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I'JIABA 1
OBIIHME ITOJIOXKEHU A

1. Hacrosimass ~ MHcTpykuus ~ ycTaHaBiauBaeT — oOmue  TpeboBaHUS K
JOKYMEHTUPOBAHUIO YNPABICHUYECKONW JEATEIbHOCTH M OpraHu3aluu paboThl C
JOKYMEHTaMU B YyupexaeHun oOpa3zoBaHus «['pomHeHCKHI TrocynapCTBEHHbBIN
MEAMIMHCKUM YHUBEPCUTET» (Hajiee — YHUBEPCUTET).

2. Ilonoxxenust HacTosALed MHCTPYKIIMK pacIpOCTPaHsAIOTCA Ha:

OpraHU3allMOHHO-PACIOPSIAUTENbHYI0 JOKYMEHTAIlMI0 HE3aBUCUMO OT BHJA
HOCHUTEJSI ¥  YCTAaHABIMBAIOT TMpaBWia TMOATOTOBKH, OQOpMIICHHs, y4erTa,
TUPAKUPOBAHUSA, KOHTPOJIS UCIIOTHEHUS, ONIEPATUBHOTO XPaHEHHUs, UCIIOJIb30BaHUS U
MOJITOTOBKY K TIEpeade B apXuB, OCYIIECTBISIEMbIC C TIOMOIIBI0 MEXaHU3UPOBAHHBIX
¥ aBTOMAaTHU3UPOBAHHBIX (KOMIBIOTEPHBIX ) TEXHOJIOTHIA,

Ha HEHOPMATHBHBIC (MHAMBHUIYAbHBIC) TIPABOBHIC aAKTHI, JIOKATHHBIE MPABOBBIC
aKThl YHHBEPCUTETa B YaCTH, HE yperynupoBaHHON 3akoHoMm PecmyOnuku benapych
«O HOpPMAaTUBHBIX MIPABOBBIX aKTAX;

OpraHu3aluio paboThl € JOKYMEHTaMH, HE OTHOCSAUIMMHCS K CHCTEME
OpraHU3alMOHHO-PACHOPSAUTEILHON JOKYMEHTAIIH (mnaHoBas, OTYETHO-
CTaTUCTUYECKasi, pACUYETHO-ICHEX HAasi M  JIPyrd€ CHCTEMbl JOKYMEHTAllUH),
HE3aBHCHMO OT BHJA HOCHUTENS, BKJIIOYAas HMX PETUCTpAlMIo, YYeT, KOHTPOIb
UCIIOJTHEHUs, XpaHEHHWEe, B TOM YHUCJIE OCYIIECTBIIIEMblE C  IOMOIIBIO
aBTOMATHU3UPOBAHHBIX (KOMITBIOTEPHBIX) TEXHOJIOTHIA.

Ocobennoctu odopmiieHUs, 00pabOTKU U XpaHEHUsS! JOKYMEHTOB B AJIEKTPOHHOM
BHJIE, PETYJIMPYIOTCs raaBou 18 HacTosment MucTpykunm.

OcoOeHHOCTH  TOATOTOBKH,  odopmiieHUs,  00paboTku,  obecredeHus
IIEJIOCTHOCTH, XpaHEHUS DJJICKTPOHHBIX JOKYMEHTOB, CO3/1aBa€MbBIX TIOCPEICTBOM
aBTOMATHU3WPOBAHHOW CHCTEMBI JIOKYMEHTAlIMOHHOTO OOECTeueHUs] yMpaBICHUS
(manee — AC JOY MEJIMYM) 6e3 coznanusi JOKYMEHTOB Ha OYMa>KHBIX HOCUTEISIX,
JJIGKTPOHHBIX ~KOMHMH JIOKYMEHTOB Ha OYMaXHBIX HOCHUTENSX PEryJIHpPYIOTCS
WucTpykuueit o mopsiake  pabOThl € DJIEKTPOHHBIMH  JIOKYMEHTaMH B



rOCYJapCTBEHHBIX OpPraHax, MHBIX OpPraHU3alHAX, YTBEPKIEHHON NOCTAHOBJIEHUEM
MunucrepcTsa roctuninu Pecyonmku benmapych ot 6 despans 2019 1. Ne 19.

OcoOeHHOCTH MOATrOTOBKH, 0QOpMIIEHUSI U OOpaOOTKH, XpaHEHUS JTOKYMEHTOB,
COJEpIKAIMX TOCYJIApPCTBEHHBIE CEKPEThl U MHYIO OXPAHSIEMYIO 3aKOHOAATEIHCTBOM
UH(POPMAIIUIO, PETYIUPYIOTCS aKTaMU 3aKOHO/1aTeIbCTBA.

3. UHCTpyKIMs 1O JENONPOU3BOJCTBY YHUBEPCHUTETA, YTBEPHKIAETCS PEKTOPOM
nocie coryiacoBanus ¢ ['ocynapcTBeHHbIM apxuBOoM [ 'poaHeHCKOH 00IaCTH.

4. OpraHu3anyss U COBEpPUICHCTBOBAHWE  CHUCTEMBl  JIOKYMEHTALIMOHHOTO
o0ecrieueHusi yOpaBJIE€HUS B  YHUBEPCUTETE, KOHTPOJIb 32  COOJIOJCHUEM
YCTAaHOBJICHHBIX NPaBWJI paldOThl € JOKYMEHTaMH, METOJAMYECKOE pPYKOBOJACTBO
paboToli ¢ MOKyMEHTaMH MU OOy4deHHe paOOTHHUKOB OCHOBAaM JIEJIONPOU3BOJICTBA,
BHEJIPEHUE U MPUMEHEHUE COBPEMEHHBIX MH(POPMALIMOHHBIX TEXHOJIOTHI B padboTe ¢
JIOKyMEHTaMH BO3JIaraloTCsl Ha KaHUEISPUIO YHUBEPCUTETA.

Pabota xanuensipun perynupyercs [logoxeHneM 0 KaHLEIIpUu.

[IpaBa, 0O0A3aHHOCTM M OTBETCTBEHHOCTh pPaOOTHUKOB, YYaCTBYIOIIMX B
JICJIONPOU3BOJACTBEHHOM  OOCIY>KMBAaHWM  YHUBEPCHUTETA,  ONPEACHAIOTCA  UX
JOJKHOCTHBIMH HHCTPYKLUSIMH.

5. OTBETCTBEHHOCTh 32  OpPraHM3alMI0  JEJIONPOU3BOJCTBA, COOIIOACHUE
YCTaHOBJICHHBIX MPaBWJI MU MOpsiKa pabOThl ¢ JOKYMEHTaMU B YHHMBEPCUTETE, HUX
COXpPaHHOCTh BO3JIararoTcsa Ha pekrtopa. [Ipm cmeHe pekropa yHUBEpcUTETa
COCTABJISIETCS AKT IpUEMa-Tiepeau JOKyMEHTOB U JIE]I.

OTBETCTBEHHOCTh 33  OPraHU3alMI0  JIEJONPOU3BOJICTBA,  COOJIIOACHHE
YCTAaHOBJICHHBIX MPaBWJI U TMOpsAKa pabOThl € JOKyMEHTaMU B CTPYKTYPHBIX
MOJIPA3/ICNICHUSX YHUBEPCUTETA, MX COXPAHHOCTH BO3JIAralOTCs Ha PYKOBOAMTENEH
TUX noApaszjaeneHuid. [Ipuka3zom pexkropa HazHayaeTcsi paOOTHUK, OTBETCTBEHHBIHN 3a
BEJICHUE JIETIONPOU3BOJICTBA, KOTOPBI OCYHIECTBISIET B CTPYKTYPHOM MOAPA3ACIICHUN
y4eT U KOHTPOJIb MTPOXOXKJIEHUS JOKYMEHTOB B YCTaHOBJIEHHBIE CPOKH, HH(POPMUpPYET
PYKOBOJIUTENS CTPYKTYPHOT'O MOJAPA3AEICHHS O COCTOSIHUM X UCIIOJIHEHUS U JIP.

PaboTHUKM yHUBepcUTETa JOJIKHBI OBITh O3HAKOMJIEHBI C YCTaHOBJIECHHBIM
HOPSAIKOM pabOThl C JOKYMEHTaMU B YHUBEPCUTETE.

PaboTHUKM  yHUBepcUTETa HECYT MEPCOHAIbHYIO OTBETCTBEHHOCTh 32
BBIMIOJITHEHUE TPEOOBAaHWN HWHCTPYKLUHUHM IO JEJIONPOU3BOJACTBY, COXPAHHOCTb
HAXOJSAIIMXCS Y HUX CIY>KeOHBIX JOKyMeHTOB. OO0 yTpare JOKYMEHTOB HEMEIJIEHHO
COOOIIAETCS] PYKOBOJIUTEINIO MOAPA3IEICHNS U B KAHLIETISIPUIO.

[Tpu nepeBone, nepeMenieHN WK YBOJIbHEHUH pPaOOTHUKA MMEIOLIUECS y HEro
JOKYMEHThl M JieJla TMepefaroTcs IO PEHIeHUI0 PEKTOpa YHUBEPCHUTETAa WU
PYKOBOJAMTEINSI  COOTBETCTBYIOIIETO  CTPYKTYPHOTO  MOJpa3feieHus  JIpyromy
pabOTHHKY IO aKTy MpHeMa-rnepeayl JOKyMEHTOB U Jell.

6. Koutposnb 32 cocTOsSSHUEM  JIeJIONMPOM3BOJICTBA B YHUBEPCUTETE
OCYUIECTBIISIETCS opraHamu apXUBHOTO nena u JIEJI0NPOU3BO/ICTRA,
roOCyAapCTBEHHBIMU aPXUBHBIMH YUPEKIECHUSMHU U BBIIIECTOAIIMMU OpTraHU3alUsIMU.



I''TABA 2
JTOKYMEHTUPOBAHUE YIIPABJIEHUECKOU JTESATEJILHOCTU

7. JlokyMeHTUpOBaHUE YIIPABJICHUYECKON NESITEILHOCTH 3aKJII0YACTCs B CO3JaHUN
yIOpaBJIEHYECKUX  JOKYMEHTOB — (UKCAllUM Ha  MaTepUaIbHBIX  HOCHUTEISX
yIOpaBJI€HYECKUX JACHCTBHM 110 YyCTaHOBJCHHBIM TMpaBuiaM. JloKyMEHTHpOBaHHE
YIPaBJIEHYECKON JEATEIbHOCTH MOYKET OCYIIECTBIIATHCS KaK PYKOIMMCHBIM CITIOCOOOM,
TaK U C TIOMOIIBIO TEXHHUYECKUX CPEJCTB. YTPaBICHUYECKUE TOKYMEHTBHI MOTYT OBITh
3a(KCUPOBaHbI KaK Ha OyMa)KHOM, TaK M Ha 3JIEKTPOHHOM HOCUTEJE (IOKYMEHTHI B
AJICKTPOHHOM BHJIC, B TOM YHCJIE DJICKTPOHHBIC TOKYMEHTHI).

JIOKyMEHTBI B DJIEKTPOHHOM BHJIE MOTYT TPUMEHITHCA BO Bcex cdepax
JEATEeIIbHOCTH, TJE€ MWCIOJIB3YIOTCS MPOrPaMMHBIE, MNPOrPaMMHO-TEXHUUYECKUE U
TEXHUYECKUE CpPEJICTBA, HEOOXOAMMBIE Il CO3AaHusA, OOpadOTKU, XpaHCHWUS,
nepeayu u npruemMa nHQopMaIuu B 3JIEKTPOHHOM BH/IE.

TpeboBaHus K JOKyYMEHTaM B DJJEKTPOHHOM BHUJE PaCIpPOCTPAHSAIOTCA Ha
AJIEKTPOHHBIE JTIOKYMEHTBI, €CIM HMHOE€ HE MPEeAYyCMOTPEHO 3aKOHOJATEIbCTBOM 00
AIEKTPOHHBIX JIOKYMEHTaX M 3JICKTPOHHOU U(POBOM MOIMKCH.

CocTtaB  JOKYMEHTOB, OOpa3yloIIUXCi B  JACATEIbHOCTH  YHHBEPCHUTETA,
OTpeNesIeTCs €ro KOMIICTEHIIUEH, KPYroM yhpaBiIeHYSCKHX (DYHKIHH, MOPSIKOM
pa3pelieHus: BOMPOCOB (€IMHOJUYHBIN WM KOJUICTHANIbHBIN), 00EMOM U XapaKTEePOM
B3aMMOCBSI3EH MEXy OpraHU3aIlMsIMH OJIHOTO WIIM Pa3IUYHBIX YPOBHEH yIpaBIICHUS
U T.IL.

IOpuaudeckuM OCHOBAaHHMEM CO3JIaHHMS OPTaHM3aMOHHO-PACIIOPSIUTEIBHBIX
JIOKYMEHTOB B J€SITEILHOCTA YHUBEPCUTETA SIBJISFOTCS

aKThI 3aKOHOATCILCTBA;

pelIeHHUs CYJI0B;

MIPEANMCAHNS TOCYIAPCTBEHHBIX OPTAHOB U JOIKHOCTHBIX JIUIT;

MTOPYYCHUS BBIMICCTOSAIINX OPTaHU3aINi;

OCYILECTBJICHUE  MCHOJHUTEIBHON U  OPTaHU3alMOHHO-PACTIOPSIUTEIbHON
JIEeSATEIIBHOCTH B IIEJISX BBIOJHEHUS YHUBEPCUTETOM BO3JIOKEHHBIX Ha HETO (hyHKITHI
1 3aJ1a4 B COOTBETCTBHH C €TI0 KOMIETCHIIUECH.

8. YHuBepcuTeT HaJeleH IpaBOM IPUHUMATh (M37aBaTh) TOJBKO  Te
pacropsauTeIbHbIE JOKYMEHTHI (ITPUKa3bl, PACTIOPSIKEHUS ), KOTOPBIC IMPETYCMOTPEHBI
3aKOHOJIATCILCTBOM, Y CTABOM HJIH ITOJIOXKCHUSMH O HHUX.

9. CoBMeCTHBIC pACHOPSIAMTENBHBIE JOKYMEHTBl OpPTaHM3aIluid, HW3AArOIINX
OJINHAKOBBIC BUJBI JOKYMEHTOB, U3/IAlI0TCSI B COOTBETCTBYIOIIEM Bujae. COBMECTHBIE
pactopsiIUTEeIbHBIC  JOKYMEHTBI  OpTaHW3alliid, W3JAIONUX  Pa3IUYHbIC  BUBI
JIOKYMEHTOB, MPUHUMAIOTCS B BHJE PEIICHUS, KOTOPOE€ HMEET MPaBOBYIO CHITY
pacropsIUTEeILHOTO JOKYMEHTa JUIS KaXJIOW OpraHu3aiuu, TMPUHSBIIEH 3TOT
JIOKYMEHT.

10. Xox oOcyxjaeHuss BONPOCOB Ha 3acelJaHusAX, COBCIIAHUIX, COOpaHUsX,
KOH(EepeHIUX, JEIOBBIX BCTpeuax (jajiee — 3aceanus) pukcupyeTcs B IPOTOKOJIAX.

Pemennsi, mpuHATBIE Ha 3aceJaHUM KOJUICTHAJIBHOIO OpraHa, HMEIOIIEro
COBENIaTeNbHbIE (YHKIIMM, KaK TMPaBWIO, TMPOBOAATCS B JKW3HH TMPUKA30M
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(pacriopspKeHHEM) PEKTOpa YHUBEPCUTETa JIMOO NYTEM YTBEPKIEHUS PEKTOPOM
YHUBEPCUTETA MPOTOKOJIA 3aCETAHMS.

11. YHuBepcurer BeneT MNepenucKy ¢ MUHUCTEPCTBOM 3/IpaBOOXPAaHEHUS
PecnyOnuku  benmapych, Kak  BBINICCTOSIIICH — OpraHuzamued, CTOPOHHUMH
OpraHU3alMsIMH, rpa)<J1aHaMu, B TOM qucie WH/IMBU1y aJIbHBIMU
OpEeIIPUHUMATEISIMU, B LEISAX BBIIOJHEHUS IOCTaBICHHBIX NEpe] HUM 33434 U
peann3anyy BO3JI0KEHHBIX Ha HEro (QyHKIUH.

[Tepenncka MeXay CTPYKTYPHBIMM NOJpa3AeiiCHUSIMH YHUBEPCUTETa, 32
UCKJIIOYEHHEM TEPPUTOPUAIBHO YJAIEHHBIX [TOIPA3eICHNH, 3aIIPEIaeTCsl.

12. YHuBepcUTeT Ha OCHOBAaHMH HOPMATHUBHBIX NMPABOBBIX aKTOB, OMPEICIISIONINX
X 3a7aud ¥ (QYyHKUIUH, W31aeT (COCTaBIseT) TaKXKe IUIaHbl, OTYETHI, JOKIJIAIHBIC
3aMKCKH, CIIPABKU, aKThI U IPYTH€ YIPABICHYECKHE TOKYMEHTHI.

13. [IpaBo w3manus (MPUHATHS) NOKYMEHTOB, WX MOJIIMUCAHUS, YTBEPIKICHUS,
corjacoBaHus (BU3MPOBAHHUS) 3aKPEIUIIETCS B Y CTaBE YHUBEPCUTETA, MOJOKEHUAX O
CTPYKTYPHBIX MOAPA3IEICHUAX, AOJKHOCTHBIX MHCTPYKIUSAX PAOOTHUKAM M HWHBIX
JIOKAJIbHBIX IIPABOBBIX aKTaX YHUBEPCUTETA.

14. [lonroroBka AOKyMEHTa BKJIIOYAET COCTaBJICHHE U O(OpMIIEHHE NPOEKTa
JIOKYMEHTA, €ro MOANHCAaHuE, P HEOOXOAMMOCTH — COTJIacOBaHHE (BU3HPOBAHUE),
YTBEPKJICHHUE.

[Tpu noaroroBke U 0hOpMIEHUN JOKYMEHTOB HEOOXOMMO COOIOIATh MpaBUa,
o0ecreunBaoIIre IOPUINYECKYI0 CUITy JOKYMEHTA, ONIEPATUBHOE M KaueCTBEHHOE UX
VICITOJIHEHHE U ITOUCK.

15. /I cokpamieHusi KOJMYECTBa MNPUMEHSEMBbIX (OpM  JOKYMEHTOB
YHUBEPCUTET HUCIOJIB3YEeT YHHU(PUUUPOBaHHBIE (POopMbI JOKyMeHTOB (manee — YD/I),
MPEACTABIIAIONINE COBOKYIMHOCTh PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUHU C
pemiaeMbiIMM B JIaHHOM cdepe AesITeNIbHOCTH 3aJayaMd M PACHOJIOKEHHBIX Ha
HOCHTeJIe MH(OpMALUU B ONPEICICHHOM MOPSIAKE.

YO/ Brmouaorcs B «Tabenb yHUUIMPOBaHHBIX (QOPM  JOKYMEHTOB
YHUBEPCUTETa» — TEpeUYeHb pa3pEelICHHbIX K MPUMEHEHUI0 (OpM JIOKyMEHTOB,
HEOOXOJUMBIX U JOCTAaTOYHBIX Ul peanu3auuu (YHKIHUN W 3a7ad yrnpaBiIeHUYECKOM
NEATEIbHOCTH C OTPaXEHHWEM OCHOBHBIX 3TAallOB MX IOATOTOBKM M IPOXOKIACHUS
(anee, eciu He ONpPEAENICHO HHOE, — Ta0elb).

TabGenb pa3pabaTbiBaeTcsi ¢ y4eToM CleHU(UKUA IEATeIbHOCTH YHUBEPCUTETA U
KOHKPETHBIX 3a/1a4, KOTOPBIE PEIIAOTCS TpH pa3padboTke Tadens mo Gopme CoriacHO
npwioxkenuto 1. Ilpu HeobxoammocTu Tabenb MOXKET ObITh JOTOJHEH Trpadamu
«3aroJIOBOK 10 HOMEHKJIATYpE J1e7», «J[OKyMEHTBI IO BOIIpOCamM», U Jp.

Tabenb yTBepkKIaeTCs peKTOpOM yHUBepcuTeTa. PazpaboTtka, BeleHue Tadens u
KOHTPOJIb 33 €r0 MPUMEHEHHUEM OCYILECTBIIAIOTCS KaHIIEeIIpUEH.

JlokymeHTbl B Tabesne MOryT ObIThb CHCTEMAaTHU3UPOBAHBI MO CTPYKTYPHBIM
NO/Ipa3IeNICHUsIM WU M0 (PYHKIUSAM U 3a]ja4aM YIpaBICHUSI.

16. Ins npugaHus AOKYMEHTY IOPUIAMYECKON CHUIIbI HEOOXOAMMO HaJudue
CIIEYIOIINX 0053aTeNbHBIX PEKBU3UTOB:

HAaMMEHOBAaHUE YUPEKIACHUS — aBTOPA;

JlaTa JJOKYMEHTA;



PETUCTPALIMOHHBIA HHAEKC;

IIOJIITNCK.

Jnsg  oTAenbHBIX BHUIOB JIOKYMEHTOB  JIONOJHUTEIBHBIMU  PEKBU3UTAMH,
NPUJAIOMIUMH UM  FOPUIUYECKYIO CHIIYy, SIBISIOTCA Tpud YTBEpPXKICHHS, Ie4aTh,
OTMETKa O 3aBEPECHUM KOIIHH.

17. JlIokyMeHTBI NOHKHBI OPOpMIIATHCS Ha OJlaHKaX W HMMETh YCTaHOBJICHHBIN
KOMILUIEKC 0053aTeIbHBIX PEKBU3UTOB M CTAOMIBHBIN MOPSIOK X PACIIOIOKECHHUS.

JIOKyMEHTBI B 3JICKTPOHHOM BHJIE OGOPMIISIOTCS B IMOPSIKE, YCTaHOBJICHHOM
nyHkToM 207 Hacrodmeit MHCTpyKInH.

OTnenbHbIE JOKYMEHTHI (BHYTPEHHHE JOKYMEHTHI CTPYKTYPHBIX MOJAPa3ICICHUM,
COBMECTHBIE MTOKYMEHTHI W JZp.) IOMycKaeTcs opOopMIIATh HE Ha OJaHKax, HO C
00s13aTeNIbHBIM BOCIPOU3BEICHUEM COOTBETCTBYIOIIUX PEKBU3UTOB.

[Ipu odopmieHun nuceM, CIPaBOK U JPYTUX CHPABOUYHO-UHGPOPMAIIMOHHBIX
JIOKYMEHTOB JIOIYCKAETCS UCTIOIB30BaTh YIJIOBOM IITAMIT YHUBEPCUTETA.

[Ipu pyxonmucHOM O(OpPMIIEHUM JIOKYMEHTOB COCTaB M  PACIOJIOKEHUE
PEKBU3UTOB JIOJDKHBI COOTBETCTBOBAaTh COCTaBY M PACIOJIOKECHUIO PEKBU3UTOB
JTIOKYMEHTOB, O(DOPMIIIEMBIX C IIOMOIIBI0O TEXHUUYECKHUX CPEJICTB.

18. KaxxpIit TUCT TOKYMEHTa JOJDKEH UMETh TTOJIS:

aeBoe — 30 Mm;

MIpaBO€ — HE MEHEE 8 MM;

BEpXHEE U HIKHEE — He MeHee 20 MM.

[Tons ¢ yka3aHHBIMH XapaKTEPHUCTHKAMH JIOJHKHBI OTOOpPa)KaThCs TPH BBIBOJIC
JIOKYMEHTa B JJIEKTPOHHOM BHJI€ Ha YCTPOMCTBO OTOOpa)KEHHsI U Ha OyMaKHBIM
HOCUTENb.

I'JTABA 3
BJIAHKH JJIOKYMEHTOB. YT JIOBOH IIITAMII

19. bnank moKyMeHTa — CTaHAAPTHBIN JUCT OymMaru ¢ BOCIIPOU3BEACHHON HA HEM
MOCTOSTHHOW MH(pOpMaIuelt TOKyMEHTa U MECTOM, OTBEJICHHBIM JIJIsl IEPEMEHHOM.

20. Ha OnaHkax W3rOTaBIMBAeTCS TOJBKO TIepBas CTpaHUIA JOKYMEHTa, IS
W3TOTOBJICHUS MOCHEAYIOIINX CTPAHULl UCIOJb3YIOTCS CTAHAAPTHBIE YKCTHIE JHUCTHI
Oymaru.

21. YcranaBiauBaeTcs JBa BUJa OJIAHKOB, pa3pabaThIBAEMBIX B COOTBETCTBUU C
rocyaapcTBeHHbiM  cTaHgaptom  Pecnybmuku  bemapyce  CTbh  6.38-2016
«YHUPUIIUPOBAHHBIE CHUCTEMBI JoKyMmMeHTaruu Pecnyonuku benapycs. Cucrema
OpraHU3aIMOHHO-PACTOPSIAUTENIHLHON AoKyMeHTauu. TpeboBaHuss Kk 0GOPMIICHUIO
JIOKYMEHTOBY», YTBEPKJICHHBIM TMOCTaHOBJICHHEM [ OCyaapCTBEHHOIO KOMHUTETa IIO
crtangaptusanuu PecnyOnuku benapych ot 26 oktsaops 2016 r. Ne 83 (nmanee — CTh
6.38-2016): GmaHk AJ11 MUCbMa U 001U OJIaHK.

[Ipu U3roTOBIEHUHM KOHKPETHOTO JOKYMEHTa Ha3BaHue ero Buja (KpoMe M1uchMa)
HAHOCHUTCS Ha OOIIMN OJaHK C MOMOIIBbIO TEXHUYECKUX CPEJICTB.

Ha ocHoBanuu o01iero 6janka MOTYT U3TOTaBIMBATHCS OJAHKU I KOHKPETHBIX
BHUJIOB JJOKYMEHTOB (IIPUKAa30B, PacHoOpsbKEHUM, NPOTOKOJIOB M Jp.). M3roromienue



OJIaHKOB IS KOHKPETHBIX BHUJIOB JOKYMEHTOB II€JIECO00pa3HO, €CIM UX 00BheM
npesbimaet 200 JOKyMEHTOB B TOJ.

22. Ilpu pa3paboTke OJIaHKOB JOKYMEHTOB HCIIOJIB3YIOTCS CTaHJAPTHBIC JUCTHI
oymaru ¢popmatoB A4 (210 x 297 mm).

Br16op ¢opmara GiaHka Mpu U3rOTOBICHUHM JOKYMEHTA 3aBUCUT OT XapakTepa U
o0beMa TeKcTa.

JlokyMeHTBI, UMEIOIIKe He 0oJiee MATU—CEMU CTPOK TEKCTa MOTYT 0(OpMIISIeTCS
Ha juctax ¢popmara AS (148 x 210 mm).

23. Ha OnaHK J1711 TUChbMa HAHOCSITCSI PEKBU3UTHI:

['ocynapcrennsiit repd PecriyOnuku benapyce;

aMOIIEMa YUPEKICHUS;

HAaWMEHOBAHHUE BBITIIECTOSIICH OpTraHU3aIHH;

HAaWMEHOBAHUEC YUPEKICHIS;

MIOYTOBBIN aIpeC YUPEKICHHS;

KOMMYHHUKAITMOHHBIE 1 KOMMEPYECKHE JaHHBIC.

Ha Onank s mucbMa HAHOCSITCS OTPAHUYHUTENIbHBIE OTMETKH W JIMHUM IS
PEKBU3UTOB:  JlaTa  JOKYMEHTAa, pPETUCTPAIMOHHBIA  HWHJEKC, CChUIKa  Ha
PEruCTPallMOHHBIN UHIEKC U 1aTy BXOJISAIIETO JOKYMEHTA.

24. Ha o6miuii 6J1aHK HAHOCATCS PEKBU3UTHI:

["ocynapctBennbiii rep0 Pecriyonuku benapycs;

HAaMMEHOBAHUE BBIIIECTOSIIEH OpraHu3aIiy;

HAUMEHOBAHUE YUPEKICHHUS;

MECTO COCTaBIJICHUS WU U3IaHUA.

Ha oO0mmii OiaHK HAHOCATCS OTPAaHUYUTEIbHBIE OTMETKH W JIMHUWA IS
PEKBHU3UTOB: JaTa TOKYMEHTa, pEeTUCTPAIIMOHHBINA HHICKC.

s obopmnenus peksusuta «Ha3Banue Buaa HOKyMeHTa» Ha oOmiem OiaHke
OTBOJUTCS CBOOOIHOE MECTO MEXKIY pekBu3nTamu «HamMmeHOBaHUWE yUpexACHUS» U
OTPaHUYMTEILHBIMUA  JIMHUSAMH Uil PEKBH3UTOB  «JlaTa  mOKymMeHTa» |
«PerucTpanmoHHbIA HHAEKC.

25. bnanku JOKYMEHTOB pa3pabaThIBalOTCS Ha OCHOBE TMPOJOJIBHOTO WU
YTJI0OBOTO BapuaHTa PaCIONOKEHUs PEKBU3UTOB.

[Ipu yrioBoM BapwaHTE PEKBU3HUTHI OJIAHKA PACIONArarOTCs B BEPXHEM JIEBOM
yray. MakcumalibHas JUIMHA CTPOKH PEKBU3WUTOB OJaHKa HE JOJKHA MPEBBIMIATH 73
MM.

[Ipn mpomonpHOM BapWaHTE PEKBU3UTHI OJAHKA PACIHOJIaralOTCS TOCEPEIUHE
JUCTa BIOJb BEPXHETO IMOJsA 0e3 OrpaHWYCHHS pa3MEpOB IO TOPHU3OHTAIM, HO C
COOJTIO/ICHUEM yCTaHOBJICHHBIX Pa3MEpOB TMOJICH.

26. PexBu3uTbl OnaHKa pacrnojaratoTcs IEHTPOBAHHBIM WM  (DJIaroBbIM
CIIOCOOOM.

[Ipy HEHTPOBAHHOM CMOCOOE HAyajdo W KOHEI[ KaXJIOW CTPOKH PEKBU3HUTA
IEHTPYIOTCS, TO €CTh PABHOYIAJICHBI OT TPAHUI] 30HBI PACIIOJIOKCHUS PEKBU3HUTOB.

[Ipu ¢maroBom cmocobe Kaxkaas CTpOKa PEKBU3UTA HAYMHACTCS OT JIEBOU
TPAHMIIBI 30HBI PACIIOJIOKEHUS PEKBU3UTOB.



27.1lpu HeoOXoguMOCTH Ha OJIaHK MOTYT HAHOCHUTHCA OTPAaHUYUTEIIHHBIC
OTMETKH JJIs TIOJIEH M OTAENIbHBIX PEKBU3UTOB B BUE YIOJKOB U JHHMNA. JlomyckaeTcs
HAHOCUTh Ha OJaHK OTMETKH Ui (pajIblOBKU U MPOOUBKHU OTBEPCTUN JBIPOKOJIOM.

28. Ilpu cozmanum OslaHKa Ha HECKOJBKUX S3bIKaX PEKBU3UTHI OJaHKA JOJIKHBI
OBITh IPOYOJIUPOBAHBI HA ATUX SA3bIKAX.

B yHuBepcurere OnaHK JAJs DOUChbMa M3TOTaBIMBACTCS C  IPOJOJIbHBIM
PacroJIOKEHUEM PEKBU3UTOB Ha JABYX SI3bIKaX.

29. OCOOEHHOCTH M3rOTOBJIEHUS W HCIOJB30BaHUS OJIAHKOB JIOKYMEHTOB C
nzobpaxenneM ['ocymapcrBeHHoro repba PecnyOmuku benapyce perynupyrorcs
aKTaM¥ 3aKOHOJIaTENIbCTRA.

30. YrnoBoil mTaMIl MpOCTaBIsETCS B JIEBOM BEpXHEW YacTH MEPBOTO JIHCTA
JTIOKYMEHTA.

31. CoctaB pPEKBU3WTOB YIJIOBOTO INTaMIla, TMOPSAOK WX pa3MEUICHHs U
oopmiieHHsT TOJDKHBI COOTBETCTBOBATH COCTaBy, TOPSAKY pa3MEIICHUS W
oopmiieHnsT PEKBU3UTOB OJIaHKA.

32. Pazmep yrioBoro mraMia He JIOJDKEH MPEBbIATh 73 MM O TOPU3OHTAIN U
75 MM (mus wmTamnoB ¢ u3oOpaxeHueMm ['ocynapctBeHHoro repba PecrnyOnuku
benapycb wnu amOnembl) wuiam 55 MM (Ui mTamMmnoB  0e3  M300pa)keHus
['ocynapctBennoro repoa PecriyOnuku benapycs unu sMO1eMbl) 10 BEPTHKAIIH.

I'JIABA 4
OPOPMJIEHUE PEKBU3UTOB JJOKYMEHTOB

33. Ilpu moxaroroBke ¥ OGOPMIICHUH TOKYMEHTOB HCIIONB3YIOTCS PEKBU3HTHI,
COCTaB M MOPSAAOK pacIoioxkeHus KoTopeix yctanosiaeH CTh 6.38-2016.

34. PexBusut «I ocynapctBennslil rep0d Pecriy6mmku bemapycey.

N3o0paxenue I'ocynapctBeHHoro repba Pecnyonuku benapyck nmomMemiaeTcs Ha
OaHKaxX JOKYMEHTOB M YIJIOBBIX IITaMIaX TOCYAApCTBEHHBIX OPTraHOB W HMHBIX
rOCyapCTBeHHBIX OpraHu3anuid. HerocynmapcTBeHHbIE OpraHH3allMM TTOMEIIAI0T
nzobpaxkenne ['ocymapctBenHoro repba PecnyOmuku bemapych Ha Onmankax
JIOKyMEHTOB M YIJIOBBIX INTaMIax, €CIUW TaKoe IpaBO IMPEAOCTAaBICHO UM B
COOTBETCTBHH C 3aKOHOJIaTEITLHBIMHU aKTaMHU.

N3o6paxkenne ['ocymapctBenHoro repba PecnyOnuku benmapych Ha Onankax
pacroJyiaraeTcsi B IieHTpe BepxHero nosst. [uamerp nzobpaxenus — He 6omee 17 mm.

35. PexkBu3ut «OMOaemMa yupek1eHUsD

OMOnemMa YHHMBEPCHTETAa 3apeTHCTPUPOBAHHAS B YCTAHOBIEHHOM 3aKOHOM
MOpsZIKE, TI0 YCMOTPEHUIO YHUBEPCUTETA TIOMENIaeTcsl Ha OJaHKaxX Ha JIEBOM I0JIe Ha
ypoBHE pekBusnTa «HammeHoBanme yupexaeHus» («HanMeHoBaHWE BBIIIECTOSIIEH
OpraHM3aln»), €CIM B IICHTPE BEPXHEro TOJS TIOMEUICHO H300paKeHHe
['ocynapctBenHoro rep6a Pecnyonuku benapyce.

Ha Onankax pgokymeHTOB 0e3 wu3oOpaxkeHuss ['ocymapcTBeHHOro repoOa
PecnyOnuku benapych sMOiemMa mnomeniaeTcs Ha BepxHeM moJie Onanka. [lpu
MPOJIOJIBHOM PACTIOJIOKEHUH PEKBU3UTOB AMOJIEMa MOMENIAeTCsl B IIEHTPE BEPXHETO
noJyis OJaHKa, TIPW YIJIOBOM — HaJl CEPENMHON CTPOKH pekBusnta «HamMeHoBaHue
yupexaeHus» («HanMeHOBaHHE BBIIECTOSIIEH OpPraHUu3aumy).



36. PexBusut «Kon yupexaeHus.

Kon yupexaeHuss mpocTaBisieTcsi Ha BEPXHEM IIOJIE CIpaBa Ha MEPBOM JIUCTE
JIOKYMEHTA.

[IpoctaBisgioT Koj MO oOIIerocygapcTBeHHOMY kiaccudukaropy PecnyOnuku
benapyce OKPB  018-2003  «lOpuauyeckue nuna W UHAWBUIAyaJIbHbIC
MpEeANPUHAMATENN, YTBEPKJICHHOMY MOCTaHOBJIICHUEM Komurera 1o
CTaHJapTU3aIK, MeTpoJioruu u ceptudukaiuu npu Cosere MunuctpoB PecryOnrku
benapych ot 28 anpens 2003 r. Ne 22 (nanee — OKHOJIII).

Heobxoaumocts mpoctaBinenuss koga OKIOJIII nHa Onankax ompenensiercs
YHUBEPCUTETOM.

37. PexBusut «Koj mokyMeHTay.

Kon pokymeHTa mpoCTaBisieTCs HAa BEpPXHEM MOJE€ CIopaBa IMOJA KOJAOM
YHUBEPCUTETA.

[Ipu cocTaBiieHUH KOHKPETHBIX JTOKYMEHTOB KOJI ITPOCTABIIAECTCS HA T€X U3 HUX,
yHU(QUUUPOBaHHbIE  (OPMBI  KOTOPBIX BKJIKOYEHbI B  OOLIEroCyAapCTBEHHBIN
kinaccudukatop Pecnybnukum  bemapyce OKPB  010-95  «YuudunupoaHHbie
JOKYMEHTBI», YTBEpKICHHbIA TIOCTaHOBIEHHMEM KomuTera mno craHaapTuU3aluu,
MeTpoJioTun U ceprudukanuu MunHHcTepcTBa 00pa3oBaHus U Hayku PecnyOnuku
benapychb ot 29 centsiops 1995 r. Ne 10 (manee — OKY ).

HeoOxoaumocTh mpocTaBiaeHHs! KOJa TOKYMEHTa ONPEENIIeTC YHUBEPCUTETOM.

38. PexBusut «HauMeHoBaHME BHITIIECTOAIIEH OpTraHU3AINI.

[Ipy Hanuuyuu BHIIECTOSALIEH OpPraHU3allMM Ha JOKYMEHTAaX YKa3bIBa€TCs €€
NnoJIHOe O(UIMATIBHOE HAMMEHOBAaHHWE, 3aKPEIUICHHOE B YCTaBE BBIIIECTOSIIEH
OpraHU3alliy WU TIOJI0)KEHUH O HEH.

HanMeHoBaHME  BBIIECTOAILEH  OpPraHM3alMy  YKa3blBaeTCcsd Ha  BceX
OpraHU3alMOHHO-PACTIOPSIAUTENBHBIX JIOKYMEHTaX, 33 HCKIIOYEHHEM BHYTPEHHHUX
MH()OPMAIMOHHO-CITPABOYHBIX ~ JOKYMEHTOB  (CHpPaBOK, JOKJIAJHBIX  3alHCOK,
3asIBJICHUH, IPEJCTABICHUH U JIp.).

39. PexBusut «HauMeHoBaHUE yUpPEKACHUSN.

HanMeHnoBanue yupexaeHus 0003Ha4aeT aBTopa JOKYMEHTA, KOTOPBIM SIBIISIETCS
IOPUINYECKOE JIULIO, CO3/1ABIIEE TOKYMEHT.

HanMeHOBaHME ydpeKIEHUs YKa3bIBAETCSI B TOYHOM COOTBETCTBHU C yCTABOM,
noJyiokeHueM o HeM. COKpaleHHOe HAMMEHOBAHUE YUPEKICHUS MOXKET YKa3bIBaThCS
B T€X CJIy4asX, KOTr/la OHO 3aKPEIUJIEHO B YUPEIUTENIbHBIX IOKYMEHTAaX YUpEKICHUS.
CoxpallleHHO€ HaMMEHOBAHHE [MOMEIAETCS HIKE MOJTHOTO U 3aKJII0YAETCS B CKOOKH.

JIOKyMEHT, MOATrOTaBIMBAEMbI COBMECTHO JABYMs U 0OoJiee OpraHu3alusiMu
(yupexxkaeHusamu), odopmisieTcss Ha UYHUCTOM  CTaHIAPTHOM  JIMCTe Oymarm.
HaumenoBanusi opranuzamuii (yuypexaeHui) pacroJiaratoTcsi B COOTBETCTBUHU C HX
MOJTHBIMU O(UIIHMAIBHBIMA HAUMEHOBAHUSIMH B BEPXHEH 4acTH JOKYMEHTa Ha OJHOM
YPOBHE.

Hanpumep:
Yupexnenue oopa3oBaHus ['maBHOE ympaBieHue 31paBOOXpAHEHUS
«["poTHEHCKUI TOCYIapCTBEHHBIN ['poaHEeHCKOro 00J1IaCTHOTO

MCI[I/IHI/IHCKI/Iﬁ YHUBCPCUTET» HUCIIOJTHHUTCIBHOI'O KOMHUTETA



IIpy cucreMaTHyeckod  IOATOTOBKE COBMECTHBIX  JOKYMEHTOB  MOXET
U3rOTaBIMBATBCA  COOTBETCTBYIOIIMM  OJaHK €  yKa3aHMEM  HauMMEHOBaHUU
opraHu3auui (y4pexIeHHil), CO30a0IUX JOKYMEHT, B TOM YUCJIE Ha OJJHOM SI3bIKE.

40. PexBu3ut «HammeHoBaHNE CTPYKTYPHOTO MOIPa3ACTICHUS.

HanmenoBaHne CTpyKTYypHOT'O IOAPA3AEICHUS YKA3bIBAETCS HA IOKYMEHTE B TOM
cily4ae, €Ciii JOKYMEHT U3aeTcsl (COCTaBISAETCS) OT UMEHH 3TOT0 NOIpa3IeIeHUsI.

41. PexBusut «I1o4ToBBIN afgpec OTIPABUTEIS.

[TouToBRIil anpec oTnpaButelis 0GOPMISIETCS B COOTBETCTBUU C JACHCTBYIOIIMMU
IIPAaBWJIAMM OKa3aHUS yCIYT TOYTOBOU CBS3H.

Hanpuwmep:
yi.I'opekoro, 80
230009, r.I'pogno

42. PexBusut « KOMMyHUKAIITMOHHBIE U KOMMEPYECKUE JaHHBICY.

KoMmyHuKaronnele naHHble (HOMepa TenedoHOoB, Tenedakca, oPUIMaTbHBINA
aZipec SJIEKTPOHHOM TMOYTHI) MOMEIIAIOTCS HUXKE MOYTOBOTO ajpeca OTHpPaBUTEIS.
['pynnet 1udp B HOMepax TenedoHOB AehUCOM WU IPYTUMHU 3HAKAMH TIPETHHAHUS
HE paznernsaroTcs. J[pyrue cBeieHusl yKa3bIBalOTCS M0 YCMOTPEHHUIO YHUBEPCHUTETA.

KoMmmepueckrue aaHHbIE BKIIOYAIOT HOMEP PACUETHOIO CUETa, HAaMMEHOBAHUE
0aHKa U Tak Jajee U pacloJiaraloTcsl HUK€ KOMMYHUKAITMOHHBIX JTAHHBIX.

43. PexBusnut «Ha3Banue BUIa JOKYMEHTAY.

Ha3Banue BuIa [OKyMEHTa OIpENeIseTcs €ro Ha3HauYeHUEeM U JIOJHKHO
COOTBETCTBOBATh KOMIICTCHIIMM YHHUBEPCUTETA, COJACPKAHUIO JOKYMEHTUPYEMOIO
yIpaBJIeHYECKOTro JAEHCTBUS, a Takke Tabemto. Ha mruceMax HazBaHue BUIA JOKYMEHTA
HE YKa3bIBACTCS.

Ha3Banue Bua JOKYMEHTA MeYaTaCTCsl IPOMUCHBIMU OYKBaMU 0€3 pa3psIKu.

[Ipu wucnonp3oBaHuM OOMMX OJAHKOB C TMPOJOJIBHBIM  PACIOIOKEHUEM
PEKBU3UTOB Ha JABYX SI3bIKaX Ha3BaHUE JOKYMEHTA [1€YaTaeTCs Ha ABYX SI3bIKaX.

44. PexBusut «Jlata nokymentay. OpopmMieHue 1at B TOKyMEHTaX.

JlaToit nmoKymeHTa SBJISIETCS JaTa €ro MoAmucaHusi (MpuKas, pacrlopsiKeHHE,
MUCHMO U JIp.) WIH COOBITHS, 3a()UKCUPOBAHHOTO B JTOKYMEHTE (ITPOTOKOJ, aKT), JJIs
JOKYMEHTa, MPHHHUMAEeMOI'0 KOJUIETHAIBHBIM OpraHoM (ITOCTaHOBJICHHE, PEIICHHUE), —
JaTta ero MPUHSITHS, I YTBEPXKIAEMOro MOKyMeHTa (IUIaH, OTYET, WHCTPYKIIMS,
MOJIO’KEHHE U JIp.) — JlaTa YTBEPIKICHUSI.

JlaToli COBMECTHOTO JIOKYMEHTa Ha OYMa)XHOM HOCHUTEJE SBIISIETCA JaTra ero
MOJIMMCAHUS TIOCIICTHEN OPraHUu3allueH.

[Ipy T1TOATOTOBKE TPOEKTAa JOKYMEHTAa JIOMYCKAeTCs Ieuararh TOJBKO
o003Ha4YeHUsT Mecsla U Tojia, JACHb MecCsIa MPOCTAaBISETCS JIOHKHOCTHBIM JIMIIOM,
MOAMUCHIBAIOIIUM WJIN YTBEPKAAIOIIUM IOKYMEHT.

JlaThl moAnucaHus, YTBEPKICHUSI, COTJIACOBAaHUS, a TAaKXKE€ JaThl B PEKBU3UTAX
«Tekct», «CcplUlka Ha PErUCTPAlMOHHBIA MHACKC M JIaTy BXOJMSIIETO JOKYMEHTa»,
«Peszomonusy, «Buzay, «I'pud nmpunoxenus», «OTMETKa 0 HAIUYUU MPUIOKECHUY,
«OTMeTKa 0 TOCTYIUIEHUH (PEruCTPAIllMOHHBIN IITaMIl BXOJSIIMX JIOKYMEHTOB)»,



10

«OtMeTKa 00 WCIIOJIHEHWHM JTOKyMEHTa W HaMpaBleHWW €ro B aeno», «OTMmeTka o
3aBEpEHUH KOMUW» OGOPMIIAIOTCS NHU(PPOBBEIM  crOCOOOM. DJIEMEHTHI  JaThl
YKa3bIBAIOTCA  apaOCKUMU  IMppaMu B OJHOM CTpOKE B  CIEAYIOIIEH
MIOCIIEI0BATEIPHOCTH: JIEHb MECAIa, MECAIl, To11. JleHb Mecsia u MecsI 0hopMIISeTCs
IBYMsI TapaMu apaOCKuX mudp, pa3IeIeHHBIMU TOYKOM, TOJl — YETBIPhMSI apaOCKUMU

nudpamu.

Hanpumep: 20.01.2020

[Ipu odopmiieHnn AatT B JAOKYMEHTAX, COJCP)KAIUX CBEICHUS (DUHAHCOBOIO
XapakTepa, JOIyCKaeTCcsl MCIOJb30BaHUe ClIOBeCHO-IuppoBoro crnocoba. Ilpu
MCIIOJIB30BaHUU CIIOBECHO-IIM(POBOTO Ccriocoda AeHb Mecsia odopmisieTcs apadCcKoit
uudpoit (ot 1 mo 9) wim napoit mudp (ot 10 1o 31), Ha3BaHUE Mecsla — MPOIHUCHIO,
rOJ1 — YEThIPbMsI apaOCKUMU LU(PPaMU, IOCIE KOTOPBIX CTABUTCA OYKBa «I» C TOYKOM.

Hanpumep: 10 mapta 2020 r.

JlaTel B HOpPMATUBHBIX MPABOBBIX aKTax O(OPMISIOTCS B COOTBETCTBHH C
3akoHoMm PecnyOnuku benapych «O HOpMaTUBHBIX MPABOBBIX aKTax).

45. PexBu3UT «PerucTpaiiiOHHbIN UHACKCY.

PeructpaulMOHHBIA HHAEKC CO3/1aBAEMBIX U MOIYYa€MbIX JOKYMEHTOB COCTOUT U3
MOPSAKOBOTO PETUCTPAIIMOHHOTO HOMEPA, KOTOPBIM MOXKET OBITh JOTIOJHEH UHIAECKCOM
1o HOMEHKJIaType nen, WHJIEKCOM MIPUMEHSIEMOTO Kjaccudukaropa
(KOPpECTIOHICHTOB, BOMPOCOB JACATEIBHOCTH W T.1.) U JPYTUMH YCIOBHBIMU
0003HaYCHUSIMH.

Ha pgokymeHTax, COCTaBJIEHHBIX COBMECTHO HECKOJBKUMH OpraHu3alusIMu
(YyupexaeHUsMH), PErUCTPAIMOHHBIE UHACKCHl aBTOPOB MPOCTABJISIOTCS YePe3 KOCYIO
4YepTy B OPAJIKE YKa3aHUs aBTOPOB HA JOKYMEHTE (CJieBa HAMpPaBo).

46. PexBusutr «Ccbulka Ha PErUCTPALMOHHBIN HMHIEKC U JaTy BXOJSIIETO
JOKYMEHTa.

Ccbllka Ha PETHCTPALIMOHHBIA HMHAEKC M ATy BXOJALIEr0 JIOKYMEHTa
pacroyiaraeTcsi Ha OJIaHKe JIJIsl MMChMa U BKIIIOYAET B Ce0sl pErUCTPAIMOHHBIN HHIEKC
U JaTy IOKYMEHTA, Ha KOTOPBINA 1aeTCsl OTBET.

47. PexBu3ut « MecTo COCTABICHUS WIIH U3IAHUI.

Mecto cocTaBiaeHUs WIM U3JaHUS JOKYMEHTa YKa3bIBAe€TCS HUXKE PEKBU3UTOB
«/lata npokymeHTa» U «PeructpaniMoHHBIi WHIEKC» Ha BCEX JOKYMEHTaxX, 3a
UCKJIFOYEHHEM MHUCEM U 3asiBJICHUM.

48. PexBusut «I'pu¢ orpannyeHust 10cTyna.

['pud orpanudeHus: A0CTyIa pacrnoiaraeTcs B IPaBOM BEPXHEM YIUIy JOKYMEHTa
BBIIIIE PEKBUBUTOB «Anpecary, «I'pud yreepxaenus», «['pud npuaoxeHus.

49. PexBu3uT «Anpecary.

AJlpecaTaMi MOTYT SIBISITbCSI OpraHU3allud, UX CTPYKTYPHBIE IMOJpa3/ielCHuUs,
KOHKPETHBIE JOJDKHOCTHBIE JIMIA, TpaXaaHe, B TOM YHCIE WHAWUBUIYAIbHBIC
NpEeANTPUHUMATEIIN.
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[Ipn appecoBaHuMM NOKYMEHTa OpPraHU3allMM €€ HAaNMEHOBAHHE YKa3bIBAaCTCA B
VMEHUTEIBHOM NAJEXKE.

Hanpumep:
MuHHUCTEPCTBO 31paBOOXPAHEHUS
Pecryonmuku benapychb

[Ipu aapecoBaHur JOKyMEHTa CTPYKTYPHOMY MOJAPA3/IEICHUI0O B UMEHUTEIHHOM
MajJie’ke yKa3blBA€TCSd HAWUMEHOBAHUWE OpraHM3allii, a HUXE— HaUMEHOBaHUE
CTPYKTYPHOTO IMOAPA3ACIICHHUS.

Hanpuwmep:
MuHHCTEpPCTBO 3IpaBOOXPaHEHUS
Pecniyonuku benapych
VYrpasineHue KaapoBOU MOJIUTUKH,
yUpexIeHu 00pa3oBaHUs

HpI/I HallpaBJICHHUHU JOKYMCHTA KOHKPCTHOMY HOJDKHOCTHOMY Juny
HaMMCHOBAHUC OPIraHHU3alIWH YKA3bIBACTCA B MMCHHUTCIBHOM IIAACKC, a JOJLDKHOCTh U
(baMI/IJ'II/I}I aapecara — B AaTCIIbHOM.

Hanpuwmep:
MUHHCTEPCTBO 3/IPABOOXPAHEHHS
Pecniy6nuku benapych
HavaneHuky ynpaBieHust KapoBOW MOTUTUKU
Mapmanko O.B.

