB; B MOCIEIHEM CIydae B TEKCTE IPOTOKOIIA
nemaercs orMmetka "Tekct BeicTymienust mpunaraercs’. IlocranoBienue (peiieHue) B TEKCT
MPOTOKOJIa BHOCUTCS MOJIHOCTBIO B TOW (POPMYJIMPOBKE, KOTOpast Obula MPUHATA HA 3aCEJaHUU;
MpY HEOOXOIMMOCTH MPHUBOJIATCS UTOTH TOJIOCOBaHUs: "3a — ...; IPOTHB — ...; BO3JIEPIKAIOCh —

n

Copneprkanre 0co00ro MHEHHMS, BBICKa3aHHOTO BO BpeMsi OOCY’KIEHUS, 3alHChIBACTCS B
TEKCTE MPOTOKOJIA MOCJIE COOTBETCTBYIOIIEr0 OCTAHOBIIEHUS (PELICHNU).

TekcT KpaTKOro mHPOTOKONA TAaKKe€ COCTOMT M3 JBYX 4acTeil. Bo BBOJHON wacTH
YKa3bIBalOTCA MHUIHMAIB U (HaMUINK MPe/IceAaTeIbCTBYIOMEro (MpeacenaTens), cekperaps, a
TaK)Ke MHUIHMAIBI U (PaMIJINK IPUCYTCTBOBABILIUX JIMII.

CioBo "IIpucyTcTBOBaIN" TIEUaTASTCS OT TPAHUIIBI JICBOTO TIOJISA, TTOAYCPKUBACTCS, TIOCTIE
clIoBa cTaBHUTCA JBoeToune. Hike medyataroTcsi HAMMEHOBAHUS OJKHOCTEH NMPHUCYTCTBYIOIIUX,
a cIpaBa OT HAaMMEHOBAaHMS JOJDKHOCTEH — MX uHMOManbl W (amminu. HaumeHnoBaHus
JIOJKHOCTEHN MOTYT YKa3bIBaThcst 0000IIEHHO.

B ocHOBHO# 4acTH KpaTKOro MPOTOKOJIAa YKa3bIBAIOTCSI HOMEP BONPOCA B COOTBETCTBHUH C
MIOBECTKOM JHSA, COAEp)KaHUE BOMPOCA U MIPUHATHIC PEIICHHS.

HammMenoBaHue Bompoca HyMepyeTcss pUMCKOM Iudpoil u HaunHaetcs ¢ npemiora "O"
("O06"), meuaTaeTcs EHTPOBAHHO W MMOTYEPKUBACTCS OJHOW YEPTOM HIDKE ITOCIEIHEH CTPOKH Ha
paccrosiHuu He Oosiee ogHOoro wuHTepBasia. llog dYepTod yKa3bIBalOTCS TOJBKO (QaMHIUU
JIOJKHOCTHBIX JIMI, BBICTYIHMBIINX MPH OOCYXJICHUU JAHHOTO Bompoca. DaMuIIuM mevaTaroTcs
yepe3 1 MeXCTPOUHBIN HHTEPBAIL.

3areM yKa3bIBaeTCs MPUHATOE IO BOIIPOCY PEIlICHUE.

[IpoTokon moaMUCHIBaeTCS MPEACeAaTENbCTBYIOIIUM Ha 3acelaHuu U cekperapem. Jlatoi
IPOTOKOJIA SIBJIIETCS JaTa 3acelaHusl (COBEIaHus).

ITpoTokonaM mpuCBauBarOTCS MOPSJIKOBBIE HOMEpa B Ipejenax KaJeHJapHOro roja
OTJEJBHO 10 KaXA0M IpyIie NpOTOKOJIOB: MPOTOKOJbl YHEHOTO COBETa MHCTUTYTA, IPOTOKOJIbI
HaYYHBIX COBETOB, IPOTOKOJIBI YYEHBIX COBETOB (DaKyJIbTETOB, MPOTOKOJIBI 3aCEJaHUN KOJUIETHH,
MPOTOKOJIBI KOOPIAMHAIIMOHHBIX, SKCIIEPTHBIX COBETOB U JIp. OpraHoB. I[IpoTOKOIBI COBMECTHBIX
3acelaHuii MMEIOT cocTaBHble Homepa (Ne 15/05), Bkmrowarompe MOPSAKOBBIE HOMEpa
MPOTOKOJIOB OpraHU3alui, NIPUHUMABIINX Y4acTHE B 3aCEAAHHH.

Homepa nocranoBnenuii (pemeHuii), MPUHATHIX Ha 3aceJaHUsIX (COBEIIAHUSAX), COCTOST
U3 HOMEpa MPOTOKOJa, HOMEPA PacCMaTPUBAEMOrO BOIPOCAa B MOBECTKE JIHS W MOPSIKOBOTO
HOMEpa MOCTaHOBJIEHUS (PEIIeHus) B IpeesiaXx Bompoca.

Konuu mnpoToKOJIOB mNpu  HEOOXOIMMOCTH  PACCBHUIAIOTCA — 3aMHTEPECOBAHHBIM
OpraHu3alMsM M JODKHOCTHBIM JIMLIAM B COOTBETCTBUM C yKaszaTelleM DPAacChUIKH; YyKa3aTelslb
COCTaBJIIET M HOJMNMCHIBAET OTBETCTBEHHBIM MCIOJHUTENb [0/Apa3AeiIeHNs, T'OTOBUBLIETO
paccMOTpeHue BOIpoca.

[TpunsThIe pemeHus AOBOIATCS A0 HMCIOJHHUTENEH B BHJE BBINHMCOK W3 MPOTOKOJIOB,
KOTOpbIe O(OPMIISIOTCS Ha COOTBETCTBYIOIIEM OJlaHKE M TPU HEOOXOJUMOCTH 3aBEPSIOTCS
MeYaTho.

[TpoTokoiel eyaTaroTcs Ha OJaHKE MPOTOKOIA, 00IIeM OaHKe WIIM CTAaHAApPTHOM JIUCTE
Oymaru hopmarta A4 1 UMEIOT CIEAYIOIINE PEKBU3UTHI:

1. yka3biBaeTcsi MONHOE OQUIMAIBHOE W COKpalleHHOe (B CKOOKax TMOJA TMOJHBIM)
HAaUMEHOBAaHUE UHCTHUTYTA;
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2. Bua nokymenra — [TPOTOKOJI (ecnmu mpotokon odopmisiercss Ha obmem OnaHke,
cioBo [TPOTOKOJI neyaraercst mponuCHBIMU OyKBamH, KUPHBIM mmpudTom pazmepom Ne 14 u
BBIPABHUBAETCS 10 LIEHTPY);

3. BUJA 3acelaHMs, COBEIIAHWS — OTAEISAETCS OT NPEABIAYINETO PEKBU3UTA OIHUM
MEKCTPOYHBIM HHTEPBAJIOM, IT€YaTACTCS Yepe3 OJAMH UHTEPBA U BEIPAaBHUBAETCS T10 LICHTPY;

4. MecTo MpOBEJEHUS 3aceaHusl, COBEIaHUs — yKa3blBaeTcs (MpU HEOOXOTUMOCTH), Y
KOTO MPOBOJUTCS COBEIAaHHE WJIM B KAaKOM MecTe (IIpU HEOOXOIMMOCTH MPOCTABISETCS BpeMs
IPOBEIEHNs); IIeyaTaeTcsl 4epe3 JBa MEKCTPOUHBIX HHTEpBaJla IOCIe pEKBU3UTA "BHUI
3ace/laHus, CoBellaHus", U BBIPABHUBAETCA MO LIEHTPY;

5. Jmata W HOMEp MpPOTOKOJA: Jara o(opmIseTcss CIOBECHO-IU(MPOBBIM CHOCOO0M
(mampumep, 15 oxTsOpst 2026 r.) M mevaraercs uyepe3 OJAMH MEXKCTPOUYHBIH HHTEPBAI HIDKE
IPEIbIAYIIEro PEKBU3UTA; HOMEP MPOTOKoNa o0o3Havyaercs apadckumu nudppamu (Ne 01, ..., Ne
09, ..., Ne 14);

6. OCHOBHAs YacCTh IMPOTOKOJIA TIedaTaeTcs dyepe3 1,5 MeKCTpOUHBIX HHTEPBAa;

7. TOONMCH TPEACeAaTeNbCTBOBABLIECTO (IIpeAcenaTels) U CeKperapsi OTACNSAIOTCS OT
TEKCTa  TpeMs  MEXKCTPOYHBIMH  WHTEpBaJaMH ¥  BKJIIOYAIOT B ce0sS  CJIOBO
«IIpencenarenbcTBytoumity (mpeacenarens), «Cekperapb», JUYHbIE TOAMUCH, PAacIIU(GPOBKH
noanuced (MHUIMANBl U (aMUIMs), NedaTaloTcs OT JIeBOM I'paHMIbl TEKCTOBOTO IMOJIS 4epes
OJIMH MEKCTPOUYHBI MHTEpBaJ, MocieaHsas OykBa B paclIM(pOBKe MOANUCEH OrpaHMYUBAETCS
MIPaBbIM MOJIEM.

Cpoku opopMiIeHUs MPOTOKOIIOB

s ompeneneHHBIX Pa3sHOBUAHOCTEH MPOTOKOJIOB YCTAHOBIICHBI CBOM YETKUE CPOKH
odopmienus. [To obuiemMy mpaBmily CpOK IMOATOTOBKH MPOTOKOJIA COCTABISET OT OAHOTO THS U
HE JIOJDKCH TMPEBBIIATh NATH JHe. KOHKpeTHylo [naTy TOTOBHOCTH NPOTOKOJIA MOXKET
Ha3HAYUTh PYKOBOJAWTENb, KOTOPBIA BEJI COBEUIAHWE, WM MPEICeNaTeNb OCTOSHHO
JEUCTBYIOIIETr0 KOJUIETHAIbHOro opraHa. Cpok oOpMIIEHHs NMPOTOKOJA TAKXKE MOXKET OBITH
YCTaHOBJICH B PETJIAMEHTE paOOTHI KOJUIETHATIHHOTO OpraHa.

K mnpoekty mnporokosa coBeHmIaHWS TpHUJaraeTcst ykasaTenb (CIHCOK) pPAaCcCBUIKH,
TIOIITMCAHHBIN OTBETCTBEHHBIM 3a MTPOBEICHUE COBEIIAHHMS.

B cinyuae npoBeneHHs MEKBEIOMCTBEHHOTO COBEIIAHUS KOMMHM  IPOTOKOJIOB
HaIMpaBJIIOTCS PyKOBOAUTEISAM COOTBETCTBYIOIIMX OpraHU3alUi.

B yxka3zarenb (CHMCOK) pacCchbUIKM HMPOTOKOJIA, COJAEPIKAILEro pelleHus MO BOIpOcaM,
OTHOCAIIMMCSA K HMX KOMIIETEHIIMM, B O0S3aTEIbHOM TOPSJIKE BKIIOYAIOTCSA: TMPOPEKTOPHI,
PYKOBOJIUTENHN CTPYKTYpPHBIX IOJpa3AeICHUN MHCTUTYTA, a TaKXKe HMHBbIE JIOJDKHOCTHBIE JIMIA
WHCTUTYTA.

Pemrenus, mpuHATHIE HA COBEIIAHUH, TOBOASTCS 0 COTPYAHUKOB JINOO B BUJE PACCHUIKA
KOTNHI BCErO IMPOTOKONA, JHOO B BHIE BBITUCOK ITOCTAHOBISIOMIEH dacTh. O3HAKOMIICHHE
pabOTHUKOB C MPUHATHIMU PEIICHUSIMH WHOTJ]a OPTaHU3YIOT MO JTMYHYIO TOJIHCH, IS Yero K
HPOTOKOJTY COCTABIISIFOT JINCT O3HAKOMIICHHSL.

Konuu npoTokosoB coBelaHU pacChUIAtOTCS UCIIOIHUTENSIM, KaKk IPABUIIO, B CyTOYHBIN
CPOK, a COJIep Kallie CPOUHbIE WU OIlepaTUBHbIE OPYUYEHHUs, — HE3aAMEAJITUTEIBHO.

KoHTposb MCTIONHEHNs MOPYYEHU, colepKaluxcs B IPOTOKOJAaX 3aceJaHui y4eHOro
COBETa, OCYIIECTBISIETCSA CEKPETapeM YUEHOT0 COBETa MHCTUTYTAa U CEKpeTapuaTa, peKTOPCKOro
COBETa — YIIPABJICHUEM JICJIaMH.

OdopmiteHre BBIMUCKU U3 MPOTOKOIA

Brimmcka n3 nporokona (I[Tpunoxenue Ne 7) npencraBisier cO00H TOYHYIO KOTHIO YacTH
TEKCTa TOMTMHHOTO MPOTOKOJIA, OTHOCAIIETOCS K TOMY BOIIPOCY TOBECTKH JIHS, IO KOTOPOMY
TOTOBAT BBIMUCKY. [Ipu 3TOM BOCIIPOM3BOIAT BCE PEKBH3HUTHI OJaHKA, BBOJHYIO YacTh TEKCTa,
TOT BOIIPOC MOBECTKHU JHS, TI0 KOTOPOMY TOTOBUTCS BBINUCKA, & TAKKE TEKCT, OTPAKABIIHHA €T0
00CyXK/IeHUE U TIPUHSTOE 110 HEMY PElICHUE.

Jlis npunaHus IOPUIUYECKOM CHJIBI BBIUCKE W3 MPOTOKOJA HCHONb3YETCS PEKBU3HT
«Komnus BepHa», odopmisgeMblil cekpeTapeM. BbIMUCKY M3 MPOTOKOJIA MOAMUCHIBAET TOJIBKO
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cekperapb. OHa cocTouT U3 cinoBa «BepHo», ykazaHHsS MOJDKHOCTH JIUIIA, 3aBEPSIOIIETO
BBINKCKY, €r0 JTUMYHOW TOANNCH, MHUIHAIOB, (aMUIUN U JATHI.

Ecnu BeIMCKa W3 MPOTOKOJIA BBIAAETCS ISl IPEJCTABICHUS B IPYTYIO OPTraHU3aLHIo, TO
OHA 3aBEPSAETCS MMEYATHI0 HHCTUTYTA.

5.3.2. Cny:xeOHas1 mepenuckKa

CnyxeOHast ~ mepenucka —  pa3idyHble  BHAB  OQHUIMAIBHBIX  JIOKYMEHTOB
MH(OPMALMOHHO-CIIPAaBOYHOTO  XapaKTepa, HCIONB3yeMbIX Uil oOMeHa wuH(popmanumeir B
JeATeIbHOCTH MHCTUTYTA, OPraHNu3alui ¥ TPaXk/IaH.

Buibl 1enoBoii nepenucky U UX Ha3BaHUS — JIEIOBOE (CIIy:keOHOe) MUCBMO, TeJIerpamMmma,
¢dakcorpamma ((hakc), TenedoHOrpamma, SIEKTPOHHOE MHCHMO (BJIEKTPOHHOE COOOIIEHUE) —
CIIOKHJIMCh B 3aBHCUMOCTH OT CIHOCOOOB Mepelnaud JAelNoBOM WH(oOpMaluH: 10 KaHajlam
MOYTOBOM CBSI3U WJIM TIOCPEICTBOM DIICKTPOCBSI3H.

Bce nenmoBple mECbMa MOXKHO pa3[eliuTh HA KOHCTAaTHPYIOUINE CBEPIIMBIIMKCS (HaKT u
TIpeIBaPSIONINE BO3MOKHOCTD €TI0 CBEPIICHHS.

OTO  NUCHMA-TIOATBEPXKICHUS, IHCbMa-HAIOMUHAHMS,  MUChMa-TIPEAyIPEKICHHS,
nuchMa-u3BemeHuss U T.1. OHu He TpeOyIT OTBeTa, HO WX HAIMYHME UMEET IOPHIMYECKOe
3HauYCHUE.

JenoBoe (ciry:xeOHOE) MUCHbMO — JOKYMEHT HMH()OPMAHOHHO-CIPABOYHOTO XapakTepa,
HAINpaBsieMbli MHCTUTYTOM, JOJDKHOCTHBIM JIMIIOM ajpecary (OpraHy BIIACTH, OpraHH3aIlld
WIM JIMIly) TIO0 TIOYTOBOW CBSI3W, OSJEKTPOHHOW Tmo4Te, (AaKCUMUIBHOW CBS3bIO JIHOO
HAaIpaBJICHHBII B a/IpeC MHCTUTYTA Pa3IMYHBIMU OPTaHU3ALUSMH.

Tenerpamma — JOKYMEHT HH(GOPMAIOHHO-CIIPABOYHOIO XapakKTepa, HarpaBiIsieMbIid
azpecary (Opra”y BJIAaCTH, OpTaHU3AIMH WU JIUILY) TI0 TelerpadHON CETH OOIIETO MOTb30BaHMS.

QPakcorpamma (¢akc) — momydaemas Ha OyMa)XHOM HOCHTENE KONHS JTOKYMEHTa
(mucerMeHHoTo, Tpadudeckoro, N300pa3UTENBHOTO), MEPEIAHHOTO N0 KaHajdaM (aKCUMHIBHON
CBSI3H.

TeneponorpaMma — JTOKYMEHT HWH()OPMAIMOHHOTO XapakTepa, IepenaBacMblii U
MOJTy4aeMBbIi 10 TeIe(POHHOM CBSI3U.
DJEeKTPOHHOE MHUCHMO (BJIEKTPOHHOE COOOIIEeHHE) — JOKYMEHT WH(OPMAIMOHHO-

CIPAaBOYHOI'O XapakTepa, MepeaBaeMblil U MMOJTydyaeMblil 110 JIEKTPOHHOH 1ouTe. DJIEKTPOHHOE
MUCbMO UMEET CTaTyC JOKYMEHTA, €CJIM OHO 3aBEPEHO JIEKTPOHHON IU(PPOBOI MOANUCHIO.
5.3.2.1. CayxeOHoe NMCHMO

CriyxeOHble MUChMa FOTOBSITCS:

- KaKk CONPOBOJUTENbHBIE MHCHhMa, KOTOPBIE COMPOBOXKAAIOT MaTepHalIbHbIC
LEHHOCTU WM JOKYMEHTBI; B TEKCTE€ CONPOBOAUTENBHOIO MUCbMa B 00S3aTEIbHOM IOpSIKE
YKa3bIBA€TCsl PEKBU3HUT «OTMETKA O Hanu4uu npuioxenus» (IIpunoxenue Ne 9 — oGpasusl 2, 3,
4).

—  Kak OTBETHI Ha 3aMpOChl PA3IUYHBIX OPraHU3aAUHN, IPEANPUATHI U YACTHBIX JINLL;

— KAk MHUIMATHUBHBIE MHCHMA.

ITpu opopmiennn ciayx’eOHbIX MUCEM UCTIONb3YIOTCS PEKBU3UTHI:

— HAaUMEHOBaHWE MHCTUTYTA COTJACHO Y CTaBYy;

—  JIOJDKHOCTB JIMIA, TOJMHUCABIIETO JOKYMEHT;

—  COpaBOYHBIE IaHHBIE 00 WHCTHUTYTE;

—  ajpecar;

—  JlaTa JOKyMEHTa;

—  pEerucTpanloHHbII HOMEp TOKYMEHTa;

—  aHHOTaUus JOKyMEHTa (3arojOBOK K TEKCTY);

—  CChUIKA Ha UCXOJAIIMN HOMEp U JaTy IOKYMEHTa aJipecara;

—  TEKCT IOKyMEHTa;

—  OTMETKa O HaJM4YWHW NPUIIOKEHU;
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— BHW3a PYKOBOJUTENS CTPYKTYPHOTO TIOApA3NCIEHUsS Ha KOIMUU OTIPaBIIEMOTO
JIOKYMEHTA;

—  TIOJIMUCH JOJHDKHOCTHOTO JIMa (MPUMEHSETCS MPU HaTWMYMK OJaHKa JOHKHOCTHOTO
TUTa);

—  OTMETKa 00 MCIIOJIHHUTEJIE;

—  OTMETKa O TOCTYIUICHUH JOKYMEHTA.

Ilucema ¢uHAHCOBOTO XapakTepa, a TakKe IHMChMa, COJepXKallue O00s3aTeNbCTRA,
3aBEpSAIOTCS OTTHCKOM T'epOOBOM IeYaTH WHCTHTYTA, a B MAChMaX, COAEPIKAIUX WH(HOPMAIHIO

OTPaHUYEHHOTO pacrpocTpaHeHus, MIPOCTABIISAETCS PEKBU3HUT "OtMmeTKa 0
KOH(UICHIIHATHEHOCTH ",

Cogepxanue  ciayxeOHOrO  MHUChMa  JIOJDKHO ~ OBITh ~ KpaTKUM,  SICHBIM,
apryMeHTUPOBAHHBIM, 00ECTIeYnBaTh TOYHOE U OJHO3HAYHOE BOCIPUATHE COAEpIKAIICHCS B HEH
nH(bopMaIuu.

CnyxeOHble NHUCbMa I€YaTAlOTCSl Ha OJaHKaX YCTaHOBJIEHHOH (oOpMBl coryacHO
[Tpunoxenuto Ne 9, B KOTopoM npuBeAeHbI 00pa3iibl 0POPMIICHHS CIIy>KEOHOT0 NMUChMa.

CpoKH TMOATOTOBKHM OTBETHBIX IHCEM YCTAaHABIMBAIOTCS HOPMATHBHBIMH IPABOBBIMU
aKTaMHM WM OTPAKAIOTCS B YKa3aHWU MO HCIOJHEHHUIO JOKyMEHTa PYKOBOAUTENEM, CPOKU
NOArOTOBKM  WHUIMATUBHBIX ~ THCEM  ONPENENSIOTCS  PEKTOpPOM,  MPOPEKTOpaMu U
PYKOBOIUTEISIMU CTPYKTYPHBIX MOAPA3IEICHUN.

TekcTel OTBETHBIX MHHCEM JOJDKHBI TOYHO COOTBETCTBOBATh JAHHBIM MOPYUYEHUSIM,
MOCTYIMUBIIMM 3aMpOCcaM, PE30JIIOIHUSIM PyKOBOJICTBA.

K cnyxxkeOHBIM TIHCbMaM COCTABIISIETCS PEKBU3UT «HAMMEHOBAaHUE JIOKyMEHTa»
(3aroyIoBOK K TEKCTY), oTBedaromuii Ha Bompoc "O yem?" u popMyIUpyIOIHii B KpaTkoi dhopme
TeMy IHCbMa.

CnyxeOHble NMUCbMA M3JIAraroTcs: OoT 1-ro smua MHoxkecTBeHHoro uucia ("Ilpocum
npenoctaBuTh nHMopmManuto...", "Hampasnsem Ha 3aKkiroueHUe MPOEKT..." W Jp.), oT 3-ro nuna
enuHcTBeHHOTO yucna ("MHCTUTYT He cuMTaeT BO3MOXKHBIM...", "MIHCTUTYT rocyaapCTBEHHOTO
aIMUHUCTPUPOBAHMS)  TpEUIaraeT  pacCMOTPeTb  BO3MOXHOCTB..."), 0T 1-ro numa
equacteenHoro uucna ("I[Ipomy Bac mpencraBute nanubie 0....", "CunrTaio BO3MOKHBIM
MPUHATH y4acTHe B....").

Ecin HeoOxXomumMo OAHOBPEMEHHO OOpaTUThCA B YUpPEXKICHHE II0 HECKOIbKUM
pa3IMYHBIM BOMpOCaM, TO IIEJIECOO0Pa3HO COCTaBUTHh HECKOJIBKO MHCEM. DTO YCKOPSAET HX
WCIIOJTHEHHE.

CrpykTypa Je/I0BOro MMchMa BKIJIIOYAET B ceOsl:

1. Bcerymienue (BBOOHas 4acTh) JMOJDKHO COJEpXkKAaTh IEPCOHAIbHOE oOOpalieHne u
CCBUIKY Ha IMOCJEIHUH KOHTAKT C TOJIydaTeseM, Jake €CclIM OH He ObUI CBsI3aH HAmpsMYIO ¢
TEMOH MUChMa, U MPEJHA3HAYCHO U1 KOHKPETH3alluu CyTH BOIPOCA, MOCITY>KUBIIETO TTOBOIOM
JUISL I€TI0BOTO MUCHMA.

2. OcHOBHas 4acTh JOJDKHA COCTOSITh U3 Psiia BHYTPEHHE CBA3aHHBIX M BBHICTPOCHHBIX B
JIOTHYECKOM TIOpsAKe MyHKTOB. [Ipu 3TOM nro0asi 3aKOHYEHHAs! MBICTb JTOJDKHA O(QOPMIISATHCS
Kak a03ai. Hanbosnee BayKHbIE MOMEHTHI TOJDKHBI HAXOAUTHCS B IIEPBOM U B TTOCIIEAHEM a03arax
OCHOBHOM 4acTH.

3. 3akmouMTenbHAas YacThb TEKCTa COCTOMT M3 OAHOro ab3ama, BKIOYamomero 2-4
NPEUIOKEHHs. 3aKIIOUUTENIbHOE NPEAJIOKEHNE YKa3bIBaeT Ha XapakTep OXHMJIAHWHA aBTOpa
HUChMa.

B ciyxeOHbIX HChbMax MCMONB3YIOTCs (Ppa3bl STUKETHOTO XapakTepa "YBakaeMblid...!",
KOTOpasi MeJaTaeTcsl EHTPOBAHHBIM CIIOCOOOM M BBIJENSAETCSA KUPHBIM MIPUPTOM, — B Hayaie
nucbMma, Haa TekcToM — win "C yBaxkeHWeM' B 3aKIIOYUTENBHONW YacTH MHCHbMa, MEpen
MOJIKCHIO; TUKETHBIE (hpa3bl EYATAIOTCS UCTIOIHUTENEM IIPH MOArOTOBKE MPOEKTA MHChMA.

Texct mevaraercs Ha 2-3 MEXKCTPOUHBIX MHTEpBaJia HIKE OOpAlIeHHs W HAYMHAETCA C
ab3ara CTpoKH.
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CnyxeOHble mHchMa (IpU HEOOXOJMMOCTH) TMPOXOAST NPOLEAYPY BHU3UPOBAHHUS
3aMHTEPECOBAHHBIMU JOHKHOCTHBIMU JIMIAMU MHCTUTYTA.

[Tpu HampaBieHUH CITy>KEOHBIX THCEM Ha TOANUCH PYKOBOACTBY HCIIONHHUTEND JTOJHKECH
NPEIOCTaBUTh KOMHMIO MPOEKTa CIYKEeOHOTO MUChMa C BH30H PYKOBOIUTENSI CTPYKTYpPHOTO
nozipa3ziesieHus: JIN00 OTBETCTBEHHOTO HMCIIOJIHUTENS JOKYMEHTa Ha 000POTHONH CTOPOHE KOMHUH
MPOEKTA.

CrnyxeOHble NHUCbMA IOANUCBHIBAIOTCS PEKTOPOM MHCTUTYTa, IPOPEKTOpaMH IO
HAMpaBJICHUIO CBOEH NEATEIBHOCTH B COOTBETCTBUU C PACIpelesIeHUEM OO0S3aHHOCTEH MEXTy
PYKOBOJIUTESIMU COTJIACHO NMpPHKa3y PEKTOpa O AEJIETMPOBAHUU MOJTHOMOYMH, JOJKHOCTHBIMU
JIMIIaMH COTJIACHO JJOBEPEHHOCTSIM, B KOTOPBIX OINPEIeIIeH MepeYeHb MOTHOMOYHH.

Ilepen otmpaBkoii HEOOXOAMMO MPOBEPUTH IMPABHIBHOCTH O(GOPMIICHHS TOKYMEHTA:
HaJIM4Ke TMOATNCH, AaThl, 3aT0JIOBKA, aJjpeca, BCEX CTPAHMII U BCEX YKa3aHHBIX MPUIOKEHUI.

