MWHWUCTEPCTBO CE/IbCKOTO XO3AMCTBA POCCUNCKOW SEAEPALIUA
®epepanbHoe rocyaapcTBeHHoe 6ropKeTHoe obpasoBaTenbHoe
y‘-IPE)KAEHVIe BbICLUEro O6Pa3OBaHMf-I
«KYBAHCKWU TOCYAAPCTBEHHbIN ATPAPHbBIA YHUBEPCUTET
UMEHU WN. T. TPYBUJINHA»

yHMBepcheTa npodeccop

hy A. . Tpybunun
22 2018

CUCTEMA MEHEAXMEHTA
KAYECTBA

[lenonpousBoACTBO U KOHTPO/Ib
NUCNO/IHEHUA A OKYMEHTOB

MeToanyecKkasa MHCTPYKLMA

MU Ky6lrAY 1.4.2 — 2018

Bepcua 5.0

&
(¢
et
(7))
>
(/p)
e
c
(¢
&
(¢
(@)
©
| -
©
=
-
et
©
=
O

KpacHopap

2018




MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy
@ JlenonpounsBoACTBO U KOHTPO/b NCNOJIHEHUA JOKYMEHTOB 1.4.2—2018
v BeeaeHa B AeicTBUe NpuKasoM pekTopa ot 20.09.2018 r. N2 290 Jluct 2
[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0 Bcero nauctoB 75

JlncTt cornacoBaHuA

PASPABOTAHO

HavyanbHUK oTAENa 7/
Ae/10rnpoun3BO/ACTBa Q/A// E.B. MeTenkuHa
17 08 2040

SKCIMEPTU3A MMPOBEAEHA

HavanbHUK oTAena
MeHe/)KMeHTa KavyecTBa C\Vm//, B. M. CmoneHues

1809 29

COINTACOBAHO

MepBbI NPOpPeKTOP C. M. Pe3Hn4eHKo
06/2%047

MpopekTop no yuyebHow paboTe u..g/ A. B. MeTyx

20-00 791

HavasbHWK y4ebHO-MeToANYeCKOro

ynpasieHna Cﬁ % C. B. Xopy»as

HayvanbHWK ynpaBieHusa KagpoBoro

obecrneyeHuns u 4en10NpoOU3BOACTBA //) A. A. KoposuH

(Ao




S

MeToanYeckas MHCTPYKLMA CUCTEMbI MEHEKMEHTa KavyecTBa
Jlenornpon3BoACTBO U KOHTPO/Ib UCNOAHEHNA JOKYMEHTOB

MM Ky6rAY
1.4.2—2018

BeegeHa B geicTBue npukasoM pektopa ot 20.09.2018 r. N2 290
[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0

JNnct 3

Bcero auctoB 75

13

14
15
16
17

CopepxxaHue

HasHayeHue n o6n1acTb NnpyMeHeHnA

HopMaTuBHbIe CCbIIKK

OcCHOBHble MOHATUA

O6uwme TpeboBaHNA NOATOTOBKN 1 OPOPMAEHMA JOKYMEHTOB
CocTaB 1 0popMIeHNe peKBU3UTOB JOKYMEHTOB
TpeboBaHuA kK 61aHKaM AOKYMEHTOB, LUTaMnaM 1 nevyaTaMm
Mopaaok pa3paboTku pacnopAANTENbHbIX JOKYMEHTOB

Buabl pacnopAaanTenbHbIX JOKYMEHTOB

Mopaaok opopMaeHNA NpUKasoB

MNopapok opopMaeHMA NPOTOKONOB

MNopAaaoK obopMIeHNA pacnopaXeHuUnA

Cny»xebHble NncbMa

MNopapok opopMaeHna akTa

MeyaTaHWe, TUpaXXMpOBaHWe N pacchliKa JOKYMEHTOB
TpeboBaHuA K 0pOPMIEHMIO BbINMUCOK

OpraHusauma gokyMeHToobopoTa

Mpvem 1 nepeuyHan obpaboTka nocTynaroLwmx AOKYMEHTOB
MopAaaoK pacCMOTPEHUA JOKYMEHTOB

OpraHusauyma paboTbl C OTNpaBiAeMbIMU AOKYMEHTaMM
KOHTpOAb MCNOAHEHNA JOKYMEHTOB

OpraHu13auma KOHTPO/A UCNONHEHUA BXOAALWMX [JOKYMEHTOB
CpOKM UCNONHEHUA OKYMEHTOB

MopAAOK CHATUA JOKYMEHTOB C KOHTPOAA

PaspaboTka 1 BBeeHMe HOMEHKAATYpbl Aen

dopMupoBaHue gen

MopAaAoK cocTaBneHMA OnNncen Aen NOCTOAHHOrO, BPeMeHHOro
(cBbiwe 10 NeT) XpaHEHUA U MO IMYHOMY COCTaBY

MpaBuna opopMieHUs Aen N NOATOTOBKM K Nepejiaye Ha apXMBHOe

XpaHeHue

XpaHeHue

JKcnepTm3a LLleHHOCTU JOKYMEHTOB
MNepeaava gen B apxus

JlokyMeHTUpoBaHHaa nHdopMauma
MpunoxeHne A O6wmi 6naHK yHMBepcuTeTa
MpunoxeHne b bnaHk nucbma yHMBepcuTeTa
MNpunoxernue B Tunosasa popma npukasa
Mpunoxenne [ Tunosasa ¢opmMa npoToKona
Mpunoxerne [l Tunosasa ¢popma aKTa

N Oy L

—
—

32
33
33
33
36
38
38
40
41
42
43
43
44
44
46
47
48
48
49
52

54

56
58
59
60
61
62
63
64
65
66




S

MeToanYeckas MHCTPYKLMA CUCTEMbI MEHEKMEHTa KavyecTBa
Jlenornpon3BoACTBO U KOHTPO/Ib UCNOAHEHNA JOKYMEHTOB

MM Ky6rAY
1.4.2—2018

BeegeHa B geicTBue npukasoM pektopa ot 20.09.2018 r. N2 290
[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0

Jluct 4
Bcero auctoB 75

Mpunoxerne E JInct perncrpaumm paccbiiku JOKyMeHTa 67
MpunoxeHne W MNpuMepHbIA NepevyeHb HEPerncTpmpyemMon

KOppecnoHAeHLUu 68
MNpunoxeHne K dopmMa onucu aena, nepesaBaeMoro Ha xpaHeHue 69
MpunoxkeHune J1 dopma aKTa O BblAe/IEHUN [eN K YHUHTOMXEHUIO 70
Mpunoxkenne M O6wWwMI 61aHK 3aBEpUTENIBHOrO INCTa Aena 71
MpunoxeHne H dopma BHyTpeHHeln onuck gena 72
Mpunoxenne T MNpumep opopmaeHnsa 0610XKKM gena 73

MpunoxerHne P dopma onucn gena ana bakynbTeta u Kadeap 74




[JlenonpounsBoACTBO M KOHTPO/Ib NCNO/HEHNA JOKYMEHTOB 1.4.2—2018

BeeaeHa B AelicTBMe nprKasoM pektopa oT 20.09.2018 r. N2 290 Nnet 5

z MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy
v [lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0 Bcero nauctoB 75

1 Ha3Ha4yeHune n obnacTb NpUMeHeHUsA

Hactoswana Metoanyeckas WHCTpyKumna deaepanbHOro rocyfapCTBEHHOMO
6roa)KeTHOro obpasoBaTeNbHOIO yypexaeHua Bbiclero obpasoBaHMA «KybaHcKMm
rOCyAapCTBEHHbIA arpapHbii yHusepcuTeT uMeHn W. T. TpybuauHa» (ganee —
YHVBEPCUTET) YCTaHAB/AMBAET eAMHYH CUCTEMY Ae/IONpPOU3BOACTBA U MOPAALOK
NOArOTOBKM, OPOPMNEHNSA, MPOXOMKAEHUSA, KOHTPONA 3@ WCMNONHEHUEM, YYETOM,
XpaHeHWeM, rMeyaTaHMEM, KOMUPOBAHWEM U TUPAKMPOBAHWEM  CAYMKeOHbIX
AOKYMEHTOB.

[MONOMXEHMA MHCTPYKUMM PacrnpoCTPaHAIOTCA Ha OpraHusauuio paboTbl ¢
AOKYMEHTaMU He3aBUCMMO OT BUAQ HOCUTENA, B TOM YUC/Ie C 3/IEKTPOHHbIMM
AOKYMEHTaMU, OCYLLECTBASIEMbIE C NPUMeHEeHNeM UHGOPMALMOHHBIX TEXHOIOIUMN,
BK/IlOYas MOArOTOBKY, O6paboTKy, XpaHEHMe U WCMNOAb30BaHUE [OKYMEHTOB.
CucTeMa  3/1eKTPOHHOrO  AOKyMeHToobopoTa  Directum, npumeHsemas B
YHUBEpCUTETE, [AO/MKHa obecneymBaTbh BbINO/MHEHME TpebOBaHWI HacToALLeW
MHCTPYKLUW.

MonoxeHna VIHCTPYKLMU He pacnpoCTPaHAITCA HA OpraHu3auuio paboTsl ¢
AOKYMEHTaMM, COAepXalluMmM CBEAEHUSA, COCTaBAAKOLWME FrOCYAaPCTBEHHYIO TalHy.

OpraHu3auuio, BefeHMe W COBEpLIEHCTBOBaHME [AeN0MNpOM3BOACTBA Ha
OCHOBE eAWHOW MOJIUTUKK, MUCMONb30BaHWEe WHPOPMALMOHHBIX TEXHONOTUA B
paboTe C JOKYMeHTaMW, METOANYECKOE PYKOBOACTBO U KOHTPO/Ib 3a CO6/10AeHNEM
YCTQHOB/IEHHOr O NopAAKa paboTbl C JOKYMEHTAMU B YHUBEPCUTETE OCYLLECTBASET
ynpaB/ieHne KagpoBoro obecneyeHunsn u 4eNonponsBoACTBa.

OTBETCTBEHHOCTb 3@ OpPraHu3auuilo Ael0Npou3BOACTBa, CBOEBPEMEHHOE U
KauyeCTBEHHOE WCMO/IHEHUE [OKYMEHTOB, WX COXPaHHOCTb BO3/1araeTcs Ha
PYKOBOAWTENEN CTPYKTYPHbIX MoApasaeneHuit Bysa (ynpaBneHui, OTAeNOB,
AeKaHaToB, Kadeap).

HenocpesacTBeHHOe  BejeHWe  Ae/ONPOU3BOACTBA B CTPYKTYPHbIX
noApasAesieHusAX BO3/araeTcAd Ha COTPYAHWMKOB, OTBETCTBEHHbIX 3a 3Ty paboTy,
KOTopble 06ecneyMBalOT yyeT U MNPOXOXKAEHUE [OKYMEHTOB B YCTAHOB/IEHHblE
CPOKW, NHGOPMUPYIOT PYKOBOACTBO O COCTOAHUWN UX UCMOIHEHWUA, OCYLLECTBAAIOT
O3HaKOM/IeHWe COTPYAHWKOB C HOPMATMBHbIMU U METOAUNYECKUMMU AOKYMEHTaMM
No Ae10NpOU3BOACTBY.

PabOTHUKM CTPYKTYPHbIX MOApPa3feneHuUin HecyT OTBETCTBEHHOCTb 3a
BbINO/IHEHME TpebOBaHWUI HACTOSALLEN METOANYECKOM MHCTPYKLMU, 32 COXPAHHOCTb
HaxXoAAWMXCA Yy HUX CAYyXebHbIX AoKyMeHTOB. O6 yTpaTe [OKYMEHTOB
HEMe//IEHHO AOKNa/AbIBalOT PYKOBOAMTENO NOApa3zAesieHns U cooblatoT B oTaen
AEe/10NpON3BOACTBA.
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CopepaHve CNyXebHbIX [OKYMEHTOB He MOAJIeXUT  Ppasr/aleHuto.
Mepeaaya cnyebHbIX AOKYMEHTOB, UX KOMWM, NPOEKTOB PabOTHWKAM CTOPOHHMUX
OpraHu3saumi AonycKaeTcA TO/IbKO C MMCbMEHHOIO pa3peLleHns pyKOBOACTBA By3a.

PabOTHMKM oOpraHuMsaumMm HecyT AWCLUUMANHAPHYK OTBETCTBEHHOCTb 3a
HecobtoaeHne TpeboBaHNIN MHCTPYKLMW.

B CTpPYKTypHbIX noapasjeneHusx, rge Mo wraty He npeAyCcMOTpeH
CneuuanbHbI  COTPYAHUK ANA BEAEHUS [e/IoNpOU3BOACTBA, PYKOBOAWUTENEM
noApaszeneHnsa Ha3HaYaeTCa COTPYAHMK, OTBETCTBEHHbIN 3a 3Ty paborTy.

HacToswan MeTognyeckan MHCTPYKLMA obA3aTesIbHa K NPUMEHEHWIO:

— BCEMWM  COTPYAHMKaMM  BCeX  NOAPasfefNieHUn  YHUBEpPCUTETa,
yyacTBylOWMMN B pa3paboTke, 0opOPMIEHUM U UCMOJIHEHUM PaCMOPAANTE/bHBIX
AOKYMEHTOB;

— BHYTPEHHUMW 3KCNepTaMu-ayauMTopaMu NpU MPOBEAEHUN BHYTPEHHUX
ayautos CMK.

TpeboBaHMA HacToAWEA MeTOAMYECKON UHCTPYKLMM He PacrnpoCTpaHATCA
Ha YyHubMUMpOBaHHble GOPMbI  AOKYMEHTOB, pa3paboTaHHble Pas/INYHbIMM
BeAOMCTBaMU P®, KoTopble NMpUMeHAIOTCA MOApPasAeseHUAMN YHUBEpPCUTeTa Mpu
OCYLeCTB/IEHUM BHEWHeNn oOT4YeTHOCTU. [lepeyeHb YHUOULMPOBaAHHBIX GHOpM
AOKyMeHTOB npueegeH B OK 011-93 (OKYA).

2 HopMaTuBHbIe CCbI/IKU

MHcTpyKumAa pa3paboTaHa B COOTBETCTBUM C 3aKOHOAATE/IbHbIMU U MHBIMU
HOPMaTMBHbIMK MpaBOBbIMM akTamMu Poccumnckon Pepepaumm n KpacHoaapckoro
Kpaa B cbepe MHPOpMauMM, AOKYMEHTALUWU U apXMBHOrO Aena, TpeboBaHUAMU K
odopmneHuto gokyMeHToB [OCTa:

2.1 MocTtaHoBneHue [MpasutenbctBa PO ot 15 moHa 2009 r. N2 477 «O6
yTBepxaeHun  [pasun  pgenonpousBogctBa B deepanbHblX  OpraHax
MCNONIHUTENIbHOW BAACTU».

2.2 MeToguyeckne peKkoMeHAauMM no pa3paboTKe WHCTPYKLUM no
A,eNonpon3BOACTBY B ¢eaepanbHbIX OpraHax WCMOJHUTENbHOW  BAaCTW,
YTBEPXKAEHHbIMM NpuKa3oM Pocapxuea ot 23 aekabpa 2009 roga N2 76.

2.3 NoctaHoBneHune lMpasuTtenbctBa PO ot 07.09.2011 N2 7571 "O BHeceHuu
nsMeHeHun B [lpaBuna pgenonpoumsBoactea B defepasnbHbIX  OpraHax
MCNOJIHUTE/IbHOM BAACTH".

2.4 [MocTtaHoBseHWe rnaBbl agMUHUCTpauun KpacHogapckoro Kpaa oT 10
paekabpa 2013 r. N2 1425 «O BHeCeHMM W3MEHEHMM B MOCTAHOB/IEHWE T[/1aBbl
agMuHucTpaumn KpacHogapckoro kpas ot 29 aekabpa 2004 roga N2 1315 «O6
yTBepXAeHUn WHCTPYKLUMM MO AeN0NpOU3BOACTBY B MCMNOJAHUTE/IbHBIX OpraHax
rocyAapcTBeHHOM BAacTn KpacHOAapCKOro Kpas».
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2.5 TocypapctBeHHbli cTaHgapt P® TOCT P 7.0.8-2013 «Cucrtema
CTaHAapToB no WHPopMauumn, 6GMBANOTEYHOMY U  U3[ATeNIbCKOMY  Aeny.
[lenonpounsBoACTBO U apXMBHOE Aeno0. TepMUHbI U OrpeseneHna».

2.6 HauymoHanbHbln ctaHgapT PP TOCT P 7.0.97-2016 Cucrema cTtaHAapToB
no uHpopmaummn, 6ubanotedyHoMy u wuspgatensckomy pgeny. OpraHu3auMOHHO-
pacnopaauTenbCcKan JoKyMeHTaumA. TpeboBaHMA K OPOPMAEHUIO JOKYMEHTOBY.

2.7 HauunoHanbHbin ctaHgapt PO FTOCT P NCO 15489-1-2007 «Cuctema
CTaHAApPTOB MO MHPOPMaLUN, bUHBIMOTEYHOMY U U3AaTeNbCKOMY Aeny. YnpaBaeHue
AOKYMEHTaMm».

2.8 OK 011-93 O6uwepoccunckmm knaccndukaTop ynpaB/ieHYeCKON AOKYy-
MeHTauumn (OKYA).

2.9 OcHoBHble Npaeuaa paboTbl apXMBOB opraHu3auymii (2002 r.).

2.10 OpraHu3aumMoHHO-pacnopAauTeNbHaA AOKyMeHTauuA. TpeboBaHuA K
opopmneHunio gokyMeHToB // MeToaunyeckune pekomeHgauun BHUNAAL GAC PO. -
M.: BHUMNAAL, 2003.

2.11 BBepeHue penonpousBoacTBa B opraHusaumm // MeTtogunyeckue
pekoMeHgauun BHUMAAL ©®AC PO. - M.: BHUNAAL, 2004.

2.12 TMpukas MunTpyaa Poccum ot 06.05.2015 N 276 H "O6 yTBepxaeHun
npopeccmoHanbHOro craHgapta Cneumannct no  OpPraHU3aLMOHHOMY U
A,OKYMEHTaLNOHHOMY obecrneyeHmIo ynpaB/eHNs opraHnsaumnen”.

3 OCHOBHbIe NOHATUA

AKT — [JOKYMEeHT, COCTaB/IeHHbI HECKONIbKUMW /MuaMn WU NOATBep-
waaowmin GakTbl, cobbITUA (aKT npueMa paboT, aKkT CNWUCaHUA MaTepuanoB, aKT
npueMa-nepeAayv AOKYMeHTOB U T.N.).

ApxuB — oOpraHmsauma WANM  ee  CTPYKTypHOe  MojpasjenieHue,
ocyllecTB/AOWlee MNPUEM U  XpPaHeHMEe apXUBHbIX [OKYMEHTOB C Le/blo
MCNo/ib30BaHMA.

ApxvBHas OMUCb — apXMBHbIM CMPaBOYHUK, COAEPXalMA CucTeMa-
TU3NPOBaAHHbIA MepeyeHb eAWHUL, XPaHEeHMA apXMBHOro ¢oHAa, KOMNEKLUU U
npeAHa3sHaYeHHbIA AN1A UX y4eTa U PaCKpbITUA UX COAEPHKaHUA.

ApxuBHaAa cnpaBka — oduLManbHbIA JOKYMEHT, UMEIOLWMIA IOPUANYECKYIO
CUNY U COAEPXaLLNA apXMBHYIO MHGOPMaLMIO O NpeAMeTe 3anpoca, C yKasaHueM
MOWCKOBBIX A@HHbIX OKYMEHTOB.

BnaHk pokymeHTa — Habop PpeKBU3UTOB, WAEHTUPUUMPYIOLWMX aBTOPA
opULMaNBHOIrO MUCbMEHHOIO AOKYMEHTA.
BHYTPeHHUA AOKYMeHT — oduLManbHbI JOKYMEHT, He BbIXOAAWMMN 3a

npeAenibl NOAFOTOBUBLLEN €r0 OpPraHu3aLuu.
BbinMcka — KOMMA YaCTU TEKCTOBOMO AOKYMEHTa.
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BXOAHLU,VIVI AOKYMEHT — [OKYMEHT, I'IOCT)/I'IVIBLLIVIVI B OpraHu3auuio.
I'apaHTuﬁHoe ANCbMO — MUCBMO, BblpaXatolee rapaHTuto.
Fpud — nomeTKa, yKasbiBarowan Ha 0cobbi XxapakTep uam ocobbi cnocob

Mepecbi/IKN [1e/10BOW KOPPeCNOHAEHLMUN («CEKPETHO», «CPOYHO», «He MOANEXUT
OrNALIEHUNIO», K INYHOY).

Jlata — uuncno, MecAy M rog COCTaBNEHUS WU NOAMUCAHUA AOKYMEHTA,
yKa3aHHble Ha HeM apabckuMm undpamu.
[leno — COBOKYMHOCTb  AOKYMEHTOB WM  OTAE/IbHbI [ OKYMEHT,

OTHOCALMECA K OAHOMY Bonpocy uan céhepe AeATE/ILHOCTU YHUBEPCUTETA,
MOMeLLeHHble B OTAEe/bHYH0 06/10XKKY.

[lenonponsBoACcTBO — [AeATeNbHOCTD, obecneymnBaroLLas cosfaHue
opULMaNbHLIX JOKYMEHTOB M OPraHn3aumo paboTbl C HUMW.
JOoKyMeHT — oduuManbHbii AOKYMEHT, CO3JaHHbIM [OCyAapCTBEHHbIM

OpraHOM, OpraHoOM MeCTHOrO CaMOYMNPaB/IeHUA, OPUANYECKUM UAN GU3NYECKUM
AmuoM, OoQpOPMAEHHbIM B YCTAaHOBNEHHOM MOPAAKE W BKAKOYEHHbIN B
AOKYMeHTOO60pOT yHMBEpCUTETA.

JloKkyMeHTUpoBaHUe — pukcauus nHGopMaLmm Ha pasIMYHbIX HOCUTENSX MO
yCTaHOB/IEHHbIM NpaBU/iaM.

JlOKyMeHTOO060pOT — /BMXKEHME [OKYMEHTOB C MOMEHTa WX CO3jaHus
WM MONYYEHWUA AO 3aBEPLIEHWUA BbIMONHEHWUA, OTMPaBKM U (MAM) NOMeleHUs B
Aeno.

[lO/XKHOCTHaAT MHCTPYKUMUA — HOPMATUBHbIA AOKYMEHT, B KOTOpPOM
onpegeneHsl GyHKUMM, npaBa M 06A3aHHOCTM COTPYAHWMKa YyHuBepcuTeTa. Ha
OCHOBAHUMN AO/HKHOCTHOW WHCTPYKLMM pa3pabaTbiBaeTcA TPYAOBOM KOHTPAKT C
paboTHUKOM. Jl0/HKHOCTHAA MHCTPYKLUA COAEPKUT Caejylowme pasgensl: obuime
nonoxeHus, GyHKLMM, LOHKHOCTHbIE 06A3aHHOCTK, NpaBa U OTBETCTBEHHOCTb.

Ay6nankat — >3K3eMmnasp AOKYMEHTa, COCTaB/IEHHbIM B3aMeH
OTCYTCTBYIOLErO MOA/IMHHUKA U WMEIOWMIA OAMHAKOBYHO C HWUM HOPUAMYECKYHO
cuny.

3aBepeHHas KOMUA [OKYMEHTa — KOMUA [OKYMeHTa, Ha KOTOpOW B
COOTBETCTBMM C YCTAHOB/IEHHbIM MOPAAKOM MPOCTaBAAT HeobxoauMble
PEKBU3UTbI, NpUAAIOLLME eI FOPUANYECKYIO CUAY.

3anABNeHMe — [OKYMEHT, COAepKalui Npocbby uav npeanoxxeHve avua
(ML) yYperKAeHMIO AW JOMKHOCTHOMY ALY, HanpuMep, O NpuUeMe Ha paboTy, o
NpeAoCTaB/eHUM OTNYCKa U T. 4.

MHBeHTapu3auMoHHaA onucb (BeAOMOCTb) — MepeyeHb WMyLLeCTBa
yUYpexeHuva, npeanpuATUA, OpPraHusaumm UaM Anua C yKasaHuWeM BbIIBIEHHOTO
KO/IMYeCTBa, COCTOAHMA NPeAMETOB N UX CTOUMOCTM.

MHaekc pena — uudpoBoe u/vnm 6ykBeHHO-UUPpOBOe 06O3HaYeHUe
Aena B HOMeHKNaType Ae/ OpraHn3aumm, HAHOCMMOe Ha ero 0610XKKY.
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UcTopuyeckas cnpaBka K apxuBHOMY $OHAY — [AOKYMEHT, coAepiKalinim
cBeAeHMA Nno wuctopum ¢oHgoobpasoBaTenss M apxvBHOro ¢GOHAA, KPaTKylo
XapaKTepPUCTUKY COCTaBa U COAEPXKaHMA ero AOKYMEHTOB M Hay4YHO-CMPaBOYHOIO
annapara.

Knvmwe  neyatm — 3neMeHT  nedyaTw,  COAepXalnin  3epKasbHOe
oTobparkeHre OTTUCKa NeyaTu.

KoHTpob  UCNONHEHUA  AOKYMEHTOB — COBOKYMHOCTb  JeNCTBUN,
obecneymBaOWmNX CBOEBPEMEHHOE UCMONHEHNE AOKYMEHTOB.

Konua  pOKyMeHTa — [OKYMeHT,  MO/JIHOCTbIO  BOCMPOU3BOAALLUMN

nH$OpMaLMIO NOA/IMHHOIO AOKYMEHTA M BCE €r0 BHELLUHWE NPU3HAKM UK YacTb UX,
He UMeIoLWNIN KPUANYECKON CUNDI.

JInyHoe pgeno — pfeno, BK/AKOYaoLWee AOKYMEHTbl O KakoM-au6o auue (o
6uorpadum, o6pasoBaHMK, TPYAOBOM UM O6LLECTBEHHOMW AeATENbHOCTH).

HoMmeHKknaTypa gen — cucTeMaTU3MPOBaAHHBIA NepeYyeHb HAaMMEHOBaHUM
aen, bopMumpyeMbix B YHUBEPCUTETE, C YKa3aHMEM CPOKOB MX XPaHeHus,
0dOpMNEHHBIN B YCTAHOB/IEHHOM MOPAAKe.

HopMaTuBHble JOKYMEHTbI — [AOKYMEHTbl, B KOTOPbIX YCTaHaB/NBAIOTCA
Kakne-nnbo npaBuia, HOpMbl.

O6WepocCUUCKUA  KnaccupuKaTop  YyNpaB/ieHYECKUX [ OKYMEHTOB
(OKYA) — coctaBHas YacTb EgMHON cucTeMbl KnaccudumKauum M KOAUPOBaHMS
TEXHUKO-IKOHOMUYECKOW U COuManbHOW  UHPOPMauuMW,  OXBaTbiBaOLLASA
YHUPUUNPOBAHHbIE  CUCTEMbl  JOKyMeHTaumMm ©n  GOpMbl [ OKYMEHTOB,
PEeKOMeHAyeMbIX ANA MNPUMEHeHVUA B [eATe/NbHOCTU OpraHvsauuMmi  BceX
OpraHu13aLMOHHO-NPaBOBbIX GOpM.

O6beM AOKyMeHTOO6OpOTa — KONMYECTBO [OKYMEHTOB, MOCTYMWBLUUX B
YHUBEPCUTET M CO3JaHHbIA UM 3a OMpe/e/ieHHbIN Nepuoa.

Onucb — topuaundeckn obopMeHHbIN NepevyeHb JOKYMEHTOB.

Onuce pAena — apxvMBHbIN  CMPABOYHUK, COAEPXalMA CUCTeMaTU3N-
POBaHHbLIM MepeyvyeHb eAWHWL, XpPaHeHMA apxXvMBHOro ¢OHAAQ, KOANEKUUU U
npeAHa3Ha4YeHHbIN ANA UX Y4YeTa U pacKpbiTUA cogepxanma. OnmucK cocTaBnAlTCA
OTAE/NbHO Ha Aena MOCTOAHHOIO XpaHeHWs, Aesfa BpeMeHHoro (cebiwe 10 neT)
XpaHeHus, Aena No IMYHOMY COCTaBy, Ha Aena BpeMeHHoro (Ao 10 neT) xpaHeHUs
OMWCK He COCTaB/AKTCA.

OpraHu3ayMoHHO-pacnopAAUTEbHbIN AOKYMEHT (orPAa) — eug
MUCbMEHHOr0 AOKYMEHTa, B KOTOPOM PUKCUPYIOT pellueHme afMUHUCTPaTUBHBIX U
OpraHM3aLMOHHbIX BOMPOCOB, @ TaKXe BOMPOCOB YyNpaB/eHWsA, B3aUMOAENUCTBUSA,
obecneyeHna M perynMpoBaHMA AeATe/IbHOCTM OpPraHoB B/ACTU, Y4YPEeXAeHWUMW,
npeAnpUATUIA, OPraHu3auuin, Nx NoAapasAeeHNN U AOKHOCTHBIX JINLL.

OTTuUCK NneyaTu — wn3obparkeHune KAuwe nevyatun Ha bymare.
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Oq)opmnel-wle AOKYMeéHTa — npocCTaB/sieHne HGOﬁXO,D,I/IMbIX PEKBU3UTOB,
YCTAQHOB/I€HHbIX NpaBU/1aMN JOKYMEHTUPOBAHUA.
MoaNNHHUK AOKYMEeHTa — HepBbIVI nan EAMHCTBEHHbIVI 3K3eMnaap
AOKYyMeHTa.
Moanuce — pekBM3UT [OKYMeHTa, NpeAcTaBAAlWMA cobor COBCTBEH-
HOPY4YHYH pOoCnnCb NOJIHOMOYHOI O AO/IKHOCTHOI O IMya.
I'Ipm(aa — npaBOBOVI aKT, Vl3p,aBaEMbIl7l pykoBoaguteneMm ydpexaeHuAa B
uenax paspeweHmAa OCHOBHbIX M ONepaTUBHbIX 3a4a4.
nPOTOKOH — AOKYMEHT, cop,ep»(au.mﬁ nocnefoBaTe/ibHyHO 3anncCb XoAa

O6cy)Kﬂ,EHVIFI BOMNpoOCOB WU MNPpUHATUA PELIJEHVIVI Ha co6pavax, coBelaHunAx,
KOHq)ePeHU,VIFIX M 3aceaHnAX Ko/iernasibHbiX OpraHoB.

PacnopsykeHMe — npaBOBOM aKT, M3jaBaeMbli PyKOBOAUTENEM B LeNfX
paspeLlleHna onepaTUBHbIX BOMPOCOB.
PacnopsgutenbHbii  gokyMmeHT (P/]) — 3TO [OKYMEHT, B KOTOpPOM

PUKCUPYIOTCA  pelleHns afMUHUCTPATUBHBIX WM OPraHM3aLMOHHbIX BOMPOCOB
AEATENIbHOCTU YHMBepcUTeTa. DTU [OKYMEHTbl PeryanpyloT U KOOPAUHWUPYIOT
AEATENbHOCTb, MO3BO/AOT OpraHy ynpaeieHus obecneymBaTb peanu3saLuio
NOCTaB/IeHHbIX Mepej HUM 3ajav.