ITpu appecoBaHMM TOKYMEHTA PYKOBOIUTENIO OpraHU3alUMM (€Er0 3aMECTUTEINIO)
HAaMMEHOBAaHUE OPTraHU3allMi BXOJUT B COCTAB HAMMEHOBAHUS JOJKHOCTH ajpecara.

Hanpuwmep:
Pektopy yupexaeHust o0pazoBaHMs
«I"pOJTHEHCKUI TOCY1apCTBEHHBIN
MEIULUHCKUN YHUBEPCUTET)
Cuexunkomy B.A.

[Ipn HampaBieHUM JTOKYMEHTa B HECKOJIbKO OJHOPOIHBIX OpTraHM3alui HX
HAaMMEHOBAHUS YKa3bIBAIOTCSI 000OIIEHHO B UMEHUTEILHOM MafexKe.

Hanpumep:
PecniyOnukanckue opraHsl
rOCyJapCTBEHHOT'O YIIPABICHUS

HpI/I HaIpaBJICHUHU OOKYMCHTA PYKOBOAUTCIIAM HCCKOJBKUX OJHOPOJHBIX
OpFaHI/ISaHI/Iﬁ HAaMMCHOBAaHHA NX I[OJDKHOCTGﬁ YKa3bIBarOTCA O606HIGHHO B 4aTCJIIbHOM
magcxKe.

Hanpuwmep:
PykoBoauTensm pecryOnMKaHCKUX OPraHOB
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rOCy1apCTBEHHOI'O YIPABICHUS

[TouToBBIM ampec, Kak MPaBWIO, YKa3bIBAETCA TOJBKO Ha KOHBepTe. [louToBbIN
aapec BXOIUT B COCTaB PEKBU3HUTA «AApecaTy IPU aIpEeCOBAHUU JOKYMEHTA PA30BOMY
KOPPECIIOH/IEHTY.

[TouToBBIli aapec B pekBU3UTE «Anpecar» O(OpPMIIAETCS B COOTBETCTBUHU C
IIpaBUJIaMH OKa3aHMsI YCIYT IIOYTOBOM CBSI3H.

Hanpuwmep:
VYupexxaeHue oopazoBaHUsl
«I'pOoIHEHCKUH TOCY1apCTBEHHBIN
MEAULIMHCKUI YHUBEPCUTET»

yi.I'opekoro, 80
230009, r.I'poguo

Ha noxymeHTax, HanmpaBiIsieMbIX MOCTOSSHHBIM KOPPECIIOHAEHTaM, OpraHu3alusm
CBOEH CHUCTEMBI, aJpec JIONyCKaeTCs He MpOCTaBiATh. [ OTmpaBKH TakHuX
JIOKYMEHTOB MOTYT MPUMEHSTHCSI KOHBEPTHI C 3apaHee HaleyaTaHHbIMU aJIpecamu.

[Ipn aagpecoBaHMM [TOKYMEHTa IpaKJAaHWHY, B TOM YHCIIE HHIWBUAYaTbHOMY
IpeIpUHUMATENI0, BHAYAJIe YKA3bIBAIOTCSA (DaMUITUS U MHUIMAIIBI (COOCTBEHHOE UM,
OTYECTBO (€CJIM TAKOBOE MMEETCS) MOJIydaTesl, 3aTeM — IIOYTOBBIHN ajipec.

Hanpuwmep:
Cronsposoii H.M.

yi. IL.I'ne0ku, 1. 15, kB. 26
223120, /o Jloroza
Jlororickoro p-Ha
MuHcko#i 00:1.

PexBu3ut «Anppecat» HE JOKEH coiepxkaTh Oojee deTbipex anapecoB. CioBo
«KOTIHS TIepe] BTOPHIM | MOCIEAYIOMUMHE aipecaTaMi HE TIPOCTABIISETCS.

[Tpu HanmpaBieHNH TOKyMEHTa 0oJiee YeM B YETHIPE aapeca COCTABISIECTCS CIIUCOK
Ha pacceUiky 1o (opme corimacHo mnpuwiokennro 2. Ha kaxmom sk3emIumsipe
YKa3bIBAETCS TOJIBKO OJMH aapecat Win 00001eHHOe HAanMEHOBaHUE aIPECcaToB.

Ecnmu nokyMeHT SBisSIETCS OTBETHBIM, II€PBBIM aapecaToM Ha JIOKYMEHTE
YKa3bIBaCTCS aBTOP MHUIIMATHBHOTO MUChMa HE3aBUCHUMO OT 3HAYMMOCTH OCTaJbHBIX
aJpecaToB.

[Ipn HampaBieHUM JOKYMEHTAa B BBIIIECTOSIIIME OPTaHHU3aIllMd HE JIOMyCKaeTCs
OJTHOBPEMEHHOE €r0o aJpecoBaHHE APYTUM ajapecaTaM, KpoOMe CiIydaeB, KOrja 3TO
OTIPEJICIICHO TOPYYCHUEM BBIIIECTOSIIEH OpraHN3aIluu.

[Ipu HampaBieHUU TOKyMEHTA IO SJECKTPOHHOM TMOUYTE B PEKBHU3UTE «AJpecaTy
BMECTO TMOYTOBOTO aapeca yKa3bIBaeTCsS OQUIIMATBHBIN aapec AJICKTPOHHON IMOYTHI
OpraHu3alu-aapecaTa Wiv aJpec IEKTPOHHOMN MOYTHI TpakJaHIHA.

50. PexBuszut «I'pud yTBepKaCHUY.
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YTBepxKAeHUE SBISICTCS OMHUM U3 CIIOCOOOB YIOCTOBEPEHHS JOKYMEHTA IMOCIE
ero mnoanucaHus. JIoKkyMeHT, mMOJJexaluid  yTBEPXKIEHUIO, HpuoOperaer
IOPUANYECKYIO CHITY TOJIBKO C MOMEHTA €T0 YTBEPIKICHUS.

JIOKYMEHT MOKET YTBEPKJIaThCsl IBYMS CIIOCOOAMM: TTOCPEICTBOM ITPOCTABJICHUS
JIOJDKHOCTHBIM JIMIIOM B TpuUde YTBEPXKICHUS COOCTBEHHOPYYHOH MOAMHUCH WM
W3/IaHUsl PACIIOPSIUTEILHOIO JOKyMEeHTa (cocTaBlieHHs MpoTokona). Oba crocobda
HMMEIOT OJIMHAKOBYIO IOPUIUYECKYIO CUITY.

[Ipu yTBEpXKICHUM HOKYMEHTA IOCPEICTBOM MPOCTABICHUS JOJXKHOCTHBIM
JUIOM B Tpude yTBEpKIEHUS COOCTBEHHOPYYHOM TMOANUCH TpU] YTBEPKICHUS
cocrout u3 cinoBa «YTBEPXJ/AIO», namMeHoBaHUS OJDKHOCTH JIMIA, BKIIFOYAs
BUJIOBOE (YHUBEPCHUTET, KOMUTET U T.I.) WIH COKPAIICHHOE HANMEHOBAHUE
OpraHu3alii, €ro COOCTBEHHOPYYHON MOAMUCH, pacM(pPOBKU TOAMUCUH U AaThl
YTBEPKACHUS.

Hampumep:
YTBEPXJAIO
PexTop yHuBepcurera

Tloonuce B.A.CHEXUIKAMN
20.01.2020

HpI/I YTIBCPKACHHUHN NTOKYMCHTA PYKOBOAUTCIICM BBIHICCTOHHICﬁ OpraHu3anuun Ui
AJOKYMCHTA, COCTAaBJICHHOI'O HC Ha 6HaHKe, B HaAaMMCHOBAaHHMC JOJDKHOCTH JIMIIA,
YTBCPAUBIICIO JOKYMCHT, BKJIFOYACTCA ITIOJTHOC HAMMCHOBAHNEC OPraHHU3allnH.

Harmpumep:
YTBEPXIAIO
Pexrop yupexaeHust oOpa3oBaHus
«I"pOJTHEHCKUI TOCY1apCTBEHHBIN
MEIULUHCKUN YHUBEPCUTET)
Ioonucey B.A.CHexunkuit
20.01.2020

Hata (nens Mmecsana) yreepxkaenus B rpude «YTBEPXJIAIO» mpocrasnsercs
JIOJDKHOCTHBIM JIUIIOM, YTBEPAUBIIUM JOKYMEHT. MecsIl U roji 10MyCKaeTcsl mevaraTh
C IIOMOIIBI0 TEXHUYECKHUX CPEJICTB.

PacniopsiautenbHbIl aKT W3A€TCSA, Kak MPABUIIO, B CiIydae, KOIrJa BBEICHHE
YTBEPKIaEMOT0 JOKYMEHTA TPeOyeT MOMOJHUTEIBHBIX MPEAMUCAHNN U Pa3bsICHCHUH,
VHBIX JICHCTBHM, CBI3aHHBIX C €r0 IPUMECHEHHUEM.

[Ipu yTBEepKIE€HUM JNOKYMEHTa IOCPEACTBOM W3JaHUsS PACIOPAIUTEIBHOTO
JIOKYMEHTA WJIM COCTaBJICHHS MPOTOKOJA TpU(] YTBEPKIAEHUS COCTOUT M3 CJIOBa
«YTBEPXJIEHO», HazBaHus BuJa 1OKyMEHTa B UMEHUTEILHOM MAJIEXKE, €r0 AaThl U
PETUCTPAIMOHHOTO UHJIEKCA.

Hanpumep:
YTBEPXIEHO
IIpuka3 pexropa yHuBepcUTETa
20.01.2020 Ne 20
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NI

YTBEPXJIEHO
[TpoToko obmiero

coOpaHHsI KOJUICKTHBA
30.01.2020 Ne 1

['pud yTBEpxkAE€HUS MPOCTABISETCS B IPAaBOM BEPXHEM yriy JoKyMmeHTa. llpu
YTBEPXKACHUM  JIOKYMEHTa  HECKOJbKUMHU  JIOJDKHOCTHBIMM  JIMLAMU  T'pU]bI
YTBEPKJICHUS PACIoIararoT Ha OJTHOM YPOBHE.

CnoBa «YTBEPXIAIO» n «YTBEPXX/IEHO» neuaratroT nponvucHbIMU OyKBaMu
0e3 KaBbIYEK U MTPOOEIOB.

Hcnonb3oBaHue OJAaHKOB JOKYMEHTOB C IPOJOJIBHBIM  PacCIOJIOXKEHUEM
PEKBU3UTOB i1 OQOPMIICHUS JOKYMEHTOB, MOMJIEKAUIMX YTBEPKICHUIO, HE
JOIYCKaeTCsl.

[lepeueHb ~ JNOKYMEHTOB  YHUBEpPCUTETA,  MOJJIEKAIIUX  YTBEPKICHUIO,
OIPEIENSIETCS. B COOTBETCTBUH C 3aKOHOATENILCTBOM UM 3aKPEIUIAETCS B MHCTPYKLUU
10 JI€JIONPOU3BOJICTBY YHUBEPCUTETA, MHBIX JJOKAIbHBIX IPABOBBIX AKTaX.

YTBepkKACHUE HOPMATUBHBIX IIPAaBOBBIX AKTOB OCYIIECTBISIETCS B IOPSJIKE,
ycTaHOBJIEHHOM 3akoHOM PecnyOnnku benapyck «O HOpMaTUBHBIX IPABOBBIX aKTaX.

51. PexBusur «Pe3omonus».

Pe3omronyst — nMCbMEHHOE YKa3aHWE PYKOBOJUTENS O MOPSJIKE WCIIOJTHEHUS WU
UCIIOJIb30BaHUS JOKYMEHTA.

PekBusutr «Pe3onmonus» BKIOYaeT (paMWIAIO W WHULUAIBI HUCIIOIHUTEIS,
coJiep>KaHUe MOPYUYEHUsI M CPOK MCHOJHEHUs. Pe3omtouus AomkHA ObITh MOANMCAHA
(coOcTBEHHOPYYHAS TIOJIKCH) ¥ JATHPOBAHA.

[Ipy HanMuUMKM HECKOJBKUX HCIOJIHUTENECH TMepBOM yKas3biBaeTcs (aMuius
OTBETCTBEHHOT'O UCIIOJHUTENS, KOTOPBI OpraHu3yer paboTy COUCIIOIHUTEIEH.

Ha noxymenTe moipkHO ObITh He Oonee omHoM pesomroruu. I[locmemyromme
PE30JIIOLIMK  PYKOBOJUTENEH OPOPMIISIIOTCS,, €CIIM B HUX JETAIU3UPYETCs MOPSI0K
VICITOJIHEHHSI IOKYMEHTA.

Pe3omronms pacrnosiaraeTcsi B IpaBoOM BEPXHEM YIUIy MEPBOIrO JINCTA JOKYMEHTA
nepen TekcroM. llpu HeoOxomuMocTH O(OPMIIEHHS CIOXKHOM MO COAEPKAHUIO
PE30JIOLMH, a TAK)KE HECKOJIBKHUX PE30JIOLUA U HEBO3MOXHOCTH MX Pa3MEIICHHS B
OTBEJICHHOM JJIsl PE30JIIOLUU MECTE JIOMYyCKAaeTcs HalMCaHHWe PE30JIIOLUN Ha JH000i
CBOOOJHOM TUIONIa[M JIMLIEBOM CTOPOHBI MEPBOrO JIUCTA JOKYMEHTA, HE 3aTparvBas
TEKCTa (HO HE Ha MOJSAX JTOKYMEHTA).

[Ipn oTcyTCTBMM CBOOOJHOTO MeECTa Ha JIMIEBOW CTOPOHE IEPBOTO JHCTA
JomyckaeTcs oopMIIeHHE PE30JIOLIMK Ha OTAEIbHOM JMCTE C yKa3aHHEM Ha HEM
PErUCTPALlMOHHOTO MHAEKCA U AAaThbl JOKYMEHTa, K KOTOPOMY OTHOCHUTCS PE30JIIOLIUS.
JIucT pe3oolMK MPUKPEIUISETCss K JOKYMEHTY M TOCJie €ro MCIOJIHEHUSI BMECTE C
HUM MNojmuBaeTcs B jAeno. Ha mokyMeHTe Ha Mecre, NPEeAyCMOTPEHHOM IS
pa3MeIlEeHUs pE30JIIOLMH, JIeJaeTcs OTMETKa O HaJIMYMK JINCTAa PE30JIIOLNH,
BKJIFOYArOIasi CioBa «JIMCT pe30Iouny NpUIaraeTes.
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[Tpu opopmeHNM TUCTa PE3OTIONNN UCTIOIB3YIOTCS CTAaHJAPTHBIE JTUCTHI OyMaru
dbopmatoB A6, AS, A4 ¢ coOII0ICHUEM CIICTYIONIUX Pa3MEPOB MMOJICH:

s popmata A6: BepxHee U HUXKHee — HE MeHee 10 MM, JieBoe — HEe MeHee 12
MM, [IPABOE — HE MEHEE 8 MM;

s opmara AS: BepxHee — He MeHee 15 MM, HkHee — He MeHee 10 Mw,
neBoe — 20 MM, IpaBoO€ — HE MEHEE 8§ MM;

1151 hopmata A4: BepxHee U HIbkHee — He MeHee 20 MM, ieBoe — 30 MM, TIpaBoe —
HE MEHEE 8 MM.

Pesomoniun mo ucnonHenuro mopydenuit Ilpesumenta Pecnybnuku bemapyce,
I'maBel Anmunuctpanuu IIpesunenta PecnyOmuku benapych M ero 3amecTUTENEH,
npenceaareneii maigar HamumonansHoro coOpanust PecnyOnuku bemapych u ux
3amectuteneld, IIpembep-munucTpa PecnyOnuku benapych W ero 3amecTHTENEH,
PYKOBOJUTENEH TOCYIapCTBEHHBIX OpPraHOB, MHBIX OpraHu3aluii oQopmIIsIIOTCS Ha
OTAEJBHBIX JTUCTAX PE3OJIFOLIHM.

JInst  OKyMEHTOB B DJIEKTPOHHOM BHJE PE30JIOLUH  OQOpMIISIIOTCS B
AJIEKTPOHHOM BHJIE JIMOO Ha OT/IETBHOM JucTe Oymaru. [Ipu opopmiieHnn pe3omonuu
Ha OTJIETILHOM JIMcTe OyMaru oH ckanupyercs u nomemaercs B AC JIOY MEJINYM
JM00 TEKCT PEe30JIIOIHUU TMEPEHOCUTCS B PETUCTPAIMOHHO-KOHTPOJIBHYIO KapTOUKY
(manee, ecau He ompenaeneno unoe, — PKK) AC IOY MEJIMYM ynojiiHOMO4YeHHBIM
JIMIIOM C y4eToM TpeboBaHuil myHkTa 214 Hacrosieit MUacTpykumu.

52. PexkBU3UT «3aroyioBOK K TEKCTY».

JlokymeHnThl, oopMIICHHBIE Ha OJIaHKaX WIM CTaHAAPTHBIX JIMCTax Oymaru
dopmara A4, NOKHBI HMMETh 3arojIOBOK. 3arojlOBOK K TEKCTy JOIYCKAaeTcsl He
yKa3bIBaTh Ha JOKYMEHTax, 0POopMIIIEMbIX Ha CTaHAAPTHBIX JIUCTaX Oymaru opmara
AS.

3aronoBok (GopMynupyercss cocraBuTeneM JokymeHTa. OH JIOJDKeH OBbITh
KpaTKUM M €MKHM, TOYHO TIepeJaBaTh CMBICI TEKCTa M TpaMMaTHYECKU
COTJIaCOBBIBATHCS C HA3BAHMEM JIOKYMEHTA.

Hanpuwmep:
npukas (0 yem?) «O COBEpIIEHCTBOBAHUN CTPYKTYPHI annapaTa yrpaBIeHUs»;
nosioxkeHue (0 uem?) «O KaHLEIIpUn»;
IPOTOKOJI (4ero?) «3aceaHus peKTopaTay;
npasuiia (4ero?) «BHYTPEHHETO TPYAOBOTO PAaCIOPSIKay;
JIOJDKHOCTHASI MHCTPYKITUS (KOMY?) «ceKkpeTapio-pedepeHTy»;
akT (0 yem?) «O BBIJCIEHUH K YHUUTOXKEHUIO JOKYMEHTOB U JIeJl, HE TOJIKAIINX XPAHEHUIOY;
aKT (4ero?) «IpoBEPKMY;
nucbMo (0 yem?) «O06 U3MEHEHHH CPOKOB BBIIIOJIHEHHUS JOTOBOPay.

B 3arojoBke K TEKCTy paspemiaercsa YHOTpeOJATh COKpAIleHHUs CIOB U
CJIOBOCOYETAHMM, MCHOJIb3yeMbIX B TOCYJAapCTBEHHBIX cTaHaaprax PecmyOnuku
benapycb, oOuierocyaapcTBeHHbix — kinaccuukaropax PecnyOnuku — benapyce,
COKpAIllEHHbIE HAUMEHOBAHUS OpraHu3aliil 1 OOIIENPUHATHIE COKPAILICHHUS.

Hanpuwmep: O Baeapenuun CTh 6.38-2016
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3aroIoBOK B KaBBIYKHM HE 3aKIIIOYAETCS W HE MOoAYEepKUBaercsa. Touka B KOHLE
3aroJ0BKa HE CTABUTCH.

52. PexBu3ut «OTMETKA 0 KOHTPOJIEH.

OTMeTKa O KOHTpPOJIE pacmojlaraeTcs Ha JIEBOM IOJIE JOKYMEHTa Ha YpPOBHE
3aroJioBKa K TeKCTy U obo3HayaeTcsi OykBoil «K» unmu cinoBom «Kontponb». OTmeTka
MPOCTABIIAECTCS OT PYKH WIM C TOMOIblo MmTeMmiens. OTMeTKa MOXKET ObITh
JIOTIOJIHEHA KOHTPOJIBHOU TaTOM.

53. PexBusut «OTMETKA 0 HAIMYUU TPUIIOKECHUS.

OTMeTKa 0 HaJIMYUU MPUIIOKEHUS PACIIONaraeTcs HIKE TEKCTAa JOKYMEHTA Mepe.l
pexBusutoM «Iloanuce». CnoBo «lIpuinoxenuey mnedaraercs ¢ MPONMUCHONW OYKBBI OT
HYJIEBOI'O MOJIOKEHHs TaOyJIsITOpa OT TPaHULBI JIEBOIO MOJS, MOCIE€ HETO CTABUTCS
JIBOETOYHE.

Ecnm MOKyMEHT MMeEeT NPUIOKEHHE, HA3BAHHOE B TEKCTE, TO B OTMETKE O
HaJIMYUU MIPUIIOKEHUS YKA3bIBACTCS TOJIBKO KOJIMYECTBO JINCTOB U 3K3EMIUISIPOB.

Hampumep:
[Tpunoxxenue: Ha 7 1. B 2 3K3.

Ecmm nmokyMeHT wWMeeT TPWIOKEHHWS, HE Ha3BaHHBIE B TEKCTE, TO WX
HAaMMEHOBAaHUS TEPEUUCIAIOTCS € YKa3aHMEM KOJUYECTBA JIMCTOB U IK3EMIUISIPOB
KOKJIO0TO NpuiiokeHus. [Ipy HamM4Mu HECKOJBbKUX MPUIOKEHUH OHH HYMEpYIOTCS
apaOckumu U pamu.

Hanpuwmep:
IIpunoxenue: 1. MHCTpyKIMSA 1O A€IONPOU3BOACTBY Ha 12 1. B 3 9K3.
2. OT3BIB Ha MPOEKT MHCTPYKIUH Ha 3 JI. B 2 IK3.

Ecnmm Kk HNOKyMEHTy mpuiiaraeTcs IJOKYMEHT, MMEKOIIMUN TNPUIIOKEHUE, TO B
OTMETKE O HaJU4YUM MPUIOKEHUS YyKa3blBaeTcsl o00Ilee KOJUYECTBO JIMCTOB
MIPUIIOKEHUM.

Harpumep:
[Tpunoxxenue: nucbMo HanmonansHoro 6anka Pecryouku benapycs ot 08.11.2008 Ne 12-7/389
U IPUJIOKEHUE K HEMY, BCero Ha 5 JI. B 1 9K3.

Ecnu IIPUIIOKCHUC HAIIPABJIACTCA HC BCCM aApccCaTaM, TO B OTMCTKC O HAJIMYMHU
IMPHUIIOKCHUA YKA3bIBACTCA, B Kakoi aApCC HAIIPABJLACTCA ITPHUIIOKCHHUC.

Hanpumep:
[Tpunoxenue: Ha S 11. B 1 3K3., BO BTOPOM ajapec.

Ecnu npunoskeHust cOpOIIOpoBaHbl, TO KOJIHMYECTBO JTUCTOB HE YKa3bIBACTCS.

B  pacnopsmuTenpHBIX JOKYMEHTaX pPEKBM3UT «OTMeTKa O HaJIWYud
MPWIOKEHUSD» HE 0QOPMIIICTCS; YKa3aHUE O HAJUYHMH TPHIIOKCHHUS JTAeTCS B TEKCTE
JIOKYMEHTA: «COTJIaCHO TIPHIIOKCHHUIO», «IPUJIOKECHUE», «IPHIOKEHHE [», «...
MIPEICTaBUTh MIEPEUEHb JOKYMEHTOB I10 IIpHIIaraeMoii oopMe» u Jip.

54. PexBusur «lloamucey.
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[IpoekT mMOKyMEHTa TIPEACTABISIETCS HAa TMOANUCH COOTBETCTBYIOIIEMY
JOJDKHOCTHOMY JIMIY (MCXOHSl W3 €ro KOMITETEHIIMH) TOJHOCTHIO O(GOPMIICHHBIM,
MIPOBEPEHHBIM, COTJIACOBAHHBIM (MPU HEOOXOTUMOCTH) BMECTE C MPUIOKCHHUSIMH |
MaTepuajgaMu, Ha OCHOBAaHUHU KOTOPHIX OH COCTABJICH.

PexBusut «lloamuce» pacmonaraercsi Mociieé TEeKCTa W OTMETKH O Halu4Yhd
NPWIOKEHUST W COCTOMT W3 HAUMEHOBAHMS JIOJDKHOCTH JIMIA, MOJIHCABIIETO
JIOKYMEHT, COOCTBEHHOPYUYHOU MOJAMKUCH U €€ paciiuPpoBKU (MHUIIAAIBI, (HaMuUIus).
Wuunmane! neyatarotcs nepes Gamuueii 6e3 mpoOenoB Ha YPOBHE MOCIETHEH CTPOKH
HAaUMEHOBAHUS JJOJHKHOCTH.

Ecnu nokyMeHT oopmiieH Ha OGJIaHKE WM C UCIIOJIb30BAHUEM YTIIOBOTO LITaMIIa,
TO B HANMEHOBAHUE JOJDKHOCTH BKIIFOUAETCS, KaK MPABWIIO, BHIOBOE HAWUMCHOBAHHE
OpraHU3aIHH.

Hampuwmep:
Pextop ynuBepcurera Toonucw B.A.Cuexunkuit

[Ipu odopmiieHHMH AOKYMEHTa HE Ha OJIaHKE B HAMMEHOBAHHE JOJKHOCTH
BKJIFOYAETCS MOJIHOE HANMEHOBAHNE OPTAHU3ALNH.

Hampumep:
Pexrop yupexaenus oOpazoBaHus
«I'pogHEHCKU rOCy1apCTBEHHbBIN
MEJIUIIUHCKUN YHUBEPCUTET» Iloonucw B.A.Cuexunukuit

B cocraBe pekBusnra «lloamuch» MOTYT YKa3bIBaThCS CTCIICHH W 3BAHMS
(yueHble, BOMHCKHUE U Jp.).

Hanpuwmep:
Pextop yHuBepcurera
npodeccop Iloonucw B.A.CuHexukuii

[Ipy noamucaHuM  JTOKYMEHTa  HECKOJBKUMHU  JOJDKHOCTHBIMH  JIMLAMH
HAWMEHOBAHUS JIOJDKHOCTEH JIWI, TOJIMUCABIIUX JOKYMEHT, COOCTBEHHOPYYHBIE
MOJAMKUCH U UX paciiiPpoBKH (MHUIIUAIBI, PaMUINHN) PACTIONATalOTCs APYT 3a APYroM
B I10CJIEIOBATEIIBHOCTH, COOTBETCTBYIOIIEN 3aHUMAEMbIM JOJLKHOCTSIM.

Hampuwmep:
Pextop ynuBepcurera Iloonuce B.A.Cuexuukuit
['maBHBII OyxTanTep Ioonucs JL.J.MankeBuu

[Ipy mognucaHum AOKYMEHTA HECKOJbKMMM JMUAMHU, HE IMOAYWHEHHBIMU IIO
JNOJDKHOCTH,  HAaWMEHOBAHMS  JIOJDKHOCTEH  JIMIL, NOJANWCABIIMX  JOKYMEHT,
COOCTBEHHOPYYHbIE TOJAMUCH M HX pacliMPpoBKU (MHULMANBL, (HaMHINN)
pacnojararoTcs Ha OJJHOM YpOBHE.

Hanpuwmep:
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Munuctp oOpa3oBaHus MuHucTp 31paBOOXpaHEHUS
Pecny6ommnku benapychb Pecniyonuku benapych
Iloonucwy 11.B.Kapnenko Iloonucwy B.C.Kapanuk

[lpr monmucaHWy AOKYMEHTA, TMOATOTOBICHHOTO KOMHUCCHEW, YKa3bIBAIOTCS HE
JOJDKHOCTH JIAII, & UX 00SI3aHHOCTH B COCTaBe KoMuccuu. DaMuimmuy 4jieHOB KOMUCCHU
pacmoiaraioTcs B an(aBUTHOM HOPSIKE.

Hanpuwmep:
[Ipencenarenb koMuccuu Ioonuce B.B.Bopo0GneB
YieHBI KOMUCCHUH: Toonuce T.H.Bacunesuu
Ioonuce O.JI1. Kononosa
Ioonuce JI.J. MankeBu4

JIOKyMEHTBl ~KOJIJICTHAJIBHBIX OpPraHOB IMOJIKMCHIBAIOTCS MpeAceaaTesieM U
CEKpETapeM 3TOro oprasa.

Hanpuwmep:
[Ipencenarens Ioonuce B.A.CHeXULIKUNT
Cexkpertapb Iloonucw T.B.Munuu

[Ipy  moamMCaHWM  PACHOPSAOUTENBHBIX W HCXOJAIIMX  JOKYMEHTOB
MOJNKCHIBAETCS MEPBBIN IK3EMIUISIP JOKYMEHTA.

[Tpu odopmieHUn akToB, MNPOTOKOJOB, COBMECTHBIX JOKYMEHTOB MOIIUCH
IIPOCTABIIAIOTCS HA BCEX 3K3EMIUIAPAX JTOKYMEHTA.

B pexBusute «Iloanucey», a Takxke pexBusutax «I'pud yrBepxiaenus» u «['pud
COrJIaCOBaHMUS» YKa3bIBAIOTCS (pakTUyeckas AODKHOCTh JIMLA, MOANMCABLIETO
(YTBEpAMBILIErO, COrJacOBaBUIEr0) JOKYMEHT, €ro HWHULMaIbl U  (haMuiIus.
JlonyckaeTrcss HCHOJb30BaHME COKpaileHuit «3am.» («3amecTtutenny), «M.o.»
(«ucnionHsIOWME 00s13aHHOCTY). He nmonmyckaercss cTaBuTh Npeior «3a» WIH KOCYHO
YyepTy nepes HAMMEHOBAHUEM JIOJKHOCTH.

55. PexBuzut «I'pud npunoxeHus».

['pud mpunoxenus pacrosjaraercsi B MPaBOM BEPXHEM YIIy IMEPBOTO JIMCTA
MPUIIOKECHUSL.

['pud npunoxenus cocrout u3z ciosa «IIpunoxenne», ero nNopsIKOBOro HoMepa
(yka3piBaeTcss apaOckumu nudpamu 6e3 3Haka Ne), HazBaHHWS BHIA JOKYMEHTAa B
JATENBHOM IaJIEXKE, €r0 aBTOPa, AaThl U PETUCTPALMOHHOIO NHIEKCA.

Hampuwmep:
[Ipunoxenue 2
K NIPUKa3y peKTopa YHUBEPCUTETA
18.11.2019 Ne 109

[TopsaxoBBI HOMEP ITPUIIOKEHUS HE YKA3bIBAETCS, €CJIA OHO OJTHO.



19

Ha mnpunoxeHusix, yTBEpXKIAEMBIX PACIOPSAUTEIBHBIM JTOKYMEHTOM HIIA
MPOTOKOJIOM, TpUd MPUIIOKEHUS HE odopmIirsieTcs. B aTom ciaydae B mpaBoM BepXHEM
YIJ1y TMEPBOTO JIUCTA YTBEPKIAEMOTO JOKYMEHTA MPOCTABIISIETCS TPU( YTBEPKICHUS.

JIOKyMEHTBI-TIPUIIOKEHUST O(QOPMIISIIOTCS € YKa3aHHEM BCEX HEOOXOIUMBIX
pPEKBU3UTOB JokymMeHTa («Ha3Banue BuJa HOKyMEHTa», «3arojloBOK K TEKCTY»,
«Iloamuce» u ap.).

56. CornacoBaHu€e TOKYMEHTOB.

JIoKkyMeHTBI, TOJATrOTaBlIMBaeMble B YHUBEpCUTETE, [0 MPUAAHUS UM
IOPUIUYECKON CHiibl (TIOJMUCAHUS, YTBEP)KICHUS, PETHCTpallid) B HEOOXOIUMBIX
ClIyyasx MOJJIeKaT coriiacoBaHuto. CorjiacoBaHue MPOEKTa JIOKYMEHTa MPOBOJUTCS C
OpraHU3alUsIMH U JOJDKHOCTHBIMH JuriaMu. COriIacoBaHHE MOKET MPOBOJAUTHCS KaK
BHYTPH YHHBEPCHTETa — CO CTPYKTYPHBIMHU TMOAPA3ACICHUSIMH M JOJKHOCTHBIMU
nuiiamMu (BHYTPEHHEE COTJIaCOBAaHUE), TaK U BHE €ro — C Pa3JIMUHBIMU OpTraHU3alAsIMU
(BHEIIIHEE COTJIaCOBAHUE).

CorylacoBaHue TPOCKTOB HOPMATHBHBIX ITPABOBBIX AaKTOB OCYIIIECTBJISETCS B
MopsiJIKe, yCTaHOBJIEHHOM 3akoHoM PecnyOmuku benapych «O HOpMaTHBHBIX
MIPaBOBBIX aKTaxX.

57. PexBuzut «I'pud cornacoBaHusy.

Bueminee cornacoBanue oGpopMiisieTcs Ipu@oM COTrIacCOBaHMUS.

['pud cornmacoBanusi pacmosiaraetcsi HiKe pekBusuTa «lloanmuck» Ha JHIIEBOM
CTOpPOHE TOCJEAHEro JMcTa gokymMeHTa U coctouT u3 cioBa «COI'JTACOBAHOY,
HAaMMEHOBAHUS JOJHKHOCTHU JIMIIA, C KOTOPHIM COTJIACOBBIBACTCS JIOKYMEHT (BKJIIOUast
MOJHO€  HAWMMEHOBAHHWE  OpraHu3alu), COOCTBEHHOPYYHOW  TMOJAMHCH, €€
paci(ppoBKHU U JATHI.

['pud cormacoBaHus MeyaTarOT OT HYJIEBOTO MOJIOKEHUS Ta0ynsaTopa 6e3 oTcTyma
OT TPaHUIIbI JIEBOTO MOJISI.

CnoBo «COI'NTACOBAHO» mneuaTtatoT nNponucHbIMM OyKBaMH O€3 KaBbIUEK U
poOesoB.

Hanpuwmep:
COT'JTACOBAHO
MuHuCTp 31paBOOXpaHEHUS
Pecny6nuku benapych
[Toanmuces B.C.Kapanuk
20.01.2020

Ecnmm cormacoBanme MOKyMEHTa TPOW3BOAUTCS KOJIJICTHAILHBIM OpPraHOM WIIN
MOCPEJICTBOM MUCHMA, TO Tpud coriacoBaHus opopmisieTcs o Gopme:

Hamnpuwmep:
COT'JTACOBAHO
[IpoTokon 3acenanus
HKCIIEPTHOIO COBETA
18.10.2019 Ne 13

N
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COI'JTACOBAHO
IIncemo MuHKCTEpPCTBA 3APaBOOXPAHECHUS

Pecnyoimnku benapychb
03.10.2019 Ne 11-10/1186

Ecnmu nokymeHT mmeer naBa rpuda corjacoBaHus, TO OHU PAaCIOJaraloTcs Ha
OJIHOM YPOBHE.

Hanpuwmep:
COT'JTACOBAHO COI''TACOBAHO
ITpoToxoi 3acenanust SKCIIEPTHOTO IIporokoi 3acenanus
coBeTa Briciieit arrecTaiimoOHHON JKCIIEPTHO-METOIUYECKON
KOMHUCCUHU KOMHCCHH I'OCYAApCTBEHHOTO
20.01.2020 Ne 1 YUpEKACHUST 00pa30BaAHUS

«benopycckas MEIMIIMHCKAs! aKaleMus
NOCJIEIUIUIOMHOTO 00pa30BaHUs»
28.01.2020 Ne 2

Ecnu pokymeHT umeeT Tpu rpuda CoriiacoBaHus, TO OHU paCIOaraiTcs B
CJIEIYIOLIEM MOPSIJIKE:

Hampuwmep:
COI'JTACOBAHO COTI'JTACOBAHO
MuHuUCTp 31paBOOXpaHEHUS Munuctp 0o0pa3oBaHus
PecniyOnuku benapychb PecnyOnuku benapychb
ITonnuce B.C.Kapanuk Ioonuce 11.B.Kapnenko
20.01.2020 21.01.2020
COI'JTACOBAHO
[Ipencenarens
BeIcmielt aTTecTaiuOHHOM KOMUCCUHT
Ioonuce A.E.I'yuok
22.01.2020

bonee Tpex rtpudoB cornacoBaHus OoGOPMISIIOTCS JBYMS BEPTUKAIbHBIMU
pAlamMu.

[Ipu oTcyTrcTBMM MecTa Ha MOKyMeHTe O(OpMIISIIOT JIUCT coriacoBaHus. Ha
JIOKyMEHTE Ha MeCTe, MPETyCMOTPEHHOM I pa3MelneHusi rpuda CoriiacoBaHUs,
JIEJIaeTCsl OTMETKA:

JIucT cornacoBanus IpujIaracTcs

58. PexBu3ut «Busay.

BuyTtpennee corynacoBanue oQopmisieTcss IMyTeM BHU3UPOBAaHUS  IPOEKTA
JIOKYMEHTA JI0J>KHOCTHBIM JIUIIOM.

PexkBusur «Bwu3a» BkaoyaeT B ceOs HaMMEHOBAHWE JIOJDKHOCTH JIMIIA,
BU3UPYIOIIEr0 MPOEKT JTOKYMEHTa, €r0 COOCTBEHHOPYYHYIO TMOAINHUCH, paciIu@poBKY
MOIHUCH U JaTy.
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Hanpuwmep:
Hauvanbauk otnena kaapos
Tloonucey 1.A.Konau
20.01.2020

OTka3pIBaTbCs OT BH3UPOBAHMS, a TAKXKE JeNaThb KaKUe-IMOO HCIPABICHUS B
TEKCTE€ NPOEKTa JOKYMEHTA HE JOMYyCKaeTcs. 3aMe4YaHHUsl U JIONOJIHEHHs U3JIararoTcs
Ha TPOEKTe ITOKYMEHTa HIDKE JaThl BH3UpoBaHusA. llpu 3HaunTensHOM oOBEME
3amMeYaHus U JONOJHEHMS U3JIaraloTCs Ha OTACIIBHOM JIMCTE, & HAa IPOEKTE JOKYMEHTA
YKa3bIBACTCS: «3aMeUyaHus IIPUIIAratoTCs.

Hanpuwmep:
HavanpHuk otzena kaapos
Iloonucwy N1.A.Komnau
20.01.2020
C IpoeKTOM He COrJiaceH.
3aMeuaHus NpUIaraloTcs

Busbel mpocraBisitorcss Huke pekBusuTa «lloammces» Ha JMIEBOM CTOpPOHE
IIOCJIEAHEr0  JIMCTAa  IEPBOrO0  JK3eMIUIpa  JOKyMeHTa  cieBa.  lIpoexTsl
PacHopsAUTEIbHBIX JTOKYMEHTOB JOIYCKAeTCsl BU3UPOBATh HA OOOPOTHOM CTOPOHE
IIOCJICAHErO JIMCTA IIEPBOr0 JK3eMIUIApa JOKyMeHTa. lIpu corimacoBaHum nucem U
JIPYTUX HUCXOJSIIMX JOKYMEHTOB BH3bl O(OPMIISIOTCS Ha KONHUSX, OCTAIOIIMXCS B
nene.

[Ipn HEeoOxoaumocTn 0(OPMIICHHUS HECKOJIBKMX BU3 OHM PAacCIoiararTcs OJiHa

MOJ APYTOM.

Harmpumep:
I1epBbIil mpOpeKTOp
Iloonucws B.B.BopoOneB
20.01.2020

['naBHBIN OyxranTep
Toonuce J1.J1. MankeBu4
20.01.2020

HavanbHUK IOpUIMYECKOTO OTAENIA
Toonuce O.J1. Kononosa
21.01.2020

ITpu oTcyTcTBMU CBOOOAHOIO MECTA BU3bI OPOPMIISIFOTCS HA 000POTE MOCIEAHETO
JUCTa JTOKYMEHTa WM Ha OTAEIBbHOM JIMCTE M NPU Pa3MHOKEHUM JOKYMEHTa HE
BOCIPOM3BOAATCA. 1Ipy Hanuumu nmcra cOryiacoBaHus Ha MECTE, MPEAYCMOTPEHHOM
JUIsL  pa3MEILEHUsi BU3bI, JenaeTcss OTMeTKa, odopmisieMas 10 IpaBUiaM,
YCTaHOBJICHHBIM ITYHKTOM 57 Hactoswmen MHcTpykun.
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[lepedyenp cornacyroomux WHCTAHIUNA OMPENESETCs COCTaBUTEIEM JTOKYMEHTA
UCXOJII W3 €ro COoJepKaHus M TpeOOBAaHWN HOPMATHBHBIX IMPABOBBIX aKTOB, JTHOO
3akperuigercs B Tabene yHHPHUITUPOBAHHBIX ()OPM JTOKYMEHTOB.

59. PexBu3urt «lleuatby.

[Teyatn MOTYyT OBITH TpEX BHJOB: I€YaTh OpPraHU3AIMH, IEYaTh CTPYKTYPHOTO
Mo/Ipa3ieJICHUs] OpraHU3aIiy, IleYaTh, YKa3bIBAIOIIas Ha e¢ IeJIeBOe Ha3HAUCHHE (IS
JIOKYMEHTOB M T.I1.). [ledaTtn yHUBepCcUTETa MOIpa3 IeisaoTCsS Ha TepOOBYIO U IIPOCTEHIE.

['epOoBpic  TIeYaTH  TPUMCHSIOTCS ~ OpraHU3aMsAMH, KOTOPBIM  TIPaBO
WCITOJIB30BaHUs TiedyaTe ¢ m3oOpakeHmeMm [ocymapcrBeHHoro repba PecmyOmmkun
benapych npeaocTaBieHO 3aKOHOJATEILHBIMH aKTaMHU.

[Ipy mnpocTaBleHWHW TIeYaTH €€ OTTUCK JIOJDKCH 3aXBaThlBaTh  4acTh
HAaWMEHOBAHHUS JTOJDKHOCTH JIUIIA, TTOAMUCABIIETO (YTBEPAUBIIIETO) JOKYMEHT.

Hanpuwmep:
JlHpeKTop HHCTHTY O Iloonuce C.A.Cugnopos

60. PexBu3ut «OT™METKA 00 MCIIOJTHUTEICY.

OTMeTka 00 HCIOJIHUTENIEC pacliojaracTcss Ha JIMIEBOM CTOPOHE IIOCIIECIHETO
JIUCTa JOKYMEHTA B JICBOM HIKHEM YTITY.

OtMeTKa 00 MCIOJIHUTEIIE BKIIOYAaeT (aMUIIMI0O U HOMED CIIy)KeOHOTo TeiedoHa
UCIIOJHUTENSA (COCTaBUTENsSA) JOKyMeHTa. DaMuiIus HCIOJHHUTEISI U HOMEP €ro
ciykeOHoro TenedoHa nevyaTaroTcs 6€3 3HAaKOB MPEITMHAHUS.

Harmpumep:
Kopneer 200 59 79

OTtMmeTka 00 HUCIOJHHUTENE MOXKET ObITh JOMOJHEHA HMHJIEKCOM CTPYKTYPHOIO
MOAPA3AEIEHUS, B KOTOPOM F'OTOBHJICS JOKYMEHT.

Harmpumep:
3 Maxosenkwii 220 95 01

[Ipn HEOOXOAMMOCTH OTMETKA 00 HCIOJIHUTENIE MOXKET OBbITh JIOMOJIHEHA JaTou
CO3/IaHUsI IOKYMEHTa, MMeHeM (paiiia U IpyrMMu MOMCKOBBIMHM JTaHHBIMH (Ha BTOPOU
CTPOKE), KOTOpbIEe OPOPMIISIIOTCSI TOJIbKO Ha IK3EMILISIpE JTOKYMEHTa, OCTAIOIIEMCS B
YHUBEPCUTETE.

Hanpumep:
3 Makosenxnii 220 95 01
26.05.2008 C:/ ITucemo.doc

[Ipu odopmieHMr [TOKyMEHTa Ha KOMIBIOTEpe pekBU3UT «OTMmeTka 00
ucrnosiHuteney» Boinonnsercs mpudrom Times New Roman (Times New Roman Cyr)
OOBIUHBIH, pazMep 9 MyHKTOB, MEKCTPOUYHBIN HHTEPBAT — TOUYHO 9 MMyHKTOB.

Otrmerka 00 wucmonHUTeNe 00s3aTeNbHO  OQOpMIIsieTCss Ha  HMCXOISAIINX
JTOKYMEHTaX.
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61. PexBusut «OT™MeETKa O 3aBEPEHUH KOTIHAN.

Konus nokymeHTa J1071KHa BOCHPOU3BOJUTH BCE PEKBU3UTHI 3TOTO JOKYMEHTA, B
TOM YHCJIC PEKBU3UTHI OjaHKa. [l mpuaaHus KOMMMKM JOKYMEHTA IOPUIUNYECKON CHJITBI
OHa JIOJI’KHA OBITh 3aBepeHa (3aCBUIETEILCTBOBAHA) YIIOJHOMOYECHHBIM JI0JKHOCTHBIM
JIUIIOM YHUBEPCUTETA.

Komust nokymeHTa, BOCHPOHM3BOJSINAS YacTh €TI0 PEKBU3UTOB, 3aBEpCHHAs B
YCTAHOBJICHHOM TIOPSAKE, SBISCTCS BBIMUCKOM U3 JOKyMEHTa. Bwimucku u3
JIOKYMEHTOB O(opMIIIIOTCS Ha oOmieM Oyianke. B BbINIMCKax M3 JIOKYMEHTOB CJIOBO
«BBIIINMCKA» BkItO4aeTCsl B HA3BaHUE BUJIA IOKYMEHTA.

Hanpuwmep:
BBIIIMCKA U3 ITPUKA3A

OtmeTka o 3aBepeHuM Komuu odopmisiercss Huke pekBusuta «llogmuce» u
BKJIIOYAET CJIOBO «BepHOo», HaMMeHOBaHME MOJDKHOCTH JIMIA, 3aBEPUBLIETO KOIIHUIO,
€ro cOOCTBEHHOPYUYHYIO MOANKUCH, pacIM(pPOBKY MOIUCH U JaTy 3aBEPEHUSI.

Hampumep:
Bepno
HHucniekTop otaena kanpo [loonucey .J1.1BanoB
25.01.2020

Komuu  1OKyMEHTOB, TMpENOCTaBlseMble TpakJaHaM, B TOM  YHCIIE
WHIUBUAYAJIbHBIM  NPEANPUHUMATENSAM, M  IOPUJAMYECKUM JdmaMm  (Janee —
oOpaTtuBIIeeCs JIMIIO) WU UX MPEICTABUTENSAM, €CIIU TaKUe KOMUU HEOOXOAUMBI ISl
pelIeHrs BOMPOCOB, KACAIOMIUXCS MpaB U (WJIM) 3aKOHHBIX UHTEPECOB OOPATHUBIINXCS
JUI, U BBIMUCKH W3 HUX OQPOPMISIOTCS B TMOPSAKE, MPEIyCMOTPEHHOM YaCTSIMU
BTOPOW—ILIECTON HACTOSIIETO ITYHKTA.

Ha xomusx HCXOOAIIMX JIOKYMEHTOB, OCTAIOIIMXCS B JI€Jie YHUBEPCUTETA,
PEKBU3UTHI OJlaHKa HE BOCHPOU3BOMSATCS, TPOCTABISIOTCS JaTa IOJIUCAHUS
JIOKYMEHTA, €r0 perucTPallMOHHbIA HHAEKC U OTMETKA O 3aBEPEHUN KOIUHU, B KOTOPOM
JIOITyCKAeTCsl HE YKa3bIBaTh JATy 3aBEPEHUS U JOJKHOCTD JIMIIA, 3aBEPUBILETO KOIHUIO.

Hanpumep:
BepHno
Iloonucey 1.1.IBanoB

Kormmn nmoKyMeHTa, TIOJyYEeHHBIE IyTeM THUPOKUPOBAHUS  TOJJIMHHUKA
CpeACTBaMHU OTIEpaTUBHOM nosirpadum, coJieprKaiue (bakCUMIIBHOE
BOCITPOU3BEJICHUE TOANKUCH W TPEJHA3HAYEHHBIC NJIi PACChUIKH WM BHYTPEHHETO
MOJIb30BAHUS, HE HYXKJAIOTCS B JOMOJHUTEIBHOM YIOCTOBEPEHHH, 32 MCKIIOUECHUEM
CJIy4aeB, MPETyCMOTPEHHBIX aKTaMH 3aKOHOJATEIIbCTBA.

Pa3mMHOXEHHBIE SK3EeMIUISIPBl TOKYMEHTA, IPEeIHAa3HAYCHHBIC ISl PACCHUIKUA WU
BHYTPEHHETO TIOJ30BaHUS M HE BOCHPOU3BOIANINE (HAKCUMIUIBHYIO TTOJITUCH
MOJUTMHHNWKA, JIOMYCKAaeTCS YAOCTOBEpATh TMEYaThi0, IMPOCTABISIEMON Ha MecTe,
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OTBEJICHHOM [IJI1 COOCTBEHHOPYYHOW TMOAMHUCH, JHOO 3aBEpsiTh B TOPSIKE,
MPETYCMOTPEHHOM YaCTSIMU TISATOM U IMIECTON HACTOAIIETO MTyHKTA.

YHUBEpPCUTET MOKET 3aBEPSTh KOMUU JOKYMEHTOB:

CO3JIaHHBIX B YHUBEPCHUTETE;

MOJIYYCHHBIX YHHUBEPCUTETOM B MOATBEPXKJCHUE €ro IpaB, IMOJIHOMOYUNA U
00s13aHHOCTEH (JTUIIeH3UH, CepTU(DUKATOB U JIp.);

BKJIFOYAEMbBIX B COCTAB JINYHBIX JIET;

peayCMOTPEHHBIX MocTaHoBieHrneM Coeta MunuctpoB Pecny6nuku benapych
or 30 mekabps 2012r1. Ne 1256 «O HEKOTOpBIX BOMNpOCax BbIAAYU U
CBUJICTEIHCTBOBAHUS KOMHK JOKYMEHTOB, KAacCAlOMUXCS TpaB W (WIH) 3aKOHHBIX
WHTEPECOB TpaxJaH, B TOM YHCIIC WHIAWBUAYAJIbHBIX MpEANPHUHUMATEICH, U
IOPUINICCKUX JIUI», HHBIMA aKTaMH 3aKOHOATEIIbCTBA.

Ko mOKyMEHTOB B JJEKTPOHHOM BHJE, BBHIMOJHEHHBIE Ha OyMa)KHOM
HOCHTEJIC W TIpeIHAa3HAYCHHBIC I 0OpalleHns BHYTPH YHUBEPCUTETA, 3aBEPSIOTCS B
MOPSIJIKE, YCTAHOBJICHHOM YaCTSMU IATON M IIECTOH HACTOSIIIIETO IMyHKTA.

62. PexBuzut «OT™MeTKa 00 UCTIOJTHEHUU JOKYMEHTA U HAIIPABJICHUU €TO B JICJIO.

OtmeTka 00 UCMIOJIHEHUH JOKYMEHTa W HAIpPaBJICHUH €ro B JICJIO MPOCTAaBISAETCS
Ha JIOKYMEHTE IIOCJIE€ €ro HWCIIOJHEHUS] U SIBIIAETCS CBHUJIETEIHLCTBOM 3aBEPIICHUS
paboThI HA/T HUM.

OtmeTka 00 MCIIOJIHEHUH JJOKYMEHTA M HaIllpaBJICHUU €r0 B JIEJI0 PacIoJiaracTcs
Ha HIDKHEM IOJIe TIEPBOTO JIMCTA JOKYMEHTa CJleBa W COCTOUT U3 clioB «B menoy,
WHJIEKCA JIesia IO HOMEHKJIAType Jied, B KOTOPOM OyJIeT XpaHUThCS IOKYMEHT, JIaThl U
PETHCTPAIIMOHHOTO HWHJEKCA JOKYMEHTa, CBUICTEILCTBYIOIIETO OO0 HWCIIOTHCHUH,
COOCTBEHHOPYYHON TIOANMHUCH HWCIIOJHUTENSI WJIM PYKOBOAMUTENS CTPYKTYPHOTO
TO/Ipa3IeIICHUS-UCTIOTHATEIIS U AaThl HAIIPABJICHUS TOKYMEHTA B JIEJO.

