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1 HazHavenue u 001acTh PUMEHEHUS

1.1 Ha3znauenue

HacTosmmuii cranmapT ycTaHaBIMBAET CAMHYIO CUCTEMY JCIONPOU3BOI-
crBa B PI'BOY BO «KHAT'TY». (U3m. Ne 1)

1.2 O6aacTh NpUMeHeHUs!

TpeGoBanus AaHHOW HMHCTPYKIHU SBISIOTCA 00A3AMETbHbIMU IS
BCEX IMOApa3ICICHII YHUBEPCHUTETA.

2 HopMaTuBHbBIE CCHUIKH

B nacrosimeMm cTtanmapTe MCIOJb30BaHBI CCHUIKA Ha CIEAYIOIINE HOp-
MaTHBHbBIE JOKYMEHTBI:

I'OCT P 51141-98 [lenonpon3BOACTBO U apXUBHOE J€J0. TepMUHBI U
OIpEEIICHHUS

I'OCT P 6.30-2003 YC/I. YuuduimpoBanHas cuctemMa opraHU3aI[iOHHO-
pacropsiAUTEIbHON JOKyMeHTauu. TpeboBanus K 0hOpMIECHUIO JOKYMEHTOB

PA ®I'BOY BO «KHAI'TY» 015 JloxyMeHTanusi OpraHU3aliOHHO-
pacniopsiautenbHas. O6mmue TpedoBanus k opopmieHuio (M3m. Ne 1)

PH 4.2.3-1 IlpaBuna u nopsaaoxk opopMIIEHHSI KOMaHIMPOBOUYHBIX J10-
KYMEHTOB

PU 4.2.3-2 Tlopsigok paccMmoTpenus oopamenuii rpaxkaan 8 ®I'6OY BO
«KHAT'TY» (M3m. Ne 1)

PU 4.2.3-3 O xonrpone wucnoimHeHuss mnopydenuit B OI'BOY BO
«KHAT'TY» (U3m. Ne 1)

PU 4.2.3-4 Tlopsiaok, yCIOBUSI COTJIACOBAHMS M IOJNIMCAHUS TPUKA30B

PU 4.2.3-5 Tlopsiiok UCOIb30BaHUS M XPAaHEHUS TepOOBOM 1euaTu

PU 4.2.3-8 Tlopsimok monydyeHus, XpaHEHHUs, UCIOJIb30BAHUS TeYaTel u
mrramiioB B ®T'BOY BO «KHATTY». (M3m. Ne 1)

[Ipuka3z Munobpuayku Poccum ot 30 nexabpss 2010 r. Ne 2233 «O6
yTBEpKAeHUU MHCTpyKIMu O mopsike oOpalleHus co CiyxeOHoi uHpopMa-
el OrpaHUYEHHOTO paclpocTpaHeHuss B MuHucTepcTBe 00pa3oBaHUsA U
Hayku Poccuiickon @enepanuny.

TumoBast MHCTPYKIMS MO JEIONPOU3BOACTBY YTBEP)KICHHAS MPUKA30M
denepanbHON apxuBHOU cyx0b1 Poccun ot 27.11.2000 Ne 68.

3 TepMI/IHLI, onpeacjJacHus, 0003HAYEHHUS U COKpalllCeHUsA

3.1 TepMunbI 1 onpeneaTeHust

B nanHOM cTaHgapTe UCIOJb3YIOTCS TEPMUHBI:

ApxuB

- YUPEKJEHUE UJIHU €T0 YacTh, OCYIIECTBIAIONIAsA MPUEM U XPAHECHUE
JIOKYMEHTOB C LIEJIbI0 X UCITOJIb30BAHUS,
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- COBOKYITHOCTb JIOKYMEHTOB, 00pPa30BaBIINXCS B PE3yJbTaTe ACSATEIbHO-
CTH YUPEKJCHUU, TPEANPUITUN U OTAEIBHBIX JIUII.

Bbinucka - Komus 4acTd JIOKyMEHTa, OOpPMIJICHHAsI B yCTaHOBJICHHOM
MOPSIIIKE.

JleJ10 - COBOKYNMHOCTHh JOKYMEHTOB, OTHOCSIIMXCS K OJHOMY BOMNPOCY
WJIM YYaCTKY JAeSTEeIbHOCTU

Jle10npou3BOACTBO (JIOKYMEHTAllMOHHOE OOECIEUYeHUE YIpaBJICHUS)
JesITeTbHOCTh, 00€CIeUnBaIOIIAsl TOKYMEHTUPOBAHUE U OPTaHU3aAIUI0 PabOThI
¢ o(pUIHaATLHBIMU TOKYMEHTaMHU.

JIOKyMeHT - 3a)MKCHPOBAaHHAsl HAa MaTEPHAIbHOM HOcuTene nHpopmMa-
1S C PEKBU3UTAMH, TMO3BOJISIOIIUMU €€ UICHTUPUITUPOBATS.

JlokymeHnTauus — ohOpMIICHHAs TIO €IWHBIM TMPaBUJIaM COBOKYITHOCTh
JIOKYMEHTOB.

JlokymeHTHpOBaHHAs MHGoOpManus (IOKYMEHT) - 3aUKCHpOBaHHas
Ha MaTepHaIbHOM HOcuTelae HH(POpMAIUsi C OMNPEACICHHBIMU PEKBU3UTAMU,
UMEIOIAst FOPUIUYECKYIO CUITY.

JIOKyMeHTHpOBaHMe YIPABJICHYECKON AeSITeJIbHOCTH - IIPOIECC 3allu-
cu (pukcammu) u opopMieHUS Ha PAJIMYHBIX HOCUTENSIX HHOOpMAIUMU T10
YCTaHOBJICHHBIM MPABUIIAM.

JIokyMeHTHpPOBaHMe - 3aMMKCh UHPOpMAIIUK Ha Pa3IMYHBIX HOCUTEIAX
M0 YCTAHOBJICHHBIM MPABUJIAM.

BHemrHu#l JOKYMEHT — IOKYMEHT, OTIPAaBJICHHbIA APYTUM OpraHu3alu-
M (JIMIIaM) WM MOJYYEHHBIA OT HUX (MCXOSIIUN WU BXOJSIIHH).

BHyTpeHHUII 1OKYMEHT — JOKYMEHT, IIpeAHa3HAYCHHBIN I UCIOJIb-
30BaHUS TEM YUPEKICHUEM, B KOTOPOM OH CO3/IaH.

Jy0mMKaThl - KOMUKU TOJJIMHHUKOB, 00€CIEUYMBAIOIINE HUIESHTUYHOCTH
BOCITPOM3BE/ICHUS TMMOUIMHHUKA, BHITTOJIHEHHBIE Ha JIIOOOM MaTepuaje, M03Bo-
JISTFOUIEM CHSITHUE C HUX KOITHM.

HNupexc nena, HoMep aesa — MOPSAKOBBIA HOMED Jiesia 10 HOMEHKJIIATY-
pe U ycioBHOE 0003HAYEHUE CTPYKTYPHOTO MOApPA3AENICHUs, MPOCTABIIEMOe
Ha 00JI0XKKE Jea.

HcnoaHuTe b - IO OTBETCTBEHHOE 32 BBINOJHEHUE padoT.

CoucnosHuTeNb - IO OTBETCTBEHHOE 32 BBHINOJHEHHE pabOT HapaBHE
C UCTIOJIHUTEIIEM.

KOHTpOIBHBIN IK3eMILISIP - KONUS JOKYMEHTA, IpeAHAa3HAuYCHHAs JJIs
MPOBEPKU (KOHTPOJISA) paboumX IK3EMIUISIPOB.

Konus - 10KyMeHT, BBIMOJHEHHBIH CITIOCOOOM, MOJHOCTHIO BOCIIPOU3BO-
JAITUM UH(POPMAIINIO TOJIMHHOTO IOKYMEHTA U MpeIHa3HAYeHHbIN ISl Hell O-
CPEIICTBEHHOI'0 UCIIOJb30BaHMs B 00pa30BaTEIbHOM MPOIIECCE.

Homenkiarypa aej - CHCTEMAaTU3MPOBAHHBIN MEPEYEHb BUJIOB JIOKY-
MEHTOB, YCTAHOBJICHHBIN B MOJIpa3/ieieHUU MPEANPUITHS, C YKa3aHUEM CPOKOB
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WX XpaHeHUsI, 0OPMIICHHBIN B YCTAHOBJICHHOM ITOPSJIKE.

HopMmaTuBHasi 1OKyMeHTAUMs - JOKYMEHTAIMs, COAepxkaiias mpaBu-
Ja, oOIKMe MPUHIIMUIBI, XapaKTePUCTUKHU, KacCaloIIUecsl ONMpeaeICHHBIX BUIOB
JeATCIbHOCTH WJIM X pe3ynbTaToB. HopMaTuBHAS TOKYMEHTAIUS MOXKET OBIThH
BHEIIIHET'0 WJIM BHYTPEHHET'0 MPOUCXOKICHUS.

O0s13aHHOCTH - Pa0OTHI, KOTOPHIC BBIMOIHSIIOTCS JOJKHOCTHBIM JIMIIOM
€KEIHEBHO WUJIM CHCTEMAaTUYCCKH.

OpuruHaabl - JOKYMEHTHI, BBIMOJIHEHHBIE HA JIFOOOM MaTepuase U rpeaHa-
3HAYCHHBIC JJI M3TOTOBJICHUS 110 HUM KOHTPOJIBHBIX M pab04HX IK3EMILIIPOB.

IMogMMHHUKN - TOKYMEHTHI, O(OPMIEHHBIC TMOIJIMHHBIMUA YCTAaHOB-
JICHHBIMU TIOJAMUCSMH U BBIMOJHEHHBIE HA JI000M Marepuase, Mo3BOJISIOIMIEM
MHOTOKPAaTHOE BOCHPOM3BEAEHHE C HUX Komuil. JlomyckaeTcsi B KadyecTBe
MOJUVIMHHUKA UCI0JIb30BaTh OPUTHHAI.

AJpecar - nojy4yaresb JOKyMEHTA.

PerncrpanuonHasi kKapToyka — KapTouKa, NMpeIHa3HAYCHHAs ISl PEru-
CTpalu JOKYMEHTOB B JIEJIOIPOU3BO/ICTBE YHUBEPCUTETA.

PerucrpanuoHHblidi HOMep JOKYMEHTa — MOPSIKOBBIA HOMEP IOKYMEHTA,
SIBJISIFOLLAICS. 4aCThIO JIEJIOMPOU3BOACTBEHHOTO MHEKCA WIIA 3aM EHSIOIUN €ro

Perucrpanusi 10KyMEHTOB — 3alllCh B YUYETHBIX dopmax (KypHalIax,
KapTOYKax M T.I.) KPAaTKUX CBEJCHUH O JIOKYMEHTE U IPOCTABJICHHUE Ha JIOKY-
MEHTE JIeJIONPOU3BOJACTBEHHOTO MHJEKCA U JaThl pErUCTpalliH.

Peectp — mepedeHsp (CMHMCOK) 4ero—ianb0, TPUMEHSEMBIN B JEIONPOU3-
BOJICTBE.

Pe3osionusi Ha JOKyMeHTe — NMUCHhbMEHHOE YKa3aHHE PYKOBOIUTENS HC-
MIOJIHUTEIIO O XapaKTEPE U CPOKAX UCIOJHEHUSI JOKYMEHTOB.

3.2 Cokpamenusi
B HacTosmeM cTangapTe NIPUMEHEHBI CICIYIONIUE COKPAIICHUS:

I'OCTP - naumonanwsHbld crangapt Poccuiickoit denepaiuu
CTO - CTaHJIAPT OPraHU3aLuH

P1 - paboyast UHCTPYKLIMS

P1 - PYKOBOJAIIMNN TOKYMEHT

OB/I - OTBETCTBEHHBIN 3a BEJCHUE JEIONPOU3BOCTBA
OMK - OTZICJI MEHE>KMEHTa KayecTBa

PK® - PETUCTPAIMOHHO-KOHTPOJIbHAsS ¢hopma

OP - OPTaHU3aLMOHHO-PACIIOPSAAUTEIbHASA TOKYMEHTALUS
H - HOpPMATUBHBIN IOKYMEHT

T - TEXHUYECKast JOKYMEHTaIUs

oK - DKCIIEpTHAasA KOMUCCHS

OK - OTJIeJ1 KaJpoB

JCII - TOKYMEHTBI JIJI CJIYKE€OHOT'0 MOJIb30BaHUS.
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4 OTBETCTBeHHOCTH

4.1 OTBETCTBEHHOCTb 32 OPraHU3al1I0 U COCTOSIHHUE JIETIONPOU3BOJICTBA B
CTPYKTYPHBIX TOJpPa3JEICHUSIX, CBOEBPEMEHHOE U KAaYECTBEHHOE HCIIOJIHEHHE
JIOKYMEHTOB, a TAaK)K€ 32 UX COXPAHHOCTb BO3JIAraeTCsi Ha PyKOBOJAUTENEH: HH-
CTUTYTOB, (DaKyJIbTETOB, Kadenp, CTpyKTYpHBIX MoApasaeineHuil. PykoBoaurenu
CTPYKTYPHBIX TO/Ipa3/iefIeHu 00s13aHbl IPUHUMATh MEPBI K COKPALLEHUIO TIepe-
MUCKH, 00€CreynBaTh MPAaBWIBHOE U pallMOHAIBHOE HMCIOJIb30BAHHE CPE/ICTB
OPITEXHUKH, CITy>KEOHBIX OJJAHKOB U Oymaru.

4.2 HenocpeicTBEHHOE BEACHUE JIETIONPOU3BOJCTBA B CTPYKTYPHBIX MO~
pa3fesieHusIX BO3JIaraeTcs Ha COTPYAHUKOB, Ha3HAYEHHBIX OTBETCTBEHHBIMU 32
3Ty paboTy, KOTOphIE OOECIEUNBAIOT YUET U MPOXOKIECHUE JOKYMEHTOB B YCTa-
HOBJICHHBIE CPOKH, HH()POPMUPYIOT PYKOBOJCTBO O COCTOSIHUM UX HCIIOJHEHMUS,
OCYILECTBIISIIOT O3HAKOMJIEHHE PAa0OTHUKOB C HOPMATHUBHBIMU U METOIUYECKU-
MU JOKYMEHTAMH IO JEIONPOU3BOICTBY.

