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1. OBIIME ITOJIOXKEHUA

1.1. Wuctpykuus mno penompousBojactBy B UY BO «MHcTUTyT rocyaapcTBEHHOIO
aMUHHUCTpUpPOBaHUs» (nanee — WHCTpyKuMs) cocTaBiieHa B COOTBETCTBHM C IOJIOKEHUSMU
MeToauyeckux peKOMEHIAUuid 10 pa3paboTKe WHCTPYKUMH 1O JAEJONPOU3BOJACTBY B
denepanbHbBIX OpraHax HCIOJHUTENBHON BJIAcTH, YTBEPXKIEHHBIX mpukazom PocapxuBa oT
23.12.2009 Ne 76.

1.2. Hacrosimas MHCTpyKLMS ABIISETCS JTIOKAJIBHBIM HOPMAaTUBHBIM AKTOM, PETJIaMEHTUPYIOIIUM
TEXHOJIOTHIO pabOThl C JOKYMEHTaMH, U YCTaHABJIMBACT €AMHbIC TPeOOBaHMSA K MOJTOTOBKE,
00paboTKe, XpaHEHHIO M HCIOJb30BAHUIO OOPa3yIOIIUXCS B JEATEIbHOCTH HHCTUTYTA
JIOKYMEHTOB, COBEPILIEHCTBOBAHUIO JEJIONPOU3BOACTBA HMHCTUTYTa M IIOBBIIMIEHUIO €0
3 PeKTUBHOCTH.

1.3. IIpaBoBbIM OCHOBaHUEM Ui pa3padOTKu MHCTpYKIMK ABISIOTCS 3aKOHOAATEIbHBIE U UHbBIE
HOpMaTHUBHBIE MpaBoBbIe akThl Poccuiickoii denepanuu B chepe nHPoOpMaIMK, TOKyMEHTAIIUU
Y apXUBHOTO JIeNa:

1.3.1. ®enepanbubiii 3akoH OT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jene B Poccuiickoi
Denepaunum.

1.3.2. ®enepanbubiii 3akoH oT 02.05.2006 No 59-@3 «O mopsiake paccMOTpeHUs oOpaieHui
rpaxaan Pocculickon @enepanumy.

1.3.3. ®enepanbubiii 3akoH oT 27.07.2006 Ne 149-03 «O6 undopmarnmu, UHGOPMAITMOHHBIX
TEXHOJIOTUSIX U O 3aIIUTE HHOOPMAIII.

1.3.4. TlocranoBnenue IlpaButenbctBa Poccuiickoit @enepanuu ot 15.06.2009 Ne 477 «O6
yrBepkaeHnn [1paBui nenonpons3BoAcTBa B peiepaabHbIX OpraHax NCIOIHUTEIBHOM BIACTH.
1.3.5. TocymapcTBeHHass cucTteMa JOKyMEHTAllMOHHOTO oOecnedeHus ympasieHus. OoOiue
TpeOOBaHUS K JTOKYMEHTaM U CIIy’)KOaM JTOKyMEHTAIIMOHHOTO oOecrieueHus ymnpasieHus. — M.,
1991.

1.3.6. TTOCT P 51141-98. [lenonpon3BOACTBO U apXUBHOE J€J10. TepMHUHBI U ONIPEICIECHHUS.
1.3.7. TOCT P 6.30-2003. YHUpHUUIUPOBAHHBIE CUCTEMBI JTOKYMEHTALUHU. YHUDUIUPOBAHHAS
CUCTEMa OpPraHU3alMOHHO-PACTIOPSIIUTENbHON JOKyMeHTaluu. TpeboBaHus K O(OpMIIEHUIO
JIOKYMEHTOB.

1.3.8. TOCT P 1.52292-2004. DnexkTpoHHbII 00MeH uHpopMmaleil. TepMHUHBI U ONpeieaeHUs. —
M., 2004.

1.3.9. TOCT P UCO 15489-1-2007. Cucrema crangapToB 1o nHpopManuu, ONGIMOTeUHOMY U
U3JaTeIbCKOMY Jeny. YIpaBieHue JokyMmeHTamMu. OOmiue TpedoBaHusl.

1.3.10. OcHoBHBIE TpaBUJIa pabOTHI APXUBOB OpPraHU3ALUH.

1.4. Tonoxenus WHCTpyKunMuM 1O AEIONPOM3BOACTBY PACHPOCTPAHAIOTCS HAa OPraHU3ALMIO
paboThl C JOKYMEHTaMH HE3aBHUCHUMO OT BHJa HOCHUTENS, B TOM YHCJIE C 3JIEKTPOHHBIMH
JOKYMEHTaMH, BKJIIOUas UX IOJATOTOBKY, PErMCTpalUio, y4YeT, XpaHEHHE, HCIIOJIb30BAHHE U
KOHTPOJIb UCIIOJTHEHUS], OCYIIECTBIISIEMbIE C TTOMOIIbIO aBTOMAaTHU3UPOBAHHBIX (KOMITbIOTEPHBIX )
texHojorui (cuctema KUIIP).

ABTOMaTH3UPOBAHHbIE TEXHOJOTHMM 00pabOTKH JOKYMEHTOB M JOKYMEHTHOW HHbOpMaiuu,
IpUMEHsIeMbIe B HHCTUTYTE, JI0JDKHBI OTBEYaTh TpeOOBaHUAM HacTosmel MHCTpyKIuH.

1.5. TpeboBanust UTHCTpYKIIMU 1O AENONPOU3BOACTBY HE PACHPOCTPAHSIOTCS Ha OpraHMU3alHIo
paboThI ¢ JOKYMEHTaMH, COJCPKALIUMH CBEICHUS, COCTABIISAIOIINE TOCYAAPCTBEHHYIO TalHY.
[Topsimox opraHu3anMy M BEJEHHUS CEKPETHOIO JIEJOMpPOU3BOJICTBA B OCYIIECTBISIETCS B
COOTBETCTBUM C MHCTpyKIMeld 1o oOecredeHno pekuma CeKpeTHOCTH B Poccuiickoit
®denepannn, yTBEpKICHHOW moctaHoBieHueM IlpaButensctBa Poccuiickoit ®denepanuu ot
05.01.2004 Ne 3-1.

1.6. OcobeHHOCTH PabOTHI C TOKYMEHTaMHU, COACPKAMMMUA KOHPUACHIIMATHHYIO HH(POPMAIIHIO
(cnyxeOHYI0O M WHYIO TaliHy, MEpCOHAJbHBIC NaHHBIE), TOoKyMeHTamMu ¢ Tpudom «JICID»
PErylupylOTCsS CleUUaIbHbIMA HOPMATUBHBIMH aKTaMH (MHCTPYKLUHSAMHU, MOJIOXKEHUSIMU,
OpaBWIaMH) M OIpenensaiorcs B VHCTpYKIMM O Tmopsake oOpamieHus co  CIIy:KeOHOH



uHpopMaLrell OrpaHMYEHHOTO pacnpocTpaHeHuss B MuHoOpHayku Poccum, yTBEep)kIeHHOM
npuka3zom MuHoOpHayku Poccuu ot 30.12.2010 Ne 2233,

1.7. TpeGoBanuss MHCTpYKIMH IO AEIONPOM3BOJICTBY K pabore ¢ OyXraaTepckoil, Hay4dHO-
TEXHUYECKON U JApYroi CHeuuasbHOM JOKYMEHTAIMeW pPaclpOCTPaHSIOTCS B YacTH OOMIMX
NPUHIUIIOB Pa0OTHI C IOKyMEHTaMH, a TAKXKe IMOATOTOBKH JIOKyMEHTOB K Nepeaaye Ha apXUBHOE
XpaHEHHeE.

1.8. Opranusanus, BeICHHUE U COBEPIICHCTBOBAHUE CUCTEMbI JIOKYMEHTALIMOHHOTO 00EeCTICUeHU S
YIOPaBJICHUS HAa OCHOBE €IMHOW TEXHUYECKOM IOJUTUKUM W IPUMEHEHHS COBPEMEHHBIX
TEXHUUYECKUX CPEACTB B paboTe ¢ JOKYMEHTaMH, METOJIMYECKOE PYKOBOACTBO M KOHTPOJb 3a
COONIOZICHMEM  YCTAHOBJIGHHOTO TMOpsiiKa paboThl € JIOKYMEHTaMH B  CTPYKTYPHBIX
NOJpa3/IeJICHUsAX MHCTUTYTAa OCYLIECTBIISIOTCS CEKPETapuaTOM HMHCTUTYTa B COOTBETCTBUU C
[TonoxkxeHneM O cekperapuare, ¢ HHCTPYKIUSMU O TMpaBax U O0SI3aHHOCTAX pPabOTHUKOB
YIPaBJICHHS JEJIaMU U HAcTOsAIEeH MHCTpyKIMEN 10 AEN0NpOrU3BOJACTBY.

1.9. @®ynknuu, 3amayu, 0OpaBa M OTBETCTBEHHOCTh CEKpeTapuaTa perjaMeHTUPYHOTCS
MIOJIO)KEHUEM O HEM, JOJKHOCTHBbIE O0A3aHHOCTHM pAaOOTHUKOB CEKpeTapuara U pabOTHUKOB,
OTBEUAIOLIUX 32 OpraHU3alui0 paboThl C JOKYMEHTAaMH B CTPYKTYPHBIX MOAPA3ICICHUIX
MHCTUTYTaa, yCTAHABJIMBAIOTCSI UHCTPYKLUSAMHU O MPaBax U 00s13aHHOCTSX.

1.10. HenocpeacTBeHHOE BeAEHUE JAEIONPOU3BOACTBA B CTPYKTYPHBIX IOAPA3/IECICHUIX
OCYIIECTBIISIETCS pAOOTHUKOM, Ha3HAYEHHBIM IPUKA30M pPEKTopa C  DJEKTPOHHBIMU
JOKYMEHTaMH, BKJIKOYasi HUX IMOArOTOBKY, PErHCTPALUI0, Y4YE€T, XPAHEHHE, MCIOJIb30BAaHUE U
KOHTPOJIb UCIIOJIHEHUS], OCYIIECTBIIIEMbIE C TIOMOIIbIO aBTOMATU3UPOBAHHBIX (KOMIIbIOTEPHBIX )
texHousiorui (cucrema KUIIP).

ABTOMAaTU3MPOBAaHHBIE TEXHOJIOTUU OOpabOTKH IOKYMEHTOB M JOKYMEHTHOW HH(popManuwu,
MPUMEHSIEMbIE B HHCTUTYTE, JOJDKHBI OTBEYaTh TPpeOOBaHUAM HacTosAel MHCTpyKimu.

1.5. TpeboBanusi UHCTpyKIIMU TIO ACJIOMPOU3BOACTBY HE PACIPOCTPAHSAIOTCS HA OpraHU3AIMIO
paboThI ¢ JOKYMEHTaMH, COJEPKALMMH CBEACHHUS, COCTABIISAIOIINE TOCYAAPCTBEHHYIO TalHY.
[Topsimox opraHu3alyy U BEJEHUSI CEKPETHOTO JEJIONPOU3BOICTBA B UHCTUTYTE OCYIIECTBIIAETCS
B COOTBeTCTBHHM ¢ WHCTpykmueil mo obecredeHHIO pexuma cekpeTHocTd B Poccuiickoit
®denepanny, yTBEpKIACHHOM mnocraHoBieHueM lIpaButensctBa Poccniickoit ®enepanuu oT
05.01.2004 Ne 3-1.

1.6. OcobeHHOCTH pabOThl ¢ JOKYMEHTaMH, COoAepKallluMU KOHQUACHIMATIbHYIO HH(pOpMAaILHIO
(cnyxeOHYI0O M HWHYIO TaiiHy, NepCOHaJbHbIE JaHHbIE), JOoKyMeHTamMu ¢ Tpudom «JICID»
pPEerylIupyroTCsl CHEUHMAJbHBIMU HOPMATUBHBIMU aKTaMU (MHCTPYKUMSIMH, TOJOXKEHHUIMH,
OpaBWIaMu) M ompenensiorcs B VHCTpyKIuM o Tmopsake oOpalieHus co  CIIy)KeOHOH
uH(popMaliell OrpaHMYEHHOro pacrnpocTpaHeHus: B MuHoOpHayku Poccun, yTBepkKIeHHOMN
npuka3zoM MunoOpHayku Poccun ot 30.12.2010 Ne 2233.

1.7. TpeboBanus WHCTpyKIMH IO AETONPOU3BOACTBY K paboTe ¢ OyXraaTrepckoil, Hay4HO-
TEXHUYECKOH W Jpyroi crenualbHOW TOKyMEHTAlUed paclpoCTpaHsIOTCS B YacTH OOLIMX
MIPUHIIUIIOB Pa0OTHI C TIOKYMEHTAaMH, a TAK)Ke MMOATOTOBKH JIOKYMEHTOB K Iepe/laye Ha apXUBHOE
XpaHEHHUeE.

1.8. Opranmsanus, BeICHHE U COBEPIIEHCTBOBAHNE CUCTEMBI JIOKYMEHTAIIMOHHOTO 00ECTICUCHHS
yIOpaBICHUS HAa OCHOBE €IUHOW TEXHMUYECKOM TIOJIMTUKM M HPUMEHEHUS COBPEMEHHBIX
TEXHUUYECKUX CPEACTB B paboTe ¢ JOKyMEHTaMH, METOJIUYECKOE PYKOBOJACTBO M KOHTPOJb 3a
COOJIIOJICHMEM  YCTAHOBJIEHHOTO TMOpsAAKa paboThl C JIOKYMEHTaMH B CTPYKTYPHBIX
MOJIpa3/IeNIeHUsIX MHCTUTYTA OCYIIECTBIISIIOTCS CEKPEeTapuaTOM HMHCTUTYTAa B COOTBETCTBUU C
UHCTPYKLUSAMH O TIpaBaX M OO0SI3aHHOCTSIX paOOTHUKOB CeKpeTapuaTa M HacTosIIel
WNHcTpyKnumen o 1eaonpon3BOACTBY.

1.9. ®ynknum, 3amaud, IpaBa M OTBETCTBEHHOCTb CEKpeTapuaTa perjJaMeHTHPYHOTCS
MOJIOKEHUEM, JIOJDKHOCTHBIE OO0S3aHHOCTH pPaOOTHHUKOB CeKpeTapwara U PabOTHUKOB,
OTBEYAIOIIUX 3a OPTraHU3alMI0O PabOThl C JOKYMEHTAaMH B CTPYKTYPHBIX IOApa3IeICHUIX
WHCTUTYTA, YCTAHABIIMBAIOTCS HHCTPYKIMSIMH O TIpaBax M 00sI3aHHOCTSIX.



2. PASPABOTKA, YTBEP’KTEHUE U BHECEHHUE
U3MEHEHUU B UHCTPYKIIUIO

Jns omnpeneneHus NPUHLUIOB TIOJUTUKH, IENbI0 KOTOPOH OJKHBI OBITH CO3JIaHUE U
NOJ/Iep)KaHUEe CHUCTEMbl YIPaBJICHUS JOKYMEHTAMH AayTEHTHYHBIMH, JOCTOBEPHBIMH U
INPUTOAHBIMH ISl HCIIOJIb30BAHUSA, CIOCOOHON MOJAEpPKHUBATh JIEIOBYIO JI€ATEIbHOCTh
MHCTUTYTA B 00JaCTH YIpPaBICHUS JOKYMEHTAMH, U U PeaTu3alyy 3TOW 33a]a4d B UHCTHTYTE
pa3palaThIBaeTCs HHCTPYKLIHUSA 10 JI€JIONPOU3BOJICTBY.
WMHCTpYKLIMS 1O JIENONPOM3BOJCTBY pPa3padaThIBACTCs CEKPETapHaTOM B COOTBETCTBHH C
[IpaBuiiamMu  Aenonpou3BOACTBa B (elepalibHBIX — OpraHax HCIOJHUTENBHON  BIACTH,
yYTBEPXKACHHbIMU NTocTaHoBIeHHEM lIpaBurensctBa Poccuiickoit @enepauun ot 15.06.2009 Ne
477, ¢ yd4eToM TOJIOKEHHH MeTOIuYecKuX pPEKOMEHAAIuK, YTBEPKICHHBIX MPUKA30M
PocapxuBa ot 23.12.2009 Ne 76, u ciennpuku paboThl HHCTUTYTA.
B cooTBeTcTBUU C HOpMATHUBHBIMU MTPABOBBIMU akTamMu Poccuiickoit denepanny HHCTPYKLIUS 110
JIEJIONPOU3BOJICTBY SIBIISIETCA O0S3aTENbHBIM JTOKYMEHTOM Uil MCIIOJHEHMS, 3aKpEIuIsieT
CUCTEMY JeJIONPOU3BOJICTBA U PErIaMEHTUPYET TEXHOJIOTHIO paOOThI C TOKYMEHTAMU HE TOJIBKO
CeKpeTapuaTa, HO ¥ BCceX paOOTHUKOB HHCTUTYTA.
WHCTpyKIUS 1O IETOMPOU3BOICTBY YTBEPKIACTCSI PEKTOPOM MHCTUTYTA U BBOJUTCS B JICHCTBUE
€ro IpUKa3oM.
YTBepxkaenHass WHCTpyKuus 1o JeNOMpPOM3BOACTBY JOBOJIUTCS IO CBEIEHUS CTPYKTYPHBIX
[0JIpa3/ieJIeHNH HHCTUTYTA MOCPEICTBOM 3JIEKTPOHHOM MOYTHI.
Buecenue wusmeHeHuii B WHCTpPYKIMIO 1O J€JIOMPOU3BOJCTBY OCYLIECTBISETCS MPUKA30M
pekropa.

3. OCHOBHBIE ITIOHATUA

JlokyMeHTHpPOBaHMe — (ukcanus HHQOpManMM Ha MaTepUalbHBIX HOCHTEISIX B IOPSJKE,
YCTaHOBJIEHHOM HacTosel MHCTpyKiel 1 HHBIMM HOPMAaTUBHBIMU MPAaBOBBIMU aKTaMU;
JeJI0NPOU3BO/ICTBO — JIEATEIILHOCTh, 00ECIIeUMBAOILAs CO3/1aHue O(PUIIUATIBHBIX JOKYMEHTOB U
OpraHu3aIuio paboThl C HUMU;

JAOKYMEHT — O(DUUHMAIBHBIA JOKYMEHT, CO3JaHHBI TOCYlapCTBEHHBIM OpPraHOM, OPraHOM
MECTHOIO CAaMOYIpABICHUS, IOPUAMYECKUM WIM (PU3MUYECKUM JIMIIOM, O(QOPMIICHHBI B
YCTQHOBJICHHOM TIOPSIIKE M BKIIIOYEHHBIM B JIOKyMEHTOOOOpOT (herepaibHOrO OpraHa
UCIIOJTHUTENIbHOH BIIACTH;

3J1eKTPOHHBIN TIOKYMEHT — JIOKyMEHT, B KOTOPOM HH(OpMaIis MpeicTaBlieHa B 3JIEKTPOHHO-
uudposoit popme;

aBTOP J0KYMeHTa — GU3NUECKOE WIH IOPUINYECKOE JIUII0, CO3/aBIlIee JOKYMEHT;

BUJ JOKYMEHTAa — MPHHAIJICKHOCTh IOKYMEHTa K OIpEAeNeHHOW TIpylnne JOKYMEHTOB IO
IIPU3HAKaM COJEPKAaHUS U LIEJIEBOT0 Ha3HAUEHUS;

opopMileHHEe [OKYMEHTAa — TIPOCTaBICHHE HEOOXOAUMBIX PEKBU3UTOB, YCTAHOBIIEHHBIX
IIpaBWJIaMU JOKYMEHTHUPOBAHUS;

3J1eKTPOHHAs HH(poBasi NMOANUCH — PEKBU3UT 3JIEKTPOHHOTO JOKYMEHTA, IpeIHa3HaYeHHBIN
JUISL 3alUThl JAHHOTO 3JIEKTPOHHOTO JOKYMEHTa OT MOJJIENIKH, MOJIYYEHHBIH B pe3ynbTare
KpunTorpaduueckoro mnpeoOpa3zoBaHus MHQOpPMAMK C HCHOJIb30BAaHUEM 3aKPBITOTO KII0Ya
ANIEKTPOHHOM 1M(POBOM MNOANMCH U MO3BOJAIOIIMKA  MIEHTHU(DUIUpPOBATH  BJaJesblLa
ceprudukaTa KiIro4a MOJANUCH, a TaKXK€ YCTAaHOBUTH OTCYTCTBHE HCKaXX€HUS HMH(pOpManuu B
AIIEKTPOHHOM JOKYMEHTE;

PEKBHM3HUT A0OKYMEHTA — 00s13aTENIbHBIN 3JIEMEHT 0(OpMIICHHS IOKYMEHTA;

0JIaHK [OKyMeHTa — Ha0op pEeKBU3UTOB, HACHTUPHUIMPYIOUIMX aBTOpa OQHUIHMATIHLHOTO
NUCbMEHHOTO JJOKYMEHTA;

NOAJIMHHUK JOKYMEHTA — IIEPBbII WIN €AMHCTBEHHBIN dK3EMIUIAP JOKYMEHTA,

KONUSl JOKYMEHTAa — JIOKYMEHT, MOJHOCTBbIO BOCIPOMU3BOIAIIMN HMH(OPMALMIO MOJUIMHHUKA
JIOKYMEHTA M €Tr0 BHEIIHUE NPU3HAKHN, HE UMEIOLINH IOpUINYECKON CUIIBI;



3aBepeHHasi KONMHUSl — KOMHUS JOKYMEHTAa, Ha KOTOPOM B COOTBETCTBHUM C YCTAHOBJIEHHBIM
MOPSIKOM MPOCTABIIAIOT HEOOXOIMMBIE PEKBU3UTHI, IPUAAIOIINE €i1 FOPUIUUECKYIO CUITY;
oOpanleHHe TIpakIaHMHA — HAIpPaBJICHHBIE B TOCYJIAPCTBEHHBIM OpraH, OpraH MECTHOIO
CaMOYIIPaBJICHUsI WM JOJDKHOCTHOMY JIMIY HHCBbMEHHBIE MPEIJIOKEHUE, 3asiBICHUE WU
kKayoba, a TaKKe YCTHOE OOpallleHHe Tpa)KIaHWHA B TOCYJAPCTBEHHBIN OpraH, OpraH MECTHOTO
CaMOYTIpaBJICHNUS,

OpUANYecKasl CHJIa JOKYMEHTa — CBOHCTBO OQUIIMAIBHOTO JOKYMEHTa, COOOIIaeMoe eMy
JIEHCTBYIOLIMM 3aKOHOJATEIbCTBOM, KOMIIETEHIIMEW M3JIaBIIErO €r0 OpraHa MU yCTAHOBJIEHHBIM
HOPSAKOM O0(hopMIICHHUS;

yHHUPUIHPOBaHHAA (pOPMa TOKYMEHTA — COBOKYIHOCTh PEKBHU3UTOB M THUIOBBIX (PparMeHTOB
TEKCTa JOKYMEHTa, YCTAHOBJICHHBIX B COOTBETCTBHHM C pEIIAeMBIMH B JIaHHOW cdepe
JEATEIbHOCTH 3a/ladaMUd M PACIOJOKEHHBIX B ONPENEIICHHOM IOPSAKE Ha HOCHUTENE
uHpOpMaLnu;

madaon Oaanka (yHuduuupoBaHHoii d¢opmMbl JOKyMeHTa) — OJaHK JOKyMEHTa
(yaudunupoBanHas GopMa JOKYMEHTA), TPEICTABICHHBIN B JJIGKTPOHHOUN QopMme;
AOKYMEHTO000pOT — ABMKEHUE JOKYMEHTOB C MOMEHTa MX CO3/IaHUsl WIM TOJYYEHHUS A0
3aBEPIICHHS UCTIOJIHEHUS, IOMEIICHUS B JIeJI0 U (WJIH) OTIPABKY,

00beM [OKYMEHT0000pOTa — KOJMYECTBO JIOKYMEHTOB, IMOCTYNHMBIIMX B OpPraHU3ALMIO U
CO3/IAHHBIX €0 32 ONPEEIECHHbBIN MEPUO/T;

perucTpanus J0KyMeHTa — IPUCBOCHUE JOKYMEHTY PErHCTPAllMOHHOTO HOMEpa U 3aluch B
YCTaHOBJICHHOM TNOPSIJKE CBEACHUN O JOKYMEHTE;

HOMEHKJIATYpa JieJl — CUCTEeMaTU3UPOBAaHHBIN NEepeYeHb HAMMEHOBAHUH /e, POpMHUPYEMBIX B
beneparbHOM OpraHe UCIIOJIHUTEIBHON BIACTH, C YKa3aHUEM CPOKOB X XPAHCHUS;

JKCIEPTHU3Aa LEHHOCTH JOKYMEHTOB — H3Y4YCHUE JOKYMEHTOB Ha OCHOBAHMHM KPUTEPHUEB HX
[IEHHOCTHU B IIEJISX ONPENCTICHHS CPOKOB XpAaHEHHS JOKYMEHTOB M 0TOOpa MX JUIsl BKIIFOUCHUS B
coctaB ApxuBHoro ¢onaa Poccuiickoii @eneparuu;

JeJI0 — COBOKYITHOCTh JJOKYMEHTOB WJIM OTJEJIbHBIN JOKYMEHT, OTHOCAIIMECS K OJTHOMY BOIIPOCY
WJIM YYaCTKY AESTENIbHOCTH UHCTUTYTA;

(¢opmupoBaHue ejia — TPYNIUPOBKA HUCIOTHEHHBIX JIOKYMEHTOB B JIEJI0O B COOTBETCTBHH C
HOMEHKJIATypOH /e

cJ1yk0a 1e10Npou3BOACTBA — CTPYKTYPHOE TO/Apa3ielieHrne, Ha KOTOPOe BO3JI0KEHBI (PYHKITUU
10 BEJICHMIO JEJIONPOU3BOICTBA, a TAK)KE JIMIA, OTBETCTBEHHbIE 32 BEJICHUE JEIONPOU3BOACTBA
B IPYTUX CTPYKTYPHBIX MOJIPA3AEICHUSIX HHCTUTYTA.

4. CO3JAHUE JOKYMEHTOB B UHCTUTYTE

4.1. Bi1aHKM 10KYMEHTOB

brnaHku 1OKyMEHTOB pa3palaThIBalOTCSI Ha OCHOBE YIJIOBOTO HJIM MPOAOJIBHOTO BapHUaHTOB
pacrosoXkeHus: peKBU3UTOB. [Ipu yrimoBoM BapHaHTe PEKBU3UTHI OJlaHKA pacrojiaralorcs B
BEPXHEM JIEBOM YTy, IIPU IPOJOIBHOM — IIOCEPEINHE JINCTA BAOIb BEPXHETO MOJIS.
JIoKyMeHTBI, co3/1aBaeMble B HHCTUTYTE, JOJKHBI 0QOPMIISTHCS Ha OJaHKaX MHCTUTYTAa U UMETh
YCTQHOBJICHHBI KOMIUIEKC 00s3aTelIbHBIX PEKBU3UTOB U  CTAOWIBHBIA MOPSAOK HX
pacroI0XKeHHs.

Pacnonoxenue peKkBU3UTOB Ha OJIaHKAaX OPraHMW3alMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB
noixHO coorBeTcTBOBaTh 'OCTy P 6.30-2003 «YHu(UIMPOBAHHBIE CHCTEMBI TOKYMEHTAIIUH.
YHUGHUIMPOBaHHAs CUCTEMA OPraHU3allMOHHO-PACTIOPIIUTENFHON JOKyMeHTauuu. TpeGoBaHus
K odopMIICHHIO JOKYMEHTOB», BBemeHHoMy B aeiictBue 01.07.2003, wu I[IpaBunam
JIeNIOTIPOU3BOJICTBa B (heiepalbHBIX OpraHax HCHOJHHUTENbHON BIACTH, YTBEPkKIAECHHBIM
nocranoBieHueM [IpaBurensctBa Poccuiickoit @enepannu ot 15.06.2009 Ne 477.

Kaxnplii nmuct nokymeHTa, oOpMIICHHBIM Kak Ha OJlaHKe, Tak M 0e3 Hero, MOJDKEH HMMETh
CIIEAYIOUIME Pa3MeEPhI MOJICH:

20-30 MM - 1eBOe (HA TOKYMEHTAX MOCTOSTHHOTO XpaHeHust — 30 Mm);



10-15 mmM - npaBoe;

20 MM - HIJKHeE;

20 MM - BepxHee.

B uHCTHTYTE yCTaHOBIJICHBI CIEAYIOUINE BUIbI OJaHKOB:

0JIaHK aKTa o repeaaue e Ipy yBOJIbHEHUHN

paboTHMKA, OTBETCTBEHHOTO 32 JIEIOMPOU3BOJICTBO,

U PYKOBOJUTEINS CTpYKTYpHOro noapasaenenus (Ilpuioxenue Ne 2)

Omank npukasa (Ilpusioxenue Ne 3)

oank pacnopsbkenus (Ilpunoxenue Ne 4)

Ostank nostHOTO TIpoTokoia (Ilpuiio:kenue Ne 5)

Osank kpatkoro npotokoia (Ilpuiro:xkenue Ne 6)

OstaHK BbIUCKH 13 ipoTokosa (Ilpusioxenne Ne 7)

o0mmuii 6J1TaHK HHCTUTYTA,

Onank c¢ npumeHeHueM KonoHTuTyida (Ilpuiaoxenue Ne 8) Omank ciyxeOHOro (eI0BOrO)
nuceMa (Ilpunoxkenne Ne 9)

OJIaHK yKa3aHUs MO UCIIOJIHEHUIO JOKYMEHTA

(pe3omronus) (Ipusioxenune Ne 10)

nuct — 3aBeputedb (Ipuiaoxkenne Ne 11)

JEJIO Ne (o610%xKka) (ITpuioxenue Ne 12)

O5aHK «AKT 0 miepeiaye TOKyMEHTOB ITOCTOSTHHOTO

U anuTenbHoro (cBbliie 10 j1eT) XxpaHeHus B apXuB

uHctutyta» (Ilpunoxenne Ne 13)

0s1aHK «AKT 00 YHUYTOXXEHUU KOHTPOJIbHBIX,

pacueTHO-TpaUUECKUX U KypCOBBIX paboT

(mpoekToB) 1o kadeape» (IIpusioxkenue Ne 14)

OJ1aHK «AKT O BBIJICJIEHUH K CITUCAHUIO JJOKYMEHTOB,

He nojexamux xpaHeHnto B » (Ilpuiroxkenue Ne 15)

OnaHK «AKT 0 Tiepeiade TUIIOMHBIX TPOEKTOB

B apxuB uHcTUTyTa» (Ilpnioxenne Ne 16)

OnaHk «AKT 0 HeOOHapYKEHUU JieT, MyTH

po3bicka KoTopbix ucuepnans (Ipuiaoxkenune Ne 17)

Ynorpebdaenue 0JJaHKOB NPOM3BOJIbHON (POPMBI He pa3pemiaercsi. 3aKa3 Ha U3TOTOBJICHHE
0JIAaHKOB TMPOMU3BOJUTCA Uepe3 cCeKperapuaT. 3aka3 Ha OJIAHKH MOXET OBbITh HCIOIHEH ¢
MIPUMEHEHHUEM OPITEXHUKH IMOCPEACTBOM SJIEKTPOHHOM MOYTHI.

IIpu BegeHUM TiepenMCKM MeKAYy CTPYKTYPHBIMH NOJApPa3jieJIeHUSIMH HHCTUTYTA
3anpemaercs UCIoJb30BaHNe YIJIOBBIX 0JIAHKOB (0J1aHKOB MUCEM) HHCTUTYTA.

4.2. CocTaB 10KyMEHTOB HHCTHTYTA

4.2.1. B 1eATEJBbHOCTH MHCTHTYTA CO3JAIOTCH KOMILIEKCbI JOKYMEHTOB, OTHOCSIIIMECH K
cucremMam:

- OpPraHM3allMOHHO-TIPABOBOM [JOKYMEHTAIMM: YCTaB, OpraHu3alMOHHAs CTPYKTypa
WHCTUTYTa, KOJUJIEKTUBHBIM JOTOBOp, IITATHOE pACIHUCAaHUE, IMOJIOKEHHUS O CTPYKTYPHBIX
MOAPA3/ICNCHUSX, KOJJIETHAIIbHBIX W COBEIIATENbHBIX OpraHax, I[paBuja, MOJOXKEHUs,
UHCTPYKILUHU, pPErJaMeHTHPYIOIIUE OTAENbHbIE HaNpaBlIEHUS JIE€ATEIbHOCTH HHCTUTYTA,
WHCTPYKIIMH O MIpaBaX U 00S3aHHOCTSIX PaOOTHHUKOB;

- OPraHM3aLMOHHO-PACTIOPAANTENbHON JOKYMEHTAUMU: PUKA3bl U PAaCHOPSIKEHHUS peKTopa
U IIPOPEKTOPOB; PELIEHHs] YYEHOTO M PEKTOPCKOTO COBETOB; PELICHMSI COBETOB CTPYKTYPHBIX
MOJIpa3/ielIeHNni; pPEIIEHUs] COBETOB IO pPAa3IMYHbIM BHUAAM JEATEIbHOCTH; PACIOPSKEHUS
JIEKAHOB;

- IVIAHOBOM JOKYMEeHTAIlMHU: IPOTPAMMBbI, IJIaHbL, TpaduKH;

- OTYETHOM JOKYMEHTANMHU: OTYETH] (CTATUCTUYECKUE, BEIOMCTBEHHBIE,
BHYTPUUHCTUTYTCKHUE), CIIPABKH OTUYETHOTO XapaKTepa;



- HH(pOPMALHOHHO-CIIPABOYHOI JTOKYMEHTALMM: ITPOTOKOJIBI, aKThI, aHATUTUIECKHUE CIPABKH,
JNOKJIagHble M CIYXeOHbIe 3alMCKH, NpPEICTaBJICHUSA, 3asBICHHs, JAefoBas (ciyxeOHas)
nepenucka u ap.;

- JOTrOBOPHON /JOKYMEHTAIIMH: JIOTOBOPHI T'PakJaHCKO-NPABOBbIE U JOTOBOPHl B cepe
TPYAOBBIX OTHOIICHUH, COTJIAIICHUS, KOHTPAKTHI;

- JOKYMEHTAalHHW, OTpaxarwlued o0pa3oBaTelbHBIA MpoLECC B HMHCTUTYTE: 3a4yeTHBIC,
9K3aMEHAIMOHHbIE BEJIOMOCTH; CIIUCKH, SK3aMEHAIIMOHHBIE OMIICTHI U JIp.

4.2.2. B nemsx 3¢g¢GeKTUBHOTO HCIOIL30BAHUS MHOXXHTEIIBHOW M KOMITBIOTEPHOM TEXHHUKHU B
MHCTUTYTE YCTAHABIMBAIOTCS €AMHBIC TMpaBWwia OQOPMICHHS JIOKYMEHTOB, KOTOpBIE
YTBEPKAAIOT CTAOMJIBHBIM COCTaB PEKBU3UTOB, UX pACIONOKEHHE U  OpOpMIICHHUE,
o0ecrieunBarOT IOPUAMYECKYI0 CHJy JOKYMEHTOB, OIIEpaTMBHOE M KAa4eCTBEHHOE HX
HCIIOJTHEHHE, MOMCK ¥ BO3MOXXHOCTh aBTOMAaTU3HUPOBAaHHONW 00pabOTKH JOKYMEHTOB.

JUis cokpameHuss KOJIMYecTBa NMPUMEHAEMBIX (OpPM JOKYMEHTOB B WMHCTHTYTE pa3pabOTaHbI
yHuuuupoBanubie (popmbl 10KyMeHTOB (Y DJI).

4.2.3. Y®J Bxmovarorcs B Tabenb YHH(DUIMPOBAHHBIX (OPM JOKYMEHTOB HWHCTUTYTa —
NepeyeHb pa3pelieHHBIX K MPUMEHEHUI0 (OpM JOKYMEHTOB, YKa3aHHBIX B MPHIOKEHUAX
JTAHHOW MHCTPYKLHUH.

Benenue Ttalens, BHeCeHHME B HEro H3MEHEHUH, KOHTPOIb 3a MPUMEHEHHEM OJaHKOB
OCYILIECTBIISIET CEKpeTapuar.

4.3. IlpaBuiia opranu3auuu padorTsl ¢ JOKYyMEHTAMU

4.3.1. Pabora ¢ nokyMeHTamu, pa3padaTblBa€MbIMU JIOJKHOCTHBIMM JUIAMH (CTPYKTYPHBIMU
MOJIpa3ielIeHUus M) UHCTUTYTA B LENSAX OOEcCreueHus: yNpaBiICHUECKUX PELICHUH U JeHCTBUMN
BHYTPEHHET0 XapaKTepa, Ipe/oiaraer:

a) MOATOTOBKY MPOEKTa JOKYMEHTA;

0) perakTUpOBaHKE TEKCTA IPOEKTa JOKYMEHTA,

B) COIJIacOBaHME MPOEKTa JOKYMEHTA;

T') 10pabOTKa MPOEKTa JOKYMEHTA 110 3aME4YaHUsIM;

1) opopMIIEHHE OKOHYATEIBHOTO TEKCTa MPOEKTa TIOKYMEHTA;

€) yrBepKJeHue (IIOANNCaHue) TOKYMEHTa;

) PErUCTpaLtIO JOKYMEHTa,;

3) TUPAKUPOBAHUE JOKYMEHTA,

M) mepenadyy pabodyMx OHK3EMIUIAPOB JOKYMEHTAa COOTBETCTBYIOIIMM JOJKHOCTHBIM JIMLIAM
(CTPYKTYpHBIM MOJpPA3AEICHUSIM) Ui NPUMEHEHUS B MPAKTUYECKOM NEATENbHOCTH WM JUIS
UCTIOJIHEHUS IOKYMEHTA;

K) IOMEIIEHNE KOHTPOJIBHOTO dK3EMIUISIpa JOKYMEHTA B JIENO;

Jq) mocieayrollee XpaHeHHe U paboTy ¢ JOKYMEHTOM (10 meperayd ero B apXWB WIM Ha
YHUUTOKEHUE).

4.3.2. IlonroroBKka nmpoeKTa JOKYMEeHTa MPOU3BOJIUTCS PaOOTHUKOM, OTBETCTBEHHBIM 3a €TI0
HCIIOJTHEHHE:

a) MO pAacIopsHKeHUIO0 (yKa3aHHWIO) JOJDKHOCTHOTO JIMIIAa HMHCTHTYTa, KOTOPOMY THOIYMHEH
JIAaHHBIN paOOTHUK;

0) B MHUITUATUBHOM TIOPSIIKE;

B) BO HCITOJIHEHUE paHee MOJyYEeHHOrO JOKYMEHTA.

[Ipy moOArOTOBKE MpOEKTa IOKYMEHTAa OTBETCTBEHHBIM MCIIOJHUTENb ONpeaenseT oOmui
MOPSAJOK HCIIOJIHEHUS U, MCXOJS M3 3TOr0, pacrpeienseT 00s3aHHOCTH MEXIY OCTalbHBIMU
UCTIOJIHUTENISIMY, Y4YacTBYIOIIMMU B pa0oTe HaJ MNPOEKTOM JOKyMeHTa. Jljii MOATrOTOBKU
MPOEKTa JOKYMEHTA UCIIOIb3YIOTCS:

a) TunoBble (yHHU(PUUIUPOBAaHHBIE) (OPMBI JOKYMEHTOB, pa3pabdOTaHHblE B WHCTUTYTE IS
MOJTOTOBKU JJOKYMEHTOB, OIPEEICHHOTO BUA;

0) MaTepHabl 1€JI0BOM MEPEMUCKHU IO BOIIPOCY, COCTABISAIOLIEMY NPeaMET (TEMY) JOKYMEHTA;



B) TOJIOKEHUSI 3akoHojaTenbcTBa Poccuiickoit denepanuu, periaMeHTHUPYIOIIUE BOIMPOCHI
NESTENIbHOCTH ~ MHCTUTYTa  (CTPYKTYPHOTO  MOJApA3[eNeHUs,  JOHDKHOCTHOTO  JIMIA),
COCTABJISIIOLIEH TTPeAMET (TeMY) IOKYMEHTA;

r) TpeboBaHMUS JOKYMEHTOB, pErVIAMEHTUPYIOLIUE BOMPOCHl JIEATEIbHOCTH HHCTUTYTA
(CTpyKTYypHOrO MOJpa3feieHus, JOHKHOCTHOIO JIMIA), COCTaBIIAIONICH mpeaMer (TeMy)
JIOKYMEHTA.

4.3.3. PejakTnpoBaHne TEKCTa MPOEKTA JOKYMEHTA IPOU3BOAUTCS C LIEIIBIO:

a) YTOYHEHHUS (JOTOIHEHUS) €r0 CTPYKTYPBI U COJEPKAHUS;

0) COKpallleHUs TEKCTA, TaK KaK TOYHOCTh JOKYMEHTa HEPa3pbIBHO CBSI3aHA C €r0 KPATKOCTBIO;

B) BBIABJIICHHMSI M MCKIIIOUEHUS U3 TeKcTa opdorpaduyeckux, CUHTAKCHUYECKUX, CMBICIOBBIX,
(aKTOJOTMUECKUX M MHBIX OLIMOOK, MCKAXKAIOIIMX COAEp)KaHUE TOKYMEHTA U 3aTPyTHSIOMINX
€ro BOCIIPUSITUE U U3yUYEHHE B MPOIIECCEe O3HAKOMIICHUS C HUM ajJpecara.

YTouHeHue (I0NOJHEHNE) CTPYKTYPBI U COJIEPKaHUs TEKCTa IIPOEKTA IOKyMEHTa ITPOU3BOINUTCS
B Ipollecce YTeHHs] OYMa)KHOT'O OpPHUTHMHANA WM B 3JEKTPOHHOM BapHaHTE W BHECEHHS B HETO
COOTBETCTBYIOILIMX NOMETOK (3amedanuii). [lo pesynbraraM penakTHpOBaHHUS TEKCTa MPOEKTa
JIOKYMEHTa BHOCHUTCS MIPaBKa.

4.3.4. 3aBepmiaeT Mporeaypy PEIaKTUPOBAHHS €r0 KOHTPOJIbHAS pacredyaTka. JTOT BapUaHT
TEKCTa ClielyeT BHUMATENbHO MPOYUTATh JI0 TOTO, KaK OTHPAaBUTh MPOEKT JOKYMEHTa Ha
COIJIACOBAHHUE.

4.3.5. Odopmienue mnpoekTta JOKYMEHTa MHPOU3BOJUTCS B COOTBETCTBHUH C TpPEOOBAHUAMU
WucTpykmn u Cc  ydyeToM TpeOOBaHUM, MpenbsABIsSEMbIX YyKa3aHHONM WHceTpykumen k
KOHKPETHBIM BUJIaM JIOKYMEHTOB.

4.3.6. Ilpu mnpueme OQGOPMICHHOTO TMPOCKTa JTOKyMEHTa pPAOOTHHK O00sI3aH TIPOBEPHTH
MPAaBUIBHOCTH €ro O(OPMIICHUS M IPU HEOOXOAMMOCTH MOTPeGOBATh YCTPAHEHHS UMEIOIINXCS
B 0()OPMIIEHUHU ITPOEKTA JOKYMEHTa HEJOCTATKOB.

4.3.7. IIpoekT noKyMeHTa, O(hOPMIIEHHBIH HaJIeKallUM 00pa3oM, MepeaeTcs CeKpeTapro JUis
IpEJICTaBICHNS HA NMOANUCH (YTBep:KIeHNe) PYKOBOICTBY HHCTUTYTA.

4.4. OpopmiieHrE PEKBU3UTOB JOKYMEHTOB

JIOKyMEeHTBI, coO3/1aBaéMble HMHCTHUTYTOM, MMEIOT CTaOWJIBHBIM COCTaB PEKBU3UTOB, MX
pacrionio)keHue U opopmiieHue. JIOKYMEHT HMeEeT MOPUAMYECKYI0 CHIIy MpH HaJIUYUH
PEKBHU3UTOB, 00sI3aTENbHBIX U1 JAHHOTO BUJIA JIOKYMEHTA: HAMMEHOBaHNE MHCTUTYTA, Ha3BaHHE
BUJa JOKyMeHTa (YHUGUIMPOBAHHOM (OpPMBI JTOKYMEHTa), JlaTa, PErUCTPALlMOHHBIA HOMED,
aHHOTAaLUA JOKYMEHTA, TEKCT, BU3bI, IOANKCH, pacin(ppoBKa MOIUCH.

[Tpu moaroToBKE JOKYMEHTOB NpUMeEHseTcst TeKcToBbIi pegakTop Word for Windows Bepcuu ot
6.0 u BbIlIE ¢ Ucioab30BaHUEM MIpupToB Times New Roman pazmepom Ne 12 (st odpopmienust
TaOJMYHBIX MaTepuanoB), pazmepoM Ne 14 s Bcex OCTalbHBIX BUAOB JIOKYMEHTOB uepe3 1
MEXCTPOYHBIM HHTEPBAJL.

TekcThl meyararoTcs OT JIEBOM I'PAHUIBI TEKCTOBOTO MOJISI M BBIPABHUBAIOTCS 110 JIEBOM U NPaBOM
TpaHUIlaM TEKCTOBOTO TOJIA (IO IMUPHUHE CTPAHUITBI).

[TepBas cTpoka a03aia HauUMHaeTCs Ha paccTosHuU 1,25 cM (1ectas OyKkBa) OT JIEBOM I'paHHIIBI
TEKCTOBOTO TOJIS.

B mporecce noaroToBku u opopMieHUs MPOEKTOB JOKYMEHTOB COCTAB PEKBU3UTOB MOXKET OBITH
JIOTIOJTHEH JIPYTUMH PEKBU3UTAaMU, €CIIM TOT0 TpeOyeT Ha3HaueHUe JOKYMEHTa, ero oopadoTka u
T.J.

VYcTaHOBIIEH CENYIOIUNA COCTaB PEKBU3UTOB JOKYMEHTOB HHCTUTYTA!

a) HAMMEHOBAHUE YUpPEaUTENS

0) JOroTUIl UHCTUTYTA,

B) HAMMEHOBAaHUE WHCTUTYTA,

T') JOJKHOCTB JIMLA — aBTOPa JJOKYMEHTA;

1) IOANKCH JOJKHOCTHOTO JIUIIA;

€) BUJ IOKYMECHTA;

’K) MECTO COCTaBJIEHUs (M3/1aHUs) JOKYMEHTA;



3) CipaBOYHbBIE TaHHBIE 00 UHCTHUTYTE,;

1) ajipecar;

K) JAaTa JOKYMEHTa;

J) PErUCTPALlMOHHBIN HOMEp TOKYMEHTA;

M) HaUMEHOBaHHE JTMOO0 aHHOTAIMS JOKYMEHTA;

H) TEKCT JOKYMEHTA;

0) CChUIKA HA UCXOISALIMN HOMED U JaTy JOKYMEHTA aJpecanTa;

1) OTMETKA O HAJIMYUU IPUIIOKEHUI];

p) Tpud coraacoBaHmus;

¢) rpud yTBEpKICHHS;

C) BU3a;

y) OTTHUCK TI€YaTH;

¢) oTMETKA O 3aBepEHUU KOTIHH;

X) OTMETKa 00 HCIIOTHUTEIE;

11) YKa3aHMsl 110 UCIIOJIHEHUIO IOKYMEHTA (Pe30Itous);

4) OTMETKa O KOHTPOJIE JOKYMEHTA;

1I) OTMETKA 00 UCIIOJIHEHUU I0KYMEHTA;

111) OTMETKa 0 KOH(UIEHIUAIBHOCTH, KOTOpast 0(popMIIIETCsl B COOTBETCTBUH C NPaBHIIaMH;

9) OTMETKA O MOCTYILJICHUHU.

Kpome mnepedncieHHbIX PEeKBU3UTOB, NMPH HOArOTOBKE JTOKYMEHTOB M B Ipolecce padoThl ¢
JOKYMEHTaMH MOTYT HCIOJB30BAThCS JAPYrHe PEKBH3UTHI, HampuMmep: OTMETKH «CpodHOoY,
«OnepatuBHO», «IloanexuT Bo3BpaTy».

4.4.1. HaumeHOBaHUE UHCTUTYTa

HanmeHoBaHME MHCTHTYTa YKa3bIBaeTCd B TOYHOM COOTBETCTBUM C YCTaBOM MHCTHUTYTA.
CoxkpallleHHOE HAaMMEHOBaHHUE IIOMEIIAETCS B CKOOKaX BCJIe 3a MOJTHBIM HAUMEHOBAaHUEM.
HanmeHnoBaHMe MHCTUTYTa HAa PYCCKOM SI3bIKE:

MOJIHOE — YacTHOe y4dpeskieHue Bbicuiero odpazoBaHusi «MHCTUTYT rocyiapcTBeHHOI0
aIMHHUCTPHPOBAHUS;

cokpaiienHoe — Y BO «UT A».

4.4.2. JIoMKHOCTD JIUIa — aBTOpa IOKYMEHTA

JlomkHOCTR JMIa — aBTOpa JOKYMEHTa YKa3blBaeTcs B OJaHKax IUCEM, HMMEIOLIUX MpaBo
UCIOJIb30BaTh OJaHKH MUCEM YCTAHOBJICHHOTO 00pasla.

4.4.3. CnipaBouHble JaHHBIE 00 UHCTUTYTE

CripaBouHble JaHHbIE YKa3bIBAIOTCS B OJIaHKAaxX CIYXEOHBIX NHCEM M BKJIIOYAIOT B ceOs:
NOYTOBBIN afpec nHCTUTYTA (JleHnHckui npocnekT, a. 80, r. Mocksa 119261), Homep Tenedona
8(499) 131-95-24, dpakca 8(499) 131-99-79 odunmansHbIil agpec 31ekTpoHHO# mouth! (E—mail:
info@iga.ru)/

4.4.4. Bun noxymeHra

Bun nmoxkymeHTa JTOMDKEH COOTBETCTBOBATh €ro  COJAEpKaHHI0, ¢GopMaM JOKYMEHTOB,
IpUMeHsieMbIX B By3e. HaumeHnoBanue Buna uszgasaemoro nokymenra (IIPUKA3, ITIPOTOKOJI,
CIYXXEBHAS  3AIIMCKA, JOKJIAJHAA  3AIIMCKA) Bkmowaercss B OJaHK
COOTBETCTBYIOLIIETO BHJAa JOKYMEHTOB WJIM YKa3bIBAE€TCS COCTABUTEIEM IIPH IOATOTOBKE
JIOKYMEHTa U 0OpMIISIETCS ITPONUCHBIMU OyKBaMH C BbIpAaBHUBAHHMEM I10 IIEHTPY 0e3 a03alHoro
oTcTyma.

HaumeHoBaHue Bua U pa3HOBUJHOCTU JOKYMEHTa HE YKa3bIBAE€TCS B CIY)KEOHBIX (I€JIOBBIX)
nucbMax (KpoMe TapaHTHUIHBIX TTHCEM).

4.4.5. Mecto coctaBiieHus (U31aHUs) JOKYMEHTa

Mecto coctaBneHus (M34aHus) JOKYMEHTa yKa3bIBaeTCs B OJIaHKaX JOKYMEHTOB MHCTUTYTA.
4.4.6. lata nokyMeHTa

Jaroil nokymMeHTa sBIsSETCS JaTa ero NOoANHcaHus (IPUKa3bl, pPACHOpSDKEHUs, IUChMA,
CIIy’K€OHBIE 3aIIMCKH, aKThI U Ap.); U TOKYMEHTAa, IPUHUMAEMOI0 KOJIJIETHAIbHBIM OpraHOM, —
JlaTa ero MPUHATHUS; ISl JOKYMEHTa, TPeOyIOIero ero yrBepKIAeHUs, — JaTa ero yTBep KICHHs



(MHCTpYKLMsI, IIpaBWJIa, PEIVIAMEHT, IUIaH, IIOJIOXKEHHWE, OTYET); JUlsl INPOTOKOJIIOB — Jara
cOOBITHSI, 3aQUKCUPOBAHHOTO B IOKYMEHTE.

JlaTa 1oKyMeHTa MPOCTaBISAETCS JOKHOCTHBIM JIMIIOM, OAIUCHIBAIOIINM WU YTBEP KAAI0IIUM
JOKYMEHT, WJIU YIpPaBJIEHUEM JeJaMH MpPH PErucTpaluu AOKYMEHTa, WM HENOCPEJACTBEHHO
COCTaBHUTEJIEM IIPU MOJATOTOBKE JOKYMEHTA (JOKJIAAHasA, CIIyKeOHas 3amucKa, 3asBICHHE).

Jis  TOKYMEHTOB, COCTaBJICHHBIX OJHOBPEMEHHO HECKOJIbKMMHU OpraHHU3alusIMH, JaTou
JIOKYMEHTA SBIISICTCA JaTa MOANMCAHUS €TI0 IIOCIIEIHEN OpraHu3auei.

Jara nmonmucaHusi, yTBepkACHUS, COTJIACOBaHMS JOKYMEHTA, a TakKe JIaThl, CoAepKaluecs B
TEKCTE, JOJDKHBI 0POPMIIATHCS TUPPOBBIM CIIOCOOOM.

Jaty nokymeHTa ohopMIIsIOT:

apabckumu nudpamMu B MOCIEAOBATENFHOCTH: JACHb MECsIa, MECSI], T0Jl B OAHY CTPOKY. JleHb
Mecsia U Mecsal opOopMIISIIOT ABYMsI mapamu apaOckux 1udp, pa3feleHHbIMU TOYKOW; TOf —
4yeTeIpbMs apabckumu mudpamu: 18.01.2011.

cioBecHO-IU(PpoBBIM criocobom, Hanpumep: 18 suBaps 2011 r.

ITepeHnoc (pa3pbIB) 1aThI € O/IHOI CTPOKM Ha APYI'YI0 CTPOKY He J0IyCKaeTCcs.

B Tekctax [OKYMEHTOB, cOJAEpKallMX CBeIAeHHS (UHAHCOBOTO XapakTepa, MPUMEHSETCS
cioBecHO-1M(poBoii criocod opopmuerus aat: 02 ¢pespans 2000 T.

Ecnu mopsiaxoBelii HOMEp Mecslla WIM JeHb COCTOSAT M3 OJHOW IU(PHI, TO Mepea HUMHU
npocrasisiercs 0. Hampumep, 1 urons 2001 rona cienyer opopmisate: 01.06.2001 wmum 01 urons
2001 r.

[Ipu ccbuike B TEKCTE Ha MPABOBOM aKT MM MHOM JIOKYMEHT JlaTa o(OpMIISIETCS CIIeNYIOUIUM
obpazom: VYka3 Ilpesmmentra Poccuiickori ®enepanuu ot 12.01.2011 Ne 1919 wmnm VYka3
ITpesunenta Poccuiickoit @enepaunu ot 12 susaps 2011 r. Ne 1919.

Bce ciyxeOHble OTMETKH Ha JOKYMEHTE, CBS3aHHBIE C €ro MPOXOXKICHHUEM M HCIOJHEHUEM,
JATUPYIOTCS, MOANUCHIBAIOTCS JOJDKHOCTHBIM JIMLIOM, U ITPOCTABIISETCS paciinpoBKa MOAMUCH.
4.4.7. PerucTpanMoOHHbIN HOMepP JOKYMEHTA

PerncrpannoHHblii HOMep [JAOKYMEHTa IIPOCTABIISETCS B COOTBETCTBUHM C CHUCTEMOM
PETUCTPALIMN, IPUHATON B HUHCTUTYTE.

PerncrpanuoHHblii HOMep NpHCBaMBaeTCsl [OKYMEHTY [ocje ero MNOANHCAHUSA
(YyrBep:xaeHus).

PeructpaiimonHslii HOMEp TOKYMEHTa, U3JaHHOI'O COBMECTHO C JPYIroM OopraHu3anuei, COCTOUT
U3 pa3leJCHHBIX KOCOW YEpPTOM PETHCTPALMOHHBIX HOMEPOB, IIPUCBOECHHBIX OPraHU3alUsMU-
aBTOpaMHU JIOKYMEHTa U pACHOJIOKEHHBIX B IIOCJIEIOBATEIbHOCTH, COOTBETCTBYIOIIEH
0003HauEHNIO HAMMEHOBAHHH OpraHu3aluil B 3aroJJI0BOYHOM YacTH TIOKyMEHTA.

4.4.8. CcpliIka Ha HCXOASIIIMI HOMeP M ATy JOKYMEHTa

Ccpulka Ha HCXOJAIIMK PErMCTPAllMOHHBIM HOMEp M JaTy JOKYMEHTa BKJIKOYAETCS B COCTaB
PEKBU3UTOB OJIaHKa MHUChbMa, KOTOpasi MPOCTABJIAETCSA HCIOJHUTENIEM MPH MOATOTOBKE MHChbMa-
OTBETA.

[Ipu odopmieHHH OTBETHBIX NHCEM MPHUBOJIUTCS CChUIKA HAa HOMEP U JIaTy BXOJSIIETO
JIOKYMEHTa, Ha KOTOPO€E JTa€TCs OTBET.

Hampuwmep,

Ha Ne 25-1785 ot 30.03.2010.

Jlajiee B TeKcTe NMCHhMA CCHIJIKA HA HCXOASALIUI HOMEP U 1aTy JOKYMEHTA He YKa3bIBaeTcs.
4.4.9. Anpecart

JIOKyMEHTBI apecyloT B OpraHbl BJIacTH, OpPraHU3aIUsaM, TOJDKHOCTHBIM JIMIAM, CTPYKTYPHBIM
NOZIpa3ieNICHUsIM, TPaklaHaM.

IpaBuia oka3aHuss yCJyr TMOYTOBOM  CBfI3M, yTBepxkAeHHble [locTraHoBIEHHEM
[TpaButenscTBa Poccuiickoit @enepauuu ot 15.04.2005 Ne 221 «O6 yrBepkaenun IlpaBun
OKa3aHUs YCIYr TOYTOBOM cBsi3u» (nanee — IlpaBuna) ompenensioT MOPSAOK HANMMCAHUSA
MOYTOBBIX aJIPECOB, BKIJIIOYAIOMIMK HCIIONB30BaHUE 00s3aTeNbHBIX JIIEMEHTOB aJpeca |
OTIpe/IeNIEHHYIO TOCJIeI0BAaTEIbHOCTh UX PACIHOJIOKEHUSI, OH COOTBETCTBYET MEXAYHApOIHBIM
IIpaBUJIaM HallMCAHUS aJJpECOB.
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Anpeca MUIITyTCs HE TOJIBKO Ha KOHBEPTaX, OHU MOTYT MPOCTABIATHCS U HA CAMUX JOKYMEHTAX,
HampuMep, Ha CIYXeOHbIX IHChbMaX B COCTaBE PEKBU3UTA «aJpecar», KOTOPBIE JIOJKHBI
0pOpMIIATECS B COOTBETCTBHU C YCTAHOBJICHHBIMH TpeOoBaHMAMHU. B aapece He NOKHO OBITH
WCIPABIICHUH, 3HAKOB, HE OTHOCSIIMXCS K HEMY, M IPOU3BOJBHBIX COKPAIIECHHBIX Ha3BaHUI
CTpaH, TOPOAOB WJIM MHBIX HACEJICHHBIX ITYHKTOB, YJIMII U T.II.

B coorBerctBun ¢ IlpaBunamu cocTaBHBIE YacTH ajpeca JOJDKHBI ObITh PACIIONIOKEHBI B
MOCJIEI0BATEIbHOCTH:

1) nonHOE WM KpaTKOe HAUMEHOBAHHME OpPraHMU3alMK (€CIIU a/IpecaToM SIBISIETCS IOPUAMYECKOE
TUI0) WK (HaMUIIHsL, UM, OTYECTBO (€CIU aipecar — TpakJIaHuH);

2) Ha3BaHUE YJUIbI, HOMEP A0Ma, HOMEP KBapTUPHI;

3) Ha3BaHUE HACEJIEHHOTO ITyHKTA (ropoJia, MOCEeNKa U T.1I1.);

4) Ha3BaHME palioHa;

5) Ha3BaHUeE peciyOauKuy, Kpasi, 00JacTH, aBBTOHOMHOTO OKpyra (00J1acTu);

6) Ha3BaHUE CTPAHBI;

7) IOYTOBBIN UHJIEKC.

e qu:u;- Hlbusn 'v'l-u-u.ﬁ.é.-.aa{-a.-_ad. '|r_n.+-:",:,.a. #H2.M
ot Pesnas, g, 10, b, 28 ot Pecoaan, 4. 10, 4. 28
Macaba. P B
125035 125035
OO0 aMgoa—mup® 380 alokeriime s

K ot tagotsm dimag P {-m.aAag-'r
gt n'k'Lqu._, g. {4 l-_A.I..l:’_J-\..Q'E:-\.'.I;\.. 5 Br g 45
F:-uazuzfi-l.-i: 2 ﬁl-\.*.ﬂ.ﬁh.-"\:'.lLJ-.-\.lt
SO0052 425376

Kax1p1i1 371eMEHT agpeca peKOMEHIYEeTCsl TMCaTh Ha OTIEIBbHON CTPOKE.