Ecmu nokymeHT opopMIiIeH HEMpaBUIIBHO WM MIPECTABJICH HE B TIOJIHOM KOMIUIEKTE, OH
BO3BPAIAETCS YIPABICHUEM JIEJIaMHU HUCTIOTHHUTEIIO IS TOPAOOTKH.

B pexBuzuTE «pEruCTpallOHHBIA HOMEp» IMPH MOATOTOBKE JOKYMEHTa HCIOIHHUTEIh
JIOJDKEH TIPOCTaBUTHh LHM(PPOBOM HMHIAEKC CBOEr0 CTPYKTYPHOTO TOApa3AeNeHUs, KOTOPBIN
MPUCBAMBACTCA KAKIOMY CTPYKTYPHOMY TOJAPA3JCICHUI0 COTJIAaCHO TMPHKa3y peKTopa
(ITpunoxenne Ne 20).

5.3.3. 3anucka (nokaagHas, ciaykeOHas)

Hns  uHQOpManmuoHHOrO OOMEHa  MEXAy CTPYKTYpHBIMH  IO/pa3/ieiCHUsMH,
JOJKHOCTHBIMH JIMIIAMH, PAOOTHUKAMHU WHCTUTYTA UCIIOJIB3YIOTCS CIIETyIOIIUE BHJIbI 3aIUCOK:
aHAJTUTUYECKHE, TOKJIAHbIE, CITyKeOHbIe, 00bICHUTEIbHBIE.

BuyTpenHne mokmamHple W Cay)XeOHBbIE 3amCKH, KaK IPaBHIO, JOJDKHBI COJEPKATh
KOHKPETHBIN MPOEKT OJHOIO PELICHHs WM BapHaHTHI MpEIIaracMblX pemeHuil (C ykazaHUeM,
YTO C/eJaTh, U CPOKAMHU).

Hoxnagabie U cily>)keOHbIE 3allUCKH — 3TO BHYTPEHHHE AOKYMEHThI MHCTHTyTa. OHHU
HOCSIT BCIIOMOTaTEJIbHBIA XapaKTep IO OTHOUICHWIO K OPraHM3allMOHHO-PACIIOPSIUTEIbHBIM
JIOKyMEHTaM ¥ UMEIOT OTpeesIeHHOE Ha3HAYCHHE.

Tekcr moboro MHPOPMALMOHHO-CIIPABOYHOTO JOKyMeHTa odopmisiercss mpudrom
Times New Roman, pasmep 14, uepes 1,5 uateppana (JomycTUMO OJJUHAPHBIN UHTEPBAT).

HaumenoBanne Buaa jokyMmeHTa mnumiercs mnponucHeiMA OykBamu (JOKJIAIHASA
3AIIMCKA, CIIYXEBHAS 3AIIMCKA) u pacnonaraercs mo IeHTpY (B KOHIIE TOYKa HE
CTaBUTCHA).

5.3.3.1. Joxknagnas 3anMcKa — JOKYMEHT, aJpEeCOBAHHBIN PYyKOBOJACTBY, M3JArarouil
Kakoi-1100 BOMPOC C BBIBOJAMH H NPEIIOKEHUSIMHU COCTABHUTEINS, C LEIbI0 MH(POPMHPOBATH
PYKOBOJICTBO O CIIOKMBIICHCS CHTyallMd, WMEBIIUX MECTO (aKTax M T.II. U MOOYyIUTh K
MPUHATHIO ONPEEIIEHHOTO PEIICHUS.

JoxnagHbie 3aIMCKHM MOTYT HOCUTh YMCTO MH(POPMAIIMOHHBIN XapakTep. Takue 3amucku
colepXkKaT, Kak IMpaBUio, WH(OOPMAIUIO O XOJE BBHITIOJIHCHHS KaKuX—Im0o pador. OTYEeTHBIC
JIOKJIa/IHBIE 3aIIUCKU COOOIIAIOT O BHINIOJIHEHUH 3a/laHUM, IUIaHOB, yKa3aHUH, paboT. JlokiaaHble
3aIIUCKU 00€CIeYnBalOT CBA3b OOBEKTOB YIPABJICHUS HAa BEPTUKAIBHOM YPOBHE — CHHU3Y-BBEPX
Y HaIIPABJISIOTCS OT HMXKECTOSIIET0 JOJKHOCTHOTO JIMIIA BBIIECTOSIIEMY JT0JKHOCTHOMY JIUILY.

JloknasHble 3alUCKU COCTABISIOTCS HA CTaHIAPTHOM JHMCTe Oymaru, HO C yKa3aHHUEM
BCEX HEOOXOIMMBIX PEKBU3UTOB. K TakuM peKBU3UTAM OTHOCSTCS:

— HaMMEHOBaHUE CTPYKTYPHOTI'O MOJpa3/ieIeHus;

— Bun gokymenTta (JJOKJTA/IHA S 3ATIMCKA);

— jata (opOpMIICHHS 3aIMCKH);

— PpEeruCTpaIOHHBINA HOMED;

— aHHOTauus JOKYMEHTa (JOMmyCTUMO 0€3 aHHOTAIlNH);

—  TEKCT;

— ajpecar;

— TOJMHCH COCTaBUTEN (C yKa3aHHEM JOJKHOCTH) C paclIM(pOBKON MOAMUCH.
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PeructpanmoHHbiil HOMEp Ha BHYTPEHHEN JOKIAJHOM 3alUCKE NPOCTABISAETCS HA IEPBOM
CTpaHHIIE JOKYMEHTa B TPaBOM HIKHEM YIIy pa0OTHHKOM CEKpeTrapuarta B IKypHaie
perucTpanyuy BHyTPEHHEH KOPPECIIOHACHLIMU C IPUMEHEeHHeM uHaekca — M.

IIpm paccMoTpeHMH JOKIAQAHOW 3amMCKH 3aWHTEPECOBAaHHBIMM JIMIIAMM Ha HEH
MPOCTABJISIIOTCSL BU3bl COTJIACOBAHMSI B HIDKHEH YacTh JOKyMEHTa Ha CBOOOJAHOM MecCTe B
IpeleNnax IapaMeTpoB CTPaHUIl, a IIOCNIE IPHHATHA PEIICHUS — PE30JIIOLHS PYKOBOIUTENS.
BriHeceHne pe30sIIoLnn SBISETCS. KOHEYHBIM 3TallOM PacCMOTPEHUS JOKIJIAHON 3allUCKU.

JloknanHas 3amucka MOXET MMETh aHHOTAalMI0 (3arojloBOK), KOTOPBIH  KpaTKo
packpeIBaeT cojepxaHue JokyMeHTa. OH (opMyiaupyercss 1o oOIIMM MpaBUIaM COCTABICHMS
3aroJIOBKOB K JOKYMEHTaM: C MOMOIIBIO Mpeasiora "o" ¥ OTTIarojlbHOTO CYIIECTBUTENHHOTO B
MIPEIJIOKHOM MaJEKe.

B Tekcre noxiagHOW 3amMCKU YETKO BBIAEISIOTCS JBE vacTH. B mepBoil uactu
cooOmarorcst (aKkThl, MOCITYKUBIIHE TTOBOJIOM JUIS COCTAaBIICHHS TOKYMEHTa, a BO BTOPOH —
W3JIAral0TCsl KOHKPETHBIE BBIBOABI, IPOCHOBI M MPEIOKEHN. TEKCT JOKJIaJHON 3alMCKH MOXKET
COCTOSITh M W3 Tpex dyacTteil. B 3TomM cinyuae B mepBoil 4acTu (KOHCTaTWpyromien) OymyT
W3NIAraTthCs MPUYMHBL, (DAKTBl WM COOBITHS, MOCIY>KMBILIKNE TOBOJOM JUIsl ee HamucaHus. Bo
BTOPOW YaCTH — aHAIM3 CIOXUBIIEICSA CUTyallid, BO3MOKHBIE BAPHAHTHI PEUIEHUS, a B TPEThEH
— BBIBOJIbI U MPEITIOKEHUS O KOHKPETHBIX JAEHCTBUSX, KOTOPbIE HEOOXOAUMO MPEANPHUHSTH, 110
MHEHHIO COCTaBUTENS JOKJIaJHON 3amucku. JlokiagHasi 3alKMcKa MOXKET ObITh IpEeACTaBlIeHa B
TEKCTOBOM WJIM B TAOJIMYHOM BAPHAHTE WM UX COYCTAHUH.

Ecnu umeetcs npuiokeHue, TO OTMETKA O HEM JienaeTcst 10 0(popMIIeHUs TOANCH:

Hanpuwmep:
[punoxxenue: akt npoepku oT 03.03.2026 Ne 33 na 1 1. B 3 3k3.
5.3.3.2. Cuayxe0Hass 3amucKa — 3aMuCKa O BBIIOJIHEHUH KaKOW-IMOO paboTHI,

HampaBJisieMasi OTHUM JIOJKHOCTHBIM JIUIIOM APYTOMY.

CrnyxxeOHbIE 3alHMCKH, B OTJIMYME OT JOKIAIHBIX 3alHCOK, O00ECIEeYHBAIOT CBA3b
00BEKTOB YIPABICHHUS Ha TOPH30HTAIFHOM YPOBHE, TO €CTh COCTaBISIOTCS PAaOOTHUKOM WIIH
PYKOBOJMTENEM TIOApA3AeieHUs HAa WM PYKOBOJUTENS WIM CIEUUAINCTA APYTroro
nonpaszaenenusi. Ciy:xeOHbIe 3alMCKH HAMPABISIOTCS OT OJHOTO PYKOBOJIUTEINS K IPYTOMY WJIH
OT OJIHOT'O COTPYJIHUKA K JPYyTrOMY TOJBKO B CIyyae MX PaBHO3HAYHOI'O JOJKHOCTHOIO CTaryca,
B IIPOTHBHOM CJlydae 3To OyAeT JI0K/IaJHas 3alucKa.

Kak mnpaBmio, cioyxkeOHble 3allUCKU COCTAaBJIIOTCS IO BOIPOCAM MAaTepUANIbHO-
TEXHUYECKOT0, MH(POPMAIIMOHHOTO, OPraHMU3allMOHHOTO U XO03siicTBeHHOro obecnedeHus. OHu
0OBIYHO COJIEpXKAT OMPEJIEIICHHYI0 TPOCKOY, peuiokenne. CiykeOHbIe 3aITUCKU 0 OPMIISIOTCS
TaK e, KaK ¥ TOKJIaIHbIE.

B coneprkanum ciry:xe0HOM 3arMCcKy 1eIeco00pa3Ho U3JIaraTh TOJIBKO Ty HH(OPMAIHIO,
KOTOpasi IMEET HEMOCPEICTBEHHOE OTHOIIEHHE K TeMe (1enH) JoKymeHTa. O0beM conepKaHus
CIIyeOHOH 3amiCKU He JOJKEH MPEBBILATh 1-2 MalIMHOMUCHBIX CTpaHHI (T.e. MPUMEPHO
3000-3500 3HaKOB).

CopneprkaHue ciayx’eOHOH 3anucKu 0ObIYHO M3J1araeTcs OT HepBOro JIMIa €IMHCTBEHHOTO
muna ("mpomry", "mpeanarar", "HampaBusio" u T.4.). [IpuMeHHTENBHO K paccMaTpuBacMOMy
BapUaHTy CIyKeOHOM 3almUCKU 3TO OOYCIOBJIEHO, BO-IEPBBIX, 3aKPBITHIM XapaKTepoM €€
COJepKaHUS M, BO-BTOPBIX, TE€M, YTO YKa3aHHBIH IOKYMEHT, KaK MpPaBWJIO, IMOJIMHCHIBACTCS
TOMBKO OJHUM JIOJDKHOCTHBIM JIMIIOM — OTBETCTBEHHBIM HCIOJHHUTENIEM WU  €ro
HETOCPEACTBEHHBIM  HAYaJbHUKOM  (HAYaJIbHUKOM  COOTBETCTBYIOIIETO  CTPYKTYpPHOTO
MOpa3aesieHus IPeAIpPUATHS).

CrtpykTypa ci1yKeOHOH 3aIiCKA BKITFOYALT:

—  BCTYIUICHHE;

—  OCHOBHOM TEKCT;

—  3aKJIIOYCHHE.
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Beryruienue ciryske0HOM 3alMCKA MOYKET COJIEPKATh CChUIKY Ha TUCHbMEHHOE (JIOKYMEHT)
WIA YCTHOE pacropspkeHrne (yKa3zaHHe) IOJDKHOCTHOTO JIMIa HWHCTHTYTA, IOCITY>KUBIIEe
IOPUAMYECKUM OCHOBAaHUEM (ITOBOJOM) AJISl IOJATOTOBKM COOTBETCTBYIOLETO OOOCHOBAHMSL.

OCHOBHOM TEKCT CITy>K€OHOI 3aIMCKU COAEPIKUT:

—  ONHMCaHUE CYTH BHOCHMBIX Ha PaCCMOTPEHHE PYKOBOAMTEINS (MHOTO IOJKHOCTHOTO
JMILA, B BEIEHUM KOTOPOIO HAXOATCS BOMPOCHI CTPYKTYPHOM peopraHM3aluu) MpeanpUsTHs
MpeIJIOKEHUH 10  (OPMUPOBAHUIO CIIYXKObI TIepcOoHaNa (BapuaHTa COOTBETCTBYIOIIETO
YIPaBIEHYECKOTO PEIICHUS );

— 000CHOBaHME B MOJIb3Y ONTUMAJIBHOTO, C TOYKH 3PEHUS UCIOJIHUTEINS, JOKYMEHTa,
BapUaHTa COOTBETCTBYIOIIEIO YIPABICHYECKOIO pEIIEHMs, BKJIIOYAIOIIEe Pe3yJIbTaThl
IpopaboOTKH BONPOCa B KOHTEKCTE paHee MPUHATHIX YIPaBICHYECKUX PEIIeHUi (B psae ciydaeB
— TaK)Ke C YYETOM PEe3yJIbTaTOB [IPABOBON SKCHEPTHU3bI JAHHOTO PEILEHHs), UICXOJHbIE JaHHbIE U
pacueTbl, aHAJIM3 UCXOJHBIX U PAacCUETHBIX JaHHBIX, a TAK)XKe IMPOTHO3 0XKKAaeMoro 3¢ ¢exra oT
peanu3ayy yrpaBJIeHuYECKOro PEIIeHuUs.

3aKir04eHne ciyKeOHON 3aICKH 00OBIYHO COACPIKUT BHIBOJIBI U MPEATIOKECHUS.

Odopmitenne ciykeOHON 3aIMCKH MPOU3BOANUTCS C COOIIOIEHUEM OOLTNX TpeOoBaHM 1
B COCTaB PEKBU3UTOB JOKYMEHTA BXOJISIT:

- HAaMEHOBAHHWE BHJIA IOKYMEHTA;

- JlaTa JIOKyMEHTA,

- aJpecar;

- 3ar0JIOBOK K TEKCTY;

- TEKCT JJOKYMEHTa;

- IIOJIIHCB;

- OTMETKa 00 MCITOJIHUTEIE.

[Tpumep odopmienus cmysxxebHoi 3anucku npusenaeH B [Tpunoxennn Ne 21.

5.3.4. CnpaBka

CrpaBka — 3TO JOKYMEHT, COACp)KAIMi ONMHCAHHE W TONTBEPKICHUE TEX MU HHBIX
(baxTOB MM COOBITHH, B TOM YHCIIEe OHOTPaQUIECKOTO WM CITy’)KEOHOTO XapakTepa; B OTINYNE
OT JOKJIaHBIX 3aIMMCOK OHA HE TPEeOYyeT MPUHATHUS KaKUX-IN00 AEHCTBHIA OT PyKOBOIHUTEIS.

B 3aBuCHMOCTH OT 1IeTIeii COCTaBICHUS CIIPABKH MOTYT OBITh:

— AHATUTUYECKHUMU;

— OTYETHBIMHU;

— HH(OPMAITMOHHBIMU;
— ApXWBHBIMH U T.1.

AHaIMTHYECKUE CHPABKUA COAEpKaT HWHPOPMALHUIO 10 BOMPOCY WIH Tpodiieme,
TpeOyromei pemerus. OOBIYHO AHAIUTHYECKUE CIIPABKH MMEIOT 3HAYHMTENBHBIA 00BEM TEKCTa
(mo 3-x crpanuir). TeKCT aHAMTUYECKON CIPaBKHW COCTOMT M3 TpeX dacTed. B mepBoil wacTu
U3J1araeTcs OCHOBAaHHE COCTaBJIEHUs, BO BTOPON — aHAINU3 CUTyallud WM BOMIpOCA, B TPEThe —
BBIBOIbI M IIPEJIOKEHMSL.

OTueTHblE CHpaBKU CcOJEp’KaT 0O0OOMIAIOIIME WTOrOBbIE CBEIEHHMS O pe3yJbTarax
JeSITeIbHOCTH, TIOATOMY 3ar0JIOBOK OTUETHOM CIIPaBKH BKJIIOYAET yKa3aHWE Ha MEPUOJl BPEMEHH,
K KOTOpPOMY OTHOCSTCSI M3JIOKCHHbIE B CIPABKE CBEIEHHs, HANpUMEp, Cnpaska 0O obveme
doxymenmoobopoma 3a 2025 200.

CripaBkr MH()OPMAIIMOHHOTO XapaKTepa COCTABISIOTCS C MENbI0 HHOOPMUPOBAHUS
PYKOBOJICTBA O TIOJNIOKEHWH JIel W MOTYT HUMETh 3aroiioBok: Cnpaska 00 obOveme
odoxymenmoobopoma 6 uncmumyme 3a 1 keapman 2026 ecooa (Ilpunoxenue Ne 26).

CripaBKH, B 3aBUCHMOCTH OT aJ[pecaTa, MOTYT OBITh:

— BHCIIHUMU;
— BHYTPEHHHUMH.

BHremnue cnpaBku o(OpMIISIOTCS Ha YIJIOBOM OJIaHKE WHCTUTYTA, MOJMMCHIBAIOTCS
PEKTOPOM WJIM MPOPEKTOPAaMH MO HANPABICHUIO U COJAEPXKAT T€ K€ PEKBU3UTHI, YTO M BHEILIHUE
JIOKJIA/IHBIE 3aIIMCKH.

41



BuyTpennue crpaBku OQOPMISIOTCS HA CTAaHAAPTHOM JHCTe OyMaru aHaJOTrHYHO
BHYTpPEHHEH  cimykeOHOW  (MOKITAagHOM) 3amucke W TOIMHCHIBAIOTCS — PYKOBOIHMTEIEM
CTPYKTYPHOTO TOIPA3IEIICHIS W/WIIH CTIEIHAINCTOM-COCTaBUTEIIEM.

Tekct M WHGOPMALMOHHOW, M OTYETHOW CIPABOK MOXKET OBITH OQOPMIICH B BHUJE
TaOJHIIBI, BKIIOYATh Pa3/Ielibl U MOAPa3ACIbl.

[Ipy TOATOTOBKE TPOEKTa CIpPaBKM HEOOXOIMMO TIIATEIbHO OTPEAAKTUPOBATH €€
coJiepKaHUe C TOYKHU 3PEHUS:

— TOJHOTHI M JJOCTOBEPHOCTH (haKTOB M CBEICHUH;

— MpaBWIBHOCTH 0GOPMIICHHS CPEJICTB 00paTHOM cBs3u (anpec, TenedoH u T.11.);
— TOYHOCTHU JaTUPOBAHUS;

— COOJIIOJIeHHs] YPOBHS MOANUCAHHUS.

Bce 310 HEOOXOmMMO IS TOTrO, YTOOBI CHpaBKa HE BBI3BIBANA JIOTIOJIHUTEIBHBIX
BOMPOCOB U TeM OoJiee MOoCIeayoel pa3bsiCHUTEIbHON MEePENUCKH.

CrpaBku O6uOrpaduyeckoro WiM CiIy>keOHOro XapakTepa ciyXaT sl yJIOCTOBEpPEHHUs
KaKHUX-TH00 I0pUInYecKuX (PakToB, HAPUMEp, O MOATBEPKAECHUH 3aHUMaeMOil

JOJDKHOCTH, O 3apa0OTHOM Iiarte, MecTe NpokuBaHus M T.m. CrpaBku, KOTOpbIE
SBIISIIOTCSI THTIOBBIMU, UMEIOT YHU(PHULIUPOBAHHYIO (GOPMY .

Texct cnpaBku Ouorpagudeckoro xapakrepa npuseneH B [Ipunoxennn Ne 9 (O6pazen
Ne 2). B Tekcre mr000il crpaBKH HE JOIDKHO OBITH apXaWdHBIX OOOPOTOB, COAEPKAIINX
HEHY)XHBIE CIIOBa THIIAa '"Hacrosmias crmpaBka', "neiicTBuUTenbHO pabotaer" um 1. 1. B KkoHIe
CIpaBKU JAeTCs Ha3BaHUE YUPEKICHHS, Ky/la OHA MPEJICTABISACTCS B Clydae, €Clii ClpaBKa He
MMEET aJIPECHOM 4acTH (PEKBHU3HT «aJpecary).

[ToanuchIBarOT CHpaBKy JIHMIA, €€ COCTABHBIIME W HECYIIHME OTBETCTBECHHOCTH 32
Ipe/CTaBICHHbIE JaHHble. B 3aBUCHMOCTH OT Ha3HaueHMs CIPAaBKM MOTYT OBITh MOJMHMCAHBI
PEKTOPOM, MPOPEKTOpaMH MHCTUTYTA, TJIaBHBIM OyXIajTepoM MM PYKOBOAUTENIEM KaJpOBOM
ciyx0b1. Takue CripaBKH 0053aTEBHO 3aBEPSIOTCS repOOBOI MEYaThI0 HHCTUTYTA.

5.3.5. Teaerpammbl

OTnpaBka TenerpaMM M3 HMHCTUTYTa OCYIIECTBISETCS TOJIBKO IO PaCIOPSIKEHUIO
(pa3pelieHnio) pekTopa.

TenerpaMMbl COCTaBISIOTCS KPaTKO, SICHO, MO BO3MOXKHOCTH 0€3 MPENJIoroB, COI030B U
MECTOMMEHUI TepefaloTcss Il OTIPaBKU B TeJIETaWNHbIC YIpaBieHHus nenamu. Komws
TeJIerpaMMbl C OTMETKOW O BpPEMEHH €€ TNpueMa BO3BpAIIAeTCs B COOTBETCTBYIOIIEE
CTPYKTYPHOE HOApa3/ielICHHE.

[TpaBUTENBCTBEHHBIE TEIEIPAMMbI OJMHUCHIBAIOTCS TOJIBKO PEKTOPOM HIIM IPOPEKTOPOM
10 OPYYEHHUIO PEKTOpa.

Texkct meuaTtaeTrcss Ha OAHOM CTOpPOHE JHCTa Yepe3 JBa HHTEpBaja IMPONHCHBIMU
OykBamu, 0e3 MepeHoCcoB, ad3alleB W UCIPABJICHUH, B ABYX JK3EMIUISPAX, MEPBLIA U3 KOTOPHIX
nepeaeTcsl B TEJIETANITHYI0, BTOPOM MOALIMBAETCS B €10 CTPYKTYPHOTO MOJIPa3IeIeHus OCie
HampaBJICHUS TEJIETPaMMBI aJIpecaTy.

B Tenerpamme mox uepToi yka3blBaeTCsl 0OpaTHBIN agpec, COKpaIleHHOE HAMMEHOBAaHUE
MHCTUTYTA, JOJDKHOCTH JIUIA, TIOAIKMCABIIETO TeJIerpaMMy, €r0 HHUIHAIB, (haMuins 1 qara.

VcnipaBiieHusi, BHECCHHBIC TTPU TOITMCAHUH TEJIETPAMMBI, TOJDKHBI OBITh OTOBOPEHBI 0T
4epToil Haamuchio: «VcnpaBiIeHHOMY BEPUTE» U 3aBEPEHBI TOIMCHIO0 UCTIOITHUTENS IOKYMEHTA.

5.3.6. Akt

AKT — JIOKyMEHT, COCTaBJIE€HHBIH HECKOJIbKMUMM JIMIIAMU JJIs  yJIOCTOBEPEHHUS
onpeneneHHoro (axra, coObITUA WM JEWCTBUS, KOTOPBIM COCTaBIsAETCS KOMMCCHEH,
Ha3HAUYEHHON pPYyKOBOAWTENIEM TNPEANPHUATUS WIN BhIIIeCTOsEeH opranu3zanueil. Komuccns
JeCTBYeT Ha OCHOBAHUU MPHUKa3a.

B cocraB xomuccunm BXOIAT paOOTHHMKH, KOTOPBIE B CHIIy CBOEH KBaTH(PHUKALWU WIH
3aHUMAEeMOr0 TIOJIOKEHHUS MOTYT JaThb OOBEKTHBHYIO OIEHKY (aKTaM, MOMJISKAIINM
00CJIENOBAHUIO.

42



AKT cocTaBisieTcss TPYNIOW JMIl JUIsl MOATBEPXKIEHHS WUMHU (PAakTOB (aKThl aBapui,
npueMa-nepesayn e, MaTepUalbHbIX LEHHOCTEW, WHBEHTapu3aluu U T.O.). B HEKoTOphIxX
CllydasiXx aKT COCTaBJISIETCS OJHUM WM HECKOJBKHMHU OJDKHOCTHBIMH JIMIIAMH, (DUKCHUpPYET
yYCTaHOBIICHHBIE (DAaKThl M COJCPKHUT BBIBOJABI M PEKOMEHJAIMH. B TakWx akTax yKa3bIBaIOTCS
JIOKYMEHTBI, OTIPEACIISIONINE TOTHOMOYHS JIULI, COCTABUBIIIUX AKT.

CocTaBieHHI0 aKTa JO0JDKHA TMPEAIIeCTBOBAaTh BCECTOPOHHSISI NMPOBEpKa TeX (HaKToOB,
KOTOpbIE OYIyT OTPaKE€HBI B HEM.

B cocraBieHnm akta y4acTBYIOT 3aMHTEPECOBAaHHBbIE JMLA, T. €. Te PAaOOTHMKH,
JEeSTEeIbHOCTh KOTOPBIX MPOBEPSIETCS.

TekcT aKkTa nenuTCst Ha TPH YacTH: BBEIEHHE, KOHCTATUPYIOIIAs YacTh U BBIBOJBI. TeKCT
BBEJICHUS BO BCEX aKTax (opMain30BaH. B HeM yka3pIBaeTCsi OCHOBAHHE Ul COCTABJICHUS aKTa,
MEPEUUCIIAIOTCS YJICHbI KOMUCCHUU | (TIPU HEOOXOJMMOCTH) MPUCYTCTBYIOIIUE JIUIIA.

B kauecTBe OCHOBaHHS YKa3bIBA€TCSI HAMMEHOBAHHME DPACIIOPATUTENILHOTO JOKYMEHTA,
€ro JaTa, perucTpaloOHHBIA HOMEP ¥ aHHOTaUuA (3arojOBOK).

Koncrarupyromas yacte HaumHaeTcss ¢ a03ama. B Hel wu3nararoTcsl menu, 3afadd u
CyIIECTBO PabOThI, NPOACTAaHHON KOMUCCHEHN, 1 €€ PEe3yJIbTaThl.

B 3akmiounTensHONW 4YacTH akTa AENAloTCsl BBIBOJBI WM JAOTCS pekoMeHpanuu. [Ipu
HE0OX0IMMOCTH 0pOpMIIeTCsS OTMETKA O HAMWYMM MpuioxeHus. OpopmisieTcs pacchlika aKTa,
T. €. YKa3bIBaeTcs KOJMYECTBO COCTABJIEHHBIX J3K3EMIUIIPOB M MECTO HUX HaXOXKJICHHS.
Hanpuwmep:

CocraBineH B 2-X 9K3.

1 — 3K3. apXUB UHCTUTYTa

2 —9k3. B geno Ne 02-32 O K.