4.3 COoTpyAHMKH CTPYKTYPHBIX MOJpa3[elIeHUN HECYT MEPCOHAIBHYIO
OTBETCTBEHHOCTh 32 BBINOJIHEHUE TPEOOBAaHUN HWHCTPYKLHUHU, COXPAHHOCTH
HaXOJAIINXCA Y HUX CIIY’)KEOHBIX JJOKYMEHTOB. B ciyyasix ux yTpaThl HEMeEA-
JIEHHO JOKJaJIbIBAIOTCSI PYKOBOAMTEIIO MOAPA3ACICHUS U B OOIIHI OT/AEI.

[lepenaya 1OKYMEHTOB, UX KOIUK paOOTHUKAM CTOPOHHUX OpraHU3alui
JOITYCKAETCA C Pa3pelICHHs] PYKOBOJACTBA YHUBEPCUTETAa WM CTPYKTYPHBIX
MOApa3ICIICHU M.

4.4 Tlpu yxone cOTpyIHUKA B OTHYCK, BEIOBITUM B KOMaHIUPOBKY, UMe-
IOLMECS Y HErO JOKYMEHTHI, M0 YKA3aHUIO PYKOBOIUTENS CTPYKTYPHOTO IOA-
paszienieHus1, mepeaaTcs JpyroMy COTPYIHUKY, KOTOPbI 00s13aH MPUHATH Me-
pBI K IX CBOEBPEMEHHOMY HCIIOJIHEHUIO.

[Ipy yBOJBHEHMH WJIM MEPEMEILIEHUH OTBETCTBEHHOI'O 3a BEACHUE JENI0-
npousBozacta (OBJl) npousBoautcs nepenada Jiei1 U JOKYMEHTOB, O YEM CO-
CTaBJISIETCS MPUEMOIIEPENATOUHBIM AKT, KOTOPbIM YTBEp)KIAeTCsl PYKOBOAUTE-
JeM CTPYKTYpHOro noapaszaeneHus. Komnus akra nepenaercst B 001Ul OTAeI.

4.5 BeneHue nepenucku ¢ OpraHU3alusIMU U YUPEKICHUSAMU, MIPEIIPU -
TUSIMU, MUHUCTEPCTBAMU U BEJOMCTBAMU I10 BOIIPOCAM, CBSI3aHHBIM C HCIIOJIHE-
HUEM BO3JIO)KEHHBIX Ha HHMX OOS3aHHOCTEH, OCYLIECTBIIIOT PYKOBOJIUTEIH
CTPYKTYPHBIX OAPA3AECICHUI OT UMEHHM PEKTOPA YHUBEPCUTETA.

4.6 TlonoxxeHus: CTaHAApTa PACTPOCTPAHSIIOTCS KaK HA TPAIUIIMOHHOE JeTI0-
MPOU3BOJICTBO, TaK W HA OPraHU3aIMI0 PabOThI C JOKYMEHTaMH, CO3/1aBaCMbIMU
CpEICTBaMU BBIYMCIUTENBHON TEXHUKH.

4.7 BoinonHeHue TpeOOBaHUM cTaHIapTa 00s3aTEIbHO JJISl Ka)XJI0ro Co-
TPyJIHUKA YHUBEPCUTETA, C €ro TPeOOBAaHUSMH COTPYIAHHKU JOJIKHBI OBITH
O3HAKOMJICHBI.

4.8 Tlopsanok paboOThl C JOKYMEHTAMHU Jis CIIYXKE€OHOTO TOJIb30BaHUS
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(CII), ¢ nucpmMamM#, 3asBJICHUSMHU U jKaJI00aMU TpakJIaH, ONpeeieH COOTBET-
CTBYIOIIIMMHU WHCTPYKITUSMHU.

5 NoxymenTauusi ®I'BOY BO «KHAT'TY» (M3m. Ne 1)

JlesTenbHOCTh YHUBEPCUTETa 00ECIIEUNBACTCS CUCTEMON B3aMMOYBSI3aH-
HOM YIPABJICHYECKON TOKYMEHTAIIMUA U OINPEIENIIETCd KOMIETCHIUEN YHUBEP-
CUTETA, MOPSIKOM pa3pelieHus BOIPOCOB 00BEMOM M XapaKTEPOM B3aUMOCBSI-
3eil MeXy YHUBEpCUTETOM, MuHUCTEpCTBOM 0Opa3oBaHus U Hayku P® u npy-
TUMU OpraHamMu yOpaBJieHUs U opraHuzanusMu. [IpaBo moamuicu ciykeOHBIX
JOKYMEHTOB NMPUHAJIEKUAT PEKTOPY YHUBEPCUTETA. B riepro ero oTcyTCTBUS —
JOJKHOCTHOMY JIMILY, UCTIONHSIOIIEMY 00s13aHHOCTH pekTopa. [IpopexTopamu —
B [IPEZENAX BOIPOCOB UX KOMIIETEHIIHUH.

6 Opranusanusi 1TOKyMeHT0000pOTA

6.1 O0IHe MmoJ10KeHus

JIBm>KeHue TOKYMEHTOB B YHUBEPCUTETE C MOMEHTA UX CO3JIaHUs WU T10-
Jy4eHUs 70 3aBEPILICHUSI UCTIOIHEHUS WJIM OTIPAaBKH 00pa3yeT JOKYMEHT0000-
poT. Opranuszanus JOKyMEeHTO000pOTa U UCIOJHEHUS JOKYMEHTOB B YHUBEPCH-
TeTEe MOCTPOECHA HAa OCHOBE €AMHBIX TpPeOOBaHUH, MMpaBuiIax OPOpMIIEHUS JOK Y-
MEHTOB, IPUMEHEHUU COBPEMEHHBIX TEXHUYECKHX CPEACTB B paboTe ¢ JOKY-
MEHTaMH. MeToinuecKoe pyKOBOJCTBO U KOHTPOJIb COOJIIOJICHUSI YCTaHOBJIECH-
HOrO TMopsAJiKa paboThl C JOKYMEHTaMU B MOAPA3JICIECHUAX YHUBEPCUTETA OCY-
mectBisiercs OMK, oOmmM oTaeIoM.

[TopsinoK MPOXOKIEHUS TOKYMEHTOB M ONEPALiy, IPOU3BOAUMBIE C HUMU
B YHUBEPCUTETE, PErJaMeHTUPYIOTCSA: JOKYMEHTUPOBAHHOW MPOLEAYpPOil, HACTO-
SLUMM CTaHIAPTOM, MOJOKEHUSIMU O CTPYKTYPHBIX MOAPA3ACICHUSIX, JOIKHOCT-
HBIMU MHCTPYKLHMSMHU PaOOTHHUKOB, JTOKYMEHTAIMEH, COMPOBOXAAIOIIEH IeNo-
IIPOM3BOZICTBO B YHUBEPCUTETE.

OCHOBHBIM TOKa3aTEJIEeM JBM)KEHUS TOKyMEHTOB SIBJISIETCSI 00BEM JIOKY-
MEHTO0000pOTa — KOJIMYECTBO TOKYMEHTOB, IIOCTYIUBIINX B YHUBEPCUTET U CO-
3JJaHHBIX UM 3a OIPEJECIICHHBIN MTEPUOA.

6.2 Yuer kon4yecTBa J10OKYMEHTOB

6.2.1 Yuer konuyecTBa JOKYMEHTOB 3a ONPEIEICHHBIN NEpUO BPEMEHU
(roxn, mecsiir) npoBoaurcs no PK® o Mecty peructpaiyu 10KyMEHTOB.

6.2.2 3a equHUIly yueTa KOJMYECTBAa JOKYMEHTOB MPUHUMAETCA CaM JO-
KyMEHT, 0€3 y4yera KOIUi, CO3/1aBaeMbIX IIpU MeYaTaHuu.

6.2.3 Bxomamme, UCXOOAIIME U BHYTPEHHHUE JOKYMEHTBHI YYUTBIBAIOTCS OT-
JIENTBHO.

6.2.4 Yyer konuyecTBa JOKYMEHTOB MOKET MPOBOJUTHCS MO YHUBEPCH-
TETY B LIEJIOM WUJIU TI0 OTAEIbHBIM MOAPa3/eICHUSIM.

6.2.5 Pe3ynbpTarhl yueTa KOJIMYECTBA JTOKYMEHTOB OOOOIIAIOTCS OOIIMM
OTIEJIOM U MPEICTaBISIOTCS PYKOBOJCTBY B BHJIE CHpaBKU 00 o0ObeMe NOKY-
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MEHTO000pOoTa (MPHJIOKEHHE A).

Perucrparms 7o0KyMEeHTOB B YHUBEPCHUTETE (BXOMSIMINX, UCXOMAIINX, BHYT-
PEHHUX, MIPUKA30B, PACIOPSHKEHUN, KOMAaHIMPOBOUYHBIX JOKYMEHTOB) OCYIIIECTB-
JsieTcsl LIEHTPAIM30BaHHO B OOIIEM OT/EJIe YHUBEPCUTETA.

B cexperapuarax MHCTUTYTOB M JIEKAHATOB PETUCTPUPYIOTCS MOATOTOB-
JICHHBIE K OTIIpaBKE COOOIIEHUS CTYyACHTaM WIIM CBEICHHS 00 yCIIeBaeMOCTH
CTYJICHTOB JUJISl IPEATPUATHH.

6.3 Padora ¢ BXOASIIIUMHU TOKYMEHTAMH

6.3.1 Pabora ¢ BXOIALIMMHU TOKYMEHTaMU BKJIFOYAET CJIEYIOIINE OCHOB-
HBIE ATAIbL:

— JIOCTaBKY U MPUEM JIOKYMEHTOB;

— TEPBUYHYIO 00pa0OTKY TOKYMEHTOB;

— TpeIBapUTEIBHOE PACCMOTPEHUE TOKYMEHTOB,;

— paccMOTpEeHHE JOKYMEHTOB PYKOBOJICTBOM YHHUBEPCHUTETA,

— Tepegavy Ha MCIOJHEHHE JOKHOCTHBIM JIUIaM (CTPYKTYPHBIM TOApa3-
JICJICHUSIM ),

— OCYIIIECTBJICHHE KOHTPOJISI HaJl UCIIOTHEHNEM JIOKYMEHTOB;

— TPHUEM UCTIOIHEHHOTO TOKyMEHTa, €ro TIOMEIICHHUE B JIEJI0;

— TOCIIeNyIoIlee XpaHeHnue U paboTy ¢ TOKyMEHTaMH (J10 meperadyu ux B
apX¥B WM HA YHUITOXKECHUE).

6.3.2 JlocTaBka TOKyMEHTOB B YHUBEPCUTET OCYIIECTBISIETCS CPEICTBAMU
MOYTOBOM, (PENILABETEPCKOM, TIEKTPOHHON MOYTHI ¥ (PAKCUMUIILHOM CBSI3H.

[TouToBasi cBSA3b JOCTABJSIET: MHCHhMa, TeIeTpaMMbl, OaHIEPOJIH, Iie-
YaTHBIC U3/IaHUS.

6.3.3 KoppecroHaeHius, nocTynaiiias B yHUBEPCUTET, IPUHUMACTCS U
pPETUCTpUPYETCS COTpyAHUKaMu oOriero otaeina. [Ipu mpueme KoppecrnoHIeH-
IIUU TIPOBEPSETCS LEJIOCTHOCTh KOHBEPTOB, APYTOil yIaKOBKH M MPaBUIBHOCTD
ykazaHus anpecara. OmubO0YHO TOCTaBICHHAs KOPPECTIOHASHIINS TIepechlia-
€TCs K OTIIPABUTEITIO.

6.3.4 JIokyMEHTBI COPTUPYIOTCS Ha PETUCTPUPYEMBIE U HEPETUCTPHUPYE-
MBI€ COTJIACHO MepeyHio (nmpusioxxenue B).

6.3.5 Ilpu BckphITHH KOHBEpTa (YIMaKOBKH) MPOBEPSETCS MPAaBUIHLHOCTD
oopmiieHus aapecaTa U HAIUYUE BIOKEHHBIX TOKYMEHTOB.

[Ipu oOHapyKeHUM MOBPEKICHUS, OTCYTCTBUS JTOKYMEHTA WJIM TpHU-
JOXKEHUSI K HEMY COCTaBIsieTcs akT (mpuJjioxenue I') u compoBoauTeIbHOE
nucbMo (mpusoxkenue JI) B IByX dK3eMIUIIpax, OAUH U3 KOTOPBIX MpUJIaraet-
Csl K MOJTYYEHHOMY JIOKYMEHTY, a JPYroil HampaBJsieTcs OTIPaBUTEITIO.

KonBepThl OT mocTynuBIIeH KOPPECTIOHACHIIMM COXPAHSIOTCS M MpHUIIa-
raloTcs K JOKYMEHTaM B CIIydasX, €ClIM afpec OTMPaBUTENs yKa3zaH TOJIBKO Ha
KOHBEPTE, €CIIM JjaTa JOKYMEHTa W jJaTa €ro OTIPaBKU, COTJIACHO IMOYTOBOMY
MITEMITETI0, UMEIOT OOJIBIIINE PACXOXKIEHUS BO BPEMEHH, €CJIM KOHBEPT HEeoO-
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XOJMM B Ka4eCTBE OMpPaBAATEIHLHOTO JOKYMEHTA K pacxojiaM IO OIuiate Koppe-
CTIOHICHITUH.

6.3.6 JlokyMeHTBI, IOCTYMAIOIINE B YHUBEPCHUTET, MPOXOIAT MEPBUUHYIO
00paboTKy, MpeABapUTEIHLHOE PACCMOTPEHUE, PETUCTPAIIUI0, PACCMOTPEHUE PY-
KOBOJICTBOM M JTOCTaBJISIFOTCS HCITOJTHUTEIISIM.

6.3.7 Bxonsmue TOKyMEHTBI PETUCTPUPYIOTCS B ICHD IMOCTYILICHUS.

PeructpaniioHHBI HOMEpP BXOJSIIETO JOKYMEHTAa CTaBUTCS B IPaBOM
HUKHEM YTITy TOKYMEHTa U COCTOMT M3 IMOPSIKOBOTO HOMEpa U JIaThl B COOT-
BETCTBHH C PETHUCTPAIIMOHHBIMHU (hOpMaMHU.

