Paccmotpeno u yrBepxkaeHo YTBEPXIAIO
Ha 3acenanuu YueHoro Cosera Pexrop HYO BIIIIO «TMVY», k.3.H.
mp. Ne 2 ot 30.09.2021r. B.B.fcTtpeboBa

UHCcTpYyKIUA

1O AEJOITPON3BOACTBY HEI'OCYJAPCTBEHHOI'O
YYPEXIEHUA-OPTTAHU3AIINU BBICIHEI'O ! ITOCJIEBY30BCKOI'O
MPOPECCHOHAJBHOI'O OBPA30OBAHUSA «TUPACIIOJIbCKUAM
MEXPETMOHAJIbHBIA YHUBEPCUTET»

Breneno B aerictBue [Iprukazom

pexropa HYOBIITIO «TMY»
Ne 58-OJf ot 01.10.2021r.



I'maa 1. OBIIUE NOJIOXKEHUWA

1.1. Hacrosmas UHCTpyKIus MO 1€T0NPOU3BOJCTBY B HETOCYAapCTBEHHOM
YUPEKACHUU-OPTaHU3aMU  BBICHIETO M IOCJIEBY30BCKOTO0 MPO(EeCCHOHATBLHOTO
oOpa3zoBanus «TUPAcCHOABCKUM MEXpPErMOHANbHBI YHHUBEpCUTET» (lajee —
VYHUBEPCUTET) YyCTaHABIMBAET EAMHYIO CHCTEMY JEJIONPOM3BOJICTBA, MOPSIAOK
MOATOTOBKH, O(MOPMIICHHS, MPOXOXKJICHUS, KOHTPOJS MCIOJHEHHUs, YyyeTa,
XpaHEHHUs, NeYaTH, KOMUPOBAHUS U TUPAKUPOBAHUSA CITYKEOHBIX TOKYMEHTOB.

1.2. PyKoBOACTBO M KOHTPOJb BEICHUS JEJIONPOU3BOJICTBA B Y HUBEPCUTETE
OCYILECTBIISIET CTPYKTYPHOE MOJApa3ICICHUE.

1.3. OTBETCTBEHHOCTh 3a OpPraHU3aLMIO JEIONPOU3BOJICTBA B CTPYKTYPHBIX
NOJAPA3ACICHUAX, CBOEBPEMEHHOE M Kay€CTBEHHOE MCIOJIHEHUE JTOKYMEHTOB, HMX
COXpPaHHOCTb B  COOTBETCTBMM C  HOPMATHBHBIMU  TpPeOOBaHUSIMU IO
JETONPOU3BOJICTBY, BO3JAracTCs HaA PYKOBOJMTENIEH CTPYKTYPHBIX MOJApa3ACICHUN
YHuBepcurera.

PykoBoauTenu CTPYKTYpHBIX TMOApA3AEIEHUN JIOJDKHBI — 0OecreunBaTh
PaBUJIbHOE U PAllMOHAJIBHOE MCIIOIb30BAHUE CPEICTB OPITEXHUKHU, PACXOJIOBAHUE
CIIyeOHBIX OJJAHKOB U OyMardu.

1.4. Bce COTPYAHUKH CTPYKTYPHBIX NOApPA3ACIEHUN HECYT
OTBETCTBEHHOCTh 3a BBINIOJIHEHHE TPEOOBAHUIM WHCTPYKIMH, 33 COXPAHHOCTH
HAXOJSIIUXCS Y HUX CITY>KeOHBIX TOKyMeHTOB. OO yTpaTe JOKYMEHTOB, COTPYIHUK,
OOHapy>XUBIIWK (akT Takod yTpaThl, HEMEIJIEHHO IOKJIAJbIBAET PYKOBOIUTEIIO
noJipasfieseHusi, KOTOphlii coobmaer o ciayduBiieMcs Pexkropy YHuBepcuteTa.
Ilepeqaya HOKYMEHTOB, HMX KONUM COTPYJHHKAaM CTOPOHHUX OpTraHU3alMi
JOMYCKAeTCs TOJIBKO C pa3pelICHHs] PEKTOpa Y HUBEPCUTETA.

1.5. Ilpu yxone paOOTHUKOB B OTIYCK, YOBITUM B KOMaHIUPOBKY UMEIOIIUECS
y HEro JAOKYMEHTHI M0 YKa3aHUIO PYKOBOIUTENS CTPYKTYPHOTO MOJpa3/esiCHHs
nepenalTcsl JIpyroMy pabdOTHHKY, KOTOPBIA 00si3aH TPHUHATH MEPhl K HX
CBOEBPEMEHHOMY HCIIOJIHEHHUIO.

[Ipy yBOJIBHEHMH WM TEPEMEIICHHM JIMIA, OTBETCTBEHHOI'O 3a BEJICHHE
JIEJIONIPOU3BOJICTBA, BCE YHUCISIIMECS 3a HUM CIy)KEOHbIE JTOKYMEHTHI, Ie4aTH,
IITaMIIbl, CPECTBA OPITEXHUKHU JOJHKHBI ObITh NIEPEIaHbl 110 aKTy.

AKT COCTaBJII€TCS B JBYX OK3EMIUIAPAx, IMOANUCHIBACTCS CAAIOMUM U
MIPUHUMAIOIIMM JIesa U yTBepxkaaercs Pekropom YHuBepcurera.

1.6. Benenue MEPENUCKU C OpraHaMy TIOCYJapCTBEHHOW BIIACTHU
ocyuiecTBisieTcs: PekTopoM nim nmpopekropamu (1o nopy4yeHuro Pexropa).

Benenue nepenucku ¢ ApyruMu OpraHU3alUsaMK OCyLIECTBIsAETCS PekTopoMm
WIM TI0 €r0 MOPYYECHHMIO MPOPEKTOPAMH WM PYKOBOAUTEISIMUA CTPYKTYPHBIX
MOJPa3ICICHUN.

1.7. BeinoiHeHWE HACTOALIEW MWHCTPYKLIHMH O00s3aTENbHO JUIsl  BCEX
COTPYZAHUKOB Y HUBEPCHUTETA.

I'masa 2. JIOKYMEHTbBI YHUBEPCUTETA




2.1. VYHuBepcuTeT = H3AaeT  ClEAyIOIIME  JOKYMEHTHI:  IpPHUKa3bl,
pacnopsKeHus, MOJI0KEHUs, MPaBUIIa, UHCTPYKIMU, METOJUYECKUE PEKOMEHIAINY,
MPOTOKOJIBI.

2.2. C uenpl0 COBEPUICHCTBOBAHUSA OpraHU3AIMU JEJIONPOU3BOJACTBA, B
VYHuBepcuTeTe YCTaHABIMBAIOTCS €JUHBIE MPaBUiIa 0POPMIEHHUS JOKYMEHTOB.

I'maBa 3. HPABHWJIA TIOJATOTOBKHM W  O®OPMJIEHUA
JOKYMEHTOB

3.1. JIOKyMEHTUpPOBAHUE YIPABICHUYECKON JEATEIBHOCTU 3aKIIIOYACTCS B
¢ukcanun Ha OymMare WIM APYTUX HOCHUTEJISIX TO YCTAHOBJICHHBIM ITpaBUJIaM
YIPaBICHYECKUX JACHCTBUH, T. €. CO3aHUU YIIPABICHYECKUX JOKYMEHTOB.

JIOKyMEHTHPOBAHUE OCYIIECTBIISIETCA HA PYCCKOM SI3bIKE C UCTOJIb30BAaHUEM
ANEKTPOHHBIX Hocutene. I[lpu moaroroBke u odopmieHHH JTOKYMEHTOB
HEOOXOIUMO CcOOJNIO/IaTh MpaBWiIa, OOECIEeYUBAIOIINE IOPUIUYECKYIO  CHITY
JIOKYMEHTOB, ONEPAaTUBHOE W KAYECTBEHHOE MCIIOJHEHUE M TOUCK, BO3MOKHOCTh
00pabOTKHU JTOKYMEHTOB C TOMOIIBIO AJIEKTPOHHBIX YCTPOUCTB (KOMITBIOTEPOB) H
OPIrTEXHUKH.

JIOKyMEHT UMEET IOpUIMYECKYI0 CUJIy [pU HaJIUYUUd PEKBU3UTOB,
o0si3aTeNbHBIX IS JTAHHOTO BHJA JIOKYMEHTa, a HWMEHHO: HaWMCHOBaHHUE
OpraHv3aluy, Ha3BaHUE BHUJA, aJpec, J1ara, HOMEp, 3arojiOBOK K TEKCTY, TEKCT,
BU3bI, IOJINUCH, NTe4aTh (npu HeoOxoaumoctu), @.M.O. ucnonHuTens.

B mpouecce moaAroToBku u 0GOpMIIEHUS COCTaB PEKBU3UTOB MOXKET OBITh
JIOTIOJTHEH ¥ U3MEHEH, €CJIM TOro TpeOyeT Ha3HaueHUE JOKYMEHTA.

3.2. BJaHkW 10KYMEHTOB

3.2.1. JlokymMeHTBbl IOJDKHBI OQOpMISIThCS Ha OJlaHKaX YHHBEpCHUTETa U
UMETh YCTAHOBJICHHBIM KOMIUIEKC O0O0S3aTE€IbHBIX PEKBU3UTOB U CTAOMIBHBIN
MOPSAZIOK UX PACTIONIOKEHUS.

B VuuBepcurere npumenseTcs 61aHk nmucbMa npoaoiabHbii (IIpunoxxenne No
1)

brnankun MOKyMeHTOB M3roTaBiauBaroTcs Ha Oymare ¢gopmara A4 (210 x 297
MM).

Hcnonp3oBanue OJIaHKOB B TPOW3BOJIBHOW (opmMe HE pas3pemaercs.
N3roroBnenue ONaHKOB MPOU3BOJAUTCS B MOJPA3JIENECHUSX HA SJIEKTPOHHBIX
CpeAcTBax (KOMIbIOTEPAX) U OPTTEXHHUKE.

OO6muii 61aHK UCIOIB3YETCs IS M3TOTOBIICHHS JIFOOBIX BHJIOB JIOKYMEHTOB,
KpOME CIIPaBOK, IPOTOKOJIOB, aKTOB, IITATHOI'O PAaCIHCAHUSI.

3.3. OdopMiieHue peKBU3UTOB JOKYMEHTOB

3.3.1. HauMmeHoBaHHe OPraHU3AIUM - ABTOPA JOKYMEHTA

HanmenoBanue VYHuUBeEpcUTETa YyKa3blBa€TCsl B TOYHOM COOTBETCTBUHU C
YcraBoM —  HErocyapCTBEHHOE  YUPEXKACHUE-OpraHu3alus  BbICIIETO U
MOCJIEBY30BCKOI0 po¢dheCCHOHATIBHOTO o0pa3oBaHus «Tupacnonbckuii
MEXpETHOHANBHBIM yHUBEepcuTeT». CokpameHHoe HauMmeHoBanHue: HYOBIIIIO
«Tupacnonbcknii MmexxpernoHanbHbil yausepcure wim HYOBIIIIO «TMVY».