PernctpaumoHHbln HOMep pAOKyMeHTa — uubpoBoe wuaM 6yKBEHHO-
umdpoBoe 0603HayYeHMe, NPUCBaMBAEMOE JOKYMEHTY NPU ero permcTpaymu.
Perucrpauus pAoKyMeHTa — MpUCBOEHWE [OKYMEHTY PerncTpaymoHHOro

HOMepa M 3anuCb B YCTAHOB/NEHHOM MOPAAKE YYeTHbIX AAHHbIX O [AOKYMeHTe,
duKcupyrowasa GaKT ero cosgaHua, oTnpasBaeHNA AN NONYYEHNA.

PekBusur AOKYMeHTa — ob6A3aTe/IbHbIN 3/1eMeHT opopMaeHus
opULManbLHOro AOKYMEHTa, Npujatolme eMy pUANYECKYIO CUNY.

CKaHMpoOBaHMe JOKYMeHTa — NoslyYeHne 3/1eKTPOHHOro obpasa AOKyMeHTa.

CornacoBaHue fOKyMeHTa — oduuManbHOe MOATBEPXAEHUE  3auH-
TepecoBaHHbIMM CTOpPOHaMM cornacMa C pa3paboTaHHbIM  [JOKYMEHTOM U
BO3MOXHOCTM €ro yTBepXAeHus.

CnyxebHas nepenmucka — passnyHble BUAbl OPULMANBHBIX [OKYMEHTOB
MHOPMALMOHHO-CNPABOYHOrO  XapakTepa,  MUCMOAb3yeMbIX And  obMeHa
nHdopMaLmen B yHMBepcuTeTe.

YyeT — YyCTaHOB/IEHME KONIMYECTBA SK3EMM/IAPOB AOKYMEHTA, M3MEHEHUI K
HeMY M GUKCUPOBaAHME UX MECTOHAXOXAEHUS.
YHubuumpoBaHHaas  cuctemMa  AokyMeHTaumm  (YCA) — cuctema

AOKYMEeHTaLun, co3gaHHas no eAuHbIM MpaBuiaM u TpeboBaHWMAM, COAepKallas
nHbopMaumio, HeobxoaWMyK ANA  ynpaBAeHUs B onpejesneHHon cdepe
AEeATEeNIbHOCTW.

YHu¢uumpoBaHHas cuctema OpraH13aLMOHHO-PacnopAANTE/IbHOM
AokyMeHTauun  (YCOPJl) — pauuvoHasbHO  OpraHM3OBaHHbIA  KOMIMJIEKC
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z MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy

B3aMMOCBA3aHHbIX YHUPULMPOBaHHbIX $OPM [OKYMEHTOB, PeKOMeHAyeMbIX ANd
NPUMeHeHNA B feATeIbHOCTN OPraHM3aLnii Bcex OpraH13aLnoHHO-NPpaBoBbiX GOpM.

dakcuMune — BOCNpOU3BeJeHME TeXHUYECKMMU CpeACTBaMU TOYHOrO
n306paxkeHnsa noanucy (TeKCTa), CANAHHOIO OT PYKW.

dopmMupoBaHue gen — rpynnupoBaHMe UCMONHEHHbIX JOKYMEHTOB B /110 B
COOTBETCTBUM C HOMEHKNATYPON AeN 1 cucTeMaTu3aLma AOKYMEHTOB BHYTPU Aena.

DKCnepTM3a LEHHOCTM [OKYMEHTOB — W3y4YeHWe [OKYMEeHTOB Ha
OCHOBaHMN KPWUTEpPUEB WX LLEHHOCTW B LieNAX OnpejeneHns CPOKOB XpaHeHuA
AOKYMEHTOB 1 0T6Opa UX ANA BKAKOYEHUA B cOCTaB ApxnBHOro ¢poHaa Poccmmckon
depepaymm.

dkcnepTHasa koMuccua (OK) — koMmuccums, co3gaBaeMas B yHUBepCUTeTe
ANA onpejeneHna LEHHOCTU AOKYMEHTOB C Lie/bio 0T6Oopa X Ha rocyapcTBeHHoe
XpaHeHue 1 yCTaHOB/NI€HNE CPOKOB XPaHEHMUSA.

DKcnepTHo-npoBepoyHas komuccua (3MK) — komuccus, co3gaBaeMas B
rocyAapCTBEHHOM OpraHe YnpaB/NeHUA apXuBHbIM [AeNOM ANA COraacoBaHMA
HOMeHK/aTypbl e/ yHuBepcuTeTa.

DNeKTpPOHHaA Un¢ppoBas NOANUCH — PEKBU3UT IIEKTPOHHOIO JOKYMEHTAQ,
npeAHa3sHaYeHHbIA ANA 3aWNUTbl AAHHOTO 3/1IEKTPOHHOIO JOKYMEHTa OT MOAAENKMN,
MONlyYeHHbIN B pe3y/ibTaTe KpunTorpapuyeckoro npeobpasoBaHna nHGopmauum c
MCNO/b30BaHMEM  3aKPbITOrO KAKOYa 3/€KTPOHHOM UMdpoBON noaAnUCKM WU
NO3BONIAWMI UACHTUPUUMPOBATL BRajenbla cepTUdPMKaTa KAoHa NOAMMCH, a
TaKXe YCTaHOBUTb OTCYTCTBME WCKaXKeHMA WHPOpPMauMM B  3/1eKTPOHHOM

AOKYMeHTe.
D/IeKTPOHHbIN AOKYMEHT — [ OKyMeHTMpOBaHHasA nHpopmaums,
npeAcTaB/eHHan B 3/16KTPOHHOMN popMe.
FOpuanyeckaa cuna AOKyMeHTa — CBOWCTBO OPULMANLHOIO [OKYMeHTa,

coobLiaeMoe eMy AeNCTBYHOLWNM 3aKOHOAATeIbCTBOM, KOMMNETEHLUMEN U3jaBLIero
€ro opraHa 1 yCTaHOB/IEHHbIM MOPAAKOM 0pOpMIEHHUS.

4 O6wme TpeboBaHMA NOArOTOBKU U 0POPM/IEHNA AOKYMEHTOB

JlOKyMeHTbl MOTyT CO3/aBaTbCA Ha GyMaXHOM HOCWUTesNe U B 3/IEKTPOHHOM
dopMe c cobatogeHneM yCTaHOBNEHHbIX NPaBUi 0GOPMIEHUA JOKYMEHTOB.

JlOKyMeHTbl NOAroTaBANBAOTCA U 0GOPMAAIOTCA C UCNOb30BaHNEM CPeACTB
KOMMbIOTEPHOM TEXHUKM Ha AncTax 6eson Bymarn dopmata A4 (210x297 MM), npu
3TOM UCMNOAb3yT wWpuPT 4epHoro ugeta Times New Roman kernb 14, ¢
MEXAYCTPOYHbIM OAMHAPHbIM WHTEPBA/NOM, BblpaBHWBAHWEM MO BCEW LUNPUHE
CTPaHMLbl M 3aMpeTOM BUCAYMX CTPOK.
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z MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy

OTpaenbHble BHYTpPeHHMe [AOKYMEHTbl, aBTOpPaMuM KOTOPbIX ABAAKOTCA
COTPYAHVKN  YHWBEpCUTETA, AOMYyCKAaeTcA nucaTb OT pyKu (3asBsieHue,
06BbACHUTE/IbHASA 3aNMCKa M T. 1.).

Kaxkabl iNCT AOKYMEeHTa, KaK Ha 6.1aHKe, Tak 1 6e3 Hero, f0/MKeH NMeTb MOAA:

30 MM — n1eBoOE;

10 MM — npaBoe;

20 MM — BepxHee;

20 MM — HWXKHee.

MNpun anb6OMHOM OpUeHTaLUN CTPaHULLbl yCTaHABAMBAKOTCA MOASA:

20 MM — neBoe;

20 MM — npaBoe;

30 MM — BepxHee;

10 MM — HMXHee.

MepBan cTpoka ab3aua HauMHaeTCa Ha paccTosHMM 1,25 CM OT 1eBOM FpaHULbI
TEKCTOBOro nons.

B sokyMeHTax, obOpMAeHHbIX Ha ABYX 1 60a1ee AncTax, HyMepyTCsa BTOPON U
nocneaywowme AnCTbl. HoMepa CTpaHWUL, MPOCTABAAKTCA MOCepeAnHe BepxHero
nona naucra apabckumm umdpamm wpudptom Times New Roman kerab 14 6e3 cnosa
«CTPpaHuLa» 1 3HaKOB NMpenuHaHua.

Ecav AOKyMeHT uMeeT anbbOMHYK OpMEHTaUWMilo, TO HOMEp CTpaHuLpb
MPOCTaBAAETCA C [MpaBOM CTOPOHbl /IMCTA C TMPUMEHEHWEM BEepPTUKA/IbHOIO
HanpaB/ieHMA TeKCTa.

TeKCT AOKYMEHTA BbIpaBHMBAeTCA MO BCeW WMpPUHe AncTa (Mo rpaHuuam
JIEBOTO Y MPABOro nosen 4oKyMeHTa).

HopMaTMBHbBIMM  NpaBOBbIMM  aKTaMW  YHMBepcuMTeTa  MOXeT  ObiTb
NpeAyCMOTPEHO BblAe/IeHME PEeKBU3NTA «3aro/IOBOK K [AOKYMEHTY», a TaKxke
OTAeNbHble pparMeHTbl TEKCTA NONYXKUPHBIM WPUPTOM.

HopMaTuBHble  npaBoOBble  aKTbl  YHMBEpPCUMTETa, a TaKXKe  WHble
MHOIOCTPaHUYHble JOKYMEHTbI MOryT OPOPMAATLCA C TUTY/IbHBIM JINCTOM.

B yHuBepcuTeTe wucnosnbsyetrca 61aHK C NPOAOJ/IbHBIM PaCMONOXKEHMEM
PeKBM3UTOB. Bbigayvy, y4eT, XxpaHeHMe W cnvcaHue 61aHKOB oOcCyLwecTBaAseT
HavyaNbHUK OTAena AeN0NpOon3BOACTBA.

5 CocTaB n opopMneHne peKBU3UTOB OKYMEHTOB

[ OKyMeHTbI UMetoT 06A3aTe/IbHbIli COCTAB PEKBU3UTOB, UX PacnooXKeHue U
odopmieHune. CocTaB PEKBU3UTOB KOHKPETHOIO [OKYMeHTa OMnpeAensetcs ero
BUAOM U Ha3HAYeHUEM.

NHCTpYKLMeN yCTaHOBNEH CeAYIOWMI COCTAB PEKBU3UTOB [ OKYMEHTOB:
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01— rep6 (FTocysapcTeeHHbIl repb Poccuiickoin desepaumm, repb cybbekTa
Poccuitckont  degepauun, repb (repasibavyeckuii  3HAK)  MYHMLMUMANBHOMO
o6paszoBaHus);

02 — 3MbneMa;

03 — TOBapHbIVi 3HaK (3HaK 06CNyKMBaAHMA);

04 — koA PopMbl AOKYMEHTA;

05 — HanMeHOBaHWe OpraHu3aLmm — aBToOpa AOKYMEHTa;

06 — HanMeHoBaHWe CTPYKTYPHOro NoApas/e/sieHns — aBTopa JOKYMEHTa;

07 — HauMeHOBaHMe AO/MKHOCTU INLLA - aBTOPa AOKYMEHTa;

08 — cnpaBo4Hble AaHHble 06 opraHusauuu;

09 — HauMeHOBaHMe BMAA JOKYMEHTA;

10 — paTa JOKYMeHTa;

11 — perncrTpaumnoHHbI HOMEp AOKYMEHTa;

12 — cCblNIKa Ha PerncTpaLnoHHbIN HOMEp U AaTy NOCTYMMBLUErO AOKYMEHTQ;

13 — MecTo cocTaBneHus (M34aHnNA) AOKYMEHTa;

14 — rpu¢ orpaHnyeHna JoOCTyna K AOKYMEHTY;

15 — appecar;

16 — rpud yTBEpXKAEHMA AOKYMEHTQ;

17 — 3aro/I0BOK K TeKCTY;

18 — TeKCT fOKYMeHTa;

19 — oTMeTKa o npuioXKeHuu;

20 — rpun¢ cornacoBaHunA AOKYMeEHTa;

21— Bu3a;

22 — NoANuCh;

23 — oTMeTKa 06 3/1eKTPOHHOW NOANUCY;

24 — nevaTb;

25 — oTMeTKa 06 ncnosnHuTene;

26 — OTMeTKa O 3aBepeHUMn Konuu;

27 — OTMeTKa O NOCTYNNeHUN [OKYMEHTa;

28 — pe3onouus;

29 — OTMeTKa O KOHTpO/ie;

30 — oTMeTKa O HanpaBAeHUM AOKYMeHTa B AeN0.

JlonoAHNTeNbHO NpY NOAFOTOBKE JOKYMEHTOB U B npouecce paboTbl C HUMK
MOTYT MUCMONb30BATLCA Apyrue pekBusnUTbl (0TMeTKa «CpoyHO», «OnepaTUBHOY,
«MognexuT Bo3spaTy», «KOHTPO/Ib» U Apyrue).

5.1 HanMMeHoOBaHMWe yHMBepcUTeTa yKa3blBaeTCA B TOHHOM COOTBETCTBUN C UX
MONOXEHNeM WAN YCTaBOM, MPUKA3OM WAW NOCTaHOBJeHMEM 06 MXx co3pgaHum,
obpasoBaHun nan peopraHmsaumm. CokpalijeHHble HauMeHOBaHUA NPUMEHAITCA
TONBKO B TOM CAy4Yae, eC/IM OHW 3aKpensieHbl B Yy4YpeAuTeNbHbIX [AOKYMeHTax
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opraHusaumun. CokpalieHHble HauMeHoBaHWA (B CKOBKax) MNOMeLalT HUXKe
MoJiHoro.

5.2 CnpaBoyHble faHHble 06 yHMBepcMTeTe BK/IOYAlOT B cebA: NOYTOBbIN
ajapec, Homep TenedpoHa WU Jpyrue cBefeHUA NO YCMOTPeHuIo paspaboTymka
AOKyMeHTa (HoMepa ¢paKcoB, cHeTOB B 6aHKe, aZipeca 3IeKTPOHHOM NOYTHI U 4p.).

5.3 ToBapHbIit 3HaK (/loroTun) yHMBepCUTETA BOCMPOMU3BOAMTCA Ha 6/1aHKax
YHVBEpCUTETA B COOTBETCTBMM C YCTaBOM (nosoXeHMeM 06 YHUBepCUTETE).
JloroTun  yHuBepcuTeTa MNOMeLLaeTCA C/eBa Ha YpPOBHe HaUMeHOBaHUA
yHUBepcuTeTa.

5.4 Kopg ¢opMbl JOKYMeHTa MpoCTaBAAETCA Ha YHUPULMPOBAHHBLIX popMax
AOKYMeHTOB B cooTBeTcTBMM ¢ O6LWEpPOCCMNCKUM  KaaccudUKaTopoMm
ynpaeneHyecko gokyMeHTauum (OKY/J) wAM NoKanbHbIM KnaccupuKaTopom,
pacnosiaraeTcs B MpaBOM BepxHeM yrny paboyero nona JOKYMeHTa U COCTOUT U3
cnos «dopMa no» (HauMeHoBaHuWe KnaccupukaTopa) v LMPpoBOro Koaa.

lpumep - Popma no OKY/ 0211151

5.5 HanmeHoBaHMe yHMBepcuTeTa — aBTOpa [AOKyMeHTa Ha 6naHke
AOKYMEeHTa [O/DKHO COOTBETCTBOBaTb HAaWMEHOBAaHWUIO OPUAUYECKOro AunLa,
3aKpen/ieHHOMY B €ro y4YpeamuTesbHbIX AOKYMeHTax (ycTaBe v nonoxexuu). Mog
HauMeHOBaHMeM YyHMBepcuTeTa B  CKOBKax YyKa3blBaeTCA  COKpalleHHoe
HauMeHOBaHWe YHUBEPCUTETA, EC/IN OHO MPEAYCMOTPEHO YCTAaBOM (MONOKEHMEM).

Hag HauMMeHOBaHWeM yHMBepcuMTeTa — aBTOpa [JOKYMeHTa YKa3sbiBaeTcA
MONHOE AN COKpaLleHHOe HaMeHOBaHMe BbILWeCTOoAL e OpraHm3aLnn.

5.6 HaumeHoBaHMe CTPYKTYpPHOro nojpasjesieHua — aBToOpa fAOKYMeHTa
ncnonb3yetca B 6naHKkax nucem.

5.7 HauMeHoOBaHMe JO/KHOCTHOrO IMLa — aBTopa A0OKYMeHTa UCMOo/b3yeTCA
B OnaHKax AO/MKHOCTHbIX /ML, M pacrnosiaraetca MnoJj HavMeHOBaHWeM
yHuBepcuTeTa. HaumeHOBaHMe AO/MKHOCTM AMua - aBTopa  AOKYyMeHTa
yKasblBaeTcA B COOTBeTCTBMM C  HauMMeHOBaHWEM, MPUBEAEHHbBIM B
pacnopAAnTEe/NIbHOM OKYMEHTe O Ha3Ha4YeHUN Ha JO/MKHOCTb.

5.8 CnpaBo4Hble AaHHble 06 yHMBepCUTeTe yKa3biBalOTCA B 61aHKax nucem m
BK/IIOHAIOT: NOYTOBBIV agpec, HoMep TenedoHa, pakca, agpec 3NeKTPOHHOWN NOYTbI.

5.9 HanmeHoBaHWe BMAa [OKYMEHTA yKa3blBaeTCA Ha BCeX AOKYMeHTax, 3a
NCKNKOYEeHMEM AenoBbiX (CAy»KebBHbIX) MMceM, pacnonaraeTcs noj peKBU3UTaMu
aBTOpa AOKyMeHTa (HauMeHOBaHWe YHMBEpPCUTETA, HaMMeHOBaHWe CTPYKTYPHOro
noApasAenieHns, HAMMEHOBAHWUE JOMKHOCTH).

5.10 [lata JOKyMeHTa COOTBETCTBYeT AaTe MoAnucaHua (yTBepKaeHusA)
AOKYMeHTa uau pate cobbiTuA, 3aPpUKCMPOBAHHOIO B AOKyMeHTe. JJOKyMeHThI,
U3ZaHHble ABYMA UM 60/1ee OpraHMU3aLMAMM, LOKHbI UMETb OAHY (eAUHYHO) AaTy.




[JlenonpounsBoACTBO M KOHTPO/Ib NCNO/HEHNA JOKYMEHTOB 1.4.2—2018

BBegeHa B AeicTBMe NpUKa3oM pekTopa oT 20.09.2018 r. N2 290 Nnct 15

z MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy
v [lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0 Bcero nauctoB 75

Jlata fOKYMEeHTa 3anucbiBaeTCs B NOCNEA0BATE/NbHOCTU: AeHb, MecAl, roj
OAHWM U3 ABYX CNOCO6OB:

apabckumu yugpamu, pasoeneHHbIMu moykol: 01.09.2018;
cnoBecHo-yugposbiM cnocobom: 1ceHmabpsa 2018 a.

5.11 PernmcrtpauuoHHbIi HOMep AOKyMeHTa — UMPpoBON WAn OyKBEHHO-
UMPpoBOnN MAEHTUPUKATOP [OKYMEHTa, COCTOAWMWA U3 MOPAAKOBOrO HOMepa
AOKYMEHTa, KOTOPbIA, MO YCMOTPEHWIO YHUBEpCUTeTa, MOMXeT [JONOJHATLCA
UMPPOBbIM MM BYKBEHHbIMM  KogaMu (MHAeKcaMM) B COOTBETCTBUM  C
MCMoNb3yeMbIMU KnaccudurkaTopamm (MIHAEKCOM Aena no HOMEHKAaType Aen).

lMpumep, 215-01, 20e
215 - nopsaodkossili Homep,
07 - uHOeKc cmpyKmMypHO20 noopa3sdeneHus

Ha AgoKyMeHTe, cocTaB/eHHOM COBMECTHO ABYMA U 60/see opraHusaymamm,
MPOCTaBAAIOTCA perucTpaymoHHble HOMepa [ OKYMEeHTa, MPUCBOEHHbIE KaXA0N U3
opraHusauumn. PerucTpauMoHHble HOMepa OTAeNATCA APYr OT JApyra KOcCoWw
4YepTOM U NPOCTaBAAOTCA B MOPAAKE yKa3aHMA aBTOPOB B 3aro/I0BOYHOM 4acTu
nnm npeambyne JOKyMeHTA.

5.12 CcbinKa Ha perucTpaLMoHHbIA HOMEp U AaTy NOCTYMNMBLUErO AOKYMeHTa
BK/IOYAeT perucTpauuMoHHbIA HOMep W AaTy BXOAAWEro MHULMATUBHOIO
AOKYMEHTa, Ha KOTOPbIN aeTca OTBeT.

5.13 Mecto cocTaBneHus (M3gaHuA) AOKYMeHTa YKa3blBaeTCAs BO BCeEX
AOKYMeHTax, KpoMe JenoBbix (CAyxebHbix) MMCEM, a TaKkKe AOKAAAHbIX,
CNY}ebHbIX 3anMMCoOK W APYrnX BHYTPEHHUX WHPOPMALMOHHO-CMPABOYHbIX
A ,OKYMEHTOB.

5.14 Tpud orpaHuyveHWa JocTyna K [JOKYMEHTY NpoOCTaBAAeTCA B NpaBOM
BEPXHEM  Yr1y  MNepBOro  J/IMCTa  [JOKyMeHTa  (NpoeKTa  JAOKYMEHTa,
COMpOBOAUTENbHONO MWCbMAa K AOKYMEHTY) Ha rpaHuue BepxHero noss Mnpw
HaAn4MM B [OKyMeHTe WHPOpMaLMM, JAOCTYN K KOTOPOM OrpaHW4YeH B
COOTBETCTBUM C 3aKOHOAaTenbCcTBOM Poccuinckon Gegepaumn.

5.15 Agpecat ucnonb3yetca npu opopMaeHUN 4enoBbiX (CNye6HbIX) nmuceM,
BHYTPEHHUX MHGOPMALMOHHO-CMPABOYHbIX AOKYMEHTOB (4OKAAAHbIX, CYMXe6HbIX
3anncoK u 4p.).

AppecaToM  AOKyMeHTa MoOXeT ObiTb  OpraHmMsauma, CTPYKTYypHoOe
nogpaszeneHve opraHnsaumnm, JO/MKHOCTHOE Uan Gusnyeckoe auLo.

PekBU3NT «agpecaT» MPOCTaBNAETCA B BEPXHEW NPaBON YaCTU [JOKyMeHTa
noa pekBu3utamyn 6naHka. CTPOKM peKBU3UTa «agpecaT» BblpaBHMBAKOTCA MO
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NEeBON rpaHuLLe 30Hbl PACMONOXKEHUA PEKBU3UTA UAWN LLeHTPYHTCA OTHOCUTENbHO

CaMOW ANIMHHOW CTPOKW B 3TOW 30He.

Mpv agpecoBaHWM AOKyMeHTa B OpraH rocyfapCTBEHHOW BAACTWU, MECTHOTO
camoynpaBneHus, oblecTBeHHoe o6befMHEHNe, OpraHn3aLmio MU CTPYKTYpHOe
noapasaeneHuve (6e3 ykasaHua 4OMKHOCTHOIO NLA) UX HAMMEHOBAHWA MULWYTCA B

MMeHUTENIbHOM Najexe.

lpumep: MuHucmepcmso obpasoBaHus,

HayKu U MON100eKHOU

nonumuke KpacHodapcko2o Kpas

unu
AoOMuHucmpayus
KpacHodapckozo kpas

denapmameHm
ynpasneHus denamu

Mpyv aapecoBaHMM [OKYMEHTAa KOHKPETHOMY  JO/MKHOCTHOMY /ULy
HaVMEeHOBaHWe OpraHa rocyAapCTBEHHOM BAACTW, MECTHOrO CaMOYrMpaBieHUs,
o6LlWecTBEHHOrO 06beAMHEHUs, OpPraHu3auum u CTPYKTYPHOro nogpasjeneHus
yKa3blBaeTCA B UMEHUTE/IbHOM Majexe, a AO/MKHOCTb U GpaMuana — B AaTesIbHOM,

WHULKMaNbI CTaBATCA Nepes damMuaven:

npumep:
MuHucmepcmso puHaHcoB
KpacHodapckozo Kpas,

anaBneHue Ka3HayellCKo20 KOHmMponsa

21aBHOMY KOHCYlbmaHmy

n.0. ®amunusa

Mpu agpecoBaHUM [JOKYMEHTa PYKOBOAWUTE/O OpraHa rocyAapCTBEHHOM
B/IACTW, MECTHOIO CaMoyrnpaB/ieHUs, 06 eCTBEHHOro 06 beANHEHMA, OpPraHM3aLnm
ero (ee) HauMeHoBaHMe BXOAMT B COCTaB HaMMEHOBAHUA AO/MKHOCTM ajpecaTa,

HaMMeHOBaHNE JO/NKHOCTU YKa3biBae€TCA B AaTE€/IbHOM MNajexe.

lMpumep, PykosBooumento oenapmameHma
KUNUWHO-KOMMYHaNbHO20

xo3Alicmsa

KpacHodapckozo kpas

n.0. amunusa
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unu
FeHepanbHOMYy Oupekmopy
3A0 «KpacHodapnpoekmcmpoli»

n.0. ®amunus

Mpn aapecoBaHMM AOKYMEHTOB /AWLAM, MMEKWWUM 3BaHue (yyeHoe wau
BOMHCKOE) UM YYeHYI CTeneHb, nepes GpaMuaneir MOXKeT yKasblBaTbCA 3BaHMWe
WK yYeHas CTeneHb.

lMpumep: Pekmopy gpedepasnibHO20 20CydapCmBEeHHO20
6r00)kemHo20 06pazoBamenbHO20 y4perKoeHus
Bbicwe20 obpaszoBaHus
«KybaHckuli 20cyoapcmseHHbIl a2papHbili
YHusepcumem umerHu N.T. TpybunuHa»
0JOKMOpY 3KOHOMUYECKUX HayK, npogeccopy

n.0. amunus

unu
Komanoupy BolickoBoli yacmu 1234
2eHepan-maliopy BHympeHHuUX BOUCK

n.0. bamunusa

Bo Bcex BMAax HanmucaHWA peKBM3UTa MHUUMaNbl U damMuama agpecara
0bOpMAIAIOTCA HWMXKe npeAblAyliero TeKCTa Ha [ABa OAMHAPHbIX MEeXCTPOYHbIX
nHtepBana. Munumnansl ot damuanmn otgensatotca npobenom. MNpu agpecoBaHumn
AOKYMEHTa [AO/MHKHOCTHOMY ALY WHWUUMaNbl CTaBATCA nepes damuaven, npu
afipecoBaHmu $pU3MYECKOMY NLY — MOC/IEe Hee.

JlOKyMeHT He AO/KeH copepxaTb 6onee yeTbipex agpecatoB. [1pu 3TOM
KaXAbl 3K3eMnAAp NMCbMa AO/MKeH ObiTb NoANMCaH, @ HAMMeHOBaHMe ajpecarTa,
KOTOPOMY HanpaB/AfAeTCA KOHKPETHbIN 3K3eMnaap, nogyepkHyTo. Caoso «Konua»
nepej BTOPbIM, TPETbMM U YETBEPTLIM aZipeCcaToM He yKa3blBatoT.

Mpyn HanpaeneHun nucbMa 6onee 4YeM B YeTbipe ajpeca COCTaB/AAeTCA
nepeyeHb ajpecaTtoB ANA PaCCbIIKM AOKyMeHTa. B 3TOM ciy4yae pgonyckaetcs
HanpaBuTb aZpecaTaM KONuu OKYMEHTOB.

B cocTaB pekBM3MTa «agpecaT» MOXeT BXOAUTb NOYTOBbLIN agpec. DeMeHTbl
MOYTOBOrO ajpeca YKasbiBalOTCA B MNOC/NeAOBATENbHOCTW, YCTAaHOB/IEHHOM
[paBMnamMn OKasaHMA YCAYr MOYTOBOM CBA3W, YTBEPXAEHHbIMU MPUKa3OM
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MUHUCTEpCTBa CBA3M M MACCOBbIX KOMMYHMKaumi Poccuiickon depepaumm oT 31
niona 2014 r. N2 234.

npumep, lFocydapcmseHHOe yHUMapHoe
npednpusmue KpacHodapcKoz0 Kpas
«KpacHoOdapkpaliMmedmexHukKas»

KpacHoapmelickas yn., 0. 60,
2. KpacHooap, 350000

Mpy agpecoBaHUM AOKYMeHTa PpU3NYECKOMY /MLy YKasbiBaloT GpaMUAnIO U
WHULMabI NoNyYaTens, 3aTeM NOYTOBbIM ajpec,

npumep, O6oneHyesy A.U.

3anadHas yn., 0. 20, k8. 10,
noc. Jly2osoli, OmpaodHeHcKuli p-H,
KpacHodapckuli kpali, 353621

Mpn oTnpaBaeHMM MUCbMA NO 3/1EKTPOHHOM NOYTe UAM NO GaKCUMUIBHON
cBA3n (6e3 AOCHIIKM MO MoYTe) MOYTOBLIM aApec He ykasbiBaeTcA. [lpu
HeO6XOAUMOCTU  MOXeT  6biTb  yKasaH  3/eKTPOHHbIA  agpec  (Homep
TenedpoHa/dpakca).

Mpumep, Bcepocculickuli Hay4Ho-
uccnedoBamenbckuli UHCMumym
OJOKyMeHmMoBeOeHUss U apXUBHO20
dena
mail@vniidad.ru

5.16 Tpud yTBepxAeHWA NpPOCTaBAAETCA Ha [AOKYMeHTe B C/ayyae ero
YTBEPXKAEHNA  AO/MKHOCTHBIM  JINLOM,  PacnopsAfUTesIbHbIM  [JOKYMEHTOM
(nocTaHoOBNEHWEM, PpelieHWEM, TMPUKA30M, PacCMoOpsIKEHWEM) WAN  pelleHUeM
KO/M/1IerMasbHoOro oprata.

[pnd yTBEpXAeHWA pa3MellaeTcA B MPaBOM BepXHEM Yr/iy nepBoro /aucra
AOoKyMeHTa. CTPOKM peKBU3NTa BbIpaBHMBAIOTCA NO JIEBOMY KPato MW LEEHTPYIOTCA
OTHOCUTENbHO CaMOW A/IMHHOMN CTPOKM.

Mpn yTBEepXKAeHUN AOKYMeHTa AO/HKHOCTHbIM AMLOM rpud yTBEpXAeHUA
AOKYMEHTa JO/DKeH CcoCcToATb wu3 cioBa YTBEPXAAKO (6e3  KaBbluek),




[JlenonpounsBoACTBO M KOHTPO/Ib NCNO/HEHNA JOKYMEHTOB 1.4.2—2018

z MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy

BBegeHa B AeicTBMe NpUKa3oM pekTopa oT 20.09.2018 r. N2 290 Jlnct 19
[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0 Bcero nauctoB 75

HaMMeHOBaHUA JAO/HKHOCTU AuLa, YTBEPXKAAMLWEro JAOKYMEHT, €ro noanucw,
WHULManoB, aMnanm n faTbl yTBEPKAEHUSA,

npumep, YTBEPX[AHO
Pykosodumensb ®edepasnibHO20
apXuBHO20 a2eHMcmaa
noonuce  U.O. ®amunus
Adama

[pn yTBEpPXAEHUMN [AOKYMEHTAa HECKO/IbKUMU AO/MKHOCTHbIMU /INLAMU UX
noAnucu pacnosiaratoT Ha O4HOM YPOBHe.