Koppecnonaennus, nonydeHHass oOIIMM OTIEIOM MOJA pachucky (c
HapOYHbIM, 3aKa3Has W T.II.), 3alKChIBaeTCs B KypHaue. llepegaua koppecnon-
JICHITMH U3 BBIMIECTOSIINX OPTaHOB, IIEHHBIX OaHIEpOield B CTPYKTYpPHBIC TO/I-
pas3eNeHusl YHUBEPCUTETA MPOU3BOAUTCS TIO]] PACITHUCKY.

6.3.8 Ha BXoasmux JOKyMEHTax Ha HM)KHEM CBOOOJHOM OT TEKCTa ToJjie
MIEPBOM CTPAHUIIBI TPOCTABIISIETCS IITAMIT C YKa3aHUEM ITOPSIKOBOTO PETHCTpa-
[IMOHHOTO HOMEpa W Jarhl mocTyrieHus: nokymeHta. llltamm mpoctaBnisiercs
TaK)Ke Ha BCEX MPUJIOKEHUAX K JOKYMEHTY.

6.3.9 IlocTynuBiias B oOITHI OTAET KOPPECOHICHITIS 3a0upaeTcst paboT-
HUKaMU JIEJIONPOU3BOJICTBA CTPYKTYPHBIX MOJPA3ACICHUN 06a pa3a 6 0eHb (C
10 1o 11 gacoB u ¢ 14 o 15 gacoB).

[IpaBuTENHLCTBEHHAS KOPPECIIOHACHIINS, TEIETPAMMBI M JPYTHE CPOYHBIC
JOKYMEHTBI JOCTABISIIOTCA PaOOTHUKAMHU OTJeNia ajapecaraM HEMEIJIEHHO C
yKa3aHWEM JIaThl 1 BPEMECHU TIPUHATHS B OOIIHMIA OT/IEN.

6.3.10 JlokyMeHThI, aJipeCOBaHHbIE PYKOBOJICTBY YHHUBEPCHUTETA, a TAKXKE
0e3 yKa3aHusi KOHKPETHOTO JIUIA WM CTPYKTYPHOTO MOApa3IeNICHUs TpeIBapu-
TETHHO PACCMATPUBAIOTCS B OOIIIEM OT/IEIIe, 3aTeM HAIPaBJISIOTCS PYKOBOJICTBY
wi B noapazaenenue. [IpeaBapurensHoe pacCMOTpPEHHE JTOKYMEHTOB IPOBO-
JUTCSL C TIENBIO pachpenesieHus] MOCTYMUBIINX JTOKYMEHTOB, HE TPEOYIOIHNX
0053aTeIbHOIO0 PACcCMOTPEHHUST PYKOBOJICTBOM W HAIpaBIsEMbIX HENOCpPe-
CTBEHHO B CTPYKTYPHBIC TTO/IPA3/ICTICHUS U OTBETCTBEHHBIM UCIIOIHUTEIISIM.

[IpenBapuTenbsHOE paCCMOTPEHHE OCYIIIECTBIISETCS, UCXOS U3 OIICHKU UX
COJIEp’KaHMsI, HA OCHOBAaHUHU YCTAaHOBJICHHOT'O B YHUBEPCUTETE pacipe/esleHUs
00513aHHOCTEHN.

be3 mpeaBapuUTebHOIO pacCMOTPEHHMS MEepeAaroTcss M0 Ha3HAYEHUIO J0-
KYMEHTBI, aJ[pECOBAaHHBIE HEMOCPEIACTBEHHO CTPYKTYPHBIM MOApa3IeICHUSIM
WJIM IOJDKHOCTHBIM JIAITAM.

PaccMoTpeHHbIE pyKOBOACTBOM JIOKYMEHTBI BO3BPAIIAOTCS B OOIIUI OT-
JIeN, TJ€ B PETUCTPAIIMOHHO-KOHTPOIbHYI0 Gopmy (PKD) xypHana peructpa-
UK BXOJAIIEH KoppecnoHaeHnn (npusoxkenue E) BHocWTCS comepikaHue
PE3OTIONNH, 3aTeM IOKYMEHT Mepe1aeTCsl Ha UCIIOJIH CHHUE.

6.3.11 IlomMHHUK TOKYMEHTA, KOTOPBIM HMCIOJHSAECTCS HECKOJIbKUMU
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CTPYKTYPHBIMU NOJPA3JEICHUSIMH, MOJIy4aeT OTBETCTBEHHBIN HCIIOIHUTEND,
OCTaJIbHBIM UCTIOJHHUTENSM MEePEaatoTCs KOMHH.

6.3.12 Ilepenadya MOKyMEHTOB U3 OJHOTO CTPYKTYPHOTO MOJpa3ICICHHUS
B JIPyroe JAOIMYCTHUMa TOJBKO MOCJE€ COOTBETCTBYIOLIEH OTMETKH B pErucTpa-
UMOHHBIX (popMax B 00IIEM OTIEE.

6.3.13 IlocTynuBiime TenerpaMmMsbl, (akchl MPUHUMAIOTCS TIOJ PACITUCKY
C MPOCTaBJICHUEM JAAThl IPHUEMa, PETUCTPUPYIOTCA IO TEM K€ IMpaBUiIaM, YTO U
MMCHbMa, a 3aT€M IepeIaloTCsl Ha PACCMOTPEHUE PYKOBOJICTBY U UCTIOJTHEHHUE.

Tekct noctynuBiiel TeaepoHOrpaMMBbI 3alKUChIBaeTcs (reyaTaeTcs) momy-
qaTeleM U ONEpaTHBHO MEpeaaeTcsl pyKOBOAUTEIN0, KOTOPOMY OHA aJpecOBaHa.
[Tpouenypa ynpasieHus BXOASIIMME JTOKYMEHTaMH MIpeCcTaBlieHa B Tabumue 1.

Tabmuna 1 - [Iponenypa ynpaBiaeHus] BXOIAIUMH TOKYMEHTaMU

HaumenoBanue pador OtBercrBennnlii | Komy nepexarorcs
WIH JIOKYMEHTOB HUCIIOJTHUTEIb AOKYMEHTbI
1 Ilucemo PykoBoaurens OB/J1
MOApa3IeICHUs
2 3anpammBaeMasl JOKyMEHTalus OB/l ITogpasnenenuro
3 IlonydyeHrne NOKYMEHTAU OB/1 [Togpaznenenuto
4 Peructpanusi BXOASIINX OOuumii oTaen [Tonpaznenenuro
JIOKYMEHTOB
5 TupaxupoBaHue U pacchUIKa OO6mmii otaen Hcnonaurento,
JIOKYMEHTa B COOTBETCTBUHU COUCITOJTHUTEIIIO
C PE30JIIOLINEN PYKOBOJICTBA
6 Opranuzanus y4era U XpaHeHUs OB/ PykoBoauremnto
JOKYMEHTA B MOAPA3JICJICHNM. MOApa3ICIICHUs,
O3HakoMIJIEHUE UCTIOTHUTENEH VICTIOJIHUTEIO
C MOCTYNUBIIEW JOKYMEHTALUEN
7 Koppekuus JOKyMeHTa PykoBoaurens [Tonpasznenenuro
10 U3BELICHUIO CTOPOHHEMN MOApa3ICICHUs
OpraHu3alinu (Mo HeoOX0UMOCTH)
8 Ilepeanpecauust Apyrum Hcnonnurens [Toapaznenenuto
HCTHOJIHUTESIM
9 AHHynMpOBaHME NJOKYMEHTA, OB/l -
YTPATUBILIETO CUITY

6.4 Padora ¢ MCXOaSIIIMMH JOKYMEHTAMH
6.4.1 Pabora ¢ UCXOASIIUMHU TOKYMEHTAMHU BKJIIOYAET CIEAYIOIINE OCHOB-

HBIC JTallbl:

— MPOBEPKY MPABUIHLHOCTU OQOPMIICHUS U MPUEM JIOKYMEHTOB OT OTBET-

CTBCHHBIX HCHOHHHT@HCﬁ;

— PETUCTpalUIO JOKYMEHTOB;

Beenen npukazom Ne 482-0 or 15.07.2015




CucreMa MEHEIKMEHTA KaueCcTBa
CTO 4.2.3-6 c. 11 u3 38
HHCcTpyKUMS M0 1eJ10NPOU3BOICTBY

— TOATOTOBKY JTOKYMEHTOB K OTIIPABKE;

— TOMEIIEHNE KOHTPOJIBHBIX 3K3EMIUISIPOB JOKYMEHTOB B JI€7IA;

— TOCNIEAYIolee XpaHEeHUEe U paboTy C KOHTPOJBHBIMH 3K3EMILISpaMU
JIOKYMEHTOB (J10 IEpPEeIaul UX B APXUB WM HA YHUUTOXKEHHUE).

Kaxgomy CTpyKTypHOMY MOApPa3ACICHUI0 YHUBEPCUTETa WU TpyMIam
KOPPECIIOHICHTOB MPUCBanBatOTCs MG POBbIC MHEKCH (nMpuiaoxkenue b), vc-
MOJIb3yEMBbIE TIPU PETHCTPALIUN UCXOAIINUX TOKYMEHTOB.

6.4.2 JloKyMeHTbI, NpeAHa3HAYEHHbIC JJI1 OTIPABKH, MPUHUMAIOTCS OT
OTBETCTBEHHBIX HCIIOJHUTENEH MOTHOCTHI0 OQOPMIICHHBIMU. JTO 03HAYAET, YTO
UCXOSIINN JOKYMEHT JOJDKEH UMETh BCe HEOOXOAMMBIE PEKBU3UTHI, BKITIOUAS

— TOAMUCH PEKTOPA W TpU( «yTBEP>KACHUS C MOMUCHIO PEKTOPA;

— COINPOBOJUTENHHOE MUCHMO, MOJIMUCAHHOE PEKTOPOM;

— aJIpecHbIC JaHHbIE;

— KOHTPOJIBHBIN AK3eMIUIIP (B TOM YHCIE COMPOBOAUTENIHHOE MHUCHMO)
BHE 3aBUCUMOCTH OT KOJHMYECTBA aJIpECOB PACCHUIKHU, I MOMEIIEHUs MOCIIe -
HETO B JIEJIO;

— ONHUCHh PACCHUIKH MPU HAIMpaBJICHUHM JOKYMEHTa B YEThIpe U Ooyee
aJpecoB;

— OTMETKYy O KaTeropud IIOYTOBOrO OTMpaBieHHs (3aKazHoe, IIEHHOE,
JCII), kpome mpocTOoro NOYTOBOIO OTIPABIICHHUS.

Hcxonsiue 10KyMEHTbI, 0pOpMIIEHHBIE TaKUM 00pa3oM MepeaaroTcsl Ha
PETUCTpAIMIO B OOIIMIA OTAET AJisi BHECEHUS BCEX NAaHHBIX JOKYMEHTa B PErH-
CTPAIlMOHHYIO (OPMY — KypHaJ pPErucTpanuy HCXOIALIeH KOPPECTIOHCHIINH
(mpuaoxkenne 7K).

6.4.3 HenoodopmiieHHble WM HENPABUILHO OPOPMIICHHBIE JOKYMEHTHI
MOJIJIe’KaT BO3BpaTy OTBETCTBEHHOMY MCIOJHUTEIIO JUJISl YCTPAHEHUS! HEJ0CTaT-
KOB, MIPEMATCTBYIOMINX OTIPABKE.

6.4.4 VcxoasiiyM HOMEPOM OTHPABIIIEMOTO JOKYMEHTa SIBJSETCS Jara
pPETUCTpAlluU OTIPABIIEMOr0 JOKYMEHTa, HOMEpP MOJApa3fesieHuss B COOTBET-
CTBUU C mpujokeHueM K 1 MOpsAIKOBBIA HOMEp MO PErHCTpaluoOHHON (hopme
UCXOSIICH KOPPECTIOHICHIIU Y.

Hanpumep: 26.02.2010 Ne 38-80/254,
rie  26.02.2010 — nara perucrpaimuy,

38-80 — unnaexc I1DO (moapaznenenus) 3aperuCTpUPOBABIIETO JOKYMEHT;

254 -opAIKOBBIA HOMEDP PETUCTPALMOHHON (OPMBL.

6.4.5 Ilepen nepenayeil JOKyMEHTa Ha PETUCTPAIMIO B OOLIUNA OTIEN, CO-
TPYAHHUKH, OTBETCTBEHHBIE 32 BEJCHHE JIEIIONPON3BOICTBA, TPOBEPSIOT:

— MPaBWIBHOCTH O()OPMIICHUS UCXOIAIUX JOKYMEHTOB,;

— HaJM4ue MOIHCH;

— JIaThl UCIIOJTHEHUS JOKYMEHTA;

— ajnpecara;
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— CCBUIKM Ha BXOJISIIUN JOKYMEHT;

— TIOJIHKCHU PEKTOPA;

— OTMETKHU 00 ucnoJiHeHUH ((paMuIuy UCTIOTHUTENSA, HoMepa TenedoHa,
HAJIMYUE MPUITIOKECHUI).

6.4.6 JIoKyMEHTBI, OTIPABISIEMbIC YHUBEPCUTETOM, TEPEIAIOTCS TOUYTO-
BOH CBA3BIO.

OOpaboTka TOKYMEHTOB [JIsl OTIPABKUA MOYTOBOM CBA3BIO OCYLIECTBIISET-
csl 00ImMM oT/AesIoM B cooTBeTcTBUM ¢ IIpukazom MuHucTepcTBa CBSI3U U Mac-
coBbIX KoMMyHHKanuii Poccutickoit ®enepannu (Munkomcssasb Poccun) ot 31
utonst 2014 r. Ne 234 r.

JIOKyMeHTBI, IOJITIeXKALTUE OTIPABKE, TOJKHBI 00pabaThIBaTHCS U OTIPAB-
JSTHCS B IEHb UX MOANKUCAHUS WIH HE MIO3/IHEE CIEAYIOLIEro pabovero JHs.