AKT TOANUCHIBAIOT MIpEceIaTeNlb U BCE WICHBI Komuccuu. [lpn odopmieHnn moamnucei
HE YKa3bIBAIOTCSI IOJKHOCTH, HE CTaBSITCS TUPE WITU IBOETOYHE.

Hampuwmep:

[Ipencemarens Jluunasa noonuce U. O. Gamunms

Unensl komuccun: Jluynas noonucos . O. Gamunus

Jluunas noonucs Y. O. ®amunms

HekoTopele pa3HOBUJHOCTH aKTOB (JMKBUAALMM YUYPEXKIEHHs, MPOBEPOK, PEBU3UIL, O
BBIJICJICHUM JIOKYMEHTOB K YHHMYTOXKEHHIO) 00s3aTelNbHO TOAJEKAT YTBEPXKAEHUIO, YTO
odopmisiercs cooTBeTcTBYOmUM Tpudom (ITpunokenus Ne 2, 13, 14, 15, 16, 17).

6. OPTAHU3ALIUA JOKYMEHTOOBOPOTA

6.1. [IpyHUMIIBLI OPraHM3alUM JOKYMEHT0000poTa
TpeboBaHMs K OpraHU3aIH JTOKYMEHTOOOOPOTa B WHCTUTYTE yCTAHOBJICHBI MCXOJS U3
CJEyIOMINX MPUHIUIIOB!
— IEHTpaJHu3alys ONepanuii Mo NpueMy U OTIpaBKe JOKYMEHTOB;
— pacopezeneHHe JOKYMEHTOB Ha JOKYMEHTONOTOKH, MMEIOIINE OJMHAKOBBIM MapuipyT
(MapmpyTH3aus TOKyMEHTOB);
— OpraHu3anus NpeABapUTEIbHOIO PACCMOTPEHUS MOCTYMAOMUX JOKYMEHTOB;
— HCKIIOYEHHE BO3BPATHBIX JBIJKEHWH JOKYMEHTa, HE OOYCIOBIEHHBIX JEJIOBOH
HE00XO0IMMOCTbIO;
— OAHOKPATHOCTb PErHCTpaly JOKYMEHTOB;
— ycTpaHeHHe HEOOOCHOBAaHHBIX COIIACOBAHUI MTPOEKTOB JOKYMEHTOB;
— periiaMeHTanys onepamnuii mo oopaboTKe, paCCMOTPEHHUIO M COTIIACOBAHUIO JTOKYMEHTOB.
B noxymMeHTO000pOTE MHCTUTYTAa B COOTBETCTBHU C OCOOCHHOCTSIMH TEXHOJOTHYECKOU
00pabOTKM BBIIEIAIOTCS JOKYMEHTOIIOTOKH: IIOCTyMaromas JJOKyMEHTanus (BXOZSIIas);
oTmpasisiemMast JOKyMEHTaus (MCXO0s111ast); BHyTPEHHSS JOKYMEHTAIIHSL.
B cocrase Bxonsieit u ucxosmien JOKYMEHTAIMH BBLACISIOTCS:
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JIOKyMEHTBI, TOCTYNUBIIKE W3 MUHHCTEpCTBa 00pa3oBaHUS W Haykh Poccuiickoin
®deneparun, U JOKyMEHTHI, HAITPABISEMbIE HHCTUTYTOM B MHHHCTEPCTBO 00pa30BaHMS U HAYKH
Poccuiickoit denepanumn.

B unHCcTHTYTE HOCTaBKa M OTIPAaBKa JOKYMEHTOB OCYLIECTBIIIOTCSA CPEICTBAMU IOYTOBOM
CBSI3H, (DAKCUMMIIBHOW CBSA3H U AJIEKTPOCBSI3U, HAPOUHO.

6.2. Ilpuem u nepBuYHasi 00pad0TKa MOCTYNAIONIUAX TOKYMEHTOB

Best xkoppecnioHneHIus, MOCTYNAOMAas B MHCTUTYT, NPUHUMAETCS U PETUCTPUPYETCS
paOOTHUKAMHM  CEeKpeTapuara, IMPOXOJUT  MEPBUYHYI0  00pabOTKy, MpeiBapUTEIbHOE
paccMOTpeHHe, perucTpaLuio, epefady Ha J0KjIal PyKOBOJACTBY, BO3BpaT C JOKJIaJa, IEPEHOC
pe3oyiiouMid B KYpHaJl, Pa3MHOKEHUE JOKYMEHTOB IIpU aJpPECOBAHUU  HECKOJIbKUM
UCIIOJIHUTENSAM, [OCTAHOBKY Ha KOHTpPOJIb IPU HAJIWYUM CPOKOB MCIIOJIHEHHS, COPTHPOBKY
KOPPECIOHAEHIIMH UCIIOTHUTEIISM.

[Ipn mnpuemMe KOPPECIOHACHLINWU TMPOBEPAETCS LEIOCTHOCTh KOHBEPTOB, IPYrou
YIAKOBKY U NPABUIBHOCTh aIpECOBAHNS, HAIMYKE BJIOKEHHBIX TI0KYMEHTOB.

Omubo4HO JOCTaBICHHAs KOPPECTOHACHIIMSA BO3BPAIACTCS OTIPABUTENO Uepe3
MOCKOBCKHH ITOYTaMT.

Koppecnonnenusi, monydaemasi moj] PaclucKy, PErHCTPUPYETCs B KypHalle ydera
3aKa3HBIX IIMCEM C MapajUIeIbHOM OTMETKOW B JKypHaJle pPErucTpalldd  BXOIsLIeH
KOPPECIOHJEHIIMH C YUYETOM, YTO TOKYMEHT IOJJIEKUT PErUCTPaLUHU.

JoxkymeHnTel coprtupytorcss Ha perucrtpupyemble  (IIpunoxenme Ne 22) wu
Hepeructpupyemsbie (IIpunoxenue Ne 23) cormacHo nepeyHsM.

Boiaensitorcs 1OKyMEHTBI, aApECOBAaHHbBIE B CTPYKTYPHBIE MOAPA3EiIeHUs A [epeaadu
UX HEMOCPEACTBEHHO B CTPYKTYPHBIE MOAPA3AEICHUSI, MUHYS PYKOBOZCTBO.

He BckpeIBaeTcs 1 iepeaeTes aapecary KoppecroHaeHus, nveromas rpug "Jlmano".

[Ipn oOHapyXkeHUH MOBPEXKICHHsI, OTCYTCTBUS JTOKYMEHTa WM MPUIIOKEHUS K HEMY, a
TaK)kK€ HECOOTBETCTBHS HOMEPA, YKAa3aHHOTO Ha KOHBEPTE, HOMEPY BIIOKEHHOTO JOKYMEHTa
YIpaBJI€HUEM JeJIaMU COCTABIISIETCS aKT B ABYX SK3EMIUIAPaX, OAUH U3 KOTOPBIX MPHUIIAraeTcs K
MOJTy4eHHOMY JOKYMEHTY, a IPYroi HampasisieTcst OTIPABUTEINIO.

KouBepTtel 0T mocTynuBIIEeH KOPPECIOHACHIMU COXPAHAIOTCS W MPHIAraroTcs K
JIOKYMEHTaM B CIIydasix:

— €CJIHM aJpec OTIPaBUTENS yKa3aH TOJIbKO Ha KOHBEPTE;
— €eciM JaTa JAOKYMEHTa M JaTa €ro OTIPaBKH COIVIACHO NOYTOBOMY LITEMIIEII) HUMEIOT

OoJbLIME PACXOXKIECHUS BO BPEMEHU;

— eclM KOHBEPT HEOOXOJMM B KauecTBE OIPaBAATENIbHOTO JOKYMEHTa K pacxojam Io
oIJiaTe KOPPECIIOHICHIINY;

— IOJIy4€Ha JOIUIaTHAsl KOPPECTIOHACHIINS;

— TMIOJIYYEHHBIM JOKYMEHT IO CMBICIY HOCHT JMYHBIM XapakTep, a Ha KOHBepTe Trpud

"JInuHO" OTCYTCTBYET.

CoxpaHsoTcsl TaKk)Ke KOHBEPTHI M OT JOKYMEHTOB, KOTOPHIE MOCTYNHIM B HHCTUTYT C
yKe MPOCPOUYEHHBIM CPOKOM HCIIOJIHEHUS. B STOM cnydae mreMiieb Ha KOHBEPTE MOMKET
CITyKUTh JOKa3aTEJIbCTBOM JIaThl [IOJIy4E€HUS JOKYMEHTA.

JIOKyMeHTBI, MOCTYNMBIIME B HHCTUTYT B pabodee BpeMs, MPOXOAAT IMEPBUUHYIO
00pabOTKy M perucTpanuio B JeHb MOCTYIUICHHs, IIPU MOCTYIUICHUH B Hepabouee BpeMs — Ha
crienyonmii pabounii 1eHb.

JlokyMeHThl, mnocTynuBlime ¢ orMmerkamu «CpouyHo», «OmnepatuBHO» U Ap.
PETUCTPUPYIOTCS B YIPABJICHUU JI€IaMH M HE3aMEUINTENbHO IMEPENaloTCs Ha PAcCMOTPEHUE
PYKOBOJCTBY.

6.3. IlpeaBapurteibHOE PACCMOTPEHHE TOKYMEHTOB

VYmpasieHueM jaenaMu NPOBOJUTCS NPEABAPUTENIHHOE PACCMOTPEHHE JIOKYMEHTOB B
LeIsIX BBIICJICHWS W3 BCET0 MacCMBa TMOCTYNHBIIEH KOPPECHOHICHIMA JOKYMEHTOB,
TpeOyrommx  00S3aTeNBbHOIO  PACCMOTPEHUS]  PYKOBOJACTBOM  WHCTUTYTA.  J{OKyMEHTHI,
NOCTYNUBIIMNE B HHCTUTYT IO BONpOCaM, HE TpPeOYIOIIMM pacCMOTPEHUS PYKOBOACTBOM,
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PETUCTPUPYIOTCS B JKypHaJle PETUCTPALMU BXOJSIIEH KOPPECHOHIEHLUMH M HAalpaBiIsIOTCS
CEKpeTapuaToOM HETOCPEICTBEHHO B CTPYKTYpHbBIE moApasaeneHus. OCHOBaHUEM ISl IPUHSITHS
pelmeHuss B XOJA€ NPENBAPUTEIBHOTO PAaCCMOTPEHUS SIBISIETCS COAEP)KaHME JOKYMEHTa, a HE
aJpECOBAHME TOKYMEHTA COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIMILY.

PesynpraroM mpenBapHTENBRHOTO PACCMOTPEHUS SABIISIETCS HApaBJICEHHE TOKyMEHTa Ha
PaccCMOTPEHHE PEKTOPY WM MPOPEKTOpaM B COOTBETCTBUU C YCTAHOBJIEHHBIM B WHCTUTYTE
pacrpenesneHeM 00sA3aHHOCTeH (IMPUKAa30M O JIEIEerMPOBAHUM TOJHOMOYUI) MEXIY PEKTOPOM,
IIPOPEKTOPAMH U UHBIMH JOJDKHOCTHBIMU JINLAMHU.

6.4. Perucrpanusi M MHACKcalUs JOKYMEHTOB HHCTUTYTA

B uncTHTYyTE ycTaHOBIEHBI ABE (POPMBI PETHCTPALIMH JTOKYMEHTOB: LIEHTPAIN30BaHHAS U
JELEHTPAIU30BaHHAS.

Perucrpanusi NOKyMEHTOB HPOM3BOAMUTCA B IpeAeiax BbIACICHHBIX B HHCTUTYTE
JIOKyMEHTOIIOTOKOB: BXOZSIINE, HCXOASIINE, BHYTPCHHHUE.

Peructpanust  (monmydaemoii) MOCTYNAalOLIEH  yOpaBIE€HYECKOW [IOKyMEHTAalUWW B
WHCTUTYTE OCYIIECTBIISIETCS LIEHTPAIU30BAHHO.

B cekperapmare  perucTpupyroTcd B JKypHajlax — pEerucTpauuu  BXOAAUIEH
KOpPPECHOHIEHIINH, a[pECOBAaHHON HA MM PEKTOpPa M MIPOPEKTOPOB, JOKYMEHTHI, aJpECOBAHHBIC
B MHCTUTYT 0O€3 yKa3zaHUsl KOHKPETHOIo ajapecara (JOJKHOCTHOIO JIMIa), BCE IOKYMEHTHI,
HarfpaBJIeHHbIE B a/IpeC MHCTUTYTa ¢ O()OPMIIEHHEM CONPOBOAMTENBHOIO MUChMA, 3asBICHUS
rpaXlaH; UCXOAsIlas OT HMEHU pPYKOBOJCTBA MHCTUTYTa JOKYMEHTAlUsl; BHYTPEHHSS

JIOKYMEHTAIUS:

CITy>eOHbIC M JTOKJIAJIHbIC 3aMCKH, JTUYHBIC 3asBICHUS] PAOOTHUKOB MHCTUTYTa HA UMS
peKTopa;

pacmopsiiuTenbHAs —JOKyMEHTAIlMs — TPHUKa3bl, PACIOPSHKEHUS 10  OCHOBHOM

JIEeSITEIbHOCTH, TPUKa3bl 1O JIMYHOMY COCTaBY OOYYalOIIMXCS, MPHUKA3bl O HAaIMpaBJICHUU B
Moe3Ky oOydaroluxcs, KOTOPBIM TPUCBAUBAIOTCS HMHIEKCH (IIPUKa3bl IO OCHOBHOM
JESTEIIbHOCTH UHAEKCOB HE UMEIOT):

—  INpHKa3bl 10 JIMYHOMY COCTaBy oOydarontuxcs (Hanpumep, Ne 123-c);

— 0 cTHUIeHAUaIbLHOM olecnieueHnn oOyuatomuxcs (Hanpumep, Ne 123-ct);

— Tpuka3el 00 OCBOOOXKIIEHWU OT y4YEOHBIX 3aHATHA W HANpaBICHUH CTYACHTOB B
noe3aky (Hanpumep, Ne 123-Hc);

—  pacnopspkeHus (Hampumep, Ne 123-p);

Bxomammm u ucXomsimuM JOKyMEHTaM, KOTOpbIe MoyydeHbl 3 MuHoOpHayku Poccuun
Wi ajfipecoBanbl B MuHoOpHayku Poccun, npucBauBaeTcs Ipy perucTpanun HHIeke M.

BHyTpenHel KoppecnoHAeHIIMY HHCTUTYTa prcBanBaeTcs nuaekc U;

OOpareHus TpaxIaH PErucTPUpPYIOTCS B JKypHajle C NMPHCBOCHHEM HOMEpa, KOTOPBIN
COCTOUT M3 HayaJgbHON OyKBbI (haMMIMHM aBTOpa W MOPSAKOBOTO HOMEpA MOCTYIHUBIIETO
JIOKyMeHTa, Hanpumep, K-187.

— B nmensx perucrtpauuu M ydera JOKYMEHTOB B YINPaBJICHUU JI€IaMU COCTaBJICHBI
crienytonme HHGOPMAIMOHHBIE CITPABOYHUKU:

—  CHHCOK CTPYKTYPHBIX MOJpa3ieiieHul;

—  BUJOB JJOKYMEHTOB (a1600M YHU(DUIIUPOBAHHBIX (HOPM);

—  JOJDKHOCTHBIX JIMILI;

—  KOppEeCHOHJEHTOB (TenedOHHbIE CIIPABOYHUKU C YKAa3aHHEM IOPUAMUYECKUX aJPEcOB
U 1.0. paMUIINH PyKOBOJIUTENEH YUPEKICHHM, OpraHU3alii, TPEeINPHUITAN );

—  pe3omoiui (yKa3aHUl 10 UCIIOTHEHUIO JIOKYMEHTA);

—  CIIMCOK JIMILI, UMEIOLIUX MPaBo MOJINCH JOKYMEHTOB, HANIPABIIAEMbIX B yUPEKACHUS,
OpraHu3aly W JIpyrue WHCTAHIHUKA OT MMEHHU MHCTUTYTa (OQOPMIISIOTCS TOBEPEHHOCTH JIHOO
MUCbMEHHOE pa3peleHUe PEKTOpa).

WHcTpyKuueil mo [enonpou3BOACTBY YCTAHOBJIEHA CTPYKTypa pPErucTPalluOHHOIO
HOMEpa MCXOJIIEro JOKYMEHTa M HCIOJIb3yeMble I PEerucTpanuu LU(pOBbIE HHIEKCHI,
KOTOpbIE IPUCBOCHBI CTPYKTYPHBIM IOIPA3/IEIICHUSIM, HAIPUMED,
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Ne 02/35—- 1589, rae:

02 — nupoBoii UHACKC MOAPa3CIICHUS,

35 — HOoMep zena 0 HOMEHKJIATYpe JIeJl CTPYKTYPHOTO MOAPA3IEICHHUS,

1589 — mopsAaKOBBIM UCXOSIINKA HOMED 0 )KypPHaIly PErHCTPaLUH.

Jenentpann3oBaHHas cUCTEMa PETUCTPALIMU MIPEATIOIAraeT PErucTpaliio JOKYMEHTOB B
MeCTax UX CO3JaHMs WM UCTIOIHEHUS (CTPYKTypHBIE MoIpa3esieHus] HHCTUTYTa). Perucrpanmio
JIOKYMEHTOB JICLIEHTPAJIM30BaHHO O()OPMIISIIOT CIIEAYIOUINE CTPYKTYPHBIE OAPA3IeICHHUS.

B uHCcTHTYTaX, AEKaHaTaX, B OT/AEJ]IEe MAaruCTPaTyphl, B OT/AEIE aCIUPAHTYPhl, B KOJIJIEKE
PETUCTPUPYIOTCA B KypHalax, COIVIACHO HOMEHKJAType CTPYKTYPHOIO IOJpa3JiesIeHus,
CIIEAYIOUIHNE TOKYMEHTHI:

—  3asABIIEHUS O0YYAIOIINXCS;

— CIOpaBKH, BbAaBaeMble OOydYalOMIMMCS B TEHCHOHHBIM (GOHA H B JApyrue
OpraHu3aly MO MeCTy TpeOOBaHMS C yKa3aHHEM B PETHUCTPALlMOHHOM HOMepe Lu(pOBOro
WHZECKCA CTPYKTYPHOTO TIoJipa3aencHus, Hanpumep, Ne 06/28—185, rae:

06 — nudpoBoii MHAEKC CTPYKTYPHOTO TOpa3/ICICHHSI,

28 — HOMEp KypHaja ydeTa, B KOTOPOM PEruCTPUPYIOTCS U yUUTHIBAIOTCS CIPABKH, MO
HOMEHKJIaType /1€ CTPYKTYPHOIO MOJIpa3AeICHUs;

185 — mopsiAKOBBIN HOMEP JOKYMEHTA IO )KypHaIly pErHCTPALHH.

B oTnene kanpoB perucTpupyroTCsi JOKYMEHTHI:

—  TIPHKa3bl [0 JUYHOMY COCTaBY PaOOTHUKOB (C HHAEKCOM «JI»);

—  IpHKa3bl O IPEJOCTABICHUH OTIIyCKa pabOTHUKAM (C UHAEKCOM «O»);

—  TpHKa3bl O HANPaBJIEHUH B KOMAHUPOBKY PaOOTHHKOB (C nHAEKCOM «K»);

—  ciayxeOHbIe 3aUCKH PyKOBOJUTENECH CTPYKTYPHBIX MOJpa3AelicHN O BBITOIHEHUN
paboTHUKAMU TOTIOTHUTEIHLHOTO 00beMa padoThI;

— JIMYHBIC 3asBJCHUS PAa0OTHHKOB (O TPEAOCTaBICHHH OTITyCKa, O TMepeBone, 00
YBOJIbHEHUH U T.11.;

—  CIIPaBKH O 3aHHMAaeMOil TOJDKHOCTH;

—  CIpPaBKH O CTaXe pabOTHI U T. II.

Cexperapb MHCTUTYTa PETUCTPALMIO MOCTYNAIOMIEH JOKYMEHTAlMH B MpeiesiaX CBOeH
JeATeNIbHOCTH (IIPU YCJIOBUM, €CIM JOKYMEHT HE 3aperucTpUpOBaH B YINPABJICHUU MEJIaMH,
WHAYe CO37AETCs ABOWHAS PETUCTPaLUs).

6.5. Perucrpamusi NOCTYNAKIIMX JOKYMEHTOB, PAacCCMOTpPeHHE [IOKYMEHTOB
PYKOBOJACTBOM M J0BeiecHHe JOKYMEHTOB /10 HCIOJIHUTeJ el

JIOKyMEHTBl TOAJIEKAT PErUCTpali IOCJie WX MPEABAPUTEIHLHOIO PAacCMOTPEHUS
yIpaBlI€HUEM JAeJaMU U PErMCTPUPYIOTCS HE3aBUCHMO OT CIoco0a MX JI0CTaBKM C yKa3aHHUEM B
’KypHasle perucTpaluy, KakuM criocoOoM IMoylyueH JOKYMEHT: (pakcoMm ((akcuMuUIIbHAs CBS3b),
3JIEKTPOHHOI MOYTON, HAPOUHO, IKCIPECC-IIOYTOH U T. 1.

Peructpanus nocTynaromux JOKYMEHTOB IPOU3BOIUTCS B JIeHb IOCTYIJIEHUS; Ha
crefyoumii pabounit JeHb B cilydae MOCTYIUICHHMs JOKyMEHTa B Hepabouee BpeMs JIHOO B
KOHIle pabouero AHSA; He3aMeIUTeabHO — ¢ oTMeTkamu "Cpouno", "OmepatuBHo" u 1p.; B
TEUYEHHUE TPeX THeH — oOpaleHus TpakIaH.

Ha mokymeHTax, moCTymaromux Ha OyMa)XHOM HOCHTEIE, MOUIeKAIUX PErHCTPALluH, B
HW)KHEM TPaBOM YIUIy TEPBOTO JINCTA AOKYMEHTa MPOCTABISETCS OTMETKAa O MOCTYIUIEHHH C
yKa3aHHeM [JaThl IOCTYIUIGHHS M BXOMSIIEro MOPAJKOBOTO PETHUCTPALMOHHOTO HOMeEpa
JIOKyMEHTa C yKa3aHHeM LU(POBOrO0 HHAEKCA, CIY>KAIIET0 YHUKAIBHBIM HACHTHU(UKATOPOM
JIOKyMEHTa B CCTEME yMPaBJICHHS JOKYMEHTaMHU.

IIpy mnocTymieHMM JOKyMEHTa [0 JJIEKTPOHHOM [OYTe JOKYMEHT BHOCUTCS B
JNIEKTPOHHYIO TMAmNKy, KOTOpas CO3JaeTcsi B JJEKTPOHHOM 1ouTe, pacredaThiBaeTcs,
peructpupyercsi ¢ OTMeTkod «3II» B COOTBETCTBYIOLIEM JKypHajle U MepeAaercss Ha
paccMOTpeHHe PEKTOpy, MPOPEKTOpaM IO HANpaBJICHUSM I PYKOBOJHUTEISIM CTPYKTYPHBIX
MoApa3IeIeHUN.
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JIOKyMeHTBI Ha pacCMOTpPEHHE PyKOBOACTBY M MHBIM JOJDKHOCTHBIM JIMIIAM TIE€PENA0TCS
TOJIBKO TTOCTIE PETUCTPAIIMY B YIIPABICHUH JICIIaMHU.

[Tocne paccMOTpeHHs pyKOBOACTBOM IOKYMEHTHI BO3BPALIAIOTCS B CEKpeTapuar Jyis
MEpEeHEeCeHUs] YKa3aHWUH 110 WCIOJHEHUIO JIOKyMEHTa (pe30NIIouuii) B pErMCcTpalliOHHBIC
KYpHAJIbI.

B cooTBeTCTBMM C yKa3aHUSMH 110 WCIOJHEHHIO JTOKYMEHT HampaBiseTCs JIUILY,
OTBETCTBEHHOMY 3a MCIIOJHEHHE JOKyMeHTa. B ToM ciydae, ecin TOKYMEHT HMEET CPOK
UCTIOJIHEHUsSI MO TEKCTy JMOO CpPOK YKa3aH PEKTOPOM, OpUI'MHAl JIOKYMEHTa OCTaeTcsi B
ceKperapuaTe A OpraHu3alM paboOThl MO0 KOHTPOIIO 32 MCIOJHEHHWEM JOKyMEHTa, KOIMHU
JOKYMEHTa (M3TOTOBJIEHHME KONHMH JOKYMEHTOB B JaHHOM ciydae SBISIETCS (YyHKUIHUEH
CeKpeTapuaTa) HalpaBJsSIOTCS UCIIOIHUTEISM Yepe3 CeKpeTapuar.

Cekperapuar npu Haaumuuu pesomonuu  «CpouHo!», coolmaer mo TtenedoHy O
HEOOXOUMOCTH TIOIyY€HHS] JOKYMEHTa OTBETCTBEHHOMY IOJDKHOCTHOMY JIHIY, KOTOPOMY
MOPYYCHO HCIIONIHEHHE JaHHOTO JIOKYMEHTa, HampaBisieT 1o (akcy, IepeHarpaBiseT I10
AIIEKTPOHHOH MMOYTE UCTIOTHHUTEIIO B CITydae MOJyueHHs JOKYMEHTA TJaHHBIM BHJIOM CBSI3H.

[Tp1 MOCTYIUIGHUU TOKYMEHTA, UMCEIOIIET0 3HAYUTEIbHBI O00bEM TEKCTOBOM 4YacTH, B
CeKperapuaT MO DJEKTPOHHOW TI04YTe, YyKa3aHWe [0 WCIOJHEHUI0, oQopMiIeHHOEe Ha
COIIPOBOJIUTEIBLHOM OJIaHKE, CKAHUPYETCS U BMECTE C MOJyYEHHBIM JOKYMEHTOM HaIlpaBisieTcs
UCTIOJIHUTENI0 MO 3JIEKTPOHHOM moute. B kypHame peructpanuu ydera BXoOJsIIeH
KOPPECIIOHJCHIIMM TPOCTABJISIETCS OTMETKA O HANpPAaBJICHUU JOKYMEHTa Ha MWCIOJHEHHE IO
3JIEKTPOHHOM TOUTE.

PykoBoauTenu CTpyKTYpHBIX IMOApa3AeiICHUH WHCTUTYTa OOECHEeUMBAIOT ONEPAaTHBHOE
paccMOTpeHre TOKYMEHTOB, Nepefady MX HCIOJHHUTENIO B JI€Hb MOCTYIUICHUS, KOHTPOIb HA
Ka4eCTBEHHBIM HCIIOJTHEHUEM JJOKYMEHTOB.

[Ipu paccMOTpeHMH KOPPECIIOHICHIIMM PYKOBOIUTEIbh TOAPA3IACICHUS BBIACISICT
JIOKYMEHTBI, TPEOYIOIIHE CPOYHOTO HCITOTHEHHUS.

Tak, TOKyMeHTHI, IpUCIIaHHbIE (HAIpPaBIICHHBIE) JUTSI COTJIACOBAHMS, pACCMAaTPUBAIOTCS B
JICHb UX TIOCTYIUICHUSI.

HcrionHnTENh TIOTyYaeT TOKYMEHTHI B COOTBETCTBHHU C YKa3aHUEM K MCIIOJHEHHUIO B JICHb
UX PErMCTPALUU UM Ha CIeIyIOIUil 1eHb.

[Tomy4yuB JOKyMEHThl Ha HCIOJHEHHE, PAaOOTHUK HMHCTUTYTa AOJDKEH HEMEUIEHHO
03HAKOMUTbHCA C UX COZIEP’KaHUEM, BBIAEIUB JOKYMEHTHI, TPEOYIOIINE CPOUYHOTO UCIIOTHEHHUS.