Ecnu adpecamom siensemes uacmuoe nuyo, €ro UMsi MOXKET OBITh MPEJCTABICHO WHUIMATIAMU
WIM TIOJHBIM MMEHEM M OT4eCTBOM. IIONHOCTBIO YKa3bIBAIOTCS MMS M OTYECTBO, €CIM IpU
MOJIy4eHUH MTOYTOBOIO OTIIPABIEHUS ajipecaT 00s3aH NMPeIbsIBUTh JOKYMEHT, YAOCTOBEPSIOIINI
€ro JUYHOCTh. Tak, GaMWIMIO U WHUIMANIBI MOJy4yaTelis YKa3blBalOT Ha MPOCTHIX MOYTOBBIX
OTIIPABJICHMSIX, @ HA OTIPABICHUSX, aJJPECOBAHHBIX, HaIIpuUMep, «J{o BocTpeOoBaHU», 3aKa3HON
KOPPECIOHJIEHIIMK HMsI W OTYECTBO B aJpece 3aluChIBAIOT IOJHOCThIO. VckimroueHune
COCTaBJIIIOT UMEHA, B KOTOPBIX B CHJTY HALIMOHAIBHBIX 0COOEHHOCTEH HE MPUMEHSIOT OTYECTBA.
Ecnu adpecamom sensemca opeanuszayus, TO MOXHO yKa3blBaThb KaK €€ IIOJHOE, TaK U
COKpallleHHOE HAUMEHOBAHHUE.

JIOKyMEHTBI aIpecyloT B OpPraHU3allMM, UX CTPYKTYpPHBIE NOJAPA3JEICHUS WM KOHKPETHOMY
JOJDKHOCTHOMY JIMILY C YKa3aHUueM (paMUIIMK UIMEHU M OTYECTBA.

[Ipu aznpecoBaHMM JOKyMEHTa B OpraHU3allMI0 MM €€ CTPYKTYpHOEe IMojpasjeneHue 0e3
YKa3aHHA JOJDKHOCTHOTO JIMIAa UX HAMMEHOBAHUE MUIYT B UIMEHUTEIBHOM Ia/IEXKeE.

Hanpumep: MOoCKOBCKHI HHCTUTYT IH3aliHa

(lunmepesan)

Otnen acnupaHTyphl

ITpu HanpaBiIEHUM TOKYMEHTA IOJKHOCTHOMY JIMIly Ha3BaHUE OpraHU3alluu U €€ CTPYKTYPHOTO
MoJIpa3/iesieHusl yKa3bIBalOT B UMEHUTENILHOM MaJiexke, a JOJHKHOCTh U (paMIINIO aJpecara — B
JTATEIIbHOM.
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Hanpumep: MunucrepctBo 00pa3oBaHus

u Hayku Poccuiickoit @enepaunu

(1 unmepsan)

Cekperapuar

(1 unmepsan)

['maBHOMY CHEIIMAIUCTY

B. I'. Cemkunoit

(0 IEHTPY OTHOCHUTEIILHON CaMO# JJTMHHON CTPOKH )

Wi

Pexktopy MOCKOBCKOIO roCy1apCTBEHHOT'O

OTKPBITOI'O UHCTUTYTA

(1 unmepsan)

10. T'. KpyrnoBy

(OTHOCHUTENBHO JIEBOTO Kpasi)

[Tpu agpecoBaHMM JTOKYMEHTa B HECKOJBKO OJHOPOJHBIX OpraHMU3alMil MX Ha3BaHUS CIIEIYET
yKa3bIBaTh 000OIIEHHO.

Hanpumep:

Pektopam BhICIIUX y4eOHBIX

3aBEJCHUN

[TonHblii MOYTOBBIM  aJpec  yKa3blBaeTcsl MPU  HAMNPABICHHUH JOKYMEHTa  Pa30BbIM
KOPPECIOHJIEHTaM B COOTBETCTBUHU C TIOYTOBBIMU IPaBUIIAMHU.

Hanpumep:

Penakuus xypruana

"BectHuk oOpazoBaHus"

Uucronpyausliii OynbBap, 6,

r. Mockea, 101856

JIOKyMEHT He JOJDKEH coJliep)kaTh Oojiee YeThIpeX aapecaToB, KaKIbl AK3EMIUIIp TaKOIro
JIOKYMEHTA JI0JKEH OBITh TOJITICAH.

Caoso "Konus'" nepex BTopbIiM, TPeTbHM, YeTBEPTHIM aJipecaTaMM He YKA3bIBaIOT.

[Tpu HampaBiieHUM JOKyMeHTa OoJjiee YeM B YEThIpe ajpeca COCTABIISIETCs CIIUCOK Ha PacChUIKY
(peectp), a Ha KaX/10M JJOKYMEHTE IPOCTABIISAETCS TOJIBKO OJUH aJipec.

Ha 3aka3Hble mrcbMa (6osee 4) cocTaBiseTcs CIIMCOK Ha OTIPABIICHHUS.

[Tpu agpecoBaHUU TOKYMEHTA HOJIKHOCTHOMY JIMILY MHUIIMAJIBI CTaBsATCS Nmepea paMuIuei.
[Ipu agpecoBaHMM IOKyMEHTa (HU3MYECKOMY JHMIY YKa3blBAIOT (PaMHIMI0 M WHUIHUAJBI
MOJTy4yaTelis, 3aTeM OYTOBBIN ajpec.

Me:xny mHMIEAJIAMH ¥ paMHIIHEH CTaBUTCS pode.t.

Hampumep: Kanunnny A. A.

Canosasg yin., 1. 5, kB. 12,

r. JInnku Knpeesckoro p-Ha

Tynbckoit 0611., 301264

IToutoBbIii anpec He yka3biBaeTcsi B JOKYMEHTaX, HANpPAaBJsieMbIX B BbICIIHE OPraHbI
rocy1apCTBeHHON BJacTH, Apyrue (enepajbHble OPraHbl HCIOJHHUTEJIbHOH BJIACTH B
cyobektax Poccmiickoit ®Pegepanuu, BbIIIECTOSIIAM OPraHU3AUMAM, MMOCTOSIHHBIM
KOPPEeCIOHACHTAM.

Ctpoku pekBu3uTa «Azpecar» HEHTPYHOTCH OTHOCHTEJbHO €CaMOil JJIMHHOH CTPOKH WJIH
BBIPABHUBAIOTCA 110 JIEBOMY KPalo (IIOIIAar0OBOE PACIOI0KEHUE).

4.4.10. HammeHoBaHMe JINO0 AaHHOTALMA JOKYMEHTAa

HanmenoBanue su00 aHHOTAUMS [OKYMeHTa (KpaTkoe coJep:KaHHe JOKYMEHTA)
COCTaBJISIeTCSl KO BCEM JIOKYMEHTaM, 3a WCKIIOYEHHEM JOKYMEHTOB, HMEIOIIUX TEKCT
HeO0IBIIOT0 00BheMa (10 4-5 CTPOK).

AHHOTalMsT JOKHA OBITh KpPaTKOM, TOYHO TIepelaBaTh COJAEpKaHUE JOKYMEHTa U
COTJIAaCOBBIBATHCSI C HAMMEHOBAHHUEM BHUA IOKYMEHTA.
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Hanpuwmep:

[MIpuxaz (o uem?) OO0 yrBepxknaenuu IlonoxeHuss o 3alKUTe MEPCOHANBHBIX JIaHHBIX
rOCYJapCTBEHHBIX CIY)KaIIMX U paOOTHUKOB MUHUCTEPCTBA.

ITucemo (0 yem?) O6 oka3aHUM KOHCYIHTAaTUBHON TTOMOIITH.

[TpaBuiia (uero?) BHyTPpEHHETO TPYAOBOIO PaclopsaKa.

AHHOTaLUs COCTaBIAETCS UCIIOTHUTENIEM, TOTOBSIIUM IIPOEKT JOKYMEHTA.

AnHOTams 0pOpMIISETCS MOJT PEKBU3UTaMH OJaHKa.

AHHOTaIMS MOKET 3aHUMaTh 4-5 cTpok 1o 28-30 3HaKOB B CTPOKE.

4.4.11. TexkcT OKyMeHTa

Teker AOKyMeHTAa H3JAraeTcsi PYCCKUM JIMTEPATypHBIM SI3BIKOM C Y4YE€TOM OCOOEHHOCTEH
o(pUIIMaNbHO—IENIOBOTO CTWJIA, BHUJAA JOKYMEHTa M €ro Ha3HAa4eHUs B YIPaBICHUYECKOU
nesitenbHOCTH. Coaep)kaHue JAOKYMEHTa JIOJDKHO OBITh M3JI0KEHO KpaTKO, JIOTUYHO, TOYHO U
ACHO.

TekcTbl JOKYMEHTOB M3J1aratoTcs OT:

l-ro nuuma eAMHCTBEHHOIO YHUCHA: IPUKA3bIBalO... IOATOTOBUTH M IPEAOCTaBUTh Ha
pPaccMOTpPEHHUE; MPOIITY PACCMOTPETh BOIPOC 00 YCTAaHOBICHUU JILTOTHBIX Tapu(oB...;

3-ro nuna eguHCTBEHHOrO ymcia: ...IlpaButenscTBO Poccuiickoit denepanuiy moCTaHOBIISET. ..;
...KOJUIETHs MOCTAaHOBUJIA...; MUHHCTEPCTBO HE CYMTAET BO3MOXKHBIM...;

1-ro siMuna MHOXXECTBEHHOTO YHCIa: MPOCUM IPEACTaBUTh JIAaHHBIE O...; IPEJICTaBIsIeM Ha
pacCMOTpPEHME M YTBEpXKACHHE..., B IPOTOKOJAX: CIYWIAIH...; BBICTYNWIH...; PEIIWIN
(OCTaHOBUIIN).

B coBMeCTHBIX JOKyMEHTaX TEKCT H3JIaraloT OT IE€PBOTO JIMLA MHOXXECTBEHHOTO YHCIA:
[IPUKA3bIBAEM..., PELIHIIN. . .

B TekcTtax HOpPMAaTHUBHBIX IPABOBBIX AaKTOB HCIOJB3YIOTCS TJIaroibl B (OpMe HACTOAIIETO
BPEMEHH, MTPUIAOLIME TEKCTY IPEANUCHIBAIOIINN XapaKTep, HallpuMep:

"Buza Brmouaer B ce0sd HaMMEHOBAaHHE JIOJDKHOCTH PYKOBOAMTENS CTPYKTYpHOIO
NOJpa3elieHnusT WM €ro 3aMecTHTeNs M JIMYHYI0 MOJANUCH BU3HPYIOLIEro, paciiv(@poBKY
MOAMUCH U 1aTy";

"HopmaTuBHble Tpennucanuss OQOPMISIOTCS B BHJI€ IYHKTOB, KOTOPhIE HYMEPYIOTCS
apa0ckuMu nM@pamMu ¢ TOYKOM U 3aroJIOBKOB HE UMEIOT".

B Tekcre noxymeHTa, MOArOTOBIEHHOTO HA OCHOBAHUM 3aKOHOJATENbHbBIX, HHBIX HOPMAaTUBHBIX
IIPABOBBIX aKTOB, M3JaHHBIX OpPraHaMHU BJIACTU U YIPABIIECHHUSA, JOKYMEHTOB, PaHE€ M3JIaHHBIX
OpraHOM BJIACTH — AaBTOPOM JOKYMEHTa, yKa3bIBaeTCcsi HaNMMEHOBAaHWE BHJA JOKYMEHTa,
HAaUMEHOBAHME OpraHa, M3JaBLIETO JOKYMEHT, AaTa NPHUHATHS WIM YTBEPKACHUS JOKYMEHTa,
€ro pEerucTpalyoHHbI HOMEp, a TaKKe 3arojoBOK JOKYMEHTa, 3aKJIIOYEHHBbIH B KaBBIUKH,
Harpumep:

"B coorBercTBUM ¢ moctaHoBieHueMm lIpaBurennbctBa Poccuiickoit denepannu ot 13 aBrycra
2010 r. Ne 1009 (mmm ot 13.08.2010 Ne 1009) "O6 yrBepxnaenuun IlpaBun MOArOTOBKU
HOPMAaTUBHBIX IIPABOBBIX aKTOB (efiepalbHbIX OPraHOB UCIIOIHUTEIBHON BIACTH ...";

"B coorBerctBun c¢ IlonoxkeHMEM O TIOCTOSHHO JEMCTBYIOLIEM HKCIEPTHOM KOMHUCCUH
WHCTUTYTA, YTBEPKACHHOM IprKa3oM oT 19 suBaps 2005 r. Ne 02, ...".

Ecin TEKCT COEpKUT HECKOIBKO MOPYYEHUH, PEIIEHUH, BBIBOJOB U JIP., B TEKCTE BBIAEIISIOTCS
paszienbl, MOoApPa3aeIbl, yHKThI, TOMTYHKTHI.

B Tekcr nokymMeHTa MOTYT BKIIOYaTbes (PparMeHThl, o(OpMIICHHbIE B BUAE TAOMUIBI WIH
AHKETHI.

CrpaHunpl Tekcra (Ciy>)keOHOe MUChMO, OPraHHW3alMOHHO-PACTIOPAIUTENbHAS JOKYMEHTAIHS,
CIpaBOYHO-UH(POpPMALIMOHHAS ~ JOKYMEHTalMs)  HyMepylooTcs  apadckumMu  nuppamu
nocepeiHe BEPXHEro MoJisi J0OKyMeHTA.

4.4.12. OT™MeTKa 0 HAJTUYUU NIPUJIOKEHU I

OTMeTKa 0 HAMMYMM NPWJIOKEHHH HCIOJIB3yeTcsl NMpH O(GOPMIICHHUH COMPOBOAMTEIBHBIX
MACEM U MTPUJIOKEHUH K ITPUKa3aM, PACTIOPSIKEHUSM, IJIaHaM,
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nporpaMMaM, OT4Y€TaM, JOrOBOpaM, IIOJIOXKEHUSAM, IIpaBWiaM, HMHCTPYKIMSIM U JAPYrUM
JIOKYMEHTaM.

Ecnu 1oxkyMeHT nMeeT mpuiIokKeHHUs, Ha3BaHHbIE B TEKCTE, TO OTMETKA O HUX O(OpMIIIETCS 110
cienyrome Gopme:

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

Ecnn npunoxeHuss B TeKcTe HE Ha3BaHbl, TO HEOOXOAMMO MEPEUYMCIUTh HX Ha3BaHMI,
KOJIMYECTBO JIMCTOB U AK3EMILISPOB KaKJ0TO.

[Tpy HaMM4YKUK HECKOJIBKUX MPUIIOKEHUN OHU HYMEPYIOTCSI:

[Tpunoxxenue: 1. llltaTHOE pacnucanue Ha 4 1. B 3 3K3.

2. CmeTa pacxojioB Ha 4 71. B 3 3K3.

Ecnu npuioskeHust cOpOIIopoBaHbl, TO KOJTMYECTBO JIUCTOB HE YKA3bIBAIOT.

Ecnn k 1oKyMeHTy mpuiiaraercst Jpyroil JOKyMEHT, TaKkKe UMEIOLIUH MPUI0KEHNE, OTMETKY O
HAJIMYUU TPUITI0KEHUS 0QOPMIISIOT CIEAYIOUIMM 00pa3oM:

[Mpunoxenue: mucbkMo Pocapxusa ot 05.06.2005 Ne 02—-6/172

C IPUJIOKEHUEM, BCETO Ha 3 J1.

Ecnu npuiojxeHue HanmpapisilOT HE BO BCE yKa3aHHBbIE B JIOKYMEHTE aJpeca, TO OTMETKY O €ro
HAJIMYUA O(hOPMIISIFOT CIIETYIONIIM 00pa3oM:

[Tpunoxenue: Ha 3 1. B 5 9K3. TOJIBKO B MEPBHIH aapec.

[TpunoxeHus JOHKHBI OQOPMIIATECS HAa CTAHIAPTHBIX JIMCTaX M UMETh BCE HEOOXOIUMBIE IS
JIOKYMEHTOB PEKBU3UTH! (HAMMEHOBAHUE, 3ar0JIOBOK, NOJNNCH PYKOBOJIUTENEH oapa3iesieHuil,
OTBETCTBEHHBIX 32 UX COZEpKAHHE, OTMETKY O COTJIaCOBAHUU U T.1I.).

Ha npuioxeHnu K pacnopsiiuTeIbHOMY TIOKYMEHTY B IIPaBOM BEPXHEM YIJIy CTaBUTCS OTMETKa
C YKa3aHHEM Ha3BaHUS PaclopsIUTEIILHOTO JOKYMEHTA, €ro AaTta 1 HOMEp.

Hamnpumep: [punoxenue Ne 2

K npukazy Munoo6pnayku Poccun

o1 08.10.2011 Ne 623

(LLeHTpOBKA MO caMOM JUIMHHOM CTPOKE)

i [Ipunoxenne Ne 2

K npukazy Muno6puayku Poccun

o1 08.10.2011 Ne 623

(OTHOCHUTENBHO JIEBOTO Kpasi)

OTmeTKa 0 NPWIOKEHHWN IPOCTABISAETCS HA IEPBOM JIMCTE NPUIOKEHHS B IPAaBOM BEPXHEM
yriy. Eciy IpuIoKeHHWH HECKOJIbKO, OHM HyMepyrorcs, Hampumep: Ilpunoxkennme Ne 1,
ITpunosxenne Ne 2 u 1. 1. Eciin ipuiokeHue oqHo, OHO HE

HyMmepyerca. B oTMeTke O NpUIOKEHHWH YyKa3blBaeTCs HaMMEHOBaHHE BHJAa OCHOBHOTO
JIOKYMEHTA, €T0 1aTa U HOMED:

[Tpunoxenue

K npukasy Pocapxusa

ot 15.03.2010 Ne 35

Ecnu npunoskeHneM K JOKYMEHTY (HampuMmep, K MpHKa3y) sBISETCS YTBEPKIAEeMbIi TOKYMEHT
(monoxeHue, MpaBuUiia, MHCTPYKIMS, PETJIAMEHT), B BEPXHEM IPaBOM YIJy MpPOCTaBISIETCS
OTMETKA O MPUJIOKEHUH, HUKE — IpU( YTBEPKACHUS JOKYMEHTA, HalpuMep:

ITpunoxenne Ne 1

YTBEPXJIEHO

npukasom Pocapxusa

or 12.11.2011 Ne 12

4.4.13. I'pu¢ coriacoBanus

CornacoBaHue MNpoOEKTa JOKYMEHTa C JPYrMMH TOCYJAapCTBEHHBIMH OpraHaMH BJIACTH U
OpraHu3alUsIMH, HHTEPECHI KOTOPBIX B HEM 3aTparuBaroTcsi, 0pOpMIIAIOTCS Ipupom
coryiacoBanusl. [IpoekT JOKyMeHTa MOKET OBITh COIJIACOBAH HEMOCPEICTBEHHO JOKHOCTHBIM
JIMIIOM, ITPOTOKOJIOM KOJUIETHAIbHOTO OpraHa WK CIIy’K€OHBIM ITUChMOM.
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[Ipy HEOOXOAMMOCTH OIICHKH IIEJIeCOO0Pa3HOCTH JOKYMEHTa, €ro OOOCHOBAaHHOCTH U
COOTBETCTBUSl  JCHUCTBYIOLEMY 3aKOHOJATENbCTBY M  IPABOBBIM  aKTaM  IPOBOJIUTCS
cornacoBanue JokymeHta. CorjacoBaHue MOXET MPOBOAUTHCS KaK BHYTPH BYy3a
(mogpasneneHusIMM U JODKHOCTHBIMU JIMLIAaMHU), TaK WU BHE €ro (C NOJYMHEHHBIMU H
HEMOAYMHEHHBIMU OPTaHU3AIUSMH).

BuyTtpennee cormacoBanue odopmisercs IyTeM BH3UpPOBaHUS MPOEKTa JOKYMEHTa
JOJKHOCTHBIM JIMIIOM. BH3a BKiIFO4aeT B ce0si JOKHOCTh BU3UPYIOIIETO, JIMYHYIO TOJINCH, €€
pacuiu(poBKy, AAaTy BU3UPOBAHHUA. 3aMEYaHUA U JIOTOJIHEHHUS K MPOEKTY JOKYMEHTa MOTYT
M3JIaraThCsi Ha OTACJIIBHOM JIUCTE, O Y€M IpU BU3UPOBAHUU CTABUTCS OTMETKa '"3amedyaHus
npuiararoTes'. 3aMedanus 0053aTeNbHO JOKIAAbIBAIOTCS JIHILY, MTOJIUCHIBAIONIEMY TOKYMEHT.
['pud cormacoBaHus MPOCKTOB OPTraHU3AMMOHHOW JIOKYMEHTAllMd OQOPMISICTCS IO
pexkBu3nuToM "[loanuch 1OJKHOCTHOTO Jinia" OJIMKe K HIDKHEMY TOJIIO JOKYMEHTA.

[Ipu cornacoBaHuUM NPOEKTa PACHOPSAUTEIBLHOTO JOKYMEHTa (IIPUKa3, PacHOpsKEHUE) BU3bI
COTJIACOBaHUs MIPOCTABIISIFOTCS HA 0OOPOTHOM CTOPOHE MOCIIEIHET0 JIMCTa MPOEKTa TOKYMEHTA.
Bremnee cormacoBanue ogopMIsieTCs COOTBeTCTBYyommM rpudom. ['pud cormacoBanus
pacronaraeTcsi HWKE MOAMNCH Ha JIMIEBOM CTOPOHE JAOKYMEHTa W BKIIOYAeT B ceOsl CIOBO
COI'ZTACOBAHO (mponucHbiMH OykBamMu 0e3 KaBbl4eK M JBO€TO4YMIii), HAaMMEHOBAaHUE
JTOJKHOCTH JIMIIa, C KOTOPBIM COTJIACOBBIBAETCS JIOKYMEHT (BKJIIOYasi HAMMEHOBaHUE
OpraHu3aIm), TUYHYIO MOAMUCH, PACIIU(PPOBKY MOIMUCH U AaTy COTJIACOBAHUA.

Hanpumep:

COI'JTACOBAHO

3aMmecTuTeNh MUHUCTPA 00pa3oBaHus U

Hayku Pocculickont @enepanuun

JIndHas nmoANMCh UHUIHAIBL, (haMUITHs

05.10.2000

Ecnu cornacoBanue mpoBOAUTCS € KOJUIETHAJIbHBIM OPraHOM WJIM IMOCPEACTBOM IHCbMa, TO
rpud coriacoBaHusi 0hOPMIIAETCS CIAEAYIOIINM 00pa3oM:

COI''TACOBAHO

[TpoToxon 3aceqanusi (HaMMEHOBaHUE

KOJJIETHAIbHOTO OpTaHa)

ot 10.12.2000 Ne 06

COI''TACOBAHO

[Tucemo MunobpHayku Poccun

ot 12.05.2000 Ne 06-15/1945-P

I'pudsr cormacoBaHuss MOTYT pacrojaratbCsi Ha OTACIBHOM JIUCTE COTJIACOBAHUS, €CIU
co/iepKaHUE JOKYMEHTa OTPakaeT HWHTEPEChl HECKOJbKUX opraHuzanuid. Ha noxymeHte
nenaercs orMeTka "Jlucer cormacoBanus mpuiaraercs'.

Bnemnee cornacoBaHue B 3aBUCHUMOCTHM OT COJEP)KaHMUS JOKYMEHTa OCYILECTBISETCS B
CIEAYIOIENH 0YEPETHOCTH:

C MOABEAOMCTBEHHBIMU WHCTUTYTY M CTOPOHHUMH OpPraHM3alUsIMHU, KOTJa OHHU BBICTYIAIOT
00s13aTeIbHON CTOPOHOM B MTPABOOTHOIIEHHUSX, BOSHUKAIOIINX BCJICACTBUE U3AAHUS TOKYMEHTA,
WJIM KOTJIa COJIepKaHue JOKYMEHTa OTpakaeT UX UHTEPECHI;

¢ OOIIEeCTBEHHBIMA OpraHM3alUsIMA — B CiIy4dasx HEOOXOJAMMOCTH WM B CIIydasx,
MPEyCMOTPEHHBIX MOJIOKEHUSIMH 00 dTUX OpraHU3aIsIX;

C OpraHam, OCYIIECTBIISIOIMUMH TOCY/IapCTBEHHBIA HAJIBEIOMCTBEHHBIM KOHTPOJb (HAI30p) B
ompeeeHHON 00acTH (IKOJIOTHYECKUHN, TIOXKAPHBIA U T.11.);

C BBIIECTOSIIUMH OPTaHU3AUSIMHI — B CIy4asx, KOT/Ia 3aKOHOAATeIbCTBOM MPETyCMaTPUBACTCS
BO3MOKHOCTh COBEpILIEHUSI YIOPaBICHUYECKUX JIEUCTBUH TOJBKO C PAa3pelieHHs] 3THUX
OpraHu3aIu.

4.4.14. Bu3a coriiacoBaHusi

CornacoBaHue MpoeKTa JOKYMEHTA C JOJDKHOCTHBIMU JIMIIAMU U CHEIHaIcTaMu 0(opMIIsieTcs
BH301i.
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Buza Bxmouaer B ce0si JIMYHYIO HOIIKMCH, PacHIM(POBKY MOMMUCH (MHUIMAIBI, (aMUIHS) U
naty. Ilpy HeoOXOoaMMOCTH yKa3bIBAaeTCsl HAUMEHOBAHUE JIOJDKHOCTU JIMIA, BU3UPYIOLIETO
JIOKYMEHT, HalpuMep:

PykoBoautens FOpuanueckoro aenapramMeHTa

[Moanuce Y. O. Gamuinus

JHara

Ha nokymenrax, moyiIMtHHUKHA KOTOPBIX MOMEIIAIOTCS B JieJla MHCTUTYA, BU3bl MPOCTABISIOTCS
Ha 00OpPOTHOM CTOPOHE MOCJEIHEro JIUCTa JOKYMEHTA (IPUKa3bl, PACHOPSKEHUS U 1. ).

B ciyxke0HBIX MUCHbMAX BU3bI MPOCTABJISIIOTCS HA KOMUH JOKYMEHTA, IOMellaeMoii B 1eJ10
CTPYKTYPHOIrO mojapasjejieHusi (MCHOJHHUTEISI), WIH HA O00OPOTHOM CTOPOHE IOCJIeIHEro
JIMCTA MOJAJTUHHHMKA, €CJIM MUCHMO NepechblIaeTcs aapecaty no GakcMMHJILHON CBSI3H 0e3
A0CHLIA MOJJIMHHHUKA 10 MoYTe.

Ha BHyTpeHHMX WH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTaX (JIOKJIAIHBIX, CIy)KEOHBIX,
AHAIUTUYECKUX 3alKCKaX, CIpaBKaxX U JAPYTUX JTOKYMEHTAaX) BU3bI MPOCTABISIOTCS HA JHIIEBON
CTOPOHE MOCJIEAHETO JIUCTA JOKYMEHTA I0JI OJIUCHIO, OJIMKE K HUKHEMY IOJIIO.

JlomyckaeTcsi MOJIMCTHOE BUBUPOBAHKUE JJOKYMEHTA U €T0 MPHIIOKEHUN (JI0TOBOPHI).

[Ipy Hanwumu 3aMeYaHWid, OCOOBIX MHEHH, JOMOJHEHWH K TIPOCKTYy JOKYMEHTa BHU3a
JIOTIOJIHAETCS COOTBETCTBYIOLIUM YKa3aHUEM, HAIIPUMED:

Nmerotcs 3ameuanust (CoriaceH ¢ y4eToM 3aMeyaHui u ap.).

PykoBoautens FOpuanueckoro genapramMeHTa

[Toamuce U. O. Gamuinus

JlaTa

3ameuaHusi, MHCHHS O MPOSKTE JOKYMEHTa OQOPMIISIFOTCS Ha OTICIIEHOM JINCTE U MEPEIatoTCs
WCITOJIHUTEIIO.

4.4.15. lloanuch JOJMKHOCTHOTO JTHILIA

JIOKyMEHTBI, HampaBisieMble HWHCTUTYTOM B  BBIIIECTOSAILME OpPraHbl M YUYPEKICHUS,
OpraHu3aIiy, TOJMUCHIBAIOTCS PEKTOPOM, MPOPEKTOPAMU, PYKOBOAUTEISIMH CTPYKTYPHBIX
MO/pa3/ieNIEHUi 10 MOPYUYEHUIO PEKTOpa.

JIOKyMEeHTBI, HampaBisieMble HWHCTUTYTOM B aJpec JAPYTUX OpraHu3alui, YYpeKICHUH Hu
NPEANPUITHI, MOTYT MOJMUCHIBATECA PYKOBOJIUTEISAMU CTPYKTYPHBIX TOAPA3IACICHHUIN By3a MO
JIOBEPEHHOCTH, O(QOPMIICHHONM Ha COOTBETCTBYIOIIEM OJIaHKE, 3aBEPEHHON M CKpEMIeHHOU
OTTHUCKOM TepOOBO MeUaTH HHCTUTYTA.

B cocTaB noamnucu BXOAAT:

HAaUMEHOBAaHME JOJHKHOCTH, TUYHAS MTOJIKUCH U ee paciu@poBKa (MHUIIUAIBI, (haMUITHS)
Hanpumep:

PyxoBoautens Iloonuce U. O. ®amunus

B nokymeHTax, TOATOTOBIEHHBIX KOMHCCHEH, HE YyKa3bIBalOTCS  JIOJDKHOCTH  JIHII,
MOAMKUCHIBAIOIINX IOKYMEHT.

[Ipu moanucannuy TOKyMEHTa HECKOJIBKUMH JOHKHOCTHBIMU JIMIIAMH UX TIOJMKUCH PACTOIararoT
OJIHY TIOJ1 IPYTOi B MOCIE0BATEIIBHOCTH, COOTBETCTBYIOIIEH HepapXUH JTOIKHOCTH.

[Ipu mnoanmucaHuu JOKYMEHTA HECKOJBKHMMH JIMIIAMH PaBHBIX JOJKHOCTEH WX TOJMUCH
pacrnoJiararoT Ha OJIHOM YPOBHE.

Ecin [ponHOCTHOE JIMII0, NMOANUCHL KOTOPOIO 3aroTOBJIEHA HAa INpPOeKTe JA0KYMeHTa,
OTCYTCTBYET, TO JOKYMEHT J0JI’KEeH MOANMHUCHIBATH 3aMECTUTEIb PYKOBOAMTEIS, UMEIOIIUN
MpaBO TOJIMUCHIBATH JOKYMEHTHI 32 PYKOBOIUTENS, WM WHOE JODKHOCTHOE JIMIIO, MMEIOIIee
MPaBO MOJIUCU B COOTBETCTBHH C MPHUKA30M O paclpeeeHnu 00sI3aHHOCTEH (IenerupoBaHun
MOJITHOMOYHH), TPH ITOM YKa3bIBaeTcs (HaKTUYEeCKas JOJDKHOCTh JIMIA, TIOITUCABIIETO
JOKYMEHT, ¥ €70 WHUIIUABI ¥ (PaMIITHUSL.

[Tpu moanucanuy JOKYMEHTA JIULIOM, B COOTBETCTBUHU C ITPUKA30M, UCIIOIHSAIOMUM 00S3aHHOCTH
BPEMEHHO OTCYTCTBYIONIETO PYKOBOAMTENS (OTIMYCK, OOJIe3Hb, KOMAaHIUPOBKA), TMOJMUCH
odopmIIIeTCs CIEAYIOIIMM 00pa3oM:

W.o. 3amectutenss munuctpa [loonuce U. O. Gamunus
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WIIN:

Ucnonasaromuii 00s13aHHOCTH

3amecTtutesst MuHucTpa [loonuce V. O. Gamunus

He nonyckaercsi moanucaHue JOKYMEHTOB ¢ NMpeNJoroM '3a' WM mpocraBjieHHEe KOCOM
YyepThl Nepel HAUMEHOBAHUEM J0JIKHOCTH.

PacmmdpoBka moanucu pacmnosiaraercss Ha ypoBHe MNOCJIeAHeld CTPOKM HAWMEHOBAaHMS
AOJKHOCTH ¢ mpoleaom Mexay uHHunHagdamMu u  ¢amuiauei. Ilocinennsas OykBa B
pacuiugpoBKe OrpaHNYMBaETCs NPABbIM MOJIEM.

4.4.16. I'pnd yrBep:xaenus

OcoObIM cr1ocoO0M BBEICHUS JOKYMEHTA B ICWCTBUE SIBIISIETCS €70 YTBEPKICHHE.

I'pudom "YTBEPXKIAKO" moxeT npugaBaTbcs IOPUINYECKas CHIIA CISAYIOIIUM TOKyMEHTaM:
1) moBecTkM 3aceaHui KOJUIETUI, KOMUCCUMN, pab0YMX TPYII, COBEIIaHUN, CEMUHAPOB;

2) MJIaHbI:

yueOHbIe; MPOU3BOICTBEHHBIC: CTPOUTEIHHO-MOHTAXKHBIX, MPOEKTHO-U3BICKATEIbCKUX, HAYYHO-
UCCIIEIOBATEIIbCKUX PaldOT; BHEAPEHHUS HOBOM TEXHHKH; 10 KAaNHUTAJIHHOMY PEMOHTY; pabOTHI
KOJUISTHH, HAYYHO-TEXHUYECKOTO COBETA, YYEHOrOo COBETa U T.H. (YTBEPKAAIOTCS PEKTOPOM,
OPOPEeKTOpaMH — TIO0 3aKPEIUICHHBIM B paclpelesieHud 00s3aHHOCTEH KypupyeMbIM
HAIPaBIEHUSIM  JIEATEIBHOCTH); pabOThl CTPYKTYPHBIX TOJpa3fefieHuil (yTBEpkKAArOTCs
IPOPEKTOPAMHU 110 HAIPABICHUIM);

3) rpaduku pabOTHI, NEKYPCTB, PEKUM CMEHHOCTH, CXEMbl U JpPyrue MIPOU3BOJCTBEHHBIC
JIOKYMEHTBHI;

4) (GuHAHCOBO-XO3SIMICTBEHHBIE IOKYMEHTBI: CMETHI, CYeTa, BEIOMOCTH, OanaHChl, OTYETHI,
anbOOMBl YYETHON JOKyMEHTAllMM, aKThl NEepeJadyu JACHEKHBIX CPEACTB, 3/1aHUH, IMOMEIECHUH,
TPAHCTIOPTHBIX CPEJCTB, OPTTEXHUKH U MHOTO MMYIIECTBA, aKThl CIIMCAHUS MMYIIECTBA, aKThI
peBU3Mi, MPOBEPOK, HHBEHTapu3alUuu (YTBEPXKIAIOTCA PEKTOPOM, IPOPEKTOPOM IO
HKOHOMHUYECKUM BOIPOCAM, KyPHUPYIOIUM (PMHAHCOBYIO J1€ATEIBHOCTB);

5) aKTbl: TpPOBEPOK M PEBHU3MUI; IpHeMa 3aKOHYEHHBIX CTPOUTEIBCTBOM OOBEKTOB,
00OpyJOBaHUS; OKCHEPTU3bl, TNepefadd Jel TNpu CMEHE PYKOBOAUTENS CTPYKTYpPHOTO
NoJipa3iesieHust; TMKBUAAIMU CTPYKTYPHBIX MO/Ipa3AesieHui U T.1.;

6) apXMBHbIE JIOKYMEHTHI: OIMCH [l IOCTOSIHHOTO, JOJTOBPEMEHHOIO XpaHEHUs, AaKThl
nepesayy apXUBHBIX JI€] HAa OCTOSSHHOE XpaHEHue, IpueMa—Iepeadn Jiel, akKTbl YHUUTOKEHUS
JIOKYMEHTOB C UCTEKIIMMHU CPOKAMU XPaHEHUs U Jp.;

7) monoxeHuss (0 CTPYKTYpHOM TOApa3AelieHuu, o0 oruiare Tpyna, O CTUICHIUATIHLHOM
obecrnieueHnH 00y4JaromuXCcs U T.1.);

8) MHCTPYKIMH: O MpaBax M OOS3aHHOCTSIX PaOOTHUKOB MHCTUTYTA; MO JIOKYMEHTALlHOHHOMY
00eCreyeHNIo yIpaBieHus (JeI0NPOU3BO/ICTRY); TEXHUKE O€30aCHOCTH H T.1.;

9) npaBuia BHyTPEHHETO TPYIOBOTO PACHOPSAKA;

10) 3amanust (Ha TNPOEKTUPOBAHHME OOBEKTOB, TEXHHUUECKUX COOPYKEHUH, KamUTaJbHOE
CTPOUTENIbCTBO; Ha MPOBEACHHE HAYYHO-HCCIIEOBATEIbCKUX, MPOEKTHO-KOHCTPYKTOPCKUX U
TEXHOJOTHYECKHUX padoT);

11) HopmaTuBbl (pacxoja ChIpbS, MaTE€pHANIOB, JJIEKTPOIHEPIHH; TEXHOJIOIMYECKOTO
IPOEKTHUPOBAHUS; YUCICHHOCTH paOOTHHUKOB U T.11.);

12) ortuersl (0 paboTe CTPYKTYpPHBIX MOJpa3felieHud, O JAeATeIbHOCTH HHCTUTYTA,
KOMaHIUPOBKaX, HAYYHO-HUCCIIE0BATENILCKUX paboTax u T.1I.);

13) mepeunn (IOJDKHOCTEH pPaOOTHUKOB C HEHOPMHPOBAHHBIM pabOYMM JTHEM; THIIOBBIX
JTIOKYMEHTOB, 00pa3yIOIIUXCs B JAEATEIILHOCTH MHCTUTYTaTa, CTPYKTYPHBIX MOJpa3ieieHull U C
yYKa3aHHUEM CPOKOB XpaHEHUS JTOKYMEHTOB U T.1I.);

14) nporpammsl (pabourie ydeOHbIe, TPOBEACHUS pabOT M MEPOTIPHATHIA);

15) pacuieHKr Ha TPOU3BOACTBO PadoT;

16) cTpykTypa 1 mTaTHas YUCIEHHOCTD; LITATHBIE PACIIMCAHMS U U3MEHEHHUS K HUM;

17) TapudHbIe CTaBKY;

18) hopMbl yHHDUIIMPOBAHHBIX JOKYMEHTOB U T.1I.
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[Ipu odopmnenun rpuda yTBepKIECHUS HEOOXOOUMO COOMIOAaTh ciedykoniee: Tpud
YTBEpXKACHHUSI TOMEIIAeTCs B IMpaBOl BepXHEH YaCTH [OKyMEHTa, COCTOUT M3 CIJIOBa
YTBEPXIAIO, YTBEPXKJEHO (0e3 kaBbluek M medaTraercsi NPONMCHBIMH OyKBamM),
COTJIACOBAHHOTO B POJIE M YHCIE C BUIOM YTBEP)KIAeMOro JOKYMEHTa, HAaMMEHOBAaHHUS BHJIA
JIOKYMEHTa B TBOPUTEJIBHOM TajeXe, IOJHOr0 HAaUMEHOBAaHUA JIOJDKHOCTU  JIMIIA,
YTBEPKAAIOIIET0 JOKYMEHT, JINYHOU MOJIIUCH, €€ paciIu(POBKHU U 1aThl YTBEPKIACHUS.
Hampumep: YTBEPXIAIO

PykoBoautens @eaepanbHOTO

ApXMBHOT'O areHTCTBa

Toonucey 1. O. ®amunus

ara

JIOKyMEHTBI yTBEpKAAIOTCSI PEKTOPOM U MPOPEKTOPAMU MHCTUTYTA, BBIIIECTOSIIMMH WIIH
MEXBEJIOMCTBEHHBIMUA OpraHaMH, OOIIECTBEHHBIMH OPTraHU3AlUSIMU, B KOMIIETECHITMIO KOTOPBIX
BXOJIUT PEICHHE BOMIPOCOB, U3JI0)KEHHBIX B YTBEPKAAEMbIX JOKYMEHTaX.

YTBepKIeHUE TOKYMEHTa MPOU3BOAUTCS MPOCTABICHUEM TpUda YTBEPKICHUS WU H3JIaHUEM
pacmopsiAUTEILHOTO JOKYMEHTa (B TeX ciyyasX, Korga TpeOyroTcsi OMOJIHHUTEIbHBIC
MIPEANUCAHUS U PA3bSICHEHUS).

YTBEPXIEHO

npukazom UY BO «UT'A»

ot 00.00.0000 Ne 000

[TonmoxkeHus o ¢punmanax, MHCTUTYTaX, EHTPax, (aKyIbTeTax, CTPYKTYPHBIX MOAPA3ACICHIIX U
T.J. IOAJICKAT YTBEPKICHUIO PEKTOPOM MHCTUTYTA U MPUOOPETAIOT IOPUTUUECKYIO CHUITY TOJIBKO
C MOMEHTA UX YTBEPKJICHHUSI.

BHocuth kakme-1uM00 H3MeHeHUSI W JA00aBJeHHUSI B NOANHUCAHHbIC (YTBEpP:KICHHbIE)
AOKYMEHTHI 0€e3 pa3penieHus Jula, NOANMUCABIIEr0 JOKYMEHT, He I0IyCKAeTCsl.
OTBETCTBEHHOCTH 32 KAUE€CTBO MOATOTOBKU JJOKYMEHTOB U JOCTOBEPHOCTh COJAEPKALIMUXCS B HUX
JIAHHBIX BO3JIATaeTCs Ha JIUIA, TOJTOTOBUBIINX, 3aBU3UPOBABIINX U MOAMUCABIINX JTOKYMEHTHI.
4.4.17. OTTHCK MEYATH

[TeyaTs siBNIsIETCA COCOOOM TMOATBEPKACHHS TOJJIMHHOCTH MOJNUCH JOJKHOCTHOTO JIMIIa Ha
nokymente. lledarb  cTaBuUTCA Ha  JOKyMEHTaXx B  ClydYasX, IpPeIyCMOTPEHHBIX
3aKOHO/IATEeNbHBIMU UJIM MHBIMA HOPMATHUBHBIMU MIPABOBBIMH aKTaMHU.

OT1THCK — H300paKeHUE KITHIIE TIeYaTH Ha OymMare.

[IpocThie TeyaTH C HAUMEHOBAHUEM CTPYKTYPHBIX TMOJApa3/IeJICHUNH MHCTUTYTa MCIOJIb3YIOTCS
JUISl TIOATBEPXKIECHUSI TOMJIMHHOCTH TMOANUCH JOJDKHOCTHOTO JMIA 3TUX MOAPA3ACIICHUM.
[IpaBoM mMONB30BaHUS MPOCTHIMH TE€UYATAMU BO3HHMKAET B CTPYKTYPHBIX TOJPA3IACICHUIX C
MOMEHTA YTBEPXKJECHUSI TOJOXKEHUSI O COOTBETCTBYIOIIEM CTPYKTYPHOM TOJIpa3/ieJIeHUuHU, B
KOTOPOM OTIPEICTISETCSI HAJTUIHe TeuaTei.

HaunmeHoBaHue MecTo xpaHeHus Ilpumenenue

1 2 3
I'epOoBas meuats | Cexkperapuar Ha nokymeHnTax, moanvMcaHHbIX WU
Ne 1 YTBEPKICHHBIX PEKTOPOM WIIH

npopektopaMu. TOIbKO Ha TOKYMEHTaX,
TpeOYIOMIMX 0COO0T0 YIOCTOBEPEHHSI UX
noumuHHOCTH. (MHCTpYKIIHS 0 ITpaBe
MOJIb30BaHUS TICUATSIMH U IITAMITAMH,
MOPSIKE X U3TOTOBJICHUS, yueTa U
XpaHCHHS B UHCTUTYTE, JAJICe -
HNucTpyk1ns)
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['epOosas meyats | ['maBHBIN OyxranTep Ha ¢punaHCOBBIX JOKyMEHTaX,

Ne 2 MO/MUCAHHBIX W YTBEPIKICHHBIX
pektopom (mpopekropamu) (cm. . 1.11
WHceTpykunn)

Manas nedatb JHupekrop punuana Ha noxymenTax, moJmucaHHbIX WU

bunmana YTBEPKJACHHBIX TUPEKTOPOM (uiIHaa.

Tonpko Ha TOKYMEHTaX, TPEOYIOLIIX
0Cc000T0 yIOCTOBEPEHHUSI UX TIOJTHHHOCTH
(cm. m. 1.11 MHCTpYyKITMN)

IleyaTs oTnena Otnen xkaapoB Ha TpyoBbIX KHUXKKAX, CIIpaBKax, KOMUIX,
KaJpOB BBINMCKAaX U APYTUX JOKYMEHTaX,
YTBEPKICHHBIX HAYAJIbHUKOM YIIPaBJICHUS
KaJpaMu
[Irammsr VY pykoBoaurenen Ha noxymenTax, NoanuCaHHbIX WU
CTPYKTYPHBIX IIOIPA3ACICHUN | YTBEPKIECHHBIX PYKOBOJAUTEIAMU
WJIY JIAL, OTBETCTBEHHBIX 32 CTPYKTYPHBIX ITOAPA3/ICICHNMN, a TAK)KE Ha
BEJICHUE JIEIONIPOU3BOJICTBA B | KOIUAX U BBIIUCKAX U3 JOKYMEHTOB,
CTPYKTYPHBIX HaIIPaBJIsIEMbIX B CTOPOHHHME OPraHHU3aLuN
IIOIpa3JCIICHUSAX
VYrnosoii mrramn | Cekperapuar Ha tumnoBbix 01aHkax, muchMax, He

MMEIOIMX YIJIOBOTO IITAMIIA,
oopmieHHOr0 THIOrPaCKUM CIIOCOOOM

OTTHCK TmTeyaTth cJieayeT MpOCTaBIATh TaKUM O0pa3oM, YTOOBI OH 3aXBaTbIBaJl YacTh
HalMEHOBAHHUS JOJDKHOCTH JIMIIA, TOAMHUCHIBAIOLIETO0 JOKYMEHT, U Ha4ajo NOJMUCH (2-3 MM).
[IpocTaBienue oTTHCKa MeyaTH Ha JOKYMEHTE MMeEeT HeMaloBaxkHoe 3HaueHue. [lewath He
JIOJKHA 3aKpbIBaTh IOJHOCTBIO JIMYHYIO NOJIUCH JOJDKHOCTHOTO JIMIA, TaK Kak 3TO JEJaeT
HEBO3MOKHBIM €€ CIIMYEHHE C MOJNUCSAMHU Ha APYTruxX AOKYMEHTaX WM Ha oOpa3uax MOJIUCH
(To ecTh ee MIEHTH(UKALUIO B KayecTBe MOJIMHHOM). MHOraa takoe mpocTaBiieHHE ME4aTH
ObIBa€T HAMEPEHHBIM, [TIOTOMY, YTO 32 JIOJPKHOCTHOE JIMIIO MOANKMCHIBATIOCH HEYTIOJTHOMOYEHHOE
auno. [lomoOHBIH  JTOKYMEHT MOXKET MMEeTh MPH3HAKU IOAJENIBHOIO JOKyMEHTa U
CBUJIETENLCTBOBATH O HEOOPOCOBECTHOCTH.

OTTHCK TeyaTH Ha JOKyMEHTE He JOJDKEH OBITh CIMIIKOM T'YCTOM WJIM CIMIIKOM OJIeIHBIH, a
TaK)K€ C YaCTUYHO OTCYTCTBYIOIIMM H300pakeHHeM (O0ObIYHO ObIBAaeT MpU cIaboM HaXHMe).
OTTHCK J0KEH OBITh YETKUM H Y1000UYUTAEMBIM.

[Teyatp cBUIETENBCTBYET O BaXKHOCTH JIOKYMEHTA, [T0O3TOMY HE CJENYeT J0IMycKaTh OUIMOOK MPH
€€ MPOCTaBJIEHUHU. B IpoTUBHOM cilydae BO3MOXKHO

BO3HUKHOBEHNE HEraTUBHBIX CUTyallil KaK y paOOTHHUKA, JTUIIEHHOTO BO3MOXXHOCTH J0Ka3aTh
CBOM TMpaBa NpEeAbABICHMEM JOKYMEHTa, TaKk M Yy paborojaTens, pPHUCKYIOIIErO OBITh
MPUBJICYCHHBIM K aJMUHUCTPAaTUBHOM OTBETCTBEHHOCTH 3a HapylIEHHE MOpSAKa BeIEHUs
JIEJI0NIPOU3BO/ICTBA.

Ecmun ¢gopma ngoxymenTta mmeer moMetrky «Mecto misi medatu», «MID», «CtaBuTh TOYHO B
KpyI», Ie4aTh JOJDKHA paclojaraTbCsi CTPOro B IpaHHUIaX yCTaHOBJIEHHOM 30HBI.

He pomyckaercst mpocTaBieHHe OTTHCKOB Ie4aTell W LITaMIIOB Ha JOKYMEHTaX W Marepuanax,
HE OTHOCSIIHUXCA K chepe AeATeNbHOCTH HHCTUTYTA.

[lepeueHb TOKYMEHTOB, HAa KOTOPBIX MPOCTABIISAETCS OTTUCK T'epOOBOM MeyaTH:

- axkmpr (MpUEMa 3aKOHYEHHBIX CTPOUTENLCTBOM OOBEKTOB, OOOPYIOBaHMS, BHIIOJHEHHBIX
paboT, criicaHusl, SKCIePTH3bI U T.11.);

- 0oeepennocmu;

- IPaXXAaHCKO-TIPABOBHIE 10T OBOPHI;

- 3adanusn (Ha TIPOEKTUPOBaHHE OOBEKTOB, TEXHUUECKUX COOPYKEHUH, KamUTalIbHOE
CTPOUTENIBCTBO, TEXHUUECKUE U T.11.);
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- 3aa6ku (Ha 000OpynOBaHUE, U300pPETEHUE U T.11.);

- 3as6/1eHusn (Ha aKKPEAUTHB, 00 OTKA3€ OT aKleNTa U T.1.);

- 3aKMI0YeHUs U Om3bl6bl OPTaHM3AMK Ha JHUCCEpTalMM, aBTOpedepartbl, HampaBiIsieMble B
BBICIIIYIO aTTECTAMOHHYIO KOMUCCHIO;

- 00pa3lpl OTTHUCKOB Ie4aTeil M mMoAnmucel pabOTHUKOB, HWMEIOMIMX IPaBO COBEPILECHUS
(buHAHCOBO-XO03ICTBEHHBIX ONepaIuii;

- TpEeACTaBlIEHUS U XojaTaiicTBa (0 HarpaXJeHUM OpAEHaMU U MedansMu Poccuiickoit
denepanuu u T.11.);

- nucvbma 2apanmuiinsle (Ha BBITIOJIHEHHE padoT, yCIIyT, OIUIAaTy U T.1.);

- nopyuenusn (010/KETHBIC, 0AHKOBCKHE, ICHCUOHHBIC, TJIATS)KHBIC (CBOAHBIC, B 0AHK) U T.1.);

- ROJIOMCEHUA O CMPYKMYPHBHIX NOOPA30€I1CHUAX, UHCMPYKUUU, NpAeula u Ha opyzue
JIOKA1bHble AKMbl UHCTUTYTA,

- npomoKowbl (COrIacOBaHUs IUIAHOB IIOCTABOK U T.11.);

- peecmpbl (4€KOB, OI0/KETHBIX TOPYUEHUH U T.11.);

- cmembl pacxo0o¢ (Ha cojaepKaHME allllapara yIpaBiICHHs, Ha MOATOTOBKY M OCBOCHHE
MIPOM3BOJICTBA HOBBIX U3JENHNA, HAa KAJIBKYJSAIUIO K JOTOBOPY MOAPSAAa, Ha KamUTaIbHOE
CTPOUTENBCTBO U T.1.);

- cnpaéku (JTUMHUTHBIE, O BBIIUIATE CTPAaXOBBIX CYMM, HCIOJIb30BAaHUN OIOMIKETHBIX
ACCUTHOBAHUM HAa 3apIuiaTy, O HAYMCICHHON M MPUYUTAIOIIEHCS 3apIuiaTe, apXUBHBIC U T.J1.);

- cneyugukayuu (A31eIUH, TPOAYKIMH U T.1.);

- mumyibHble CRUCKU,

- yCmae VHCTUTYTaa, U3MEHEHUSI U JIOTIOJIHEHUS K HEMY;;

- WmMamHusvle pACRUCAHUA N USMEHEHUS] K HUM;

- mpyooewvle 002080pbl U NOTIOIHUTEIbHBIE COTTIAICHUS K HHUM;

- 002060pbl O MAaTEPUATBHON OTBETCTBEHHOCTH;

- HazpaoHbvle Tucmol;

- JIpyrme JOKYMEHTHI, s KOTOPBIX 3aKOHOAATeNbCcTBOM Poccuiickort  ®Denepanum
MpelycMaTpUBAETCsl TMPOCTABIEHUE OTTHUCKAa TepOOBOIl MeuyaTH OpraHu3allid, XpaHeHHe |
MCIIOJIb30BaHUE KOTOPOH 00eCIeunBaeT CeKpeTapuar.

Ha ocranpHBIX JOKYMEHTax, HE TPEOYIOUIMX O0CO00ro TMOATBEPKACHUS TMOJIMHHOCTH,
NPOCTaBISETCS OTTUCK YJOCTOBEPUTENHLHOW TMeUaTH, XpaHEHHE W WCIIOJIIb30BaHHE KOTOPOM
obecrieunBaeT ceKkpeTapuar.

4.4.18. OT™MeTKa 0 3aBepeHUM KONUH

Konusi 1okyMeHTa — JOKYMEHT, MOJHOCTHIO BOCTIPOM3BOASIINN HH(DOPMALIUIO MOATUHHHUKA
JIOKYMEHTA ¥ €0 BHEITHUE TIPU3HAKH, He UMEIOIIHH FOPUINICCKON CHITHL.

4.4.18.1. Ilopsinox 3aBepeHusi KONMHU

B TepmMuHONOrMM AEIONPOM3BOJICTBA, KPOME TIOHSTHS «KOIUH JTOKYMEHTa», HCIOIb3yeTCs
MOHITHE «3aBEPEHHAs KOMUs JOKyMeHTa». [Ipu 3TOM HMMEHHO BTOpPOE€ M3 HHUX HUMEET
IOPUANYECKYIO CHITY.

3aBepeHHas KOMHUSA JOKYMEHTa — KONHUS JOKYMEHTa, Ha KOTOPOM B COOTBETCTBHH C
YCTAHOBJICHHBIM TIOPSJAKOM TIPOCTABISIIOT HEOOXOJWMBIC PEKBU3WTHI, MPHIAIONUE CU
IOPUJINYECKYIO CUITY.

JIist CBUIETEIbCTBOBAHUS BEPHOCTH KOIHH (BBIMIMCKH U3 JIOKYMEHTA) TOJUTMHHHUKY JOKYMEHTA
Ha TIOCJIEHEM JINCTE KOMHH (BBIMHCKU M3 JOKYMEHTa), Ha CBOOOJHOM MECTE IMOJ TEKCTOM C
Havaya ab3ama odopmisercs: pekBu3uT "OTMmeTka o 3aBepeHnu komuu'". Komuu ¢ qOKyMEeHTOB
BBIIAIOTCS C Pa3pelieHUs] HAYaIbHUKOB CTPYKTYPHBIX TMOJAPA3JEICHUA M TOJIBKO C TeX
JIOKYMEHTOB, KOTOpbIe ObLIM W3JaHbI B MHCTUTYTe M KOTOpPbIE KAacCalOTCH CJIyKeOHOM
AeATEeJILHOCTH TAHHOT0 CTPYKTYPHOTIO MOApa3/aeieHus.

[Tpu BeImaue KOMUU TOKYMEHT BOCIPOU3BOJUTCS MOJHOCTHIO (OJaHK MHCTUTYTA, HOMEp, Aarta,
COJIepXaHue U T.1.).

B mpaBom BepxHem yriy kommu mumercs ciaoBo "Komus", nuO0 MpoCTaBIsETCS IITaMIT
«Konusy.
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ITpu BeIIaue KOMMM C KOMMM cienyeT nucaTh "Komust ¢ komuu" TOJIBKO ¢ KOIHHU, 3aBEPEHHOU
Ha/lJIeKaIuM o0pa3oMm.

ITpu 3aBepeHHMH KONUM JTOKYMEHTa BHU3Y IIOCJE MOJIHOIO BOCIPOM3BEIEHUS TEKCTa MUILETCS
"Komust BepHa" wim "BepHo" (ecnm 3aBepseTcs BBIIMCKA W3 JOKYMEHTA), yKa3bIBaeTCs
JOJKHOCTD, MOJIKCH JIUIA, 3aBEPSIONIET0 KOIMUIO, BBIIUCKY, €r0 MHUIMANBI U (paMmiusd, nara
3aBEpEHUs, IPOCTABIIAETCS KpyTiias [e4aThb, HallpuMep:

[TonnuHHBIA HOKYMEHT HAaXOIUTCS B /€€ (HAMMEHOBAHME CTPYKTYpHOTO mojapasjaeneHus) Ne
02/153a 2010 rox.

Bepno

Benymmuii cneruanuct Iloonuce Y. O. ®amunus

[ara Ileuatn

JIMcThl MHOTOCTPAaHUYHBIX KOMUH (BBIIMCOK U3 IOKYMEHTa) HyMEPYIOTCS, OTMETKA O 3aBEPEHUN
KOIUU JOTOJHIETCS YKa3aHWEM KOJIMYECTBa JIMCTOB KOIUU (BBIMUCKU U3 IOKyMeHTa): "Bcero B
konuu __ 1.". JlomyckaeTcsi 3aBepATh OTMETKOW "BepHO" KaKIblil TUCT MHOTOCTPaHUYHON
KOIIUU JIOKYMEHTA.

JlvcTel mpomMBarOTCs BpyuHYI0 Ha 2 uiau 4 mpokona. [locie mpoIMBKM JIMCTOB Ha KOHIIBI
IPOLIMBHOW HUTU HAa OOOPOTHOW CTOPOHE MOCJEIHEro JUCTa KOMUU JOKYMEHTA HaKJIEHUBAETCs
auct ¢opmata A7 minM MeHbIE, Ha KOTOPOM YKa3bIBalOT KOJMYECTBO MPOLIMTHIX JHUCTOB, a
TaK)K€ HAaUMEHOBAHME JOJDKHOCTH JIMIIA, 3aBEPUBIIETO €ro MPOUIMTHE, JUYHYIO HOJAINUCH U
pacupoBky noamnucu. Kpome 3Toro mnpu mpouMBKe JUCTOB MPOCTABISAIOT OTTUCK IE€YaTH
TakuM 00pa3oM, YTOOBI OH 3aXBaThIBaJl YaCTh HAWMEHOBAHUS JOJDKHOCTH JIMIA U OOOPOTHYIO
YacTh MOCJICAHETO JINCTA KOIUH.

Konuu n0KyMEHTOB 3aBEpsIIOTCS OTBETCTBEHHBIMM JIMLAMHU, HA3HAYEHHBIMH PYKOBOJUTEISIMU
CTPYKTYPHBIX HOJpa3IesICHUH.

He nopnexar cBUieTENbCTBOBAHNIO KOIIMH JJOKYMEHTOB, UMEIOIINX HESCHBIM TEKCT, OAYNUCTKU
Y MHBIE HEOTOBOPEHHBIE UCIIPABIICHMUS.

Konuu nokymeHTOB, MpenHa3Hau€HHbIE JUIsl MCIOJNb30BaHUS BHEe HMHCTHUTYTA, 3aBEPSIOTCS
[I€YaThIO.

[Ipu pacchiike KONMui JOKYMEHTOB, UMEIOIIMX HOPMAaTHBHBIA NMpPAaBOBOM XapakTep (IpHUKa3bl,
pacropsiKeHus U T.J1.), B CTPYKTYpHbIE MOApPA3Ie/IeHIs] HHCTUTYTA, Pa3MHOXEHHbIE SK3eMILISPbI
pacchblIaeMbIX IOKYMEHTOB 3aBEPSIOTCS OTTUCKOM I€YaTH YIPaBJICHUS JeJIaMu.