6.4.7 OTnpaBka TeyierpaMM OCYILECTBIsIeTCSl B cooTBeTcTBUU ¢ [IpaBuia-
MH OKazaHwus yciyr TenerpadHoii cBsi3u (¢ uamenenusimu Ha 10 mapra 2009 r.)
ot 15 ampens 2005 r. Ne 222 OdopmiteHre TeKCTa TeJerpaMM B COOTBETCTBUU C
PJ1 ®I'bBOY BO «KHAT'TY» 015. (M3m. Ne 1)

6.4.8 IIpoueaypa ympaBieHUs] UCXOASIMIUMH JOKYMEHTaMH TIPEJCTaBlICHA
B Ta0uIe 2.

Tabnuna 2 - [Iponenypa yrnpaBieHUs] HCXOASIIMMU JOKYMEHTAMHU

HaunmenoBanue OrercrBennblii | CoucnoJi- Kowmy
nepenaercs
padoT MM JOKYMEHTOB HCHOJIHUTeJIb HHUTeEJH
uHdopmauus
1 Ha3naueHune 0OTBETCTBEHHOTO Hauvanbank Anpecary
3a pa3pabOTKy JOKYMEHTa MOAPA3AECTICHUS
2 AHanu3 1OKyMEHTAIl1H, HUcnonantenns Pabouas Anpecary
pa3paboTka MpoeKTa rpynmna
JIOKYMEHTA WM KOPPEKLIUA (pu HEOOXO-
JTUMOCTH )
3 JlopaboTka ToKyMeHTa Hcnonnurens Pa6ouas Havanpuuky
rpymnmna MOJIPA3ACTICHUS
4 YTBepKIeHHE TOKyMEHTa HavanpHuk Anpecary
MO/Ipa3/ieJ CHUs
5 IloaroroBka K OTIIpaBKe Wcnonuurens OB/] Anpecary
YTBEPKJICHHOTO IOKYMEHTA,
CIIMCOK PACCBHUIKU
6 Perucrpanus JoKkymeHTa OO6mwmit otaen, CrpykTypHOE
U OpraHu3alys XpaHeHUs OB/ Mo/ipa3ieNeHue
KOHTPOJIBHOTO 3K3EMILIAPA
8 TupaxxupoBaHue U pacchlIKa OB/l -
JOKYMEHTA I10 CIIUCKY PACChUIKU
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6.5 Pabora ¢ BHyTpeHHHUMH IOKYMEHTaMH

6.5.1 [IpoexTsl pacmopsiAUTEIBHBIX JTOKYMEHTOB M HWHBIC JTOKYMEHTHI,
MoCJie TTIOATOTOBKHA M COTJIACOBAHUS C 3aMHTEPECOBAHHBIMU TMOAPA3ICICHUSIMH
U JIOJDKHOCTHBIMH JIMIIAMH, TIEPENAIOTCS B OOUIUN OTAEN JJisi OCYIECTBICHUS
KOHTPOJISI MPaBUILHOCTH WX odopmiieHus. PaboTHHKM 0OIero oraena UMErT
MIPaBO HE MPUHUMATh JTOKYMEHTHI Ha TIOJITUCh PYKOBOCTBY, O(POPMIIEHHBIE C OT-
crymenusimu ot CTO/CTIL, PU, PA.

OdopmiieHHBIC TOKYMEHTBI TIEPEIAlOTCS Ha MOANKUCH PYKOBOJCTBY B COOT-
BETCTBHH C MTPABOM IMOJANUCH JOKYMEHTOB U pacIipe/ieICHHEeM 00sI3aHH OCTEH.

BHyTpeHHUe TOKYMEHTBI PETUCTPUPYIOTCS B JICHb X TOAMUCAHUS W B
MOCJIEAYIOMUNA pabounii ICHb.

6.5.2 Konuu moAnuCaHHbIX PYKOBOJIUTEISIMU PACHOPAIUTEIbHBIX JTOKY-
MEHTOB B 0053aTEJIbHOM TMOPSAKE PACCHUIAIOTCS B CTPYKTYPHBIE MOApPA3IeICHNUS,
B BEJICHUU KOTOPBIX HAXOJISITCS pacCMaTpuBacMbie BOMPOCHI.

6.5.3 Ilepenaua HOKYMEHTOB MEXIY CTPYKTYPHBIMH MOApPa3eIICHUS-
MU ocymiectBisiercss OB/ monpazneneHuii uim JniiaMmu, OTBETCTBEHHBIMU 3a
JIeTIONPOU3BOACTBO. JJOKYMEHTHI IepeatoTcs ¢ COOTBETCTBYIOIIEH OTMETKON
B PK®.

6.5.4 PykoBomuTeNnM CTPYKTYPHBIX MOApA3CICHU YHUBEPCUTETa obecte-
YUBAIOT OMEPATUBHOE PACCMOTPEHUE JOKYMEHTOB.

6.5.5 [lpu paccMOTpeHHHM TOKYMEHTOB PYKOBOJWTENH TOJpa3aeiICHUsI
BBIJICJIACT IOKYMEHTBI, TPEOYIOITNE CPOTHOTO UCTIOTHEHUS.

CpouHble JOKYMEHTHI IEPEIAOTCS UCTIOHUTEO HEMEIJICHHO.

[Tpr HEOOXOIUMOCTH THPAKUPOBAHUS JOKYMEHTA WM JIPYTHX 3a7eprKKax
WCIIOJIHUTEIIIO M3 OOIIEero OT/eNia MEepeAacTcs PErucTpalMoOHHas KapTodKa WU
UCIIOJIb3yeTCs nHas hopma ero nHGHOPMUPOBAHUS.

6.5.6 McnonHenue 1oKyMeHTa MpeayCcMaTpUBaET:

— cOop u 06pabOTKy HEOOXOAUMOM HH(pOPMAITUH;

— MOJTrOTOBKY IMPOEKTa I0KYMEHTa, €ro 0(pOpMIICHHE;

— COIJIaCOBAHUE;

— MpeACTaBJICHHE Ha MoANucaHue (YTBEpXKIIEHHUE) PYKOBOJCTBOM YHU-
BEPCHUTETA WM PYKOBOJUTEISIMHU CTPYKTYPHBIX TIOIpa3/ICIICHUI;

— IOATOTOBKY K MEPECBHUIKE a/Ipecary;

— OmpeJelICHUE UCTIOMHUTENIEM HEO0XO0MMOr0 KOJIMYECTBA IK3EMILIIPOB
JTIOKYMEHTA,

— TUPAKUPOBAHUE JOKYMEHTA.

6.5.7 Ilpu omepaTUBHOM pEIICHUH BOIPOCOB 0€3 COCTABIICHUS TOTOTHU-
TENBbHBIX JOKYMEHTOB UCIOJHUTENb JeNIaeT OTMETKH Ha JOKYMEHTE: O Jare Io-
CTYIUICHUS (eci 00pa30BayiCs UHTEPBAJT BPEMEHHU MEXIY MOCTYIUIEHUEM JTOKY-
MEHTa U €r0 JOCTaBKOW MCTIOJHUTEII0), O AaTaX MPOMEKYTOYHOTO MCIIOHEHUS
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(3ampoc cBeleHMM, TenepOHHbIE MEPEroBopsl M T.JA.), O JaTe U pe3yibTaTax
OKOHYATEJIbHOTO MCTIOHCHHUSL.

Bce ormeTkn pa3merniarorcs Ha CBOOOTHBIX OT TEKCTa MECTax.

6.5.8 OTBeTcTBEHHBI HCHOJHUTEIh HECET MEPCOHATBHYIO OTBETCTBEH-
HOCTb 32 MOJIHOTY ¥ JOCTOBEPHOCTh MH(OpMaIINHY, NCIOIB30BAaHHON MPH MOATO-
TOBKE JIOKYMEHTA.

CoucrnoyiHUTEeNIM OTBETCTBEHHBI 32 CBOEBPEMEHHBIH M KadyeCTBEHHBIM
aHanu3 WHGOPMAIIMK U TIPECTaBICHNE OTBETCTBEHHOMY HCIIOJIHUTENIO B yCTa-
HOBJICHHBIE MM CPOKM HEOOXOJMMBIX MaTepHaioB (MPOEKTOB JIOKYMEHTOB,
CTPaBOK, CBEICHUM U T.1.).

[Ipu HeoOXonMMOCTH TIepeapecalii JOKYMEHTa APYroMy UCTIOTHUTENIO (B
COOTBETCTBHUE C PELIaeMbIMU BOMPOCAMH) OTBETCTBEHHBIN MCIIOIHUTENb yKa3bIBa-
€T Ha JJOKYMEHTE (paMUJIMIO APYrOro UCIIOTHUTEINS U CTAaBUT CBOIO MOJIHChH U UM C-
JI0, TIepelacT JOKYMEHT B OOIIMIA OTAEI 1711 OTMETKH B PETHCTPAIlMOHHON (hopMe.

6.5.9 Jlna obGecneuenusi >PGEKTUBHOTO HCIOIb30BaHUS HHGPOpMAIUU
IpY IPUHATUU PEUICHUN B YHUBEPCUTETE NEHCTBYET MOUCKOBAsl CUCTEMA JIOKY-
MEHTOB YU€THBIX TOKyMEeHTOB (PKD):

— SKypHAJI pErUCTpaIliy BXOASIIEH TOKyMEHT alluH;

— SKypHAaJI pEruCTpaIluy UCXOSIIEeH TOKYMEHT alluH;

— KypHaJ perucTpaluu MPUKa30B O HAIMpaBICHUU PAOOTHUKOB B KO-
MaHIUPOBKY (mpuioxkenue N);

— KapTOYKH /JIS PETUCTpAIMU MPHUKA30B MHHUCTEPCTBA OOpa30OBaHUS U
Hayku PO (mpuiioxkenue K);

— KapTOYKH JIJISl PETUCTPAIIH MTPEIUIOKECHUM, 3asIBICHUN U 5KaJI00 TpaskiaH.

6.5.10 IlouckoBas cucrema obecrieumMBaeT IMOMCK HMH(OpMaIuM O Ies-
TEJIbHOCTH YHUBEPCUTETA, HE OTHECEHHOW K TOCYAAPCTBEHHOW TAaWHE WJIM CIY-
KeOHOU MH(OpPMAIIMU OTPAHUYEHHOT'O PACIPOCTPAHEHUSI.

6.5.11 Ilopsimox momydeHus MoJb30BaTeNeM WHGOPMAIUK OMpeaeisieT
YHUBEPCUTET KaK COOCTBEHHMK WJIM Biajiejel] WHQOPMAlMOHHBIX PECYPCOB Ha
OCHOBE TPeOOBaHMIi 3aKOHOJATEIbCTBA.

6.5.12 Tlopsamok 3amMTHI M JIOCTyMNa Ciy:keOHOW WMH(OpMAaIMU OrpaHu-
YEHHOT'O PacClpOCTPaHEHHUS OIPEACIIAeTCS YHUBEPCUTETOM B Mpeiesiax ero Kom-
NEeTeHIINH, JHU00 HEMOCPEACTBEHHO COOCTBEHHHMKOM HH(pOpMAIUU, B COOTBET-
CTBHH C 3aKOHO/IaTEJILCTBOM.

Hcnonuenune padoT ¢ TOKyMEeHTaMu s ciyxebHoro nosb3oBanus (JCIT)
oCylIecTBIsItOTC. B coorBercTBuM ¢ Ilpmkazom MunoOpHayku Poccun
ot 30 nexabps 2010 r. Neo 2233,

[Ipouienypa yrmpaBieHuss BHYTPEHHUMHU JOKYMEHTaMU TMpEJCTaBICHA B
Tabnuiie 3.
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Tabmuma 3 - [Iponeaypa ynpapieHusi BHyTPEHHUMH JOKYMEHTaMU
H . Komy
anMeHOBaHUe OrsercrBennbni | CoucCnoJIHU-
nepenaercst
padoT UM TOKYMEHTOB HCIOJIHUTEJIb TeJHn
uHpopmanus
| Hasnauenue orBercTBeHHO- | HavanbHuK Hcnonnaurento
ro 3a pa3pabOTKy TOKyMEHTa MOJIPA3ACTICHUS
2 Amanm3 noKyMmeHTauMu, | Mcnonnurtens | PaGouwas rpynma | HavanbHuky
pa3zpaboTka TMpoOeKTa JIOKY- (mpy HEOOXOAU- | TIOJpaA3ACICHUS
MEHTa WJIU KOPPEKITUs MOCTH)
3 IIpoBepka TOKyMEHTa Ha OB/l OMK, Hcnonnurento
COOTBETCTBHE TPeOOBAHUSIM oOuIuit oTAET
HOPMATUBHOW JOKYMEHTAIIUH
4 JlopaboTKa TOKyMEHTa WIH Ucnonautens | Pabovas rpymma | HavanbHuky
KOPpEKLUA (mpu HEOOXOMU- | MOApa3ACTICHUS
MOCTH)
S YTBepxkaeHUE JOKyMEHTa Hauanpuuk OB/I -
WJIU KOPPEKIUs MOJIPA3ACTICHUS
6 Perucrpanusi JOKyMeHTa 1 Op- OB/, HauanbHuky
raHu3alys XpaHeHust opuruHaia | OOt otaen MoApa3ies CHUs
7 TupaxxupoBaHHE U PACCHLIKA OB/, Hauanbauky
JIOKYMEHTA IO CITACKY OO6mwmit oTaen TOAPA3EICHHS
8 Opranu3zanus yyera u xpa- Hauvansanku OB/ Hauvansauky
HEHHUS TOKYMEHTA B MOJ[pa3- MOJIPA3IEIICHUI, MOAPAa3ACICHUS
JICIICHUSIX OB
9 Oby4eHHnEe COTPYTHUKOB Havanpaukm | OOmmii otmen, Hauvanpauky
paboTe 1Mo HOBBIM JJOKYMEHTaM | MOJpa3/eNieHII OMK MOApa3 eI CHUS
(TIpu HEOOXOTUMOCTH )

7 Ilpuém u 00padoTKa JOKYMEHTOB, NOCTYNAIOIINX 10 KAaHAJIAM
3JIEKTPOHHOM MOYTHI U (PAKCUMMUIBLHOU CBA3H

7.1 DneKTpOoHHAas MoYTa — OAWH U3 KOMIIOHEHTOB CUCTEMbI aBTOMAaTU3aIMU
JIOKyMEHTO000pOTa, CPEJICTBO JOCTaBKU, OTHPaBKUM HHGOPMAIMU U TEepenayvu
MEXTy MOJIh30BATEIISIMA KaK BHYTPH YHUBEPCHUTETA, TaK M MEXKIY OpraHU3aIlus-
MU, UMEIOIIMMU COOTBETCTBYIOIINE aMapaTHbIE U MPOrPaMMHBIE CPECTRA.