Mpn yTBepXAeHUM [AOKYMeHTa PpacnopAAUTeNIbHbIM [AOKYMEHTOM rpud
YTBEPKAEHUA COCTOUT U3 cnoea YTBEPXKAEH (YTBEPXAEHA, YTBEPXKAEHbI nau
YTBEPXXAEHO), cornacoBaHHoro ¢ HauMMEHOBAaHMEM BUAA YTBEPKAAEMOrO
AOKYMeHTa, HauMeHOBaHMA PacnopAAUTE/NIbHOrO JAOKYMeHTa B TBOPUTE/IbHOM
nazexe, ero gaTbl, HoMepa.

lpumep:

(MonoxxeHue) YTBEP)XAEHO
npomokonom 3acedaHus Cosema peKmopos
om 21.04.2018 N2 14

(Pe2nameHm) YTBEPX/JJEH
PeweHueM y4eHo20 coBema yHUBepcumema
om 01.05.2078 N2 44

(Mpasuna) YTBEP)X/JEHbI

npuka3om AO «[lpogunsb»
om 05.05.20718 N2 56

BHOCUTb Kakue-nMbo W3MEHeHUs U  [AOMOJIHEHUA B  YTBEPXK/AEHHblE
AOKYMEHTbI He JonyCKaeTcs.

5.17 3aro/n0BOK K TEKCTY — KpaTKOe COAepKaHue JOoKYMeHTa. 3aro/ioBOK K
TeKcTy ¢opmyanpyetca ¢ npeanorom «O» («O6») M OTBEYaeT Ha BOMPOC «O
yeM?». COCTaBAAETCA KO BCEM AOKYMeHTaM (KpoMe TesnedpOHOrpamMM, Tenerpam,
W3BELLEHWI N JOKYMEHTOB, HanevaTaHHbIX Ha AMcTax 6ymaru dopmara A5).

3aro/sI0BOK K TEKCTY A0/KeH ObITb KpaTKUM, TOYHO NepeAaBaTh COAEPHKaHMe
AOKYMeHTa.
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3aronoBOK K TEKCTYy B CAYXebHbIX MUCbMax OTAeNAeTCA OT PeKBU3UTOB
6naHKa ABYMA-TPeMA OAMHAPHbIMU MEXCTPOYHbIMM MHTEpBasaMM M NevyaTaeTcA
06b14HbIM WpudTOoM Times New Roman N2 14 oT n1eBow rpaHuLbl TEKCTOBOrO NoAA
B 2-4 cTpoku. B yKasax, noCTaHOBAEHUAX, peleHUAX, NpuKasax, usgaBaeMmbiX
OpraHamMyM B/IaCTW, 3aro/IOBOK K TEKCTY MoXeT OQOpPMAATLCA Haj TEeKCTOM
nocepeguHe paboyero nosnd AOKYMeHTa M LiEHTPUPYeTCA OTHOCUTE/IbHO CaMoW
A/MHHOW CTPOKMW.

3aronoBoK K TeKCTYy HayMHaeTca C NPOMMCHOW OyKBbl M neyaTaeTcA
CTPOYHbIMM OyKkBaMu 6e3 KaBbl4eK W MepeHOCOB NO cnoraM. Toyka B KOHLUe
HaMMeHOBaHMA (3aro/I0BKa) He CTaBUTCA.

5.18 TeKcT AOKYMeHTa, KaK NpaBma0, COCTOUT U3 ABYX YacTeu:

— NPWUYMHbBI, OCHOBAHUA, LIe/IN COCTaBAEHUA JOKYMEHT];

— peLleHus, BbIBOAbI, MPOCbObI, NPeA/IoKeHNA, PeKOMeHAALUMN.

TeKCT [OKyMeHTa MOXeT coJepXaTb pasfenbl, nogpasfenbl, MYyHKTHI,
NOANYHKTbI, HyMepyeMble apabcknmu unppamu.

TeKcT [OKyMeHTa MoXeT ObiITb JAOMONHEH aHKeTamu, Tabauuamw,
Ccoe/JMHEHHbIMWN CBA3aHHbIM TEKCTOM.

Ecnav Tabanuya nevataetca 6onee YeM Ha oAHOW CTpaHuue, rpadbl Tabanub
A,0/MKHbI O6bITb NPOHYMEPOBaHbI U Ha CNeAYHLWMX CTPAaHULAX NeYyaTalTCA TO/bKO
HoMepa 3Tux rpad.

B fokyMeHTax (NpuKas, pacnopsikeHne U T. A.) OpraHnsaLunii, 4eNCTBYOWNX
Ha NpUHUMNax eAnMHOHaYaAnA, a TaKxKe AOKYMeHTaX, apeCoBaHHbIX PYKOBOACTBY
OpraHusauuu, TeKCT Wu3zfaralT OT MNepBoro /Avua eAMHCTBEHHOro 4Yucia
(«npuKasbiBato», «Npegnara», «npoLy»).

TeKCT NpoTOKONA M3naraloT OT TPeTbero AMua MHOXECTBEHHOro 4ucna
(«cnywanmn», «BbICTYNUANY», KMOCTAHOBUANY, KPELUUAN).

B AoKyMeHTax, ycTaHaBAMBAKLWMX NpaBa U 06A3aHHOCTU OpraHM3auum, mx
CTPYKTYPHbIX MoApasgeneHunii (NoNoXKeHWE, UHCTPYKLMA), @ TaKKe COAepHKaLLnX
onucaHve, oueHKy GaKTOB WAM BbiBOAbl (aKT, CrpaBKa), WUCMOAb3yT ¢GopMy
N3I0XKEHUA TeKCTa OT TPeTbero AnLa eUHCTBEHHOIO UAN MHOXWUTENbHOrO Yncaa
(«oTaen ocywecTaseT GYHKUMUM», «B COCTAB YNPaB/AeHUSA BXOAAT», «KOMUCCUSA
YCTaHOBU/IA»).

lMpu ynompebneHuu B mekcme amuauli auy UHUYUAAbI YKa3biBalOMCA
nocsae pamunuu.

519 OTMeTKa O nNpPUIOKEHUN COAEPHKUT CBeJleHUA O [OKyMeHTe
(AOKyMeHTax), mpuaaraeMoM K OCHOBHOMY JOKYMeHTY (B COMpOBOAWTE/IbHbIX
MUCbMax, NpeTeH3MAX, akTax, CnpaBkax U ApYyrux MHGOpMaLMOHHO-CMPaBOYHbBIX
AOKYMeHTax) UAN O TOM, YTO AOKYMeHT ABNSETCA NMPUNOXKEHUEM K OCHOBHOMY
AOKYMeHTY (B AOKYMEHTax — MPU/IOKEHUAX K PacrnopAAUTE/IbHbIM AOKYMeHTaM,




[JlenonpounsBoACTBO M KOHTPO/Ib NCNO/HEHNA JOKYMEHTOB 1.4.2—2018

BBegeHa B AeicTBMe NpUKa3oM pekTopa oT 20.09.2018 r. N2 290 Nucer 21

z MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy
v [lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0 Bcero nauctoB 75

MONIOXKEHUAM, MpaBuiaM, WHCTPYKUMAM, AOroBOpaM, NJaHaM, oTyeTaM M Ap.
AOKYMEHTaM).
OTMeTKa O NPWNOXKEHUU UCMO/b3YeTCA, KaK NpaBuao, Npu opopMaeHUn

COMPOBOAUTE/bHBIX MUCEM.

TeKCT, OTHOCAWMMCA K OTMEeTKE O Ha/M4YUWM MPUIOXKEHUN, nevaTaeTcA
wpudptom Times New Roman N2 14 ¢ ognHapHbIM MEXCTPOYHBIM UHTEPBA/IOM.

OmMemka 0 NpuNoXKeHUU K cConpoBooUMenbHOMY NUCbMy opopMasemcs
Ha 0Ba-mpu 0OUHapHbIX MEXXCMPOYHbIX UHMepPBana HUXe mekcma 0oOKyMeHma c
ab3ayHo20 omcmyna om 2paHuybl 1€B020 NOANA.

Ecan npunoxkeHne Ha3BaHO B TEKCTe MWUCbMA, TO yKa3biBaeTCA KONNYECTBO
JNCTOB N KOZINYECTBO IK3EMMIAPOB NPUNOKEHUA.

lMpumep, llpunoxeHue: Ha 5 n. B 2 3K3.

Ecan cnykebHoe NMCbMO MMeeT NPUIOKeEHMe, He Ha3BaHHOe B TeKCTe, TO
yKa3blBalOT ero HauMMeHOBaHMe, KO/JMYeCTBO JINCTOB MW  KOJIMYECTBO
5K3eMM/IApOB.

[PV HaAMYUN HECKONBKUX NMPUIOKEHUIN NX HYMepYIOT apabcknmm undpamu,
MPU 3TOM BTOPas W nocneayrolime CTPOKM OTMETKM BbIpaBHMBAKOTCA MO Havany
NepBOro npea/oXeHus.

lMpumep:

lpunox<erue: 1. LLImamHoe pacnucaHue Ha2 /. B 5 3K3.
2. CMema pacxo0oB Ha 2 /1. B 5 3K3.

Ecan npunoxeHusa K JOKYMeHTY COpOLIOpPOBaHbI, TO KO/IMYECTBO /INCTOB He
yKa3blBaeTcA.

Echm K AOKyMeHTy npunaralT ApYyrorM AOKYMEHT, TaKkKe MMerwWwni
NPUNOXEHME, TO OTMETKY O €r0o HaIMYnK NPUBOAAT C/eAYoWNM 06pa3omM:

npumep,

lNpunoeHue:  nucbmo locapxusa om 05.06.20718 N2 02-6/172
U npunoxeHue K HeMy, Bce20 Ha 3 /1.

Ecam npunoxeHnem saABnsetcA 060CO6G/NEHHBIA 3/1EKTPOHHBIN  HOCUTEb
(KoMnaHT-gucK, usb-dnew-Hakonutens u 4p.):

npumep, lMpunoxerue: CD B 13k3.
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Mpu 3ToM Ha BKAagplwe (KOHBepTEe), B KOTOPbIA MOMeLAeTca HOCUTESb,
YKa3blBalOTCA HAVMMEHOBAHUA [OKYMEHTOB, 3anuCaHHbIX Ha HOCWUTE/Ib, MUMeHa
dannos.

B NpWAOXKEHWUM K pacnopaaUTENbHOMY JOKYMEHTY (MpUKa3sbl, pacnopseHus,
NPaBu/ia, MHCTPYKLMK, MONOXKEHMUA, AOrOBOPbI, PELIEHMS) Ha NMEPBOM €ro ANCTe B
NpaBOM BepxHeM yrny nuwyTt «[lpunoxeHne N2» C yKaszaHMeM HauMeHOBaHWA
PacnopAaAMTENbHOrO AOKYMEHTA, ero AaThl U PerncTpaLMoOHHOro HOMepa,

npumep: lMpunoxerue N2 1
K npuka3sy pekmopa KybaHckozo TlAY
om23.01.20718 N2 45

MpunoxeHna AOMKHbI 6bITb MOANUCAHbI PYKOBOAWUTENEM CTPYKTYPHOrO
noapasAaeneHuns, B KOTOPOM rOTOBU/ICA OKYMEHT.

Kaxaoe npunoxeHune f0MKHO 6bITb NPOHYMepOBaHo.

5.20 Tpnd cornacosaHnA NpoekTa JOKYMeHTa MPOBOAUTCA B LieIAX OLEHKK
Liesiecoobpa3HOCTU AOKYMEHTA, ONTUMaAbHOCTU NPUHMMAEMbIX PeLleHUi.

CornacoBaHve MOXET NPOBOAUTLCA KaK BHYTPU yHUBepcUTeTa (BHYTpPeHHee
COr/lacoBaHMe), TaK 1 BHe ero (BHeLHee COrnacoBaHue).

BHewHee cornacoBaHne B 3aBUCMMOCTU OT COAEPXaHUA [AOKyMeHTa
OCYyLLeCTBAAETCA B C/leAyIoLen Nocnes0BaTe/IbHOCTU:

— C NoABeAOMCTBEHHBIMU YHUBEPCUTETY U CTOPOHHUMWU OPraHu3aunAaMM,
Korga OHW BbiCTynaloT oba3aTebHOW CTOPOHOW B MNPaBOOTHOLUEHUAX,
BO3HMKAWOWMNX BCNeACTBME U3JAAHMA [OKYMEHTa, WAW KOrga cojepXxaHue
AOKYMeHTa 3aTparmBaeT Ux NHTepechl;

— C 0b6WecTBeHHbIMN OpraHM3aumaAMM — B C/ly4ae HeobXOoAMMOCTU UAN B
COOTBETCTBMM C MONIOKEHUAMMN 06 3TUX OpraHm3aumax,

— C OpraHamu, oCyLWecTB/AAIWMMMN rocyapCTBEHHbIN KOHTPO/b U HaA30p
B OnpeAeneHHoM 061acTu (3KONOTMYECKUIA, MOXKaPHbIA KOHTPOAb U T.4.);

— BbIWECTOAWMMM OpraHaMm — B CAy4YasX, KOrjga 3aKoHOAATe/NbCTBOM
npeAycMaTprBaeTCA BO3MOXHOCTb COBEPLUEHUA YNPaBieHYeCKUX AENCTBUN TONbKO
C pa3peLueHuns 3TUX OpraHoB.

BHewHee cornacoeaHue odopmasetca B Buae rpuda cornacoBaHus,
KOTOPbIN pacnosiaraetcA Hwxe pekBu3uTa «[lognncb» B /SIEBOM HMXKHEM Yray
AOKYMeHTa, BblpaBHMBaETCA Mo NeBOMY Kpato 1 coctouT us cnosa COINJTACOBAHO
(6e3 KaBbl4eK), NOIHOFO HaUMEeHOBaHMUA AO/HKHOCTU ML, C KOTOPbLIM COr/IAaCOBaH
AOKYMeHT  (BK/IOYas  HAaMMEHOBaHWE  OpraHu3auuu), JIMYHOW  MOAMUCH,
paclwmndpoBKKM noanucu (MHULManos, GbaMuanm) n AaTbl COrNaCoOBaHMA.
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lTpumep,

COrJIACOBAHO

MUHucmp coyuasnbHO2O0 pazBumus

u cemeliHoli NoAUMUKU

KpacHodapckozo Kpas

noonuces MN.O. Gamunusa
dama

Cnoso «COITNTACOBAHO» neyaTtaetca nponucHbiMM 6yKBaMu 1 OTAeNseTca
OT MoC/eAylolero TeKCTa PpeKBM3UTa [ABYMA OAMHAPHbIMU  MEXCTPOYHbIMU
WHTepBanaMun. JlonyckaeTca LEHTPUPOBaHME [AaHHOrO PeKBU3NTA OTHOCUTE/IbHO
CaMou AJIMHHOW CTPOKMU, KOTOPas He A0/HKHa npesbiwaTh 9 cM.

Ecan cornacosaHue AOKYMeHTa ocyulecTBafeTcA pelleHnem
(NnocTaHOBNEHWEM) KOANErMaNbHOrO OpraHa, MUCbMOM, MPOTOKO/OM, TO rpud
opopmasaeTca cnefyowmnm obpasom:

lMpumep,
COrJ1IACOBAHO

PeweHuem CoBema pekmopos
KpacHodapckozo kpas
om 5 peBpansa 2018 Ne 45

COrJIACOBAHO

lMpomokon 3acedaHus
Hay4yHo-mexHu4Yecko20 cosema
000 «HUNCCA2ponpodykm>
om 12 mapma 2018 N2 10

BHewHee cornacoBaHne MoXeT 6bITb OGOPMAEHO Ha OTAE/NbHOM JUCTE
COrnacoBaHuUA, €CIN COAEPXKaHMEe JOKYMeHTa 3aTparMBaeT UHTepPechl HECKO/IbKUX
opraHusauui. Ha pgokyMeHTe penaetca oOTMeTKa «JIMCT  corsacoBaHuA
npuaaraeTca».

BHyTpeHHee cornacoBaHue JOKyMeHTa NPOBOANTCA:

— Npu  Heob6XOAMMOCTM OLEHKM COOTBETCTBUA €ro AeiCTBYIOLEMY
3aKOHOAATEeNbCTBY;
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— npu Heo6xoaUMOCTU MHbOPMUPOBaHUA (O3HAaKOMAEHUsA) MO/b3oBaTeNell
WM KOHKPETHBIX UCMOJIHUTENEN JOKYMEHTa;

— B LenAX MOATBEPXAEHUA HeobXxoAMMOCTU pa3paboTKM [OKYMeHTa
PYKOBOAMTENIEM NOAPa3Ae/IeHNA, e rOTOBU/ICA JOKYMEHT.

BHyTpeHHee cornacoBaHue fAOKyMeHTa O0pOpPMAAETCA BU3OW COriacoBaHMA
HUKe peKBu3nTa «[1oANNCh» B N1€BOM HUXKHEM YTy JOKYMEeHTa.

5.21 Bu3a cBMAeTeNbCTBYET O COr/1acMuM WM HeCoriacum AONMHOCTHOrO
nvua (paboTHWKa) € copepaHuWeM MNpoekTa AOKyMeHTa. Busoi odopmasercs
BHYTPeHHee COr/jiacoBaHWe JOKyMeHTa. Busa Bk/O4aeT AOMKHOCTb /MLa,
BM3MPYIOLLEro AOKYMEHT, NOANUCh, pacwndpoBKy noanucy (MHuLmnansl, pammanio)
M AaTy BU3NPOBAHMA.

lTpumep,

PykoBooumensb ropuduyeckozo omoena
Modnuce WU.O0. ®amunus
dama

MepBbIM BM3NpYeT AOKYMEHT PYKOBOAUTE/Nb MOAPAa3feNeHus, B KOTOPOM
FOTOBWU/CA AOKYMEHT, B NOATBEPXKAEHME TOrO, YTO OH HeceT OTBETCTBEHHOCTb 3a
ero KayecTBo.

OTKa3 AO/MKHOCTHOrO INL,A OT BU3UPOBAHUA He oMNyCKaeTCA.

MpY Hannuum pasHornacuin TOoYKa 3peHus Bu3Mpylowero odopmaseTca
cnegyowmmM obpasom:

3ameqaHus npunazaromcs
Pykosodumens ropudu4ecko2o omoena
Moonuce WN.O. Pamunus

dama

3aMeyaHnAa npuBOAATCA Ha OTAE/IbHOM JINCTe, TMOAMUCHIBAIOTCA M
ob6a3aTenbHO NpeACTaBAATCA NLY, NOANUCHIBAIOWEMY JOKYMEHT.

Bu3bl NpOCTaBAAOTCA B HUXHEN YacTU ANLLEBON CTOPOHbI AOKYMEHTa nocne
pekBu3nTos «llognucb» n «Busa cornacoBaHmna».

Ha nucbMax BM3a MNpOCTaB/iAETCA TOJIbBKO Ha BTOPOM 3K3eMMn/jfape Wau
obopoTe nepBOro aK3emnaspa.

5.22 MNopnucb AOMKHOCTHOrO Anua ABAAeTCA 06f3aTe/IbHbIM PEeKBU3UTOM
AOKyMeHTa. JlOKyMeHTbl, HarnpaBasfieMble YHUBEPCUTETOM B BbILECTOALLNE OpraHbl
B/AaCTU U YMpaB/ieHUA, CTOPOHHMM OpraHu3auuaM, MNoANUCLIBAOTCA PEKTOPOM
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YHMBEPCMTETA WM MO MOPYYEHMIO PEKTOPA MPOPEKTOPaMM MO Harpas/ieHUAM
AeATeNbHOCTU.

Pekmsnt «lMognucb» BKAKOYAET: HaMMEHOBaHWE JJO/HKHOCTU /LA,
NOAMNMCHIBAIOWErO AOKYMEHT, ero CO6CTBEHHOPYYHYHO MOAMWUCH, PaclundpoBKY
nognucu (MHMUManbl, pamuaus).

lpumep,

Pekmop yHuBepcumema noonucb n.0. ®amunus

PekBu3nT «loanncb» nevataetcA Ha ABa-TPU OAMHAPHbIX MEXCTPOYHbIX
MHTepBa/sia HWXe TeKCTa AOKyMeHTa om /1eBoll 2paHUybl MeKCMoBo20 nons 6es
abzayHo2o0 omcmyna. WHuumanel u  pamMmama pacrnonaraloTca Ha YpOBHe
nocnefAHen CTPOKM HaMMEHOBAHWA [O/HKHOCTU Yy MPaBON FPaHULLbl TEKCTOBOrO
nossa. Mexay vHuumanamv n paMmanen ctaButcsa npoben.

Mpn opopMneHun AoKyMeHTa Ha 6a1aHKe JO/MKHOCTHOrO /iMua AOMKHOCTb
3TOro /LA B MOAMMUCU He YKa3bIBatoT.

lMpumep,
noonucsk Un.0. amunusa

Mpy nognucaHMM AOKYMEHTa HEeCKONbKUMWU [AO/MKHOCTHbIMUA ANLAMU  UX
noAnNWCcM  pacnosaraldT  OAHY Noj  APYron B NOCAeA0BaTeNbHOCTH,
COOTBETCTBYIOLLEN 3aHUMAEMOMN JOMKHOCTH,

npumep,
Pekmop yHuBepcumema noonucsk n.0. ®amunus
I'naBHbIl 6yxeanmep noonuck n.0. ®amunus

Mpu nNognucaHWM JOKyMeHTa, OTBETCTBEHHOCTb 3@ COAep)XaHue KOTOpOro
HECYT HECKO/IbKO /INL, PaBHbIX JO/HKHOCTEN, X NOANNCU PacroNaraloTca Ha O4HOM
YPOBHE,

npumep,

lMpopexkmop no y4yebHoli pabome lMpopekmop no Hay4Holl pabome
nodnuce UN.0. ®amunus nodnuce WN.O. ®amunusa
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B AOKyMeHTax, COCTaB/eHHbIX KOMUCcMEN (aKTbl, MPOTOKO/bI), Npu
MNOANUCAHUN  YKa3blBalOT He [JO/MKHOCTU /L, MOANUCHIBAOWMX AOKYMEHT, a UX
0643aHHOCTM B COCTaBe KOMUCCUM B COOTBETCTBUM C pacnpegeneHueM. MNoanucu
YNeHOB KO/AJervanbHoro opraHa (KpoMe npeaceAatens W cekpeTaps)
pacrnionaratoTca B andpaBUTHOM nopsagke nx pamMmanin.

npumep:
lpedcedamenb Komuccuu noonucs N.0. ®amunusa
Cexkpemapb KomMuccuu noonucsb n.0. ®amunusa
YneHsbl komuccuu noonucb N.0. bamunusa

noonuck n.0. ®amunua

Mpyv nognucaHUM [JOKYMEHTa /IMLOM, WCNOMHAKWUM  0653aHHOCTU
PYKOBOAWUTENSA, NoANUCh 0POPMAAETCA C yKa3aHMEM CTaTyca AO/MKHOCTHOrO /iMua
B COOTBETCTBUM C NPUKa30M (pacrnopsiKeHUEM).

lTpumep,
U.o. 2eHepanbHO20 dupekmopa noonucso N.0. ®amunus
nnan
Ucnonuaowuli o6s3aHHoCcmu
2eHepasibHO20 dUpeKmopa noonucs N.0. ®amunus

Mpy nognucaHumM AOKyMeHTa NLIOM, MMEKLWNM NpaBo MOANUCK B Cay4vae
BPEMEHHOrO  OTCYTCTBUA  PYKOBOAMUTENS, WUCMPaBNEHUS B  HAWMEHOBaHWUU
AO/NKHOCTU U pacwmndpoBky GbaMUAnK yrKe NOArOTOBJIEHHOINO U COr/IaCOBAHHOIO
NpPOeKTa JOKYMEHTa BHOCATCA OT PYKMU UM C UCMO/Ib30OBAHMEM COOTBETCTBYHOLMX
wTamnoB. He gonyckaeTcA CTaBUTb KOCYH YepTy, HaAnNuCb «3a» mnepej
HavMeHOBaHWEM AO/MKHOCTU IMLa B NOANUCK, €CIN AOKYMEHT MOANUCbIBaeT UHOE
AO/HKHOCTHOE N0

BHOCUTb Kakne-nnbo nsMeHeHms 1 fobaBaeHNA B NOANUCAHHbIE JOKYMEHTbI
He gonyckaeTcs. [lognunceiBaeTCA, Kak MpaBWO, NMePBbI IK3eMNIAP JOKYMeHTa.

5.23 OTMeTKa 06 31eKTPOHHON MOAMNUCK UCMOAb3YeTCA NMpU BU3yaan3aLmm
3/IEKTPOHHOTO  AOKYMEHTa, MOAMUCAHHOrO  3/IeKTPOHHOM  MOAMUCHIO, C
cobnogeHneM cnegyolwmx TpeboBaHuUi:

a) MecTo pasMelleHVUs OTMETKM 06 3/IeKTPOHHOW MOAMNWUCU  AO/DKHbI
COOTBETCTBOBATb MeCTy pa3MelleHnsa CO6CTBEHHOPYYHOM NOAMNUCK B @aHaJIOTMYHOM
AOKYMeHTe Ha 6yMaXKHOM HoCuTee;
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6) 31eMeHTbl OTMETKM 06 3/1eKTPOHHOMN NOAMNUCHK AOKHBI 6bITb BUAUMBIMU U
YMTaeMbIMU NMPU OTOOBPAXKEHNN [ OKYMEHTa B HaTypa/ibHOM pa3Mepe;

B) 3/1eMEHTbl OTMETKM 06 3/1eKTPOHHOMN NOAMNNCK HE AO/MKHbI NEPEKPbIBATHCA
WV HaKNaAblBaTbCA APYT Ha APYra;

r) 3/1eMeHTbl OTMETKM 06 3/1IEKTPOHHOMN MOAMMUCU He AO/HKHbI NepeKpbiBaTh
3/1eMeHTbl TEKCTA JOKYMEHTa U pyrve OTMeTKU 06 3/1eKTPOoHHOM noanucu (npu
HaN4mK).

5.24 TleyaTb 3aBepAeT MNOAJ/IMHHOCTb MNOAMWUCU AO/KHOCTHOrO /AMua Ha
AOKYMEHTax, yAOCTOBepAKIWMX npaBa vy, Gukcupyowmnx ¢GakTbl, CBA3aHHblE C
$MHAHCOBBLIMU CPeACTBaMM, @ TaKKe Ha MHbIX AOKYMeHTax, NpeaycMaTpuBaoLWmnx
3aBepeHune NoA/IMHHOM NOAMUCH.

[lOKYMeHTbl 3aBepAlOT neyaTbio opraHmsauuun. MeyaTb npocTaBideTcA, He
3axBaTbiBafg COOGCTBEHHOPYYHOM MOAMUCU AO/MKHOCTHOIO /MLUA, MOANUCABLLErO
AOKYMEHT, Unu B MecTe, 0603HaYeHHOM «MIM» («MecTo nevyatun»).

B yHuMBepcuTeTe npumeHAloT repboByro neyaTtb, MevyaTb OTAeNa Kajpos,
neyaTb OTAeNa AeNONPOU3BOACTBA U NeYaTH APYruUX CTPYKTYPHbIX NoApasaeneHni
(aeKkaHaTbl, MepBbli OTAEN, NMpUEeMHas KoMuccua U np.). MepeyeHb neyaten u
LWTaMnoB NpuBejeH B Tabanue 1.

Tabavua 1— MNpaBuna xpaHeHNA U NPUMEHEHWA NeYaTel 1 LTaMMNoB

HanmeHoBaHue Jlnuo,
o MecTto
neyaren u OTBETCTBEHHOE Mopaaok npuMeHeHMA
XpaHeHun

LITaMMoB 3a XpaHeHue
lepboBas neyatb | OTgen HavanbHuk YcTaB yHuBepcuteTa
Ky6aHckoro FTAY | genonpousBo | oTaena Konuwn JlnueHsunn

AcTBa Aaenonpowussog- | Konum CBugertenbcrea o
cTBa rocyAapCTBEHHOWN aKKpeauTaLmm

[JloroBopa Ha OKa3aHue naaTHbIX
obpa3soBaTe/ibHbIX yCayr

Jlorosopa HaliMa Wb B CTY/J€HYE€CKOM
obLWexnTnn

JloroBopa apeH/bl noMeLeHnin
Avnnnombl 06 obpasoBaHuM 1
MPUNOXKEHNA K HUM

3ayeTHble KHUXKN U CTYeHYeCKne
6unetol

AKafeMnyeckme CnpaBKu, CrpaBKa-BbI3OB
MpoTokoAabl n onucn

(apxvBHBIX)

JloroBopbl 0 COTpPYyAHMYECTBE,
COrIalleHNA, KOHTPaKTbI

®uHaHCOBbIE AOKYMEHTbI, CMETbI

AKTbl BbINO/IHEHHBIX PaboT, aKTbl CBEPOK
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HanmeHoBaHue Jlnuo,
o MecTto
neyarteun u XpaHeHNA OTBETCTBEHHOE MopaaoK npuMeHeHUa
LITaMnoB 3a XpaHeHue
[apaHTUHbIE NUCbMa, OBEPEHHOCTH
JlokyMeHTbl 06 0bpasoBaHuUM 1
kBannbuKauum
TpyAoBble KHUXKK, INCTKK
HeTpyZA0CnocobHOCTH
BHewwHWe 0T3bIBbI, peLeH3nn
Meyatb Ana OTtpen HavanbHuk Ha KoMaHAMPOBOYHbIX YA0CTOBEPEHUAX
A OKYMEHTOB Aenonponsso | otgena ToBapHO-TPaHCMOPTHbIX HAKNAAHbBIX
AcTBa Aenonpoussoj- | Ha noanucb pykoBoguTenen CTpyKTYpHbIX
CTBa noapasaeneHuni
Meyatb Ana HOpuanyec- | HavanbHuk Konuu foKyMeHTOB, nepeiaBaeMblX B Cy/,
ALOKYMEHTOB Kun otgen topugmyeckoro | Konum goBepeHHoCTen
oTaena Konuu gorosopos
Konuu goKyMeHTOB (cnpaBku),
noAroTtas/nMBaeMble
Yrnoson wtamn | OTgena HavanbHuk Ha cnpaBskax
AeNonpounsBo | otaena
ACTBa AeNonpoun3Boj-
cTBa
MNevaTb AnA MNpunemHan CekpeTapb Ha BHYTpeHHMX OpraHn3aunoHHoO —
AOKYMEHTOB pekTopa pacnopaanTe/IbHbIX JOKYMEHTaXx, Ha
KOMaHANPOBOYHbBIX Y0CTOBEPEHUAX.
MNewatb gnna Byxrantepua | [naBHbIN Ha BHyTpeHHMX OpraHn3aLMoHHO —
A OKYMEHTOB 6yxrantep pacnopaanTe/IbHbIX JOKYMEHTax
ToBapHO-TpaHCMOPTHbIE HAKNaAHbIE
Konuu foroBopoB o coTpyaHNYeCcTBe
Konuu akToB cBepok
Konuu akToB BbINO/IHEHHBIX paboT
Konun cyeToB-dakTyp
MNevaTb Otpen HavanbHuk Konunn Tpya0BbIX KHMXEK
oT/Aena Kajpos Kajpos Konun cnpaBoK, aHKeT 1 T.4.
LUTamn (2 LUT.) no | Otaen HavyanbHUK CnpaBku; ucxogaiyme nucbMa,
peopraHusauumn | Kajpos OoTAena KajpoB | NOATBEPXKAatoLine TPyA0BYIO
yHUBEpCUTETA AEATENbHOCTb B BY3€; TPY/0BbIE KHUMKKK
Wramn (2 wt.) no | Apxue 3aBegytowan CnpaBku; ucxogsime nucbma,
peopraHusauum apXvMBOM noATeepXjatoLine TpyA0BYO UIn
yHUBepcuTeTa y4ebHyto geaTenbHOCTb B BY3e
Wramn (2 wr.) OMK HavanbHuk Ha yTBepxaeHHbIX AoKyMeHTax CMK,
AokyMeHTa CMK OMKA npeAHa3Ha4YeHHbIX ANA PAaCCbIIKW.
MNevatb CtpyktypHoe | OTBeTCcTBEHHOE | Ha floKyMeHTax, MoAnucaHHbIX Nan
CTPYKTYPHbIX nozpaszenieH | nLo B YTBEPX/EHHbIX PYKOBOACTBOM 3TUX
noApasgeneHun | une CTPYKTYPHOM noApasAeneHn, a TaKKe Ha BbINMUCKaX U3
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HanmeHoBaHue Jlnuo,
o MecTo
neyaten m xpaHeHns OTBETCTBEHHOE nOPﬂAOK npmnMeHeHUA
WTaMnosB 3a XpaHeHune
(,quaHaTbl 7] nojpasfeneHnn | JOKYMEHTOB YHMBEpPCUTETA N UX KONUAX,
OTp,enbl) (p,eKaH M Hau. HanpaB/fieMbIX B Apyrne opraHusauum
oTaena)
MNevyaTn n MepBbin HavanbHuk Ha goKyMeHTax orpaHMyYeHHoro gocryna
wTaMnbl NnepBoro | otaen
oTaena
lWramn e Obuwexntre | KomeHgaHT O6x0HblE MNCTbI
06 EXUTMAX obwexuTns
yHUBEpCUTeTa

5.25 OTtMeTKy 06 ncnonHwtene pacnosiaralT Ha /MLEBON CTOPOHe
nocaeAHero ANCTa AOKyMeHTa B /IEBOM HUXHEM Yray u nevatatT 6e3 absayHoro
oTcTyna obbl4HbIM WpUPTOM Kersb 12. OTMeTKa BKAKOYaeT UHUUMaAbl, GaMmuanio
NCMONHUTENA OKYMEHTa U HOMep ero TenedoHa.

lMpumep,

B.A. [Tlempos

261-23-34

JlonyckaeTca UMA M OTYECTBO UCMONHUTENA YKa3biBaTb MOJHOCTbIO.
lMpumep,

Bukmop AnekcaHoposu4 [Tempos
(861) 261-23-34

JlONONHUTENbHbIE OTMETKU («l/lcn.», «cnonHutens» wnanm «Ten.»,
«TenepoH») He cTaBATCA.