3.3.2. Ha3BaHue Bu/1a JOKYMEHTA

Ha3zBanue n0KyMeHTa, COCTaBJIEHHOIO WM W3JAHHOTO Y HUBEPCUTETOM,
JIOJDKHO COOTBETCTBOBATh COACPIKAHUIO JIOKYMEHTHUPYEMOTO YIPAaBICHYECKOIO
nerctBus (MpuKa3, MPOTOKOJ, aKT, IITaTHOE pacnucaHue W T. A.). Ha3Banue
JIOKyMEHTAa MeYaTaeTcsi MPOMUCHBIMU OYKBaMU, IOy KUPHBIM MIPUPTOM.

Ha3Banue nokymeHTa He yKa3bIBaeTCsA HAa MUChMax.

3.3.3. /laTta 10KyMeHTa

JlaToil mOKyMeHTa SBIS€TCS JaTa €ro MOJMHUCAaHus; JJIs JOKYMEHTa,
MPUHUMAEMOTO KOJIJIETHAIBHBIM OpPTaHOM - JaTa €ro MPUHATUS; JUIs JOKYMEHTa,
TPeOYIOIIETO €ro yTBEpXKACHUS - Jara ero yTBepxiaeHusa. Jlata mokymeHTa
MPOCTABIISIETCS OTBETCTBEHHBIM COTPYIHUKOM B JICHb MOANUCAHUS (YTBEPKICHUS)

JTOKYMEHTA.

JIns  J1OKYyMEHTOB, COCTaBJICHHBIX  OJHOBPEMEHHO  HECKOJIbKUMH
OpraHu3alusMH, JaTOM JIOKYMEHTa SBJSETCS JaTa MOANUCAHUS €ro IMOCleIHEN
OpraHU3aIUuEH.

JlaTa monnucaHus, YTBEPKACHUS, COTJIACOBAaHUS TOKyMEHTa, a TAKXKe JIaThl,
colepKaluecss B TEKCTe, MOTyT O(OpMISTbCS HUPPOBBIM WU CIOBECHO-
U(GPOBBIM CIIOCOOOM. DJIEMEHTHI IAaThl MPUBOAATCS apabCKkuMu nmuPpamMu B OAHY
CTPOKY B MOCJIEIOBATEILHOCTHU: YUCIIO0, MECAIL, TOJ.

3.3.4. llonnuch JOKyMeHTa

JIOKYMEHTBI, HallpaBisieMble YHUBEPCUTETOM B OpraHbl T'OCYIapCTBEHHOU
BJIACTH, ITOAIUCHIBAIOTCS PeKTOpOM.

JIOKYMEHTBI, HalpaBJIsIEMbIE B aJpec APYIMX OpraHu3aluil, YUpeKICHUN U
IpeaNpUATUHI, TOANUCHIBatOTCA PekTopoMm.

B coctaB noanucu BXOIAT: HaMMEHOBAHHUE JOJDKHOCTH IOANMCHIBAIOIIETO
JOKYMEHT, JIM4YHas MTOANUCH U €€ paclIn(poBKa.

Hampuwmep:

PexTop HYOBIIIIO «TMY»,
K.3.H. B.B. SicTpedoBa
ITonmuce N.0. damunusa

B nokymeHTax, MOATrOTOBJIEHHBIX KOMHCCHEW, YKA3bIBAIOTCA HE JTOJKHOCTH
MTOATMCABIINX JIUII, @ UX 00S3aHHOCTH B COCTaBE KOMHUCCHH.

[Ipy nmoanucaHuM JTOKYMEHTAa HECKOJBbKHUMM JIOJKHOCTHBIMHU JIMIAMU WX
MOJIMUCHA  PACIoJIaraloTCs  OJHA MOJ  JAPYyrod B IIOCIENOBATEIbHOCTH,
COOTBETCTBYIOIIEH 3aHUMAEMOM JOJKHOCTH.

[Ipu moanucanuy TOKyMEHTA HECKOJIBKUMH JIMIIAMU, 3aHUMAIOIIUMH PaBHBIE
JTOJDKHOCTH, WX TOAIKUCH PAcIoJiaraloT Ha OJHOM YypoBHE. Eciu J0mKHOCTHOE
JIAI0, TOAIKUCH KOTOPOTO 3aroTOBJICHA HAa MPOEKTE JOKYMEHTa, OTCYTCTBYET, TO
JOKYMEHT JOJDKEH TMOMUCHIBATHCS JIMIIOM, UCTIOJHSIONIMM €r0 00S3aHHOCTU WIIH
ero 3aMmecTuTeneM. JJoKyMEeHT MOXKET OBITh MOAINCAH UCTIOIHSIONUM 00SI3aHHOCTH
JTOJDKHOCTHOTO JIMIIA ¢ YKa3aHUEM ero (paKTHYECKOMW OKHOCTH U (haMUINuU WU
yKa3aHUEM, 4YTO OH BPEMEHHO MWCIOJHSIET OO0A3aHHOCTH JOJDKHOCTHOTO JIWIIA,
HampuMmep:



. o. pexropa [Toanuck N.0O. ®amunus

" n

He nomyckaercs mnonanucaHue JOKYMEHTOB C mpeaioroMm '"3a" wumm
MIPOCTaBJIEHNUE KOCOM YepTHI Nepe]] HAMMEHOBAHUEM JOJKHOCTH.

3.3.5. YTBep:kaeHne JOKYMEHTA

OcoObIM  crocoOOM  BBEJIEHHUS JIOKyMEHTa B JEHCTBUE SBISECTCA €ro
yTBepkaeHue. lIpuMepHbIil nepeyeHb TOKYMEHTOB, MOUICKALUIUX YTBEPKIEHUIO,
npuselieH B [Ipunoxennn Ne 2.

JlokyMeHThI yTBepKHaroTcs Pektopom YHuBepcurera.

I[Ipu odopminenun rpuda yTBEpKACHUS HEOOXOAMMO  COOJIIOIATH
cienyrouiee:

rpud yTBEep:KIAECHHS TOMEIAETCs B IPAaBON BEPXHEW YacCTH TIOKYMEHTA.

Braocute kakue-nuO0 W3MEHEHUSs W J00aBiIeHHS B IOANHMCAHHbBIC
(YTBEpK/ICHHbIE) TOKYMEHTBI, HE JI0ITyCKaeTCsl.

OTBETCTBEHHOCTh 32 Ka4yeCTBO MOJTIOTOBKH JOKYMEHTOB U JOCTOBEPHOCTD
colepKalllMXcsi B HHUX JaHHBIX BO3JlaraeTcss Ha JiMla, MOATOTOBUBIIHE,
3aBU3MPOBABIINE U MOITUCABIINE JOKYMEHTHI.

Hanpumep:

YTBEPX/IAIO
Pextop HYO BIIIIO «TMVY», k.3.H.
B.B.fcTpebonra

3.3.6. PexkBu3ut «Ileuarnby.

[Tpu HEOOXOTUMOCTH JOKYMEHT 3aBepsIeTCs NIeYaThi0 Y HUBEPCUTETA.

[Teyatp ¢ wuzoOpaxkenuem repba I[IMP craBuTCs Ha JOKyMeHTax, TIe
BOCIIPOM3BECHUE OTTUCKAa OJTOW I€YaTH CHEHHAIBHO MpeaycMaTpUBaeTCs
3aKOHOATEIbCTBOM.

OTTHCK MeYaTu cieayeT MPOCTAaBIATh TAKUM 00pa3oM, 4TOObI OH 3aXBaThIBA
YacTh HAWMEHOBAHHUS JOJDKHOCTH JIMIA, MOAMMUCABIIETO JOKYMEHT, M 4YacTh
HOAMKCH.

Ha noxymenTax ¢uHaHCOBOTO XapaKTepa U AUIIOMaX MeYaTh MPOCTABISIETCS
Ha CIELHAJIbHO OTBEIEHHOM MecTe. Kak mpaBuio, 3TO MECTO HAaHECEHUs NevaTu
o0o3Hauaetcsi cumBoioM «M.ILy» 0e3 3axBaTa HaWMMEHOBAHHS OJDKHOCTH U
noamucu. OTTUCK MPOCTABIISIEMON MeYaTH JOJKEH OBITh XOPOIIIO YUTAEMBIM.

[leyaTh cTpyKTypHOTrO ToJpasnencHusi (He repOoBas), MOXKET CTaBUTHCS Ha
KOMUSIX JOKYMEHTOB, HANpaBiIsieMbIX B JPYrUe YUYPEXKACHUS; PA3MHOKEHHBIX
AK3EMIUIAPAX PaACHOPSAUTENbHBIX JOKYMEHTOB IMPU HMX PACCHUIKE, HA CIpPABKaXx,
MOATBEPKAAIOIUX (DAKTHI, CBA3AHHBIE C TPYJOBOM JEATEIBHOCTHIO U O0yUYEeHHEM
rpaXk/aH.

3.3.7. Anpecauusi JOKyMeHTa

JIOKyMEHTHI aJIpecyloT B OPraHU3allNH, UX CTPYKTYPHBIE OAPA3ACICHUS WU
KOHKPETHOMY JOJKHOCTHOMY JIUILY.



IIpy HampaBieHUM NOKYMEHTa AOJDKHOCTHOMY JIMIY Ha3BaHHWE OpraHU3alMH,
€€ CTPYKTYpHOTO mojpasjeneHus, (aMuuio aJpecara yKa3blBalOT B JATEIbHOM
Hajexe.

Hanpumep:

Jupexropy I'Y «Pecny0iMKAHCKMH HEHTP
MaTepHaIbHO TEXHMYECKOIr0 odecneyeHn s>
MunucTepcTrBa NpocBeleHus
IIpuanectpoBckoit Moanasckoi PecnyOoimkn
N.0. ®amuniaus

3.3.8. Odopmiienne NPUIOKEHUIH K JOKYMeHTaM (MUCbMaM)

Eciu x ciyxeOHbIM JOKyYMEHTaM (MUChbMaM) TMpUiIaraiTcs JIpyrue
MaTepuabl, TO O HUX yKa3bIBAETCA B KOHIIE TEKCTa Iocie ciosa «lIpuioxenuer.
CnoBo «IIpunoxkeHne» mnedaraeTcss ¢ KpPacHOM CTPOKM M IOCJE €ro HalmMCaHUs
cTaBuTcs BoeToune. [IpuinoxkeHus A0HKHBI UMETh BCe HEOOXOAUMBIE JJI TAHHOTO
JOKYMEHTa PEKBU3UTHI (Ha3BaHHE, 3ar0JI0BOK, MOJAMKUCH JIHI], OTBETCTBEHHBIX 32 UX
coJiepKaHue, 1aTy, OTMETKY O COIVIACOBAHUU U T. I1.).