7.2 DnEeKTpOHHbIE COOOIIEHMS, TOChLIAEMBbIE 110 JIEKTPOHHOM MOYTe, HC-
TIOJTHSFOTCS] AHAJIOTUYHO JOKYMEHTaM Ha OyMaXHBIX HOCHUTEIISIX, C COOJTIOICHUEM
crel(pUKU OTIPABICHUS SJICKTPOHHBIX COOOIIEHUH B MPOIIECCE UCTIOTHEHHUSL.

7.3 Ilpu nepenade U mpueMe TEKCTOB CIYKEOHBIX TOKYMEHTOB IMOCPE/I-
CTBOM (paKCUMHUJIBHOW CBSI3M HEOOXOIMMO PYKOBOJCTBOBATHCS CIICAYIOIIUMHU
TpeOOBAHUSIMHU:

— o0bvem TiepenaBaeMoOro JOKyMEHTa (TEKCTa, CXEeMbl, TpadUIecKoro
M300paXkeHus1), BBIMOJIHEHHOTO Ha Oymare ¢opmara A4 4YepHBIM IIBETOM, HE
JIOJKEH TIPEBBIILATE 5 1 CmOos;

— OTBETCTBEHHOCTH 3a COJIep)KaHWE IepeaaBacMoll MHPOPMAIMK BO3-
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JlaraeTcsi Ha UCIIOJIHUTESI, TOATOTOBUBIIIETO JOKYMEHT K Tepenaye, 1 pyKOBOIH-
TEJsl COOTBETCTBYIOILIETO NOJIpa3IeICHMS;

— (akcorpaMMbl HA UHOCMPAHHBIX A3BIKAX OTTIPABIISIOTCS HPU HATUYUU
nepeeooa, 3aBEPEHHOI0 JIUIIOM, TTOAMKUCABIINM (DaKcorpammy;

— 3ampeniaercsl InepeaaBaTh TEKCT JOKYMEHTOB C TMOMETKOM «Jlis
CITy>KE€OHOT0 TTOJIb30BaAHUSY;

— TOJIeXKAIUN TIepe1adye JOKYMEHT YYUTHIBACTCS B JKypHaje YCTaHOB-
neHHoi popMmbl. [ToJIMHHKUKN TOKYMEHTOB TIOCJIE Mepe1ady BO3BPAIaloTCs UC-
MOJIHUTEJSIM C OTMETKOM O BpEMEHH OTIIPABKH;

— TIOCTYNHBIIHNE B YHUBEPCUTET (PAKCOTpaMMBbl YUUTHIBAIOTCS B KypHAJIE
YCTaHOBJICHHOU (DOpMBI O6€3 MPOCTaBIICHHS PETUCTPANMOHHOrO IIITaMIIa, rmepena-
I0TCA a/ipecaraM MoJi PaCIUCKY B IEHb UX MPUEMa, CPOUHbIE — HEMEIJICHHO;

— (akcorpaMmMbl Ha WHOCTPAHHBIX S3bIKAX JOCTABISIOTCA ajpecary Oe3
nepeBoIa.

7.4 KoHTpOJb KCIIOMb30BaHUs (DaKCUMUIBPHON TEXHUKH, YCTAHOBJICHHOW B
nonpazaenenusx (UT-ynpasienue, mpueMHasi peKTopa) OCYLIECTBIAECTCS UX PY-
KOBOJUTEISAMM.

8 KOHTpOJ]L HUCIIOJTHCHUA NOKYMEHTOB

KoHTpo:b ucnomHenus: TOKyMeHTOB ocylecTBisiercs cornacio PU 4.2.3-3.

9 Texnuuyeckoe HCMOJTHEHHE U THPA)KUPOBAHUE JTOKYMECHTOB

TexHHnueCcKOe HWCIOIHEHUE JTOKYMEHTOB OCYIIECTBISIETCS B CTPYKTYPHBIX
MOJIPA3/ICJICHUSAX YHUBEPCUTETA OTBETCTBEHHbIMU ucnosHuTensiMu, OB/l B coot-
BercTBun ¢ TpeboBanusamu P/l @I'BOY BO « KHAT'TY» 015. (U3m. Ne 1)

[Ipu noaroroBke npoekra nokymeHta OB/l ompenensieT ¢ 3auHTEpeCOBaH-
HbIMU PaOOTHUKAMH MOJPA3/IETICHUsT HEOOX0IMMOE KOJMYECTBO SK3EMILISIPOB J10-
KyMEHTA JIJIsl PACCHUIKH U 00ECTICYMBACT MX THPAKUPOBAHUE B MTOIPA3ACIICHIH.

s obecnieuenust TupaxxupoBanus 1okymMmeHToB B PUO npensaputenbHo
COCTaBJISICTCS JIOKJIaJHAsl 3allMCKa OT MMEHU PYKOBOAMUTEIS IOJApa3ieiICHUs-
aBTOpA B aJpec IIEPBOro IPOPEKTOpa.

C opurvHana KONUPYIOTCS KOHTPOJBHBIN SK3EMIUIAP U pabodyue 3K3eM-
IJISIPBI B COOTBETCTBUU CO CIIUCKOM IOJIb30BaTeNel (CIIMCKOM PACCHUIKH).

Jlomyckaercs THpaKMpOBaHUE JOKYMEHTOB C YMEHBILIEHUEM CTPAaHHL] OPUTUHAIIA.

10 Y4er u XpaHeHue nevyarTeii U MITAMIIOB

[Topsimok MCIOIB30BaHUS U XpaHEHUS repOOBOM MEYaTH OCYIIECTBIIICTCS
cormacao PHU 4.2.3-5.

[Topssimok moJIydeHUs, WCMNOJIb30BAHUSA, YYE€Ta, XPAHCHUsS MedaTed W
mramiioB B ®I'BOY BO «KHAI'TY» onpenensercs PU 4.2.3-8. (M3m. Ne 1)
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11 Opranu3anusi JOKYMEHTOB B [1eJ10NPOU3BOICTBE

11.1 Opranuzanus T1OKYMEHTOB B JIEJIONPOU3BOJCTBE — COBOKYITHOCTD
BUJIOB PabOT, 00ECIEeUNBAIOIIUX COXPAHHOCTh, y4€T, CUCTEMATH3AlUI0 JIOK Y-
MEHTOB, (hopmMupoBaHUE U ODOpPMIICHUE JEN TEKYIIETO AEIONPOU3BOICTBA U
WX TIepeiayy B apXUB YHUBEPCUTETA.

OcHOBHBIMU BHJIaMH PabOT, 00ECIICUNBAIOIIMMH MPABUIHLHYIO OPraHU-
3alUI0 JOKYMEHTOB B JIEJIONPOU3BOJCTBE, SBISIOTCS COCTABJICHUE HOMEHKJIA-
Typ Jea ¥ (opMUPOBaHUE e TEKYIIEro JeJI0MPOrU3BOACTBA.

11.2 CocraBnenne HOMEHKIATYP JEIL.

11.2.1 HomeHknatypa Aedl — CUCTEMaTU3UPOBAHHBINM MEpeyYeHb 3aro-
JIOBKOB (HAaMMEHOBAHUI) €I, 3aBOJIUMBIX B CTPYKTYPHBIX MOAPA3AETCHUSIX YHU-
BEpCUTETa C YKa3aHUEM CPOKOB HUX XpaHEHHs, OQOPMIICHHBI B YCTaHOBICHHOM
NopsiIKe.

Homenkmarypa nen yHuBepcuTeTa npeaHazHaueHa Jjist:

— OpraHu3aliy TPYNIUPOBKU HUCIIOJHEHHBIX JTOKYMEHTOB B J€Jia, CUCTe-
MaTHU3alud U y4eTa Je;

— OIpENENICHUs] CPOKOB UX XPaHECHHS.

11.2.2 Tlpu cocTaBieHUN HOMEHKJIATYPHI JIe] CTPYKTYpPHBIC MOApa3ese-
HUS pYKOBOJICTBYIOTCS:

— TIOJIOXKEHUSMU O CTPYKTYPHBIX MOAPA3ICICHUSAX;

— IITaTHBIM PAaCHUCAHUEM;

— IUIaHAMH ¥ OTYETaMHU O padoTe;

— TEPEYHSIMHU IOKYMEHTOB C YKa3aHUEM CPOKOB UX XPaHECHUS;

— HOMEHKJIaTypaMu JieJl 32 MPEAIIeCTBYIOIINE TOJIbI.

N3y4daroTcs MTOKyMEHTHI, 00pa3yromuecs B JAEATEILHOCTH CTPYKTYPHOTO
no/ipa3iesieHus UX BHUJIbI, COCTAB U COJEPKaHHUE.

11.2.3 B yHUBEPCHUTETE COCTABIIAIOTCS:

— HOMEHKJIATYPhI JIE]T CTPYKTYPHBIX MojpasaeiacHuil (mpuiioxkenus JI, M);

— CBOJIHAsi HOMEHKJIaTypa JieJl yHUBEPCUTETA.

11.2.4 Homenkiatypa el CTPYKTYPHOTO MOAPA3/ETIEHUs COCTaBISETCS
JIMIIOM, OTBETCTBEHHBIM 32 BEJCHUE JECJIONPOU3BOACTBA, MOAUCHIBAETCS PYKO-
BOJIMTEJIEM MOJAPA3AEICHUS U MIPEICTABISIETCS B OOLIUI OT/IEN YHUBEPCUTETA.

BHOBB co3maHHOE CTPYKTYpHOE MOJApa3/ieieHUe 00SI3aHO 6 MeCAUHbL
cpoK pa3padoTaTh HOMEHKJIATYypy JieJl MOApa3JelIeHUs] U MPEACTaBUTh €€ B
oOmuil ornen mjig J0padOTKU W BHECEHUS B CBOJAHYIO HOMEHKJIATYpPY el
YHUBEPCUTETA.

11.2.5 CBogHas HOMEHKJIATypa JIeJl YHUBEPCUTETA COCTABIISACTCS OOIINM
OTJIEJIOM Ha OCHOBE HOMEHKJIATYP JI€JI CTPYKTYPHBIX MOIPa3AEICHUM.

11.2.6 CpomgHas HOMEHKJIAaTypa JeJd YHUBEpPCUTETa IOAMUCHIBACTCS
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HayaJIbHUKOM OOILEro OT/AEJa, COrJIaCOBBIBACTCS C MPEACEAATENEM IKCIEPTHOM
KOMICCUHU YHUBEPCUTETA U YTBEP)KIACTCS PEKTOPOM YHUBEPCHUTETA.

11.2.7 Tlocne yTBEep»ACHUS CBOAHOW HOMEHKJIATYPHI AT CTPYKTYpPHBIC
NOJIpa3/esIeHUs] YHUBEPCUTETA MOy4YaroT BBIMMCKH U3 COOTBETCTBYIOLIUX €€
pa3/ienoB A UCIIONb30BaHUS B paboTe.

11.2.8 CBoxHass HOMEHKJIATypa Jed YHHBEpPCUTETa medaraercs B 3 K-
3eMnaapax.

— TIEPBBINA YTBEP)KACHHBIA AK3EMILISIP SIBISICTCA JOKYMEHTOM IOCTOSIHHO-
ro CpOKa XpaHEHHUs U BKJIIOYAEeTCS B HOMEHKJIATYpY JIe O0IIero OTena;

— BTOpPOU UCIIONB3YETCs B 00IIEM OT/IeNie B KaueCTBE pabouero;

— TPETHl UCTIOJb3YyeTCs B paboTe apXuBa YHUBEPCUTETA.

11.2.9 CBonmHasi HOMEHKJIATypa JeJl YHUBEPCUTETa B KOHIE KaXKIOro rojaa
YTOUHSIETCS, YTBEPXKIAETCAd U BBOAUTCS B JeicTBUE C I AHeapsa CIEAYIOUIETO
KaJIEHIapHOTO TO/1a.

11.2.10 CBoaHasi HOMEHKJIATypa /1€l YHUBEPCUTETA COCTABISIETCA U CO-
IJIACOBBIBAETCS 3aHOBO B CIIy4ae KOPEHHBIX MU3MEHEHUH (YHKIMHA U CTPYKTYPhI
YHUBEPCHUTETA.

11.2.11 Ha3BaHusMH pa3iesioB HOMEHKJIATYPHl A€ YHUBEPCUTETA SB-
JSIOTCS Ha3BaHUS CTPYKTYPHBIX MoOJpasfeieHuil. B cBojgHONW HOMEHKIaType
JIeJI pa3gelibl pacnojararoTcss B COOTBETCTBUU C YTBEPKAEHHOW CTPYKTYpOU
YHUBEPCHUTETA.

11.2.12 B HOMEHKJIATYpYy JeJl YHMBEPCUTETA BKIIOYAIOTCS 3arojOBKHU
JIeJT, OTPAXKAIOIIME BCE IOKYMEHTUPYEMBIEC YIaCTKHA PaOOThl YHUBEPCUTETA.

11.2.13 I'padbl HOMEHKIATYP AEJT 3aMOJTHSIIOTCS CICIYIOMUM 00pa3oM:

— B rpade 1 - mpOCTaBIAIOTCSA UHOEKCbl KAKIOTO JeNa, BKIFOYEHHOTO B
HOMEHKJaTypy. MHAeKC nena cocTouT U3 Hu@poBOro o003HaYeHHs CTPYKTYp-
HOT'O MOJAPA3IEICHUS U MOPAIKOBOIO HOMEpPA 3arojioBKa Jieja 10 HOMEHKIIAType
B Ipejiesiax CTPYKTYpHOro noapasaenenus. Munekcel nen od0o3HavaroTcs apaod-
CKUMH I pamu.

Hanpumep: 12-05, rae 12 -o0o3HaueHne CTPYKTYpHOTO Mojapasziese-
Hust, 05 - MOpsAAKOBBIA HOMEP 3arojioBKa jieia Mo HOMEHKJIaType.

B HOMeHKnaType n1en peKOMEHAYETCsS COXPAaHATHh OJAMHAKOBBIE MHJEKCHI
JUISL OJHOPOJIHBIX JIe B Mpefenax pa3HbIX CTPYKTYPHBIX MOAPA3CICHUNA; NS
NePEXOIAMINX AeT UHIEKC COXPAHIETCS,

— B rpady 2 - BKIIIOYAIOTCS 3A20106KuU Jie (TOMOB, 4acTei), BUJ J10-
KYMEHTOB.