Ecnun nokyMeHT HampaBiisieTcss HECKOJBKHM HCIOJHUTENSAM, TO JIMIO, YKa3aHHOE B
yKa3aHUM MO HCIOJHEHHIO JOKYMEHTa IEpBBIM, SBIISETCS OTBETCTBEHHBIM HCIOJHUTENEM,
KOTOpPBI 00s53aH O3HAKOMHTH C JIOKYMEHTOM BCEX JPYTHX HCIIOJIHUTEICH B OIEpPaTUBHOM
nopsizike (B I€Hb MOTyYSHHS JOKYMEHTa) U OPTaHU30BaTh B YKa3aHHBIM CPOK €0 NCIIOTHEHHE.

Kaxnprii paOOTHUK MHCTUTYTa 00ECIIEUMBACT OMEPATUBHOCTH, KAUECTBO HCIOTHEHUS U
COXpPaHHOCTh JOKYMEHTOB.

Jluia, OTBETCTBEHHBIE 3a JIEIOMPOM3BOJCTBO CTPYKTYPHBIX MOApA3ICICHUN, OOS3aHBI
€XKEJHEBHO OCBEJOMIISATHCS O HAJIMYMUU JOKYMEHTOB, aJpPECOBAHHBIX PYKOBOJIUTEIIO JaHHOI'O
HOJpa3IeIICHHSL.

ITepenaya 1OKyMEHTOB OT OJHOTO MCIIOJHUTENS IPYrOoMYy MOKET MPOU3BOAUTHCS TOIBKO
Yyepe3 JIMIO, OTBETCTBEHHOE 3a JIEJNONPOU3BOACTBO B CTPYKTYPHOM IOJPA3JEIECHUH, C
00s13aTeNbHON OTMETKOM M3MEHEHHUSI MapLIpyTa JOKYMEHTa B )KypHaJe PEruCTpaliiy BXOASIIECH
KOPPECIIOHJICHIIUU CEKpeTapHuara.

6.6. Opranuzanus padoThl ¢ OTHPABJISIEMbIMH (MCXOASIIUMHU) TOKYMEHTAMH

Hcnonaenne mOKyMeHTa TpeaycMarpuBaeT cOop ©  00paboTKy HEOOXOIMMOi
WHPOpPMALIMK, TOJATOTOBKY TIPOEKTa JIOKyMEHTa, €ro o¢opMIeHHe, COrJacCOBaHHE,
NpEe/CTaBICHUE WM MOANMUCAaHUE (YTBEPXKICHHUE) PEKTOPOM HHCTHTYTa WA HPOPEKTOPOM II0
HarpaBJICHUIO, TOJITOTOBKY K IEPECHUIKE aipecary.

OTBETCTBEHHOCTh 3a COCTaBJICHHE U O(OpMIEHHE JOKyMEHTa B COOTBETCTBHM C
YCTQHOBJICHHBIMM B HHCTUTYT€ IPaBUJIAMH, a TAKXKE COIVIACOBAHUE IPOEKTa JIOKYMEHTa C
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3aMHTEPECOBAHHBIMA W JIOJDKHOCTHBIMHM JIUI]AMH HMHCTUTYTa (BHYTPEHHEE COTJIACOBaHUE)
BO3JIAraeTcsl Ha CTPYKTYPHOE MOAPA3/IEICHUE — UCIIOIHUTENS JOKYMEHTA.

[Ipy HanuuuMuM OTBETCTBEHHOT'O  HCIOJHHUTENS BCE  OCTAJbHBIE  HCIOJIHUTEIH
CBOGBPEMEHHO ¥ KadeCTBEHHO TMPOBOMAT aHalM3 HHDOpMAIMM ¥  TPEACTaBISIOT
OTBETCTBEHHOMY HCIOJHHUTEII0 B YCTAaHOBJIEHHBIE MM CpPOKM HEOOXOAMMEBIE OKYMEHTHI
(TpOEKTHI AOKYMEHTOB, CIIPABKH, CBEJICHUS U T.1.).

[IpoeKTbl TOKyMEHTOB MHCTUTYTa TOTOBSITCA Ha OJaHKaX yCTaHOBJICHHOW (opMmbl; amst
OTHPaBKU JOKYMEHTOB, HE IMEIOIIMX aJPECHON YacTH, TOTOBSITCS] CONMPOBOAUTENbHBIE MUCHMA.

Jo mpesncraBiieHus Ha MOANUCH HMCIIOJHUTENb MPOBEPSET MPABUIBHOCTH OPOPMIICHUS
JIOKyMEHTOB, TPaBWJIBHOCTh aJPECOBaHUs, HATUYHE HEOOXOAMMBIX BH3, MPHWIOKEHUH, MPHU
HEOOXOJUMOCTH — CIPaBOK, MOSCHUTEIBHBIX 3alHCOK, Pa3bsACHSIONINX COJCpXKaHUE
MOJITOTOBJICHHBIX JOKYMEHTOB, JIUCTA (yKa3aTels) pacChUIKH.

[IpoeKThbl TOKyMEHTOB BU3UPYIOTCS UCIOTHUTENEM (PyKOBOIUTENEM OAPA3ACTCHUS UITH
€ro 3aMeCTHTEJIEeM), P HEOOXOAUMOCTH PabOTHUKAMU JIPYTUX CTPYKTYPHBIX HOIpa3IeTeHHIA;
BH3Bl MPOCTABIISIIOTCS Ha JIMIEBOM CTOPOHE MOCJEIHEro JHCTa BTOPOro SK3eMIulsipa (KOMUH)
JTOKYMEHTa B HWXKHEN 4aCTH JOKYMEHTA WJIM HA JIUCTE COTIACOBAHMS.

B ciyxeOHBIX MUChMax BU3BI MPOCTABIISIIOTCS HA KOIMWHU JOKYMEHTA, MOMEIIAeMOW B
JIeNI0 CTPYKTYPHOTO ToJIpa3aesieHus] (MCIOMHUTENs), UM Ha OOOPOTHOW CTOPOHE MOCIETHEro
JUCTAa MOAJIMHHUKA, €CIIA MTMCHMO MepechliaeTes aapecary 1o (pakCHMHUIBLHOM cBsI3u 0e3 Jochlia
MOJIMHHUKA TIO TIOYTE.

OTBETCTBEHHBIN UCTIOTHUTEND HECET MEPCOHATBHYIO OTBETCTBEHHOCTH 33 JJOCTOBEPHOCTh
nH(pOpPMAITUH, UCITOJIL30BAHHOM MPH MOATOTOBKE IOKYMEHTA.

PaboTHHKHM, OTBETCTBEHHBIE 32 BEIEHHE JICTONMPOM3BOJICTBA B  CTPYKTYPHBIX
MOJPa3IeNICHISIX HHCTHTYTA, MPOBEPSIOT MPABIIIEHOCTh OPOPMIICHHS UCXOIIIINX JOKYMEHTOB,
HAJIMYUE BCEX HEOOXOIMMBIX PEKBH3UTOB (HaIW4YME TMOANKCH, ajapecara, eciId TaKOBOU
HEOOXOJUMO MPOCTaBUTh, CCHUIKA HA BXOASIIWNA JOKyMEHT, COTJIACOBaHUS, H.0. (haMUINH
UCTIOJIHUTENS, HOMepa TenedoHa M 1p.), mepemaaroT o(opMIEHHBIE JTOKYMEHTHl Ha MOJIHCH
pekTopy (ITpopeKTopam) 4epes cekpeTapuar.

PabGoTtHuku cexkpeTapuaTa B CBOIO Oue€pellb MPOBEPSIOT MPAaBUIBHOCTH O(opMIIeHUS
JIOKYMEHTOB, KOMIUIEKTHOCTh JOKYMEHTA U COOTBETCTBHA KOJIMYECTBA HK3EMIUISIPOB JOKYMEHTA
CIIUCKY PACCBUIKH, HATMYWE JOKYMEHTa (3ampoc), Ha KOTOPBIA NAeTcsl OTBET, U MPEJICTABISIIOT
Ha TOJNKCHh PEKTOPY (TPOPEKTOpam).

[Ipn oOHapyXeHMH HENPABWIBHOTO OQOPMIICHUS WU HEKOMIUIGKTHOCTH TPOEKT
JIOKyMEHTa BO3BpAIllaeTCs B CTPYKTYPHOE TOJIpa3/ie]iCHHe Ha JI0pa0oTKY.

6.7. Perucrpanusi oTnpasJisieMbIX (MCXOASIIINX) JOKYMEHTOB

Perucrpanusi nokymeHTa — 3TO NPHUCBOCHHME €My HOMEpa M MPOCTABICHHE €ro Ha
JOKYMEHTE C IMOCIEAYIOIIEH 3aluChi0 KPAaTKUX JaHHBIX O HEM B JKypHaJle PETUCTPALUU
HCXOIAIIEN JOKYMEHTALNH.

[locne momy4deHuss AOKYMEHTOB C TOANMHCH pPeKTopa (MpOpPEeKTOpoB) pabOTHUKHU
CeKpeTapuaTa perucTpUpyIoT JOKYMEHT B )KypHaJe pErucTpaluy UCXOAsIIed KOPPECTTOHIEHIIUN
W BHOCST HEOOXOAMMBIE 3allUCH: PETUCTPAIMOHHBIN HOMEp, aHHOTAlMs JIOKyMeHTa (KpaTKoe
collepkaHue JOKyMeHTa), (aMUIMI0 M.0. UCIOJIHHUTENS, KTO TMOAMNHCal JAOKYMEHT, T/
HaXOJUTCS KONHUS JIOKYMEHTa; YTOYHSIOT, KaKUM CIocoOOM JOKYMEHT OyjeT HampasieH
anpecaty: (akcoMm, IMOYTOM, DIIEKTPOHHOHM IMOYTOM, HapouHo. Mcxonsiime perucTparioHHEIC
JKypHAIIBI MCTHOJB3YIOTCS ISl y4yeTa, TMOWCKA, XPAaHEHHWA M WCIOJB30BaHUS JOKYMEHTOB H
SIBJIIIOTCS CIIPABOYHBIM alapaTOM.

Perucrpanust otnpaBiisieMbIX IJOKYMEHTOB OCYIIECTBISIETCA B J€Hb HMX MOANUCAHUS
(YTBepkaeHHs) UK Ha CIEAYIOMUN pabounii IeHb, €Clii JOKYMEHTHI MOCTYIHIA B CEKpEeTaprar
¢ moamucaHusl mocie 15 yacoB. PerucrpalliOHHBIM HOMEpP NTOKYMEHTa W JaTa pPEerucTpaiuu
MPOCTABJISIIOTCS] HA MOJAJMHHUKE JOKYMEHTa B PEKBM3UTaxX OJlaHKa M Ha KOIWH, OCTAIOIICHCS B
Jieie CTPYKTYPHOTO MOAPa3AeNICHHUS.
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[Tpu moaroToBke mpoekTa AOKyMEHTa HCIIOJIHUTENb B OJIaHKE CIIy)KeOHOro muchbMa ¢
YTJIIOBBIM PACIIOJIOKEHUEM B PEKBH3HUTE «PErHCTPAIMOHHBIA HOMEp» MpoIeyaThiBaeT nu(poBoi
WHJIEKC CBOETO CTPYKTYpPHOTO TTO/IPA3/ICICHUS, Yepe3 «/» MpoIedaThiBaeT HOMEp Jela COTJIACHO
HOMEHKJIAType CTPYKTYPHOTO MOApa3esieH s, B KOTopoe OyaeT npruodieHa Konus JOKYMEHTa.

IIpn oTBeTe HaA 3ampoc JAaeTcs CChUIKA Ha MCXOAANIMI JOKYMEHT aJpecaHTa
(mponomxenue [pmnoxenus Ne 9 — o6pasier 1, 3, 4).

Komnus nokyMeHTa ¢ BU3aMHU U IIPWIOKEHUSMU B COOTBETCTBUHM C HOMEHKJIATYpOU A€l
NOJIINBAeTCd B JeJI0 (BXOSAIIMM JOKYMEHT MepeAaeTcss Ha XpaHeHHe B JEJ0 BMeCTe ¢
JIOKYMEHTOM-OTBETOM), KOIUS MCXOJSILEro JAOKyMEHTa 3aBepseTrcs oTMeTkoil «BepHo» mmbo
«Konmsp» (MOXKET MpOCTaBIATHCS C TOMOLIBIO INTaMIa) W MEPEeAaeTcsi OTBETCTBEHHOMY 3a
BEJICHUE JIEJIONPOU3BOCTBA B CTPYKTYPHOM MOJPa3I€ICHUH.

Perucrpanus ucxonsiuux NOKYMEHTOB BEIETCSI B COOTBETCTBUHM C PETHCTPUPYEMBIMHU
MacCHBaMH JOKYMEHTOB.

B ynpaBnemum genamMm  OCTarOTCS KOIMM  OTIPABICHHBIX JOKYMEHTOB, KOTOPBIE
MOJJIeKaI KOHTPOJIIO HMCIONHEHHUs, HampasisgeMble B MUHUCTEpCTBO 00pa3oBaHMsl M HAYKH
Poccuiickoit denepanyu, 1 NOAMIMBAIOTCS B JIeJia B COOTBETCTBUM C HOMEHKJIATYPOM €.

6.8. OTnpaBKa 10KYMEHTOB

JIOKyMEeHTBI /17151 OTIIPABKH B JPyTHe OpraHU3aliM J0JDKHBI IepeaaBaThCcsi pabOTHUKAMU
CTPYKTYPHBIX IIOJpa3AeIeHHM, OTBETCTBEHHBIMH 3a JEJIONPOU3BOACTBO, B CEKpeTapHar.

OTtnpaBka UCXOISLIEN KOPPECTIOHIEHIIMN U3 UHCTUTYTa IPOU3BOAUTCS CEKPETAPUATOM.

Ilepen cnavyeil KOppeCHOHIAEHIMM B CEKpeTapuar Ha OTIPAaBKY OTBETCTBEHHBIE 3a
JIENIOTIPOU3BO/ICTBO B CTPYKTYPHBIX MOJPA3JACNEHHUSIX JOJDKHBI O00S3aTeIbHO MPOBEPUTH
MPaBUIBHOCTH €€ 0POPMIICHHS, aIPECOBAHUSI.

CekperapuaT TpOBEpsieT TPABWIBHOCTh OQOPMIICHHS HCXOIIIIUX JOKYMEHTOB,
HallMCaHHs IIOYTOBOIO ajapeca B COOTBETCTBMM C IlpaBuiamu, NPOU3BOIUT COPTHPOBKY
JIOKYMEHTOB TI0 cIoco0y OTIpaBiieHus (MPOCToe, 3aKa3Hoe, IEHHOE, MEKYHAPOTHOE U JIp.).

HenpasmiisHO 0popMIIeHHBIE JOKYMEHTHI M KOPPECTIOHACHINS HECITy>)KeOHOTO XapakTepa
K OTIIpaBKE CEKPETAPUATOM HE MPUHUMAIOTCS U BO3BPAIAIOTCS B MOAPA3CICHHE.

J{OKyMEeHTBI, MOCTYNHUBIINE B CEKpETApHaT Ha OTIPABKY, NOAJEKAT OTHPABKE B IEHb UX
perucTpanuy WiM Ha cienyromuil padouuil JeHb B TOM cilydae, €clid AOKYMEHT MOCTYNHI B
cekperapuart nociue 15 gacos.

CpouHas KOppECTIOHAECHIINS OTIIPABIISIETCS B IEPBYIO OYEPEb.

JIOKyMEHTbl, MOJNUCaHHBIE PEKTOPOM, HalpaBisieMble B  BBICHIME  OpraHbl
roCy/IapCTBEHHON BlacTH, B MHUHHCTEPCTBO 00pa3zoBaHUs W Hayku Poccuiickoii ®Denepanum,
OTMPABJISIIOTCS 3aKa3HBIMU TUCbMAMH.

Hcnonautens mpu OTHpaBKE JOKYMEHTOB 3aKa3HOW KOPPECHOHIACHUUEH JOJDKEH
000CHOBAThH OTIPABKY KOPPECTIOHACHIINH JAHHBIM BUIOM OTIIPABJICHUS.

CekperapuarT TPOU3BOAMUT OTIPABKY JOKYMEHTOB 3aKa3HBIMH MHCbMAaMU MPHU HATHYUHU
3HAKOB MTOYTOBOM OILIATHI.

Pemenne o JocraBke [OKyMEHTa ajpecaTaM 3KCIPECC—II04TOM IPUHUMAETCs
IPOPEKTOPOM IO 3KOHOMHUECKOW pabore. BrI30B Kypbepa n oopmiieHne COnpoBOIUTENbHbIX
JIOKYMEHTOB NIPOU3BOAUTCS paOOTHUKAMH CEKpeTapuaTta.

OtnpasnseMasl 1O TMOYTE KOPPECTOHAEHIMS MPOXOAUT YMAKOBKY, ajapecoBaHue (Ipu
HampaBJIeHUN JOKyMeHTa Ooyiee yeM B 4 ajpeca — B COOTBETCTBUM C YKa3aTeleM pPACCBUIKH,
KOTOPBI COCTaBIIAETCS UCIIOTHUTENIEM IOKYMEHTA).

KouBepToBaHne KOppECHOHACHLMU W APYTUX MOYTOBBIX OTHPABICHUH NPOU3BOIUTCS
CTPYKTYPHBIMH TIOJpa3JCICHUSIMA HHCTUTYTa, T.€. INPH HANpPaBICHUM JOKYMEHTa 4Yepe3
OTJIEJICHHUE CBSI3U HUCIIOJHUTEINb MPUOOIIAET MOYTOBBIA KOHBEPT, O(POPMIIEHHBI B COOTBETCTBHH
¢ [IpaBunamu.

JloKyMeHTBI, HampaBliseMbIe MMOYTOBOW CBSI3bI0 B OJWH aJpEC, BKIAABIBAIOTCA B OJUH
KOHBEPT.
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Ha 3aka3Hyl0 KOpPpECHOHIEHLMIO, Ha KOPPECHOHICHIIMIO, HaIpaBJIIEMyI0 B ajapec
WHOCTPaHHBIX OpPraHU3aluil, YIIPAaBICHUEM JEJaMH COCTAaBIISIETCA PEECTP B ABYX 3K3EMIUIIpaX,
OMH 3K3EMIUIIp 3aTEM BO3BpalLIaeTCd B CEKpPeTapuar C PacHucKoil pabOTHHKA W OTMETKOU
(MOYTOBBIM  MITEMIIEb) IIOYTOBOTO OTHENEHUS CBSI3M, Kypbepa WIM MHOTO JIMIA,
00eCreYnBaroOLIEro OTIPAaBKy JOKYMEHTOB.

B uHCTHTYTE C MOMOIIBIO CPEACTB DIEKTPOCBA3H OCYILIECTBISIETCS MPHUEM U OTIPaBKa
¢bakcorpamm, TesnerpamM, Tele(OHOTpaMM, 3JIEKTPOHHBIX COOOIIEHUM, NepeaaBaeMbIX IO
CHCTEME 3JIEKTPOHHOI'0 JOKYMEHTO000pOTA.

6.8.1. IlpneM 1 oTIpaBKa KOPPECOHICHINH M0 (PAKCUMMUJIBHOI CBA3H

CpenctBa (akCUMHUIBHOM CBSI3M HUCIOJB3YIOTCSL JJISl ONEPAaTUBHOTO TMOJYYEHUS U
HampaBJIeHUs TOKYMEHTOB, HE TPEOYIOINX MOATBEPKIACHHS UX IOPUINIECKOMN CHIIBI.

JlokyMeHTBl B agpec MHCTHTYTa TIepelaloTcss Ha (aKCUMHJIBHBIA — ammapar,
YCTaHOBJIEHHBIA B CEKpeTapuare, B IPUEMHOU pEKTOpa.

[lepemaga TEKCTOBOTO ITOKyMEHTa IO (PaKCHMWJIBHOW CBSI3M B JPyTrHMe€ OpraHU3aIHd
OCYUIECTBIISIETCS TOJIBKO TIO0 YKa3aHHIO WM C pa3pelleHuss PYyKOBOJCTBA HMHCTUTYTA, B
UCKITIOYUTENFHBIX CITydasx JJIsl ONEPaTUBHOCTH OTIPABKH.

[lepenaBaemass u npuHUMaeMas Mo (GpakCUMHIBHON CBSI3U ciykeOHast nH(oOpManus He
MOYET ObITh UCIOJIb30BAaHA B KAU€CTBE O(PULUAIBHOIO JOKYMEHTA.

3ampemjaercss meperada Mo (pakKCUMWIBHOM — CBSA3M  JOKYMEHTOB, COJEpXKalluX
CIIy>)keOHY10 MH()OPMAIMIO OTPAHUYEHHOTO PAacIpOCTPaHEHHs, B TOM 4Hcie ¢ momerkamu "Jls
ciyxebHoro nonb3oBanusa”" U "He ans meyatu", JOKYMEHTOB JIMYHOTO TPOUCXOXKIEHUS (MO0
WX KOITHH).

O0bpeM TmepenaBaeMoro JOKyMEHTa (TEKCTa, CXeMBbI, Tpaduyeckoro u300pakeHus),
BBITTOJIHEHHOTO Ha Oymare opmaTta A4 4epHBIM IIBETOM, HE JIOJDKEH MPEBBIIIATH S5 JIUCTOB.

JokyMeHT oTopaBisieTcsi 1Mo (aKCUMWIBHOH CBSI3W  aJipecary  HCIOJIHUTEIEM
CTPYKTYPHOTO MOJPa3/eJIeHUs ¢ TEIS(POHHOIO annapara, KOTOPbII yCTAaHOBIIEH B CEKpEeTapuare.

Bce ormpaBieHuss JOKyMEHTOB 1O (DaKCHMIJIBHOHN CBSI3M HHOTOPOIHHUM aJpecaTram
PETUCTPUPYIOTCSI B KHUTE yd4eTa JOKyMEHTalliW, OTMpaBisieMOd (PakCUMHIBHON CBS3bIO, U
MEXIYTOPOAHHUX TIEPErOBOPOB B CEKpeTapHare.

B cnywae nepemaun J1OKYMEHTOB, MOANUCAHHBIX PEKTOPOM U IpOpeKTopamu (Ipu
HQJIMYUM  TOJHOMOYMH), MO KaHalaM (aKCUMWIBHOM CBA3M OHH  JOJDKHBI  OBITh
3apErUCTPUPOBaHbl B IOPSIKE, YCTAHOBICHHOM [UIsI UCXONSIIUX JOKYMEHTOB B YIPaBICHUU
JIEIaMH.

B kypHase perucrpanmuu HCXOJSIIEH KOPPECTIOHICHINN pabOTHUK CeKpeTapuara
MPOCTABIISIET OTMETKY 00 OTIPABICHUH JOKYMEHTa (PaKCHMUIBHOM CBA3BIO: ATy, BPEMSL.

Pemrenne o HEOOXOAMMOCTH JOCBUIKH ajpecary MOIMHHAKA JOKyMEHTa Ha OyMa)KHOM
HOCHUTEJIE B CIIydae OTIPABKH JIOKYMEHTA 10 (PaKCUMHIILHOM CBSI3M MPUHUMAET TMOJIpa3ieIeHe-
UCIIOJIHUTEND, U B CIIy4ae, €CIIM OTBET Ha 3alpocC, 0XKUAAETCS uepe3 (PaKCUMUIIbHYIO CBSI3b.

[lopnmuHHUK JOKyMEHTa, NEepeJaHHOro MO KaHajgaM (aKCUMHIBHOM CBSI3H, TPHU
HEOOXOIMMOCTH JIOCBIIAETCS apecaTy MOYTOBOMU CBS3bIO.

OpuruHaibl JOKYMEHTOB, EpEeJaHHbIX 10 (aKCUMMIIBLHOM CBSI3M aJpecary, €CiI JaHHbINH
JOKYMEHT HE JOCBUIAaeTCs aipecaTy IO IIoYTe, IOMIIMBAIOTCS B JEJ0, XpaHslleecs B
CTPYKTYPHOM TIOApA3AENCHUH, COIJIACHO HOMEHKIAType, C OTMETKOM 00 OTIpaBiIeHUN
(aKCUMHUIIBHOH CBA3BIO U IPOCTABJICHUEM JaThl U BPEMEHH Nepeiayuu.

[Tonmy4ennsie no (paKCUMHUIBHON CBSA3M JOKYMEHTBHI YUUTHIBAIOTCS YIPABICHUEM JAeTIaMu
c oTMmeTrkord «®akc» M C NPOCTABICHHWEM BPEMEHH NOJIY4YEHHUs] B >KypHale PpErucTpanuu
BXOJISIEH KOPPECTIOHIEHIIUH.

6.8.2. IlpneM u nepenava cay:xedHoN uHGoOpMANNH MO YJIEKTPOHHOH MOYTE

JIOKyMeHTBI, TpHCIaHHBIE TI0 BJIEKTPOHHON MOYTe, NMPUHUMAIOTCS Ha 3JIEKTPOHHBIN
MOYTOBBIN MUK MHCTUTYTA HAXOISIIUNCS B CEKpeTapuare.
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JIOKyMEHTBI, MOJYYEHHBIE IO 3JIEKTPOHHOM IIOYTE, PETUCTPUPYIOTCS B TaKOM K€
MOpSAJKE, KaK W WHbIE BXOJMIIME JOKYMEHTHI, B >KypHaje BXOISIIEH KOPPECIOHACHLUHU B
YIpPaBIE€HUH JIETAMHU.

Hdns mepemauM 1O 3IEKTPOHHOM TMOYTE MCXOJSIIET0 JOKYMEHTa HWCIOJHUTENb
MPEJICTaBIsIeT MHUCbMO Ha OyMa)KHOM HOCHUTENE HJIM HAaIpaBIIIET MOCPEACTBOM 3JIEKTPOHHOM
MOYTHl JJI1 TPOBEPKH MPaBHWIBHOTO M TPAaMOTHOTO OQOpMIICHHS W Tepeiadyd Ha MOAMNKCH
PEKTOPY MIIM MPOPEKTOPaM 10 HAIIPABIICHUSAM.

ITpu HanpaBieHNH Ci1yKeOHOTO (J1eI0BOr0) MUChMa 10 3JEKTPOHHON IOYTE OTIIPABUTEIb
3JIEKTPOHHOT'O COOOIIEHHS, TOATOTOBUBILUI 3JIEKTPOHHYIO BEPCUIO

7. PETUCTPALIUA U TPOXOXKIEHUE BHYTPEHHUX TOKYMEHTOB

[TpoxokaeHne BHYTPEHHUX JOKYMEHTOB Ha J3Talax MX IMOATOTOBKH U O(QOpMIIEHHUS
COOTBETCTBYET MPOXOXKACHUIO OTHPABISEMBIX JOKYMEHTOB, a Ha OJTane HCIOIHEHU —
MOCTYNAIOMINX TOKyMEHTOB.

B cekperapuare perucTpupyroTcsi BHYTPEHHHE JOKYMEHTHl HMH(OpPMAannoHHO-
CIIPAaBOYHOM CHCTEMBI, aJpeCOBaHHBIC PYKOBOJCTBY WHCTUTYTA: JOKJIAJHBIE, CIyXeOHbIE
3aMMCKH, JIMYHBIE 3asIBICHUS PaOOTHUKOB, JOBEPEHHOCTH Ha MOJYy4YeHHE 3apaOOTHOM IJIaThl B
Kacce UHCTUTYTA.

OdopMisIOTCST M PEruCTPUPYIOTCSL  JIOTOBOPBI,  JOBEPEHHOCTH,  BblIABaE€Mble
IPOPEKTOpPaM U PYKOBOAMUTENSAM CTPYKTYPHBIX TOApPAa3A€iICHUNH COIJIacCHO JAEJIerMpOBAHUIO
MIOJTHOMOYHH U pacrpeielIeHuIo 00s13aHHOCTEH.

[lopsnok 3akimroyeHUs] XO3SUCTBEHHBIX JOrOBOPOB 3akperuieH B [lojoxeHun o
JIOroBOpHOU paboTe B mHCTUTyTE. [lOpsSimOK 3akitoueHHs] TOTOBOPOB HAa OKA3aHHE IUIATHBIX
00pa3oBaTeNbHBIX YCIYT 3aKperuieH B PerimameHTe 00 OKa3aHWW IUIATHBIX 00pa30BaTEIbHBIX
YCIIyT B UHCTHUTYTE.