Ecnu ciyxeOHbIil TOKyMEHT (TUCHhMO) UMEET MPHIIOKEHHS, TO HEOOXOAUMO
IIEPEUYUCIIUTDh UX HAa3BaHUs, KOJIMYECTBO JINCTOB U IK3EMIUISIPOB KaXKJI0r0,

HaIpuMmep:

[Tpunoxenue: 1. IIpoekT pemenuss Yuénoro coera Ha 4 1. B 5 3K3.
2. IIpoexr IIporpammsl pazsutust TMY Ha 7 1. B 2 3K3.

Ecnu x [nokyMeHTy mpuiaraercss JIpyrod JIOKYMEHT, TakKe HMEIOUIui
OPWIOXKEHHE, TO OTMETKa O HAJIMYMM TPHIOKEHHS JelaeTcs Mo Cleayrolen

dbopwme:

[Ipunoxenne: mucbMo MunncrepcTBa npocsenienus [IMP
ot 17.02.2008 Ne 02-5/101 u mpuiioKeHHE K HEMY, BCETO
Ha 5 1. B 1 7K3.

Ecnu mpunoxkenuss cOpoOIIIOpOBaHbI, KOJUYECTBO JHCTOB B HHUX HE
YKa3bIBaeTCs, HAIIPUMED:

[Tpunoxenue: 6pornropa B 2 IK3.

Ecnu npunoxeHus HanpaBIIAtOTCA HE BO BCE YKa3aHHBIC B IOKYMEHTE aJpeca,
TO OTMETKY O HAJWYUU NMPUIIOKEHUS JIeNIAl0T 0 caeayromieit hopme:

[Ipunoxenue: Ha 3 1. B 2 3K3. B IEPBBIN aapec.

3.4. Oco0eHHOCTH TOATOTOBKH H OGOPMJIEHUS OTAEIbHBIX
BU/IOB BHYTPCHHHX JOKYMCHTOB

3.4.1. Ilpuka3 (Ilpunoxenue Ne 3) - mpaBoOBOW aKkT, W3AaBacMblii PexTopom
YHUBepcuTeTa JUIS PEIICHUS OCHOBHBIX M ONEPATUBHBIX 3aad, CTOSIIMX Iepes



VYuuBepcutetoMm. IIpuka3 AokeH MMETh HOMEpP MU JaTy, KoTopas ohopmiseTcs
IM(POBBIM MITM CIOBECHO-LU(PPOBBIM CLIOCOOOM.

3aroja0BOK JOJDKEH KPAaTKO M TOYHO OTPAXKaTh COAEP/KAHME TEKCTA MPHUKA3a.
Touka B KOHIIE 3aroJ0BKa HE CTAaBUTCA. 3arojOBOK, COCTOSAIIMNA M3 OAHOUN U Ooisee
CTpOYEK, Nedaraercs Moy upHbiM wmpuptom No 14 wyepes 1 MexcTpouHbIit
MHTEPBAJI U BBIPABHUBAETCS IO LIEHTPY CTPOKH. lIpHuKa3 momKeH MMETh 3arojioBoOK,
KOTOpPBIM, Kak TmpaBuio, HauuHaeTcsa ¢ mnpemiora "O (06)". Hampumep: O6
yTBEPKAECHUMU..., O perucrpanui..., O co31aHUM...

Tekcr mpukasza, Kak MPABUIIO, COCTOUT W3 JIBYX YACTEW: KOHCTATUPYIOLIEHU
(mpeaMOyIibl) ¥ pacOPAIUTEIBLHOM.

B koHcTatupyromei yacTH KpaTKO M3JararoTcs Leld U 3ajaud, (akTsl U
COOBITHSI, HOPMATUBHbIE JIOKYMEHTBI, MOCTY>KUBIIME OCHOBAHHEM JJisi W3JIaHUsA
npukasza. Yamie Bcero sTa 4yacTh NPHUKa3a HAYMHAETCS CJIOBAMU «B LEJAX», «B
COOTBETCTBHUM), «BO UCIIOJIHEHUE ...

[IpeamOyna B mpoektax mpuka3oB 3aepiiaercs ciioBom I P U K A 3 bl
B A IO, xotopoe mnedaraercs SKHUPHBIM WPUGTOM B pPa3psaKy, COIJIACHO
[Tpunoxennto Ne 3.

Homyckaercs odopmiieHHe NPUKA30B, HE COAEpXKAIIMX MNpeaMOyIbl, eciu
IpEeINUChIBAEMbIE ICHCTBUS HE HYXKIAIOTCA B Pa3bSICHEHHUH.

B npukazax 1mo OCHOBHOM JAESTENbHOCTH PEHIAlOTCS BOMPOCHl YUYEOHOMH,
XO3SIUCTBEHHOM, (PMHAHCOBOU NIEATETLHOCTH, IJIAHUPOBAHUS, OTYETHOCTH, YUeOHO-
BOCIHUTATENILHOTO TMpollecca, (U3UYECKOro pa3BuTus M T. 1. KX perucrpanus
IPOUCXOIUT MO KajeHaapHoMy roay. B mpukazax mo y4eOHOU JesTeIbHOCTH
pemaroTcsl BOIPOCHI O ABUKEHUIO KOHTUHIEHTA, BBIXO/JA HA MPAKTUKHU, O JOIYCKE
K 9K3aMeHaluuoHHbIM ceccusiM, MI'A u T.n. WX perucrpauus NOpoOUCXOAUT IO
KaJleHapHoMy rofy. [Iprkassl 1o JIMYHOMY COCTaBY M3JAIOTCS U PETUCTPUPYIOTCS
B COOTBETCTBHUH C TPEOOBAHUAMU IO KAJPOBOMY JICTIONPOU3BOJICTRY.

[Tpukassl qomxKHBI 0GOPMIIATECS HA OJaHKe YHHUBEpCHTETa. YTOTpeOIeHHe
0JIaHKOB TIPOM3BOJIBHOM (PopMBI He momyckaercs. Ilepemada mpuka3zoB, WX KOMUMA
paboOTHUKAM CTOPOHHUX OpraHU3AIMI JOMYCKAeTCsl TOIBKO ¢ paspeimieHus Pextopa
YHuBepcurera.

Ecnu mpuka3 BBOAUT B JEHCTBUE Kakue-TMOO JOKYMEHTHI (MHCTPYKIIHMH,
rpaduKy, MpaBuiia, MOJOXKEHHUsS), TO OHM O(OPMIISIOTCS B BHJE NPUIOKEHHUS K
IIPUKAa3y.

B mpunoxeHusx K  pacnopsauTENbHbIM  JIOKYMEHTaM  (IpuKazawm,
pacnopsDKEHUsIM) B IIPaBOM BEpXHEM yIily numyTt cioBo «lIpuioxenue» c
yKa3aHWEM HauMEHOBAaHUs PacIOpPSAUTEIBHOIO CIY>KEOHOr0 TOKyMEHTa, €ro J1aThl
Y PETUCTPALIMOHHOTO HOMEPA.

Hanpumep:

[Tpunoxenne Nel
K [Ipukazy Ne 34-VY
ot 24.02.2021r.
Hymepanusa npuiioxeHuil OpOU3BOAUTCA TOJIBKO B TOM CIIy4ae, €CIU HUX
KOJIMYECTBO OoJibllle 0HOTO, HanpuMep: [Ipunoxenue Ne 1, [Tpunoxenne No 2.



[Tocne moanucanus mpuKas NeEPegaCTCs HA PETUCTPALIHIO.

3.4.2. Pacnopsikenue ([Tpunoxxenune Ne 4) -  pacnopsaWTeIbHBIN
JOKYMEHT, W3[aBa€Mblii CTPYKTYPHBIM IMOAPA3JCICHUEM  YHUBEPCUTETA, IO
BOIIpocaM HH(POPMAIIMOHHO-METOJAMYECKOTO XapakTepa, a TaKXKe IO HEKOTOPBhIM
BOIIPOCAM ONEPATUBHOTO YIIPABJICHUA JIEITEILHOCTHIO YHUBEpcuTeTa. [lonroroska
1 oopMIICHUE PacCTIOPSHKEHUHN TTPOBOAUTCS 0 TEM Ke MpaBUiiaM, YTO U IIPUKa3a.

3.4.3. IIpoToko1 - COCTaBIIIETCS HAa OCHOBAaHUU 3aIUCEN, TPOU3BEACHHBIX
BO BpeMsl CoOBellaHus (3acelaHus), TMPEJCTABICHHBIX TE3UCOB JOKIAJA0B U
BBICTYIUICHUH, CIIPABOK, IIPOCKTOB PELICHUM U JIp.

[IpoToKOJIBI MOTYT U37aBaThCs B MOJIHOW WUJIM KpaTKoW (popme, mpu KOTOpOH
OMYCKaeTCs XOJi 00CYKJACHUSI BOMpPOca U (PUKCUPYETCS TOJbKO MPUHATOE 10 HEMY
pelIeHHE.

TeKCT MOJIHOTrO MPOTOKOJIA COCTOUT M3 JABYX YacTEW: BBOJHOM U OCHOBHOM.
Bo BBOgHOW YacTW YKa3bIBAIOTCA: MpEACEaTellb WIH MPeIceaaTeIbCTBYOIINMA,
CEKpETaphb.

[IpucyTcTBOBaSIM — CHUCOK TPUCYTCTBOBABIIMX WM  OTChUIKA K
NpUIaraéMoMy CIHCKY MNPUCYTCTBOBABIIMX, €CIW MX KOJWYECTBO MpPEBBIMIAET 15
YEJIOBEK.

BBogHass  4yacTh  3aKkaHUMBAaeTCsi  MOBECTKOM  JHS  —  TMEPEUYHEM
paccMaTpuBaeMbIX BOIPOCOB, MEPEUYMCIECHHBIX B TMOPSJAKE HMX 3HAYMMOCTU C
yKa3aHUEM [IOKJIauMKa MO KaXJAOMY IIyHKTY MOBecTKH IHA. Kaxzaelii Bompoc
HyMepyeTcsi apabckoil 1upoil U ero HauMeHOBaHHE HAYMHAETCs, KaK MpaBuilo, C
npeniora «O» unu «O0», KOTOPBIN MeYaTaeTcsl OT FPAHUIIBI JIEBOTO MOJIS.

OcHOBHasi 4acThb MPOTOKOJIa COCTOMUT H3 Pa3[eioB, COOTBETCTBYIOIIHMX
NyHKTaM IOBECTKH JHA. TEKCT KaXIOro pasfena CTPOUTCA OT TPEThEro Jnia
MHOKECTBEHHOro umciaa, T.e. 1o cxeme: CJIIYIHAJIM - BBICTVYIIMIIN -
INIOCTAHOBWJIN (PELLJIN).