3aroyioBOK Jeja JIOJKEH 4eTKO, B 0000IIeHHON (opme, oTpaxarb OcC-
HOBHOE COZIep)KaHUe U COCTaB JOKYMEHTOB Jienia. He nomyckaercs ynorpebdieHue
B HEKOHKPETHBIX (POPMYITHPOBOK («pa3HbIE MaTEpUAIbI», «OO0IIas MepenrucKa» u
T.J.), @ TAKYK€ BBOJIHBIX CJIOB U CIIOKHBIX 00OpPOTOB.

3arooBOK JieJa COCTOMT W3 SJEMEHTOB, PAcIojaraeMbIX B CIEAYIOIICH
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MOCJIE/IOBATEIbHOCTH; Ha3BaHUE BU/IA Jiena (IEPEeMUCKa, XKypHal U T.1.) WIK pas-
HOBUJHOCTH JOKYMEHTOB (MIPOTOKOJIBI, MPUKA3BI U T.J.); HA3BAHUE CTPYKTYp-
HOTO MoJpa3neneHus (aBTopa JOKyMEHTa); Ha3BaHUE OpraHu3aliu, KOTopoil 0y-
YT aJpecoBaHbl WJIK OT KOTOPOW OymyT MOIy4deHBI TOKYMEHTHI (aapecar Wiu
KOPPECHOHJIEHT JOKYMEHTA); KpaTKOE COAEpXaHUe TOKYMEHTOB Jeina; Aata (1e-
pHO[), K KOTOPOMY OTHOCATCSL JOKYMEHTHI JIeIa.

B 3aronoBkax gen, comepKalnux JOKYMEHTBI IO OJHOMY BOIIPOCY, HO HE
CBA3aHHBIX I1OCJIEIOBATEILHOCTHIO HCIIOJHEHHUS, B Ka4yeCTBE BUAA JAEja yIO-
TpeOJIAETCS TEPMUH «TOKYMEHTBI», a B KOHIIE 3arojoBKa B CKOOKaxX yKa3bIBa-
I0TCSI OCHOBHBIE Pa3HOBUIHOCTH JOKYMEHTOB, KOTOPBIE JTOJDKHBI OBITH CTPYII-
MUPOBaHBI B jiene (TUIaHbI, COUCKH, TOKJIaabl U T.1.).

Hanpumep: «J{[oKyMeHTBI 0 MPOBEJACHUN TEMATHUECKUX BBICTABOK (TLJIAHBI,
CIMCKH, TOKJIA/Ibl, XapaKTEPUCTUKHU SKCIIOHATOB)».

B 3aronoBkax e, coaepKalnx MepernucKy, yKa3blBaeTcs, ¢ KEM U IO Ka-
KOMY BOIIPOCY OHA BEETCH.

B 3aronoBkax nein, comepKalmux NEpPEenucKy ¢ OAHOPOIHBIMU KOppe-
CIIOHJICHTaMHU, TOCJICIHUE HE YKA3bIBAIOTCS, a YKa3bIBA€TCs UX 00Illee BUOBOE
Ha3BaHUE.

Hanpumep:

Ilepenucka ¢ Munucmepcmeom obpazosanus u mayku PD no eo-
npocam, OMHOCAUWUMCS K 0essmelbHOCMU YHUGep CUmema.

B 3aronoBkax pgen, comepxkalMx IEPENUCKY C Pa3HOPOAHBIMHU Koppe-
CIIOHJIEHTAaMU, MIOCIIEAHUE HE TIEPEUH CIIFOTCS.

Hanpumep:

«llepenucka 06 opeanuzayuu ceMuHapos u coseujanuii no 0NPoOcam 00-
KYMEHMUPOBAHUS YNPABNEHUECKOU 0esmelbHOCIUY.

B 3aronoBke nena yka3blBAETCA KOHKPETHBIM KOPPECIIOHAECHT, €CIU IIe-
PENNCKA BEIETCA TOJIBKO C HUM.

Hanpumep:

«llepenucka c eyzamu no 6onpocam Hay4HO-MeMoOUYeCcKol pabomoiy.

B 3arosnoBkax gen, coaepKamMxX IUIAHOBYIO HJIM OTYETHYIO JOKY-
MEHTalUIO0, YKa3blBaeTCs Mepuoi (KBapTai, o) Ha (3a) KOTOPbIH COCTaBIICHBI
IJIaHBI (OTYETHI).

Hanpumep:

«l 0006bIe OMuemvl yHuGepcUmema o0 HayyHO-UCCIe008AMeNbCKOL pabomey.

Ecnm neno cocTonT U3 HECKOJIBKUX TOMOB MJIM YaCTEW, TO COCTABIISAETCS
00wuil 3ar0JI0BOK JIeJIa, a 3aTeM IPU HEOOXOJAMMOCTH COCTABIISIFOTCS 3ar0JIOB-
KM Ka)JI0T0 ToMa (4acTH), yTOUHSIONINE COJEpKaHNe 3aroji0BKa Jea.

[TopsimOK pacmoyoKEeHHUsI 3aroJIOBKOB JI€J BHYTPU pa3AeiaoB U NOA-
pa3aesioB HOMEHKJIATYPBI J€J1 ONPEAEISIETCS CTENEHBK) BAXXHOCTU JOKYMEH-
TOB, COCTABJISIOIIMUX JI€da, U UX B3aUMOCBA3bI0. B Hawane pacmosararorcs
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3arOJIOBKM JI€JI, COJIepKalUX OpPraHUu3aIdOHHO-PACHOPSIAUTENLHYIO JIOKY-
MEHTAIIHIO.

3arojloBKM 1€l MOTYT YTOYHSThCS B Impouecce (HOPMUPOBAHUS U
odopmIIeHUS AL,

— rpada 3 HOMEHKJIATYPHI JeJT 3aMOTHIETCS TT0 OKOHYaHUH KaJIeHIApPHOTO
ro/1a ¥ COJICPKUT KOJIUUeCmE0 0esl 00Pa3YIOLTUXCs 3d 200,

— B rpade 4 - yKa3bIBaeTCs CPOK XpPaHeHus Jiena, HoMepa CTaTel 1o Tie-
PEUHIO, a MPU €ro OTCYTCTBUU — 110 TUIIOBOW WUJTM TPUMEPHON HOMEHKJIATYPE eI
WJIU COTJIACOBAHHBINA ¢ apXUBHOM CITYy>k00H XabapoBCKOTo Kpasi CPOK XpaHEHUS,

— B rpade S5 «IIpuMedanue» - yka3blBalOTCS HA38aHUue nepeyHell 00-
KYMeHmO8, UCTIOJIb30BAaHHbBIX IIPU ONPE/IETICHUH CPOKOB XpaHEHUs JeJl, TPOCTaB-
JSIFOTCSL OTMETKH O 3aBEJICHUU JEJ, O MEPEXOAIINX Jenax (HAanpumep, nepexo-
osauee ¢ 2010 200a), o BbIICTICHUY €1 K YHUUTOXEHUIO, O JIUIAX, OTBETCTBEH-
HBIX 32 (POPMUPOBAHUE JIETI.

Ecnu B TeueHue rojga B YHMBEpPCUTETE OOpa3yrOTCs HOBBIE IOKYMEHTH-
POBaHHBIE YYaCTKU PabOThI, HE MPEAYCMOTPEHHBIE JIe]la, OHU JOMOJHUTEIHHO
BHOCSITCS B HOMEHKJIATYpy. {7151 BHOBb 3aBOJIUMBIX € B KaXJOM pas3jeie Ho-
MEHKJIATyphl OCTaBIISIOTCSI PE3€pBHBIE HOMEPA.

11.2.14 1o okoHYaHHUM TOJ]Aa B KOHIIE HOMEHKJIATYPHI JIeJl AeNaeTCs Umo-
2064 3anUCh O KOJIMYECTBE 3aBEACHHBIX A€ (TOMOB).

11.2.15 ®opmupoBanue u 0hopMIICHUE e TEKYIIETo IeI0MPOrU3BOICTRA.

Dopmuposanue den — rpynIvpoBKa UCIIOJHEHHBIX JOKYMEHTOB B JI€Na B CO-
OTBETCTBUU C HOMEHKJIATypOu A€ U CUCTEMaTH3alusl TJOKyMEHTOB BHYTPH JIeIa.

11.2.16 KonTpoas mpaBuibHOrO (HOPMUPOBAHUS €7 OCYIIECTBIIACTCS
OOIIMM OT/EJIOM YHUBEPCHUTETA.

11.2.17 Ilpu popmupoBaHuM A€l HEOOXOAUMO COOIIOJATH CIEAYIOIINE
o011Me npasuna: NOMENATh B JAEN0 TOIBKO UCHOIHEHHbIEe 0OKYMEHNbL, B COOT-
BETCTBUHU C 3arojJOBKaMU JieJl MO0 HOMEHKJAType; rpyNnIupoBaTh B AENO JOKY-
MEHTBI 00H020 KAJ1eHOApHO20 2004, 33 VCKIIIOUCHUEM MEePeXOoAlluX Aell; pas-
JIEJIbHO TPYIIUPOBATh B JieJIa JOKYMEHTBl HOCOAHHO20 U 6PEMEHHBIX CPOKOG
XpaHEHUs; MoMenaTh B Jiejla Kcepokonuu (akcorpamm, TenedoHorpamMm Ha
OOIIMX OCHOBAHUSX; B JIEJ0 HE JIOJDKHBI TOMEIIATHCS IOKYMEHTBI, TOJIEKAIIINE
BO3BpAaTy, JHIITHUE YK3EMIUISIPhI, YePHOBUKH, TI0 00BbEMY JI€JI0 HE JOJHKHO TIpe-
BbIIATh 250 1ucmos. [lpy Hanu4uu B jiesie HECKOJIBKUX TOMOB (Y4acTeil) MHIEKC
M 3aroJIOBOK Jieja MPOCTABIACTCS Ha KaxaoM ToMe ¢ jgoOaBieHuem «T. 1y,
«T.2» ut.n.

11.2.18 JlokyMeHTBhI BHYTpH JeJia pacroiaraloTcs B XPOHOJOTHYECKOM,
BOIIPOCHO-JIOTMYECKOM MOCJIEI0BATEIHLHOCTH UM UX COYETAHUH.

PacriopsimutenbHbIe TOKYMEHTBI TPYIITAPYIOTCS B Jea MO BUIAM U XPO-
HOJIOTUU C OTHOCSIIIUMHUCA K HUM NpHIOKeHUsMU. [lonoxKeHus, HHCTPYKIINH,
YTBEP)KICHHBIC PACTIOPSIUTEILHBIMU JTOKYMEHTAMH, SBIISIOTCS TPUIOKCHU SIMU
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K HUM U TPYNIIUPYIOTCA BMECTE C YKa3aHHBIMM JIOKyMeHTamu. [Ipuka3sbl mo oc-
HOBHOH JIEATEILHOCTU TPYNIUPYIOTCA OTIAEIBHO OT MPHUKA30B MO JUYHOMY CO-
craBy. [IpoToKoIIBI B €7 pacnoyiaratoTcs B XpOHOJIOIMYECKOM MOPSKE MO HO-
MepaM. JJOKyMEHTBI K MPOTOKOJIaM, CTPYNIIMPOBAHHBIE B OTJEJIbHBIC JI€Ja, CU-
CTEMaTU3UPYIOTCA M0 HOMEpaM MPOTOKOJIOB. Y TBEPKACHHBIE TJIaHbI, OTYETHI,
CMETBhI, JJUMUTHI, TUTYJIbHBIE CIIUCKU U JIPYTHE JOKYMEHTHI TPYNIUPYIOTCS OT-
JIEJIbHO OT MPOEKTOB. JJOKYMEHTBI B JIMUHBIX JI€JIaX PacrojiaratoTcs o Mepe ux
MOCTYIUJICHUS.

[lepenucka rpynnupyercs, Kak NpaBuiio, 3a NEPUO] KAJIEHAApPHOT0 TojJa U
CUCTEMATU3UPYETCSI B XPOHOJIOTMUECKOW IOCIEI0BATENbHOCTU: JIOKYMEHT-
OTBET MOMeEIIAaeTCs 32 JOKYMEHTOM-3arpocoM. [Ipr BO30OHOBIEHUH MEPENUCKU
[0 OMNPEIEIECHHOMY BOMNPOCY, HAUYABIIECHCS B MPEABIIYIIEM TOAY, TOKYMEHTHI
BKJIFOYAIOTCS B JIEJIO TEKYLIEro rojia C yKa3aHUEM MHJIEKca Jieaa MpeablIyIero
roga. @opMa 0OJOXKKHU JieJa TEKYIIEro JIeJIONPOU3BOJICTBA MPUBECHA B MPH-
Joxenuu H.

11.2.19 [ena CTpyKTYypHBIX MOApa3[CiiCHU YHUBEPCUTETA MOIJIEkKAT
o(hopMIICHUIO TIPH MX 3aBEICHUH U 10 3aBEPIICHUU TO/Ia.

11.2.20 B cnydae MMKBHUIAIMNA WJIA PEOPTAHHU3AIUN CTPYKTYPHOTO TOA-
pasleNicHus] YHUBEPCUTETA, JIMIO, OTBETCTBEHHOE 3a BEJICHHE JEJONMPOU3BOI-
CTBa JJaHHOT'O MOJPA3/CIICHUs, B IEPUO/ NPOBEICHHS JTUKBUIALIMOHHBIX MEPO-
npusATUN POpMUPYET BCe UMEIOIIMECS JOKYMEHTHI B jena, oopMIIeT aena U
NepeaacT uX B apXMB YHUBEPCUTETA, HE3ABUCUMO OT CpOKOB XpaHenwus. Ilepe-
Jlaya JieJl OCYILECTBIIAETCA 110 OMUCSAM JIe1 U HOMEHKIIaType Je.

11.2.21 DOx3eMmisippl OTMEHEHHOM IOKYMEHTAIMUA TOMJICKAT HUIBATHIO
W/WIY YHAUYTOXKEHUIO. B ciydasx HeoOXOIMMOCTH B MOJpa3/eieHUH JOMyCKa-
€TCsl XpaHEHNUE OTMEHEHHOW JOKYMEHTALUK B CIIPaBOYHBIX (MH(QOPMaIIMOHHBIX )
uensix. B 3ToM ciiydyae Ha TUTYJIBHOM JINCTE OTMEHEHHOTO JJOKYMEHTa MpPOCTaB-
JSIFOTCS CIIEHUANIbHBIE OTMETKHU, HAPUMEDP, HAZIMKUCH «JIOKYMEHT OTMEHEH C (Z1a-
Ta)». CTpaHUIIbl OTMEHEHHOI'O JJOKYMEHTAa MApKUPYIOTCS SIPKOM JTUHHUEH.