8. MOPSAJIOK UCITIOJTHEHUSI TIOPYUYEHU B MTHCTUTYTE

OCHOBHBIMU 337]auaMU KOHTPOJISI UCTIOJTHEHUS JOKYMEHTOB SIBJISTFOTCSL:

— CBOEBPEMEHHOE HCIOJHEHHE [JOKYMEHTOB, TMOCTYNUBIIMX W3  BBILIECTOSIINX
OpraHu3aluii;

— oOecrieyeHne O€3yCIIOBHOTO BBINOJHEHUS MOPYYEHUH pEKTOpa U HPOPEKTOPOB IO
HaIpaBJIEHUM;

— opraHu3anusi W OCYIIECTBICHHE KOHTPOJSI 3a CBOEBPEMEHHBIM HCIIOJTHEHHUEM
MPUKA30B U PACIOPSLKEHUI PEKTOpa M IPOPEKTOPOB, PELICHHH YYEHOTO COBETa MHCTHUTYTA,
PEKTOPCKOTO COBETA;

— olecrieyeHne pyKOBOACTBA HMHCTUTYyTa OINEpPaTUBHOW uHPOpManueil o Xxoue
pe3yJibTaTax BBIIOJHEHUS IPUHSTHIX PaCOPSAUTENbHBIX JOKYMEHTOB;

— MOBBIIIEHHE NEPCOHATIBHON OTBETCTBEHHOCTH PAOOTHUKOB MHCTUTYTA 3a OPYYECHHBIH
Y4acTOK pabOThl U COCTOSTHUE MCIIOJIHUTENBCKON AUCIUATIIINHEI.

8.1. Opranusanusi KOHTPOJISA MCIOJTHEHMSA

KoHTpoiio 3a uCHOJIHEHHEM MoJyUIekaT HauOosiee Ba)KHbIE BXOMALIME, MCXOISIIUE U
BHYTPEHHUE IOKYMEHTHI:

— BCE€ JOKYMEHTBI, TOCTYIHBIINE U3 TPABUTEIHCTBEHHBIX OPTraHOB;

— IIOCTaHOBJIEHUs OPraHOB aIMUHHUCTPALUY;

— BCE JIOKYMEHTHI, MOCTYNHBIIME U3 BBINIECTOSIIUX Yyupexaenuid (MuHOOpHayKH
Poccun, Pocobpranzop u ap.);

— pELIEHUs YYEHOr0 COBETa UHCTUTYTA;

— PpEUIeHUs PEKTOPCKOTO COBETA;

— MPHUKa3bl U PacCHOPsLKEHUS PEKTOpa ¢ YKa3aHUEM CPOKOB UCIIOIHEHUS;

PE30IIONMH PEKTOPA Ha BXOISIIECH KOPPECTIOH ICHIINH;
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— YCTHBIE PacCHOPSHKEHUS PEKTOPa;

— TpUTTIAIIEHUS HA YYaCcTHS PEKTOpa B TEX MM UHBIX MEPOIPUATHSIX.

CTpyKTypHOE TMOJpa3JesieHNe WM JODKHOCTHOE JIMIO, YKa3aHHOE B IOPYYCHHU
MEPBBIM, SIBJSIETCS OTBETCTBEHHBIM HCIIOJIHUTEIEM IOPYYEHHS, PYKOBOAUTENIb 3TOTO
CTPYKTYPHOTO TOApA3JEICHUs OpraHu3yeT padoTy IO HCHOJHEHHIO TMOPYYEHHS U HECeT
OTBETCTBEHHOCTH 3a €r0 UCIIOJTHEHHE.

M3MeHeHne OTBETCTBEHHOI'O UCIOIHUTEINS U COCTaBa COMCIIONHUTENEH OCYIIECTBISETCS
MO0 JOKyMEHTaM, HalpaBlICHHbIM Ha HCIOJHEHHE IOPYYEHHEM pEKTOpa, — Ha OCHOBaHHUH
PE30JIIOIMU PEKTOPA, JABILEro NOpyyYeHHE.

M3MeHeHne  OTBETCTBEHHOI'O  HCIOJHUTENS M COMCIOJNHUTENeH  odopmisercs
(YuuTBIBaETCS) CEKpETAPUATOM.

B cnyuae ecim mopyueHHe BBIXOAMT 3a IMpelesbl KOMIETEHLHH COMCIIONHUTENEH
(CTPYKTYpHBIX ~ MOJpAa3/elieHHH), ONpPEAENICHHbIX IMOPY4YEHUEM, PYKOBOJUTEIM  ITHUX
CTPYKTYPHBIX MNOJpa3JesieHHii 00eCreunBaloT €ro MCIOJHEHHE B Ipe/enax YCTaHOBJICHHOU
KoMmreTeHIuu. [Ipy 3TOM OTBETCTBEHHBIN WCHOJIHHUTENb MPEACTABISAET JABLIEMY IMOpY4YCHHE
PYKOBOJUTENIO JONOJHUTENIBHBIC MPEIOKEHUSI 00 N3MEHEHNU COCTaBa COMCIIOIHUTENCH MU O
NIPUBJICYCHUN HOBBIX COMCIIOIHUTENCH B TeUeHHE 3 AHEH ¢ JaThl 0ohOpMIICHUS] TOPYYEHUS, a 10
CPOYHBIM M ONEPATUBHBIM MOPYUECHUAM — HE3AMETUTEIBHO.

Coucnonautenu (CTpyKTYpHBIE MOApa3JesieHus1) B TEUCHHUE NEPBOW IMOJOBUHBI CPOKA,
OTBEICHHOTO HAa WCIOJHEHHE MOpYUYEHHs, NPEACTABIAIOT OTBETCTBEHHOMY HCIIOJHUTEIIO
MPeJIOKEHHsI, TTOJMICAHHbIE PYKOBOAUTEISIME (3aMECTHTEISIMU PYKOBOAMUTENCH) CTPYKTYPHBIX
MOoApa3AeIeHUN.

CoHCIIOTHUTENMN OTBEYAIOT 32 KAYECTBO NMPOPAOOTKU U CBOEBPEMEHHOCTb ITPECTABICHUS
CBOMX TpeAJoXkeHud. B  ciydae HECBOEBPEMEHHOTO NPEACTABICHUS  NPEASIOKCHHUN
COUCIOJHUTENIEM OTBETCTBEHHBIN HCIIOTHUTENb HHPOPMUPYET 00 ITOM PyKOBOAUTEIS, IABIIETO
MOpYYEHHE.

B cnydae eciau mopyueHue pekropa (IIPOPEKTOPOB) HE HMCIOIHEHO B YCTaHOBICHHBIN
CPOK, OTBETCTBEHHBIN HCIIOJIHUTEIb TOCJIE UCTEUEHUS] CPOKA, YCTAHOBIECHHOTO JIJISl MCIIOTHEHUS
MOPYYEHHUs, TPEACTaBIsIeT OOBSICHEHWE O XOJ€ WCIONHEHHS TIOPYYeHHS C yKa3zaHHEeM
JNOJDKHOCTHBIX JIML, HA KOTOPBIX BO3JIO)KEHO WCIOJIHEHHWE IMOPYYEHHUs, MPUUYUH €ro
HEUCTIOJHEHHsI B YCTAHOBIIEHHBIA CPOK M MEpP OTBETCTBEHHOCTH, MpENIaraeMbIX WU MPUHSITHIX
B OTHOLIEHUU BUHOBHBIX B HEHCIIOJHEHNUHU MOPYyYEHUs] pa0OTHUKOB.

[TopyueHus: 10BOAATCA A0 PyKOBOAUTENEH CTPYKTYPHBIX HOApa3JeNeHU, KaK MpaBuio,
B JICHb MX MOCTYIUIEHUS B UHCTUTYT, @ CPOUHBIE U ONEPaTHBHBIE — HE3aMEJIUTEIIBHO.

[TocTynuBime B COOTBETCTBYIOIINE CTPYKTYpHBIE MOAPA3CICHUS MOPYUYECHUS M HHBIC
JOKYMEHTBI PacCMaTPUBAIOTCS PYKOBOAMTENISIMU CTPYKTYPHBIX HOAPA3JICICHUN B CIEIYIOIIEM
MOPSIKE:

MOPYYeHHST M JOKYMEHTHI, TOCTyNUBIIHME 10 |7 dacoB TeKymiero pabodero mHs,
paccMaTpuBaIOTCs IO MEPE UX MOCTYILICHHUS;

MOpy4YeHHUs, CoJepKalMe yKazaHhe '"CpouHO", W  oOmepaTuBHbIE MOPYYEHUS
paccMaTpuBaIOTCS PYKOBOAUTESIMU CTPYKTYPHBIX MOJpa3zelieHuil B TeYeHHEe yaca C MOMEHTa
UX HOJTYy4EHUs.

CekperapuaT HampaBiiieT B CTPYKTypHbIE HOJpa3JesieHHs] MOpYUYeHHs IO BOIPOCaM,
OTHOCALIMMCS K X KOMIIETEeHLIUH, U KOHTPOJIUPYET UX UCTIOIHEHHE.

PykoBoauTenu CTPYKTYPHBIX HOJpa3[esieHHid, Ha KOTOPBIX BO3JIAraercsi HCIOJIHEHHE
MOPYYEHUH, HECYT TEpPCOHAIBHYI0O OTBETCTBEHHOCTh 3@ KAaueCTBO M CBOEBPEMEHHOCTH
MPEJICTABICHNS B CEKpETapuaT MaTEpHaoB JJIs 1OKJIaia PEKTOpY.

[Tpr HEOOXOOMMOCTH CPOYHBIC W OTEPATUBHBIC TIOPYYEHHUS MOTYT OBITH JOBEICHBI J10
CBEJICHHs PyKOBOJUTENEH CTPYKTYPHBIX MOJPA3AEICHUNA U UCIOTHUTENEH MyTeM HampaBieHUS
UM KOIWHU TOPYYEHUs, DIIEKTPOHHBIM COOOIEHHMEM C MPHUKpPEIUICHHBIM (daiinoM nubo 1o
(hakCHMUIBLHOMN CBSI3H.
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[Mopy4enusi, cogepxainye ykazanue "cpodno", "He3aMmeUTEIbHO" (MM aHAIOTHYHOE),
MoJJIeKaT MCIOIHEHWI0O B TEYeHHEe 3 JHEeW ¢ Jarbl MOANMCAaHUS NOpYy4YeHHs. YKa3aHue
"onepaTuBHO" npeaycMaTpuBaeT 10-IHEBHBIN CPOK HCIIONHEHUS TOPYYEHUSI.

CpoOK HCIIONIHEHUS], YCTAaHOBJICHHBI PEKTOPOM B YKa3aHHUU IO UCTIOJHEHHIO JOKYMEHTA,
SBIJIIETCS. WHAWBUAYAIBHBIM CPOKOM HCIOJIHEHHUS M HCIIOJNB3YETCSl B KAaueCTBE OCHOBHOTO
KpUTEpUs B MpPOILECCE aHalu3a HCIOJIHUTEIbCKOW AUCUMILIMHBI (MCIOIHEHO BOBPEMS/HET).
Pekrop ycTaHaBiuMBaeT CpOKM HCIOJHEHHS MCXOAS U3 3HAYUMOCTH [UId JE€ATEIBHOCTH
HMHCTUTYTa KOHKPETHOI'O BOIIPOCA, U3JI0KEHHOIO B TOKyMeHTe. OTBET Ha MUChMa C YKa3aHHEM
[0 UCIOJIHEHHIO (pe3oionueii) peKTopa, cojaepikallell KOHKPETHOE U HCUYepIbIBarollee
pellIeHre BOopoca, NOArOTaBIMBAOTCS B TOT K€ JACHb.

3anpochl, MOCTYHAOLIME W3 IPAaBOOXPAHUTENBHBIX OPraHOB, B COOTBETCTBUU C
3aKOHO/AaTEeIbCTBOM HCIOJIHSIIOTCS B YKa3aHHBIN B 3alIPOCE CPOK, a €CJIM CPOK HE YCTAHOBJIEH — B
teuenue 10 gHel. B chmywasx, korma 3ampammBaemas HHGOpMAlMs HE MOXET OBITh
MPEeOCTaBlIEHA B YKa3aHHBII B 3allpoce CPOK, MCIIOJHUTENb HAMpaBisieT MHULIMATOPY 3ampoca
OTBET O HEBO3MOXKHOCTH €T0 HMCIIOJIHEHUS! B YKa3aHHBIM CPOK (C yKa3zaHHEM MPUYHH), a TaKXKe
YKa3bIBa€T BO3MOKHBIN CPOK €ro UCTIOJTHEHHS.

[Mucepma-nopydeHus, MUCbMAa-3aMpoChl BBIMIECTOSIINX OPTaHU3alUil HCHOIHSIOTCS K
YKa3aHHOMY B HMX CPOKY WU B TeueHue 10 nHeil.

[Tucema npeanpusaTHil, yupexxIeHui, opraHu3alnii UCTIONHSAI0TCS B TeueHue 10 queit.

Ecnu mocnennuii 1eHb CpoKa UCTIOJHEHHUS OPYYEHUS IPUXOJUTCS Ha HepaOouuil eHb,
MOpYYEHHUE TOAJICKUT UCIIOTHEHUIO B MPEIIECTBYIOIUI eMy paboumii IeHb.

TunoBele CPOKU UCIIOTHEHHS] JOKYMEHTOB IIPEAYCMOTPEHBI B ['0Cy1apCcTBEHHOM cUCTEME
JOKYMEHTAI[HOHHOTO 00eCTIeYeHUs YIIPaBICHUSI.

8.2. KoHTpoJ/1b Ha/1 HCTIOJTHEHNEM TOKYMEHTOB U MOPYyYeHuit

Opranuzanuss KOHTPOJsSI HaJ HCIOJHEHHWEM JOKYMEHTOB J[OJDKHA OOECHeurBaTh HX
CBOEBPEMEHHOE U KaUueCTBEHHOE UCTIOJTHEHHE.

JleiicTBuST 1O KOHTPOJIIO HAJ WCIOJHEHHEM JIOKYMEHTOB BKJIIOYAIOT B  ceOs
HEMOCPEACTBEHHYIO MTPOBEPKY U PETYJIMPOBAaHUE X0OJa UCTIOJTHEHHS, YUET U aHaJIN3 PEe3yJIbTaTOB
WCIIOJTHEHUSI KOHTPOJIUPYEMBIX TOKYMEHTOB B YCTAHOBJICHHBIE CPOKHU.

KoHTposb oCyIIECTBIIAIOT PYKOBOAUTENN CTPYKTYPHBIX IOAPA3JEIICHUN, CEKpeTapuar 1
OTBETCTBEHHBIE UCIIOJHUTEIH.

KonTpons UCIIOJTHEHMSI OpraHMU3alOHHO-PACIOPSIAUTENBHBIX JIOKYMEHTOB
OCYLIECTBJISIETCSl YIIpaBICHUEM JeJlaMHu, C MOCJIeNyollel mepenadyeil CBOAHBIX HaHHBIX 3a
HEZeJ0 MOMOLIHUKY PEKTOpa JUIsl 03BYUMBAHUS HA €XKEHEIEIbHbIX IIJIaHEPKaX.

KoHnTponp wucnomHeHUs [TOKYMEHTOB APYTMX CUCTEM JOKyMEHTalUuu (IJIAHOBOH, IO
MaTepPHATbHO-TEXHUYECKOMY CHA0KEHUIO M T.JI.) BEIETCSA IO TOPYYEHHIO PYKOBOIUTEICH B
COOTBETCTBYIOIINX CTPYKTYPHBIX MMOAPA3ACIICHUSX.

CTIpyKTypHBIE MOApA3JEICHNUs] MHCTUTYTa B COOTBETCTBMU CO CBOMUMH (YHKIUSIMHU
OCYUIECTBIISIIOT KOHTPOJIb MO CYIIECTBY COACPKAHMSI U CPOKAM UCTIOTTHEHHSI TOKYMEHTOB.

OTBETCTBEHHOCTh 3a OpraHM3alMI0 KOHTPOJSA UCIOJHEHMsI  BO3Jaraercs Ha
pYKOBOIUTENEH CTPYKTYpHBIX mojapasaeneHuil uHctutyTa (IlamsTka OTBETCTBEHHOro 3a
JIeJIONPOU3BO/ICTBO B CTPYKTYpHOM noapasnesnenun) (Ipunoxenne Ne 1).

Cekperapuar OKa3bIBaeT METOAMYECKYIO IOMOIIb B OPTraHU3aIUH 3TON paboTHI.

Cekperapuar B IIEHTPAJIM30BAHHOM IOPSAAKE 00ECTIEYMBAET ONEPATUBHBIA KOHTPOIb 32
UCTIOJIHEHHEM JOKYMEHTOB, a TaKXke ydeT M 000O0IIeHHEe HCHOIHUTENbCKON TUCHUIUIMHBI B
WHCTHUTYTE.

KoHnTpomb 3a ncnonHeHNEM JOKYMEHTOB BKITFOUAET B CEOSI:

— IIOCTaHOBKY JOKYMEHTa Ha KOHTPOJIb;

— JIOBEIEHUE /10 UCIIOJHUTENS JOKyMEHTa (MIOPYUCHHUS);

— IIPOBEPKY M PETYIHUPOBAHUE XOJa UCIIOJIHEHUS;

— yd4er u 0000IIeHHe Pe3yIbTATOB HCIIOTHEHHUS;

— UH(QOPMUPOBaHHE PYKOBOJCTBA O COCTOSHUM UCHOIHUTENBCKOM JUCIUIUINHBL.
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KoHTponp Hajg  HMCIONHEHHWEM  TOPYYEHHH, BKIIOYas  TMOPYYEHHS  PEKTOopa,
obecrieunBaeTcsi cekperapuaTtoM. OTBETCTBEHHOCTh 3a OOecredeHue padoThl 1O KOHTPOIIO
WCTIOJIHEHHSI TOPYUYSHUI HHCTUTYTA BO3JIaraeTcsl Ha CeKpeTapuar.

KoHTponp 3a paccMOTpeHHMEM TOCTYNMUBIIMX B HWHCTUTYT OOpameHuid TpakaaH
OCYIIECTBIISIETCS CEKPEeTapuaToOM, 00ECTICUUBAIOIINM KOHTPOJIb 32 HCITOJTHEHHUEM TTOPYYCHHI.

CTpyKkTypHOE TMOIpa3neieHue (JOJDKHOCTHOE JIMIIO) — HCIOJHHUTENh HE BIPaBe
CaMOCTOSITENIbHO Tepe/iaBaTh B JPyroe MoJpas/esieHue 3aperuCTpUPOBAHHBIA 1 HAaIPaBICHHBIN
€My Ha UCIOJIHEHHE JJOKYMEHT (3arpoc).

8.3. [lopsi10K CHATHS TOKYMEHTOB ¢ KOHTPOJIA

JIOKyMeHT cuuTaeTcsi UCTIOIHEHHBIM, KOT/Ia PELICHbl OKOHYATEIbHO BCE MIOCTABICHHBIC B
HEM BOTIPOCHI U COOIIOCHBI CPOKH.

Cekperapuar, obecrieunBaronield KOHTPOIb HaJl UCIIOJIHEHHEM MOPYYSHHH, TpeKpalaer
KOHTPOJIb Ha OCHOBAaHUH:

— npuHATHS  (YTBEpXKIEHHs) COOTBETCTBYIOIEIO akKTa, pa3paboTka KOTOpPOTro
nopy4ajgach ~ HCHOJHUTEN0  (Ha ~ OCHOBAaHMM  JIOKYMEHTHPOBAaHHOM  MH(popManuu
COOTBETCTBYIOLIUX CTPYKTYPHBIX MTOJIpa3/IeIeHuIl);

— THUCbMEHHOU (yCTHOM) MH(OpMAIMH, TOCTYUBILIEH OT UCTIOTHUTEIIS;

— COOTBETCTBYIOLIEH pPE30dIOIMU  peKTopa (IIPOPEKTOPOB); JIOKYMEHTHPOBAHHOM
nH(GOPMAITUU O PEIICHNH;

— JOKyMEHTa-OTBeTa Ha JOKYMEHT-3aIpoC C YKa3aHHEM CpOKa HCIOTHECHUSI.

CHSATB TOKYMEHT ¢ KOHTPOJISI MOXKET TOJIBKO PEKTOp WM CEKpeTapuar, KOTOpOe SBISETCS
KOHTPOJIBHOH CiTy)00ii, TOCTaBUBIIECH JOKYMEHT Ha KOHTPOJIb.

Cekperapuar, 00ecreqnBaronIeii KOHTPOJIb 38 UCTIOJTHEHUEM MOPYYEHH, MPeCTaBIIseT
MOMOIIHUKY PEKTOpa, IMPOPEKTOpaM U PYKOBOAMTENSAM CTPYKTYPHBIX HOApa3aeseHun
MH(POPMALIUIO 0 HAXOJAIIMXCSA Ha KOHTpoJie JoKkyMeHTax o ¢opme [Ipunoxenue Ne 24).

I[Ipu moaroroBke wHpopMaIMK 00 HWCHNOTHEHWH JOKYMEHTOB, WHGOpMaIus
MPEACTABISIETCS] PyKOBOJCTBY ISl M3JIOKEHHS Ha IJIaHEpKaXx.

E’xexkBapTaabHO CEKpeTapuaTOM TOTOBHUTCS W MPEACTABISIETCS HA JOKIAA PEKTOpY
CBOJIHBIM OTYET O COCTOSIHUH HUCTIOTHUTENbCKOW mucnuimuHel [Ipunoxenne Neo 25).

9. YYET U AHAJIN3 JOKYMEHTOOBOPOTA

Yder 00beMOB JIOKYyMEHTOOOOPOTAa BEACTCS B IIEJISAX COBEPIICHCTBOBAHHS OpPTaHU3AIIUH
paboThl C JIOKyMEHTaMH M pacyeTa ONTUMAJIBbHOW YHUCICHHOCTH PaOOTHUKOB, 3aHITHIX B
JIEITOTIPON3BOJICTBE.

AHain3 00beMOB JOKYMEHTOO0OPOTa, CTPYKTYpPhbI JOKYMEHTOIIOTOKOB M COJEPIKAHHS
JIOKYMEHTOB, MOCTYIAIOUIMX B MHCTUTYT U CO3/IaBaCMbIX UM, BEJCTCS B IIEJSX PALMOHATIBHOTO
pacrpeesieHus JOKyMEHTOIIOTOKOB, MOBBIIICHUS UCTIOJHUTEILCKOW TUCIMIUIMHBI, KauecTBa M
3P PEKTUBHOCTH TPUHIMAEMBIX PEIICHHIA.

JlanHBIE O KOJNMYECTBE IOKYMEHTOB O0OOIIAIOTCS, aHAIM3HUPYIOTCS CEKPETapHaTOM H
MPEACTABISIFOTCS PYKOBOJICTBY B YCTAaHOBJIEHHOM IOPSAKE B BUIE CIIPABOK (CBOJIOK, OTYETOB)
CTaTUCTUYECKOTO U aHanuTHIeckoro xapakrepa (IIpunoxxenne Ne 26).

[Tox 00BeMOM TOKYMEHTOOO0OPOTa TIOHUMAETCS KOJIMYECTBO JJOKYMEHTOB, TIOCTYHBIIUX
B UHCTUTYT M CO3JIAaHHBIX UM 32 OINPEICIICHHBIN MePHOI BpeMEHH (MECSIIL, TO.).

Ydyer KOIMYeCTBa JIOKYMEHTOB IPOBOJIUTCS IO  PErHCTPAIMOHHBIM  JaHHBIM
cekperapuaTa. CipaBOYHBIM aapaToM sIBJISIFOTCS )KYPHAJIbI PETUCTPAIIHN:

—  BXOJSIICH, UCXOJAIIEH, BHYTPEHHEH KOPPECTIOHICHITHH;

— TPUKa30B, PaCIOPSKCHUH;

— BBLJAYU JOBEPEHHOCTEW;

— oOpalieHu# Tpaxk/aH;

— BBIJAYW HANPABICHUN B MOE3AKY 00YUArOIINXCS;

— KOMaHIMPOBOYHBIX YOCTOBEPEHUI paOOTHUKOB CTOPOHHHUX OpPraHU3aIlHi;
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— ydeTa KOMUPYEMbBIX U TUPAKUPYEMBIX TOKyMEHTOB.

3a enuHUIly ydeTa KOJHMYECTBA JOKyMEHTOB MPHHUMAETCS 3K3EMIUISIp JOKYMEHTa
(MOUIMHHUK WM KOMHS, €CIM 3TO EJWHCTBEHHBIA JK3EMIUISP AOKYMEHTa). OK3eMILISPHI
JIOKYMEHTa, II0Jy4aeMble B pe3yJbTaTe€ KOIWPOBAHUSA MM TUPAXUPOBAHUS IOKYMEHTa, B
00BbeMe T0KyMEHTO000pOTa HE YUUTHIBAKOTCS.

VY4er KonupyemblX U THUPAXUPYEMBIX [TOKYMEHTOB YIIPAaBJICHUEM J€JaMH BEIETCs
OTJIEIbHO TI0 YYETHBIM JaHHBIM B JKypHaje y4yeTa KOIMHPYEMbIX JOKYMEHTOB JJIsI OIpeNeIeHUs
3arpy3Ku TEXHUYECKHUX CPEJNICTB, pacyeTa MoTpeOHOCTH B HOBOM 000pYIOBaHUH.

[Ipu yuere ucxondmmx TOKyMEHTOB CONPOBOIUTENILHOE IMCbMO U NPUJIaraeéMble K HEMY
JOKYMEHThI IPUHUMAIOTCS 38 OAUH JOKYMEHT.

10. JOKYMEHTAJIbHBIA ®OHJI THCTUTYTA

10.1. PazpaboTka 1 BeieHHe HOMEHKJIATYPHI J1eJI

HoMmenknarypa fgen — cucTeMaTU3MPOBAaHHBIM IMEpedeHb 3aroyIoBKOB (HAaMMEHOBaHUIN)
Jiell, 3aBOJUMBIX B MHCTUTYTE, C YKa3aHHEM CpPOKOB HX XpaHEHUs, OQOpPMICHHBIM B
YCTaHOBJIEHHOM HOPSIKE.

Homenknarypa nen ucnosb3yercs A IpyNIUPOBKY UCIOIHEHHBIX TOKYMEHTOB B JI€Na,
CUCTeMaTHU3allud U y4eTa J€J, OIpPEIEICHUs CPOKOB MX XpaHEHUsS M IMOUCKAa JOKYMEHTOB.
HomeHnknatypa nen sBiIs€TCd OCHOBOM JUI COCTaBIE€HUsS ONUCEH Jel TOCTOSHHOTO U
BpeMeHHOro (cBeimie 10 jer) XpaHeHHs, a Takxke uid ydera aen BpemeHHoro (mo 10 et
BKJIIOUMTENIHHO) XpaHEHUSI.

Homenkmarypa nen sBisiercs OCHOBOH (opmupoBaHMsl JOKyMEHTalbHOTO (oHJA
WHCTUTYTA. JJOKyMeHTaIbHbIH (HOHA MHCTUTYTA — COBOKYITHOCTH JJOKYMEHTOB, 00pa3yIOLINXCs B
npolecce €ro JesTelbHOCTU. JIOKyMEeHTanbHbIH (OHA HMHCTUTYyTa COCTABISIOT JOKYMEHTHI,
CO3aHHBIE B HUHCTUTYTE U IOJIyYEHHbIE UM B PE3yJIbTaTe B3aUMOAECUCTBUSA C APYTMMHU OpraHaMu
YIpaBJIE€HUs], OPraHUu3alUsAMU U rpakaaHaMu. OTBETCTBEHHOCTh 3a COCTaBJIEHHE HOMEHKIIATYPbI
JIe]l CTPYKTYPHBIX TOJIpa3/ieieHui, mopsaok GopMUpOBaHUs U 0hOpMIICHHS e, o0ecreyeH s
UX Yy4yeTa M COXPAaHHOCTH, OpraHu3auus Iepeladd JeJdl B apXuUB HHCTUTYTa JIEKUT Ha
PYKOBOIUTENSAX CTPYKTYPHBIX MOJIpa3AeIeHHI.