Ha pgokyMeHTe, NoAroToB/IeHHOM MO MOPYYEHUIO PYKOBOAMUTENA FPYnmnown
ncnonHuTenen, B OTMeTKe 06 ucnosHuTene  ykasbiBaeTca  damMuaus
OTBETCTBEHHOr0 UCMOJIHUTENA.

5.26 1A CBUAETENbCTBOBAHUA BEPHOCTM KOMWUM NPABOBOro akTa (BbINUCKU
M3 [OKYMEHTA) MOANMHHMKY AOKYMEHTa Ha MOCAeAHEM JINCTE KOMUU HUKe
pekBu3uTa «lloanuncb» opopmaseTca peKBU3UT «OTMeTKa O 3aBEpPeHUN KOMUU»,
BK/IOYAKOWMA CNOBO «BepHO», HauMMeHOBaHWe [AO/MKHOCTU YMNONHOMOYEHHOrO
AO/MKHOCTHOIO /1ML, 3aBEpUBLUErO KOMUIO; ero COB6CTBEeHHOPYYHYH MOAMUCH;
paclwndpoBKy nognucy (MHULManbl, paMuanio); AaTy 3aBepeHUs KOnuu.
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lpumep:

BepHo

3amMecmumens dupekmopa denapmameHma

ynpasneHus desiamMu adMUHUCmpayuu

KpacHoOdapckozo Kpas, Ha4anbHUK

ynpasneHus desionpou3Boocmsa B

denapmameHme

Aama lMoonucek N.0. damunus

Bce IMCTbl MHOTOCTPaHUYHbIX KOMUIA (BBIMMCOK U3 AOKYMEHTA) AO/MKHbI 6bITh
CKpen/aeHbl, NPOHYMepoBaHbl M Ha MecCTe CKpen/ieHUA 3aBepeHbl MNOAMMUCHIO
YMO/IHOMOYEHHOrO /M@ M COOTBETCTBYOLWeN neyatbto. lNpu 3TOM OTMeTKa O
3aBePeHUN KOMUUN COAEPXKUT yKasaHMe KOANYecTBa JIMCTOB Konuu: «lpowmTo u
MPOHYMepOBaHO n.».

AnA npocTaBneHWA OTMETKM O 3aBEpPeHMM KOMUM MOXKeT WMCMO/b30BaTbCA
wTamn.

C paspelleHVNA PYyKOBOAWUTE/NEN CTPYKTYPHbIX NOAPa3fe/NeHUn BblAAITCA
KOMUW [OKYMEHTOB, M3AaHHbIX B YHMBEpCUTETE U KacCaloWMUXCA CayxebHon
AEATENbHOCTU.

OT3bIBbl M peLeH3nn 3aBepAeT CeKpeTapb YYEHOro COBeTa, a JIMYHYHO
NOAMMUCH 3aBepAeT Ha4ya/lbHUK OTAeNa KajpoB.

lTpumep,

BepHo

HayanbHuk omdenakadpoe  JluyHasa nodnucb (N.0. ®amunus)

dama

5.27 OTMeTKa O NOCTYNAeHUU JOKYMEHTa CAYXWUT ANA NOATBEPXAeHMUA
¢$aKkTa NOCTynNeHMA AOKYMeHTa B YHUBEPCUTET U BK/IKOYaeT AaTy NOCTyNaeHus,
BXOAAWMNN PernucTpaumoHHbIi HOMEp [OKYMeHTa U KOAM4ecTBO AUCTOB. [lpu
HeobXx0ANMOCTN MOXKET AOMOIHATLCA CMOCOOOM M BpeMEHEM NO/TyHeHUS.

Permctpauma  nocTynawlen  KOppecrnoHAeHUMM B yHUBEpCUTeT
OCYLLeCTBAACTCA LLleHTPannM30oBaHHO Yepes3 oTAen genonpomnspoacTea. OTMeTKa o
perucTpaunmn JOoKyMeHTa NpoCcTaBafAeTCA IWTaMMNoM.

Bx.Ne
JIUCTOB | « » 20 r.
OTaen penonpoussogctea Ky6rAy
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5.28 Pe3sonwouma coAepXUT YyKasaHuMe MO WCMOJIHEHUIO [JOKYMEeHTa.
Pesontoumna odpopmasaetca Ha cBobogHOM MecTe paboyero nons AOKyMeHTa, Ha
6naHKe pe3oNOUUN UAN BHOCUTCA HEMOCPeACTBEHHO B CUCTEMY 3/IEKTPOHHOIO
AOKyMeHTOO6OpOTa.

Pesositouma BKAKOYAET: GaMUANIO, UHULMAbI UCMIONHUTENA (MCnoNHUTENe),
MNOPYyYeHUA NO AOKYMEHTY, MPU HEOOXOAMMOCTU - CPOK UCMOIHEHUA, MOANUCH NLA,
BbIHECIIEro Ppe3oauunio, AaTty pesonwoumn. JIMuo, HasBaHHOe B pe3o/oLUn
MepBbIM, Kak MpaBu/Io, ABNAETCA OTBETCTBEHHbIM UCMOJIHUTENEM,

npumep: UsaHoBy A.A.
Cudoposy B.H.

lMpowy nodzomosume npednoxKeHus
k 05.06.2018 2.

lMoonucek

Adama

5.29 OtmeTKa o KOHTpO/1€ CBNAETENBCTBYET O NOCTAHOBKE AOKYME€HTA Ha
KOHTPONb, NpOCTaBAfeTCA WTaMnoM «KOHTPO/Ab» B MpaBOM BepxHeM Mnose
AOKYyMEHTa.

5.30 OTMeTKa 06 MCNOAHEHUMU AOKYME€HTa W HanpaBaeHUU €ro B A€N0
BK/IKOYAET B ceba ceaytolme AaHHble:

— CCbIIKY Ha faTy WM HOMep AOKYMEHTA, CBMAETENbCTBYIOWErO O ero
NCNoJiIHeHMN UAN NpU OTCYTCTBUU TAKOro AOKYMEHTA, KpaTKue CBeAEeHUA 06
MCNOJZIHEHUMN,

— cnoBa «B denox;

— WHAEKC AeJla N0 HOMEHKANaType Aen, B KOTOpOoe noMelwaeTca JOKYMEHT
Ha XpaHeHuWe, C yKazaHMeM roAa, AO/MKHOCTHOIO AnLa, 0pOPMMBLLEFO OTMETKY,
NOAMUCHK, AAThl.

lMpumep,

B deno N201-18 3a 2017 2.
3aB. omoenom

lMoonucek Aama

NcnonHutens, opopMuBLIMIA OTMeTKYy, HeceT OTBETCTBEHHOCTb 3a ee
AOCTOBEPHOCTb.
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6 Tpe6boBaHu1A K 61aHKaM JOKYMEHTOB, WITaMNaM 1 NeYaTaM

6.1 lokyMeHTbl opopMAAIOTCA Ha 61aHKaX, KOTOPble UMEIOT YCTaHOB/IEHHbIN
KOMMN/IeKC 06f3aTe/IbHbIX PEKBM3UTOB U CTabW/IbHbI NMOPAAOK UX PaCnONOXKeHUA
(pacnonoxeHue peKBM3UTOB JO/MKHO cooTeeTcTBoBaTL [OCT P 7.0.8).

B KybaHckom F'AY npuMeHstoTcA chegyrowme Buabl 61aHKOB:

— 061WKiA 6aHK;

— 621aHK NUCbMa;

— 6/1aHK JO/MKHOCTHOTO /Mua (MPUMEHAETCA TONbKO ANA Pe30NLUA U
nMmeeT popmart A6);

6.2 bnaHKn AOKYMEHTOB M3roTaB/MBAKOTCA Ha CTaHAAPTHBIX AncTax 6esnon
6ymaru popmata A4 (210 x 297 Mm).

BraHkn 4OKYMeHTOB opraHv3aumu nognexar yyety. MisrotoBaeHune 6naHKoB
ocylecTBAAeTCA TMNorpadpckmMm cnocoboM B CTOPOHHEN OpraHusauum, UMerLLen
Ha 3TO npaBo, TOAbKO MO O¢ULUMaNBHOMY 3anpocy HayvanbHUKa oOTAena
A,eN0npoun3BOACTBA, NOANNCAHHOMY PYKOBOAMTE/IEM OpraHu3auuu.

BnaHkn JOKYMeHTOB MOryT BblAaBaTbCA MOA PacnucKy B «XKypHase Bblgauu
61aHKOB» TO/IbKO COTPYAHWKAM YHUBEpPCUTETa U AO/KHbI MCMONb30BaTbCA CTPOro
MO Ha3Ha4yeHuIo.

6.3 O6wmn b6nraHK yHMBepcUTeTa MCNO/b3YIOT ANA U3rOTOBAEHUA NHOObIX
BMAOB JOKYMEHTOB (MPUKa3bl, aKTbl, IPOTOKO/bI, OMUCL U T. M.), KPOME NUCbMa.

O6pasel obuwero 61aHKa yHMBepcMTeTa NPUBEAEH B MPUIOKEHUM A.

Ana  nucbMa  ucnonb3lyeTca  TONbBKO  6naHK € NPOAO/bHBLIM
PacnosioXeHneM peKBUsnUToB (MpuaoxeHue b).

PacnopaautensHble 7 CNpaBOYHO-UHPOPMALMOHHbIE A OKYMEHTbI
YHUBEpCMTeTa M3roTaB/AMBAlOTCA Ha 6/1aHKax KOHKPEeTHbIX BUAOB [OKYMEHTOB.
®opMbl 61aHKOB KOHKPETHbIX BUA0B JOKYMEHTOB NpUBe/eHbl B NPUNIOXKEHNAX
B-A.

6.4 Bbigaya u yyeT Bcex MedvaTerd M LITAMMOB OCYLECTBAAETCA MNEPBbIM
OT/AEe/I0M YHMUBEpCUTETA NOJ PacnMCKy B XypHane yyeTa nevaten.

6.5 MeyaTn n wWTaMnbl AO/MKHbI XPaHUTbCA B cerMdax Uan MeTanIn4yeckmx
wradax.

OTBeTCTBEHHOCTb 3@ XpaHeHWe W MWCNO/Jb30BaHWe MeyaTen, LITAMMOB,
6/1aHKOB B CTPYKTYPHbIX MOApPa3feNeHUAX HecyT PYKOBOAUTENN CTPYKTYPHbIX
noapasAeneHni Uav Mua, oTBETCTBEHHbIE 3a BeJeHne e10Npon3BOACTBa.

6.6 YHuutOXKeHuMe 6naHKOB  yHMBepcuTeTa C MPOAOJ/IbHBIM LUTAMMNOM
MPOM3BOANTCA OTAENOM [1e/10MPOU3BO/ACTBA MO aKTy.

MeyaTy 1 WTaMnbl YHUHTOXKAKOTCA MO aKTy YHUYTOXKEHWUA NepBbIM OTAE/10M.

6.7 NpoBepka HaaMuuA neyvaTen, WTaMMNoB U 6N1aHKOB, a TaKXkKe NopAAKa UX
XPaHeHMA N UCMONb30BaHNA MPOU3BOANTCA CNeLmnanbHO Co34aBaeMou No NpuKasy
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PEKTOpPa KOMWUCCUEN He pexe OAHOro pasa B roj OAHOBPEMEHHO C MPOBEPKOW
COCTOSIHUA [eI0NPOU3BOACTBA Haya/sibHUKOM 1 OoTAena M Havya/lbHUKOM OTAena
AEeN0NpON3BOACTEA.

7 Mopaaok pa3paboTku pacnopAAUTENIbHbIX JOKYMEHTOB

7.1 Buabl pacnopagnTenbHbIX JOKYMEHTOB

B cootBetctBMM ¢ OKY/], B AeATeNbHOCTM YyHUBepcuTeTa ob6pasytoTcs
cnegyolme BUAbl PacnopAAUTENbHbIX [JOKYMEHTOB, OMpe/e/ieHHble YCTaBOM
yHUBepcuTeTa:

— nPpUKasbl;

— pacnopseHus;

— TMNPOTOKObI;

— aKThl;

— cnyxebHble NUCbMa;

— a TaKXKe JOKyMeHTbl, He onpegeneHHble OKY/, (cnpaBku, TenerpamMsi,
TenepoHorpamMMmbl, Coo6LEHNA GaKCUMUNBHOW CBA3N T.4.).

7.2 TopAapok opopMaeHMA NpUKa3oB..

MNpukasamMn o¢POpPMAAIOTCA pelleHNA HOPMATMBHOIO XapaKTepa, a TaKxe
pelweHna No onepaTMBHbIM, OpraHM3auMOHHbIM, KaZpOBbIM U APYrnMM BOMpOCaM
BHyTPeHHel paboTbl yHMBEpCUTeTa.

[poeKTbl NpPWUKa3oB TOTOBAT W BHOCAT PYKOBOAUTENU CTPYKTYPHbIX
noApasfeneHMii Ha OCHOBAHMM CAYXKeOHbIX 3anuMCOK, 3aABAEHUW, NOPY4YeHUW
peKTopa yHuBepcuTeTa, /M60 B MHULMATUMBHOM nopagke. MpoekTbl NpUKa3oB U
MPUNOXKEHMA K HAM BU3UPYIOTCA PYKOBOAUTENEM CTPYKTYPHOro nojpaspeneHus,
BHeCLMM npoeKT (06a3aTenbHO ¢ pacwmdposkoit PO u gaTton).

Ecan B npouecce cornacoBaHMA B MPOEKT MpuUKasa BHOCAT W3MeHeHuA
MPUHLMNMANBHOIO XapakKTepa, TO OH NOANEXUT nepeoPOpMAEHUIO0 U MOBTOPHOMY
COrNacoBaHUIo.

KoHTpoab  3a  MpaBUAbHOCTBIO  OPOPM/IEHMA  MPOEKTOB  MPUKa30B
(pacnopsKeHuit) ocylecTBAAET OTAEN AENONPOU3BOACTBA.

CornacoBaHume rpuKasa OCYLECTBAAETCA B 3/IeKTPOHHOM Buge B C3/
Directum.

[puKasbl MNOAMUCHIBAIOTCA PEKTOPOM WAU MPOPEKTOPOM YHUBEPCUTETA,
MMeLWNM Ha 3To npaBo. [loAroToBKa MpuKasa BKAYaeT B ceba: M3yyeHue
cylecTBa Bonpoca u cbop HeobxoaMMbIX CBeAeHUN, MOArOTOBKY TEKCTa MpUKasa,
cornacoBaHue, BU3MpOBaHWe, NOANUCaHMe, PerncTpaLnmio, paccbiiKy.

MpuKasbl perucTpupyrotTca B OTAene [Aenonpou3BOACTBa NO MOPAAKY
HOMepOB B Npejenax KaneHjapHoro roja.
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MpuKasbl UMeKT creayrolme PeKkBU3nUTbl (B COOTBETCTBMM C MYHKTOM 4.2
HacTosAwen MN):

— HavMeHoBaHMe deaepasibHOro OpraHa UCNOIHUTE/IbHOW BAaCTy,
HauMeHOBaHWe YHUBEPCUTETQ;

— HavMeHOBaHMe BMAa AOKYMEHTa;

— AaTy NpuKasa;

— PerncTpaumoHHbIN HOMep;

— MeCTO COCTaBNEHUS;

— 3aro/I0BOK K TEKCTY;

— TEKCT;

— OTMETKY O Ha/IMYUN NPUNOKEHNN;

— NoANUCh;

— rpu¢ cornacoBaHus;

— BW3bl COr/1IACOBAHUA;

— OTMeTKy 06 ucnosHuTene;

3aro/IOBOK K TEKCTy MNpuKasa JAO/MKEH KPaTKO M TOYHO OTpawaTb
coAepKaHue TeKCTa npuKasa. ToYKa B KOHLEe 3aro/IoBKa He CTaBUTCA. 3aro/ioBOK
neyaTaeTca MONYXKUPHbLIM WPUPTOM Yepes 1 MEXCTPOUHbIN MHTEpBaA,

npumep,
O BHeceHUU usMeHeHull B WimamHoe
pacnucaHue yHuBepcumema

3aronoBoK K [JOKyMeHTaM, OQOPMNEHHbIM Ha 6s1aHKax C MNPOAOAbHLIM
Pacrno/sIoXeHneM peKBMU3MTOB, BbIpPAaBHUBAETCA MO LEEHTPY.

TeKcT oTAenAeTcA OT 3aro/sioBKka 2-3 MEXCTPOYHbIMU MHTEpBa/saMu U
nevataetca wpndprtom Times New Roman kernb N2 14 yepes 1 nHTepBan ot feBou
rpaHuLbl TeKCTOBOro nosasd. MNepead cTpoka ab3aua Ha4YMHAETCA C KPaCHOM CTPOKMU
(1,25 cM) OT N1eBOWA rpaHULbl TEKCTOBOO MOJIA.

TeKcT npuKasa, Kak MpaBWIO, COCTOMT U3 KOHCTaTUpyloWwen W
pacnopaAnTEe/IbHOM YacTew.

B nepBon, KOHCTaTMPYHOLWEN, YacTU U3araloTca uenn u 3agayn, Gaktbl 1
cobbiTMA, MNOCAYXMUBIUME OCHOBaHWEM ANA u3gaHuA npukasa. OHa MoxeT
HAYMHATbCA CNOBaMU «B UYe/asX», «B COOMBEMCMBUU», «BO UCNONHEHUE» N T. A.
Ecnv npukas nsgaeTca Ha OCHOBaHUM APYroro AOKYMeHTa, TO B KOHCTaTUpYIoLLen
4aCTM YKa3blBalOTCA HaMMEHOBAHME 3TOro AOKYMeHTa B TBOPUTE/IbHOM Majexe,
ero garta, HOMep M 3aro/oBOK.

Bo BTOpOM pacnopagnTenpHOM 4acTu nsnaraeTca peleHne pyKoBoAUTeNA B
noBenUTeNIbHON ¢OpMe U OTAeNAeTcA OT KOHCTaTUpylLWenh YacTu CA0BOM
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NP UKa3bl B a to: (NeyataeTca BpaspALKY, CTPOUHbIMU 6yKBAMU, NONYKUPHBIM
WwpundTOM), MOC/IE KOTOPOrO CTAaBUTCA ABOETOUME.

Ecav cogeprkaHve npukasa He HY»JaeTCA B MOACHEHUM, TO ero TeKCT
COAEPHUT TONbKO PacrnopAAUTENIbHYIO YacTb, B TaKMX C/y4aaX TEKCT MpuKasa
Ha4YMHaeTCcA co cnoBanMp MU Ka3biBalo.

TeKCT pacrnopAAMTENbHOM YacTU MPUKasa MOXeT AeNUTbCA Ha NYHKTbl U
MNOAMYHKTbI, KOTOPble HYMEpYKTCA apabCckMMu unppamu, U AOMKEH COAepHaTb
nepeyvncaeHne npeanucbiBaeMbIX AeNCTBUN C yKasaHMeM UCMONHUTENA KaXAoro
AENCTBUA N CPOKOB MCMNOMHEHUA. [leNCTBUA OAHOrO XapaKTepa NepeyncaaioTca B
OAHOM MyHKTe. [yHKTbl, KOTOpPble BK/IIOYAIOT yNpaBaeHYeCKne AelCTBUA, HoCALMe
pPacrnopAAMTeNbHbIN XapaKTep, HAYMHAKOTCA C rnarosa B HeonpegeneHHon popme.
CpOK ncnoaHeHna MoXeT 6bITb 06WUM AnA BCeX NpeanucbiBaeMbiX 4eUCTBUA UAN
AV PepeHUNPOBAHHLIM MO OTAE/bHLIM MYHKTaM.

Ecav npukas oTMeHAeT, W3MeHAeT WAM [AOMNOJHAET paHee W3JaHHbIN
AOKYMEHT U/IN KaKue-TO ero noJIoXeHUs, TO OANH U3 MNYHKTOB pPacrnopAAUTE/IbHOM
YaCTU TeKCTa AO/KEeH COAEepXaTb CCbIIKY Ha OTMEHsAeMbli AOKYMeHT (MyHKT
AOKYMeHTa) C yKasaHueM AaTbl, HOMepa W 3aro/oBKa. TeKCT MyHKTa AO/MKEH
HaunHaTbcA cnoBaMn «OmmeHums odelicmaue...» AN «[lpusHams ympamusuwum
cuny...»,

B nocneaHeM nyHKTe pacnopAagMTeNbHOM YacTuM MPUKasa yKasbiBaeTCH
KOHKPeTHOe AO/MKHOCTHOE INLL0, HAa KOTOpPOe BO3/1araeTCA KOHTPO/Ib UCMONHEHUSA
MpUKasa B Lie/I0M.

Moapasgenenuns (LOMKHOCTHblE ANLA), 4O CBEAEHUS KOTOPbIX AOBOAMTCA
MPUKa3s, NepeYnCNATCA B IMCTE PaCcCbiIKU AOKYMEHTOB, KOTOPbIN UCNONHUTENb
rOTOBUT BMeCTe C MPOEKTOM NpuKasa.

Bu3bl BKAKOYAOT JO/MKHOCTU BU3UPYIOLMX, INYHBIE MOANUCK, pacindpOBKY
nognucen n aary.

Moanucb COCTOUT M3 HaMMeHOBaHMA AOMKHOCTU Auua, NOAMNUCaBLLEro
AOKYMEHT, /IMYHOW MOAMMUCM M pacluMdpoBKM nognucu (MHMumanbl, dbamuaus).
HanMmeHoBaHMe [O/MKHOCTM MeyaTaeTca OT /NIeBOM rPaHULbl TEKCTOBOro oA,
MHULMANLI U paMUANA — OT NPaBOWN IPaHULLbl TEKCTOBOMO NOASA.

JlaTon npuKasa fABNAeTCA faTa ero MnoAnuUCaHUA PeKTOPOM WU JINLOM,
MCNONHAIOWNM 06A3aHHOCTM peKTOpa Ha BPEMSA ero oTCyTCTBUA.

MpynoxeHna K MpUKasy BU3MPYIOTCA PYKOBOAUTENEM CTPYKTYPHOro
noapasAeneHvsa, NOAroTOBMBLUErO MPOEKT MpuKasa. [pyM HannMuyMmM HEeCKONbKUX
MPUNOXKEHUIN MPUIOKEHNA HYMepYTCA. BHeceHne n3MeHeHUM B NOAMUCAHHBIN
MPUKa3s, pacrnops)XeHue, a TaKKe B COr/NacoBaHHbIA MPOEKT [OKyMeHTa He
AONyCKaeTCA.
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B npukasax o HasHayeHWW Ha [O/MHKHOCTb, OCBOOOXKAEHUN OT AO/KHOCTH,
MOOWPEHNN W NPUBAEYEHUU K AUCLUUNIMHAPHOW OTBETCTBEHHOCTU daMuaum,
MMeHa 1 OTHeCTBa NULYTCA MONHOCTBIO.

K npukasam o KOMaHAMpOBaHUU COTPYAHUKOB YHUBEPCUTETa MpuUnaraeTcs:
npurnaweHne (c BU3OM PpeKTopa, MpopeKTopa), CAyxebHOe 3ajaHue Ha
KOMaHAMPOBKY, 3aMo/IHeHHOE U NOANNCaHHOEe PYKOBOAUTEIEM COOTBETCTBYIOLLEro
CTPYKTYPHOrO nojpasje/neHunsa, rnaBHbiM 6yxraiTepoM M Hava/lbHUKOM OTAena
KaApoB.

Mpn perncTpaumMm npuiKasbl HYMepylTCA MOPAAKOBbIMA HOMepaMu B
npejenax KaseHgapHoro roga.

7.3 MNopAaaok opopMaeHna NpOTOKO/OB.

[MpoTOKON — [OKYMEHT, GUKCUPYHOLWMA Xo4 06CyXAeHUA BOMPOCOB MU
MPUHATUA pelleHNn Ha 3aceaHnNAX KOIernasbHbIX OPraHoOB U COBELLLAHUAX.

TekcToBas 4acTb MPOTOKOANA, KaK MpaBWMAO, COCTOUT M3 [ABYX YacTeu:
BBOZHOW M OCHOBHOW U NeYyaTaeTcsa C O4MHAPHbIM MEXCTPOYHBIM NHTEPBA/IOM.

Bo BBOAHOM 4acTU YyKas3blBAlOTCA WHUUMaAL, $aMUAUMK npeaceaaTens,
CeKpeTapf, NPUCYTCTBOBABLUMX Ha 3acefaHuun, W, Npu HeobxoAMMOCTU Aul,
NpUrNalWeHHbIX Ha 3aceAaHue (coBewaHue). ECIM KONMYECTBO NMPUCYTCTBYHOWMX
npesbiwaeT 15 YyenoBek, BO BBOAHOMW 4aCTN NPOTOKOA [le/1aeTCA CCbI/IKA Ha CMINCOK,
ABNAOWMIACA HEOTbEM/IEMOM YaCTbO NPOTOKONA,

npumep,
Mpucymcmsosanu: 25 yen. (cnucok npunazaemcs).

BBogHaa 4acTb NMPOTOKO/MA 3aKaH4YMBaeTCA MOBECTKOW AHA, COoAepallen
nepeyvyeHb pacCMaTPUBAEMbIX BOMPOCOB, MepeYnC/IEHHbIX B MOPAAKE UX 3HAYMMOCTH,
C YKa3aHueM JOoK/Naj4uKa No KaXAoMy paccMaTpuMBaeMOMy Bornpocy. Bonpocl
noBecTkn AHA dopMyanpyroTca ¢ npeasoroM «O» («O6»), mevartaroTca oT
rpaHuULLbl 1eBOro noaa ¢ absayHoro oTcTyna, HyMepyrTca apabcknumm undpamm n
NOAYEPKMNBAKOTCA OLHOM YepPTOWN NOC/e NOC/eAHEN CTPOKMN.

OcHoBHaA 4acTb MNPOTOKONA COCTOUT M3 pas/esnioB, COOTBETCTBYHOLWMX
MYHKTaM MNOBECTKU AHA. TeKCT Kawjgoro pasjena COCTOMT M3 Tpex Yacren:
CNIYLWANN, BbICTYNUAN, PELLNJIN (MOCTAHOBWJIN). OcHOBHOE cozepaHue
AOKMAZ0B M BbICTYN/NEHWIA MOMELWAEeTCa B TEKCTe NpoTokosna (kpaTHasa dopma
MPOTOKONA MPUMEHAETCA B C/y4vae, Korfga K MPOTOKOAY MNpWUaaratTCA TEKCTbl
AOKNAZA0B W BbLICTYM/IEHUI), pelleHne neyataeTca nosHocTblo. Cnoso PELUMIN
(MOCTAHOBW/IN) nevyaTaeTcAa NponucHbiMM 6yKBamMu 6e3 paspAgKM C HOBOW
CTPOKM OT rpaHuLbl 1eBOro nosA. TeKCT pelleHnA CTpPouTCA no obpasuy TekcTa
npuKasa.
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[poTokon MoxeT ¢uKcMpoBaTb pelieHMe 06 yTBepXAeHUU Kakoro-ambo
AOKYMeHTa. B 3TOM c/lyqae B TeKCTe NPOTOKO/A AO/MKHA COAEPHaTbCA CCbI/IKa Ha
3TOT AOKYMEHT, @ CaM A OKYMEeHT npuaaraetca K npotokony. lNpu Haanymm ocoboro
MHEHWA MO TMPUHATOMY PpeLIeHUI0 OHO 3anucbiBaeTcA B MPOTOKO/e Mocne
COOTBETCTBYIOLErO MPOTOKO/IbHOIO pelLleHus.

[poToKON noAnucbiBaeTCA npeAceAaTeNbCTBYIOWMM  Ha 3acefjaHnun wu
ceKpeTapem.

JlaTa, yKa3aHHaa B NpOTOKO/e, A0/KHa COOTBETCTBOBATb AHIO NMPOBeAEHUA
3ace/laHNA KO/N/erMasbHOro opraHa uau cosewaHua. [poToOKoNbl HyMepytoTcA
NOpAAKOBbIMM HOMepaMU B NMpejenax KasieHAapHoOro roga.

MopAAOK MOArOTOBKW, BbiMyCKa MPOTOKONOB U PeLUeHUA KOANernasibHbIX
OpPraHoB OnpejenfeTcA B MONOXeHUAX 06 3TMX OpraHax WMAN pernaMmeHTax Wux
paboTbl.