12 Pa3zpaGorunku

Pa3pa6OTIII/IKaMI/I JAaHHOI'O JTOKYMCHTA SBJIIIOTCH.

Hauanbauk obiero otaena A% —  H.A. Crennosa
JloxymeHTOBe 1 00IIero oTaena H.B. Myp3una

U
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MNPUJIOXEHHUE B
(cipaBOYHOE)
IlepevyeHnb HeperucTpUPyeMoii KOppecnoOH e HINH

I[TEPEUEHD
HEPETUCTPUPYEMOM KOPPECTIOHICHITUN

1. Ileproguyeckue mevaTHble H3AaHWS (KHHTH, XYpPHAJbI, OpPOIIIOPHI,
OIOJUICTCHH U T.I1.).

2. PekyiaMHbIE W3BEIIECHUS], TUIAKAThI, MPOCIEKTHI, MPOrpaMMBbl COBEIIa-
HUM, KOH(DEPEHIIUH U T.1I.

3. CooO11eHns o 3aceIaHusIX, COBEIIAHUAX U IOBECTKH JHSL.

4. Marepuaibl, IOChUIaEMbI€ [Tl CBEICHMUS.

5. ®opMBI OYXTaJITEPCKON M CTATHCTHYECKOW OTYETHOCTH, aKThl Ha CITU-
CaHue.

6. [IpurnacurenbHble OMIETHI, TO3APABUTEIbHBIE MUCbMA, TEJIErPaMMBbl
U OTKPBITKH.

7. OTBeTHI Ha 3aMPOCHI CTPYKTYPHBIX MOJIpa3/IeICHUM.

8. Tenerpammbl ¥ MHChbMa O Pa3pelIeHUd KOMAHAUPOBOK U OTITYCKOB.

9. OT4eTHI MO0 KOMAHAUPOBKAM.

10. I'paduku, HapsIBI, 3asIBKH, PA3HAPSIKU.

11. YueOnble tutansl, mporpamMmmbl. Komnuu.

12. IIpenckypantsl. Konnu.

13. Hopmbl pacxoaa mMaTepuaios.

14. Hay4uHblie OTYETHI IO TEMAM.

15. Mecsiunble, KBapTajibHbIE, TOJIYTOJJOBbIE U T'OJI0BbIE OTYETHI.
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c. 25 n3 38

MHNPUJOXKEHUE I
(cipaBo4HOE)
(U3m. Ne 1)

dopMma akTa 00 OTCYTCTBMU JJOKYMEHTOB B MOJY4€HHOU KOPPECIOHIeHIIUH

MHWHOBPHAYKHU POCCHUH

DenepajibHOE TOCY1APCTBEHHOE
OroxeTHOE 00pa3oBaTeIbHOE YUpekKIAeHne
BBICILIEr0 00pa30BaAHMS
«Komcomonbekuii-Ha-AMype rocy1apcTBeHHbI

TEeXHUYECKHIl YHUBEPCUTET»
(PI'bOY BO «KHAI'TY»)

AKT

Ne

r. Komcomosibck-Ha-Amype

I&S OTCYTCTBHU JOKYMCHTOB _l

B ITOJIYUEHHON KOPPECHOHICHIIUN
[TekcT I/ICBMIE—II]O PP fICHTL

PaGoraukamu OO6miero oruesna

(momxHOCTH, aMIIINU, HHUIIAAIIBI)

B IIPUCYTCTBUH

(momwkHOCTH, aMUITUU, HHUITAAJTHI )
MIPU BCKPBITUM MUCbMa (0aHIepoIini) OT No

MOCTYIIMBUICTO U3

(HaMMEHOBaHUE OPraHU3AIIIH )
OBLJI0O OOHAPYKEHO OTCYTCTBUE

(HauMeHOBaHME JOKYMEHTOB, MaTEPHAJIOB)
CocTaBieH B ABYX K3EMIUISIPAX:

1-#1 5K3. — B meno Ne
2-11 DK3.— OTIPABUTEITIO MIOTYIECHHON KOPPECTIOHICHITUN

JlokymeHTOBE 1

(moamucm) (pacumdpoBka moamnucei)
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MNPUJIOKEHUE J1
(cipaBo4HOE)

dopma cONpoOBOAUTEIBHOI0 MUCHMA

O BO3Bpare NOJIy4EHHON
KOPPECIOHACHIIUN

VYBaxxkaeMplit !

Hamu nonydyeno Bamie nucbmo ot Ne :

K KOTOPOMY IIPpHJIAratOTCA JOKYMCHTEI I10 BOIIPOCY:

OnHako mocie BCKPBHITHS KOHBEPTa ObLIO OOHApYXKEHO, YTO B MPHUIIOXKE-
HUU OTCYTCTBYIOT:
JIOKYMEHTBHI:

JINCTBI.

AK3EMIUISIPBI:

[Tpocum Bac obecnieunTs CpOUHYIO BBICBUIKY HEAOCTAIOUINX JOKYMEHTOB
(JIMCTOB, DK3EMILISIPOB).

C yBaxkeHueM,

HauansHuk o01iero oraena H.A. CrenmtHoBa

Beenen npukazom Ne 482-0 or 15.07.2015
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Cucrema MCHCI’)KMCHTa Ka4C€CTBa

CTO 4.2.3-6
HNucTpyknusi no 1eJ10npon3BoICTBY

IMPUJIOKEHHUE E

(cipaBo4HOE)
dopma ;)KypHaJa perucTpaluu BXOAsied KOppecnoHIeH U

8 L 9 G F £ 4 !
FHHAIHIOUIH
EHIIOA BLIFLO BT LHaM AT
H IHIMAAOT aAgediLo | Hefadan BLHAWANOT G H
JIHITOT] BLHAMAHAOT B LI G
BOIFHRdX | HHHOHNOLOH 0 | BEIoN H AWOd oiHedation AR

I ‘BUAl g BALANLL(Y) ‘BlralHTog0Ad sonedy ONHIALION

BHIICI0E3 ] 0J0H L0
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c. 28 u3 38

MPUJIOKEHHUE K
(cipaBo4HOE)

dopmMa KypHAJIa PerucTpauuy UCXoasieil KoppecnoHIeH U

Perucrpa- No nena wim
MOHHBIN Kpartkoe UHJICKC OTIe-
H Komy agpecoBano p
HOMEP COZIEp)KaHUE JOKYMEHTA | Ja, I'ie Xpa-
U J1aTa HUTCS KOITUS
1 2 3 4
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c. 29 u3 38

MNPUJIOKXEHHUE N
(cipaBOYHOE)

dopma KypHAJa perucTpauuy NprUKa3oB 0 HANPABJIEHUN PAOOTHUKOB

B KOMaHMPOBKY

lonmuet

Cpox
KOMAHH] OBKH

Tepron
KOMAHIH OBKH
6

Meeto
HasHA4eHHA
5

CTpyRTypHOE
NoIpasTEnEHHE
MOMEHOCTE
4

Damunna, um,
OTIECTED
3

Mara
PECHCTALHH
2

n'n

e
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HNHcTpyknus o 1enonpou3BoACTBY

MNMPUJIOKEHHUE K
(cipaBOYHOE)

Kaprouka perucTpanuoHHO-KOHTPOJIbHOU (popMbI

PETUCTPAIIMOHHAS KAPTOUYKA

Bxoagmmin Ot xoro KonnuecTBo Hcxonsimuii HoMep
HOMEDP U J1aTa MTOCTYITHJI JINCTOB Y J1aTa MOJIy4EHHOT O
perucTpanuu JOKYMEHT Y DK3EMILISIPOB JIOKYMEHTA

Kpatkoe conepkanue 10KyMeHTa

Pe3omonus
O60p0WIHCl}l CmopoHa
Jata Howmep nena,
aTa Kom BO3BpaTa B KOTOPOM XPaHUTCSA

Heﬂe auu HaIl aB?ICH Pacrncka aCHII)/ICKE; (F))K MCII){T
e P B MMOJTy4YECHUH P AOKY ’

Ha UCIOJIHEHHE JIOKYMEHT MIPUHSBILIETO I OTMETKA

JIOKYMEHT 00 YHHUYTOXXEHUHU

OTtmMmeTKa 0 KOHTPOJIC U UCITIOJTHCHUH

OTMeTKa O CHITHH C KOHTPOJIA

Beenen npukazom Ne 482-0 or 15.07.2015
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HNHcTpyknus o 1enonpou3BoACTBY
HNPUJIOKEHMUE J1
(cipaBOYHOE)
Oﬁpaseu HOMCHRKJIATYPBI €)1 MOAPa3aACITCHUA
Homenkiarypa aed
11 /lexanam ¢paxynomema
Kouauue- Cpok
COT; Oa):eﬂ XPAHCHIH IIpumeyanue
Bua 10KyMeHTOB loull)nxz’ﬂ TOKYMEH- p
32 1oj ToB
1 2 3 4 5
11-01 | Ilpuka3sl ¥ MHCTPYKTUBHBIE TUCbMA J1o MuHO-
MunucrepcTBa 00pa3oBaHUs U HAYKU BaHHUS
Poccuiickoit @eneparyu no yuedHo- HaT00HO-
METOIMYECKUM BOMPOcaMm (KOITHH ) cru (JIMH)

11-02 | IIpuka3bl peKTOpa YHUBEPCUTETA MO JMH [MopnmmuHuKM
OCHOBHOU AESITENbHOCTU (KOMHUN) BOOIIEM

oTzene

11-03 | IIpuka3sl peKTOpa YHUBEPCUTETA JMH [MopnmmuHuKK
10 JMYHOMY COCTaBY CTYIEHTOB B 001IEM
(ounast opma oOydeHHUsI, OFOKET- oTee
Hasi OCHOBA) (KOMUM)

11-04 | ITpukassl peKTOpa yHUBEpCUTETA JAMH ITonnmuHHMKH
10 IMYHOMY COCTaBY CTYAEHTOB B 00111eM
(ounast popma 0OydeHHUsI, TOTOBOP- oTHee
Has OCHOBA) (KOMUH)

11-05 | ITpuka3sl pekTOpa yHUBEpCUTETA AMH [TonnmuHHMKH
10 IMYHOMY COCTaBY CTYIEHTOB B 00111eM
(ounast popma 0OydeHHsI, TOTOBOP- oTene
Hasi OCHOBA) Ka(eIpaibHbIA MPOEKT
(xorun)

11-06 | ITpuxassl pekTOpa YHUBEpCUTETA JAMH [HopmuuHuKM
10 IMYHOMY COCTaBY CTYZEHTOB B 001IEM
(3aounas gopma oOyueHus) kadesn- oTIeNe
paJIbHBII MPOEKT (KOMHUN)

11-07 | IIpuka3el peKTOpa YHUBEPCUTETA JAMH [HopnmmuaHuKN
10 TMYHOMY COCTaBY CTYJEHTOB B 001IEM
(3aounas popma oOyueHus1, Or01- oTHeNe
JKETHasi OCHOBA) (KOITHUH)

11-08 | IIpuka3sl peKTOpa YHUBEPCUTETA JMH [MopnmmuHuKK
10 JMYHOMY COCTaBY CTYIEHTOB B 00111eM
(3aouHas popma oOydeHus, 10T 0- oTee
BOpHAas OCHOBA) (KOIHH)

11-09 | ITpuka3sl peKTOpa yHUBEpCUTETA JAMH [TonnmuHHMKH
10 JMYHOMY COCTaBY CTYIEHTOB B 00IIEM
(ounast popma oOydeHus, Or0KeT- oTene
Hasi OCHOBa) oOyyatomuxcs B (pu-
nuane noc. Banuno (komnun)
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(éf—??y\ CucreMa MeHEIKMEHTAa Ka4yecTBa
way CTO 4.23 c. 32 u3 38
. Nl WHceTpykuus 0o 1enonpon3BoCTBY
1 2 3 4 5
11-10 | Ipuka3bl pekTOpa YHUBEPCHUTETA IO JAMH IMonnmmuaHukK
JIMYHOMY COCTaBY CIyIIaTene 1o- B 00111EM
TTOJTHUTEILHOTO 00pa30BaHMsI (KOITHH) oTnene
11-11 | IIpuxa3sl peKTOpa YHUBEPCUTETA IO JAMH [HonmuaHuKN
muuHoMy coctaBy IIIIC u cotpya- B 00111eM
HUKOB (KOMHH) oTaene
11-12 | [puKka3sl pekTOpa yHUBEPCHUTETA 10 JAMH [HonmuaHuKN
muuHoMy coctaBy [ITIC u corpynHu- B 001IEeM
KOB (0 KOMaHIMPOBKaX, OTITYCKaX, TI0- oTzene
OIIPEHHUSIX U B3bICKAHUSIX) (KOMHH)
11-13 | [Ipuxa3sl pekTOpa yHUBEPCUTETA 110 JAMH [TonnmuHHMKH
aCITUPAHTYPE U JJOKTOPAHTYPE (KOTHH) B 00I1IEM OT/IeNIe
11-14 | ITpukasbl peKTOpa YHUBEPCUTETA JAMH [TonmuHHUKH
o HUC (xonun) B 00I1IEM OTTIENIe
11-15 | ITpoToKOMBI O HA3HAYECHUH CTHITCH TUH 5 et
11-16 | ITpukasbl peKTOpa YHUBEPCUTETA 5 ner
0 Ha3HAYCHUH CTUTICHANH
11-17 | Pemenust Y4eHoro coBera JAMH Nudopmarws
yHUBEpcUTETA (KOIHH) Ha caiite
YVHUBEPCUTETA
11-18 | PacnopsbkeHuUs 110 YHUBEPCUTETY JAMH [MonnmmHaHUKK
(xommm) B 00IIEM OTIETIe
11-19 | Pacnopsbkenus nekaHa ¢akyiabrera JAMH
110 BCEM BOIPOCam
11-20 | [IpoTokomsl 3aceqaHuil coBera ITocTostHHO
(dakynbpTeTa cr. 5 TII
11-21 | [IpoTokossl 3acenanuil yueOHO- ITocTostHHO
METOJMYECKOro coBeTa aKynpTeTa Cr.5TII
11-22 | [lonoxenue o akynpTeTe (KOMU) o 3amensl [TonnmHHUK,
HOBBIM B 0OIIIeM
ct. 16 TII ozere
11-23 | JIOIKHOCTHBIE HHCTPYKITUU 3 roma ITocie 3aMeHBI
COTPYJTHUKOB (KOITHH) cT. 35 TII | HOBBIM, OJJIMH-
Huku B OK
11-24 | I1nan-oT4eT pakyabTETa [TocTosiHHO
Ha y4eOHbIH rox cr. 575a TII
11-25 | PabGouune yuyeOHBIE MIaHbBI 1 rox
(akynpTeTa HA TOA ct. 602 TII
11-26 | I1nan paboOTHI peKTOpaTa JAMH
Ha y4eOHBIN 1o (KOIHH)
11-27 | Crmcku CTyIGHTOB 110 Y4eOHBIM IPyIITaM
11-28 | YueOHble KAPTOUKU CTYJEHTOB 75 ner ITo oxoHuaHHUH
OIIK yueObl BMECTe
ct. 504a C 3a4ETHBIMU
TII KHMKKaMH I101-
[IMBAIOTCS B JTNY-
HBIC JIeNa
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CucremMa MeHeI:KMEHTA KayecTBa
CTO4.2.3 c. 33 u3z 38
HNHcTpyknus o 1enonpou3BoACTBY
1 2 3 4 5