Harmpumep:
B neno 11-10
IToarorosieH OTBET
15.02.2020 Ne 11-10/130
Iloonucs

16.02.2020

[Ipu oTCyTCTBUM TOKYMEHTA, CBUAETEILCTBYIONIETO 00 MCIOJHEHUHU, B OTMETKE
YKa3bIBAIOTCS KpAaTKUE CBEACHUS 00 MCIIOJHEHUH.

Hampuwmep:
B neno 5-15
[IpousBeneH nepepacuer

Toonucw
20.05.2020

63. PexBu3utr «OTMETKa O MOCTYIJICHUU (PETHCTPALIMOHHBIM IITAMI BXOJSIIIMX
JOKYMEHTOB)».

OTMeTKa O MOCTYIUIEHUU (PETHCTPALMOHHBIM IITaMN BXOJAIIMX JOKYMEHTOB)
MPOCTABIISCTCSI HA HUXKHEM I0JIE MEPBOrO JMCTA JIOKYMEHTAa CIpaBa U COCTOUT W3
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MOJTHOTO HAUMEHOBAHUSI YHUBEPCUTETA, IaThl U PETUCTPALIMOHHOTO UHAEKCA (HOMEpA)
MOCTYIUICHUSI JOKYMEHTA.

Pa3mepbl OTMETKHM O TMOCTYIUIGHMHM (PErMCTPAllMOHHOTO IIITaMIla BXOASIIMX
JIOKyMEHTOB) HE MOT'YT IIPEBBIIIATH 42 MM 110 TOPU3OHTAIHN U 16 MM MO BEpTUKAIIH.

Hanpuwmep:
YO «'pogaeHCKHit 16 Mmm T
rOCYAapCTBEHHBIN
MEIMIIMHCKHMA N2
YHHBEPCHTETA
26.05.2020

Bxox 01—18/55

42 MM

Ha JOKYMCHTAX, Tpe6y}oumx CPOYHOIro HCIIOJIHCHHA, BMCCTC C I[ElTOﬁ
AOITYCKACTCA YKa3bIBAaTh BPCM:I ITIOCTYILIICHUSA (“I&CBI, MI/IHYTBI).

I'TABA 5
TPEBOBAHUA K TEKCTAM JJIOKYMEHTOB

64. TexcT mOKyMeHTa JOJDKEH OBITh JOCTOBEPHBIM, 0O bEKTHBHBIM, MAKCHMAIBHO
KpPaTKUM C COXPAHEHHEM TOJHOTHI HH(OpPMAllUM W TOYHOCTU €€ HU3JIOKEHUS, HE
JIOMYCKaTh Pa3IMYHBIX TOJKOBAHUM.

65. TexkcT MOKyMEHTa M3JIaraeTcsi MPOCTHIM M SICHBIM SI3BIKOM, C COOJIIOJICHUEM
HOPM O(HUIIUATIEHO-/IETIOBOTO CTHJIS TUTEPATYPHOTO SI3bIKA.

66. SI3pikamMu  emonpoM3BOJICTBA U JOKyMeHTanmuu B PecnyOnmke bemapych
SIBJISTFOTCSI OCJIOPYCCKUI U PYCCKUH.

TekcThl TOKYMEHTOB, HalpaBisieMbIX 3a mpeneinsl Pecnyonuku benapych, MmoryT
COCTaBJISITHCSL HA OEJIOPYCCKOM, PYCCKOM SI3bIKaX, Ha SI3bIKE CTPAHBI aJipecaTa WK Ha
JIPYrOM MHOCTPAHHOM SI3bIKE.

67. [IpenoxxeHus CTPOSITCA COTJIaCHO OOIIETPUHITBIM TPaMMaTHYECKUM U
opdorpaduueckum npaBuUiaM 0eJIopyCcCKOro u PYCCKOTO SI3BIKOB,
MPEUMYIIIECTBEHHBIM  SIBJISICTCS ~ YIOTPEOJICHHME  TPOCTBIX  PACIPOCTPAHEHHBIX
IIPEII0KEHUM.

68. B nmoxyMeHTax NPUMEHSIOT TEPMUHBI U OIpEJeTeHUs, YCTaHOBJICHHBIE
JNEUCTBYIOIIIUMU CTaHAApTaMU U TEPMHUHOJIOTHYECKUMHU CIIOBapsSMHU. MHOTO3HAYHBIC
TEPMUHBI B KQXKJOM KOHKPETHOM CITydae JODKHBI YIOTPEOIATHCS TOIBKO B OJHOM U3
CBOMX 3HAYCHUM.

69. B TekcTe moKyMeHTa HE IOMyCKAeTCsl yIOTPEOICHHE:

MPOCTOPEUNI U AKCIIPECCUBHBIX (JOPM PA3rOBOPHOM peyw;

MHOSI3BIYHBIX 3aUMCTBOBAHUM MPU HAJIIMYUK PABHO3HAYHBIX CJIOB U TEPMUHOB B
0EJIOPYCCKOM UJIA PYCCKOM SI3BIKE;
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HEYETKHX CJIOBOCOYETAaHUHM, OOOOLICHHBIX pPACCYKIEHUHN, BOCKIMIIAHUNA U
PU3BIBOB, 0OPa3HBIX CPAaBHEHUH, MUTETOB, MeTadop;

ab0OpeBHaTyp, KpoME OOIIEU3BECTHBIX WM pPACIIM(PPOBAHHBIX B TEKCTE
JOKYMEHTA,;

HEHOPMATUBHOM JIEKCHUKHU.

70. TeKCTbI CIOXKHBIX IO COACPKAHUIO JOKYMEHTOB (IPUKA30B, PACHOPSIKEHUI,
IPOTOKOJIOB, MHCTPYKIUI U JIp.) JENSATCS Ha MyHKTHI, yHKTHl MOTYT HOJPa3AesaThCs
Ha MOJIIYHKTHI, MOJAIIYHKTHI — Ha a03a1pl. B 60ibpmmx 1o 00beMy TOKyMEHTAaX IMYyHKTHI
MOTYT OObEUHATHCS B IJIaBBl.

['maBbl HyMepyIlOTCsSl apaOCKUMU IU(PpPaMH, MOCIE KOTOPHIX TOYKAa HE CTaBUTCS.
['1aBpl MOJOKHBI MMETH 3aroJIOBKHM, TOYKA B KOHIE 3arojloBKa HeE cTaBuUTCA. Eciam
3aroJIOBOK COCTOMT U3 [IBYX IPEIJIOKEHHUU, TO UX Pa3ACIAIOT TOYKOU. B 3aromoBkax
HE JIOIYCKAETCs IEPEHOC CJIOB Ha CIEAYIONIYI0 CTPOKY, IPUMEHEHUE PUMCKUX LHDp,
MaTEMaTUYECKUX 3HAKOB U IPEYECKUX OYKB.

Hampuwmep:
I''TABA 2
[HOPAAOK INTAHMUPOBAHUA 1 PACXOAOBAHUA CPEJCTB HA OIUIATY
TPYIA

[TyHKTBI HyMepyroTCsl apaOCKUMH LH(paMu C TOYKOW U 3aIUCBIBAIOTCS C
a03aIHOTO OTCTYTIA.

[ToamyHKTBI HyMEpYIOTCSI apaOCKMMU LH(PpaMH U 3aMHUCHIBAIOTCS € a03alHOTO
orctyna. Homep moamyHKTa BKJIIOYA€T HOMEp IYHKTa U HOMEpP MOAIMYHKTA, MOCIe
KOTOPBIX CTABSITCS TOUKH.

Harmpumep:
2.1.
2.2.
2.3.

Hymepauusi MyHKTOB JOMKHA OBITh CKBO3HOW IS BCEro JOKYMEHTA,
MOAMYHKTOB — CKBO3HOM JIJIs1 K&XKJIOTO IMYHKTA.

AG3aripl He HyMEpPYIOTCS U BBIJEISIOTCS a03aIHBIM OTCTYIIOM.

71. B TekcTe MOKyMEHTa Mepe] KaxIaou MO3UIMEH MEepPEeUrCICHUs, BbIICICHHON
ab3arHpIM OTCTynoM, neduc win WHOW 3HAK He craButcs. [locie mepeuncreHus,
KpOMeE IOCJIETHETO, CTABUTCS TOUKA C 3aIlSITOM.

72. TexcTbl AOKYMEHTOB O(OPMIISIIOTCS B BHJIE CBSI3HOTO TEKCTA, AHKETHI,
TaONMHIBl WKW B BUAE cOoeAWHEHHS 3TuX (Gopm. OmpenenstomumM B BbIOOpe (GOpMBI
NIPEACTABIICHUS] TEKCTa SBISETCS XapakTep HH(pOpPMAIMHU, COJIEpIKAIICHCS B TEKCTE
JIOKyMEHTA.

73. B pacnopsauTenbHbIX JOKYMEHTaX YHHMBEPCUTETa, TEKCT W3Jlaraercs OT
nepBoro auna eauHcTBeHHoro yucina: «[ [IPUKA3BIBAIO», «ITPEJIJIAT AIO» u ap.

B pacniopgaauTenbHbIX JTOKYMEHTAX KOJUIETMAJbHBIX OPraHOB TEKCT H3J1araercs
oT TpeThero auua enuHcTBeHHoro uncna: «[IOCTAHOBJIAET», « PEIIAJI» u ap.
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I'JTABA 6
TPEBOBAHUA K O®OPMIJIEHMIO JIOKYMEHTOB, U3I'OTOBJISIEMBIX C
[NOMOIBIO TEXHUYECKUX CPEACTB

74. TekcT nokyMeHTOB Ha OnaHkax ¢opmata A4 1eyaraeTcss OJMHAPHBIM
WHTEPBAJIOM Ha KOMIIbIOTEPE, Ha OaHkax popmara AS —To4HO 14 NIT HA KOMITBIOTEPE.

75. IIpu Habope TeKcTa C UCHOJIb30BAHUEM TEXHUYECKUX CPEACTB IMPUMEHSETCS
rapauutypa mpudprta Times New Roman (Times New Roman Cyr) B oObluHOM
HayepTaHuu, pazmep mipudpra— 14 nr. BelpaBHUBaHHME TEKCTa MPOU3BOAUTCS IO
HIMPUHE JTUCTA.

OdopmieHrne TOKYMEHTOB OCYIIECTBISIETCS C MCIOIb30BAaHHEM MPOTPAMMHOIO
o0ecrnedeHus, COOTBETCTBYIOIIETO CIETYIOIUM TPEOOBaAHUSIM:

HaJIu4ue (PYyHKIMOHAIBHOCTH, OOECHEeUMBAIONIE BO3MOXHOCTh O(QOpPMIICHUS
PEKBU3HUTOB JOKYMEHTAa B COOTBETCTBHUH C TPEOOBAHUSIMH 3aKOHOIATEIIbCTBA;

MOJIZIEPKKaA JOMYCTUMBIX (DOPMATOB JOKYMEHTOB B 3JICKTPOHHOM BH/IE;

MOJIZIEPKKAa METOJIOB M CPEJCTB 3aIUTHl TEKCTa JOKYMEHTa OT peJaKTUPOBAHUS
(maponbHas 3alIMTa, CO3/JaHHE JOKYMEHTa, HE pPEeJaKTUPYEeMOIro CTaHAapTHHIMU
CpeICTBaMH U T.J.) AJIsl AOMYCTUMBIX (pOopMaToB.

76.Ilpu moxaroroBke TaOIUI C MCHOJIb30BAHUEM TEXHUUYECKUX CPENICTB
BbIPAaBHUBAHUE TEKCTa IPOU3BOJUTCS IO HEOOXOJUMOCTH, C IIEPEHOCOM CJIOB.
JlomyckaeTcsi yMeHbLIaTh pa3Mep JIeBOro moJist 40 20 MM (Korja TEKCT He BMEIAEeTCs),
pa3mep mpudTa TeKCTa U MEKCTPOUHBIA HHTEpBal — 70 11 mT.

77.1lpu odopmiieHHH JAOKYMEHTA Ha KOMIIBIOTEPE PEKBU3UTHI, COCTOSIIUE W3
HECKOJIbKUX CTPOK (KpoMme pekBu3uTa «TekcTy»), meuararoT ¢ UHTEPBAJIOM TO4YHO 14
nT. CocTaBHblE 4YacTH pPEKBU3UTOB «Anpecar», «['pud yrBepxaeHus», «l['pud
cormacoBaHus», «'pud NPUIOKEHUS» OTACIAIOTCA APYr OT Jpyra OJMHAPHBIM
WHTEPBAJIOM WUJIU TOTIOJTHUTEIFHBIM MEKCTPOYHBIM HHTEPBAJIOM 6 TIT.

PexkBU3UTHI TOKyMEHTa OTACNSAIOT APYT OT ApPYyra MOJTYTOPHBIM MEXKCTPOUYHBIM
uHTepBanioM. JlomyckaeTrcs pEKBU3UTHI JOKYMEHTa OTIEISITh JAPYyr OT JApyra
poOeIBLHOM CTPOKOI, paBHOM pazMepy mipudTa peKBU3UTOB.

Hanpuwmep:
COT'JTIACOBAHO
OnuHapHsIif Uiy + 6 T
PexTop yupexnenus oOpazoBaHUs Touno 14 nr
«benopyccknii rocyapcTBEHHBIN
MEIUIUHCKUN YHUBEPCUTET
OnuHapHsIif Uiy + 6 IT

Iloonuce A.B.Cuxopckuit

OnuHapHsIif Uiy + 6 T
05.02.2020

[TonryTopHbIi WK TpoOeNibHAs CTPOKa
COI'JTACOBAHO

OnuHapHsIif Uiy + 6 IT
PexTop yupexnenus oOpazoBaHus Touno 14 nr
«BuTebckuii rocyapcTBEHHBIN
MEIUIUHCKUN YHUBEPCUTET

OnuHapHbIi Win + 6 It
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Tloonucey A.T.1llacHbIi
OnuHapHbli Win + 6 It
07.02.2020

78. Ilpu odopmiieHnH JOKYMEHTOB Ha KOMITBIOTEPE OTCTYIBI B MUJUTUMETPAX OT
TPaHUIIbI JICBOTO OIS

0 — rpanuIia J€BOTO MOJIS;

1 — mocre 5 neyaTHBIX 3HAKOB OT T'PAHULIBI JIEBOTO MOJS Win 12,5 MM;

2 —nociie 16 meyaTHBIX 3HAKOB OT I'PAHMULIBI JIEBOTO MO Wik 40 Mwm;

3 — nociie 24 neyaTHbIX 3HaKOB OT I'PaHMUIIbI JIEBOTO MOJs Win 60 Mwm;

4 —nociie 32 neyaTHBIX 3HAKOB OT IPAHMUIIBI JIEBOTO MOJs WK 80 MMm;

5 — nocine 40 meyaTHBIX 3HAKOB OT T'PaHUIIbI JieBoro mosst wid 100 mM;

6 — mocie 48 meyaTHBIX 3HAKOB OT TPAHUIIBI JIEBOTO 1Mo wiind 120 MM;

7 —nocine 56 neyaTHbIX 3HAKOB OT I'PaHULIbI JIEBOTro mosst wid 140 mMm;

8 — mocne 64 me4aTHBIX 3HAKOB OT TPAHMUIIBI JIEBOTO MO Wik 160 MM.

79. OT TpaHUIIBI IEBOTO TTOJISI TIEYATAFOTCS:

pexBu3uT «Ha3zBaHue BUAa TOKYMEHTaY;

PEKBU3UT «3arojoBOK K TEKCTYY;

pekBu3nT «TekcT» (MCKIoYas CTPOKH, HAYMHAIOIIMECS ¢ a03alHOTO OTCTYIA);

cinoBo «IIpunoxxenue» B pekBu3nTe «OTMETKA O HATMYUU IPUIIOKECHUS»;

HaMEHOBAHUE JTIOJLKHOCTH B pekBU3nTe «lloanucey;

pekBu3uT «I'pud cormacoBaHUs»;

pekBu3UT «OTMETKA 00 UCTIOTHUTENEY;

pekBu3nUT «OTMETKA 00 UCTIOTHEHUH JOKYMEHTA U HAMPABIICHUH €0 B JIEJI0»;

pekBU3UT «OTMETKA O 3aBEPEHUU KOIIUW;

ciaoBa «CJIYIHAJIN», «BBICTYIININ», «PEIIWIIN», «[IOCTAHOBWJIN,
«ITPUKA3BIBAIO», «ITPEIJIAT AFO», «OBA3BIBAIO.

C orctynom 12,5 MM OT rpaHuIbl JIEBOTO MOJIA MEYaTaeTcsl Hadyajio ab3aleB B
TEKCTe.

C orctynom 80 MM OT rpaHULBI JIEBOTO IO IEYATACTCS PEKBU3UT «ApecaTy.

C orcrynom 100 MM OT rpaHMIIbI JIEBOTO TMOJISI MeYaTatOTC peKBU3UTHI «I pud
orpaHuueHust aocrymnay, «I'pud yrepxkaeHus», «I pud npunoxeHus».

C orcrynom 120 MM OT TrpaHMIBI JIEBOTO TMOJS Te4YaTaeTcsl pacmmgppoBKa
noAnucH (MHULUAIKI, pamuust) B pekBusute «lloamucey.

C orcryniom 140 MM OT TpaHHUIIbI JIEBOTO MOJIS MIEYATAIOTCA KOJ YUPEKICHUS U
KOJl TIOKYMEHTA.

[Tpu opopmiiennn mokymeHTa Ha qucrax Gopmarta A4 B anbOOMHOM OpHEHTaIIUN
(297 x 210) pexBuzuthl «['pud orpanmuenus noctyma», «I'pud yTBEpKICHHI»,
«I'pud mpunoxeHus», pacmudpoBka moanucu B pekBusnute «Iloanmuce» nedararoTcs
OT BOCBMOTO MOJI0KeHUs Ta0ynsaropa (160 mm).

80. IIpy Hanuuuu HECKOJbKMX TPU(POB YTBEPKIECHUS U COTJIACOBAHUS HX
pacrojaraioT JIByMsl BEpTHUKaJIbHBIMU psiiamu. [Ipu 3TOM BTOpOM psj medartaeTcs OT
nATOr0 mnojoxkeHus Tadynstopa (100 MM OT TpaHMIBl JIEBOTO TMOJsI), a MpHU
oopMIIeHUH JOKYMEHTa Ha Juctax (opmara A4 B aJbOOMHOI OpUEHTAlMu — OT
BOCBMOTO NoJI0keHUs TadyssiTopa (160 MM OT rpaHUIIbI JIEBOTO TOJIs).
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[Ipy moanucaHWKd JOKYMEHTA HECKOJIbKUMH JIMIIAMHU, HE TMOJYUHEHHBIMU IO
JOJDKHOCTH, HAaMMEHOBAaHMS JOJDKHOCTEM B pekBu3ute «lloamuck» pacrnonararor
JIBYMsl BEPTHKaJIbHBIMH psigamu. [Ipu »ToM BTOpOM psi MeyaTaeTcs OT IMSITOro
nosioxkeHus: tTadbynstopa (100 MM OT rpaHUIBI JIEBOTO TOJIA), a MpPU OPOPMIICHUU
JOKyMeHTa Ha JucTtax ¢opmata A4 B anbOOMHON OpHEHTAIMUd — OT BOCHMOIO
nosioxkeHust Tadbymsitopa (160 MM OT IpaHHUIIBI JIEBOTO MOJIS).

81. Eciiu 3aroyioBOK K TEKCTY MPEBBIIAET MATh CTPOK, €ro JIOMyCKaeTcs
IpoJjIeBaTh O TPAHUIBl IIECTOro MmojoxkeHus taldynstopa (120 MM OT TpaHMIIbI
JIEBOTO T0JIs), a pu 0OPMIICHUU JIOKYMEHTa Ha JucTtax gopmara A4 B anbOOMHOU
OpHEHTAIlUX — JI0 BOCBMOTO TOJIOKeHHs Tadyinsaropa (160 MM OT TpaHHWIBI JIEBOTO
T10JIs).

82. B texcrax nokymeHToB cioBa «lIpumeuanue», «OcHOBaHME», @ TAKXKE CIOBO
«IIpunoxxenne» B pekBU3UTE «OTMETKAa O HAJIMYMU MPUIOKEHUS» MEeYaTaroTCs OT
TPAHMIIBl JIEBOTO TMOJS M OCTaBISIIOTCS OTKPBITBIMH, a OTHOCSIIAsCS K HUM
uH(popMaIus neyaraercst CToaomoM ToYHo 14 nT.

83. B koHIle peKkBU3UTOB (KpoMme pekBH3uTa «TeKCT») TOUkM HE cTaBsTcs. B
CEpeIMHE CTPOK PEKBU3UTOB 3HAKU ITPENUHAHUS COXPAHSIIOTCS.

84.B jokymMeHTax He€ JOIYCKAlOTCS TEKCTOBBIE BBIIEIEHUS B  BHJE
MOJUYEpPKUBAHUS M  TeYaTaHusi Bpaspsaky. B crnpaBoyHO-MHGOPMAIIMOHHBIX
JIOKyMEHTaX JIOMyCKAeTCs JiejaTh BbIIENICHUS HanOosee BaXKHBIX CMBICIOBBIX YacTel
TEKCTa KYPCHUBOM HJIH MOJTYKUPHBIM HAUEPTAHUEM.

TexcT TOKYMEHTOB U MHOTOCTPOUYHBIX PEKBU3UTOB odopmiisgercs 0e3 mepeHoca
CJIOB.

[IponrcupiMu OyKBaMH TeyaTaroTcsa: pekBu3UT «Ha3BaHuwe BHAA JOKyMEHTay,
cioBa «YTBEPXIAIO», «YTBEPXIEHO», «COI'JTACOBAHO» — B rpudax
COIVIACOBAaHUSA 51 YTBEPKACHUS, «ITPUKA3BIBAIO» — B IpUKa3ax,
«TIOCTAHOBJIAET» — B  nocranosinenusx, «PEIIWJI» — B  pemeHusx,
«OBA3BIBAIO»,  «(IIPEJJIATAIO» — B  pacnopskeHMsIX W YKa3aHMSX,
«CIIYIIAJINY», «BBICTYIIMWIN», «IIOCTAHOBWIIN», «PEIIWJIN» - B
MpoOTOKONaX, (aMuUiIMK PAaOOTHUKOB B TEKCTaX IMPUKA30B IO JUYHOMY COCTaBY,
Ha3BaHMUs TJIaB B OPTaHU3ALMOHHBIX JIOKYMEHTaX.

85. Ilpu odopmieHnn TOKYMEHTOB Ha JBYX W 0Oojiee JHUCTax BTOPOH U
MOCJICTYIOITUI JIUCTHI TOJDKHBI OBITH MPOHYMEpPOBaHbl. HoMepa TuCTOB MpOCTaBISAIOT
B IICHTPE BEPXHETO KOJIOHTUTYJIa apaOCckuMu mudpamu ¢ paccrosaueM 10—-15 mm ot
BEepXHeTo Kkpas, rapautypa mpudrta Times New Roman (Times New Roman Cyr) B
OOBIYHOM HayepTaHuu, pasmep umpudra— He Menee 13 nr. IlepBbiii nuct He
HyMepyeTcsl.

HoBblil nHCcT [OKyMEHTa He JOMYyCKaeTcss HayuMHaTh MOCJIEIHEH HEeMoIHON
CTpOKOH ab3ara.

JIOKyMEHTBI CO CPOKOM XpaHEHHUs 0 TpeX JIET BKJIIOYUTEIBHO JOMYCKAETCS
neyaTaTh Ha JIByX CTOPOHAX JIMCTA.

86. JlokyMeHTbI,  MpeaHa3HAuYCHHbIE s oOpamieHuss B~ CHUCTEMe
MEKBEIOMCTBEHHOTO 3JIEKTPOHHOIO JOKYMEHTOOOOPOTa TOCYJapCTBEHHBIX OPraHOB,
JIOJKHBI COOTBETCTBOBATH CJIEIYIOIINM TPEOOBaHUSIM:
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OBITH TIPEICTABICHHBIMU B (DOpME, TOCTYIMTHON U TIOHATHOM JIJIT BOCIIPHSITHS;

CO37aBaThCA B OJIHOM W3 JIOMyCTHUMBIX (POPMATOB JOKYMEHTA B AJICKTPOHHOM
BH/IC;

Co/lep)KaTh PEKBU3UTHI, OOCCIEUUBAIOIIME HUACHTU(DUKAIIMIO JOKYMEHTA,
YCTAHOBJICHHbIC I JOKYMEHTOB  JAaHHOTO BHJAa B  COOTBETCTBHU  C
3aKoHOAaTeIbCTBOM. OdopMileHHe PEKBU3UTOB OCYILECTBISIETCS B COOTBETCTBUH C
TpeboBaHUSIMU HacTosed NHCTPYKIIMY ¥ MHBIMHA aKTaMH 3aKOHO/IaTeJIbCTBA;

CoJIep)KaTh OJIHY WJIM HECKOJBKO JJICKTPOHHBIX HHU(POBBIX MOJMHUCEH (manee —
OIII), a Taxxke, mpu HEOOXOAUMOCTH, ITOTOJHHUTEIBHBIC JaHHBIC JISI TPOBEPKHU
BKIIFOUeHHBIX DLII1.

B ciydae mepechuIKM 3JEKTPOHHOW KOTHH JOKyMEHTa Ha OyMa)KHOM HOCHTEIE
(TpurIoXKeHus K JOKYMEHTY) OHa JOJI’)KHA ObITh BHITIOJTHEHA B IIBETHOM PEKUME WU B
pexXUMe rpajaluy Ceporo U UMETh OJIMH U3 JIOMYCTUMBIX (DOPMATOB.

I''TABA 7
OPOPMJIEHUE OTAEJIBHBIX BU/I0OB JOKYMEHTOB

87.B yHuBepcuTeTe U3NAIOTCA  CIEAYIOLIUME BUIBl  PaCHOPAIUTENIbHBIX
JIOKYMEHTOB: IIPUKa3, paCIOPsKEHUE.

88. Ilpuka3 — mpaBOBOM  aKT, W3/aBa€Mblii  PEKTOPOM  YHHUBEPCHUTETA,
JEUCTBYIOLIMM Ha OCHOBE €IMHOHAYAJIMs, I pa3pelleHus OCHOBHBIX 3ajad,
CTOSILIUX IEPE]l YHUBEPCUTETOM.

[Tpukasbl U3Aa0TCS Takke B CIIydasx, KOrjaa HeoOXOauMO JTIOBECTH TpeOOBaHUs
JVPEKTUBHBIX JOKYMEHTOB BBIIIECTOSIIMX OPraHM3alMil JO CBEICHMS IMOJYNHEHHBIX
JULl HAMETUTHh KOHKPETHBIE MEPOINPHUATUS IO HX BBINOJHEHHUIO, ONPEACINUTD
OTBETCTBEHHBIX JIML, CPOKHU BBITIOJHEHUS 3TUX MEPOIIPUATHMN.

89. PacmiopsikeHne — MpaBOBOW aKT, M3AaBacMblid JekaHamMH (DaKyJIbTETOB MJis
pelieHus] BOMNPOCOB HWH(OPMAIMOHHO-METOAMYECKOr0 XapakTepa, a Takke IIo
BOIIPOCAM, CBSI3aHHBIM C YYEOHOW U BOCIIUTATEIBHOM IEATEIbHOCTHIO YHUBEPCUTETA.

He nomyckaercs wu3gaHue paclopsDKEHMH B Cllydasix, Korja HeoOXO0JIuMo
JOKYMEHTaIbHO  O(QOPMHUTH  YIPABJIEHYECKOE  pEIIEHHEe IO  OCHOBHBIM
NPUHLUUNKAIBHBIM 33a/a4aM, CTOSIIUM IIepel YHHUBEPCUTETOM. B 3Tux ciydasx
JIOJKHBI U3/1aBaThCs IIPUKA3BI.

90. Ilpukassl U pacnopsKEHHs, U3aBaeMble B YHHUBEPCUTETE, MOIPA3ACIAIOTCS
Ha TpU BHAA. IO OCHOBHOM JACATEIBHOCTH; II0 JIMYHOMY COCTaBy; IIO
aAMUHHACTPATUBHO-XO35MCTBEHHBIM U OPTraHU3aLlMOHHBIM BOIIPOCAM;

He nonyckaercss oObeAMHEHHE B OJHOM PAaCHOPSIUTEIBHOM JIOKYMEHTE
BOIIPOCOB OCHOBHOM AESATEIBHOCTHU U IO JUYHOMY COCTaBY.

91. TekcT pacmoOpsAAUTEILHOTO JTOKYMEHTa, KakK TMpaBUO, COCTOUT W3
KOHCTaTUPYIOLIEH U PaCOPSAUTEIBHON YaCTEN.

B KoHcTatupyromeil 4yacTu u3NaratoTcs e, 3aJadd, MNPUYUHBL, (DAKTHI,
MOCTYKMBIINE OCHOBAaHUEM IS U3JaHUS PACIIOPAAUTEIBHOIO TOKYMEHTA.

[Ipy u3gaHUM pacnopsIUTEILHOTO JTOKYMEHTAa Ha OCHOBAaHUMU (BO MCIOJIHEHHUE)
HOPMAaTMBHOI'O IPABOBOIO AKTA WJIM PACHOPSAUTENBHOTO JOKYMEHTA BBIIIECTOSIIECH
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OpraHu3alid KOHCTAaTUPYIOIIAsl YacTh JODKHA COAEPKATh CChUIKY Ha 3TOT JTOKYMEHT
C YKa3aHHEM €r0 HAMMEHOBaHUS, 1aThl, PETUCTPALIMOHHOIO UHEKCA U 3aroJIOBKa.

KoHcTraTupyromass 4acTb B pacHOPSOUTEIBHOM  JOKYMEHTE  MOXKET
OTCYTCTBOBATb, €CJIM PACIIOPSIAUTENbHAS YaCTh HE HYXKJAeTCsl B 000CHOBaHUMU.

B mnpukazax W pacnopssKeHHSIX MO JMYHOMY COCTaBY OCHOBAHUE W3JaHUS
JOKYMEHTA YKa3bIBAa€TCsS B KOHIE Ka)KIOTO MyHKTa. Eciii OCHOBaHWE I W3JIaHUS
HECKOJIbKUX ITYHKTOB JIOKYMEHTa SIBJISIETCS E€OUHBIM, OHO YKa3bIBA€TCS B KOHIIC
TEKCTa.

PacnopsnurenbHas 4acth mpukaza HauuHaercs cioBoM «IIPUKA3BIBAIO»,
pacropsKEeHus, yKa3aHUs — «OBA3BIBAIO» 158105 «ITPEIJIAT AFO»,
noctanoBiaeHus —  «IIOCTAHOBJISET», «ITOCTAHOBNJIN», pelLICHUs —
«PEIINID», «PELIIIA», « PEIINJIN.

PacnopsiautennbHOE CIIOBO I€YATaeTCs MNPONUCHBIMU OyKBAMH OT T'paHUIIbI
JeBoro mois, 0e3 kaBbruek U mnpodenoB. CinoBo «IIPEJIJIAT'AYO» ucnons3yercs B
cily4ae, €CJIM UCIIOJIHUTENS Helb3s1 00513aTh BBIIOIHATH JEHCTBUSA, HE BXOJISAIIUE B €r0
00513aHHOCTH B COOTBETCTBUHU C 3aHUMAEMON JJOJKHOCTBIO.

[Ipu  odopmieHun  pacmopsbKEHUM — pacHoOpsiAUTEIBHOE  CJIOBO — MOXKET
OTCYTCTBOBaTh. B 3TOM cilydae B KOHIIE KOHCTaTUPYIOIIEH YaCTH CTaBUTCS JBOETOUME,
a MCIIOJIHUTENb (JOJHKHOCTHOE JIMIIO WM CTPYKTYPHOE MOAPA3/IECICHUE) YKa3bIBACTCS
B JJaTEJIILHOM IT1aJIEXKE.

B nmpukazax U pacnopsiKEHHUsX MO JUYHOMY COCTaBY PacHoOpsiAUTEIbHAs 4acThb
HAQUMHAETCS  CJIOBOM, TOYHO  OOO3HAYaIOUUM  MpPEANUChIBAeMOE  JIEHCTBUE
(«[TPUHATDb», «IIEPEBECTWU», «YBOJIUTb» u ap.). PacnopsauTtenbHOE CIOBO
«ITPUKA3BIBAIO» MOXeT HCHONB30BaTBCS B TEKCTAX CIIOXKHBIX IO CTPYKTYypeE
MPUKA30B M0 JUYHOMY COCTaBY.

[IyHKTBI pacnopsiAUTENbHON YacTH CIOXHBIX MO COJAEPKAHUIO NPHUKA30B U
pacnopsbKeHUid MO JIMYHOMY — COCTaBy  paclojiaralorcss B JIOTMUECKOU
MOCJIe0BATEILHOCTH: TIPUEM Ha paboTy, epeBo1 (epeMeIleHNE), YBOILHEHHE U T.I.

PacnopsnurenbHass 4YacTh pPacHOPSAMTENBHOTO JOKYMEHTAa 3aKaHUYMBAETCS
yKa3aHUEM JOJHKHOCTHOIO JIMIIA, OTBETCTBEHHOI'O 3a KOHTPOJIb HCIIOJIHEHHUS BCEIrO
JIOKYMEHTa WJIM €T0 OTAENbHBIX MyHKTOB. OTCYTCTBHUE yKa3aHMsI 00 OTBETCTBEHHOM 3a
KOHTPOJIb JIMIIE O3HAayaeT, 4TO KOHTPOJIb 3a HCIOJHEHUEM JIOKyMeHTa OyneT
OCYLIECTBJISATh PYKOBOAUTENb, OT HWMEHHM KOTOporo oH wu3gaH. He nomyckaercs
UCIOJIb30BaHue (opMynupoBkH «KOHTpOib 3a HCIOJIHEHHEM MpHKa3a OCTABIISAIO 3a
co00i».

Ecnu pacniopsauTenbHbId JOKYMEHT OTMEHSIET paHee M3JaHHbIA JIOKYMEHT WIIU
€ro OTJAEJIbHbIC TMOJOXKEHUS, B MOCIEIHEM IyHKTE JAeTCS CChUIKA Ha OTMEHSEMbIN
JOKYMEHT (IIYHKTBI JOKYMEHTA) C YKa3aHUEM €ro JIaThl, PETUCTPALIMOHHOTO MHIEKCA U
3arosioBka. IIpu 3TOM mpumensieTcsi ycToluuBbiii 000poT: «IIpu3Harh yTpaTUBIIUM
CUJTy TIPUKA3 ... OT ... Ne ...».

B pacniopsautenbHbIi JOKYMEHT HE CleIyeT BKIIIoUaTh NyHKT: «IIpuka3 noBectu
0 cBefeHus ..». OTMeTka 00 O3HAKOMIIGHHU C PACHOPSIUTENIBHBIM JIOKYMEHTOM
oopmiisiercs Hike pekBusuta «lloanmuce» Ha JIUIEBON CTOPOHE MOCJIEIHEro JIMCTa



32

JOKyMEeHTa 700 Ha ero oOOpOTHOM CTOpoHE JMOO HA OTIACIHPHOM JIMCTE
O3HAKOMJICHUS, IPHJIATAEMOM K PACTIOPSAIUTEIPHOMY JTOKYMEHTY.

[Ipy HEoOXOAUMOCTH O3HAKOMIIEHHS C COJEpKaHHEeM JOKyMEHTa BCeX
pabOTHUKOB yHHUBepcuTeTa MyHKT «lIprka3 1oBecTH A0 CBEIEHUS BCEX PAOOTHUKOBY
o0si3aTeIEeH.

92. IIpoeKTbl paclopsiAUTENbHBIX JOKYMEHTOB TMOMAJIEkKAT COIJIACOBAHUIO C
UCIIOJIHUTEIISIMA U 3aMHTEPECOBAHHBIMU JIOJHKHOCTHBIMU JMLIaMU. B o0s3aTesnbHOM
MOPSIJIKE PACTIOPSAUTENbHBIC TJOKYMEHThI COIIACOBBIBAIOTCS C IOPUIUYECKUM OTACIOM
yHuBepcuteTa. COIIacOBaHHBIM MPOEKT JOKYMEHTa MPEJCTaBISETCS Ha TOJIUCH
PYKOBOJIUTEIO, OT IMEHH KOTOPOTO OH M3/1aeTCH.

92. Jlata B mpuKa3ze, pacmopsHKEHUH, TPOCTABIISCTCS JTUIIOM, €TO TOIMTHACABIINM.
JlaToii mpukasa, pacrmopsHKeHUS, SIBJSETCS AaTa MOITUCAHUS.

JlaToi TIOCTAHOBJICHHS, PEIICHUS SBISETCA JaTa 3acelaHus KOJUICTHAIBHOTO
opraHa, TIPUHSBIIETO pemieHre. JlaTa B MOCTAaHOBJICHHSIX, PEIICHHSIX MEUATACTCs WIIN
MIPOCTABIISIETCS OT PYKH.

94. PactiopsiiUTENbHBIN JOKYMEHT BCTYMAaeT B CHJIY C MOMEHTa €ro W3JaHus
(MpUHATHS), €CTTU B HEM HE YKa3aH UHOM CPOK.

95. IIpoToKoI — TOKYMEHT, B KOTOPOM (DUKCUPYETCS XOJ1 0OCYKIEHHS BOIIPOCOB
U IPUHSATHS PEIICHUN Ha 3ace/laHusIX.

96. I1poToKO0IBI O MOJHOTE OCBEILIECHUS XOJa 3aCeIaHusl JEIATCS Ha TPOTOKOJIbI
NOJIHOM (hOPMBI, KpaTKOH (hOPMBI U COKpAIIEHHON (DOPMBI.

B yHuBepcuTeTe BeayTcs MPOTOKOJIbI OTHOM POPMBI.

97. IIpoTokon cOCTaBISIETCSI CEKpeTapeM 3acefaHusl (CeKpeTapeM IOCTOSHHO
JNEUCTBYIONIETO  KOJUIETHALHOTO  OpraHa) Ha  OCHOBAaHWU  PYKOIHMCHBIX,
CTEHOTpaUYeCKUX, ayAuo- WIM JPYyTruxX 3amuced Xoja 3acelaHus, a TakxKe
JIOKyMEHTOB, TOATOTOBJICHHBIX K 3aceJaHuio (TIOBECTKHM OHS, TEKCTOB W TE3HMCOB
JIOKJIAJIOB, TPOCKTOB PEIICHUIN U JIp.).

98. 3aroyloBKOM K TEKCTY IMPOTOKOJA SBISIOTCS Ha3BaHWE KOHKPETHOTO BHJIA
3ace/laHrsl, HAMMEHOBAaHWE KOJUIETHAIBHOTO OpraHa (eciid opraH HE HMMEET CBOETO
O51aHKa) U BOIIpOC (TeMa) 3aceJaHusl, €CIIU OH OJIMH.

99. JlaToit mpoTOKOIa SBJISIETCS 1aTa MPOBEACHUS 3aCeaHusl.

100. TekcT MpOTOKOJIA AETUTCS HA BBOJHYIO U OCHOBHYIO YaCTH.

Bo BBOAHOW dYacTW YKa3bIBAIOTCS WHUIMANBI M (HaMHIMK TpeaceaaTes,
CeKpeTapsi W TPUCYTCTBOBABIIMX YJICHOB KOJUIETHAJIHLHOTO OpraHa, HAMMEHOBAHUS
JOJDKHOCTEH, (paMUINU ¥ WHUITHAIBI TTPUTTIAIICHHBIX JIUI, HE SBISTIONTUXCS WICHAMU
KOJUIeTHAIbHOTO  opraHa. @amMuiIuM TPHUCYTCTBOBABIIMX W  IPHUIJIANICHHBIX
YKa3bIBAIOTCS B aji()aBUTHOM ITOPSIJIKE.

Ecnu KOoMMYecTBO MPHUCYTCTBOBABIIMX HA 3aceAaHUM YJICHOB KOJUICTHAIBHOTO
oprana Ooinee 15 yenoBek, TO CIUCOK MPUCYTCTBOBABIIUX COCTABISIETCS OTACIBHO M
MIPUIIAraeTCs K MPOTOKOJTY C MMPOCTABICHUEM COOTBETCTBYIOMIECH OTMETKH.

Hanpumep:
[TpucyrcrBoBanm — 17 4enoBek (CIUCOK PHUIIAraeTcs).
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Cnucok MpUrianeHHbIX COCTABISIETCS OTMEIbHO U MPHUIIAraeTcsi K MPOTOKOIY C
MIPOCTABJICHUEM COOTBETCTBYIOIIEH OTMETKH, €CJIM KOJIMYECTBO MPUTIIAIICHHBIX 0o0Jiee
10 gyenoBek.

B IPOTOKOJIAX  JIOTIOJHUTENIbHO  MOXET  YKa3bIBaThCs  KOJUYECTBO
MPUCYTCTBYIOIINX, HEOOXOIUMOE JIJIsl TPABOMOYHOCTH TIPUHSTHS PEILICHHUS.

B nmnporokonax monHOM (GopMbI TOCIAE YKa3aHUS IPUCYTCTBOBABIIMX U
MIPUTJIANICHHBIX CIIeAyeT MOBeCTKa JHsA. B moBecTke JHS MEpPEeUYUCIISIOTCS BOIPOCHI,
MOJJIe)KAINEe PACCMOTPECHHIO, YKa3bIBAIOTCS (HOPMBI MX HM3JI0KEHHUS (HOKJIad, OTYET,
cooO1enue, nHpopMalus), HAMMEHOBAHMS JTIOJHKHOCTEH JTOKIQTUUKOB, UX WHUIHAIBI
U (haMuIuy.

Hampumep:
O xoJ1e MOATOTOBKY YHUBEPCUTETA K OCCHHE-3UMHEMY OTOIUTEIILHOMY CE30HY.
Hudopmanus npopexropa no AXP Pomanuyka FO.A.

[Ipn BbIHECEHMM Ha 3acefaHuEe JBYX M 0Oojiee BOIMPOCOB OHU HYMEPYIOTCS
apadckumu nudpamu. [locrnenoBarenbHOCTh BOPOCOB B MOBECTKE JIHSA OMPEEISETCS
CTEIEHbIO UX BaKHOCTHU.

OcHOBHAas 4YacTh MPOTOKOJIAa MOJTHOU (hopmbl cTpouTcs 1o cxeme «CJIYIIAJIN —
BBICTYIIWJIA — PEHIWJIIM (ITIOCTAHOBWJIN)» oTAenbHO 1O  KaKIOMY
paccMaTprUBaeMOMY BOIIPOCY.

B paznene «CJIIYIIAJIN» yka3biBatoTcsi paMIIdsl U UHUITUAIBI JOKIATYUKA U
U3JIaraeTcsl KpaTKoe COJepKaHuEe BBICTYIUICHUSA. TEKCT BBICTYIUICHUS (COOOIIEHMs,
JIOKJIazia) MOXKET MpuiaratbCs K MPOTOKONY, O 4Y€M JIeJIaeTCsl COOTBETCTBYIOIIAs
OTMETKA.

Harmpumep:
CIYILIAJIA:
NBanoBy O.JI. — TekcT BBICTYIIIIEHHSI IPUIIATAETCS.

B pasnene «BBICTYIIMIIM» Texker odopmisercss aHaJOTUYHO —pasleiy
«CITYIIAJIN». B 3TOT pa3gen 3anuchIBalOTCs BOMPOCHI K JTOKJIAAYUKY U OTBETHI Ha
HUX.

B pasnene «PEHINIJIA (ITOCTAHOBWJIN)» 3anuchIBatOTCs MPUHATHIE PEILICHUS
IO BOIIPOCY.

Pemenue KoilernanibHOro OpraHa B MPOTOKOJAX JIHOOBIX (GOpM NPHUBOIUTCA
NOJIHOCThIO. [IpuHATBIE pelleHus HymepyroTcs apaObckuMu Iudpamu, €clid HX
Heckosbko. Hymeparusi He mpou3BOAUTCA, €CIU MO BONPOCY MPHUHATO TOJIBKO OIHO
pELIEHHE.

[TocTtaHoBnsAIOmIAasE YacTh MPOTOKOJA 3aKAaHYMBAETCS  yKa3aHUEM JIWIIA,
OTBETCTBEHHOT'O 3a KOHTPOJIb MCIOJIHEHHS PEIICHUH WM OTAEJIbHBIX ITyHKTOB
PELICHUM.

101. IlpoTokon COBEIIIAHUS MMOIITUCHIBAETCS npeaceaTeIeM
(mpencenaTeNbCTBYIOIIMM HA 3aCEAAHNM) U CEKPETAPEM.
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102. TTopsaok OATOTOBKU U O(hOPMIIEHUS MPOTOKOJIOB KOJUIETHAIBHBIX OPTaHOB
OINPEAENSIETCS MOJOKEHUSIMU 00 3TUX OpraHax WK PerjaMeHTaMy UX padoThl.

103. AKT — JOKYMEHT, COCTaBJISIEMbIl KOMHCCHEN (YITOJIHOMOYEHHBIMHU JINLIAMU
WIH JIOJDKHOCTHBIM JIMIIOM), TOATBEPXKAAIOIIMNA YCTaHOBJIEHHbIE (DAKTBI (AKTHI
IIPOBEPOK, MHBEHTapHU3alH, HECUACTHBIX CIIy4aeB, IpUeMa-liepeladl MaTepHaIbHbIX
IIEHHOCTEH | JIp.).

104. 3aronoBKOM K TEKCTY aKTa SIBISIETCS COJAEPKAHHUE aKTUPYEMOTO COOBITHS.
3arojloBOK akTa JIOJDKEH COIVIACOBBIBAaTbCS C HA3BaHMEM BHUAA JIOKYMEHTa W
(GopMyIMpOBaThCA C MOMOIIBIO OTIJIATOJIBHOIO CYLIECTBUTENBHOTO B IPEAJIOKHOM
(«aKT — 0 yeM?») WK pOAUTEIHLHOM MaJIekKe («aKT — 4ero?»).

105. Jlata akTa JOMHKHA COOTBETCTBOBATh JaTe AaKTHUPYEeMOTO COOBITHUS U
MPOCTABISTHCS TOMKHOCTHBIM JIUIIOM, TIOJTHUCABIIMM JJOKYMEHT.

106. TekcT akTa COCTOMT U3 BBOJHOM U KOHCTATHPYIOIICH YacTEH.

Bo BBOAHOW dYacTh yKa3bIBae€TCS OCHOBAaHWE I COCTAaBIICHUS aKTa U
NEPEUUCIISIOTCS JIUIA, COCTABUBIIKE aKT U IPUCYTCTBOBABIINE TIPHU STOM.

OcHOBaHMEM U1 COCTaBJICHUSI aKTa MOXET SIBJIATHCS HOPMATUBHBIN MpaBOBOU
aKT, pacHOpSAIUTENIbHBIM JTOKYMEHT JOJDKHOCTHOIO JIMIA YHUBEPCUTETA WM
BBIILIECTOSIIIIEN OpraHU3all1, IUIAHOBOE 3a/laHue U JIp.

[Tpu nepeunciaeHny aull, BXOJIAUIMX B COCTaB KOMUCCUU, BHAYal€ YKa3bIBAIOTCA
HAaUMEHOBAHUE JIOJKHOCTH, MHULIMAJIBI U (paMUIIUs TpeceaTeNsi KOMUCCUH, a 3aTeM
HAaUMEHOBAHUS JTOJDKHOCTEN, MHUIMAIBI U (PaMUJIMK YWIEHOB KOMUCCHH B aJI(paBUTHOM
nopsiake. B cimyuae yuactus B paboTe KOMHUCCHHM TPEICTaBUTENIEH CTOPOHHUX
OpraHM3aluii B akTe MpH HANHCAHUW JOJDKHOCTEH YKa3bIBAIOTCS HaWMEHOBAHWSI
OpraHu3aInii, KOTOPbIE OHM MTPEICTABIISIOT.

JIOMKHOCTH, MHULIMAIBI U (DaMUTIUH JIMI, TIPUCYTCTBOBABIINX MPU COCTABICHUH
aKTa M HE BXOIAIIMX B COCTaB KOMHCCHH, YKa3bIBaIOTCS B al()aBUTHOM TMOPSIIKE
OTJIEIBHO.

B KkoHcTaTHpyromie 4acTH aKTa H3JaraloTcsl IeNd W 3aJa4d aKTUPOBAHMS,
JIaeTCsl KpaTKOE OMHUCAHHME MPOJEIaHHON paboThl (€€ CYLIHOCTb, XapakTep, METOJIbI,
CPOKH), (GUKCUPYIOTCS] YCTAHOBJICHHBIC (DAKTHI.

B KoHcTaTHpylomieil yacTu akTa MOTYT W3JIaratbCsl BBIBOJBI, PEKOMEHIAIMHU U
OPEJJIOKEHUs] COCTaBUTENIEd IO YCTAHOBJIEHHBIM (akTaM (aKTbl MPOBEPOK IO
BOMNPOCAaM, CBS3aHHBIM C OCYIIECTBICHHEM (UHAHCOBO-XO3AMCTBEHHBIX OIEpalnid,
aKThl TPOBEPKH, aKThl NpueMa OOBEKTOB B OKCIUTyaTalUio U Jp.). BwiBoabsl u
NPEJIOKEHUS] MOTYT OBITh H3JIOKEHbI B pacHoOpsSIUTENbHON (opMe ¢ yKazaHUEM
CPOKOB UCITOJIHEHUS ITPEANUCHIBAEMBIX IEMCTBUM.

Ecnu B akTe oTpakaercs psia (pakToB, TEKCT aKTa JIEIUTCS HA TYHKTEHI.

B koHIIe TeKCTa yKa3bIBAIOTCS CBEIEHUS O KOJIMUECTBE IK3EMILISIPOB aKTa.

Hanpumep:
CocraBiieH B 3 3K3eMIUIIpax:
1-i1 5k3. — B nemo Ne 01-12
2-11 9K3. — pEKTOPY YHUBEPCUTETA
3-11 9K3. — B OyXTajTepHio YHUBEPCUTETA
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Yucno 3K3eMIUIIPOB aKTa OMPEAeISIeTCs] HOPMATUBHBIMU MPABOBBIMU aKTaMU U
MPAKTUYECKON HEOOXOIMMOCTHIO.

107. AKT TONNMUCHIBAETCS BCEMHU JUIAMHU, MPUHUMABIIMMU YYacTHE B €ro
coctaBieHud. [Ipu moammcaHuu akTa yKa3bIBAaeTCs paclpelesieHre 00s3aHHOCTEeN
YJICHOB KOMHCCHM 0€3 yKazaHus ux JoJbkHocTed. [lepBoil mpocraBisiercs MOIIUCH
npejacenaresas KOMUCCUU, TIOJIMCH YWIEHOB KOMUCCUM pacrojiaralorcs B ajihaBUTHOM
MOPSIZIKE.

Jluna, uMerolmMe 3aMeyaHusi MO COJEPKAHMIO aKTa, TOJIHUCHIBAIOT €ro ¢
OTMETKOM «3amedaHus mpuiararTcs». TekcT 3amMedaHuid u3iaraercsi Ha OTAEIbHOM
JUCTE, HEOOIBINHE 10 00BEMY 3aMEUaHUs JOIMyCKaeTCsl GUKCHPOBATH HA CAMOM aKTe.

108. AKTBI, TPEANMUCHIBAIONINE BBIMOJTHECHUE  OMPEJCICHHBIX  JICHCTBUM,
MOJJICKAT  YTBEPKACHUIO. AKT  YTBEPXKIAETCA JOJDKHOCTHBIM  JIMIIOM, Y€l
pacCloOpsAUTEIbHBIN JTOKYMEHT (YCTHOE pACHOPSIKEHHUE) SBUJICS OCHOBAaHUEM ISt
COCTaBJICHUS aAKTa.