HomeHnknatypa en cocTaBisieTcsl Ha OCHOBE M3yUEHHsI Y CTaBa MHCTUTYTA, MTOJOXKEHUN O
CTPYKTYPHBIX MOJAPA3IENICHUsIX M JAPYTUX [TOKYMEHTOB, DPErIAMEHTHUPYIOLUINX JESTENbHOCTD
WHCTUTYTA U TIOPSIOK €€ JOKYMEHTHPOBAHUS, a TAK)Ke HOMEHKIIATYp JIeJ 33 IMPEIIIeCTBYIOLIIE
TOJIbI U IOKYMEHTOB, 00Pa3yIOIIUXCsl B IEATEILHOCTH HHCTUTYTA.

B wuHCTUTYTE COCTaBISIFOTCS HOMEHKJIATYphl [€1 CTPYKTYpPHBIX MOJApa3feleHudl u
HOMEHKJIaTypa el MHCTUTYTA, WIKA CBOJHAs HOMEHKJIaTypa Aeil.

OTBETCTBEHHOCTh 3@ COCTABJICHUE CBOJHONW HOMEHKJIATYpPBbl €1 MHCTUTYTa BO3JIOKEHA
Ha cekpeTapuar.

Homenknarypa pen CTPYKTypHOTO MOJpPA3[CNIEHHs] COCTaBISeTCS PaOOTHUKOM,
OTBETCTBEHHBIM 332  BEACHUE  JIEJONPOM3BOACTBA  CTPYKTYPHOTO  MOApPa3ACIIeHHUS,
COTJIACOBBIBAETCSI CO CTPYKTYPHBIMH MOJPA3AEICHUSIMA HHCTUTYTA.

BHOBB co3/1aHHOE TTO/Ipa3/ieieHue B MECSYHBIN CPOK pa3padaTbiBaeT HOMEHKIATYPY Jel
MoJIpa3ieNieHus ¥ MPEACTABIISIET €€ B CEKpeTapuar.

CBojHasi HOMEHKJIATypa el MHCTHTYTa COCTAaBISIETCS CEKpeTapuaToM M3 HOMEHKJIATYpP
JIeJT CTPYKTYPHBIX MoJIpa3esieHui.

Homenknatypa pgen  HHCTUTYTa, [MOANMCAaHHAS PYKOBOJUTENEM  CEKpeTapuara,
YTBEPKAAETCS PEKTOPOM MHCTUTYTA TMOCTIE €€ COTJIACOBAHMSI HE MO3[IHEE KOHIA TeKYIETo rojia
U BBOAMTCSA B AeMicTBHE € 1 SHBaps CIEAYIOLIETO TOAA.

10.2. Iopsaaok 3anoaHeHUs rpa HOMEHKJIATYPHI A€

Howmenknarypa gen cTpyktypHbix noapasnenenuii (IIpunmoxenne Ne 27) m cBognas
HOMEHKJIaTypa WMHCTUTYTa COCTaBisieTcsl 1o ycraHoBieHHOW ¢opme (IIpumoxenune Ne 28) u
onpenenenHont cxeme (IIpunmoxkenne Ne 29). B rpade 1 HOMEHKIATypsl A€l MPOCTaBISIOTCS

55



MHJIEKCHl KaX/IOro Jefa, BKIIOYEHHOTO B HOMEHKIATypy. MHAeKc nema CoCTOMT U3
YCTaHOBIICHHOTO B HWHCTUTYTE LU(POBOTO WHIEKCA CTPYKTYpHOTO TIO/PA3ACICHUS |
MOPSIKOBOTO HOMEpa 3arojioBKa Jiela 10 HOMEHKIAType B Tpenenax CTPYKTypHOTO
noapasnenenus. Muamekcer nen obo3navarores apadckumu mudpamu. Hanmpumep: 12-05, roe 12 —
KOJI CTPYKTypHOro moapasneneHus, 05 — MOpsIKOBBII HOMEp 3arojioBKa Jeia B pasjene
HOMEHKJIATYPBI JICI.

B HoMmeHknaType Jen  PEKOMEHJYETCS COXpaHATh OJAMHAKOBBIE HMHJIEKCHl JUIs
OJTHOPOJHBIX €N B IpeAenax pa3HbIX CTPYKTYPHBIX MOApa3AeieHui; A MepexoaIiuX el
MHJIEKC COXPaHsIETCs.

B rpady 2 HoMEHKIJIATYpBI JIe)T BKIIFOYAIOTCS 3aT0JI0BKH JIeN (TOMOB, YacTei).

3aroJ0BOK J1es1a 4eTKO, B 0000IEeHHOH (opMe OTpaXkaeT OCHOBHOE COJIEPyKaHHUE U COCTaB
JOKYMEHTOB JIeJIa.

Ecnmu neno, BkitoyaeMoe B HOMEHKJIATYpPYy A€, COCTOMT M3 OJAWHAKOBBIX BHUJIOB WIIH
Pa3sHOBUAHOCTEH ITOKYMEHTOB, B 3aroJIOBKE TaKOTO Jeja YKa3bIBAaeTCs HAaUMEHOBAaHHE BHIOB
JIOKYMEHTOB

3arojoBOK  Jena COCTOMT W3  DJEMEHTOB, paclojiaraeMblX B CICAYIOLICH
MOCJIeIOBATEILHOCTH: Ha3BaHHWE BHIA Jena (Mepenucka, KypHala U Jp.) WIH Pa3HOBUIHOCTU
JOKYMEHTOB  (NIPOTOKOJIbI, MpHKa3bl U Jp.); Ha3BaHHME MWHCTUTYTAa WIH CTPYKTYPHOTO
nojpasjesieHus (aBTop AOKyMEHTa); Ha3BaHUE OpraHu3allu, KOTOpoi OyIyT aapecoBaHbl WK
OT KOTOPOH OYyIyT IMOJIy4eHbI JTOKyMEHTHI (aJpecaT Ui KOPPECTIOHICHT JIOKYMEHTa); KpaTKoe
colepKaHuEe TOKYMEHTOB [I€Jla; HAa3BaHHUE MECTHOCTU (TEppPUTOpPUH), C KOTOPOH CBS3aHO
coJepKaHue TOKYMEHTOB JieNa; Aata (Mepruos), K KOTOPIM OTHOCSTCS TOKYMEHTHI JIea.

B 3aronoBkax men, comepXammx JOKYMEHTHI MO0 OJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCJIEIOBATEIFHOCTRIO ~ WCIIONIHEHHUS, B KadecTBE BHIA Jela YHNOTpPeOJsIeTcs TEepMHH
"IOKyMEHTHI", a B KOHIIE 3arojioBka B CKOOKaxX YKa3bIBaIOTCS OCHOBHBIC DPa3HOBHIHOCTH
JIOKYMEHTOB, KOTOPBIE JJOJDKHBI OBITH CIPYIIITUPOBAHEI B Jelie (0030pbl, CBOJKH, CIIPABKH U T.]1.).

B 3aronoBkax e, copepkamux NepenucKy, yKa3plBaeTCs, C KEM U 10 KaKOMY BOIIPOCY
OHa BEJIeTCSl.

B 3aromoBkax Jen, coiep)KallMX NEpPenucKy C OJHOPOIHBIMH KOPPECTOHACHTaMH,
MOCJIETHUE HE YKa3bIBAlOTCS, a yKa3blBaeTcs UX o0l1ee BUI0BOE Ha3BaHMUE.

B 3aromoBkax gen, cojepalux NEPenucKy C Pa3sHOPOAHBIMU KOPPECHOHAECHTaMH,
MOCJIETHUE HE MePEeUHCIISIOTCS.

B 3arosnoBke nena ykas3bIBaeTcsi KOHKPETHBIM KOPPECIIOHIEHT, €CJIM MepenrcKa BeJeTcs
TOJIBKO C HUM.

[Ipu o0Go3HaYeHMH B 3aroJOBKax el aIMHHUCTPATHBHO-TEPPUTOPUAIBHBIX €IUHHIL
YUUTBIBACTCA CIENYyIOIIee: €CIU COJACepKaHWEe Jella KacaeTrcs HECKOJIbKUX OJIHOPOIHBIX
aJIMUHUCTPATUBHO-TEPPUTOPUATIGHBIX €AMHUI], B 3aroJIOBKE Jeja HEe YKa3bIBalOTCA UX
KOHKpPETHBIC Ha3BaHUs, a YKa3bIBAaCTCA UX OOIIee BIIOBOE Ha3BaHUE.

Ecnu conepxanue nena KacaeTcs OJHON aJMUHUCTPATUBHO-TEPPUTOPUAIILHON €MHUIIBI
(HacelleHHOTr O MyHKTa), €€ (ero) Ha3BaHUE YKa3bIBACTCs B 3ar0JIOBKE Jela.

B 3aronoBkax fen, copepskaliux IIaHOBYIO MIIM OTYETHYIO JOKYMEHTAIMIO, YKa3bIBAaeTCs
nepuo (KBapTai, Tof), Ha (3a) KOTOPBIA COCTABIICHBI TNIAHBI (OTYETHI).

Ecnu neno OyneT cocTosATh U3 HECKOJIBLKUX TOMOB MJIM YacTEH, TO COCTaBISIETCS OOIIUH
3aroJIOBOK JIeNa, a 3aTeM MPH HEOOXOAMMOCTH COCTABIISIOTCS 3arOJIOBKU Ka)10T0 TOMa (4acTH),
YTOUHSIOUINE COJIepKaHUE 3arojoBKa Jema.

[Topsimok  pacmoynokeHUsl 3arojIOBKOB A€ BHYTPH pa3felioB W IIO/Pa3/eioB
HOMEHKJIATYPBI J€J ONPEAEISAETCS CTETIEHbIO BAXKHOCTH IOKYMEHTOB, COCTABIISIOIINX JeIa, U UX
B3aMMOCBSI3bI0. B Hauase pacrosararorcsi 3arojIOBKH JIeJl, COJEpIKAIluX OpraHU3alMOHHO—
pacropsAUTENbHYIO IOKYMEHTAITUIO.

3aroJI0BKH €7 MOTYT YTOUHSTHCS B Tiporiecce popMupoBanusi 1 0HOPMIICHUS JIET.

I'padpa 3 HOMEHKIATYpBI J€J 3a0JIHAETCS [0 OKOHYAHUU KaJIeHAapHOTO roja.
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B rpade 4 yxasbiBaeTcs CpoK XpaHEHHs Ji€la, HOMEpa CTaTel Mo MEepedHIo, a MPU ero
OTCYTCTBHUM — II0 THIOBOM WM NPUMEPHOM HOMEHKJIAType €l WM COIJIACOBAHHBIN C
®enepalibHBIM APXUBHBIM areHTCTBOM CPOK XpaHEHHUSI.

B rpage 5 ‘"llpumeuanwe" yKa3bIBAIOTCSI Ha3BaHUS NEpPEYHEH JTOKYMEHTOB,
WCIIONIb30BAHHBIX TIPH OINpPENEJICHUH CPOKOB XpaHEHUS Jell, MPOCTABISIOTCS OTMETKH O
3aBelleHUH el (B TOM YHCiie B AJIEKTPOHHOM BH/IE), O MEPEXOIALINX JIENax, O BBIICICHUH Ae K
YHUUYTOKEHUIO, O JIUIAX, OTBETCTBEHHBIX 3a (OPMUPOBAHUE JE]I.

Ecim B TeueHue Tr0Aa B CTPYKTYpPHOM IOAPA3JEICHUHM BO3HHUKAIOT HOBBIE
JIOKYMEHTUPOBAHHbIE y4YacTKH paOOThl, HA HUX (OPMHUPYIOTCS COOTBETCTBYIOILME JA€ja, OHU
JIOTIOJIHUTEIBHO BHOCATCS B HOMEHKJIATypy. s BHOBb 3aBOAMMBIX JI€1 B KaXKIOM pasjesa
HOMEHKJIaTyphl OCTABJIAIOTCS PE3EPBHBIE HOMEPA.

[lo oxoHYaHHMM TOAa B KOHLE HOMEHKJIATypbl JA€J JeJaeTcsd HWTOroBasl 3aluch O
KOJTMYECTBE 3aBEICHHBIX 1] (TOMOB).

10.3. ®opmupoBaHue e U UX TeKylllee XpaHeHue

®dopmupoBaHue e — rPyNINUPOBKA UCTIOTHEHHBIX JJOKYMEHTOB B JieJa B COOTBETCTBUU C
HOMEHKJIATYpOH JIeNl M CUCTeMaTh3allksl JOKYMEHTOB BHYTPH Jefia.

[Mpyuaumun  GopmupoBaHUs JA€N: LEHTPATU30BAaHHOE — B YOPABICHUU JClaMu;
JELUEHTPAIU30BAHHOE — B CTPYKTYPHBIX MOAPA3JEIECHUAX TEKYILIEro XpaHeHus Jel U
IIOCTOSIHHOTO XPaHEHUs COINIACHO HOMEHKJIAType A€l CTPYKTYPHOTO MOApa3AeICHusI.

[Tpu ¢opmupoBaHuM A€ B CTPYKTYPHBIX IOJIPA3/IEICHUSX HHCTUTYTa HEOO0XOIUMO
coOmogaTh  CIeAylollMe MpaBWiIa: IOMeNmar B JEJI0  HCIHOJIHEHHBbIE  JOKYMEHTHI,
COOTBETCTBYIOILKE IO CBOEMY COJIEPKAHUIO 3ar0JIOBKY JI€J1a 10 HOMEHKIIAType;

MOMEIATh BMECTE BCE JOKYMEHTBI, OTHOCSIILIMECS K Pa3PEIICHUIO OAHOTIO BOMPOCA;

MOMEIIATh MPUIIOKEHUSI BMECTE C OCHOBHBIMHU TIOKYMEHTAMU;

TpyNIUpOBaTh B JEJIO JIOKYMEHTHl OJHOTO KAJICHJApPHOTO Troja, 3a HCKIIOUYEHUEM
MEePexXOIALINX JeT;

pa3fenbHO TPYyNIHPOBaTh B Jieda JOKYMEHTBl IMOCTOSHHOTO M BpPEMEHHBIX CPOKOB
XpaHEHUS;

BKJIIOUATH B JIEJIO TIO OJTHOMY SK3EMILISIPY KaXXI0Tr0 JOKYMEHTA;

noMemarte B Jena (akcorpaMMmbl, Telerpammbl, TenedoHOrpaMMbl Ha  OOIIUX
OCHOBaHUSIX;

MOMEIIaTh B J€10 JOKYMEHT, NpPAaBUIbHO M IOJHOCTbIO O(OPMIIEHHBIH (JOKYMEHT
JIOJKEH UMETh JaTy, MOIMHUCH U JIp. PEKBU3HUTHI);

HE IOMeIlaTh B JEN0 JOKYMEHTHI, MOAJIEKAIIUE BO3BpAaTy, JIMIIHHUE 3K3EMIULIPbl U
YEpPHOBUKH (32 UCKITFOYEHHEM 0C000 IIEHHBIX);

no o0BeMy Jeno He JOJDKHO mpeBblmath 250 JHucToB, mpH TonmmHE HEe Oonee 4 cMm
(TommuHa Aen co cpokamu xpaHeHus no 10 ner He nomxHa mnpesbimate 10 cm). Ilpum
MPEBBIIICHUH JAaHHOTO 00beMa 3aBOAUTCA BTOPOH ToM. [Ipu Hanmuuu B Jiese HeCKOIbKUX TOMOB
("acTeil) MHOEKC W 3arojiOBOK Jefia NPOCTAaBISIOTCS HAa KaXKIOM TOMEe C Jo0aBlIeHHEM
o6o3nauenwmii: "T. 1", "T. 2" u T.1.

JIOKyMEHTBI BHYTpPH Ji€Jla pPacIolaratoTcsl CBEpXY BHU3 B XPOHOJIOIMYECKOM, BOIIPOCHO-
JIOTUYECKOH II0CIIEN0BATENIBHOCTH WM UX COYETaHUU.

PacnopsinuTenbHbple AOKYMEHTBI TPYNIHUPYIOTCS B Jejia [0 BUAAM M XPOHOJOIMH C
OTHOCSIIIMMUCS K HUM IIPUIIOKEHUSIMU.

B otnenpHbIe fema Mo XpOHOJIOTHH, B 3aBUCUMOCTH OT BHJIA JOKYMEHTOB, (hOPMHUPYIOTCS
KOTIMH TPUHATHIX (eepatbHbIX 3aKOHOB, akToB IIpesnnenta Poccuiickoit deneparum, akToB
IIpaBurenscTtBa Poccuiickoii ®enepanuu W BBIIUCKA M3 COOTBETCTBYIOIIMX HPOTOKOJIOB
3acenanuil [IpaBurensctBa Poccuiickoit @eneparuu win ero [Ipesnnnyma.

JIOKyMEHTBI KOJUIErnid TPYNNUPYIOTCS B ABA JieJia: a) MPOTOKOJIbI M PEIICHUS KOJIJIETHH;
0) JOKYMEHTBI K 3aCEJaHMsIM KOJUIETHH.

IIpoTokoibl B €€ pacoyiaratoTcsl B XpOHOJOTHYECKOM MOPSIKE II0 HOMEpaM.
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JIOKyMEHTBI K 3aCeJaHusIM TPYIIUPYIOTCS B OTJIEIBHOE AETI0, TaK XKe, KaK U MPUIIOKEHHS
K IPOTOKOJIAM, €CIIM OHU coziepkaT Oojee 25 cTpaHu.

JIOKyMeHTBI K TIPOTOKOJIaM, €CIH OHH CrPyNIHAPOBAaHBI B OTICIBHBIC JeTa,
CHUCTEMATHU3UPYIOTCS BHYTPH J€J1a IO HOMEpPaM HMPOTOKOJIOB.

[Tonoxxenusi, yctaBbl, HHCTPYKIIUH, YTBEPKACHHBIE PACTIOPSIAUTENBHBIMU JIOKYyMEHTAMH,
SIBJIIIOTCS MTPUIIOKEHUSIMU K HUM H TPYIITUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTaMH.

ITpuka3bl MO OCHOBHOHM JESATENBHOCTH, JIMYHOMY COCTaBy OOYyYalOIIMXCS, JUYHOMY
coCTaBy pabOTHHUKOB I'PYNITUPYIOTCS OTIEIBHO.

ITpu hopmupoBaHnM NPUKA30B MO JIUYHOMY COCTaBYy (OPMUPYIOTCS B OTAEIbHBIE J1€Na
NpPUKa3bl MO JIMYHOMY COCTaBy IO pa3IMYHBIM BOMPOCAM, B COOTBETCTBUU CO CpPOKaMHU
xpaHenusi. Hanpumep, mnpukassl O TMpHeMe, TMEpeMeIleH!H, YBOJBHEHHH pPaOOTHUKOB
(hOpMUPYIOTCS OTIIENBHO OT MPUKA30B I10 IPYTUM BOIIpocaM (KOMaHIUPOBKAM U T.II.).

YTBepKIEHHbIE IUIAaHBI, OTYETHI, CMETHI, JIMMUTHI, THTYJbHBIE CIUCKH U JApYyTHE
JOKYMEHTHI TPYNIUPYIOTCS OTACIBHO OT UX IMPOEKTOB.

JIOKyMEHTBI B TMYHBIX A€IaX PacloiaraloTcs 10 Mepe UX MOCTYIUICHUS.

Ob6pamenust (IpeIOKESHHS, 3asBICHUS M KaloObl) TpakJaH IO BOMpocaM pPadOTHI
WHCTUTYTa, €ro TOJpa3leieHH W BCE JOKYMEHTHI MO WX PACCMOTPEHHUIO W HCIIOJIHEHHUIO
IPYNIIUPYIOTCS OTAEIBHO OT 3asBJIECHUI IpaX/laH 10 JMYHBIM BOIIPOCAM.

Ilepenucka rpynnupyercs, Kak @paBWiIo, 3a IMEpUOJ] KaJeHAApHOIo Toja u
CHCTEMAaTHU3HUPYETCS B XPOHOJIOTUYECKOM MOCIeI0BATENbHOCTHU: IOKYMEHT-0TBET IIOMEIAETCS 32
JOKyMEHTOM-3arpocoM. [Ipy BO30OHOBIEHHWM TIEPENMUCKH IO ONPEAEICHHOMY BOIpPOCY,
HayaBIICHCS B TMpPeIbIOyLIeM TOAy, JOKYMEHTHI BKIIOYAIOTCS B JIENIO TEKYyIIEro roga ¢
yKa3aHHeM MHJEKca JeNa MpeIblIyIero roaa.

Jena co nmHS WX 3aBeACHUS 10 TMEpeJadd B apXWB HHCTHUTYTa WM HAa YHHYTOXKEHHUE
XPaHATCS IO MeCTy UX (popmupoBanus (B CTPYKTYPHBIX OIPA3ACTICHHSIX).

Hena cunrtarorcs 3aBeJleHHBIMH C MOMEHTa BKIIOUEHHUS B HUX IMEPBOTO MCIOJIHEHHOTO
nokymenTa. Ilocie ncnogHeHus: JOKYMEHTOB M OKOHYAHHS pabOTHl C HUMH OHH TTOMEIIA0TCS
(mogmmBarotcs) ans obecnedueHrs (PU3MUECKON COXPAaHHOCTH B TBEPIbIE OOJIOKKH MU MAarKH-
PETUCTPATOPEI.

B KaxaoM CTPYKTypHOM IOJpa3/eleHUN BBIACIAIOTCS paOOTHUKM, OTBETCTBEHHBIE 32
COXPaHHOCTb IOKYMEHTOB U ()OPMHPOBAHUE UX B Jeia (KaK IpaBuilo, 3TO JIUIA, OTBETCTBEHHbBIE
3a JIeNONpPOU3BOJICTBO, Ha3HAuU€HHbIE NPHKAa30M pekTopa). PykoBoaurenu mnoapasjeseHui u
yKa3zaHHbIE pa0OTHUKU 00€CIIeYnBalOT COXPAHHOCTh JTOKYMEHTOB U JIEI.

Il obecrieueHrst COXpaHHOCTH M y4eTa JOKYMEHTOB M JIeJT, I0CTyIa K HUM ITPOBOJIUTCS
KOMILIEKC padoT;

— CO3JaHHE ONTHMAIbHBIX TEXHHYCCKUX ((DU3UUECKHMX) YCIOBHH  XpaHCHHUS
JIOKYMEHTOB U JIEJT;

—  pa3sMeIleHHe Je;

—  IpOBEpKa HAJIMYHS U COCTOSIHUS JOKYMEHTOB H JIEJT;

—  co0roieHre TIOPsiKa BRIJAYH JICIT.

Jlena pasmemiaroT B pabOYMX KOMHATAaX HJIM CICIHAIBHO OTBEICHHBIX JJIS STOW IIEJIH
MOMEIIEHUSAX B 3amUparomiyecs mradpl, cedbl U T.IL., 9YTOOBI 00ECIECYNTh UX COXPAHHOCTH U
3aIUTY OT BO3CHCTBUS MBUIA M COJTHEYHOTO CBETA.

Hena B mkadax i WX ydeTa W OBICTPOrO IMOMCKA PACIONAralOTCs BEPTHKAIBHO,
KOpEIIKaMHi Hapy»y W B COOTBETCTBHHM C HOMEHKIATypoiul aei. Ha kopemikax o0IOXKeK e
YKa3bIBAIOTCS WHAEKCHI MO0 HOMEHKJIaType jein. HoMeHkiaTypa e WM BBINKMCKA W3 Hee
MOMEIAeTCs Ha BHYTPEHHEH CTOPOHE IKada.

ITpu moucKe Kakoro-mmOo JOKyMEHTa BHAYalle CIICIyeT HAWTH HY>KHBIN 3ar0JOBOK JIela,
a 3aTeM M0 MHIEKCY Jieia — COOTBETCTBYIOIIYIO MANKY Ha IOJIKE.

Jlema MOKYMEHTAIbHOTO (OHIA HHCTHTYTa, HAXOMSIIMECS Ha TEKYIIEM XpaHEHUH,
nojuiexar ydery. I[leproanveckd, Kak TMpaBWIIO, MEpea Iepeaadeii B apXUB HHCTHTYTA,
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NPOBOJUTCS TPOBEPKA HAJIMYUS U COCTOSHHUS JOKYMEHTOB M /€l B IENAX YCTAaHOBJICHUS
(aKTHYECKOTO HAMYHSA JIeNT M COOTBETCTBUS X KOJIMYECTBY, YHCIAIIEMYCS 1O HOMEHKIAType
Jell.

[TpoBepka HATMYKS U COCTOSHHS JOKYMEHTOB H JIe]T IPOBOIMTCS TIPH TIEPEMEIICHUH JIeIT,
npu  BO3Bpare Jell, NpU CMEHE pYKOBOAUTENS CTPYKTYPHOTO TOApa3AeieHUs, Npu
peopraHM3alvy 1 JTUKBUIAIMA HHCTUTYTA WK €r0 CTPYKTYPHOTO TIOAPa3ICICHHUS.

ITpoBepka HaIMuMs TPOBOAMUTCS MyTEM CBEPKM CTATe HOMEHKJIATYpbI J€Jl C ONUCAHHEM
Jen Ha oOJIoKKe, a (DU3MYECKOe COCTOSIHME Je OINpeNeNsercss IMyTeM HX BH3YalbHOIO
npocMoTpa. Bce oOHapykeHHblE HENOCTATKH (PUKCUPYIOTCS B aKTe NPOBEPKU HAIMUUS U
COCTOSIHUS JIEJI.

B cmydae yTpaThl ITOKYMEHTOB M JIeJI HPOBOJHUTCS CIy>KeOHOE pacciefoBaHHe, IO
pesynbratam kotoporo odpopmisiercs akT ([Ipumoxkenue Ne 17), u nuiio, BUHOBHOE B yTpare,
HECEeT JUCIHUILIMHAPHYIO OTBETCTBEHHOCTH B YCTAHOBIICHHOM ITOPSI/IKE.

Bbiaua nen Apyrum moipasieieHusiM IPOU3BOAMTCS C pa3pelieHns] PeKTOpa HHCTUTYTA.
Beinaua nen paGoTHukam nopapasaeneHuil Ans paOOThl OCyLIECTBIAETCS MoA pacnucky. Ha
BBIJJAHHOE JI€JI0 3aBOAMTCS KapTa-3aMECTUTENb, IIOMEIaeMasi Ha MECTO BBIIAHHOIO Jena. B Helt
YKa3bIBa€TCsl CTPYKTYpHOE MOJpa3esIeHUe, HHAEKC Jel1a, aTa ero BbIAAYM, KOMY JIEJIO BBIIAHO,
JlaTa €ro BO3BpallleHMs, MpelycMaTpUBarOTCS rpadbl A8 PacHUCOK B MOJTYYEHUH U IpUEMe
Jena.

Jlena  BBITAIOTCSIT BO  BPEMEHHOE  MOJb30BAHWME  COTPYAHHKAM  CTPYKTYPHBIX
NoJpa3esieHHi Ha CPOK He OoJiee 0JJHOTO Mecslla C pa3pelIeHus: pekropa (IpopeKkTopa) u mocie
€ro MCTeUEHUs MOJIIeKaT BO3BPATY.

WHBIM TOCYIapCTBEHHBIM OpTaHaM W OPTaHW3AIUAM Jieia BBIAAIOTCS HA OCHOBAHUHU HX
MUCBMEHHBIX 3alpOCOB C pa3pelieHus pEeKTOpa HHCTUTYTa WM TIOMOIIHHAKA PEKTOpa,
KypPHUPYIOIIEr0 BOIPOCHI AETONPOU3BOJACTBA, MO AKTAM.