OO0s13aHHOCTD 3aBEPATH MEUAThIO KOIMMH JIOKYMEHTOB, KaCAIOLIUXCS IPaB U MHTEPECOB TPaKIaH,
3aKkperuisieTcs: B aeuctByroniemM Ykasze [Ipesunnyma Bepxoaoro Cosera CCCP ot 04.08.1983
Ne 9779-X. Ot1OT K€ NOKYMEHT BMECTO cioBa «BepHO» NIpeanuchiBaeT B 3aBEPUTEINBHOU
HAJMKCH MUCATh Pa3BEPHYTYIO TEKCTOBYIO KOHCTPYKIUIO: « Konus éepna, noonunHuli 0OKyMeHm
HAXOOUMCA 6... (VKA3b18AEMCs HAUMEHOBAHUE CIMPYKMYPHO20 NOOPA30eNeHUsl UHCTNUMYMA)».
JInuHbIl pocuepk MPOCTABIAETCS TakK, YTOObI OH YaCTUYHO PACIIOIarajics Ha MOCJEeIHEM JIMCTE
CIIMBAa, @ YaCTUYHO — Ha IPUKICCHHOM IOBEPX HUTH HAaKIEHKE. 3aBEPUTENBHBIM TEKCT
pacreyaThIBalOT Ha MPUKJIEUBAEMOM JIUCTKE MO0 MUILIYT TaKoM TEKCT BpyuHyto. Hampumep,
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Komuu noxkymMeHTOB, HampaBiiieMble 3a MpeAesibl HUHCTUTYTa, AOJKHBI 3aBEPATH TOJIBKO
YIIOJIHOMOYEHHBIE Ha 3TO JOJKHOCTHBIE JIUIIA.

IMogmMBKH /JAOKYMEHTOB 3aBepsiTh HeJb3s. HeoOXxoauMo 3aBepUTh KONMHUIO KaXA0ro
JIOKYMEHTA, HAXOAAILIEr0Cs B OAIIMBKE, M0 OTJEIBHOCTH, a HE TIOJIINBKY JTOKYMEHTOB.

B omnpeneneHHbIX cilydasiX 3aKOHOJATEIbHOM YCTAHOBJIEHO HOTapuajbHOE 3aBEpEHHE KOIMUM
HEKOTOPBIX TOKYMEHTOB IIPH NIPEACTABICHUH UX B IPYrHe€ OpraHU3aluu.

[lopsimox  HOTapuaJbHOTO  3aBepeHUs] KONMM  JOKyMEHTOB  ycTraHoBieH (OcHOBaMu
3akoHozaTenbcTBa Poccniickoit @enepanuu o Hotapuate ot 11.02.1993 Ne 4462-1.

4.4.18.2. Boinucka U3 I0KyMeHTa

Bbinucka u3 10KyMeHTa — 3TO KOMHUs YacTH (4acTeil) MMCbMEHHOTO JOKYMEHTA.

Boinucky roToBSTCS B TEX CydasiX, KOTJa U3rOTOBJIEHUE KOMUU JOKYMEHTA M0 TEM WM UHBIM
OpPUYMHAM HEBO3MOXKHO (JOKYMEHT COJAEPKUT KOH(QUACHIHAIbHYI0 HH()OpMaIU0) WIN
Heleaecoo0pa3Ho (JIOKYMEHT UMeeT 0OJIbII0N 00BEM U TIOJIHOCTHIO OH HE HYKEH).

OTmeTka O 3aBEpEHMM KONMHM AaHAJOTMYHO HCIOJB3YETCS MU A YIOCTOBEPEHHS BEPHOCTH
BBIMHICOK U3 IOKYMEHTOB (MIOCTaHOBJIEHUH, paCOPSKEHHH, TPUKA30B, IPOTOKOJIOB).

[Ipu odopmiieHNH BBITHCOK MOTHOCTHIO BOCIIPOU3BOAATCS PEKBU3HUTHI OJaHKA, 32 HCKITIOUEHHEM
PEKBHU3HUTA «HAMMEHOBaHUE BUA IOKYMEHTa». B cocTaB JaHHOTrO peKBU3UTA CIEAYET 100aBIsATh
¢pazy «BBIIIMCKA WU3...». Hanpumep, Bmecto cinoBa «I[IPUKA3» HeoOxoauMo Hammcarhb
«BBITIMCKA U3 ITPUKA3A», «BBITIMCKA U3 ITPOTOKOJIA» (IIpuiioxenue Ne 7).

Kpome TOro, Ha BBIIHCKE YKa3bpIBa€TCAd PErMCTPALMOHHONM HOMEpP M JlaTa pPETUCTpaluu
OpUTHHAJIA JOKYMEHTa, a He JlJaTa U3TOTOBJIEHUS BBIMMCKU U €€ HOMED.

[Tox TeKCTOM BBIMCKHM YKa3bIBAIOT JOJKHOCTD JIMIA, TOANKMCABIIETO JOKYMEHT, €r0 NHUIUAJIBI,
damunmuio. JluyHas TOANUCH JOHKHOCTHOIO JIMIA B COCTaBE PEKBU3UTA  «IIOAMHCH
JOJIKHOCTHOTO JIMI[a» B BBIITMCKE HE CTABUTCS.

Jns npuaaHus OpUAMYECKOM CHUJIBI  BBINMCKE €€ HeoOXonuMo 3aBeputTh. [l 3Toro
UCIIOJIb3YETCSI PEKBU3UT «OTMETKA O 3aBEPEHUU KOINUU JOKYMEHTa», TaK )K€ Kak M JJIsl KOIUHN
JIOKYMEHTOB.

4.4.19. OT™MeTKa 00 HCIIOJIHUTEIE

OtrMerka 00 MCHOJHHTEJNE JOKYMEHTa IPOCTABIAETCS B JIEBOM HMXKHEM YIJy JIMIIEBOM
CTOPOHBI MOCJIEIHErO JINCTA JOKYMEHTA.
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OTMmeTka BKIIOYaeT WMs, OTYECTBO (mporedarbiBaeTcs mepen (amwmnueit), damumuio
UCIIOJTHUTENIE U HOMep ero TtenedoHa, Meyaraercs MO JIEBOMY Kparo CTpaHUlbl Oe3 ab3ana
mpudTom pazmepom Ne 10 yepe3 1 MeXCTPOUHBIN HHTEPBAII, HAIPUMED:

. Y. IBaHOB (CIIOBO «HMCIIOTHUTENbY HE MPOIEUaTHIBACTCS )

928 88 14 (cnmoBo «TenedoH» HE MPONEUATHIBACTCS)

[Ipu BeneHuM CciayXeOHOW MEPEeNUCKU MJsi COOJIIOJIEHUS JEJOBOr0 JTHKETa, Tesle(OHHBIX
[IEPErOBOPOB 1L1€JIECO00PA3HO B PEKBU3UTE YKa3bIBATh UMS U OTYECTBO IOJHOCTHIO, HAIIPUMED:
Huxonaes [letp Onerosuu

(499) 234 56 88

OtmeTka 00 UCHOJHHUTENE MOXKET JOMOJHATHCS YKa3aHUEM JIOJDKHOCTU WCIIOJIHUTENS C
YKa3aHHUEM CTPYKTYPHOT'O IIOpa3AeICHUsI.

4.4.20. Yka3aHus 110 UCHOJTHEHUIO JOKYMEHTA (Pe30JI0uus)

OcHOBHBIMU (haKTOpamMH, BIUSIOUIMMHA Ha CKOPOCTb JTOKYMEHTOOOOpPOTa MHCTUTYTA, SIBISIFOTCA
IOPUHLIMIIBI U CTWIb yrpaBieHus. OHU pealu3yloTcs, B TOM YHCIE, C MOMOIIBI0 MPOCTON
YIIPABJICHYECKON TEXHUKHU — YKA3aHUH 110 HCIIOJTHEHUIO IOKYMEHTAa (Pe30JII0Luii).

Yka3aHue no MCMOJHEHUIO TOKYMeHTAa (PE30IIOLHs) — 3TO MPSAMOE YKa3aHHE PYKOBOJIUTEINS O
XapakTepe pelIeHUs BOIpPOca, KOTOPbIA CONEPKUTCA B JIOKYMEHTE, MPEACTABIEHHOM €My Ha
paccMOTpPEHUE;

- PE30JIIOLIMSL TOJIKHA OBITh MOANKCAaHA U IaTUPOBAaHA €€ aBTOPOM;

- PE30IIIOLHSI SIBJIAETCS 0053aTEIbHBIM IS UCIIOJIHEHUS IOPYUYCHHUEM;

- pe3oronueil onpeaenseTcs AaJbHEHIINNA MyTh ABM)KEHUS JIOKYMEHTa, BPEMS €ro IMOJIy4EeHHUs
TEM NOJpa3felieHueM M HCIOIHUTEIEM, KOTOPble MOTYT PEUIMTh BONPOC WM MOATOTOBHUTH
IPOEKTHl HEOOXOTUMBIX/OTBETHBIX JIOKYMEHTOB.

OpranuzalliOHHOW OCHOBOWM JIOOOH CHCTEMBI JOKYMEHTOOOOpOTa SBJISIETCS  4YeTKoe
pacnpenenenue (GyHKIUI M OTBETCTBEHHOCTH CTPYKTYPHBIX MOApAa3JdejeHUMii UHCTUTYTA, a
TaKXe pasrpaHuyeHHe (QYHKIHOHAIBHBIX OOS3aHHOCTEH MEX1y PEeKTOPOM M MPOPEKTOPaMHU IO
HAIpaBJICHUSIM, I[PEJOCTABICHUE TMpPaB M IOJHOMOYUH PYKOBOIAUTENSM CTPYKTYPHBIX
NOJAPA3JCICHN W HHBIM JIOJDKHOCTHBIM JIMLIAM HIDKECTOSLIETO YIPaBICHUYECKOTO YpPOBHS.
[TopyueHnue n0KHO OBITH agpPEecOBaHO TOMY, KTO HMMEET NpaBO M 00s3aH B paMKax CBOMX
(YHKLIMOHATIBHBIX O0S3aHHOCTEH NPUHUMATh PEIIEHUS B KOHKPETHON OO0JacTH, C y4eToM
MepapXuM U MOJYMHEHHOCTU. JIOKYMEHT HaIpaBisieTcs Ha HMCIOJIHEHHE B TO MOJpa3felieHue,
PYKOBOJUTENb U COTPYIHUKU KOTOPOTO OBICTPO M MPO(HECCHOHAIBHO CMOTYT MOJArOTOBUTh MIIH
MPUHATH CAMOCTOSITENIBHO caMoe 3(PPEKTUBHOE pelIeHHUE.

KoHTpomab coOiaroeHust CUCTEMBI 1eIerMpOBaHUs TOJTHOMOYHM OCYIECTBIIIET CEKpeTapuart.

[To ¢opme mpencraBiaeHUs NPUOPUTETHBIMM SIBIISIIOTCS MOPYYEHUS, 3a(QUKCUPOBAHHBIE B
nucbMeHHOM Buje. [lopyueHus pekTopa, OaHHblE B YCTHOH (opme, HOKHBI OBITH B
MoCIeAYIOIEM OQOPMIIEHBI B MUCbMEHHOM BU/JIE U MTOCTABJIEHBI HA KOHTPOJIb B OOIIEM MOPSAKE
YIPaBIECHUEM JIETaMH.

4.4.20.1. OOmme mnpaBwia oQOopMIeHUS YKA3aHUA 10 MCIOJHEHUID [TOKYMEHTa
(pe3oJronms)

Opnna w3 omepanuii B TEXHOJIOTMH JEIONPOU3BOJACTBA, KOTOpas MPEALIECTBYET KOHTPOIIO
UCIIOJIHEHUS, Ha3bIBACTCsl «HANpPaBJIeHHEe JOKYMEHTa HAa MCIOJHEHHe» U  sABIAETCA
BaXHEHIIMM yNpaBICHYECKUM JIEHCTBHUEM, CBSI3aHHBIM C TMHCbMEHHBIM O(OpMIIEHHEM
IPUHITOIO PELIEHUS WM NPSIMOro NopydeHus. PyKOBOOUTENb, pacCMOTPEB IMpPENCTABICHHBIN
eMy JIOKyMEHT, JaeT NpsSMOe YyKa3aHHWE YIOJHOMOYEHHBIM COTPYJHUKAaM, KaK pELIUTh
KOHKPETHBIN BOIIPOC, WIX MPOCTO paclpeAeseT JOKYMEHThI 10 CBOUM 3aMECTUTENSIM B paMKax
CUCTEMBI pa3rpaHHueHusl 003aHHOCTEHN UITU IeTIETUPOBAHUS TOJIHOMOYHIA.

HanpasieHnue nokymMeHTa Ha MCIIOJHEHHE HaXOJUT CBOE JOKYMEHTAIbHOE OpOpMIICHHE B BHUJIE
yYKa3aHUs 10 HCHOJHEHUIO, MPOCTaBICHHOIO Ha JOKYMEHTE. YKa3aHHe IO HCIHOJHEHHIO
JOKYMEHTa SBIICTCA BAKHEWIIEH OTMETKOM Ha JOKYMEHTE, BO3HMKAIOIIEH B IIPOLIECCE €ro
TEXHOJIOTHYECKON 00pabOTKH.
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Yka3aHue IO HCHOJHEHHMI0O JOKyYMeHTa (pe30JII0LMsA), HANMCAHHOEe Ha [OKYMEHTe
COOTBETCTBYIOIIUM [0JIKHOCTHBIM JIMIOM, BKJIKYaeT B ce0d (aMWJINH, WHUIHAJBI
HCIOJIHUTeNIel, co/iepKaHue NOopy4YeHUusi (IpM Heo0XOAMMOCTH), CPOK MCIOJHEHHS,
noAnuch W Aary. B mHcTHTyTE YyCcTaHOBJIeHO OdopMileHHMEe YKA3aHHMS 10 HMCIOJTHEHHIO
(pe3oounu) Ha oTaeabHOM JincTe (Ilpuioxkenne Ne 10).

OcHoBHOM peueBoil (opMynol [ BBIpaXKEHHUS COOCTBEHHO pEIICHUS WM TMOPYYEHUS
pykoBoauTens siBisiercs Gopmyna «Komy — 4To caenarhb, Koraa/k KakomMy cpoky». Gamuinuu
WCIIOJIHUTENIEH YKa3bIBAIOTCSI B JIATEJIbHOM Ia/ieKe, HHHULIHUAJIBI odopmiswTess mocie
pamuianu.

[Topyuenuss pykoBOIUTENS B YKa3aHHHM IO HCHOJHEHUIO MOTYT OBITh MHAMBHAYAJbHBIMHU
(ykazana ojHa (aMuIusi HCIIOJHUTENS) WIM KOJJEKTHBHBIMH (TIEPEYHUCICHBI HECKOJIBKO
damunuii). Ho oTBeTCTBEHHBIM HCIOJIHUTENEM BCerja sIBISETCS TOT, Ubs (pamMuiiusl Ha3BaHa
nepsoii. MeHHO OH OoTBedaeT 3a OPraHW3alMI0 MCIOJHEHHUsI, OKOHYATEIbHOE pEIICHUE
BOIIPOCA, TMOJATOTOBKY OTBETHOI'O JOKYMEHTA, OTUMTHIBAETCA O PE3YJbTaTaX HUCIHOJHEHUS U
B3aUMOJICHICTBYeT C  yIOpaBJIIGHHEM JelaMd ¥  OTBETCTBEHHBIM 3a  oOecrieueHue
dbyukumonuposanus cucreMbl KUITP koHTpoIs B poriecce CHATHS TOPYUYEHUSI ¢ KOHTPOJIS WK
nepeHoca cpoka ucnojiHeHus. OTBETCTBEHHBIM  UCHOJHUTENb  BIPAaBE  YCTaHOBUTH
MIPOMEKYTOUHBIE CPOKH UCIOJIHEHHMSI, CO3bIBATh ONEPATUBHBIE COBEUIAHUS U MPUBJIEKATh UHBIX
COTPYJIHUKOB (C coriacus UX PYKOBOJUTENEH) B LIEJAX KAYECTBEHHOI'O UCIIOJHEHUS IOPYUYEHUSI.
Coucnonuutenu (ux ¢GamMIMA TakXKe YKa3aHbl B PE30JIONUU PYKOBOJIUTENA) OOsS3aHbI
y4acTBOBAaTh B IMOATOTOBKE OOIIETO PEIICHHs B paMKaX CBOUX (DYHKIIHIA U 30H OTBETCTBEHHOCTH.
Ha paccMoTpeHue pekTopy ynpaB/jieHHEM [eJIaMH NPEACTABJIAIOTCH TOJbKO BaKHeHIIHe
AJIS1 AeiTeJIbHOCTH HHCTUTYTA JOKYMEHThI 110 BOIIPOCaM, KOTOpPbIe OTHOCATCS K ero cdepe
OTBETCTBEHHOCTH M MOJTHOMOYHUAM, H JOKYMEHTONOTOK OrPAHMYEH.

OTO mnHCcbMa, aJpPECOBAHHBIE HAa UMS PYKOBOJAUTENS, IEPENHUCcKa [0 BONPOCAM, KOTOPbIE
KypUpYIOTCSI MM JIMYHO, NMHCbMa OT IJaB cyObekToB Poccuiickoit ®enepanuu, opraHoB
rOCy/IapCTBEHHOT'O  YyIpaBieHHUs (MHUHUCTEPCTB, BEIOMCTB) M HUX TEPPUTOPHAIIBHBIX
NOApa3JeIICHNH, PYKOBOAMTENEH  MYHMLIMIAIBHBIX  OPraHOB,  KOHTPOJHUPYIOIIUX U
perynupymoomux opraHuzanuii. Bce 3TH  1OKyMEHTHI TpeOyloT He3aMeAJIUTeJbHOIro
pacCMOTPEHHMsI, YETKMX M KOHKPETHBIX PELIEHHH, TaKk KaK OT 3TOr0 3aBUCHUT permyTanus
UHCTHUTYTA.

VYka3aHus MO UCIOJHEHUIO JOKYMEHTA MOANMCHIBAIOTCS PEKTOPOM, MEPBBIMU MTPOPEKTOPAMU U
npopekTopamMu. B o0s3arenbHOM MOpSAJIKE JaTUPYIOTCS, IIOCKOJIBKY CpPOK HCIOJIHEHUS
NOCTYIMBIIETO JOKYMEHTa HCUUCISETCS OT JaThl €ro IOJYy4YeHHs aApecaToM, T.€. C JaTshl,
KOTOpas yKa3aHa B PErHCTPAallMOHHOM LITamIe. DTOT BOIPOC KOHTPOJIUPYETCS] CEKPETAPUATOM,
KOTOPBII CO3/1aeT pe3epB BPEMEHHU, COKOHOMJICHHOTO Ha Olepalusax IHepeaadu JOKyMeHTa (Ha
OyMa)KHOM HOCHTEJIE, B AJIEKTPOHHOM BHJIE, PaKCUMUIBHOM CBA3b10). [locTynuBImIMiA JOKYMEHT
JIOJDKEH OBITh paccMOTpeH (a 3HAa4MT, JOJDKHA OBITh NMPOCTaBJIEHA PE3OJIONUSA) B JAeHb €ro
MOJIyYeHHU.

VYka3aHus 110 UCIOJIHEHNIO JOKYMEHTA PEKTOpa aApECYIOTCs MPOPEKTOpaM (OJHOMY W ABYM,
MakCHMajdbHO B OJHOM pe3onouuu ynomuHaroTess 4 damuwinu). DyHKIUUM U 30HBI
OTBETCTBEHHOCTH IPOPEKTOPOB M IOMOILIHUKOB pEKTOpa YTBEPXKAEHBI B IpPUKa3e o
JIeJIETUPOBAaHUU MOJHOMOYMN. MHOTIa TOKYMEHT HampaBisieTcsl Ha UCIOJHEHUE C PEe30JIoINei
TOMY MPOPEKTOPY, KOTOPOMY PYKOBOJUTENh paHee jAaBai Mmojo0HOe, IIUTENbHO JIeHCTBYIOIIEe
MOpYYECHHUE.

IIpu paccMOTpeHMH JOKYMEHTOB pEKTOp pPYKOBOJACTBYETCSI 30HAMH OTBETCTBEHHOCTH,
KOTOpBIE 3aKPEIJICHbl HA BEPXHEM YPOBHE CUCTEMBI JI€JIETUPOBAHUSI IOJTHOMOYUH.

4.4.20.2. XapakTep pe3o/ouuii

DJIEeMEHTHl CTaHAApPTHOM pedeBo Mojenu pesontonnn «Komy — 49ro caenaTth — KOTaay,
HaIrpuMep, TAKue BapUaHThI:

- [Ipousy npeonosicenui 0 compyoHuiecmae.

- [Ipouty noocomoeums pacnopsiceHue.
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- [Ipowty obecneyums @vinoaHeHue K YKasanHomy cpoky.

- [Ipowty npedcmagume nian peanusayuu.

- Onnamums. Imo 8axiCHO.

- Coenacen.

- Illpowy yuecmov. HnmepecHo.

- Haoo pewwumo. [Ipeonacaiime.

- Ymo smo?

- 3auem?

- Koumponw!

- Pazobpamucs, donoscums!

dopma yKka3aHMs MO HCIOJHEHHMIO JIOKYMEHTa (PE30JIIOLMHU) JIOJDKHA CBUAETEILCTBOBATH O
COOIOACHUH STUYECKHX MPaBUJII, YETKOCTH 3a/1a4, CTPEMIICHUHU K KPATKOCTH UHCTPYKLIUH.
4.4.20.3. HecranaapTHble pe30JI0HI

OauH U3 MpUMEPOB HECTAaHAAPTHOW PE3OJIOLMU — MOANMCH PYKOBOIAMTE/ISI, 03HAYAIOIIAS
coryiacue (IOJI0KMTEJILHYIO pe30/onni0). B aTom cinyuyae cekperapuar nepesaetr JOKYMEHT C
no00HOM pe3oniolMell Ha JalbHEHIee HCIONHEHUEe, T.K. OH OyIeT CIYXHTb OCHOBAaHUEM
(MHUIIMATUBHBIM JTOKYMEHTOM) JUTS TIOCJICIYIOIIETO W3/IaHus MIPHUKa3a, YTBEPKICHUS IITATHOTO
pacnucaHus, BBeJCHHUS B IeCTBUE HOPMATUBHOTO U APYTUX TOKYMEHTOB.

Pezomonuss Moker odopmisaTees Kak mpoctoe aapecoBanue «Komy» ¢ o0o3HaueHHeM
(paMuIMM ¥ MHULIHMAJIOB HCIOJHUTENN (C MOANKMCHI0O pykoBoauTesst uiau 0e3). I[lepenasas
JIOKYMEHT C TaKOW pe30JIOLMEN Ha AAJbHEWIEE HUCIIOJHEHUE, CEKpPEeTapuar OTMEYaeT, KaKue
KOHKPETHBIE BOIIPOCHI, B KaKWX JOKYMEHTaX, MOJYYEHHBIX OT KaKHX aJ[pecaTtoB, PEKTOp
nopy4aer pemarh (AeTeTupyeT) CBOUM MPOPEKTOpaM WM PYKOBOIUTENSIM KOHKPETHBIX

MOJIpa3ICTICHU M.
B nmanpreiimem 3ta nHGOpMANHS MOXKET OBITH MCIIOJIE30BaHA B MPOIIECCE COBEPIICHCTBOBAHUS
CHCTEMBI JICJIETUPOBAHUSA IIOJHOMOYMH — JUIsI TOATOTOBKM HOBBIX BEPCUM IPHUKA30B O

pasrpaHuyeHU (QYHKIUH, aKTyaau3alud [OJIOKEHUH O CTPYKTYPHBIX THOJpPa3AeiIeHUX,
JOJKHOCTHBIX MHCTPYKIIUSX.

Pesomioniuss MoXeT BBITIAAETh, KaK OTMETKa Ha JOKYMEHTE, U COJep>KaTh IJ1aroJ
«O3nakomaen» M MONNHUCH, KOTOPBIE O3HAYAIOT, YTO PELIEHUE PYKOBOJIUTENIEM HE IPHHSTO,
KOHKPETHOE MOPY4YEHHUE OTCYTCTBYET, HH(POpMAIUS MOJIydeHa JUIsl CBEIACHHS, pEellIeHHe BoIpoca
OTJI0XeHO. BHyTpeHHMI JOKYMEHT C MOJ00HOM pe3omtonuel (Harnpumep, ciyxeOHas 3amucka)
Cekperapuar BO3BpallaeT aBTOPY JTOKYMEHTA, MOCTYNUBIINI OT BHEIIHETO KOPPECIOH/IEHTA, —
nepeaaeT B pyHKIHMOHAIbHOE MPO(UIBHOE MOIpa3/ieeHue.

4.4.21. OT™MeTKa 0 KOHTpOJIe TIOKYMEeHTAa

OTMETKY 0 KOHTpOJIE MIPOCTABIISIFOT HAa IOKYMEHTAax, MIOCTaBIEHHBIX HA KOHTPOJIb, C TIOMOILBIO
mramna "KoHTpoas" Ha BepxHEM I0OJe€ AOKYMEHTa CIpaBa C YKa3aHWEM KOHTPOJBHOM JaThl
VCIIOJTHEHUS.

4.4.22. OT™MeTKA 00 HCIIOJTHEHUH IOKYMEHTA

OtmeTka 00 MCIIOJIHEHUH JIOKYMEHTa M HalpaBJIEHUH €ro B JIEJI0 COCTOUT U3 ciioB "B neno Ne',
yKa3aHusl HMHJAEKCa Jena, B KOTOpPOE IOMEIIAETCs JOKYMEHT, NOANHMCH HWCHOJHHTENS WIN
PYKOBOAMTENS CTPYKTYPHOTO MOAPA3AEICHMS], JaThl.

OtmeTka 00 MCHOJHEHUH MOXET JIOMOJIHATHCS MHpopManueil 060 0COOEHHOCTSIX HCIOJHEHUS
JIOKYMEHTA.

Cchulky Ha AaTy U HOMEp JOKYMEHTa, CBUJETENbCTBYIOUIETO O €ro HCIOJHEHHH, WIH, MPU
OTCYTCTBUH TAKOTO JOKYMEHTa, KpaTKKe CBEJICHHUS 00 NCIOTHEHUH.

Ormerka 00 UCHOJHEHUM JOKYMEHTa oOQOopMIIsieTcs HCIOJIHUTENEM JOKYMEHTa I
PYKOBOAMTENEM CTPYKTYPHOTO ITOAPA3IEIECHUS, B KOTOPOM HCIIOJIHEH JTOKYMEHT.

4.4.23. OT™MeTKAa 0 MOCTYIUIEHUH JOKYMEHTA

OTMmeTKa 0 MOCTYIJIEHUU JOKYMEHTa B MHCTUTYT COAEPKUT OUEPEIHOM MOPAIKOBBII HOMEP IO
PETUCTPALIMOHHOMY KYpPHaJIy BXOIALICH KOPPECHOHICHIMHM M ATy MOCTYIUIEHUS JOKYMEHTa
(pu HEOOXOAMMOCTH — YaChl © MUHYTBHI).
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OTMeTKa 0 MOCTYIUIEHUH JOKYMEHTA MPOCTABIsETCS pPAOOTHUKAMH YIIPABICHHS JeaMHu B BHJIE
LITaMIIa B IPABOM HM)KHEM YTJIy Ha IIEPBOM CTPAaHULE JOKYMEHTA.

5. OPOPMJIEHHUE OTAEJIbBHBIX BUJ1OB JOKYMEHTOB

WMHCTpyKLMs MO JAEIONPOM3BOJACTBY YCTaHABIMBAET TPEOOBAaHUS K IOATOTOBKE OTIEJIBHBIX
BUJIOB JIOKYMEHTOB.

5.1. PacniopsiiuTtesibHbIE TOKYMEHTbI

5.1.1. IloaroroBKa NpOEeKTOB NPHUKA30B

ITpouenypa JOKyMEHTUPOBAHHUS BBICTYIIACT OPraHU3YIOIIMM HA4ajaoM B MOArOTOBKE M U3JIaHUU
pacnopsiAUTENBLHOTO TOKYMEHTA, IEPBUYHON B JAaHHOM CIlydae SIBJISETCS IpOLEAypa MPUHATUS
pEILIeHNs, Ha KOTOPYIO ¥ HAKJIaAbIBAECTCS IPOLECC JOKYMEHTHUPOBAHMUS.

[TpukazaMu u pacHopsDKEHUSMHU, SBISIOIIMMUCS WHAUBUAYAJIbHBIMU IPaBOBBIMU aKTaMU,
0pOpPMIISIOT pelleHHs] EPCOHATBHOIO XapakTepa (KaJIpoBble MPUKa3bl), MO JUYHOMY COCTaBY
o0y4aroluxcsi, pEIIeHUusT 10 ONEpaTUBHBIM, OPraHU3ALUOHHBIM U JAPYTUM BOIpOCam
JESTEIIBHOCTH UHCTUTYTA.

IIpuka3 — npaBoBOHM aKT, W3/1aBAE€MbIl PEKTOPOM (IPOPEKTOPAMU) MHCTUTYTA JUISl PELECHUs
OCHOBHBIX, OIEPATUBHBIX M OPraHU3aLMOHHBIX 333y, coOJAep)Kallui oO0s3aTeNbHbIe IS
pabOTHUKOB TpeOOBaHMUSL.

Bce pacniopsianTenbHble JOKYMEHTBI JOIKHBI CTPOTO COOTBETCTBOBATh 3aKOHY.

[TpoexTsl puKa30B JOJKHBI 0QopMIIsiThCs Ha Onanke nHcTuTyTa (IlpHitoxkenue Ne 3) u umersb
YCTQHOBJICHHBIII ~KOMIUIEKC 00f3aTelbHbIX PEKBU3UTOB UM  CTAaOMJIBHBIA MHOPSIOK UX
pacIIoIOKEHUsl B COOTBETCTBHUM C nocraHoBieHueM [IpasurenscrBa Poccuiickoit @enepannu ot
15.06.2009 Ne 477 «O06 yrtBepxknaenun IlpaBun genonpou3BoicTBa B (elepalibHbIX OpraHax
ucnonauutenbHoi Baactu» U 'OCT P 6.30-2003 «YHuduuupoBaHHbIE CUCTEMBI JOKYMEHTALIUU.
YHUGHUUIMpOBaHHAas CUCTEMa OPraHU3allMOHHO-PACTIOPSIIUTENbHON JOKyMeHTauuu. TpeboBaHus
K O(OpPMIIEHUIO JTOKYMEHTOB», M JOKJIAQAbIBAIOTCA ISl MOJAINKUCU IPU HEOOXOAUMOCTH CO
crpaBkoil  (cimy)xeOHON 3amucKoi), KOTopasl IOJDKHA COJepXaTh KpPaTKOe H3JI0KEHHE CYTH
npHKa3za, 00OCHOBaHHE €ro HEeOOXOJIMMOCTH, a TaKkKe CBEIACHHMS O TOM, Ha OCHOBAaHUU YETO
MOJATOTOBJIEH MTPOEKT U C KEM COIJIaCOBaH.

[Tpuka3 MoxkeT ObIThb H3/aH PEKTOPOM MM JIMIIOM, HCIOJIHSAIOIUM OOS3aHHOCTH PEKTOpa
MHCTUTYTa B CIIy4ae €ro OTCYTCTBHs, NMPOPEKTOPAMHU IO HANPABICHUSIM B COOTBETCTBUH C
MOJIHOMOYHSIMHU, KOTOPbIE UM JIEJIETUPOBAHBI PEKTOPOM.

[Tepenaua mpuka3oB, UX KOMUH pabOTHUKAM CTOPOHHHMX OpraHU3alMi JOIYCKaeTcs TOJIBKO C
pa3pelieHns pykoBOACTBa MHCTUTYTA.

[TpoexkTsl mNpHKa30B pa3paldaThIBAIOTCS CTPYKTYPHBIMU IOJpa3/€iCHUsIMU MHCTUTYTa Ha
OCHOBaHUU MOPYUYEHHS PyKOBOJICTBA JINOO B MHULIMATUBHOM TOPSIJIKE.

ObecnieueHne KauyeCTBEHHOH IOATOTOBKM TPOEKTOB MPHUKA30B M HUX COIVIACOBaHHUE C
3aMHTEPECOBAaHHBIMM CTOPOHAMHU BO3JIaraeTcss Ha PYKOBOJAUTENEH MOJpa3/ieleHHi, KOTopble
BHOCST U FOTOBST IPOEKT.

KonTposib Hag mnpaBuIbHOCTHIO 0GOPMIIEHHSI NPOEKTOB MNPHUKA30B OCYLIeCTBJAET
ceKperapmuar.

OcHoBaHMEM ISl U3/1aHUS PACTIOPSIIUTEIBHOTO JOKYMEHTa MOXKET OBbITh:

1. Heo6x01uMOCTh HCIIOTHEHNS IPUHATHIX 3aKOHOATEIbHBIX, HOPMATUBHBIX MPABOBBIX aKTOB U
WHBIX pEIICHUN BBIMIECTOSAIINX OPraHOB, a TAKXKE paHee W3JIaHHBIX PaCHOPSIUTENBHBIX WU
MHBIX JIOKYMEHTOB OpraHU3aliy.

2. HeoOxoauMoCTh  OCYIIECTBIEHHS COOCTBEHHOM  HCIOJIHHUTEIbHO—PACIOPSIAUTEIHHON
JesITeIbHOCTH, BBITEKAIOIeH U3 GYyHKIMN U 3a]]a4 HHCTUTYTA.

B nepBom ciydae B KauecTBe JOKYMEHTOB, MHULMUPYIOLINX PELICHUE, BBICTYNAIOT TOKYMEHTHI,
W3JIaHHBIE BBILIECTOSAIIMMH OPTaHU3ALMAMM, WK PAHEE U3JIAHHBIE HHCTUTYTOM JOKYMEHTHI. Bo
BTOPOM ciyyae HMHpOpManus O HEOOXOAMMOCTH MNPHUHITUSA PEIICHUI MOCTyHmaeT U3 TaKUX
JIOKYMEHTOB, KaK MEpenucKa, IOKJIAIHbIC 3alMCKH, CIY)KeOHbIE 3alHMCKH, CIpPAaBKH, AaKTHI,
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MPOTOKOJIBI, TUIAHBI, OTYETHI W JAp. Ha ocHoBaHwm uWHGOpMAIWU, MOYEPIHYTOM M3 ITHUX
JOKYMEHTOB,  PYKOBOJIUTENb  MPUHUMAET  pelleHHe O  HEeOOXOAMMOCTH  W3/aHus
pPacHopsAUTEIIBHOTO JOKYMEHTA C PE30JIFOLUEN «B npuxkas».

Jns  BbIpaOOTKM KauecTBEHHOro, 3(P(EKTUBHOTO pelIeHHus cTaausi cOopa W aHaau3a
uHdopManuu nmeer ocoboe 3HadeHne. Pa3paboTunky, TOTOBSIINE MPOCKT PACIIOPSTUTEIIHHOTO
JIOKYMEHTA, JIOJDKHBI cOOpaTh OOBEKTUBHYIO, JOCTOBEPHYIO MH(GOPMAIUIO, JOCTATOYHYIO IS
NPHUHSTHS pelneHus. MicTouHnkamMu Takoi HHPOpMAIUK MOTYT ObITh: 3aKOHOAATEIHHBIC U HHBIE
HOpPMAaTUBHBIE TIPAaBOBbIE AaKThl, OINEPATUBHAS JOKYMEHTAlMsl OpraHMU3allH, JJIOKYMEHTHI,
MOCTYTAIONINE U3 APYTrUX OPraHU3AIHA, ApXUBHBIC TOKYMEHTHI, TyOIHKAIIUU B IEPUOAHMYECKOM
NevaTy, Hay4Hble MaTepuaibl U Ipyrue JOKYMEHTHI.

Eciu panee B MHCTUTYTE NMPUHUMAIKNCH PEHICHHS TI0 aHAJOTUYHBIM BOIPOCaM, HEOOXOIMMO
U3YYUTh paHee U3JaHHbIC PACHOPSAUTEIbHbIE TOKYMEHTHI BO M30€KaHHUE MPUHATHUS PEIlCHUM,
MPOTUBOPEYAIINX WJIU OBTOPSIOIIUX PAHEE MPUHATHIC PEILICHUS.

Cnepyroumuii  sTanm B MOATOTOBKE pPAaCHOPSAMTEIBLHOTO JOKYMEHTa — odopmiieHue
BbIPA0OTAHHOI0 pelleHUsT B BHAE MPOEKTa PACNOPSAAMTEJbHOr0 a0KyMeHTa. I[Ipoekt
pacmopsiANTEILHOTO JOKYMEHTA JOJIKEH MPOWTHU 3Tall COTIACOBAaHUS, B PE3yJbTaTe KOTOPOrO B
MPOEKT JOKYMEHTa MOTYT OBITh BHECEHb M3MEHEHHS, IPOBEJACHO pEIAKTUPOBAHUE U
KOPPEKTUPOBKA MPOEKTA.

B pamkax nporneaypsl coriiacoBanusi MOTYT OBITh IIPEIOCTABIICHBI CIEAYIOIINE MpaBa:

- moTpeboBaTh OT MHHUIIMATOPA MPOEKTa JOMOJHUTEIHHO COTJIacOBaTh MPOEKT JOKYMEHTa C
MOApa3ICCHUsIMH,  y4YacCTBYIOIIMMU B pa3pabOTKe  YIPABICHUYECKOTO  PEIICHUS,
KOHTPOJMPYIOIIKUMHU UX BBITIOTHEHUE;

- HE COIJIaCOBBIBaTh (OTKJIOHWUTH) MPOEKT JOKYMEHTa C OOOCHOBaHMEM MpPUYUH (B JHUCTE
COTJIACOBaHUS WM CIIEUANBbHOMN CITy:KeOHOM 3aMucKe);

- TPOJUIMTH YCTAHOBJICHHBIN CPOK COTJIACOBAHMSI B 3aBHCHMOCTH OT OOBEMa U COJIECpKaHUs
JIOKYMEHTA;

- HEe TIPUHUMATh Ha PACCMOTPEHUE JOKYMEHTHI, COTJIACOBAHHE KOTOPBIX B 3TOM IMOPa3ICICHUN
HE MPEAYCMOTPEHO YTBEPKACHHON CXeMOW WM MapuipyToM (TPOEKT JOKYMEHTa B JaHHOM
Clly4yae BU3HpYETCs, HO C KOMMEHTapHeM, YTO COIIaCOBaHHE JOKYMEHTa C MOApa3/ieIeHUEM HE
MIPEAYCMOTPEHO);

- HE MPUHUMATh OT MOJPA3ACIICHUN 3aMeyaHusi 6e3 000CHOBaHUS MPUYMH, €CIU 3aMEeUaHusl He
OTHOCSITCS K TMPEAMETHOM O0JIaCTH W 30HE OTBETCTBEHHOCTH IMPEACTABUBIIETO 3aMEYaHHs
COTJIACOBBIBAIOUIETO MOAPA3AETICHHUS;

- HampaBUTh JOKYMEHT Ha COIVIACOBaHUE IO MPOLEAYype, OTINYAIOUIEHCS OT YCTaHOBJICHHOU B
WHCTUTYTE, €CJIM OHa CAaHKI[MOHMPOBAHA PEKTOPOM M BBI3BAHA CPOYHOCTHIO U BaXKHOCTHIO
pelIeHus: Bonpoca.

CorsniacoBanue MPOEKTOB NMPHUKA30B (pacnopsizkeHHid) OCyIIECTBJSIETCHA B CPOK A0 NATH
JHEM.

JTan CcoOrJIacOBaHUsl NPOEKTAa PACHOPSAUTEIBHOI0 JOKYMEHTa MOXET COCTOSTh U3
BU3HPOBaHUS (BHYTPEHHETO COTJIACOBaHMS). BU3bI MPOCTaBISIOTCS Ha 00OpPOTE MOCIETHETO
JUCTa JOKYMEHTA.

Buzupyor mnpoekt mnpukasza: MNPOPEKTOp MO KOMIETEHUWHU; PYKOBOJIUTEIb CTPYKTYPHOIO
MO/pa3IeNIeHUs], BHOCSAIIUN MPOEKT, BU3a KOTOPOTO SIBIISETCS «BBITYCKAIOIICHY; PYKOBOJIUTEIN
CTPYKTYPHBIX TOJpa3AeTeHH, BU3bI KOTOPHIX HEOOXOAMMEBI IO COACPIKAHUIO MPOEKTA MPUKa3a;
00s13aTeIbHBI BU3bl IOPUIMYECKONW CIYKOBI, cekperapuarta. [IpoeKkThl MpUKa30oB, HCTOJHEHUE
KOTOpBIX TpebyeT (hrHaHCOBOro OOECHedeHHUs, BU3HPYIOT OTBETCTBEHHBIE JHIA (PMHAHCOBOU
CITY’KOBI.

OtcyrcTBHe BU3bI NIOPA3ACIICHUS], YYACTBYIOLIETO B MPOIEAYPE COTJIaCOBAHUsS, He MO3BOJIsIET
CYHTATh JOKYMEHT COIJIACOBAHHBIM 10 YMOJIYAHHUION.

PacimmdpoBka moamwicu pacmojaraeTcsi Ha YpPOBHE TMOCIEAHEH CTPOKHM HAMMEHOBAaHUS
JOJKHOCTH ¢ MpobenoM Mexay mHunuanamu u ¢amumiueil. Ileppas 6ykBa B HAaMUMeHOBAaHMU
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AOJKHOCTH OTPAHUYUBAETCH JIEBbIM I0JIeM, MOCIeAHsAA OykBa B pacmim(ppoBke MOIMUCH
OrpaHMYHMBAETCS MPABBIM IOJIEM.

Hanpuwmep:

PykoBogutens noonuce N. O. ®amunus

Ha cormacoBanue MomkeH OBITH HANPaBIICH MOJTHOCTHIO MOJTOTOBJICHHBIM U O()OPMIICHHBINA B
COOTBETCTBUU C YCTAaHOBJICHHBIMU IIPABUJIAMH MPOEKT MPUKa3a.

3anpeuniaercsi HCMOJIb30BATH MPOLEAYPY COIJIACOBAHMS B KadecTBe CIOCO0a MOATOTOBKH
(pa3padoTKM) T1OKYMEHTA.

3a peanu3aluio Ipolecca CorjiacoBaHUsl HECET OTBETCTBEHHOCTh MHUIIMATOP JOKYMEHTA.
[Toapa3nenenue, yuyacTBYIOIEe B MPOIEAYPE COTIACOBAHMS, OIIEHUBAsI MTPOCKT MpHKa3a, eaaeT
3aMEuUaHusi W BHOCUT TIPEIJIOKEHUS B paMKax CBOEH MpeIMeTHOW o0iacTh W 30H
OTBETCTBEHHOCTH, KOTOPHIC YCTAHOBJICHBI B TIOJIOKEHHUH O TTOAPA3/ICIICHUN.

CrpykrypHoe 30Ha OTBETCTBEHHOCTH
noJpasjejieHne
1 2

®unancoBas ciry>)k6a  KoHTpousb pacxomgoBaHMs CPECTB MO LEHTPaM YIPABICHUYECKOTO yUETa;
(DUHAHCOBBII KOHTPOJIb;
KoHTpob cobitoieHust yTBEpKI€HHBIX (PMHAHCOBBIX YCIIOBUI;
VYnpaBiaeHYECKH yueT U OTYETHOCTb;
®uHaHCOBOE MJIAHUPOBAHUE U aHAJIU3;
AHanu3 5KOHOMHUYECKUX PacyeToB, (PMHAHCOBBIX CXEM, MPEAIaraeMbIX B
IIPOEKTaX PELICHUN;
AHanu3 3KOHOMHYECKOH 3()(PEeKTUBHOCTH M OOOCHOBAaHHOCTH BBEIEHUS
(hMHAHCOBBIX ITAPAMETPOB.

I'naBHbIil Oyxranrep  OTpakeHHe CAEIKH, ONepaly B OyXrajJTepcKoM yuerTe;
KoHTpo:b 3a 1BUKEHUEM CPEACTB 110 CUETaM;
AHanus 1 OLI€HKA HAJIOTOBBIX PUCKOB.

KOpunuueckas Cobnronenue TpedoBaHUN JEHCTBYIONIETO 3aKOHO1aTETHLCTBA;

ciyx6a CooTBeTcTBHE TPEOOBAHUAM YUPEIUTEIbHBIX JTOKYMEHTOB HMHCTUTYTA;
Or1ieHKa MPaBOBBIX PUCKOB;
KoHTponb mpaBOCIOCOOHOCTH JOKHOCTHBIX JIUII, IMOJMUCHIBAIOIINX
JIOKYMEHTHI;
OcymecTBieHre  NPAaBOBOM  DKCHEPTHU3BI  JIOKAIBHBIX  aKTOB,
pacnopsAUTENbHON JOKYMEHTAlUU NHCTUTYTA,
KoHcynbTupoBaHue MOKHOCTHBIX JIMII M PAOOTHUKOB HHCTUTYTa IO
IOPUINYECKUM BOIIPOCAM.

Cexperapuar KoHTponb cobmoeHnst cucTeMBI IeerHpOBaHUs TOTHOMOYHI;
KonTponb cobOmtoneHuss TpeOOBaHUN K M3AHUIO PACTIOPSIUTEIbHBIX
JIOKYMEHTOB;
KounTpoiab cobnroaennst TpedoBaHU TOCYAapCTBEHHBIX U HOPMATHUBHBIX
aKTOB IO MOCTPOEHHIO U O(hOPMIIEHHIO OCHOBHBIX BUJIOB JOKYMEHTOB;
KouTpons  mpaBuibHOCTM  OOpMIIEHHS  UIECHTHU(PUIIMPOBAHHBIX
PEKBU3UTOB JOKYMEHTOB;
AHanu3 CTUJIMCTUYECKHUX acleKTOB U KOHTPOJIb IPaMMaTHYEeCKOM
MIPaBWIBHOCTH  M3JI0KEHUS  COJEp)KaHUS JOKYyMeHTOB; KoHTponb
WCIIOJIHEHUS PACTIOPSIIUTENbHBIX JOKYMEHTOB BBILIECTOSAINX OPraHOB U
PYKOBOJCTBA MHCTUTYTA.
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HCHTp TCCTUPOBAHUA u Oobecreuenue BHCAPCHUA CPCACTB BBIUMCIIMTEILHOM TEXHUKH H

COBPEMEHHBIX MIPOrpaMMHOTO OOecreueHus AeSITeNbHOCTH HHCTUTYTA,
00pa3oBaTeNbHbIX Obecneuenue 3 HEKTUBHOTO (byHKIMOHUPOBAHUS
TEXHOJIOTHI MH(POPMAITMOHHOH CETH;
Kontpons 3a wucnonp3oBanueM HWH(GOPMAIMOHHBIX CHUCTEM H
TEXHOJIOTHIA;
[Tonneprkka, HaCTpoilKa U MOJAEPHU3ALIMSI CUCTEM;
[Iponsuxenue HOBEHIINX TEXHOJIOTUI yIpaBJICHUS
nHpopManrel B LEISIX MOBBILICHUS YKOHOMHUECKOTO AP eKTa.
Y4eOHO-MeToInYeCKUit ObecrieueHre IJIAHUPOBAHUS, OpPraHU3allMd M  KOHTPOJSA
oTaen y4eOHOTO

nporecca 1 MpakTUYECKON IOJrOTOBKU CTY/IEHTOB.
[TnmanupoBaHue, KOHTPOJIb Y4eOHO-METOAWYECKONH pPabOTHI IO
peanu3ali  OCHOBHBIX  OOpa3oBaTelbHBIX IMPOTrpPaMM B
COOTBETCTBHH C JIMLIEH3UEN HA MPaBO BeICHUs 00pa30BaTeIbHOM
NesITeNbHOCTH;

Opranuzanus paboTel y4eOHO-METOIMYECKOTO COBETA;
Koopaunanus paboThl MHCTUTYTOB, (akyjiabTeTOB, Kadenp H
JIPYTUX CTPYKTYPHBIX MOAPA3IACICHHUNA 110 00ECTIEYCHUI0 YIeOHO-
METOJMYECKOTO  CONpPOBOXKIEHHUA  y4dyeOHOro Imporecca H
cOOJII0OICHUIO HOPMATUBHON JOKYMEHTALINH;

[TonroroBka MaTepuaoB K JHUIEH3UPOBAHUIO HOBBIX OCHOBHBIX
o0pa30BaTeNbHbIX IPOTrPaMM U TOCYJaPCTBEHHON aKKpeIuTalluu
OOII, uncruryra;

[Nosbrmenune kBanudukaryu [I1C;

PazpaboTtka pabouux y4yeOHBIX IJIAHOB;

3anoiaHeHre Moy cOopa NaHHbIX, PEUTUHTa UHCTUTYTA.
[InanupoBaHue U KOHTPOJb B 00jacTu oOecreueHHsl KauyecTBa
MIOATOTOBKU CIIEIUAINCTOB;

Koopaunamuss ~ AesITeNIbHOCTM  MHCTUTYTa,  MHCTUTYTOB,
KOJUIEJDKEeH, TEeXHHKyMa, Kadeap MO  OpraHu3alud U
IIPOBEJICHUIO  TECTHUPOBAHMS,  CTYJACHUYECKUX  OJMMIIMAL,
KOHKYPCOB;

JluarHocTuka y4eOHOro Ipolecca W aHajlu3  KauyecTBa
MIOATOTOBKU CIIELUAIINCTOB;

IIpoBenenne w© ywactue B KOH(epeHIHAX B  0O0JaCTH
MEHEI)KMEHTa KauecTBa;

IIpoBeneHne BHYTpEHHUX ayUTOB;

Opranu3zanus paboThl COBETA IO KAYECTBY;

JlesTenbHOCTh, CBA3aHHAsl C MOATOTOBKOW K ayIHUTy CHCTEMBI
KadecTBa, ceprudukanus Ha coorBercTBUe TpeboBanusm ['OCT

P 11CO 9000-2008.

B mnpouecce corinacoBaHuss MOTYT OBITh BBICKA3aHBl 3aMeyaHHsl M JOMOJHEHUS K MPOEKTY
nokymeHTta. OHHM MOTYT OBITH BHECEHBI HEIMOCPEICTBEHHO B TMPEICTABICHHBIA TMPOEKT
JOKYMEHTa UM o(opMIIeHBI Kak ocoboe MHEHHME MM 3aMedaHus. B mocnemHem ciydae BH3a
JOTIONHSIETC HaAmuchio «Ocoboe MHEHHWE TMpuiiaraeTcs» WM «3aMeYaHds TPUIIararoTCsy.
3aMeuaHusi pPeJaKIMOHHOTO XapaKTepa BHOCITCS HEMOCPEJICTBEHHO B IPEJICTABICHHBIN Ha
BU3HPOBAHUE MPOEKT TIOKYMEHTA.

Ocoboe MHeHHe, 0(pOpMIICHHOE Ha OTIEIBHOM JIMCTE, MPUOOIIaeTCs K MPOEKTy AOKYMEHTa U
BO3BpallaeTcss pa3pabOTUuKy MpoeKkTa ais AopaboTku AokymeHTa. Eeam mpu gopadotke
NPOEKTa PACHOPSAIUTENBHOI0 JOKYMEHTa MCHOJIHUTeJeM OyAyT Y4YTeHbl He Bce
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3aMe4aHHsl, TO NMPH Nepenadye OKOHYATEJHLHO O(POPMIICHHOTO0 JOKYMEHTAa PYKOBOIMTEJIIO
HA MOANMCH BCe 0CO0ObICe MHEHHS M 3aMeYaHHUsl, HE NPHHATHIC COCTABHTEJIEM JAOKYMEHTA,
AOJIKHbI OyAYT MNOCTYNMTb BMeCTe C OKOHYATeJIbHO O(OPMIIEHHBIM JAOKYMEHTOM Ha
PACCMOTPEHHE PYKOBOAMTEJIA.

B nponecce cornacoBaHusi CTpyKTYpHbIE I1OAPA3JIEIEHUSI, OTBETCTBEHHBIE 32 €r0 MPOBEACHUE,
OCYILECTBIIAIOT J1OpAaOOTKY MPOEKTOB NPHUKA30B (PAaCHOPsDKEHUI), a Takke MX 00s3aTeabHOe
pPENAKTUPOBAHUE B YIPABJICHUU JEJIaMU.

[TpoexTs! NpUKa30B (pacnopsyKEHU), UHBIX JTOKYMEHTOB IPEACTABISAIOTCS HA PEAAaKTUPOBAHUE
B CEKpeTapHar TOJBKO JHMIIOM IOJHOMOYHBIM OOCYX/JaTh W BHOCHTH IIONPAaBKH B TEKCT
ucnojgHuTeneM. Penakrop KapaHzamoM OTMEYaeT IOrPEeHIHOCTH B TEKCTaX IPHUKAa30B
(pacniopsikeHMi), MHBIX JOKYMEHTOB M BIIpaB€ TpeOOBaTh OT HUCIOJHUTENEH MCIPaBICHUS
opdorpaduyeckux, MyHKTYallMOHHBIX U CTHJIMCTUYECKHUX OLIMOOK, YCTpaHEHMsI HapyIIeHUH
npaBuil O(GOPMIICHHST PEKBU3UTOB, HECOOTBETCTBHUS IIOJOXKEHUSM HOPMATHUBHBIX IPABOBBIX
aKTOB B c(epe ynpaBiIeHHs U AEIONPOU3BOJICTBA, @ TAKXKE MHBIX 3aMEUEHHBIX UM HEJOCTATKOB.
He nonyckaercs mnpencraBieHMEe Ha MOANKMCH PEKTOPY WIM MPOPEKTOpaM IPHUKA30B
(pacriopsiKeHMi), UHBIX JOKYMEHTOB 0€3 LITaMIia 1 MOJIUCH pelaKTopa.

[Ipu HeoOXxomuMocTH Ha OOOPOTHOH CTOpPOHE KaXJOro JIMCTa TIPOeKTa TIpUKas3a
(pacriopsikeHHs1), BTOPOTO H3K3eMIUIApa HMHBIX JIOKYMEHTOB IIOMEIIAeTCsl OTTHCK ILITamMIia
«OTPEJAKTHUPOBAHO».

Crnenyromuii Tan — 1opadoTKa NMPOEKTa PacHOPSAUTEIbHOI0 JOKYMEHTA 0 3aMEeYAHUAM —
IpearoyiaraéT BHECEHHWE 3aMEYaHM B IPOEKT JOKYMEHTa IO pe3yJbTaTaM COIJIaCOBaHUS,
OKOHYaTelbHOE O(GOPMIICHHE COIJIACOBAaHHOI'O IPOEKTAa JOKYMEHTa U IPEACTaBIECHUE €ro
PYKOBOJUTEIO HA MOJIHUCH.

Bu3bl opopmistorest Ha o6opoTe nocnenHero aucta npukasa (Ilpogossxenue Ipuiioxenns Ne
3) WM Ha OTJCIBHOM JIMCTE COTJIACOBaHMUS (BU3UPOBAHUA).

[Toanuce pyKOBOOUTENS IpEBpallaeT MPOEKT JOKYMEHTa B IOJHOLEHHBIM, 00ianaromumi
IOPUANYECKON CHIION TOKYMEHT.

PykoBoauTeNb MOANUCHIBAET TOJIBKO MPAaBUIBHO O(POPMIICHHBIE M COTJIACOBAHHBIE CO BCEMHU
3aMHTEPECOBAHHBIMHU JIMIIAMHM IPOEKTHl JIOKYMEHTOB. PykoBoaMTENh MMEET NpPaBO NPUHATH
aroboe pelieHue, JAaxe MPOTHUBOpevallee MHEHHUIO HCIOJHUTENs (COCTAaBUTENS IPOEKTa
JIOKYMEHTA).

[TonnuceiBaeTcsd NEpBBIA JK3EMIUIP IpHKaza. B ciayudae OTCYTCTBUS JOJKHOCTHOIO JIMIIA,
MOJIMUCh KOTOPOTO 3aroTOBJI€HAa Ha IMpHKa3e, MPUKa3 MOJMUCHIBAET JIUIO, KOTOPOE HCIOJHSAET
ero obOs3aHHOCTH. Ilpu 3TOM 00s3aTeNbHO yKa3bIBAaeTCAd JODKHOCTH JIMLA, ITOANUCABILETrO
IpHKa3, U ero pamunaus (MCIpaBiIeHUs] BHOCITCS YEPHUJIAMHU WM MAlIMHOMHMCHBIM CIOCOOOM)
HanpuMep:

. 0. HagannHUKA,

Benymuii cneuunanuct [Hognuce Y. O. Gamunus

PacnopsimuTenbHble TOKYMEHTHI JIOJDKHBI UMETh aHHOTALMIO JIOKYMEHTa (3arojloBOK, KpaTKoe
coJepKaHue), KoTopblii HaumHaercss ¢ npemiora O (O6). Hampumep: O6 yrBepxaenuun, O
peructpaunu, O cO3JaHMM, U CJIEAYIOUIME PEKBU3UTHI: Ha3BaHUE BUAA JOKYMEHTa, NaTy,
pETUCTpallMOHHBIN HOMEp MpHKa3a, aHHOTAIMIO (KpaTKOe COJepXkKaHUE), TeKCT, MOANUCH, BU3bI
COTJIaCOBaHUs, OTMETKY 00 HcHoiaHUTENE. TEeKCThl pacopsIUTENbHBIX JOKYMEHTOB [1€4aTal0TCs
0e3 IepeHOCOB B CIOBaX.

TekcT mpukasza, Kak MpaBUiI0, COCTOUT U3 KOHCTAaTUPYIOIIEH U PACTIOPSAIUTEIbHON YacTei.
Koncratupyromas 4acTe BBOAUT B CYyTh PACCMaTpUBAEMOI0 BONPOCA U JIOJKHA OOBACHATH, UeM
BbI3BAHO TMOSBJIEHUE PACHOPATUTEIILHOTO JOKyMEHTa (MOTYyT OBbITh IepeducieHbl (HaKThl,
COOBITHS, TOCTY)XMBIIHE TPUYUHONM M3JaHUS TPHKa3a; aKT BBIIIECTOSILIEr0 OpraHa, BO
VCIIOJIHEHUE KOTOPOrO HM3JAeTCsl JaHHBIA JTOKYMEHT, B IIOCIEIHEM CIIy4ae YyKa3bIBacTCs BHJ
aKTa, €ro aBTOp, Jara, HOMEP M IIOJHOE Ha3BaHUE (3arojIOBOK, KpaTKOE COJEpKaHUE,
aHHOTAITHUN)).
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OHa MOXeT HaYMHATHCS CIOBAaMH «B IIEJISX», «B COOTBETCTBUUY, «BO HCIIOJHEHHE» U T.A. Eciu
NpUKa3 M3JaeTcs Ha OCHOBaHMM JPYroro JAOKyMEHTa, TO B KOHCTAaTHUPYIOLIEH YacTu
YKa3bIBalOTCS HAUMEHOBAHUE 3TOTO JOKYMEHTa B TBOPUTEJIBHOM MaJeXe, ero aara, HOMep U
aHHoTauusa. HopMaTuBHBIE TMpaBOBbIE aKThl JOJDKHBI OBITH YKa3aHbl C COOJIIOJIEHHEM
TpeGoBaHUi 00 HepapXUU aKTOB.

KoHcTraTupyomasi 4yacTb MOXKeT OTCYTCTBOBATb, €CJIM NpeaNnuchbiBaeMble AelCTBUS He
HYKIAI0TCS B Pa3bsiCHEHHU.

TekcT mMpuKa3oB B TaKUX CIydasX HauyumHaeTcsi co cioBa Il p v kK a 3 bI B a 10: ¢ MPONUCHOM
OYKBBI C HOBOI cTpOKHU ab3ara.

Ctpoxka ab3ara HaUMHAETCS Ha PACCTOSTHUH 1,25 CM OT JICBOM IPaHMITHI IMOJIs (11ecTas OyKBa).

B TekcTe He 10NMyCcKaeTcsl pa3pbiB AaThI IPH NEPeHOce TEKCTA HA IPYTYI0 CTPOKY.

5.1.2. OdopmiieHue NpoeKTOB MPUKA30B

Texker meuaraercss mpudrTom pasmepom Ne 14, yepe3 1 MeKCTPOUHBI HHTepBaj, 0e3
NepeHoCcoB.

Ipu Hamuuu Ta6MUbl NPpUMeHsieTcs: WPUQT pa3mMepom Ne 12.

Ecnu mocnennsisi cTpaHuIia JOKYMEHTa COCTOMT M3 HECKOJIBKMX CTPOK WJIM Ha TOCJIEIHIOI
CTpaHHILy TEPEHOCUTCS JIMIIb PEeKBU3UT «lloAMHMCh MOMHKHOCTHOTO JIMIA», TO JOIYyCKAeTCs
nevyarath TeKCT mmpudprTom pazmepom Ne 13, HauumHas ¢ aHHOTAUMU JOKyMEHTa (KpaTKoe
cojiepkanue) JIM00 TEKCT neyaTaercs yepes 1,5 uHTepBasia mocjie aHHOTalluK JJOKYMEHTA.

[Tpu HanmMyMK ABYX YacTel MpUKa3a pacropsauTelbHas YacTh OTJENSIETCS OT KOHCTaTUPYIOIIEH
CJIOBOM «II p M K @ 3 BI B a 10», KOTOPOE NeYaTaeTcsi CTPOYHBIMA OYKBaMHU M pacriojiaraeTcsi Ha
OTJIEIbHON CTPOKE MPSIMO OT HOJIEH.

[Tocne cnoBa (IT) m p 1 k a 3 bI B a 10 (MIe4aTaeTcs Bpa3psiAKy) CTABUTCS IBOCTOYHE.