109. AkTel  (cmipaBKHM) TPOBEPOK TOJMUCHIBAIOTCS B  COOTBETCTBHH  C
TpeOOBAHUSIMU 3aKOHOJIATENIbCTBA B Chepe KOHTPOIBHOM (HA30PHOMN) ACSTEIBHOCTH.

110. doknanHas 3amucka — HWHGOPMAIMOHHBIA  JOKYMEHT,  aJpeCcyeMbIii
BBILIECTOSIEMY PYKOBOJHUTENIIO B MOPSAJIKE MPAMOrO MOAYMHEHUS M COAECPIKAIIMIA
O00CTOSITEIbHOE HM3JIOKEHUE KAaKOro-TMOO BOMpPOCa C BHIBOJAMH U MPEAJIOKCHUSIMU
COCTaBUTEIIA.

111. B 3aBUCHMMOCTH OT COJIEp>KaHUS M IEJICBOTO HA3HAUYCHUS JOKJIATHBIC
3aMKUCKU JEJSITCS HA WHUIIMATUBHBIC (BHECEHUE MPEIOKEHUHN, U3NI0KEHHE MPOCHObI,
(bakToB, SIBJICHUI) U OTYETHBIE (O XOJ/i€, COCTOSIHUM, 3aBEPIICHUN padOT, BHIMOJHECHUH
MOPYYEHUH, IJIAHOB, O PE3yJIbTaTax KOMAHAUPOBKHU, TPOBEPKH U T.1I.).

112. B 3aBHCHMOCTH OT ajipecaTa JOKJIAIHbIC 3aMCKU JEIATCS Ha BHYTPEHHUE H
BHEIITHUE.

BHyTpenHue AOKIaAHBIC 3alMUCKUA aIPECYIOTCS PYKOBOIAUTESIM YHUBEPCUTETA U
oQOopMIISIIOTCS HA CTaHJAPTHBIX JIUcTax Oymaru popmara A4 unu AS.

BHeniHue JoKIagHbIE 3alUCKU  apECYIOTCS PYKOBOJIMTENIO BbIIIECTOSIIEH
opraHuzanuu u ohopMIIIIOTCS Ha 00IeM OJIaHKe.

113. TekcT nqOKIagHOM 3alIMCKA COCTOUT U3 BBOJIHON M OCHOBHOM YacCTEN.

B BBOAHOIN wYacTW wH3MaraeTcs COCTOSTHUE BOMpPOca, (PaKThI, MOCTY>KUBIIHE
MPUYUHON JJISI COCTABJICHUS JOKYMEHTA, POBOJUTCS UX aHAJIU3.

B OCHOBHOW 4YacTW MOKJIAJIHOM 3alMCKWA M3JIArarOTCS BBIBOJBI, MPEII0KEHUS,
IPOCHOBI.

114. BHyTpeHHUE [OKJAIHbIE 3alMUCKU TOAMHUCHIBAIOTCS WX COCTABUTEIISIMHU,
BHEIIIHUE — PEKTOPOM HJIU MTPOPEKTOPAMH YHUBEPCUTETA.

115. JlaToit qokiIagHOM 3aIMCKU SIBIISICTCS JaTa e IMOAIHUCaHus.

116. CnpaBka — WHGOOPMAIMOHHBIA JTOKYMEHT, COJEPXKAIMWA ONHCAHUE WU
MOATBEPKACHUE TE€X WIA WHBIX (PAKTOB CIYyKEOHOro uiauM Ouorpagpuyeckoro
xapakrepa. CrpaBka COAEPKUT KOHCTATAIMIO KaKUX-1100 (hakToB O€3 MHEHHS aBTOpa
O CYILIECTBE U3JIara€MbIX BOIIPOCOB.

117. B 3aBUCUMOCTH OT COAEP)KaHUS M LEJIEBOTO HA3HAUYECHMS CIIPABKH JEIIATCA
Ha CITyKCOHbBIC U JIMYHEIE.
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CayxebOHast crpaBka — O(QUIMANBHBINA TOKYMEHT, COJEp)Kalliil cBeneHus o0
OCHOBHOM JESTENBHOCTH YHUBEPCUTETA (O IITATHOM YHCIEHHOCTH, O BBIINOJIHEHUH
IUTAHOB, 33JaHUH U JAp.).

JInunas copaBka — O(QUUUANBHBINA JOKYMEHT, IOATBEPKIAIOMUN CBEACHUS
Oounorpauyeckoro UM CiaykeOHOro XapakTepa U BbIJABAEMbIl T'paXK1aHUHY (O MecTe
paboThl U 3aHUMAEMON JTOJKHOCTH, O IEpUoie paboThl, O pa3Mepe 3apadOTHON MIIaThI
u ap.).

118. B 3aBUCHMOCTH OT aJipecaTa CIPaBKH JIEATCS HA BHYTPEHHUE U BHEILIHUE.

BHyTpeHHue cOpaBKM — aIpecyloTcs  PYKOBOAMTENSM  YHHUBEPCUTETa U
oopMIIAIOTCS HAa CTAaHAAPTHBIX JTUCTax Oymaru gopmara A4 umu AS.

BHelHne cnpaBKH agpecyrOTCsl PYKOBOAMTENIO BBIIIECTOSIIEH OpraHu3aluH,
CTOPOHHEW OpraHu3anuu Ui GU3NIECKOMY JIUIY U OPOPMIISIOTCA Ha oOlieM OaHKe
WIM CTaHJAPTHBIX JincTtax Oymaru gopmara A4 miam A5 ¢ HCIOIB30BAHUEM YIJIOBOTO
nTamima.

119. TekcT cmykeOHON CIIPaBKU MOXKET 0(DOPMIIATHCS B BUJIE TAOIHUIIBI, ACTUTHCS
Ha IMYHKTBHI, IOAIYHKTbI, UMETh MOSCHEHUS U CCBUIKH.

[lepuon BpemMeHH, K KOTOPOMY OTHOCSITCS NPHUBOJMMBIE B CIIPaBKE CBEICHUSA,
BKJIFOUAETCS B 3aT0JIOBOK K TEKCTY JIMOO MOMEIIAETCS Mepe TEKCTOM.

Hanpuwmep:
ITo cocTostauro Ha 11.05.2020

WA
3a nepuoj ¢ 01.01.2007 mo 31.12.2008

B nu4HBIX cipaBKax 3arojIOBOK JOIYCKAETCSl HE YKAa3bIBaTh.

120. TekcT TUYHOW CIPaBKM HAYMHAETCS C yKa3aHUs (aMuinu, cOOCTBEHHOTO
MMEHHU M OTYECTBA (€CIM TaKOBOE MMEETCS) UL, O KOTOPOM COOOLIAIOTCA CBEJCHUS.
He nmomyckaeTcs WHCMOIB30BaHUE PEUYEBBIX OOOPOTOB «BBIJaHA HACTOSIIAS,
«JIEWCTBUTEIILHO pabOTaecT».

[Ipy HaMMYUK UCHOJB3YIOTCS THUIOBBIE (OPMBI CIPABOK, YTBEPKIaEMbIe
pecnyOJMKaHCKUMU OpraHaMu TOCYIapCTBEHHOTO YIMPABICHUS B YCTaHOBJICHHOM
3aKOHOJATEIbCTBOM MOPSIKE.

121. BHemHue COpaBKHA  TMOAMUCHIBAIOTCS  PEKTOPOM U MPOPEKTOpaMu
YHUBEPCUTETA, BHYTPEHHUE — UX cocTaBUTeNAMHU. CIpaBKHU, 3a COAECpPHKAHUE KOTOPBIX
HECET OTBETCTBEHHOCTh HECKOJIBKO JIMII, TIOJIMUCHIBAIOTCS BCEMU COCTABUTEISIMHU.

122. JlaToii cripaBKu SIBJISIETCS JlaTa €€ MO CaHMUS.

123. Pa3HOBUAHOCTBIO CIYKEOHBIX CIPABOK SIBJIAIOTCS CBOJAKH (00 MCIOJHEHUU
JIOKYMEHTOB, CBOJKa MpeokeHud u T.4.). CBOAKM O(QOpMIIAIOTCS B BUJIE TaOJIMII,
rpadukos.

124. TIuceMo — 0000IIIEeHHOE HAa3BaHHUE PA3TMYHBIX 110 COACPIKAHUIO IOKYMEHTOB,
BBIJIETISIEMOE B CBSI3U C OCOOBIM CIOCOOOM Mepenadyu TeKCTa (Iepechbulka 1Mo MouTe U
JIPYTUM KaHallaM CBSI3H).

125. B 3aBHCHMOCTH OT COJAEPIKAHUS PA3INYAIOTCS CICIYIONINE PAa3HOBUIHOCTH
CIIy’)KEOHBIX THCEM: MHChMAa-3aMpoChl, MUCbMA-OTBETHI, TUChMa COIMPOBOIUTEIHHBIC,
pEeKJIaMallMOHHbIE, FTApaHTUIHBIEC, HATOMUHAHU S, U3BEILICHUS, IPUTTIAIIEHUS U JIP.
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126. [lucbma COCTaBISIOTCS B CTPYKTYPHBIX TOAPA3ACICHUSIX, B KOMIIETCHIIUIO
KOTOPBIX BXOJUT PEIICHUE COOTBETCTBYIOMIUX BOTIPOCOB.

127. [lucbMa TOAMMCBHIBAIOTCS PEKTOPOM M TPOPEKTOpAMH YHUBEPCUTETA H
PYKOBOJHTEIIIMA €T0 CTPYKTYPHBIX TOJIpa3JeiICHUI COrIacCHO MX KOMIICTCHIIMA M
pacrmpeielicHHI0  00sS3aHHOCTEH, 3aKPEIUICHHBIM B JIOKAJBHBIX IPABOBBIX aKTaX
OpraHU3alNH.

128. JlaToit muchMa SIBJISICTCS JIaTa €0 IOMMCAHMUS.

129. [IucbMO B 3JIGKTPOHHOM BHJIC, OTIPABIIEMOE IO DJICKTPOHHOW IIOYTE,
UH(OPMAITMOHHBIM chCcTEMaM BEJOMCTBEHHOI'O (KOpIIOpaTUBHOTO) WA
MEXBEIOMCTBEHHOTO JJICKTPOHHOTO TOKyMEHTO00OpoTa, odopmisieTcs mo ¢opme
COTJIACHO MPUJIOKEHUIO 3.

I'JTABA 8
OPTAHU3ALINA JOKYMEHTOOBOPOTA. PETUCTPALIUA JOKYMEHTOB.
NHO®OPMAIIMOHHO-TIONCKOBBIE CUCTEMBI 11O JOKYMEHTAM
YHUBEPCUTETA

130. Opranuzanuys T0KyMEHT0000poTa:

130.1. TOKyMEeHTOOOOpOT — 3TO JBW)XCHHE JOKYMEHTOB B YHHUBEPCHUTETE C
MOMEHTA MX TOJYYEHHUS WM CO3/IaHus JO 3aBEpUICHUS MCIOJHEHUs, OTIPABKU WIIU
HaIpaBJICHUS B JEJIO;

130.2. opranm3anusi  JOKyYMEHTOOOOpOTa JOJDKHA  OTBEYaTh  CIICIYIOIIUM
TpeOOBAHUSIM:

OTIEPAaTUBHOCTH MTPOXOKICHUS TOKYMEHTOB;

UCKITIOUCHHE HE 00YCIIOBJICHHBIX HEOOXOAMMOCTHIO MHCTAHITUN TIPOXOXKICHUS U
JIEUCTBHI C JOKYMEHTAMM;

COOIO/IeHNe MaKCHMaJIbHOTO €IWHOOOpa3usl TOpSAKa TPOXOXKICHUS U
00pabOTKH OCHOBHBIX KaTErOpHil TOKYMEHTOB.

130.3. opraamzanust ~ AOKyMEHTOOOOpOTa  TpH  NPUMEHEHHH  CPEACTB
aBTOMATU3allUd  JIEJONPOU3BOJCTBA  JOJKHA  OOecrneymBaTh  COBMECTUMOCTh
TpPaJUIIMOHHON U aBTOMATHU3UPOBAHHOM 00paOOTKH JOKYMEHTOB.

131. Peructpanusi 10KyMEHTOB:

131.1. peructpanusi JOKyMEHTa — 3allUCh YYETHBIX JAHHBIX O JOKYMEHTE B
perucTpanoHHo QgopMe ¢ TPUCBOCHUEM €My PETUCTPAIMOHHOTO WHJIEKCa,
dbukcupytomas HakT ero Co3AaHus, MOTYUEHUS WU OTIIPABKH;

131.2. peructpaniuu  TOJJICKAT  BXOMSAIINE, HWCXOIAINME W  BHYTPCHHHE
JOKYMEHTBI, TpeOyromue ydeTa W HCHOJHEeHUsA. JIOKYMEHTBl pPEeruCTPHPYIOTCS
HE3aBUCUMO OT CIOCco0a UX CO3/IaHUs, TTepeaaun WU TOCTABKH;

131.3. HeperucTpupyembie TOKYMEHThI BKIIIOUAIOTCS B IEPEYEHb JOKYMEHTOB, HE
MOJJICKAIMX PETUCTPALMK, pa3padaThIBACMbI KaHIEISIpUEH U  YTBEPKIaeMbIi
PEKTOPOM YHUBEPCHUTETA;

131.4. peructpanusi BXOASINIUX, MCXOIAUIMX W BHYTPEHHUX JOKYMEHTOB B
YHUBEPCUTETE OCYIIECTBISIETCS IIEHTPAIM30BAHHO B KaHIIEIISPUH;

131.5. geueHTpanu3oBaHHas PErUCTpAllsl JOKYMEHTOB JIOMYCKaeTcs MpHU
TEPPUTOPHATBHON PA300IIEHHOCTH CTPYKTYPHBIX TMOAPA3ICICHUN yHUBEPCUTETA.
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JleueHTpain30BaHHOW PEruCcTpaldyd IOJJIEKAT TAKKE OTAEJbHbIE KaTeropuu
JOKYMEHTOB, PETUCTPUPYEMBIX B CTPYKTYPHBIX MOJpa3JAEiICHUSX YHHBEPCHTETA
COrjacHO pa3pabaTblBAEMOMY  KaHILEISIpUEH UM YTBEPKIAEMOMY  PEKTOPOM
YHUBEPCUTETA MEPEUYHIO JOKYMEHTOB, HE MOJICKAIIUX PErucCTpalluyd KaHIEIspuen
(mepBuuYHasi W oOT4YeTHas OyxraiaTepckass JOKyMEHTalus, JOKyMEHTalus 0
MaTepHaIbHO-TEXHUUYECKOMY CHA0KEHUIO U Jp.);

131.6. peructpanusi BXOASIIMX W HCXOASIIMX JOKYMEHTOB, IepeAaBaeMbIX IO
KaHallaM DdJEKTPOCBsi3H ((pakcUMUIIbHAs CBSI3b, OJEKTPOHHAs IMo4Ta U JIp.),
MPOU3BOJIUTCS. B TOM K€ MOPSIKE, YTO U JIOKYMEHTOB, MEPEAABAEMBIX 10 MOYTE WUITU
KYPBEPCKOU CBA3BIO;

131.7. ansa peructpanuu BCEX KATETOpHUH BXOASIIUX U UCXOISAIIUX JOKYMEHTOB
sanosasgercs PKK Ha onektpoHHOM HoOcurene, coaepkamias COBOKYITHOCTb
PErHCTPALlMOHHO-YUYETHBIX CBEJIEHUN O JOKYMEHTE, O (JOpPME COTIIACHO MPHUIIOKEHUIO
4,

CocTtaB u mpaBwiia 3amnoidHeHUs: o0s3arenbHbIXx pekBu3nTOB PKK omnpenenens
cormacHo mnpuioxeHuto 5. CocrtaB pexkBuzutoB PKK Moxer ObITh 10HOJHEH
pexBusuTamu: «McnonHurens», «Pacnucka UCIOMHUTENS B NOJYyYEHUU JOKYMEHTa,
«Xox ucnosHeHus» U Ap. Ilopsaok pacnongokeHus: TONOJHUTENbHBIX PEKBU3UTOB HA
KApTOYKE OINPEEISIETCS] YHUBEPCUTETOM;

131.8. u3 PKK ¢opmupyrorcs crnpaBoYHble W KOHTPOJIbHBIE KapTOTEKH W
aBTOMATU3UpPOBaHHbIE 0a3bl JaHHBIX, C TIOMOIIbIO KOTOPBIX OCYLIECTBIISIOTCS
cpaBo4Hass paboTa MO JOKyMEHTaM M KOHTPOJIb 3a CpPOKaMU HX HCIHOJHEHHUS.
KomunuectBo 3x3emmisipoB PKK Ha OymMakHOM HOcHTene, 3aoIHsIeMON Ha IOKYMEHT,
OTPEENSIETCS YACIOM CHPABOYHBIX U KOHTPOJBHBIX KAPTOTEK;

131.9. xypHanbHass ¢opMa  perucTpall  BHYTPEHHHUX JOKYMEHTOB B
YHUBEPCUTETE BEAETCA NpPH HE3HAUUTEIbHBIM 00beMe JoKyMeHTOB (1o 600
JOKyMEHTOB B Tof). JKypHanbl perucTpalii BHYTPEHHUX JOKYMEHTOB BEAYTCS IO
dbopmam cornacHo npuiioxkeHusM 6 u 7. Ilpr HEOOXOTUMOCTH KypHAJIBI MOTYT OBITh
nomnonHeHbl rpadamu «Pacnucka B momyueHumn», «Bug nokymenta», «ConepikaHue
PE30ITIOLUU» U JIP.;

131.10. pemienrie 0 BeIOOpe (HOPMBI perucTpanvy JOKYMEHTOB B YHUBEPCUTETE
(KapTOYHOM UM )KYPHAJIbHOW) 3aKpeIUIsieTCsl B IOKAIBHOM IPaBOBOM aKTe;

131.11. mpu perucrpanuu KaXI0My JOKYMEHTY IIPUCBaNBACTCS
PETUCTPAIMOHHBIA MHJIEKC, KOTOPBINA MPEACTABISAET co00i mMudpoBoe Uin OYKBEHHO-
muppoBoe obo3HadeHne. OH BKIOYAET B ce0s TOPSAIKOBBIA PETHCTPAIMOHHBIN
HOMED, MPUCBOEHHBIN JOKYMEHTY MpPHU CO3JaHUU WM MOJYYEHHH, KOTOPBIA MOXKET
OBITH JOTIOJTHEH UHAEKCOM JieJla IO HOMEHKJIAType e,

132. Tlpuem, peructpanusi ¥ UCTIOTHEHUE BXOASAIIUX TOKYMEHTOB:

132.1. Bcs mocTymnamoIiasi B YHUBEPCUTET KOPPECHOHIEHIMSA, B TOM YHCIE
MOCTYIHUBILAS MO 3JIEKTPOHHOU MMOYTE, UHPOPMALIMOHHBIM CUCTEMaM BEIOMCTBEHHOTO
(KOpTIOPaTUBHOTO) WM MEXBEJOMCTBEHHOTO 3JEKTPOHHOIO JOKYMEHTO000pOTa,
MPUHUMAETCS U 00pabaThIBaCTCs KaHIIEISPUEH;

132.2. 10 BCKpPBITHS KOHBEPTOB (IIAKETOB) MPOBEPAIOTCS MPABUIBLHOCTD IOCTABKU
(Mo azmpecy Ha KOHBEPTE), 1IEJIOCTHOCTh YIAKOBKH, COXPAHHOCTh MEYaTEH.
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Ommb0o9YHO MOCTaBICHHAS KOPPECIOHACHITUS HAIMPaBIISETCS MO HA3HAYCHUIO, a
OpU HEBO3MOXXHOCTM YCTAHOBJICHHS aJpecaTa BO3BPAILlACTCS OTIPABUTENIO C
noMeTKoN «OmuO0YHO JOCTABICHOY;

132.3. mocTynuBIIMEe KOHBEPTHI (MMAKEThl) BCKPBIBAIOTCSA, 3a HCKIIOUYCHHEM
MPUCIIAHHBIX B a/ipec OOIECTBEHHBIX OPTaHU3aIuil WK UMEIOIINX MOMETKY «JInuHo»,
KOTOpBIE TIEPEIat0TCs aipecary.

VYmnakoBka JOKYMEHTOB, MOCTYMUBIIMX HA CHEMHBIX MAIIMHHBIX HOCUTEISNX
(muckax, ¢uem-kapTax W Ap.), HE BCKpPBIBAeTCS, 00pabOTKE IOMJICKUT TOJIBKO
COMPOBOAUTEINbHAS TOKYMEHTAIUS;

132.4. nocne BCKpPBITUS KOHBEPTOB (IIAKETOB) MPOBEPSIOTCS KOMILIEKTHOCTh U
COXPAaHHOCTb BJIOKEHUM.

B ciydae moBpexaeHusT KOPPECTIOHISHIINA U HEBO3MOYKHOCTH €€ MCIIOIh30BaHUS
COCTAaBISIETCSl  aKT, OJIWH DJK3EMIUIIP KOTOPOTO BMECTE C TMOBPEKICHHOMN
KOPPECTIOHICHITNEH HATTPABIISICTCS] OTIIPABUTEITIO, BTOPOH OCTACTCS B KAHIICISIPHUH.

OtcyTcTByOImHMEe B KOHBEpTax (MakeTax) JMAOKYMEHTBHI, OTACIbHBIC JIUCTHI,
MPWIOKEHUS 3alpalliuBalOTCs y OTIPABUTENSA, a HA JIOKYMEHTE CTaBUTCS OTMETKa
«JIloKyMeHTHI (JTUCTBI, TPUIIOKEHUS) 3aTPEOOBAHBI) C YKa3aHUEM JaThl 3apoca;

132.5. mocae BCKpHITHA KOHBEPTHI (MAKEThl) YHUUTOXKAIOTCS, 32 MCKIIIOUEHUEM
CJIEIYIONTUX CITy4aeB:

JlaTa Ha OTTUCKE KaJIECHIApHOTO IMITEMITENsT He0O0X0IUMa KaK CBUIETENIbCTBO JATh
OTIPABKU WJIH MOTYUYEHUS TOKYMEHTA;

Ha JOKYMEHTE OTCYTCTBYET PEKBH3UT «JlaTta JoKkyMeHTay;

JaTa JOKYMEHTa CYIIECTBEHHO OTJIMYACTCS OT aThl €T0 TOJyYCHHUS;

B MTOJTYYCHHOM JIOKYMEHTE HET 0OpaTHOTO aJipeca OTIPABUTEIIS.

B ykazaHHBIX cCiy4dasx KOHBEPT MPUCOCAMHSICTCS K JOKYMEHTY W TIOCIIE
WCITOJTHCHUSI TOKYMEHTA TTOIIINBACTCS BMECTE C HAM B JIETIO.

AJlpecHBIC SAPIIBIKM KOHBEPTOB W IMAKETOB COXPAHSIOTCS B Cydyae MOCTYTUICHUS
KOPPECTIOHJCHITUN HAJOKCHHBIM IIJIATSKOM I TPEACTABICHHUS C OTYETOM B
OyXTanTepuio B KaueCTBE ONpaBIaTEIbHBIX JOKYMEHTOB;

132.6. Ha BceX NOCTYNUBIIUX JOKYMEHTaX B MPABOM HUKHEM YTy TMEPBOTO
JIUCTA MPOCTABIISIETCS OTMETKA O MOCTYIJICHUHU (PErHUCTPAIMOHHBIN MITAMIT BXOSIINX
nokymeHToB). lllTamm mpocTaBisieTcss Ha KOHBEpTE (MAKETE), €CIM KOPPECTIOHIEHITUS
HE BCKPBIBACTCH.

JIOKyMEHTBI, TOJICKANTUE PETUCTPAIMU B CTPYKTYPHBIX TOJpa3IClICHUSX,
MepearoTCs MO HA3HAYEHUI0 UCIOJHUTENISIM C TPOCTABICHHMEM Ha  HHUX
PETHCTPAIIMOHHOTO IIITaMIIa, B KOTOPOM IPOCTABIISICTCS 1aTa MOCTYTUICHUS.

Ha HepermcTpupyemplx JOKYMEHTaX, II€YaTHBIX W3IaHUAX, JOKyMECHTaxX-
MPWIOKEHUAX, OJJaHKaX JOKYMEHTOB PETHCTPAIMOHHBINA IMITAMIT HE TTPOCTABIISICTCS;

132.7. Bxoasuue AOKYMEHTHI JOJKHBI OBITh 3apEerUCTPUPOBAHbI B  JICHBb
MOCTYIJICHUS. PerucTpanoHHBIN WHACKC BXOJSIIETO JOKYMEHTA BKJIHOYACT WHICKC
Jiena o HOMEHKJIAType JIell, U 4epe3 ApoOb — MOPSIKOBBIA pErUCTPAIIMOHHBIN HOMED,
MIPUCBANBAEMbBIN BXOJSAIIUM JIOKYMEHTAM B TIpeliesiaX JeIOMPOU3BOACTBEHHOTO Tojia
KaHLEISIPUEH.
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Hanpumep:
01 - 18/222

132.8. 3apeructpupoBaHHble JOKYMEHTBl NEPEJAIOTCS M3 KaHUEISIpUU Ha
paccMoTpeHre pekTopy. JlOKyMEeHThl, HE TpeOylollue pelieHus pyKOBOJACTBA,
IIEPENAOTCS UCIIOJIHUTEISAM COTJIACHO MX KOMIIETCHIIMH.

JIOKyMEHTBI paccMaTpPUBAIOTCS, KaK MPaBUIIO, B A€Hb UX NOCTyIIeHUsA. CpOUYHbIE
JOKYMEHTBI MIEPEAAIOTCS PEKTOPY IO MEPE MOCTYILICHUS;

132.9. pe3ynbTaThl paCCMOTPEHUS JOKYMEHTOB OTPaXKAIOTCS B PE3OIIOLIUH.

Pesomonmsa mnepenocurcss B PKK. JIOKyMeHT KaHuemsipuen HanpasiseTCs
ucnonaureno nox noanuck B PKK, a nmpu Hannumu HECKONBKHX HCIOJHUTENEH —
OTBETCTBEHHOMY HCIOJIHUATEIO, YKa3aHHOMY B pesomronuu nepsbiM. PKK ocrtaercs B
KAHIIEJISIPUU U TIOMEIAETCA B CIIPABOYHYIO KaPTOTEKY.

Ecnn n1OKyMeHTBI, COTJIacHO Pe30JItoLuU, TpeOyroT KOHTpoJs ucnosnnenus, PKK
IIOMEIIAETCSI B KOHTPOJIBHYIO KapTOTEKy [UI IOCJIEIYIOLIEro KOHTPOJIS 32
VICIIOJITHEHHEM JIOKYMEHTOB;

132.10. npu HEOOXOAUMOCTH HCIIOJIHEHUS WM O3HAKOMIIEHUS C JTOKYMEHTOM
HECKOJIbKMX CTPYKTYPHBIX MOAPAa3IeIeHUN (JOHKHOCTHBIX JIML) AEIONPOU3BOAUTEND
KAHLIEJIAPUY, CKAaHUPYEeT JIOKYMEHT, 3aTeéM CKaHupyeMas KONHs JIOKYMEHTa
npukpemiercs Kk PKK B AC JIOY MEJIMYM, koTopass aBTOMaTUYECKN HAIIPABIISIET
Ha WCIOJHEHUWE WM O3HAKOMJICHUE JOJDKHOCTHBIM JIMIIAM, COUCIHOJIHUTEISM
nokymeHTa. [loITMHHUK TOKyMEHTa MepeaaeTcsl OTBETCTBEHHOMY HCIIOIHUTENO MO/
noanuck B PKK. Ecniu pa3smMHOKEHHME NOKyMEHTa HE pa3peliaercs, TO ITOKYMEHT
MEePEIACTCA UCTIOJTHUTEIAM TOOYEPEAHO ¢ TpocTaBieHueM noanucu B PKK.

Jlnst yckopeHus: MpoLecCcOB MCHOJHEHUS AOKYMEHTOB, a TaKXe B CIIPaBOYHO-
MH(GOPMAILIMOHHBIX LEIAX JOKYMEHTbI Ha OyMa)KHbIX HOCHUTENSX, MOCTYIMaolue B
YHUBEPCUTET, MOTYT NEPEBOJNUTHCS B AJIEKTPOHHBINA BHJI IyTEM CKAaHUPOBAHMS WIN
UHBIM criocoOoM. Hannuue 351eKTpoHHON KOMMM TOKYMEHTa Ha OyMa)XHOM HOCHTEIE
HE OTMEHSAET HEOOXOJIMMOCTHU OCYIIECTBICHHUS C MOCTYNHBIIUM JOKYMEHTOM Ha
OyMa)XHOM HOCHTEJIE JI€TIOTPOU3BOICTBEHHBIX ONepaluii, yCTAHOBJIEHHBIX HACTOALICH
WucTpykiueit, B TOM 4ucie B 94acTu (POPMUPOBAHUS €T0 B JCIIO.

JIBr>KeHre JOKyMEHTa B mpoluecce ero ucnonnenus pukcupyercs B PKK;

132.11. nOKyMeHTBI, 3apErUCTPUPOBAHHBIE B KaHUEISAPUM, HE MOAJIEKAT
MOBTOPHOM PETUCTPALIMK B CTPYKTYPHBIX MOJIpa3ICICHUSIX;

132.12. noKyMeHThI IEPEAAOTCS Ha PACCMOTPEHHUE PYKOBOJUTEIIIO CTPYKTYPHOTO
MOAPA3AECIEHUS WM €r0 3aMECTUTENI0 COTJIACHO YCTAHOBJIEHHOMY PaCIpECICHUIO
00s3aHHOCTEM;

132.13. TOKyMEHT € MOMEHTa TMOCTYIUICHHUSI JO 3aBEPILCHUS HCIIOJIHEHHUS
HAXOJUTCS y UCIIOJHUTEIS U B JIEJI0 HE TOMENIAETCS;

132.14. Ha WCMOJHEHHOM JOKYMEHTE HCIOJHHUTENEM WIA PYKOBOAUTEIEM
CTPYKTYPHOTO TOJIpa3esIeHUsI-UCTIOTHUTENS MPOCTABIISIETCS OTMETKA 00 MCIOJTHEHUH
JOKyMEHTa M HallpaBJI€HUM €ro B JEJ0 C yKa3aHMEM HHJAEKCa Jejla, B KOTOpOe
JOKYMEHT OyIeT OMETIIEH.
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OTBETCTBEHHBI 3a JCIOMPOU3BOACTBO TEPEHOCUT OTMETKY 00 WCIOJHEHUN
JIOKyMEHTa ¥ HANpPaBJICHWH €T0 B JCJIO B PETHCTPAMOHHYIO (OpMY, TOCIIE YEero
JIOKYMEHT ITOJIIITUBACTCS B JIEJI0;

133. Peructparus u oTipaBka UCXOISIINX JTOKYMEHTOB:

133.1. ucxoasmme AOKYMEHTHI, B TOM YHCJI€ OTIPAaBISIEMBbIC IO AJICKTPOHHOM
noyre, HHQPOPMAIMOHHBIM CHCTEMaM BEJIOMCTBEHHOTO (KOPHIOPATHUBHOIO) WM
MEXBEJIOMCTBEHHOTO  AJICKTPOHHOTO  JIOKYMEHTOOOOpOTa, PETHCTPUPYIOTCS B
KaHIEISAPUU TIOCI€ MX TMOJNUCAHUS PEKTOPOM YHUBEPCUTETAa WA HUHBIMU
YIOJIHOMOUYCHHBIMHM JIMIIAMH B COOTBETCTBUU C HMX KOMIIETeHIMEH. J[OKyMEHTBI
PETHCTPUPYIOTCS B ACHB MX MOAMUCAHUS WIIH HE TTO3THEE CICIYIONEro paboyero aHs;

133.2. ucxomsimme JOKyMEHTHI JICATCS HA MHUITMATUBHBIC M OTBETHEIC;

133.3. MHIEKC WHUIMATUBHOTO W OTBETHOTO MCXOSIICTO JOKYMEHTA BKIFOUACT
WHICKC JieJla 10 HOMEHKJIAType [eJ, B KOTOPOM OyAeT XpaHUThCA KOTMHS
OTIIPABIIIEMOTO JOKYMEHTA, U 4epe3 APOoOb — MOPSIAKOBBIA PETUCTPAITMOHHBIA HOMED,
MPUCBAaNBAEMbBI UCXOAIINM JTOKYMEHTaM B Mpefeax JAeIONPOU3BOICTBEHHOTO TO/1a
KaHILIESIPUEH;

Hanpuwmep:
01-19/333

Ha  oTBeTHOM  JOKyMEHTE TMPOCTABJSETCS  CChUIKA Ha  HUCXOMSIIUN
PErUCTPAllMOHHBIN UHJIEKC U J1aTy JTOKYMEHTa-3ampoca;

133.6. oTmipaBKa JOKYMEHTOB OCYIIECTBIISICTCS KaHIespue. B kanuenspun
MpOBEPSETCS TPABWIBHOCTh O(DOpMIICHHS JOKYMEHTOB: HaJIMYWE HEOOXOIUMBIX
PEKBU3UTOB, TMPHUJIOKEHUN, COOTBETCTBUE KOJIMYECTBA OHK3EMIUISIPOB JOKYMEHTA
KOJIMYECTBY aJIpecaToB, MPaBUILHOCTh aIpECOBAHUS U JP.

HenpaBunbHO OQOpPMIICHHBIE W HEKOMIUIEKTHBIE JOKYMEHTBHI BO3BPAILAIOTCS
UCTIOJTHUTEIISM;

133.7. otipaBisieMble  JTOKYMEHTBI ~ TEPEAalOTCsl B KaHIEISIPUIO B
HE3aKOHBEPTOBAHHOM BHJE C OTMETKOM O KaTeropuu OTIpaBieHus (IpH
HEO0OXOIMMOCTH);

133.8. HOKyMEHTBI Ha CHEMHBIX MAITUHHBIX HOCUTENSAX (IUCKax, (iemr- kaprax)
OPUHUMAIOTCS K  OTMNPaBKE B  YMAaKOBKE, COOTBETCTBYIOIIEH TEXHUYECKUM
TpeOOBaHMSIM, TPU HAJTUYUA COMPOBOJUTEIHHOTO MHCHhMA, OGOPMIICHHOTO U
3apErUCTPUPOBAHHOTO B YCTAHOBJIEHHOM Tmopsiake. Komusi COmpoBOAMTEIHHOTO
MMChMa MTOMENIAeTCs B JIEJI0 Ha OOIINX OCHOBaHUSX;

133.9. noxkymeHThI, HampaBsieMble 00JIee YeM B YEThIpPE aapeca, MepeaatoTcs s
OTIPABKHU CO CITUCKOM Ha PACCHUIKY, 0(OPMIIIEMBIM B COOTBETCTBUH C TPEOOBAHHUSIMU
nyHkra 51 Hacrosuen MHCcTpyKkunm.

Ha 3aka3Hyi0 KOppPECHOHICHIIMIO COCTABISCTCS PEECTP PACCBUIKH, B KOTOPOM
OTIIPaBUTENIEM MPOCTABIAIOTCA (paMuiIus U JaTa OTHpaBKH. PeecTp co mremmenem
OTJICJICHUS CBS3H MOAININBACTCS B IO KAHIICISPHH;

133.10. oripaBka JIOKyMEHTa B JJICKTPOHHOM BHJE OoJjiee 4eM B OJUH ajpec
OCYUIECTBJISIETCSl MyTEM MPHUKPEIJICHUSI €ro K COOOIIEHHIO 3JIEKTPOHHOM MOYTHI,
yKa3aHusi B COOTBETCTBYIOIIEM II0JIE BBOJA BCEX O(DUIIMAIBHBIX aJPECOB COTJIACHO
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CHHUCKY Ha pacchbulKy. OQuInanbHBIM apECOM 3IEKTPOHHON MOUTHI ABIISETCS aJapec,
yKa3aHHBII Ha OJIaHKe OpraHu3allny;

133.11. ormeTka 00 oTmpaBKe (IITaMI OTIPABKH) DJICKTPOHHOM  KOMHH
JIOKyMEHTa Ha OYMa)KHOM HOCHTENI€ IO HJIEKTPOHHOM Tmoure, WH()OpMAIMOHHBIM
CUCTEMaM  BEJIIOMCTBEHHOTO  (KOPIOPATHBHOIO)  HWJIU  MEXBEIOMCTBEHHOTO
AJIEKTPOHHOTO JIOKYMEHTOOOOpOTa MPOCTABISIETCS Ha HCXOASIIEM JOKYMEHTE Ha
OyMa)KHOM HOCHUTEJIE, OCTAIOIIEMCSl B YHUBEPCUTETE, TOJIBKO MOCIe €ro (pakTuyeckoin
OTIIPABKH MO 3JIEKTPOHHOMN MOUTE;

133.12. oOpaboTKka u OTIpaBKa JOKYMEHTOB OCYIIECTBISIOTCS B JCHb HX
MOJIMTMCAHUS WM HE MO3THEE CIEAYIOMEro padoyuero aHsl.

134. Peructpanuus v UCTIOJTHEHHE BHYTPEHHUX JIOKYMEHTOB:

134.1. paboTa ¢ BHYTPEHHHMMH JOKyMEHTaMH Ha »JTamax IMOATOTOBKH W
oopMieHUsI BEOETCS MO MpaBUjaM, YCTAHOBJIEHHBIM ISl pabOThl € MCXOIAIIMMU
JTIOKYMEHTaMU;

134.2. BHyTpeHHUE JOKYMEHTBHI PETHCTPUPYIOTCS B JKypHaJlaX pPETHUCTpaIluu
BHYTPEHHHUX JJOKYMEHTOB MOCJE UX MOAMUCAHUS (YTBEPKIACHUS);

134.3. peructpanusi ~ pacHoOpPSAUTENbHBIX  JOKYMEHTOB M IPOTOKOJIOB
OCYILIECTBIISIETCS O BUAAM OTAEIBHO OT JIPYIMX BHYTPEHHUX JOKYMEHTOB.

PacnopsiquTenbHble JTOKYMEHTBI 110 OCHOBHOM JESTENBHOCTH, IO JUYHOMY
COCTaBy, MO aJMUHUCTPATUBHO-XO3SHCTBEHHBIM  BOIIPOCAM  PETUCTPUPYIOTCS
OTJIEIBHO.

PacniopsiautenbHpie TOKYMEHTHI IO JIMYHOMY COCTaBy, JJIsi KOTOPBIX aKTaMu
3aKOHOJATEIbCTBA YCTAHOBJIEHBI pa3Hble CPOKH XPAHEHUS, PETUCTPUPYIOTCS
OTJIEIBHO.

PacnopsiautenbHble  JOKYMEHTBl  OMNPENEICHHOW Ppa3HOBHIHOCTH TPH  HX
3HAYUTEILHOM 00BEME JOIYCKAETCSI pETUCTPUPOBATh OTAENIbHO. Hanmpumep, oTaenbHO
MOTYT PErMCTPUPOBATHCSA MPHUKA3bl O BHECEHWH M3MEHEHHMH B IITATHOE pPAacClUCaHUE,
MPUKa3bl 0 KOMaHAUPOBAHUH, O MPEJOCTABICHUH OTITYCKOB U JP.;

134.4. perucTpaiiMOHHBIM UHACKCOM PacHOPSIUTEIHLHOTO TOKYMEHTa, TPOTOKOJIa
ABJISICTCS MOPSANKOBBIA PETHUCTPALMOHHBI HOMEP, MPUCBAUBAEMBIN €My B Ipenesax
JEJONPOU3BOACTBEHHOTO TOJA.

PeructpallmOHHBIM =~ MHAEKCOM  PACIOPSAUTENILHOTO JOKYMeHTa (IpHuKasa,
paclopsDKEHHUs) TO JIMYHOMY COCTaBy SIBJISIETCSI TOPSAIKOBBIA PETUCTPAIMOHHBIN
HOMEp, TMpHUCBaMBaeMbli €My B Tpeaenax JeJONPOU3BOACTBEHHOIO  Toja,
JIOTIOJITHEHHBIN JINTEPON «K» (JJIsI TOKYMEHTOB 75-JIETHETO CPOKa XPAaHEHUS) UIIU «JD»
(1 TOKYMEHTOB 3-JIETHETO CpOKa XpaHCHUS).

PeructpalliOHHBIM =~ MHAEKCOM  paCHOPSIIUTENLHOTO  JIOKYMEHTa, SBJISIETCS
MOPSAAKOBBIA  PETUCTPALMOHHBIM  HOMEp, IIPUCBAMBAaEMbIl €My B IIpelelax
JIEJIOMPOU3BOACTBEHHOTO T0a, JOMOJHEHHBIN UIECHTUDUIMPYIOUUM Pa3HOBUIAHOCTD
JIOKyMEHTa OYKBEHHBIM WJIM UHBIM YCIIOBHBIM 0003HaYCHHUEM;

134.5. coBMecTHbIE PacnoOpAIUTEIbHbIE JTOKYMEHTBI, MPOTOKOJbl COBMECTHBIX
3aceJaHMii ~ KMMEIOT  COCTAaBHbIE  MHJEKCHI,  BKJIIOYAIOIIME  MOPSAKOBBIE
perucTpalnroHHble HOMEpa, MPUCBAUBAEMbIE UM B OPraHHU3AIMIX, UX MOJATOTOBUBIINX;
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Hanpumep:
81/54

134.6. perucTpallMOHHBIMU HMHIEKCAMU JOKJIAJHBIX 3alUCOK, CIIPABOK U APYTUX
UH(POPMaILMOHHO-CIPABOYHbIX JOKYMEHTOB SBIISAIOTCSA ux HOPSIKOBBIE
pEerucTpallMOHHbIE HOMEpa, MPUCBAMBAaEMble B Ipejaesax JeJIONpPOU3BOACTBEHHOIO
roJia, KOTOPbIE MOTYT JTOMOJHATHCS MHJIEKCAMU JIeJI IO HOMEHKIJIATYpPE JIET;

134.7. paccMOTpeHre U UCTIOIHEHNE BHYTPEHHUX JJOKYMEHTOB OCYILIECTBIISICTCS B
COOTBETCTBHUH C YCTAHOBJICHHBIM MOPSAKOM 00paOOTKU BXOAIINX JOKYMEHTOB.

135. MadpopmMaIimoHHO-TIOUCKOBAsi CUCTEMA 0 TOKyMEHTaM YHUBEPCUTETA:

135.1. B yHHBepcuUTETE CO3/aHa aBTOMATH3UpPOBaHHAs HH(OPMAILIMOHHO-
nouckoBag cucrema (nanee — HIIC). HUIIC crtpoutca Ha ocHoBe PKK, kotopsie
O00BEIUHAIOTCS B KAPTOTEKH U 0a3bl pEruCTPAIllMOHHBIX JTaHHBIX;

135.2. kapTOTEKH JENSITCS Ha JIBE€ YacCTH: CHPaBOYHYIO U KOHTpoJbHyto, PKK B
KOTOPBIX CUCTEMAaTU3UPYIOTCS [0 HOMEHKJIAType Jel (B COOTBETCTBUM C Ha3BaHUSMU
JIEJ1 T10 HOMEHKJIAType AeJ NN UX UHIAEKCAMH);

Beibop mnouCKOBOrO mpHU3HAKa ONpEAENseTcs B 3aBUCUMOCTH OT BHUJOB
JIOKYMEHTOB U XapakTepa HHPOPMAIIMOHHBIX 3aIIPOCOB.

[lepBas 4acTp KapTOTEKH CIYKHUT JUIA IIOUCKA CBEACHUM O JOKyMEHTax. Bropas
YacTh KApTOTEKU CIYKUT JUJISl MOMCKAa KOHTPOJIBHBIX JOKYMEHTOB B IIPOILIECCE HX
VCITOJIHEHHS.

[Io wmepe wucnomHenus pokymeHToB PKK ¢ HeoOXoauMbIMu OTMETKaMu
NepeMeNatoTcss W3 KOHTPOJBHOM KapTOTEKM B COOTBETCTBYIOUIME pa3feibl
CIIPAaBOYHOM KapTOTEKH;

135.3. B 3aBucUMOCTH OT 00BEMa JOKYMEHTOOOOPOTa, CUCTEMBI PETUCTPAIIUU U
KOHTPOJII MCIOJIHEHHSI JOKYMEHTOB, 3aJad IIOMCKA MOYKET BECTHCh €IuHas
cupaBouHass MIIC wim HECKOIBbKO caMOCTOSTENbHbIX. OTAeNbHbIE KapTOTEKH (0a3bl
JaHHBIX) (OPMUPYIOTCS Ha BXOASIIME JOKYMEHTbI, WHHMIIMATUBHBIE HCXOMASIINE
JOKYMEHTBI,  oOpamieHuss  rpaxkjaH, B  TOM  YHCJI€  HMHIWBUIYaJbHBIX
npeanpuHUMaresiel, u ropuandeckux jauil. [Ipu 0onbmoM KoauuecTBe HOPMATUBHBIX
IIPaBOBBIX AKTOB M PACIOPSIUTEIBHBIX JOKYMEHTOB, UCIIOJIb3YEMBIX B JACSITEIBHOCTH
OpraHu3alliy, Ha HUX MOTYT CO3JaBaThCs OTAENbHbIE KOAU(PUKALMOHHBIE KapTOTEKU
(0a3bl JaHHBIX).

[lepeyenb HaMMEHOBAaHMM 0a3 JAHHBIX AHAJOTMYEH MEPEYHIO HAMMEHOBAHUM
KapTOTEK.

136. Yuer o6beMa JOKYMEHTOOOO0pOTA:

136.1. 06beM AOKYMEHTOOOOPOTa — KOJIMYECTBO JIOKYMEHTOB, MOJYYEHHBIX
(BXOIsUIME) W  CO3MAHHBIX (BHYTPEHHHE, HWCXOJSIINE) YHUBEPCUTETOM 32
OINpPEJEIICHHBIN TEPUO]T BPEMEHU;

136.2. moacyeT KOIM4ecTBa JOKYMEHTOB MPOU3BOJIUTCA MO PETHCTPAIMOHHBIM
(dbopMaM B MeCTax UX PETUCTPALIUH.

3a eqUHMILY yyeTa MPUHUMAETCS OAMH SK3EMIUIIp JOKyMEeHTa 0e3 yuera KOMHiA,
CO3JaBaEMbIX IpPH IEYaTaHUU U Pa3MHOXKEHUU. Kaxaplii JTOKYMEHT Y4YUTBHIBAETCS
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omuH pa3. [IpwiokeHHs K JOKYMEHTY YYHUTBHIBAIOTCS BMECT€ C HUM KaK OJWH
JOKYMCHT.

OTnenbHO YYUTHIBAIOTCS TIOMyUYEHHBIC U CO3aHHBIC YHUBEPCUTETOM JTIOKYMEHTHI,
oOpateHus TpakIaH ¥ FOPUITICCKIX JIHII.

136.3. B yHUBEpCUTETE MOKET IPOBOJMTHCS IIOJHBIM M BBIOOPOYHBIA YYET
o0beMa JTOKyMEHTOOOOpoTa (IO BCEMY YHHBEPCHUTETY, TIO CTPYKTypHBIM
MOJIpa3eNICHUsIM, TI0 TPYIIIaM JOKYMEHTOB H T.]1.).

Yyer u aHanu3 ob6beMa JOKYMEHTOOOOPOTa B YHUBEPCHTETE OCYIICCTBIISIOTCS
I0JT PYKOBOJICTBOM KaHIIEJISIPUH;

136.4. pe3ynbpTaThl yueTa o0beMa JOKyMEHTO000pOTa 0000MIAI0TCS KaHIIEIIpreit
U TNPEACTABIIOTCS  PEKTOPY  YHHBEpPCUTETa  JUIS  BBIpAaOOTKM  Mep IO
COBEPIIICHCTBOBAHUIO Pa0OTHI C JIOKYMCHTAMH;

136.5. ceenermst 00 00BEME  JOKYMEHTOOOOpOTa  HCIOJIB3YIOTCS  JUIS
YCTAHOBJICHHSI CTPYKTYPBI U IIITATHOW YUCIICHHOCTH KaHIEISIPUH, BBIOOPA TEXHOJIOTHU
paboTHI C JOKYMEHTaMH M CPEJICTB aBTOMATH3AIMH JCIIONPOU3BOICTBA, ONPEICIICHUS
CTETICHU 3arpy>KCHHOCTH KaHIICJIIPUHU U OTICITBHBIX pAOOTHUKOB.

I'JTABA 9
KOHTPOJIb UICIIOJIHEHU S JIOKYMEHTOB U ITOPYUYEHUI

137. 3agauu KOHTPOJISI HCIIOJTHEHUS:

137.1. uenbt0  KOHTPOJsL  sBJsieTCsl  00€CleueHWe  CBOEBPEMEHHOTO U
KaueCTBEHHOI'O UCIIOTHEHUS TIOPYUCHU, 3apUKCUPOBAHHBIX B IOKYMEHTAX;

137.2. KOHTPONIO TOJICKAT BCE 3aPETUCTPUPOBAHHBIC JOKYMEHTBI: BXO/IAIIHUE,
UCXOJIANME M BHYTPEHHHE, KOTOPBIE IO CBOEMY XapakTepy TpeOyOT penieHus
(otBeTa). Ha KOHTpPOJSHL MOTYT OBITH IIOCTABJICHBI TAKXKE YCTHBIC TOPYYCHHS
PYKOBOJICTBA;

137.3. KOHTPOJIb  OCYIIECTBIISIIOT PEKTOP YHUBEPCHUTETa, KAHICISpUS W
OTBETCTBEHHBIC UCTIOJTHUTEITH.

Ha xoHTponmupyeMbIx TOKyMEHTax MPOCTaBISETCS OTMETKA O KOHTPOJIE.

138. Cpoku UCTIOTHEHHS TOKYMEHTOB:

138.1. cpoku WCIONHEHHUS JTOKYMEHTOB HCUYHUCISIOTCS B KaJCHAAPHBIX THSAX C
JMaThl TOANUCaHusA (YTBEPXKICHMs) JIOKYMEHTa, a Il TOCTYINHUBIIMX — CO JIHS,
CJICYIONIETO 3a JIHEM PETUCTPAIlMHM JIOKYMEHTa B YHUBEPCUTETE, €CIIM WHOE He
YCTaHOBJICHO aKTaMH 3aKOHOIaTEIILCTBA;

138.2. cpoku  HCHONHEHHS JOKYMEHTOB MOTYT OBITh THUIOBBIMH  WIIU
WHIUBU Ty IbHBIMU.

TunoBble CPOKH HCIIOJHEHHUS JTOKYMEHTOB YCTaHABIIMBAIOTCS HOPMATHBHBIMU
MIPaBOBBIMH aKTaMHU.

NuauBuyalbHBIE CPOKM HCIIOJHCHHUS JOKYMEHTOB YKa3bIBaIOTCS B TEKCTE
JIOKYMEHTA WJIH B PE30JTFOIUN PYKOBOIUTEIIS;

138.3. foKyMeHT, [jIsi KOTOpPOTO THUIIOBOM WM HHAUBUIAYAIBHBIM CPOK
WCIIOJTHEHUSI HE YCTAHOBJICH, JIOJDKCH OBITh UCIIOMHEH B TeUEHUE 15 IHEeH, eciu hHoe
HE YCTAHOBJICHO aKTaMU 3aKOHOJIATEIhCTRA,;
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138.4. ecnu kpaitHss naTa UCTIOJHEHHS JOKYMEHTa (MOPYYEeHHs) MPUXOAUTCA Ha
HepaOouuil JIeHb, OH JIOJDKEH OBITh MCIOJHEH HE MO3[HEE MEPBOro CIECAYIOUIETro 3a
HUM pabouero nHs. B ciydae, Korma cCpok HCIONHEHHS JTOKYMEHTa OIpEAeseTcs ¢
HCIIOJIb30BAaHUEM TIPEJJIOTa «I0» WU «K», YKa3aHHAs 32 HUM JIaTa sIBJIsIeTCA KpanHen
JTATOM MCTIOTHEHUS JOKYMEHTA;

138.5. nonyckaercsi U3MEHEHHE CPOKOB MCIOJHEHHS JTOKYMEHTOB (MOpYyYECHUH).
N3MeHeHue cpoka UCIOJHEHHUS MPOU3BOIAUTCS JIMIIOM, YCTAHOBUBIIKUM €rO.
ApryMeHTUpOBaHHass Npocb0a MCHOJHUTENST O TIEPEeHOCEe CpoKa HampaplseTcs
MUCbMEHHO (B (hopMe JOKIIAHOM 3alMMCKU) WM YCTHO JIMILY, YCTAaHOBUBILIEMY CPOK,
HE MEHEEe 4YeM 3a 5 JHEW N0 MCTEYEHHs] CpOKa HMCIOJHEHUS WIH cpa3y e Mocie
NOJIy4eHUs 3a/aHus. MI3MeHeHne NOKYMEHTHPYETCS — IMPOCTaBISIOTCS HOBBIM CPOK,
JlaTa U3MEHEHHSI ¥ MOANIUCh. I3MEeHEeHUs] BHOCSTCS B PETUCTPALMOHHBIE (POPMBI.