MpoTokon nevaTaeTcA Ha obuiem 61aHKe yHUBEpPCUTETa U UMeeT CiegyoLne
PEKBU3UTBI:

— HauMeHoBaHue d¢efepanbHOro OpraHa WCNONIHUTENIbHOW BAAacTU M
HanMeHOBaHWe YHUBEPCUTET];

— BUA AoKyMeHTa — MPOTOKOJ1 (ecim npoTokon opopmMaseTca Ha obLyeMm
6naHKe wan ctaHgapTHoM ancte bymarm, cnoso N P OT O K O /1 nevartaetca
MPONMUCHbIMK 6yKBaMu Bpa3pAAKY, MNONYKMPHbIM wpudToM Kernb N2 14 un
BbIPABHMBAETCA MO LEHTPY);

— BWJA 3acefjlaHunA, COBeLaHUA OTAeNAeTCA OT MpeAblAyliero pekBU3nTa
ABYMA MEXCTPOYHbIMWU MHTEpBa/siaMW, MevyaTaeTCA MONYKUPHbIM WPUPTOM Yepes
OAVH UHTEepBa/ U BbiIpaBHUBAETCA MO LEHTPY;

— MeCTO TMpOBEeAEeHWUA 3aceAaHus, COBelaHWA: YyKasbiBaetca (npw
HeO6XOAMMOCTH) Y KOO MPOBOAMTCA COBELLAHME UM B KAKOM MeCTe; neyaTaeTcs
yepe3s 2 MeWCTPOYHbIX WHTepBaja MOC/Ae PpeKBU3UTa «BWUA 3acefaHusa,
COBeLLaHNA», BbIPaBHMBAETCA MO LEHTPY;

— JaTa N HoMep MpoToKona: gata odOpMAAETCA C/NOBECHO LUPPOBbIM
CNocoboM M neyaTaeTcs 4Yyepe3 2 MEXCTPOYHbIX MHTEpPBasa HUXKe MpeablAylero
PeKBM3UTA; HOMep npoTokosa obo3HavaeTcAa apabckmumm uudpamu, MoxeT
BK/AtOYaTb 6yKBEHHbIE MHAGKCHI.

OcHoBHas YacTb NPOTOKONA NevyaTaeTcA Yepe3 1,5 MeXCTPOYHbIX MHTepBana.

Moanuck oTAenAeTCA OT TeKCTa 3 MEXCTPOYHbIMU UHTEPBaAIAMU U BK/KOYaeT
HauMeHOBaHWe [AO/MKHOCTU /Mua, NpeAcefaTeNbCTBOBABLIErO Ha 3acefaHuu
(coBewaHun), ero AMYHYH MOAMWUCH, PacWMPPOBKY noanucy (MHULMANLI K
bamumaunio).

[IpOTOKOANbI PerncTpupyroTCA U XPaHATCA Yy CeKpeTapA KO/ANeruasbHOro
opraHa uWAW penonpousBoauTensa nogpasgeneHuna. Peructpupyrowmin Homep
NMpUCBanBaeTCA B Npejenax KaleHAapHoro roaa.
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dopMa NnpoToKoia npusezeHa B NpuaoxeHun I

7.4 NopaaoK opopMaeHUA pacnopaXKeHUN.

Pacnops)<eHne wm3gaeTca nNo BOMPOCaM OMepaTMBHOrO YMpaBJeHUA U He
AO/MKHO CoiepaTb NpeAnuMcaHni, HOCAWMX HOPMATUBHbLIN XapaKTep. [oaroToBka
N opopMIeHMEe pacnopAXKeHUA NPOBOAATCA MO TEM Xe NpaBuaaM, YTO M MpuUKas
(npunoxeHune B). PacnopsxeHue NOAMNUCHIBAETCA PEKTOPOM UAUN MPOPEKTOPOM MO
HanpaB/eHUIO AeATENbHOCTU, PErUCTPUPYETCA, XPAHUTCA M pacCbllaeTca Yepes ero
CceKpeTapuat UM OTAeN Ae/0NpOU3BOACTBaA.

Pacnops)eHns no BonpocaM oOMepaTUBHOM AeATeNbHOCTU ¢aKyabTeTa
nMeeT npaBo u3jaBaTb JeKaH ¢akynbTeta. B 3TOM cnyyae pacnopsaxeHue
noAnucbiBaeT JekaH ¢akynbTeTa, PperucTpauunio, XpaHeHue U  PacCbliKy
OCylecTBAAET CeKpeTapb AeKaHaTa.

7.5 CnyxebHoe nuceMo — oOULMNANBHBIA JOKYMEHT WHGOPMALMOHHO-
CNpPaBOYHOrO XapaKTepa, WCMNOAb3yeMbl ana  obmeHa wuHbopmaumen B
AEeATeNbHOCTM OPraHoB BAACTW, OPraHn3aLnin U rpaxaaH.

Cny»xebHble NCbMa roTOBATCA:

— Kak oTBeTbl Ha obpalleHnA rpaxgaH Mo BOMpocaM, OTHOCAWMMCA K
KOMMeTeHLUUN YHUBEPCUTETa;

— Kak COMpOBOAMTE/NbHblE MUCbMA K MNPOEKTaM HOPMAaTUBHbLIX U
TeXHUYECKMX AOKYMEHTOB, pa3pabaTbiBaeMbIX YHUBEPCUTETOM;

— Kak oTBeTbl Ha 3anpocbl dPesepanbHOro areHTCTBa NO 0b6pa3oOBaHMIO,
OoTpacneBblX MUHUCTEPCTB U BEOMCTB, Pa3/INiHbIX OPraHu3auun, NpeanpuaTUN un
YaCTHbIX /1L,

— KaK MHULMATMBHbIE MUCbMA.

MHWLMaTUBHbIE NWUCbMA MOTYT 6biTb WHCTPYKTUBHbE (AWPEKTUBHbIE),
rapaHTUiHble, MHGOPMALIMOHHbIE, peK/laMHble, KOMMepYecKne, NUCbMa-3anpochl,
MUCbMa-uU3BeLLEeHNA, NUCbMa-NpuUraaweHma n ap. lNpu 3akn04eHUN KOHTPAKTOB C
MHOCTPaHHbIMM NapTHEPaMM UCNO/b3YIOTCA KpeAUTHbIE MUCbMA.

TeKcT cnyxebHOro NMcbMa, Kak NpaBu/Io, A0/KEH KacaTbCA OAHOro BOMpocCa
WM HECKONbKUX BOMPOCOB, €C/I OHM B3auMOCBA3aHbl U 6yAyT paccMaTpuBaTbCA B
OAHOM CTPYKTYPHOM MnoApaszeseHnn opraHnsauum - agpecarta. Ecam Heobxogmmo
obpaTnTbCA B OpraHU3auuio OAHOBPEMEHHO MO HECKO/IbKMM Pa3HOPOAHbIM
BOMPOCaM, peKOMeH/yeTCA COCTaBAATb OTAE/bHbIe MUCbMA NO KaXA0MYy 13 HUX.

CpOKM nOArOoTOBKM OTBETHbIX MWCEM YCTaHaBAMBAKOTCA pe30/ounen
PYKOBOAUTENA Ha OCHOBaHMW TUMOBLIX CPOKOB UCMNOJIHEHUA MOPYYEHUI, 3anNpoCoB
WX NO peLeHNIo aBTopa pPe3ooLun.

TeKCTbl OTBETHbIX MWUCEM [JOJ/KHbl TOYHO COOTBETCTBOBaTb 3afaHUAM,
3apUKCUpPOBaHHbLIM B pe3oaounn  pykosoautend. CpokKM  MNOAFOTOBKM
WHULUMATUBHBIX  MUCEM  OMNpejenAalTCcA  PYKOBOAUTENAMU  CTPYKTYPHbIX
noApasaeneHun.
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CnyxebHoe nuCbMO, HanpaBnfeMoe BHYTPW CTPaHbl, COCTaBAAETCA Ha
PYCCKOM fi3bIKe.

CnyxebHble nucbMa roTOBATCA B 2-X 3K3emnnapax. [lepBbii 3K3eMnaap
neyataeTcs Ha 61aHKe yHuBepcuTeTa (npunoxeHue b), a BTOpolt Ha YACTOM auncTe
6ymarn ¢popmata A-4, oba nognucbiBatoTCA pykoBoauTeneM. MNepsbii 3K3eMNAAp Ha
6naHKke oOTnpaBNAeTCA MO MeCTy Ha3Ha4yeHWA, BTOPOM OCTaeTcA Yy CeKpeTapA
pykoBoauTensa. Peructpauma uCXoAAWMX MNUCEM  MPOM3BOAMTCA MO MecCTy
NoANUCaHUA B MPUEMHON PYKOBOAUTENSA.

Mpyn odopMmneHnn nucbMa Ha AByX M 6osnee cTpaHMUax nepBaA CTpaHULa
neyataeTca Ha 6naHKe yHMBepcuTeTa, nocnegyrowme Ha 6enon bymare popmata
A-4 1, HauYMHaA CO BTOPOWN CTPaHWULbl, HYMEpYIOTCA MO LEeHTPYy BepXHero nons
nuncta apabcknmum undpamm.

Ecan nucbMo copepxnt 6onee NATU CTPOK, HEOH6XOAMMO AeaThb 3aro/I0BOK K
nMcbMy no nesoMy nonto 12-14 kernem wpudra yvepes eAUHUYHBIA MHTEpBan,
BbllLe C/I0B... YBakaeMbl Bacunmm MeaHosmY!

B AenoBoi nepenucke npuHATa popMa N3N0XKEHUA TeKCTa OT NepBOro Anua
MHOXECTBEHHOrO Ynca (NpocuM, coobwaem, HANOMUHAEM, BbICLINAEM U T. [.), TaK
Kak [O/IKHOCTHOe /MULO, noAnucaBllee MUCbMO, BbLICTYNaeT OT MMEHU
yHuBepcuTeTa.

Ecam nuceMo odopMaeHo Ha 6aaHKe AO/MKHOCTHOIO AuULa («6e2yHokK»), To
ero TeKCT Mu3naraetca OT MepBOro /Auua eAUHCTBEHHOrO Yucna: «npouly...»,
«HanpasAto». [TMCbMO AOMKHO COCTOATbL U3 CNeAYIOLWMX YacTen:

— obpalleHue;

— BCTYNJEHUE;

— OCHOBHOE€ COZlep¥aHue;

— 3aKKYeHue.

Echv nuceMo coctouT M3 ABYX 4acTel, TO nepBas — 3TO OOBOCHOBaHMe,
N3N0XKeHNe MPUYUH HanMcaHuA MUCbMa, MOTMBMPOBKA, @ BTOpPas — 3aK/lYeHue,
npocbba 1M 0TKas, HanoMUHaHWe, NPeANOXKeHME U T.H.

MucbMo, cocToswee M3 OAHOM YacTM — 3TO npocbba 6e3 nosAcHeHus,
HanoMunHaHue 6e3 npeambybl, coobuieHme 6e3 OCHOBaHUA.

O61beM nucbMa, Kak MpaBW/IO, He JOJ/KEH NpeBblWaTh ABYyX CTPaHWL, a B
cnydae korga Tpebyetca no usnaraeMoMmy aaTb rAyboKuin aHanus m obocHoBaThb
NpeANOXKeHNA, — NATU CTPaHUL,.

Mpn obpalweHnn K agpecaty Y4YuTbiBaeTCA ero C/ayxebHoe nosoXeHue,
chepa feATENbHOCTM U T. A.

Hanbonee yacto ynotpebnsemMbiMn popMmamum obpalleHns ABAAIOTCA:

— YBasxkaeMbiti [lemp MumpogpaHosu!

— locnoduH Tkaves A.H.!

— [Memp MumpogaHosu4
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— YBasKkaeMbili 20cnoduH Tkaves!

— YBasKkaeMbili 2-H Tkayes!

— YBakaemas 2ocnoxxa [lemposckas!

— YBaskaemble 2ocnoda! (ynoTpebnsercsa, Korga HEM3BECTHbl WMeHa
noayvaresnein nucbMa).

Mpy obpalweHnM K BbICIUIMM JO/MKHOCTHBIM /IMLAM OPraHOB B/ACTH,
AenyTaTam, npesuaeHTam (npeacesaTtenaM) obLWeCcTB, KOMNaHWA, GUPM, a TaKkxKe K
AYXOBHbIM /INLL@M Pa3/INYHbIX BEpOUCMOBEAaHMI NMPUHATO obpalleHme C yKasaHueM
A0KHOCTM 6e3 pamuann.

OCHOBHOE coAepaHue MUCbMa COCTaBAfET OMNUCaHWe CcobbITUA UK
CUTYyaLUK, UX aHaAn3 U NPUBOAMMbIE OKa3aTe/IbCTBa.

3ak/04eHne NpeaCTaBAAOT B BUAE MPeA/IOKEHUN, MHeHUN, TpeboBaHWN,
Npocbb, OTKa30B, HAaMOMWHAHMWI. 3aKNHOYEHME HAYMHAETCHA C/I0BAaMU «MPOCUM
(nucbMo-npocbba MK 3anNpoOC), «BbICKINAEM», «HANPABAAEM», «NPEOCMAaBAAEM>
(conpoBoauTenbHOE NUCbMO), «coobwaem» (MHGOPMaLMOHHOE MUCLMO).

3aKknunTeNbHaA  YacTb NUCbMa MOXET  3akaHuuBaTbcs  popMysion
BEX/IMBOCTW.

Hanpumep:
1. CyBaxkeHuem
2. MickpeHHe Baw
3aKntounTenbHana GopMyaa BEXMBOCTU OTALNAETCA OT Ha3BaHUA
AO/MKHOCTU 3anATON,

Hanpumep:
C yBakeHueM, pekmop KybaHckozo FT'AY TpybuauH A.U.

CcblfIKa Ha perncTpauuoHHbI HOMep M AaTy MUCbMA, HA KOTOpOe AaeTcA
OTBeT, NPUBOAMUTCA B MUCbMe-OTBeTE.

O6s3aTe/IbHO BHM3Y MMUCbMa CTAaBUTCA OTMeTKa 06 UCMONHWUTEeNle MO IeBOMY
nonto 12-14 kernem wpundTa Yepes egMHUYHBIA MHTEpPBA,

Hanpumep:

nN.0. PaMununa
221-00-00

7.6 Mopsagok opopMaeHMa aKTa.
AKT — [OKYMEHT, COCTaBAAeMbI HECKO/IbKMMUN IMLLAMWN U NOATBEPXKAAOLLMM
yCTaHOBNEHHble UMK GaKTbl M cobbITUA. AKTbl 0pOpMAAIOTCA Ha obuwem 6naHke
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YHUBEPCUTETA, €CN ABNAIOTCA BHYTPEHHUM AOKYMEHTOM opraHusauuun. Ecam akr
ABNAETCA BHELWHUM [JOKYMEHTOM, TO OH AO/IKEH COAep¥aTb CrpaBOYHble AaHHble
06 opraHusayumw.

TeKCT aKkTa COCTOMT M3 ABYX YacTel: BBOAHOM U  OCHOBHOWM
(KoHcTaTupytowweit). Bo BBOAHOW 4acCTM aKTa yKasblBaeTCA PacrnopAAUTE/bHbIN
AOKYMEHT, Ha OCHOBaHWM KOTOPOro aKTUpYtTcA GaKT, cobbiTve uau gercteue (B
MMEHUTE/IbHOM Majexe), ero HoMep W AaTa. [lpu  nepeuncieHun au,
Yy4aCTBOBaBIUMX B COCTaB/JIEHUW aKTa, YKa3blBAlOTCA HaMMeHOBaHME [AOKHOCTH,
damMuauna n nanymansl (B UMeHUMTENbHOM Nagexe). ECAn akT cocTaBieH KOMUCCHEN,
TO MepBbIM YyKa3blBaeTCA npegcegaTens KomMuccnn. PamMnamm 4neHoB KOMUCCUM
pacnonaratoT B andasutHoMm nopagke. Cnhosa «OcHoBaHue», «[lpeacesaTenby»,
«YneHbl KOMUCCUN», «MpUCYTCTBOBAANY» NULLYTCA C MPONUCHOM BYKBbI.

3aro/I0BOK aKTa HaunHaeTca ¢ npegnora «O» n GopMyanpyeTca € NOMOLLbIO
OTFrNaro/IbHOro  CylecTButesbHoro,  Hanpumep: «O  npueMe-nepegaye
MaTepuasibHbIX LLeHHOCTEN».

B ocHOBHOW (KOHCTaTWpytoLlei) 4acTM aKTa M3NaraloTca Uean v 3ajauu
aKTUpPOBaHMWA, CYyLWECTBO UM XapaKTep MpPOBeAEHHON KOMUcCcuen paboTbl,
yCTaHOB/IeHHble $aKTbl U CObbLITUA, @ TaKKe BbIBOAbl M 3aMeyaHuA. TeKCT akKTa
MOXeT fe/IMTbCA Ha NYHKTbI, NOAMYHKTbI WA UMeTb TabanyHyto popmy. OcHoBHaA
(KOHCTaTUpYIOLWan) YacTb 3aKaHYMBAETCA CBEAEHUAMUN O KOJIMYECTBE IK3EMMNIAPOB
aKTa U MecTe UX HaXOX/JeHWA, KOTOopble NMOMELAlOTCA Nepes OTMETKOM O Hamyum
MPUNOXKEHWI K aKTy OT HY/1IeBOr0 NONI0XeHUA TabynaTopa,

AKT noanucbiBaeTCA BCEeMM WULAMW, NPUHMMABLWIMMK YyyacTue B €ro
coctaBneHun. nsa paga aktoB (Mo MaTepuasnbHbiM, GUHAHCOBLIM U ApP. BaXKHbIM
BOMpOCaM) HeO6XOAUMO YTBEPKAEHME PEKTOPOM U 3aBepeHue repboBoi nevaTbio
yH/UBepcUTeTa.

Mpyn cocTaBneHMM aKTOB PpeBuM3MMA U 06Cnef0BaHUA UX COAEPHaHue
COrNacoBbIBAeTCA C AO/MKHOCTHBIMU NLLAMK, AeATE/IbHOCTb KOTOPbIX OTpaxaeTtcs
B aKTe.

dopma akTa npegcTaBieHa B NnpuaoxeHun /.

7.7 TleyaTaHue, TUpaXKMpOBaHMe, PpacCblIka UM  O3HAaKOMJeHWe C
AOKYMEHTaMu.

MoAroToBKa MpMKa3oB, PacnoOpPAXKEHUN MNPOPEKTOPOB, MNPOTOKONOB U
MOCTAHOBNEHUIN KO/NNErnanbHbIX OPraHoOB, aKTOB, X TUPAXMPOBaHWe N paccCbliKa
OCYLLeCTB/IACTCA COTPYAHWKAMU CTPYKTYPHbIX MOApasfefieHn, roTOBAWMUX 3TU
AOKYMEHTbI.

Mepesava  AOKYMEHTOB  MewJy  CTPYKTYPHbIMM  Mojpa3sfjefieHuAMM
OCYLLeCTB/IAGTCA Yepe3 CeKpeTapeh CTPYKTYPHbIX MoApasfeneHnn wuauv vy,
OTBETCTBEHHbIX 3a /1e/10NPOU3BO/ACTBO.
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Paccbiniky npukasoB otgena OMK wn otgena OT, Tb n YC obecneuymBaer
oTAeN AeNonpon3BoACTBa.

Tupaxn AnA paccblIKU JOKYMEHTOB ONnpeAensaloT aBTOpbl JOKYMEHTOB MNpu
COCTaB/IeHUN /INCTa PerucTpaumm paccbiIKM, WUCXOAA U3 HeobxoaMMOoCTH
obecneyeHna MMM nogpaspgeneHnn, AeATeNIbHOCTb KOTOPbIX 3aTparmBaeT 3TOT
AOKyMeHT. dopMa /nUcTa perucTpaunm paccbiIKM [AOKYMEHTOB MpuBejeHa B
npunoxenmn E. Ecnv npukas paccbinaeTca MeHee 4yeM TpeM ajpecataMm JnUCT
PacCbIIKM OPOPMAATL HE HYXKHO.

MOANMHHUKM NPUKA30B WM 3ano/IHEHHblE /INCTbl PErncTpauum Ppacchiikun
MOALWMBAOTCA U XPAHATCA B OTAe/e AeN0NpOonN3BOACTBA 2 roja.

CKaHMpoBaHHble KOMWW OPUrMHANOB MPUKA30B PEKTOpa PaccCbiNatoTCcA Mo
NOKaNbHOW CeTU YHWBEpcMTeTa OTAeNOM JenonpousBogctBa. PacrnevaTtky B
noApasfeneHmax KOMuUW TMPUKa3oB  OCYLECTBAAIOT CeKpeTapu WAW  1ua,
OTBETCTBEHHble 3a /e/I0NPOM3BOACTBO B MOAPasAeNeHuax, C Mnocaeayowmm
npocTaBaeHneM 3aBepUTEIbHON nognucu COTPYAHUKOM oTAena
A,eN10MpOon3BO/CTBA.

CpOK O3HaKOM/JIeHWUA NepcoHana C NpuUKasaMu He JOJ/DKEeH npesbiwaTb NATU
pabounx AHen C MOMeHTa UX permcTpauun. B cnyyae oTCyTCTBMA COTPYAHMKA Ha
paboTe MO yBaXMTeNbHbIM MpUYMHaM (KOMaHAWMPOBKA, OTMYCK, 60/1e3Hb) CPOK
O3HaKOM/IeHMA C MpUKasaMm — NATb AHeN Noc/ie BbIXOAa COTPYAHUKA Ha paborTy.

OTBETCTBEHHOCTb 3a O3HAKOMJIEHMEe COTPYAHUKOB C [OKYMEHTaMu, WX
CBOEBPEMEHHOE U MOJIHOe WCMO/IHEHNE HeCyT MPOPEKTOPbl MO HanpaB/ieHUAM
AEATENbHOCTU U PYKOBOAWUTENM COOTBETCTBYHOWMX MOAPA3AeNeHUIN (geKaHbl,
3aBeAytolme KapegpaMu, HavabHUKK YNpaBAeHWUI U OTAENOB).

7.8 TpeboBaHMA K 0POPMNEHUNIO BbIMUCOK U3 JOKYMEHTOB

Bbinncka — opopMaeHHOe B COOTBETCTBMM C YCTAaHOB/EHHbIM NOPAAKOM U
npaBuaaMn TOYHOE BOCMpPOU3BeJeHNe ¢parMeHTa COAEepXaHuUA [OKyMeHTa Ha
TBepAoM (Kak npaBmio, 6yMaXKHOW) OCHOBe.

Bbinncka opopMasaeTca B Tex cayyanax, Korga no TeM Wanv UHbIM MpUYUHaM
W3roTOB/IEHME KOMWUM AOKYMeHTa NpeACTaBAfeTcA HEeBO3MOMXHbIM (Hanpumep, B
CUNY KOHPUAEHLMANBHOCTU COAEPXALMUXCA B [OKYMEHTe CBeAeHWi) wau
HeuenecoobpasHbiM  (AOMYCTUM, M3-332 3HAYUTE/ILHOrO O6bEMa CoAepXKaHuA
AOKyMeHTa). ®aKTUYeCKM BbINMUCKA BbINOAHAET GYHKLUM KOMUU AOKYMEHTa.

PeKkBM3MTaMn BbIMUCKN ABAAIOTCA:

— HauMMeHoBaHWe [JOKYMEHTa;

— 3arofIoBOK K TekcTy (yKasblBaeT Ha [JOKYMEHT — WCTOYHWK,
$OpPMY/IMPYETCA B POAUTE/IBHOM MAJEKE — «U3...»);

— TeKcT  (cO6CTBEHHO  BbINWCKA U3 JOKYMEHTa, B  TOYHOCTU
BOCNpOM3BOAALLanA ero GpparMeHT);

— 3aBepuTesibHaA NoAMMUCh.
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Bbinncku us MPOTOKO/IOB 3aBEPAKOTCA CEKpeTapeM KOoa/1ermasbHOro opraHa
y4€HOro coBeTa nam ero npeacearesiem.

8 OpraHusauyums gokymeHToobopoTa

B AokyMeHTOO6OpOTE yHMBEpCUTETa B COOTBETCTBMM C OCOBEHHOCTAMMU
TEXHO/NIOrMYeCcKkon 06paboTKM BbIAENATCA AOKYMEHTOMOTOKW: MOCTynaroLias
AOKyMeHTaums  (Bxoaswas), oOTnpaBaseMas AOKyMeHTauua  (Mcxogawas),
BHYTPEHHSAA AOKYMeHTauus.

JlOKyMeHTO060pOT — 3TO ABUKEHME AOKYMEHTOB B OpPraHU3aLumnmM ¢ MOMeHTa
UX MONYYEHUS WAWU CO3JAAHWUA [AO 3aBEpLUEHUS WUCMOJIHEHUA WAW OTNPABKMW.
MpaBunbHaA opraHv3auus JOKYMeHToobopoTa CrnocobCTByeT onepaTUBHOMY
MPOXOXAEHUIO  [OKYMEHTOB, PaBHOMEPHOW  3arpyske nogpasgeneHnn  wu
AO/HKHOCTHBIX /UL,  OKasbiBaeT 60/blIOE  MOJIOKUTE/IbHOE  BAWAHWE  Ha
yrnpaB/neHYeCKUIA NPOLECC B Lie/IOM.

8.1 MNpneM, nepBuyHaa o6bpaboTKa, pacrnpegeneHne wu perncrpayms
MoCTynawLwen KOPpPeCnoHAEHUUN B YHWBEPCUTET OCYLLECTBAAETCA OTAE/IOM
AEeN0NpoOn3BOACTBA.

JlocTaBKa KOppeCnoHAEHLMM B YHUBEPCUTET, KaK MpaBWIO, MPOUCXOAUT MO
noyTe, HApOYHO, No daKcy, cneLCcBsA3blo, MO 3/IEKTPOHHOM NOYTE, SKCMPECC-NOYTON.
Mpuem (nepeaava) dakcorpaMM ocywecTeaAeTca ¢ $aKCUMWABHOIO anmnapara
oTAeNa AeNONpPOM3BOACTBA, @ TaKKe (aKCMMWU/IbHBIX annapaToB, UMEKLWNXCA B
MPUEMHbIX PYKOBOAUTENEN.

MpyM nocTynneHun [AOKyMeHTa MO MNo4YTe [0 BCKPbITUA KOHBepTa
NpOBepAETCA MPaBU/IBHOCTb MX AOCTaBKM NO ajpecy, Le/IOCTHOCTb KOHBEPTOB,
YMaKOBKK, @ TaKXe [JOKYMEHTOB M BNOXeHWW. HenpaBuibHO ajpecoBaHHble UM
NOBPEXeHHble AOKYMEHTbl BO3BPALLAlOTCA Ha NoYTOBOE oTAeneHne. KoHBepThbl C
KOppecnoHAeHUNeRn, NOCTYNMBLLEN B afpeC KOHKPeTHOro paboTHMKa C MOMeTKOW
«NNYHO», MepepatoTca paboTHMKY 6e3 BCKpbITUA. Ecan B KOHBepTe CiyebHbin
AOKYMEHT, TO ajpecaT noc/ie MpOoYTeHWA BO3BpallaeT ero B OTAeN
AENONPON3BOACTBA ANA PErUCTpaLMmn. B oTaesbHbIX Ciyyasx (Ha AOKYMeHTe HeT
AaTbl, aZpeca OTMNpaBWUTeNs) BMeCTe C JOKYMEHTaMW Heob6XOAMMO COXPaHATb
KOHBepTbl. KOHBEpTbI C 06palLeHUAMM FpaXkaaH COXpaHAOTCA BCeraa.

Mpexxpae  4eM  3aperncTpupoBaTbh  JOKYMeHT,  HeobxoguMMo  ero
npeABapuTe/IbHO paccMoTpeTb. [lpeABapuTesibHOE pacCMOTPeHWe AOKYMEHTOB
HaYa/IbHUKOM oTaena AEeNonpon3BOACTBA CyLWeCTBEHHO noBbIWaeT
3PPeKTMBHOCTb  ynpaB/leHYecKoro npouecca B UenoM. [naBHadA  uesb
npeABapuUTe/IbHOrO pacCMOTPEHNA AOKYMeHTa — YCTaHOBUTb NOAPa3sAe/ieHne Uau
AO/KHOCTHOE /L0, KOTOPOMY HeObXOAUMMO HanmpaBWUTb  JOKYMEHT Ha
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paccMoTpeHne. Hapo Bcerga uMeTb BBMAY, YTO HeT HeobxoAUMMOCTU Bce
AOKYMEHTbI NepeiaBaTb PYKOBOAUTENIO YHPeXAeHNA.

Mpv npeaBapuTeNIbHOM PacCMOTPEHUU JOKYMeHTa HeobX0AMMO Yy4YuTbIBaTb
BaHOCTb €ro COAEpPXKaHUf, C/OXKHOCTb W HOBWU3HY MOCTaB/NI€HHbIX BOMPOCOB,
aBTOPCTBO, BUJ, AAOKYMEeHTa.

Ha Bcex peructpupyembix AOKyMeHTax B MPaBOM HWXHEM CBOGOAHOM OT
TEKCTa NoJsie NepBON CTPaHWULbl JOKYMEHTa CTaBUTCA PerucTPauMOHHbIV WTaMmn
yKa3aHWeM Ko/MyecTBa CTpaHULL, NOPAAKOBOrO perncTpaLMOHHOro HoMepa u Aarthl
NOCTYN/NeHUs AOKyMeHTa. Ha KoppecnoHgeHUMW, He nognexallel BCKPbITUIO,
LITaMM CTAaBUTCA Ha KOHBepTe.

JIUCTOB « » 20 r.

OTtpen genonpoussogctea KybaHckoro FAY

MpocTaBneHne wTamna, AaTtbl, PErMCTPaLMOHHOrO0 HOMepa NpoU3BOAUTCA B
AeHb NOCTYN/IEHNA AOKYMEHTa.

Pernctpaumn noanexar He BCe AOKYMeHTbl. Heob6xoaMMO permcTpupoBaThb
AOKYMEHTbI, NOCTynawlime U3  BbIWECTOAWNX OpPraHoB, OO6LeCTBEHHbIX
opraHusauumn, obpaweHna rpaxgaH wn aAp. He Hago peruncTtpupoBaTh:
nosApaBuTesibHble TesierpaMMbl, NpUrialleHna, NPorpamMmmsl, U3BELEHNSA, @ TaKxKe
AOKYMEHTbI, MOCTYyNatoLlme B KONUAX ANA CBEAeHUA.

8.2 [opAAOK pacCMOTPEHUA [OKYMEHTOB.

[lOKyMeHTbl nepejaroTcA Ha pPacCMOTPeHWEe PYKOBOAWUTENO TOJbKO Mnocne
perucTpaunn. PaccMoTpeHMe AOKYMEHTOB OCYLLEeCTBAACTCA PYKOBOAUTENEM, KaK
NMpaBu/o, B A&Hb UX MOCTYNJEHUA B MPUEMHYIO.

B cooTBeTCTBMM C pe3ontounerd pyKoOBOAUTENA MOA/NIMHHUK CayxebHoro
AOKYMeHTa HanpaBnfeTcA OTBETCTBEHHOMY WCMOAHUTENI0, COUCNOAHUTENAM
HanpaBAAKTCA KOMUU JOKYMEHTOB.

C MOMeHTa NOCTYMN/IeHNA K UCNOIHUTENO 0 3aBepLueHNa paboTbl JOKYMEHT
AO/MKeH HaxoAauTbCA B paboyen nanke. B geno AoKyMeHT noAlmBaeTca, U Bce
OTHOCALMECA K HeMy MaTepuaibl HanpaBAATCA Torga, Korga paboTa Hag HUMHK
MONHOCTbIO 3aBepLlUeHa U UCNOJHUTENb CYUTAET ero UCnosiHeHHbIM. [1py nepegave
AOKYMeHTa Ha NoAMNUCb K HeMy CaeAyeT npuaaraTb BCe MaTepuasbl, HA OCHOBaHMM
KOTOpPbIX OH roToBu/ACA. 3TO obneryaer paboTy PpyKoBoaWTens, Mno3BonfAeT
n36exkaTb Bbi30Ba UCMO/IHUTENEN N T. A.