TekcT pacnopsAMTENIbHONW YacTH JOKyMEHTa cleAyeT C HOBOM CTpOKH ab3ama ¢ MpOomuCcCHOU
OYKBBI.

[Tocne odopmiieHuss TeKcTa paclopsAAUTEIbHON 4YacTH uepe3 2-3 MEeXCTPOYHBIX HHTEepBaia
MIPOCTABIISIETCS PEKBU3HUT IIOAINHKCH TOJHDKHOCTHOTO JIMI[A, BKIIOYAIOMIAs JOKHOCTD, MOJIIHCH,
pacuppoBKy MOIMUCH.

He nomyckaercst octaBieHre Ha BTOPOW CTPAHMIIE TOKYMEHTA MOAMUACH PyKOBOJIUTEIIS.
DOopMyJIUPOBKU PAaCHOPSIAUTEILHOW YAaCTH JIOJIKHBI OBITh KOHKPETHBIMU, YETKMMH, SCHBIMHU, HE
JIOTYCKAIOIIUMH Pa3JIMYHBIX TOJKOBAaHUH, a TakKe HE MPOTHBOPEUYAIIMMHU IO CMBICTY paHee
U3JJaHHBIM PAaCIOPSAAUTEIbHBIM JOKYMEHTaM.

B Tekcrte pacnopsaMTENbHON YacTH JIOKyMEHTa PeKOMEHJyeTcsi M30eraTb HEKOHKPETHBIX
BBIP@KEHUI TUNA «IOJHATH», «IIOBBICUTBY», «YCHUIMTB», «AKTHBU3MPOBATHY», «OOPaTUTh
BHUMAaHHE» U T.]I.

Ecnun pacnopsaurensHas dYacTh IpeanojaracT pasjiMyHble IO XapakTepy JeHCTBUS U
HECKOJIbKUX WCIIOJIHUTENICH, OHAa JEeNUTCS Ha MYHKTHI, KOTOPbIE HYMEPYIOTCS apadCcKUMU
nM@ppamMu ¢ TOYKAMH U COJEpXKaT yKa3zaHHUe JUIs UCIIOJHUTENS, PEeANUChIBaeMble JIeHCTBUS U
CpOKH HCIONHEHHS. [IyHKTBI B CBOIO OUYepesh MOTYT TOAPA3IEIATHCS Ha IMOAIYHKTHI, KOTOPBIE
TaKXke HyMepyloTcs apaOCKUMH nudpamMu ¢ TOYKaMH, IEPBOE CIOBO MOAIYHKTa HAYMHAETCS C
MPONUCHON OYKBBI U TIOCTIE IUQPHI MPOCTABISAETCS TOUKA.

Hampuwmep, 1.1. YTBepaurs ...

Kpome Toro, HeoOXomumo coOJIOJEHHE W HEKOTOPBIX APYrux mpaBmi. K HUM OTHOCATCS
(W) (13 %10 1105 (H

1. CtpouHbie OYKBBI HE YIIOTPEOISIOTCS 0€3 CKOOOK.

2. Ilocne cTpouHbIX OYKB M apaOCKUX MUGP co CKOOKaMU HE CTABUTCS TOYKA.

3. Pumckue nudpsl 1 nponucHble OyKBbI yHOTpeOIsitoTcs 6e3 CKOOOK.

Hexotopble mpaBuiia sS36IKOBOTO O(OpMIIEHHUSI JOKYMEHTOB yKkazaHbel B Ilpuio:kenum Ne 18,
PEKOMEH/IallMH 110 UCMOJIB30BAHUIO OTIENIbHBIX CJIOB U YCTOMYHMBBIX COUYETAHMM, HUCIIOIb3yEMbIX
IPY TOJATOTOBKE CITYy>KEOHBIX JOKYMEHTOB, — B IIpuniio:xennn Ne 19.
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Hcnonuutenb B TEKCTe MPOEKTa MNpPHKa3a YKa3bIBaeTCs B JAaTelbHOM mazaexe. JlomycTtumo
yKa3bIBaTh U 0000IIEHHO (HAYaJbHUKAM CTPYKTYPHBIX MOApa3/eieHUi, JeKkaHaM (aKyJIbTeTOB
U T.IL.).

[IpennuceiBaeMoe JeicTBHE BhIpa)kaeTCs TJIarojoM B HeolpeaeaeHHOU (opme (IOAroTOBUTD,
3a4MCJIANTH, OPraHU30BATh U T. 11.).

Cpok  WHCIONHEHHS  JODKEH  COOTBETCTBOBAaTh  O0bEMY  MpEArNojaraeMbix  paborT.
VIcrioTHUTENNBHBIN CPOK MOXET OBITH Pa3IMYHBIM WU OOIIUM IS BCEX MMYHKTOB.
[IpenmocneHUM MyHKTOM PacHOPSAUTENbHON YacTH TIOKYMEHTa MPH He00X0AMMOCTH JOJIKHO
OBITH OIIPENIEIIEHO CTPYKTYPHOE NOJIpa3AeICeHUE WK JOKHOCTHOE JIMI0, OTBETCTBEHHOE 3a €T0
UCIIOJIHEHHE B 11eJ10M: "OTBETCTBEHHOCTD 3a UCIOJHEHUE ITPUKa3a BO3JIOKHUTH Ha ...".

B nmocnenHeM nmyHKTE pacnopsIUTENIbHON YacTU IpUKa3a yKa3blBaeTcs JTOJDKHOCTHOE JIMIO, Ha
KOTOpOE BO3JIaraeTcsi KOHTPOJIb HA/l HCIIOJHEHHEeM NPUKAa3a B IIEJIOM.

Hanpumep, "KoHTpob HaJ HCIIOTTHEHHEM IIPUKa3a O0CTABJIAO 32 co00it", mnbo «KoHTposs Hax
UCIIOJTHEHUEM MPUKa3a BO3JIOKHUTH Ha ...».

Ilo BceM myHKTaM NpPHKa3a KUPHbIM HPUGPTOM BBIIEJAIOTCH BCe KJIOYeBble CJI0BA:
«Haznauntby, «IlepeBecTn», «OTUHCIUTHY, «3aKpenuTH», «KBocCTAHOBUTHY» U T.1.

Kaxgoe c10BO B TEKCTE€ JOKYMEHTa JOJKHO HECTH OIPEAEIIEHHYIO CMBICIOBYIO Harpysky,
MO03TOMY HEOOXOJIMMO HMCKIIIOYaTh U3 TEKCTa JIMIIHUE CIOBA, KOTOPHIE B IOKYMEHTE HE UMEIOT
CMBICJIa U HE HECYT HUKAKUX CMBICJIOBBIX OTTCHKOB.

Hanpumep: He "Hacrosmuil npukas", a "mpukas"; He "mpu 3TOM HanpasisieM", a "Hampasisgem",
He "ynomsaHyTtoe Ha 3 11.", a "Ha 3 n."; He "HacTosuMM mpemaraeTcs”, a "mpeiaraerca WM
"mpemaraem"; He "pa3BepHYTh pabOTy MO Pa3bICHEHUIO...", a "Pa3bsCHUTH"; HE "IPAKTHUECKUE
MeponpusaTus”, a "MeponpusTus'; He "MoBceaHeBHas pabora", a "pabora"; He "uUcCHpaBUTH
uMerolecs: omuoku", a "HcnpaBUTh OMMUOKK"; HE "pe3ylnbTaT MPOBEACHHBIX HCHBITAaHUK'", a
"pe3ynbTaT UCTIBITAHUN".

Ecnu mpuka3 BBOAWT B JEHCTBUE KaKUe-IMOO JOKYMEHTHI, TO OHU O(OPMISIOTCS B BHIE
MPWIOXKEHUsI K TMPHUKa3y, CChUIKA Ha KOTOPHIE JAaeTCS B COOTBETCTBYIOIIMX MYHKTaX TEKCTa
«COTJTIACHO TIPHIIOKEHUIOY, «TIpuiaraercsy, ([Ipunoxenue).

[Ipunoxenus K TpUKa3y BUBUPYIOTCS (MOAMHUCHIBAIOTCS) PYKOBOAUTEIEM CTPYKTYPHOTO
MO/Apa3ieNIeHus, MOATOTOBUBLIETO MTPOEKT.

B mnpaBoMm BepxHeMm yIily HepBOW CTpaHMIBI MPHIOKEHHS nUIIyT cioBo "l[lpuoxenue" c
yYKa3aHUEM HaMMEHOBAHHUSI PACIOPSIAUTENIBHOTO JOKYMEHTA, €0 1aThl, HOMEpa.

Hanpuwmep:

[IpunoxxeHue Kk npukazy

ot 00.00.0000 Ne

[Ipy HamMuuuM BYX WM HECKOJIBKUX MPUIOKEHUW OHM HYMEPYIOTCS C MPOCTABICHUEM 3HAKa
«Noy (mocne 3Haka «Noy cTaBUTCS MPOOET U POIEYaThIBAETCS COOTBETCTBYIOIIMI HOMED).

Ecnu npuiioxkeHueM K mpHKasy SBISIETCS YTBEPKACHHBIA UM JOKYMEHT, TO Ha MPHUIJIOKEHUHU B
nmpaBoM BepxHeM yrity npoctasisiercs rpud « Y TBEPXKXJIEH (HO, HA, HbI)».

B npuka3s He caexyer BkiIw4aTh NyHKT «IIpuka3 qoBectu 10 cBenenusd...». [loapazaenenus
(TOJKHOCTHBIE JIMIIA), A0 CBEIEHUS KOTOPBIX JIOBOJIUTCS IMPHKA3, YKa3bIBAlOTCA B yKazarese
PacChUIKU, KOTOPBINA UCIIOIHUTENHh TOTOBUT BMECTE C MIPOEKTOM IMPHKa3a Ha 0OOPOTHOM CTOpOHE
MpHKa3a MocJe BU3 COTIACOBAaHUS B HIDKHEN 4acTH CTPaHULIBI.

CTpaHuubl NIPUKa3a U NPUJI0KEHUSI HYMEPYIOTCSl KaK eIMHbIH JOKYMEHT.

B mpukazax, coctodmux u3 2-X u 6osee cTpaHull, B 0043aTeIbHOM MOPsIKE HYyMepPYIOTCsl Bce
CTPAHUIbI, BKJIOYas NPWIOKEHUE, HauWHas co BTopoil. Homepa cTpaHuil MpOCTaBISIIOT
nocepeaHe BepXHero IoJisi JMCTA.

[locnennuii »Tam B Mpolenype MOATOTOBKU PACTIOPSAUTENbHBIX JOKYMEHTOB — JOBeleHUe
AOKyYMeHTa 10 HucmoJiHuTesdeil. Ha sTom sTame mpoBOOUTCS €ro pacchulka WIM Iepeaayda
WCIIOJIHUTEIISIM COTJIAaCHO CIHUCKY pacChbUIKU. Pacchlika pacnopsauTebHOrO JOKYMEHTA JOJIKHA
MIPOBOAMTHCS B BOZMOXKHO CXKaTble CPOKH — B TEUCHHE OJHOr0-ABYX JAHEH 1ocje NOANUCcCaHus 1
pEruCTpaliy TIOKYMEHTA B YIIPABJICHUH JI€TIaMHU.
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Konuu mnpukazoB wWiM HX pa3MHOXKEHHbBIE SK3eMIUIIPHl (KOMHM TMPEAOCTABJIAIOTCH C
OPUTMHAJIOM JOKYMEeHTa MCIOJHHMTEe/IeM) 3aBepsoTCcsd paOOTHUKOM I€4aThbio YIpaBleHUs
JIeJlaMU ¥ HalpaBJIsIOTCA aapecaTaM (MCIOJHUTENSIM) B COOTBETCTBUU C YKa3aTeJIEM PaCChUIKH.
DONEeKTpOHHAs MOYTa — OJUH U3 KOMIIOHEHTOB CHCTEMbl aBTOMAaTH3allMU JOKYMEHTO00O0pOTa,
CPEACTBO JIOCTAaBKM, OTHPAaBKH MH(GOpPMAIMU U €€ NepeAaddl MEXIy I0JIb30BaTeNsIMU BHYTPH
WHCTHUTYTA.

OtnpaBuTeb JJEKTPOHHOIO COOOLIEHHMS, COAEPKAIIEro0 JJIEKTPOHHbI BapHAHT
JOKYMEeHTa, HeceT OTBETCTBEHHOCTb 3a COOTBETCTBHE CO/AEP:KAHUS IJIEKTPOHHOIO
BAPHMAHTA IOKYMEHTA CO/IeP:KaHUI0 MOAIMHHIKA JOKYMEHTa Ha O0yMasKHOM HOCHTeJIe.
ONEeKTPOHHbIE BapUaHTHl IPUKA30B, PpACHOPSHKCHUI  HampaBJSAIOTC  agpecaTaM B
COOTBETCTBUM C yKa3aTeJEeM Ha PACChUIKY CTPYKTYPHBIM MOJpPA3/AEICHUEM — HCIOJHHUTeIeM
AAHHOTO JOKYMeHTa. OTHPaBKYy 3JIeKTPOHHBIX JOKYMEHTOB OCYIIECTBJIsIeT MCIHOJHHUTE/b
(MHULIMATOP) AOKYMEHTA IOocJje NMPOCTABJIEHUs AaThl, PerHCTPALIMOHHOIO HOMepa, CJI0Ba
«MOANHMCH» B PEKBU3UTE «MOANUCH AOJKHOCTHOrO JHMLA», 0TMeTKH «Co0TBeTCTBYeT
OPUTMHATY» B NPaBOM HHKHEM YIJIy HOCJeJIHell CTPAaHMIbI JOKYMEHTa U coo0uiaer B
ceKpeTapuar o JaTe U BpeMeHH OTHPABKHU 3JIeKTPOHHOI0 PACHOPAIUTEIbLHOI0 J0OKYMEHTA
110 JJICKTPOHHOM 1mo4Te.

[Tpu perucTpauum npukKasbl HyMEpYIOTCS MOPSIKOBBIMA HOMEpPaMH B Mpeenax KaJleHIapHOTO
roga. Ilpukasel MO OCHOBHOM JESATENBHOCTM WHCTUTYTA, O HANpPaBJIEHUU B IOE3AKY
0o0y4aromuxcs, Mo CTUNEHAUATLHOMY OOECHEUYECHUI0 OOYyYaromIMXCs, MO JIMYHOMY COCTaBy
00y4aroIuXCsl pErUCTPUPYIOTCS B OTJEJIBHBIX KypHAJIax.

Opurunan (mepBblid HK3eMIUISP) MPUKa3a MOAIIMBACTCS B €70, 0POPMICHHOE B COOTBETCTBUU
co CBOJIHOI HOMEHKJIATYypOl HHCTUTYTA, B YIIPABJICHUU JEJIaMHU.

5.1.3. BHeceHue n3MeHEeHH I U JONOJHEHU B pACIOPAANTEIbHbIE JOKYMEHThbI

Ecnu npukas J0MonHseT, OTMEHSAET WIM U3MEHSET paHee U3aHHbIe PUKAa3bl WIM UX OTJENIbHbIE
MYHKTBI, TO OJUH U3 MYHKTOB PAaCHOPSIUTENLHON YacTH TEeKCTa JOJKEH COJEp)KaTh CCHUIKY Ha
JOKYMEHT (TIYHKT JIOKyMEHTa), B KOTOPBI BHOCSTCSI I3MEHEHUs, C YKa3aHHEM €ro JIaThl, HOMepa
Y aHHOTAIUH (3aroJI0OBKa).

[Ton n3MeHeHueM TOKyMEHTa MOHMMAETCsl HE TOJIbKO 3aMEHA OJIHUX AJIEMEHTOB IPYTMMH, HO U
UCKJIIOUEHHE JTHUX OJJIEMEHTOB 0e3 3aMeHbl, a TakXe JONOJHEHHWE JOKYMEHTa HOBBIMU
AIIEMEHTaMH.

BHeceHneM M3MeHeHUH B pacOpSAUTENbHBIN JOKYMEHT CHUTACTCS:

- 3amena cnos, yudp;

- UCKTIIOYEHUe U3 MeKCma pacnopsaoumenbHo20 00OKyMeHma clos, yugp, npeonoxiceHull;

- UCKTIIOYEHUe CMPYKMYPHLIX eOUHUY;

- HOBASl pe0aKyusi CMpyKmMypHOU eOUHUYbl PACNOPAOUMEeNbHO20 OOKYMeHma;

- OOnoJHeHue CMpPYKMypHOU eOUHUYbl NYHKMA pPACNOPAOUMENbHO20 OOKYMEHMA HOBbIMU
cnosamu, Yudpamu Uy npeosioHCeHUAMU;

- OONOIHeHue CMPYKMYPHbIMU 2IeMEeHmMAaMu pacnopsioumenbHo20 OOKYMEeHma HNYHKMAMU,
abzayamu, degpucamu, NPULONCEHUIMU, CLOBAMU, YUDPAMU,

- U3N1021CeHUe 8 HOBOU pedaKyuu 3a20]106Kd, KOHCmamupyloweu ui MOmMueUpO8oYHOU Yacmu,
CMPYKMYPHO20 dlleMeHma (nyHkma, absaya, deguca), npuiodceHus.

B anHOTanuu (3aroysioBke, KpaTkoM COJIEpP>KaHUN) PACTIOPSIIUTENBHOTO ToOKyMeHTa «O BHECEHUHU
U3MEHEHUH B MpUKa3 (pacmopspKEHUE)...» YKa3bIBAIOTCS JlaTa, HOMEP JTOKYMEHTa, B KOTOPBIi
BHOCSITCSI U3BMEHEHUs, aHHOTalUsl JOKyMEHTa (KpaTKoe cofepiaHHhe), KOTOpOoe 3aKJII0YaeTcs B
KaBBIYKH, B KOHIIEC 3ar0JIOBKA TOYKA HEe CTABHUTCS.

Hampuwmep:

O BHeceHUM U3MEHEHH B IpUKa3

o1 21.03.2009 Ne 198-cT «O cTHIIEeHAHAILHOM

o0ecreyeHnt CTYACHTOB (pakynbTeTa

MH(OPMALIMOHHBIX TEXHOJIOTHID»
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B Ha3BaHMM OKyMEHTa O BHECEHMM M3MEHEHHUH MOTYT OBbITh yKa3aHbl HE TOJBKO CBEICHHS O
HA3BaHUU W3MEHSEMOTO JOKYMEHTa, HO U KOHKPETHbIE CTPYKTYpPHBIE €IUHUIIbI, B KOTOPBIE 3TU
U3MEHEHHS BHOCSTCSI.

Hanpuwmep:

O BHECEHUH U3MEHEHHS B ITyHKT 2

npukasa ot 15.10.2009 Ne 315

«O0 opraHu3aIuu ...»

W3MeHeHus, Kak MpaBuiio, BHOCATCS TOJIBKO B OCHOBHOM pacopsiANTEIbHBINA JOKYMEHT.

B npeamOyne x pacmopsiiuTeNbHOMY JOKYMEHTY YKAa3bIBAIOTCS OCHOBAHMSA, LIETH, MPUYHHBI
BHECEHHUS W3MEHEHUH, Hampumep: «B CBA3M C KaJpOBBIMH H3MEHEHUSMH...», «B mnemsax
PaLMOHATIBHOTO PACXOI0BAHUS OIO/KETHBIX CPE/ICTB...».

[TyHKTBI MOTYT JENUTHCA Ha MOJIMYHKTHI, 00O3HAYaeMble CTPOYHBIMU OYyKBaMU PYCCKOTO
andaBuTa ¢ 3aKpHIBAIOIICH KPyTioi ckoOkoi. Hampumep:

Buecmu 6 npuxaz om... Ne... «06...» cnedyrowue usmeHeHus:

1) ...; (nynkm 1)

2)...; (nynkm 2)

3).... (nynkm 3)

a) ...; (noonynxkm «a» nynkma 3)

0) ..., (noonynkm «6» nynkma 3)

4. ....(nynxkm 4)

TekcT pacnopsiIUTENIEHOTO JOKYMEHTa HA4YMHACTCA CO CJOB: «Bhecmu 6 (ykaspBaeTcs BHI
(mpuka3, pacmopspKeHue, NPUIIOKEHHE K TpuKazy), JaTa, PErUCTPAllMOHHBIA HOMEp H
HaNMEHOBAHHE JIOKYMEHTA, B KOTOPBII BHOCSTCS U3MEHEHHS) CIIEAYIOIINE H3MEHEHUS: ... ».
BHocumbie B pacnopsiuTeNbHBINA JOKYMEHT U3MEHEHHsI TOJDKHBI U3JIaraThCsl MOCIeA0BaTEIbHO
C yKa3aHHEM KOHKPETHOH CTPYKTYPHOH €IMHHUIBI JOKyMEHTa (HauuHas C HAaUMEHBIICH), B
KOTOpYIO BHOCsTCs M3MeHeHus. Hanpumep: «1) a63an BTopoil myHKTa 3 mociie ClOB «... ...»
JAOTOJHUTD CIIOBAMH «... ... ».

Ecnmn w3 Tekcra JOKyMEHTa HCKIIOYAIOTCS (JOMOJHSIOTCS) OTHENbHBIE ClIoBa, TO B
pacropsIuTeTbHOM JTOKYMEHTE, KOTOPHIM BHOCSITCS M3MEHEHUS, YKa3bIBAETCs, B KAKOM MeECTe
TeKcTa (aHHOTauus, MpeamOyna, craThsl (IYHKT), ab3all, MPUWIOKEHHE U T.1.) MCKIIOYAI0TCA
(TOTIOJTHSIIOTCS) CJIOBA, @ CAMHU CJIOBA YKA3bIBAIOTCS B KaBbIUKAX.

BHecenue u3MeHeHMH B JOKYMEHT B 0000meHHOH ¢opme (B T.4. 3aMeHa CJIOB H
CJI0BOCOYETAHHUIA C HCMOJb30BaHHEM (POPMYJIMPOBKH «II0 TEKCTY») He A0IYyCKAeTCs.
Kaxnoe wu3MeHeHMe MJOIKHO ObITH OQOPMIIEHO OTAEIBHO C YyKa3aHHMEM KOHKPETHOTO
CTPYKTYPHOTO 3JIEMEHTA PacIoOPsIUTEIHHOTO TOKYMEHTA.

Ecnu B TekcTe JOKyMeHTa 3aMEHSIOTCS LU(POBbIE MOKa3aTeIH (JeHeXHast CyMMa, TUIONIa/b), TO
paHee YyKa3aHHbIE W HOBBIE IIOKa3aTeNId B TEKCT€ IPABOBOTO aKTa, KOTOPHIM BHOCSTCS
U3MEHEHHUS, YKa3bIBAIOTCS B KABBIUKAX.

[Tpu HEOOXOMMMOCTH 3aMEHBI ITU(POBBIX 0003HAUECHUN YIOTPEONISIETCS TEPMUH «IUPPBI», a HE
«aucnay. Hanpumep: «yughpor "12, 14, 125" 3amenumo yughpamu "13, 15, 126" ».

[Tpr HEOOXOIMMOCTH 3aMEHHI CJIOB U (P ymoTpeOIIsieTcs TEePMHUH «clioBa». Hanpumep: «crosa
"¢ 50 pa3" samenumv crosamu "6 100 paz"».

JloromHeHne ab3aiaMyi BHOCHTCSI TOJTBKO B KOHEII COOTBETCTBYIOIIETO CTPYKTYPHOTO DIIEMEHTA.
[Tpr HeoOXOAMMOCTH BKIIFOUEHMS HOBOTO ab3ala MeXAy YK€ MMEIOIIMMUCS ab3amaMu Jaercs
HOBasi PEeNaKIUsl TOTO CTPYKTYPHOTO DJIEMEHTa PACIOPSIUTEIHHOTO JOKYMEHTa, K KOTOPOMY
OTHOCHUTCS a03ail.

[Ipy WCKIFOUYEHUH W3 PaACTIOPSITUTEIHFHOTO JOKYMEHTA IYHKTOB M IIOAIYHKTOB, a TaKXKe TPHU
JIOTIOJTHEHUH ~ PACHOPSIIUTENIFHOTO  JIOKYMEHTa IYHKTaMH M TOJMYHKTaMH HW3MEHEHHE
HyMEepaluH MOoCIeIyIOINX TYHKTOB U MOJIYHKTOB HE MPOU3BOAUTCA.

BHeceHHMe 3HAYMTEIbHOI0 4YMCJIa W3MEHEHMil B PacCHOpPSAUTE/ILHBIA JTOKYMEHT MOKeT
OCYILECTBJSATHCS IyTeM NPUHSITHS €ro B HOBOI peJaKIiH.
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IIpn BHECEeHMM W3MEHEHHU B PACIOPSAOUTEIBHBIA JOKYMEHT IIyTEM IMPHUHATHS €ro B HOBOU
pelakuuyd He JONYCKaeTcsl M3MEHEHHWE BUJAA U aHHOTAUM (KPaTKOro COJAEp’KaHMs)
paciopsiAUTEIBLHOTO JOKYMEHTA.

PacnopsiiuTenbHbI JOKYMEHT M3JA€TCs B HOBOW pPEJAKLUU C OAHOBPEMEHHBIM IIPU3HAHUEM
YTPaTUBLIMM CUJTy PaHee JEHCTBOBABILEIO JOKYMEHTA B CIIydasix, €CIH:

- HE0O0XOMMO BHECTU M3MEHEHUs, TpeOyrole nepepadoTKU pacHopsIUTeNbHOIO JOKYMEHTa
[0 CYyIIECTBY M HE IMO3BOJIAIOIINE OrPAHUYUTHCS HOBOM peJakuuedl ero OTAEIbHBIX
CTPYKTYPHBIX 3JIEMEHTOB;

- HeOOXO/IMMO BHECTU B PACIOPSAUTEIBHBIN JOKYMEHT U3MEHEHUS, 3aTParuBaloOIIUe MOYTH BCE
€ro CTPYKTYPHBIE JJIEMEHTHI;

- COXpaHSAIOT 3HAYEHUE TOJIBKO OTAEIbHBIE CTPYKTYPHBIE 3JIEMEHTBI PAaCHOPSIUTEIBHOIO
JIOKYMEHTA, IPUYEeM YaCTHYHO;

- He0OXOAMMO BHECTH M3MEHEHUS B PACHOPSAUTENLHBIA JOKYMEHT, IPU3HAHHBIN YTPAaTHBILIUM
CUJLy B HEOTAEIMMOM YacTH.

3amMeHa OTIEJBHBIX JIMCTOB Pa30CHAaHHBIX PACHOPSAJMTENBHBIX [JOKYMEHTOB IIpuU
oOHapyxeHHH opdorpadpuiyeckux WK TEXHUYECKUX OMIMOOK MOXET ObITh MPOU3BEIEHA TOIBKO
II0CJI€ COIJIACOBAHUS C YIPABIECHUEM JIETaMH.

[Tpr HEOOXOIMMOCTH HCHpaBIEHUS (3aMEHbI) OJHOIO WK OoJiee CIOB MPOU3BOAUTCS 3aMeHa
MIOJIHOTO JIUCTa PacHOPSAMTEIBLHOrO JOKYMEHTA, MPU 3TOM COXPAHSAETCS HyMepalusi CTpaHUI]
YTBEPXKJECHHOI'O PacoOpsIUTENLHOTO (MTOANMCAHHOTO) JOKYMEHTA.

B sToM ciydae ucmomHUTENs OQOPMIISIET 3aMEHSEMBIA JINCT PACHOPSIAUTEIIHLHOTO TOKYMEHTa
CJIeAYIOIIMM 00pa3oM: Ha BEpXHEM I10JI€ HOBOTO (M3MEHSEMOro) JMcTa JAeNaeTcss HaAINUCh
«B3aMeH pa3ocIaHHOIO ...» (IpU 3aMEHE HECKOJIBbKUX JIMCTOB HAJIHUCh AEJACTCS Ha KaXaou
CTpaHMIIE) U YKa3bIBAETCS J]aTa, HOMEP U Ha3BaHUE PACHOPSAUTEIBHOIO JOKYMEHTa, B KOTOPOM
IIPOM3BOJUTCS 3aME€Ha JIUCTOB (IpU 3aMEHE MEpPBOW CTpPaHMIIBI — JaTy, HOMEpP YKa3blBaTh HE
HaJo).

Heno pacnopsimiUTeNbHOTO JOKyMeHTa (TIOJJMHHUK) [IOMOJIHSIETCS 3aMEHSEMBbIM JIMCTOM
(tuctamm).

5.1.4. IloaroroBka U opopMiIeHHE pACTIOPSIKEHU I

PacniopsizkeHne — pacnopsiAUTENbHBIA JOKYMEHT, M3[aBa€Mblii NPOPEKTOPAMHU MHCTUTYTA IO
BOIpOcaM HMH(POPMAIIMOHHO-METOAMYECKOTO XapaKTepa, a TaKKe 110 BOMPOCAM ONEPaTUBHOTO
yIpaBJIEHUS] JEATENbHOCTbIO MHCTHTYTa (COBellaHMsA, KOoH(pepeHIMH). PacnopsikenHue He
JAOJIKHO COJIep:KATh NMpeJNuCaHuil, HOCAIIMX HOPMATUBHBIN XapaKrep.

[ToarotoBka u odopmienue pacnopspkeHuil (Ilpuioxkenne Ne 4) mpou3BoAATCS aHAJIOTHMYHO
NOPSAJKY HOJTOTOBKU M O(OPMIIEHUS MPUKA30B, TOJBKO KOHCTATUPYIOLIAas 4acThb 3aBEPILAETCS
cioBamu "O 0 a3 Bat","[Ipeanararw”. Eciu ykazaHue conepKUT TOJIBKO pa3bsICHEHUS
0 TOpsAKE NPUMEHEHHUs KakKoro-imubo HOPMATHBHOIO JOKYMEHTa, 3TH CJOBa MOTYT OBITh
OITYIIICHBI.

[TonnucanHble pacTOpsKEHUS PETUCTPUPYIOTCA U (OPMHUPYIOTCSI OTAEIBHO OT MPUKA30B.
OTMmeHa paHee W3JIAHHBIX pPAcIOpPsHKEHUH MOXKET ObITh IPOBEJACHAa NpUKa3aMu WIU
pacropsHKEHUSMU.

5.2. Opranu3anuoOHHbIe JOKYMEHTBI

5.2.1. ITonoxenunst

IMon0:keHMss — HOPMATHBHBIE AKThl, MMEIOLINE CBOJHBIN KOAM(PUKALMOHHBIA XapakTep M
onpeAensdone  NOpAnoK  oOpa3oBaHHMs,  KOMIETEHLMIO,  OpraHu3auuio  paboThl,
IIpeHa3HAaYEHHbIE 11 HOPMATHUBHO-TIPABOBOM perjlaMEHTAallMN AEATEIbHOCTH MHCTUTYTa WIN
€ro CTPYKTYpPHOTO MOAPAa3/ICICHHUS.

[Tono>keHne NMpuUHUMAETCA B TOM Cllydae, €CIM B HEM YCTAHABIIMBAIOTCA CHCTEMHO CBS3aHHbIE
MEXy COOOH MpaBuiia 0 BONPOCaM, OTHECEHHBIM K KOMIIETEHIIMU UHCTUTYTA.

[Toso’keHHE O CTPYKTYpHOM IOAPA3JEIECHUN OIPENEISET €ro CTaTyc, MOPSIOK €ro COo3JaHus,
MECTO B CHCTEME YIPABIEHUS, BHYTPEHHIOI CTPYKTYPY, (QYHKIUHM, KOMIIETCHIHIO,
00513aHHOCTH, HATMYKE TIeUaTei, IOPSII0K PEOPraHU3alUH U JTUKBUIAIIH.
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[Tosno>keHne SABISETCS OCHOBHBIM JOKYMEHTOM, IIPEAHA3HAUYEHHBIM I 3aKpelyieHUus |
pasrpaHuyeHHs QYHKIMHA KaXI0r0 CTPYKTYPHOT'O MOAPa3IeICHMSL.

[Tonoxenue oopmisiercs Ha Gianke ¢ npuMeHeHreM KosoHTuTya (IIpuioxenne Ne 8.2).
5.2.2. UucTpyKuumn

HNHCTpYKIMA — 3TO JOKaJIbHBIM HOPMATUBHBIN aKT, YTBEPKAAEMbIN WIIM U3/1aBAEMbIN B LIEIIAX
YCTQHOBJICHHUsSI ~ IPaBMJ,  PETYIMPYIOIIUMX  OpPraHU3alMOHHBbIE,  HAYyYHO-TEXHUYECKHUE,
TEXHOJIOTUYECKUE, (PMHAHCOBBIC WJIM WHBIC CIICIUAIBHBIE CTOPOHBI JESATEIBHOCTH HMHCTHTYTA
(ero CTpyKTYpHBIX MOAPA3ICIICHUH U CIIyK0), TOJKHOCTHBIX JIMLL.

WHCTpyKIIMM M3JAI0TCS B LENAX Pa3bACHEHUS U OINPEAEICHUS MOpsiaKa IPUMEHEHUS
3aKOHOJATEJIbHBIX AKTOB, PACHOPSIAUTENIBHBIX JOKYMEHTOB, 110 3allOJHEHUIO U BeJeHHIO (HopM
JOKYMEHTOB (Hampumep, OyXraaTepcKuX, OTYETHBIX, YUETHBIX U JIp.).

3aroj0BOK JOJDKEH YETKO OINpeNeNiTh T€ BONPOCHl, OOBEKThl MM KpPYyr JIMI, Ha KOTOpbIE
pacripocTpaHsiercs HHCTpyKuusi. Hanpumep, MHCTPYKIHS 0 IpaBax U 0OSI3aHHOCTAX CEKpeTapsi-
pedepenTa, MHCTPYKIUS 110 J1eJI0IPOU3BOJCTBY.

[lepBbIii pazgen WHCTPYKIMH Ha3biBaeTcs «OOIMe MOoNoKeHHs». B HeM yKa3bpIBaloOTCS LU
U3JaHus, o0JIaCTh PACHpPOCTPAHEHUs, MOPAJOK U 005A3aTeIbHOCTh UCIIOJIb30BaHUs, MIPABOBBIE,
HOPMAaTUBHBIE WJIH paCHOPSIAUTENbHBIE AaKThl, IOCIY)KHMBIIHE OCHOBOH JUIs pa3pabOTKu
UHCTPYKLIUH.

WHCTpyKIMsS — JTOKYMEHT JUIMTEIBHOrO JEHCTBUSA. B 0OLIMX MOJOKEHUSX OroBapUBAIOTCS
CPOKH BBE/IEHUS] MHCTPYKLUH B JIEHCTBUE UM OTMEHA paHee AeHCTBYOLIEH.

5.2.3. OdgopmiieHue noJ10KeHHii, HTHCTPYKIM I

ITo10:keHMs M MHCTPYKUMM [IPUMEHSIOTCS KaK CaMOCTOSATENbHbIE IIPABOBbIE aKThl, KOTOPbIE
YTBEPXKIAIOTCST PEKTOPOM; yTBepxkaeHHe odopmisiercss B (opme rpuda yTBepKAeHUS HIH
IyTEM U3/1aHUs pacIopsIUTENLHOIO JOKYMEHTa 00 UX YTBEP)KICHUH.

B cnyuae, xorga nedcTBUE TIOJOKEHUS KPaTKOBPEMEHHO, OQOpMIIEHHE JOKYMEHTa
ocyuecTBisieTcss Ha obmeM Onanke uHcTuTyTa (Ilpniao:kenune Ne 8.1), Ha cTaHIApTHOM JHCTE
Oymaru ¢opmara A4 c coOmrojileHueM Bcex MpaBuil O(QOPMIIEHUS TEKCTOBBIX JOKYMEHTOB,
KOTOPBIM JOJDKEH COJEpKaTh HaMMEHOBAaHME MHCTUTYTA, CTPYKTYPHOIO MOJpPA3AEICHUs, BHIA
JIOKYMEHTA, a TakXKe ATy U rpud yTBepKACHHUS.

TekcT n3naraercs OT TPETHETO JUIA €JUHCTBEHHOIO WJIM MHOXWTEIBHOTO uucia. B Tekcre
UCIIONIB3YIOTCS ciioBa: "mosmken", "cneayer”, "HeoOxoaumo", "3anpemaercs", "He nomyckaercs'.
3arojIoBOK K TEKCTYy TOJIOKEHUs OTBedaeT Ha Bompoc "O uyeM?", 3arojloBOK K MHCTPYKLUH,
coJieprKalleil T0JKHOCTHBIE TPeOOBaHUS U MOPSIIOK TPOBEIEHUS padOT (MHCTPYKIUS O IpaBax U
00s13aHHOCTSAX ), oTBeuaeT Ha Bonpoc "Koro?" (MHCTpyKIMs IMIaBHOTO CIIEHUAINCTa O IpaBax U
00513aHHOCTSX).

KoncraTupyromeil yacTbio Moi0KeHus (MHCTPYKIUH) CIYXUT pazzen "OOuue nonoxeHus", B
KOTOPOM YKa3bIBalOTCSI OCHOBaHUs pa3pabOTKH, OCHOBHOE HazHaueHue u cdepa ero
pacnpoCcTpaHEHHs], OTBETCTBEHHOCTD 3a HAPYILIEHNE YCTAHOBJIEHHBIX ITPABUIL

OCHOBHOM TEKCT MOJIOKEHUS (MHCTPYKIIMH) MOKET JIEIUTHCS Ha IJ1aBbl, ITYHKTHI U MOJIYHKTHI.
I'maBbI 1OJIKHBI UMETH HA3BAHUS.

['maBbl HyMepYyIOTCS pUMCKUMU LIM(ppaMu. B KoHIIe HaMMEHOBaHMSI TJIaBbl TOUKA HE CTaBUTCSL.
Hymepauuss NyHKTOB W TOANMYHKTOB HPOM3BOAUTCS apaOCKUMHM IUpaMu, B KOHIIE
npocrasisiercst Touka (1.; 1.1.; 1.2.).

[Tonoxenus  (MHCTPYKUMH) MOAMUCHIBAIOT  JIOJDKHOCTHBIE — JIMIA,  SBJSIOIIMECS X
HENOCPEJICTBEHHBIMH pa3paboTyrKaMu (HampuMep, Ha4aJlbHUKHU CTPYKTYPHBIX MOAPa3AeIeHH),
BU3HPYIOT MOJIOKEHUS (MHCTPYKIMM) MPOPEKTOPHI MO HampaBlIEHUsM, IOpUAHYecKas ciayxoa,
yTBEpXKAaeT — peKTop MHCTUTYTA. [lonoxkeHust (MHCTPYKUKK) OOpETal0T IOPUIUUECKYIO CUITY C
MOMEHTa YTBEP)KICHHMS WJIM C MOMEHTa W3/IaHUS paclopsIUTEIbHOIO JIOKyMEHTa 00
YTBEP)KICHUH.

5.3. UnpopManMoHHO-CIPABOYHbIE JOKYMEHTBI

5.3.1. IIpoToxo.
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IIpoToK0Ja — TOKYMEHT, B KOTOPOM (PUKCHUPYETCS X0 pacCMOTPEHHsI, 00CYKICHHs BOIIPOCOB U
IPUHATHUS PELIEHUH Ha COOpaHUsX, COBELIAHUAX, KOH(PEPEHLUAX U 3aceJaHMsIX KOJJIETHaIbHBIX
OpraHoB.

OtHOocuTCcd K cucTteMe HMH()OPMAIMOHHO-CIIPAaBOYHONW JIOKYMEHTALlUH, MOMET CIIY)KUTh
OCHOBaHHUEM K U3JJaHUIO PACIOPAIUTEIILHON TOKYMEHTALIUH.

[IpoTokos 3acemaHusi OTpa)kaeT IEATEIbHOCTh IO COBMECTHOH BBIPAOOTKE M IPHUHATHIO
yIpaBiieHYeCKUX pemeHuil. KomernaipHoMy pemieHuio, Kak MpaBWIo, MOJuIexar Haubolee
Ba)XHbIE U IPUHIUIHAIbHBIE BOIPOCHI B I€ATEIILHOCTH UHCTUTYTA, TPEOYIOIME KOJUIEKTUBHOTO,
COBMECTHOT'O OOCYKJICHUS U IPUHATHS PEILICHHS.

ITpoTokos cocTaBisgeTcs HAa OCHOBAaHUM 3allMCEl, IPOU3BEACHHBIX BO BpEMs 3acelaHMs
(coBemianust), NPEICTABIECHHBIX TE3UCOB JOKJIAJOB U BBICTYIUIEHUH, CIIPABOK, IPOEKTOB
pELIECHUI U IPYrUX MaTEpUaOB.

[TpoTokonbl MoryT u3naBatbcs B moJHON dopme (Ilpuioxkenue Ne 5) mim kpatkoi dopme
(IIpuioxenne Ne 6), nmpu KOTOpPOH oOmIycKaeTcs Xoi 0OCyxaAeHus Bolpoca U (pukcupyercs
TOJIBKO IPUHSTOE 10 HEMY PEILIEHUE.

TeKCT MOJIHOI0 MPOTOKO0JIA COCTOUT U3 JIBYX YacTEi: BBOJHOW U OCHOBHOW. Bo BBOJHOM YacTu
YVKa3bIBAIOTCS WMHHIMAIBL, (pammiuu mpeacenarens (IpenceaaTebCTBYIONMIECTO0), CeKpeTaps,
IPUCYTCTBOBABIIMX HA 3aCelaHUM, U, IPU HEOOXOAMMOCTH, JIUL], IPUTJIAIIEHHBIX Ha 3aceJaHue
(coBemanue). PaMuiInKM MPHUCYTCTBYIOIIMX NHIIYT B alX(aBUTHOM TMOPSIKE dYepe3 OIUH
uHTEpBal. EciM KONIMYECTBO NPUCYTCTBYIOINUX IPEBBINIAECT 15 4esloBeK, BO BBOAHOW YacTH
IIPOTOKOJIA [IEJIaeTCsl CChUIKA Ha CIUCOK, SIBJISIOLIMICS HEOThEMIIEMOHM YacThbiO IPOTOKOJIA,
HanpuMep:

IIpucyrcrBoBanu: 25 yei. (CMCOK nMpuiaaraercs).

Ecnu B 3acenanuu (CoBelaHuy) NPUHUMAIOT y4acTHE IPEJCTABUTENN PA3HbIX OPIaHOB BJIACTU U
OpraHu3aliii, MNepedyncisoTcss mocie cioBa «[lpurnamennsie:», Takke 1O andaBuTy,
yKa3bIBAE€TCSI MECTO PpabOThl M JODKHOCTh KaXJ0ro Jjuia. MHOrocTpodHble HAaUMEHOBAHMS
JOJKHOCTEH MPUCYTCTBYIOLIUX [I€YaTAI0TCS Yepe3 OANH MEXCTPOUHbII HHTEPBAJL.

BBoaHasi 4acTh TpoTOKOJa 3akaHuuBaeTcs moBecTkoil aHs (IIOBECTKA JHA -
IIPOIEYATHIBACTCS] LIEHTPOBAHHBIM CIOCOOOM IMPONMUCHBIMU OyKBamH), COJAEpKalllell NepedyeHb
paccMaTpUBaEMBIX BOIIPOCOB, IEPEUYMCIEHHBIX B TOPSAKE HX 3HAYMMOCTH C YKa3aHHUEM
JOKJIaTyhKa IO KaXAOMYy paccMaTpuBaeMOMYy Bompocy. Bompocbl moBecTku — JHS
dopmymupytorcss ¢ mpemgorom "O" ("O6"), mewararoTcs OT TPaHUIBI JIEBOTO TNOJSI U
HYMEpYIOTCs apabckuMu niudpamu ¢ npoctasiieHuem Touku (1. O...).

OcHOBHast 4acTh MPOTOKOJIA COCTOUT U3 Pa3elioB, COOTBETCTBYIOUIMX ITYHKTaM IOBECTKH JIHS.
TekcT Kax10ro pasjena CTpOUTCS MO CXEME:

CIIVIIAJIA:

BBICTYIINJIU:

I[TOCTAHOBWJIU: (nnu PEHINJIN:).

OcHOBHOE cojiepaHHe [OKJIAJ0B U BBICTYIUIEHUH BKJIIOYAETCS B TEKCT MNPOTOKOJA WU
IIPUJIAraeTcs K HEMy B BUJE OTJENIBbHBIX MaTepUANIOB; B ITOCIEIHEM ClIydae B TEKCTE MIPOTOKOJIA
nemnaercsi orMetka "Tekct BwicTymeHus npuiaraercs'. IlocraHoBnenue (peuieHue) B TEKCT
IPOTOKOJIa BHOCUTCS TMOJHOCTBIO B TOH (hOpMyITUpOBKE, KOTOpast ObUIa MPUHATA Ha 3aCeIaHUU;
pu HEOOXOMMOCTU TPUBOSATCS UTOTH TOJOCOBaHUA: "3a — ...; MPOTUB — ..., BO3ACPIKAIOCH —
Copepxanrie 0co00ro MHEHUS, BBICKA3aHHOTO BO BpeMs OOCYKICHHsI, 3alIUChIBAETCS B TEKCTE
IPOTOKOJIA TIOCJIE COOTBETCTBYIOLIETO MOCTAHOBICHUS (pEIIeHUs).

TekcT KpaTKOro MPOTOKOJIA TAKXKE COCTOUT U3 ABYX 4acTe. Bo BBOAHON 4acTH yKa3bIBAKOTCS
UHULIMATBI W (aMuwinu  TpenceaTeNbCTBYIONEero (Mpeaceaarens), CeKkperaps, a Takke
UMHHULHAIB! U (PaMIINU IPUCYTCTBOBABIIMX JIULI.

Caoso "IlpucyrcrBoBaiu' meyaraercss OT TPaHUIBI JIEBOTO 10JIs, NOAYEPKHBAeTCs, MOcCJIe
cjIoBa  craBUTCA  JaBoeroume. Hmwke  nedararorcs  HaMMEHOBAHMs — JTOJDKHOCTEH
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NPUCYTCTBYIOIINX, @ CIpaBa OT HAMMEHOBAHMSA TOJDKHOCTEH — HMX WHHUIMAIBI U (aMHIUH.
HanmeHoBaHUA JOIKHOCTEH MOTYT yKa3bIBaThCsl 0000IEHHO, HAITPUMED:

IIpucyrcrBoBanu:

3amecTtuTenb MUHHCTPA SKOHOMUYECKOTO

pasButus Poccuiickoit @enepanuu U. O. Gamunus

3amectutenu pykoBoautens Pocapxusa 1. O. @amuinus

H. O. ®amunus

B 0CHOBHO} 4YacTH KPAaTKOro IpOTOKO0JAa YKa3bIBaIOTCSA HOMEp BOIIPOCAa B COOTBETCTBUU C
IOBECTKOM JIHS, COAEpKAHKUE BOIIPOCA U PUHATHIC PELICHMUS.

HanmMeHnoBanme Bompoca HymepyeTcsi puMckoi nudpoi u HaunHaeTcs ¢ npemiora "O" ("O6"),
[1e4aTacTCsl LEHTPOBAHHO M IIOJAYEPKHUBACTCS OJHOM YEPTOM HMIKE IIOCIEAHEM CTPOKM Ha
pacctosHuu He Oosiee ofgHOro uHTepBasia. Ilox ueproil yka3bIBaroTCSd TOJBKO (aMuIum
JOJKHOCTHBIX JIML, BBICTYNMBIIMX IPU OOCYKJIEHUU JaHHOrO Borpoca. DaMHUIMU IeYaTaroTcs
yepe3 1 MeKCTpOYHBIN HHTEpBAJI.

3areM yKa3bIBaeTCs IPUHATOE 110 BOIIPOCY PELICHHUE.

[IpoTokos moamuchIBaeTCsl MpecelaTeNbCTBYIOUIMM Ha 3acelaHuM U cekperapeM. Jlatoit
MIPOTOKOJIA SBJISIETCS JaTa 3aceqaHus (CoBEIIaHus).

[TpoTokosiIaM MPHCBAWBAIOTCS MOPSAIKOBBIE HOMEPA B IpejiesiaXx KaJeHJapHOro Ioja OTAEIbHO
[0 KaKJOW IpymIe MPOTOKOJIOB: IPOTOKOJIbl YYEHOTO COBETa MHCTUTYTA, IPOTOKOJIbI HAyUYHBIX
COBETOB, IIPOTOKOJBI YYEHBIX COBETOB (haKyJIbTETOB, NPOTOKOJbI 3aCelaHUN KOJUIETHH,
IIPOTOKOJIBI KOOPJAUHAIIMOHHBIX, 3KCIIEPTHBIX COBETOB M JIp. OpraHoB. IIpoTOKOJIbI COBMECTHBIX
3aceflaHuil MMelT cocTaBHble Homepa (Ne 15/05), Bkiowaromye MOpsAIKOBBIE HOMeEpa
IIPOTOKOJIOB OPraHU3alMi, IPUHUMABLINX Y4acTHE B 3aCE/laHUU.

Homepa mnocranoBiieHM#l (pelieHui), NpUHATBIX Ha 3aceAaHusAX (COBEIAHMsX), COCTOSAT W3
HOMEpa IMPOTOKOJAa, HOMEpa paccMaTpuBaeMOro BOIIpOCa B IOBECTKE JHS M IMOPSAIKOBOIO
HOMeEpa NOCTaHOBJIEHHUs (pelIeHus ) B Ipeenax Bompoca.

Konuu npoTokosoB npu HEOOXOJUMOCTH PacChUIAIOTCS 3aMHTEPECOBAHHBIM OpraHU3alUsAM U
JOJDKHOCTHBIM JIMIIaM B COOTBETCTBMM C YKAa3aTeJIEM pACCBUIKH; YKa3aTelb COCTAaBISIET U
MOJIMUCHIBAET OTBETCTBEHHBIM HCHOJHUTENb MOAPA3/IeiIeHHs,, TOTOBHUBILETO PacCMOTPEHUE
BOIIpOCA.

[TpunsTHIE pelieHus A0BOAATCA 10 MCIOJHUTEIEH B BUJAE BBIMHCOK M3 MPOTOKOJIOB, KOTOPbHIE
0(OPMIISIOTCSI HA COOTBETCTBYIOLIEM OJIaHKE M ITPU HEOOXOAUMOCTH 3aBEPSAIOTCS MEeYaThIO.
[TpoToxosibl meyaTaroTcst Ha OJIaHKE MPOTOKOIIA, 001IeM OJaHKe WM CTaHAAPTHOM JIMCTEe OyMaru
¢dopmara A4 1 UMEIOT CIIeYIOIIUE PEKBU3UTHI:

1) yxa3pIBaeTcst MOJgHOE OpUIIMAIBHOE U COKpAIeHHOE (B CKOOKaxX IO/ MOJIHBIM) HAUMEHOBAaHUE
WHCTUTYTA;

2) Bug nokymenta — [IPOTOKOJI (ecnu npoTtokon odopmisieTcss Ha oOuieM OaHke, CIOBO
MMPOTOKOJI mneuaraercs NPOMUCHBIMH OYyKBaMH, >KUPHBIM HIpUPTOM pazmepoM Ne 14 u
BBIPaBHUBAETCS IO LIEHTPY);

3) BUJ 3aceqaHMsl, COBELIAHUS — OTAENAETCSA OT MPEAbIIYLIEr0 PEKBU3UTA OAHUM MEKCTPOUHBIM
MHTEPBAJIOM, [I€YaTaETCs Yepe3 OJIMH UHTEpPBaJ U BHIPABHUBAETCS IO LIEHTPY;

4) MecTO TpOBeNeHHs 3acelaHMsl, COBELaHUs — yKa3bIBaeTcs (IIpU HEOOXOAMMOCTH), Y KOTO
MIPOBOAMTCS COBEIIaHWE MWJIM B KakoM MecTe (Ipu HeoOXOJUMOCTH MPOCTABISETCS BpeMs
IIPOBEJCHMS); IleyaTacTcd 4Yepe3 JiBa MEXKCTPOUHBIX HWHTEpBajla IOCIE pEKBH3UTA '"BUJ
3acelaHtsl, COBEIAHUsA'", 1 BBIPABHUBAETCS IO LICHTPY;

5) naTa ¥ HOMep MPOTOKOJIA: aTa 0(OPMIIIETCS CIOBECHO—IIU(POBBIM criocoOoM (Hampumep, 15
okTs0pst 2011 r.; 02 centsadps 2012 r.) u nmeyaraercs yepe3 OJUH MEXKCTPOUHBIM MHTEpBa
HIDKE TPEABIIYIIEr0 PeKBU3NTA; HOMEp MPOTOKoIa o0o3Havyaercs: apabckumu nudpamu (Ne 01,
o, N 09, ..., Ne 14);

6) OCHOBHAs 4acTh IPOTOKOJIA MeyaTaeTcs uyepe3 1,5 MEeXCTPOUHBIX HHTEPBAJIA;

7) ToANMMCH TPEICenaTeIbLCTBOBABIIETO (MIPEACEeaaTelisa) U CeKpeTapsi OTIEISIOTCS OT TEKCTa
TpeMsi MEKCTPOUYHBIMUA WHTEpBAJIaMU M BKIIOYAIOT B ceOs cioBo «lIpencenaTenbCTByOMUN
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(mpencenarens), «CekpeTapb», JTUYHBIE MOAMUCH, PACIM(POBKH NoAMHMCEH (MHULUANBI U
(bamuus), Me4YaTalwTcs OT JIeBOH I'PAHUIBI TEKCTOBOIO IOJISI Yepe3 OJUH MEXCTPOUHBIN
MHTEPBAJ, MOcJaeIHsAsA O0yKBa B paciin(poBKe MOANUCEH OrpaHUYNBAEeTCs PABBIM MOJIEM.
Cpoxu odopmiieHnsi TPOTOKOJIOB

Jlis  ompeneneHHbIX Pa3sHOBMJIHOCTEW IIPOTOKOJOB YCTAaHOBJEHBl CBOM UETKHE CpPOKHU
odopmienus. Ilo obimemy npaBuily cpok MOJrOTOBKHM MPOTOKOJA COCTABIAET OT OAHOTO JHS U
HE JOJDKEH INpeBbIIaTh MATH AHEW. KOHKpeTHyl0 JaTy TOTOBHOCTH IPOTOKOJNA MOXKET
Ha3HAYUTb PYKOBOJIUTENb, KOTOPBIA BEJI COBEIAHUE, WIN IPEACENaTeslb IOCTOSHHO
JEMCTBYIOIIET0 KOJUIETHAIBHOTOo opraHa. Cpok opopMIIEHHS MPOTOKOJIA TaKXKe MOXET OBITh
YCTAQHOBJIEH B PerjlaMeHTe paboThl KOJJIETHAIILHOTO OpraHa.

K mpoexTy npoTokona coBellaHus NpuaaraeTcsl ykasarenb (CIIHCOK) PacChUIKH, MOANMCAHHBIN
OTBETCTBEHHBIM 32 IIPOBEACHNUE COBEILAHUS.

B cnyudae mpoBelneHuss MEXBELOMCTBEHHOIO COBELIAHUS KOIMHU IIPOTOKOJIOB HANpaBIISIOTCS
PYKOBOIMTEISIM COOTBETCTBYIOIIUX OPTaHU3ALHM.

B ykaszatenp (CHMCOK) pacChUIKM IPOTOKOJIA, COJEPKALIEro pELIEeHUs 10 BOIMPOCAM,
OTHOCALIMMCS K HX KOMIIETEHLIMH, B 0053aTElIbHOM IOpPSJIKE BKIIOYAIOTCS: IPOPEKTOPHI,
PYKOBOJUTENN CTPYKTYPHBIX MOAPA3/EICHUM MHCTUTYTA, a TAK)KE€ HMHbIE JOJDKHOCTHBIE JIMIIA
WUHCTUTYTA.

Pemenus, npuHAThIE HA COBELIAHUU, TOBOJAATCS 10 COTPYJHUKOB OO B BUJI€ PACCBHUIKU KOMUMN
BCEro MPOTOKOJIA, TMOO0 B BUJE BBIIMCOK NOCTAaHOBIAIOMEH yacTu. O3HaKoMIIeHHEe PaOOTHUKOB
C IPUHATHIMU PELICHUSMH MHOI/Ia OPTraHU3yIOT O] JIMYHYIO MOJANUCH, U1 YEro K MPOTOKOILY
COCTaBJIAIOT JIMCT O3HAKOMIICHHS.

Konuu npoTokosioB coBeniaHuii paccbuialoTcs UCIOIHUTENSAM, KaK MPaBUJIO, B CYTOYHBIN CPOK,
a coJeprKale CPOYHbIC WIH ONIEPATUBHBIEC TOPYYEHHUS, — HE3AMEIIUTEIBHO.

KoHTponb ncrosnHeHus: Nopy4yeHuil, coiepkaluxcsi B IpOTOKOJIax 3aceJaHuil y4eHOTO COBETa,
OCYILIECTBJISIETCS] CEKPETAPEM YUEHOI'O COBETA MHCTUTYTA U CEKpeTapuara, peKTOPCKOTO COBETa
— yIIpaBJICHUEM JIeJIaMU.

OdopmiteHne BHIMUCKH U3 MIPOTOKOJIA

Boinucka u3 nporokosa (Ilpusoxenne Ne 7) mpeacraBisier coO0H TOYHYHO KOIHMIO YacTH
TEKCTa MOJIMHHOTO MPOTOKOJIA, OTHOCALIETOCSI K TOMY BOIPOCY IOBECTKH JHS, IO KOTOPOMY
TOTOBAT BBINUCKY. IIpy 3TOM BOCIPOM3BOJAT BCe PEKBU3UTHI OJaHKa, BBOAHYIO YacTh TEKCTa,
TOT BOIIPOC MOBECTKHU JIHSA, 10 KOTOPOMY TOTOBHUTCSI BBIIIMCKA, a TAKXKE TEKCT, OTPa)KaBIIUHA €ro
o0cyKJIeHUE U MPUHATOE IO HEMY pEIICHHUE.

Jna mpupaHus IOpUAMYECKON CHIIBI BBIMMCKE M3 MPOTOKOJA MCHOJB3YyeTcs pekBU3uT «Komus
BEpHa», opopmiiieMblil cekperapeM. BrIUCKy M3 MPOTOKOJIAa MOAMNUCHIBAET TOJIBKO CEKpEeTaphb.
Ona cocroutr u3 cinoBa «BepHO», yKa3aHMs NOJDKHOCTH JIMIIA, 3aBEPSIOLLETO BBIMHUCKY, €r0
JUYHON MONUCH, HUHUIIMAIOB, (aMHUIINU U 1aThI.

Ecnn BeIMCKa M3 IPOTOKOJA BBIAAETCSA AJIS MPEACTABICHUS B JIPYI'yl0 OpraHU3alyio, TO OHa
3aBepseTCs MeYaThi0 HHCTUTYTA.

5.3.2. Cny:xxe0Has nepenucka

CnyxebHasi mepenucka — pasjiuyHble BUAbl OQUIHAIBHBIX JTOKYMEHTOB MH(OPMAIOHHO-
CIpPAaBOYHOI'O XapakTepa, HCHONb3yeMbIX s oOMeHa uHpopMalued B JIEATENbHOCTH
WHCTUTYTA, OPraHU3aLNN U TPaXKIaH.

Buabl /1e/10BOil mepenucKH U HUX Ha3BaHUS — JeloBoe (CiIy)keOHOe) MUChbMO, Telerpamma,
Tenekc, ¢akcorpamma (dakc), TenedhoHOrpaMMa, BJIEKTPOHHOE MHCHMO (IJIEKTPOHHOE
COOOIIeHNE) — CIIOXKMWINCh B 3aBHCHMOCTH OT CHOCOOOB Nepeaayd AeI0BOH HMH(pOpMalMU: 10
KaHaJjaM IOYTOBOH CBSI3U WM MOCPEACTBOM AJIEKTPOCBSI3H.

Bce nenoBble mHCbMa MOXXKHO Da3JieUTh Ha KOHCTATUPYIOIIME CBEPIIMBIIMKCA (akT u
IIPEIBAPSIONINE BO3MOXKHOCTD €r0 CBEPIIECHHUS.

OTO NUCBMAa-TIOATBEP)KACHMS, NHCbMa-HAIIOMUHAHMS, NHCbMA-NIPEAYNPEXKACHNS, NHCbMa-
u3BenieHus U T.4. OHM He TpeOyroT 0TBETa, HO UX HAJIMUYUE UMEET I0OPUANYECKOE 3HAUCHHE.
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JlenoBoe (cay:ke0HOE€) NMHMCBMO — JOKYMEHT HWH(POPMAIMOHHO-CIIPABOYHOTO XapakTepa,
HanpaB/IsieMblii MHCTUTYTOM, JIOJDKHOCTHBIM JIMLOM ajpecaTy (OpraHy BIJIACTH, OpraHU3aluu
WIA JIMIy) TIO TIOYTOBOW CBSI3M, ODJIEKTPOHHOH moure, (AKCUMUIBHON CBA3BIO JHOO
HaIPABJICHHBIN B aJpeC NHCTUTYTA Pa3JINYHBIMU OPTaHU3ALMSMH.