139. VcionHenne MOKyMeHTa (MOPYYEHHUsI) MOXKET OBITh MOPYYCHO HECKOIBKUM
UCIIOJIHUTENSAM. VIcoNHUTENb, YKa3aHHBIA MEpPBBIM, SIBJISETCS OTBETCTBEHHBIM
VCITOJIHUTEIIEM U OTBEYAET 32 CBOEBPEMEHHOE U KAUECTBEHHOE MCIIOJHEHUE 3a/1aHHS B
1eiaoM. OTBETCTBEHHOMY HMCIOJHUTENI0 MPEAOCTABIISIETCS MPABO KOOPAUHUPOBATh U
KOHTPOJIUPOBAaTh JCHCTBUS HCIOJIHUTENIEH: CO3bIBATh COBEIIAHUS, TpeOOBaTh
HE0OXOMMbIEe MaTepuabl, 1aBaTh MOPYUEHUS U JIp.

140. Opranuzanus KOHTPOJISL UCTIOJTHEHHUS:

140.1. cuctema KOHTPOJISI UCTIOJTHEHUS BKIIIOYAET:

y4eT KOHTPOJUPYEMBIX JOKYMEHTOB (IOpyY€HUH) U HX CBOEBPEMEHHOE
JIOBEJCHUE J10 UCIIOJIHUTEIICH;

KOHTPOJIb 32 CPOKAMHU HCIIOTHEHHUS;

MPOBEPKY U PETYIMPOBAHUE X0J1a UCTIOJHEHHUSI, CHSITHE IOKYMEHTOB C KOHTPOJIS;

y4Y€T U OTYETHOCTH O pe3yibTaTaxX UCIOTHEHUS;

OLICHKY COCTOSIHUSI UCIIOJIHUTEIbCKON JUCIUTUINHBL

140.2. yueT KOHTPOJNHMPYEMBIX JIOKyMEHTOB (TIOpyYeHUH) ©  KOHTPOIb
VCIIOJIHEHHUSI CTPOSATCS. HA OCHOBE PETHCTPALIMOHHBIX JAaHHBIX, OTpaxeHHbIX B PKK;

140.3. sxzemmisip  PKK, 3amonmHsemblii 1pu  perucrpanuud  JOKyMEHTOB,
UCIIOJIB3YETCsl TPU (POPMUPOBAHUU KOHTPOJIbHOM KapTOTEKH.

140.4. PKK ocraercs B KaHIEISIPUHU U TTOMENIACTCS B KOHTPOJIBHYIO KapTOTEKY;

140.5. PKK rpynmupyroTcsi B  KOHTPOJIBHYIO KapTOTEKy IO pasjesam,
COOTBETCTBYIOIIMM YMCIIy JHEH Mecsla, COIJJacCHO YCTAHOBJIEHHBIM CpOKam
WCIIOJTHEHUSI IOKYMEHTOB (TIOPYUYEHUI ).

PKK ¢ nepcnekTuBHBIMU U NPOCPOUYCHHBIMU CPOKAMH UCIIOJHEHUS JTOKYMEHTOB
(mopyueHuii) TpyNIupyrOTCs B CAMOCTOSATEIbHBIE Pa3/iesbl KOHTPOJIbHONW KAPTOTEKHU.

B KOHTpOJIbHOM KapTOTEKE MOTYT BBIACNISTHCS JOMOJHUTENbHBIE pa3ieibl U
pyOpuku nns cucremaruzanuu PKK mo wucnonnutensm u rpynmnam JOKYMEHTOB
(mpuKasbl, peuieHus 1 ap.);

140.6. kapToTEeKa €XEAHEBHO NPOCMATPUBAETCA, JIMLIOM, OTBETCTBEHHBIM 3a
KOHTPOJIb MCIOJHEHUS JOKYMEHTOB OTBETCTBEHHBIMU HCIOJHUTEISIMHU, C IEJbIO
UHGOPMHUPOBAHUS PEKTOpa W HCIOIHUTENEH O MPHUOIMKEHWU (UCTEYEHHH) CPOKOB
UCIIOJIHEHHSI JTOKyYMEHTOB. lIpenynpexaeHue HCHOJHUTENEH OCYLIECTBISETCS, Kak
MPaBUIIO, 32 2—3 JIHS JI0 UCTEUEHHUS YCTAaHOBIICHHOTO CPOKa;
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140.7. noxymeHT (OpYyYE€HHE) CHHUMAETCS C KOHTPOJIS IMOCJE €r0 WCIIOTHCHHS,
NOJATBEPKIEHHOIO IOKYMEHTAJIbHO.

CBUIETENHECTBOM UCITOJIHEHHUSI JOKyMEHTa (mopyueHus) SABJISIETCS
MOJATOTOBJICHHBIA  WCIOJHUTENIEM ¢  TOJANUCAHHBIA  PEKTOPOM WM  HHBIM
YIOJHOMOYEHHBIM JIMIIOM MCXOJSIIUA WM BHYTPEHHHM JOKyMeHT. B cmyuae
OTCYTCTBHUS JJOKYMEHTA, CBUACTEIIbCTBYIONIETO 00 UCTIOJHEHUH, KPaTKUE CBEJIEHUs 00
ucrnosHeHnu Qukcupyrotcs ucnonuurenem B PKK.

Ha ncnoaHeHHOM JOKYMEHTE 0popMIIsieTCs OTMETKA 00 MCIIOJIHEHUH TOKYMEHTa
Y HaIPaBJICHUH €TO0 B JIETIO;

140.8. undopmarusi,  XapakTepu3ymollas  HCHOJIHEHHE,  MPEACTaBISAETCS
OTBETCTBEHHOMY 3@ KOHTPOJIb JUJISi MPOBEPKU HCIIOJHEHHUS M CHATUSA JTOKyMEHTa
(mopy4eHus) ¢ KOHTPOJISL.

[Ipy HekauecTBEHHOM HCIIOJHEHUH JOKYMEHT (IOpY4YEHHE) C KOHTpPOJIS HE
CHUMAETCS U NEPEXOAUT B pa3psl HEUCIIOIHEHHBIX B CPOK;

140.9. uadopmanmst O pe3ynbTaTax HWCIOTHCHUS JOKYMEHTOB (ITOPYYEHUH)
nepuoAnYecKrd 00001IaeTCsl U JOBOJUTCS 10 CBEJIEHUSI PYKOBOJICTBA.

['JTABA 10
COCTABJIEHME HOMEHKIJIATYPHI IEJI

141. YcranaBnuBalOTCS TPU BHUJIa HOMEHKJIATYpPHI JIeN: TUIIOBAas, MpPUMEpHas U
HOMEHKJIaTypa JIeJ OpraHu3aluu.

HoMenknaTypa pAen yHUBEPCHTETAa — 3TO CHCTEMATU3UPOBAHHBIN IEPEUYCHb
3aroJIOBKOB JI€JI, 3aBOJUMBIX B CTPYKTYPHBIX TMOJpa3ICICHUsIX YHHBEPCUTETa B
JIeTIONPOU3BOJCTBEHHOM (KalleHaapHOM) roay, (Ha kadenpax W B JeKaHaTax B
y4eOHOM TOJIy) C YKa3aHHUEM CPOKOB MX XpaHEHHUs, 0(DOPMJICHHBIN B YCTAaHOBJICHHOM
MOPSIKE.

B nenompou3BOACTBE HOMEHKJIATypa Jed HCHOJb3yeTCs IS TPYNIUPOBKU
UCIIOJTHEHHBIX JOKYMEHTOB B Jl€jla, CUCTEMAaTH3alluM, WHACKCAIlMU W YyuyeTa Jel,
ONpeNIeNICHUs] CPOKOB WX XpaHeHusa. HomeHkiarypa nen sBIAS€TCS OCHOBOM st
COCTABJICHUSI ONUCEN JEJ MOCTOSTHHOTO U BpeMeHHoro (cBbiie 10 yiet) XxpaHeHus, a
TaKK€ aKTOB O BBIJCJICHUU K YHUUYTOXKEHHUIO JOKYMEHTOB W JI€JI, HE MOJJIEHKAIIUX
XPaHEHHUIO.

B apxuBe yHuBepcuTeTa HOMEHKJIATypa JIeJl HUCIHOJIb3YyeTCA JUIsl yyera el
BpeMeHHOTO (A0 10 JIeT BKIIOUUTENIBHO) XpaHEHU .

142. HomeHnkiaTypa JieJl COCTaBISIETCSl B KaXI0W opraHu3ari. HomeHkIaTypsl
JIeJT COCTaBJISIFOTCS Ha Jiejia BCEr0 YHUBEpPCUTETA (J1ajiee — CBO{HAs HOMEHKJIATypa J1eJ1)
U KaXJI0TO CTPYKTYPHOTO MMOpa3IeICHuUsI.

143. CBogHass HOMEHKJIATypa JieJl COCTABJISIETCS apXWUBOM IPU METOJIMYECKOM
MTOMOIIM KaHIISJSIPUM HAa OCHOBE HOMEHKJIATYpP JEJ CTPYKTYPHBIX MOJpa3aesICHHUI 1Mo
dbopme coryiacHO MPUIIOKEHUIO 8.

CBomHasi HOMEHKJIATypa JIeJl COCTaBJISIETCS  €XKEroAHO, TOJMHUCHIBACTCS
3aBEIYIOLIMM KaHIIEJSIPUEH, COTJIACOBBIBAECTCS C 3aBEYIOIIUM apXUBOM, SKCIEPTHOM
komuccuen (nanee — OK) yHuBepcuTeTa U yTBEPKIAETCS PEKTOPOM 10 1 siHBaps roja,
Ha KOTOPBIM COCTABJICHA.
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144. CBonHass HOMEHKJATypa i€l YHUBEPCUTETa, COIVIACOBBIBAETCA  C
['ocynapcTBeHHBIM apXUBOM [ 'pogHEHCKOM 00MacT OAMH pa3 B MATH JET WU MOCIe
3HAYNTEIBHBIX HM3MEHEHUH B CTPYKTypE YHHMBEPCUTETA HE3aBHCHMMO OT CpOKa
IPEABIAYIIErO COTJIACOBAHUS.

145. CBojHass HOMEHKJATypa J€Jl YHUBEPCUTETA, SBIIAIOLIEIOCS HCTOUYHUKOM
KOMIIJIEKTOBAHHSI TOCYJaPCTBEHHBIX apPXUBOB, COCTABIIIECTCS B TPEX IK3EMILUIIPAX.

[IepBblil 2K3eMILIIP HOMEHKJIATYPBI ACJI XPAHUTCS B KAHLEISAPUN YHUBEPCUTETA,
BTOPOM IIEPENACTCS B apXUB YHUBEPCUTETA B KAYECTBE YUYETHOIO TOKYMEHTA, TPETHH —
B ['ocynapcTBeHHbIi apxuB ['pogHEHCKOM 001aCTH.

146. Ilocne yTBepXk AE€HHUA CBOJHOM HOMEHKJIATYPHl el H3 Hee JearoTcs
BBIIIMCKH MO pa3/eflaM COIVIACHO MPWIOKEHUIO 9. 3aBEepeHHbIE B YCTAHOBIECHHOM
MOPSJIKE BBIIUCKHU TEPEAaloTCsa B CTPYKTYpHbIE MOJpa3JeiIeHUs] YHUBEPCUTETA ISt
UCITIOJIb30BaHUs NpHU (OPMUPOBAHUM U YUETE €], 3aBOJAUMBIX B ATUX CTPYKTYPHBIX
NO/Ipa3/ICTICHUSX.

147.1lpy  HamMuuu B OpraHu3alu  OOILNECTBEHHOW  OpraHU3alUH
(mpogeccroHanbHOIO CO03a U Jp.) €e HOMEHKJaTypa JeJl COCTaBlsieTcs 1Mo ¢opme,
YCTAaHOBJICHHOW JUIsI HOMEHKJIATYP J€J CTPYKTYPHBIX MOApasfencHuil. [JJoOKyMeHTsI
OOIIIECTBEHHON OpraHM3aliy BKJIIOYAIOTCS B CBOJAHYI0 HOMEHKIATypy Jel
CaMOCTOSATEIIBHBIM Pa3/IeiIoM.

148. Ilpu cocTaBaeHUM HOMEHKIATYPHI JI€] UCIIONB3YIOTCS YCTaB YHUBEPCUTETA,
IIOJIOXKEHUS O CTPYKTYPHBIX IOAPA3ACIICHUSAX, IITATHOE PACIIUCAHNE, IUIAHBI U OTYETHI
0 paboTe yHUBEpCUTETa U CTPYKTYPHBIX MMOAPA3JIECICHUN, JOKHOCTHbIE UHCTPYKLIUU
pabOTHUKaM, THIOBBbIE M NPHUMEPHBIE HOMEHKJIATYphl JeJl, HOMEHKIATypbl Jea 3a
NpeabIAylue rojbl, PErUCTPallMOHHbIE (OPMBI, CHPABOYHBIE KApTOTEKU, MEPEYHU
JIOKYMEHTOB C YKa3aHMEM CpPOKOB XpaHeHus. M3ydaroTcsi cocTaB, KOJIMYECTBO U
collep)KaHMEe JOKYMEHTOB M Jell, O0O0pa3ylolMxcs B IMpolecce AesTeNbHOCTU
YHUBEPCUTETA.

149. B HOMeHKIaTypy JAel BKIIOYAIOTCS Jefa (JOKYMEHTBI) TOCTOSIHHOTO,
BpeMeHHOTO (cBbime 10 net) u BpemeHHoro (o0 10 neT BKIIOYUTENbHO) XpaHEHUs, B
TOM YHCJE YYETHO-PETHUCTPAlMOHHbIE (OpPMBbI (KYpHalbl, KHUTM) U CHPABOYHBIC
KApTOTEKHU.

B HoMeHKiaTypy Jdenl TakKe BKIIOYAIOTCS JIOKYMEHTBHI, OOpasyromuecs B
NEATEIbHOCTH BPEMEHHO JIEWCTBYIOIIMX KOJUIETHAJIBHBIX OpraHoB (KOMHCCHIA,
COBETOB U T.I1.) U OOLIECTBEHHBIX OpPraHU3alni.

B HOMeHKIIaTypy Zies1 He BKIIIOYarOTCa HalmoHanbHbINM peecTp NpaBOBBIX aKTOB
Pecny6siuku benapych U 1pyrue cOOpHUKH HOPMATUBHBIX MPABOBBIX AKTOB, IEYATHHIE
u3aaHusi  (OpoIIOphl, CHPAaBOYHUKH, HWH(OOPMAIIMOHHBIC JIUCTKU, OKJUICTCHH,
pedepaTuBHbIE )KypHAIbI U T.J.), YKa3aTeIu U Ipyrue BCIOMOTaTelbHbIE TOKYMEHTHI.

150. CBosiHast HOMEHKIATypa Jed COCTABISIETCS, KaK MPaBUIIO, IO CTPYKTYPHOMY
OPUHIUNY (B COOTBETCTBUM C YTBEP>KIECHHON U OTPAXKEHHOUM B IITATHOM pacHUCaHUU
CTPYKTYpOU YHUBEPCUTETA).

CTpyKTYypHBIMHU 3JIEMEHTAMH HOMEHKJIATYphl JI€J SIBISIOTCS pa3leiibl, KOTOPbIE
MOTYT JEJIUTHCS HA MOAPA3AEIIbI.
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He3aBucuMo OT mpuHNHMA MOCTPOSHHUS HOMEHKJIATYPHI JENI U YTBEPKICHHOU
CTPYKTYPBI YHUBEPCUTETA B TIEPBBINA pa3/ieil BKIIOYAIOTCS Jieia KaHIICISIPUH.

HammeHOBaHHMS  BpPEMEHHO JICHCTBYIOIIMX  KOJUICTHAIBHBIX OpPraHOB U
OOIIIECTBEHHBIX OpTaHU3aIil YKa3bIBAIOTCS B KAUECTBE CAMOCTOSITEIBHBIX Pa3eIioB.

151. CBonHasgs HOMeHKiIaTtypa el odopMiIsIeTcs Ha YHUCTOM JIHCTe Oymaru
dbopmara A4.

152. I'padpl HOMEHKIIATYPHI J€JT 3aTIOTHSIIOTCS B COOTBETCTBHH C YCTAHOBJICHHOM
dhopmoii:

152.1. B rpadhe 1 HOMEHKIATYpHI JIeJl YHUBEPCUTETA YKA3bIBAKOTCS WHJCKCHI JIE]I.
WNunekc aema coOCTOMT W3 YCIOBHOTO 0OO3Ha4YeHHs (MHIEKca) pasfiena (moapasiena)
HOMEHKJIATyphl JIeJl M TOPSAKOBOTO HOMEpa Jeia B Mpefenax JaHHOTO pasjena
(monmpaznena).

Hampumep:
01-01, 03-02; 05.01-01, 12.01-03, 17-02

B cBOgHOI HOMEHKIATypE Je7 OJHOPOIHBIM JeIaM, BKIIOYCHHBIM B Pa3INIHBIC
paznensl (mopa3aeiibl), IPUCBAUBAIOTCS OJTUHAKOBBIE 3ar0JIOBKH.

Hampumep:
IIpukasel pekTopa YHUBEPCHUTETA 110 OCHOBHOM JesTenbHOCTH. Kornu

Jlema, B KOTOpBIE TPYNIUPYIOTCS JTOKYMEHTHI 1O BOIPOCaM, pa3pelracMbiM B
TEUEHUE JABYX M OoJiee JieT (mepexosuiue Jiefia), BKIYaTCs B HOMEHKIATypy Jem
CJIEIYIOIIETO T0J1a MO/ TEM K€ UHACKCOM.

B KOHIIE KaKI0ro paszzena (moapaznena) HOMEHKJIATypbI el
MPEeIyCMaTPUBAIOTCS PEe3EPBHBIC UHJEKCHI ISl HE3AIJIaHUPOBAHHBIX JIEJl, 3aBOJUMBIX
B TEUCHUE TO/Ia;

152.2. B rpade 2 HOMEHKIATYpbl JIeNl YKa3bIBAIOTCS HAa3BaHUA pPa3/eoB
(moapa3aesnoB) U 3aroJIOBKH JIeT.

3aronoBoK JeNa J0HKEH COOTBETCTBOBATh COACPKAHUIO U COCTABY BKITFOYACMBIX
B HET'O JJOKYMEHTOB, OBITh KPATKUM, KOHKPETHBIM U JTOCTYITHBIM JIJIS1 BOCTIPHSITHS.

B cocrtaB 3aroyioBka BKJIFOUAIOTCS YKa3aHUE POJia 3aBOAUMOTO Jeia (IOKYMEHTHI,
MIEPETICKA,) WM Pa3HOBUIHOCTH JOKYMEHTOB (TPUKAa3bl, IPOTOKOJIBI, TUIAHBI, OTYETHI,
aKThl U JIP.) U Ha3BaHHUE TEMBI (COJepKaHuE) Aea.

B 3arosoBku onpeieIeHHBIX KaTerOprid e JOTIOJHUTEIHLHO BKITFOYAIOTCS:

yKa3aHUE aBTOpa JOKYMEHTOB (TIOJIHOE, COKpalleHHOE WJIM  BHUIOBOC
HAMMEHOBAHUE YHUBEPCUTETA, CTPYKTYPHOTO TMOJPA3IACICHUS WIH JOHKHOCTHOTO
JU1A);

Hampuwmep:
IIpukasel pekTOopa YHUBEPCUTETA I10 OCHOBHOM JIE€ATEIbHOCTH

YKa3aHHueC ajipecarta NI KOPPECCIIOHACHTA JJOKYMCHTOB,

Hanpuwmep:



49

[Tepenucka ¢ MunHHcTEepCTBOM 31paBooxpaHeHus PecryOnuku benmapych mo y4eOHBIM U
aJMMHHMCTPAaTUBHO-X03511ICTBEHHBIM BOIIPOCAM

reorpaq)ﬂqea(oe Ha3BaAHHUC HACCJICHHOI'O IIYHKTAa WM TCPPUTOpHUHU, C KOTOpOI‘;I
CBA3aHO COACPIKAHUC TOKYMCHTOB CJIad,

Hanpuwmep:

[lepenucka ¢ opranuzamusmMu T.I'pogHO MO y4eOHBIM U aIMHUHHCTPATUBHO-XO3SICTBEHHBIM
BOIIPOCAaM

JaThl (IEPUOJT), K KOTOPBIM OTHOCHUTCS COJICPKaHKUE TOKYMEHTOB JIea;

Hanpuwmep:
KommuiekcHslii 1aH pa3Butus yHusepcutera Ha 2020-2025 roasl

YKa3aHHuC Ha KOITMMHOCTh JOKYMCHTOB, BKIIFOYCHHBIX B ACJIO.

Hanpuwmep:
ITpuxa3bl pekTopa yHUBEpCUTETA 110 OCHOBHOMU AesiTesnbHOCTH. Konun

TepMI/IH ((I[OKyMeHTI)I» HCIIOJIB3YCTCA B 3arOJIOBKC:

IIpU I'PYIIIUPOBKE B JACJI0 PA3JIUYIHBIX BUAOB JOKYMCHTOB I10 OTHOMY BOIIPOCY, HC
CBA3aHHBIX ITOCJICIOBATCIIBHOCTBIO JACIIOIIPOMU3BOACTBA. B KOHIIC 3aroJIOBKa B CKOOKax
YKa3bIBAIOTCA ABA-TPH OCHOBHLIX BHJd JOKYMCHTOB, BKIIOYCHHLIX B ICJIO,

Hanpuwmep:
JIOKyMEHTBI O CTPOUTEILCTBE OOIIEKUTHS ((PMHAHCOBBII OTUET, CMETHI, CIIPABKH U JP.)

npu OOBEIMHEHHH B OJHOM JeJie JOKYMEHTOB-TIPUJIOKEHHM K KakoMy-JIHOO
JIOKYMEHTY WJIY IPYIIIEe TOKYMEHTOB.

Harmpumep:
JoxymeHTsI K poToKoyiaM 3acenanuii Cosera yauBepcuteta 3a 2020 rog

Ecim  nmepemmcka Bemercs ¢ Oonee  4YeM  Tpemsl  pa3sHOPOJHBIMU
KOPPECTIOHJIEHTAMH, UX Ha3BaHUs B 3ar0JIOBKE, KaK MPABUIIO, HE YKa3bIBAIOTCA.

Hanpumep:
Ilepenucka o 3aKIH0YEHUH JONOBOPOB HA IOCTABKY MAaTEPUAIOB U KOMIUIEKTYOIIHUX

B 3arosoBkax, cojaep)KamMX IUJIAHOBYIO WM OTUYETHYIO JIOKYMEHTAIUIO,
YKa3bIBAIOTCS YUCJI0, MECSLI, KBApTas, roj, Ha (3a) KOTOPbIA COCTABIICHBI JOKYMEHTHI.

Hanpumep:
[Tnans! o HayyHOM padoTe kadeapsl Ha 2020 rox

KBapranbHbIe OTUETHI IO BOCMIUTATEIRHOM padoTe pakynpTeToB 3a 2020 roa
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He pomyckaeTcsi MCHOib30BaTh B KAadyeCTBE 3aroJioBKOB (POPMYIUPOBKH, HE
OTpaXKarolllu€ COCTaB M COJEpKaHUE€ JIOKYMEHTOB, BKIIOYEHHBIX B JEIO
(«Matepuansl»,  «JlokymeHTanpHblE  MaTepuaibl»,  «Pa3Hble  JOKYMEHTBI»,
«PUHAHCOBBIE JOKYMEHTBI», «O0I11ast MepenucKa U T.I1.), U ONPEIEIEHUs, B KOTOPBIX
BUJ JIOKyMeHTa 3ameHeH jeiictBueM («lccrnenoBanue ...», «PaccmoTpenue ...»,
«ObecnieyeHue ...» U T.1.).

B npouecce popmupoBaHus A€l 3aroJJOBKM MOTYT YTOUHSTHCS.

3aroyioBKM B pazfenax (mojpaszesiax) HOMEHKIIATYphl A€l CUCTEMaTU3UPYIOTCA
II0 TpyIIIaM B 3aBUCUMOCTH OT 3HAYUMOCTH W B3aUMOCBS3M J€1 B CIEAYIOLIEM
HOPSIZIKE:

HOPMATHBHBIE NIPABOBBIE aKThl (IeKpeThbl, ykaszbl lIlpesmnenta PecnyOnuku
benapyce, 3akonsl PecnyOmuku benapych, nocranoBienuss CoBera MMHHUCTPOB
PecnyOnuku benapyce u ap.);

y4peauTeNbHbIE TOKYMEHThl OpraHu3aluu (yCTaBbl, MMOJOKEHUS, CBUAECTEIbCTBA
O rOCYJapCTBEHHOM perucTpauuu u ap.);

pPacHoOpsIIUTEIbHBIE U METOJWYECKHE JOKYMEHTBI BBIIIECTOSAIIMX OpPraHU3aLui
(mocTaHOBIIEHUS, IPUKA3bl, YKa3aHUS U JIp.);

pacnopsAUTENbHbIE JOKYMEHTBI OpraHU3aliy (IIPUKa3bl, paCIOPsLKEHUS U Ap.);

OpraHM3allMOHHBIE  JOKYMEHTHl  (IUTAaTHbIE  PACHMCAHUSA,  IOJIOKECHUS,
MHCTPYKUUH, IPaBUjIa U 1p.);

IIPOTOKOJIBL;

IUIaHBL;

OTYETHI;

JIOTOBOPBI;

CIPaBOYHO-UH(POPMALIMOHHBIE JOKYMEHTbl (aKThl, CHOpaBKH, HHPOpPMALIUH,
CBOJIKH U JIp.);

NEePenuncKa;

YYETHO-PETUCTPALMOHHBIE (DOPMBI.

[Topsinok cucTeMaTH3alyy WHBIX 3aroJIOBKOB JIEJ ONPENENSIETCS COCTABUTENIEM
HOMEHKJIATYPBHI.

Cucremarnsanusi 3aroJOBKOB J€J1 BHYTPU KaXKJIOM TPYyNIBl OINpEAENsIeTcs B
COOTBETCTBUM CO 3HAYUMOCTBIO JOKYMEHTOB M CPOKaMHU MX XPaHEHHUs: MPHUKA3bI IO
OCHOBHOM J€ATEIBbHOCTH PAaCIOIAraroTcsl Mepes MpUKa3aMu IO JIMYHOMY COCTaBY,
rOJIOBBI€ IUIAHBI M OTYETHI — MEpPE] KBApTAJIBHBIMU M MECSYHBIMH, IEPENUCKA C
BBIIECTOAIMMH OPraHU3alUsIMH — MEpe] MEPENUCKOW C UHBIMH OpPraHU3ALMIMU U
T.J.

Cucremaruszanusi 3arojIOBKOB OJHOPOJIHBIX €N, COJEp)KallluX HauMEHOBaHUS
KOPPECTIOHJIEHTOB WJIM reorpaduyeckrue Ha3BaHUs, OCYLIECTBISETCS MO aldaBuUTYy;

152.3. rpada 3 HOMEHKJIaTypbl nen 3alOJIHSETCS B KOHIIE
JIEIOMPOU3BOACTBEHHOTO rojia. B Hell yka3pIBaeTCsl KOJIUYECTBO JIe] (TOMOB, YacTeil),
3aBEICHHBIX B YHUBEPCHUTETE B TEUEHHUE T'0JIa M0l COOTBETCTBYIOIIUM 3ar0JIOBKOM;

152.4. B rpade 4 yka3pIBalOTCS CPOKH XPaHEHUS /1€, HOMEPA MYHKTOB COTJIACHO
HOPMATHBHBIM IPABOBBIM aKTaM, YCTaHABIMBAIOIIUM [EPEYHU THUIIOBBIX JTOKYMEHTOB
HammonansHoro apxuBHoro ¢onna PecnyOnuku benapycs, oOpasyromuxcs B
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mporecce JeATEeIbHOCTH TOCYJApPCTBEHHBIX OpPraHOB, WHBIX OpraHU3aluid |
WHJMBUAYAJIBHBIX TPEANPUHUMATENICH, C YKa3aHUEM CpPOKOB XpaHeHus (najnee —
NepeUYeHb TUIOBBIX JOKYMEHTOB C YKa3aHHEM CPOKOB XPAaHEHHs) U BEJOMCTBEHHBIX
NepevyHen TOKyMEHTOB.

Cpoku XpaHEHMsI JIOKYMEHTOB, HE OTPaXCHHBIX B MEPEUYHSIX JIOKYMEHTOB C
yKa3aHUEM CPOKOB XPaHEHMS, YKa3aHHBIX B YaCTH NEPBOM HACTOSIIETO MOMAMYHKTA,
onpeneNstoTcs sKkcnepTHod komuccueit (DK) yHuBepcuTeTa MO COTJIACOBAaHUIO C
roCyAapCTBEHHBIM apXUBOM.

152.5. B rpade 5 «IIlpumeyanue» MNPOCTABIAIOTCA OTMETKH O TEPEXOSAIINX
Jienax, 0 He 3aBeJEHUH eI, O Iepeaayde e B Ipyroe CTPYKTYpHOE NOIpa3IeJIeHuE, O
BBIJICJICHUU JIe] K YHUUYTOXKEHUIO, 00 yTpaTe e, O mepeaadye B apXuB YHUBEPCUTETA
nen BpeMeHHoro (1o 10 ser) xpaHeHus, 0 AaTaX W MHACKCAX MPOTOKOJIOB 3aCElaHUi
OK yHuBepcuTeTa, B COOTBETCTBUM C KOTOPHIMH YCTAHOBIICHBI CPOKH XpaHCHUS
JIOKyMEHTOB, HE OTPAKCHHBIX B IMEPEYHAX THUIIOBBIX TOKYMEHTOB C YKa3aHUEM CPOKOB
XpaHeHUs W (W) BEJOMCTBEHHBIX IEPEYHSIX TOKYMEHTOB C YKa3aHHEM CpPOKOB
XpaHeHusl, 00 AJIEKTPOHHBIX JIeJaX, COACpPKalIUX JOKYMEHTHI B AJICKTPOHHOM BHJIE
(B M), uadopmarnmonnsix pecypcax (UP), rubpuansix genax (I'21) u ap.

153. B koHIle CBOJHON HOMEHKIATYphl Jen nepen pekBuzutoM «lloamucey
YKa3bIBAIOTCS HA3BaHUSI HOPMATHMBHBIX IMPABOBBIX aKTOB, HCIOJIb30BAaHHBIX MpHU
OTIPEJICTICHUH CPOKOB XpaHEHHUSI JIeTl.

154. [lo okOHYaHUM JEIOMPOU3BOACTBEHHOTO I0/la KaHIIeIIpueld YHHUBEpCUTETa
B KOHIIE CBOJITHOM HOMEHKJIATYPhI JIeJ COCTABJISETCS UTOTOBAs 3alUCh O KATETOPUSIX U
KOJIMYECTBE 3aBEACHHBIX JieJl 1o (popMe cornacHo nmpuioxkenuto 10. MTorossie 3anucu
K HOMEHKJATypaM JieJd CTPYKTYPHBIX MoApa3jeiacHuil (0O1IeCTBEHHON OpraHu3aIiim)
COCTABJISIIOTCA O 3TOM ke (opMe U TOANMCHIBAIOTCS PYKOBOAUTEISIMU 3THUX
nojpaszeneHui (00IeCTBEHHOW OpraHnu3aium).

['JTIABA 11
OOPMUPOBAHMUE JEJI

155. ®opmMupoBanue Jea — TPYNIUPOBKA WCIIOJTHEHHBIX JOKYMEHTOB B Jiejia B
COOTBETCTBUM C HOMEHKJIATYPOH J1e] U CUCTeMaTH3alisl TOKYMEHTOB BHYTPH JIEJI.

JIOKyMEHTBl TpyNIUpPYIOTCS B Jena pabOTHUKaMH, OTBETCTBEHHBIMHM 3a
JICJIONPOU3BOACTBO B CTPYKTYPHBIX MojpasjeieHusx. KoHTponb 3a npaBUIbHBIM
(dbopMHpOBaHUEM JIe]l B YHUBEPCUTETE OCYIIECTBISIETCS KaHIIECSIPUEH.

156. JIokyMeHTBI TPYIIUPYIOTCA B Jela COTJacHO OTMETKaM 00 MCIIOJIHEHUHU
nokymeHToB «B nmeno Noy. Ilpu 3TOM mpoBepsroTCs MPaBHIIBHOCTH O(GOPMIICHUS
JOKYMEHTOB, HaJlM4yuMe TMOJNUCEeH, JaT, OTMETOK 00 HCIOJHEHUH U APYrux
HEO0OXOJAUMBIX PEKBU3UTOB IOKYMEHTOB.

157. B pena rpynnupyroTcs TOKYMEHTBI OJHOTO JIEJIOMPOU3BOJICTBEHHOIO Toja,
32 UCKJIIOYEHUEM MEePEeXOASIINX, JIMYHBIX U Cy1eOHBIX Je.

JIoKyMeHTBI TTOCTOSIHHOTO, BpeMeHHOoTo (cBbimie 10 ser) u BpemenHoro (o 10
JeT BKJIOYUTENIbHO) XpaHEHUs TPYIIUPYIOTCS B OTHEIbHbIE Jena. [lomyckaercs
BpEMEHHAasl TPYNIHPOBKA B OJHOM JI€J€ JOKYMEHTOB C pa3IMYHBIMU CPOKaMH
XpaHEHMs,  CBSI3aHHBIX  pEIIEHHeM  ofgHoro  Bompoca. Ilo  okoHuYaHuHM
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JIETIOTIPON3BOACTBEHHOTO T0/a Takue Jeia pachOpPMHPOBBIBAIOTCS, a JOKYMEHTHI
TPYNIUPYIOTCS. B CAMOCTOSITENIHHBIC JIeJIa B 3aBUCUMOCTH OT CPOKOB X XPaHEHHSI.

B neno BkIOYaeTcs TOJNBKO OIUH DJK3EMIULIp Kaxaoro nokyMeHra. He
JIONyCKAeTCsl BKJIIOYaTh B JieJla JOKYMEHTHI, MOJICKAIIUE BO3BpaTy, YEPHOBBIE U
yOJIEeTHBIE SK3EMILISIPHI.

[Ipunoxenuss GopMUPYIOTCSL B Jiella BMECTE C JOKYMEHTaMH, K KOTOPbIM OHHU
otHocsATcA. [lpyu 3HAUMTENLHOM O00bEMe TNPWIOKEHUH OHM TPYNIHUPYIOTCS B
OTZIEJIbHBIE JENa.

158. O6bem nena He goipKeH npesbimaTh 300 aucToB npu ToIHE He Oosee 40
MM. [Ipu OGosbiieM o0beMe JOKYMEHTOB JIEJIO JEISAT Ha CaMOCTOSITEJIbHBIE TOMA;
JOKYMEHTBI KaXI0TO TOMa SIBJISIFOTCSI TPOIOKEHUEM MPEIbIAYILETO.

159. JlIokyMeHTBI B JieJie¢ CHCTEMATH3UPYIOTCS IO CICTYIONINM MPUHIIATIAM WJIH
UX  COBOKYIHOCTH: BOIPOCHO-JIOTHYECKHUH, XPOHOJIOTMYECKUM,  andaBUTHBIN,
HyMEPALOHHBIN U Jp.

PacniopsutenbHble  JOKYMEHTHl TPYNIUPYIOTCS B Jiela 1O BHJAM U
CUCTEMATU3UPYIOTCS B MOPSAKE BO3PACTAHUSI HOMEPOB.

[Ipuka3bl U pacnopsKEHUSI 110 OCHOBHOM JE€STEIbHOCTH, MO JINYHOMY COCTaBY H
10 aIMUHUCTPATUBHO-X03MCTBEHHBIM BOIPOCAM TPYIIUPYIOTCS B OT/IEIbHbBIE JI€JIa U
CUCTEMATU3UPYIOTCS B MOPSAKE BO3PACTAHUS UX HOMEPOB.

[Ipuka3bl U pacrlopsHKEHHs IO JUMYHOMY COCTaBY TPYNIUPYIOTCS B OTACIbHBIC
JIeJIa B 3aBUCUMOCTH OT CPOKOB MX XPaHEHHUS.

PacnopsinurenbHbie JOKYMEHTBI ONpeIeICHHON Pa3HOBUIHOCTH,
pErHCTpUPYEMbIE OTAEIIBHO B COOTBETCTBHM C TPeOOBaHMUSAMM NOANMYHKTOB 134.3 u
134.4 nynkra 134 Hacrosmen MHCTpyKUMU, TPYNIUPYIOTCS B OTAEIBHBIE JEIIA.

[IpoTokonbl B Jenax CHUCTEMATU3UPYIOTCS IO XPOHOJIOTMU B  TOPSAKE
BO3pacTaHUsi HOMEPOB.

[lnaHbl, OTYETHI, CMETHI, TUTYJbHBIC CIHUCKHA TPYNIUPYIOTCS OTIAEIBHO OT
pacyeToB K HUM.

[InaHbl ¥ OTYETHI TPYIIHUPYIOTCS B JI€JIa TOTO T'0Jia, K KOTOPOMY OHU OTHOCSITCS
110 CBOEMY COJIEpKaHUI0, HE3aBUCUMO OT BPEMEHH UX cocTaBieHus. Hanpumep, mian
Ha 2006 roxa, cocraBineHHslit B 2005 roay, wim otyetr 3a 2006 roja, COCTaBICHHBIA B
2007 romy, momxHBI ObITh OTHeceHbl kK 2006 romy. Ilmanbl, paccuuTaHHbIE Ha
HECKOJIbKO JIET, (OPMHUPYIOTCS B JieJIa M0 HaYaJbHOMY IOy WX JEHCTBUS, OTYETHI O
BBITIOJIHGHUN TAaKUX TUTAHOB (DOPMHPYIOTCA B Jieja MO TOCIETHEMY TOIy JCHCTBUSA
TJIaHa.

Hena ¢ mnepenuckol, MOPYYEHUSIMHM W JOKyMEHTaMH 00 WX BBITIOJTHEHUHU
bopMUPYIOTCS TI0O  BOIMPOCHO-JIOTMYECKOMY MPUHIMIY, MPEAyCMaTpHUBAIOIIEMY
pAacloJIO)KEHUE JOKYMEHTOB B JIOTMUECKOW IMOCJIENOBATEIBHOCTH PEUICHUS BOIPOCA:
MEePBBIM MTOMENIAETCS WHUIIMATUBHBIA JOKYMEHT (3allpoCc WM MOPYYEHHUE), 32 HUM —
JIOKYMEHT-OTBET.

JIOKyMEHTBI JIUYHOTO Jieja CHUCTEMATH3UPYIOTCS B TOPSAKE, YCTAaHOBJICHHOM
aKTaMU 3aKOHO/IATEJIbCTBA.

JluueBble cyueTa rpynnmupyroOTCS B CaMOCTOSITENIbHBIC JieJia B Mpejesiax roja u
CUCTEMATU3UPYIOTCS IO CTPYKTYPHOMY HPUHIIUITY.
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OOpamenus TpaxaaH W IOPUAUYECKUX JUI[ W JOKYMEHTHI, CBS3aHHBIE C HX
PacCMOTpPEHUEM, TPYIIUPYIOTCS B CaMOCTOSTEIBHBIE JIeJla U CUCTEMATU3UPYIOTCS B
XPOHOJIOTHYECKOM WIIH aIaBUTHOM TIOPSIIKE.

Oco0eHHOCTH MOATOTOBKH, OGOpMIIEHHS W O0pabOTKH, XpaHEHUs OOpaleHui
TpaXxJaH W IOPUAWYCCKUX JIMII U JIOKYMEHTOB, CBSI3aHHBIX C HMX PAacCMOTPECHHEM,
3asBJICHUH  3aMHTEPECOBAHHBIX  JIMI, OOpAMIAIONUXCS 32  OCYIIECTBICHHUEM
aJIMUHUACTPATUBHON MIPOIEAYPHI, U UHBIX JOKYMEHTOB, CBSI3aHHBIX C OCYIIECTBICHUEM
aJIMUHUACTPATUBHBIX TMPOILEAYp, peryaupyiorcs HWHcTpykuueir o0 opraHuzaiuu
paboThl ¢ OOpalIeHUsAMH TPakIaH W IOPUANYECKUX JHI U MHCTpyKImed o mopsake
BEJICHUS JCIOMPOU3BOACTBA MO aAMUHUCTPATHBHBIM IPOIIEAYPaM, YTBEPKICHHBIC B
YCTaHOBJICHHOM TTOPSIJIKE.

['JTABA 12
OKCIIEPTU3A HEHHOCTU JOKYMEHTOB

160. DkcriepTH3a LEHHOCTH JOKYMEHTOB — 3TO OIPENETICHHE HCTOPUYECKOH,
HAay4YHOU, COLIMAJIbHOU, JKOHOMHUYECKOU, TOJIMTUYECKOM, KYJIbTYPHOU U NPAKTUUECKOU
3HaYMMOCTU JOKYMEHTOB C LI€JbI0 YCTAHOBJIEHHUS CPOKOB UX XpaHEHUsS M O0TOOpa Ha
XpaHEHHUE.

161. OkcniepTh3a UEHHOCTH JOKYMEHTOB B YHHUBEPCUTETE OCYIIECTBISETCS
MOCTOSIHHO JekicTByomei JK.

OK geicTByeT Ha OCHOBAHMM IIOJIOKEHMS, YTBEPKIAEMOIO PEKTOPOM
yHuBepcuteta. Ilonmoxkenne o OK  yHuBepcuTeTa, COIJIAaCOBBIBAKOTCA  C
roCyAapCTBEHHBIM apXHBOM [ poiHEHCKON 00J1acTH.

162. OK co3maercs B coctaBe He MeHee 3 denmoBek. lIpencemarenem OK
Ha3HA4aeTcsd TNEpBbIM MNPOPEKTOP YHUBEPCUTETA, UWIEHAMH — 3aBEAYIOIIUN
KaHILIEeJIApUEH, 3aBeIyIOLIMI apXUBOM, IJIaBHBIN OyXraiaTep, HayalbHUK OT/AeJa KaJpoB
U japyrue, Haubonee kBanupuuupoBaHHble paboTHUKH. [lepconanbHblii coctaB DK
YTBEPKJIaeTCs MPUKA30M PEKTOPA YHUBEPCUTETA.

163. OcnoBHbIMU GyHKIUAME DK SABISIFOTCS:

IIPOBEJICHUE DKCHEPTHU3bl LIEHHOCTU JOKYMEHTOB W ONPENEJIEHUE CPOKOB HX
XPAaHEHMS B COOTBETCTBHUM C 3aKOHOIATEIBLCTBOM;

COIJIaCOBaHUE INPOEKTa HOMEHKJIATYpbl JAEJI YHUBEPCUTETA, HHCTPYKLHMHA I10
JIEIONPOU3BOACTBY, METOAUYECKUX JTOKYMEHTOB IO JI€JIONPOU3BOJICTBY;

€KETOJIHBIM 0TOOP JTOKYMEHTOB Ha XpaHEHUE U YHUUTOKECHHE;

COTJIACOBAHME OIKCEH JeJ MOCTOSSHHOTO XpaHEHUs, BpeMeHHOro (cBbiiie 10 ser)
XPaHEHHUS U 110 JTUYHOMY COCTaBY;

COrJJaCOBaHUE AKTOB O BBIJCJICHUUM K YHUYTOXKEHHUIO JOKYMEHTOB W [I€J, HE
MOJIEKAIINX XPAHEHUIO;

IIOArOTOBKA IIPEIJIOKEHUM O CPOKaxX XpaHEHUs OTHEJIBHBIX KaTerOpuiu
JIOKYMEHTOB, W BHECEHHWE MX Ha PACCMOTPEHHE TOCYAAPCTBEHHBIX APXHBHBIX
YUPEKIACHNUM;

NPUHATUE PEUIEHUH 10 BONPOCAM COBEPLIEHCTBOBAHUSA JAEIIONPOU3BOJACTBA U
paboTHI apX1Ba OPraHU3ALNH.
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164. DK sBisieTcst coBenaTeIbHBIM OPTaHOM, PEIIEHUSI KOTOPOTO YTBEPKIAIOTCS
PEKTOPOM YHUBEPCHUTETA.

3acenanust JK u npuHUMaeMsble peteHus 0GOpMIIIIOTCS TPOTOKOIAMH.

165. HenocpencTBeHHbI  OTOOp  JIOKYMEHTOB Ha  XpaHEHHE B  apXUB
YHUBEPCUTETA M BBIJICJICHUE K YHUYTOXKEHUIO MPOU3BOJUTCS PaOOTHUKAMHU
CTPYKTYPHBIX TIOJIpa3/IeJICHUH, B I€SITEIbHOCTH KOTOPBIX OHU OBLIM 0Opa30BaHbI.

[lpuHIMIOIBI, KpUTEPUU U TOPAJOK TMPOBEACHHUS DKCHEPTU3bl I[IEHHOCTU
JIOKYMEHTOB OIPEACIISIOTCS aKTaMH 3aKOHO1aTeIhCTBA.

166. Ilo pesyapTaramM SKCIEPTU3bI IIEHHOCTH M  OTOOpa JOKYMEHTOB
COCTABJISIFOTCSL OIHCH J€J1 TOCTOSIHHOTO, BpEMEHHOTO (CBbIlIE 10 J1€T) XpaHEHUs U 110
JUYHOMY COCTaBY, a TaKXe aKThl O BBIJCICHUU K YHUUYTOXKECHHUIO TOKYMEHTOB U eI,
HE TOJUIeKAIINX XPAHCHHUIO.

['JIABA 13
ODPOPMJIEHUE JIEJI

167. lena mnojyiexxar oGOPMIICHHUIO MPU HMX 3aBEACHUM M IO 3aBEpUICHUU
JeJIONPOU3BOACTBEHHOrO0 roaa. OdopmieHue 1en1  MNpoBOAUTCS  pabOTHUKAMHU
CTPYKTYPHBIX TIOJIpa3/IeJICHUI, B KOTOPBIX OHU (hOPMUPYIOTCSI.

168. B 3aBUCHMOCTH OT CPOKOB XpaHEHHUS MPOBOJUTCS MOJHOE WU YaCTUYHOE
o opMIICHHE JIE]I.

YactuuHoMy o0GOpPMIIGHHMIO TIOJUIeKaT BCe Jiefla TpU WX 3aBEJCHUU B
nenonpousBoacTtee. IlomHomy odopmieHuio mnojuiekaT Jena MOCTOSHHOTO U
BpeMeHHOTO (cBbIe 10 1eT) XpaHeHus OCTe UX 3aBEPIICHUS JEIOMPOU3BOICTBOM.

169. Yactrunoe odopMieHne Jela TpU 3aBEICHUU B JIEIOMPOU3BOJCTBE
npeaycMaTpuBaeT OoQOpMIICHHE PEKBU3UTOB OOJOXKKH Jiela B COOTBETCTBHH C
HOMEHKJIaTypoi aen. Ha o0s0kKe 1ena yKa3bIBatOTCs:

HAaUMEHOBAHUE BBIIIECTOSIIEH OPraHU3aIHH;

HAaUMEHOBAHUE YUPEIKICHUS;

HAaMMEHOBAaHUE CTPYKTYPHOTO TOJApa3JeieHuss Wid (QYHKIUW (HampaBieHUs
JIESITEIBHOCTH) YUPEKICHUS B COOTBETCTBUM C HOMEHKIJIATYPOHl J1e;

MHJIEKC JieJia 10 HOMEHKJIaType J1e;

3aroJI0OBOK JIea;

roJl, B KOTOPOM 3aBOJAUTCS JEJI0;

CPOK XpaHEHHS Jiefa.

170. [TomHOE 0hopMIIeHHE JeNTa TPEAyCMaTPHUBACT:

MOIIIMBKY WU TIEPEIUIET Jea;

HYMEpAIUIO JIUCTOB B JICTIE;

COCTaBJICHHE BHYTPEHHEH OMUCH JOKYMEHTOB Jiesa (B CIIy4asiX, ONpeIeICHHbIX
nyHkToM 173 Hactosmen MHCTpyKIun);

COCTaBJICHHE JTUCTA-3aBEPUTEIIS JIeT1a;

oopmiieHre 1 yTOUHEHUE PEKBU3UTOB OOJIOKKH JIENa;

CUCTEMATHU3AIMIO JOKYMEHTOB JieJla B COOTBETCTBUM C TPeOOBAaHUSMHU TiaBbl 11
Hactosimerd MHCTpyKiuu.
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171. Jlena, mojuiexaiine moIHOMY OQOPMIICHHUIO, TOAMINBAIOTCS HE MEHEE YEM B
YEThIpE MPOKOJa B TBEPAYIO OOJIOXKKY WM NEPEIUIETAIOTCS C YyYETOM BO3MOXKHOCTHU
CBOOOJTHOTO YTEHMsSI TEKCTa BCEX JOKYMEHTOB, JaT, BU3 W PE30JIONUNA Ha HUX.
JlokyMeHTBl, odopMJeHHbIE Ha JmcTax Oymaru d¢opmata A4 B aab00MHOI
OpHMEHTallMH, MOAIIMBAIOTCA (TEPEIIeTalOTCs) 3a JeBoe MoJie U cKiaabiBatoTcs. [Ipu
MOJATOTOBKE J€1 K MOAIIMBKE (MEperuieTy) MeTauinyeckue npeaMersl (OynaBku,
CKOOBI, CKPEIKH U JIp.) U3 IOKYMEHTOB yJIaJIsIOTCS.

Jlena  MOCTOSIHHOTO — XpaHEHHs, COCTOSIIME U3  JIOKYMEHTOB  0CO0Oi
UCTOPUYECKON, HAYYHOM, XYHOKECTBEHHOW M WHOM IEHHOCTH WM He(pOopMaTHBIX
JOKYMEHTOB (Y4EpPTEXKH, PYKOIIUCH U T.J.), XPAHIATCS B MalKax ¢ TpPeMs KilanaHaMu U
3aBsI3KaMU WJIM B KAPTOHHBIX PyTisipax (KOpoOKax).

172. JIucTel B Aene, KpOME JIMCTa-3aBEPUTENS JIeNia U JINCTOB BHYTPEHHEH OMMUCH,
HYMEPYIOTCS B IPaBOM BEPXHEM YINIy apaOCKUMH LHU(PpamMH YE€pHBIM TpaUTHBIM
KapaHgamoM. lcrnonp3oBaHue 4YEpHWJI M IBETHBIX KapaHAalled g HyMepauuu
JUCTOB HE Aomyckaercs. JIMCThl BHYTPEHHEW OMUCH JTOKYMEHTOB JieJla HyMEpYIOTCS
OTIEIbHO. JIMCTHI KaXX10r0 TOMa J1eJ1a HyMEPYIOTCS OTAENBHO.

CnoKeHHBIM JMCT pa3BOPAYMBACTCS M HYMEPYETCsl B IIPaBOM BEPXHEM YIIIy.
JIuct moboro popmara, NOAMNTEINA 32 OAUH Kpail, HyMepyeTcsl Kak OfuH Juct. JIucr,
CJIOKEHHBIN I1OI10JIaM U MOAIINTHIN 3a CEpENHHY, HyMEPYETCS KaK JiBa JINCTA.