8.3 OpraHuszauua paboTbl C OTNPABAAEMbIMU (MCXOAALMMM) AOKYMEHTAMMU,
WX perncTpauma n oTnpaska.

OTBeTCTBEHHOCTb 3@  COCTaB/lieHMe U OPOpPM/JIeHNEe  [OKYMEHT],
cornacoBaHue C 3auMHTEpPecOoBaHHbIMWM OpraHaMu B/acTU W OpraHusauuaMn u
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AO/MKHOCTHBIMA ~ IMLL@MM  BO3/J1araeTcA Ha OTBETCTBEHHOrO  UCMONHUTENA
AOKYyMeHTa.

JlOKyMeHTbI, OTrpaBnfeMble YHUBEPCUTETOM, NPOXOAAT HECKO/IbKO 3Tarnos:
coCTaB/ieHMe npoeKTa  /[IOKyMeHTa, €ero W3roToB/ieHWe,  COrjacoBaHue,
Bu3MpoBaHne (B HeobxoauMbIX  cayyasx), noanucaHue  (yTBepxzeHue),
perncTpauus n oTnpasKa.

B Havane coctaBafeTcA PYKOMUCHbIN BapuaHT MPOEKTa, a 3aTeM nevyaTHbIN.
lo nepeaayn Ha NoOANUCb MUCMNONHUTENb MPOBEPAET MPaBU/bHOCTb COAEPXKaHUA,
cocTaBieHnA U opOpMIEHNA [JOKYMEHTa, HainymMe BU3 U MPUIOKEHUN, a TaKKe
MaTepuasioB, Ha OCHOBAHWW KOTOPbIX OH FOTOBW/ICA. DTWU MaTepuabl nepegaroT
PEKTOPY BMeCTe C NPOEKTOM /IOKYMEHTa UM XKe OHU HaXoAATCA Y UCNONHUTENA U
nepeAaloTCA PeKTOpY Mo ero TpeboBaHMto.

AokyMeHTbl (odopMaeHHble Ha 6naHKe YHUBEpCUTETA), MNOAMMUCAHHbIE
PEKTOpPOM (NpOpPeKTOpOM), afpecoBaHHble B BbILWECTOAWME OpraHv3aLuy,
PEerncTpupyloTCa B )XKypHasie OTNpaBifeMON KOPPeCrnoHAEHLMN CeKpeTapeM Mo
MeCcTy NoAnuncaHus.

Ncxogawme AOKYMeHTbI NOA/exKaT OTnpaBKe B eHb UX pernucrpaumm uim Ha
cneayowmm  geHb. CpoyHble UCXogAwMe AOKYMeHTbl nojjexaT OTrpaBKe B
nepByto oyepe/b.

B uenAx cBoeBpeMeHHOro OTMpaB/ieHUA UCXOAALLEN KOPPeCrnoHAeHL MM
Yyepe3 OTAeN [AeNonpousBoAcCTBa eé HeobxoauMMo cpaaBaTb AnAa 06paboTKM He
nosaHee 14-00 yacoB c noHegenbHMKa Mo YyeTeepr n A0 13-00 YacoB B NATHULLY U
npeanpasgHuYHble AHW.

Mpn nucbMax-oTBeTax, Ha 671aHKe C NpaBOM CTOPOHbLI, YKa3biBaeTCA TaKxke
HOMep ¥ JaTa AOKYMeHTa, Ha KOTOPbIN AaeTcs OTBET).

Hanpumep:
20.01.2014 N2 250-01/03 Ha N2 2035-02/5 ot 05.01.2014

MepBbIv 3K3eMNAAP AOKYMEHTa OTNpaBaAeTCA agpecaTy, BTOPOM — C BU3aMU
COr/IacoBaHUA OCTaeTCA B Jefe Yy CeKpeTapa pekTtopa (npopektopa),
NOAMNMCaBLUEro JOKYMEHT.

JlOKyMeHTbI A1 OTNPaBKW B ApYyrve OpraHusauum JOXKHbI NepesaBaTbCA
COTPYAHWKAMWN CTPYKTYPHbIX MNOApasfeseHUA B OTAEN AeNonpov3BOACTBA.
COTpyAHUK OTAena AenonpovsBOACTBA MpOBepAeT NPaBUAbHOCTb MOAMNUCAHWUA
KOHBepTa, go/mkHocTb, PUNO appecaTa, agpec, UHAEKC.
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9 KOHTpPO/1b UCMONIHEHUA ,OKYMEHTOB

KOHTpOAb NCNONHEHNA AOKYMEHTOB M MPUHATLIX PeLleHNI — HeoTbeM/IeMan
byHKUMA ynpaB/ieHUs, HeobXOAWMbIN 3/1eMEeHT OpraHu3auuu ynpaB/ieHYeCKOn
AEATENbHOCTU M BaXKHaA COCTaBHaA 4acTb [e/10MpOU3BOACTBEHHOIO Mpouecca.
Llenb KOHTpONA — coAencTBME CBOEBPEMEHHOMY W NPaBWU/bHOMY MCMO/IHEHUIO
PelWeHn, 3aJaHNUN UM MOPYYEeHUN PYKOBOACTBA, obecneyeHve noyyYeHUA
nHpopmaumm, HeobXoAMMOM ANA OLEHKM AeATEe/IbHOCTUM NOoApasfeNeHnn wu
NCNONHUTENEN.

Mpoueaypa KOHTPONA WCMNONHEHUA [OKYMEHTOB BK/OYaeT: MNOPAAOK
MOCTAHOBKN [OKYMEHTOB Ha KOHTPO/b, TEXHO/NIOTNIO KOHTPOAA, $OopMMpOBaHME B
AeNna WCNOJIHEHHOro [JOKyMeHTa, y4eT, ob6obleHne un aHanu3 faHHbIX 06
MCMNOJIHEHUN [OKYMEHTOB U MHOOPMUPOBaAHWE PYKOBOAMUTENEW O COCTOAHUM
MCNOJIHEHNA [OKYMEHTOB.

KOHTpOAb  MCMONHEHWA  AOKYMEHTOB W  MOPYYeHUN  PYKOBOACTBA
obecneymBaeTcs BCEMM CTPYKTYPHbIMW MOApa3feNeHuUAMU YHUBepcUTeTa M
KOOPAMHMPYETCA HaYalbHUKOM OTAena AeN0npon3BOACTBa.

KoHTponto nopnexar BCe [JOKYMEHTbl CO CPOKOM  MCMOJIHEHMUA,
NOCTynarlLLMe Ha UMA peKTopa YHMBepCcUTeTa U Tpebytowwme oTBeTa.

KoHTponb cBOeBpeMEeHHOro MCNO/IHEHUA [OKYMEHTOB OCYLLEeCTBAAOT:

— OTAeN AeNoNPOUN3BOACTBA — KOHTPO/Ib CPOKOB UCMO/IHEHUA AOKYMEHTOB,
NOCTYNaKLWMX Ha UMA PEKTOpa YHUBEPCUTETA;

— PYKOBOAMTENU NoApasfe/ieHN YHUBepCcUTeTa — KOHTPO/b UCMONHEHNS
AOKYMEHTOB, MOCTYNUBLUMX B CTPYKTYPHbIE MOApPa3aeNeHus;

— CeKpeTapu MpueMHbIX (peKTopa W MpPOPEKTOPOB) —  KOHTPO/b
MCMNOJIHEHNA MOPYYEHUA N AOKYMEHTOB, MOCTYNalWMX B NMPUEMHblE peKTopa U
MPOPEKTOPOB NO HaMpaB/eHUIO AeATe/IbHOCTU BYy3a.

Mpy pacCMOTPEHUU KOPPECNOHAEHL MM PYKOBOANUTEb BblAeNAET AOKYMEHTbI,
Tpebylolwme CpPOYHOro UCNONHEHUA. TaK, [AOKYMEHTbl, MpUCAaHHble ANA
COrnacoBaHMWA, pacCMaTpUBAOTCA B Ai€Hb UX NOCTYN/IEHUA.

Ncnonuutens nosny4vaeT AOKYMEHTbl B JeHb WX PerucTpauum WamM Ha
CNeAyolWMA ieHb B COOTBETCTBUM C pe30/toLnen pyKoBognTens.

CpouYHble AOKYMEHTbI NepeAalnTcA HeMeaNeHHO.

McnonHeHne  aokyMeHTa  npegycmatpuBaer cbop u  06paboTky
HeobxoANMOMN MHPOpMaL MK, MOATOTOBKY MPOeKTa JOKYMeHTa, ero opopMaeHue,
COrnacoBaHue, NpeAcCTaBAeHUE UAWN MOANUCaHWe (YTBEPKAEHME) PEKTOPOM BYy3a
WA PYKOBOAMUTENAMU CTPYKTYPHbIX MOApa3sAeneHni, noAroToBKY K nepecbiike

agpecary.
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NcnonHutens onpegenset HeO6X0AMMOE KOIMYECTBO SK3EMMIAPOB JOKYMEHTa.
Ha poKyMeHT, paccbinaeMbii 6onee 4eM B 4eTblpe afpeca, WUCMOJHUTE/b FOTOBUT
CMUCOK PacCbl/IKU.

Mpy onepaTMBHOM peLueHUN BOMPOCOB 6€3 COCTaBNEHUA AOMONHUTENbHbIX
AOKYMEHTOB WUCNO/IHUTENb AeflaeT OTMETKM Ha AOKYMeHTe O AaTte MOCTyn/eHus
(ecnn o6pasoBancs MHTepBaN BPEMEHU MeXAY MOCTYMN/IEHNEM JOKYMEHTa B BY3 U
ero AOCTaBKOW WCMOJIHUATE/IID), O AATax MPOMEXYTOYHOro WMCMosiHeHus (3anpoc
cBegeHnit, TenedoHHble nMeperogopsl M T. 4.), O pAaTte W pesysbTaTe
OKOHYaTe/IbHOr 0 UCMOJ/IHEHUA.

Mpy HaAN4MM OTBETCTBEHHOIO UCMONHUTENA BCE OCTa/IbHble UCMONHUTENN
CBOEBPEMEHHO W KayeCTBEHHO MPOBOAAT aHa/iu3 MHPOpMaLMM U NPeACTaBAAIT
OTBETCTBEHHOMY WCMO/IHUTENIO B YCTAHOB/IEHHble WM CPOKM HeobxoauMmble
AOKYMeHTbI (MPOEKTbl AOKYMEHTOB, CMPABOK, CBeAEHUN U T. 4.).

OTBeTCTBEHHbI WUCMONHUTE/Ib HeCeT MepCOHa/bHY OTBETCTBEHHOCTb 3a
AOCTOBEPHOCTb MHGOPMaLUK, UCNOb30BAHHOM MPU NOATOTOBKE AOKYMEHTa.

McnonHuTenb HeceT OTBETCTBEHHOCTb 3a HecobawgeHue TpeboBaHMM
MCMNOJIHUTENIbCKOW AUCLMUMN/NHDBI, 3@ HEMPaBW/IbHOE MUCNO/Ib30BaHME AeNCTBYIOWMX
HOPMAaTUBHbIX JOKYMEHTOB B MNOArOTOBKEe, OGQOPMAEHUN U  UCMOJIHEHUM
AOKYMEHTOB B CPOK.

9.1 OpraHusauuns KOHTPOIA UCMOSIHEHUA BXOAALMX AOKYMEHTOB

Bce AOKYMeHTbI, MOCTynawLlMe Ha UMA PeKTOpa YHUBEpPCUTETA, Noanexar
o6a3aTeNbHOW perucTpaumMmM W KOHTPOAK B OTAese [Ae/N0oNpov3BOACTBA MU
nepeAaroTCs PeKTOPY B A€Hb MOCTYNNEHMA.

PeKTOp yHMBepcuMTeTa pacCMaTpUBAET MOJYYEHHYIO KOPPECMOHAEHLUUIO W
HaKNaAbIBae€T Pe30/IOLMI0, B KOTOPOW YKa3blBaeT OTBETCTBEHHOIO WCMONHUTENA
(ucnonHuTenelR), cogepaHme NOpyYeHUs, CPOK, MOAMMUCh U AaTy.

B cnyyae, korga pesosioumen OTBETCTBEHHOCTb 3a UCMOJIHEHME AOKYMEHTa
BO3/I0XX€HA PYKOBOACTBOM HA HECKO/JIbKUX [O/MKHOCTHLIX /UL, OTBETCTBEHHbIM
UCMONHUTENEM ABAAETCA AULO (PyKOBOAMTENb MOApasAe/ieHua), YKasaHHoe B
pesontouun nepebiM. OHO obecneumBaeT, OpraHuM3yeT U KOOpAMHUPYeT paboTy
COUCMONIHUTENEN.

Ha poKyMeHTax, He TpebylolwmMX yKa3aHUM MO MCMOSHEHUIO U UMEeRLWmnX
TUNOBbIE CPOKU UCMONHEHUS, B PE30/IIOLMM YKa3blBAeTCA UCNONHUTENb, MOANUCH U
JarTa.

OTBeTCTBEHHbIN COTPYAHUK OTAeNa Ae/I0NPOU3BOACTBA 3aMO/HAET YYeTHO-
KOHTPO/IbHYIO KapTOYKYy W KOMUPYEeT AOKYMEHT. YUYETHO-KOHTPO/IbHblE KapTOYKU
bopMUpYOTCA B 3/1EKTPOHHOM IM60 ByMaxKHOM BuAe. byMarkHble 3K3eMnaapbl Npu
HeOBX0AMMOCTU XPAHATCA B OTAe/1e Ae/I0NPOU3BOACTBA, COM/IACHO YTBEPXAEHHOW
HOMEHKANaType gen.
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O6s3aTe/IbHOMY KOHTPOJIO MOA/IKAT MPUKasbl, B KOTOPbIX YKa3blBalOTCA
KOHKPeTHble WCMOJIHUTENN, MEepPOMnpUATUA W CPOKU ucnonHeHua. COTPYAHMK,
OTBETCTBEHHbIN 3a BeJeHWe Ae/N0NpOon3BOACTBA B CTPYKTYPHOM MoApasjeneHum,
AOBOAUT NpUKa3s A0 CBeAEHUA PYKOBOAMTENEW CTPYKTYPHbIX MOApa3sgeneHun
YHUBEPCUTETA, YKa3aHHbIX B Ka4yeCTBe MUCMOIHUTEeNEN KOHKPETHbIX AeUCTBUA MO
MOCNUCb Ha INCTE perucTpaumnmn paccbiiku. JINCT perucTpaummn paccbliIKu XpaHUTCA
B OTAe/Ne [AeN0ONpOM3BOACTBA (CPOK XpaHeHua — 2 roga, cT. 259 Ttunosoro
nepeyHs).

9.2 CpoKM NCNONHEHUA [JOKYMEHTOB

JlOKYME@HT CYMTaeTCA MUCMONHEHHbIM, KOrAa pelueHbl B NOJIHOM obbeMe Bce
NOCTaB/IeHHble B HEM BOMPOCHI U COBNI0AEHBI CeAyIoLMe CPOKM:

— eC/ B [OKYMeHTe WAN Pe30/oLUMM YyKasaH CPOK WCMOJAHeHWA —
B YKa3aHHbIN CPOK;

— [AOKYMEHT C NOMeTKOWN «CPOYHO» — B TPeXAHEBHbINA CPOK;

— [ OKYMEHT C MNOMETKOW «OonepaTUBHO» — B AACATUAHEBHbIN CPOK;

— [AOKYMEHTbl W nopy4vyeHWAa 6e3 yKasaHWA CpPOKa WCMONHEeHNA — B
MeCAYHBIN CPOK.

CpOK MCNOAHEHUA UCYUCAAETCA B Ka/leHAapHbIX AHAX CO AHA NOANMCaHUA
AOKyMeHTa.

Mpyn HeobXoAMMOCTU M3MeHEeHUA YCTAaHOB/NIEHHOro CPOKa OTBETCTBEHHble
WUCMONHUTENN [O/KHbI, He Mo3jHee 4eM Yepe3 /JBa AHA [O €ro MUCTeYeHus,
obpatntbca C 06OCHOBaHMEM O MPOAJIEHUN CPOKa K [AO/MKHOCTHOMY /uuy,
yCTaHOBUBLLEMY CPOK.

O npoaneHUn cpoka UCNONHEHNA AOKYMeHTa OTBETCTBEHHbIA UCMNOAHUTEND
06A3aH B TOT Xe AeHb NPOMHPOPMMPOBATL OTAEAN [e/10NPOU3BOACTBA.

3a TpU AHA A0 UCTEYEHUA CPOKa WUCMONHEHUA OTAen AeNonpou3BOACTBA
HanpaBnfeT  PYKOBOAUTENAM  MoApa3jesleHUn  nepevyeHb  [OKYMEHTOB,
noanexallmx UCNONHEHUIO.

9.3 lNopAAOK CHATUA JOKYMEHTOB C KOHTPO/IA

JlOKYMEHTbI CHUMAITCA C KOHTPO/IA OTBETCTBEHHbIM COTPYAHMKOM OTAena
AeN0Npon3BO/ACTBA, MOCTAaBUBLIMM WX HaA KOHTPO/b, MNOCAE WUCMOJIHEHUA
AOKYMEHTOB B NoAHOM ob6beMe. OCHOBaHWe ANA CHATUA C KOHTPOAA AOKyMeHTa
ABNAETCA [JOKYMEHT — OTBeT, MOAMNUCAHHbIN PEeKTOPOM YHUBEpCUTeTa WK
pyKoBOAUTENEM CTPYKTYPHOro nojpaspeseHns, KOTOPOMY MPUCBOEH MUCXOAALLUN
HOMep 1 AaTa peructpaumu. JJokyMeHTbl, NOANUCaHHbIE PEKTOPOM YHUBEPCUTETA,
CHMMAOTCA C KOHTPOASA TO/IbKO NPWU NpeAoCcTaBAeHUM B OTAeN AeN0NpPON3BOACTBA
3K3eMNAAPOB NOAMNMCAHHOrO OTBETa W KOMUU JOKYyMeHTa — 3anpoca.

B cnyyae, Korga oTBeT MO JOKYMEHTY AaH B YCTHOW GOPMe UK B 3/1EKTPOHHOM
BU/e, UCMOIHUTE/Ib BHOCUT MHPOPMaLMIO B OTHET O BbINOAHEHUN 3ajaHna B C3/]
Directum: gata, AO/MKHOCTb, paMUIMA ML, KOTOPOMY JlaH OTBET, @ TaKXKe KpaTKoe
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coAepXKaHue oTBeTa. TU CBeAEeHWUA BHOCATCA B YYETHO-KOHTPO/IbHYKO KapTOYKYy U
ABNAOTCA OCHOBAHUEM AR CHATUS JOKYMEHTA C KOHTPOIA.

10 PaspaboTka u BBeeHMe HOMEHKNATYPbI AeN

HoMeHKknaTypa pJen — CUCTEMaTU3MPOBAHHLIN MNepeYeHb 3aro/1I0BKOB
(HaMMeHOBaHWI) Aen, 3aBOAMUMbBIX B YHUBEPCUTETE, C YKa3aHMEM CPOKOB XpaHeHUs,
0¢pOpPMNEHHbIN B YCTAHOBNEHHOM NOpAAKe.

HoMeHKnaTtypa pgen npejHa3sHayeHa /A8 TPYNNUPOBKM  UCMOJHEHHbIX
AOKYMEHTOB B fle/1a, CMCTeMaTusauum u yyeTta fen, OnpejeseHUa CPOKOB MX
XpaHeHUA. HoMeHKnaTypa Aen UCnosb3yeTca npu NOCTPOEHUN MHPOPMALMOHHO-
MOUCKOBOW CUCTEMbl, fB/IAETCA OCHOBOW ANA COCTaB/leHUA Onucen Aen
NOCTOAHHOTO U BpeMeHHoro (cBbiwe 10 NeT) xpaHeHWs; B apxuBe yHUBepCUTETa
MCMONb3YyeTCA ANA y4eTa AeN BpeMeHHOro (40 10 neT BKAOUMTENbHO) XpaHEHHS.

CBogHaa HOMeHKnaTypa Jen  YyHuBepcuTeTa  paspabartbiBaeTcA B
cooTBeTCcTBMM C YycTaBoM KybaHckoro [AY, nonoxeHMAMU O CTPYKTYPHbIX
noApas/feneHuax, WTaTHbIM pacnvcaHMeM YHUBEPCUTETA, M/1aHaMu N oT4yeTaMn o
paboTe, NepeyHAMN [OKYMEHTOB C yKa3aHMeM CPOKOB WX XpPaHeHMWA, MpUMepHOW
HOMEHKNAaTYpOu Aen BbiCluero y4ebHoro 3aBegeHus.

HoMeHKnaTypa fen BHOBb CO3[@aHHOroO CTPYKTYPHOro nojpasfefieHusa B
MeCAYHbIN CPOK pa3pabaTbiBaeTcA PabOTHMKOM, OTBETCTBEHHbIM 33 BejeHue
A,eN10MpOU3BO/CTBA CTPYKTYPHOIro nojpasseneHums, NoAnncbIBaeTCA HavalbHUKOM
CTPYKTYPHOrO nojpasjefieHns, COraacoBbiBaeTCA C 3aBeAylolen apXuBOM
YHUBEpCUMTETa W Haya/bHUKOM OTjena /[enonpousBoacTea. BxatwoyeHvne u
BBe/leHMe B AeNCTBME HOMEHKAATYPbl e/l HOBOro CTPYKTYPHOroO nojApasaeneHus B
CBO/ZIHYIO HOMEHKAATYpY Aen nponssoamnTca ¢ 1 AHBapA HOBOro roja.

MeToAMYeCKy0 MOMOLb MPU COCTaB/NIEHUN HOMEHK/NATYypbl Jen HOBOro
CTPYKTYPHOrO noZpaszeneHna okasbliBaeT Havya/IbHUK OTAena AeN0npon3BoACTBa.

OanH pa3 B nNATb NeT CBOAHAA HOMEHKnaTypa JAen YHuBepcuTeTa
COrnacoBbIBaeTCA C 3KCNEpPTHO-MPOBEPOYHON KOMUCCMEN rOCyAapCTBEHHOrO
apxuBa, B KOTOpbIM MepefaldTCA Ha MOCTOAHHOEe XpaHeHue obpasyolwmecs B
npouecce JeATe/IbHOCTU YHUBEpCUTETA.

CBogHaA HOMeHKnaTypa Jenl B KOHLUE KaXjoro roga YTO4YHAETCSH,
nepeneyaTbiBaeTCA U BBOAMTCA B AeNCTBME C 1 AHBAPA CnefyoLLero KaieHjapHoro
roga.

CBogHyto HoMeHknatypy gen KybaHckoro TAY coctaBnfeT HavasbHUK
OTAeNa [AeN0oNpOU3BOACTBA, COT/IACOBLIBAET C 3KCMepTHOW Komuccuen (IK)
Ky6aHckoro TAY (noa npeacesatenbCTBOM MpOpeKTopa Mo y4yeGHoW paboTe),
3KCNepTHO-NpoBepoyHoi komuccumelt (IMK) Focapxmea KpacHogapckoro Kpas u
YyTBEpX/JaeT peKTOPOM YHUBEpCUTETa.
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CBogHaa HOMeHKnaTypa Aen TroTOBUMTCA He MeHee YeM B YeTblpex
3K3eMnaapax: 1-M 3K3eMNAAp KaK [AOKYMEHT MOCTOAHHOrO CPOKa XpaHeHuA
noMmelLaeTca B JeN0 OTAesNa AeNONpOU3BOACTBA, 2-U UCMONb3yeTCA B OTAene
AEeNonpon3BOACTBa Kak paboumn 3k3emnaAp, 3-U — MNPUMEHAETCA B apXxuBe
yHuBepcuTeTa, 4-W — cCAaetcA B TOCYAapCTBEHHbIA apxuB, C KOTOPbIM
CornacoBblBasiacb HOMeHKAaTypa Aen. Pabounit 3K3eMnaap HOMeHKAaTypbl Aen
MOXeT BeCTUCb B OTAe/1e 4eN0MPOU3BOACTBA B 3/1IEKTPOHHOM BUAE.

Ana pekaHatoB n kadeap B KybaHckoro AY paspabaTtbiBaeTcA TunoBas
HOMeHKnaTypa Aen. TunoBaa HOMeHKnaTypa Aen AeKaHaTa u Kadeapbl COAEPKUT
nepeyeHb TUMOBBIX AOKYMEHTOB, O6pa3syloWMXCA B UX AeATENbHOCTU C y4eTOM
TpeboBaHMI K BHelWHeNn W BHyTpeHHen oT4yeTHocTn KybaHckoro TAY wu
NepuoAMNYeCcKn aKTyann3npyeTcs.

AKTyanv3auma  TUMNOBOM  HOMEHKAATypbl  AekaHaTa U Kadeapsbl
OCYLLeCTBAAETCA NPU Y4aCTUN PYKOBOAUTENEN aiMUHUCTPATMBHbIX NOApPa3Ae/eHU
N AeKaHOB.

HavMeHoBaHMA fen B TMMOBON HOMeHKAaType GpOPMY/SMPYIOTCA C y4eTOM
Hanbonee CyleCTBEHHbIX MPU3HAKOB TPYNMNUPOBKU [OKYMEHTOB B Jena —
HOMWHaNbHOIO, npeAMeTHO-BONPOCHOrO, KOPPeCNOHAEHTCKOrO,
XPOHO/I0rN4ECKOro XapaKkrtepa 7z nepeyncnatoTCA B NOTNYECKOM
nocaeAoBaTeNIbHOCTU. B TMNOBYIO HOMEHKNATYpy Aen He BKAKYalT KaTeropuio
AOKYMEHTOB OrpaHMYeHHOro focTyna.

NHanBuayanbHaa HOMeHKNATypa Aen feKkaHaTa n kadeapbl COCTaBNALTCA Ha
y4ebHbi roa. lpu cocTaBneHUUM UHAMBUAYA/NbBHOW HOMEHKAATYpbl AeKaHaTbl U
Kadeapbl MOryT BK/AKOYaTb AOMONHUTE/IbHbIE Aesa, OTpaxawwme cneunduKky mx
AeATeNbHOCTU. [loNONHUTE/IbHBIM AeNaM, BKIOYaeMbiM B Te4eHne y4ebHOro roga,
MPUCBaMBAlOTCA JOMNO/IHUTE/IbHbIE HOMEpa, CeAylolne No NOpAAKY 38 HOMEpPOM
NOC/Ne/Hero Aena HOMeHKNaTypbl.

Bce nsmMeHeHna n 4ONO/NHEHNA B HOMEHKAATYype Ae/l, BO3HMKaKoLWme B TeyeHne
y4yebHOro roga, [AO/MKHbI  ObITb  COrfacoBaHbl C  apXMBOM U OTAE/OM
AeN0Npon3BOACTBa YHUBEPCUTETA.

B cnyyae ecivm pgeno, npeaycMOTpPeHHOe TUMOBOM HOMEHK/IATYypoOW, He
BeAeTCA, TO B MHANBUAYA/IbHYHO HOMEHKATypy OHO He BHOCUTCA, @ B MpUMeYaHun
yKasblBaeTCA NpUYMHA OTCYTCTBUA Aena (ans obleobpa3oBaTenbHbIX Kadeap).

NHansBmayanbHaa HOMeHKNATypa Aen AeKaHaTa, Kadpeapbl U CTPYKTYPHOrO
nogpasgeneHvs MNoANucCbIBaeTCA JAekaHoM (3asegyowmMm  Kadeapon) uam
PYKOBOAWUTENEM CTPYKTYPHOIO NnoApasjeneHuna, CornacoBbiBaeTCA C 3aBejytoLen
apXMBOM M Ha4Ya/bHUKOM OT/e/1a AeNONPOM3BOACTBA YHUBEPCUMTETA U BBOAUTCA B
Aencreme ¢ 1 ceHTAGPA.
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ExxerogHo, nepej HayalOM HOBOro [e/0MNpou3BOANUTENbHOrO roga (K
1 ceHTA6pA) MHAMBMAYaA/NbHAA HOMEHKAATypa Ae/N MOANEXUT YTOUYHEHWUID U
COrnacoBaHMUIO C apXMBOM U OTAE/10M 1eN0NpOM3BOACTBA YHMBEpCUTETA.

Mpwv cocTaBNe€HUM UHANBUAYANIBHOW HOMEHKAATYPbl AeN OTAeNa, BXOAALLero
B CTPYKTYPY YMpaB/ieHUA, HEKOTOpble Jena OTAena MoryT ObiTb 4acTbio Aen
ynpaBneHua. K Taknum genam MoryT 6biTb OTHeCeHbl fena, CoAepXalune BHelHue
HOpPMaTUBHblE AOKYMEHTbI, MpUKasbl U Np. Bo3MOXHO Takke obbeguHeHue aen,
6/1M3KMX NO QYHKLUMAM OTAeNI0B BHYTPU OAHOrO ynpaBneHusa. Bce BapuaHThl
obbeAnHeHNA Aen B aAMWHUCTPATMBHBIX NOAPA3AENeHUAX AOKHbI  ObiTb
COrnacoBaHbl C apXMBOM U OTAeNOM AenonpounssogcTea KybaHckoro MAY.

NHamBnayanbHaa HOMeHKNaTypa /Jen CTPYKTYpPHOro nojpaspaeneHus
NoANUCbIBAeTCA  pyKoBOAMTENeM  nojpasfjefieHusa,  CorjacoBblBaeTca  C
3aBe/ylollelrl apXMBOM U Ha4vya/lbHUKOM OTZes1a Ae/I0NpOon3BOACTBa YHMBeEpCUTETa
“ BBOAUTCA B AencTBUe ¢ 1 AHBapA.

[pacdbl HOMeHKNATYPbI A&/ 3aMONHAKTCA CAefyoWwmnmM obpasom:

— B rpade 1 NpOCTaBNATCA MHAEKCHI KaXAOro Aena, BK/AKYEHHOro B
HOMEHKNaTYpy.

MHaeKC pena COCTOMT M3 YCTAaHOB/IEHHOrO B yHMBepcuTeTe UUPpOBOro
0603HayYeHNA CTPYKTYPHOro nojpasfeneHuna n NOpPAAKOBOroO HOMepa 3aro/ioBKa
AileNa No HOMeHKNaType B npegenax CTPYKTYpPHOro nogpasgenexHva. Homepa gen
o603HayatoTCa apabckumMm uudppamm.

B HOMeHKnaType Aen peKoMeHAyeTCA COXPaHATb OfMHAKOBble HOMepa AAA
OAHOPOAHLIX Jen B npejenax PpasHbiX CTPYKTYPHbIX MNoApa3sgeneHun; Ana
nepexoAAlmX AeN HOMep TaKKe COXpaHAeTCA.

— B rpady 2 BKNOYAOTCA 3aroNoBKuM Aen (TOMOB, YacTen).

MopAAOK pacrnonoXeHWA 3aro/I0BKOB BHYTPWU pas3fenioB M Nojpasfenios
HOMEHKNaTypbl  Jen  onpejenseTcA  CTEMEHbD  BAXHOCTU  [OKYMEHTOB,
COCTaB/AOWMX AeNa N UX B3aUMOCBA3bIO.

BHavane pacnonaratoTcA 3aros0BKM Aes, COAEepXalimX OpraHM3aLMOHHO-
pacnopaauTeNbHy0  JOKyMeHTaumo. [Jlanee pacnonaratloTCcs  3aro/ioBKU  Jen,
COAEpKalMX NNAaHOBbIE N OTHETHbIe AOKYMEHTbI, Mepenucky UT. A.