Teserpamma — TOKyMEHT WH(OPMAIIMOHHO-CIIPABOYHOTO XapaKTepa, HANPaBIIIEMBIN aapecaTy
(opraHy BJIaCTH, OpraHU3ALMK WIH JIMIY) IO TeJaerpagHoi ceTu 0OILIEero Mojib30BaHus.

Tenekce (TeneraiimorpaMMa) — TeJerpaMma, IepeaaBaeMas 1O aOOHEHTCKOW TenerpadHou
(TeIeKCHOM) ceTH.

®akcorpamma (dakc) — monmydaemas Ha OyMaXHOM HOCHTENE KOMHUS JIOKYMEHTa
(mUCBEMEHHOTO0, rpadruecKoro, U300pa3UTENbHOIO0), NEPEJaHHOIO M0 KaHalnaM (pakCUMMIbHON
CBSI3HU.

TesedonorpaMmma — 10KyMEHT MHPOPMALIMOHHOTO XapakTepa, MepelaBacMblil U M0JIydyaeMbli
10 Tene()OHHOM CBS3H.

DJIEeKTPOHHOE MNHCHhMO (JIEKTPOHHOE COO00LeHHe) — JIOKYMEHT HWH(GOPMaIMOHHO-
CIPaBOYHOI'O XapakTepa, epelaBaeMblil U MOJy4yaeMblil IO IEKTPOHHOU IouTe. DJIEKTPOHHOE
UCbMO UMEET CTaTyC IOKYMEHTa, €CJIM OHO 3aBEPEHO JIEKTPOHHOM LM(POBOM MOIIHUCHIO.
5.3.2.1. Cayxeb6HOe MUCHMO

CayxeOHbIe IMCbMA TOTOBSTCS:

- Kak COIPOBOJUTENIbHBIE MHCbMa, KOTOPbIE COMPOBOKIAIOT MaTEpHUAJbHBbIE LEHHOCTH WU
JIOKYMEHTBI; B TEKCTE€ COIPOBOJUTENBHOIO IMUChbMa B 0053aTEJbHOM IOPSJIKE YKa3bIBaeTCs
PEKBH3HT «OTMETKA 0 Hanmnuuu npuioxeHus» ([lpuinoxkenue Ne 9 — o6pasuwli 2, 3, 4).

- KaK OTBETHI Ha 3aIIPOCHI Pa3JIMYHbIX OpraHU3alui, IPEANPUATUN U YaCTHBIX JIULL;

- KaK MTHULIMATUBHBIE UCHhMA.

[Tpu opopmieHnn ciry>keOHbIX MMCEM HCIIOJIb3YOTCSI PEKBU3UTHI:

HAaUMEHOBAHHUE MHCTUTYTA COIJIACHO Y CTaBy;

JOJKHOCTB JIMLIA, TIOJIUCABILIErO JOKYMEHT;

CIPaBOYHbIE TAHHbIE 00 UHCTUTYTE;

azpecar;

JlaTa TOKyMEHTa;

PETUCTPALIMOHHBIA HOMEP TOKYMEHTA,

aHHOTAaLUs JOKYMEHTA (3arojIoBOK K TEKCTY);

CCBIJIKA Ha MCXOAAIIUI HOMED U JaTy JOKyMEHTA apecara;

TEKCT JOKYMEHTA;

OTMETKA O HAJIMYMU NIPUIIOKECHU;

BH3a PYKOBOJUTEIS CTPYKTYPHOTI'O NOApa3jie/ieHus] HA KONUM OTIPaBJISeMOro J0KyMeHTa;
HOJIKCH JOKHOCTHOTO JIMLA (IpUMEHSeTCs IPY HaJTM4KuU OJaHKa JOKHOCTHOTO JIMLA);
OTMETKA 00 UCIOTHUTEIIE;

OTMETKA O MOCTYIJIEHUH TIOKYMEHTA.

[Tucema QuHAHCOBOTO XapakTepa, a TaKKe MUChbMa, CoJleprKallie 00s3aTeNbCTBa, 3aBEPSIOTCS
OTTUCKOM TIepOOBO TMe’yaTh UMHCTUTYTA, a B TMHChbMaX, COAEpPXKALMX HHPOPMALUIO
OIPaHUYEHHOIO pacrpocTpaHeHus, IIPOCTABIIAECTCS PEKBU3UT "O1MmeTka 0
KOH(UICHIIMATBEHOCTH".

CopepxaHue cly>)keOHOTO THUChbMa JODKHO OBITh KpPAaTKUM, SICHBIM, apryMEHTHUPOBAHHBIM,
o0ecreynBaTh TOYHOE M OJIHO3HAUYHOE BOCIIPUATHE CO/IEpIKallelicsl B Hel MHPOpMaLUu.
CrnyxeOHble MHCbMa TeYaTaloTcs Ha OJlaHKax ycTaHOBJIEHHOU (opMbl coriacHo IIpuiioxkenuio
Nt 9, B KOTOpOM IPUBEIECHBI 00pa3Lbl 0POPMIICHHS CITY>)KEOHOT0 MHChMa.

Cpoxu MOArOTOBKU OTBETHBIX ITMCEM YCTaHABIIMBAIOTCS HOPMATUBHBIMU IIPABOBBIMH aKTaMH
WIM OTPAXKAOTCS B YKa3aHUU 110 UCTIOJIHEHHIO IOKyMEHTA PYKOBOAUTEIIEM, CPOKH MOJATOTOBKU
VMHULMATUBHBIX IUCEM OIPEACIAIOTCA PEKTOPOM, IPOPEKTOPAMHU U PYKOBOJUTEISAMHA
CTPYKTYPHBIX IIOJIpa3AcIeHUM.

TekcTpl OTBETHBIX IHCEM JOJDKHBI TOYHO COOTBETCTBOBATH JAHHBIM  IOPYYEHUSIM,
MOCTYIMBIIHUM 3aIIpOCaM, PE3OJIIOLUAM PYKOBOACTBA.
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K cinyxeOHBIM NMHChbMaM COCTaBISICTCS PEKBU3HT «HAWMEHOBAHUE IOKYMEHTa» (3arojloBOK K
TEKCTy), oTBewaromuid Ha Bompoc "O yem?" u dopMmynmupyromuidi B Kpatkoil (opme temy
UChMa.

CnyxeOHple TIMCbMa H3JararoTcs: oT l-ro numa MHoxecTBeHHoro uwcia ("IIpocum
npenocraButh uHGopMmanmio...", "HampaBnsem Ha 3akIIOYeHHE MPOEKT..." u 1p.), OT 3-T0 Jnia
eauHcTBeHHOTO uncia ("MHCTUTYT HEe cuMTaeT BO3MOXKHBIM...", "MHCTUTYT rocynapcTBEHHOTO
aMMHHMCTPUPOBAaHUSA»  IpEeAJlaraeéT  pacCMOTPETh  BO3MOXKHOCTB..."), oT 1-ro  nuuna
equHcTBeHHOTO yncha ("TIpomy Bac mpeacraButh nanubie o...", "CauTaro BO3MOXKHBIM IIPUHSATH
yudactue B...").

Eciu HEoO0X0oAMMO OJHOBPEMEHHO OOpAaTUTHCS B YUPEKACHHE MO HECKOJIBKUM Pa3InYHBIM
BOIIPOCAM, TO LIEIeCO0OPa3HO COCTAaBUTh HECKOJIBKO IMMUCEM. DTO YCKOPSET UX UCIOJIHEHHUE.
CTpyKTypa /1eJI0BOro NuchbMa BKIIIOYAET B ceOsl:

1. Berynnenune (BBogHAst 4acTh) AOJDKHO COZAEPIKATh IMEPCOHAIBHOE OOpAIIeHHEe U CCHUIKY Ha
MOCIEAHUI KOHTAKT C MOJIydaTesieM, J1a)ke eCIM OH He ObLT CBS3aH HANpsAMYIO ¢ TEMOW MHUChMa,
U NpEeJHAa3HAuEHO JJIl KOHKPETU3alluu CYTH BONPOCA, MOCITYKHUBIIETO MOBOJOM JJIsl JI€JI0BOTO
UChMa.

2. OcHOBHasl 4acTb JOJDKHA COCTOSITh M3 psla BHYTPEHHE CBSI3aHHBIX U BBICTPOEHHBIX B
JIOTUYECKOM TopsiiKe MyHKTOB. [Ipu 3ToM nro0asi 3aKOHYEHHAss MBICIBH JOJBKHA O(QOPMIIATHCS
Kak ab3am. Hanbomnee BakKHbIE MOMEHTHI JTOJDKHBI HAXOUTHCS B TICPBOM U B TIOCIICTHEM a03ariax
OCHOBHOM YacCTH.

3. 3akirouMTenpHAs 4acTh TEKCTa COCTOUT M3 OJHOro a0d3alia, BKIIIOYAKoLIEro 2-4 npeanoKeHusl.
3aKIIouUTeIbHOE IPEIOKEHIE YKA3hIBAET Ha XapaKTep OKUIAHHUM aBTOpa MUChMA.

B cnyxeOHbIX NUCbMax HCHOJB3YIOTCS (pa3bl ATHUKETHOrO Xapakrepa "YBakaeMblil...!
KOTOpasi MevyaraeTcsi HEHTPOBAHHBIM CIIOCOOOM M BBIJIEISIETCS KUPHBIM MIPU(PTOM, — B Hayale
nuceMa, Haja TekcroM — win "C yBakeHuHeM" B 3aKIIOUMTEIbHOM YacTU IHCbMa, MEpeN
HOJKCHIO; STUKETHbIE (Ppa3bl MeyaTaroTCs UCTIOIHUTENEM TP MOATOTOBKE MPOEKTA MUChMA.
TekcT nmevaraeTcss Ha 2-3 MEXCTPOUYHBIX MHTEpBajia HUXKE OOpalleHUs] U HauMHaeTcs ¢ ad3ana
CTPOKH.

CnyxebHble mnHcbMa (IpH  HEOOXOJUMOCTH)  MPOXOJAAT  MPOLEAYPY  BU3HPOBAHUS
3aMHTEPECOBAHHBIMU JTOJPKHOCTHBIMU JIMLIAMH UHCTUTYTA.

[Ipy HampaBiIeHUM CIy)KEOHBIX TNHCEM Ha TMOAMHCH PYKOBOJCTBY HCIHOJHUTEND JIOJKEH
NPEJOCTaBUTh KOMMIO MPOEKTa CIIy)KEOHOTo MUChbMa C BHU30M PYKOBOAUTENS CTPYKTYpHOTO
noJjipaszziesieHus: TM00 OTBETCTBEHHOI'O MCIOJHUTENS JOKYMEHTa Ha 000pOTHOW CTOPOHE KOIMUU
IIPOEKTA.

CrnyxxeOHble MHCbMa MOANUCHIBAIOTCS PEKTOPOM HHCTHUTYTA, MPOPEKTOPAaMHU IO HAIpPaBIECHUIO
CBOEH JEATENbHOCTH B  COOTBETCTBUM C  paclpelesieHHeM  OO0s3aHHOCTEH  MEXIy
PYKOBOJMTENSIMU COTJIACHO MPHUKA3y PEKTOpa O JEJIErHPOBAHUU MOTHOMOYHUHN, JOHKHOCTHBIMU
JUIIAMH COTJIACHO JOBEPEHHOCTSIM, B KOTOPBIX OIPEIEIIEH [IEPEUEHb ITOJHOMOYMIM.

[lepen oTmpaBkOi HEOOXOAMMO MPOBEPUTH MPABUIBLHOCTH OGOPMIICHUSI JTOKYMEHTA: HaIU4Yue
MOJINCH, J1aThl, 3ar0JIOBKA, aJIpeca, BCEX CTPaHMI] U BCEX YKa3aHHBIX NPUIIOKEHUH.

Ecin 1oxkyMeHT o(popMieH HeNIPaBUJIBLHO MJIU NMpeJCTaB/IeH He B NMOJHOM KOMILIEKTe, OH
BO3BpallaeTcs yNpaBJeHHeM JeJIaMH HCIIOJHUTEIIO0 VI 10pa0oTKH.

B pexBu3uTe «perucTpanMoHHbII HOMEpP)» MpPU MOJITOTOBKE JOKYMEHTAa HMCIOJHUTENb JTOJIKEH
IPOCTAaBUTH LU(POBOM MHIEKC CBOETO CTPYKTYPHOT'O MOJpPAa3JIeIeHuUs, KOTOPbIM MpuCBanBaeTCs
KaXJOMY CTPYKTYPHOMY MOApPA3IeIEHHUI0 COTJIACHO npukaszy pektopa (Ilpunoxenue Ne 20).
5.3.3. 3anucka (qokJaaaHasi, cIy:KeOHas)

Jns uH@OpMaMOHHOTO OOMEHa MEXIy CTPYKTYPHBIMU MOAPA3JEICHUSIMHU, IOHKHOCTHBIMU
JMIIaMH, paOOTHUKaMHM MHCTUTYTA UCHOJIB3YIOTCS CIEIYIOLINE BU/IbI 3aIIHCOK: AaHAJTNTHYECKHe,
AOKJIAIHbIE, CJIY:KeOHbIe, 00bSICHUTEIbHbIE.

BHyTpeHHHe [OKJaAHbIE H CJIyKeOHbIe 3aNMCKHM, KaKk IPaBUJIO, JOJDKHBI COJEPKaTh
KOHKPETHBIN MPOEKT OJHOTO PELICHHS WM BapUaHThI MpPEIaraeMblX pelleHui (C yKazaHUEM,
YTO CJeNaTh, U CPOKAMH).
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JloknagHbie U ciyske0HbIe 3alIUCKH — 3TO BHYTPEHHHME JOKYMEHTHl MHCTUTYyTa. OHU HOCAT
BCIIOMOTATENbHBIM  XapakTep MO OTHOIIEHUI0 K OpraHu3aldOHHO-PACTIOPSAUTEIbHBIM
JIOKYMEHTaM M UMEIOT OIIPEJIEIICHHOE Ha3HAUYEHHUE.

Tekct 06010 HHHOPMALIMOHHO-CIIPABOYHOIO TIOKyMeHTa opopmiisiercs mpudrom Times New
Roman, pazmep 14, yepe3 1,5 nnrepBasa (JOoyCTUMO OJMHAPHBII UHTEPBA).

HanmvenoBanue Buna nokymenTta nuimiercs nponucHbiMu OykBamu (JJOKJIAJIHAS 3AITMCKA,
CJIYKEBHAS 3AITMCKA) u pacrnionaraercs o 1eHTpY (B KOHIIE TOUKa HE CTABUTCS).

5.3.3.1. lokyagHas 3anMcKa — JOKYMEHT, aJipeCOBaHHbBIA PYKOBOJICTBY, M3JIAralOlIUMi KaKoOM-
au00 BOMPOC C BBIBOJAMH M TPEAJIOKECHUSIMHU COCTaBUTENS, C ILEIbl0 HWH(POPMHPOBATH
PYKOBOJCTBO O CIIOKMBILIEHCS CHTyallid, MMEBIIUX MecTo ¢akTax U T.I. U MOOYAUTH K
IPUHSITHUIO OIIPEJIEIIEHHOTO PELIEHMSL.

JlokaaaHble 3aMMCKH MOTYT HOCUTh YHUCTO HH(OPMALMOHHBIA Xapakrep. Takue 3alucKu
COJIepIKaT, KaK MpaBUiio, MHGOPMAIIMIO O XOJE BBIMOJHEHUS KaKUX—IMO0 pabor. OTueTHbIC
JOKJIaTHBIE 3aIMCKU COOOIAIOT O BHIMOJHEHHUH 33/IaHUM, TUIAHOB, yKa3aHu#, padot. JlokiagHbie
3alMCcKU 00€CIeYrBalOT CBA3b 00BEKTOB YNPABJIECHHMS HA BEePTHUKAJIBHOM YPOBHE — CHHU3Y
BBEPX U HAIPABJISIOTCS OT HIXKECTOSIIETO JOKHOCTHOTO JIUIA BBIIIECTOSIIEMY JOHDKHOCTHOMY
JULLY.

JlokaaaHble 3alUCKH COCTaBISIIOTCA HAa CTAaHAAPTHOM JIMCTE OyMarw, HO C YKa3aHHEM BCEX
HEO0OXOIUMBIX peKBU3UTOB. K TakiM peKBU3UTaM OTHOCSTCS:

- HAMMEHOBaHHE CTPYKTYPHOT'O MOIpa3ielICHus;

- Bua nokymenta (JOKIJIAZIHA S 3AIINCKA);

- narta (opopMIICHUS 3aMMUCKHN);

- PErUCTPallMOHHBIN HOMED;

- aHHOTAalMsI TOKYMEHTA (JI0MyCTUMO 0€3 aHHOTAIIUN );

- TEKCT;

- ajpecar;

- IOATHCH COCTABUTENS (C yKa3aHUEM JOKHOCTH) € pacIM(ppOBKON MOIMUCH.
PerucrpaniuoHHbIiI HOMEp Ha BHYTPEHHEH MAOKJIAIHOW 3allMCKE IPOCTABIAETCS Ha IEpPBOM
CTpaHHLIE JOKyYMEHTa B IIpaBOM HHXXHEM YIiy paOOTHHUKOM CeKpeTapuara B KypHale
PETUCTPALIMK BHYTPEHHEN KOPPECTIOHACHIIMY ¢ IpPUMeHeHueM nHaekca — H.

[Tpu paccMOTpeHHH JTOKJIaJIHOM 3aMCKU 3aWHTEPECOBAHHBIMU JIMIIAMHU HAa HEH IPOCTABIISIFOTCS
BU3bI COIJIACOBAHUS B HIKHEH 4acTH JOKYMEHTa Ha CBOOOJHOM MecTe B Ipejeax MmapamMeTpoB
CTpaHUL, a IMOoCJe MPUHATHUS PELICHUs] — PEe30NIONUs PyKOBoAWUTENs. BriHeceHue pesosonun
ABJISIETCS] KOHEYHBIM 3TAIllOM PACCMOTPEHUS JOKIAHON 3alHUCKU.

JlokiagHas 3amMcKa MOXET HMMETh aHHOTAIMIO (3arojioBOK), KOTOPBIM KpaTKO pacKpbIBaeT
cojepxanue JokyMeHTa. OH ¢popMyaupyeTcs 1Mo OOLUIMM IMpaBUIaM COCTABIIEHHS 3ar0JOBKOB K
JOKYMEHTaM: C IOMOIIBI0 Ipeaaora "o" M OTIVIAroJIbHOTO CYIIECTBUTEIBHOTO B MPEIIOKHOM
najexKe.

B Tekcre nokiagHON 3amMCKH YETKO BBIAESIOTCS ABE YacTU. B mepBoil wacTu cooOuiaroTcs
(baKThl, MOCTYKMBIIUE MOBOAOM JUI COCTABICHMS JOKYMEHTa, a BO BTOPOHM — H3Jararorcs
KOHKPETHBIE BBIBOJbI, IPOCHOBI U MPEATIOKEHUA. TeKCT NOKIaAHON 3aIIMCKU MOXET COCTOSTh U
u3 Tpex dvacreil. B »TOM ciyuae B mepBoi uyacTM (KOHCTaTHpyMoLIei) OyayT H3aratbcs
MPUYUHBL, (PAKTHI WM COOBITHS, MOCTYKUBIINE ITOBOJIOM /IS ee Hanucanus. Bo BTopoit yactu —
aHaJIU3 CIOXKMUBIICHCS CUTYyalluM, BO3MOXXHbIE BAPUAHTHI PEILIEHHUS, a B TPEThEl — BBIBOJBI U
NPEJJIOKEHUSI O KOHKPETHBIX JAEWCTBUAX, KOTOpble HEOOXOAMMO MPEINpPUHSTH, MO MHEHHUIO
COCTaBUTEJS HOKJIaHON 3anucku. JlokinaaHas 3anucKa MOXKeT OBITh IPEACTaBIeHa B TEKCTOBOM
WIM B TaOJIMYHOM BapHaHTE WM UX COYETaHUU.

Ecnu nmeetcs npuiioxkeHue, To OTMETKa 0 HeM JieaeTcs 10 0(OopMIICHHS TTOANUCH:

Hanpuwmep:

[Tpunosxxenue: akt npoBepku ot 03.03.2006 Ne 33 Ha 1 1. B 3 3K3.

5.3.3.2. CayxeOHasi 3anmMcKa — 3aMMCKa O BBHIMOJHEHUHM KakOH-IMO0 paboThl, Hampasisiemas
OJIHUM JOJDKHOCTHBIM JIULIOM JIPYTOMY.
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CryxeOHBIC 3alMCKH, B OTIMYHME OT JOKJIAIHBIX 3aIHCOK, 00eCrneYnBalT CBA3b 00HEKTOB
ylpaB/jieHHsT HAa TOPU30HTAJIbHOM YPOBHE, TO €CThb COCTaBJISIOTCS pPaOOTHUKOM WU
PYKOBOAMTENEM IOJApA3ACICHUsT HAa UM PYKOBOAMUTENS WIM CHEUUAINCTAa APYroro
nonpaszaenenus. Ciy:keOHble 3alMCKA HAMPABIISIOTCS OT OAHOTO PYKOBOAUTENS K APYromMy WU
OT OJJHOT'O COTPYAHMKA K APYroMy TOJIBKO B CIIy4ae UX PaBHO3HAYHOIO JIOJKHOCTHOI'O CTaTycCa,
B IPOTHBHOM cJiy4ae 3T0 OyJeT JOKJIAIHas 3aliCcKa.

Kak mpaBuio, ciayxeOHbIE 3alMCKU COCTABIISAIOTCS MO BOIPOCAM MaTepUaIbHO-TEXHHUYECKOTO,
MH(OPMALIMOHHOTO, OPraHMU3allMOHHOTO U XO34MCTBEHHOro obecrneueHusi. OHM  OOBIYHO
coJiepKatr oNpeAeTIeHHYIO TPOockOy, npemioxkenne. CiayxeOHbIe 3aMCK 0POPMIISIOTCS TaK XKe,
KaK 1 JOKJIaJTHBIE.

B conepxannn cy)eOHOHN 3allMCKH 11e71eco00pa3Ho U3JIaraTh TOJIBKO Ty WH(OpMAIHIO, KOTopast
UMEET HEMOCPEJCTBEHHOE OTHOIIeHHEe K Teme (uenu) AokymeHTa. OOBeM coaep:KaHus
CIIy’)KeOHOH 3amMCKH HE JIOJDKEH NpPEeBbIAaTh 1-2 MAIIMHONMUCHBIX CTpaHHIl (T.e. MPUMEPHO
3000-3500 3HakoB).

Copnepxanue ciayxeOHOW 3amucKyd OOBIYHO M3JIAraeTcs OT MEPBOrO JIMIA €JMHCTBEHHOIO JIMIA
("mpomry", "npeqnarato”, "Hanpasusao" u T.14.). [IpuMeHUTENBHO K paccMaTpUBAEMOMY BapUaHTY
CIIy’)K€OHOH 3aIiCKH 3TO O0YCIIOBJIEHO, BO-TIEPBBIX, 3aKPBITHIM XapaKTePOM €€ COJCpXKaHHS H,
BO-BTOPBIX, TEM, YTO YKA3aHHBI JOKYMEHT, KaK IPaBHJIO, MOJMHCHIBAETCS TOJBKO OJHUM
JOJDKHOCTHBIM  JIMIIOM — OTBETCTBEHHBIM HCIIOJIHUTENIEM HJIM €ro HEMOCPEICTBEHHBIM
HAYaJIbHUKOM (HaYaJIbHUKOM COOTBETCTBYIOIIETO CTPYKTYPHOTO MOpa3AeICHUS MPEANpUsiTHs).
CTpyKTypa Ciry>keOHOI 3aiCKU BKITIOYALT:

- BCTYILICHUE;

- OCHOBHOM TEKCT;

- 3aKJII0YEHHUE.

Berynnenue ciy>xeOHOM 3alMCKH MOXKET COJEPkKAaTh CCHUIKY HA MUCbMEHHOE (JIOKYMEHT) WJIU
YCTHOE pacmopsbkeHue  (yKazaHuhe) JODKHOCTHOTO — JIMIa HMHCTUTYTA, TOCITYXKHUBIIEE
IOPUAMYECKUM OCHOBAaHUEM (TTOBOIOM) JUIsl IOATOTOBKU COOTBETCTBYIOLIETO OOOCHOBAHHUSI.
OCHOBHOM TEKCT CITy>KeOHOMN 3aIMCKH COJIEPHKUT:

- OMMCAHHWE CYTM BHOCHMBIX Ha PAacCMOTPEHHE PYKOBOAMTENS (MHOTO JOJKHOCTHOIO JIMIA, B
BEJICHUH KOTOPOTO HAXOJISATCS BOMPOCHI CTPYKTYPHOW pEOpraHu3alud) MPeAnpUsTUS
OpeyIokeHN 1o (HOpMUPOBAHMIO CIYKOBl IepcoHana (BapHaHTa COOTBETCTBYIOIIETO
YIPaBIEHUYECKOTO PEIICHUS );

- 000CHOBaHME B MOJIb3Y ONTUMAJIBHOTO, C TOUYKH 3PEHMSI MUCIIOIHUTENS, TOKYMEHTa, BapHaHTa
COOTBETCTBYIOLIIETO  YIPABICHUECKOTO pEIIeHHs], BKJIIOYAIOIIee pe3yJlbTaThl MHpPOpabOTKU
BOTIPOCa B KOHTEKCTE paHee MPHUHSITHIX YIPAaBICHUYECKUX PEIICHHUH (B psilie ClydyaeB — TaKKe C
Y4ETOM Pe3yNbTaTOB MPABOBOW SKCHEPTU3BI JAHHOTO PEIICHUS), UCXOAHbIE JaHHBIE M PACUETHI,
aHAJM3 HWCXOAHBIX W PAaCUYETHBIX [aHHBIX, a TaKXe IPOTHO3 OXHIAeMOTro JdexTa OoT
peanu3alyy yrpaBJlIeHYeCKOTO peIeHHs.

3axiroueHne ciy>keOHOM 3amiCKH OOBIYHO COIEPXKUT BBIBOJIBI U MTPEIJIOKEHUS.

Odopmrnenue ciyxeOHOM 3aMUCKU MPOU3BOAUTCS ¢ cobmoaeHnem oommx tpedoBanuii [OCT P
6.30-2003. B cocTaB peKBU3UTOB JOKYMEHTa BXOJIAT:

- HAMMEHOBAHKE BHJIA JIOKYMEHTA;

- 1aTa TOKYMEHTa;

- ajipecar;

- 3ar0JIOBOK K TEKCTY;

- TeKCT JOKYMEHTA;

- TIO/IITHCH;

- OTMETKa 00 UCIIOJTHUTENE.

[Tpumep oopmieHus cimyxedHoM 3anucku npuBencH B [lpuioskenun Ne 21.

5.3.4. CnpaBka
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CnpaBka — 3TO JJOKYMEHT, COJEpKallliil ONMCaHUEe U MOATBEP)KACHUE TeX WM MHBIX (PaKTOB
WIA COOBITHM, B TOM uuciie Ouorpaduyeckoro Wiu ciayXkeOHOro XapakTepa; B OTIHYHE OT
JIOKJIaTHBIX 3aIIMCOK OHA He TpedyeT NPUHATHSA KAKUX-TH00 AelCTBHH OT pyKOBOJAUTEIS.

B 3aBucumocTH OT Lienelt CocTaB/I€HHs! CIIPABKH MOTYT OBbITh:

- QHAJIUTUYECKUMU;

- OTYETHBIMH;

- "H(POPMALIMOHHBIMH;

- QpPXUBHBIMU U T.JI.

AHaJTUTHYeCKHE CHPAaBKM COJAEpKaT WH(POPMAIMIO MO BOMPOCY MM mpolieme, TpeOyromei
peweHys. OOBIYHO AHAJIUTHYECKUE CIPABKM HMMEIOT 3HAYMTENbHBIM 00beM TekcTa (10 3-X
cTpaHull). TeKCT aHaIMTUYECKOM CIIPaBKU COCTOUT U3 TpeX yacTeil. B nmepBoii yactu usnaraercs
OCHOBAHME COCTABJICHUS, BO BTOPOM — aHAJIM3 CUTYallMM WM BOIPOCA, B TPETbEH — BBIBOJBI U
IIPEJIOKEHUS.

OT4yeTHble CHOpaBKH cojepkaT o00o0OlLIaroIMe MTOTOBbIE CBEIEHUS O pe3yibTaTrax
JeSITEIIbBHOCTH, I03TOMY 3aroJIOBOK OTUETHOW CIIPABKU BKJIIOUAET yKa3aHUE Ha IEpUOJl BpEMEHH,
K KOTOPOMY OTHOCATCSI HM3JI0)KEHHBIE B CIIpaBKE CBEIEHUS, HApPUMEp, cnpaska 0O obveme
doxkymenmoobopoma 3a 2009 200.

CnpaBkn HMHQOPMAIMOHHOIO XapakTepa COCTaBIAIOTCA C LENbl0  MHPOPMHUPOBAHUS
PYKOBOJACTBA O IIOJIOXKEHMM J€J U MOIyT MMETb 3arojoBok: Cnpaeka 00 obveme
doxkymenmoobopoma 6 uncmumyme 3a 1 keapman 2012 200a (Ilpuno:xenue Ne 26).

CrnipaBku, B 3aBUCUMOCTH OT a/ipecara, MOryT ObITb:

- BHEIIIHUMU;

- BHyTPCHHUMH.

BHemHue cnipaBkH 0QOPMIISIOTCS HA YIJII0BOM OJIaHKE MHCTHUTYTA, IMOANUCHIBAIOTCS PEKTOPOM
WM IPOPEKTOPAMU IO HAIIPABIIEHUIO U COJIEPKAT TE K€ PEKBU3UTHI, UTO U BHELLIHUE JOKJIAHbIE
3aIMUCKHU.

BuyTpenHue cnipaBku 0pOpMIISIOTCS Ha CTaHJAPTHOM JIMCTe OymMaru aHaJOrM4HO BHYTpEHHEN
CIIy’)KeOHON  (HOKJaIHOW) 3amMcKe U MOJAMHUCHIBAIOTCS PYKOBOJIUTENEM CTPYKTYPHOIO
NoJipa3/iesIeHusl U/WIN CIEHUaINCTOM-COCTaBUTEIIEM.

Texkct U MH(OPMAIIMOHHOM, ¥ OTYETHOW CHPAaBOK MOXET ObIThb O(OpMIIEH B BHJE TaOJMIIbI,
BKJIIOUYATh Pa3/ieibl U MOJPa3aebl.

[Tpu moaroToBKe MpoeKTa CIpaBKU HEOOXOAUMO TIATEIbHO OTPEAaKTUPOBATh €€ COJepKAHUE C
TOYKH 3PEHUS:

- IOJTHOTHI U JIOCTOBEPHOCTHU (PaKTOB U CBEJCHMIA;

- MPaBWJILHOCTU OOpMIIEHHUS CPEACTB 0OpaTHOM CcBsi3M (aapec, TenedoH U T.11.);

- TOYHOCTH JaTUPOBAHUS;

- COOJTIOICHUST YPOBHS MTOATTHUCAHUS.

Bce 310 HE0O6X01MMO U1 TOTO, YTOOBI CIIpaBKa HE BbI3bIBAJIa JOMOJIHUTEIBHBIX BOIIPOCOB U TEM
OoJee nocieayomen pa3bsICHUTETbHON MEPETTHCKH.

CnpaBku Ouorpau4eckoro M cJIyKe0HOro Xxapakrepa CiyXar Uil yA0CTOBEPEHUS KaKUX-
100 0pUAnYEeCKUX (PAKTOB, HAIPUMEP, O TIOATBEPKICHUH 3aHUMAaeMO

JOJDKHOCTH, O 3apabOTHOH Iu1ate, MecTe NpOKMBaHUSA U T.NM. CHpaBKH, KOTOpBIE SIBIISIOTCS
TUTIOBBIMHU, UMEIOT YHU(UIIMPOBAHHYIO (hOpPMY.

Texct cnpaBku O6uorpaduyeckoro xapakrepa npusezieH B Ilpuiosxkenun Ne 9 (O6pazen Ne 2).
B Ttekcre nmo0oil crnipaBKM HE JOJKHO OBITH apXaW4HbIX OOOPOTOB, COJIEPKAIMX HEHY)KHbIE
cioBa Tuna ''HacTosas cnpaBka', '"'nelcTBUTeIbHO padoraer" u T. 1. B KoHLe cipaBKu
JAaeTcsl Ha3BaHHe YUpe:KIeHHs, Ky/JAa OHa IpeACTaBJseTcsl B Cly4yae, ecjM CIPaBKa He
HMeeT a/IpeCHO YacT (PEKBUBUT «aJIpecary).

[TonnuceiBatoT chnpaBKy JIMI[a, €€ COCTAaBUBLIME M HECYUIMEe OTBETCTBEHHOCTh 3a
Ipe/CTaBICHHbIE JaHHbIE. B 3aBUCHMOCTH OT Ha3HAYEHHs CIPABKH MOTYT OBITh MOANUCAHBI
PEKTOPOM, NMPOPEKTOPAMU MHCTUTYTA, IVIABHBIM OyXTaJTepoM WM PYKOBOJIUTENIEM KaJIpOBOM
ciyx0bl. Takue cripaBku 0053aTENIbHO 3aBEPSIIOTCA TepOOBOIi EUaThI0 HHCTUTYTA.
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5.3.5. TeaerpamMmmbl

OrnpaBka TejlerpaMM M3 HHCTHTYTa OCYLIECTBJIACTCH TOJBKO II0 PACHOPSKEHUIO
(pa3pelieHnI0) peKTOpa.

TenerpaMMbl COCTaBIISIIOTCS KPaTKO, SICHO, MO BO3MOXKHOCTH 03 IMpeasoroB, COI30B U
MECTOMMEHUN INEPEeNaroTCs Ui OTIPaBKUM B TENCTANNHYIO yopasiaeHus naenamMu. Konus
TEJerpaMMbl C OTMETKOW O BpPEMEHHM €€ IpHeMa BO3BpallaeTCsl B COOTBETCTBYIOLIEE
CTPYKTYpPHOE IOApa3JICICHHE.

[IpaBUTENBCTBEHHBIE TEJIErPaMMBbl MOJIUCHIBAIOTCS TOJIBKO PEKTOPOM HIIM IPOPEKTOPOM IO
MIOPYUYEHUIO PEKTOPA.

TekcT mevaraeTcss Ha OJHOM CTOpOHE JIMCTa yepe3 JBa MHTepBaja MPONUCHBIMU OykBamu, 0e3
NEPEeHOCOB, a03alleB M UCIPABICHUI, B ABYX SK3EMIUIIPAx, MEPBBIH M3 KOTOPHIX MEpeaaeTcs B
TEJETAUIIHYI0, BTOPOM MOJAIIMBAETCS B JEJIO CTPYKTYPHOI'O MOApa3/IeJeHuUs OCIE HAPABICHUS
TEeJerpaMMBbl ajipecary.

B Tenmerpamme mopa 4epToil ykasbIBaeTCs OOpaTHBIM aJpec, COKpalleHHOe HanMMEHOBaHUE
MHCTHUTYTA, JOJDKHOCTB JIMLIA, IOJIUCABIIETO TEIerpaMMy, €ro MHULIKAJbI, (paMIIvs U Aata.
HcnpaBnenusi, BHECEHHbIC MPH TMOJNHCAHUM TEIETPaMMBbl, JOJDKHBI OBITH OTOBOPEHBI MOJ
yepToil Haanuckio «VcrpaBiIeHHOMY BEpUTh» U 3aBEPEHBI MTOANKCHIO UCIIOJIHUTENS IOKYMEHTA.
5.3.6. AKT

AKT — JIOKYMEHT, COCTABJICHHBII HECKOJbKUMHU JIMIAMH JJISl yOCTOBEPEHMS OIPENEICHHOIO
dakra, coObITHS WM JIEHCTBUSA, KOTOPBIM COCTaBIsieTCS KOMHUCCHEH, Ha3HAYEHHOM
PYKOBOJMTENEM NPEANPUATHS WM BBIIECTOAILCH opraHu3zanueid. Komuccus nendcTByeT Ha
OCHOBaHUU IPHUKA3a.

B cocraB komuccuum BXOIAT paOOTHUKH, KOTOpBIE B CHIYy CBOEH KBaJU(UKAIMH WIN
3aHUMAaeMOr0 TIOJIOKEHUSI MOTYT JaTh OOBEKTUBHYIO OILIEHKY (hakTaMm, MOAJIeKAIIUM
00cJ1e10BaHuIo.

AKT CcOCTaBIsIeTCSl TPYIION IUIl JJIs MOATBEPXACHUS UMHU (PakToB (aKThl aBapHii, mprema-
nepegavu e, MaTepHalbHbIX [IEHHOCTEH, MHBEHTAapU3allK U T.1.). B HEKOTOPBIX CiIydasx akT
COCTaBJIIETCSI OJTHUM WJIM HECKOJIbKUMH JIOJDKHOCTHBIMHU JIMIIAMHU, (DUKCUPYET YCTaHOBJIEHHBIE
(GakThl UM COAEPKUT BBIBOJABI M PEKOMEHJAIMHM. B TakuX aKkTax yKas3bIBalOTCA JIOKYMEHTHI,
OIpPEACIAIOIINE TIOJTHOMOYHMS JINL], COCTABUBIIMX aKT.

CocTaBieHHIO aKTa JIOJKHA IPEIIecCTBOBATh BCECTOPOHHSS MPOBEpPKa TeX (PaKkTOB, KOTOPHIE
OyAyT OTpaXkE€HbI B HEM.

B cocraBneHun akTa yyacTBYIOT 3aMHTEPECOBAaHHBIE JIHMIA, T. €. T€ PaOOTHUKHU, JEATEIbHOCTh
KOTOPBIX IPOBEPSIETCA.

TekcT akTa JOenuTcs HA TPU YacTH: BBEJEHHE, KOHCTATHUPYIOLIAs 4YacThb M BBIBOJABI. TeKCT
BBEJICHUS BO BCEX aKkTax (hopmain3oBaH. B HeM yka3bIBaeTCsl OCHOBAHHUE JJISi COCTABIICHUS aKTa,
MIEPEUHCIIAIOTCS WISHBI KOMUCCUU U (TIPU HEOOXOIUMOCTH ) PUCYTCTBYIOITUE JIUIIA.

B kauecTBe OCHOBaHMsI yKa3bIBa€TCsl HAMMEHOBAHUE PACIOPSAUTEIBLHOIO JOKYMEHTA, €ro /1aTa,
PETrUCTPallMOHHBIA HOMEP M aHHOTAIMS (3ar0JIOBOK).

Koncratupyromas yacte HauyMHaeTcsl ¢ ab3ama. B Hell m3naratoTcs 1enu, 3aaydl U CyIIECTBO
paboThl, IpoAeTaHHOW KOMUCCHEH, U €€ pe3ysIbTaThl.

B 3akmrouMTenpHOM 4YacTM akTa JENAloTCs BBIBOJABI WM JalOTcd pekomeHnauuu. llpum
HE00X0IUMOCTH 0pOpMIISIETCS OTMETKA O HATM4UM NpuiioxeHus. Opopmiisercs pacchliika akTa,
T. €. YKa3bIBae€TCsi KOJIMYECTBO COCTABJICHHBIX OJK3EMIUIIPOB M MECTO HUX HaXOXKJICHUS.
Hampuwmep:

CocraBiieH B 2-X 3K3.

1 — 5K3. apXuB UHCTUTYTA

2 —9Kk3. B aeno Ne 02-32 O K.

AKT TOJMUCHIBAIOT IpelceaaTesab U Bce wieHbl Komuccuu. Ilpu odopmieHun moamvcelt He
YKa3bIBAIOTCS JOHDKHOCTH, HE CTaBATCS TUPE WIH JBOECTOUHE.

Hanpuwmep:

[Mpencenarens Jluunas noonuce U. O. Gamunus
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Unensl komuccuu: Jluunas noonuce . O. @amunus

Jluunas noonuce 1. O. ®amunns

Hexotopeie pa3HOBUIHOCTH aKTOB (JIMKBUJIALUU YUYPEXKJCHUS, IPOBEPOK, PEBU3UM, O
BBIZICJICHMH JOKYMEHTOB K YHHUYTOXEHHUIO) O00s3aTCIIBHO TOJJICKAT YTBEPXKICHUIO, YTO
odopmisiercs coorBercTByomuM rpudom (Ilpuiaoxenns Ne 2, 13, 14, 15, 16, 17).

6. OPTAHMU3ALIUA JOKYMEHTOOBOPOTA

6.1. [IpuHUMNIBI OPraHU3alIMU JOKYMEHT0000pPOTA

TpeboBaHust K OpraHM3aldd JOKYMEHTOOOOpPOTa B MHCTHTYTE€ YCTAHOBJICHBI HCXOJIS U3
CJEAYIOIINX TPUHIUIIOB!

LHEeHTPAJIH3aUs ONlePAlHil 0 NPUEeMY H OTIIPABKe JOKYMEHTOB;

pacnpeeeHie JOKYMEHTOB Ha JOKYMEHTONOTOKH, MMeEKIIHe OJMHAKOBBLIM MapHIPyT
(MapmpyTH3a1Uusl JOKYMEHTOB);

OpPraHM3anys NpeIBapUTEeIbHOI0 PACCMOTPEHHUS MOCTYNAKIIUX IOKYMEHTOB;
HCKJII0OYeHHe BO3BPATHBIX [BMJKEHHHl [OKYMEHTa, He O0OYCJIOBJICHHBIX /1eJ0BOM
He00X0AMMOCThIO;

OJHOKPAaTHOCTb PerucTpanuu 10KyMeHTOB;

yCTPaHeHHe He00OCHOBAHHBIX COIVIACOBAHNH IIPOEKTOB IOKYMEHTOB;

perjaMeHTAalMs onepauuii no od0padorke, pacCCMOTPEHHUIO M COIJIACOBAHMIO IOKYMEHTOB.

B nmoxkymeHTOO0OpOTE HMHCTHTYTa B COOTBETCTBUHM C OCOOCHHOCTSMHU TEXHOJOTHYECKON
00pabOTKM BBIACHSIOTCS JAOKYMEHTOIIOTOKM: MOCTYNAOIIAs JOKYMEHTanus (BXoAsmias);
oTnpasJisieMasi TOKyMeHTalus (MCXOAA11as); BHYTPEHHSS JOKYMEHTAIIHS.

B cocTtaBe Bxoasimiei 1 MCXoasileil TOKYMEHTAIMU BbIICTISIOTCA:

JIOKYMEHTBI, MOCTyNuBIINE 13 MuHHCTepcTBa 0Opa3oBaHus U Hayku Poccuiickoit @enepannu, u
JIOKYMEHTBI, HallpaBiisieMble HHCTUTYTOM B MuHUCTEpCTBO oOpa3oBaHMs U Hayku Poccuiickoit
®denepanuu.

B uHCcTMTYTE gOCTaBKa M OTIpaBKa JTOKYMEHTOB OCYIIECTBIIIOTCS CPEJACTBAMH IOYTOBOM
CBSI3U, (PAKCUMUIIBHOM CBSI3H U 3JIEKTPOCBSI3U, HAPOUHO.

6.2. [Ipuem u nepBuYHasi 06padoTKa

NOCTYNAIOMINX JOKYMEHTOB

Best  koppecnonzneHuus, MocTymaromas B HHCTUTYT, IPUHUMAETCS M PETUCTpUpYETCs
paOOTHUKAaMU  CeKpeTapuaTa, MPOXOJUT  MEPBHUHYIO  O0OpaboOTKy, IpelBapUTEIbHOE
paccMOTpEHHE, PETUCTPALIMIO, IIEpeIady Ha JOKJIAJ PYKOBOJCTBY, BO3BpAT C JOKJIAJA, IEPEHOC
pe3oNIIOMi B JKypHaJl, pa3MHOXEHHME JOKYMEHTOB TIIpU  aJpECOBAaHUU HECKOJIbKHUM
VCIIOJTHUTEIISIM, TOCTAHOBKY HAa KOHTPOJb MPU HAIUYMM CPOKOB HCIOIHEHMS, COPTHPOBKY
KOPPECIIOHIEHIINN UCIIOIHUTESIM.

[Ipu mpueme KOPpPECHMOHAECHLUUHU MPOBEPSIETCS LEIOCTHOCTh KOHBEPTOB, JAPYroi YIAaKOBKU U
IIPABWJIBHOCTH aIPECOBAHUS, HAJIMYKE BJIOKEHHBIX JOKYMEHTOB.

Ommbo4HO JocTaBiIeHHAss KOPPECHIOHAEHIINS BO3BpAIIAeTCs OTIPABUTENIO uepe3 MOCKOBCKUM
MOYTaMT.

Koppecnonnennus, monydaemas moj pacnucky (EMS u T1.11.), peructpupyercst B )KypHaJe ydeTa
3aKa3HbIX [HCEM C TNapajuleIbHOM OTMETKOW B JKypHaJle€ perucrpanuuu BXOZASIIEH
KOPPECHOHJIEHIIUH C YYE€TOM, YTO JOKYMEHT MOJUIEKUT PErUCTpalliu.

JlokymeHThl copTupytoTcst Ha peructpupyemblie (IIpuitoxkenne Ne 22) u HeperucTpupyemsble
(ITpusaoxkenue Ne 23) corinacHO NEPEUHSIM.

Boraenstorcs JOKYMEHTHI, aJpecOBaHHbIE B CTPYKTYPHBIE MOJPA3AEICHUS NS MEpefauu Hux
HENOCPEJICTBEHHO B CTPYKTYpHBIE MOJIpa3ieNieHusl, MUHYSl PYKOBOJCTBO.

He BckpbIBaeTcsi M mepenaercsi aapecatry KoppecnoHaeHuus, nmewwas rpug "JIuuno'.
[Tpu oOHapyXKeHHM MOBPEXKJIEHUS, OTCYTCTBUS JTOKYMEHTA MJIU MPHJIOKEHUS K HEMY, a TaKkKe
HECOOTBETCTBUSI HOMEpA, YKAa3aHHOIO Ha KOHBEpPTE, HOMEpPY BJIOKEHHOIO JOKYMEHTa
YIIPABJICHUEM JI€aMU COCTABIAETCSA aKT B JBYX IK3EMIUISIPAX, OAUH U3 KOTOPBIX MPUIIATaeTCs K
MIOJIyYUEHHOMY JIOKYMEHTY, a Ipyroi HalpaBJIAE€TCsl OTIIPABUTEIIO.
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KoHBepThI OT MOCTYNUBIIEH KOPPECTIOHACHIIMN COXPAHSIOTCS U MPUIAraloTcs K JOKyMEHTaMm B
CITyJasix:

- eCJIM aJpec OTNPABHUTENS YKAa3aH TOJbKO HA KOHBEPTE;

- eCcJIM 1aTa JOKYMeHTa M JaTa ero OTHPAaBKU COIVIACHO NMOYTOBOMY IITEMIIEII) MMEIOT
00JIbIIIHE PACXOK/TEHHUS BO BpEMEHH;

- ecJiM KOHBePT Heo0X0IMM B KauyecTBe ONPABAaTeIbHOr0 JOKYMeHTa K pacxoiaM o
oIJiaTe KOPppPeCHOH1eHIINN;

- MOJIYy4Y€eHA JI0IIaTHAS KOPPeCcTOHAeHIIHS;

- MOJIyYeHHBbIH JOKYMEHT MO0 CMbICJIY HOCUT JHYHBIA XapakKTep, a HA KOHBepTe rpug
"JInyHO" OTCYTCTBYET.

CoxpaHsoTCS TaKK€ KOHBEPTHI M OT JIOKYMEHTOB, KOTOpBIE MOCTYNWIM B HHCTUTYT C YyXkKe
MPOCPOYCHHBIM CPOKOM HCHOJHEHHS. B 3TOM ciydae mTemmnenb Ha KOHBEPTE MOXKET CIYKUTb
JI0Ka3aTeIbCTBOM JAThI MOTYYEHHS TIOKYMEHTA.

JIOKyMEHTBI, MOCTYNUBIINE B UHCTUTYT B pabouee BpeMsi, IPOXOJAT NEPBUYHYIO 00pabOTKy U
perucTpanuio B J€Hb MOCTYIUIEHMS, IPU MOCTYIUIEHUU B Hepabouee BpeMsl — Ha CIENYHOLIMi
pabounii J1eHb.

JloKyMeHTBI, OCTynUBIINE C OTMETKaMu «CpouHo», «OnepaTUBHO» U JIp. PETUCTPUPYIOTCS B
yIpaBICHUH JIeJIaMH U HE3aMeJIUTENbHO MEPEaloTCsl HA pACCMOTPEHHE PYKOBOJCTBY.

6.3. I[IpenBapuresibHOE pacCMOTPEeHUE TOKYMEHTOB

YupasieHueMm JeJiaMH TPOBOJUTCS MPEIBAPUTEIHLHOE PACCMOTPEHHE JOKYMEHTOB B IENISX
BBIZICJICHUS] M3 BCErO0 MAacCHMBa TMOCTYNUBIIEH KOPPECHOHACHIIMHM JIOKYMEHTOB, TPEOYIOIINUX
0053aTeNFHOTO PACCMOTPEHMSI PYKOBOACTBOM HWHCTUTYTa. JIOKYMEHTBI, MOCTYNHBIIKE B
MHCTUTYT IO BOIIpOCaM, HE TPEOYIOLIUM pPAacCMOTPEHUs PYKOBOACTBOM, PETUCTPUPYIOTCS B
JKypHaJIe perucTpalyy BXOJAILIEH KOPPECHOHISHIIMM U HAMpPAaBIAIOTCS CEKPETapuaToOM
HEIMOCPEICTBEHHO B CTPYKTYpHBIE Nojapa3zzaeieHus. OcHOBaHMEM J1Jisi NIPUHATHS pellleHus B
X0[e MNpeIBAPUTELHOIO0 PACCMOTPEHHUS] SBJSIETCH COJAEpP:KaHUe [OKYMEHTa, a He
ajpecoBaHMe JOKYMEHTA COOTBETCTBYIOLEMY /10KHOCTHOMY JIHILY.

Pe3ynpTaToM mNpeaBapuUTENbHOTO PACCMOTPEHMs SABISIETCSl HANpaBlI€HHWE JOKYMEHTa Ha
pacCMOTpEHHE PEKTOPY WM MPOPEKTOpaM B COOTBETCTBUM C YCTAHOBJIEHHBIM B HHCTHUTYTE
pacmpezeneHueM 00sS3aHHOCTEH (MIPUKa30M O JIEIeTUPOBAHUU MOTHOMOYHI) MEXAY PEKTOPOM,
MPOPEKTOPaMU U UHBIMH JIOJDKHOCTHBIMU JIMIIAMH.

6.4. PerucTpauusi 1 MHAEKCAMA JOKYMEHTOB HHCTUTYTA

B uHcTUTYyTE yCcTaHOBIEHBI ABE (POPMBI PETHCTPALMHM JOKYMEHTOB: HEHTPAJM30BAHHASA H
AeHeHTPAJTU30BAHHAS.

Perucrpamus JOKyMEHTOB TNPOM3BOAUTCS B  Tpelneiax BBIACICHHBIX B HWHCTUTYTE
JIOKYMEHTOMOTOKOB: BXOJSIINE, UCXOSAIINE, BHYTPEHHUE.

Peructpamust (momydaemoil) mocTymaromeld ynpaBjieHYeCKOi JTOKYMeHTAlMU B HHCTHUTYTE
OCYILIECTBIISIETCS IEHTPAJTU30BAHHO.

B cekperapuare perucTpupyrorcs B JKypHajaxX PErucTpalluyd BXOAsIIEed KOPPECTOHICHIIHH,
aJpecOBaHHON HA UMS PEKTOpa M MPOPEKTOPOB, JOKYMEHTHI, aJpecOBaHHbIE B MHCTUTYT 0€3
yKa3aHHUsg KOHKPETHOro ajpecara (JOHKHOCTHOTO JIMIA), BCE JTOKYMEHTHI, HalpaBieHHbIE B
aJpec HUHCTUTYTa € O(OpMJIEHHEM CONPOBOAUTEIBLHOIO MNHUCbMA, 3aiBJICHUS Tpax/IaH;
HUCXOSIIIAS OT MMEHH PYKOBOJICTBA MHCTUTYTA JOKYMEHTAIMS, BHYTPEHHAS JTOKYMEHTALMS

- cinyxeOHble W JOKJAQJHBIE 3alHCKH, JUYHBIC 3asBIICHUs PaOOTHUKOB WHCTUTYTAa HA UMS
peKTopa;

- pacnopsiANTeIbHAS JOKYMEHTAIUA — [IPUKA3bl, PACTIOPSKEHUSI IO OCHOBHOMU JIESITEIbHOCTH,
MPUKa3bl MO JUYHOMY COCTaBY OOydYaromMXcs, NMPUKa3bl O CTUNEHAWATBHOM OOECIeueHUun
o0yJaromuxcsi, MpUKa3bl O HAMPABICHUU B TOE3/IKY OOYYaIOUIUXCS, KOTOPHIM MPHCBAMBAIOTCS
MHJEKCHI (TIPUKa3bl 10 OCHOBHOM AESITETbHOCTH UHAEKCOB HE UMEIOT):

- IPUKa3bl IO JITYHOMY COCTaBY oOy4aronuxcs (Harmpumep, Ne 123-¢);

- 0 CTUIICHIUAILHOM obecreueHnn obydaromuxcs (Hampumep, Ne 123-c¢t);
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- mpukasbl 00 OCBOOOKACHHWM OT Y4YEOHBIX 3aHATUH M HANPABICHUU CTYJICHTOB B TOE3JKY
(nampumep, Ne 123-Hc);

- pacniopsbkeHus (Hanpumep, Ne 123-p);

BxoasimmM M HCXOASIIMM JOKYMEHTaM, KOTOpbIE MOIydeHbl u3 MuHoOpHayku Poccun ninm
azpecoBanbl B MunoOpHayku Poccun, mpucBanBaeTcst Ipu perucTpanuu naaekc M.
BHyTpeHHell KoppeclOHAeHIMM UHCTUTYTa IIpucBanBaeTcs uuaexkc U;

OOpareHust TpaKAaH PETUCTPUPYIOTCS B JKypHaJle C MPUCBOEHUEM HOMEpa, KOTOPBIA COCTOUT
U3 HayaJlbHOW OYyKBbl ()aMHJIMM aBTOpa M HOPSIKOBOrO HOMEpa IOCTYIUBIIETO JOKYMEHTAa,
Hanpumep, K-187.

B nensx perucrtpanuu u ydera JOKYMEHTOB B YIPaBJICHUM JEJIaMH COCTaBJIEHbI CIEIyHOIue
UH(POPMALMOHHBIE CIIPABOYHUKU!

CIHMCOK CTPYKTYPHBIX MOAPa3ACICHUN;

BUJIOB JJOKYMEHTOB (JIbOOM YHU(DUIIMPOBAHHBIX (OPM);

JOJPKHOCTHBIX JIHLL;

KOPPECTIOHICHTOB (TeNle()OHHBIE CIPABOYHUKH C YKAa3aHHEM HOPUAWYECKHX aJpecoB H H.O.
dbamunuii pykoBoAUTENEH YUpeKASHUN, OpraHU3alHii, TPEATPHUITHIA);

pe3osnonuii (yKka3aHui 10 UCIIOJHEHUIO JOKYMEHTA);

CIMCOK JIMIl, HMEIOIIMX @paBO NOJMNMCH JOKYMEHTOB, HANpaBISIEMbIX B YUYPEXKICHHUS,
OpraHu3alii U IPYrue WHCTAHIUU OT UMEHU HHCTUTYTa (0(OPMIIIOTCS JTOBEPEHHOCTH JIHOO
HNUCbMEHHOE Pa3pellieHUe PeKTopa).

WMHCTpyKIIMEH 10 JeOMpPOU3BOJACTBY YCTAHOBIIEHA CTPYKTypa PETHUCTPAIIMOHHOTO HOMeEpa
UCXOJALIET0 JOKYMEHTa M MCIIOJIb3yeMble ISl PerucTpauud LU(poBbIE MHIEKCHI, KOTOpHIE
NPUCBOCHBI CTPYKTYPHBIM MOAPA3ACICHUSIM, HaPpIMep,

Ne 02/35—- 1589, rze:

02 — nudpoBoii HHACKC MOAPA3ICICHHSI,

35 — HOMep Jera 10 HOMEHKJIAType A€ CTPYKTYPHOTO MOApa3 iesIeHus,

1589 — mopsaKOBBIN HCXOASIINI HOMED T10 JKypHAITY PETUCTPAIIH.

JlelleHTpaIN30BaHHAsl CHCTeMa pPETUCTpallMM MpeanojaraeT PerucTpaluio JTOKyMEHTOB B
MecTax MX CO3/[aHUs WM UCTIONHEHUS (CTPYKTYPHBIE MoIpa3eNieHust HHCTUTYTa). Perucrpanuto
JIOKYMEHTOB JICLIEHTPATU30BaHHO 0(OPMIISIOT CIEAYIOIINE CTPYKTYPHBIE OJIPa3/IeIeHuUsl.

B uHCTHTYTAaX, IeKaHATaX, B OTAeJ1e MAarucTpaTyphl, B OT/e/ie aCHPAHTYPbI, B KOJLIEIKe
PETUCTPUPYIOTCS B JKypHajaX, COIJIACHO HOMEHKJIAType CTPYKTYpPHOTO MOApa3ieieHHUs,
CIEeyIOIINE JOKYMEHTHI:

- 3aABJICHUS 00yUarOIINXCs;

- CIIpaBKH, BbIJJaBaeMble 00yJaroNIMMcs B ICHCHOHHBIN (DOH U B Ipyrue OpraHu3aiiiy 1o MecTy
TpeOOBaHUS C yKa3aHMEM B PErHCTPALlMOHHOM HOMeEpe IM(PPOBOrO HHAEKCA CTPYKTYpPHOIO
noapasaenenus, Harpumep, Ne 06/28—185, rae:

06 — 1 poBOIt MHAEKC CTPYKTYPHOTO MOAPA3/ICICHHS;

28 — HOMEp JKypHaja ydeTa, B KOTOPOM PETHCTPUPYIOTCS ¥ YYHTBHIBAIOTCS CIIPaBKH, II0
HOMEHKJIaType JIeJl CTPYKTYPHOTO MOApa3eeHHS;

185 — mopsiIKOBBIN HOMEP TOKYMEHTA 110 KypPHATY PEerHCTpaIiy.

B otaesne kagpoB pPEruCTPUPYIOTCS TOKYMEHTHI:

- IPUKa3bl 110 JIMYHOMY COCTaBY pabOTHUKOB (¢ HHAEKCOM «JI»);

- IPUKa3bl O MPEJOCTABICHUH OTITycKa paboTHUKaM (¢ uHAEKcoM «O»);

- MPYKAa3bl O HAMIPaBJICHUU B KOMaHIUPOBKY paOOTHUKOB (¢ HHAEKCOM «K»);

- chnyxeOHble 3alUCKU PYKOBOJIUTENECH CTPYKTYPHBIX MOJpPA3/eNeHUl O BBIIOJIHEHUU
pabOTHUKAMU JOTIOJTHUTEIBHOTO O0BbeMa paldOTHI;

- JMYHBIE 3asBJICHUS PAOOTHUKOB (O MPEIOCTAaBICHUU OTIYCKa, O MepeBojie, 00 YBOJbHEHUU U
T.J.;

- CIIPaBKM O 3aHUMAEMOH JTOJKHOCTH;

- CTIPaBKH O CTa)ke PabOThI  T. 1.
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CekpeTapb HHCTUTYTa  PETHCTPALMIO IOCTYMAIOMIEH JOKyMEHTallMd B Tpelaenax CBoel
JESTENIbHOCTH (IIPH YCJIOBHUM, €CJIM JTOKYMEHT HE 3aperucTpUpOBaH B YIPABICHUH JEJIaMH,
MHAYe CO3JacTCs JBOMHAS PETUCTPALIUS).

6.5. Perncrpanusi nocTynamwmx J0KyMEHTOB, PACCMOTPEHNE JOKYMEHTOB PYKOBOJACTBOM
U 10BeleHHe JOKYMEHTOB /10 HCIIOJTHHUTe el

JIOKyMEeHTBI MOJIeKaT PErUCTPALMU OCIe UX MPeABAPUTEIHLHOTO PACCMOTPEHHUS YIIPABICHUEM
JIeJlaMd M PETUCTPUPYIOTCSI HE3aBHCHUMO OT CIIocO0a MX JOCTaBKM C YKa3aHUEM B KypHale
pPETHCTpallMM, KAaKUM CIIOCOOOM TIOJNIy4eH JOKyMeHT: ¢akcoM (dakCuMuiIbHas CBS3b),
AJIEKTPOHHOM ITOYTOM, HAPOYHO, HIKCIIPECC-IIOYTOM U T. 1.