Ecnmu oTnenbHbIe TOKYMEHTBI, YK€ BKJIIOYCHHBIC B JIENO, HAXOMAAIICECs Ha TEKyIIeM
XpaHEHHUHU B CTPYKTYPHOM IIO/Ipa3AeiIeHNH, BPEMEHHO TPEOYIOTCS COTPYIHUKY, OHU MOTYT OBITH
BBIIaHBl W3 JieJla OTBETCTBEHHBIM 3a (OPMHpPOBAHHME W XpaHCHHE JelN, a Ha HMX MeCTO
BKJIQ/IBIBACTCSl JINCT-3aMECTHTENIb, C yKa3aHHEM — KOrJa, KOMy M Ha KaKOH CpOK BBIIaH
JIOKYMEHT.

W3bsiTHE NOKYMEHTOB M3 JI€]1 OCTOSHHOI'O XPAHEHUS JIOMyCKaeTCs B UCKIIOUUTEIbHbBIX
cllydasiX M TNPOU3BOAUTCS C pPa3pellleHHs] PeKTOpa 3aBEpPEHHOW KOMUHU JIOKYMEHTa M aKTa o
NPUYMHAX BbIIAYM NOUIMHHHKA.

10.4. ITonroToBKa 10KyMEHTOB H /ieJI K Mepeaaye Ha apXUBHOE XPaHeHHe

Jns opraHu3anuyd ¥ TPOBEACHUS OSKCIEPTU3bl HEHHOCTH JOKYMEHTOB B HHCTHUTYTE
CO3/a€TCs MOCTOSIHHO JIEHCTBYIOIIAsA LIEHTpaJbHas IKcnepTHas komuccus (nanee — LIOK) u, mpu
HEOOXOIMMOCTH, SKCHEPTHbIE KOMHCCHH B CTPYKTYpHBIX mopapazaeneHusx (mamee — DK),
JIEHCTBYIOIINE Ha OCHOBAHUH ITOJIOKEHHM, YTBEPKIAEMbBIX, COOTBETCTBEHHO, PEKTOPOM.

OkcnepTh3a [EHHOCTH  JIOKYMEHTOB TOCTOSHHOTO M BPEMEHHOTO  XPaHEHUS
OCYILECTBIISICTCS €XKErOAHO B CTPYKTYPHBIX IOJPA3JIEIEHUSX HMHCTUTyTa pPaOOTHUKAMH,
OTBETCTBEHHBIMU 32 BEJIEHHE AEIONPON3BOJICTBA.

IIpyu npoBeAeHUH SKCHEPTH3bl LIEHHOCTH AOKYMEHTOB OCYIIECTBISIETCA OTOOp el
MOCTOSIHHOTO M BpeMeHHOro (cBbimie 10 5ieT) XpaHeHHs A Mepefadyd B apXuWB HMHCTHTYTA;
oTOOp J1e’ ¢ BpEeMEHHBIMU Cpokamu xpaHeHus (mo 10 net) m ¢ mometkoit "Jlo MuHOBaHWS
Ha/I00HOCTH", TOJISKAIIMX JalbHEHIIEMY XpAaHEHHI0 B CTPYKTYPHBIX MOIpA3JCNeHHUIX, a
TaKKe BBIICTICHHE K YHUYTOXEHHIO JIENI 33 MPEAbIAYIINE TOMBI, CPOKM XPAaHEHUS KOTOPBIX
MCTEKJIH.

OTOOp JOKYMEHTOB /Il TIOCTOSHHOTO XpPAHEHHs MPOBOIUTCS Ha OCHOBaHHHU
3aKOHOJATEIBHBIX M WHBIX HOPMATHUBHBIX MPaBOBBIX akTOB Poccuiickoit denepanmu, nepeyHe
JIOKYMEHTOB C yKa3aHHEM CPOKOB MX XPaHECHUSI © HOMEHKIIATYPBbI €] HHCTHTYTA.
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[To pesympTaTaM »SKCHEPTH3Bl LEHHOCTH JIOKYMEHTOB COCTABJISIIOTCS OMNHMCH el
MOCTOSIHHOTO, BpeMeHHOro (cBbimie 10 JeT) XpaHeHHs, a TakXe aKTbl O BBLACICHUH TN K
yanuroxxenuto (Ilpunoxenue Ne 14), (Ilpunoxenne Ne 15).

[1o 3aBepiIeHNH IEIOMPOU3BOACTBEHHOIO I'OJia U 10 Pe3yIbTaTaM SKCIEPTU3bl HEHHOCTH
JIOKYMEHTOB JeJia ToJuiexkaT O0OPMIICHUIO B COOTBETCTBHH C IMpaBWJIaMd O(QOPMIICHUS Jen U
MOJATOTOBKH JIeT K Tepeaayue Ha apXuBHOe xpaHeHue B apxuB nHcTuTyTa (I[Ipunoxxenue Ne 13),
(ITpunoxenne Ne 16).

Odopmiienne aen NpoBOAUTCS paOOTHUKAMH, OTBETCTBEHHBIMH 3a J€JIONPOU3BOJICTBO B
CTPYKTYPHBIX HOApA3JeNeHUIX, NP METOJUYECKOW IOMOIIM M TOJ KOHTPOJIEM apXxuBa
MHCTUTYTA.

[TotHOMY O OpMIIEHHIO TIOJJIEKAT Jelia MOCTOSIHHOTO M BpeMeHHoro (cBeime 10 Jer)
XpaHEHUs, B TOM YHCJe Jeja MO0 JUYHOMY COCTaBy, Jena BpeMeHHoro (no 10 ner) xpaHeHus
MOJUTEKAT YaCTHIYHOMY O(OPMIICHUIO.

[TomHOE OhopmIteHHE nena mpeaycMaTpuBaeT: 0(hopMIIEHHE PEKBU3UTOB OOJOXKKH Jesa
no ycranoBiaeHHoH ¢opme ([Ipunoxxkenune Ne 12); Hymepauuio JHCTOB B J€Jie U COCTaBJICHHE
nmucra-3aBeputens naena (Ilpunmoxkernme Ne 11); cocrtaBieHue, B HEOOXOIUMBIX CIIydasX,
BHYTpPEHHEH ONMUCH JOKYMEHTOB Jieja, MOJAIIMBKY M TEpeIuieT Jelia; BHECEHHE HEOOXOIMMBIX
YTOUHEHUH B PEKBU3UTHI OOJIO0KKH JIEI.

BHYTPEHHA OIIMCH
JIOKYMEHTOB Jena N
N WNHpeke [ara 3aroyioBOK Howmepa nmucros | IIpumeuyanue
n/n JOKYMEHTa JOKYMEHTa JOKYMEHTa Jeina
1 2 3 4 5 6
Hroro JIOKyMEHTOB,
(urdpaMu ¥ MPOMHCHIO)
KonuuecTtBO 1MCTOB  BHYTPEHHEW  OMUCH (muppamu  u
MPOIHUCHIO)

10.5. Ilopsaok cocTaBJieHUsI ONMKCEH J1eJ1 MOCTOSIHHOT0, BpeMeHHOro (cBbie 10 jer)
XPaHCHHUS U 110 TUYHOMY COCTABY

B uHCTUTYTE B KaXIOM CTPYKTYPHOM IOJpPA3AEICHUM OIMCH Ha Jejia IOCTOSHHOIO
XPaHEHUs COCTABIIAIOTCS €XETrOJHO I0J METOJUYECKHM PYKOBOJCTBOM apXxuBa MHcTUTyTa. Ilo
9THM OIIUCSM IOKYMEHTHI CIAIOTCS B apXUB MHCTUTYTA.

Onuce nen — apXUBHBIM CIPAaBOYHUK, COAEPIKALIMN CUCTEMATU3UPOBAHHBIN IEPEYEHb
€MHUI] XPaHEHUS apXUBHOTO (OHIA, KOJUIEKIUH M TNPEAHA3HAUYEHHBIH Ui WX y4era u
packpeiTusi conepxanus. OTaenbHas ONKMCh MPENCTaBIsAET COOOW TMepedeHb Jen ¢
CaMOCTOSITENIbHOM BajoBOM (MOPSAAKOBOW) 3aKOHUYEHHOW HyMmepauued. OCHOBOHM COCTaBICHUS
omHcel Jen SBISeTCs] HOMEHKIAaTypa faeil. OnucH COCTaBIsAIOTCA OTEIBHO Ha JIea MOCTOSHHOTO
XpaHeHust; nena BpeMmeHHoro (cBeime 10 neT) xpaHeHus; neia Mo JUYHOMY coctaBy. Ha gena
BpeMeHHOTO0 (10 10 51eT) XpaHeHus! OIUCU HE COCTABIISIOTCA.

Ornucu e, MOATOTOBJICHHBIE CTPYKTYPHBIMU TOAPA3JEICHUSIMH, CIYXKaT OCHOBOW ISt
MIOJATOTOBKH CBOJHOM OIIUCH J1€]1 HHCTUTYTA.

Onucu en CTPYyKTYPHBIX MOApa3AeIeHUNH COCTABIAIOTCS IO YCTAHOBIEHHOW (opme u
MIPEJICTABIISIFOTCS. B apXUB MHCTUTYTA HE I0O3/HEE YEM Yepe3 TPU I'ofa IOCje 3aBEpIICHUs A€ B
JIEIONIPOU3BOICTBE.

B onmcsx gen ykasbIBaeTcs MOJHOE JIEHCTBUTENbHOE (0€3 COKpalleHHi) HAaNMEHOBaHUE
CTPYKTYPHOTO TOJpPAa3JAEieHUs, KOTOPOE BEJIO Jeja M 3aKOHYMJIO UX JEJIONpOM3BOACTBO. B
CiIydJasx, KOr/ia CTPYKTYPHOE MOApa3IeIeHHe B TEUEHNE MEPUO/A, 32 KOTOPbI BHOCSTCS Aela B
OnHch, OBUIO MeperMMeHOBaHo (Ipeodpa3zoBaHoO), MO MPEKHUM HAWMEHOBAHMEM IHUILETCS €ro
HOBOE HAUMEHOBAHHUE.

OrnucaTenpHasi CTaThsl OMHCH JI€] CTPYKTYpHOTO TOApPAa3AeiCHHs] UMEET CIIEAYIONIne
3JIEMEHTHI:
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— TIOPSAIKOBBIN HOMEp Jena (ToMa, 9acTh) 10 OIUCH;
— HHJEKC jena (ToMa, 4acTh);

— 3aroJIOBOK jeja (ToMa, 4acTH);

— Jara niena (ToMa, 9acTH);

— KOJIMYECTBO JIUCTOB B Jielie (TOME, YaCTH);

— CpOK XpaHEHHs Jena.

[lepen BHeceHWEM 3aroJjOBKOB Jiel B ONKCH MPOBEpsETCS KadeCcTBO (OPMHUPOBAHUS U
odopmiieHus nien. B ciydyae oOHapyskeHUsT HApYIIECHU YCTAaHOBIEHHBIX TIPABHI (DOPMHUPOBAHHMS
1 oopmIIeHUS 1T, OHU YCTPaHSIIOTCS.

[Ipu cocTaBJIeHUU OMUCH JIeT COOJTIOIAIOTCS CIICAYIOIINE TPSOOBAHNS:

— 3aroJIOBKM JIell BHOCSTCSI B ONUCh B COOTBETCTBUM C TIPUHSATOW CXEMOU
CHUCTeMAaTHU3allMd HA OCHOBE HOMEHKJIATYPHI JIeT;

— KaX0€ JIeJI0 BHOCHUTCS B OIKCH TIOJT CAMOCTOSTEIHHBIM MOPSIIKOBBIM HOMEPOM (€CITr
JIeJI0 COCTOUT M3 HECKOJBKHMX TOMOB (4acTed), TO KaKAbli TOM (4acTb), B TOM YHCIIE
chopMupoBaHHOE B OTHAEIBHBIM TOM NPWIOKEHHE K ey, BHOCATCS B OIHCHh TIOJ
CaMOCTOSITEIIBHBIM HOMEPOM);

— TIOPSAIOK HyMEPAINH JIeTT B OTFICH — BaJIOBO;

— TIOPSAIOK  TPHUCBOCHHS  HOMEPOB  ONHUCAM  CTPYKTYPHBIX  TOApa3aelieHUun
YCTaHABIIMBAETCS 10 COTIACOBAHUIO C aPXUBOM;

— rpadbl ONMUCH 3aMONHSIOTCS B TOYHOM COOTBETCTBHU C TEMHU CBEJICHUSMH, KOTOPBIC
BBIHECCHBI Ha O0JIOKKY JIeTia;

— TpH BHECCHWH B OIWCHh NOAPSAN €1 C OJWHAKOBBIMUA 3aroJIOBKAMH IHIIETCS
MOJTHOCTBIO 3arojIOBOK IEPBOTO JieNla, a BCE OCTAJbHBIE OJHOPOAHBIE Jiena 0003HAYAIOTCS
cinoBamu "To »ke", IpU 3TOM Jpyrue CBEICHUS O JeNax BHOCSTCS B OIUCH IOJHOCTHIO (Ha
Ka)KJIOM HOBOM JIMCTE OIMCH 3ar0JI0BOK BOCIIPOM3BOAUTCS TIOTHOCTHIO);

— MHOTOTOMHBIC JIeJia B OIIMCh BHOCSTCSI TIO MTOPSIIKY HOMEPOB TOMOB. B 3TOM citydae B
OTIMCH TUIIETCS] HANMEHOBAHUE TOJIHKO ITEPBOTO TOMA, & HANMEHOBAHUS BCEX OCTAILHBIX TOMOB,
€CIIM OHHU TIOMEIIEHHl Ha OJHON cTpaHuIile, oOo3HavaroTcs cioBamu "To xe". Ecmm ke
HAaUMEHOBAaHWE MHOTOTOMHOIO Jefla TEepPeXOAUT Ha CIEAYIOMUNA JIUCT, TO HEe0OX0IuMO
3arojIOBOK JieJla MOBTOPUTHh MOJTHOCTHIO. [IpM BHECEHWH B OMUCH TMOCIETHETO TOMa TOCie
HOMepa ToMa jo0asisiercs cioBo "llocnennunii”.

B onmcu Mexny HanMeHOBaHMSIME (3ar0JIOBKaMH) JIeNl OCTaBISIETCSl MHTEPBaJl HE MEHee
1 cm.

I'pada onmcu "llpumedanus” UCMONB3YyeTCs i OTMETOK O TIpUeMe Jiell, 0COOEHHOCTSAX
WX (U3NYECKOTO COCTOSHHS, O Tepenade el APYTUM CTPYKTYPHBIM IOJPa3eNICHUsIM CO
CCBUIKOM Ha COOTBETCTBYIOILMI aKT, O HAJTUYUU KOMUH U T.11.

B koHue omucu Bcien 3a MOCHEAHEH OMUCATENIbHOM CTaThEW 3aIlOIHSAETCS UTOTrOBas
3amuch, B KOTOPOH yka3biBaeTcs (IMdpaMu M MPOMHCHIO) KOJWYECTBO JIEN, YHCIAIIUXCS I10
OMHCH, TIEPBBIA U TOCIEAHUNA HOMEpa Je MO OMNHCH, a TaKKe OroBapUBAIOTCS OCOOCHHOCTH
HyMepaIyy el B OMKUCH (JIMTEPHBIC U MIPOITYIIICHHBIC HOMEPA).

Onuce Jien CTPyKTYpHOTO TOJIpa3ieNieHus MOJMUCHIBACTCS COCTABUTENIEM C yKa3aHUEM
€ro JOJKHOCTH, COTJIACOBBIBACTCS C apXMBOM HHCTUTYTa M YTBEPIKIAETCS PYKOBOAMTEIEM
CTPYKTYpHOTO Tojipasfenenus. Onuch J1eJd CTPYKTYPHOTO MOAPA3JIEIICHUs] COCTaBIISIETCS B IBYX
AK3EMILISPaX, OAWH U3 KOTOPBIX MEpenacTcsi BMECTE ¢ JieJlaMH B apXUB MHCTUTYTA, a BTOPOU
ocTaeTcsl B Ka4eCTBE KOHTPOJIBHOTO IK3EMILISIPA B CTPYKTYPHOM IO/Ipa3/IEICHIH.

[To 3aBepieHnn AEIOMPOU3BOACTBEHHOTO TO/IA U TI0 PE3yIIbTaTaM dKCIIEPTU3HI IEHHOCTH
JIOKYMEHTOB JieJla MHCTUTYTa MOJIekaT 0()OPMIICHHIO B COOTBETCTBUN

¢ paBusamMu o(hOpMIIEHHS JIEeN U TIOJTOTOBKH JIeT K Tepeaaue Ha apXUBHOE XpaHEHHUE.

10.6. IlpaBuaa odopmiieHHs AeJ W NMOATOTOBKH Jed K Nepegade HA apXWBHOe
XpaHeHuUe
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O06n0xKa (TUTYJIBHBIN JIMCT) JIeJ1a MOCTOSIHHOTO, BpeMeHHOTo (cBbime 10 jer) XxpaHeHus
U TI0 JIMYHOMY COCTaBy O(OpMIISieTCS M0 ycTaHOBIeHHOW (opme. Hanmucu Ha 00m0kKKaxX men
(TOMOB) ClleZyeT BBINIONHATH YEPHUIAMH, pa3dopunBo, 0e3 cokpamieHunid. Ecam Ha 0OIOXKKY
HAKJIEWBACTCS TUTYJIBHBIN JIUCT, U3TOTOBICHHBIN TUITOTPAa)CKUM CIIOCOOOM, TO HAANMCH HA HEM
MOYKHO Te4araTh. THTYIbHBIH JHCT PEKOMEHIYETCs HAaKJICHBAaTh C HAKIAJKOH KIes Ha BCIO
MIOBEPXHOCTB JIUCTA C TE€M, YTOOBI I10JI HUM HE 00pa30BBIBAIOCH ITYCTOT.

Ha o6noxke femna  yka3blBalOTCS ~ PEKBU3UTHI:  HAUMMEHOBAaHUE  MHCTHUTYTa
(ponmoobpazoBarenst) M CTPYKTYpHOIO MOJpPA3JeNeHHs], JeJONPOU3BOICTBEHHbI HOMEp
(uHOeKc) faena, 3aroJIOBOK Jerna; JaTa Jena (ToMa, 4acTH); KOJIMYECTBO JIMCTOB B JIEN€; CPOK
XpaHEHUs J1e1a 1 HOMEp CTaThH MO NMEPEvHI0; apXUBHBIHN mHdp nena.

PekBU3NTEI, MpocTaBisieMble Ha OOJIOKKE (THTYJIBHOM JHCTE) Jena, O(OPMIISIOTCS
CIeTy oM 00pa3zoMm:

— HAMMEHOBAHUE MHCTUTYTAa — YKa3bIBA€TCs MOJHOCTbIO, B UMEHUTEIILHOM HaJexXe, C
yKazaHHeM O(UIMAIBbHO MPHHATOTO COKPAIEHHOTO HAaWMEHOBAHHS, KOTOPOE YKa3bIBaeTCS B
cKOOKax IOcCie MOJIHOTO HauMeHOoBaHMsA. B ciyuasx, korga B TedeHUE Ioja, 3a KOTOPBIN
TOTOBATCSL J€jJa, WHCTUTYT ObUI IeperMMeHoBaH (mpeoOpa3oBaH) M 3TO HE BBI3BAJIO
BO3HHKHOBEHHsSI HOBOTO (OHIA000pa3oBaTess, MOJ CTapbIM €ro HauMEHOBAaHUEM MUILETCS U
HOBOE HAaUMEHOBAHHUE;

— HAUMEHOBAHUE CTPYKTYPHOIO IOJPAa3/IeleHUsl — 3alMChIBAETCS €ro Ha3BaHUE B
COOTBETCTBHH C YTBEPKICHHON CTPYKTYPOIi;

— YKa3aHHbIM B TII€peYHE THIIOBBIX JOKYMEHTOB WJIM B IIepeYyHe JOKYMEHTOB,
00pa3yronmxcsi B ACATEIBHOCTH (ellepalbHOTO0 OpraHa, ¢ yKa3aHWEM CPOKOB XpaHEHUs (Ipu
BBEJICHUU B JICHICTBHE HOBBIX IEPEYHEH ITOKYMEHTOB CO CPOKAMHU XPaHEHHS CTapble 3alucu
3a4epKUBAIOTCS, a CBEPXY WM PSJIOM NHIIYTCS HOBBIC NaHHBIE). Ha memax mocTOSHHOTO
XpaHeHus nuieTcs: " XpaHUTh MOCTOSHHO" .

ApxuBHbI mHdp nena (coCTOMT M3 HOMepa (GoHIa, HOMEpa ONKCU U HOMEpa Jiena 1o
OINHKCH) Ha O0JI0XKKAX JIeJI TIOCTOSHHOI'O XPaHEHMs IMPOCTABJISIETCs B apXUBE YEPHUIAMU TOJIBKO
1ocjae BKJIIOUEHHMsS 3TUX Jel B TOJOBBbIE pa3fieibl CBOAHBIX omucell, yrBepxaeHHbIx OIIK
COOTBETCTBYIOIIETO (efiepaibHOTO apXUBa ([0 TOTO OH MPOCTABISETCS KapaHIAIIoM).

Ha o06noxkax pgen NOCTOSHHOIO XpaHEHHs IpeaycMaTpUBaeTcs MeCTo  JUis
HaNMEHOBAHUS apXMBa, B KOTOPbII Oy1yT niepeiaBaThCs Jena.

ITo oxoH4YaHUM roja B HAANKCH HA OOJIOKKAX JeJl IOCTOSHHOTO M BPEMEHHOTO (CBBIIIE
10 5eT) XpaHEHHs BHOCATCS YTOYHEHHUS: NPU HECOOTBETCTBUHU 3arojioBKa e Ha OOJIOXKKE
COJIePKAHUIO TOJIIUTHIX JOKYMEHTOB B 3ar0JIOBOK JI€JIa BHOCSATCS U3MEHEHHUS U TOTIOJTHEHHUS.

HanmenoBanus (onmooOpazoBarenss M TOApa3JeNeHHs, TOX W HOMEp [ella MOTYT
MPOCTABIIATHCSA HA OOJIOKKE IITAMITOM.

[TpaBunbHOCTE  OGOPMIICHUS OOJOXKM JIeNa YJOCTOBEpSIeTCS IMOJIMCHIO  JIHUIA,
OTBETCTBEHHOT'O 32 BEICHHE JEIONPOU3BO/ICTBA.

B nensx oOecrneyeHuss COXPaHHOCTH M 3aKpeIUICHHsT MOpsAKa PACHOJOXKEHUS
JIOKYMEHTOB, BKJIIOYEHHBIX B J€J0, BCE €ro JICTBI, KPOME YMCTBIX, JHCTa-3aBEpUTENS U
BHYTpPEHHEl ONUCH, HYMEpylTCcs B pa3BEepHYTOM BuAE apaOCKUMU LudpamMu, BajoBOU
HyMmepanuei. UncTele TUCTHI M3 Aena M3bIMaloTcs (0e3 MOBpEeXIeHHs IEeNOCTHOCTH Jeia) U
YHUUTOXKAIOTCSA. JIMCTBI HyMepyrOTCS NMPOCTHIM KapaHIAIIOM CBEPXY BHH3 B BO3PACTAIOLIEM
MOPSIIKE HOMEPOB, HaunHasl ¢ mepBoro. LIudper mpocTaBisAOTCS B IPaBOM BEpXHEM YTITy JIUCTA,
HE 3aJ/1eBasi TeKCTa JOKYMEHTOB. JIMCTBI BHYTPEHHEH OMHUCH HYMEPYIOTCS OTAEIHHO.

Jluct Gompmroro opmata (popmara A3, A2) pazBopaunBaeTCs U HyMEpPYyETCs B MPaBOM
YacTU BepxHero mouisg jucta. [Ipu atom nuct moboro Qopmara, MOAMMTHIA 3a OIWH Kpaid,
HYMepyeTcss KaKk OJWH JIMCT; a JIMCT, CJIOKCHHBIH WM TOIIIUTHIA 32 CEpeIrHY, MOJUICHKHT
NIEPEIINBKE U HyMEpYeTCs KaK OJIMH JIUCT.

Jlucr ¢ HarnyXxo HakJI€eHHBIMH JOKyMeHTaMH ((oTorpadusimMu, BbIpe3KaMH, BBITUCKAMU
U Jp.) HyMepyeTcsl Kak OJMH JIMCT; B HWKHEH 4acTH WM Ha 00OpOTEe TaKOoro JMCTa JelaeTcs
OIKCh HAKJIGEHHBIX HA HETO IOKyMEHTOB. Bo BHyTpeHHel onucu U B 3aBEPUTEIBHON HAMNUCH B
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KOHIIE Jefla O Takux JMCTax Jenaercs oroBopka. Hampumep: "Ha nmcre 6 nHakneeHo 5
¢ororpacdwuii cormacHo ommcu Ha 000poTe JHCTa'.

KapTbl 1 cXembl, CKJICEHHBIE W3 HECKOJIBKHX JIHCTOB, HyMEPYIOTCS KaK OOUH JIMCT. Ha
TaKuX JINCTaX Ha 000pOTE WM CBOOOJHOM OT TEKCTa MECTE yKa3bIBAETCS KOJUYECTBO JIUCTOB B
ckieiike. Bo BHyTpeHHeW ONMMCH M B 3aBEPUTENILHON HAIIKMCH B KOHIIE JIeJla O TaKUX JIMCTaX
nenaetcst oroBopka. Hanpumep: "JIuct 7 — kapra-ckieiika u3 10 quctoB".

Ecnn k JOKyMeHTy (JIMCTy) MOAKJIEEHBI OJHMM KpaeM JApyrue AOKYMEHTh (BCTaBKU
TEKCTa, MEPEBOAbI, BBIPE3KH, CIIPaBKU U JAp.), TO KaKIbl JOKYMEHT HyMepyeTcs OTHAENbHO,
OUYepEeHBIM MOPSIKOBBIM HOMepOM. TloAmuThIe B 16710 KOHBEPTHI C BIOKEHUSIMH HYMEPYIOTCS:
BHayaje KOHBEPT, a 3aT€M OUYEPEIHBIM HOMEPOM KaxkJ0€ BIIOKeHHE B KoHBepTe. HambGonee
[ICHHbIE B MCTOPHYECKOM M XYJIOXKECTBEHHOM OTHOLICHHUU JOKYMEHTHI (UEpPTEXKH, PYKOIHCH,
rpaduka 1 T.1.) HEe MOIINBAIOTCS, @ BKIAJbIBAIOTCS B KOHBEPTHI.

Ecnu B HyMepamuu JHCTOB JOMYIIEHO MHOTO OMIMOOK, BCE N0 HyMEpYyeTcs 3aHOBO.
IIpm 3TOM CTapsle HOMEpa 3a4EepKUBAOTCSA OAHOW HAKIOHHOW YEPTOM, U PAIOM CTAaBUTCS HOBBIN
HOMEp JiMcTa. B KOHIIEe /ena cocTaBiisieTCsl HOBAs 3aBEPUTENbHAS HAIMKCh, TIPH 3TOM cTapas
3aBepHTENbHAS HA/IITUCh 3a4EPKUBACTCS, HO COXPAHSACTCS B JIeJie; BHOCATCS TAK)XKe MCIPABICHHUS
BO BHYTPEHHIOIO OTIHCH, HJIH OIHCh COCTABIISICTCS 3aHOBO.

ITpy HamMuuM OTHENBHBIX OMIMOOK B HyMEpalUH JMCTOB B JAejax MpH MOATOTOBKE UX K
c/laye B apXHB JOMYCKAeTCs M0 COINIACOBAHUIO C HUM YIOTpeOsieHUe JINTEPHBIX (¢ OYKBEHHBIMU
JIOTIOJTHEHUSIMU ) HOMEPOB JIUCTOB.