He pgonyckaetca ynoTpebneHne B 3aronoBKax fAen  HEKOHKPETHbIX
$OpPMYNMPOBOK («pasHbie Mamepuasbl», «0bwas nepenucka» U T.4.).

3aronoBKkM Aen MOryT YTOYHATbCA B npouecce ¢GOPMUPOBAHMA W
obopMneHus gen.

Mpy cocTaBneHUN 3aroN0BKOB A€/l UCNOb3YTCA GOPMYMPOBKN CTaTen
Be,OMCTBEHHOIO W/IM TUMOBOIO NEpPEeYHA JOKYMEHTOB.

— B rpade 3 yKa3blBaeTCA KOIMYECTBO TOMOB feNa;

— B rpade 4 ykasblBaeTCA CPOK XpaHeHuA Aena M Homepa cTaTer no
[MepeyHiO TUMOBBLIX YyNpaBJeHYeCKMX [OKYMeHTOB, Oobpasylolmxca B npouecce
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AEeATEe/IbHOCTU roCy/JlapCTBEHHbIX OpPraHOB, OPraHOB MeCTHOro caMoyrnpaB/ieHUAa U
OpraHu3auuK, C yKkasaHmeM CPOKOB XPaHEHUA NN APYTUM MepeyHAM.

CpoK XpaHeHMA fO/MmKeH ObiTb onpeAeneH Kaxaomy geny. B HekoTopbIx
CNy4anaX K CPOKYy XpaHeHuA pobaBnaetca oTmeTka «3[MK». 3To o3Havaer, 4To
BOMpoc 06 OCTaB/eHMU AAHHOrO Aesna Ha MOCTOAHHOE XPaHeHWe WAW Ha CPOK,
YCTaHOB/IEHHbI B HOMEHK/IaType, pellaeTca SKCNepTHO-NPOBEPOYHON KOMUCCUEN
[ocapxuBa KpacHogapckoro Kpas.

— B rpade 5 «[lpumeyaHue» yKa3biBaeTCA: Ha3BaHWe MNepevHen
AOKYMEHTOB, WCMO/b30BaHHbIX TMpU OMpejesieHNM CPOKOB XPaHeHua Jen;
MPOCTaB/AITCA OTMETKM O 3aBe/leHUN AieN; O MepexoAAlnX Aenax; O BblgeNeHnn
AeN K YHUUTOXKEHUIO; O INLaX, OTBETCTBEHHbIX 32 0pOpPM/IeHNe fen; O nepejaye
Aen B APYryto OpraHusauuio Ana npoAo/HKeHUA u Ap. B TeyeHme Bcero cpoka
AENCTBUA  HOMeHKnaTypbl gden B rpade «[lpuMevaHue»  HeobxoanMO
CBOEBPEMEHHO MPOCTaB/IATbL OTMETKU O 3aBeJeHUM Jen, O nepejade UX B OTAeN
A,eN0NPON3BOACTBA, O BblAeNIEHUN [leN1 K YHUUTOXEHUIO, O NepexoAAlmx genax.

11 dopmuposaHue gen

dopMUpoBaHue gen — rpynmnvpoBaHMe UCMOHEHHbIX JOKYMEHTOB B AeNa B
COOTBETCTBUM C HOMEHKNATYpOU Aen.

Aena GopMupylOTCA B COOTBETCTBUM C HOMEHKNATYpoOW fen, a TaKkkKe C
CO6/0€HNEM MPUHLMMOB CUCTEMATU3ALUM OKYMEHTOB U UX pacnpejeneHus
(rpynnupoBku) Ha gena NOCTOAHHOrO, BpeMeHHOro (cebiwe 10 NeT) XpaHeHwus, B
TOM 4YMCie Ha fdena No NNYHOMY COCTaBy, M Ha Aena BpeMeHHoro (go 10 ner)
BK/IOYUTE/IbHO) XpaHeHUs.

[Aena B yHuBepcuteTe GOPMUPYIOTCA AELEHTPaNn30BaHO, T. €. B
CTPYKTYPHbIX MOApa3Ae/ieHNAX MNLaMK, OTBETCTBEHHbIMU 3a 4e/1I0MPOU3BOACTBO.

MeToAnYecKoe pyKOBOACTBO M KOHTPOJIb NPaBUAbHOIO GOPMUPOBaHUA Aen
B YHMBEpPCUTETE OCYLIEeCTBAAIOT apXuB oTAena fenonpoussoactea KybBaHcKoro
[AY. BHewHuM KOHTpoab — [ocapxmB KpacHogapcKoro Kpas.

Mpy ¢GOpPMUPOBaHUU AN B CTPYKTYPHbIX MOApasAeNneHUsX Heo6XoAuMo
cobatogath cnegytouime nNpaBua:

— noMewaTb B [€N0 WCMNOJHEHHbIe [OKYMEHTbl, COOTBETCTBYlOLME MO
CBOEMY CO/IEpPXaHMIO 3aro/IoBKy fie/1a N0 HOMEHKaTYPe;

— MoMelLaTb BMECTEe BCE JOKYMEHTbI, OTHOCALLMECS K Pa3peLleHUio O4HOro
BOMpOCa;

— MOMeLLaTh NPUIOXKEHUA BMECTE C OCHOBHbIMU JOKYMEHTaMu;

— rpynnupoBaTb B AeNO AOKYMEeHTbl OAHOrO Ka/leHAApHOro roja, 3a
WCKNIOYEHMEM NEPEXOAALLMUX AeN;
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— PpasAe/sibHO rpynnupoBaTth B AeNa JOKYMEHTbI MOCTOAHHOIO U BPEMEHHbIX
CPOKOB XpaHeHus;

— BK/1104aTb B /J€/10 M0 O HOMY 3K3eMM/IAPY KaXKAO0ro JOKyMeHTa;

— nomewaTtb B Jena <¢aKcorpammbl, Tenerpammbl, TenePpoHOrpamMbl,
CTEeHOrpaMMbl Ha O6LWMX OCHOBAHUAX;

— noMewaTb B AeN0 AOKYMEHT, NPaBU/bHO U NOJHOCTbIO OPOPM/IEHHbIN
(AOKYMEHT A0/MKeH UMeTb AaTy, MOAMUCH U APYrue PEKBUSUTDI);

— He rnoMewatb B /e/I0 AOKYMEHTbI, MoAjiexallime BO3BpaTy, JULIHKE
3K3eMMNIAPbI U YEPHOBUKM (32 UCKNtOYEHMEM 0CO60 LieHHbIX);

— no obbeMy feno He AO/MKHO npeBblwatb 250 ANCTOB, NpU TOAWMHE He
6onee 4 cM (ToAWMHA fen cO CpoKaMu XxpaHeHus Ao 10 feT He AO/MKHA NpeBbIWaTh
10 cm). Mpu NpeBbilEHUN JaHHOTO 06bEMa 3aBOAUTCA BTOPOW TOM. 1pu Hannumm B
AeNie HeCKONbKUX TOMOB (YacTel) MHAEKC U 3aro/ioBOK Aesla NPOCTaBAAITCA Ha
Ka)XA0M ToMe c gobaBneHneM obo3HadeHnn: «T. 1», «T.2», n 1.4.

JlOKyMeHTbI BHYTPW Jlena pacnonaratTca CBepXy BHMU3 B XPOHO/IOMMYeCKOWN,
BOMPOCHO-0rMYeCKON NOCAe0BaTeIbHOCTU UAN X COYETaHWUMN.

PacnopagutenbHble AOKYMeHTbl TpynnuUpylOTCA B Jena no BuUjgaM w
XPOHOJIOrMU C OTHOCALLMMUCA K HAM NPUNIOKEHUAMMN.

[JOKYMeHTbI KOANernii rpynnupyoTcsa B ABa Aesa: a) MPOTOKO/bI U peLleHus
Koanernu; 6) AOKYMeHTbI K 3aceJaHUAM KONIEr M.

[lpoTOKOANbI B Aesie pacrnosiaraloTcA B XPOHONOrMYECKOM MOpAAKe Mo
HoMepaM. [lOKyMeHTbl MO 3acefaHuAM FPyNnUpYOTCA B OTAe/IbHOe Ae/10 TaK e,
KaKk W MPUNOXKEHMA K MPOTOKONaM, eCcin OHW copepxat bonee 25 crpaHuu,.
[lOKYMeHTbl K MpPOTOKONaM, €C/IM OHW CrpynnupoBaHbl B OTAE/bHblE Jena,
CUCTEeMaTU3NPYIOTCA BHYTPU fena No HOMepaM NpPOTOKOJIOB.

[NonoxeHwna, yctaBbl, WHCTPYKLUWUW, YTBEPXAEHHble pacnopaAaUTEeNbHbIMU
AOKYMEHTaMN, ABAAIOTCA MNPUNOKEHUAMM K HUM U TPYNNUPYIOTCA BMecTe C
YyKa3aHHbIMU JOKYMeHTaMMU.

[puKa3sbl NO OCHOBHOW AeATe/IbHOCTU FPYNMNUPYIOTCA OTAE/NbHO OT MPUKa30B
no Au4yHoMy cocTtasy. [lpy ¢popMMpOBaHUM NPUKa30B MO JIMYHOMY COCTaBy
dopMUpylOTCA B OTAE/bHbIE fena NpuKasbl MO IMHYHOMY COCTaBy MO Pas/INYHbIM
BOMPOCaM, B COOTBETCTBUM CO CPOKaMM XpaHeHUA. HanpuMep, npuKasbl o npueme,
nepeMeLLeHnK, yBoJIbHEHUN paboOTHUKOB GOPMUPYIOTCA OTAENBHO OT NPUKa30B Mo
APYrvM BonpocaM (KOMaHAUPOBKaM U T. A.).

YTBepXAeHHble M/1aHbl, OTYeTbl, CMETbl U Apyrue AOKYMeHTbl rpynnupytoTca
OTAE/IbHO OT NX NPOEKTOB.

JlOKyMeHTbI B IMYHBIX AieNax pacnoiaratoTca No Mepe UX NOCTyNAeHus.

O6paleHns (NpeasoxeHus, 3a8BAeHUA U Kanobbl) rpaXKAaH no Bonpocam
paboTbl yHMBepcuTeTa, ero noapasfeneHnin u BCe [OKYMeHTbl MO  UX
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PaCCMOTPEHUIO U UCNOJIHEHUIO TPYNMUPYIOTCA OTAE/NbHO OT 3aABAEHUN rparkjaH
MO /INYHBIM BOMPOCAM.

Mepenucka rpynnupyeTca, Kak NpaBu/o, 3a Nepuoj KaneHAapHoOro roga u
CUCTeMaTU3NPYeTCA B XPOHONOIMYECKON MOoC/nefoBaTeNbHOCTU; JOKYMEeHT-OTBeT
noMelaeTca 3a [AOKYMEHTOM-3anpocoM. [pyM BO306HOB/AEHMM MEpenuckn no
onpejesieHHOMY BOMPOCY, HayaBlIEeWCA B nNpeAblaylieM roay, [AOKYMeHTb
BK/IIOHAIOTCA B fle/10 TeKyLWero rojga C yKasaHueM WHAeKca gena npejblayliero
roaa.

B KaXAOM CTPYKTYPHOM nojpasAeneHnn BblIASNATCA COTPYAHUKW,
OTBETCTBEHHbIE 3@ COXPAHHOCTb AOKYMEHTOB U dopMupoBaHMe UX B Aena (Kak
NPaBW/O, 3TO COTPYAHMKWN, OTBETCTBEHHbIE 3a 4€/10NPOU3BOACTBO). PyKoBOAUTEN
noAapasfeneHMi U yKasaHHble COTPYAHMKM  obecneymBaloT  COXPaHHOCTb
AOKYMEHTOB U fen.

Aena B wkadax Ana ux y4vyeta M ObICTPOro MNOMCKa pacnonararoTca
BEPTUKaANbHO, KOPeLKaMn Hapy>y U B COOTBETCTBUM C HOMeHKnaTypoun gen. Ha
KopewkKax o0610XeK Jen YKasblBalOTCA WHAEKCbl NO HOMeHKnaType Jen.
HoMeHKknaTypa Aen vMAn BbiNMCKA M3 Hee NMOMeLLaeTcA Ha BHYTPeHHen CTOpOHe
wKada.

[poBepka HannumMAa N COCTOAHWA AOKYMEHTOB M e/ NPOBOAMTCA NyTeM
CBEPKM CTaTel HOMEHKAaTypbl Aen C ONUCaHneM gen Ha 06/10XkKe, a pum3nyeckoe
COCTOAiHME fen onpejenseTcA MyTeM WX BU3yanbHOro npocMoTpa. Bce
obHapyeHHble Hef0CTaTKN GUKCUPYHOTCA B aKTe NMPOBEPKM HAaMYNA U COCTOAHMUA
Aen.

12 MopAaaoK cocTaBNeHUA ONUCEN el MOCTOAHHOrO,
BpeMeHHoro (cebiwe 10 neT) XpaHeHUA 1 NO IMYHOMY COCTaBYy

B KaXAoM CTPYKTYpHOM MoApa3feneHMM YHuMBEpCuTeTa Ha  Aena
MOCTOAHHOIO XPaHEHMUA EXerogHO COCTaB/AATCA OMUCU NOA METOAUYECKUM
PYKOBOACTBOM apxvBa yHuBepcuteTa (npuaoxenue T).

Onucb gen — apxXuBHbIA CNPaBOYHUK, COAEPHKALLMMA CUCTEMATU3NPOBAHHbIN
nepeyeHb eAUHUL, XpPaHEHUS apXMBHOIO GOHAA, KOMNEKLUUN U NpesHa3HAYeHHbIN
ANA UX y4eTa U pacKpbiTUA cogepxanua. OTgenbHasa onucb npejcraBnset cobon
nepeyeHb Jen C CaMOCTOATENbHOW BasoBoW (MOPAAKOBOW) 3aKOHYEHHOW
HyMepaumen.

Onuncy cocTaBnAOTCA OTAE/NIbHO Ha Jesla MOCTOAHHOrO XpaHeHus, Aena
BpeMeHHoro (cBbiwe 10 neT), gena no AMYHOMY cocTaBy. Ha aena BpeMeHHOro (40
10 neT) XxpaHeHMA OMUCK He COCTABAAIOTCA.

Onucn Aen, NOATrOTOBNEHHble CTPYKTYPHbIMM MOAPAasAeNeHUAMN, CayKaT
OCHOBOW A/11 MOATrOTOBKN CBOAHOM OMWUCK AeN YHUBEPCUTETa, KOTOPYK FOTOBUT
apXxuB, 1 NO KOTOPOM OH CAaeT Aena Ha rocyapCTBeHHOe XpaHeHMe.
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B onucAx Aen yKasbiBaeTCA MOJIHOE HaWMEHOBaHWe CTPYKTYPHOro
NnoApasfeneHns, KOTOPOe B0 Jefa WM 3aKOHYMNo ux. B cayuasx, Korga
CTPYKTYpPHOE MOApa3je/ieHne B TeYeHUe NepuroAa, 3a KOTOPLIN BHOCATCA Aena B
onucb, 6bi10 NepeMMeHoBaHo (Npeo6pa3oBaHo), Mo MPEXHUM HaMMEHOBAHMEM
NULLETCA ero NoAHOe HaMeHOoBaHMe.

OnucaTenbHas CTaTb OMWUCU A€ CTPYKTYPHOro MoApasaeneHus uMmeer
cNefyrolme 31eMeHTbl:

— MOpAAKOBbLIN HOMep gena (ToMa, YacTu) No onucw;

— MHAeKC gena (ToMa, YacTn);

— 3aro/0BoK gena (ToMa, YacTtn);

— AaTa gena (ToMma, yactu);

— KO/IMYECTBO NCTOB B gene (ToMe, yacTn);

— CPOK XpaHeHus gena.

Mpu cocTaBaeHUM oNUCK Aen COBAAITCA Cregytowme Tpe6oBaHUs:

— 3aro/I0BKU A€/l BHOCATCA B OMUCb B COOTBETCTBUU C MPUHATON CXEMOA
cMcTeMaTM3aLMM Ha OCHOBE HOMEHK/IATYPbI Ae;

— KaXgoe fes0 BHOCUTCA B OMUCb MOA CAaMOCTOATE/IbHbIM MOPALKOBbIM
HOMepoM;

— MOPAAOK HyMepauuu 4e/ B ONUCK — BaJIOBbIN;

— MOPAZOK MPUCBOEHUA HOMEPOB OMWUCAM CTPYKTYPHbIX MOApPa3sAeneHuil
YCTaHaB/MBAETCA MO COr/IACOBAHMIO C ApXUBOM,;

— rpadbl ONMCK 3aMNO/HAKTCA B TOYHOM COOTBETCTBMM C TEMM CBEAEHUAMM,
KOTOpble BbIHECEHbI HA 0B/I0XKY AeNa;

— MpWU BHECEHUW B OMUCb A€/ C OAWHAKOBLIMM 3aro/I0BKaMu MULIETCA
MOJIHOCTbIO 3aro/I0OBOK MEpPBOro Aena, a BCe OCTa/bHble OAHOPOAHblE Aena
0603Hay4aoTCa cnoBaMu «To Xe», MpU 3TOM ApPYyrve CBeAEHWUA O Ae/1aX BHOCATCA B
ONWUCb MO/MHOCTbIO (Ha KaX4OM HOBOM /INCTE 3aro/I0BOK BOCMPOM3BOAUTCH
NONHOCTbIO);

— MHOrOTOMHbIE Zie/1a B OMNWUCb BHOCATCA MO MOPAAKY HOMepOB TOMOB. B
3TOM C/ly4ae B OMUCU MULIETCA HAMMEHOBAaHME TO/bKO MEepBOro TOMa, a
HaMMEHOBAHWA BCEX OCTa/IbHbIX TOMOB, €C/IM OHW MOMELLEHbl HAa O4HOIN CTPaHuLE,
0603HavatoTCA coBaMu «To xex». [py BHECEHUM B ONUCH NOC/NEAHErO TOMA MOC/Ie
HOMepa ToMa gob6aenseTcs cnoBo «locaegHNn».

B KOHLe onucK BC/ie 3a NOC/ieAHEN onncaTeNbHOM CTaTbei 3anosiHAeTCA
WTOroBas 3amnucb, B KOTOPOW YyKasbiaeTca (UuuMdppamMn 1 MpoOnmCbo) KONNYECTBO
A€, YUCAALMXCA MO ONUCK, MEPBLIA U NOCEAHUIA HOMEPA AeN MO OMUCK, a TaKKe
OroBapuBalOTCA OCOB6EHHOCTM HyMepauuu JAen B onucu  ((UTepHble K
nponyLieHHble HOMepa).

Onucb Aen CTPYKTYPHOro NoApasaeneHus NoAnUCbIBaeTCA COCTABUTENEM C
yKasaHWeM ero [AO/DKHOCTWM, COT/IacOBbIBAETCA C  HAYa/lbHUKOM  OTAena
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AENOMNPOM3BOACTBA M YTBEPXKAAETCA  PYKOBOAMUTE/NIEM  CTPYKTYPHOrO
noApasaeneHus.

Onucb Aen CTPYKTYPHOro MOApPasAe/IeHWs YHUBEpCUTETa COCTAB/AETCA B
ABYX 3K3eMM/Apax, OAMH W3 KOTOPbIX MepejaeTca BMecTe C Je/laMU B apXuB
YHVMBEPCWUTETA, @ BTOPOM OCTAeTCA B KayeCTBE KOHTPO/IbHOrO 3K3eMn/ispa B
CTPYKTYPHOM noapasgenexuu (npunoxexue K).

13 MNMpaBuna opopmMmneHus agen
M NOAroTOBKM i€/l K Nepejaye Ha apXUBHOE XpaHeHue

[lena yHuBepcuTeTa nognexaT OQPOPMIEHUIO NMPpU UX 3aBefeHUn U no
3aBepLUeHUN [eNonpousBoanTenbHoro roga. Od¢opmaeHue fen  BKAOYAeT
KOMMNIeKC paboT Mo TexHMYeckoW o6paboTKe M MPOBOAUTCA COTPYAHMKAMM
COOTBETCTBYHLMX CTPYKTYPHbIX NOAPA3AENeHUI NpY METOAUYECKOW MOMOLWM U
noJ, KOHTPO/IEM apX1Ba U OTAeNa 4e/10NPOM3BOACTBA YHUBEPCUTETA.

O6/10)KKa (TUTY/IbHBIN INCT) Aena NOCTOAHHOro, BpeMeHHoro (cebiwe 10 feT)
XpaHeHUs M MO JIMYHOMY cocTaBy OGMOPMAAETCA MO YCTAaHOBAEHHOW ¢opMe
(npunoxenne O). Hagnucn Ha o6n0XKax agen (TOMOB) cieayeT BbIMOAHATD
yepHuiamu, pasbopumBo, 6e3 cokpaweHun. Ecam Ha 06n0XKKy HakneuBaeTtca
TUTYNIbHBIA INCT, U3rOTOB/EHHbIA TUMOTPAapCKMM CMOCO6OM, TO HAAMUCKM HA HeM
MOXHO nevaTaTtb. TUTYNbHbIN IMCT PEKOMEHAYETCA HAKAEMBATb C HAK/MAAKOM K/es Ha
BCIO MOBEPXHOCTb /ICTA C TeM, YTOEbI MOA HAM He 06pa30BbIBA/IOCH MYCTOT.

Ha 0610)kKe fena yKasbiBaloTCA PeKBU3UTbLI: HaMEHOBAHUE YHUBEPCUTETA U
CTPYKTYPHOIO MOAPa3Ae/ieHuns, AeNonpon3BOACTBEHHbIN HOMep (MHAEKC) Aena,
3aro/I0BOK AeNa; AaTa Aena (ToMa, YacTu); KOJIMYECTBO /INCTOB B f1€/1€; CPOK XPaHEHWS
AeNa Y HOMep CTaTbM MO NEPEYHID; apXUBHBIN Wndp Aena.

HavMeHOBaHMe yHMBEpPCMTETA YKa3blBAeTCA MO/NHOCTbIO, B WMEHWUTE/IbHOM
nagee, C yKasaHuMeM OGUUMANLHO MPUHATONO COKPALLEHHOrO HAaMMEHOBAHMA,
KOTOPOE YKa3bIBAeTCA B CKOBKAX NOC/Ie MOHOMO HAMMEHOBAHWA.

HavMeHoBaHMe CTPYKTYPHOro noApasAeneHns: 3anucbiBaeTca ero Ha3eaHue B
COOTBETCTBMM C YTBEPXKAEHHOMW CTPYKTYPOW.

/leNonponsBOACTBEHHbIN HOMep (MHAEKC) Aena: MPOCTaBAAETCA UMppOBOE
0603HayeHMne (MIHAEKC) Aena NO HOMEHKAATYpe Aen.

3aronoBoK (HaMMeHOBaHWE) Aena MepeHOCUTCA W3 HOMEHKAATypbl Jen,
COrIaCOBAHHOMN C 3KCMEPTHO-MPOBEPOYHON KOMUCCHEN rOCYAapCTBEHHOMO apXwBa.
3arof0BOK fena fJo/MmKeH OblTb KPaTKUM M B TO )K€ BpeMsA MOJHO PacKpbiBaTb
COZePKaHVe NOWUTbIX B 410 AOKYMEHTOB.

[Jata pgena: yKasbiBawoTcA rog (bl) 3aBeAeHWA U OKOHYaHUA Aena B
AeNnonpounsBoAcTBe. [laTol fen, COAepKalnX pacnopAANTENbHYIO JOKYMEHTALMIO, a
TaKKe fe/l, COCTOALMX U3 HECKO/bKMX TOMOB (4YacTen), ABAAIOTCA KpalHWe AaTbl
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AOKYMEHTOB Aena, T. €. AaTbl perncrpaumu. Mpu 3ToM uncno (geyma undpamu) v rog,
obo3HayvaroTcA apabcknMm Luppamm, HasBaHUe MecALa NULIETCA CI0BaMMU.

KonnyectBo NnpoHyMepoBaHHbIX B fe/ie IMCTOB NPOCTaB/ALTCA Ha OCHOBaHWUU
NNCTa-3aBepuTens jena.

PekBn3nT «CpOK XpaHeHWA fena u HOMep CTaTbW MepeyHs» MepeHOCUTCA Ha
06/I0KKY fena u3 COOTBETCTBYHOLLEN HOMEHKNATypbl Aen Moc/ne CBEpPKM ero co
CPOKOM XPaHeHMS, yKa3aHHbIM B NepeyHe TUMOBbIX YNpPaB/JeHYECKUX JOKYMEHTOB, C
yKa3aHneM CPOKOB XpaHeHuA. Ha Aenax NOCTOAHHOIO XpaHeHUA NULWWETCA: « XpaHUTb
MOCTOAHHO».

ApxuBHbIl WKdp aena (cocTouT u3 HoMepa GpoHAa, HOMEpa OMUCU U HOMepa
Aena no onucun) Ha 0610XKKax Aen NMOCTOAHHOMO XpPaHEHWS NMPOCTABAAETCA B apXuBe
YHUBEPCUTETa YEepPHW/IaMWN TO/IbKO NOC/Ae BK/KOYEHUA 3TUX [eN B roAoBble pasgesbl
CBOAHbIX OMNWCeW, yTBepwAeHHbIX DMK rocysapcteeHHoro apxmea (4o 3Toro oH
NPOCTaB/NAETCA KapaHAALLOM).

MpaBuabHOCTL 0pOpMAEHUA 0BNI0KKM fena yAoCTOBepAETCA MOAMUCHIO UL,
OTBETCTBEHHOrO 3a BeZleHue /1e/10NpOn3BOACTBA.

B 3aBMCMMOCTM OT CPOKOB XpaHeHWA MNPOBOAWUTCA MOSHOE WAM YacTU4HOe
odopMeHune gen.

MonHoMy odopMAeHUIO NoanexKaT Aesa NOCTOAHHOTO, BpeMeHHOro (CBbile
10 neT) XpaHeEHMA W MO JMYHOMY cocTaBy. [lonHoe odopMaeHve gena
npeaycMaTpuBaerT:

— MOALWMWMBKY UK NepensieT Aena; HyMepaLuuio IMCTOB B JeNie; COCTaBNeHne
3aBepuUTe/IbHON Hagnucy gena (npunoxerue O);

— COCTaB/eHNe B HeObXOAMMBIX CNyYadax BHYTPEHHEW OMNMUCK AOKYMEHTOB
aena (npunoxenue N);

— BHeceHMe HeobXOAWMbIX YTOYHEHUM B PeKBM3UTbI OONOXKKM Aena
(yTouHeHMe MHAEKCa ¥ 3aro/IoBKa Aena, AaTbl Aena u ap.).

Aena BpeMmeHHoro (g4o 10 NeT BKAKOYUTENBHO) XpaHEHMA MoANexaTt
4yacTU4yHOMYy odopMaeHuto. [lonyckaeTca fena XpPaHUTb B CKOPOCLIMBATENAX, He
NMPOBOAUTBL NepecucTemMaTM3aL Mo 4OKYMEHTOB B Ae/le, He HyMepoBaTb JINCTbI AeNa,
He COCTaBNATb 3aBepUTe/IbHble HAAMUCH.

B uenax obecneyeHnsa COXpaHHOCTU U 3aKpenieHnA NopAAKa pacnoNoXeHns
AOKYMEHTOB, BK/IOYEHHbIX B fje/10, BCe JINCTbl €ro, KpOMe INCTOB 3aBepUTe/IbHOM
HaANUCM W BHYTPEHHEW OMnucCK, caeayeT HyMepoBaTb apabckumu umndpamm
Ba/IOBON HyMepauun B NPaBOM BepxHeM Yr/ay, He 3ajeBaf TeKCTa [OKYMEeHTa,
MPOCTbIM rpadpunyeCcKMM KapaHAaLLIOM MU HYMepaTOpOM.

Mocne 3aBepLueHUA HyMepaLn IMCTOB COCTaB/AETCA 3aBepuUTe/IbHaA HaANUCh,
KOTOpasa pacrnosiaraeTca B KOHLe Ae/la. 3aBepute/ibHasA Hanucb COCTaBAARTCA B Aeie
Ha OTAe/IbHOM /IUCTe-3aBepuTenie Aena, B Her umMdpamMu 1M NPOMUCHIO yKasbiBaeTcA
KO/IMYeCTBO /IMCTOB B [AHHOM Je/le, OTMeyalTCA OCO6eHHOCTU OTAe/IbHbIX
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AOKYMEHTOB (YepTexku, dpoTorpadpum, pUCyHKU U Ap.) U PU3NYECKOTrO COCTOAHMSA
AOKYMEHTOB (MOMapKu, Hepa36opumBbIA TEKCT, MOPBAHHbIE JINCTbI U AP.).
3aBepuTesibHad HaANUCb MOAMUCHIBAETCA ee COCTaBuUTeNeM C YKasaHueM
pacluMPpPOBKN NOAMUCK, AOMKHOCTU U AaTbl cocTaBieHUA. Koanyectso ANCTOB B
Aene NpoCTaB/AETCA Ha 06/10)KKe fena B COOTBETCTBUM C 3aBEPUTENIbHOM HAANUCHHO.

JJOKyMeHTbl B Aenax MOCTOAHHOro, AonrospeMeHHoro (cebiwe 10 seT)
XpaHeHnA M NO JIMYHOMY COCTaBy MOALUMBAKOTCA Ha YeTblpe MPOKOAA MPOYHBIMMI
HUTKaMM B TBepAyld OONOXKKY M3 KapTOHa WAW NepensieTalnTca C  Yy4eToM
BO3MOXHOCTW CBOBOAHOIO YTEHMA TEKCTa BCeX AOKYMEHTOB, AaT, BU3 U Pe30/IoLnii
Ha HUX. TEKCT He AO/HKEH MOAXOAMTb K IMHWUM NOAWMBKM (NepensieTa) 6mke 2 cM, a
JNCTbI He AO/IKHbI BbICTYNaTb 3@ Kpasa 06/10XKKM.

YKa3aHuA MO UCNONHEHWIO [JOKYMeHTa PYKOBO/CTBA, BM3bl, COCTaB/EHHbIE Ha
OTAe/IbHbIX /INCTaX, Pa3MeLLalTCca nepes A0KYMEHTOM, K KOTOPOMY OHW OTHOCATCA, U
B TAKOM NOpAAKe NOALMBAIOTCA B Ae0.

Ecav B geno B xoge ero ¢opMmpoBaHUA 6blav MOAWMNTbLI AOKYMEHTbI C
Pa3/IM4HBIMN CPOKAMM XPaHeHuA, TO AeNo pacumBaeTca, U GOPMUPYHOTCA HOBbIE
Aena, UCXoaAa U3 CPOKOB XpaHeHMA [AOKYMeHTOB. [Ipy 3TOM [AOKYMeHTbl C
NUCTEKWMMU CPOKaMM XpaHEeHWA YHUYTOXAKTCA MO aKTaM B YCTaHOB/JIEHHOM
nopsaake.

JlOKyMeHTbl yHMBepcuTeTa ABAATCA defepasibHON COOCTBEHHOCTBIO U nocae
MPOBeAEeHUA 3KCMepTM3bl WX LEHHOCTU B YCTAHOB/JIEHHOM MOPAAKe, noanexar
nepesaye Ha NOCTOAHHOE XpaHeHWe B rOCyAapCTBEHHbIM apXUB KaK 4acTb APXMBHOIO
doHaa Poccumckon Gegepaunn.