Perucrpanus nocrynammux A0KYMEHTOB IIPOU3BOJIUTCS B JCHb IMOCTYIJICHUS; HA CICAYIOLIUI
pabouwii eHb B Cilydae MOCTYIUICHUS JOKYMEHTa B HepaOouee BpeMsi TUOO B KOHIE pabodyero
JIHSI; HE3aMeNIUTENbHO — ¢ oTMeTKaMu "Cpouno", "OnepatuBHO" U Ap.; B TCUEHHUE TPEX THEH —
oOpallieHus IpaX/1aH.

Ha noxymeHTax, mocTynammux Ha 0yMa>KHOM HOCHUTEIE, MOJIeKAIIUX PErUCTPAIlUH, B HIYKHEM
IIPaBOM YTy NEPBOIrO JUCTA JOKYMEHTA IIPOCTABIISIETCS OTMETKA O MOCTYIUIEHUU C YKa3aHHEM
JaThl TOCTYIUICHHSI U BXOJSILIETO IMOPSIKOBOIO PETHCTPAlMOHHOTO HOMEpa IOKYMEHTa ¢
yKa3zaHHEeM HU(PPOBOTO WHAEKCA, CIYXKAIIEr0 YHUKAIBHBIM HACHTH(PHUKATOPOM JTOKyMEHTa B
CUCTEME YIpaBIeHUS JOKYMEHTAMH.

[Ipy nocTymjieHMM OKyMEHTa MO 3JEKTPOHHOH IOYTe JOKYMEHT BHOCHUTCSA B 3JIEKTPOHHYIO
ManKy, KOTOpas CO3/aeTcsi B DJEKTPOHHOM MOYTe, pacrleuaThiBaeTCs, PETUCTPUPYETCS C
oTMeTKol «JOI» B COOTBETCTBYIOIIEM >XypHajle U IepelaeTcs Ha PacCMOTPEHUE PEKTOpY,
MPOPEKTOpaM MO HAIPABIECHUSM WA PYKOBOAUTEISM CTPYKTYPHBIX MOIPA3ACICHHIA.
JIOKyMEHTBI Ha pacCMOTpPEHUE PYKOBOJCTBY U MHBIM JOXKHOCTHBIM JIML[AM IEPEIAI0OTCS TOJIBKO
MOCJIe PErUCTPAIliU B YIIPABJICHUH JelIaMu.

[Tocne paccMOTpeHHs pYKOBOJCTBOM JOKYMEHTHl BO3BpAalalOTCS B CEKpeTapuar s
MEpPEeHeCeHUs] yKa3aHWW MO WCIONHEHUI0 JIOKyMEHTa (pe30JIoNuil) B pPErUCTPAllMOHHBIE
JKYpHAJIBI.

B cooTBercTBMM C yKa3aHUSIMH 10 HUCIOJHEHUIO JOKYMEHT HamlpaBisieTcs JIvILy,
OTBETCTBEHHOMY 3a MCIOJHEHHE JOKyMeHTa. B Tom ciywae, eciu JOKYMEHT HMMEET CpOK
UCIIONTHEHHUSI MO TEKCTy JHUOO CpPOK YKa3aH PEKTOPOM, OpPUTHHAI JOKYMEHTa OCTaeTcs B
ceKpeTapuaTe Juisl OopraHu3aluuu paboThl MO KOHTPOJIIO 32 UCIOJHEHHEM JOKYMEHTa, KONUU
JOKyMEHTa (M3rOTOBJIICHWE KOMUN JOKYMEHTOB B J[JAaHHOM cCiydae sBiserca (yHKuuen
CeKpeTapuaTa) HallpaBJIAIOTCS UCIIOJIHUTENSIM Yepe3 CeKpeTapuar.

Cekperapuar npu Hagauuuu pesoqwonun  «CpodHo!», coob0maer mno TejaedoHy o0
HEe00XO0UMOCTH NMOJIy4YeHHs JOKYMEHTA OTBETCTBEHHOMY /J0/LKHOCTHOMY JIMIY, KOTOPOMY
NMOPY4Y€HO MCIOJHEHHEe JAHHOI0 JOKYMEHTa, HampaBJjsieT nmo (¢axkcy, nepeHanpasJsieT 1o
3JIeKTPOHHOW MOYTe HCIOJHHUTENI0 B cjay4dae MOJY4YeHHs JOKYMEHTAa JaHHBIM BHIOM
CBSI3H.

[Ipy mnocTymiaeHUH AOKYMEHTa, MMEIOIIEro 3HAuMTEeNbHbIH O00BEM TEKCTOBOW 4YacTH, B
CeKpeTapuaT IO OJJIEKTPOHHOM II0YTe, YyKa3aHME 10 MCIOJHEHHI0, O(OpMIIEHHOE Ha
COTPOBOJUTENILHOM OJIaHKE, CKAHUPYETCS U BMECTE C MOJyYE€HHBIM JOKYMEHTOM HalpaBIseTcs
UCIIOJIHUTENII0 10 JJEKTPOHHOW mouTe. B KypHanme peructpauvu ydera BXOJsIIEH
KOPPECHOHIEHIIUN MPOCTAaBIsIETCs OTMETKAa O HaIpaBJIEHWU JIOKYyMEHTa Ha MHCIOJHEHHE IO
AIIEKTPOHHOM TOYTE.

PykoBoauTesin CTPYKTYPHBIX NOJApa3/ieeHUii MHCTUTYTa 00eclnevyuBalOT ONepaTHBHOE
paccMOTpeHHe JOKYMEHTOB, Nepeaavy MX HCHOJHUTEN B JeHb MOCTYIJIEHUsI, KOHTPOJb
Ha/l Ka4eCTBEHHbIM MCIOJTHEHHEM JOKYMEHTOB.

[Ipu paccMoTpeHHUH KOPPECHOHACHIIMM PYKOBOJAWUTENb MOAPA3/ACICHUS BBIIEISET JOKYMEHTHI,
TpeOyroIIre CPOYHOTO UCIIOTHEHUSI.

Tak, TOKYMEHTBI, pUCIaHHbIE (HAIPaBJICHHBIC) JJIsi COIJIACOBAHMS, PACCMATPUBAIOTCS B JCHBb
UX MOCTYIUICHHUS.
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Hcnonautens mnoiay4yaeT JTOKYMEHTBI B COOTBETCTBUM C YKa3aHMEM K HMCIOJHEHHUIO B JIEHb HX
PErUCTpalvy WIH Ha CIETYIOIUN JeHb.

[TomyunB JMOKYMEHTHI HAa WCIOJIHEHHWE, pPa0OTHUK WHCTUTYTa JOJDKCH HEMEIJICHHO
03HAKOMUTHCS C UX COACPKAHUEM, BbIIEIUB JOKYMEHTHI, TPEOYIOINE CPOUHOTO UCTIOTHEHHUS.
Ecnu jokyMeHT HampaBisieTCsi HECKOJIBKUM MCIIOTHUTENSAM, TO JIUI0, YKa3aHHOE B YKa3aHUU I10
HCIIOJTHEHUIO JOKYMEHTA MEPBbIM, SBIISETCS OTBETCTBEHHBIM HCIOJIHUTEIeM, KOTOPbIi 00513aH
03HAKOMHUTH C JOKYMEHTOM BCEX JPYrMX HCIOJHUTENICH B OMEPAaTUBHOM MOpsJKe (B JEHBb
MOJIyYeHUs JOKYMEHTA) U OPraHU30BaTh B YKA3aHHBIN CPOK €ro HCIIOIHEHHUE.

Kaxaplii pal0oTHUK MHCTUTYTAa 00ecneYyMBaeT ONMEPATHBHOCTH, KAYeCTBO HCIOJHEHUS U
COXPAHHOCTb JOKYMEHTOB.

Jluna, oTBeTCTBEHHbIE 32 [1€JIONPOU3BOJACTBO CTPYKTYPHBIX IOJIpa3/ielicHU, 00si3aHbI
esKeJTHEBHO OCBEIOMJISITHCS O HAJMYMU JOKYMEHTOB, aJpEeCOBAaHHBIX PYKOBOJIUTENIIO TaHHOTO
10/Ipa3/IeJICHNU.

Ilepenaua 10KYMEHTOB OT OJHOI'0 MCIOJHHUTE/SI IPYroMy MOKeT NPOU3BOAUTHCH TOJIbKO
yepe3 JIMIO, OTBETCTBEHHOE 3a /1eJONPOU3BOACTBO B CTPYKTYPHOM HOApAa3JeJIeHHH, €
00513aTEeJIbHOM OTMETKOH HM3MEHEHHSI MApHIPYyTAa [JAOKYMEHTAa B JKypHaje perucrpanuu
BXO/silIell KOPPECIOHIEHIINH CeKpeTapuara.

6.6. Opranusanusi padoThI C OTHPABJIsIEMbIMHU (MCXOAAIMMH) JOKYMEHTAMM

HcnomHnenne MOKyMEHTa TpeaycMaTpuBaeT cOOp m 00paboTKy HeoOxomuMoil wmHpopmammw,
MOJATOTOBKY TMPOEKTa JOKyMEHTa, ero o¢GOpMJICHHE, COIJIaCOBaHUE, MPEACTAaBICHUE WU
noanucanue (yTBEPKACHUE) PEKTOPOM MHCTUTYTA WJIM MPOPEKTOPOM IO HaIPaBIEHUIO,
MOJIFOTOBKY K MEPECHUIKE ajpecary.

OTBETCTBEHHOCTh 3a COCTaBJIeHHWE H O(OpPMIICHHE JOKyMEHTa B COOTBETCTBUH C
YCTaHOBJICHHBIMU B HMHCTUTYTE MpaBUJIAMH, a TaKXe COIVIACOBAHUE IPOEKTa IJOKYMEHTa C
3aMHTEPECOBAHHBIMM M JIOJDKHOCTHBIMU JIMI[AMHU HMHCTUTYTa (BHYTPEHHEE COIJIACOBAHME)
BO3JIaraeTcsl Ha CTPYKTYPHOE MOAPA3ACICHUE — UCIIOJIHUTENS JOKYMEHTA.

[Ipn HaMMYUU OTBETCTBEHHOTO MCIIOJHUTENSI BCE OCTAJIbHBIC HCIOJHUTETU CBOCBPEMEHHO W
KauyeCTBEHHO MPOBOAT aHATU3 WH()OPMAIIUU U TIPEICTABISIOT OTBETCTBEHHOMY HMCIIOHUTENIO B
YCTAaHOBJICHHBIE WM CPOKM HEOOXOIWMBIE JOKYMEHTHI (TIPOEKTHI JOKYMEHTOB, CIIPaBKH,
CBEJICHUS U T.1.).

[IpoeKkThl TOKYMEHTOB HWHCTUTYTa TOTOBSTCS Ha OJaHKaX YCTaHOBIEHHOW (OpPMBI; AJIs
OTHPABKHM JOKYMEHTOB, He MMEIOIIUX AJPeCHOH 4YaCTH, FOTOBATCH CONPOBOANTEIbHbIE
nucbMa.

Jlo mpencraBneHUs Ha TOAMNHNCH HCIOJIHUTENh TMPOBEPSIET MPaBUIBHOCTh OQOpMIIeHUs
JIOKYMEHTOB, TPABWJIHBHOCTh aJPECOBAHUs, HAaTUYME HEOOXOJMMBIX BU3, NPHIOKEHUH, TPH
HEOOXOJUMOCTH — CHPABOK, TOSCHUTENBHBIX 3alMCOK, PAa3bACHSIONIMX COJAEp)KaHUe
MOATOTOBJICHHBIX JJOKYMEHTOB, JIUCTA (YKa3aTes) paCChUIKH.

[IpoeKThl TOKYMEHTOB BU3UPYIOTCS WCIOITHUTENEM (PYKOBOAMTENIEM IMOIPA3IACICHUS WIH €ro
3aMeCTUTENIeM), MpPU HEOOXOIUMOCTH pabOTHUKAMHU APYTUX CTPYKTYPHBIX MOJpa3fesieHui;
BH3bl MPOCTABJSIOTCA HAa JHMIEBOH CTOPOHE MOCJEAHEro JHMCTa BTOPOro 3K3eMILIsipa
(KomuM) TOKYMEHTA B HUKHEH YaCTH JOKYMEHTAa UJIM HA JIUCTE COrJIACOBAHUA.

B cayxke0HBIX MUCHbMAX BU3bI MPOCTABJISIIOTCA HA KOMMUH JOKYMEHTA, IOMellaeMoii B 1eJ10
CTPYKTYPHOI0 MNOApAa3JejieHus1 (MCHOJHHUTENs), HIH HAa O0OPOTHOH CTOPOHE IOCJIEeIHEro
JINCTA MOJAJTUHHHMKA, €CJIM MUCHMO NepechblIaeTcs aapecatry no GakcMMHJIbLHON CBSI3H 0e3
A0CHLIA MOJJIMHHUKA MO MOYTe.

OTBETCTBEHHBIM HCIIOJHUTENIb HECET TMEPCOHAIbHYI0 OTBETCTBEHHOCTh 3a JOCTOBEPHOCTh
nH(OpMaI1, UCTIOJIb30BAaHHOM MPHU MOATOTOBKE TOKYMEHTA.

PaGoTHHMKM, OTBETCTBEHHBIC 3a BEACHUE JEIOMPOU3BOJCTBA B CTPYKTYPHBIX MOJpa3IeICHHIX
WHCTUTYTa, TMPOBEPSIOT MPaBUIBHOCTH OGOPMIICHHUS MCXOISIIUX JOKYMEHTOB, HAJIMYUE BCEX
HEOOXOMUMBIX PEKBU3UTOB (HANWYHME TMOAMKCH, ajpecaTa, €cld TaKOBOM HEOOXOAUMO
MPOCTaBUTh, CCHUIKM Ha BXOISALIMM JTOKYMEHT, COTJAaCOBAaHUSA, U.0. (paMUIUU UCTOTHHUTEIS,
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HOMepa TenegoHa U Jp.), MEepeJaroT OQOpMIICHHBIE TOKYMEHTHI Ha IOANUCH PEKTOPY
(mpopekTopaM) uepes ceKperapuar.

PaboTHUKM cekperapuaTa B CBOIO OYepeb MPOBEPSAIOT MPABHIBHOCTH  O(POPMIICHHS
JIOKYMEHTOB, KOMIJIEKTHOCTh JOKYMEHTA U COOTBETCTBUS KOJIMUYECTBA 3K3EMILUIIPOB JOKYMEHTA
CIIMCKY pacChUIKM, HaJU4Me JOKYMEHTa (3ampoc), Ha KOTOPBIN JaeTcsl OTBET, U IPEACTaBIISIFOT
Ha [OAIUCH PEKTOPY (IPOPEKTOPAM).

IIpu oOHapy:XeHMM HeNpPaBWJIBLHOIO OQOPMJIEHHSI WJIH HEKOMILIEKTHOCTH IPOEKT
JOKYMEHTa BO3BpallaeTcs B CTPYKTYPHOe Io/ipa3iesieHue Ha 10padoTKy.

6.7. Peructpanus ornpasiisieMbIX (MCXOASIIMX) JOKYMEHTOB

Perncrpanus J0KyMeHTa — 3TO IIPUCBOECHUE €My HOMEpPA U MPOCTABIEHUE €r0 Ha JOKYMEHTE C
NOCHEAYIOLIEH 3alMChl0 KPaTKUX JaHHBIX O HEM B JKypHaje pPErucTpaluu HUCXOAsIen
JOKYMEHTAIUH.

[Tocne monay4yeHUs: TOKYMEHTOB C MOJIMCH peKTOpa (IPOPEKTOPOB) paOOTHUKM CEKpeTaphara
PETUCTPUPYIOT JOKYMEHT B KypHaJIe PErHCTpalldi UCXOIAIIEH KOPPECHOHICHLIUU U BHOCST
HE0OXOIUMbIE 3aIIMCH: PErUCTPALIMOHHBII HOMEp, aHHOTAIUsl JOKYMEHTa (KpaTKoe CoJiep>KaHne
JIOKYMEHTa), (aMWINI0 H.0. UCHOJHUTENS, KTO MOJMHMCAT JOKYMEHT, IJle HaXOIUTCA KOMHUs
JOKYMEHTa; YTOYHSIOT, KaKHMM CHocoOOM JOKyMEHT OyAeT HampaBlieH anpecaTy: (akcom,
HOYTOH, JIEKTPOHHOM MOYTOM, HapoyHo. Mcxondmue perucTpalvoHHbIE >KypHaJIb
UCIOJIB3YIOTCSL JJIsl y4yeTa, I[OMCKA, XpPaHEHHUS W HCIOJIb30BAaHUS JIOKYMEHTOB U SBIISIOTCS
CIPAaBOYHBIM alIapaToM.

Peructpanus ormpaBisieMbIX JOKYMEHTOB OCYILIECTBIISIETCS B JE€Hb HX IOANMCAHUSA
(yTBep:KJIeHHs) UM Ha CIENYIOUIHi pabounii JeHb, €ClIM JOKYMEHTHI TOCTYIUIIN B CEKpeTapuar
¢ noanucanus mnocie 15 yacoB. PerucrpanuoHHbII HOMEpP JOKyMEHTa M JaTa PErucTpaluu
IPOCTABJISIOTCS Ha MO/UIMHHUKE JJOKYMEHTa B PEKBU3UTaX OJaHKa M Ha KOIMH, OCTAlOIIEHCs B
Jiesie CTPYKTYPHOTO MOApa3AeIeHusl.

[Tpy moAroToBKE MpOEKTa TOKYMEHTa UCHOJHUTENb B OJaHKE CIIy)KEOHOTO MUChMa C YTJIOBBIM
PacroJIO)KEHUEM B PEKBU3HUTE «PETUCTPALIMOHHBIA HOMEp» MporedaThiBaeT HU(GPOBON MHIEKC
CBOCTO CTPYKTYPHOTO MOJpA3/elieHus, 4epe3 «/» TMporevaTbiBaeT HOMEp JeNa COTrJIacHO
HOMEHKJIAType CTPYKTYPHOTO MOJpa3IeieHHs], B KOTOpoe Oy1eT NpruodieHa KOmus JOKyMEHTa.
ITpu oTBeTe Ha 3ampoc NaeTcs CChUIKA HAa MCXOMAIIUN JOKYMEHT aapecaHTa (NMPOAOJIKEeHHe
IIpuioxenus Ne 9 — odpasusi 1, 3, 4).

Konusi nokymeHTa C BH3aMU M IPUIOKEHUSMH B COOTBETCTBUM C HOMEHKJIATYpOH €N
MOJIIMBAETCSl B €0 (BXOASIIMNA JOKYMEHT IepelaeTcsi Ha XpaHEHUe B [0 BMECTe C
JIOKYMEHTOM-OTBETOM), KOIMs HMCXOJILEro JOKyMEHTa 3aBepsercsi oTMeTKol «BepHo» nn6o
«Komusa» (MOXeT MpOoCTaBIATHCS C IMOMOIIBIO IIITaMIa) M IEpPelaeTcss OTBETCTBEHHOMY 3a
BEJICHHE JIEIIONIPOU3BO/ICTBA B CTPYKTYPHOM ITOIPa3IEIICHUN.

Perucrpamuss ucXoAsmux JOKYMEHTOB BEAETCS B COOTBETCTBUU C PETUCTPUPYEMBIMHU
MacCHBaMH JIOKYMEHTOB.

B ynpaBnenun nenamMu OCTarOTCS KOMHMHM OTHPABIEHHBIX JOKYMEHTOB, KOTOpBIE MOAJIEKAIU
KOHTPOJIIO MCIIOJIHEHMS, HalpaBliisieMble B MUHUCTEPCTBO 00Opa3oBaHMs M Hayku Poccuiickoit
®enepany, U NOAIIMBAIOTCS B Jieja B COOTBETCTBUU C HOMEHKIIATYpOM JIEl.

6.8. OTnpaBKa JOKYMEHTOB

JIOKyMeHTBl JJi1 OTIpaBKU B JPYrue OpraHU3alliy JIOJDKHBI TepenaBaThCsi pabOTHUKAMU
CTPYKTYPHBIX IIOJIpa3e/IeHNI, OTBETCTBEHHBIMH 3a JAEJIONPOU3BOACTBO, B CEKpETapHUaTr.
OTtnpaBka UCXOASIIEH KOPPECTIOHACHIIMY U3 UHCTUTYTA MPOU3BOAUTCS CEKPETaprUaTOM.

Ilepen cnadyeil KOPpPECHOHIAEHIMH B CEeKpeTapuaT Ha OTIPAaBKy OTBETCTBEHHBIE 3a
JEJIIONPOU3BOJCTBO B CTPYKTYPHBIX MOJpa3JelIeHUus X JOJDKHBI 00s3aTebHO IPOBEPUTH
NPaBUIBHOCTD €€ O(QOPMIICHHSI, aAPECOBAHMS.

Cekperapuar mnpoBepseT NPaBUIBHOCTb O(POPMIIEHHS HCXOASIIMX JOKYMEHTOB, HalMCaHUS
IIOYTOBOTO ajpeca B COOTBETCTBMM ¢ [IpaBuiamu, NpOM3BOAUT COPTHUPOBKY JOKYMEHTOB IO
crocoOy oTmpasieHus (IPoCToe, 3aKka3Hoe, [ICHHOe, MEXIYHApOIHOE U Jp.).
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HenpaBuibHo o(popMiIeHHBIE JOKYMEHTHI H KOPPeCNOHACHIHS HecJyKeOHOIro Xxapakrepa
K OTIPaBKe CEKPeTapHaTOM He IPHHMMAKTCH U BO3BPALIAIOTCH B NOAPa3/ieJIeHue.
JIOKyMEHTBI, NOCTYNMBIIME B CEKpeTapuaT Ha OTIPaBKy, IMOAJEXKAT OTIPAaBKE B JEHb MX
perucTpalyy Wil Ha CIEAYIOIMHA padouyuil JeHb B TOM Clydae, €Ciau JOKYMEHT IOCTYIHI B
cekperapuar nocie 15 yacos.

CpouHas KOppECIIOHAEHIIUS OTIPABIIAETCS B IIEPBYIO OYEPEb.

JIOKYMEHTBI, MOJANKCAaHHBIE PEKTOPOM, HAIIpaBJISIEMblE B BBICIIME OpraHbl I'OCYAapCTBEHHON
BJIaCTH, B MHMHHUCTEpCTBO 00pa3oBaHus W Hayku Poccuiickoit deneparnuu, OTHPABIISIOTCS
3aKa3HbIMH [THCbMaMHU.

HcnomHuTens Ipyu OTIPaBKE JNOKYMEHTOB 3aKa3HOW KOPPECHOHIEHUUEH A0/1eH 000CHOBATH
OTIIPaBKY KOPPECIIOHJAEHIIMY JaHHBIM BUJIOM OTIIPABJICHMUSL.

Cekperapuar NpoU3BOAUT OTIPABKY AOKYMEHTOB 3aKa3HbIMHM IMHMCbMAMH IIPU HAJIMYUU 3HAKOB
IIOYTOBOM OIIATHI.

Pemenne o nocraBke JOKyMEHTa agpecaraM 3KCHPecc—Mo4YTOH IPUHUMAETCS IPOPEKTOPOM 10
HSKOHOMHYECKOW pabore. BbI30B Kypbepa u 0GOpMIIEHHE CONPOBOJUTEIHHBIX JOKYMEHTOB
IPOM3BOAUTCS pa0OTHUKAMU CeKpeTapuara.

OrnpasnsieMass MO TOYTE KOPPECHOHJEHLUS MPOXOAUT YIAKOBKY, aJpecoBaHue (mpu
HalpaBJIeHUU JIOKyMeHTa Oosee yeM B 4 ajapeca — B COOTBETCTBUU C YKa3aTelIeM PacChUIKH,
KOTOPBI COCTABIIAETCS UCIIOJTHUTENIEM JTOKYMEHTA).

KonBeproBaHHe KOppeCHOHICHUMH W JPYrHX HOYTOBBIX OTHPABJIEHHH IPOU3BOAUTCH
CTPYKTYPHBIMHM INOApa3/JeleHUAMH HMHCTUTYTA, T.. IPU HAMpaBICHUM JOKYMEHTa uepe3
OTJIeJICHHE CBSI3M UCIIOJIHUTEIb IPUOOIIAET TOYTOBBIM KOHBEPT, O(OPMIICHHBIH B COOTBETCTBUU
¢ [IpaBunamu.

JIOKyMEHTBI, HalpaBJIiEMbIE II0YTOBOM CBSI3bIO B OAMH aJpEC, BKIAABIBAIOTCA B OIMH KOHBEPT.
Ha 3aka3Hyl0 KOppeCHOHICHUMIO, Ha KOPPECHOHJACHIMIO, HANpPaBILIEMYIO B aJapec
WHOCTPAHHBIX OPraHM3alMil, YIPaBJICHUEM [EJlaMU COCTaBIIIETCA pPEEeCTp B ABYX
AK3EMILISIpax, OJIMH 3K3EMIUISIp 3aT€M BO3BpAlllaeTCs B CEKpeTapuar ¢ paclucKoi pabOTHUKA U
OTMETKOW (ITOYTOBBIM IITEMIIENb) MOYTOBOTO OTAEICHMS CBSA3HM, Kypbepa WM WHOTO JIHUIIA,
o0ecrevnBaroIIero OTIpaBKy JOKYMEHTOB.

B uHcTHUTYTE C TOMOIUBIO CPEACTB JJIEKTPOCBS3M OCYILECTBISETCS NPUEM M OTIpPaBKa
(paxcorpamm, TejierpamMm, TejiepOHOrpPaMM, FJIEKTPOHHBIX COOOIEHUI, TIEpeIaBaeMbIX TI0
cHCTeME 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

6.8.1. IlpneM 1 oTHIpaBKa KOPpPeCHOHIEHIMH N0 (PAKCUMUIBHOI CBS3H

CpencTtBa (pakCUMUIBHOMN CBSI3M MCIIONB3YIOTCS Ul ONIEPATUBHOIO IMOJYYEHHs W HalpaBJICHUS
JIOKYMEHTOB, HE TPEOYIOIIMX MOATBEPKACHUS UX IOPUINYECKON CHJIBI.

JIOKyMeHTBI B aJjpec MHCTUTYTa IepelraroTcsi Ha (PaKCUMWIbHBIA amnmapar, yCTaHOBJICHHBIN B
ceKpeTapuaTte, B IPUEMHON PEKTOpa.

Ilepenaya TekCTOBOro MAOKyMEHTa IO (paKCMMHWJIBHOM CBSI3M B JpyTH€ OpraHu3aluu
OCYIIECTBIISIETCS TOJIBKO MO YKa3aHUI0O WJIM C pa3pelieHuss PyKOBOJCTBA HWHCTUTYTa, B
VCKJIIOYMTENBHBIX CIIydasx JJIs ONEpaTUBHOCTU OTIIPABKH.

IlepenaBaemasi u npuHUMaeMasi o (pakCMMHJIbHOW CBSI3U ciay:keOHast MHGopMmanus He
MOKeT OBITh HCII0JIb30BAHA B KayecTBe 0(pMIMAJIBLHOI0 JOKYMEHTA.

3anpemiaercs nepenada 1Mo (PaKCUMWIBHON CBA3M JOKYMEHTOB, COJEpKalUX CIYy)KEOHYIO
UH(POPMALIMIO OTPAaHUYEHHOT'O paclpoCTpaHEHHs, B TOM 4ucie ¢ nmomerkamu "Jlist ciyxe6HOoro
nosib3oBaHuA" u "He [1s meyaTn", JOKYMEHTOB JJMYHOT'O IPOUCXOXKIEHUS (JINOO UX KOIHUN).
Ob6veM mepemaBaeMoOro JIOKyMeHTa (TEKCTa, CXEMbl, TIpaduyeckoro Hu300pakeHus),
BBIMIOJTHEHHOTO Ha Oymare ¢opmara A4 4epHBIM LIBETOM, HE JJOJDKEH MPEBBIIATH 5 JIMCTOB.
JlokyMeHT ornpaBjsercd N0 (PaKCHMHIBHOM CBA3M  ajpecary HMCIOJHHTEIeM
CTPYKTYPHOI'O0 MOJAPAa3fejleHUs ¢ Teae(OHHOI0 ammapara, KOTOPbIi YCTAHOBJIEH B
ceKperapmare.
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Bce ornpaBieHus JOKYMEHTOB 1O (DaKCUMWJIBHOW CBSI3M HMHOTOPOJHHUM  aJpecaTram
PETUCTPUPYIOTCS B KHUTE ydeTa IOKYMEHTAIlMH, OTIPABISIEMON (aKCUMHIBHOW CBS3bIO, H
MEXIYTOPOAHUX TIEPETOBOPOB B CEKpETapuare.

B cnyuyae mepemaun JOKYMEHTOB, MOJIIMCAHHBIX PEKTOPOM W MPOPEKTOpaMu (NpU HAJTHYUU
MOJTHOMOYHIT), 10 KaHajgaM (aKkCUMHIBHON CBSA3M OHHM JIOJDKHBI OBITH 3apETUCTPUPOBAHBI B
HOPSIJIKE, YCTAHOBJICHHOM JUISI UCXO/ISIINX JIOKYMEHTOB B YIIPABICHUH JICIIAMH.

B xypHazne perucrparui HCXOASIIEH KOPPECIOHACHIIMA PAaOOTHUK CeKpeTapruaTta MpOCTaBIISIECT
OTMETKY 00 OTIPaBICHUH JOKYMEHTA (PaKCHMUIBHOMN CBSI3BIO: 1Ty, BpEMsI.

Pemenne o HE0OXOIMMOCTH JOCBUIKH aJpecaTy MOJJIUHHUKA JOKyMEHTa Ha OyMaKHOM
HOCHUTEIIE B CIIy4ae OTIPABKU JOKYMEHTa M0 (PaKCUMUIBHOMN CBSI3U NMPHHUMACT IOIpa3ieicHIe-
UCTIOJIHUTEIIb, ¥ B CIIy4ae, €CJIM OTBET Ha 3aIlpoc, OKUIAETCs Yepe3 (pakCUMUIBHYIO CBSI3b.
[ToyMHHUK TOKYMEHTA, MEePEeIaHHOro M0 KaHaiaM (aKCHMUIBHOW CBSI3H, TIPU HEOOXOIMMOCTH
JOCBIJIAETCS a/ipecaTy NOYTOBOH CBA3BIO.

OpuruHanbl JOKYMEHTOB, IEpPENaHHbIX MO (aKCUMUIBHONW CBSA3HM ajipecary, €clu JaHHbBIN
JOKYMEHT HE JOCBUIaeTCsl aJpecary IO I04YTe, MOJIIMBAIOTCS B JIEJNO, XpaHsIieecs B
CTPYKTYPHOM TIOJpAa3JeJICHUH, COTJIACHO HOMEHKIIAType, C OTMETKOW 00 OTIpaBICHUU
(aKCUMUIILHON CBA3BIO U MPOCTABJIEHUEM J1aThl U BPEMEHHU NEPEIAYH.

[TonydyenHbie MO (PaKCUMWIBHOW CBSI3U JOKYMEHTBI YYHUTBIBAIOTCS YIPABICHHEM JICIaMHU C
OTMETKON «DaKc» U ¢ MPOCTABICHUEM BPEMEHH IOJYYEHHUsSI B )KYPHAJIE PETMCTPALIMK BXOIAIIECH
KOPPECIIOH ICHIIHH.

6.8.2. [IpuemM u nepenaya ciayxedHoi nHGOPMAIUY 110 YJIEKTPOHHON MoYTe

JIOKyMEHTBI, IPUCIAHHBIC 110 AJIEKTPOHHOW IMOYTE, MPUHUMAIOTCS Ha DJICKTPOHHBIN MOYTOBBIN
AIUK UHCTUTYTA HaXOHﬂMHﬁCﬂ B CCKpCTapuare.

JIOKyMEHTBI, TOJIYYCHHBIC 110 3JICKTPOHHOM M0YTE, PErUCTPUPYIOTCS B TAKOM K€ MOPSIAKE, KaK U
HWHBIC BXOOAIIUC NOKYMCHTEI, B )KypHAJIC BXOI[?IH_IGI?I KOPPECIIOHACHIIUN B YIIPABJICHUUN JICIaMU.
Jns mepenaud Mo AJIEKTPOHHOM IMOYTE HCXOMASIIErO JTOKYMEHTa HCTIOJHHUTENb MPEeACTaBIseT
IIUCbMO Ha 6yMa)KHOM HOCHUTCIIC WJIM HApaBIACT IMOCPCACTBOM 3J'I€KTp0HHOI\/JI IOYThI JId
MPOBEPKU TPABUIBLHOTO U TPAMOTHOTO O(OpMIIEHHS W Tepeladyd Ha TOJIUCh PEKTOpPY HWIIH
[IPOPEKTOPAM I10 HAIIPABIICHUSIM.

[Tpu HampaBlieHUU CIY>K€OHOTO (JIeJIOBOr0) MHUCHhMa MO IJIEKTPOHHOH MOYTe OTNPABHUTE/b
3JIEKTPOHHOI0 COODIIEeHN S, MOATOTOBUBIIMN YJIEKTPOHHYIO BEPCHIO

7. PETUCTPALIUSA U ITPOXOKJIAEHUE BHYTPEHHUX TOKYMEHTOB
HpOXO)KI[eHI/IG BHYTPCHHUX JOKYMCHTOB Ha OJTalax MWX IOATOTOBKH U O(l)OpMJ'ICHI/IH
COOTBETCTBYET MPOXOXKICHHUIO OTIPABISIEMbIX JOKYMEHTOB, a Ha OJTane WCIOIHEHUS —
MOCTYMAIONINX JTOKYMEHTOB.

B cekperapuare perucTpupyroTcs BHYTPEHHHE JOKYMEHTHl HWH(GOPMAIMOHHO-CIPABOYHON
CHUCTEMBI, aAPECOBAHHBIC PYKOBOJACTBY HMHCTUTYTA: NOKJIAJIHBIC, CJ'Iy>KG6HBIe 3alliuCKH, JIMYHBIC
3asiBJICHUS PaOOTHHUKOB, TOBEPEHHOCTH Ha TIOTy4YeHHE 3apa00THOM MIIaThl B KacCe MHCTHTYTA.
OdopmistoTess U PEeruCTpUPYIOTCS JOTOBOPHI, JTOBEPEHHOCTH, BBIIaBAaEMbIE€ MPOPEKTOpaM H
PYKOBOIMTENSIM CTPYKTYPHBIX TOJpa3AeNieHUuil COTIaCHO JCNEerHPOBAHUIO TOJTHOMOYUN U
pacripeielieHUI0 00s13aHHOCTEH.

[Topsimox 3akitOUeHUS] XO3SIMCTBEHHBIX JOTOBOPOB 3akperuieH B [lonokeHun o JOTOBOpPHOMU
pabote B mHCTUTYTE. [1OpSAIOK 3aKITIOUCHHSI IOTOBOPOB HA OKa3aHME TUIATHBIX 00pa30BaTEIIbHBIX
YCIIYT 3aKperieH B Perimamente 00 oka3aHUM TUIATHRIX 00pa30BaTENbHBIX YCIYT B UHCTHTYTE.

8. NOPAAOK OBPABOTKHU U YUETA

WHOCTPAHHOUM KOPPECHOHJEHIIUN

B wuHCTHTYTE CeKkperapWaT OCYHIECTBISIET pabOTy ¢ TIOCTyMaomed HWHOCTPAHHOM
KOPPECTIOHICHITUEHN 1 TOKYMEHTaMU, HallPaBJIsIeMbIMU 3apyO€KHBIM KOPPECTIOHICHTAM.
Peructpamuio mocrymaromieii KOPPECHOHICHIIMM Ha WHOCTPAHHOM  SI3BIKE  OCYIIECTBIISICT
CEKpeTapuaT B MOPSJIKE, YCTAHOBICHHOM JJIsSi MHOW MOCTYHAIOMICH KOPPECIIOHICHIINH.
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OdopmiieHne AeI0BOM KOPPECTIOHAEHIIMH C 3apyOeXHBIMH (UPMaMU U MEXAYHApOIHBIMU
OpraHHU3alUsIMHU XapaKTepU3yeTcs psiioM ocoOeHHOCTeH B opopmiieHnn GopMmyisipa JOKYMEHTa
Y COCTaBa PEKBU3UTOB.

8.1. [IpaBuua ogopmiieHns 1eJIOBBIX TUCEM 3apy0e;KHOMY NapTHEPY:

1. JlenmoBele mnuchbMa 3apyOeKHBIM MapTHEpaM O(OPMISAIOTCS Ha OJaHKaX, Cojepkar
HaVMEHOBAHHE U aJIPEC OTIIPABUTEIIS.

[TpoekThl muceM MeYaTarTcs ¢ UCHOIb30BaHUEM TEKCTOBOro pemakropa WinWord mpudrom
Times New Roman pazmepom Ne 14 ¢ mexctpounbiM uHTepBasioM 18 nt. Ilpu ucnonp3oBanuu
JPYTrUX BEpCHH TEKCTOBOI'O pelakTopa THIl mpuTa, €ero BEITUYMHA, a TAKXKE MEKCTPOUHBIN
MHTEPBaJ J0KHBI COOTBETCTBOBATh YKA3aHHBIM BBILIE.

2. Ecan nuceMo 3aHuMaeT 0oJiee OJHOM CTpaHUIbl, TO B KOHLE €€ NUIIYT: «IPOAOJIKeHue
ciaenyer» («continued over»). B MexayHapoIHOW 1€JI0BOM MPAKTUKE TEKCT, KaK IPaBUIIO,
yMEUaloT Ha OJHON CTPaHULE.

3. Jlns HyMepaluu nojib3yrTcs apabckuMu udpamu, Ha IepBOM cTpaHulle udpa He CTAaBUTCS.
4. UcnpaBjieHMsl B TEKCTE NMUCHbMA, JIaXKE CaMbl€ aKKypaTHBIE, He 1Oy CKAIOTCS.

5. XKenatenbHo, YTOOBI MUCHMO B KOHBEPTE OBLJIO COTHYTO He Ooyiee 4eM OJUH pa3 (TEKCTOM
BHYTpPB). Jl7151 0c0060 BayKHBIX MMUCEM NOJOMPAIOT KOHBEPT TAKOro popmaTa, YTOObI JIUCT OCTAJICS
HECOTrHYThIM. Ha KOHBepTe MOXXHO pa3MeCTHUTh BCE PEKBU3HTHI, MUMeEIOIIHMecs Ha OaHke,
BKIItoUass (UPMCHHBIA 3HaK. bonbline KOHBEPTH, B KOTOPBIX IHMChMa OTIIPABISIOTCS
HECOTHYTHIMH, JOJDKHBI OBITh M3 IUIOTHOW Oymaru, 4roObl X COAECPKUMOE HE H3MSUIOCH MPHU
[IEPECHUIKE.

6. Pe3osioniuu Ha MOJIy4YeHHOI KOPPeCTOHAEeHIIMH MPUHATO 1eJaTh TOJbKO KapaHIAIIOM.
Ecnu — yepHunamu, To pe3oonus JOKHA ObITh Ha OTJEJIBHOM JIMCTE, KOTOPbIM NPUOOILAIOT K
MIUCHMY.

7. OtBer Ha TenerpadHbBIN 3amMpoc JODKEH OBITH JaH B TE€YCHHE Tpex jaHel. Ha mucbmo — 10
UCTEUCHUs JecATH JAHeU. Eciau HeT BO3MOXKHOCTH BOBpPEMs JaTh MOJPOOHBIN, HCUEPIIBIBAIOIIUI
OTBET, TO CJENyeT B TEYEHHE TpeX AHEH COOOIIWTH, YTO NMHUCHMO MPUHATO K CBEJIEHUIO, a
OKOHYATEeJIbHbII OTBET JaTh HE MO3/IHEE, YEM Uepe3 TPUALATh JHEH.

8. Ilpm odopmieHun mnucbMa 3apyOeXHBIM aJpecaTaM Ha pYCCKOM S3bIKe Ha OJlaHKe
YCTaHOBJIEHHON (hOpMBI HEOOXOIUMO MPHIIOKUTh HEO(PHUIIMATHHBIA TEPEeBOJ TEKCTa MUChMa C
pacmupoBKON MOANMUCH W IOJHOI'O HAUMEHOBAHMS JOKHOCTH JIMLA, MOJIMHUCHIBAIOIIETO
JIOKYMEHT.

JenoBoe mucbMO UMEET CIAEAYIOIINN TUTOBOM COCTaB 30H:

1. 3arosioBok nmucema (Issuer Field),

2. Ccbliika HA 1aHHBbIE oJyuyaTeis u ornpaBures (Reference Line)

3. Jara (Date)

4. Anpecar (Address)

5. Yka3anmne Ha koHKpeTHoe o (Attention Line)

6. Oopamenue (Salution)

7. Obee conepxanue nucbma (Subject Line)

8. Texct mucoma (Body of the Letter)

9. 3aBepmarmas popmyJia BexausocTu (Complimentary Close)

10. IToanucek (Signature)

11. IIpuaoxenus (Enclosure)

12. Yka3zanue Ha paccbliky konuii (CC Notation)

8.2. TpeGoBanus k opopMiIeHHI0 PEKBU3UTOB /1€J10BOI0 NMCbMAa 3apy0e:KHOMY NapTHePY
PexBu3ut 1. 3aroioBok nuckMa. Bkirodaer 1OroTunn HHCTUTYTA, €T0 HAMMEHOBaHHE (TIOJTHOE U
COKpAIllEeHHOE), TTOYTOBBI M TenerpadHbld agpec C yKa3aHHeM WHIAEKca, HoMmepa TenedoHa,
Tenekca u Tenedakca.

[Tomumo mipenocTaBieHus pakTHUECKON nH(popManuu 00 HHCTUTYTE, 3ar0JI0OBOK ONPEIEICHHBIM
00pa3oM XapakTepu3yeT ero C JAPYrod CTOPOHBI: HeOObIYHAas (opmMa 3arojoBKa, €ro JHU3aiH,
JIOTOTHII (2 MHOT/IA U €€ JIeBU3), MPUMEHEHNE [IBETHON KPaCKH, MCIIOIh30BaHHE 0c000i Oymaru
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— BCE JTO CO3[Ia€T CBOCOOpa3HBIM 00pa3 WHCTUTYTAa. B IeNsIX SKOHOMHH BpEMEHH IIPH
NeYaTaHWU PEKBU3UTA IMOOILIPSETCA OTKPBbITas MYHKTyallus, YTO O3HA4YaeT IMOYTH IOJIHOE
OTCYTCTBHE 3HAKOB MPEMUHAHUS.

PexBusur 2. Ccblika Ha JdaHHbIe moJy4yaress. [IpuBoIATCS WHHIMATIBI COCTAaBUTENIS U
opopmuTens mUChMa, IUGPOBON HHIEKC CTPYKTYPHOTO TOIpPA3ACICHUsS, MOATOTOBUBIIETO
MUCHMO, UHCKC JIeIa, HallpuMep:

Your reference (uam: Your ref.) — Bama ccoiiika HND/RP HND/RP Our reference (uiu:
Our ref.) — Hama ccoiiika LA/DK/187 LA/DK/187.

PexBuszur 3. Jlara. BcrpewaroTcss 1Be pa3sHOBHIHOCTH oOdopmileHUs naT — OpUTaHCKas U
amepukaHckasi. bputanckuii cnoco0 mogo6eH ciaoBeCHO-LM(PPOBOMY cIOCo0y, MPUHATOMY B
POCCHUHCKOM  JISIONPOU3BOJCTBE U TNPUMEHsSEMOMY B (DMHAHCOBOW JOKYMEHTAIMH C
HEKOTOPBIMU BapHAalUSIMU:

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

Cnoco0 o6o3nauenus aatel, npuHATHIA B CHIA, uHOM u cTpoutcs mo cxeme: February 15th,
200... February 15, 200...

[lepen uyucnuTeNnbHBIM, OOO3HAYAIOIIMM ToOJl, OOBIYHO CTaBUTCS 3amsATas. B jgemoBoit
KOPPECTIOHICHIIUU TPUMEHSETCSI MUHUMAJIbHOE YIMOTPEOJICHHE 3HAKOB MPETNHHAHUS, MO3TOMY
MO>KHO BCTPETUTh M TAKOE HAIMCAHUE AAThI:

4 August 2000. He pexomenayercsi ynotpeOiasaTh B Aarax nudpsl BMECTO HA3BAaHUN MECSAIIEB,
MOCKOJIBKY LIH(ppoBoe 0003HAUEHUE IaThl MOXKET ObITh MCTOJIKOBAHO MO—PAa3HOMY B Pa3IMUHBIX
crpanax. Tak, mata 2/5/2000 Oyner BOCTIpUHSTA TPEACTaBUTENIEM aMEPUKAHCKON (UpPMBI Kak 5
depans 2000 roma, a mpeacraButeneM OputaHckod ¢upmbl — kak 2 mas 2000 roma. D10
CBSI3aHO C OCOOCHHOCTSIMH ITPOUYTEHUS JIaT B Pa3HBIX CTpaHAX:

CIIA 2/5/2000 mecsinx 1eHDb TO/,

Besmkoopuranus 2 /5 /2000 nenb mecsin roa.

JonyckaeTcss COKpallleHHMEe Ha3BaHHl HEKOTOPBIX MECSIEB, HMEIOIIUX MHOTO 3HAKOB B
HanucaHuu. 3aMeHa MUGPOBBIM 0003HAYECHUEM HAa3BaHUM MECSIIEB B aHTJIOS3BIUYHBIX CTPAHAX HE
NpuHITA. 3HAKW NMPENUHAHUS B 0003HAYEHHUH AT JOIMYCKAeTCsl He YKa3blBaTh. MexXIyHApOIHON
opranuzanueit mo crangaptuzanuu (ISO) B cBsi3u ¢ KOMIbIOTEpU3AIMEH JEIONPOU3BOICTBA
pPEKOMEHIyeTcsl YHUBEpcanbHOe u(poBoe 0003HAUEHKE AaT.

DneMeHThl 0003HaYEHUS MPUBOJISITCS B CIAEAYIONICH MOCIET0BATEIIbHOCTH

roa, mecsit, 1edb. Hanpumep: 2000-12-31 uiu xaxe — 20001231,

PexBusur 4. Agpecar. PacnpocTpaHeHHBIMH BapuaHTaMH aJpecOBaHUSl MHCbMa SIBISIOTCS
aapecoBanue ¢Gupme (IpU 3TOM BO3MOXKEH Cciy4ail, Korja B Ha3BaHUM (UPMBI yKazaHa
dbaMuus) u agpecoBaHUE JOJDKHOCTHOMY JHUIYy (KOT/Ia M3BeCTHa (aMuiIusl ajpecara M Korja
OHa HEM3BECTHA, KOTJa agpecaT MYXYMHAa M Korja >keHmmHa). Eciu muchMo HampaBisieTcs
dbupMe, TO CHauvaja yKa3bIBaIOTCA €€ Ha3BaHUE, 3aTE€M aJpec B TaKOW MOCIIEeIOBATEIHLHOCTH:
HOMEp JO0Ma, Ha3BaHWE YIHWIIBI, Ha3BaHWE Tropoja, 0003HAYeHHE MOYTOBOTO paiioHa (Tpu
Heooxomumoctr). [lpu anpecoBanum muchkma B CIIIA mpuBOIuTCS COKpalieHHOE Ha3BaHUE
nITara, mpu apecoBaHuU B AHTIUIO — HazBaHue rpadctsa. [locienHnel cTpokol yKazbIBaeTCs
crpaHa. Hanpumep:

Continental Supply Company

312 Sixth Avenue

New York, NY, 11011

U.S.A.

VYkazanue B ajpece mTara U rpadcTBa CBA3aHO C TeM, 4TO cama ¢upma uin ee Qumuan,
BO3MOYKHO, PacCIiOI0OKEHbI B TPOBUHITMATIFHOM HACEJIEHHOM MTyHKTE, Ha3BaHUsI KOTOPHIX HEPEIIKO
noBTOpstOTCsA. HazBanus rpad)CTB U MITATOB MOTYT MPUBOJUTHCSA B COKpallleHHH. B Tom ciyuae,
Korga B Ha3BaHuW (GUpPMBI yka3zaHa (amwims (HECKOJBKO ¢aMuiauil), Tmepes Ha3BaHUEM
NpUBOAUTCS coBO Messrs. Hanpumep: Messrs John Brown and Co., Ltd.

[Ipu appecoBaHuu mHUCbMa yIpaBisiomeMy (pupMoil, dhamMuins KOTOPOro HEM3BECTHA, aJpec
MULIETCS MO 00pa3ny:
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The Manager

The Hong Kong Banking Corporation.

Ecnun mucemo agpecyercst ympasisitonieMy (UpPMOH Takoro ske panra, (amuius KOTOPOro
M3BECTHA, TO B 3TOM cily4ae (pamMuiIus IPUBOIUTCS MEPBOIi, 3aTeM YKa3bIBAa€TCs JOKHOCTh: M.
Edward W. Hertzfeld, President Hertzfeld Home Appliances, Inc.

[IpuBeneHHble crMOCOOBI XapaKTepHBI ISl aJlpecoB MUChbMA MEHEDKEPY WM MPEe3UACHTY
kommanuu. [Ipu agpecoBaHUM NMUChbMa COTPYJHHKY MEHBILIETO paHra yKa3bIBAIOT (haMHIIHIO
COTpYJIHUKA, 3aTE€M Ha3BaHUE (UPMBI, [0 BO3MOXHOCTH Ha3BaHUE OTJeNa U, HAKOHEI, MOTHBIN
azpec.

Eciu nuceMo azapecyercs MyKuuHE, TO Iepea ero damunuend cieayer nucartb Mr —
cokpauienue ot cioa Mister (Mr Alan White; Mr D. C. Robinson u 1. i.). [Ipu agpecoBanuu
JISTIOBOTO MHUChMa 3aMYKHEH KEHIIMHE ClIeNyeT yKa3biBaTh MIS — cokpaineHue ot cioBa Mistr
s HesaMyskHe# nuieTcst noaHocTbio Miss (Mrs RoseSSt Mrs C. Davies, Miss G. Palmer).
Bmecro ykazanust Mrs nin MiSS MOXHO MTPUMEHSTh YHHBEPCAIbHOE COKpPAIIICHHE.

[Tpu neyaTaHuu peKBU3UTA UCIIOJIB3YIOT MUHUMAJIbHOE YUCIIO 3HAKOB IIPETIMHAHUS.

PexBu3uT 5. YKa3aHue Ha KOHKPeTHOe JIMIO. PeKBU3HT NpeaHa3HA4YeH IS TOTO, YTOOBI B
cllyyae OTCYTCTBUS (aMWIMM TIONydaTelss B ajapecare yka3aTh (aMWINI0O KOHKPETHOTO
JTOJKHOCTHOTO JIUI[a, KOMY HMEHHO CIeAyeT YWTaTh JaHHOe mucbMo. Eciam damunus
JOJIKHOCTHOTO JIMIAa HEU3BECTHA, YKA3bIBAETCsl HA3BaHUE JOJKHOCTH UJIH OTAENa GUPMBI.
Ctpoka ¢ yka3aHHeM JOKHOCTH Wi (aMUIMK TIOMENaeTcs HEMOCPEICTBEHHO MO/ aIpECOM H
0c000 BbIAETSETCS (TIeYaTaeTcst ApyTruM mpu(ToM, B pa3psAaKy, TOAYEPKHUBACTCS ), HANIPUMEP:
Messrs Black and Sons,

115 Churchill Avenue

Maidstone, Kent

ZH8 92B

Great Britain

Attention: Mr P.Wilson

Gentlemen

Hcnonp30BaHne 3HAKOB IPENUHAHUS B PEKBU3UTAX — MUHUMAIIbHOE.

PexBusur 6. O0pamenne. BerynurensHoe oOpalieHue MpeacTaBiaseT co0oi OOLENpUHATYIO
CTaHJapTHYIO (OPMYILy, SBIISIOIIYIOCS HEOTHEMIJIEMOM YacThIO 3TUKETA JeN0oBoro nucbMa. OHO
MIOMEIIAaeTCsl Ha JIEBOM CTOpOHE OjaHKa MUChMa M0/ BHYTPEHHMM aJpecOM M IHUIIETCS Ha
OTJIeNbHON CTpoke. B 1enoBoil KOppeCHOHJEHIIMM MPHUHITO HECKOJIbKO (hopMm oOpalieHui,
pasnuyaromuxcs cBoed "ToHambHOCTHIO". B muceMax kK ¢gupmam M OpraHuzanusM OOBIYHO
yIOTPEOISIOTCS CEAYIOIIE (POPMYITBI:

Ecnmn mmcbMo anpecyercss kakoii—au0o ¢upme, TO 0OBIYHO YHOTpeOJssitoTCs oOpalieHus
Gentlemen:, Ladies:. IToguepkuyTro odunuansHo 3Bydar obOpamenus: Sir:, Madam:, Sirs:,
Mesdames:. Taxxe opurraabHBIME BIsIIOTCS oOpatnenus: Dear Sir:, Dear Madam:.
Obparenue ¢ ykazanueMm (amMuiInu 3ByduT MeHee opuimansHo: Dear Mr Alien:; Dear Mrs
Alien:.

Ectp pasnuuue B ynoTpeOJeHUMM 3HAKOB IMpenuHaHus B ¢opmyne obOpamenus: B CIIA
UCTIONB3YIOT ABOeTOouMe, B AHrnu — 3ansatyro (Dear Sir:, Dear Mr Smith:)).

PexBusur 7. O0mee cogep:kaHue mucbmMa. B 0Te4eCTBEHHOM JAEIIONPOU3BOJICTBE PEKBU3UT
HOCHUT Ha3BaHME «aHHOTAIMs» (''3arooBOK K TeKCTy"). PEKBU3UT B cxxaToit popMe OpueHTUpYeT
JIEIIOBOTO MapTHEPA B COJIEPKaHNUU MUChMa. B aHTIIOA3BIYHBIX CTpaHaX OH HEPEJIKO OITYCKaeTCs.
Oob1ee conepkaHne MUChbMa MpeaBapseT OCHOBHOM TEKCT, pa3MeIaeTcs Ha OTAEIbHON CTPOKe U
BCEr/la BbIIETISETCS, HAalpuMep:

Order Ne 1234 for Snow Racers

We have received your letter...

Jpyroii BapuaHT 0(OpMIICHUS] pEKBU3UTA BBITIISANUT TaK:

Subject: Up—to—date List of Addresser

Re: Policy Ne714056
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In re: Letter of Credit Ne 12/146

"Re" — 310 cokpamieHHOe BbIpakeHHe "in re", 4ro o3Hadaer 'mo aeny", "KacaTenpHO",
"OTHOCUTENBHO".

B pexBu3uTe mooupsieTcs OTKpbITas MyHKTYyalusl.

PexBusur 8. Texkcr mucbma. OCHOBHOH pEKBU3UT JI€JI0BOIO MHCbMa II€YATAETCS HUXKE
yKazaHusd Ha ero ooumee conaepkanue uepe3 3—4 uHTepBaia. TekcT mucbMa pa3OuBaeTcs Ha
a03ar11bl, KOTOPBIX OOBIYHO JIBA: B TIEPBOM COJIEPXKUTCSI CMBICIIOBAs YacThb JOKYMEHTa, BO BTOPOM
MPUBOUTCS 3aKIIOYUTENIbHAS (pa3a BEKIUBOCTH.

Tekct mevaraeTcs MO IIMPHHE CTPAaHUIBI 0e3 KpacHOW CTPOKH. Ab3all ONpeAessieTCs OJHUM
MEXCTPOUYHBIM UHTEPBAIOM.

CMBICTIOBast 4acTh JOJDKHA M3JIaraThCsl JICIOBBIM, OJHAKO IMOAYEPKHYTO YBAKUTEIBHBIM TOHOM,
OTIINYATHCA SICHOCTBIO JIEKCUKH, OBITh JIOTHYHOMN U yOAUTEIHHOM.

3akimounTenbHas (pa3a BEXKIMBOCTH HOCUT CTEPEOTUITHBIN XapakTep. Hanpumep: Your prompt
reply be appreciated (Ms1 611 ObI Oi1aromapHsl 3a Baill CKOpbiii oTBeT); Please accept thanks
in advance (3apanee npumuTe Hamy Onaromaprocts): With my personal regards and good
wishes (ITpuMuTe MO HAMTYYIITHE TIOXKETAHUS) U T. II.

Ecnu muceMO HOCHT XapakTep HpUIIIAIIEHHUsS, TO MOJ TEKCTOM MHCbMa C IMPaBOH CTOPOHBI
BcTpeuaeTcs cokpamienue R. S. V. R., kotopoe o3HauaeT: '"nmoxalnyicra, oTBeTbTe .

3HaKM TpeNMHAHUS B TEKCT€ MHChMa YHNOTPEOISIOTCS B COOTBETCTBHH C TIPaBUIIAMH
MyHKTYaIUu.

PexBuzur 9. 3aBepmaromas  ¢opMmyja  BeXKIUBOCTH. PexBusuT  pasmemaercs
HEMOCPEACTBEHHO MOJ] TEeKCTOM MHchbMa cieBa. Dopmyna BEKIMBOCTH MOKET HOCUTH CTPOTO
ounmanbHbIA, OQUITHATEHBINA 1 MEHee OQHUIIMATBHBIN XapaKTep:

Pycckuii 3kBUBaJICHT

Yours faithfully, Crporo opunmansHo C yBaKeHHEM
Yours truly,

Yours very truly,

Yours very sincerely, Od¢unuansto C yBaxenuneMm Bam

Yours sincerely,
Sincerely yours,
Very cordially yours, Menee opunmansao Mckpenne Barr
Yours cordially,
Cordially yours,

[Ipu neyataHuy peKBU3HUTA MOOIIPAETCA OTKPBITasi MyHKTYyaIIHsl.

PexBuszut 10. IMogmuch. PexBusutr momemnraercs moa Qopmynoil BexauBocTu. Ilpu sToM
OTJIETbHON CTPOKOM MPUBOAUTCS Ha3BaHKUE (DUPMBI, COBIIA IAIONIEE C IPUBEACHHBIM B 3ar0JIOBKE.
3aTeM IPUBOAMTCS MOAINMKCH JIMIA C YKA3aHUEM 3aHUMAEeMOM JOJKHOCTH, MHOTIa BKIKOYAETCS U
Ha3BaHUE OTJEJIA, HAIIPUMED:

Dennis J. Stenberg, Manager

L. K. Thompson Manager

Export Department.

Pexomennyercst OTKpbITast MyHKTYaLHs.

PexBusur 11. Ilpuinoxkenue. PexBU3UT pa3memiaercs B JIEBOM HMKHEW YacTH JOKYMEHTA
OTIENbHOW CTpoKoW. HamMmeHOBaHWIO TpWIOKEHUs TpeamiecTByer cioBo Enclosure
(cokpamenno — Encl., win Enc.), Hanpumep:

Enclosure: Contract

Encl: 1. Contract

2. Cheque.

Hymepanuss u paccTaHOBKa 3HAKOB TNIPENMHAHUS OCYIIECTBIIAETCS B COOTBETCTBHM C
MPUBEJICHHBIMU IPUMEPAMH.
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PexBusutr 12. Yka3anue Ha paccblLlKy konuii. Ilpu HeoOXOOMMOCTH pacChUIKM HHCbMa
HECKOJIBKUM ajjpecaTaM B JIEBOM HIJKHEM YUy, MOCJIE yKa3aHus HAa HaJM4YMe IPHIIOKEHUH,
numercs: cokpamenne CC u craButcs nBoeroune. CC o3navaer carbon copy, T. e. "komus".
3areM yka3blBarOTCs (haMUIIMU JIMLL 1 HAMMEHOBAHUS OpraHU3alMi, KyJa HaIpaBIIsAIOTCS KOIMHH,
Hanpumep:

CC: MrJelfrey H. Winston

Mr. Robert Baily

CC: Regional Sales Department

Hcnonp30BaHne 3HaKOB IPENMHAHNS — MUHUMAJIbHOE.

9. IEYHATAHUE U TUPA’KUPOBAHUE JOKYMEHTOB

[leyaranue u THUpaXUPOBAHHE JIOKYMEHTOB, IOAJIEXKAIUX PETUCTPALlUU CEKpeTapuare,
OCYILECTBIISICTCS. CTPYKTYPHBIMU HOJpPA3JeICHUS MU (UCIOIHUTENAMH). THpaku JOKYMEHTOB
IIPEIOCTABIISAIOTCS C OPUTMHAIIOM Ha IOJIIUCH PYKOBOJICTBY UEPE3 CEKpETapuar.

IleyaraHue ¥ THpa)KUPOBAHUE NIPUKA30B, PACIIOPSIKEHUM, IPUIIOKEHUN K HUM OCYIIECTBIISAETCS
TaK)K€ CTPYKTYPHBIMHU MOIPA3AEIICHUAMU, UHULIMUPYIOIIUMHU JaHHbIE TOKYMEHTBHI.
TupaxupoBaHUIO MOAJIECKAT TOJBKO JIOKYMEHTBI, OTHOCSILIHUECS K CIY)KEOHOH JAeATeIbHOCTH
WHCTUTYTa. THUpaXupoBaHHE IOKYMEHTOB ¢ rpudom " ciayxeOHOro Mob30BaHM"
IPOM3BOJIUTCS C pa3pelleHus 0T/ie1a MOOWIN3aMOHHON U CIIeUalbHON pabOThlI.