OcHOBHOE colepKaHWE MOKIAJOB M BBICTYIUICHHM IOMEIIAETCS B TEKCTE
IPOTOKOJIa WJIM TPUJIAraeTcss K HEMY; B IIOCIIEIHEM CJIy4yae JeJIaeTcsl B TEKCTE
cHocka «Tekcr BblcTymuieHust npwiaraercs». [loctaHoBieHue — (pelieHHE)
Ne4YaTaeTcs MOJTHOCTHIO; PU HEOOXOAMMOCTH MPUBOISTCS UTOTH TOJIOCOBAHMUS.

Conepxanue o0co0Oro MHEHHSI 3allMChIBAETCS B  MIPOTOKOJE IIOCIHE
COOTBETCTBYIOIIETO MPOTOKOJIBHOTO PELICHUS.

TeKCT KpaTkoro MpOTOKOJIa TAaKkKE€ COCTOMT M3 JBYX 4acTte. Bo BBOIHOMU
YaCTH YKa3bIBAIOTCS WHUIMANBl U (PaMUIUU TPEICeNaTeIbCTBYIOMIETO, a TaKXKe
JOJIKHOCTH, MHUITMAIBI, (DaMIIIUN JTUI], TPUCYTCTBOBABIINX HA 3aCEIaHUH.

OcHOBHasi 4acTh NPOTOKOJA BKIIOYAET paccMaTpUBAaE€Mble BOMNPOCHI H
MIPUHSATHIE IO HUM PEIICHUSI.

[IpoTokon mOANMKMCHIBAETCS MPECENATENbCTBYIONIMM Ha 3acelaHuu U
CEeKpeTapeM.

[IpoTokonbl ~ HyMepylTCs  HOPSIAKOBBIMM ~ HOMEpaMHU B Ipeneiiax
KaJIeHAapHoro roja. IIpoToKoJbl COBMECTHBIX COBEHIaHWM (COOpaHMii) HOJMAKHBI
MMETh COCTaBHbIE HOMEpa, BKIIOYAIOUIME MOPSAKOBbIE HOMEpa MNPOTOKOJIOB
OopraHu3anui, IPUHUMABIINX Y4acTue B paboTe COBEIAHUS.



Bpimucka W3 mpoTOKONa  COBEWMIAHUA MO  OTHAEJIBHOMY  BOIIPOCY
MOJIHUCHIBAETCS TOJIBKO ceKpeTapem, cornacHo [Ipunoxennto Ne 5.

JoxagHasi, 00 bSICHUTEIbHASA, CIY:KeOHAS 3alIMCKH —

I/IH(l)OpMaIII/IOHHO-Cl'IpaBO‘IHI)Ie AOKYMCHTDI.

JloknagHasi 3amMcKa MOXeT OBITh aapecoBaHa PYKOBOAMTENIO CBOECH
OpTraHM3all{ WU B JPYTYI0 OPTaHU3AIHIO, MO0 COJEPIKAHUIO0 M HA3HAYCHHUIO MOYKET
ObITh MHPOPMAIIMOHHON WM OTYETHON. BHYTpeHHME 3alMCKU MOAMMCHIBACT aBTOP-
COCTaBHTEIIb, BHEITHUE 0OPMIIIOTCS Ha oOuieM OsiaHke opranuzanuu Gpopmarta A4
¥ TIOJIUCHIBaIOTCA PEKTOPOM, MIIH IO €T0 MOPYUYCHUIO TOJKHOCTHBIM JTUIIOM. TekcT
JOKJIQTHON 3alMCKH COCTOUT U3 2-X YacTeW: M3JIOKEHHUs (DaKTOB, MOCITYKUBIIUX
NPUYMHON €€ COCTABIICHUS U BHIBOJIOB, MHEHUSI Y HUBEPCUTETA WU JOJDKHOCTHOTO
JUIIA.

OO0bsicHUTEIbHAST 3alMUCKa - JOKYMEHT, MOSICHSIOINUNA COJIep)KaHHe
OTIENBHBIX JOKYMEHTOB WM OOBSCHSIONMN MPUYUHBI CBEPIIMBIINXCS (DAKTOB,
HEBBITIOJIHEHUS KaKUX-THOO0 MOPYICHHI U JIP.

OObscHUTENbHAS 3aNTUCKa (BHEIIHSS ), TTOSICHSIONIAS COJCpIKAaHUE TOKYMEHTA,
SBJISIETCS TPUIIOKEHUEM K JOKyMEHTYy u odopmisercss Ha o0meM OaHke.
BHyTpeHHue OOBSCHUTENBHBIC 3amUCKA OQOPMISIOTCS, KaK H BHYTPCHHHE
JOKJIHBIE 3aMTUCKH.

PexkBH3UTHI HOKIATHON U OOBSICHUTEILHOM 3aIMHCOK:

- ajpecar;

- HAaMMEHOBaHWE BHJA JOKYMEHTa (IOKJIaJHas 3amucka, OObICHUTEIbHAs
3aInCcKa);

- JaTa, HOMep, MECTO U3J/IaHuUS;

- 3aroJIoBOK, TEKCT;

- TMPUJIOKEHHE (ECIIH €CTh);

- TIOJIHCH;
- OTMeTKa 00 MCIIOJIHEHUH JJOKYMEHTA U HaMpaBIEHUHU €ro B JIEJO.
CayxeOHass 3amucka - (QopMa BHYTPEHHEH TMEPENUCKH  MEXKIY

CTPYKTYPHBIMU TOAPA3ACICHUSIMH, WU OT TOJDKHOCTHBIX JIUI[ JIOOOMY anpecary
BHYTPU Y HUBEPCUTETA.

CrnyxeOHble 3alUCKA MOTYT UMETh MH()OPMAIMOHHBIN, WHUITUATUBHBIN WU
OTUYETHBIM XapakTep, COAEpXk aTh MPOochOy, MpemiokeHne. B Tekcre ciyxeOHOU
3aMCKU HAJMYMe 3arojloBKa W JUYHOro oOpamenus («YBaxkaembid ...!») —
oOs3aTenbHbl. CaM TEKCT COCTOMT M3 2-X 4acTeil: M3N0KEeHHUsS (DAKTOB, BHIBOJIOB M
MIPEIJIOKEHHH 110 U3JIaraeMoOMy BOIIPOCY.

3.6. Oco0eHHOCTH TEXHHYECKOTro oopMJieHHs JOKYMEHTOB

3.6.1. JlIokyMeHTHI TOJKHBI OBITH Halle4aTaHbl ICHO, Pa300PUHBO.

3.6.2. [Ipy mnedaraHum JOKyMEHTa B CIydae MCIOJb30BaHUS OJaHKOB
dopmara A4 TekcT nedaraercs yepe3 | uinu 1,5 MeKCTpOUHBIX MHTEpBAJIA.

3.6.3.YcranaBnuBaeTcs €IWHBI BapHaHT PACIONIOKEHUS PEKBU3UTOB Ha

OJIaHKaXx - TPOIOJIBHBIN.

3.7. Conep:kaHue U CTPYKTYpa TeKCTa



3.7.1. ConepxaHrie M CTPYKTypa TEKCTa CTPOATCS B 3aBUCUMOCTH OT €ro
(YHKIMOHAIBHOT'O Ha3HAYEHHUS (BHIA).

TekcT JoKyMeHTa JOJXKEH OBbITh SICHBIM, KpaTKUM, OOOCHOBAHHBIM,
00€ecrneynBalUM TOYHOE UM OJIHO3HAYHOE BOCIPUATUE U3JI0KEHHOW B HEM
uHpopmaruu. TekcT aoikeH ObITh H3JI0XKEH B O(UIHATIBHO-IEIOBOM CTUJIE B
COOTBETCTBUH C JICUCTBYIONIUMH MpaBuiaMu opdorpadguu u myHKTyalluH.

3.7.2. Cnenyer HauMHATh TEKCT MUChbMA C YBAXKUTEIBHOTO OOpallleHHs K
aapecary.

3.7.3. TekcTbl JOKYMEHTOB OPOPMIISIOT B BUJIE CIUIONIHOTO TEKCTA, TAOIHUIIbI
WJIU B BUJIE COCIMHEHUS dTUX CTPYKTYP.

I'padppl m cTpoku TaOIMLBI JOJKHBI MMETh 3arojIOBKM W TOJ3arojOBKH,
corjacoBaHHble Mexay coOoil. Eciam tabnuma meuataetcss Oosnee yeM Ha OFHOU
CTpaHulle, rpadsl TaOIMLBI JTOJKHBI OBITH MPOHYMEPOBAHBI M Ha CHEAYIOIIMX
CTpaHHUIIAX NEYATAIOTCS TOJBKO HOMEpPA CTPOK.

3.7.4. 1lpu HanmMuuu B TEKCT€ CCHUIKM Ha CHOCKY, OHa odopmisercs
3Be3/104KOi WK nudpoit co ckobkoit: * mmu Y . TekcT CHOCKM meyaTaeTcs depes
OJIMH WHTEpBal B KOHIE KaXJ0H cTpaHuibl. [locie cMMBOia CHOCKM €€ TEKCT
nevaraercs ¢ MponucHON OYKBBI. B KOHIIE TeKCTa CHOCKH CTaBUTCS TOYKA.

Ha onHol cTpanuiie He TOJKHO MPOCTABIATHCS 00JIee TPEX CHOCOK.

3.7.5. ConeprkaHue U3JaBa€MbIX PACIIOPSIAUTENbHBIX IOKYMEHTOB HE JJOJIKHO
IPOTUBOPEUUTDH U3IAHHBIM paHee WK TyOIupoBaTh UX.

3.7.6. B Tekcte noKymMeHTa, MOATOTOBJIEHHOIO HA OCHOBAaHWU JTOKYMEHTOB
IpYruX OpraHu3aluii WM paHee W3JaHHBIX JOKYMEHTOB, YKa3bIBAIOTCS UX
PEKBHU3UTHI: HAUMEHOBAaHWE JIOKYMEHTa, HAaWMMEHOBAaHWE OpraHMU3alMy - aBTopa
JOKYMEHTa, JaTa JOKYMEHTa, PETUCTPAIMOHHBIA HOMEpP JOKYMEHTa, 3arojOBOK K
TEKCTY.

3.7.7. TekCT MOKyMEHTa NEJUTCs, KaK MPaBWUIO, Ha JIBE YacTH: B TEPBOM
BBOJHOM (KOHCTATUPYIOIICH) - U3JIaraeTcs MPUYNHA, IIeJIb COCTaBICHUS TOKyMEHTA,
JAIOTCS CCBUIKM Ha OCHOBOIIOJIAralolue JTOKYMEHTBhI, BO BTOPOM - colepiKarcs
BBIBO/IbI, MPE/TIOKEHUS, TPOCHOBI, PACTIOPSIKECHHUS.

3.7.8. TeKCT CIIOXKHBIX IO COACPKAHUIO JOKYMEHTOB (ITOJIO)KEHHUE, YCTaB,
UHCTPYKLMS U JAPYTrUe) ACNSATCA Ha pa3lenbl, MOJApa3/ielibl, MyHKTbI, MOAMYHKTHI,
HyMepyeMble apaOCKuUMH MU pamMu, pa3aeeHHBIMI TOYKOH (Hapumep, 1.1.1.2).