14 XpaHeHue

JloKyMeHTbI, obpasywuwmneca B AeATE/IbHOCTU YHMBEpPCUTETa, UMeloLue
NCTOPUYECKOE, KY/IbTYpHOE, COLMa/sbHOe, Hay4yHoe, 3KOHOMMYECKOe 3Ha4eHue,
BXOAAT B cocTaB ApxuBHoro ¢oHga PP u Hes3aBUCMMO OT BefOMCTBEHHOW
MPUHAANEXHOCTU, BPEMEHN MPOUCXOXKAEHNA, MeCTa XpaHeHUA, TEXHUKKN 1 cnocoba
3aKpenneHua MHpopMaLumn nognexar nepejaye Ha rocylapCTBEHHOe XpaHeHue.

AnA  XpaHeHMA [JOKYMEHTOB, WX Y4eTa, WCMNOAb30BaHWA, oTbopa MU
MOArOTOBKMN K Mepejaye Ha rocyapCTBeHHOe XpaHeHWe B YHMBepCUTeTe COo3faH
apXxuB.

B  cBoeM  npaKTMYyecKOM  [eATEeNbHOCTU  apXuB  YHMBepcuTeTa
PYKOBOACTBYETCA [AO/KHOCTHbIMWU MUHCTPYKLMAMK, MpPUKa3aMU U YyKa3aHUAMU
pPeKTOpa, HOPMAaTMBHbBIMW U MeTOAUYECKUMU fAOoKyMeHTamMu DepgepanbHon
apXMBHOM cy»6bl Poccum, MonoxeHneM o6 apxmBe Npu MeTOANYECKOM NMOMOLLM U
noa KoHTposaeM [ocapxmBa KpacHogapcKoro Kpas.
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ApXMB  yHMBepcUTETa XpPaHWUT [AOKYMeHTbl yHUBepcuTeTa W, Npu
HeobXoANMOCTUN APYrMX OpraHu3auui, B COOTBETCTBUM CO CMUCKOM OpraHu3auum
— WUCTOYHMKOB KOMMNEKTOBAHNA apX1Ba, YTBEPX/AEHHbIM PeKTOPOM YHUBEpCUTeTa.

B apxuB nepegaroTca Aena MoOCTOAHHOro, BpeMeHHoro (cebiwe 10 neT)
XPaHeHUA 1 jena no ANYHOMY cocTaBy. Mx nepegaya Npov3BOAUTCA TOJ/IbKO MO
OMUCAM.

[Aena BpeMeHHOro (40 10 NeT BKAOUUTENbHO) XpaHEHMA Nepejaye B apxue,
Kak MpaBu/1o, He NOAJEXAT; OHN XPAHATCA B CTPYKTYPHbIX NoApasAeneHmax u no
MCTEYeHNUN CPOKOB XPaHEHWA YHUYTOXAKTCA B YCTaHOBJEHHOM mnopsaake. OHu
MOryT nepezaBaTbCA B apXWB TO/IbKO B UCKAKOYUTE/IbHLIX CAyYaaAX MO pelleHuto
pykosoautens. lNepegaya UX MOXET OCYLLECTBAATLCA MO YCMOTPEHUIO apXuBa Mo
OMWUCAM WX HOMEHKNATypaM Jen.

MNepepaya fen B apxuB OCYLECTBAAGTCA MO rpaduKy, COCTaB/lEHHOMY C
PYKOBOAUTENAMU CTPYKTYPHbIX NOAPasAeseHNn N yTBEPXKAEHHOMY Hay. oTAena
A,eN10MpOn3BO/CTBa YHUBEPCUTETA.

[pueM Kaxaoro gena NpousBOANTCA 3aBeAYIOWMNM apXMBOM B NPUCYTCTBUN
paboTHUKa CTPYKTYpPHOro nogpasgeneHusa. [1py 3TOM B KaXAOM 3K3eMnaape onucu
MPOTMB KaXKA0ro Aena, BKAIOYEHHOro B Hee, lenaeTca OTMeTKa O Haanuum gena. B
KOHLiEe KaXAOoro 3K3eMnaApa OMuUCUM YKasblBaloTcA UUPpaMM U MPOMNUCHIO
KOANYeCcTBO aKTMYECKU MPUHATLIX B apXvB fe/fl, HOMepa OTCYTCTBYHOLWMX Aen,
Aata npueMma-nepeAayn Aen, a Takke MoAMUCU 3aBeAyloWero apxvBoM U AnLa,
nepejasLuero jena.

fena B [ocapxvB KpacHOAapCKOro Kpas [AOCTaBAATCA COTPYAHUKAMU
apXxuBa yHMBepcuTeTa B CNeLmanbHbIX KAPTOHHbIX KOPOOKax.

BMecTte ¢ fenamu B [ocapxmB nepefatoTca ONUCK Ha gena.

15 SkcnepTU3a LLEHHOCTU JOKYMEHTOB

JKcnepTM3a LLEeHHOCTU JOKYMEHTOB — OnpejesieHne LeHHOCTU AOKYMEHTOB
C uesnbo oTbopa MX Ha rocyfapCTBEHHOe XpaHeHWe W YCTaHOB/IEHVWE CPOKOB
XpaHeHums.

JKCnepTM3a LEHHOCTM [AOKYMEHTOB B YHMBEpPCUTETE MPOBOAUTCA: MpU
COCTaB/NIEHUN HOMEHKNATypbl Aen; npu  (OPMUPOBAHWM [JeN U TMpOBepKe
NMPaBU/JIBHOCTU OTHECEHUA [OKYMEHTOB K JenaM; Mpu MOAroTOoBKe Jen K
nociesyoLeMy XpaHeHUIo.

Ana opraHvsauuMu M nNpoBeAeHMA SKCMepPTU3bl LLEeHHOCTU [OKYMEHTOB B
YHUBEpCUTETE CO34aeTCA IKCNepTHas KoMuccua (MocToAaHHO AencTeytowan) — K.

CocTtaB 3K yHMBepcuTeTa YTBEPKAAETCA MPUKA3OM PeKTOPOM YHUBEpCUTETaA.
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JKCnepTU3a LEHHOCTU [OKYMEHTOB OCYLWEeCTBAAETCA B CTPYKTYPHbIX
noApasfeneHuax yHMBepcuMTeTa eXxerofHo C npusBae4eHneM COTpYyAHUKOB apXumBa.
OkoHuaTesibHoe peleHune npuHuMaeT 3K yHMBepcuTeTa.

OT60p AOKYMEHTOB AN MOCTOAHHOIO XpPaHeHMA NPOBOAUTCA Ha OCHOBaHWUU
nepe4yHen AOKYMEHTOB C yKa3aHWeM CPOKOB UX XPaHEHUA M HOMEHKANaTypbl Aen
yHUBepcuTeTa NyTeM NoCTPaHNYHOro NpocMoTpa Je.

B Aenax MOCTOAHHOrO XpaHeHUA MoAnexaT WU3bATUIO AybneTHble
3K3eMNAApbl JOKYMEHTOB, YePHOBUKN, HEOPOPMJ/IEHHbIE KONUU JOKYMEHTOB U He
OTHOCALWMECA K BONPOCY JOKYMEHTbl C BPEMEHHbIMU CPOKaMUN XpPaHeHUA.

OAHOBPEMEHHO C OT6OPOM LOKYMEHTOB NMOCTOSHHOIO U BpEMEHHOTO (CBbile
10 NneT) XpaHeHMA ANA MepeAayn B apxXvMB B CTPYKTYPHbIX MOAPA3AeNeHUAX
NpoOBOAUTCA OTEOP AeN U AOKYMEHTOB BpeMeHHoro (go 10 neTt) xpaHeHusa c
MCTEKWNMM CPOKaMM XpaHeHuA. lpyM 3TOM Y4MUTHIBAIOTCA TO/IbKO OTMETKM B
HOMEHKNaType AeN «A40 MUMHOBaHMA Hafo6HOCTU» N T. N.

Mo pe3ynbTaTaM 3KCNEpPTU3bl LLEHHOCTU [JOKYMEHTOB COCTaBAAOTCA OMUCU
AeN NOCTOAHHOTO, BpeMeHHOro (cBbiwwe 10 NeT) XpaHeHWUsA U MO IMYHOMY COCTaBY, a
TaKXKe aKTbl O BbIAENIEHUN €N K YHUUTOXeHUIO (NpunoxeHna M u H).

16 Nepepayva aen B apxus

AnAa XpaHeHMA [OKYMEHTOB, WX Y4eTa, WCNo/ab30BaHuA, oTbopa u
MNOArOTOBKMN K Mepejaye Ha rocyapCTBeHHOe XpaHeHWe B YHUBEpCUTeTe COo3/aH
apXmB.

B  cBoeM  npaKTMYyecKoM  [eATeNbHOCTU  apXuB  YHMBeEpcUTeTa
PYKOBOACTBYeTCA [AO/MKHOCTHbIMU WHCTPYKLMAMK, MpPUKa3aMU U YyKa3aHUAMU
peKTOpa, HOPMAaTMBHbBIMW U MeTOAMYECKMMWU fAOoKyMeHTamn DepepanbHoOM
apXMBHOMN cnyxb6bl Poccum, MNonoxkeHnem o6 apxuee, NpuM MeTOAMYECKOM MOMOLUU
M noa KoHTposeM [ocapxmBa KpacHogapcKoro Kpas.

ApXuMB yHMBepcUTETa XpPaHWUT [JOKYMeHTbl yHUBepcuTeTa W, Mpu
HeobX0AMMOCTU APYrMX OpraHM3aumi, B COOTBETCTBUM CO CMIMCKOM OpraHu3auum
— WUCTOYHMKOB KOMM/IEKTOBAHWNA apX1Ba, YTBEPX/AEHHbIM PeKTOPOM YHUBEpCUTeTa.

B apxuB nepegaroTca Aena MOCTOAHHOro, BpeMeHHoro (cebiwe 10 neT)
XpaHeHUsa U fgena no ANYHOMY cocTaBy. VX nepegaya NpoOU3BOAUTCA TO/IbKO MO
OMUCAM.

[Aena BpeMeHHOro (40 10 NeT BKAOYMTENbHO) XPaHEHUA Mepejaye B apXuB,
Kak NpaBu/o, He Noj/aexar; OHU XPaHATCA B CTPYKTYPHbIX NoApasgeneHmax u no
MCTEYEeHUN CPOKOB XPaHEHWA YHUYTOXAKTCA B YCTaHOBJEHHOM nopsaake. OHu
MOryT nepezaBaTbCA B apXWB TO/IbKO B UCKAIOYUTE/IbHbIX CAyYaAXx MO PelleHnto
pyKkoBoguTtens. lepesaya X MOXeT OCYLECTBAATLCA NO YCMOTPEHUIO apXuBa no
OMWUCAM WX HOMEHKNATypaM Jen.
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Mepepava Aen B apxvB OCyLLeCTBAAETCA NO rpaduKy, COCTaBleHHOMY C
PYKOBOAUTENAMU CTPYKTYPHbIX NOApasAeseHNn N yTBEPXKAEHHOMY Hady. oTAena
AeNoNpon3BO/CTBa YHUBEPCUTETA.

MpveM Kaxaoro gena NpousBOAUTCA 3aBeYyHOLMM apXMBOM B MPUCYTCTBUM
paboTHMKa CTPYKTYPHOro nogpasaenerua. [1pn 3TOM B KaX40M 3K3eMnaspe onucu
MPOTUB KaXKA0ro Jiena, BKJAIOYEHHOr O B Hee, /le/laeTcA OTMeTKa O Haanyuu gena. B
KOHLiEe KaXAOro 3K3eMnafpa OnuCuM YKasblBaloTCcA UMPpaMnm U MPONUCHIO
KOINYeCTBO (aKTUYECKU MPUHATLIX B apXvB fe/l, HOMepa OTCYTCTBYHOLWMX Aen,
AaTta rnpueMma-nepejayun en, a Takxe MoAnNUCK 3aBeAytoULero apxvMBoM U /vLa,
nepejasLuero jena.

lena B [ocapxuB KpacHofgapcKOro Kpad [AOCTaB/AAKTCA COTPYAHUKaMU
apxuBa yHMBepcuTeTa B CneLunasbHbiX KapTOHHbIX KOPOOKax.

BmecTe ¢ genamun B [ocapxvB nepesaroTca ONUCK Ha Aena.

17 ®opMbi 1 3anucu

Ha Bcex 3Tanax [Ae/sonNpoM3BOACTBA  WCMOAb3YeTCA  Clegylouime
AOKYMEHTMPOBAHHaA MHPOpMaLMA:

— CBogHaa HoMeHknatypa gen Ky6aHckoro [AY paspabaTtbiBaercs
HaYaNbHUKOM OTAEe/Na [AeNONPOU3BOACTBA U  XPaHUTCA B Aenax oOTAena
AeNOoNpON3BOACTBa;

— Tunosas HOMeHK/1aTypa Aen Kabeapsl, AeKaHaTa
(npunoxenne W) paspabaTbiBaercs n aKTyanm3mpyeTcs OTAENOM
AENOMNpOM3BOACTBA.  VIHAMBUAYaAsbHbIE  HOMEHK/AATypbl  pa3pabaTbiBaloTCs
AeKaHaTaMu U KadpeapaMy HAa OCHOBE TUMOBOW, MEPBble K3EMM/APLI XPAHATCA B
OTAeNe AeNOoNpOU3BOACTBA, BTOPbIE — B ieKaHaTax U Ha Kadeapax;

— JINCT perncTpauum pacchbiikn 4oKyMeHTa (npunoxexue E) 3anonHsetcs
aBTOPOM JOKYMEHTA, XpPaHUTCA B OTAe/Ne Ae/0NPOU3BOACTBA;

— O6wmi  6naHK  yHMBepcuTeTa  (npuaoweHne A)  McCnonb3yeTcs
A€KaHaTaMm, CTPYKTYPHbIMU MNOAPA3AENEHNAMM, KONNErNANbHBIMWU OpraHamMmn AJis
OpraHM3aLMOHHO-PACNOPAANUTENbHbBIX JOKYMEHTOB.

— bBnaHk nucbMa yHueepcuTeTa (npunoxenue B) xpaHuTca B oTaene
AeNONpON3BOACTBA;

— Twnoeasa ¢opMa npukasa  (npunoxeHuve B) wucnonbsyetcs Bcemu
NoAPasAeNeHNAMMY;

— Twnosas dopma NPOTOKO/A (nocTtaHoBAEHMSA) 3aceAaHus
Ko/NsernanbHoro opraHa (Kadegpbl) (npunoweHve [) wucnonbsyerca Bcemm
NOAPa3AeNEHUAMM U KONNErNa/IbHBIMM OpraHaMu.

— Twunoeas ¢popMa akTa (npunoxerue A).
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O6wuii 6raHK yHUBepcuTeTa
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MMEHU U.T. TPYBUJINMHA»
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MpunoxeHue b

BnaHk nucbMma yHuBepcuteTa

S

MHUHWUCTEPCTEBO CENBCKOMND XO3AWCTBA POCCHHCKOW ®EQOEPALIMK
©E[IEPANEHOE MOCYQAPCTEEHHOE EHO[PHE THOE OEP AZOBATENEHOE YUPEXEHUE

BbICIWEND OEPAZIOBAHWA

«KybaHCKMIA rocyapCTBeHHbIA arpapHblii YyHUBEpCUTET

umenn N.T. Tpybununa»
WMHH 2311014546, ¥NIN 221101001

Ten. (B61) Z21-53-42, dawc (B61) Z21-58-85,
Pocows, 350044, r. Kpscwonap, yn. Kanwseesa, 13 mail@kubsaw. ru, waw kubsau.ru
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MpunoxeHue B

Tunosas ¢popma npukasa

Bepxnee nore 2 cm.

MUHUCTEPCTBO CEJIbCKOI'O XO3SMCTBA POCCUCKON ®EJIEPALINU
denepanbHOE TOCYIAPCTBEHHOE OI0/HKETHOE 00pa30BaTEIbHOE YUPEIKICHNE
BBICIIET0 00pa30BaHUs
«KYBAHCKUM T'OCYJAPCTBEHHBIN AT'PAPHBIN YHUBEPCUTET
WUMEHU U.T. TPYBUJINHA»

(2 eo0. unmepsana)
INPUKA3

(2 eo. unmepeana)

« » 20 . No
(0ama)

(2 ed. unmepsana)
r. Kpacuonap
(2 e0. unmepsana)
3aroJi10BOK K TEKCTy

(2 eo. unmepeana)

1,25 cm,

He\*%)e noJie 3 cM.
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5. Konmpozzb 3a 6bINOJIHEHUEM NPUKA3A 603102CUNTb HA . ... (60JZDfCHOCI’I’Zb,

Gpamunus, uHuyuansl).
(3-4 e0. unmepsana)

PexTop (moamucs) AN. Tpybunuu

N.0. ®amuinus, NOArOTOBUBILETO IIPUKa3
KOHTaKTHBIH Tesre(hoH (12 wpugpm)

Hwxuaee mone 2 cMm.
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MpunoxeHwne I

Tunosas ¢popMa NpoToKoa (NOCTaHOB/IeHMA) 3aceaHunA
KonnernanbHoro opraHa (kadeapbi/nogpasgenequs)

MUHHUCTEPCTBO CEJIBCKOI'O XO3IMUCTBA POCCUNCKOM OEJIEPALINN
denepanbHOE TOCYTAPCTBEHHOE OIOIKETHOE 00pa30BaTEIIbHOE YUPEIKICHUE
BBICHICTO 06pa30BaHH}I
«KYBAHCKUI TOCYJIAPCTBEHHbBIN AT PAPHBIN YHUBEPCUTET
MMEHU U. T. TPYBUJIMHA»

HPOTOKO.J

(Ha3BaHMe BCTPeYH)

« » 20 r Ne
r. KpacHonap

[Ipencenarens — M.O. Gamunus

Cexkperapb — N.0. ®amunus

[TprcyTCTBOBANN: — KOJIMYECTBO YEIIOBEK, MHUITHAIIBI, (DaMUJIHH YIaCTHUKOB COBETA
(ciucok mpunaraercs B anpaBUTHOM MOPSIKE)

ITOBECTKA JIHA:
Lo (Hoxnan momxuocts WN.O. Gamumnus)
2. O, (Hdoxman momkxHocth M.O. @amumus)

1. 1.0. ®amunus - U310KEHUE COACPIKAHUA JOKJIIaaa.

BBICTVYIINJIN:
N.0. ®amunust, JOHKHOCTh — COJIEpKaHNE BBICTYIUICHUS.

[TOCTAHOBWIJIMA:

T'onocoBaHue: eMMHOIIACHO.

2.CJIVIIAJIA:
N.0. ®amunus — U3N0KEHUE COACPKAHUS TOKIAAA.
BBICTYIINJIU:
I[TOCTAHOBWJIN:
lonocoBanue: 3a -..... TPOTHUB - ...... , BO3JEPXKAIOCH - ...... .
[Ipencenarens MOANKUCH (A.0. damunus)

CexkpeTapb TTOMINTHCH (N.0. damwunus)




MeToanYeckas MHCTPYKLMA CUCTEMbI MEHEKMEHTa KavyecTBa
Jlenornpon3BoACTBO U KOHTPO/Ib UCNOAHEHNA JOKYMEHTOB

MM Ky6rAY
1.4.2—2018

BeegeHa B geicTBue npukasoM pektopa ot 20.09.2018 r. N2 290
[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0

S

Jluct 66
Bcero auctoB 75

MpunoxkerHue [

TunoBas ¢opma akTa

MUHHUCTEPCTBO CEJIBCKOI'O XO3IMUCTBA POCCUNCKOM OEJIEPALINN
CDGI[epaJIBHOC rocyagapCTBCHHOC 6IOI[>KGTHOC O6paBOBaTCJII>H0€ YUPCIKIACHUC

BBICHICTO O6p&30BaHH}I

«KYBAHCKU TOCYJIAPCTBEHHbBIN AT PAPHBIN YHUBEPCUTET

MMEHU U. T. TPYBUJIMHA»

YTBEPXKJIAIO

Pekrop ynuBepcuteta, mpodeccop

20
AKT
(mata)
r. KpacHonap
3aro/10BOK K TEKCTy
Texcm koncmamupyroweu yacmu
CocraBieH KOMHCCHEH:
IIpencenarens
(pamunus, 1.0., TOJKHOCTD)
Unensl
(pamumus, 1.0., JOTHKHOCTD)
(bamumnus, 1.0., JOHKHOCTH)
Texcm ocnosHoU wacmu
Bv1600v1, 3axn10uenus, npeonoxcenus KOMUCCuu
IIpencenarens N.0. ®amunus
(TMYHAS TTO/ITHCH )
Unensl N.0O. ®amunus
(TMYHAS TOATIHICH)
N.0O. ®amunus
(TMYHAS TOATIHICH)
N.0O. ®amunus

(TMYHAs TIOITUCH)

A.N. TpyOunun




MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy
@ [JlenonpounsBoACTBO M KOHTPO/Ib NCNO/HEHNA JOKYMEHTOB 1.4.2—2018
v BBegeHa B AeicTBMe NpUKa3oM pekTopa oT 20.09.2018 r. N2 290 Nuct 67
[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0 Bcero nauctoB 75

MpunoxeHwne E

JlncTt perncrtpauum paccbi/ikKu JOKyMeHTa

JlueT perucTpanmuu pacchblIKU 10KYMEHTA

(BUI U perucTpalioHHbIH HOMEpP JOKYMEHTa, 3ar0JIOBOK/HAaHMEHOBAaHUE IOKYMEHTa)

HaumenoBanue damunug U.0.
Jlara [loanuce
MOo/Apa3ACICHUs noJryqaress
Otnen neaonpou3BoACTBA
JomxHOCTh* N.0. ®damunus

(ToamucCh)




MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy
@ [JlenonpounsBoACTBO M KOHTPO/Ib NCNO/HEHNA JOKYMEHTOB 1.4.2—2018
v BBegeHa B AeicTBMe NpUKa3oM pekTopa oT 20.09.2018 r. N2 290 Jlnct 68
[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0 Bcero nauctoB 75

Mpunoxexnune N

MprMepHbIM NepeYyeHb HEPEruCTPUPYEMOM KOpPEeCNOHAEHLIUN

[lepuonnyeckue u3nanus (ra3eTol, )KypHaIbl, OpOILIIOPHI, KHUTH)
PexitaMHBI€ U3BEIIEHHUS], IIJIAKATHI, IPOCIEKTHI

[IporpamMmebl coBerianmii, KOH(pEepeHIHit

[IpurnacurenbHble OUIETHI

ITo3npaBuTeNnbHBIE TMCHMA

Kommu cueToB Ha orutaty

N o g bk~ D

HepBI/ILIHaH AJOKYMCHTAIIUA 6YXI‘aJIT€pCKOF O yucTa




MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy
@ [JlenonpounsBoACTBO M KOHTPO/Ib NCNO/HEHNA JOKYMEHTOB 1.4.2—2018
v BBegeHa B AeicTBMe NpUKa3oM pekTopa oT 20.09.2018 r. N2 290 JNlnct 69
[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0 Bcero nauctoB 75

Mpunoxenwne K

dopmMa onucu gena, nepesaBaeMoro Ha XxpaHeHue

MUHHCTEPCTBO CEJIBCKOI'O XO3IMUCTBA POCCUNCKOM OEJIEPALINN
denepanbHOE TOCYTAPCTBEHHOE OIOMKETHOE 00Pa30BaATEIHLHOE YUPEIKICHUE
BBICHICTO 06pa30BaHPI}I
«KYBAHCKUI TOCYJIAPCTBEHHBIN AT PAPHBIN YHUBEPCUTET
MMEHU U. T. TPYBUJIMHA»

Otnen

OIIUChb

ACT IOCTOAHHOI'O XpaHCHU:, IICPCAAHHBIX B apXHUB YHUBCPCUTETA

Nupeke HanmenoBanue Kpaiinue Kou-Bo
[Ipumeuanune
Jiena Jiena JIaThl JIUCTOB
Cnan
OTBETCTBEHHBIH N.0. Gamunus
(moamwuck, gara)

[Tpunsin
3aBeyIOINi apXUBOM YHUBEPCUTETA N.0. ®amunus

(monmuce, nara)




MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy
@ [JlenonpounsBoACTBO M KOHTPO/Ib NCNO/HEHNA JOKYMEHTOB 1.4.2—2018
v BBegeHa B AeicTBMe NpUKa3oM pekTopa oT 20.09.2018 r. N2 290 Nnctr 70
[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0 Bcero nauctoB 75

Mpunoxenwue Ji
dopmMa aKTa 0 BblAe/1IeHUMN AeNl K YHUYTOXEHUIO

MWHUCTEPCTBO CEJIbLCKOI'O X031 CTBA POCCUNCKON ®EJIEPALINU
CDGI[epaJIBHOC roCyaapCTBCHHOC 6IOI[>K€THOC 06paSOBaTeJ'ILHOG YUpPCKIACHUC

5 BBICILIETO 00pa30BaHusl 5
«KYBAHCKUU I'OCYJAPCTBEHHBIN ATPAPHBIMI YHUBEPCUTET
UMEHU U. T. TPYBUJIMHA»

AKT
(mara)
r. Kpacnonap
YTBEPXJIAIO

Pekrop ynuBepcuterta, nmpodeccop
AN. Tpyounuu
« » 20

O BBIZEIEHUH AOKYMEHTOB
K YHHYTOKCHU IO

Ha ocHoBanuu MEPpCUYHs
(HaBBaHI/Ie 1 BbIXOAHBIC TaHHBIC NE€PCYHA JOKYMCHTOB C YKa3aHUCEM CPOKOB XpaHGHI/ISI)

OTO6paHLI K YHUYTOKCHUIO, KaK HC UMCIOIIUC TPAKTUYCCKOTO 3HAYCHHUA U Hay‘IHO'HCTOqueCKOﬁ
OEHHOCTHU JOKYMCHTBI:

3arojaoBOK
Cpok
Jiena uim Jara nena
Ne i/t I'PYIIIIOBOU WIIN JAaThl Kox-go e XpaHCHHA 1 ITpumeuanue
- pyn (TOomMOB) NoNe crareit P
3aroJIOBOK hi(Sh)
I10 TIEPEYHIO
Jiena
Hroro Zel 3a TOJIBI
Onucu aen 3a TOJbl YTBEPKICHHBIE PYKOBOIUTEIEM YHUBEPCUTETA
[Ipencenarens DK N.0. ®amunus
(moamuce, nara)

Unensr DI1K N.0. ®damunus

(moanwmck, nara)




MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy
@ [JlenonpounsBoACTBO M KOHTPO/Ib NCNO/HEHNA JOKYMEHTOB 1.4.2—2018
v BeeaeHa B AeicTBUe NpuKasoM pekTopa ot 20.09.2018 r. N2 290 Jlner 71
[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0 Bcero nauctoB 75

MpunoxeHne M

O6wuii 6n1aHK 3aBepUTE/IbLHOMO INCTA Aena

B neno noammTo u npoHyMepOBaHO

(tmdpamMu ¥ IPOITUCHIO)

aucTa (0B)

B TOM YHUCIJIC:

.HI/ITepHBIe JINCTBI

Koi1-Bo nucToB BHYTpeHHeI‘/'I OITNCH

(1mdpamu 1 IPOMTUCHIO)

Oco6eHHOCTH (PU3NYECKOTO COCTOSHUS
u (opMUpOBaHUs Aea

Homepa nucros

JIOMKHOCTB COCTaBUTEIISI
3aBEPUTEIIBHOTO JIUCTA

(moamwmck)

N.0. ®amunus
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MeToanYeckas MHCTPYKLMA CUCTEMbI MEHEKMEHTa KavyecTBa
Jlenornpon3BoACTBO U KOHTPO/Ib UCNOAHEHNA JOKYMEHTOB

MM Ky6rAY
1.4.2—2018

BeegeHa B geicTBue npukasoM pektopa ot 20.09.2018 r. N2 290
[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0

JNluctr 72
Bcero auctoB 75

BnyTtpeHnHss onuch

Jara

HoxymenTtoB nena No

Mpunoxexnne H

dopma BHYTpeHHelN onucu gena

NeNe
No Hupnexe Mara 3aroja0BoOK
JIMCTOB [Ipumeuanune

/1 HAOKYMCHTA JAOKYMCHTA JOKYMCHTAa nena

Htoro JOKYMCHTOB
(umpaMu, MPOIUCHIO)
KonmuecTBo mHcTOB BHYTpeHHeI\/’I OITNCH
(umpamu, MPOMUCHIO)

JIOMKHOCTD N.0. ®amunus

(monmuce)




MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy
@ [JlenonpounsBoACTBO M KOHTPO/Ib NCNO/HEHNA JOKYMEHTOB 1.4.2—2018
v BBegeHa B AeicTBMe NpUKa3oM pekTopa oT 20.09.2018 r. N2 290 Niner 73
[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0 Bcero nauctoB 75

MpunoxeHwne I

Mpumep opopmneHns o610xKu gena

MUWHUCTEPCTBO CEJILCKOI'O XO3S1CTBA POCCUMCKON ®EIEPALINU
denepaabHOE TOCYTAPCTBEHHOE OIOMKETHOE 00Pa30BaATEIILHOE YUPEIKICHUE

3 BBICILIETO 00pa30BaHusl 3
«KYBAHCKHWU T'OCYIJAPCTBEHHbBIU ATPAPHBIM YHUBEPCUTET
UMEHU U.T.TPYBUJINHA»

Haumenoeanue cmpykmypnozo noopasoenenus

JIEJIO Ne

Haumenosanue nanku-oena

Cpoxk xpaHeHus

r. Kpacnonap, 20 .




S

MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy
[JlenonpounsBoACTBO M KOHTPO/Ib NCNO/HEHNA JOKYMEHTOB 1.4.2—2018
BBegeHa B AeicTBMe NpUKa3oM pekTopa oT 20.09.2018 r. N2 290 Nuct 74

[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0

Bcero auctoB 75

MpunoxeHne P

dopma onucu gena ana paKyabTeTa U Kadpeapbl

®I'bOY BO Kyb6anckuit TAY

®DakynbTeT

Kadenpa

OIl UCDH Ne oT

/11

WNupeke Kpaiinue Kon-Bo
3arojIoBOK jaena
Jena JIaThI JIACTOB

IIpumedanue

B omucek BriIroueHo nei ¢ Ne

HanmenoBanue JOMKHOCTH JUIIA,

OTBETCTBEHHOTO 32 paboTy ¢ JOKyMEHTaMHu N.0. Gamunus

(moamwuck)

[Tpunsin

3aB. apXuBOM N.0O. ®amunus

(moamwmcek, gara)




MeToan4ecKas MHCTPYKLUMA CUCTEMbI MEHe)KMEHTa KavecTBa MW Ky6lrAy
[JlenonpounsBoACTBO M KOHTPO/Ib NCNO/HEHNA JOKYMEHTOB 1.4.2—2018
Nner 75

BeegeHa B geicTBue npukasoM pektopa ot 20.09.2018 r. N2 290

[lata BBegeHna 24.09.2018 r. be3 orpaHuyeHuns cpoka geictesna Bepcusa 5.0 Bcero nuctoB 75

S

JInct perncrpauum usMeHeHUN

ConepKanme uaMeHeHus [aTta n Homep [laTta BBegeHus
npukasa N3MEHEHUA
AkTyanusauusa nonoxexusa, sepcusa 3.0 27.05 2011 r. Ne 407 01.09.2011 r
AkKTyanusauunsa nonoxexus, sepcus 4.0 01.04 2014 r. Ne 130 01.09.2014 r
20.09 2018 r. Ne 290 24.09.2018 .

AKTyanusauusa nonoxeHusa, sepcusa 5.0
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