Yeprexxu, auarpaMmsel, (ororpaguu M Apyrue crenupuueckue JT0KyMEHTHI,
IPEJCTaBISIIOIINE CaMOCTOSATEIbHBIA JIMCT B JIeJ€, HYMEpPYyKTCS Ha OOOpOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIIy.

JIucT ¢ Harnyxo HaKJIEEHHBIMU JOKyMeHTaMu ((ororpadusimu, BbIpE3KaMH,
BBIITUCKAMM M T.I.) HyMEpYyeTcsl Kak OAWH JUCT. JIOKyMEHTBI, MOJKJICCHHbIE OJTHUM
KpaeM, HyMepyIOTCs OTAENbHO.

JIOKyMEHTBI, KOTOPbIE HEBO3MOKHO MOALINUTH B JI€T0, BKJIAbIBAIOTCS B KOHBEPT,
KOTOPBIM MOJIIMBAETCA B J€10. BioXKeHHsT HyMEpyrOTCS OTIEIbHO OT KOHBEPTOB:
BHayaje HyMepyeTcsi KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM KaXJ0€ BIIOKEHHUE B
KOHBEpTE.

[loammumTeie B €0 TOKYMEHTHI C COOCTBEHHOW HyMepalueu JUCTOB (BKIIOYas
NeYaTHble W3/1aHusA) HyMepyroTca B o60meM mnopsake. CoOcTBeHHas Hymeparus
COXPaHSETCs, €CIIM UMEIOIIMI €€ TOKYMEHT COCTABIISIET OTAEIIBHOE AEIIO.

[Ipy Hamuuuu OOJBIIOrO KOJIMYECTBA OUIMOOK B HyMEpalMH JHCTOB Jeja
MPOBOJIUTCSL UX MEPEHYMEpALMs: CTapblii HOMEP 3a4YE€PKUBAECTCS OJHOW HAKIOHHOU
YepTOW, PAIOM CTaBUTCS HOBBIM HOMep Jnucta. Ecnu oOHapy>KeHHbIE OIIMOKHA B
HyMEpalM1 HE3HAYUTEINIbHbI, TO UCTIOJIb3YIOTCS JIUTEPHBIE HOMEpA JIUCTOB.

Hanpuwmep: 15a, 1560

173. K nmenam, y4eT KOTOPBIX BBI3BIBAETCSA CIENU(PUKON JOKYMEHTauu (0co00
IIEHHBbIC, JIMYHBIC Jea, Jelia, CHOPMHUPOBAHHBIE TO BHAAM M PA3SHOBHIHOCTSIM
JIOKyMEHTOB, 3aroJOBKM KOTOPHIX HE TMOJHOCTHIO PACKPHIBAIOT KOHKPETHOE
coJiep>KaHue JOKYMEHTOB JieJia), COCTAaBJISIeTCS BHYTPEHHSS ONUCh JOKYMEHTOB Jiefia
1o ¢opMe CoTJIacHO MpUIoKeHuto 11.
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Bo BHyTpeHHEH OnMMCH yKa3bIBAIOTCS TMOPSIKOBBIE HOMEPA JOKYMEHTOB B JEle,
JaThl, HIEKCHI, 3ar0JIOBKH IOKYMEHTOB W HOMEpA JIUCTOB, HA KOTOPBIX PACTIOJIOKEH
KKl TOKyMEHT. Bo BHyTpeHHe! onucH el ¢ paclopsAUTEeIbHBIMU IOKYMEHTaMU
0 JINYHOMY COCTaBY B KaueCTBE 3aroJioBKa yKa3bIBaIOTCS MPEANUChIBAEMbIE ACHCTBUS
(mpuem, mepeBOJ, YBOJbHEHHE W Jp.) ¢ yKa3zaHueM (amMuinii, COOCTBEHHBIX HMEH,
OTYECTB (€CIM TaKOBbIE HMEIOTCS) KOHKPETHBIX paboTHUKOB. Ecmu B ogHOM
pacnopsiIUTETILHOM JIOKYMEHTE [0 JIMYHOMY COCTaBY COJEPXKHUTCS HECKOJIBKO
JENUCTBUMN, KaXKI0€ U3 HUX OTPaKaeTCs BO BHYTPEHHEW OMHCH IO CAaMOCTOSITEIbHBIM
MOPSIKOBBIM HOMEPOM.

BHyTpeHHSIT ONMMCh JTOKYMEHTOB JIMYHOTO J€Jla COCTaBJISIETCS B IIpoIecce
BEJICHUS JIMYHOTO JIeNa.

B KoHIIe BHYTpEHHEN OMUCH AEIAETCS UTOTOBAs 3aIlKCh, B KOTOPOU yKAa3bIBAETCA
mudpaMyd U MPOMHUCHI0 KOJMYECTBO BKIIOYCHHBIX B JIEJIO JOKYMEHTOB M KOJMYECTBO
JIUCTOB BHYTPECHHEH OTUCH.

BHyTpeHHSIST ONMHUCHh TOANMKUCHIBACTCS COCTABUTEIEM C YKa3aHHEM JOJKHOCTH,
pacidpoBKHU MOJITUCH, AaThl COCTABIICHUS U TIOMEIaeTcsa B Havyae aena. Ecnu neno
NOAIIUTO (MEeperUieTeHo) 6e3 BHYTPEHHEW OMUCH, COCTABJICHHAS MO yCTAHOBIIEHHOMN
dbopme BHYTPEHHSIS ONUCH MTOIKJICUBAETCS K BHYTPEHHEH CTOPOHE OOJIOKKHU Jena.

H3meHeHust coctaBa JOKYMEHTOB jefia (M3bATHE, BKIIOYCHUE JOKYMEHTOB,
3aMeHa MX KOMUAMH U Jp.) OTPaXaloTcs BO BHYTpeHHeH omucu B rpade
«IIpumeuanue» CcO CChUIKAMM Ha COOTBETCTBYIOIME akThl. [Ipm HeoOxomumoctu
COCTABJISIIOTCSL HOBBIE WTOTOBas 3alMCh K BHYTPEHHEH OINKCH W 3aBEpPUTEIIbHAsS
HaJIITHUCh.

174. ins yyera KOJIMYECTBA JIMCTOB B Jene, (PUKCALMM OCOOCHHOCTEH HUX
HyMepalui ¥ (PU3NYECKOTO COCTOSHHUS COCTABJISCTCS 3aBEpHUTENbHAS HAJINCh.
3aBepuTeNbHAsT HAIMUCh COCTABISICTCS HAa OTACIBLHOM JIUCTE-3aBEpPHUTENC Jeia TI0
dbopme coryiacHO MpUIOKEHUI0 12 U momeniaeTcs B KOHIE Jiena (Toma, yacT). Eciu
neno noamuro  (meperieteHo) 0e3  JIMCTa-3aBEpPUTENs, COCTABJICHHBIA IO
YCTaHOBJICHHOW (hOpME JIMCT-3aBEPUTENIb TOAKJICHBACTCS K BHYTPEHHEH CTOpOHE
OOJIOKKH JieTa.

B 3aBeputenbHON HaAMUCH HUGpaMud U MPOMHUCHI0 YKA3BIBAIOTCS KOJIUYECTBO
MPOHYMEPOBAHHBIX JIUCTOB, KOJHMYECTBO JIMCTOB BHYTpeHHEH ommcu (mpu ee
HAJIMYMH), HATMYUE JTUTEPHBIX U MPOMYIIEHHBIX HOMEPOB JINCTOB, HOMEpa JIMCTOB C
HakKJIeeHHbIMU (oTorpadusiMu U JOKyMEHTaMHU (32 HMCKIIOYCHUEM JUYHBIX ),
HOMEpA KOHBEPTOB C BIIOKEHUSMH M KOJMYECTBO BIOKECHHBIX B HUX JIMCTOB.
KonudecTBo JIMCTOB BHYTPEHHEH OINKMCH YKa3bIBACTCS B 3aBEPUTCIBLHOM HAJIHACH
nocJjie o0IIero KOJIMYeCTBa JUCTOB Jieja Yepe3 3HaK «+» (TUIroC).

3aBepuTeNbHAs ~ HAAMKWCH  IOJIMUCHIBACTCS  COCTABHTENIEM C  yKa3aHUEM
JOJDKHOCTH, PacIIM(POBKH MOAIKUCH U JaThl COCTaBICHUS.

[Tpu mepeHyMepaIuy JUCTOB B KOHIIE Jieja COCTABIIICTCS HOBas 3aBEPHUTEIIbHAS
HAJIUCh, CTapas HaJIIMCh 3a4ePKUBACTCS, HO COXPAHSICTCS B JIEIC.

175. O6n0xku €1 0HOPMITSIIOTCS TI0 (POpME COTIIACHO MPUIIOKEeHHIO 13.

[lo OKOHUAaHWU JENONMPOU3BOACTBEHHOTO TOJa PEKBU3UTHI OOJIOKEK e,
MOIIEXKAIIHX TTOJTHOMY O(DOPMIICHHUIO, YTOUHSIOTCS:
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IpU U3MEHEHUH HaUMEHOBAHUS BBIIIECTOSAIIEH OpraHU3allly, OpraHUu3aluu Wi
CTPYKTYpPHOTO TOJpa3felieHus, MpH Tepeaade Jaeia B JPYryl0 OpPraHH3aIUio WM
CTPYKTYpHOE ToJpas/iejieHue B Tmepuojl GOpMHUpOBaHUSA Jiella Ha O0OJIOXKKE
yKa3bIBaeTCsl HOBO€ HAMMEHOBAHUE (CBEPXY), a MPEKHEE 3aKII0YAETCS B CKOOKU;

B 3arojloOBKax Jiel C paclopsAUTEbHBIMUA JIOKYMEHTAMU, MPOTOKOJIAMH,
COCTOSIIUX U3 HECKOJIBKUX TOMOB, YKa3bIBAIOTCSI UX HOMEPA;

Ha OOJIOKKE JleJla MpOCTaBisieTcss JAarta jJena (KpaHUe JaThl JOKYMEHTOB,
BKJIFOUEHHBIX B JI€JIO);

€CIM B JIEJI0 BKJIIOYEHBI JOKYMEHTHI 3a Oojee paHHUWA NEpUOoJl, YeM TIOJl
dbopMupoBaHu fiena, TO MO AaTOH Aena aenaeTcs otMeTka «mMeroTes JOKyMeHTHI 3a
... rof(B1)»;

U3 JIMCTa-3aBEPUTENS Ha OOJ0XKKY JieJa BBIHOCUTCS KOJIHMYECTBO JTUCTOB B JIEIIE;

IIpY BHECEHUU JieJia B CBOAHYIO OMHCHh B COOTBETCTBUHU C TPEOOBAHUSAMHU IMYHKTa
191 nacrosimeit MHCTpykKuMM Ha OOJIOKKE JieJa MPOCTABIAETCS apXWUBHBIA MIU(Dp
(HoMep (oHAa, ONTUCH U JIeIa TIO OIUCH).

Jlata Ha oOmokke naena oOo3Hadaercs apabckumu mmdpamu. JlaTel gen ¢
IUIAHAMHU, OTYETAMM, IITATHBIMM PACHHCAHUSMM, JTUYHBIMU KAPTOUKAMU YBOJEHHBIX
PabOTHUKOB, JINLIEBBIMHU CUETaMHU, /1€, CPOPMUPOBAHHBIX U3 HECKOJIBKUX JIMYHBIX A€
YBOJIEHHBIX pa0OTHUKOB, U JI€J, COACPKAIIUX OAUH JOKYMEHT, BKJIIOYAOT TOJIBKO TOI.
KpaitHumu gatamu JTUYHOTO Jelia sIBJISIFOTCS JaThl PUKA30B O IPUEME U YBOJIbHEHUU
paboTHHUKA, HA KOTOPOTO 3aBEJICHO JEJIO.

B BepxHelt yacTu 00J105K€K JIeJ1 TOCTOSTHHOTO XpaHEHUs, MOAJIeKAIUX Nepeaade
B TOCYJIapCTBEHHBIN apXuB, MPEAYCMaTPUBACTCS MECTO ISl YKa3aHUs HAUMEHOBAHUS
COOTBETCTBYIOIIETO TOCYIapCTBEHHOTO apXH1Ba.

PekBU3UTBI 00MOXKKH OQOPMIIAIOTCS Ha OTIAEIBHOM JHUCTE C MOCIEAYIOIIEH
HaKJICHKOM ero Ha 00JI0XKKY Jena.

176. lena Bpemennoro (10 10 et BKAIOUUTETHHO) XpaHEHUS MOCIIE 3aBEPIICHUS
JIIIONPOU3BOACTBOM OCTAIOTCS YAaCTHYHO OQOPMIICHHBIMH: JOKYMEHTBHI XPaHITCS B
CKOPOCIIIMBATENAX, PEKBU3UTHI OOJIOKKH MOTYT OBITh OQOPMIICHBI IIAPUKOBOMN
PYUYKOH, JUCTBI HE HYMEpPYIOTCS, IepecrucTeMaTH3alusi JOKYMEHTOB B JeJie He
IPOBOANUTCS, BHYTPEHHHUE OMUCH U 3aBEPUTEIbHBIC HAAMNUCU HE COCTABIISIFOTCSL.

['JTABA 14
COCTABJIEHUE OIIUCEN JEJI

177. Onuck en — apXUBHBIN CIIPABOYHUK, COJIEPKAIIUNA CUCTEMATU3UPOBAHHBIN
nepeyeHb 3aroJIOBKOB /i), IPEeAHA3HAUYCHHBIN JJIs1 PACKPBITUSI COCTaBa U COJICPIKAHUS
JieJ1, X y4eTa U CUCTeMaTH3alluHu.

178. Onucu COCTaBJISIOTCSA €XKETOTHO Ha ziena, 3aBEPIIICHHBIC
JICJIONPOU3BOJCTBOM, CPOK XpaHEHUs KOTOphIX TmpeBbimaer 10 ner. Onucu npen
COCTABJIIIOTCSA OTIENBHO Ha Jieja IOCTOSHHOrO, BpeMeHHoro (cBbime 10 Jer)
XpaHEeHUs, N0 JUYHOMY COCTaBy, Jejla CO CIEHUaIbHON JOKyMEHTalued (HaydHbIe
OTYETHI IO TEMAM | T.I1.).

179. Onucu nen cocTaBisOTCA B CTPYKTYPHBIX MOApa3IeiIeHUSIX paOOTHUKaMHU,
OTBETCTBEHHBIMU 32 COOTBETCTBYIOIINE HAMPABICHUS IEITEIHLHOCTH UJIU BBIOJIHEHUE
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byHKMiA (mayee — OMUCH JeN CTPYKTYPHBIX TOApA3ICNCHUN) W B apXWBE
YHUBEPCUTETA (J1aJIe€ — CBOJHBIE OMUCH ).

180. B CcTpyKTypHBIX TMOJpPA3JACICHUSIX ONUCH JIel COCTaBISIOTCS  TOJ
METOJMYECKUM PpPYKOBOJACTBOM apXHBa YHHBepcuTera 1o (opme coriacHo
MIPUIIOKEHHIO 16.

181. Onucu nen CTPYKTYPHBIX MOJpa3feNeHU JOKHBI ObITh COCTaBJIEHBI U
o OopMJIEHBI B YCTAHOBIIEHHOM TOpsijike He no3aHee 31 nexaldps roja, Ciaeayromero 3a
rOJIOM 3aBEpIIEHUs JIe AeIONPOU3BOICTBOM, U MPEJACTABICHBI B ApXUB YHUBEPCUTETA
B TEUEHHUE CIEIYIOUIEro JIeTONMPOU3BOJICTBEHHOIO ToAa. OTBETCTBEHHOCTHh 3a
CBOCBPEMEHHOE M KAyeCTBEHHOE COCTABJICHUE OMUCEH Jei  CTPYKTYPHBIX
noJpa3iefiecHuii  HECYyT  PYKOBOJAUTEIM  OTUX  Moapas3feiieHuid  (paOOTHUKH,
OTBETCTBEHHBIE 32 COOTBETCTBYIOIIUE HAMPABJICHUS ACATEILHOCTH WM BBIMOJHECHUE
GyHKLHI).

182. [lepen BHeCeHHWEM 3aroJIOBKOB T B OIKMCHh IPOBEPSETCS COOTBETCTBHE
KOJIMYECTBA JIeJ, BHOCUMBIX B OMHUCH, KOJIMYECTBY 3aBEICHHBIX JEJ 10 HOMEHKJIAType
JIeJl YHUBEPCUTETA, MPOU3BOJUTCS MOJUCTHBIM npocMoTp nein. Ilpu mpocmotpe aena
MPOBEPSIETCS COOTBETCTBUE 3arojloBKa JIeJla COJEPkKAHUIO JOKYMEHTOB B g€,
MPaBUILHOCTH O(QOPMIICHUSI W TPYNIUPOBKU JTOKYMEHTOB, BKIIIOUEHHBIX B JIEJIO,
KauecTBO TOJIIMBKK WM TIEperieTa, HyMmepalus JHUCTOB Jiela, Haludue u
MpaBUIBLHOCTh O(DOPMIICHHSI BHYTPEHHEW OMUCH Jiejia B CIIydasiX, OMNpeleIeHHBIX
nyHKkToM 173 Hactosimeld WHCTpyKIMHM, Haau4We W MPaBWIBHOCTH OGOPMIICHUS
3aBepuTelbHON Haanucu. OOHApyKEHHBbIE HApPYIICHUS YCTAHOBJICHHBIX IPABUII
dbopmupoBaHus 1 OpopMIICHUS 1€]T YCTPAHSIIOTCS B CTPYKTYPHBIX MOpa3IeICHUsIX.

[Ipn oOTCyTCTBUU J€JI, YMCISIIIMXCS IO HOMEHKIJIATYpe e, CTPYKTYpPHBIM
noApa3JejIeHUEM NPUHUMAIOTCA MEphl MO WX po3bicky. OOHapyKeHHbIE Jena
BKJIIOYAIOTCS B ONHMCh. EciM TOMCK oOKazalucsa Oe3pe3ysbTaTHbIM, TO Ha
OTCYTCTBYIOIIUE JIeJla COCTABIISCTCS CIIPAaBKa C U3JI0KEHUEM MPUYUH UX OTCYTCTBUS.
CnpaBka  TOAMUCHIBACTCS  PYKOBOJUTENEM  CTPYKTYpPHOTO  MOJpa3eiieHus
(pabOTHHKOM, OTBETCTBEHHBIM 32 COOTBETCTBYIOIIEE HAMPABICHUE IEITEILHOCTH WU
BBITIOJIHEHNE (DYHKITHIT) U TepeaeTcsi BMECTE C OMKCHIO Je)I B apXUB YHUBEPCHUTETA.

183. [Ipu coctaBiieHUH OMUCH JAEJ CTPYKTYPHOTO TOJpa3eieHusi COOMI0IAt0TCs
CIeAyIoIIe TPeOOBAHUS:

Kaxaoe naeno (ToOM, YacTb) BHOCHUTCSI B ONUCHh IO CaMOCTOSATEIbHBIM
MOPSIAKOBBIM HOMEPOM;

MOPSIA0K HyMEpalyu €] B ONTUCH — BAJIOBOK;

3arOJIOBKM 1€l BHOCSTCS B ONKUCh B COOTBETCTBUM C TMPUHATOM CXEMOH
CHUCTEMAaTH3allM1 Ha OCHOBE HOMEHKJIATYPHI JIET;

rpadpl OMUCHU 3AMOJHAIOTCS B TOYHOM COOTBETCTBUM C TEMH CBEICHHUSIMU,
KOTOPBIC BRIHECEHBI Ha OOJIOXKKY JIeJa;

3aroJI0BKH JI€JT YKa3bIBAIOTCS MTOJTHOCTHIO;

nepexoIsime Jieyia, CoJiepKaliue JOKYMEHTHI 32 HECKOJIBKO JIET, BKIIIOYAIOTCS B
OMUCH JIeJl 1O TOAYy 3aBEJCHUS; MPU COCTABICHUMU OMUCEW AeN MOCIEeAYIOIINX JIET, B
TE€YEHUE KOTOPHIX (OPMHUPOBAHUE TMEPEXOANIUX NN ObUIO MPOJOJDKEHO, B HUX 32
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MOCIICTHEN ONMUCATEIBbHONW CTPOKOW Ka)KJIOr0 roja AEJArTCA CChUIKM Ha HOMEpa el
10 OIKCH TOTO TO/a, B KOTOPYIO 3TH MEPEXOIAIINE Jeiia ObUTA BKIFOYCHBI;

Hanpumep:
Hokymentst 32 2006 rox cm. Takxke B onucu Ne 3/2005 3a 2005 rox, nema Ne 5, 7, 15.

rpada ommcu «lIpumeuanue» wucmoNb3yeTcs A1 OTMETOK O Tepefade el B
apXUB YHUBEPCHUTETA, O JeNaX, MPUHATHIX U3 JIPYTUX CTPYKTYPHBIX MOJpa3aeicHHU B
TEYEHHUE JIEIOMPOU3BOJCTBEHHOTO rojia, 00 0COOEHHOCTAX (U3MUYECKOTO COCTOSHUS
Jen U T.I1.

184. Onucu nen CTPYKTYPHBIX TOJApa3leleHui MMEoT Homepa. Homep omwmcu
COCTOMT U3 HHJEKCa CTPYKTYPHOrO MOJpa3JeieHusi IO HOMEHKIAType el
YHHMBEpPCUTETA, I'0/1a, 32 KOTOPBIH Jiea BKI0YatoTcs B onuch. K HOMepy onucu fen no
JUYHOMY COCTaBy J100aBiisieTcs OyKBEHHOE 0003HAUEHUE «JIC», @ K HOMEPY ONMCH JIeN
BpeMeHHOTO (cBbIiIe 10 JeT) XpaHeHUsT — «BY.

185. B KkoHIle omucu A€l CTPYKTYPHOrO MOJpasfesieHus (3a MociaeaHei
OIKCATENbHOM CTPOKOW) COCTAaBJSIETCSI MTOrOBas 3alKChb, B KOTOpPOW HH(ppaMu U
IOPONUCHI0 YKa3bIBAETCS KOJUYECTBO JI€JI, BKJIIOYEHHBIX B OIMCh, IEPBBIM U
MOCJIETHUI HOMEpa JEN MO ONUCH, OrOBapHBAIOTCA OCOOEHHOCTH HyMeEpaluu el B
OMKCH (JIMTEPHBIE U MPOIYIIEHHBIE HOMEPA).

186. Onmch nen CTPYKTYPHOTO MOApa3/IesieHUs] MOAMMUCHIBACTCS COCTABUTENIEM C
yKa3aHWEeM  JOJDKHOCTH, pacliu(ppOBKM TOAMHCH U  JaThl  COCTABIICHUS,
COTJIaCOBBIBAETCS 3aBEAYIOIIMM KaHUEISIpPUEH W YTBEPKAACTCS PYKOBOAMUTEIEM
CTPYKTYPHOTO MOAPA3ACIICHHUS.

187. Onmcu nen  CTPYKTYPHBIX TMOJAPA3JEICHUH COCTABISAIOTCS B JABYX
sKk3eMIuIsipax, OIMH 3K3EeMIUISIp OCTAaeTCs B CTPYKTYPHOM MOJpa3iesieHud, BTOPOH
nepesaeTcsl B apXUB BMECTE C JeJIaMu.

188. Ha o0mnosxkax jies, BHECEHHBIX B OIKUCH JIEJI CTPYKTYPHOTO TMOJIpa3IeeHHs,
MSATKUM Y€pPHBIM TpaQUTHBIM KapaHJIAlIOM MPOU3BOJUTCS BpeMeHHas mudpoBKa Jel
B COOTBETCTBUU C OIHUCHIO €] CTPYKTYPHOTO MOAPA3/IEICHHUS.

189. 1o onucsimM en CTPYKTYPHBIX MOAPA3ACICHUN TOKYMEHTHI CIAI0TCS B apXUB
yHuBepcuTeTa. Ha ocHOBe omuceld nen CTPYKTYpPHBIX NOJpa3feleHUuil B apXuBe
YHUBEPCUTETA COCTABIISIOTCS TOAOBBIE Pa3/ieiibl CBOAHBIX OMUCEH Je.

190. lokyMeHTBI OOILIECTBEHHBIX OPraHU3alUi BKIOYAIOTCSA B OTACIBHYIO OMKCH
Jie, COCTaBisieMylo 1o (opMme, YCTAHOBJIICHHOM Jii OMHMCEH e CTPYKTYPHBIX
noapasneneHui. Jlena oOIIECTBEHHOM OpraHU3allMM TEpPefaloTcd B apXUB
YHUBEPCUTETAa B TIOPSAKE, YCTAaHOBIEHHOM JUIsi TepeAadd Jel CTPYKTYPHBIX
NO/Ipa3/ieNIeHUuH, U BKIIOYAIOTCS B TOAOBBIE Pa3/ieibl CBOAHOM OMUCH /eIl

I'TABA 15
ITEPEJJAYA JEJI B APXVB YHUBEPCUTETA
191. lena nocrostHHOTO, BpeMeHHOTO (cBbIle 10 JeT) XpaHeHHUsS U 10 JIUNYHOMY
COCTaBYy NOJJIEKAT Mepe/laue B ApXUB YHUBEPCUTETA.
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Jlena momKHBI OBITH MEpEaHbl B APXWB YHUBEPCUTETA W BKIIOYCHBI B CBOJIHYIO
OMnuch e (TOAOBOM pa3/iesl CBOJHOM OMUCH JIed) 0 UCTEUEHUH rojla, HO HE MO3Hee
JIBYX JIET TIOCJIEC UX 3aBEPIICHUS JeIOTPOU3BOICTBOM.

[lepenaua nen B apXWB YHHBEPCUTETa OCYIIECTBISIETCS IO OINUCSIM el
CTPYKTYPHBIX TIOJIpa3/IeJICHUH, COCTaBIsIEMbIM B COOTBETCTBHU C TpeOOBaHUSIMU
riaBbl 14 Hacrosmein MHCTpyKuuu.

192. lena BpemenHoro (mo 10 meT) xpaHeHHs] B apXWB YyHUBEPCHUTETa HE
NepefaloTcsi W MO0 HUCTECYEHHH CPOKOB BPEMEHHOTO XpaHEHHUs IMOJIeKaT
yauutoxenuto. llepenaua gen BpemenHoro (mo 10 ser) xpaHeHUST B apXuB
YHUBEPCUTETA JOIMYCKACTCS B HCKIIOYUTEIBHBIX CIy4dasx IO PEHICHUI0 PEKTopa.
[lepenada Takux el B apXUB MOXKET OCYIIECTBISATHCS IO COTJIACOBAHUIO C apXHWBOM
YHHBEPCUTETA 0 HOMEHKJIAType Jedl.

193. Jlena mepenmatorcss B apxXuB yHHBepcuTeta 1o Tpaduky. ['padux
COCTaBIIICTCS  3aBEAYIOIIUM apXuBOM  (JIUIIOM, OTBETCTBEHHBIM 3a apXWB),
COTJIaCOBBIBACTCS C PYKOBOJUTEISIMUA CTPYKTYPHBIX MOJPA3ACICHUA W YTBEPKIACTCS
PEKTOpPOM.

[Tpu npueme-nepeaade J1ea B apXuBe MPOBEPSETCS MPABUILHOCTH (POPMUPOBAHUS
u odopMIIEHUS JIeJ, COOTBETCTBHE KOJIMYECTBA JI€J, BHECEHHBIX B OIMHUChH el
CTPYKTYPHOTO TOJpAa3/eNeHUs, KOJIUYECTBY J€J], 3aBEJICHHBIX B COOTBETCTBUU C
HOMEHKJIATypOl Jell yHUBEpPCUTETa. BBISBIEHHBIE TMpU TPOBEPKE HEIOCTATKU
YCTPaHSIIOTCS PAaOOTHUKAMU CTPYKTYPHBIX MOPA3ACIICHUN.

Jlena mepenaroTcsi B apXuB YHUBEPCUTETa B MPHUCYTCTBUH pPaOOTHUKA
CTPYKTYPHOTO Tojpa3aenceHus. B 000ux sKk3eMIuisipax omucHu B rpade mMpUMedaHue
KaKIOTO 3arojIOBKa Jiejia MPOCTABIISIIOTCS OTMETKH O HAJTUYHH e, B KOHIE KakI0TO
PK3EMIUISIpA OMUCH IMdpaMyd W TIPOMHCHIO YKA3BIBAIOTCS KOJIMYECTBO (DAKTHUCCKU
NPUHATBIX B apXWB JeJ, JaTa MpUeMa-Tiepenadd J1ej, HaMMEHOBAaHUS JOJIKHOCTEH,
MOJMKCH, PacIIM(PPOBKHU MOANUCEN JIWIIA, TIEPEIABIIECTO Jeia, U pabOTHHKA apXWBa,
MIPUHSBIIETO Jea.

['JIABA 16
YHUUTOXEHUE TOKYMEHTOB
C UCTEKIIMMU CPOKAMU XPAHEHU A

195. OT6op Aen K YHHUTOKEHHUIO OCYIIECTBIISCTCS MO PE3yJIbTaTaM dKCIEPTHU3BI
LIEHHOCTH JIOKYMEHTOB IIOCJI€ MOATOTOBKM CBOJHBIX OMNHUCEW JIeJ1 TMOCTOSIHHOTO,
BpeMeHHOTO (cBbime 10 JeT) XpaHeHus U 10 JIMYHOMY COCTaBY U 0(hOPMIISIETCS aKTOM
O BBIJICJICHUH K YHUYTOXKEHHUIO JOKYMEHTOB M JIJI, HE MOIeXKAIINX XPaHEHHUIO.

HemocpencTBeHHbIE OTOOP JOKYMEHTOB K YHHYTOXKEHHIO B CTPYKTYPHBIX
MOAPA3JEICHUAX OCYIIECTBISIOT OTBETCTBEHHBIE 3a JCJIONPOU3BOJACTBO JIMIIA.
[IpoBepky MpaBUILHOCTH MPOU3BEICHHOT0 0TOOpa ocyiecTBisieT K yHuBepcurera.

196. Jlena BKJIIOYAIOTCSI B aKT O BBIACJICHHUM K YHUYTOXCHHUIO, €CJIHU
YCTAHOBJICHHBIN CPOK UX XpaHEHUS UCTEK K 1 siHBaps rojia, B KOTOPOM COCTaBJIEH aKT.

197. AKT O BBIJIENCHUN K YHUYTOXKEHHUIO JIOKYMEHTOB U JI€J, HE TMOJUICKAIINX
XPaHEHHUI0, MOXKET COCTABIIATHCS Kak Ha Jeja BCEro yHUBEPCUTETAa, TaK M Ha Jena
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OTZIEJIBHOTO CTPYKTYpHOro mnojpasneneHus. Ha mokymenTsl ¢ ormeTrkon «IIIK»
COCTAaBJISIETCS] OTACIbHBIN aKT.
198. AKT O BBIJEICHUM K YHUYTOXXEHHUIO JIOKYMEHTOB U JI€J, HE MOJJIeKAIIUX
XPaHEHHIO, COCTaBIIsAETCA MO (hOpME COTJIACHO MPUIIOKEHHIO 15. B akTe yka3pIBaroTCs:
3aroJIOBKM OTZIEJIbHBIX JEJ WK IPYNIOBBIE 3ar0JIOBKA OAHOPOIAHBIX JET;

Hanpuwmep:
[Tnan padoTs! ropuauueckoro otaena Ha 2020 rox

[Tnanbl paboThI CTPYKTYPHBIX MOApa3AeICHIN YHUBEPCUTETA

JlaTa Ui KpafHUe 1aThl e,

Hanpumep: 2020 umu 2001-2005

HOMEpa HOMEHKJIATyp JeJI, B KOTOPHIX OBLIM YYTCHBI BBIACIAEMBIC K
YHUYTOXXEHUIO JIeJa WM HOMEepa OIHMCEH J1e7T BpEMEHHOTO XpaHEHHUS, B KOTOPBIE ObUIH
BKJIIOUEHBI BBIJIEISIEMbIE K YHUUTOXKEHUIO Jiesia (11 A€ CO CPOKOM XpaHEeHus Oosiee
10 ner, B TOM 4HCIE MO JUYHOMY COCTaBy), HOMEpa OMHUCEH JieNl MOCTOSHHOTO
XpaHEHUsI, U3 KOTOPBIX B XOJI¢ MX MepepabOTKH OTAENbHBbIC Jeia WIH JOKYMEHTHI
BBIJICJICHBI K YHUUTOXEHUIO;

WHJICKCHI JIeJ1 IO HOMEHKJIAType JIe]l WJIM HOMepa JIeJl TIO OIUCH;

KOJIMYECTBO JieN (KaK bl TOM YUUTBIBAE€TCA KaK OT/AEIbHOE JIEJIO);

CPOKH XpaHEeHHUs Je]l U HoMepa cTrarei (ITyHKTOB) 10 TIEPEUHSM.

Hampumep: 5 ., m. 461

199. AKT O BBICNCHUHM K YHHUYTOXEHHUIO TOKYMEHTOB W JEN, HE IMOJICKAITUX
XPAaHEHUIO, TMOAMUCHIBACTCS  JIMIIOM, MPOBOJUBIIMM  JKCHEPTU3Y  ILEHHOCTH
JIOKYMEHTOB, U pacCMaTpUBaeTCs Ha 3acenanuu DK yHUBEpcUTETa OJJHOBPEMEHHO CO
CBOJIHBIMHU OITMCSIMU JC]I.

AKT, COCTaBIIEMBII B YHHBEPCUTETE, YTBEPKIACTCS PEKTOPOM IIOCIHE
YTBEPXKACHUSI TOCYJAPCTBEHHBIM APXMWBOM CBOJIHOW ONHWCHU JE€H1 TMOCTOSTHHOIO
XpaHEHUSI U COIJIACOBAHUSA CBOJHOM ONMCH JI€NI IO JUYHOMY COCTaBYy M akTa O
BBIJICJICHUH K YHUUYTOKEHHIO JIOKYMEHTOB € OTMETKOM «IITK».

200. OtoOpanHble K YHHUUTOXCHUIO M BKJIIOYEHHBIC B aKT JOKYMEHTBI CHAIOTCS
3aBEIYIOIIMM apXUBOM B XO3SIMCTBEHHYK) 4YacThb YHUBEPCUTETA ISl JaJIbHEHIIEH
c/laud Ha TIEpPepaboTKYy.

YHUYTOKEHHE  JOKYMEHTOB, COJEpXAIIUX  CBEICHUS, OTHECEHHBIC B
YCTAHOBJICHHOM TMOPSJKE K TOCYAapCTBEHHBIM CEKpeTaMm, KOMMEpYecKou u (Wjm)
MHOM  OXpaHsIE€MOM 3aKOHOM TaWHE, OCYIIECTBIAETCS B COOTBETCTBUM C
3aKOHOJIaTEILCTBOM.

I'JIABA 17
OIIEPATUBHOE XPAHEHUE IOKYMEHTOB
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201. C momeHTa 3aBeleHHA M JO IMepeladyd B apXWB YHHUBEPCUTETA WU
YHUUTOKEHHUSI TOCJIE€ HCTEUCHHUS CPOKOB BPEMEHHOTO XpaHEHUs Jeia XpaHsTcs B
CTPYKTYPHBIX TOJIpa3/IeJICHUSIX 10 MECTY (POPMUPOBAHUSI.

Jena xpaHarcs B pabounx KOMHaTaxX U (WJIM) CIEUaIbHO OTBEACHHBIX VISl STOM
eI TOMEIIECHUAX B 3alMpaeMblX IKadax, oOecneunBarouuX HX MOJIHYIO
COXPaHHOCTb, MPEIOXPAHSIONINX JOKYMEHTHI OT MbUIM U BO3JAEHCTBUSI COJIHEYHOTO
CBeTa.

202. B mensx TMOBBINICHUS ONEPATUBHOCTUM TOUCKA JIOKYMEHTOB Jiefia
pacrnioynaratorcsi B Imkadax B BEPTUKAIBHOM IOJOKEHUU KOPEIIKAaMU HapyxKy B
COOTBETCTBHHM C HOMEHKIaTypou naen. Ha kopemikax oOJOXKeK AeN yKa3bIBaIOTCS
WHJICKCHI JTHO0 3ar0JI0BOK N0 HOMEHKIJIATYPE.

DNEeKTPOHHBIE HOCUTENU ¢ (POHOTpaMMaMU 3aceJaHUil KOJUIETHadbHBIX OPTaHOB
XpaHATCSA Yy CeKpeTaps KoyuiernajabHoro oprana. OTMETKH O JaTe 3aceJaHus |
BPEMEHU 3aMKCH JIETAI0TCA Ha YIIAaKOBKE HOCHUTETIEH.

203. JlIokyMeHTbl M Jela, HaxOJAIIHecs Ha ONEpPaTHBHOM XpaHEHUH, MOTYT
BbIJIaBaThCA B TOJIb30OBAaHWE B  TpelieflaXx  YHHUBEPCUTETa  CTPYKTYPHBIM
MOJpa3/IeNICHUsIM  YHUBEPCUTETa, CTOPOHHUM OpraHu3alusM ¢ B  Clydasx,
OTIPEJICIICHHBIX JIEUCTBYIOIIUM 3aKOHOIATEILCTBOM, TPaXKIaHaM.

Boijaua JTOKyMEHTOB UM /el B TOJIb30BAHUE JPYIOMY CTPYKTYPHOMY
NOJIpa3JelICHUI0 YHUBEPCUTETAa IMPOU3BOJUTCS C pPa3pelieHUs PYKOBOAMTEIS
CTPYKTYPHOTO MO/Ipa3/ICIICHUS.

Beimaua JOKyMEHTOB ¥ /i€l CTOPOHHEH OpraHu3aluyd TPOW3BOAUTCS HA
OCHOBAHMM TMHUCBMEHHOIO 3alpoca ATOW OpraHu3allMd W PE30JIOUUUA  PEeKTopa
YHHUBEPCUTETA.

Bbimaua OKyMEHTOB M el Tpa)JaHaM OCYIIECTBISIETCS B COOTBETCTBUHU C
3aKOHOJIaTEIbCTBOM.

JIOKYMEHTBI, HaxOJISAIIHeCs] Ha OMEPAaTUBHOM XpPaHEHUH B YHUBEPCHUTETE, MOTYT
OBITh  W3BATBI B XOA€  NPEIBAPUTEIHLHOTO  pacclefOBaHUsA,  CyAeOHOTO
pa30upaTesbCcTBa, UCTIONHEHUS PEIICHUI opraHa yroJIOBHOTO MPECIeI0BAHMS U CyJia
10 YTOJIOBHBIM JieJiaM B TIOPSIIKE, YCTAHOBJICHHOM 3aKOHOIATEIIbCTBOM.

W3bsiTHE JOKYMEHTOB U3 JIeJd TOCTOSIHHOTO XpaHEHWs MPOU3BOAMUTCA C
00s13aTeIbHBIM BKJIFOUEHUEM B JIEJIO 3aBEPEHHON KOIMHU U3BSTOrO JOKYMEHTA.

204. JInst KOHTpOJISI 3a BO3BPAaTOM Ha MECTO BBIAAHHOTO (M3BATOTO) M3 Jeja
JIOKYMEHTa TOMEIIaeTcs JUCTOK-3aMEeCTUTENb, OhopMisieMblii IO (opMe COTrjacHO
npuiiokeHuto 16. J{as KOHTpoJIs 32 BO3BPATOM JI€Nl COCTaBJIsIETCS KapTa-3aMeCTUTEINb
nena, opopmiisiemas 1o popmMe CoryiacHO NpUIoKeHuto 17.

['JTABA 18
OCOBEHHOCTH PABOTEHI C JOKYMEHTAMU
B DJIEKTPOHHOM BUJIE
205. ®opmaThl JOKYMEHTOB B 3JIEKTPOHHOM BHJIE, @ TAK)KE BUJIbI UCIIOIb3YEMBIX
MaTEpUAIBHBIX HOCUTENIEN MUl UX XPAHEHHUs ONPEHEIAIOTCS YHUBEPCUTETOM, €CIH
HMHOE HE YCTAaHOBJIEHO 3aKOHOJATEIHCTBOM.
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Hcnonp3yembie (hopMaThl JTODKHBI 00ECTEYNBATh MOIMHHOCTD, JTOCTYITHOCTD,
I[€JI0OCTHOCTh MH(GOPMAIMH TOKYMEHTOB B JICKTPOHHOM BHJIC M TOJHOTY CBEACHUH O
crnocob0ax WX CO3[aHus, TPAHCIOPTUPOBKHU (TIOJYyUYEHHsI, OTMPABKHU), XPAHECHUS C
MOMEHTA UX CO3/aHusl (MOJy4YeHHUs) O Mepeayd B apXvB WM YHUYTOXKEHUS, B TOM
YHCJIEe TIPU OCYIIECTBICHUH KOHBEPTALUU JOKYMEHTOB B HOBbIE (hOpPMAThI, MUTPAILIUU
B HOBBIE aBTOMATHU3UPOBAHHBIE CHUCTEMBI, SKCIOPTE W3 DJIEKTPOHHOM MOYTOBOMU
CUCTEMBI U JIp.

JonmyctuMbiMu (hopMaTamMu TOKYMEHTOB B 3JICKTPOHHOM BUJIE SIBIISIFOTCSI:

Portable Document Format / A (PDF/A);

Office Open XML (DOCX);

OpenDocument Format (ODT).

JlomycTuMbIMU  popMaTaMu IS DJICKTPOHHBIX OTOOpaXKEHUH TOKYMEHTOB Ha
OyMa)KHBIX HOCUTEIISIX SIBJISTFOTCSI:

Portable Network Graphics (PNG);

Tagged Image File Format (TIFF);

Joint Photograph Experts Group (JPEG);

Portable Document Format / A (PDF/A).

YHUBEpCUTET COIJIACOBBIBAET  HUCIOJb3yeMble ¢GopMaThl JOKYMEHTOB B
AIIEKTPOHHOM BUJIE C yupexenueM «l ocynapctBennbie apxuB ['pogHeHCKON 0071acTH

206. ITogroroBka U corjlacOBaHUE MPOEKTOB JOKYMEHTOB B 3JIEKTPOHHOM BHJIE
OCYUIIECTBJISIOTCS [0 TMpaBWIaM, YCTAaHOBJICHHBIM HacTosied WHcTpykiuedn B
OTHOIIEHUH aHAJIOTUYHBIX IOKYMEHTOB Ha OYMa)KHOM HOCHUTEJIE.

207. JIokyMeHT B DJIGKTPOHHOM BHJE JIOJDKEH HMMETh BCE PEKBH3UTHI,
YCTaHOBJICHHBIC [IJI1 QHAJOTMYHOTO JOKYMEHTa Ha OyMaXHOM HOCHUTENe, 3a
uckiIroueHueM uzoOpaxkenusi ['ocynmapctBeHHoro rep6a PecnyOnuku bemapyce, a
TaK)kK€ OTTHCKOB IedaTed W mrammnoB. Pacmosoxkenrne u odopMiIeHHE PEKBU3UTOB B
dbopmynsipe  TOKyMEHTa B DJICKTPOHHOM BujJe (00IIe 4YacTu SIEKTPOHHOIO
JOKyMEHTa) TPU €ro BHEIIHEM TPEJACTaBICHUH JOJDKHO COOTBETCTBOBATH
TpeOOBaHMIM, YCTAHOBJICHHBIM IyHKTOM 33 Hacrosieit Muctpykumm.

208. B nokyMeHTax B SJEKTPOHHOM BHJE TNpU OGOPMIICHUU PEKBU3UTOB, B
COCTaB KOTOPBIX BXOJAUT COOCTBEHHOpYYHAs TMOJIUCh, BCE DJEMEHThl TaKUX
PEKBU3UTOB, 3a WCKIIOYEHHUEM COOCTBEHHOPYYHOM TOMANMUCH, TIPU BHEITHEM
MPEICTABJIICHUH IOKYMEHTA JIOJDKHBI OBITh OTPaKEHBI HETIOCPEACTBEHHO B (popMyIisipe
JTOKyMeHTa. B kadecTBe SKBUBaJieHTa COOCTBEHHOPYYHOH TOJIKCHA HCIHOJIBb3YeTCS
OUII, 3a uckIrOYEHUEM CiTydaeB, yKa3aHHbIX B MyHKTe 209 Hacrosmeint UHcTpykumu.

Ucnons3oBanue OIIII ocymiecTBiseTrcss B COOTBETCTBUU C TpeOOBaHUSIMU
3aKOHOJIaTEIbCTBA, B TOM WYHCIC TPEIBbABIICMBIM K CPEICTBAM BBIPAOOTKH U
npoBepku DLIII.

209. OtnpaBka JOKYMEHTOB B JJIGKTPOHHOM Bujae 0e3 ucrnosbzoBanus OIII1
JIOTYCKAETCS 0 COTJIAIICHUIO CTOPOH TPH YCJIIOBHH, YTO TPOTPAMMHBIC CpPEJIICTBA,
MPUMEHSEMbIEC B YHUBEPCHUTETE, IMO3BOJIIOT OJHO3HAYHO HIACHTHU(UIIMPOBATH aBTOpa
JIOKyMEHTA, €CJIM 3aKOHOIaTEILCTBOM HE YCTAaHOBJICHO UHOE.

[Ipu ocymiecTBIEHNNM BHENIHETO COTJACOBAHUS MPOEKTOB JTOKYMEHTOB B
AJIEKTPOHHOM BHJIE B KQY€CTBE SKBUBAJICHTA COOCTBEHHOPYYHOU MOAMKCH, BXOSIIEH
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B coctaB pekBu3uta «['pu¢ cormacoBanus», ucnonb3yercs OLII. CormacoBanue
nokyMeHTa Oe3 ucnoib3zoBanust OLIII gomyckaercss mo corjamieHuio CTOPOH MpU
YCIOBUH, YTO MPOTPaMMHBIE CPENCTBA, NMPUMEHSIEMbIE B YHUBEPCUTETE, MO3BOJSIOT
OJTHO3HAYHO HACHTU(ULUPOBATH JIUIO, COTJIACOBABIIEE JIOKYMEHT, U COBMECTHUMBI
MEX1y COOOM, €ClIM 3aKOHO/IaTEIbCTBOM HE YCTAHOBJIEHO MHOE.

OtcyrctBue DI nomyctumo st TOKyMEHTOB (32 UCKJIFOUEHHUEM 3JIEKTPOHHBIX
JIOKYMEHTOB) HH()OPMallMOHHO-CIIPABOYHOIO XapakTepa MU (WJIM) HE NOJUJIeKalINX
perucTpanmy, a Takke JJI 3JIEKTPOHHBIX OTOOpaKEHMH JOKYMEHTOB Ha OyMa)KHOM
HOCHTETIE.

210. [Ipuem u oTmpaBKa TOKYMEHTOB B JIGKTPOHHOM BHJIE OCYIIECTBIISIECTCSA, KaK
IIPABUJIO, KAHLIEISIPUEH.

JlomyckaeTcss TmpueM W OTIpaBKa JOKYMEHTOB B JJIEKTPOHHOM BHJE
CTPYKTYPHBIMH  TMOAPA3ACICHUAMH YHUBEpCUTETa ©O€3 y4yacTusi KaHIEIApUU.
OTBETCTBEHHOCTh 3a MPUEM M OTIPaBKYy JOKYMEHTOB B JJIEKTPOHHOM BHJIE
BO3JIaraeTCsi Ha PYKOBOJMTENS CTPYKTYpPHOrO MOApa3feieHus Jubo JuLo,
OTBETCTBEHHOE 3a BEJECHUE JICJIONPONU3BOJICTBA B CTPYKTYPHOM IOAPA3ACIICHUN

[locne oTnpaBKkM JOKYMEHTa B DJJIEKTPOHHOM BHJE, YJIOCTOBEPEHHOIO B
COOTBETCTBHUH C TpeOOBaHUSAMU HacTosALel MHCTpYyKIMK, JOChUIKA €0 9K3eMIUsIpa Ha
OyMa)XHOM HOCUTEJE HE TpeOyeTcsl, €CiM 3aKOHOAATEIbCTBOM HE YCTaHOBJIEHO MHOE.

211. [Ipy moOJlyueHHUH JIOKYMEHTOB B DJEKTPOHHOM BHJE, B TOM 4YHCIIE
nonnucanHbix DUII, mpoBepseTcs WX NOJIMHHOCTH M LEIOCTHOCTb, HAJHYUE BCEX
YKa3aHHbIX TPUJIOKEHUH, BO3MOXXHOCTb WX  BOCHPOU3BENIECHUS, OTCYTCTBUE
KOMIBIOTEPHBIX BUPYCOB U T.JI.

212. [lpy TOMOKUTENBHOM pe3yJdbTaTe NPOBEPKHM JOKYMEHTHI TMOJJIeKaT
nanbHeie oopadoTke.

B ciayuyae oOHapykeHus omUOOK (OTpUIATENbHBIX pe3ynbTaToB npoBepku LI,
OTCYTCTBUS MPUJIOKEHHUM, HEKOPPEKTHOTO BOCHPOU3BEACHUS COACPKAHUSA, HATMYUS
KOMITBIOTEPHBIX ~BHUPYCOB M T.A.) OPraHU3ALMHU-OTIPABUTEII0  HAIMpPaBISAETCA
YBEJIOMIICHHUE.

213. JIokyMEeHTHI B DJICKTPOHHOM BHUJIE TIO/JIEkKAT PETUCTPAIIUU B COOTBETCTBUU C
TpeboBanusiMu yHkTa 131 Hactosmen MucTpykium.

JIOTIONHUTENBHO TPH PETUCTPALUU JOKYMEHTOB B 3JEKTPOHHOM BHJE MOTYT
UCIIONIb30BAaThCS  PEKBU3HUTHI  «JlOMDKHOCTh, MHMLMAIBI W GaMuiIus  JIMIa,
NOJIMUCABUIETO  JIOKyMEHT», «BHyTpeHHss1 mepeaapecanust  JIOKyMEHTa IO
UCHIONHUTENsIM», «Hanuuume mnpunoxxeHuit K JOKYMEHTY», «Crnocod 0CTaBKU
JTOKyMEeHTa» (M0 MHPOPMALMOHHO-TEIEKOMMYHUKAIMOHHONW CETH, HA MaTE€pUaIbHOM
HOCHUTEJIE U Ap.) U JP.

214. Bo Bxomsmmx JOKyMeHTax HWH(popmanus, colepikalasicss B pPEeKBU3UTaX
«Pezomonus», «OTMETKa O KOHTpojey, «OTMeTka 00 HCIOJHEHHH AOKYMEHTa W
HaIpaBJIeHUU ero B jaesio», «OTMeTka 0 MOCTYIUIEHUHM (PErMCTpallMOHHBIM IITaMIl
BXOJSIIUX JIOKYMEHTOB)», OTMETKE 00 O3HAKOMIICHHMH C JOKYMEHTOM, HHBIX
CIIy>K€OHBIX OTMETKaxX, MpH paboTe ¢ JOKYMEHTaMU B 3JIEKTPOHHOM BHJI€ HE BHOCUTCS
B uUX (popmyIsp.
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HNannas undopmammst otpaxaercss B peructpanuonHsix ¢opmax (PKK) na
OyMa)XHOM WJIHM SJICKTPOHHOM HOCHUTEJE W NPHU HEOOXOIMMOCTH MPHUKPEILISETCS B
BUJIE OTHEIbHBIX (aiaoB (MHOOPMAIIMOHHBIX OOBEKTOB) K PErUCTPUPYEMOMY
(yuuThIBAEMOMY) JOKYMEHTY B AJICKTPOHHOM BHJIE.