3.7.9. B nokyMeHTax UCTIONB3yeTCs caeayromas popma U3I0KeHU:

- OT MEPBOro JIHUIAa B €IMHCTBEHHOM YHCJIE - TEKCT IPUKA30B, pACIOPSKEHUM
U T.0., a TaKXKe JIOKYMEHTbI, HCXOJAIINE OT KOHKPETHBIX JUIl (3asBICHUS,
JOKJIaJHBIE 3alMCKH): TPUKA3bIBaI0, IPOIIY BBIACIUTh, CYUTAI0 HEOOXOIUMBIM;

- OT MEPBOTO JHUIa MHOYKECTBEHHOT'O UKciia (MEePenucKa): MpoCUM HalpaBUTh,
HaIpaBJiieM Ha PACCMOTPEHHUE;

- OT TPETHEro JUIa MHOXECTBEHHOTO YHWCJIa - HOPMATUBHO-NPABOBBIE AKTHI
(IPOTOKOJIBI): CIyIIAIH, BEICTY N, PELINIIH.

3.7.10. CeneHust 0  CpOKE  HWCIOJHCHHMS ~ KaKUX-THOO  JIEWCTBUI
(MepomnpusTHil) OMEIATCs, Kak MpaBuilo, B KOHIE TeKcTa (0e3 ab3ara).

3.7.11. TepmuHOIOTHS JOJKHA COOTBETCTBOBATH YCTaHOBJIEHHOU
3aKOHOJATEIPHBIMA M JPYTUMH HOPMATHBHBIMU TPAaBOBBIMU akTamu. Cremayer



n30eraTb HEOINpPaBJAHHOTO YIOTPEOJEHUsT HWHOCTPAaHHBIX CioB. B Tekcre He
PEKOMEHIYyeTCsl YIIOTPEOIISITh yCTapeBIIUE CI0BA U 0OOPOTHI.

3.7.12. B 1goKyMeHTax JOIYyCKalTCSd COKpAUIECHUs, YCTAaHOBJICHHbIE
JNEUCTBYIOIIMMU TpaBwiIaMu opdorpaduu, WIM KOrja COKpaIleHHs SBISIOTCS
opumanbHbIMU  Ha3BaHusIMU, Hanpumep: COepbank I[IMP, TOY «III'Y wum.
T.I'.IlleBYeHKO».

3.8. IlopsinoKk CHATHSA M BbIIAYM KONMUI TOKYMEHTOB

3.9.1. Komnuu ¢ 1OKyMEHTOB BBIJAIOTCA C pa3penieHus PexTopa M TONBKO ¢
TEX JOKYMEHTOB, KOTOpble ObUIM M3JaHBl B YHHUBEPCUTETE U KOTOPbIE KacaroTCs
ciyxebHor aestenbHOCTH. C MPHUKA30B, IPOTOKOJIOB, UCXOASIIMX MUCEM U HHBIX
JOKYMEHTOB, TOJIHUCAHHbIX PEeKTOpOM, CHSATHME KOMHUIl pa3peniaercss TOJbKO IO
ykazaHuro Pekropa YHuBepcurera.

3.9.2. Tlpu BbIIaue KOMHUHU JOKYMEHT BOCIPOU3BOAUTCS TMOJHOCTHIO (OJaHK
YHuBepcuteTa, HOMEp, J1ata, COAEPKaHUE U T.1I.).

B mpaBoMm BepxHeM yINy KOMHUM THUILETCS CJIOBO WJIM CTABUTCS IITaMII
"Konus".

3.9.3. [Ipu 3aBepeHMH KONMHMH JIOKYMEHTa, BHM3Y, IIOCJI€ IOJIHOTO
BOCTIPOU3BEACHUS TEKCTa, mumietcs "BepHo", cTaBUTCS JOJKHOCTD, OJAMUCH JIMIIA,
3aBEPSIONIET0 KOMUIO, €r0 MHULIUAJBI U (pamMuiius, fata 3aBepeHusi, HalpumMep:

Bepno

J1O0JKHOCTD JInunasg noanuce N.O0.Oamunus

04.01.2021r.

3.10. ABTOMaTH3anMsl JOKYMEHTUPOBAHMSI
I[J'I}I IMOATrOTOBKHN OOKYMCHTOB MOI'YT IIPUMCHATHCA ABTOMATU3UPOBAHHLIC
TexHoJioruu. [Ipu 3ToM co3marorcst 6a3bl JaHHBIX.

3.11. Opranu3anusi JOKyMeHT0000poTa

3.11.1. JIBu>keHHE AOKYMEHTOB B YHHMBEPCUTETE C MOMEHTA HX IOJIYUYCHUS
WIM CO3JaHus 10 3aBEPIICHUS HCIOIHEHUS WIM OTIpPaBKU, 0OpazyeT eauHbIN
JOKYMEHTO000pOT YHUBEpPCUTETA.

TpebGoBanus, mpeabABIIEMbIC K TOKYMEHTOOOOPOTY

- MPSAMOTOYHOCTh JBWKCHHS JIOKYMEHTOB - JOKYMEHT KpaT4alliuMm MyTEM
MOTIaIa€T WCIIOJIHUTEII0, BO3BPATHBIE TEPEMEIICHHs] TOKYMEHTa, KakK IPaBUJIO,
HCKITIOUCHBI;

- pacmipeieiecHne JOKYMEHTOB PEKTOpY, IPOPEKTOpaM, PYKOBOAUTEISM
CTPYKTYPHBIX TIOJPa3ICICHUI COTJIACHO UX (PYHKITMOHATBHBIM 00SI3aHHOCTSIM;

- eIMHO00Opa3re MapIIpyTa JBIKEHUS TOKYMEHTOB U TEXHHYECKUX OTMEpaIluii
C HUMHU, OJTHOKPATHOCTH KaKJIOH OTepaIuu.

3.11.2. JlokyMeHTOOOOPOT COCTOUT U3 CIAETYIOMIMNX MOTOKOB:

1. Iocmynarwowux (BXOASUINX) JOKYMEHTOB (BBIIIECTOAIINX OpraHU3alUM,
MO/IBEIOMCTBCHHBIX M HETIOJYMHEHHBIX YUPEKICHUN, MHBIX IOPUAMYECKUX JIHI] U
rpakaaH);



2. Omnpasnsemvix (MCXOAIIHUX ) JIOKYMEHTOB (BBIIIECTOSIIIIUM
OpTraHM3alMAM, HETIOAYUHEHHBIM, HIDKECTOSIIUM U OOIIECTBEHHBIM OPTaHU3AIINAM,
OTIENBbHBIM TpaKIaHaM);

3. Buympennux HOKYMEHTOB, KOTOpbIe OOECIEUYHMBAIOT pEIIeHHE 3a1ad
VYHuBepcutera (IpHKasbl, pacHopssKEHUs, NPOTOKOAbl W T.A.). Paboty 1o
MOJTOTOBKE  BHYTPEHHUX  JOKYMEHTOB  OCYIIECTBISIOT  HETIOCPEICTBEHHO
pabOTHHUKH CTPYKTYPHBIX MojapasaeneHuil. KOpuamueckyro sKCrepTu3y BHYTPEHHHUX
JOKYMEHTOB OCYIIECTBIISICT IOPUCT Y HUBEPCUTETA.

O0BEM MTOKYMEHTOOOOPOTAa COCTOMUT M3 CYMMBI BXOJSIIUX, UCXOMSAIIUX U
BHYTPEHHUX JOKYMEHTOB 3a OIpeAeIEHHBINA IEPUOI BPEMEHHU.

I'maBa 4. KOHTPOJIb UCITOJIHEHUSA JOKYMEHTOB

4.1. Opranu3zauus KOHTPOJIA

KoHTponb uCHONHEHUS JOKYMEHTOB - OTO COBOKYIHOCTH JICUCTBUH,
o0ecrieurBalOINX CBOCBPEMEHHOE HCIIOJHEHHE MOPYyYEeHUH, AaHHBIX Pekropom u
IpOpeKTOpaMu Y HUBEPCUTETA.

4.1.1. Bce nopyueHnusi, 1aHHbie PeKTOpOM, MOIEKAT KOHTPOIIO CO CTOPOHBI
JIOJDKHOCTHOTO JIUIIA, ONIpeAeIeHHOTr0 PekTopom.

4.1.2. KoHTpoJIb UCIHOJHEHUS TIOPYYEHUU YCTaHABIUBAECTCS B MEJAX
oOecrieyeHus] MX CBOEBPEMEHHOIO UM KadyeCTBEHHOIO WCIIOJIHEHUS, a TaKxKe
MOBBIIIECHUS YPOBHS UCTIOJIHUTEIBCKON TUCIIUILTAHBI.

4.1.3. Kaxnoe nmopyueHue, NOCTaBICHHOE HA KOHTPOJb, PETUCTPUPYETCS B
KypHaie.

4.1.4. JlokyMeHTBI MOCTYMAIOT K HUCHOJHUTENSIM Ha OYMa)KHBIX HOCHUTEISIX
100 B AIEKTPOHHOM BapHaHTE.

4.1.5. OTBETCTBEHHBIM HCHIOJHUTEIEM KOHTPOJHHOI'O MOPYUYEHHUS SIBIISETCS
COTPYIIHUK, YKa3aHHBIN B PE3OJIIOIIHH.

4.1.6. OTBeTCTBEHHBIN UCITOJHUTEb HECET NMEPCOHATBHYIO OTBETCTBEHHOCTh
3a UCTIOJTHEHHE MOPYUYEHUS B CPOK U 1O CYIIECTBY.

4.1.7. CoTpyIHUKH, Ha3HaUYCHHBIE OTBETCTBEHHBIMU 3a JEJIOMPOU3BOJICTBO,
HECYT OTBETCTBEHHOCTb 3a:

- BEJICHUE y4yeTa MOPYUYECHHUI;

- CBOEBpEMEHHOE WH(GOPMHpPOBAHHE PYKOBOJCTBA TMOAPA3ACICHUS O
MOCTYIUICHUU KOHTPOJIBHBIX OPYUYEHUN U O CPOKAX UX UCIIOJIHEHUS;

- CBOEBpPEMEHHOE TMpejcTaBieHue uHpopmanuu PexTopy 00 HCTOTHEHUU
MOPYYEHU, 0 HEOOXOAMMOCTH MPOJJICHUS CPOKA HUCIIOJHEHUS WIM O MPUYHHAX
HEUCTIOJTHEHHUS TOPYUYEHU;

- Hajuiexamiee OQopMIIEHHE JIOKYMEHTOB IO BONPOCAM HCIIOJHEHUS
KOHTPOJIbHBIX MOPYUYEHHI.

Bomnpoc o npoajienun cpoka UCIOTHEHUs TopydeHus pemaercsa Pekropom.