KonTpons 3a  KOmMpOBaHMEM UM  THUPAXKHUPOBAHUEM  JIOKYMEHTOB,  PALMOHAIBHBIM
MCIIO0JIb30BAaHUEM OPITEXHUKH B CTPYKTYPHBIX IOJAPA3ACICHUAX BO3JIAracTcsi Ha pyKOBOAUTENEH
IIOAPA3/ACIICHAMN.

10. IOPSJOK UCITIOJTHEHUSI IIOPYUYEHUI B UHCTUTYTE

OCHOBHBIMU 33JJa4aMi KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB SIBJISIIOTCS:

- CBOEBPEMEHHOE UCIIOJIHEHUE JOKYMEHTOB, IOCTYIIUBIINX U3 BBILIECTOSAIIMX OpraHU3aLVi;

- oOecnieyeHne O€3yCIOBHOIO BBIOJIHEHUS MOPYYEHUH peKTopa M IPOPEKTOPOB 11O
HaIPaBIICHUSM;

- OpraHu3alus U OCYIIECTBJIEHUE KOHTPOJII 3a CBOEBPEMEHHBIM HCIIOJHEHHEM IPUKA30B U
paclopsDKEHUH PEKTOpa U NMPOPEKTOPOB, PEIIEHUIH YYEHOIO COBETa MHCTUTYTA, PEKTOPCKOIO
COBETa;

- obecrieyeHrne PYKOBOJICTBA MHCTUTYTa OMNEpaTHMBHON MHGopMaunuedl o XoAe M pe3ysbTaTax
BBITNIOJTHEHUSI IPUHATHIX PACHOPSAUTEIbHBIX JOKYMEHTOB;

- MTOBBIIIEHUE NTEPCOHATIBEHOW OTBETCTBEHHOCTH PAOOTHUKOB MHCTUTYTA 3a MOPYUYEHHBIH Y4acTOK
paboThI ¥ COCTOSTHUE UCTIOTHUTEIBCKON TUCITUIIINHBL.

10.1. Opranu3anus KOHTPOJISI HCIIOJTHEHHS

KonTposnto 3a ucnonHeHneM nojajiexar Haubosee BaKHbIe BXOASIINE, HCXOAIIUE U BHYTPEHHNE
JIOKYMEHTBI:

- BCE JJOKYMEHTBI, TOCTYIUBIINE U3 IPABUTEIbCTBEHHBIX OPraHoB;

- IOCTAHOBJIEHNSI OPraHOB aIMUHUCTPALINY;

- BCE JOKYMEHTHI, MOCTYNHBIIME W3 BbIIIECTOSAMMX yupexaeHud (Munobpnayku Poccum,
PocoGpramzop u 1p.);

- pellIeHus] yYEHOT0 COBETa MHCTUTYTA;

- pEIIEHUs] PEKTOPCKOTO COBETA;

- IPUKa3bl U paCHOPSKEHUs PEKTOpa C YKa3aHHEM CPOKOB HCIIOJIHEHUS;

- PE30JIIOLIMM PEKTOPA Ha BXOAAIIEN KOPPECTIOHACHIINH;

- YCTHBIE PAaCIOPSKEHUS PEKTOPA;

- IPUTJIALIEHNS HA Y9acTHsI pEKTOPA B TEX MM UHBIX MEPONPHUATHSIX.

CtpykTypHOE TOJpa3fefieHue WU JOJDKHOCTHOE JIUI0, YKa3aHHOE B IMOPYYEHUHU IIEPBBIM,
ABJIIETCS OTBETCTBEHHBIM HCIIOJIHUTENEM IOPYYEHHUS, PYKOBOJIUTENIb 3TOTO0 CTPYKTYPHOIO
HOJpPa3/IeJIEHUs] OpraHnu3yeT paboTy MO MCIOJIHEHUIO MOPYYEHUs U HECET OTBETCTBEHHOCTh 3a
€ro UCIOJHEHHE.
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M3MeHeHne OTBETCTBEHHOI'O MHCIIOJIHUTENSI M COCTaBa COMCIIOJIHMUTENEH OCYIIECTBISETCS IIO
JOKYMEHTaM, HaIPABJICHHbIM Ha WCIOJHEHUE IIOPYYEHHUEM DPEKTOpa, — Ha OCHOBAaHWUH
PE30JIIOLIMH PEKTOPA, aBIIETO OPYUYEHHE.

M3MeHeHHe OTBETCTBEHHOI'O HCIIOJIHUTENS U COUCHOJHMUTENEeH odopmiseTcs (y4UThIBAETCS)
CEKPETAPUATOM.

B ciydae eciau mopydeHue BBIXOJUT 3a IPEeIbl KOMIETEHIUH COUCIIONHUTENEH (CTPYKTYPHBIX
NOJpa3/ieJICHNI),  ONpPEIEJIEHHbIX  IOPYYEHHUEM, PYKOBOAWUTEIM  3TUX  CTPYKTYPHBIX
HoJpa3/ieleHuil 00ecreunBaloT €ro UCIOJHEHUE B IpelesiaX yCTaHOBJICHHON KOMIETEHLUH.
ITpy >TOM OTBETCTBEHHBIH HCIOJIHMUTEIb IPEACTABISAET JAaBIIEMY MOPYYEHHE PYKOBOIUTEIIO
JIOTIOJIHUTEIIbHBIE MPEATIOKEHU 00 U3MEHEHUH COCTaBa COUCIOJIHUTEIEH MM O NPUBJICYCHUU
HOBBIX COUCHOJHHTENIEH B TedeHUe 3 JHel C 1aThl 0pOpMIICHHS MOPYUYCHHS, a 10 CPOYHBIM U
OIEpaTUBHBIM [TOPYYEHUSIM — He3aMeAJTUTEIbHO.

Coucnonautenu (CTPYKTYpHbIE TOJApA3/IeNieHUs) B TEUECHHE TMEepBOWM TIOJOBUHBI CpPOKA,
OTBEJICHHOIO HAa HCIIOJIHEHUE IIOPYYEHHUs, IPEACTABIAIOT OTBETCTBEHHOMY HCIIOJIHUTEIIO
IPEJJIOKEHUS, OANMCAHHBIE PYKOBOIUTENIAMU (3aMECTUTEISIMU PYKOBOJUTENEH) CTPYKTYPHBIX
MOJIpa3ICICHU M.

CoucnosHUTENN O0TBEYAIOT 332 KaUeCTBO MPOPAOOTKU U CBOEBPEMEHHOCTb IIPEJICTABICHUS CBOUX
IIpeUIoKEHUHN. B ciiydyae HECBOEBPEMEHHOIO MPEACTABICHUS IPENJIOKEHUN COMCIIOIHUTEIEM
OTBETCTBEHHBII HCIIOIHUTENb HHPOPMUPYET 00 3TOM PyKOBOJUTENS, AABILETO IOPYUEHUE.

B cnyuyae ecnu mopyueHue pekropa (IIpOPEKTOPOB) HE HCIOJIHEHO B YCTAHOBJIEHHBIH CpPOK,
OTBETCTBEHHBII HUCIOJHUTENb II0CJIE€ MCTEYEHMsS] CPOKa, YCTAHOBJIEHHOI'O JJISl HCIOJHEHUS
HOpPYYEHHUs, MPEICTABISAET OOBSICHEHHWE O XOJ€ WCIHOJIHEHUS IOpYyYeHHs C YyKa3aHHEM
JOJDKHOCTHBIX JIMII, HA KOTOPBIX BO3JIO)KEHO MCIOJIHEHHE IOPYYEHUs, MPUYUH €ro
HEHUCIIOJHEHMS B YCTAHOBJICHHBIN CPOK M MEP OTBETCTBEHHOCTH, IIPEIIAraéMblX MJIM MPUHATBIX
B OTHOLIEHUH BUHOBHBIX B HEMCIIOJIHEHUU IOPYYEHUSI pAOOTHUKOB.

[Topyuenust 1oBoOAATCA 4O PYKOBOAUTENEH CTPYKTYPHBIX NOJIpA3AcIeHUN, KaK NIpaBuio, B J1€Hb
UX MOCTYIUIEHUS B UHCTUTYT, @ CPOUYHbBIE U ONlePATHBHbIE — He3aMeJINTeJIbHO.
ITocTynuBmIMEe B COOTBETCTBYIOIIHME CTPYKTYPHBIC IOAPA3/ieJCHUS] NMOPYYCHHUS M HMHbIE
JAOKYMEHTBI PAacCMaTPUBAKOTCA PYKOBOAUTEISIMH CTPYKTYPHBIX MOApa3/iesleHUil B
cJIeAyI0IIeM MOopsiaKe:

NMOpy4YeHUs] M JOKYMEHTbI, mnocrynuBmme a0 17 4yacoB Tekylero padodero [Hs,
PaccMaTpHUBaIOTCS 10 Mepe UX MOCTYIICHHS ;

MOpYUYEHUs, COZIepKalle yKazaHue ''cpovHo', U onepaTuBHbIE MOPYUYEHUS pacCMAaTPUBAIOTCS
PYKOBOIMTEISAMU CTPYKTYPHBIX MOAPA3ACICHUI B TeYEHHE 4aca C MOMEHTA UX MOJTYYECHHUS.
Cekperapuar HampaBliieT B CTPYKTypHBIE [OJApa3JeNeHUs MOpPYyYEHUs MO BOIpOcam,
OTHOCSIIIUMCSI K X KOMIIETEHLIUH, U1 KOHTPOJIUPYET UX MCIIOJIHEHHUE.

PykoBoguTenu CTpYKTypHBIX TOJpa3felieHuidl, Ha KOTOPBIX BO3JAaraeTcsi HCIOJHEHUE
MIOpYYEHUHN, HECYT IEPCOHAIBHYI0 OTBETCTBEHHOCTh 3a KayeCTBO U CBOEBPEMEHHOCTH
MpEeJICTaBICHUSI B CEKpeTapuaT MaTepUasoB JUIsl TOKIa/1a PeKTopy.

[Tpy HE0OXOAMMOCTH CPOYHBIE M OTIEPATUBHBIC MOPYUYCHHSI MOTYT OBITh JOBEIEHBI 10 CBEIEHUS
PYKOBOAMTENEH CTPYKTYPHBIX MOAPA3EICHUN 1 UCIIOJHUTENEH ITyTeM HaIlpaBJIeHUs UM KOIHU
MOPYYEHUs], SJIEKTPOHHBIM COOOIIEHHUEM C MPHUKPEIJICHHBIM (aitioMm 1100 1o (aKCUMHUIBLHON
CBSI3H.

[Topydenus, conepxaiue ykazaHue '"cpouHo", "He3aMeATUTENbHO" (WIM aHAJIOTUYHOE),
MOJyIeKaT HWCIOJHEHWI0 B TEYEHHWE 3 JHEW C JaThl MNOANUCAHUS TOpPYYEHHUs. YKa3zaHHe
"onepaTuBHO" npeycMaTpuBacT 10-THEBHBIN CPOK MCIIOIHEHUS IOPYYEHUSI.

CpoK HCHOJHEHUs, YCTAaHOBJICHHBI PEKTOPOM B YKa3aHUHM [0 KCIOJIHEHUIO JOKYMEHTa,
ABJIAETCS MHAWBHAYAJIBHBIM CPOKOM HCIIOJIHEHHS M HCIOJb3YETCSd B KAadyeCTBE OCHOBHOI'O
KpUTEpHsI B IPOLECCE aHAIM3a HCIOJHMUTENbCKON IUCHUIUIMHBI (MCIOIHEHO BOBPEMS/HET).
PexTop ycTaHaBnMBaeT CpPOKM MCIOJIHEHMSI MCXOAd M3 3HAYMMOCTH JJIs  JESITEIBbHOCTU
MHCTUTYTa KOHKPETHOTO BOIIPOCA, U3JIOKEHHOTO B JOKyMeHTe. OTBET Ha IUChbMa C YKAa3aHUEM

59



[0 MKCIIOJIHEHUIO (PE30JIIOLMEN) PpEKTOpa, COAEp)Kallel KOHKPETHOE M MCUYEPIIBIBAIOLIEE
pelIeHre BONpoca, MOArOTABJIUBAIOTCS B TOT Ke [1eHb.

3anpocsl, MOCTYNAOLIUE U3 IPABOOXPAHUTEIBHBIX OPIaHOB, B COOTBETCTBUH C
3aKOHOJATeIbCTBOM HUCIIOJIHSIIOTCS B YKa3aHHBIN B 3alIpOCe CPOK, a €CIIM CPOK HE YCTAHOBJIEH — B
teuenue 10 gueit. B cinydasx, korya 3anparmBaeMast HH(GOpMaIs He MOXKET ObITh
IpeJOoCTaB/IeHa B YKa3aHHBIN B 3alIpoce CPOK, UCIIOIHUTEIb HalpaBiIsgeT HHULHATOPY 3apoca
OTBET O HEBO3MOXKHOCTHU €T0 MCIIOJIHEHUS B YKA3aHHBIN CPOK (C yKa3aHUEM IPUYMH ), a TAKKE
yKa3bIBa€T BO3MOXKHBIM CPOK €ro UCIOJHEHHUS.

[TucpMa-mopy4yeHusi, MHCbMA-3alpOCHl  BBIIIECTOSIIIUX  OPraHMU3alMi  MCIOJHAIOTCS K
YKa3aHHOMY B HUX CPOKY WM B TeueHue 10 qHen.

[TucpMma npeanpuaTuil, yapexaeHui, OpraHu3aluii NCIONHAIOTCA B TeueHue 10 quei.

Ecnn nocnenHuil eHb cpoka MCIOJHEHHMs MOPYYEHHUS NPUXOAMTCA Ha Hepabouuil JeHb,
Nopy4eHHe MOAJIEKUT UCIIOJHEHUIO B IPeIIeCTBYIOIMI eMy pa0o4uii 1eHb.

TumnoBele CPOKM HCIOJHEHUS JOKYMEHTOB IIpelyCcMOTpeHbl B I'OCyaapCTBEHHOH cucreme
JIOKYMEHTAIlMOHHOI'0 00eCIeYeHHUs yIpaBICHUS.

10.2. KoHTpoJb HAJl HCIIOJIHEHHEM IOKYMEHTOB U NMOPYy4eHuii

Opranm3anus KOHTPOJS HAJ UCIOJHEHHEM JOKYMEHTOB JOJDKHA O00ecrednmBaTh HX
CBOEBPEMEHHOE U KaUeCTBEHHOE UCIIOJHEHHUE.

JleificTBHS 110 KOHTPOJIIO HaJl UCIIOJIHEHUEM JOKYMEHTOB BKIJIIOUAIOT B ce0sl HEMOCPEICTBEHHYIO
IOPOBEPKY M pPETyJUpOBaHME XOAA HUCIOJHEHUS, y4eT M aHalu3 pPEe3yJlbTaTOB HCIOIHEHUS
KOHTPOJIMPYEMBIX JOKYMEHTOB B YCTAHOBJIEHHBIE CPOKH.

KoHTponb OCYLIECTBISAIOT PYKOBOJAMTEIM CTPYKTYPHBIX IOJPA3/IENCHUM, CeKpeTapuar Hu
OTBETCTBEHHBIE UCIIOJIHUTEIH.

KoHTponb HCIIOMHEHHS OpraHU3allMOHHO-PACTIOPAAUTENbHBIX JOKYMEHTOB OCYIIECTBIISIETCS
yIpaBiICHUEM JellaMH, ¢ MOCIEeAYIolIed nepenadyell CBOJHBIX JAHHBIX 3a HEAENI0 MOMOIIHUKY
pPEKTOpA IJIs O3BYUNBAHHUS HA €KEHEEIIBHBIX IIJIaHEPKaX.

KoHTponb wucCnomHeHHsT JOKYMEHTOB JpPYI'MX CHUCTEM JOKyMEHTauuu (IJIaHOBOM, IIO
MaTepHaIbHO-TEXHUUECKOMY CHA0KEHHIO M T.JI.) BEAETCA MO MOPYYEHUIO PYKOBOAMTENEH B
COOTBETCTBYIOIIUX CTPYKTYPHBIX MOAPA3IETCHUSIX.

CTpyKkTypHBlE TOApa3JeNeHus MHCTUTYTa B COOTBETCTBUUM CO CBOMMHU (YHKUIHSIMHU
OCYIIECTBIISIOT KOHTPOJIb 110 CYIIECTBY COJEPKAaHUS U CPOKAM UCIIOJTHEHUS TOKYMEHTOB.
OTBETCTBEHHOCTh 3a OPraHU3aLMI0 KOHTPOJISI MCIIOJHEHHMS BO3JIaraeTcs Ha PYKOBOAUTEIEU
CTPYKTYpHBIX mNojapasfeneHuid nucrutyra (Ilamsitka OTBETCTBEHHOrO 3a JAEIONPOU3BOJICTBO B
CTpyKTypHOM nojipasnenenun) (Ilpnioxenne Ne 1).

Cekperapuar 0Ka3bIBaeT METOAMYECKYIO TIOMOIIb B OPraHU3alluK ATON pabOTHI.

CekperapyaT B LEHTPIN30BAaHHOM TOpsiiKe OOecCreyuBaeT ONepaTHBHbBIN KOHTPOJIb 3a
UCIIOJTHEHUEM JIOKYMEHTOB, a TaKXe ydeT W 000OIIeHHE HCIOIHUTENIbCKON AMCHUIIIMHBI B
UHCTHUTYTE.

KoHTposb 3a ucronHeHneM 10KyMEHTOB BKIIIOUAET B ceOs:

- IOCTAHOBKY JJOKYMEHTa Ha KOHTPOJIb;

- IOBEJIEHHUE /10 UCTIOJTHUTENS JOKYMEHTa (TOpy4eHHUs);

- IPOBEPKY U PETYIMPOBAHUE X014 UCIIOJTHEHMS;

- Y4eT 1 00001IeHNEe PEe3yIbTATOB UCIIOTHEHUS;

- ”H(OPMHUPOBAHNE PYKOBOJCTBA O COCTOSIHUU MCIIOTHUTEIBCKON AUCIUILTUHBI.

KonTpons Haj HCHOIHEHMEM MOPYYEHHM, BKIIIOYash MOPYYEHHUs PEKTopa, oOecreyrBaeTCs
cekperapuaToM. OTBETCTBEHHOCTh 3a obOecredyeHue paboThl MO KOHTPOJIO HCHOJIHEHUS
MOpYYEHUN MHCTUTYTA BO3JIaraeTcs Ha CeKpeTapHar.

KoHTpomb 3a paccMOTpeHHEM MOCTYNUBIINX B MHCTUTYT OOpallleHUH TpaskaH OCYyIIeCTBISAETCS
CeKpeTapuaToM, 00eCIeYHBAIOLIMM KOHTPOJIb 33 UCIIOJTHEHUEM TTOPYUEHUI.

OTBeTCTBEHHBIN 3a AEIONPOU3BOACTBO B CTPYKTYPHOM IOApA3CICHUH 00SI3aH COOOIIUTH 00
UCTIOJIHEHUH JIOKYMEHTA, MOCTABJICHHOIO Ha KOHTPOJb, B CEKpeTapuaT OTBETCTBEHHOMY 3a
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obecnieuenne QynkruonupoBanus cucreMbl KUITP (KoHTpons HCIIONHEHUS MOCTAHOBICHUH U
PaCIOpPSDKEHH ).

CTpykTypHOe mnoapasjejieHHe (JOJKHOCTHOe JIMIO) — HCHOJHHUTEJb He BIpaBe
CaMOCTOSITEJILHO IlepeaaBaTb B Jpyroe ImojpasjesieHHe 3aperiCTPUPOBAHHBIM U
HaIlpaBJICHHbI eMy Ha HCIIOJTHEHH e JOKYMEHT (3a1poc).

10.3. ITops10K CHATHA JOKYMEHTOB ¢ KOHTPOJIsI

JIOKyMEHT cuuTaeTcs MCHOJIHEHHBIM, KOI'/la pEelIeHbl OKOHYATEIbHO BCE IIOCTABIEHHBIE B HEM
BOIPOCHI U COOJIIO/IEHBI CPOKHU.

Cekperapuar, oOecneunBaroOnield KOHTPOJb HaJ HWCHOJHEHHEM IMOPYYCHHI, IpeKpamaeTt
KOHTpPOJIb Ha OCHOBaHUMU:

a) mpuHITHS (YTBEPXKIEHHUS) COOTBETCTBYIOIIEIO aKTa, pa3paboTKa KOTOPOTo IMopydanach
UCIIOJHUTENI0O (HA OCHOBAaHUM JOKYMEHTHPOBAaHHOW HWH(GOPMALUU  COOTBETCTBYIOIIUX
CTPYKTYPHBIX IIOJIpa3ieiieHui);

0) nmuceMeHHOI (yCcTHOM) nH(pOpMaLIUHU, TOCTYNUBIIEH OT UCTIOTHUTEIIS;

B) COOTBETCTBYIOIIEH PE30IOIUU peKTOpa (IPOPEKTOPOB); TOKYMEHTUPOBAHHOW HH(DOpMAIHH O
pelieHuu;

') JOKyMEHTa-0TBETa Ha JIOKYMEHT-3alpOC C YKa3aHUEM CPOKa UCIIOJHEHUS.

CHATP JOKYMEHT C KOHTPOJS MOXET TOJIBKO PEKTOp WM CEKpeTapuar, KOTOpPOE€ SBISETCS
KOHTPOJIbHOH CI1y:K00i, TOCTaBUBILIEN JOKYMEHT Ha KOHTPOJIb.

CekperapriaT BHOCHUT COOTBETCTBYIOIIYIO OTMETKY 00 HCIOJHEHHUU IOKYMEHTa B CHCTEMY
KUIIP.

Cekperapuar, oOecreurBamIIeld KOHTPOJIb 32 HCIOJHEHHEM IMOpPYYEHUH, MpeACcTaBIseT
IOMOUIIHUKY PpEKTOpa, IPOPEKTOpaM U PYKOBOAUTENSAM CTPYKTYPHBIX IOApa3JeIeHU
uH(GOPMAILIMIO 0 HAXOIAUINXCA HAa KOHTpoJie AoKyMeHTax 1o popme Ilpunoxenue Ne 24).

IIpu noaroroBke uHpopManuu 00 HCIHOJHEHMH [OKYMEHTOB, HWHpopMauus
NMPeACTABJISIETCH PYKOBOJACTBY /ISl H3JI0KEHUS HA IUIAHEPKAX.

E>xekBapTajgbHO CEKpeTapuaToOM TOTOBUTCS U NPEICTABIAETCS Ha JOKIJIAJ PEKTOPY CBOIHBIN
OTYET O COCTOSIHUM UCIIOIHUTENbCKON qucuIuinHel Ilpunoxenne Ne 25).

11. YYET 1 AHAJIU3 JOKYMEHTOOBOPOTA

VY4yer 00beMOB IOKyMEHTO000pOTa BEJIETCS B LENAX COBEPIIEHCTBOBAHUS OPraHU3allul PaOOTHI
C JIOKyMEHTaMH M pacueTa ONTUMAJIbHONW UHCIEHHOCTH paOOTHUKOB, 3aHSITHIX B
JIEJIONIPOU3BOJICTBE.

AHanu3z 00beMOB JOKYMEHTOOOOpOTa, CTPYKTYpbl JOKYMEHTOIIOTOKOB M  COJEp>KaHus
JIOKYMEHTOB, MOCTYNAIOIINX B MHCTUTYT M CO3[1aBAEMbIX UM, BEJETCS B LIENIAX PAlMOHAIBHOIO
pacnpenenenns JT0KyMEHTOIIOTOKOB, MOBBIIIEHUS UCIIOTHUTEIbCKON JUCIMILIMHBIL, KauecTBa U
7 (HEeKTUBHOCTH MPUHUMAEMBIX PEIICHUN.

JlanHble O KOJMYECTBE JOKYMEHTOB OOOOLIAOTCS, aHAIM3UPYIOTCS CEKpeTapuaroM H
IIPEJICTaBIISIIOTCS. PYKOBOJACTBY B YCTaHOBJIEHHOM IIOPSIKE B BHJIE€ CIIPAaBOK (CBOJIOK, OTYETOB)
CTaTUCTUYECKOr0 M aHanuTudeckoro xapakrepa (Ilpunoxenue Ne 26).

[Ton o6beMOM JOKYMEHTOOOOPOTa MOHMMAETCs KOJUYECTBO JOKYMEHTOB, IMOCTYNHBIIMX B
MHCTUTYT U CO3JJaHHBIX MM 3a OIPEIeIICHHbII Mepuo]i BpeMeHU (MeCsIIL, ToJ).

VY4er konudecTBa JOKYMEHTOB IPOBOAMUTCA IO PErMCTPAL[MOHHBIM JIaHHBIM CEKpeTapuarta.
CripaBOYHBIM amnmapaToM SBJISIOTCS )KYPHAJIbl PETUCTPALMN:

- BXOJAIIEN, UCXOISLIEN, BHYTPEHHEN KOPPECTIOHACHIINH;

- IPUKa30B, PACTIOPSKEHUH;

- BBIJIAUU JIOBEPEHHOCTEN;

- oOpalieHui rpaxiaH;

- BBIJIaUU HAMPaBICHUH B MOE3IKY 00yYarOIINXCS;

- KOMaHJMPOBOYHBIX yIOCTOBEPEHUI paOOTHUKOB CTOPOHHUX OpPTraHU3alN;

- y4eTa KOMUPYEMBIX U TUPAKUPYEMBIX TOKYMEHTOB.

3a enIuMHUIly y4eTa KOJUYeCTBa TOKYMEHTOB NMPUHUMAETCS 3K3EMIUISIP JTOKYMEHTa (TOJIMHHHUK
WIM KOMHS, €CIM 3TO €IMHCTBEHHBIM 3K3EMIULIp JOKYMEHTA). OK3EMIULIpPbl JOKYMEHTa,

61



nojy4aeMble B pe3yJbTaTe KOMUPOBAaHMUA WM THUPAXKHUPOBAHUS TOKYMEHTa, B O0beMe
JIOKyMEHTO00O0pOTa HE YYUTHIBAIOTCS.

VY4er konupyembIX U TUPAKUPYEMBIX JTOKYMEHTOB YIPABICHUEM JEJIaMU BEAETCS OTIENIBHO 10
YYETHBIM JaHHBIM B KypHaj€ y4yeTa KONUPYEMbIX JOKYMEHTOB JUIsl ONPENCIICHUS 3arpy3Ku
TEXHUYECKUX CPEJICTB, pacyeTa NoTpeOHOCTH B HOBOM 00OPYAOBaHUH.

[Ipn yuere ucCXoIAlIMX AOKYMEHTOB COINPOBOJUTEIBHOE NUCBMO M NPUJIaraéMbple K HEMY
JIOKYMEHTbI IPUHUMAIOTCS 32 OJJUH JOKYMEHT.

12. TOKYMEHTAJIBHBIY ®OHJ UHCTUTYTA

12.1. Pazpa6oTka u BeJeHIe HOMEHKJIATYPbI A€

Homenknarypa nen — cUCTEeMaTU3UpPOBAaHHBIA IEpeueHb 3arojiOBKOB  (HAaMMEHOBAaHUMN) Jed,
3aBOAMMBIX B MHCTHUTYTE, C YKa3aHHEM CPOKOB HUX XpaHEHHs, O(OPMIICHHBINA B YCTAHOBICHHOM
MOPSIZIKE.

Homenknarypa pen wucnonb3yercs Uil TPYNIMPOBKM HCIOJHEHHBIX JOKYMEHTOB B €A,
CHUCTEMaTu3alui U ydeTa JeJ, OMNPEEICHUs CPOKOB MX XpPAHEHUS M INOMCKA JOKYMEHTOB.
HomeHnkmarypa nenm sABJISIETCS OCHOBOM JUISL COCTAaBJICHMS OIMCEH JEJ IOCTOSHHOIO U
BpeMeHHOro (cBbimie 10 7eT) XpaHeHus, a Takxke Ajs ydera jAen BpemeHHoro (mo 10 mer
BKJIFOUUTEJIBHO) XPAHEHUSI.

Homenknarypa nen siBiusieTcsi OCHOBOM (hOpMHpOBaHUS JOKYMEHTAIbHOrO (POHIA HHCTUTYTA.
JoxymeHTanbHbIA (OHA MHCTUTYTA — COBOKYITHOCTh JIOKYMEHTOB, 00pa3yIOIUXCs B MPOIIECCEe
€ro JesTeNbHOCTH. JJOKyMEeHTaIbHbIA (POH]] MHCTUTYTa COCTaBISIOT TIOKYMEHTHI, CO3/IaHHbBIE B
MHCTUTYTE U TIOJyYEHHbIE UM B PE3yJIbTaTe B3aUMOJECHCTBUS C IPYTMMHU OpraHaMHy yIpaBJIeHUs,
opraHu3aiusMd M rpaxaaHamMu. OTBETCTBEHHOCTb 3a COCTaBJIECHHME HOMEHKIATYPbl JI€J
CTPYKTYPHBIX IOJpa3AeiICHNUN, MOPSAOK POPMHUPOBAHUS U OGOPMIICHUS A€, 0OECIICUCHHUS HX
ydyerTa M COXpPAaHHOCTH, OpraHu3alus I[epeAauyd el B apXUB HUHCTUTYTAa JISKUT HaA
PYKOBOJUTEISAX CTPYKTYPHBIX MOJAPA3AEICHUIM.

HomeHknarypa nen cocTaBisieTcs Ha OCHOBE H3Y4YEHMsI YcCTaBa MHCTUTYTA, IOJIOKEHUH O
CTPYKTYPHBIX MOJAPA3JENCHUSIX W JPYTUX JOKYMEHTOB, PETJIAMEHTHUPYIOUIUX JAESITEeIbHOCTD
MHCTUTYTA U MOPSAAOK €€ TOKYMEHTUPOBAHMSI, @ TAK)K€ HOMEHKJIATYp JEJI 3a IPEIIIECTBYIOLINE
roJibl ¥ JOKYMEHTOB, 00pa3yIoIIMXCs B JESITEIbHOCTH UHCTUTYTA.

B nHCTUTYTE COCTABIIAIOTCSI HOMEHKIIATYpPBI 1€ CTPYKTYPHBIX MOAPA3ACIE€HUI 1 HOMEHKIIaTypa
JIeJl MHCTUTYTA, UM CBOJIHAs HOMEHKJIaTypa Jiedl.

OTBETCTBEHHOCTh 3a COCTaBJICHHE CBOJAHOM HOMEHKJIATYphl A€l HMHCTUTYTa BO3JIOKEHA Ha
cekpeTapuar.

Homenknatypa fgea CTPYKTYPHOrO NOAPA3JACJCHUSI COCTABJIACTCH  PadOTHHKOM,
OTBETCTBEHHBIM 32 BelleHHe /IeJIONPOM3BOACTBA CTPYKTYPHOIO MoOJApa3JeieHus,
COIJIACOBBIBAETCSI CO CTPYKTYPHBIMHU IIOIPA3CIICHUMU HHCTUTYTA.

BHoBb co3n1aHHOe moapa3aesieHue B MeCAYHBbIH CPOK pa3padaTbiBaeT HOMEHKJIATYPY AeJl
No/Apa3/ieJIeHUs U NMpPeACTaBJIseT ee B CeKpeTapuar.

CBogHas HOMEHKJIATypa el MHCTHTYTa COCTaBJISIeTCS CEKpeTapuaToM W3 HOMEHKJIATyp el
CTPYKTYPHBIX IIOJIpa3AcICHUN.

Homenknarypa nen MHCTUTYTA, MOANMCAHHAs PYKOBOJUTENEM CEKpeTapuara, yTBEpXkAaeTcs
PEKTOPOM MHCTUTYTA IIOCJIE €€ COIVIACOBaHMS HE MO3HEE KOHIIA TEKYILEro rojia U BBOAUTCS B
JercTBre ¢ | sHBaps CleAyronero roja.

12.2. ITopsaaok 3anoiHeHHUs rpadg HOMEHKJIATYPHI eI

Homenknatypa nen crpykTypHbix mnoapasaeneHui (Ilpuioxenme Ne 27) wm  cBojHas
HOMEHKJIaTypa MHCTUTYTa cocTaBiseTcss Mo ycraHoBieHHOH ¢opme (IIpuiioxenne Ne 28) u
onpezaeneHHoit cxeme (Ilpuioxkenune Ne 29). B rpade 1 HOMEHKIATYpHI J1€1 MPOCTABISIOTCS
MHJAEKChl KaXJIOro Jiela, BKJIIOUYEHHOr0O B HOMEHKiIarypy. WHAekc pema CcOCTOMT U3
YCTAaHOBJIEHHOTO B HHCTUTYTE IM(GPOBOrO UHAEKCA CTPYKTYPHOrO MOApA3JEeICHUs U
NOpPSIKOBOTO HOMEpA 3arojioBKa JejJa II0 HOMEHKIAType B Mpeaelax CTPYKTYpHOTO
noapazaenenus. MHmekcsl nen o6o3navarorcs apadbckumu nudpamu. Hanpumep: 12-05, rae 12 —
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KOJ CTPYKTYpHOro mnojnpaszzaeneHus, 05 — NOpAIKOBBII HOMEpP 3arojioBKa Jejla B paszeie
HOMEHKJIaTyphl Jell.

B HOMEHKIIaType 11es1 peKOMEHAYETCsl COXPaHATh OJIMHAKOBBIE MHAEKCHI ISl OTHOPOAHBIX /1€ B
npezenax pa3sHbIX CTPYKTYPHBIX MOAPA3eNICHU; Ui IepeXOoAsIX €] HHAECKC COXPAHACTCS.

B rpady 2 HOMEHKIATYpBI J1e] BKIIOYAIOTCS 3ar0J0BKH e (TOMOB, YacTel).

3arojoBOK Jeja 4eTKo, B 00OOLIEHHOM (opMe OTpakaeT OCHOBHOE COJEp)KaHHE U COCTaB
JIOKYMEHTOB Jiea.

Ecnn neno, BKIO4aeMoe B HOMEHKIATypy Je€l, COCTOMT M3 OJMHAaKOBBIX BMJOB WU
Pa3HOBUAHOCTEN JOKYMEHTOB, B 3aroJIOBKE TaKOI'O J€jla yKa3blBaeTCs] HAaUMEHOBAHUE BHUJIOB
JIOKYMEHTOB, HallpUMeED:

IIpuka3pl MUHMCTEPCTBA 10 OCHOBHOM J1€ATEIBHOCTH.

He pexomenayercsi ynorpedJiiTb B 3arojioBKe /iejla HEKOHKpeTHbIe (opMyJIHMpPOBKH
("pazubie marepuanbl”, "oOmias mepemnucka' W Ap.), a TAaKXKE BBOAHBIC CIIOBAa U CIOXHbBIE
000pOTEHI.

3aroyIoBOK JieJla COCTOMT M3 3JIEMEHTOB, paclojaraéMbiX B CIEIYIOIIEH MOCIe10BaTENbHOCTH:
Ha3BaHMe BUJA Jiena (Mepenucka, )KypHai U JIp.) UM Pa3HOBUIHOCTH JOKYMEHTOB (IIPOTOKOJIBI,
IPUKa3bl U Jp.); Ha3BaHHE MHCTUTYTA WJIM CTPYKTYPHOrO MOJpa3jieiieHus (aBTOp JOKYMEHTA);
Ha3BaHUE OpraHU3allM, KOTOpoW OyIyT aapecoBaHbl WJIM OT KOTOPOH OyAyT MOJy4YeHbI
JIOKYMEHTHI (a7pecaT WM KOPPECIIOHACHT JOKYMEHTA); KpaTKoe CoiepKaHUE TOKYMEHTOB JeJa;
Ha3BaHUE MECTHOCTU (TEPPUTOPUH), C KOTOPOH CBA3aHO COJEpXKaHHUE JIOKYMEHTOB JieNia; Jara
(mepuon1), K KOTOPBIM OTHOCSITCSI TOKYMEHTBI JIena.

B 3aronmoBkax pgein, cojepXkamux JOKYMEHTbl IO OJHOMY BOIPOCY, HO HE€ CBS3aHHBIX
[IOCJIEZIOBATEIbHOCTRIO  MCIIOJHEHUs, B KauecTBE BMJA Jena YHNoTpeOiseTcss TEpMUH
"IOKyMEHTHI", a B KOHIIE 3arojOoBKa B CKOOKaxX YKa3bIBalOTCSI OCHOBHBIE Pa3HOBMIHOCTH
JOKYMEHTOB, KOTOPBIE JIOJDKHBI OBITH CTPYNITUPOBAHBI B jiesie (0030pbl, CBOJIKH, CIIPABKH U T.1I.),
HanpuMep:

JIOKYMEHTBI 0 pacCMOTPEHUH OOpaleHui rpaxkaad (0030pbl, CBOJIKH, aHATUTUYECKUE CIPABKH).
B 3aronoBkax e, comeprKallux MEPEnucKy, yKa3blBacTcs, ¢ KEM M IO KaKOMY BOIIPOCY OHa
BEJIETCS.

B 3arosnoBkax naen, coaepikKalux NEPENUCKy ¢ OJHOPOJHBIMH KOPPECIOHIEHTAMH, MOCIIEIHUE
HE YKa3bIBAIOTCSI, @ yKa3bIBAETCs UX OOIlee BUI0OBOE Ha3BaHUE, HAIIPUMED:

[Tepenucka ¢ apXMBHBIMM YUPEKICHUAMU O KOMILJIEKTOBaHMM ApXHMBHOro (oHaa Poccuiickoit
denepanny HAYYHO—TEXHUYECKON JOKYMEHTAIUEH.

B 3aronoBkax gen, cofepKallux NEPENNUCKY C pa3HOPOJHBIMA KOPPECIOHIEHTaMH, IOCIIEIHUE
HE MepeuuCIIsAioTCs, HapuMep:

[Tepenucka 00 oOpraHu3aly CEMHUHApOB M COBEIIAHUN IO BONPOCAM JOKYMEHTHPOBAHUS
YIIPABJIEHYECKON IEATEIBHOCTH.

B 3arosioBke fena yka3bIBaeTCsl KOHKPETHBIN KOPPECIIOHAEHT, €CIIN NIEPENNCKA BEAETCS TOJIBKO C
HUM, HallpuMep:

[Tepenucka ¢ denepanbHBIM apXUBHBIM areHTCTBOM O METOJIMKE pabOThl ¢ JTOKYMEHTaMHU U
nepenave ux B coctaB ApxuBHoro gonaa Poccuiickoit denepannu.

[Ipuy o6o3HaueHWHM B 3arojioBKax Jeil aJMUHUCTPATUBHO-TEPPUTOPHUAIBHBIX  €IUHMIL
YUUTBHIBACTCSl CIEAYIOIIEE: €ClM COJEpXaHUe Jejla KacaeTcsl HECKOJbKUX OJHOPOJHBIX
aJMMHUCTPAaTUBHO-TEPPUTOPHUAIBHBIX €IUHUI], B 3arojJOBKE J€jJa HE YKa3bIBAIOTCS HX
KOHKpETHBIE Ha3BaHUs, a YKa3bIBaeTCs UX 001ee BUI0BOE Ha3BaHUE, HAIIPUMeED:

[Tepenucka ¢ rmaBaMu aAMUHUCTpAIM 001acTeil 0 COIMaTIbHOMN 3aIIUTE HACEICHHS.

Eciu conmepkanue pena KkacaeTcss OJHOM aJMUHUCTPATUBHO-TEPPUTOPUATIBLHOW €IUHUIIBI
(HacelleHHOTO MYHKTa), ee (€ro) Ha3BaHHe YKa3bIBAETCS B 3ar0JIOBKE Jiesia, HAIPUMeEp:
[Tepenucka ¢ ¢dumuanom PITAHT/] (r. Camapa) 006 MCTIOIB30BaHUM apXUBHBIX JOKYMEHTOB MU
PEKOHCTPYKIIMH TEXHUYECKUX OOBEKTOB.

B 3aronoBkax nen, coiepKaliuxX IUIAHOBYKO MJIM OTYETHYIO JOKYMEHTALMIO, YKa3bIBaeTCs
nepuoy (KBapTani, To1), Ha (32) KOTOPBIM COCTABIICHHI IUIAHBI (OTYETHI), HAITPUMED:
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["omoBbIE OTYETHI AZAMUHUCTPATUBHO-XO3SHCTBEHHOTO YIIPABJIECHUS O pabOTe aBTOTPAHCIIOPTA.
Eciu peno Oyner cocToATh M3 HECKOJBKMX TOMOB MJIM 4YacTed, TO COCTaBISETCS OOIIUi
3aroJIOBOK JI€JIa, a 3aTeéM IIPH HEOOXOJMMOCTH COCTABIISAIOTCS 3ar0JIOBKM KaX/10ro ToOMa (4acTH),
YTOYHSIONINE CO/IepKaHKE 3aroJIoBKa Jela.

[TopsiioK pacmosoKeHus 3ar0JI0BKOB J€J1 BHYTPHU Pa3/elioB U MOAPA3eI0B HOMEHKIATYPBI €]
OTIPE/ICIISIETCS CTEIEHbI0 BAXKHOCTH JIOKYMEHTOB, COCTABJISIONINX JeNla, U UX B3aUMOCBs3bI0. B
Hayaje pacroJlararoTcsl 3arojOBKH i€, COAEpXKAlllUX OpraHU3aliOHHO—PACIOPSIUTENbHYIO
JIOKYMEHTAIHIO.

3aroyIoBKH JIeJI MOTYT YTOUHSITHCS B Tiporiecce GopMupoBaHUs ¥ 0(OPMIICHHS JIE.

['pada 3 HOMEHKIATYPHI /1€ 3aIOTHAETCS 10 OKOHYaHUH KaJIEHJApHOTO To/1a.

B rpade 4 ykaspiBaeTcs CpOK XpaHEHHUsS Jiela, HOMepa CTaTeil MO NEepedHIo, a IpH ero
OTCYTCTBUM — IO THUIIOBOW WJIM MPUMEPHON HOMEHKJIAType [eJl WU COIJIACOBaHHBIA C
QeﬂepaanHM APXUBHBIM AIrCHTCTBOM CPOK XPaHCHUA.

B rpade 5 "llpumeuanue" yka3pIBarOTCsl Ha3BaHUS MEPEUYHEN TOKYMEHTOB, MCIOJIb30BaHHBIX
pu onpeaciiCHUMN CPOKOB XpaHCHUA ACJI, HNPOCTABIAKOTCA OTMCTKH O 3aBCACHHUU CJI (B TOM
Yuclie B AJIEKTPOHHOM BHUJE), O MEePEeXOIIMX Jenax (Hampumep, nepexoxsiee ¢ 2009 roaa), o
BBIACIICHHUU ACJT K YHUYTOXCHUIO, O JIMIIAaX, OTBECTCTBCHHBIX 3a (1)OpMI/IpOBaHI/Ie JCII.

Ecim B TeyeHHe roJa B CTPYKTYPHOM MOJApa3JeJieHHH BO3HMKAKT HOBbIE
JOKYMEHTHPOBAHHbIE YYACTKH PadoThl, HA HUX (OPMHPYIOTCS COOTBETCTBYIOLIHME JieJa,
OHHU /IOMOJIHUTEJIbHO BHOCATCS B HOMeHKJIATypy. /lJisi BHOBb 3aBOAMMBIX e B KAXKAOM
pasjesie HOMEHKJIATYPbI OCTABJISIIOTCS pe3epBHbIe HOMepa.

[To okoHYaHWM TOJa B KOHIIE HOMEHKJATYpPhI EN JIeaeTCsd MTOroBas 3alMUCh O KOJIMYECTBE
3aBEJICHHBIX 1] (TOMOB).

12.3. ®opmupoBaHue eI M UX TeKyllee XpaHeHue

q)OpMI/IpOBaHI/Ie ACT — TIPYNIHUPOBKA HCIOJHCHHBIX AOKYMCHTOB B AC€JIa B COOTBCTCTBHUU C
HOMEHKJIATypOH €]l U CUCTEMaTu3anus JOKYMEHTOB BHYTPH Jea.

[Mpunuun  gopmupoBaHus  fA€d:  IEHTPAIM30BAHHOE — B YOPABIECHUU  JelaMu;
JELUEHTPAIN30BAHHOE — B CTPYKTYPHBIX MOAPA3ACICHUAX TEKYUIEro XpaHeHWs Jel U
MOCTOSIHHOTO XPAHEHUs COTJIACHO HOMEHKJIAType /i€ CTPYKTYPHOIO MOIpa3 iesIeHusl.

[Tpu popmupoBaHUM Je B CTPYKTYPHBIX MOAPA3ACTICHUSIX UHCTUTYTAa HEOOXOAMMO COONIOAATh
Cleylolllie TpaBuiIa: MOMENaTh B JIENO HCIIOJIHEHHBIE JTOKYMEHTHI, COOTBETCTBYIOLIUE IIO
CBOEMY COJIEP>KAHUIO 3aroJIOBKY Jieja 0 HOMEHKIIATYpE;

MOMEIAaTh BMECTE BCE JJOKYMEHTBI, OTHOCSIIMECS K pa3pelIeHNI0 OJHOT0 BOPOCa;

MOMeNIaTh NPUIIOKEHHUS] BMECTE C OCHOBHBIMU JJOKYMEHTAMU;

rPYNIUPOBATh B JEJI0 JOKYMEHTHI OJTHOTO KaJIEHAAPHOTO rojia, 3a UCKIYEHUEM HEepeXOoIsAIIX
e,

Pa3acIIbHO I'pyIIMUpoOBaTh B ACJIa JOKYMCHTBI IIOCTOSAHHOT'O U BPEMCHHEBIX CPOKOB XPAaHCHUS,
BKJIFOYATh B JI€JIO IO OAHOMY IK3EMIUISIPY KaKJI0T0 JOKYMEHTA;

MOMeIIaTh B Jiea pakcorpamMmbl, TeJerpaMMbl, Tee(oHOrpaMMbl Ha OOIIUX OCHOBaHUSX;
MoMenaTh B JEN0 JOKYMEHT, MPaBWJIBHO U TIOTHOCTHIO O(OPMIICHHBIA (IOKYMEHT IOJKEH
UMETh J1aTy, MOJIHUCH U JIp. PEKBU3UTHI);

HE MOMeNIaTh B JIEJO0 JOKYMEHTHI, OAJIEKAIINE BO3BPATY, JIMIIHUE 3K3EMIUISIPbl U YEPHOBUKHU
(3a HCKJIIOUEHHEM 0C000 IIEHHBIX);

Mo 00beMy JIETI0 HE JOJKHO MpeBbImaTh 250 TUCTOB, MpH TONIIKMHE HE Oosee 4 cM (ToMIuHa
nen co cpokamu xpaHenust 1o 10 net He gomkHa npesbimath 10 cm). [Ipu npeBblieHnn JaHHOTO
o0bpema 3aBoaUTCS BTOpOW TOM. [Ipu Hanmmuuu B J1ele HEeCKOJIbKHUX TOMOB (4YacTeil) MHAEKC U
3aroJIOBOK JieJia TPOCTABIISIFOTCS HAa KaKIOM ToMe ¢ jo0aBinenneM oobo3Havyenuit: "T. 1", "T. 2" u
T.J.

JIOKyMeHThl BHYTpU [i€la pacrojaraiTcs CBEpXY BHHU3 B XPOHOJIOTMYECKOM, BOMPOCHO-
JIOTUUECKOM IIOCIICA0BATCIIbHOCTHU UJIN UX COUCTAaHUU.

PacnopsimuTenbHble TOKYMEHTHl TPYNIHUPYIOTCS B Jela 10 BHJAM U XPOHOJOTHH C
OTHOCAIINMHUCA K HUM MTPUITOKCHUAMMU.
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B ornenbHbIE 1ena IO XPOHOJIOTHH, B 3aBUCUMOCTH OT BHJIA JOKYMEHTOB, (JOPMUPYIOTCS KOIIUU
NPUHATHIX (eaepaibHBIX 3aKOHOB, akToB IIpesumenta Poccmiickoit deneparuu, axToB
IIpaBurenscTtBa Poccuiickoii @Penepauvd U BBIIMCKM M3 COOTBETCTBYIOIIMX IIPOTOKOJIOB
3acenanuii [IpaBurensctBa Poccuiickoit @enepanuu wiu ero Ilpesunnyma.

JIOKyMEHTBI KOJUIETHH TPYNIHPYIOTCS B JIBa Jiejia: a) MPOTOKOJBl U PEIICHHs KOJUIETHH; O)
JIOKYMEHTBI K 3aCe/laHusIM KOJUICTHH.

[TpoToKOJIBI B [IENi€e pacloiaraTcs B XpOHOJIOTHYECKOM HOPSAIKE IO HOMEpPaM.

JIOKyMEHTBI K 3acelaHdsM TPYNIHUPYIOTCS B OTIENbHOE JAENO0, TaK e, KaK U MPHUIIOKEHUS K
IPOTOKOJIaM, €CJIM OHM CoJiepKat Oosee 25 cTpaHul.

JIOKyMEeHTBI K IPOTOKOJIaM, €CJIM OHU CTPYINIUPOBAHBI B OTAENbHBIC Jela, CUCTEMATH3UPYIOTCS
BHYTpH JI€JIa 10 HOMEpaM IPOTOKOJIOB.

[TonokeHus, ycCTaBbl, WHCTPYKLHHU, YTBEPKACHHBIE PACIOPSAUTEIbHBIMU JOKYMEHTaMHU,
SBJISIFOTCSL IPUJIOKEHUSAMH K HUM U TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JJOKYMEHTaMHU.
[Tpuka3bl MO OCHOBHOM JESATENBHOCTH, JHUYHOMY COCTaBY OOYyYalOUIUXCS, JTUYHOMY COCTaBY
PabOTHUKOB I'PYNIUPYIOTCS OTAEIBHO.

[Tpu popmMupoBaHUU TPUKA30B MO TUYHOMY COCTaBY (DOPMHUPYIOTCS B OTIIEIbHBIE JIeia MPUKA3b
[0 JIMYHOMY COCTaBy IO pa3JIU4YHBIM BONPOCAM, B COOTBETCTBUU CO CPOKAMM XPAHEHUS.
Hanpumep, mnpuka3el O mpHeMe, IEepeMElICHUU, YBOJIbHEHHH PAaOOTHUKOB (HOPMHUPYIOTCS
OTJIENbHO OT IIPUKA30B IO JPYTUM BOIpocaM (KOMaHIUPOBKaM U T.J.).

YTBep>KICHHBIC IJIaHbl, OTYETHI, CMETHI, JUMHTHI, TUTYJIbHbIC CIUCKU U APYTUe TOKYMEHTHI
TPYIIUPYIOTCS OTAEIBHO OT UX MPOEKTOB.

JIOKYMEHTBI B JIMYHBIX JieflaX pacrojaraiTcs o Mepe uX MOCTYIICHUSI.

OO6partenust (IpeUIOKEHUS, 3asiBIICHUS U KaJIOObI) TPaXKAAaH MO BOIPOCaM PadOThl MHCTUTYTA,
€ro mojpas3felieHui M BCE JOKYMEHTHI MO MX PACCMOTPEHUIO U UCHOIHEHUIO TPYNIHUPYIOTCS
OTJIEIBHO OT 3asIBJICHUI TPakJlaH 10 JIMYHBIM BOIIPOCAM.

[lepenucka rpynnupyercs, Kak IpaBuio, 3a NepUo KaJeHAAPHOIO r0/1a U CUCTEMATH3UPYETCS B
XPOHOJIOTUYECKOW IOCIE0BATEIbHOCTU: JIOKYMEHT-OTBET IIOMELIAeTCsl 3a JOKYMEHTOM-
3anpocoM. [Ipu BO30OHOBIEHHHM TEPENUCKU TO OMpPENeICHHOMY BOMPOCY, HayaBIIeWcs B
IpebIIYIEM IOy, JOKYMEHThI BKIIOYAIOTCS B JIEJI0 TEKYIIETo rojia ¢ yKa3aHueM MHIEKca Jiea
IIPEIBIAYILErO Toa.

Hena co aHs WX 3aBeACHUS 10 TIEpeIavd B apXUB UHCTUTYTA WM Ha YHUUYTOXKEHHUE XPAHATCS 110
MecCTy uX GOpMHUPOBaHUS (B CTPYKTYPHBIX MOAPA3IEICHUSX ).

Jena cuuTaroTCs 3aBECHHBIMM C MOMEHTAa BKJIIOYEHHS] B HHMX IE€PBOr0 HCIOJIHEHHOIO
nokymMmeHnTa. [locne ucmoiHeHus TOKYMEHTOB U OKOHYAaHHsI paOOThl ¢ HUMU OHHM MOMEIIAIOTCS
(mommmBaroTCs) i1l obecrnieueHust GU3NUECKOM COXPAHHOCTU B TBEPJIbIE OOJOKKHU WIIH TTAIKH-
PErUCTPATOPBI.

B kaxaoM CTPYKTYpHOM TOJpa3fiefieHUd BBIJENSIOTCS pPaOOTHUKH, OTBETCTBEHHBIE 3a
COXPaHHOCTh JOKYMEHTOB M ()OPMUPOBAHUE UX B Jena (KaK MPaBHIIO, 3TO JIUIA, OTBETCTBEHHBIE
3a JIeJONpPOU3BOJICTBO, HAa3HAUEHHBIE NMPUKA30M peKTopa). PykoBoautenu mnonpasieneHudl u
yKa3aHHbIE paOOTHUKH 00€CTIeUNBAIOT COXPAHHOCTh TOKYMEHTOB H JIEI.

Jns obecrnieueHus: COXpaHHOCTH W ydyeTa JOKYMEHTOB M JeJ, JOCTyla K HUM IPOBOAUTCS
KOMIUTEKC paboT:

CO3/IaHNE ONTUMATBHBIX TEXHHUECKUX ((PU3NUECKNX) yCTOBUN XpaHEHHS TOKYMEHTOB U JIET,
pa3MeleHue Jell;

MIPOBEPKA HATMYUS U COCTOSTHUS JJOKYMEHTOB H JIET;

cOOJIIOZICHHE TOPSIKA BBIAYH JIETI.

Jena paszmemniaror B pabouuMx KOMHAaTax WM CIEUUaIbHO OTBEACHHBIX JUISI 3TOH Iienu
MOMEIIEHUSX B 3amuparoniuecs: mkadpl, ceidbl U T.I., 4TOOBI 00ECTIEYUTh UX COXPAHHOCTh U
3alIUTY OT BO3JEHCTBUS MbLJIM U COJIHEYHOT'O CBETA.

Jena B mkadax A UX ydeTa U OBICTPOTrO MOMCKA PACIOararoTcs BEPTUKAIBHO, KOPEUTKaMu
HapyXy M B COOTBETCTBUU C HOMEHKJIaTypoil nen. Ha xopemikax o0ioXkek AeNl yKa3blBaroTCs

65



MHJEKCHl IO HOMEHKJaType nen. HoMmeHkiaTypa nen Wiau BBIIMCKA M3 HEE IOMELIaeTcs Ha
BHYTPEHHEH CTOpOHE MIKada.

[Tpu noucke Kakoro-mudo TOKyMEHTa BHaYaje clelyeT HATH HYXKHBIH 3ar0JIOBOK JeNia, a 3aTeM
10 MHJIEKCY JIeJ1a — COOTBETCTBYIOLIYIO MAIIKY Ha MOJIKE.

Jlena mOKyMEHTanbHOrO (OHAA WHCHUTYTA, HAXOJSAIIMECS Ha TEKYIIEeM XPaHEHUH, MOJyIekar
yuery. Ilepuoaguuecku, Kak NpaBWwiIo, INepel Meperadyeil B apXUB HHCTUTYTA, HPOBOJIUTCS
NPOBEpKAa HAIMYMS M COCTOSHHS JOKYMEHTOB M €N B LENAX YCTaHOBJICHHUS (PAaKTUYECKOTO
HaJINYMA JIe]1 U COOTBETCTBUS UX KOJIMYECTBY, YUCIIAIEMYCS 10 HOMEHKJIAType Jell.

IIpoBepka HaJIM4USI U COCTOSIHMS JOKYMEHTOB H JieJl IPOBOAUTCS NPH NepeMelieHuH aed,
pu BoO3Bpare JeJ, NPH CMeHe PYKOBOJUTENs CTPYKTYPHOIO NOApa3JeeHusi, NpH
peopraHu3anyy M JUKBUJIAUMY HHCTHTYTA MJIH €r0 CTPYKTYPHOI'O MOApAa3ae/IeHHs.
IIpoBepka HaJU4HMsA NPOBOJUTCSH NMYTEM CBEPKH CTATell HOMEHKJIATYPBHI /ieJl ¢ ONMCAHHEeM
Aeq Ha 00J105kKe, a (GU3NYECKOe COCTOSIHHE JeJl OmpenessieTcsi MmyreM HX BH3YaJIbHOIO
npocmorpa. Bece o0Hapy:KeHHbIe HEOCTATKM (PUKCHPYIOTCA B aKTe NPOBEPKH HAJIMYUS U
COCTOSIHUS J1el.

B caydae yTpaTbl JOKYMEHTOB MW /e IPOBOAUTCH cJIy:Ke0HOe pacciegoBaHue, IO
pe3yiabratram kotoporo ogopmisiercsi akt (Ilpunoxkenue Ne 17), u Jumo, BUHOBHOE B
yTpare, HeceT AMCHUILIMHAPHYIO OTBETCTBEHHOCTh B YCTAHOBJICHHOM MOPSI/IKe.

Boigaua nen npyrum moapasaenieHusM IMPOU3BOJUTCS C PA3PELICHHs] PEKTOpa HHCTUTYTA.
Bbiaua gen paGoTHMKaM mojpasjieneHuil st paboThl OCyIlecTBiseTcss moj pacnucky. Ha
BBIJIaHHOE JI€JI0 3aBOJUTCS KapTa-3aMEeCTUTENb, IOMEIaeMasi Ha MECTO BbIIaHHOTO Jena. B Heil
yKa3bIBA€TCsl CTPYKTYPHOE M0/ipa3/ieiieHue, HHIEKC JIeNIa, AaTa ero BblJjaun, KOMYy J€J0 BbIIaHO,
JlaTa ero BO3BpAIllEHUs, MPEAyCMAaTPUBAIOTCA T'padbl A PACIUCOK B IMOJYYCHHH WU TIPHEME
Jena.

Jlena BbIIAIOTCS BO BPEMEHHOE I0JIb30BAHUE COTPYJHUKAM CTPYKTYPHBIX IMOApA3JCICHUN Ha
CpOK He 0oJjiee OJHOrO Mecslla C pa3pelleHus pekTopa (IpOopeKTopa) M Mocjie ero UCTeYeHUs
MOJIIeKaT BO3BpATy.

WMHBIM TroCcyAapCTBEHHBIM OpraHaM M OpraHu3alysM [eja BBIIAIOTCS HA OCHOBAHMHU HX
MUCBbMEHHBIX 3allpOCOB C pa3pelIeHHUs] PEKTOpa HWHCTUTYTAa WM IOMOIIHUKAa pEKTopa,
KYPHUPYIOILErO BOIPOCHI JEIONPOU3BOJCTBA, 10 AKTAM.

Ecnu oTnenpHble TOKYMEHTBHI, YK€ BKIIOUEHHBIE B JI€J10, HaXO/s1Ieecs Ha TeKYIeM XpaHeHUH B
CTPYKTYPHOM TOJpa3/IeIEeHUH, BPEMEHHO TPeOyIOTCS COTPYIHUKY, OHU MOTYT OBITh BBIAAHBI U3
JieJla OTBETCTBEHHBIM 32 (JOPMUPOBAHUE U XpaHEHHUE JEJl, a HA UX MECTO BKJIAJbIBAETCS JIMCT-
3aMECTUTENb, C YKa3aHUEM — KOI'Zla, KOMY U Ha KaKOM CPOK BbIJJaH TIOKYMEHT.

N3baTre JOKYMEHTOB U3 A€l TOCTOSSHHOTO XPaHEeHUsI I0IyCKAETCSl B UCKIIIOUUTENbHBIX CIydasx
Y IIPOU3BOJUTCS C Pa3pelICHHs] PEKTOPA 3aBEPEHHON KOIMM JOKYMEHTAa M aKTa O NPUYHMHAX
BbIJIa4YM MOJIMHHUKA.

12.4. IToaroroBKa JOKYMEHTOB H JeJI K Ilepeiadye HA apXUBHOE XPaHeHHe

Jlns opraHu3anuy U MPOBEICHHS SKCIEPTU3bI IEHHOCTH JOKYMEHTOB B WHCTUTYTE CO3/aeTcs
MIOCTOSIHHO JICHCTBYIOIIAsi IIEHTpajibHast OSKcrepTHas komuccus (nanee — LOK) wu, mpu
HEOOXOJUMOCTH, HKCIEPTHbIE KOMHUCCHUM B CTPYKTYpPHBIX mojapazfeneHusx (mamee — IK),
JENCTBYIONIME HA OCHOBAHWM IOJIOKEHHUH, YTBEP>K1aEMBIX, COOTBETCTBEHHO, PEKTOPOM.
DKcrnepTusa IEHHOCTH JTOKYMEHTOB IOCTOSIHHOTO M BPEMEHHOIO XPAaHEHHUS OCYILECTBISETCS
©KEroHO B CTPYKTYPHBIX MOJPA3JEICHUSX HHCTUTYTa paOOTHUKAMHU, OTBETCTBEHHBIMH 32
BEJICHHE JIEIONPOU3BO/ICTBA.