215. PeructpalinoHHO-y4€THBIC JaHHBIE O JOKYMEHTAaX B 3JIEKTPOHHOM BHJIE U
CBS3M MEXIYy HHMH W CaMUMH JIOKYMEHTAMH COXPaHSIOTCS B HEU3MEHHOM U
JIOCTYITHOM JUIsl BOCHPOM3BEACHUS U BOCHPHUATHS YEJIOBEKOM BUJE Ha MPOTHKEHUU
BCEr0 YKU3HEHHOTO IMKJIAa JOKYMEHTOB. [Ipu mepemadye JOKYMEHTOB B 3JEKTPOHHOM
BUJIC BHYTPU YHUBEPCUTETA WUJIU MPHU OTIPABKE 3a MPEEibl YHUBEPCUTETA BMECTE C
HUMU TIEPETAIOTCS UX PETUCTPAIIMOHHO-YUETHBIC TaHHBIE.

216. [Ipu mepechblUike MO SJIEKTPOHHOM MOYTE JOKYMEHT B AJIGKTPOHHOM BHJIE
opopmisieTcss MO TpaBWiIaM, YCTAaHOBJIEHHbIM Hactosdwmed WHcTpykuuen, u
NPUKPEIUISIETCS B BUAE NPUIIOKEHHS ((Pailna) K 371eKTPOHHOMY UChMY.

217. JlokyMeHTBI B DOJEKTPOHHOM BHAC, B TOM YHCJIC OTHPABISICMbBIC
(mostygaeMble) IO KaHajlaM JIEKTPOHHOM MOYTHI, IOMyCKAETCS:

HKCIIOPTUPOBATH BO BHEIIHKUE MO OTHOIICHUIO K MMOYTOBOM CUCTEME JIEKTPOHHbBIC
(baisl;

skcnioptupoBath B AC JIOY MEJINYM;

pacrneyaTbiBaTh Ha OyMa)KHOM HOCHUTEJIE.

218.Ilpu »skcnopTe MAOKYMEHTa B OJIGKTPOHHOM BHJIE, OTIPABJICHHOIO
(MOyYE€HHOT0) O KaHajlaM SJEKTPOHHOW MOYTHI, BO BHEIIHUM MO OTHOIIEHHUIO K
noutoBoit cucreme (aitn wim AC IOY MEJIMYM ¢ n1oKkyMeHTOM SKCHOPTHUPYETCS
(pacrieyaThIBaeTCsl)  CONPOBOJUTEIBHOE  DJIEKTPOHHOE  MHCHMO, BKJIIOYAS
MH(pOpPMAIMIO, COJAEPXkAIIYIOCS B 3arojOBOYHOM YaCTU AJIEKTPOHHOIO MHUChMa
(cBenmeHust 00 MEKTPOHHOM apece OTIpaBUTENs (MOTydaTesisi), 1aTe OTIPaBKH, 1aTe
MOJYyYEHUs, TEeMe MHChbMa, O IMYTAX MPOXOXKACHUS JJIECKTPOHHOIO MHUChMa IO
UH()OPMAITMOHHO-KOMMYHHUKAITMOHHBIM KaHajlaM CBSI3HM, WACHTH(HUKATOPE MHChMa B
MH(OPMAIMOHHOW CUCTEME U JIp.), €CJIU JOKYMEHT HE COJAEPKUT PEKBU3UT «JlaTay, B
WHBIX CIIy4asX, KOrja ykazaHHas uH(opMmaius HeoOXoIuma i TOATBEPKICHUS
dbakTa W YyCIOBUN OTHpaBKH (MOJyYeHUS) JOKyYMEHTa U (WJIU) MOXKET OBITh
WCITI0JIb30BaHA B CIIPABOYHBIX U JIOKA3ATEIIbHBIX IIEIISX.

219. Ilpu XpaHEeHUH W UCTIOJIb30BAaHUU JIOKYMEHTOB B JJIEKTPOHHOM BHUJE, B TOM
YUCJ€  OTMHPABJICHHBIX  (MOJIYYCHHBIX) IO KaHaJIaM  JJIEKTPOHHOW  TOYTHI,
o0OecrieuynBaeTCs WX JOCTYIMHOCTh I BCEX 3aMHTEPECOBAHHBIX PaOOTHUKOB
YHUBEPCUTETA B COOTBETCTBUU C YCTAHOBJICHHBIMU OOS3aHHOCTSMU U TPaBAMH
JOCTYTIA.

220. KoHTpoJIb UCTIOJIHEHUSI TOKYMEHTOB B AJICKTPOHHOM BHJI€ OCYIIECTBIISCTCS
C yueToM TpeboBaHul T1aBbl 9 Hacroseit MHcTpykumu.

KoHTposib HMCHONHEHHS] JOKYMEHTOB B DJJEKTPOHHOM BHJAE OOECreYrBaeTCs
KaHLIETSAPUEN.

221. JIoKkyMeHTbl B DJJEKTPOHHOM BHJE TIOCIAE UX TOAMUCAHUS TMOJJIekKaT
XpPaHEHUIO B TEYEHUE CPOKOB, YCTAHOBJIICHHBIX JISi AQHAJOTUYHBIX JOKYMEHTOB Ha
OyMa)KHOM HOCHTEJIE.
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JInst TOKYMEHTOB B 3JIEKTPOHHOM BH€ BpemeHHoro (mo 10 mer) xpaHenws,
YKa3aHHBIX B IIEPEYHE COIVIACHO MPWIOKEHUIO 18, XpaHEHHE WIEHTHUYHBIX IO
COJIep>KaHMI0 JJOKYMEHTOB Ha OyMa>KHOM HOCHUTEJE HEe TpeOyeTcs.

222. B nesITenbHOCTH YHUBEpPCHUTETa JOIMycKaeTcs (OopMHUpOBaHHUE THOPHIHBIX
JIe B TOM cliydae, Korjia B mpejesax OJHOTO jiefla OObeAUHSIOTCS JOKYMEHTBI, 4acTb
KOTOPBIX MOCTYNWJIa B YHUBEPCUTET MO KaHaldaM 3JIEKTPOCBSI3U WM ObLIa CO3/laHa B
YHUBEPCUTETE B BHJIE JOKyMEHTa B OJJICKTPOHHOM BHJIe, a 4YacThb JOKYMEHTOB
MOCTYNUJIAa B YHHMBEPCUTET WM ObUIa CO3/laHa B YHHMBEPCUTETE Ha OYMa)KHOM
HocuTene. [Ipu 3TOM B HOMEHKJIAType el JenaeTcs OTMETKAa B COOTBETCTBUM C
noamyHkToM 152.5 mynkra 152 nactosmeit Uuctpykumm.

['uOpuaHOE A€o CyIIECTBYET TOJBKO HA CTAJMU OINEPATUBHOIO XPAHEHUS.
['ubpunubie nena BpeMeHHoro (mo 10 1er) XpaHeHUs TMOCI€ OKOHYAHUS
JIEJOMPOU3BOACTBEHHOTO I0/Ia HE MOJJIEKAT MOJHOMY O(QOPMIIEHUIO M XPAHSTCS B
TE€YEHUE YCTAaHOBIIEHHBIX CPOKOB.

He nomyckaercst popMupoBath rTHOpUAHBIE JIe7a JOKYMEHTAMU MOCTOSIHHOTO U
BpeMeHHOTO (cBbIie 10 1eT) xpaHeHusl.

223. DKcnepTu3a HEHHOCTH JOKYMEHTOB B 2JIEKTPOHHOM BH/JIE OCYILIECTBIISIETCS B
MOPSIAKE, YCTAHOBICHHOM TuiaBoil 12 nHactosimedn WHCTpykiuu, a Takke HWHBIMU
aKTaMU 3aKOHOJIATEJIbCTBA.

224. BoiieneHue K  YHUUYTOXKEHHIO JOKYMEHTOB B  JJIGKTPOHHOM  BHJIE
OCYILECTBIISIOTCS B COOTBETCTBUU C TpeOOBaHUSAMU HacTosiie WHCTpyKIMK U MHBIX
aKTOB 3aKOHOJIATEIbCTBA.

[Ipy HaMMYUK UIEHTUYHBIX 110 COACPKAHUIO TOKYMEHTOB B 3JIEKTPOHHOM BHJIE U
Ha OyMa)XHOM HOCHUTENE JOKYMEHTBI B 3JIEKTPOHHOM BHJI€ XPAHATCA A0 MUHOBAHUS
HaJOOHOCTH. YHUYTOKEHHE JOKYMEHTOB B AJIEKTPOHHOM BHUJE BPEMEHHOIO (CBBILIE
10 neT) XxpaHeHHsI OCYIIECTBIIIETCS HE paHee YTBEPKICHUS B YCTAHOBICHHOM MOPSIIKE
rOJIOBBIX Pa3/iesIOB CBOJHBIX OMUCEH e, COAEP)KAIMX JOKYMEHThl Ha OyMa)KHOM
HOCHTEJIE.

225. ApxuB YHHMBEpPCUTETa HE NpEeAHA3HA4YeH MJIsI XPAaHEHUS JIOKYMEHTOB B
AJIEKTPOHHOM BH/JIE C COXPAHEHUEM UX LIEJOCTHOCTH, B TAKOM CIIy4ae OCYLIECTBIISETCS
XpaHEHUE HJIEHTUYHBIX MO COACPKAHHMIO JIOKYMEHTOB Ha OyMa)kKHOM HOCHTEIIE,
O(OpMIIEHHBIX U TMOJNHMCAHHBIX B YCTAaHOBJIEHHOM mopsake. Ilpu HEBO3MOXXHOCTH
noJlydyeHus: OyMaXKHbIX OPUTHHAJIOB CO3JAIOTCS, 3aBEPSIIOTCS B yCTaHOBJICHHOM
MOPSIIKE W XPAHATCS KOMUU JOKYMEHTOB B DJEKTPOHHOM BHJIE Ha OyMa)KHOM
HocuTene. JlanbHelllee XpaHEHHE JOKYMEHTOB OCYIIECTBIISIETCS B  IOpSIKE,
YCTaHOBJIEHHOM riaBoM 17 Hactosmen MuacTpykunn.
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ITlpunoscenue 1
K Unempykyuu no 0enonpouzeoocmaey
8 yupexcoeHuu 00pazoeanus

«I poonenckuil 2ocyoapcmeenHbill

MeOUYUHCKULL YHUBEPCUTNEM )

Tabeap yHH(pUIHPOBAHHBIX (POPM JOKYMEHTOB

YTBEPXIAIO

®dopma

(HaMeHOBaHWE JOKHOCTH

PYKOBOJIUTENS YHUBEPCUTETA)

IToanuce Pacimmdposka moanucu
Jara
Bun 3aronoB | Joxymentsl | Ilogpasmen | Iloxgpasmenen | CornacoBaHue Hoamuc | Yreep | Ilewar | Ilepuoguu | Ilpum
JOKYM | OK 1O | 10 CHHUE ue, BHYTpE | BHEIIHee b KICH | b HOCTh eUYaHH
eHTa HOMEHK | BOIpOCcam (TOIKHOCT | OTBETCTBEHHO | ypee ne COCTaBIICH | €
marype HOE JIHIO), | €3a us
OTBETCTBEH | PErUCTPALHIO
HOE 3a | u
HOJArOTOBKY | (opMEpoBaH
JOKYMEHTa | He Jena
1 2 3 4 5 6 7 8 9 10 11 12
HaunmenoBaHue AOJIDKHOCTH PYKOBOJUTCIIA
KaHLEIApUN ITognuce Pacumgposka noanucu
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Tpunoosicenue 2

K Uncmpykyuu no 0enonpouszsoocmay

8 yupexcoenuu oopazosanus «I poonenckuil
20CY0apCMEeHHbIL MEOUYUHCKULL YHUBEPCUMEM »

®opma
Cnucok Ha paccblIKY
(Ha3BaHUe, 1aTa, MHIEKC JOKYMEHTA)
HammenoBanne opranmsanuy u (WIH) CTPYKTYPHOTO Mopa3aeneHus,| IloaToBsiit Konunuectso MpiMedanme
JIOJDKHOCTHOTO JIMIIA — aJpecara azapec 9K3EMIIISIPOB P
1 2 3 4

HaumeHoBaHue JOMHKHOCTH PYKOBOUTENS
CTPYKTYPHOTO TIO/Ipa3/ieNICHUs

Haiimenne Briniictasyail apranizaisli
Haiimenne apranizansli
[TarroBsl agpac
KamyHikanpIiHbIs TaHbISA
KamepupliiHbis gJaHbis
Ne
Ha Ne an

3aroioBoK K TCKCTY

TexkcT
HaunMmenoBanue nOKHOCTU
Damming ucrionnureiss 000 00 00

IToanuce Pacmm¢poBka noanucu

Ipunooicenue 3

K Unempykyuu no 0enonpouzeoocmey
8 yupeosicoenuu 0opazosanis

«I poonenckuil 2ocyoapcmeeHHblll
MeOUYUHCKULL YHUBEPCUMEN )

®opma

HanmMeHnoBaHue BBIIECTOALIEH OpraHU3aluN
HanmenoBanue opranusanuu
ITouToBBIl agpec
KoMmMmyHHKanIMOHHBIE TaHHBIE
Kommepueckne naHHbie
Anpecat
AJpec 2IEeKTPOHHON MOYTHI

Pacmmmdposka noanucu
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Tlpunooicenue 4
K Uncmpykyuu no denonpousgoocmesy
8 yupexcoenuu obpazosarus «I pooHeHcKul
20¢cy0apcmeeHHblll MeOUYUHCKULL YHUBEPCUMem
dopma
PerucrpanuoHHO-KOHTPOJIbHASI KAPTOYKA
BXOASALIEro TOKYMEeHTa

Daiin Mpaeka Bug Cospanwe [edctswa  Cnpaeka

ICHE- 78585 BRSO EE - - A B

| Aopec & -0R Q-]
[[==E
[ Pabosan otnacrs [ KOHTFOIb 2020 - XKipran... x| §HVCHMO NE0118/715 |

% [r_—g Jakpemt l @ HateHHTE l l @ OT4eT 06 HCNDAHEHMHK l l & Memate PEE l
] ‘ PKK "Bxomamero moxymenTa" Ne715  Ha ucnonmenun (K)

EKBM3UTLI| Pesonwouma | NokyMeHThI | MpunoxeHwa | OTMeTKa 06 MCNIONHEHWKW | INeno |

|

Bua nokymenTta: Mucbmo Bua goctaskw:  CMOO

KoppecnonaenT: MunmcTepeTso sapasooxpanenwsa PE Il _ | I

Mexa, e 131077216 0T 22.04.2020 Metouri Bl KOHTAKTHI
Koppecn. Koppecn.:

Mpuwen oteeT

v Howkyment-oteer: HET

O npeacTaeneHu MHGIOPMELUMK NC AKTYANEHOCTH NocTaHoeneHuA CoaMuna 683 °0
NOpPALKE KOHCEPBALWN OCHOBHBIX CPeacTe”

KoaCMIO  orgoos Kon CMIIO Org1807
Koppecn.: Tekywel opr.

KpaTkoe con.:

W LELLE ESQE

WMMa nonxHocT- KaTeropua

o . Muneswy 0.1 p, 15. MunncTepeTea
HOMD NWLE: Koppecn.:
MpusHak ownbiu: Kon ownbku:

CooBweHue: NokyrmenT zaperncTpuposad Homepor 01-18/715 o1 23.04.2020 14:28:15

Bx. Ne: 0118715 _| [aTta perucT pauuu 23.04.2020

(MHaeks/HoMED) UMK 82 0TMEHGL

VaexTuchikaTopA197B8EDZA793552432585520054  PervcTpauns
nok. (kopp.): BEED OTMEHEHE:

} CnyxeGHele nona

w OTocnaHHble KBuTaHWan CMOO

CosgaH 3aronoeok | Owmika | TexcT coobwexns Kony Orkoro Koac
22042020 YeepomneHve 0 QOCTIEKE [okyMEHT AOCTABNEH B CUCTEMY Org204, MiHncTepcTeo Org1807, Yupexaetue ofipazoeanma
2112:48  pokymerTa Homep 131007216 o1 nokyMeHTooBopoTa [22-04-2020 zapasooxpaHeHinA PecryBmmen ol pooHEeHCKWI rocy I8pCTEEHHEIR
22-04-2020 Benapyce MEQMLMHCKMA YHUBEPCUTET
20.06.48]
23042020 YeenomneHwe o perucTpaln [oKyMEHT 33pPErucTpUPOBaH HOMEROM Org204, MunmcTepcTeo Org1807, YupexneHue o6pasoBaHua
15:28:43  pokymenta N213-10/7216 o7 22- 01-18/715 ot 23.04.2020 14:28:15 3apasooxpaHeruA PecryBnmkn o poaHEHCKWA rocy iapCTEEHHBIA

04-2020 Benapyce MEAMLMHCKIA YHUBEPCUTET
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Ipunooicenue 5

K Unempykyuu no 0enonpouzeoocmay

8 yupeosicoeHuu oopazosanus «I poonenckuil
20CY0apCmMEeHHbI MEOUYUHCKUL YHUBEPCUEm )

CocraB InmpaBuJa 3an0JHCHU S 00513aTeJILHBIX PCKBU3UTOB PKK

PexBu3uTHI

IlosicHeHMS K 3aIIOJIHEHUIO

1

2

HasBanue Buga JOKYMCHTa

3aIoJIHsICTCA B COOTBETCTBUH C Ha3BaHHEM BUAa PEruCTpupyeMoro 10KyMeHrTa. HpI/I
CrUCTpaluu InmucemM rpa(ba HC 3aI10JIHACTCS

IABTOp (KOPPECTIOH/ICHT)

HpI/I perucTpanu NOCTYIMUBUICTO JOKYMEHTA 3allUCbIBACTCA HAUMEHOBAHUEC OpraHu3anuu —
ABTOpPa JOKYMCHTA. HpPI perucTpanm UCXoaAIero J0KyMeHTa 3allUChIBACTC
HAMMCHOBAHUEC OPraHu3allinu-KOPPECIIOHICHTA. ﬂOl’[yCKaeTCH MNPUMCEHCHHUC COKPAILICHHOT'O
HAMMCHOBAHUA OPraHu3anun

JlaTa 1 mHIEKC
MOCTYTIICHUS

3anomHAETCS P PETUCTPANH BXOAAIIETO JOKYMEHTA. 3alMChIBAIOTCS JaTa U HHICKC,
MIPUCBOCHHBIE JOKYMEHTY OpraHU3alueH-TIOIydaTeneM; EPEHOCSTCS U3 PErNCTPALHOHHOTO
[ITaMIIa BXOSIINX JOKYMEHTOB

I[aTa " MHACKC TOKYMCEHTa

3amuCchIBAIOTCS AaTa U UHACKC, IPUCBOCHHBIC TOKYMCHTY OpFaHHSaHHCﬁ'aBTOpOM;
MCPCHOCATCA C BXOOAIICTO MM UCXOOAIMICTO JOKYMCHTA

3aroJjioB

OK (KpaTkoe

coJiep)KaHue)

[MeperocuTCs 3aroyI0BOK, CHOPMYIHPOBAaHHBINA HA TOKYMEHTE

Pe30n}0u1/m WK KOMY
HAIpaBJICH JOKYMCHT

HepeHochcsl TEKCT PC30JIIOLUU PYKOBOAUTCIIA

CpOK HCIIOJIHCHUA

HpOCTaBJ’IﬂeTCﬂ JaTa (‘II/ICJ'IO, MECAIT, FO,Z[), K KOTOpOﬁ JAOKYMCHT JOJIKCH OBITH HUCIIOJIHEH.
HpI/I perucTpainu UCXOAAIECTO NHUIUATUBHOTO JOKYMEHTA 3allMChIBACTCA JaTa
OXKHJTACMOT'0 OTBCTA

OTMeTKa 00 UCIIOTHEHUH

[IpocTaBnseTcsa HHIEKC Aea 0 HOMEHKIAType Jiell, B KOTOPOM OyIeT XpaHUThCA JOKYMEHT

JIOKYMCHTa MOCJIC UCIIOJHECHMS, KPATKO 3allMChIBAIOTCA PEIICHUE BOIIPOCaA IO CYIIECTBY, JaTa U HUHIACKC
JOKYMCHTA-0TBETA
Ipunooicenue 6
K Unempykyuu no 0enonpouzeoocmey
68 yupexcoenuu o0opazosanus «I pooHenckul
20Cy0apcmeerHblil MEOUYUHCKULL YHUBEPCUTNEM »
®opma
/KypHaa perucTpanuu BHYTPEHHHX JOKYMEHTOB
Wnnekc Kpatxoe
A JHara Koppecnonnenr, Bug p Copnepxanue Pacnucka B
JOKyMe co/iepIKaHue Anpecar
ra | POCTYIUICHHS ®UO, 10IKHOCTD | TOKyMEHTa pe3oronuun IIOJIyYEHUU
1 2 3 4 5 6 7 8
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Tpunooicenue 7

K Unempykyuu no 0enonpouzeoocmay

8 yupeosicoeHuu obpazosanus «I poonenckuil
20CY0apCMEeHHbIL MEOUYUHCKUL YHUBEPCUMEM )

®dopma
ZKypHaJ perucrpanuy BHYyTPEHHUX JOKYMEHTOB
Mupexe nokymeHTa Hata Kpatkoe copepkanue JOKyMeHTa Kem nmoanucaH (3aBU3UpOBaH)
1 2 3 4
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Ilpunooicenue 8

K Unempykyuu no 0enonpouzeoocmay

8 yupeosicoeHuu oopazosanus «I poonenckuil
20CY0apCmMEeHHbI MEOUYUHCKUL YHUBEPCUEm )

®opMa HOMEHKJIATYPHI [1eJ YHHBepCUTeTa

HanmenoBanue BellIeCTOSAIEN OpraHU3aLAN YTBEPXIAIO

HaumeHoBaHue opranusanuu

HOMEHKIJIATYPA JIEJI (HaMMEHOBaHHE TOJDKHOCTH
Ne

PYKOBOAUTEISI yHUBEPCHTETA)

(MecTo cocTaBieHUs)
Ha TroJ

[lonmuce Pacmudposka noanucu
[ara

Cpox xpaHeHHs Jena

HasBanue pasnena
Kon-Bo gen | (Toma, yactu) 1 HOMEpa

Wupexc nena |(moapasnena), 3arojgoBoOK Aeja N . IIpumeuanue
ACKEA (nozpasena), A (TOMOB, "acTei)| MyHKTOB (cTaTeil) mo P
(Toma, gactm)
HEPEYHIO
1 2 3 4 5

Homenknarypa nen cocraBiieHa Ha OCHOBaHUU
(Ha3BaHI/IH U BbBIXOJHBIC NAHHBIC

HOPMATHUBHBIX IPABOBLIX dKTOB, UCIIOJIB30BAHHBIX MTPU ONPEACICHUN CPOKOB XPAHCHUA z[en)

HanMeHOBaHME TOJKHOCTH PYKOBOJIUTENSA
KaHLEIApUN ITognuce Pacumgposka noanucu

3aBeyrOnIMil apXUBOM
IToamnuce Pacmm¢poBka noanucu
Hara

COI'TTACOBAHO
ITporoxon 3aceganus DK

(HaMEeHOBaHNE YHUBEPCUTETA)
Ne
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Ipunooicenue 9

K Unempykyuu no 0enonpouzeoocmay

8 yupeosicoeHuu oopazosanus «I poonenckuil
20CY0apCmMEeHHbI MEOUYUHCKUL YHUBEPCUEm )

®opma BHINMCKH U3 HOMEHKJIATYPHI e/ CTPYKTYPHOI0 NOApa3ie/ieHust
(o01ecTBEeHHOM OpPraHN3anyuu) YHHBEPCHTETA

HanmenoBanune OopraHu3anuu

BBIIINCKA U3 HOMEHKIJIATYPEI JIEJI

Ne
(MecTo cocTaBieHU)
Ha roxn
HaumeHoBaHMe CTPYKTYPHOIO NOAPAa3aeIeHUst
(o01IeCTBEHHON OPraHN3aLN)
Wunexc | Hazeanue paspena (moapasnena), |  Kox-Bo men Cpok xpaHeHus aena (ToMa, 9acTH) U MpuMedanme
Jena 3aroJIOBOK jiena (Toma, 4acTi) | (TOMOB, yacTeil) | HoMepa MYHKTOB (CTaTeil) Mo MepedHIo P
1 2 3 4 5
Homenkiatypa zenn cocraBieHa Ha OCHOBAHUU
(Ha3BaHI/I${ 1 BBIXOJHBIC TAHHBIC
HOPMATHBHBIX NIPABOBBIX aKTOB, HCIIOJIb30BAHHBIX MPH OMPEICIICHUH CPOKOB XPAHCHHMS J1eT)
HanmeHnoBanue JOIKHOCTH PYKOBOIMTEINS
KaHLENSPUA [Tonnuce Pacmudposka moanucu

Bepno

HaumenoBanue 10KHOCTH PYKOBOIUTES
kaHuenspuu  [loamuck PacimdpoBka nmoanucu
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Tlpunoocenue 10

K Unempykyuu no 0enonpouzeoocmay
8 yupesicoeHulu 00pa308amHs

«I poonenckuil 2ocyoapcmeeHHblll
MEeOUYUHCKULL YHUBEPCUTNEM )

®opma
HrTorosas 3anuck o KaTeropusx u KoJau4ecrse ae’1,
3aBeleHHBIX B roay B
(HaMeHOBaHUE OPTaHU3AINN)
B ToMm uncne
ITo cpokam xpaHeHust Bcero "
NEePEXOAALIUX ¢ orMeTKo# «ITTK»
1 2 3 4
ITocTostHHOTO,
W3 HUX:
SIEKTPOHHBIX Tl
THOPHUIHBIX JeIT
MH(POPMAIIMOHHBIX PECYPCOB
Bpewmennoro (cBpime 10 net),
13 HUX:
ANEKTPOHHBIX JIET
THOPUIHBIX AeT
MH(OpPMALMOHHBIX PECYPCOB
Bpemennoro (70 10 ner),
13 HUX:
ANEKTPOHHBIX JIENT
THOPHUIHBIX JeIT
HHPOPMALMOHHBIX PECYPCOB
UTOI'O
HaunmeHnoBanue qOMKHOCTH PYKOBOJAUTENS
KaHICIIApUU HOI[HI/ICL PaCH_II/I(prBKa IIoAIINCHU

Jara
Hrorosrie CBCJACHUSA NICPEAAHBI B ApXUB OPraHu3anuu.
HanmeHnoBanue qOJDKHOCTH JIHIIA,

MepeaBIIETr0 CBEACHUS [Tonnuch PacimdpoBka noanucu
Jara
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Ipunooicenue 11

K Uncmpyxyuu no 0enonpouzeoocmay

8 yupesxcoeHuu oopazosanus «I poonenckui
20CY0apCmEeH bl MEOUYUHCKULL YHUBEPCUMEM »

®opMa BHYTPEHHE ONUCH JOKYMEHTOB JieJia
BnyTtpenHss onuch
JIOKYMEHTOB jeiia Ne

Ne HasBanue u (nnn)
[ara nokymeHnTa WNupekc nokymeHnra Howmepa nuctoB nena IIpumeuanue
/1 3aroJI0BOK JOKYMEHTa
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

(mdpamMu ¥ IPOITUCHIO)
KonuuectBo mucToB BHYTpCHHeﬁ OIIMCH

(mmpaMu 1 IPOTIIHCHIO)

HamMeHoBaHue JOMKHOCTU Jquna, COCTaBUBIICTO

BHYTPEHHIOIO OIUCh JOKYMEHTOB JIeJIa IToanuce Pacimmdposka moamnucu
JlaTa

Ipunooicenue 12

K UHcmpykyuu no 0enonpousgoocmey

6 yupesicoeHuu oopazosanus «I poonencruil
20CY0apCmeeHHbIll MEOUYUHCKULL YHUBEPCUMEm»

®dopma JIMcTa-3aBepUTEIs jAeia
JIMCT-3ABEPUTEJIb IEJIA Ne
B nene noamuTo (BJI0XKEHO) U TPOHYMEPOBAHO

(mdpamu 1 IPONUCHIO)
JTUCT(OB), B TOM YHUCIIE:

JUTEPHBIE HOMEPA:
IIPOIYLICHHBIE HOMEpA!
+ JIMCTOB BHYTPEHHEHN OIHCH:

OcobeHHOCTH (PU3NUECKOTO COCTOSIHUS M (POPMHUPOBAHUS Jieia Howmepa scroB

1 2

HanmenoBanne JOJIDKHOCTH JIMIIA,

COCTaBUBILETO 3aBEPUTENbHYIO HA/IHUCh [Moanuck PacimmdpoBka nmoanucu
Jara




76

Ipunooicenue 13

K Uncmpyxyuu no 0enonpouzeoocmay

8 yupesxcoeHuu oopazosanus «I poonenckui
20CY0apCmEeH bl MEOUYUHCKULL YHUBEPCUMEM »

®opma 00J10:KKH J1es1a

D. Neo
Om. Ne
JT. Ne

(HanMeHOBaHME TOCYIAPCTBEHHOTO apXuBa)™

(HauMEHOBaHHE BBIMIECTOSIIEH OpraHU3alliy)

(HaMeHOBaHNE OPTaHU3AIIIH)

(HaMMEHOBaHME CTPYKTYPHOTO MOpa3aeIeHus (0OIIeCTBEHHON OpraHu3alum),

(YHKIMY WM HAaIlpaBJIeHUs e TeIbHOCTH )

Jeno Neo Tom Ne

(3arosoBoK Jena)

nata (KpaiHue 1aThl)

Ha JIHACTAax|
XpaHuTh
D. Ne
Orm. Ne
. Ne

*O(i)OpMJ'IHCTCSI B OpraHusanuvgax, ABJIAONIUXCS UCTOYHUKAMU KOMIUJICKTOBAHUS TOCYAApPCTBCHHBIX apXHBOB, IPU
nepeaayde acia (TOMa, ‘IaCTI/I) B FOCYHapCTBeHHLIi;I ApXUB.
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Ipunooicenue 14

K Uncmpyxyuu no 0enonpouzeoocmay
8 yupesxcoeHuu oopazosanus «I poonenckui
20CY0apCmEeH bl MEOUYUHCKULL YHUBEPCUMEM »

®opmMa ONKCH eI MOCTOAHHOI0, BpeMeHHOro (cBblmie 10 j1eT) XpaHeHHUs U M0 JUYHOMY
COCTaBY CTPYKTYPHOI'O NoApa3/ie/ieHus (001eCTBEHHO OPraHu3alui) yHUBEPCUTETA

HanmenoBanue opranuzanuu YTBEPXIAIO

HaumeHnoBanue cTpyKTYypHOTO

nosipaszeneHus (00IIeCTBEeHHOM opraHu3alumn) (HaMMEHOBAHHE JOJIKHOCTH
Ornuch No

nen PYKOBOJUTENS CTPYKTYpPHOT'O

(HanMEeHOBaHHE KaTETOPUH JIEI)

3a roa

moipa3ieneHus (00mecTBeHHOH

[lonmuce
[ara

OpTaHU3aIIH)

PacmmmdpoBka noamnucu

HasBanue pasgena
Ne | Mupekc nena P i

Jara nema | KonmmdecTBo IHCTOB B Cpox XpaHeHHsI

3aroJIoBOK Jiena (Toma, « |[Ipumeuanue
/11| (TOMa, YacTH) aact) (Toma, wactu)| nene (ToMme, 4acTth) | Aena (Toma, YacTH)
1 2 3 4 5 6 7

B AAHHYI0 OITUCh BHECCHO

(mdpamu ¥ IPOTTUCHIO)
nei ¢ Ne o Ne

B TOM YHCIJIC:

JUTEPHBIE HOMEPA:
IIPOIYLIEHHBIE HOMEpA!

HaunmenoBanue T0OIKHOCTH
COCTaBHUTEJIS OITUCH [lonmuce
Jara

HanmenoBanue 101KHOCTH PyKOBOIUTENSA
KaHLEJISAPUH

IToanuce PacmmdpoBka noanucu
JlaTa

ITepenan nen
(undpamu ¥ IPONHUCHIO)

HauMeHnoBanue 10OMKHOCTH pabOTHHKA
apXuBa, MPUHSBIIETO Jeia [Toamuck
JlaTa

*I"pacdha 6 HE oOpMIIIETCS B OIMCSX JIE)I TIOCTOSIHHOTO XpaHEeHUsL.

Pacmm¢poBka nognucu

Pacmmdposka moanucu
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Ipunooicenue 15

K Uncmpyxyuu no 0enonpouzeoocmay

8 yupescoeHuu oopazosanus «I poonenckui
20CY0apCmEeH bl MEOUYUHCKULL YHUBEPCUMEM »

(I)opMa AKTa 0 BBIACJICHUH K YHHUYTOKCHUIO JOKYMECHTOB H /1€J1, HEC MOJICKAINUX XPAHCHHUIO

HanmenoBanue BellIeCTOSAIEN OpraHU3aLAN YTBEPXIAIO

HaumenoBanue opranuzanuu

AKT (HanMeHOBaHHE TOJKHOCTH
Ne

PYKOBOZIUTENS YHUBEPCUTETA)

(MecTo cocTaBieHUs)

[Tognuce Pacmm¢poBka noanucu
Jara

O BBIJIENEHUH K YHUUTOKEHUIO

JIOKYMEHTOB U JI€J1, HE TOUIEkKAIINX

XPaHEHUIO

Ha ocHoBanuu

(HaSBaHI/Iﬂ 1 BBIXOJHBIC JaHHBIC HOPMATHUBHBIX IPABOBLIX AKTOB,

HCIIOJIb30BaHHBIX IIPU MPOBEIEHUH IKCIIEPTH3HI IIEHHOCTH)
OTO6paHI>I K YHHUYTOXCHHUIO KaK HC HMCIOIIHC Hay‘IHO'HCTOpI/I‘IeCKOﬁ HECHHOCTH U YTpATUBUIUC
NPaKTUYECKOE 3HAUCHHE CIEAYIONINE JOKYMEHTHI U aena (onma No*

(na3BaHue QoHaa)

Cpox xpaHeHHst
Jara nema Howmepa WHnekc nena (Toma, Koi-Bo P P
3aroJIoBOK zena nena (ToMa, 9acTh)
Ne o WA HOMEHKJIATYP YacTH) 110 Jien
WA TPYIIIOBO . . ¥ HOMepa yHKTOB |[IpuMedanue
I1/T1 KpaifHue (omuceit) 3a HOMEHKJIAType Wik | (TOMOB, .
3aroJIOBOK JIeJ o (cTareit) mo
JIaThI eI roJi(b1) Noe nena mo omucu qacTei)
HEepPEeYHIO
1 2 3 4 5 6 7 8
Htoro Ien 3a roi(bl).
(mdpamMu ¥ IPOITUCHIO)
Omnucu ACJI TIOCTOSIHHOT'O XPAaHCHUS 3a FO,[[(LI) YTBCPIKIACHBI,
a 1o JIMYHOMY COCTaBy coriacoBadbl ¢ IMK
(HauMeHOBaHME roCyJapCTBEHHOTO apX1Ba)
(TPOTOKOT Ne )
HammMmeHnoBanme JOJIDKHOCTH JIMIia,
MMPOBOAUBILICTO SKCIICPTU3Y
LIEHHOCTH JOKYMEHTOB [Tognuce PacmmdpoBka noanvcu

COI'TTACOBAHO
ITporoxon 3aceqanus DK

(HauMeHOBaHNE YHUBEPCUTETA)

Ne
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JIOKYMEHTBI B KOJIMYECTBE nen,
(mmpaMu 1 IPOTTUCHIO)
C/IaHBI B XO3AWCTBEHHYIO YaCTh YHUBEPCUTETA IS JalbHEHIIEH caun Ha IepepaboTKy

HaumeHnoBanwue TOMKHOCTH pabOTHUKA
OpraHu3aIiy, CIABIIETO JIOKYMEHTHI [Toanuce Pacmudposka moanucu
[ara

HaumeHnoBanue JOMKHOCTH pabOTHUKA

apxuBa (JIM1a, OTBETCTBEHHOI'O 32 apXUB),

BHECIIIETO U3MEHEHUSI B YUE€THBIE JOKYMEHTHI [Toamnuce PacmmdpoBka noanucu
ara

*Homep (oHIa yKas3pIBaeTCS B OpPraHM3alMAX, SBILSFOIIMXCS NCTOYHHKAMU KOMIUIEKTOBAHHS TOCYIapCTBECHHBIX
apXUBOB.
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Ipunooicenue 16

K Uncmpyxyuu no 0enonpouzeoocmay

8 yupesxcoeHuu oopazosanus «I poonenckui
20CY0apCmEeH bl MEOUYUHCKULL YHUBEPCUMEM »

®opma JINCTKA-3aMeCTHTEJIsI IOKYMeHTa
JUCTOK-3AMECTHUTEJIb IOKYMEHTA

Bug noxkymenta Jlata Munexc
Koppecnonienr

3aroyioBOK (UM KPaTKOe CoJiep:KaHue JOKyMEHTA)

Briman
(marta BBITaYM)
Brinan ITonyunn
(HaMEHOBaHHKE JIOJKHOCTH, MOJIIHCH, (HaMEHOBaHHUE JIOJPKHOCTH, MOJIIUCH,
pacmugpoBKa MOAMICH JINIIA, pacmmppoBKa NOANUCH JINIIA,
BBIJIaBIIETO JOKYMEHT) KOTOPOMY BBIJIaH JOKYMEHT)

Ipunooicenue 17

K Uncmpyxkyuu no 0enonpousgsoocmey

6 yupescoenuu oopazosanus «I poouenckuil
20CY0apCmeeHHbIll MEOUYUHCKULL YHUBEPCUMEm»

®opma KapTHI-3aMeCTUTEIA AeJ1a
HanmenoBanue opranuzanuu
HanMeHOoBaHM€E CTPYKTYPHOTO

TOJIpa3IeIICHUs
KAPTA-3AMECTHUTEJIb AEJA
Jeno Ne
(I/IH,ZleKC MO0 HOMCHKJIATYpEC A€ WJIN HOMEP IO OITMCH U SaFOHOBOK)
Brigano BO BPEMEHHOE MOJIb30BAHUE JI0
(mara BBITAYM) (marta BO3Bpara)

Boiman [Tomyunn

(HaI/IMeHOBaHI/Ie JOJIKHOCTH, IOAITUCH, (HaI/IMeHOBaHI/Ie JOJI’KHOCTH, ITOAITHUCH,

pacmn(prBKa NOAIMUCH JIMIa, paCHII/I(I)pOBKa oAU CH JIMIa,

BBIJIABIIIETO JIEJIO) KOTOPOMY BBIJAHO JIEJIO)
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Ipunooicenue 18

K Huempyrkyuu no
0eonpou3800Cmey

8 yupesxcoeHuu 00pazoeanus

«I poonenckuii 2ocyoapcmeenHulil
MEeOUYUHCKULL YHUBEPCUTHEN )

IHEPEYEHb
JOKYMEHTOB, XpPaHeHHe KOTOPbIX MOKeT ObITh OPraHM30BAHO B 3JIEKTPOHHOM
BU/E

1. IlpoTokonsl  coOpanuit ~ paOOTHUKOB  CTPYKTYPHBIX  TOJpa3iesieHUui
OpraHu3anun

2. [IpoToKONBI OMEpaTHBHBIX COBEHIAHMN Yy PYKOBOJACTBA OpTraHHM3aIil U
JIOKYMEHTBI K HUM

3. [IpoexThl MpUKa30B, pacoOPsHKEHUH, YKa3aHUN pyKOBOJUTENCH OpraHu3anui

4. IIpoeKTbl yCTaBOB OpraHM3allui, JOKYMEHTHI [0 HUX pa3paboTKe (IOKIaIHbIE
3aIMCKH, CIIPABKH, CBEJICHUS, OT3bIBBI U 1. )

5. [IpoekTsl periiaMeHToB, WHCTPYKIUW, MPAaBWI, MOJOXKEHUN, METOIUYECKHUX
YKa3aHUU U pEKOMEHIAIUIA

6. [leperiucka o pa3paboTKe, NPUMEHEHUU U PaA3bsICHEHUH PErJIaMEHTOB,
WHCTPYKIIHM, IPaBUJI, MMOJOKEHUN, METOJIMUYECKUX YKA3aHUW U PEKOMEH AN

7. PeructpalinoHHbI€ KAPTOUKU 00 aAMUHUCTPATHUBHBIX ITPABOHAPYIICHUSIX

8. XKypnanst perucTpanuu MIPOTOKOJIOB U MOCTAHOBJICHU 00
aIMUHUCTPATUBHBIX MPABOHAPYIIECHUSIX

9. AynuTtopckue 3aKirOoveHHs (B ayIUTOPCKUX OpTaHM3AlMAX, y ayAUTOPOB,
OCYUIIECTBIISIIOLIUX JI€ATEIbHOCTh B KAUE€CTBE MHIMBUIyAIbHBIX MPEANPUHUMATETIEH )

10. Ilucbmennas uapopmanus (OTYETHI) MO pe3yJbTaTaM MPOBEJCHUS ay/IUTa B
ayJIUTOPCKUX OPraHu3alusaX, Yy ayAuTOPOB, OCYIIECTBIISIIOUIUX JEATEIBHOCTh B
KaueCTBE UHIMBUIYAIbHBIX MPEITPUHUMATENCH )

11. Kauru peructpaiuu 3aKI0UeHHBIX JJOTOBOPOB OKa3aHUs ayIMTOPCKUX YCIYT

12. JIokyMEHTBI O Pa3bsICHEHUU TOPSAKA MPUMEHEHUSI aKTOB 3aKOHOAATENIbCTBA
(nH(pOpMaIIH, CTIPABKH, CBEICHHUS, IIEPEIIUCKA U JIP.)

13. Ilepenucka O 3aKIIOYEHUHM W MCIOJHEHUU JOTOBOPOB, KOHTPAKTOB IO
(hUHAHCOBO-XO35IMCTBEHHOM JIESITEILHOCTH

14. )XypHanbl  peructpauud  JOTOBOPOB, KOHTPAKTOB 1O  (DMHAHCOBO-
XO3IMCTBEHHOM AesATEIbHOCTHU

15. TlpereH3noHHas nepenucka

16. XKypHaubl yuera npeTeH3ui U UICKOBBIX 3asBJICHUIN

17. Kuauru, )KypHaJibl ydeTa FOpUINIECKUX KOHCYIbTaIi

18. JIokyMEHTBI O COCTOSIHUM pabOTHI 10 PACCMOTPEHUIO OOpAIlEHUN TpaXk/iaH, B
TOM YHCJI€ UHAUBUYATbHBIX MPEANPUHUMATENEH, U IOPUINYECKUX JHI (JOKIaIHbIC
3allCKH, CIIPaBKH, aHAJINU3bl, CBOJKH, 0030pbl, TaOJIHULbI, Mepenucka u Ap.) (Kpome
OpraHu3alnii, B KOTOPHIX OHU OBUIH COCTABIICHBI)
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19. PeructpanimoHHO-KOHTPOJIBHBIE (POPMBI perucTpanuy oOpalieHuil rpaxaaH, B
TOM YHUCJI€ MHANBUAYAIbHBIX MIPEANPUHUMATENCH, U FOPUANMYECKUX JIUI]

20. PerucTpalluOHHO-KOHTPOJIbHBIE ~ (POPMBI  PETUCTpAIIMU  TPEANUCAHUNA O
HaJUIeKaIEM PEIIEHUH BOIIPOCOB, U3JI0KEHHBIX B O0PAILIEHUSIX IPaKJaH, B TOM YUCIIEe
WHUBUYAIbHBIX MPEIITPUHUMATENCH, U FOPUTUYECKUX JIUIL

21. JIoKyMEHTBI O COCTOSSHUM PAOOTHI MO PACCMOTPEHHUIO 3aMEUaHUd MW (WUJIN)
MPEJIOKEHHM, BHECEHHBIX B KHUTY 3aMEUYaHMM U MPEIOKEHUM (CIpaBKU, CBOIKH,
nepenucka u Ap.) (KpoMe opraHusaiiuii, B KOTOPbIX OHU ObUIA COCTAaBJICHBI)

22. KHuru ydera JUYHOTO TpHEMa TpaKAaH, B TOM YHUCJIE WHIAUBHUAYaIbHBIX
MPEINPUHUMATENEHN, UX TPEACTABUTEIICH, IPEACTABUTEICH FOPUINYECKUAX JIULI

23. JIokyMEeHTbI O PAacCMOTPEHUH OOpaIllleHUI TpakJaH M IOPUIUYECKHX JIHII,
MOCTYIUBIIIHNX B XOJ€ «IPSAMBIX TE€IC(POHHBIX TUHUID (TOKIATHBIEC 3aITUCKH, CIIPABKH,
nepenucka u ap.)

24. PerncTpaniiOHHO-KOHTPOJIbHBIE (DOPMBI PETUCTPALIMU OOpAIICHUH TpakIaH U
IOPUIMYECKUX JIUII, TIOCTYIUBIIUX B XOJI€ «IPSAMBIX TeNe()OHHBIX TUHUI

25. HoMeHknaTypsl 1€l CTPYKTYpPHBIX  mojpaszzieiieHuil  (0OIIeCTBEHHBIX
OpraHM3alMi, KOJJIErHaJIbHBIX OPraHOB) OpTraHU3alUN

26. Brinucku U3 HOMEHKJIATYp J1€1 OpraHu3aluui

27. XypHanbl yyeta 0JIaHKOB JOKYMEHTOB C M300pakeHHeM [ 0CcynapCcTBEHHOTO
rep6a Pecrrybnuku benapych

28. Ilepenucka 00 opraHu3alMi U COBEPILICHCTBOBAHUM JESITEILHOCTU B cepe
JIeJIONPOU3BOCTBA

29. JlokyMeHTbI 00 aHaln3e W KOHTPOJE HCIOIHEHUS TOKYMEHTOB (CIPaBKH,
JOKJIaTHBIC 3aMMCKH, TPa(UKH, CBOAKH, KOHTPOJIbHBIC JIUCTHI U JP.)

30. PeructpaninoHHO-KOHTPOJIbHBIE  (DOPMBI  perucTpaliii  MOCTAHOBJICHHIA,
IIPUKA30B, PACIIOPSKEHUN, PEILIEHUI, YKAa3aHUN:

30.1. mo aAMUHUCTPATUBHO-XO35IICTBEHHBIM BOTIPOCAM

30.2. 0 mpeaocTaBICHUH TPYAOBBIX OTIYCKOB, OT3bIBE W3 TPYIOBOTO OTITYCKa,
HAJIOKEHUM JIUCUUIUIMHAPHBIX B3BICKAHUN, JOCPOYHOM CHSTHM JUCUUIUIMHAPHBIX
B3bICKAHUN, HA3HAYEHUM JEKYpPHBIX, CIYKEOHbIX KOMAaHIUPOBKaxX B Npeaenax
Pecnyoniuku  benmapych u  3a  rpaHuIly, OKa3aHWM MaTepUAIbHOW TOMOIIIH,
HaIpPaBJICHUH HA MOBBILLIEHUE KBATU(PHUKAIUH (II€PENOATOTOBKY, CTAXKUPOBKY)

31. PeructpauinOHHO-KOHTPOJIbHBIE (POPMBI PETHCTPAIMH BXOASIINX, UCXOIAIINX
U BHYTPEHHUX JOKYMEHTOB

32. PeecTpbl Ha OTIPABICHHYIO KOPPECTIOHICHITHIO

33. 3aka3bl, 3a8BKH Ha BBIMOJIHEHHE PA0OT C MCMOJIb30BAHWEM KOMIIBIOTEPHOM,
MHOKUTEIHHON TEXHUKU

34. KypHanel, CBOAKM yd4eTa pabOT ¢ HCIOJIb30BAaHUEM KOMIIBIOTEPHOM,
MHOKUTEIHHON TEXHUKU

35. Ilepenricka 00 oOpraHu3alMi W COBEPUICHCTBOBAHMU pa0OTHl aAPXUBOB
OpraHu3alun

36. I'paduku mpuema 1ea B apXWBbI OpraHU3aluid, rpaduKu Mepeaadu Jesl Ha
MOCTOSTHHOE ~XpaHEHUE B TOCYJApPCTBEHHBIE AapXHUBBI, TpadUKH MpEACTaBICHUSI
TOJIOBBIX Pa3AesiOB CBOAHBIX OMHUCEH JET Ha PACCMOTPEHHUE IKCIIEPTHO-METOINIECKON
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KOMHCCHHM TOCYJapCTBEHHOTO apXWBa WM 3KCIEPTHO-NPOBEPOYHON KOMHUCCHU
CTPYKTYpHOTO  TIOJpAa3ACICHUS O apXWBaM U JIEJOMPOU3BOJCTBY  OOJACTHOTO
WCIIOJTHUTEIILHOTO KOMUTETA

37. XypHanbel perucrpaludd JOTOBOPOB O TMPOJICHUH CPOKOB BPEMEHHOTO
XpaHEeHUs JJOKYMEHTOB roCyJapcTBEHHON dactu HarnumonaibHOro apxuBHOro (oHma
PecnyOnuku benapych

38. XKypHansl peructpai J0roBOpOB XpaHEHUs JOKYMEHTOB TOCyAapCTBEHHOM
yactu HarmonansHoro apxuBHoro (onga Pecriyonuku benapych

39. XKypHaisl peructpaiu J0roBOpOB XpaHEHHUs JOKYMEHTOB IOCY1apCTBEHHON
yactu HammonansHoro apxusHoro ¢onna Pecnyonuku benapych, nmepegaBaeMbix Ha
INOCTOSIHHOE XPaHEHUE B TOCYAApCTBEHHBIE AapXUBBI O HCTEYEHHUS CPOKOB HX
BPEMEHHOT'O XpPaHEHHUS B ApXUBaxX OpraHu3alui

40. XKypnaisl perucrpauuu JOTOBOPOB XpaHEHHUS JOKYMEHTOB
HerocyAapcTBeHHoU yactu HannonansHoro apxuBHoro (ponna Pecriyonuku benapyce,
NEpeIaBaEMbIX Ha XpaHEHUE B TOCYJApCTBEHHbIE apXMBBI, TEPPUTOPUAIBHBIC
(ropojckue Uiy pailOHHbBIE) apXUBbl MECTHBIX UCIIOJIHUTENBHBIX U PACTIOPSIUTEIbHBIX
OpraHoB

41. Onucu Jen CTPYKTYpHBIX Mojpa3fesieHui (0OIIeCTBEHHBIX OpraHU3alUid,
KOJUIETUAJIbHBIX OPTraHOB) OPraHU3alui

42. )XypHanbel peructpaluy MOKa3aHUN KOHTPOJIbHO-U3MEPUTEIbHBIX MPUOOPOB
JUISL U3MEPEHUS TEMIIEPATYPhl M BIIAYKHOCTH BO3yXa

43. 3aka3bl Ha BbIIavy e U3 apXMBa OPraHU3allK B YUTAJIbHBIN 3aJ1

44. XKypHanbl perucTpanuy MOCEIIEHUH MOJb30BATENSIMU YWUTAJbHBIX 3aJI0B
apXWBOB OPTraHU3aLAN

45. KapTouku perucTpal M y4yeTa HCIOJHEHHUS 3alpocoB (TeMaTHYECKUX
3ampoCoB)

46. XKypHalbl perucTpaiyy mojib30BaTeie U X JTUIHBIX JeI

47. XypHanbl yyeTa 3aka30B Ha KOTUPOBAHUE TOKYMEHTOB

48. [1nansl paboOTHI OpraHu3auii (KBapTaabHBIC)

49. [1nanbel pabOTHl CTPYKTYPHBIX TOJIpa3feieHUi (KOJJIETHATBHBIX OpPraHOB)
OopraHu3alun

50. UumuBuayabHBIC TUIAHBI PAOOTHUKOB

51. [lepemnucka 1o Bompocam IIaHUPOBAHUS

52. OtyeTsl O BBINOJHEHUU IUIAHOB paOOThl CTPYKTYPHBIX MOApA3IEICHUN
(KoJUIeTHalIbHBIX OPTraHOB) OpTraHU3alUiA

53. CratucTuyeckue OTYETHhl IO BCIOMOTaTENIbHBIM HANpaBIEHUSM U BHJIaM
JESTEIbHOCTU OpraHu3aun

54. JIoKyMEHTBl O COCTaBJICHMM CBOJHBIX CTATUCTUYECKUX OTYETOB (TaOJMIIBI,
pacyeTsl, CIpaBKH U Ap.)

55. OnepaTvBHBIE OTYETHI (CBEICHUS) O BBINOJHEHUU ONEPATUBHBIX IJIAHOB I10
HaIpaBJICHUSAM AESATEIbHOCTA OPTraHU3alMi U UX CTPYKTYPHBIX TOJIpa3iesieHui

56. Ilepenucka O cOCTaBJIE€HUHU, MPEACTABICHUH U IMPOBEPKE CTATUCTUYECKOU
OTYETHOCTH

57. byxrantepckas (puHAHCOBAST) OTYETHOCTH (KBapTaIbHAS, MECSITHAS )
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58. Tlepenucka o mepenaye KIMEHTOB U OAHKOBCKHX OTEpaIuii u3 OJHUX OAHKOB
B JIpyTHE

59. Ilepenricka 00 OTKPBHITUM W BEICHUM CUETOB IOPUIUYECKUX JIMI] —
HEPE3UICHTOB

60. Kauru yuera nernoHupoBaHHON 3apaOO0THOM IJ1aThI

61. Otuersl 00 WUCHONHEHUU OIOHKETOB 3a OTYETHBIM (PUHAHCOBBIM TOI,
MOSICHUTEbHBIC 3aMUCKU K HUM (KBapTaJIbHbIE, MECSUHBIC)

62. [IpoekThl 010 PKETHBIX CMET ToJydaTesield 010 KETHBIX CPEICTB

63. BoIMUCKM U3 JIMIEBBIX CUETOB C MPWIOKEHUSIMHU JIOKYMEHTOB, OTYETHI O
(hMHAHCUPOBAHUH M OCTATKaX OIOJKETHBIX CPEIICTB

64. JIokyMEeHTBI O KpEIWTOBAaHWW TOCYIApCTBEHHBIX TIPOrpaMM (CBEICHUS,
uH(pOpMaIuK, CIPABKHU, JOKIAIHbIE 3aIIUCKH U JIp.)