CoTpyIHHMK, OTBETCTBEHHBIM 3a PETHCTPALIMI0 TMOPYYEHUM, H3BEIIACT
OTBETCTBEHHOT'O UCIIOJIHUTENS O pelieHn PekTopa 1o ykazaHHOMY BOIIPOCY.

4.1.8. Bce mopydeHUs perucTpupyrOTCs OTBETCTBEHHBIM JIUI[OM.



4.1.9. OTBETCTBEHHOE JIMIIO TOTOBUT U MpPEJCTaBlsIeT PekTopy cBeieHUs O
COCTOSIHUU UCIIOJIHEHHS IOPYUYEHUH.
4.1.10. KoHTpomo Takke MOTYyT MOJJIEXAaTh PEIIEHUS YUEHOTO COBETAa,
MPUKa3bl, pacnopsikeHus: PekTopa, nopyueHust NpOpeKTOPOB.
4.1.11. TlopyyeHue cuuTaeTcs UCIOIHEHHBIM, KOT/la PEIIEHbl OKOHYATEIbHO
BCE MMOCTABJICHHBIE B HEM BOIIPOCHI U COOJIIOJIEHBI CIEAYIOIINE CPOKU:
- €CJIM B OPYUYEHUH MOCTABIIEH CPOK MCTOJHEHUS — B YKa3aHHBINA CPOK;
- €CJId TMOpYYEHHE JaHO B CBSI3M C IOJTOTOBKOW OTBETa Ha oOpauieHue
OpPraHoB I'OCYIapCTBEHHOM BIIACTU — B TPEXAHEBHBIN CPOK;
-€CIIM B MOPYYEHUHU HMEETCS MOMETKAa '"CpOo4yHO", — B TEYEHUE OJHOIO
pabouero aHS;
- IopyueHusi 0e3 yKa3aHWs KOHKPETHOM NaThl UCHOJHEHUS — B HEIENbHBIN
CPOK.
Cpox ucumcisgercs co JHs BbIAA4YU MOPYUYESHUS.

I'maa 5. HOPAJOK INPOXOXIAEHUA U UCITOJIHEHUSA
HOCTYIAIOMIEN KOPPECHOHJAEHIINN

5.1. Bcst koppecnioHieHIns, OCTyMaronass B Y HUBEPCUTET, IPUHUMACTCS U
PETUCTPUPYETCSI OTBETCTBEHHBIM JIMIIOM.

[Ipy npueme KOPPECHOHACHIIMM TPOBEPSETCS LETOCTHOCTh KOHBEPTOB,
YIaKOBKM W TPaBWIBHOCTH  aJpeCcallvu. OmmboyHO  JOCTaBiIeHHAs
KOPPECIIOHICHIIHS BO3BPAIIAETCSI.

Koppecnonenmusi, nony4yaemasi 1moji pacucky (c KypbepoM, 3akas3Hasi, U T.
1.), PETUCTPUPYETCS B KypHAJIe.

5.2.Tloctynatoias KOpPECHIOHIEHIIUS PETUCTPUPYETCS.

5.3.1Ipu BCKpbITUM KOHBepTa (YIAKOBKH) TPOBEPSAIOTCS IPaBUIBHOCTH
aJpecalliy U HaJN4Ke BIOKEHHBIX TOKYMEHTOB.

[Tpu oOHapyKeHUU MOBPEXKICHUS, OTCYTCTBUS JOKYMEHTA WM MPUIOKECHUS
K HEMy, a TaKKe€ HECOOTBETCTBHS HOMEpa, YKa3aHHOTO Ha KOHBEPTE, HOMEpPY
BJIOKEHHOTO TOKYMEHTA, COCTABIISIETCS] aKT B JIBYX AK3EMIUISIPAX, OAUH U3 KOTOPHIX
MpujaraeTcs K nojJy4eHHOMY JOKYMEHTY, a Ipyroi HalpaBIseTcsl OTIPABUTENIO.

KonBepThl OT moCcTynuBIIEH KOPPECTIOHAEHIIMM COXPAHSAIOTCS U MPUJIararoTcs
K JJOKYMEHTaM B CIIy4asix, €CJIH aJpec OTIPABUTENd YKa3aH TOJIbKO Ha KOHBEPTE,
€ClIM JaTra JOKyYMEHTa WU JaTa €ro OTIPAaBKU COTJACHO IOYTOBOMY IITEMIIENIO
MMEIOT OOJIBIITNE PACXOKICHUS BO BPEMEHH; €CIIM KOHBEPT HEOOXOUM B KauyeCTBE
ONpaBAATENBHOTO JOKYMEHTA K pacxojaM IO OIUIaTe KOPPECTIOHICHIINH.

5.4. Ha Bcex BXOASIIMX JTOKYMEHTaX, MOJJIEKALUIUX PETHCTPALMH, B TPABOM
HIKHEM CBOOOJTHOM OT TEKCTa MOJIE MEPBOM CTPAHUIIbI JOKYMEHTA CTAaBUTCS IITAMI
C yKa3aHUEM MOpPSAJIKOBOTO PETHCTPALIMOHHOTO HOMEpa W JaThl MOCTYILICHUS
nokymeHnta. Ha koppecnoHIEHIMH, HE NOMAJIeKalled BCKPBITHIO, IITAMI, Kak
MPaBUJIO, CTABUTCSI HA KOHBEPTE.

5.5. [lepenaya HOKYMEHTOB W3 OJIHOTO CTPYKTYPHOTO TMOApPA3JECICHUS B
IPYroe MpOU3BOAUTCS YEPE3 OTBETCTBEHHOE JIUIIO.



5.6. JlokyMeHTbI, He TpeOyrolue [0KIaAa PYKOBOACTBY Y HUBEpPCUTETA,
HAIpaBJISIIOTCS ~ OTBETCTBEHHBIM  JIMIOM  HEMOCPEACTBEHHO B  CTPYKTYpHBIE
MO/Ipa3/IeNCHUs.

5.7. Koppecnonnenuusi ¢ rpudom «Jlas ciaykeOHOro MOIb30BAHUSY,
MOCTYMNAaIass B YHUBEPCUTET, MPUHUMAETCS U PErUCTPUPYETCS OTBETCTBEHHBIM
JUIOM B CIIELIMAJILHOM >KypHaJie ¥ BBIJAETCS MCIOJHUTENIO MO JIUYHYIO MOAIHUCH.
CHatne xomuil ¢ KoppecnmoHAeHUuu «Jljig Ciy’KeOHOro TOJb30BaHUA» HE
JIOITYCKAEeTCs.

I'maBa 6. INOPAJOK INOAT'OTOBKHU U ITPOXOXKJIEHUA
NCXOAAIINX U BHYTPEHHUX TOKYMEHTOB

6.1. [lopsiok MOArOTOBKH UCXOASIIMX JOKYMEHTOB BKIIIOYAET B ce0sl paboTy
0  COCTAaBJICHUIO  MPOEKTa  JOKYMEHTa, COIJJACOBAaHHUIO,  MOJANHCAHUIO
(YTBEpXKACHHIO), THPAXKUPOBAHUIO U OTIIPABKE.

6.2. Jlo nepenayn 1OKyMEHTa Ha MOAMKHCH UCHIOJHUTENb JOKEH MPOBEPUTH
€ro cojJepKaHue, MPaBWIBHOCTh O(QOpPMIICHUS, HAIWYUE HEOOXOAUMBIX BHU3 U
OpWIOKEHUM. JIOKyMEHT MpeICTaBISIETCS Ha MOANNUCH BMECTE C MaTEpUalaMu, HA
OCHOBAHUU KOTOPBIX OH FOTOBUJICS.

6.3. JloKyMeHTHI, NOATIMCAaHHbIE Pexropom YHuBepcurera,
PETUCTPUPYIOTCS OTBETCTBEHHBIM JIMIIOM M HAIPaBIAIOTCA apecaTy ¢ KypbepoM,
60 1Mo KaHajgaM MOYTOBOU CBSI3U.

6.4. BuyTpeHHue NOKyMEHTHI (OKJIaJHbIE 3alUCKH, CIIPABKH, CBOJIKU U JIp.)
paccMaTpUBarOTCS TEMU JOJDKHOCTHBIMU JIMLIAMH, KOMY OHHM HaIlpaBJICHBI.

6.5. JJokymeHThl 11 OTHpPAaBKM B JIPyrH€ OPTraHU3alUU  JOJIKHBI
nepeaaBaTbCsl OTBETCTBEHHOMY JIUILY.

6.6. OTBETCTBEHHOE JIMIIO, MEpe]] CAa4Yel KOPPECIOHACHIIMU Ha OTIPABKY,
JOJIKHO 00513aTeNFHO MPOBEPUTH MPABMIHLHOCTD €€ 0OPMIICHHUS U aJpecarlii.

I'maBa 7. PETUCTPAIIUA U THAEKCAIIUA JOKYMEHTOB

7.1. PerucTtpanusi 1I0OKyMeHTOB

7.1.1. Peructpaniusi  I1OKYMEHTOB B  YHHBEPCUTETE  OCYIIECTBISETCA
OTBETCTBEHHBIM JIMIIOM. Perucrpanuu moajiexur:

- BXOHSIasl KOPPECTOHIEHIWS, aJapecoBaHHas Ha uMs Pexropa,
MIPOPEKTOPOB;

- JIOKyMEHTBI, aJIpeCOBaHHBbIC YHHUBEPCUTETY 0€3 yKazaHUS KOHKPETHOTO
aapecara, BXOJIAIIAs TPABUTEIHCTBEHHAS KOPPECTIOHACHITHS;

- WCXOJAIIas 3a MoAnuchio Pextopa YHuUBepcHuTeTa JOKYMEHTAITHS;

- TIPUKa3bI;

- pacmopspKEHUS.

7.1.2. IIpotokonsl coBemanuii y Pekropa, 3acemanuii Yuenoro CoeTa
YHUBEpCUTETa PETUCTPUPYIOTCS W XPAHATCS B COOTBETCTBYIOMIMX CTPYKTYPHBIX
MO/IPa3ICTICHUSX.



7.1.3. Bxogsmue AOKYMEHTBl PErMCTPUPYIOTCS B JI€Hb MOCTYIUIEHHS, a
UCXOJSIIME U BHYTPEHHUE JJOKYMEHTHI B IEHb MOAMUCAHMSL.
7.1.4. Peructpauus npuka3zoB MPOUCXOJUT B CIEIYIOIIEM MOPSIKE:

Tabnuna 1
Hara Conepxanue Krto nognucan HUcnonnuresanb
Ne NPHUKAa30B
1
2

7.1.5. OTBeTCTBEHHOE JIMLO NPOBEPAET NPABWIBHOCTh O(OPMIICHHUS
UCXOSUINX TOKYMEHTOB (HaJMuue MOANUCH, AaThl, HOMEpPA, aJipecaTa, CChUJIKU Ha
BXOJISAIIMN JOKYMEHT, COTJIaCOBaHMS, OTMETKH 00 HCIOJHEHUU M HANPABIECHUU B
neno, GpamMuiInk UCHOJIHUTENsS, HOMepa TenedoHa W JIp.), 3aBEpSAIOT UX KONUU U
PETUCTPUPYIOT.