[Tpu mpoBeAeHNN HKCHEPTU3BI LIEGHHOCTH JOKYMEHTOB OCYIIECTBISIETCS OTOOP JIe)l TOCTOSIHHOTO
U BpeMeHHoOro (cmeimie 10 jer) xpaHeHus Uid Nepeladyd B apXHB HMHCTUTYTa; OTOOp ned ¢
BpEMEHHBIMU cpokamu XpaHeHus (o 10 net) u ¢ momerkoil "Jlo MuHOBaHUS HajmoOHOCTH'",
HOJUIeKAIMX JAJIbHEHIIEMY XpaHEHHIO B CTPYKTYPHBIX MOAPA3EICHHSIX, a TAKXKE BbIJEICHHE K
YHMUTOKEHUIO J€J1 32 MPEABIAYIINE TObl, CPOKU XPaHEHHUS KOTOPBIX UCTEKIIN.
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OT60p TOKYMEHTOB AJIsi TOCTOSTHHOTO XPAHEHUS TPOBOJAUTCS HA OCHOBAHUH 3aKOHOIATEIbHBIX U
MHBIX HOPMATHBHBIX MPaBOBBIX aKTOB Pocculickoit ®denepanuu, nepedyHerl TOKYMEHTOB C
YKa3aHUEM CPOKOB UX XPAaHEHUS! 1 HOMEHKJIATYPHhI J1eJ1 UHCTUTYTA.

[To pe3ynpTaTam SKCHEPTU3bl LIEHHOCTU JOKYMEHTOB COCTAaBISIOTCS OINUCHU JIeT MOCTOSHHOTO,
BpeMeHHOro (cBeimie 10 jieT) XpaHeHHs, a TakXe aKThl O BBIJICICHUU JI€N K YHUUYTOXKCHHIO
(ITpunoxenue Ne 14), (Ilpuinoxenne Ne 15).

[To 3aBepuieHUM AETONPOU3BOACTBEHHOIO TIOfa M IO pPE3yiabTaTaM 3KCIEPTU3bl LIEHHOCTU
JOKYMEHTOB JIela MOoJJIeKaT O(hOPMIICHUIO B COOTBETCTBUU C IMpaBWIaMU OQOpMIICHHUS €T U
NOJArOTOBKH JIeJ K IIepe/jaue Ha apXUBHOE XpaHeHHe B apxuB uHcTuTyTa (Ilpmiioxenue Ne 13),
(ITpusoxenue Ne 16).

Odopmnenue aen MTPOBOIUTCS pPaObOTHUKAMH, OTBETCTBCHHBIMHU 3a JCIOMPOM3BOACTBO B
CTPYKTYpPHBIX TOAPA3JIENCHUAX, NPU METOAMYECKON MOMOIIM M TOJA KOHTPOJEM apXuBa
WHCTHUTYTA.

[TomHOMY OOopMIIEHHIO TOJIEkKAT Jieia OCTOSIHHOTO U BpeMeHHoro (cBbiie 10 j1et) xpaneHus,
B TOM YHCIIE JieJla TI0 JJUYHOMY COCTaBy, Jena BpeMmeHHoro (mo 10 jeT) xpaHeHus mojajiexar
YaCTUYHOMY O(hOPMIICHUIO.

[TomHoe odopmiieHue aenma mpemxycMarpuBaeT: OQOPMIICHHE PEKBHU3UTOB OOJIOXKKH Jieia IO
ycranoBieHHOU (opme (IIpuiioxkenue Ne 12); Hymepauuio JIHMCTOB B JI€J€ M COCTaBJICHUE
mucra-3apeputens nena (IIpuno:kenme Ne 11); cocraBieHWe, B HEOOXOAMMBIX CIydasx,
BHYTPEHHEI OMUCH JIOKYMEHTOB Jiejia, MOAIIUBKY M IEperieT Jeja; BHECEHHE HEOOXOIMMBIX
YTOUYHEHUM B PEKBU3HUTHI OOJIOKKH JCII.

BHYTPEHHA OITMCH
JIOKYMEHTOB aena N

N HNupexc Hara 3arosioBok Homepa pumeyanue
n/n AOKYMEHTAa AOKYMEHTAa AOKYMEHTAa JIMCTOB JeJ1a

1 2 3 4 5 6
Hroro JIOKYMEHTOB,
(undpamMu U NPONKCHIO)
KonuyecTBO TMCTOB BHYTPEHHEN OMKUCH (urdpaMu U TPOMHUCHIO)

12.5. Tlopsiaok cocTtaBjieHHsl OmMUCell e TMOCTOSIHHOrO, BpeMeHHoOro (csbime 10 Jer)
XPaHEeHHUs U 110 JIMYHOMY COCTaBY

B uHCTHTYTE B KaXJIOM CTPYKTYPHOM MOAPA3JECICHUHM OMUCH Ha JIeJa MOCTOSHHOTO XPaHECHUS
COCTAaBIISIIOTCS €XKETOJHO I0J METOAMYECKHM pPYKOBOJACTBOM apxuBa HHCTUTyTa. Ilo aTuUMm
OIMUCAM JOKYMCHTBI CAAIOTCA B apXHUB MHCTHUTYTA.

Onuce fen — apXUBHBIN CIPAaBOYHUK, COACPKAIIUNA CUCTEMATU3UPOBAHHBINA I1€PEUYEHDb €IUHMIL
XPaHCHUA apXHUBHOT'O (1)OH)Ia, KOJUICKIIUU U Hpe)IHaSHaquHLIﬁ IJI1 UX yde€Ta W PaCKpPbITUA
cogepxkanus. OTAenbHas ONUCH MpPEACTaBiIsAeT cOO0OM MepedyeHb Jen € CaMOCTOSTEIbHON
BaJIOBOH (MOPSIAKOBOM) 3aKOHYEHHON HyMepanuuei. OCHOBOW cOCTaBIE€HUS ONMUCEN el SABISETCs
HOMEHKJIaTypa nei. ONuCH COCTaBIISIFOTCS OTAEJIBHO Ha Jieja IMOCTOSHHOIO XPaHEHUs; Aela
BpeMeHHoro (cBbie 10 jet) XxpaHeHus; Aena o Ju4Homy coctaBy. Ha nena Bpemennoro (z1o 10
JIET) XpaHEHUs OIHCU HE COCTABIIAIOTCS.

Ommcu ACJI, MOATOTOBJICHHBIC CTPYKTYPHBIMU TMOAPA3ACICHUAMHA, CIIY>KAT OCHOBOH JJIsA
MOATOTOBKH CBOJHOM OIUCH J1€] UHCTUTYTA.

Onucu nen CTPYKTYPHBIX TOJPA3ACICHUH COCTaBIAIOTCS 10 YCTaHOBIGHHOW (opme u
IIPEJICTABIISIFOTCS B apXUB MHCTUTYTA He MO3[Hee YeM Yepe3 TPH roJa mnocje 3apeplieHuns aes
B J1eJIONIPOU3BO/ICTBE.

B ommcax nen ykasplBaeTcsi TMOJNHOE JeicTBUTENbHOE (0€3 COKpallleHWi) HauMEHOBaHUE
CTPYKTYpHOTO TOJpa3/ieNieHusi, KOTOPOe BEJO Jejla U 3aKOHYMJIO UX JeJONpOou3BOJCTBO. B
CIIy4asiX, KOI/la CTPYKTYpHOE IOJpa3AeIeHUE B TEUEHUE NIEPUOAA, 32 KOTOPBIM BHOCSTCS A€ia B
OMHCh, OBUTIO TIEperMeHOBaHO (TIpeoOpa3oBaHo), MO MPEKHUM HAWUMEHOBAHHMEM IHILIETCS €ro
HOBOC HAMMCHOBAHHC.
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OrnucarenbHasi CTaThsl OMUCH JIe] CTPYKTYPHOTO TOIPa3AeliCHUs] UMEET CICAYIOIINE SJIEMEHTHI:
MOPSIKOBBIN HOMEp Jesa (ToMa, YaCTH) MO OMUCH;

WHJICKC Jiena (ToMa, 4acTH);

3aroJIOBOK Jiejia (ToMa, 4acTH),

JaTa jaena (Toma, 4acTH);

KOJIMYECTBO JIUCTOB B Jielie (TOME, YacTH);

CPOK XpaHEHUs Jena.

[lepen BHeceHHEM 3arojiOBKOB JeJl B ONUCH TpOBepseTCs KadecTBO (OPMUPOBAHUA U
odopmiieHus nen. B ciayyae oOHapyKeHHsI HApYIICHUN YCTAaHOBICHHBIX MIPAaBII (OpMHUPOBAHUS
u opopmileHus A€, OHU YCTPAHSIOTCS.

[Tpu cocTaBiieHUU OMKCH AEI COOTIOAAOTCS CIEAYIONUE TPEOOBAHNS:

3arojIOBKU JIe]1 BHOCSTCA B ONKMCh B COOTBETCTBUHU C IMPHUHITOM CXEMOH CHCTEMaTH3alud Ha
OCHOBE HOMEHKJIATYPHI JIEIT;

Ka)XJ0€ JIeJI0 BHOCUTCSA B OMHUCHh IMOJ CAMOCTOSTEIbHBIM MOPSAKOBBIM HOMEPOM (€CiIH AeIo
COCTOMT U3 HECKOJbKMX TOMOB (4acTei), TO KaxIplii TOM (4acTb), B TOM 4HCIE
chOpMUpPOBaHHOE B OTHAEIBHBIA TOM TPUIOKEHHE K JeNly, BHOCATCS B OMNHCh TOJ
CaMOCTOSITEJIbHBIM HOMEPOM);

MOPSIOK HyMEpAIIUU el B OTIHCH — BAJIOBOI;

MOPSIIOK TIPHCBOCHHUST HOMEPOB OINHKCSIM CTPYKTYPHBIX IOJPA3/ICICHHA YCTAaHABIMBACTCS I10
COTJIACOBAHUIO C apXUBOM,;

rpadbl ONMHMCH 3aIMOIHSIOTCS B TOUHOM COOTBETCTBUU C TEMH CBEJICHUSMH, KOTOPHIC BHIHECCHBI
Ha O0JIOXKKY Jena;

IpH BHECCHWHM B OMNKCH IMOAPS] JET C OJUHAKOBBIMH 3arojIOBKAMH MHUIIETCS IMOJHOCTHIO
3aroJIOBOK MEPBOIO Jiea, a BCe OCTajIbHbIe OAHOPOIHBIE [ena o0o3HauatTes cioBamu "To xe",
IIPH 3TOM JPYTUE CBEICHUS O JieJlaX BHOCATCS B OIMKUCH IMOJIHOCTHIO (HAa KaXKIOM HOBOM JIUCTE
OTIMCH 3ar0JIOBOK BOCIIPOU3BOJIUTCS TIOJTHOCTHIO);

MHOTOTOMHBIE JieJla B OIHCHh BHOCSITCS TIO TIOPSAKY HOMEPOB TOMOB. B 3TOM ciydae B omwmcu
MUIIETCS HAMMEHOBAaHUE TOJBKO MEPBOrO0 TOMAa, a HAMMEHOBAHUS BCEX OCTAIBLHBIX TOMOB, €CIIH
OHM TIOMEIICHBI Ha OJTHOM CTpaHulle, 0003HavaroTcst cioBaMu "To xe". Ecnu ke HanMeHOBaHMe
MHOTOTOMHOTO Jiefla TEepPeXOAUT Ha CIEAYIOUIUH JUCT, TO HEOOXOAMMO 3arojioBOK Jela
MOBTOPUTH TOJHOCTHIO. [IpM BHECEHMHM B ONMWCH IOCIEIHEr0 TOMa IIOCIIE HOMEpa ToMa
nobasisiercs cioBo "[lociequuii".

B onucu mexxny HauMeHOBaHUSIMU (3aroJIOBKaMu) /1€ OCTaBIISIETCSl UHTEPBaJl HE MeHee 1 cM.
I'pada omucu "llpumeuanus" ucnonb3yeTcsl Uisi OTMETOK O TpHeMe Jell, OCOOEHHOCTSX HX
(U3NIECKOTO COCTOSIHHS, O Tiepeaade Jell APYrUM CTPYKTYPHBIM IOJIPa3/IeICHUSIM CO CCBUIKOM
Ha COOTBETCTBYIOILIUI aKT, 0 HATMYUH KOMUHN U T.II.

B xoH1le onucu Beileq 3a MOCIEIHEN ONMUCATEIbHOM CTAaThEW 3aIOJIHSETCS UTOTOBas 3alliCh, B
KOTOpOW yKasbIBaeTcs (UMU(PpaMd U TPOMHCHIO) KOTUYECTBO JI€J, YHUCIHSAIIUXCS IO OIUCH,
NIEPBBIA U MMOCIETHUI HOMEpa JeT TI0 OIHCH, a TAK)KE OTOBAPHBAIOTCS OCOOCHHOCTH HyMEpaluu
JIeNT B OMKCH (JIUTEPHBIC U MPOMYIIICHHBIE HOMEPA).

Onucek nen CTPYKTYPHOTO TOApAa3IeNieHHs MOANMCHIBAETCS COCTaBUTEIIEM C YyKa3aHHEM €ro
JOJKHOCTH, COTJIACOBBIBAETCSI C apXWBOM MHCTUTYTa M YTBEPXKAAETCS PYKOBOJIUTEIIEM
CTPYKTYpHOTO mnojapazfenenus. Onuch Jes CTPYKTYpHOTO MOoJIpa3esieHusl COCTAaBISIETCS B IBYX
IK3EMILISApaxX, OJUH W3 KOTOPBIX MEpPEIaeTCs BMECTE C JIeJaMH B apXWUB WHCTUTYTa, a BTOPOU
OCTaeTcs B Ka4eCTBE KOHTPOIBHOTO SK3EMITISIpa B CTPYKTYPHOM TIOJpa3IeIICHUH.

[To 3aBepuieHUU AETOMPOM3BOACTBEHHOTO TOJa M MO pe3yabTaTaM SKCIEPTU3BI I[EHHOCTH
TOKYMEHTOB JIeJla MHCTUTYTA TMOJIEXAT 0(hOPMIICHHIO B COOTBETCTBHH

¢ mpaBunamMu oGOpMIIEHUS e U MOATOTOBKH JIEN K Mepeaaue Ha apXUBHOE XPaHEHHE.

12.6. IIpaBusa opopmiieHus J1eJ1 U MOATOTOBKH JeJ1 K Mepeaade HA AapXUBHOE XpPaHEeHHUe
OO6nokKa (TUTYIBHBIN JIUCT) AeNia TOCTOSTHHOTO, BpeMeHHOTo (cBbiiie 10 jer) XpaHeHus U 1o
JUYHOMY COCTaBy oopMisieTcst o ycTaHoBiIeHHOU (popme. Haamucu Ha 06510kKax aen (TOMOB)
ClieflyeT BBINOJHATh 4YepHWIaMH, pa30opunBo, Oe3 cokpameHuil. Ecan Ha 00I0XKY
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HaKJIEUBACTCS TUTYJIBHBIN JIMCT, U3TOTOBJICHHBIM TUTIOTPad)CKUM cIOCOOOM, TO HAIIUCH HAa HEM
MOYKHO IeyaTaTb. THUTYJIbHBIA JIMCT PEKOMEHIYETCS HaKJIeHBaTh C HAaKJIAIKOW Kies Ha BCIO
MOBEPXHOCTB JIUCTA C TEM, YTOOBI O]l HUM HE 00pPa30BBIBAIOCH ITYCTOT.

Ha o6noke fena yka3blBalOTCsl peKBU3UTHI: HAMMEHOBaHUE MHCTUTYTA ((poHmooOpazoBarens) u
CTPYKTYpPHOT'O IOJIpa3esieHus, AeJ0NPOU3BOACTBEHHBII HOMEp (MHJIEKC) JeJia, 3aroJ0BOK JENa;
Jara jena (Toma, 4acTH); KOJIMYECTBO JIMCTOB B JIEJI€; CPOK XPAHEHUs Jiea U HOMEp CTaTbU IO
NEPeYHIO; apXUBHBIN UMD Aena.

PexBu3uTHI, IpocTaBisgeMble Ha 00J0KKE (TUTYJIBHOM JIMCTE) J1ea, 0GOPMIIIOTCS CIeyIOLUM
o0pazoM:

HalMEHOBAHHWE MHCTUTYTA — yKa3bIBA€TCsl MOJIHOCTBIO, B MMEHUTEIILHOM MAJIeXkKe, ¢ yKa3aHUEM
o(pUIIMaNTBEHO IPUHATOTO COKPALICHHOTO HAUMEHOBAaHUS, KOTOPOE YKa3bIBAETCS B CKOOKaX Mocie
IIOJTHOTO HaMMEHOBaHHUA. B ciywasx, korga B TedeHHE rojia, 3a KOTOpBIH TOTOBATCS Jeia,
MHCTUTYT OBLI IeperMeHoBaH (mpeoOpa3oBaH) W 3TO HE BBI3BAIO BO3HHUKHOBEHHS HOBOTO
donn000pazoBares, MO CTapblM €r0 HAMMEHOBAHUEM ITUIIETCS U HOBOE HAMMEHOBAHMUE;
HAaUMEHOBAHUE CTPYKTYPHOIO IOJPA3/IEICHUs — 3allUChIBAETCSI €M0 HA3BAHUE B COOTBETCTBHUHU C
YTBEPKIAECHHOU CTPYKTYpOWU;

yKa3aHHBIM B MEPEYHE THUIOBBIX JOKYMEHTOB WM B TEPEYHE JIOKYMEHTOB, O0pa3yIOIINXCS B
JeSITeNbHOCTH (hefepalIbHOIO OpraHa, ¢ YKa3aHHEM CpPOKOB XpaHeHMs (Ipud BBEJIEHUHM B
JIeIICTBHE HOBBIX NEPEYHEN JOKYMEHTOB CO CPOKaMU XpaHEHUs CTapble 3alIMCH 3aYEpKUBAIOTCH,
a CBEpPXYy WIM PsJIOM IUIIYTCS HOBble JaHHbIe). Ha nenax mOCTOSHHOrO XpaHEHHs MHILETCS:
"XpaHUTb TOCTOSHHO".

ApxuBHbII mKp 1ena (COCTOUT U3 HoMepa (oHAa, HOMEpa ONKCH M HOMepa Jiesla IO ONMCH) Ha
00JI0KKax /1€ IOCTOSIHHOT'O XpaHEHUs MPOCTABIIETCS B apXUBE

YepHWJIAMHM TOJIBKO IIOCI€ BKIIOYEHHS STUX Jiel B TOAOBbIE pa3lesibl CBOJHBIX OIHUCEH,
yrBepxkaeHHbIX OIIK cooTBeTcTBYyIOmEro QenepaibHOTO apxuBa (10 ATOr0 OH IMPOCTABISAETCS
KapaH/aIlioMm).

Ha o6noxkax Jen HOCTOSHHOTO XpaHEHUs NpeaycMaTpUBaeTCs MECTO JJisi HauMEHOBaHUs
apxuBa, B KOTOPbIH OyIyT nepenaBaThCs Jena.

[To okoHUaHWU TOJa B HAJIUCH Ha 00JIOKKAX JIeJI TTOCTOSIHHOTO U BpeMeHHOro (cBbimie 10 jer)
XpaHEHMs BHOCATCSI YTOUHEHMSI: TIPU HECOOTBETCTBUH 3arojIOBKa /1 Ha OOJIOKKE COJEpPIKAHUIO
HNOJUINTBIX JOKYMEHTOB B 3ar0JIOBOK JI€JIa BHOCSITCSI U3MEHEHMSI U JIOTIOJIHEHUS.

HaumenoBanus ¢oH1000pa3oBartens U Noapa3ielIeHus], o]l U HOMEp Jiea MOTYT IPOCTaBIAThCS
Ha 00JIOKKE IIITaMIIOM.

[TpaBuiIbHOCTH OGOpPMIIEHHS 0OJIOKKHU Jieda yIOCTOBEPSETCs MOANUCHIO JINIA, OTBETCTBEHHOTO
3a BeJIEHHUE JIEJIONPOU3BO/ICTBA.

B memsx obecneueHHs] COXpAaHHOCTH M 3aKpEIUICHUs MOPSAJKA PACHOJOXKEHHUS JTOKYMEHTOB,
BKJIIOUEHHBIX B JI€JI0, BCE €ro JIMCTHI, KPOME YHCTHIX, JHCTA-3aBEPUTENSI U BHYTPEHHEH OIMCH,
HYMEpPYIOTCSI B pa3BEPHYTOM BHJIE apaOCKUMH IU(pamMu, BaIOBOH HyMmepaluei. UncTole TUCThI
U3 Jena u3bIMaloTcs (0e3 MOBPEeXIEHHUS LEIOCTHOCTU Jielna) M YHUYTOXAroTcs. JIMCThI
HYMEpYIOTCsI IPOCTBIM KapaHJallloM CBEPXY BHU3 B BO3pPACTAlOIIEM MOPSAKE HOMEPOB, HAUNHAas
¢ mepsoro. Ludpel mpocraBnsitoTcs B IpaBOM BEpXHEM YIJIy JIMCTa, HE 3ajJeBas TEKCTa
JOKYMEHTOB. JINCTBI BHYTpEHHEN ONNUCU HYMEPYIOTCS OTAEIBHO.

Jluct Gonbuioro gopmara (popmara A3, A2) pazBopauuBaeTcs U HyMepyeTcsl B IIPaBOW 4acTH
BepxHero nous aucrta. [lpu sTom nuct moboro Gpopmata, MOAMIMTHIN 32 OJUH Kpail, HyMepyeTcs
KaK OJUH JIUCT; a JIMCT, CJIOXEHHBIH W TMOALIMTHIA 3a CepeluHy, MOMJEKHUT IEpelInBKe U
HyMepyeTcs KaK OJUH JIUCT.

JIucT ¢ Harmyxo HakJIEEHHBIMHM JTOKyMEHTaMu (pororpadusiMu, BbIpe3KaMH, BHITUCKAMU U JIp.)
HyMepyeTcs Kak OJWH JIMCT; B HIKHEH YacTH WM Ha 00OpOTE TaKOro JIUCTA JIENaeTCsl OMUCh
HaKJIEEHHBIX HA HEro JOKyMEHTOB. Bo BHyTpeHHEl onucu U B 3aBEPUTEIbHOIN HAINCH B KOHIIE
Jena o TakWxX JMcTax jenaercss oroBopka. Hampumep: "Ha nmucte 6 nakieeno 5 ¢otorpaduii
COTJIACHO OIKCH Ha 00opoTe aucta'.
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KapTsl ¥ cxembl, CKIIEEHHbIE U3 HECKOJIBKHMX JINCTOB, HYMEPYIOTCS Kak oAuH jucT. Ha Takux
JUCTaxX Ha 00opoTe WM CBOOOJAHOM OT TEKCTa MECTE YKa3bIBaeTCs KOJMUYECTBO JIUCTOB B
ckieiike. Bo BHyTpeHHEH ONMCH U B 3aBEPUTEIBHOM HAJIMCH B KOHLE J€la O TaKUX JIMCTaX
nenaercs oroBopka. Hanpumep: "Jluct 7 — kapTa-ckieiika u3 10 nmucros".

Ecin k JOKyMEHTy (JIMCTY) IOAKJIEEHbI OJHUM KpaeM JpYyrue JAOKYMEHThI (BCTaBKM TEKCTa,
NEPEBO/IbI, BHIPE3KH, CIIPABKU U JP.), TO KX/l JOKYMEHT HyMepyeTcsl OTAEIbHO, OYepeIHbIM
NOPSAAKOBBIM HOMepoM. IloammTeie B €10 KOHBEPTHI C BJIOXKEHUSMHU HYMEPYIOTCS: BHAdaje
KOHBEPT, a 3aTeM O4YepeJHbBIM HOMEPOM Kaxaoe BIOXKeHHe B KoHBepre. Haunbonee nieHHbIC B
UCTOPUYECKOM M XYH0KECTBEHHOM OTHOLICHHWU TOKYMEHTHI (YepTeKH, PYKOIHUCH, rpaduka H
T.J.) HE MOAIINBAIOTCS, & BKJIAJAbIBAIOTCA B KOHBEPTHI.

Ecnu B HymMepanuu JIMCTOB JIOMYIIEHO MHOTO OIIHMOOK, BCE JIeNI0 HyMepyeTcs 3aH0BO. [Ipu aTom
CcTapble HOMEpA 3a4epKUBAIOTCS OJHON HAKJIOHHOW 4EepTOH, U PAJIOM CTaBUTCS HOBBIM HOMEp
aucta. B KoHIE faena cocTaBiseTcss HOBas 3aBepUTENbHAs HAAIMCh, IPU 3TOM cTapas
3aBEpUTEIIbHASL HAJIIUCh 3a4EPKUBAETCS, HO COXPAHSAETCS B JIEJI€; BHOCITCS TAK)Ke UCIIPABICHUS
BO BHYTPEHHIOIO ONKCh, WM ONMKCh COCTABIIETCS 3aHOBO.

[Tpu HANIUYUK OTNIENBHBIX OMIMOOK B HYMEpPAILUU JIMCTOB B JieJax MPH MOATOTOBKE X K C/aye B
apXuB JIONYCKAaeTCsd IO COIVIACOBAHUIO C HUM YHOTpEeOJeHHE JIUTEPHBIX (C OyKBEHHBIMU
JOTIOJTHEHUSIMU ) HOMEPOB JTUCTOB.

[Tocne 3aBepuieHUs HyMepaluu JIMCTOB COCTAaBIISIETCS 3aBEpPUTENbHAs HAJAINUCh, KOTOpas
pacrnoyiaraeTcsi B KOHLE Jieja. 3aBEepUTENbHAs HAANKUCh COCTABISIETCA B JieJie Ha OTACIbHOM
JucTe-3aBepuTenie nena. B Hell nmudpamMm M MpPONMHCHIO yKa3bIBAeTCS KOJHYECTBO JIUCTOB B
JaHHOM Jiefie, OTMEUAI0TCd OCOOCHHOCTH OTHAEIbHBIX TOKYMEHTOB (ueprexu, (oTtorpadum,
PUCYHKH H 1p.) U (DPU3HYECKOTO COCTOSIHHUSI JOKYMEHTOB (TIOMapKH, Hepa3OOpYHMBBIN TEKCT,
MOPBaHHBIE JTUCTHI U JIP.).

3aBepuTeNbHAS HAANUCH IOJAMUCHIBAETCS €€ COCTaBUTEIEM C YKa3aHHEM pacilIi(pOBKU
MOJAINCH, TOJDKHOCTH M JaThl cocTaBieHMs. KoaumdecTBO JMCTOB B J€lie IPOCTABISAETCS Ha
00JI0KKE JieJia B COOTBETCTBUH C 3aBEPUTEIbHON HA/MUCHIO.

Jlnis yueTa TOKyMEHTOB OIPE/IeNICHHbIX KaTeropuid MOCTOSITHHOTO M BpeMeHHoro (cBbiiie 10 jer)
XPaHEHUs, y4eT KOTOPbIX BBI3BIBACTCS CNEUU(PUKON NaHHOM AOKyMeHTaluu (0co00 LEHHBIE,
JIMYHBIE JI€NIa, J1e]a ¢ JOKYMEHTAMH OTPAaHMUYEHHOr0 JOCTYIA U JIp.), COCTAaBIISIETCS BHYTPEHHAA
ONKCh TOKYMEHTOB JieNa.

BHyTpeHHss onuch JOKYMEHTOB JeJla COCTABIISIETCS TakKe Ha 00BbEMHBIE Jiefla TTOCTOSHHOTO U
BpeMeHHOro (cBbiiie 10 Jjier) XpaHeHHs, €clii OHU CQOPMHUPOBAHBI MO Pa3HOBUIAHOCTIM
JIOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PAaCKpBIBAIOT KOHKPETHOE COJAEPKAHHUE ITOKYMEHTOB, C
Henblo yyeta U 0OoJjiee OBICTPOrO HAaXOXKACHUS TOKYMEHTOB B Jieiie. Bo BHYTPEHHIOIO OIUCH,
IOMUMO JIOKYMEHTOB, MOAIIMUTBIX B J€JI0, JOJDKHBI OBITh BHECEHbl M BCE MPUIIOKEHHUS,
OTHOCSIIIMECS K HEMY.

JIucTel BHYTpeHHEH ONKMCH TMOAIIMBAIOTCS B Hadaine Jena. Ecim neno meperuieTeHo win
noAmuTo 6e3 OJaHKa BHYTPEHHEH ONMUCH JOKYMEHTOB, TO COCTABJIEHHAsl MO YCTaHOBJIEHHOMN
¢dopme onMch NOJKIEUBACTCS 3a BEPXHUH Kpail K BHYTpEHHEW CTOPOHE JIUIEBOM 00JI0KKH JAea.
BHyTpeHHs onuch JOKYMEHTOB Jiejla COCTaBIISIETCS Ha OTAEIbHOM JIMCTE MO yCTaHOBJIEHHOMN
dopme, KOTOpasi COAEPIKUT CBEJICHUS O MOPSIKOBBIX HOMEpax JIOKyMEHTOB Jiela, UX MHJICKCaXx,
JaTax, 3arojoBKax M HOMEpax JIUCTOB Jiela, HAa KOTOPBIX PAacHOJOXKeH KaXIbli qokymeHT. K
BHYTPEHHEN OINNCHU JOKYMEHTOB J€]1a

COCTaBJISIETCSl UTOTOBasi 3allMCh, B KOTOPOM yKa3blBaeTcsd LHU(PpaMU U MPOIMHUCHIO KOJIUYECTBO
BKJIIOUEHHBIX B HEE JOKYMEHTOB, IPUJIOKEHUN K JIeIy U KOJIMYECTBO JINCTOB BHYTPEHHEN
OTIHCH.

ITpy m3MeHeHuM cocTaBa AOKYMEHTOB Jejla (M3bATHUH, BKJIIOUYEHUU JTOKYMEHTOB, 3aMEHBI UX
KOIUSIMHM U JIP.) 9TH U3MEHEHHsI OTPAKAIOTCS BO BHYTpeHHEW onucu B rpade "[Ipumeyanue” co
CCBUIKAMH Ha COOTBETCTBYIOILIHE aKThl, U NMPH HEOOXOIMMOCTH COCTABIISIETCS HOBAsk UTOrOBas
3aMUCh.

70



BHyTpeHHSAsT oOnucCh JOKYMEHTOB Jiela IOANMCHIBAETCS COCTAaBUTENEM C  yKa3aHHUEM
pacmMppOBKU MOANUCH, JODKHOCTH M JIaThl COCTABICHMSI OMMCH M INPH HEOOXOAMMOCTHU
CKpEIUIAETCS NI€YAThIO.

JIOKyMEHTBI B Jiefax OCTOSIHHOTO, T0JTrOBpeMeHHOro (cBbliie 10 JeT) XxpaHeHUs U 110 JINYHOMY
COCTaBy TMOJAIIMBAIOTCA HA YETHIPE IMPOKOJIA MPOYHBIMH HUTKAMU B TBEPAYIO OOJOXKKY H3
KapTOHa WJIM TEpeIIeTaloTCs C Y4YeTOM BO3MOXKHOCTU CBOOOJHOIO YTEHHS TEKCTa BCEX
JIOKYMEHTOB, J1aT, BU3 U PE30JIIOIMI HAa HUX. TeKCT He JOHKEH NOIXOAUTh K JIMHUM IOIIIMBKU
(meperiera) 6amxe 2 ¢M, a JIMCTHI HE TOJDKHBI BBICTYINATh 3a Kpas o0JIOKKH. B ciydasx, korga
TEKCT Ha JOKYMEHTE pAaCIIOJIOKEH OJIU3KO K Kparo JIMCTAa, K TAaKOMY JIHCTY IOAKJICHBAETCS
I0JI0CKa OyMary, 3a KOTOPYIO JOKYMEHT HOJIUBaeTcs (MeperieTaercs) B Aeo.

VYka3aHus 10 HCIOJIHEHHIO JOKYMEHTa (pE30JIIOLMM) PYKOBOJCTBA, BU3bI, COCTABIICHHBIE Ha
OTJIENbHBIX JUCTAX, Pa3MELIAIOTCS Nepe] JOKYMEHTOM, K KOTOPOMY OHHM OTHOCSITCSI, U B TAKOM
HOPSJKE NOUIMBAKOTCS B JIENO.

[Tpu moaroroBke A€ K MOALIMBKE (IeperieTy) IpoBepseTcs NPaBUIIbHOCTh UX (POPMUPOBAHMS,
o opMIIeHHS, METAIIIMYECKHUE CKpeIUIeHUs (OyIaBKU, CKPETIKH) U3 JOKYMEHTOB YIAJISIIOTCS.

B nenax mocTosSHHOrO XpaHeHHsl MOJUIekKaT U3BATHIO AYOJETHbIE IK3EMIUIAPBI JTOKYMEHTOB,
YepHOBUKH, HEO()OPMIICHHBIE KONIMH JOKYMEHTOB M HE OTHOCSIIHUECS K BOINPOCY JOKYMEHTHI C
BPEMEHHBIMU CPOKaMU XPaHEHUS.

Jlena MOCTOSTHHOTO XpaHEHUs, COCTOSILUE M3 JOKYMEHTOB OCO0O0W Hay4yHO—HMCTOPUYECKOM,
XYJ0XKECTBEHHOH M MHOW LEHHOCTH WJIM He(POPMAaTHBIX JOKYMEHTOB (KapThl, CXEMbI, IUIAHBI,
4epTeku, HOTOCHUMKH U JIpyTHe TOKYMEHTHI 00NbIIoTo (popMara), B LENAX UX COXPAHHOCTH U
y1o0CTBa IOJIb30BAaHMs HE MOALIMBAIOTCS B JI€da, a XPAHATCS CIO0KEHHBIMH B 3aKpPbIThIX
TBEPJIBIX MANKaxX C TPeMs KJIAlaHaMHU U C 3aBsS3KaMU WM B KapTOHHBIX QyTisipax (KopoOkax) B
KadyecTBe NpuIoKeHuH K aenam. Ha kaxyro nanky (KOpoOKy) COCTaBiIS€TCsl BHYTPEHHSS OIUCh
HaXOJSIIUXCS B HEM TOKyMEHTOB.

Ecnu B neno B xozae ero ¢popMupoBaHus ObUIM MOJIIUTHI JOKYMEHTHI C PA3JIMYHBIMU CPOKAMHU
XpaHEHUs, TO JENI0 pacliuBaeTcs, U (GOpPMHUPYIOTCS HOBBIE Ji€ia, UCXO/Asl U3 CPOKOB XPaHEHUS
JOKYMEHTOB. [Ipy 3TOM TOKYMEHTBI ¢ HCTEKIIMMH CPOKAMU XPaHEHUSI YHUUTOKAIOTCA 110 aKTaM
B YCTaHOBJICHHOM TOpPSKE.

OOnoXKN J1en ¢ JOKYMEHTaMH, HCIHOJIHEHHBIMH Ha CTaHAAPTHBIX JIUCTAX, JOJDKHBI MMETh
pazmepsl 229 x 324 mm. OOI0XKH €7 ¢ JOKYMEHTaMH, U3TOTOBICHHBIMU Ha HECTaHAApTHBIX
JUCTaxX, MOTYT UMETh pa3Mephl, COOTBETCTBYIOIME pa3MepaM MOJIINTHIX B HUX JINCTOB.
OO0510KKH J1e71 ¢ JOKYMEHTaMH, UMEIOIIUMHU JUIUTeNbHbIE (25 u Oosee JeT) CpOKU XpaHEHus,
JOJDKHBI  OBITh M3TOTOBJIEHBI M3 TBEpAOro KapToHa. s oONOXKEK Jel, C/laBaeMbIX Ha
roCcy/1apCTBEHHOE XpaHEHUE, IPUMEHSETCS] OECKHUCIOTHBIM KapTOH.

s npenoxpaHeHus: JOKYMEHTOB OT MEXAHWYECKOW MOpYM Ha MEPBOM M IOCIEOHEM JIMCTax
Jiena, ToMa Iepes MPOLIMBKOM HAKJIEUBAKOTCS MOJIOCKM TOHKOIO KapTOHA, 4epe3 KOTOpble U
IIPOIyCKaeTcs IIHYP.

[Tpu oopmiieHuu fen NpUMEHATh KaHUEISPCKUM (CUIMKATHBIN) KJIeH, MydYHOU U KpaXxMalbHbBIN
kieiicrepsl He cinenyer. Jlena BpemeHHoro (no 10 ser) XpaHeHHs MOAJTEKAT YACTUYHOMY
0(QOPMIICHHIO: JTOMYCKAeTCs Jiejla XPaHUTh B MANKaXx—CKOPOCIINBATENSIX, MATKUX OOJ0XKKax, HE
IIPOBOAMTH IEPECUCTEMATU3ALMIO JOKYMEHTOB B JI€l€, JUCTBl Jela HE HyMEPOBaTh,
3aBEpUTENIbHBIE HAAMHMCH HE COCTaBIATh. PEKBU3UTBHI OOJIOKKH Jefla 3arlojHSIOTCS 10
YIPOLIEHHOH cxeMe (0e3 MpoCTaBiIeHUs apXUBHOTO MHU(Pa, KOJIUIECTBA JHCTOB B JIEIIE).
JIOKyMeHTBl MHCTUTYTa SIBJISIOTCA (enepalibHON COOCTBEHHOCTBbIO, U TIOCJIE€ IPOBEACHUS
AKCIEPTU3Bl UX IIEHHOCTH B NOPSIKE, YCTaHOBIEHHOM dDenepalbHbIM apXHUBHBIM areHTCTBOM,
nojJexxar o0s3aTeqbHONM TIiepefaue Ha TIOCTOSHHOE XpaHeHue B HaruoHanbHBIA apXuB
Pecny6nuku Komu kak yacte ApxusHoro ¢onaa Poccuiickoit @enepanuu.

Odopmiienne fen, HaxXOASIMXCA B JEJIONPOU3BOACTBE YIPABICHUS JAeIaMM, NPOBOAUTCA
paOOTHUKAaMU yIIpaBlIeHUs JAejdaMUd U paOOTHHKAaMH, OTBETCTBEHHBIMHU 3a JIEJIONPOU3BOJCTBO B
CTPYKTYPHBIX IOAPA3AEICHUSAX HMHCTUTYTA, NMPU METOAUYECKOW IOMOIIM M IOJ KOHTPOJIEM
apXuBa UHCTUTYTA.
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[TomHOMY OOPMIICHHIO TIOJIEKAT Aelia TOCTOSTHHOTO U BpeMeHHOTo (cBbimie 10 neT) xpaHeHus,
B TOM 4YHCIIE Jieja [0 JUYHOMY COCTaBy, Jieia BpeMeHHoro (10 10 neT) XxpaHeHus MHoJiekaT
4aCTUYHOMY O(hOPMIICHUIO.

[Tonmnoe odopmiieHue aena mpenycMarpuBaeT: OpOpPMIICHHE PEKBHU3UTOB OOJIOKKH Jelia Mo
YCTAHOBJICHHOH (hopMe; HyMepalHio JIMCTOB B JIeJI€ M COCTABJICHHE JIMCTa-3aBEPUTENS JIENa;
COCTaBJICHHE, B HEOOXOIMMBIX ClIydasix, BHYTPEHHEH OINWCH JOKYMEHTOB Jejia; MOJAUIMBKY U
HEepeIUIeT JIeN1a; BHECEHHE HEOOXOIUMBIX YTOUHEHHUH B PEKBU3UTHI O0JIOKKH JeTa.

12.7. YHUYTOKeHHEe JOKYMEHTOB M /IeJI ¢ MCTEKIIUMHU CPOKAMHU XPaHEHU s

PesynbraTel 0TOOpa TOKYMEHTOB K YHHUYTOXKEHHUIO, CPOKH XPaHEHHUS KOTOPHIX HCTEKIH, 32
COOTBETCTBYIOIIUN TEepruoa OPOPMIISIIOTCS aKTOM O BBIICTICHUH JOKYMEHTOB K YHUYTOXCHHIO
(ITpnio:xkenue Ne 14, 15).

Jlena BKITIOYAIOTCS B aKT, €CIM YCTaHOBJIEHHBIA AJi1 HUX CPOK xpaHeHus ucrek k 01 sHBaps
rojia, B KOTOPOM COCTaBJIEH akT (Harpumep, 3akoH4eHHble B 2004 roay aena ¢ 3-I€THUM CPOKOM
XpaHEHUs1 MOTYT OBITh BKIJIFOUEHBI B aKT, cocTaBleHHBIN He panee 01 suBaps 2008 r.).

AKT O BBIJICJICHUH K YHUYTOXEHHUIO JIOKYMEHTOB, HE IMOJICKAIINX XPAHEHHUIO, KaK IMPaBHIIO,
COCTaBIISIETCS Ha JieJla BCEr0 MHCTUTYTA (IIPH 3TOM Jelia KaXKA0ro CTPYKTYPHOTO MOIpa3iesieHus
COCTaBJISIIOT CaMOCTOSTENbHYIO TpPYIIy 3arojOBKOB, a 3arojlOBKM OJHOPOJHBIX e,
OTOOpPaHHBIX K YHUYTOXKEHUIO, MOTYT OBITh BHECEHBI B aKT MO/ OOILIUM 3ar0JIOBKOM C YKa3aHHUEM
KOJIMYECTBA JIeJI, OTHECEHHBIX K JJaHHOU TPYIIIE).

OT60p JOKYMEHTOB K YHHUYTOXKEHHUIO M COCTaBJICHHE aKTa O BBIJCICHUU JIOKYMEHTOB K
YHUYTOXCHUIO MTPOU3BOIUTCS TIOCIIE COCTABIICHUS CBOJIHBIX OMHCEH Je OCTOSHHOTO XpaHEeHHUs
3a ATOT K€ Mepuoj (OMHCH U aKThl PACCMATPUBAIOTCS Ha 3acelaHuU DKCIEPTHOM KoMuccuen
(manee — 9K) HHCTUTYTA OJJTHOBPEMEHHO).

CornacoBannbie DK HHCTUTYTa aKThl YTBEP>KIAIOTCS PEKTOPOM.

[Tocne yTBep>KACHUSI aKTOB O BBIACIICHHU JTOKYMEHTOB K YHHUYTOXCHHIO JIeja IepelaloTcsl Ha
yrunuzanuo. [locne yHUYTOXKEHHs el B HOMEHKJIAType Jell MPOCTaBiseTcss OTMETKa
"Vauutoxkeno. Cm. akt ot 00.00.0000 Ne 000" ¢ ykazaHueM IOJDKHOCTH, (PamMMIMH, TIOAMUCH
JUIa, OTBETCTBEHHOTO 32 Tiepeiady JieJ Ha YHHUTOKEHUE, U JIaThI.

12.8. [lepenaua nej Ha apXUBHOE XpaHeHHE

[Topsimok mepenauu Aen B apXUB HHCTUTYTA MPEAYCMATPUBAET CIIEIYIOIINE YCIOBUS:

B apXMB MHCTUTYTa IEpeNaloTcs Jiena MOCTOSHHOI0, BpeMeHHOro (cBeiuie 10 yer) XpaHeHus u
JIeJ1 TI0 JINYHOMY COCTaBY paOOTHHKOB;

nepeaaya JOKyMEHTOB B apXHB WHCTHTYTA IPOU3BOIUTCS MO YTBEPIKICHHBIM OTHCSM JETT;

JieNia OCTOSIHHOTO ¥ BpeMeHHOTO (cBbimie 10 jieT) XpaHeHus epealoTcsl B apXUB UHCTUTYTA HE
paHee 4eM uepes3 roj U He MOo3/Hee ueM yepe3 3 roja nocjie roja, B KOTOpOM JOKYMEHThI ObUIn
MIOMEIIIEHBI B JIEJI0 Ha XPaHEHHUE;

nena BpeMeHHoro xpaneHusi (mo 10 jeT) mepemade B apXWB WHCTUTYTa HE Toajexar (3a
WCKITIOYCHHEM BBIMYCKHBIX KBATH(PHUKAIMOHHBIX paboT). OHH XpaHATCS B CTPYKTYPHBIX
MOJIpa3IeICHUSIX U TI0 UCTEUCHUN CPOKOB XpaHEHHS MOJICKAT YHHUTOKESHHIO B YCTAHOBIICHHOM
HOPSJIKE;

nepejaaya jej B apXHUB HHCTUTYTA OCYLeCTBJIsAETCS M0 rpaduky, cOCTABJIEHHOMY apXHMBOM
U COIJIACOBAHHOMY € CEKPeTapuaToM,

npueM JieJ TPOU3BOIMTCS PAOOTHUKOM apXvWBa B TPUCYTCTBHH PAaOOTHHKA CTPYKTYPHOTO
MOJpa3JIeNIeHUs] C MIPOCTABIEHUEM B JIBYX 3K3EMIUIAPaX OMHUCH JIe] OTMETOK O HAIWYHH KaXKI0Tro
nena (B KOHIIE KaKIOTO JK3EMIUISIpa OMUCH YKa3bIBACTCS KOIMYECTBO (DAKTHUYECKH TPUHSTHIX
JeN, JaTa mpueMa—Tepeadn Jiel, a TakKe MOJNHCH padOTHUKA apXWBa U JIMIA, MEePEeIaBIIero
nena);

JAela W ONHCH HA CcIaBaeMble [OKYMEHTBI JOCTABJSIOTCA B AapXUB COTPYIHUKAMU
CTPYKTYPHBIX NOJApPAa3JejieHHil ¢ CONPOBOAUTEIbHBIM MUCHMOM, B KOTOPOM YKa3bIBaeTcsl
KOJIMYECTBO JieJl M ommceii, meperaBaeMbIX B apXHB (OTBETCTBEHHOCTh 32 COXPAaHHOCTb
AOKYMEHTOB TMpH TPAHCIOPTHPOBKE W C¢Jayy HMX B AapXHB HeceT CTPYKTYpHoe
nojapasjesieHue, nepeaaroniee J10KyMeHThbl).
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[Ipu JUKBHIAIMM WM PEOPraHU3AUMN CTPYKTYPHOTO MOApPa3/ieieHUs] MHCTUTYTA JIMIIO,
OTBETCTBEHHOE 32 BeJeHHe /1eJIONPON3BOICTBA JaAHHOIO CTPYKTYPHOIO MoJpa3aejieHus, B
NepuoJ INpOBeJeHUs] PEOPraHM3ALMOHHBIX MeponpusiTuii (Gopmupyer Bce HMeOIIHecs
JAOKYMeHTBbI B Jeja, oopmisieT Jesia M INepeaaeT MX B apXMB, He3aBHCHMMO OT CPOKOB
xpaHeHusi. Ilepexaya gen ocyumiecTBJisieTcs MO0 OMUCSM M COIJIACHO HOMEHKJaType jaen
CBO/IHO HOMeEHKJIAType e/ HHCTUTYTA.

13. PABOTA UCHIOJIHUTEJIA C JIOKYMEHTAMMU

WHcTpyKkimeln 1o  AENONpPOM3BOJACTBY  YCTAHOBJIEHBI  CJENyIOIIME IpaBuia  pabOThI
VCIIOJIHUTEJIEH C TOKYMEHTAMM:

- opraHuzanmusi paboTBl C JOKYMEHTaMH B CTPYKTYPHBIX MOJPA3JEICHUSX HHCTHTYTa
OCYILECTBJISICTCSI HA OCHOBAHUHU YKa3aHMH IO MCIOJIHEHUIO JOKYMEHTOB (pE30JIoLuil) peKTopa
MHCTUTYTa, IPOPEKTOPOB, PYKOBOAUTENEH CTPYKTYPHBIX MOAPA3JIEICHUN, HHBIX JOJKHOCTHBIX
T

- 1I0JIpa3/ieJIeHNe-UCIIOIHUTENb MOIY4aeT JOKYMEHTBI B BO3MOXHO KOPOTKHE CPOKHU (B J€Hb UX
paccMOTpPEHHsT COOTBETCTBYIOIIMM PYKOBOJAUTENIEM WIM Ha CleIyloluidl pabouuii JieHb),
CPOYHbIE IOKYMEHTBI IEPEJAIOTCS UCIIOTHUTEIIO HE3aMEJIUTENbHO;

- JOKYMEHTBI, IIOCTYIIMBUIME B CTPYKTYPHOE IOJIPA3LCICHUE C YKA3aHUEM I10 HCIIOJIHEHHIO
PYKOBOJCTBA PpEKTOpa, MEPEAal0TCs MCIOJHUTEISIM TOJBKO TIOCIAE HX PacCMOTPEHUs
PYKOBOIUTEIIEM MOAPA3ACICHUS.

PaGoTHUKM CTPYKTYpHBIX NOApPA3AEICHUN HHCTUTYTa B IPOLIECCE MCIIOIHEHMSI JIOKYMEHTa
OCYILIECTBIIAIOT:

- cOop 1 00pabOTKy HEOOXOUMOM WH(OPMAIIHY;

- IOJTOTOBKY IIPOEKTa JOKYMEHTa M BCEX HEOOXOIUMBIX IMPUIOKEHUH ¢ COOIIOACHNUEM MTPaBUI
JIOKYMEHTHUPOBAHUS, YCTAHOBJIEHHbBIX B UHCTUTYTE;

- COTJIaCOBAHME MIPOEKTA C 3aNHTEPECOBAaHHBIMU JODKHOCTHBIMU JIMIIAMU;

- MOJATOTOBKY CBOJKM OT3bIBOB (¢ KomMmeHTapueMm "llpunsaro", "OtkioHeHO" ¢ yka3zaHuEM
npuunH, "[IpuHATO YaCTUYHO" C COOTBETCTBYIOIIMM MOSCHEHHEM);

- 10pabOTKy MPOEKTa TOKYMEHTA [0 3aMEYaHUsIM, ITOJTYYEHHBIM B X0/ COTJIacOBaHus (B ciiydae
Cepbe3HOM KOPPEKTHUPOBKH MPOEKTA JOKYMEHTA IPOBOUTCS €ro MOBTOPHOE COTIIAaCOBaHME);

- B HEOOXOJAMMBIX Cily4asX — IOJTrOTOBKY CIHCKa (yKasarensl) pacChbUIKM JOKYMEHTa), IpH
HOJTrOTOBKE PACIIOPSAAUTEIBHOTO JOKYMEHTa B 0053aTEIbHOM MOPSI/IKE;

- IpelACTaBJI€HME IpOeKTa JOKyMEHTa Ha MOANUCh (YTBEpPXKIECHHE) PpPYKOBOJCTBY
yepe3ceKkpeTapuar,

- OIpe/eNIeHue MeCTa XpaHEHUs! JOKyMEHTa (KOIMUHU JOKYMEHTA) C MPOCTaBICHHUEM OTMETKH C
yKa3zaHHEeM HOMepa JieJia 0 HOMEHKJIAType Jiell, B KOTOpOe AOJKEH OBbITh MOMEIEH JOKYMEHT.
[TpenycmarpuBaeTcsi MOPSAAOK COBMECTHOW pabOThl rpynmnoi paOOTHUKOB HaJl JOKYMEHTOM B
CIIy4asiX, €CJIM UCTIOJTHEHNE JOKYMEHTA IOPYUYEHO HECKOIBKUM JIMLIaM, B TOM YHCJIE:

- (yHKIMSI OTBETCTBEHHOT'O MCHOJHUTENS U (DYHKIUU COUCIIOJIHUTENEH B MOATOTOBKE MPOEKTa
JIOKYMEHTA;

- IPAaBO OTBETCTBEHHOT'O HCIIOIHUTENS CO3bIBATH COMCIOIHUTENEH Il BIpaOOTKH COBMECTHOTO
peleHus;

- IOPSJIOK ¥ CPOKU MPECTABIEHUS TPOEKTOB OTBETCTBEHHOMY HCIIOJIHHUTEIIIO.

B ciyuae orcyrcTBus McnomHUTENS (KOMaHAMPOBKA, OTMYCK, 0OJE3Hb) JOKYMEHT IepelaeTcs
JIPYrOMYy HCIOJIHUTENI0, MCHOJHSIOUIEMY €ro OO0S3aHHOCTH, C 00S3aTENIbHBIM HallpaBICHHUEM
yBeomiieHHs (1o TenedoHy, yCTHO, B MHCbMEHHOW ¢opMme) B cekperapuaT 00 HM3MEHEHHUH
WCTIOJTHUTEIIS IOKYMEHTA 711 BHEceHUs n3MeHeHuil B cucremy KUIIP, B ciiywae, eciam JOKyMeHT
IIOCTaBJIEH Ha KOHTPOJIb, a TaKXKe IOPSIOK IEepeadyd JOKYMEHTOB B CIIy4ae YBOJbHEHHS
pa0OTHHMKAa MM @epexoAa Ha JAPYrod ydacTOK pabdoTel MO aKTy MpHeMa-Iepeaayu
PYKOBOJUTEIIO TOAPA3IeICHHs UM, TIO €r0 YKa3aHUI0, BHOBb HA3HAYCHHOMY PaOOTHHKY.
HcnonHuTtens uMeEeT MpaBO Npe[laraTb W3MEHEHHE CpOKa MCIIOJIHEHUs JOKyMeHTa (C
COOTBETCTBYIOIIUM OOOCHOBAaHUEM, TMPEICTABISEMBbIM PYKOBOJACTBY), €CIH OTCYTCTBYIOT
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peasbHbIE YCIOBUS BBIITOJHEHUS 3a/1aHUs, IEJIaTh TOMETKH Ha OJIaHKe Pe30iionuu (yKa3aHue 1o
ucnionHeHnto gokymeHTa) (Ilpusioxkenue Ne 11) B oTMeTKe 00 HCHOJHEHWH, O BPEMEHHU €r0
MOCTYIUICHUS, O JJaTaX MPOMEKYTOYHOTO UCTIOIHEHUS (TeNe(OHHBIX U MUChMEHHBIX 3aIpOCcax),
0 JIaTe U pe3yJIbTaTe OKOHYATEIbHOTO UCIIOIHEHHUS, C 0053aTEIbHBIM YBEJOMIICHUEM.
HcnonHuTenp HE JOJDKEH pasriallaTh COJACP)KAHUE IOCTYINUBIIUX K HEMY JTOKYMEHTOB U
MOJFOTOBJICHHBIX IPOEKTOB CIY>KEOHBIX JOKYMEHTOB, C HHUMHU MOTYT OBITh O3HAKOMIICHBI
TOJIBKO JIMIIA, UMEIOLINE OTHOUIEHUE K UX MCIIOJIHEHHUIO.

15. U3TI'OTOBJIEHUE, YYET, UCIIOJIb30OBAHUE U XPAHEHUE HITAMIIOB,
MEYATEN U BJIAHKOB CTPOIOil OTYETHOCTH

Yder, ucnoib30BaHMe, XPpAHEHHE W H3IrOTOBJICHHE IledyaTel, IITAMIIOB B  BEICTCA B
coOTBeTCTBUM ¢ MHCTpyKIMEN 0 paBe M0JIb30BAHUS [1€YATIMU U IITaAMIIaMU.

B mnoapazgeneHusx UCHONMB3YIOT MeyaTw (IITAaMIIbl), KOTOPbIE H3TrOTABIMBAIOTCA IO 3asBKE
PYKOBOJMTEIIEH ITUX MOAPA3AECICHUM.

Bbljaua mnewaTtei, IITaMIIOB NPOU3BOAMTCS IMOJ JUYHYH MOJIUCh B COOTBETCTBYIOIIHMX
KypHaJIax ydera.

TpynoBele KHUKKHA NOAJEKAT YUETy B OTHAENE KaIpOB. YUeT JABUKEHHUS TPYAOBBIX KHHKEK U
BKJIQJIBIIE B HHUX pErilaMEHTUpoBaH MHCTpyKIMEN 1O 3allOJIHEHUIO TPYIOBBIX KHUXKEK,
YTBEpKI€HHOU noctaHoBieHrneM Muntpyzna Poccun ot 10.10.2003 Ne 69.

braHku TOKyMEHTOB TOCYAapCTBEHHOTO 00pasia O BhICIIEM MPO(ecCHOHAIEHOM 00pa3oBaHUU
MOJJIeKAT y4eTy B YUeOHO-METOJUYECKOM OTJIeIe€ MHCTUTYTA, Y4eT OJNaHKOB aKaJeMHYECKHUX
CIPAaBOK BEJIET y4eOHBIH OT/EN, KOTOPbIM perinaMeHTupoBaH MHCTpykuuend o mopsaKe BblIauu
JOKYMEHTOB TOCYJapCTBEHHOro o0pa3lia o BbICHIEM MpodeccHOHAIbHOM 00pa30BaHUH,
3al0JIHEHUHU U XPaHEHHHM COOTBETCTBYIOIIMX OJIAHKOB JOKYMEHTOB, YTBEPXKIEHHOH NpUKa30M
Muno6pnayku Poccun ot 10.03.2005 Ne 65.

KypHansl yuera BKIIOUAIOTCS B HOMEHKJIATypy /M€l COOTBETCTBYIOIIMX CTPYKTYPHBIX
nozpaszesieHui. JIMCTel MX HyMEpYyrOTCS, IPOLINBAIOTCA U ONEYaThIBAIOTCS.

[lewatn, mTamnbl, ONAHKKM M TPYAOBbIE KHWKKHM JIOJDKHBI XpaHUTbcd B ceiidpax win
METAJUINYECKUX IIKadax.

[Tpumeamnve B HErOJHOCTh WM YTPATHUBILINE 3HaYEHHE NeYaTH (LIITaMIIbl) MOJJIeXKaT BO3Bpary U
YHUUYTOXKAIOTCA 10 aKTy C OTMETKOM B COOTBETCTBYIOIIMX JKypHaJax ydera. B akre
IIPOCTABIISIETCA OTTUCK YHUUTOXAEMbIX IeyaTei (LIITamIioB).

[TeuaTu (1ITaMIibl) BBIAAIOT MOJ PACIUCKy paOOTHUKAM, Ha KOTOPBIX BO3JIO)KEHA 005S3aHHOCTh
3aBepATh JOKYMEHTbl M OTBETCTBEHHOCTh 3@ MX HCIOJb30BaHUE M COXpaHHOCTh. llpu
0CBOOOXKJICHUH OT 3TOH 00S13aHHOCTH OHHU JOJKHBI CJIaTh N€YaTH (IITAMIIBI).

O6 yrepe mewaru (mrammna) pabOTHHUK 0O0S3aH HE3aMEJIUTENbHO COOOIIUTH PYKOBOJAUTEIIO
HOJpa3JieNIeH s, KOTOPBIH JTOJIKEH MPOBECTHU CITy>KEOHOE paccieJoBaHne 00CTOSTENbCTB YTEPH.
[IpoBepka Hanmuuusi mevared, IMITaMIIOB W OJIAHKOB, a TaKXKe MOpsAKa HX XpaHEHUs U
WCIIOJIb30BAaHUSl TPOU3BOAMTCS KOMHUCCHEN HE PEXE OJHOTO pa3a B TIOJ OJHOBPEMEHHO C
IIPOBEPKOIl  COCTOSHUSL  JeNONpou3BoACTBa. HeoO0XoauMOoCTh HM3rOTOBIEHUS INTAMIIOB C
(haKCUMHIIBHBIM BOCIIPOM3BEJICHHUEM IOANUCH PEKTOPa, IPOPEKTOPOB U APYIHX JTOJHKHOCTHBIX
JIUI] UHCTUTYTA OIpe/essieT COOTBETCTBEHHO PEKTOp MHCTUTYyTa. OH TakkKe HazHayaeT JIMII,
OTBETCTBEHHBIX 32 UCIIOJIb30BAHNE U COXPAHHOCTh ITUX LITAMIIOB.

ltamMnbl ¢ (pakCUMHIBHBIM BOCIPOM3BeJdeHHEeM MNOANNCH PeKTopa pa3peliaercss NpPH
HE00XOAMMOCTH CTABHTh HA KONHUAX MOANHCAHHBIX MM B YCTAHOBJECHHOM HOpsiAKe
JOKYMEHTAaXx, B cJiyuyae nepeiayu J0KyMeHTa 10 pakcHMMUJIbLHOM CBS3H.

Hcnonb3oBaHue yKa3aHHBIX IITAMIOB NPH O(POPMJICHHHM NOJJIMHHUKOB JOKYMEHTOB
3anpenaercs.

Kontpons 3a wucmonp3oBaHMeM TmedaTe (IITaMIOB) BO3JIaraeTcsi Ha PYKOBOAUTENEH
MO/pa3/ieIEHN NHCTUTYTA, B KOTOPBIX OHU UCIOJIb3YFOTCSI.
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