65. OT4eTel O KpeauTOBaHWW (U3MYECKUX W (WIH) FOPUIAYCCKUAX JIUIL
(KBapTaJIbHBIC, MECSTUHBIC)

66. OT4eThl 0 BRIJAHHBIX KpeauTaX (ITOTaIeHHbBIX, TPOCPOYCHHBIX U JIP.)

67. Ot4uetsl 0 GOPMUPOBAHUM M UCIIOJIL30BAaHUU CIIELUATIBLHOTO pe3epBa OOIIMX
OAHKOBCKHX PUCKOB (TI0O KOTOPHIM HE BBIIABAJICS] KPEIUT)

68. Ilepennicka o dyHkMOHUpOBaHUU KpemuTHOro perucTpa U MoOJydyeHUU W3
Hero uHdopmanuu

69. JlokyMeHTbI 00 aHHYJIMPOBAHUH, BHECEHUH W3MEHEHUHN U (WJIM) JOTOJTHEHUN
B KpEJIUTHBIC UCTOPHH (3asiBJICHUS, JOKJIAIHbIC 3aITMCKH, IEPENUCKA U Jp.)

70. Ilepenricka O KpeOUTOBAHWHU, JOKYMEHTApPHBIX OMEpalusX, OaHKOBCKHX
rapaHTHsX, JIU3UHTE, (PAKTOPUHTE, TOPYUUTETLCTBE U JP.

71. PacyeTsl pa3MepoB TMPOICHTOB M TUIATHI 3a IIOJb30BAHUE KPEIUTHBIMU
pecypcamu

72. PeecTpbl, COPOBOANTEIIBHBIE OTIMCH TIEpeIaull KPEAUTHBIX JO0ChE KIMEHTOB —
buznyeckux M (WiaK) HOPUAMYECKUX JIUI B OCJIOPYCCKUX PYOJISIX M HHOCTPAHHOU
BaJIIOTE

73. Ilepenucka o GabIIMBOMOHETHUYECTBE

74. KaccoBble TUIaHbI M OTYETHI 00 UX BHITIOJTHEHUN

75. OT4eThl 0 KaCCOBBIX 00OpOTaX OaHKa

76. CripaBKH 0 KacCOBBIX 000pOTax 3a JIEHb U OCTaTKax IIEHHOCTEH

77. CBOOHBIEC CIIPABKH O KACCOBBIX 000POTAaX 3a JICHb

78. OTueTHbIe CrIpaBKH 00 000pOTax MO MPOJAKE ATTECTOBAHHBIX OPUILTMAHTOB
3a JIeHb U UX OCTaTKax

79. JIOKyMEHTBI O KOOpAWHAIIMU JACATEIBHOCTH II0 BONPOCAM OpTaHHU3AIUU
JICHEKHOTO OOpaIIeHUsT M TEePEBO3KM HAJTUYHBIX JICHEKHBIX CPEICTB, IUIATEKHBIX
WHCTPYKITUH, APAaroneHHBIX METAJUIOB M JIPArolleHHBIX KaMHEH M WHBIX IIEHHOCTEH
(masiee — mepeBO3Ka IEHHOCTEN) (IJIaHbl, OTYETHI, TPAaPUKH, 3aKIIFOUCHUS U JIP.)

80. JlokyMeHTHI O pacHpeIejCHUN U OCTaTKaX JICHE)KHON HAJTUYHOCTH (OTYECTHI,
3asiBKHM, 000CHOBAHUS, CBEJICHHUS, PACUCThl, PEIICHUS U Jp. )

81. BemomocTu yd4eTa omepaiuii 1Mo BBITYCKY JCHET B OOpaIieHUuEe U U3BSITHIO
JIeHeT U3 oOpalieHus

82. Ilepenucka o peanu3anuu OAHKHOT U MOHET
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83. JIOKyMeHTHI TI0 YCTAaHOBJICHHIO JIMMUTOB OCTATKOB JICHE)KHON HAJIMYHOCTH B
Oenmopycckux pyoOssiXx W MHOCTPAHHOM BalllOTE B OMNEPAIlMOHHBIX Kaccax (3asiBKH,
pacyeThl, 3aKII0YEeHHUs], IepernucKa u Jip.)

84. 3asBKM Ha TMOAKPEIUICHHE JICHEKHON HAJIMYHOCTBHIO ONEPAIIMOHHOW KacChl
OaHka

85. CBeneHust 0 Cpokax BHITLJIATHI 3apa00THOM TJIAThl U APYTUX BUJIOB JOXO0JI0B

86. JlokyMeHTBl 00 yCTaHOBJICHUU O(MUIIMATIBHBIX KypCOB OeIopyccKoro pyoJs
M0 OTHOIIECHHUIO K HMHOCTPAHHBIM BalloTaM (pacmopsiKeHUs, MHPOpPMalUU, CIUCKH,
nepernucka u ap.)

87. JlokyMeHTbl 0 (HYHKIIMOHUPOBAHUM OOMEHHBIX IMyHKTOB M BAJIOTHBIX KacC
(OT4eThI, CBEJICHUS, IEPEIICKA U JIP.)

88. Knuru yuera yHUITOXKEHHBIX OAHKHOT

89. Ceenenust 06 obecrieueHnr (POPMEHHON OJIEKT0HM, 00YBBIO, CHAPSHKEHUEM K
OPY)KHI0O W HWHIWBHIYyAIBHBIMH CPEICTBAMH 3alllUTHl PAOOTHUKOB  CITY>KOBI
MHKaccaluu (Jajgee — MHKaccaTopbl), paOOTHUKOB, B O0S3aHHOCTH KOTOPBIX BXOJHUT
OCYILIECTBIICHUE NEPEBO3KU LIEHHOCTEN

90. Criucku OpraHu3aluii (MHAUBUTYaTbHBIX npeanpuHuMareneil),
00CITy>KMBaeMbIX HHKAaccaTOpaMu

91. SIBouHBIE KAPTOUKHU

92. Tlepenucka 00 MHKAccallMK JEHEKHON BBIPYUKH U TIEPEBO3KE LIEHHOCTEN

93. Ilepenucka o0 MONy4eHUH, Claue, y4eTe, XpaHEHUU OpYKHs, OOCPUIIAcOB U
TEXHUYECKUX CPEJICTB 3aIIUTHI

94. XXypuansl yuera opykusi U O0EIpUIIacoB

95. MapmipyTtbl, rpaduKH 3ae3I0B HMHKACCATOPOB B  OpraHm3anmuu (K
WHIUBUTYyJIbHBIM TTPEANPUHUMATEIISIM )

96. OT4ueTsl O TPOBEACHUM OAHKOBCKHUX OIepanuid ¢ (U3NYECKUMU U (WJIN)
IOPUIUICCKUMU JTUIIAMHU

97. JlokyMEeHTBI TIO aHaIM3y pOCTa, COCTaBa W PAa3BUTHS KIMEHTCKON Oa3bl
(oTueThl, cBeneHus, HH(MOPMAIUH, TIEpENrcKa  JIp.)

98. BeImucku 13 JIMIEBBIX CUETOB IO YUYETY BAIFOTHBIX OTEepaIiui

99. Ilepennicka 00 OTKPBHITUM BATIOTHBIX CUETOB B YIOJTHOMOYEHHBIX OaHKax
Pecniy6nuku benapych

100. XKypHnais! BeIITaHHBIX (OTUTAYE€HHBIX ) PACYETHBIX YEKOB

101. Hoxymentsl 00  opraHu3anud  pabOThl  0AHKOMATOB,  TUIATEKHBIX
TEPMUHAJIOB, TUIATEKHO-CIPABOYHBIX TEPMUHAJIOB CaMOOOCTY>KUBAHUS, ITYHKTOB
BBIJIaYM HAJUYHBIX JICHS)KHBIX CPEACTB, OpPTaHM3AIlMi TOPTOBIM W CEepBHUCa (AKTHI,
aHaIIM3bl, IUIAHBI, 3aBKH, IOKJIAIHbIC 3aITIUCKU U JIp.)

102. Tlepenucka 1Mo BompocaMm MPUBJICUEHUS JEHEKHBIX CPEACTB (U3NYECKUX U
(WJIK) IOPUAMYECKUX JIML BO BKJIAJIbI (JI€TIO3UTHI)

103. banancer «aeno» (0OOpPOTHBIE BEIOMOCTH) JEMO3UTApUs IO IICHHBIM
Oymaram

104. [lepenucka o MpoBeICHUH JOTEpeit

105. Ilepenucka o MOpsiIKE OCYUIECTBICHUS aPEHIHBIX OTHOIIEHUH

106. [Tepenucka o pa3bsICHEHUH 3aKOHOATEIIHCTBA O 3aHITOCTH HACETICHUS
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107. loxymeHTsl 00 OpraHu3alil M MPOBEACHUU SPMAPOK BaKaHCHM, THEH
opraHu3anuii (TJIaHbl, CBEECHUS, WH()OPMAITUH, TIEpETUcKa 1 JIp.)

108. Cenenust 0 HaTUYUKU CBOOOAHBIX pabOUUX MECT (BaKaHCHA)

109. PeructparimoHHbie KapTOYKH TpakJaH, OOpPATHBIIMXCS 10 BOIPOcaM
TPYJ0YyCTPOICTBA

110. XKypnansi perucTpanuu JIOKyMEHTOB 1o OCYIIECTBJICHUIO
aJIMUHUCTPATUBHBIX MPOLEITYP

111. I'paduxu paboT (CMEHHOCTH)

112. lokymeHTBI 00 ydeTe pabouero BpeMEHH (CBOJKH, CBEACHUS, JTOKJIATHbBIC
3aIUCKU U JIp.)

113. KanengapHsie TIaHBI 3aMEHBI U TIEPECMOTPA HOPM TPY/ia

114. [lepenucka mo BOIpOCaM HOPMHUPOBAHHUS M OIUIATHl TPYyAa, TapU(PHOU
CHUCTEMBI

115. ®otorpaduu pabouero BpeMeHH

116. ®oTorpadguu BpeMEHH MCTIOIB30BaHUS 000PYI0BAHUS

117. JoKyMeHTbI 0 pe3ynbTarax MIPOBEICHUS XPOHOMETpaXKa
(poToxpoHomeTpaxka) TpYAOBOTO Iporecca (TUIaHbI, OTYETHI, CIPABKHU, KapThl,
pacyeTHbIe TaOIHIILI U JIp.)

118. [lepenucka O NOPUMEHEHUH pPa3IMYHBIX (OpM oOIUIaThl  Tpyna, o0
YCTaHOBJICHUH JOJHKHOCTHBIX OKJIQJIOB, O MPUMEHEHUH TapU(PHBIX CETOK, O CO3/IaHUH,
pEeryJIupoBaHUM U UCTIOIb30BaHUU (POH/IA 3apabOTHOM TUIAThHI

119. [lepenucka 06 aBapusX U HECHACTHBIX CIIy4asiX Ha MIPOU3BOJCTBE

120. Coob1ieHus 0 HeCYaCTHBIX CIy4asX Ha MIPOU3BOCTBE

121. V3Bemienust 06 OCTphIX Mpo(hecCHOHATBHBIX 3a00JeBaHUAX (IKCTPEHHBIE) U
XPOHUYECKUX MTPOPECCUOHATIBHBIX 3a00JI€BAHUSIX

122. 3asBkn  Ha  1e4eOHO-MPOPMIAKTHUECKOE  MHTaHWE W CPEICTBa
WHJMBUAYAJbHON 3aIlUTHI JJIsl paOOTHUKOB, 3aHATHIX HA padOTe ¢ BPEIHBIMU U (WJIH)
OITACHBIMH YCIIOBUSIMH TPY/1a

123. [lepenucka o0 MPOBEACHUM JIEYCOHO-TIPOPMIAKTUIECKUX U CAHUTAPHO-
TUTUEHUYECKUX MEPOTPHUATHI TT0 OXpaHe Tpyia

124. JlJokyMeHTBl O TPOBEACHUM OOS3aTEIBHBIX MEIUIUHCKUX OCMOTpPOB
paboraromux (MpeABapUTENbHBIX, MEPUOANYECKUX) (CMHUCKU, TpauKd, aKThI,
NepernucKa u ap.)

125. JlokymeHTBI 00 OpraHu3ali U MPOBEICHUU OOYy4YeHHUS 1O OXpaHe Tpyaa
(yueOHbIC TIIaHBI, y4eOHBIE MPOTPAMMBI, CIIUCKHU, TIEPETIHCKA U JIP.)

126. JlokymeHTBI 00 OpraHuzaiuu U padoTe kabuMHEeTa oxpaHbl TpyJa (ILJIaHBI,
OTYEThI, UH(OpPMALIUH, CBEICHUS U JIP.)

127. JlokyMeHTBl O HAOJIIOJCHUU 3a COCTOSTHUEM BO3IYIIHOM Cpeabl B IieXax
opraHu3anui (IPOTOKOJIBI, SKETHEBHBIC aHATU3bI P00, IepenucKa u ap.)

128. Tlepenucka 0 COCTOSTHUY BEHTUJISIIIMOHHOTO XO3SMCTBA Ha MPOU3BOJICTBE

129. Tlepenncka O TPUMEHEHUU M OKCIUTyaTallUM CPEICTB JJICKTPUUYECKOTO
OCBEIICHUS B 1I€XaX OpraHu3aiun

130. XKypnaisl peructpaiuu OrHeBbIX paboT
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131. [lepenucka 0 NMPUMEHEHHH COIMATBHBIX CTAaHAAPTOB M HOPMATHUBOB IIO
COLIMAJIbHOM 3aIIUTE HACEIECHUS

132. Ilepenucka o0 yruiate o0s3aTeIbHbIX CTPAXOBbIX B3HOCOB

133. BegomocTu BbIIa4M UCXOSIINX JOKYMEHTOB

134. PeecTpsl epeiauyn UCXOASAITUX JTOKYMEHTOB

135. Tlepenucka o Ha3HAYEHUU TTEHCUI

136. AHKETBHI 3aCTpaXOBaHHBIX JIUIT

137. Ilmanel  pa®oOTHI 1O BEAEHHUIO BOMHCKOTO YyueTa W OpOHHUPOBAHUS
BOEHHOOOS3aHHBIX

138. lokymMeHTBI O  BEJACHWHM BOMHCKOTO y4eTa W  OpOHUPOBAHUS
BOCHHOOOS3aHHBIX (OTYETHI, CITUCKH, CTIPABKH U JIP.)

139. Ilepeniucka 0  BEIGHWHM  BOMHCKOTO  y4eTa W OpOHHPOBAHUS
BOEHHOOOS3aHHBIX

140. XypHamsl TPOBEPOK COCTOSIHHS BOMHCKOTO ydYeTa H OpOHHPOBAHUS
BOEHHOOOS3aHHBIX

141. XKypnainsl yyeta paOOTHHUKOB, BEIOBIBAIOIINX B CITY)KEOHBIE KOMAHIUPOBKH

142. KypHaisl perucTpaiu KOMaHAUPOBOYHBIX YIOCTOBEPEHUN

143. I'paduiku TPyOBBIX OTITYCKOB

144. 'toroBble CBOJIKH, CBEJICHHS, BEJOMOCTH O TIPOBEICHUU AaTTECTAIlUH,
YCTaHOBJICHUH KBaJTU(UKAIITU

145. Tlepenucka o MpoOBE/ICHUU aTTECTAIIUHU, YCTAHOBJICHUHU KBaIM(DUKAIIUN

146. [1nanst pacrpeneneHus MeJarorunueckoin Harpy3Ku MEKITY
MeJaroruIecKuMy PabOTHUKAMH B OTYETHI 00 WX BBIMIOJTHEHUU

147. NaauBuyalibHblE TJIaHBI pa0OThl NMEAAroriyeckux pabOTHUKOB U OTYETHI
00 UX BBITIOJTHEHUU

148. XKypHanel, KapTOYKHA, BEIOMOCTH YydYeTa BBITIOJHCHUS I1€1arOTHYECKUMH
pabOTHUKAMU TIEAaroTMUeCKOW Harpy3KH, paclpe/eiIcHUs Y4eOHbIX YacoB

149. CBeneHMs O BBHITIOJIHGHUM TIEIArOTHYECKOW HArpy3KH IeIarorm4eCKHuMHU
paboTHUKaAMU

150. Ilepeniucka 00 obOecreueHUH  YUIpEeKJACHUH  00pa3oBaHMS  y4eOHO-
METOJMYECKOW JOKyMEHTaIueh, Y4eOHbIMM W3AaHUSIMH, WHBIMH CpEICTBAMU
oOy4eHwHs1, HEOOXOIUMBIMU JJII OpTaHu3aIli 00pa30BaTEIHLHOTO MpoIecca

151. 3asBkM Ha y4yeOHO-METOIMYECKYI0 JOKYMEHTAIMI0, y4deOHble W3/IaHusl,
y4deOHO-HaTIsAAHbIe  MMOocoOusi, 00Opy/lOBaHWE W WHBIE CpEACTBA OOydYCHHS,
HEO0OXOMMBIE JUTsl OpTaHu3aIuy 00pa30BaTeILHOTO TIpoliecca

152. [lepenucka o JOMyCKe K MCIOJIb30BAHMIO B 0Opa30BaTENbHOM IMPOIIECCE
y4eOHUKOB, Y4EOHBIX MOCOOUHN, MHBIX YUECOHBIX U3AaHUN

153. IoOKkyMEeHTbl O TOJrOTOBKE K HOBOMY Y4e€OHOMY TOIYy YUYpEXKICHHUM
oOpa3oBaHus (aKTbl, CIPABKU, MH(OPMAIK, IEpEnrcKa 1 JIp.)

154. ExxenHeBHble  TUIaHBI  pabOTHl  MEJAroTMYECKUX  paOOTHUKOB  C
BOCITUTAaHHUKAMHU, TUIAHBI KOPPEKIIMOHHO-PAa3BUBAIOIICH pabOThI C BOCIIUTAHHUKAMU C
OCOOCHHOCTSIMU  TICUXO(U3MUECKOTO PA3BUTUS B  YUPEKICHUSAX JOMIKOIHLHOTO
oOpa3oBaHuUsI

155. BaHK IaHHBIX O AETAX JOLIKOJIBHOIO BO3pacTa B paiioHe
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156. CBeneHust O JABMKEHHM BOCIHUTAHHMKOB B YUPEXKACHUAX JOLIKOIBHOTO
oOpa3oBaHus, B TOM YHCJIC 00 UX 3aKOHHBIX MPEICTABUTEIIAX

157. CBeneHust 0 HaaWyuu Yy4eOHBIX M3JAaHUM W HHBIX CPEJICTB OOydYeHWUS,
HEOOXOJMMBIX IS OpraHu3aiuu o0pa30BaTENBbHOTO Ipollecca B YUPEXKICHUSX
JIOIIIKOJIbHOTO 00pa30BaHMs

158. JIokyMeHTBI TIO yY€TY M JBIKCHHUIO JETel B Bo3pacTe 10 18 neT (cmuckw,
OTYETHI U JP.)

159. Pactiucanusi  y4eOHBIX 3aHATHUN, KOPPEKIUOHHBIX, CTUMYJIUPYIOUIUX,
NOAJICPKUBAIOIIMX U (aKyJIbTaTUBHBIX 3aHATHH, OOBEAMHEHUN IO HHTEpecaM
(KpY>KKOB, CEKIMH, CTyIuid, KITyOOB W JIp.), BBITYCKHBIX JK3aMEHOB B YUPEKICHUSIX
o01miero cpeaHero o0pa3oBaHMsl, YIPEKICHUIX 00pa30BaHMsI, HHBIX OPTaHU3AIMSIX, Y
WHIUBUIYAIBHBIX  TIPEANMPUHUMATENEH, KOTOPBIM B COOTBETCTBUH C
3aKOHO/IATEJIBCTBOM  TPEJOCTABICHO TPAaBO OCYHIECTBIATH OOPa30BATEIbHYIO
NEeATEeILHOCTh, PEATM3YIONIUX  00pa3oBaTeIbHBIE  MPOTPAMMBI  CHECITHATBHOTO
oOpazoBaHus (fanee — yupexAeHus CreuaibHOTO 00pa3oBaHuUs)

160. XKypHanel 0OIIEKUTUN YyUpeKIeHUW oOIIero cpeaHero oOpa3oBaHMs,
CHEIUaIbHBIX 00I1e00pa30BaTEeNbHBIX KO (CIEIHATBHBIX 00I1e00pa30oBaTEIbHBIX
IIKOJI-MHTEPHATOB), BCIIOMOTATEJIbHBIX IIKOJ (BCIOMOTaTEIbHBIX IIKOJI-UHTEPHATOB)

161. [lepenucka 00 UTOTOBOM aTTECTALMU YUYaIIUXCs B MOPSIIKE SKCTEpHATA TIPU
HOJIy4YeHUH 00111ero 6a30BOro U 00IIEro CpeHero 00pa3oBaHus

162. CBenenust 0 HajnbHEWINEM >KU3HEYCTPONCTBE BBIMYCKHUKOB YUPEKICHHM
oO0IIIero cpeHero oopa3zoBaHus

163. JIokyMEHTBI O TIEpEBOJIe OOYUYAIOIINXCS B HHBIC YUPESIKICHUS CIEIIUATBLHOTO
oOpazoBaHus (TOKJIAHbIE 3aMUCKU, 0O0OCHOBAHUS, EPEIUCKA U JP.)

164. XXypHaisl ydeTa MpONyIIeHHBIX U 3aMEHEHHBIX YUeOHBIX 3aHATHI

165. NUudopmaruu o )KU3HEYCTPOMCTBE, TATPOHATE BBIITYCKHUKOB CIEITHATBHBIX
00111e00pa30BaTeNIbHBIX  IIKOJ  (CMEHHaTbHBIX  00I1€00pa30BaTENbHBIX  IIKOJ-
WHTEPHATOB), BCIIOMOTATENbHBIX IMKOJ (BCIIOMOTATEIbHBIX IITKOJI-MHTEPHATOR)
(macmopT maTpoHaTa BHIMTYCKHUKA)

166. [Iporpammbl 0 TpOGUIAKTAKE M TPECEUCHUU KYypEeHHUs, YMOTpeOICHHUs
QJIKOTOJIbHBIX, CJIa00aJIKOTOJIBHBIX HAMMWTKOB, TIMBA, HAPKOTUYECKHX CPEJCTB,
MICUXOTPOMHBIX, TOKCHMYECKMX U JPYTUX OJYPMAHHBAIOIIMX BEMIECTB (KpoMme
OpraHu3alnii, B KOTOPBIX OHU OBLIU COCTABJICHBI)

167. ConnanpHble MacmopTa yUpeKIeHu 00pa3oBaHus

168. lokymeHTsl O paboTe MeaaroroB-MCUXO0JIOTOB, MEJAaroroB COIUATBHBIX,
yauTenei-1edeKToIoroB (MiaHbl, 0TYETh, MHPOpMAILINH, TIEpenucKa U JIp.)

169. XKypHansl yyeta HHAUBUIYATLHON U TpynnoBoil ¢opM pabOThl MeJaroroB-
TICUXOJIOTOB, TIEAAroroB COIMAIbHBIX, YUYUTEICH-T1eEKTOIOTOB

170. JlokyMEHTBl O TEPUOAMYECKUX MEAUIIMHCKUX OCMOTpax W MPHUBUBKAX
BOCITUTAaHHUKOB COITMATBHO-TICITATOTHICCKUX YUPESKICHUN (CBEICHUS, CITUCKH U JIP.)

171. XKypHainsl yyeTa NponyIIeHHbIX U 3aMEHEHHBIX YPOKOB

172. XKypHuansl y4eTa 3aHATANA ¢ BOCHUTAHHUKAMH JIOIIKOJILHOTO BO3pacTa

173. XKypnaisl yuera nocemeH1i HeGIaronoIyIHbIX ceMen

174. XKypnaisl yueTa NoceleHUI yupexaeHuii 00pa3oBaHus
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175. XKypnaisl yueta AHarHOCTUYECKOM pabOTHI

176. EnunoBpeMeHHbIe CBEICHUS O 3a00JIeBa€MOCTH BOCITUTAHHUKOB

177. XKypHainsl perucTpaiuy BOCIUTAHHUKOB B KAPAaHTUHHOM TpyIiie

178. XXypHassl yuera CaHUTapHO-TIPOCBETUTEIILHON paOOThI

179. CanutapHble KypHaJIbI

180. AMOynaTopHBbI€ KypHaJIbI

181. XXypHainsl yuera HHPEKITMOHHBIX 3a00JIeBaHU

182. XXypHansl yuera pU3NUECKOTO pa3BUTHS BOCIIMTAHHUKOB

183. XKypHainsl yyeTa 0CMOTpa BOCIIUTAHHUKOB Ha MEIUKYJIe3

184. XXypHaiel TuCIaHCEPHOTO y4eTa BOCTUTAHHUKOB

185. XKypnaisl yueta IpUBHBOK

186. XKypnais! yaera TpaBM

187. XKypnaisl yueTra KOHCYTbTAIIHA

188. XKypnais! yueta TOrOBOPOB O B3aMMOICHCTBUH YUpPEKACHUN 00pa30BaHUs C
OpraHM3alMsIMH — 3aKa34yMKaMu KaJIpoB TPU IMOATOTOBKE CIEIHMATUCTOB, pabodYmX,
CIIy’>KallluX, 3asBOK Ha MOJATOTOBKY CIIELIMATIUCTOB, PA00UNX, CAYKAIIUX

189. [lepenucka 06 opraHu3anuu 00pa3z0BATEIBHOTO MPOIIECCa MPU peau3aIuu
o0Opa3oBaTeNbHOM NpOrpaMMbl HOJATOTOBKM JIMI K MOCTYIUICHHIO B YUYPEKICHUS
oOpazoBanus Pecny6onuku benapychb

190. [lepenucka O TPOBEACHUM JHEW OTKPBITHIX JABEpPE B yUpPEKICHHUSIX
oOpa3zoBaHuUs

191. CBeneHust 0 KOJIMYECTBE 3asIBICHUM OT JIMII, TMTOCTYIMABIINX JJISI TTOJTYYCHUS
po(hecCHOHATBFHO-TEXHIUECKOTO, CPETHETO CIEUATBHOTO U BBICIIETO 00pa30BaHUS
B yUpexAeHUs 00pa30BaHUs

192. Kypnanel peructpanuy JOKYMEHTOB JIMI, TOCTYMAIOIIUX B YUPEKICHHUS
oOpa3oBaHMsi  JUIsl  TOJYyYeHHS  MpOo(ecCHOHATbHO-TEXHUYECKOTO,  CPEIHETO
CTEIMAFHOTO U BHICIIET0 00pa30BaHUs

193. Kypnanet ydera 3asBIEHUN JHIl, OOpPATUBIIMXCS JUIS Yy4acTUs B
poeCcCHOHATBHO-TICUXOJIOTUYECKOM COOECeIOBaHUM (TECTUPOBAHUMU), U TPUHSATHIX
peLIEHUI

194. OtyeTsl O TPOBEACHUU BCTYMUTEIBHBIX MWCIBITAHUA B  yUPEKICHHUS
oOpa3oBaHus (KpoMe OpraHU3allnii, B KOTOPHIX OHU OBLIA COCTABJICHBI)

195. JlokyMeHTBI O XOJ€ MpHeMa JIML, [OCTYHNAlOUIMX B YUYPEKICHUS
oOpa3oBaHust I TOJY4YeHUS  MPO(PECCHOHATBHO-TEXHUYECKOTO,  CPEIHETO
CHEIUAIBHOTO U BBICIIEr0 00pa30BaHus (CIpaBKu, UHPOPMAIIUU, CTIMCKH, TOKJIATHBIE
3aMKCKU U JIp.)

196. ExxenHeBHBIE CBENEHUS O pe3ysibTaTax BCTYMHTEIbHBIX HWCIBITAHUNA B
yupexaeHus: 00pa3oBaHUs

197. [lepenucka o npueMe U 3a4UCICHUU JIMI] B YUPEKIECHU 00pa30BaHUs

198. Kuuru ydera nepenauu B OTAeN KaapoB (yuyeOHYIO YacTh) JIMYHBIX €
00y4Jarommxcst

199. Pactiucanusi, rtpadukyd y4deOHBIX 3aHATHH, (aKyJIbTAaTUBHBIX 3aHSTHUH,
3aueToB (auddepeHIMpOBaHHBIX 3a4€TOB), SK3aMEHOB 10 YYE€OHBIM MpeaMeTam
(y4eOHBIM JUCLUMILIMHAM), TOCYJApCTBEHHBIX 95K3aMEHOB (KBaJU(UKALIMOHHBIX
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9K3aMEHOB), KAHIUAATCKUX 3a4eToB  (AudPepeHIMpOBaHHBIX  3a4€TOB) IO
o011e00pa3oBaTeIbHBIM JTUCIUILTAHAM, KaHIUAATCKUX HK3aMEHOB 1o
o011e00pa3oBaTeNbHBIM JUCHUIUIMHAM, KOHCYJbTAINH, 3alIUThl KYPCOBBIX MPOEKTOB
(KypcoBBIX pabOT), AMIUIOMHBIX IIPOCKTOB (IUIIOMHBIX paboT), MarucTepcKux
JUCCEPTAIHi, CETKH YacoB M0 YYEOHBIM MpeaMeTaM (YUYEOHBIM JUCITUTUTHHAM)

200. CRoikd, BEAOMOCTH  ydeTa  IIOCENIaeMOCTH  Y4YeOHBIX  3aHATUH
oOyJaromuMucs

201. XypHanbsl peructpaiuu KOHCYIbTallHMi

202. Ileperucka O TMPOBEJECHUU HSK3aMEHAIMOHHBIX CECCUM M JIOMYyCKe
oOyJarormuxcss K caade 3adeToB (audepeHIMpOBaHHBIX 3a4€TOB), AK3aMEHOB II0
y4eOHBIM mpeaMeTaM (y4eOHBIM JMCIHUIUIMHAM), BBICBUIKE JTOMAITHUX KOHTPOJBHBIX
paboT U IPyruM BOIIpoOcam

203. [1epeunu mpoBEpOYHBIX PabOT MO MPOU3BOACTBEHHOMY O0YUYECHHIO

204. [lepeunu kBanupUKaMOHHBIX (TPOOHBIX) paboT

205. [lepeunn TeM KypCOBBIX TIPOEKTOB (KYypCOBBIX pabOT), MHILUIOMHBIX
MPOEKTOB (JUTIJIOMHBIX paboOT)

206. Ilepenucka 00 OpraHu3alvy M COCTOSHHUH 3a0YHON (OPMBI MOJyYCHUS
oOpa3zoBaHuUs

207. XXypHasbl perucTpaifiu CrpaBOK-BbI30BOB OO0YYAIOIIUXCS 3204HON (HOPMBI
MOJIy4eHUs] 00pa30BaHUs

208. XXypHanbl yuyera AOMAIIHUX KOHTPOJBHBIX PAOOT M KYpPCOBBIX MPOEKTOB
(KypcoBbIX paboT) 00yJaronIMXcs 3a049HOM (OPMBI TTOJTYYSHHS] 00pa30BaHUs

209. JlokyMeHTHI 0 MPOBEICHUU pecnyOJIMKaHCKUX KOHKYPCOB
npo(hecCHOHAFHOTO MAacTepCTBa, TEXHUYECKOTO M JEKOPATHBHO-TIPUKIAIHOTO
TBOPYECTBA, CMOTPOB, CJETOB, BBICTABOK U JIPYTMX 00pa30BATEIbHBIX MEPONPHUATHI
(TIOJI05KEHMUSI, IPOTOKOJIBI, 3asIBKH, AaHKETBI, CITUCKH U JIP. )

210. Criucku opranu3zaiuii, Ha 6a3ze KOTOPBIX MPOBOIUTCS MPAKTUKA

211. KypHanel yueTra MPOU3BOJCTBEHHOr0 OOydeHUs, JabOpaTOPHBIX U
MPAKTUYECKUX 3aHSITUM, KOHTPOJIBHBIX PadboT

212. Tlepemnucka 00 YTBEPKICHUN cocTaBa rOCYyJ1IapCTBEHHBIX
KBTI (PUKAIIMOHHBIX (kBanmM(PUKAITMOHHBIX ) KOMHCCHH, roCyJ1apCTBEHHBIX
AK3aMEHAIIMOHHBIX KOMUCCHH U UX MIPECcEeaaTeIICH

213. BenomMocTu NepCOHAIBHOTO Y4€Ta BBITYCKHUKOB

214. Tlnanbl, BEAOMOCTH  pacmpenerceHus  (HampaBlIieHHssT Ha  paboTy)
BBITTYCKHUKOB

215. Kuuru yuerta BbIJa4M CIIPABOK O CaMOCTOSITEJIBHOM TPYIOYCTPOMCTBE U
NOATBEPKIEHUM O puemMe Ha padoTy

216. Knurun ydera BblJaud CBHUJIETEIBCTB O HampaBiIeHUHM Ha padboTy U
NOATBEPKIEHUM O pueMe Ha padoTy

217. JIokyMeHTBl O TPOBEICHUHU SKCKYpCHil (OT4eThl, MH(GOPMALIMH, THEBHUKH,
pedepartsl, epenucka u ap.)

218. Tlepemnrcka 00 yTBEPKICHUH COCTaBa TOCY/IapCTBEHHBIX YK3aMEHAIMOHHBIX
KoMHuccHi (KBaTM(PUKAIIMOHHBIX KOMUCCHIA) U UX TIpejceaaTenei
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219. JlokyMeHTBI O TOCYJJapCTBEHHOM peructpanu HHHOPMALMOHHBIX CUCTEM U
UH(GOPMAIIMOHHBIX PECYPCOB (3asIBKH, 3aKIIOUCHUS U JIp.)

220. Ilepenucka 1O BOMpPOCaM  MaTepUATbHO-TEXHUYECKOTo olecreueHus
JEeSATEITbHOCTH

221. XXypHanbl y4yeTa BbIJIayd KOHKYPCHBIX JIOKYMEHTOB, 3alPOCOB II€HOBBIX
MPEIJIOKEHUN

222. XXypHanbl yyera BblJauM MPUIIIAIICHUNA K YYacCTHIO B MPOIEAYypax 3aKylnoK
TOBapoB (pabot, yciyr)

223. XypHanbl perucTpaiuu mpeaioKeHul

224. XKypHaibl perucTpauy NpuObITUS YYaCTHUKOB HA 3aCeJaHUs] KOMHCCUU

225. XypHanbl yyeTa TOrOBOPOB O MaTepUaIbHO-TEXHUYECKOM 00eCcTieueHUN

226. JlIokyMeHTbl O TIOTPEOHOCTH B CHIpbE, MaTepHalaX, KOMIUICKTYIOIIUX U
MHBIX ToBapax (paboTax, yciyrax) (CBOJAHbIE BEJOMOCTH, TAOJIULIbI, pACYETHI U Jp.)

227. KOMIUIEKTOBOYHBIE BEIOMOCTHU

228. JlokyMeHTBhl 00 YCJIOBUAX M O(POPMIICHHH TOCTAaBOK CHIPbsl, MaTEpUaJIOB,
KOMIUIEKTYIOIMX M HHBIX TOBapoB (paboT, yciayr) (CIOpaBKu, CBEACHHUS, 3asIBKHU,
3aKa3bl, IEpenucka u ap.)

229. I'paduku OTTPY3KH ChIpbsl, MATEPUAIOB, KOMIUIEKTYIOLUIMX U UHBIX TOBapOB
MOTPEOUTEIISIM

230. JIokyMeHTbl O BBIJa4€ CBIPbS, MaTEpPHUAJIOB, KOMIUIEKTYIOIIUX U HHBIX
TOBapoB (0OOCHOBaHUS, HAPSIBI U JIP.)

231. XXypHanbl ydera ChIphbsi, MaT€pUAIOB, KOMIUICKTYIOIIMX U HHBIX TOBApOB,
OTIIPABIISIEMBIX TOTPEOUTEISIM

232. I'py30BbIe TAMOXKCHHBIC JCKIaparuu (JIeKIapaii Ha TOBaphI)

233. CBoaKH, BEAOMOCTH, KHUTH Y4€Ta OTTPY3KH KCTIOPTHBIX TOBAPOB

234. JIOKyMEHTBI O €XKETHEBHON OTTPY3KE CHIPhs, MaTEPHATIOB, KOMIUIEKTYIOIIIX
Y UHBIX TOBAPOB (AMCIIETYEPCKHE KYPHAIBI, CBOJIKU U JIP.)

235. CBenenusi 00 OTTPYKEHHBIX ChIpbE, MaTepUaIax, KOMIICKTYIOIINUX W WHBIX
TOBapax

236. OtueTsl 00 OCTaTKax, MOCTYIUIEHUHA M PACXOJIOBAHUU CHIPhS, MATEPUAJIOB,
KOMIUIEKTYIOIUX U UHBIX TOBAPOB

237. JlokyMeHTBI O Ka4eCTBE IMOCTYMAIONIMX ¢  OTIPABISEMBIX  CBHIPbS,
MaTepHaIoB, KOMIUIEKTYIOIINX W WHBIX TOBApOB (paboT, yciyr) (aKThl, 3aKIFOUCHUS,
CIIpaBKU U Ap.)

238. [lepenucka 0 3arOTOBKE U OTIPY3KE METAIIIMYECKOTO JJOMa

239. HopmaTuBbI CKJIQJICKUX 3a11acoB

240. Ilepenucka 06 opraHu3aly CKIAJICKOTO XpaHCHUS

241. Tlepenucka o MPUOBITUN TPY30B

242. Tlepemnucka o0 3aB03€ ChIpbsl, MATEPUATIOB, KOMIUIEKTYIOIIMX U UHBIX TOBAPOB
Ha CKJIaJIbI

243. TpeboBaHus 1 KOMUKU TPeOOBAHUI Ha MOJIydE€HHE HHCTPYMEHTOB CO CKJIa/I0B

244, Kaurn  y4yeTa  pacmopsiKEHUH HA  OTIYCK  CBIPhS, MaTepHAJIOB,
KOMIUIEKTYIOIUX U UHBIX TOBAPOB CO CKJIA/I0B

245. [lepenncka 00 UCTIONB30BAHUU TaPbl
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246. JIokyMeHTBI O JOIyCKe B CIY)KEOHBIE TOMENICHHWs] B Hepabodee Bpems U
BBIXOJIHBIC THU (3asIBKU, CBEJCHUS, TICPETIHICKA U JIP.)

247. I'padpuku 1e:)KypCTB paOOTHUKOB, KYpPHAIIBI ydeTa JIKYPCTB PaOOTHUKOB

248. JlokymeHThl 00 oQopMIIieHUH CIyKEOHBIX TMPOE3AHBIX JOKYMEHTOB,
OpOHUPOBAHUH MECT B TOCTUHUIAX (CIUCKH, CBEICHMUSI, IIEpEICKa U JIp.)

249. XypHaibl ydyera BbIIauM M€YATEH U MITAMIIOB

250. ITnanel, rpaduku NpodUIAKTHYECKHUX OCMOTPOB W TEKYIIEro pPEMOHTa
000pyZ0BaHUS U MH)KEHEPHBIX CUCTEM

251. JIOKyMEHTBI 0 TEXHUYECKOM COCTOSIHUH 3/IaHUH (TTOMEIEeHNI ), 3aHUMaeMbIX
OpraHu3alUsIMU (OTYETHI, CIPaBKH, CBEJICHUS U JIp.)

252. JIokyMeHTBI O TIOATOTOBKE 3AaHWK (TIOMEIIeHW) W OOOPYIOBaHUS K
AKCIUTyaTallMi B OCEHHE-3UMHUM nepuo/1 (TuiaHbl, rpaduku, Iepenucka u ap.)

253. XXypHanpl perucTpanud JOTOBOPOB O KOMMYHAIBHOM OOCITY)KMBaHUN
3TaHUN (COOPYKEHHUIA)

254, Tlepernrcka 0 KOMMYHAJIBHOM OOCTYKUBAaHHUH 3TaHUH (COOPYKCHHH )

255. Ilepernicka o conepkaHUM 37aHUIN (COOPYKEHHI) W TpUJIeraromeil K HuUM
TEPPUTOPHUH B HA/IJICKAIIEM TEXHUYECKOM U CAHUTAPHOM COCTOSITHUU

256. [lnanbl MEpONPUATHI 10 YKOHOMHH TEIJIOBOM U AJEKTPUUECKON SHEPTUU U
OTYETHI 00 UX BHITIOJIHEHUH

257. XXypHanbl yyeTa pacxoja TEIJIOBOM SHEPTUU, TOTPEOICHUS dIIEKTPUUECKON
SHEPTUU, TPUPOAHOTO Ta3a, BOJBI

258. XXypHainbl yuera ocMoTpa U pabOThl TU(HTOB

259. JIokyMEHTBI TI0 KOHTPOJIFO TPOTHBOIOKAPHOTO COCTOSHUS M peXuMa
OXpaHbI OpTraHu3aNui (IJIaHbl, OTYETHI, aKThI, CBOJIKH, CBEICHHUS, TIEPEITUCKA U . )

260. MucTpyKIny 0 Mepax mokapHoi 0€30MacHOCTH

261. MucTpykiun 1o AKCILTyaTallH CUCTEM MIPOTHUBOIIOXKAPHOTO
BOJIOCHA0KEHUS U YCTAHOBOK IMOYKAaPHOU aBTOMAaTHKH

262. ITHCTpYKIIMY TIO TYIIEHUIO MOKAPOB B AIEKTPOYCTAHOBKAX

263. NacTpykiuu 1o o0ecreueHnto dBaKyaliuu JIIoaei (Ha 00beKTaX ¢ MaCCOBBIM
peObIBAaHUEM JTIOICH )

264. Ileperiucka 0  TpPUOOpPETEHUH  TOXKAPHOW  TEXHUKH,  MOXKAPHOTO
00OpyZ0BaHUs, MOXKAPHOTO WHBEHTAPs, OTHETYIIUTENCH, OTHETYIIAIUX BEIIECTB U
JIPYTUX CPEACTB MPOTUBOIMOKAPHOM 3aITUTHI

265. XXypHabl perucTpaiu J0roBopoB 00 OpraHU3aIUKA OXPaHbI

266. Cxembl JUCITOKAINH MIOCTOB OXPaHbI

267. JlokymMmeHTBl O pexuMe paboThl OXPAHHUKOB UM CTOpoken (rpadukw,
pacnucanus u ap.)

268. 3asBKHU Ha OpyXKHKE, OOCTPUIIACKI, BEIIIEBOE UMYIIIECTBO JJIsl OXPAHHUKOB

269. OtueTsl 00 YCTPOMCTBE M SKCIUTyaTallUA TEXHUICCKUX CPEICTB OXPaHBI

270. Ilnanpl 3alIUTHl HACENEHUSI U TEPPUTOPUNA OT UPE3BBIYANHBIX CHUTyalUn
MPUPOTHOTO ¥ TEXHOTCHHOTO XapakTepa

271. Tlnansl npeynpeKIeHUs U TUKBUIAINNA YPE3BBIYAMHBIX CUTYaAIIUN

272. [1nanbl Tpak1aHCKON 0OOPOHBI
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273. lokymeHTsl 00 opraHuzanuu (yHKIMOHUPOBAHMS TOCYAapCTBEHHOU
CUCTEMBI MPEAYTPEKACHUS U JINKBUIAIIMN YPE3BBIYAMHBIX CUTYAIlUHd U TPaXKIaHCKON
000poHbI (yKa3aHusl, IJIaHbI, OTYETHI, MHPOpMAITIHU U Ap.)

274. Tlepenmucka 00 opranu3anuu  (QYHKIIMOHUPOBAHUS TOCYJapCTBEHHOMN
CUCTEMBI MPEAYNPEKACHUS U JIUKBUJAIMU YPE3BbIUAMHBIX CUTYallui U TPaXKIaHCKON
000POHBI

275. Ilepemnucka o JesTENHbHOCTH KOMUCCHI 110 YpE3BbIUAHBIM CUTYAIUSIM

276. JIokyMeHTBl O CO3/JaHHM, WCIOJb30BAHUU U BOCIIOJHEHUU PE3ECPBOB
MaTepUalbHBIX PECYpPCOB JUISl JIMKBUJALMK YPE3BbIYANMHBIX cUTyalud (KOMUU
peleHui, MPUKa30B, IEPENnrcKa u ap.)

277. JIokyMEHTBI O TTIOATOTOBKE PYKOBOIUTENCH, TOJDKHOCTHBIX JIUI], PA0OTHHKOB
OpraHu3aluii, HaceleHHWs B OOJacCTH 3alIUThl OT YPE3BBIUAHHBIX CHTYyaIlHid
MPUPOTHOTO M TEXHOTEHHOTO XapakTepa (IJIaHbI, MPOTPAMMBI, OTYETHI, TIEPEIUCKa 1
71p.)

278. lokyMeHTbl 00 OpraHu3allid W BEACHUU TPAXKTAHCKOH 0OOpPOHBI
(MOJIOKEHUS, TIIaHBI, OTYETHI, MeperucKa 1 Jip.)

279. lokymeHTsl 00 oOpraHu3alu (QPYHKIIMOHUPOBAHUS U TOJATOTOBKE CHII
rpaKJaHCKONH 0OOPOHBI (TIOJIOKEHMUSI, pEIICHUs, IEPEUHU, OPTraHU3aIlMOHHO-IITATHBIC
CTPYKTYpBI, TAOEIH U Jp.)

280. JoxymeHTHhI 00 00ecTieueHnr U UCTIONb30BAHUU CIICIIMAIBHOTO UMYIIIECTBA
rpaKIaHCKON 000POHBI (IJIaHBI, OTYETHI, CBEJCHUS U JIp.)

281. JIokyMeHTBI O COCTOSIHUM W  OKCIUTyaTallud  pPa3jNYHbIX  BHJIOB
TPAHCTIOPTHBIX CPEJCTB (CTIPaBKH, JOKIAIHBIC 3alTMCKU, CBEACHHUS, TIEPETHICKa U Jp.)

282. JIokyMEHTBI O HaJUYMH W COCTOSHHUW aBTOMOOWJIBHBIX MApKOB, Tapaykew,
MacTepCKuX (CIpaBKH, CBEJCHUS, IEPEIUCKa U JP.)

283. JlokyMeHTBI 00 OIpeneneHU: MOTPEOHOCTH B TPAHCIIOPTHBIX CPEACTBAX U
WX BBIJICTICHUH (3asBKH, paCUEThI, IEPETTUCKA U IP.)

284. JIokyMEHTBI O JBWDKCHHH TPAHCIIOPTHBIX CPEACTB (CBOJKH, CBEICHUS,
pacniucanusi, rpaduku, mepenucka u Jip.)

285. JIokyMEHTBI O COCTOSSHUM W Pa3BUTHM BHYTPEHHEH CBS3U (JIOKJIAIHBIC
3aMKMCKH, CIIPABKU, TIEPETTHCKA)

286. JIokyMEHTBI O PEMOHTE COOPYKEHUH U CPEICTB CBSI3M (ILJIAHBI, OTYETHI,
NepernucKa u ap.)

287. XXypHanbl peructpaiuu J0roBOPOB 00 OpraHU3aIliu, SKCILTyaTaliu, apeHIe
Y PEMOHTE BHYTPEHHEW CBS3U

288. Ilepenucka o mnpoBeAeHUH padOT Mo TenedoHU3aUUU, paanodukanuu,
CUTHAJIM3AITMH ¥ SKCIUTyaTallid BHYTPCHHEH CBSI3M OpTraHU3aIluu

289. Cxembl JMHUH CBSI3M OpraHU3aUN

290. XKypHaubl, KHUTH y4yeTa TeJle(OHHBIX pa3roBOPOB

291. XXypnanbl npodUIaKTHUECKUX OCMOTPOB 000PYI0OBAHUS U KAHAJIOB CBSA3U

292. TexHU4eCKHe KypHaJIbl SKCIUTyaTalliu CPEJICTB CBS3U

293. JIokyMeHTBI TI0O TIOATOTOBKE YYPEIUTEIBHBIX CbHE370B, KOH(MEpPEHIUH,
OoOIMX W WHBIX YYPEAUTEIbHBIX COOpaHWi OOINECTBEHHBIX OpraHu3aruii (TUTaHBI,
IPOTPaMMBbI, CIIpaBKH, HPOPMAIIUU, TIEPETIHCKA U JIP.)
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294. JlTokyMeHTbl 00 WTOTrax OTYETHO-BHIOOPHBIX KAMIIAHWUW, BBIMOJIHEHUU
pEIICHU BBICIIMX OPraHOB OOINECTBEHHBIX OpraHu3aIii (OTYETHI, CIPaBKH,
IIPOTOKOJIBI U JP.)

295. Ilepenurcka 06 opraHu3alvy ¥ MIPOBEACHUN OTYETHO-BBIOOPHBIX KaMITaHUH

296. ITnanel npoBeIeHUsT 00IIECTBEHHBIX MEPOTIPUITHI

297. JIOKyMeHTBI O JACSITEIbHOCTH KOMHUCCHH OOIIECTBEHHBIX OpTaHU3aINN
(TPOTOKOJIBI, aKTHI, BEIOMOCTH, CBEACHHUS U JP.)

298. ®uHaHCOBBIE CMETHl  OOIIECTBEHHBIX, IIEPBUYHBIX  OOIIECTBEHHBIX
OpraHu3alun

299. OTuetsl 00 HCHONHEHWU (PUHAHCOBBIX CMET OOIIECTBEHHBIX, MEPBUYHBIX
OOIIECTBEHHBIX OpraHU3aIuil

300. /IoxyMeHTHI O TIOCTYIJICHUH W PACXOJOBAHUM WICHCKHX B3HOCOB (OTYETHI,
nepernucka u ap.)

301. JIoxymMeHTHI 00 y4eTe WICHCKUX OWJICTOB (OTYETHI, 3aBKH, aKThI, CBECICHUS
u Jp.)

302. Y4eTHbIC KapTOUKH WICHOB OOIIECTBEHHBIX OpraHU3aINil

303. Criucku 41eHOB OOIIECTBEHHBIX OpraHu3aIui