I'maBa 8. COCTABJIEHUE HOMEHKJIATYPbBI JIEJI

8.1. Homenknarypa nen YHuBepcutrera — OQOPMIICHHBIM B YCTaHOBIEHHOM
NOpSJIKE CHCTEeMATH3UPOBAHHBIA IEpeYeHb 3aroJIOBKOB (HAaMMEHOBAaHMI) [ed,
3aBOJIMMBIX B YHUBEPCUTETE, C YKA3aHHUEM CPOKOB UX XpPaHEHUSI.

Homenknatypa nen mnpeaHa3HaueHa [UIsi TPYNIUPOBKH  HCTOJHEHHBIX
JIOKYMEHTOB B JieJla, CACTEMaTH3alliy U yueTa JeJl, UHJIEKCAIH JIe]T U ONPeeIICHUS
CpOKOB uX xpaHeHus. HoMmeHkiatypa pnen sBIS€TCS CXEMOM IMOCTpOEHUs
CIIPABOYHON KapTOTEKH MCIOJHEHHBIX JOKYMEHTOB M OCHOBOM COCTaBICHUS
OTHUCEeH JIsl TOCTOSIHHOTO U BpeMEHHOT0 (cBbiiie 10 jeT) XpaHeHus.

8.2. HoMenknaTypa nen YHUBepcUTETa YTBEpXKaaeTcss PekTopom.

8.3. Ilpu cocTtaBieHMM HOMEHKIATYpPHI JeN CIeAyeT pPYKOBOACTBOBATHCS
VYcraBom VYHHUBepcuTeTa, MOJOKEHUSIMH, IITATHBIM paclUCaHUeM, IJJaHAMU U
oTyeTaMu O paboTe, TPUMEPHONH HOMEHKJIATYpOHl JieNl BBICIIETO YYEOHOTO
3aBeneHus [IMP.

8.4. B HOMeHKiIaTypy JAel YHHUBEPCHTETa BKJIIOYAIOTCS 3arojIOBKH e,
OTpaXkarolue BCE JIOKYMEHTHUPYEMbIE yYacTKM palbOThl  MOApAa3ACIICHUN,
Pa3TUYHOTO POJia KAPTOUKHU U T. 1.

B HOMEHKIIaType nen peKOMEHAYETCsl COXPaHSATh OJIMHAKOBBIC MHIIEKCHI TS
OTHOPOJHBIX JIeN B Tpenenax pa3HbIX CTPYKTYPHBIX TOJPA3JACICHUMN; s
NEPEeXOIAUINX JAeNl MHACKC COXpaHIETCs.

3aroyoBOK Jena JOJDKEH YeTKO B 0000IIeHHON (Gopme OTpakaTh OCHOBHOE
coJlepKaHUe U COCTaB JOKYMEHTOB JIEJa.

He gomyckaercst ymoTpeOieHne B 3aroyioBKax Jel  HEKOHKPETHBIX
dbopmynupoBok ("pazHbie MaTepuanbl”, "obmas nepenucka’ u T. 1.).

3aroyioBKM JIeJT MOTYT YTOUHSTHCS B TIporiecce popmupoBanus 1 0hOpMIICHHS
hi(Sh)



IIpu cocraBieHMM 3arojOBKOB JEl HCIOJIB3YIOTCA (OPMYJIUPOBKH U3
MPUMEPHON HOMEHKJIATYPHI J1€71 TOCYAAPCTBEHHOIO BBICHIET0 Y4€OHOr0 3aBEICHUS.

B rpage "llpumeuanue" yka3pIBalOTCS Ha3BaHUSA IEPEYHEH JTOKYMEHTOB,
WCIIOJB30BAHHBIX TP OIPEACICHUM CPOKOB XPAHEHUs JEN, IPOCTABISIOTCS
OTMETKH O 3aBEJICHUU JIEJI, IEPEXOAIINX J1E€TaX, BBIIACICHUN €] K YHUUTOKEHUIO,
O JMIax, OTBETCTBEHHBIX 3a OQOpMIEHME [el, O Iepedade Jel B JPYryko
OpraHU3aLUIO IS POAOJKEHHUS U JIP.

I'maBa 9. ®OPMHUPOBAHMUE JEJI

9.1. ®opmupoBaHue JIe - TPYNITUPOBKA UCIIOJIHCHHBIX JOKYMEHTOB B Jiejia B
COOTBETCTBHH C HOMEHKJIATYpOH JCJI U CUCTEMAaTU3AIMEH TOKYMEHTOB BHYTPH JICII.

Hema B VYHuBepcutere (HOPMHUPYIOTCS JICICHTPAIM30BaHO, T. €. B
CTPYKTYPHBIX TOPa3ACICHUIX.

MeToanueckoe pyKOBOJICTBO U KOHTPOJIb MPABHIIBHOTO (POPMUPOBAHUS SIS B
YHUBEPCUTETE OCYIICCTBISICTCS OTBETCTBEHHBIM JIUIIOM.

9.2. Tlpu popmupoBaHUU €] HEOOXOIUMO COOIOAATH CIEAYIOIINE O0IIHe
NpaBWiIa: TOMENIATh B JIEJIO TOJLKO HCIIOJTHCHHBIC, MPaBUILHO O(OpPMIICHHBIC
JOKYMEHTBI B COOTBETCTBHMH C 3ar0JIOBKAMH JIeJI 10 Pa3peIICHUIO OJHOTO BOIPOCaA;
IPyIIUPOBATh B JIEJ0 JOKYMEHTBI YU4€OHOTO roja, 3a UCKIIFOUCHHUEM MEePEXOISIINX
7SN, pa3aesibHO (OPMHUPOBATH B J€Jia JIOKYMEHTBI IOCTOSHHOTO W BPEMEHHOT'O
CPOKOB XpaHEHHUs. B €0 He JOJDKHBI TOMEINAThCS JIOKYMEHTBI, IOJJIC)KAlllne
BO3BpaTy, JIMIITHUE JK3EMIUIIPHI, YEPHOBUKHU; €0 HE IOJDKHO mMpeBbImarh 250
JUCTOB MpHU ToJIIMHE He Oosee 4 cMm. [Ipu GOJBIIOM KOJUYECTBE JTOKYMEHTOB U
NPWIOKCHHUH, OTHOCSIIMXCS K JaHHOMY ey, (opMUpyeTcs HECKOJIBbKO TOMOB 10T
OIHHM U TEM K€ 3ar0JIOBKOM M MHIAEKCOM J€ea.

9.3 JlokyMeHTBI BHYTPH JeJla pacIlojaraloTcs B XPOHOJOTHYECKOM,
JIOTUYECKOH TI0CIIeI0BATEIIbHOCTH UJIM UX COYCTAHHH.

[Tpruka3bl IO OCHOBHOM JESATEILHOCTH TPYIITUPYIOTCS OTACIHHO OT MPUKA30B
10 y4eOHOMU ACSITENFHOCTH | MPUKA30B JTMYHOMY COCTAaBY.

YTBEpKIACHHBIC IUIAHBI, OTYETHI, CMETHI, JIUMUTBI, TUTYJIbHBIC CIIUCKA U
OpYTHE JOKYMEHTHI TPYIIIUPYIOTCA OTAEIBHO OT IPOEKTOB.

[Ipennoxxenusi,  3asBIEHUS W JKamoObl  TrpaaaH 10  y4eOHO-
MIPOU3BOACTBEHHBIM BOIPOCAM U BCE€ JOKYMEHTBI II0 HMX PACCMOTPEHUIO U
UCIIOJHEHUIO TPYIIUPYIOTCS OTIAEIbHO OT NPEMJIOKEHUN, 3asBICHHN M XKanod
rpaXkJaH I0 JUYHBIM BOIIPOCAM.

[lepenucka rpynnupyercs, Kak NpaBWIIO, 3a MEPUOJ KAJICHAAPHOTO roja U
CHUCTEMATHU3UPYETCSI B XPOHOJOTHYECKOW MOCIENOBATEIBHOCTH; JTOKYMEHT-OTBET
MOMENIAeTCS 32 JIOKyMEHTOM-3ampocoM. [Ipn BO30OHOBIEHWHM TIEPETUCKU TIO
ONPEAECICHHOMY BONPOCY, HAyaBUIEHMCS B MPEABIAYIIEM TOAY, JIOKYMEHTBI
BKJIIOUAKOTCS B JEJ0 TEKYLIEro roja ¢ yKa3aHueM HHAEKca JAena NpeablIyliero
rojaa.



I'naa 10. IIEPEJAYA JIEJI B APXUB YHUBEPCUTETA

10.1. Ins oGecrieueHuss COXpPAHHOCTH JIOKYMEHTOB B YHHUBEPCUTETE CO3/1aH
apXuB.

10.2. B apxuB nepenaroTcs Jena MOCTOSHHOI0, BpeMeHHOro (cBeime 10 jer)
XpaHEHUs | JIeJa 10 JUYHOMY COCTaBYy.

10.3. /lena mOCTOSSHHOTO CpOKa XpaHEHUs MEepefaloTcs B apXHB MO OMUCAM
wim aktam (IIpunoxenue Ne 6,7,8) coTpyTHUKaMU CTPYKTYPHBIX MOJPA3/ICICHUN.
[lepenaya nen ocymiecTBIsSE€TCS TOJIBKO B MOJHOCTHIO odopMieHHOM Buie. Jleno
JOJHKHO OBITH MPOIIUTO M MPOHyMepoBaHO. Hanndre o010XKHM /1efa U BHYTpEeHHEH
OTIHCH.

10.4. Jlena BpeMEHHOTIO (J10 5 JIeT BKIOYUTENBHO) XpaHEHUS! B CTPYKTYPHBIX
MOpa3ACNCHUSIX WU B CHEIHAIBHO OTBEASHHOM [UJIsl 3TOTO TMOMEIIEHUH H TIO0
MCTEUCHUH CPOKOB XPaHEHUS MOJIJIEKAT YHHUTOKEHUIO B YCTAHOBICHHOM TTOPSIZIKE.

10.5. Tlepenaya men B apXuB OCYIIECTBIISIETCSI €XKETOTHO COTIACHO TpaduKy,
COCTaBJICHHOMY OTBETCTBEHHBIM IHUIIOM. [IpreM Kaxmoro jaena MPOU3BOIUTCS
OTBETCTBEHHBIM JIUI[OM B MPHUCYTCTBUH PaOOTHHUKA CTPYKTYPHOTO IMOAPA3/ICICHHUS.
Ha sx3eMrisipax ONMWCH TPOTHB Ka)XJOTO Jeja, BKIIOYCHHOTO B HEe, JeNacTcs
OTMETKa O HaJWYMU Jejia. B KOHIE KaXIOro 3K3eMIUISpa OMHCU YKa3bIBAIOTCS
UppaMi U MPOIKUCHI0 KOJIMYECTBO (DaKTHUECKU MPUHATHIX B apXWB JIeN, HOMepa
OTCYTCTBYIOIIUX JIEJI, 1aTa MpreMa-rnepeaadu e, TOIUCH JIUIa, OTBETCTBEHHOTO
3a apXUB U COTPYIHMKA, IEPEAABILIETO Aea.