[Tocne 3aBepiieHns HyMepally JINCTOB COCTABIISETCS 3aBEPUTENIbHAS HAAMUCh, KOTOpast
pacrioyiaraeTcsi B KOHIIE J€la. 3aBepUTebHAs HAJMHCh COCTABISETCS B JI€J€ Ha OTAEIbHOM
JHcTe-3aBepuTene nena. B Hell mudpamMu M MPONMUCHIO YKa3bIBACTCS KOJIMYECTBO JIMCTOB B
JAHHOM JIeJie, OTMEYaloTCsi OCOOEHHOCTH OTAEIBbHBIX TOKYMEHTOB (YepTexH, (oTorpadum,
PUCYHKH H Jp.) U (U3UYECKOTO COCTOSIHUS JIOKYMEHTOB (TIOMapKu, Hepa300pYMBBHIA TEKCT,
TIOPBAHHBIC JIUCTHI U JIP.).

3aBepuTeNbHAS HAAMUCH TOANMCHIBACTCS €€ COCTABUTENIEM C YKa3aHHWEM pacmn(poOBKA
MOJIIMCH, JOJDKHOCTH M JIaThl COCTaBIeHHA. KoiM4yecTBO JHCTOB B Jejie€ MPOCTaBISAETCS Ha
00J105KKe JieNia B COOTBETCTBHUH C 3aBEPUTENLHON HAIHCHIO.

Jlns ydera JOKYMEHTOB ONPEAEICHHBIX KaTeropuil MOCTOSHHOIO U BPEMEHHOI'O (CBBILIE
10 ;er) XpaHeHMs], y4eT KOTOPBIX BBI3bIBACTCS CHEUU(PHUKONW NAaHHOM NOKyMEeHTanuu (0cobo
LICHHbIE, JUYHbIE JeJa, Jiefla C JOKYMEHTaMU OrPaHUYEHHOIo JOCTyHa M Jp.), COCTaBIseTcs
BHYTPEHHSS OITUCH JOKYMEHTOB JIEJIa.

BHyTpeHHsIT ONMUCh JOKYMEHTOB Jiela COCTaBIISICTCS TakXke Ha OObeMHBIE [ena
MOCTOSIHHOTO W BpeMeHHOro (cBbimie 10 5eT) XpaHeHus, eciu OHH CHOPMHPOBAHBI IO
Pa3sHOBUAHOCTSM JIOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE PAacCKPHIBAIOT KOHKPETHOE COAEp:KaHHE
JOKYMEHTOB, C IIeNbI0 ydeTa W Oosee OBICTPOrO0 HAXOXIEHUS IOKyMEHTOB B 1ene. Bo
BHYTPCHHIOIO OIHCh, TIOMUMO JOKYMEHTOB, IOJAIIMTHIX B JIEN0, JOJKHBI OBITH BHECEHBI U BCE
MPUIOKEHUS, OTHOCSIIHECS K HEMY .

JlucTel BHYTpeHHEH omMcH MOJIIMBAIOTCS B Havase fena. Ecnu geno nepemnereHo uiau
noqmuuTo O6e3 OJaHKa BHYTpEHHEH ONUCH JOKYMEHTOB, TO COCTaBJIEHHAs MO YCTaHOBJIEHHOU
(dbopmMe onuch MOAKIEUBAETCS 32 BEPXHUHM Kpall K BHYyTPEHHEH CTOPOHE JIMLIEBOH OOJI0XKKH Jea.

BHyTpeHHsIT ONUCh JIOKYMEHTOB Jiela COCTaBJISETCS Ha OTAEIBHOM JIUCTE IO
YCTaHOBIICHHOH (hopMe, KOTOpas COJACPKHUT CBEIEHHS O IMOPSAKOBBIX HOMEpax IOKYMEHTOB
Jena, uX HMHIEKcaX, J1aTax, 3arojoBKaX W HOMEpax JIMCTOB JieNla, Ha KOTOPBIX PACIOJIOXKEH
KaXIblid JOKyMeHT. K BHyTpeHHeW ONmMCcH JOKYMEHTOB JIea COCTABIISIETCSI UTOTOBAsI 3aIiCh, B
KOTOPO#l yKa3bIBaeTcs mU(ppaMyd W MPONHCHI0 KOJMYECTBO BKIIOYCHHBIX B HEE JOKYMEHTOB,
NPUIOKEHUH K JIENTy W KOJMYECTBO JINCTOB BHYTPEHHEH OIHCH.

[Tpu u3MeHeHNH cocTaBa IOKYMEHTOB JieNia (M3bSITUHU, BKIFOUYEHUH JJOKYMEHTOB, 3aMEHBI
WX KOMUSIMH U Jp.) 5TH U3MEHEHUS OTPaXKAIOTCsl BO BHyTpeHHeH onucH B rpade "[Ipumedanne"
CO CCBUIKAMM Ha COOTBETCTBYIOLIME aKThl, U IPH HEOOXOAUMOCTH COCTABIIAETCS HOBAsi UTOTOBast
3aIlUCh.

63



BHyTpeHHsI1 omMCh JOKYMEHTOB Jie/la MOJNHMCHIBAETCS COCTaBUTEIEM C yKa3zaHHEM
pacmpOBKH TOAMUCH, JOJDKHOCTH W JaThl COCTAaBICHHUS ONHCH M TPH HEOOXOIUMOCTH
CKpEIUIETCS TeYaThIO.

JIoOKyMEeHTHI B JieNax MOCTOSIHHOTO, JOJroBpeMeHHOro (cBbime 10 jeT) XpaHeHus U 1o
JUYHOMY COCTaBY MOJIIMBAIOTCS HAa YETHIPE MPOKOJIA MPOYHBIMU HUTKAMHU B TBEPYIO OOJIOKKY
W3 KapTOHA WJIM TEPEIJIETAIOTCS C YYEeTOM BO3MOKHOCTH CBOOOIHOTO YTEHHS TEKCTa BCEX
JIOKYMEHTOB, JaT, BU3 M Pe30IOLMI Ha HUX. TEeKCT He TOJDKEH MOAXOAMTh K JIMHUU MOIIIMBKH
(nmeperuiera) 6amke 2 ¢M, a JUCThI HE JOJDKHBI BBICTYNATh 3a Kpas 00yI0KkU. B ciryuasx, korna
TEKCT Ha JOKYMEHTE pacloio’KeH ONM3KO K Kparo JIMCTa, K TaKOMY JIMUCTY HOJKJIEHBAETCS
MoJI0cKa Oymaru, 3a KOTOpYyIo TOKYMEHT NOIIINBaeTCs (TeperieTaeTcs) B 1e0.

VYka3zaHus 0 UCHOJHEHUIO TOKYMEHTa (Pe30IIOLNHU) PyKOBOACTBA, BU3bI, COCTABJICHHBIC
Ha OTAETBbHBIX JIHCTaX, Pa3MELIAl0TCs Mepel JOKYMEHTOM, K KOTOPOMY OHHM OTHOCSTCS, U B
TAaKOM HOPSAKE MOAIINBAIOTCA B J€JIO.

[Ipy moxaroroBke Aen K MOMIIMBKE (MEPEIUIeTy) TPOBEPSIETCS MPAaBHIBHOCTh HX
(dbopmupoBanus, 0POPMIICHHUS, METAITMYECKHE CKpeIyieHus (OyJIaBKH, CKPENKH) U3 TOKYMEHTOB
YAQISIOTCA.

B nmenax mMOCTOSHHOTO XpaHEHUS TMOANEKAT HW3BATHIO IyOJETHBIE HK3EMILISPHI
JIOKYMEHTOB, Y€PHOBHKH, HEOPOPMJICHHbIE KOIUHU JOKYMEHTOB M HE OTHOCSIIUECS K BONPOCY
JIOKYMEHTBI C BPEMEHHBIMH CPOKaMH XpaHEHHUS.

Jlena TOCTOSIHHOTO XpaHEHUS, COCTOALIME M3 JOKYMEHTOB 0CO00Hl Hay4yHO—
UCTOPUYECKOM, XYyJOKECTBEHHONH M MHOW LIEHHOCTH WM HE(pOPMATHBIX JOKYMEHTOB (KapThl,
CXEMBI, IIJIaHbI, YEPTEKHU, (POTOCHUMKH U PYTHE JOKYMEHTHI OOJNBIIOro dopmara), B MENsIX UX
COXpPaHHOCTH M YJ00CTBa IOJIb30BAHMS HE TMOJIIMBAIOTCS B JIENa, @ XPAHATCS CIOKEHHBIMHU B
3aKpBITHIX TBEPIBIX MalKax C TPeMs KJIamaHaM{ M C 3aBs3KaMH WM B KapTOHHBIX (yTispax
(kopoOkax) B KadecTBe MpHIOXKEHWH K JemaM. Ha kaxayro manky (KopoOKy) cocTaBisercs
BHYTPEHHSIS1 OITUCHh HAXOSIINXCS B HEH TOKYMEHTOB.

Ecmu B nmemo B xone ero (opMupoBaHUS OBUTM TMOAIIMTHI TOKYMEHTHI C Pa3IUYHBIMA
CpPOKaMH XpaHEHMs, TO IO paclIBaeTcs, U (OPMHUPYIOTCS HOBBIE Jieia, UCXOASl U3 CPOKOB
XpaHEeHUs JOKyMEHTOB. [Ipr 3TOM OKYMEHTBI ¢ ICTEKITMMHU CPOKAMH XPaHEHHUSI YHUUTOKAIOTCS
10 aKTaM B YCTAHOBJIEHHOM HOPSJIKE.

OO6510%KKH 1€ ¢ JOKYMEHTaMH, UCTIOJTHEHHBIMHU Ha CTaHJAPTHBIX JIMCTaX, JOJKHBI UMETh
pasmepsl 229 x 324 mm. OOGNOXKKHU JieNl ¢ JOKYMEHTaMH, U3FOTOBJICHHBIMH Ha HECTaHIAPTHBIX
JHMCTaX, MOTYT UMETh pa3Mephl, COOTBETCTBYIOIINE pa3MepaM MOAIIUTHIX B HUX JICTOB.

OOJIOKKU JIen ¢ JIOKyMEHTaMH, MMEIOIIMMHU JIuTelbHbie (25 u 0oree JieT) CpoKu
XpaHEeHHUs, JOJDKHBI OBITh H3TOTOBIICHBI U3 TBEPIOTO KapToHa. [l 00m0xkek e, caaBaeMbIx Ha
TOCYIapCTBEHHOE XpaHEHHE, IPHUMEHSIETCS OECKUCIOTHBIN KapTOH.

Jns mpenoxpaHeHHs JOKYMEHTOB OT MEXaHHYECKOW MOpYM Ha TEePBOM U IOCIETHEM
JUCTax Jiena, ToMa TMepell MPOIIMBKOW HAaKJIEWBAIOTCS IOJOCKA TOHKOTO KapTOHA, uepe3
KOTOPBIE U MPOIYCKAETCS HIHYD.

[Ipn odopmiieHnu aen TPUMEHSITh KaHIEISPCKUM (CHIUKATHBIA) KIeH, MyYHOH U
KpaxMalbHBIA KieicTepsl He cieayeT. Jlema BpemeHHoro (mo 10 neT) XpaHeHUs MOJuIekKaT
YaCTUYHOMY O(GOPMIICHHIO: JIOMYCKAeTCs Jiefla XPaHUTh B MalKax—CKOPOCIIMBATENSIX, MATKUX
00JIO)KKaxX, HE TMPOBOJAUTH IEPECUCTEMATH3alMI0 JOKYMEHTOB B Jejle, JHUCTHl Jela He
HYMEpOBaTh, 3aBEPUTEIbHBIC HAAMUCH HE COCTABIATh. PEKBU3UTHI OOI0XKKH Jea 3alOIHIIOTCS
MO YIPOIIEHHOM cxeme (0e3 MPOCTABICHUS ApXUBHOTO MIH(pa, KOJINIECTBA JUCTOB B JICIIE).

JIOKyMEHTBI MHCTUTYTa ABISIOTCS (eaepaTbHON COOCTBEHHOCTBIO, M TIOCIE TPOBEICHHS
OKCTIEPTH3bl UX HEHHOCTU B MOPSJKE, YCTaHOBICHHOM (DenepanbHbIM apXWBHBIM areHTCTBOM,
nojJiekaT o0s3aTeNbHON Mepefade Ha TOCTOSHHOE XpaHeHwe B HanuoHanbHBIN apxuB
Pecny6nuku Komu kak yactes ApxuBHoro (onaa Poccuiickoii @enepanum.

Odopmienne e, HaXOIAMIMXCS B IEIONPOU3BOACTBE YIIPABICHUS AeIaMH, TPOBOIUTCS
paOOTHUKAaMM YIIPaBICHUS JellaMH M paOOTHHKAaMH, OTBETCTBEHHBIMH 3a JEJIONPOU3BOJCTBO B
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CTPYKTYPHBIX HOJpA3JeNCHUSIX HHCTUTYTA, NMPH METOIUYECKOW MOMOIIM W MOJ KOHTPOJIEM
apx#Ba WHCTHUTYTA.

[TomrHOMY O(OPMIICHHIO TOJIEKAT JIeNa TMOCTOSHHOTO M BpeMeHHoro (cBbime 10 mer)
XpaHEHUus, B TOM YHCIIE Jiela M0 JIUYHOMY COCTaBy, Jeja BpeMeHHOro (1o 10 yer) xpaHeHus
MOJJIEKAT YACTUIHOMY O(OPMIICHHUIO.

[TonHoe odopmiieHne nena npeaycMaTpuBaeT: 0hOpMIIEHUE PEKBU3UTOB OOJIOKKH JieNa
[0 YCTaHOBJIEHHOU (opMe; HyMepalHio JIUCTOB B JIeJIe U COCTAaBJICHHUE JINCTA-3aBEPUTENIS JIENa;
COCTaBJIEHHE, B HEOOXOAUMBIX CIydasx, BHyTPEHHEH ONUCH JOKYMEHTOB Jlejia; MOALIMBKY U
HepeIuieT Jiesla; BHECEHUE HEOOX0AUMBIX YTOUHEHUH B PEKBU3UTHI 0OJI0KKH €.

10.7. YHHUYTOKEeHHE TOKYMEHTOB M €] ¢ HCTEeKIIMMH CPOKAMH XPaHeHUsl

Pesynprartel 0TOOpa JOKYMEHTOB K YHHUTOXKEHHIO, CPOKH XPAHEHUsS] KOTOPBIX MCTEKIIH,
3a COOTBETCTBYIOIIUH MepHo1 0POPMIISIOTCS aKTOM O BBIIETIEHUH TOKYMEHTOB K YHHUTOXEHUIO
(ITpunoxenne Ne 14, 15).

Jlena BKJIFOUAIOTCSI B aKT, €CIM YCTAaHOBJICHHBIN JJIsl HAX CPOK XpaHeHHs uctek Kk 01
SIHBaps1 roJja, B KOTOPOM COCTaBJIeH akT (Hampumep, 3akoHyeHHble B 2026 roay neia ¢ 3-IeTHUM
CPOKOM XpaHEeHHsI MOTYT ObITh BKJIFOUEHBI B aKT, cocTaBleHHbIN He paHee 01 suBaps 2026 r.).

AKT O BBIICIICHUM K YHHUYTOXXCHUIO TOKYMEHTOB, HE TOJICKAIINX XPAHCHUIO, Kak
IPaBUJIO, COCTABIISETCS Ha Jiela BCEro MHCTUTYTa (IIPU 3TOM Jella KaKJOro CTPYKTYpHOTO
MOJPa3JIeNIEHHs] COCTABIISIIOT CaMOCTOSATENIbHYIO I'PYIITy 3arojOBKOB, a 3aroJOBKH OJHOPOJHBIX
Jen, oTOOpaHHBIX K YHHYTOXKEHHUIO, MOTYT OBITh BHECEHBI B aKT IO OOIIMM 3aroJIOBKOM C
yKa3zaHHEM KOJIMYeCTBa JeJl, OTHECEHHBIX K JaHHOU TPYyIIIe).

OT0Op JOKYMEHTOB K YHHYTOKEHHIO M COCTABJICHUE aKTa O BBIJICJIEHUH JTIOKYMEHTOB K
YHUUYTOXXEHHUIO IPOU3BOJUTCS MOCTIE COCTABICHNUS CBOAHBIX OMHUCEH €] MOCTOSIHHOTO XPaHEHUs
3a 3TOT K€ Mepuoj (ONMMCH W aKThl PAacCCMATPUBAIOTCS Ha 3aCEJaHWU SKCIEPTHOW KOMHUCCHEU
(mamee — OK) HHCTUTYTa OJJHOBPEMEHHO).

CornacoBannbie DK HHCTUTYTa aKTbl YTBEPIKIAIOTCS PEKTOPOM.

[Tocne yTBep)KAEGHUS AaKTOB O BBIICICHUM JOKYMEHTOB K YHHYTOKCHHUIO Jeyia
nepegaroTcs Ha yTuimzanuioo. [locie yHHUYTOKEHUS el B HOMEHKJIAType JeN MPOCTaBIseTCs
orMmeTka «YHuuToxReHo. Cm. akT ot 00.00.0000 Ne 000" ¢ yka3aHueM HOKHOCTH, (pamMuiuw,
MOJIKCH JINIA, OTBETCTBEHHOTO 32 Iiepeiady /el Ha YHUUTOXKEHHE, U JaThI.

10.8. [lepenaua qes Ha apXUBHOE XPaAHEHUE

[Topsimok nmepenauu e B apXUB MHCTUTYTA NPEAYCMAaTPUBAET CIEIYIOIUE YCIOBHSL:

— B apxWB MHCTUTYTa MEpPEJaroTCs Jena MOCTOSHHOTro, BpeMeHHOoro (cBbime 10 jer)
XpaHEHUs U JIe]1 10 INYHOMY COCTaBy PaOOTHHKOB;

— TIepemada JOKYMEHTOB B apXWB HWHCTUTYTa IPOU3BOAWUTCS IO YTBEP)KICHHBIM
OTINCSIM JIET;

—  Jlesia MOCTOSIHHOTO U BpeMeHHOro (cBeiie 10 yieT) XpaHeHHs NepefaroTcs B apXHB
WHCTUTYTa HE paHee YeM 4Yepe3 roj M He MO3JHee YeM depe3 3 roja mocie roaa, B KOTOpOM
JIOKYMEHTBI OBbLIM IOMEIIIEHB! B /1€J10 Ha XpaHEHUE;

— gena BpeMeHHOro xpanenus (1o 10 jer) nmepenaye B apXvB MHCTUTYTa HE MOJJIEKAT
(32 MCKIIFOYEHHEM BBIITYCKHBIX KBATU(HUKAIMOHHBIX paboT). OHH XpaHATCA B CTPYKTYPHBIX
MoJpa3fesieHUsIX U M0 UCTEYEHUH CPOKOB XPAHEHUS MOJIEKAT YHUUTOKEHHUIO B yCTAHOBICHHOM
MOPAIIKE;

— mepemada JeNl B apXUB MHCTUTYTa OCYIIECTBISIETCA MO TpaduKy, COCTaBICHHOMY
apXHMBOM M COTJIACOBAHHOMY C CEKpETapuaToM;

— [pHeM el NpOM3BOAUTCA pAaOOTHUKOM apXuBa B TNPUCYTCTBMHM PpabOTHHKA
CTPYKTYPHOTO MOAPAa3JeleHNs C MPOCTABICHUEM B JABYX 3K3EMIUIIpaX OMHCH eI OTMETOK O
HAJIMYUM KaXJOro Jena (B KOHIE KaXKAOr0 3K3eMIUIpa OINUCH YKa3bIBA€TCS KOJIUYECTBO
(bakTHUeCKH MPUHATHIX e, JaTa NpueMa—Tiepesadn /e, a TakKe MOANUCH paOOTHUKA apXuBa
U JIUIIa, TIepelaBLIero Aena);

— Jena W ONKMCH Ha ClaBaeMble JOKYMEHTBI JOCTaBISIIOTCS B apXUB COTPYIHUKAMU
CTPYKTYPHBIX TOJpA3JeNieHHid C COMPOBOAMTEIHFHBIM IHUCHMOM, B KOTOPOM YKa3bIBaeTCs
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KOJIMYECTBO A€ H OHPICCP'I, nepeaaBacMblX B apXuB (OTBCTCTBCHHOCTB 3a COXPAaHHOCTb
JOKYMEHTOB IIPU TPAHCIIOPTUPOBKE M CHAYy HUX B apXMB HECET CTPYKTYPHOE IIOApa3ACIICHHUE,
Mepeaaroniee TOKYMEHTHI).

[Ipy nukBUAALMM WIM PEOPTaHHU3ALUN CTPYKTYPHOTO MOAPA3ACICHAS] UHCTUTYTA JINLIO,
OTBETCTBEHHOE 3a BEICHHE JACJONMPOM3BOJICTBA JAHHOTO CTPYKTYpHOTO MOApa3ieiieHus, B
nepuoJ TMmpoBCACHHA PCOPraHU3allMOHHBIX MepOHpI/ISITI/Iﬁ (l)OpMI/IpyCT BC€ HMCHOIIHECCA
JIOKYMEHTHI B fiefia, opopMIIseT Aenia U mepeJacT uX B apXuB, HE3aBUCUMO OT CPOKOB XpaHEHHUSI.
Ilepenaua nmen ocymiecTBIsieTcss MO OMKMCSIM M COMVIACHO HOMEHKJIAType Jield CBOJIHOM
HOMEHKJIAType JIell HHCTUTYTA.

11. PABOTA UCIIOJIHUTEJIA C JOKYMEHTAMU

WHCcTpyKumeil 1o AeIOmpoM3BOJACTBY YCTAHOBIIGHBI CIENYIOIIME MpaBHUia pPabOTHI
UCIIOJTHUTENEH C TOKYMEHTaMHU:

— opraHuzanmsi paboThl C JOKYMEHTAMHU B CTPYKTYPHBIX TOJPa3/ICICHUIX HHCTUTYTA
OCYUIECTBIISIETCS HA OCHOBAaHHMH YKa3aHUU IO MCIIOJHEHUIO TOKYMEHTOB (PE30IONHiA) peKTopa
WHCTHUTYTA, TPOPEKTOPOB, PYKOBOJMUTENCH CTPYKTYPHBIX TMOAPA3JEICHUN, HHBIX JOKHOCTHBIX
L,

—  ToJpa3zelieHue-UCIIOITHUTEIND MOJTydaeT JOKYMEHTHI B BO3MOKHO KOPOTKHE CPOKH (B
JIeHb UX PACCMOTPEHUSI COOTBETCTBYIOIUM PYKOBOJIUTENIEM MIIH Ha CIIEAYIOINUNA pabouunii IeHb),
CpPOYHBIE TOKYMEHTHI MIEPEAAIOTCSI UCIIOTHUTEIIO HE3aMeJIUTEIBHO;

—  JOKYMEHTBI, NOCTYNHBIIME B CTPYKTypPHOE TMOApA3JEICHUE C YKa3aHUEM IO
WCIIOJTHEHUIO PYKOBOJCTBA PEKTOpa, NEPEJAIOTCs HUCIHOJIHUTENSIM TOJBKO TMOCIE HUX
paccMOTpEeHHs PYKOBOAHUTEIIEM MOAPA3ICICHHUS.

PaboTHUKM CTPYKTYpHBIX MOApA3JeIeHUH WHCTHTyTa B MPOIECCe HCIOIHEHUS
JIOKYMEHTA OCYIIECTBIISIIOT:

—  cOop 1 00paboTKy He0OX0IMMOM HH()OPMAIINH;

— TIOATOTOBKY TPOEKTa JOKYMEHTa M BCEX HEOOXOAUMBIX MPWIOKEHUHA C
co0roIcHreM TTPaBUIT JOKYMEHTHUPOBAHUS, YCTAHOBJICHHBIX B UHCTUTYTE;

—  COIJIACOBaHUE MPOEKTA C 3aMHTEPECOBAHHBIMU JOKHOCTHBIMH JIUIAMU;

— TIOJITOTOBKY CBOJAKH OT3bIBOB (¢ KkommeHtapuem '"[lpunsato", "OTknoneHo" ¢
ykazaHueM npuarH, "[[puHATO YaCTUYHO" C COOTBETCTBYIOIINM TTOSICHEHHUEM );

—  1opaboTKy MPOEKTa TOKYMEHTa 0 3aMEeYaHHsIM, OJTYYSHHBIM B XOJI€ COTJIaCOBAHMS
(B cnmyuae cepbe3HOW KOPPEKTUPOBKH IMPOEKTa JOKYMEHTa MPOBOJMUTCS €ro IOBTOPHOE
COTJIACOBAHUE);

— B HEOOXOJMMBIX CIydasx — MOJATOTOBKY CIIMCKa (yKa3aressl) PacChUIKH JOKYMEHTA),
MY MTOATOTOBKE PACTIOPSIIUTENBHOTO TIOKyMEHTa B 0053aT€TLHOM MOPSIKE;

—  TpeICTaBJICHHE MPOEKTa JOKYMEHTA Ha MOANKUCH (YTBEPKACHNUE) PYKOBOACTBY Yepe3
CeKpeTapuar;

— ompejaeNeHHE MeCTa XpaHEHHWsS JOKyMeHTa (KONMHMH JOKYMEHTa) C MPOCTaBICHUEM
OTMETKH C yKa3aHUEM HOMepa Jelia TI0 HOMEHKIIaType Jied, B KOTOPOe JOJDKEH OBITh TIOMEIICH
JIOKYMEHT.

[IpemycmarpuBaeTcsi TMOPSJOK COBMECTHOW pa0OThl Tpymnmod pabOTHUKOB  HaJ
JOKYMEHTOM B CIy4asiX, €CJIM WCIOJHEHHE JTOKyMEHTa MOPYYEHO HECKOJBbKUM JIMLAM, B TOM
YHUCIIE:

—  (yHKIUS OTBETCTBEHHOTO UCTIOJHUTENS W (DYHKIIUH COMCIIOJIHUTENCH B MOJATOTOBKE
MPOEKTa JOKYMEHTA,

— TPaBO OTBETCTBEHHOTO HCIIOJHUTENS CO3BIBATH COUCIIOIHUTENCH AJisi BHIPAOOTKU
COBMECTHOT'O PElLICHHS,;

—  TIOPSAZOK U CPOKH MPEJICTABICHUS TPOEKTOB OTBETCTBEHHOMY HICTIOJTHUTEIIO.
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HcnonHuTens MMeEET MpaBo IpeiaraTb U3MEHEHHE CPOKa MCIIOJIHEHUS JOKyMeHTa (C
COOTBETCTBYIOIIIMM OOOCHOBaHHMEM, IIPEICTABISIEMBIM PYKOBOJCTBY), €CIH OTCYTCTBYIOT
peanbHbBIe YCIIOBHS BBHITIOJTHEHUS 33 aHUs, JIEJIaTh TIOMETKH Ha OJITaHKe Pe30JTIoNH (yKa3aHHe 1o
ucnonHeHuto nokymenta) (IIpmwnoxenne Ne 11) B ormeTke 00 HCIONHEHWH, O BPEMEHHU €TrO
MOCTYIUICHUS, O JIaTaX MPOMEKYTOYHOTO UCTIOTHEHHS (Tene(OHHBIX U MMChMEHHBIX 3apocax),
0 JlaTe U pe3yIbTaTe OKOHYATEIbHOIO UCIIOIHEHUS, C 0053aTEIbHBIM YBEAOMIICHHEM.

VcnonHuTens He TOJKEH pas3riialiarh CoJepKaHue MOCTYIMUBIIUX K HEMY JOKYMEHTOB U
HOJTrOTOBJIEHHBIX IPOEKTOB CIYXKEOHBIX JTOKYMEHTOB, C HHUMH MOTYT OBITh O3HAaKOMJICHBI
TOJIBKO JIMIIa, UMEIOLINE OTHOLIEHNE K UX MCIIOJHEHHUIO.
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