Ipunoxenue Nel

Oopazey npodoavHo20 d1anKa nucoma YHueepcumema

MinicTepcTBO OCBITH
[MpuanicTpoBchkoi MoaaaschKoi
Pecny6aikn

Munucrepyan Enykaumen
Pecnybanyuit Moagosenemrs
Huctpene

MHHHCTEPCTBO NPOCBELIeHNS
IpuanectpoBckoit Mosiiascko#
Pecnybauku

HET'OCYJAPCTBEHHOE quE)KIIEHHE-OPFAHI/IEBAIII/iH BBICHIET'O U
INOCJIEBY30BCKOI'O TPO®ECCHOHAJIBHOI'O OBPA3OBAHMUSA

«THPACIIOJIbCKU1 MEXPETMOHAJIbHBIM YHUBEPCHUTET»
MD-3300, r.Tupacnons, np.Maructpansusiii 10, p/c  2212160000003616 3AO «ArponpomOaHK»
ten./dakc: (533) 2-61-79, 2-60-17

Ne
Ha Ne oT
MuHUCTPY NPOCBEIICHUA
IIpuanecTpoBCcKOi
Moagasckou
PecnyOsiuku
A.H.Huxkomok
YBaxkaemas Asia HukonaeBHa!
AJMHHUCTpALUS HYO BIIIO «TupacnonbCKuii MeXpEeruoHaIbHbII
YHUBEPCUTETY «.uueveeeennineeennnnaneennn
[Ipunoxenue:

PexTop HYOBIIIIO «TMY»,
K.3.H. B.B. fIcTpe6oBa



Ipunoxenue Ne2

HpI/IMeprlﬁ MEPECICHb JOKYMEHTOB, ITOAJIC/KAIIINX YTBCPKIACHUIO

1. AKTHI (mpoBepok, peBu3Mii, Ciucanus, Iepeaadu e, SKCIePTU3bl U 1p.)

2. 3AJIAHUS (Ha npoeKTUpOBaHNE TEXHUUYECKUX COOPYKEHUH, TPOBEICHUE
Hay4YHO-HCCJIEIOBATEIILCKUX PabOT U Jp.)

3. UHCTPYKIHWU (nomxHOCTHBIE, TIO 1€TIOPOU3BOJICTBY, TEXHUKE O€30MACHOCTH,
BHYTPEHHET0 TPYAOBOTO pacropsiiKa u Jip.)

4. HOPMATMUBBI (pacxona maTepuanoB, 3JIEKTPOIHEPT U, YUCIEHHOCTH
pabOTHUKOB U JIp.)

5. OTYETHI (o xomanaupoBKax, HAyYHO-UCCIIEA0BATEIILCKUX paboTax u Jp.)

6. [INTAHBI ( yueOHbIe, HAyYHO-HCCIIEOBATENBCKUX pabOT, pabOThl YUEHOTO
coBeTa U Jp.)

7. TIOJIOXKEHUS (06 opranuzamnuu, CTpyKTypPHOM MOJIpa3/ie/ICHHH,
NIPEMHUPOBAHUU U JP.)

8. PACIIEHKU (#a mpou3BoacTBO padboT)

9. CMETHI (pacxomoB)

10. CTPYKTYPA U IHITATHAS YNCJIEHHOCTD

11. TAPUDHBIE CTABKHU

12. YCTAB, [IOJIOXKEHUSA O CTPYKTYPHBIX ITOJAPA3AEJIEHUAX
13. ®OPMbI YHUDUIIMPOBAHHBIX TOKYMEHTOB

14. ITATHBIE PACIIMCAHUA 1 UIBMEHEHW A K HUM



Ipunoxenue Ne3

Oopasey npukaza

MinicTepcTBO OCBITH
[Ipuanictposcbkoi MoaaascsKol
Pecny6aikn

Munucrepyn Exykaumen
Pecnybanyuit MoajoBesemrs
Hucrtpene

MHHHCTEPCTBO [IPOCBELIeHMS
Ilpupuectposckoit Mosasckon
Pecnybauku

HETOCYJAAPCTBEHHOE Y‘IPE)KI[EHI/IE-OPFAHI/I‘?»AHI/IH BBICHIEI'O
N IMMOCJUIEBY30OBCKOI'O TIPO®PECCHUOHAJIBHOI'O OBPA3OBAHUA

«TUPACHOJBbCKHUUN MEXKPETMOHAJIbHBI YHUBEPCUTET»
MD-3300, r.Tupacnons, np.Maructpansusiii 10, p/c  2212160000003616 3A0O «ArponpoMOaHK»
ten./¢akc: (533) 2-61-79, 2-64-98

NPUKAS3

or « » sauBapsa 2021 r. No -y

B  coorBerctBum ¢ IlpukazoMm  MuHHCTEpCTBa  IPOCBEIICHUS
[TpugnectpoBckoit Monaasckoit PecriyOmuku ot 12 mas 2017 roga Ne 575 «O6
yTBepxkAeHUN [lonoxkeHns 00 OTYUCIEHWU, BOCCTAHOBJIEHUM, TIEPEBOC
o0ydJaromuxcs, a TakKe IPEJIOCTABICHUS KM aKaJeMHUYECKOro OTIyCKa B
OpraHu3aIusax po¢eCCUOHATBHOTO oOpazoBaHUs [IpunHecTpoBCKOM
Monnasckoit  PecmyOmukuy», Ycraom  HYOBIIIIO  «Tupacnonbckuit
MEXPErHOHANIbHBIM yHUBEpCUTET», MpoTokosl Ne 7 ot 27.01.2021r. 3acenanus
aTTECTAIlMOHHON KOMHCCHH, Ha OCHOBAaHUHU CIIPAaBKH O mepuoje odyuenus ['OY
«THO1 MB/I IIMP um. M..KyTy30Ba» 1 JTUYHOTO 3as1BIICHUS

INPUKA3DBIBAIO:

PexTop HYOBIIIIO «TMY)»,
K.3.H. B.B. ficTpedoBa



Ipunoxenue Ned

Oopasey pacnopaxrcenus

HYOBIIIIO
«TUPACIIOJBbCKUMN MEXKXPETNOHAJIBHBIN
YHUBEPCHUTET»

) 4

PACIHHOPS/KEHHUE Ne or «20» cenTtsaops 2021r.

O 3agoskeHHOCTSIX MO AucuumnHam 2021-2022 yyeOHoro roaa

PexTop HYOBIIIIO «TMY»,
K.J.H. B.B. SicTpedoBa



Ipunoxenue NeS

Oopaszey npomokona

HYO BIIIO «TUPACHOJIbCKUMN MEKXPETMOHAJIBHBIN
YHUBEPCHUTET»

IPOTOKOJI Ne

OT I. Tupacmnonb

IIpeacenarenn —

IpucyrcrBoBaam —

IIpuriamenuosie —

IToBecTKa qHA:

1.
2.
3.

CJHYHIAJIA:

BBICTYIINJIN:
INHOCTAHOBWJIN:

[IporomocoBanu —

[Ipencenarens MOJINIACH
pacmm$poBKa MOIMUCH

Cexkpetapb MOJAIHUCH pacmmdpoBKa
MOAUCH



IIpwio:xxenue Ne 6

HYOBIIIIO «TupacnojbCKuii MeKpPeruoHaAbHbIN YHHBEPCUTET»

AKT
Ne YTBEPX/IAIO
Cmaun  JOKyMEHTOB Pextop HYOBIIIIO «TMVY»,k.3.H.
( ) B apXuB B.B. fcTtpeboBa
JlaTta
Ha ocnoBanuu HomeHknaTypsl fei 3a 20 roa otoOpaHbl K INepefadye B apXuB

CIIEAYIOIINE JOKYMEHTHI:

HauMeHoBaHUe JOKYMEHTA

I'ox npuema
HA XpaHEHHUe

KoJi-Bo

Hroro nena
« » 20 T.
HaunmenoBanwne 10IKHOCTH [Toanuce

Dopma akma coauu oen

PacmmugpoBka nmoanucu

(cmpyxkmypHoe noopaszoenerue)



IIpuioxkenue Ne 7

HYOBIIIIO «TupacnojbCKuii MeKperuoHaAbHbIN YHHBEPCUTET»

AKT
No

O BBIJICJICHUKM K YHHYTOXCHHIO

HC IMOoAJIC)KAlIMX XPaHCHUTIO

YTBEPXIAIO

Pextop HYOBIIIIO «TMVY»,k.3.H.

B.B. SctpeboBa

JlaTta

Ha ocHoBanum HOMCHKJIATYPBI ICJI 3a 20 ron OTO6paHBI K YHHYTOXCHHUIO KaK HC
NMCIOIIIHUC HaquO-HCTOpHHGCKOﬁ OCHHOCTHU MW YTPATHUBIINUC IPAKTHUYCCKOC 3HAYUCHUC

HJOKYMCHTBI:

HauMeHoBaHUEe JOKYMEHTA

KoJi-Bo

I'ox npuema
HA XpaHEHHe

Hroro nena

JIOKYMEHTBI YHUUYTOXKEHBI ITyTEM

« » 20 T.

HaunmenoBanwne 10IKHOCTH Iloamuce

Dopma akma yHuumosicenus oen

PacmmdpoBka noamnucu

(cmpyxkmypHoe noopazoenenue)




IIpuioxkenue Ne 8
@Dopma onucu 0en NOCMOAHHO20 XPAHEHUA

U nO IUYHOMY COCMABY CHPYKMYPHO20 noOpasoenenus Ynueepcumema

HYOBIIIIO «TupacnojbCKuii MeKpPeruoHaAbHbIN YHHBEPCUTET»

OIINChb
Ne VTBEPXJIAIO
Cnaum TOKyMEHTOB YacTH Pexrop HYOBIITIO «TMVY»,k.3.H.
( dopma oOydeHus) B B.B. Sctpeboa
apXWB HA MIOCTOSIHHOE XPaHEHUE JlaTa
Ne | Uunexkc 3aroJioBOK aeia Koi-Bo ToMOB Kom-Bo nen [Tpumeuanue
nena (ToMa, yacTu)
1 2 3 4 5 6
B nannbii paznen omucu ¢ Ne mo Ne BHECEHO
TOMOB,
(yughpamu u nponuceio)
B KOTOPBIX MTPOLIATO Jena

(yughpamu u nponucsvio)

HaumenoBanue nomxHoOCTH
COCTaBUTENSA [Toanuce Pacmmudposka
MOAITUCHU