11-29 | JloroBoOpsI ¢ NPEAIPUATHIMUA 5 ner
O CIELUAIBHOCTIM cr. 375 TI1

11-30 | JloroBopsI By3a O IOATOTOBKE 5 ner
CHELHAJNCTOB ct. 375 TII

11-31 | Pacniucanue 3ausiTuit 1 ron

cr. 380 TII

11-32 | Dx3aMeHAIMOHHBIC U 3aYETHHIE 5 net [Tocne
BEJIOMOCTH 597 TII OKOHYAaHUS

11-33 | 3asBieHus, O0BACHUTEILHBIC 3AIHC- 1 ron
KM, METULINHCKUE CIIPABKU CTY/EH- cr. 607 TII
TOB

11-34 | XXypnainsl yueTa mocenaeMocTu cr. 605 TII
CTYZICHTOB

11-35 | Ilepenucka c opraHU3anHUIMU H 5 ner
rpa)<JIaHaMHy M0 BOIIpocaM paboThl cr. 28 TII
(dakynbTeTa

11-36 | CraHgapThl yHUBEpCHTETA 1o 3ameHbI
(PII, CTO, PN) HOBBIMH

11-37 | Pe3ynbTaThl BHYTPEHHUX ayJIUTOB 3 rona
KOPPEKTUPYIOIIUX U TPeaynpe-

JKIIAIOIIUX JeHCTBUI

11-38 | JlokyMeHTHI 1O y4eOHO- JAMH
BOCIIUTATENBHON U
podopueHTAIIMOHHOM paboTe

11-39 | JIokyMeHTHI IO HAYIHO-

HCCIIEIOBATENLCKON paboTe

11-40 | [IporpaMMsbl CTpaTErnYECKOro o 3amensl
pasButus dakynbTera, Kadeap HOBOM

11-41 | JlokyMeHTBbI 10 (PMHAHCOBO-XO35Iii- JAMH
CTBEHHOM JIATEILHOCTH (haKyJIbTeTa

11-42 | JIOKyMEHTHI I10 TOCYJapCTBEHHBIM 3a- JAMH
KyIKaMm (TJ1aH paOoThl, 3asBKH, HH-

(hopMallMOHHBIE MaTepUabl U Ap.)

11-43 | ITakeThl JOKYMEHTOB I10 JIMIICH3H- [Toctossnro | Ha rocxpanenue
POBaHHUIO ClieUaTbHOCTEH HE MepeaTCs
(dakymbTeTa

11-44 | KoHTpOJb TEKYIICH yCIIeBaEMOCTH 5 ner [Tocne okoHYaHUs
CTYACHTOB (BE€AOMOCTH ¢ OamiaMu YHHUBEPCUTETA
0.1.2.; utorn)

11-45 | JIoKyMEHTHI 11O peann3aluu JAMH
KadenpaabHbIX TPOCKTOB

11-46 | Onwmcwu aen, NepeaaHHbIX B apXUB YHHU- 3 roga
BEPCHUTETA, AKThI 00 YHUUTOXKECHHUH JIETT ct. 74 TII

11-47 | HomeHkmaTypa Jen JekaHaTa o 3ameHbI
(dakympTeTa HOBOM

cr. 67 TI1
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Cucrema MCHC/IKMCHTAa KaueCTBa

CTO4.2.3 c. 34 uz 38
HNHcTpyknus o 1enonpou3BoACTBY
MNMPUJIOXKEHUE M
(cipaBOYHOE)
O0pa3en HOMEHKIATYPHI Jea Kadeapsl
Homenxknamypa oen
Bua 1oxymeHTOB Koanue- Cpox IIpumevanus
CTBO e XpaHeHust
o0pa3zy- | JOKYMEHTOB
IO IIHXCSH
3a roj
23 Kagpeopa
1 2 3 4 5
2301 [Tprka3sl ¥ HHCTPYKTUBHBIE MHChMa
Jlo MuHOBA-
MunucrepcTBa 00pa3oBaHus U
Hayku Poccuiickoit ®enepanuu, ot- HHUs HaZ100-
HOCSIIUECS K ASITEIbHOCTH Kade- H?\S[T}I/II
pbI (KoTTHn) (IMH)

23-02 [Tpuka3el peKTOpa YHUBEPCUTETA IO JIMH [MonmMHHKUKY B
OCHOBHOM J€ATEIbHOCTH (KOIHH) o01eM otnese

23-03 [Ipukassl peKTOpa YHUBEpCUTETA [MopmuaHUKN
no nuuHomy coctaBy [II1IC JAMH B 00111EM
Y COTPYJTHUKOB (KOMHUH) oTJIeIe

23-04 ITprka3el 10 INYHOMY COCTABY [TonmuHMKN
[I1C 1 coTpyIHUKOB (0 KOMaHU- JIMH B 001IIEM
POBKaX, MOOMIPEHUSIX U B3BICKAHHU- oTaene
s1X) (KOTIHH)

23-05 ITpuka3pl Mo JIMYHOMY COCTaBY CTY- [TonmMHHMKY B
NeHToB (oyHas popma 0Oy4yeHus, JAMH o01ieM oTnesne
010/1’KeTHast OCHOBA) (KOMHH)

23-06 [Tpukassl O JIMYHOMY COCTaBY CTY- [TopmuHHUKH
neHToB (oyHast hopma 0O ydeHHs, JAMH B 001IEM
JIOTOBOPHAsI OCHOBA) (KOIIHH) oTzene

23-07 [Tpukassl 1O JINYHOMY COCTaBY CTY- [TopmuHHUKH
neHToB (o4Hast hopma 0O ydeHHs, JIMH B 001IEM
JIOTOBOpHAsi OCHOBA, KadeapaIbHbIH oTzene
MPOEKT) (KOIHHN)

23-08 [Tpuka3el 10 JIMYHOMY COCTaBY CTY- [MommuHANKN
JIeHTOB (3a04Hasi popma oOydeHus, JIMH B 001IEM
JIOTOBOpHAs OCHOBA, KadeapaIbHbIH oTzene
MPOEKT) (KOIHH)

23-09 [Tpukaspl 10 JINYHOMY COCTaBY CTY- [MopmuHHUKH
JIeHTOB (3a0uHasi popma oOyueHus, JAMH B 001IEM
O1o/KeTHast OCHOBA) (KOMHH) oTzene

23-10 ITpuka3el 10 JINYHOMY COCTaBY CTY- [TonmuuHMKN
JIEHTOB (3a04Has popMa o0ydeHus, JIMH B 001IEM
JIOTOBOPHAsi OCHOBA) (KOIHH) oTzaene
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Cucrema MCHC/IKMCHTAa KaueCTBa

CTO4.2.3 c. 35 u3 38
HNHcTpyknus o 1enonpou3BoACTBY
1 2 3 4 5
23-11 [Ipuka3bl 1O TMYHOMY COCTABY [MognuHHUKK
CIIyIIaTeNen JOMOJHUTEIBHOTO JAMH B 001IEM
0o0pa3zoBaHus (KOIHH) oTJIeINe
23-12 [Ipukassl peKTopa yHUBEpCUTETA [lopnmuuHuKY B
JIMH
no HUC (komwn) o01IeM oTnene
23-13 [Ipukasel pekTopa YHUBEpCUTETA IO JIMH [lopnmuuHuKY B
acIIMpaHType U TOKTOpaHType (KOIMUH) o01IeM oTnene
23-14 PacnopsixeHus pekropa, IpopeKTo- IMH [TonmMHHMKY B
POB, 3aBEIYIOIIEro Kadenpon o01ieM oTnesne
23-15 Pemiennst Yuenoro coseta Ha caiite
yHHBEpcUTeTa (KOIUH) YVHHBEPCUTETA
23-16 [TpoToKOIBI 3aceIanmii COBETA [TocTostHHO
Kadenpsl cT. 571
[TpoTOKOIIBI HAYYHO-METOANYECKUX S T
ceMuHapoB Kadeapbl
23-17 [Tonoxenue o kadeape (Kormwsi) Jlo 3ameHsI [Mopmuuuuk
HOBBIM B 001IEM
cr. 16 TII oTaene
23-18 JIOMKHOCTHBIC UHCTPYKITUN 3 roxga IMonnmueHUKH
COTPYAHHUKOB (KOIIHH) nocje 3ame- XPaHSITCS B
HBbI HOBBIM | OTJEJIe KaJI[POB
23-19 Y4eOHO-MeTOINYECKHE KOMITIICKChI Ha xaxmyro
JTUCIUTLINH (KYpCOB) Ho 3aMeHEI JUCUUIUIHHY
HOBBIMU
(Kypc) OTIeIbHO
23-20 [Tnan-otyeT o padbore kademapb [TocTosiHHO
Ha Y4eOHBIH ToJ cr. 572 TI1
23-21 Otuetsl 0 padore 'AK
JIMH
M0 CHEIHUAIBHOCTSIM Kadeapbl
23-22 [TnaH moBBIIEHUST KBAJIA (PUKAITTH JMH
npenojasaresuei kadenpsl cr. 371
23-23 [Tnan u3gaHnii METOIMY €CKUX
5 mer
pa3paboToK
23-24 WNHauBuayanbHbIE TUTAHBI 5 ner,
npernojiaBaTtenei cT. 574 TII
23-25 PaGouune yueOHbIE MIaHbl HA | ro
y4eOHBIN IO/ U KaJleHAApHBIN yuel- 351
HBIN rpaduk et
23-26 YueOHbIe TOPYUICHUS 5 et
npenojaasateneil kadeapsl
23-27 OT4YeT O BBIMOJIHEHUH YIeOHOM
Harpy3KH MpenojaaBaresnei kadeapol 1 roxg
3a y4eOHBIN TOJ
23-28 I[OKyMeIu{TH 0 HAYYHO-UCCIIEIOBA- 5 et DIIK
TEJIbCKOM pabote Kadenpsl, CTyIeHTOB
cr. 1290 TII
Y acnupaHToB (0OOCHOBAHUS, CIIPABKH)
23-29 Onuck TeM JUTUIOMHBIX paboT (Tpo- 5 et
€KTOB), KYPCOBBIX paboT (ITPOCKTOB)
23-30 Penen3uu, oT36IBBI Ha aBTOpEdepa- 3 roma JIIK
TBI, CTaTbU ct. 936 TII
23-31 3adeTHbIe U K3aMEHAIIMOHHbIE
BEJIOMOCTHU 5 ner
cr. 597 TI1

Beenen npukazom Ne 482-0 or 15.07.2015




Cucrema MCHC/IKMCHTAa KaueCTBa

CTO4.2.3 c. 36 uz 38
. Ny WHCTpyKuus mo 1eI0npon3BOICTBY
1 2 3 4 5
23-32 JlokymeHThI (mepenucka, mporpam-
MBI, CITICKH, OTYETHI PYKOBOJIUTE- 1 rox
JIel TIPaKTUKH) O TIPOBEICHUH BCEX ct. 609 TII
BH/JIOB MIPAKTHK CTYJICHTOB
23-33 ['paduku mpeaocTaBIeHHs OTITYCKOB. 1 rox
Criucok JIMYHOro cocTaBa Kadepbl cr. 356
23-34 [lepenucka ¢ yupexaeHUsIMH, Tpe- 5 et
MPUSTUSMU, OPTaHU3AIMSIMH I10 BO- or. 584 TTI
mpocam paboThl Kadenpsl )
23-35 JIoKyMEeHTBI IO TPYJOYyCTPOICTBY
BBIITYCKHUKOB (TIPOTOKOJIBI pacipe-
JIETIEHUS BHIITY CKHUKOB, HalpaBlie-
HUS 7151 TPY0yCTPONCTBA, pEUTHHT
CrenuabHOCTEH Ap.)
23-36 XKypHan yuera perieH3upoBaHUS
KOHTPOJIbHBIX PabOT CTYIEHTOB 5 ner
NHUT
23-37 KypHan nHCTpyKTa)xa 1o TEXHHUKE 10 ner
Oe3omacHOCTH cr. 3166
23-38 CrangapThl yHUBEPCHTETA JTo 3aMEeHBI
(PH, HH, CTO’ PI/L PI[) HOBbIMHA
23-39 Pe3ynbTaThl BHYTPEHHUX ayJUTOB
KOPPEKTUPYIOIIMX U Mpeaynpexaa- 3 roma
IOIIUX AeHCTBUHI
23-40 WNupopmanrioHHble NUCbMa JAMH
23-41 Jloknaaabie 3anucku (KOHH ) JAMH
23-42 Bormpock! ayig noctynarommx 1 rox
B ACIIUPAHTYPy
23-43 Pacnipenenenue Harpy3ku Jist pac- 1 rox
nucanus 3aastuit 10 u UHUT
23-44 JIOKyMEHTBI 10 JTUIUIOMHOMY TIPO-
CKTHPOBAHUIO (3asIBIICHUS CTY/ICH- 1 rox
TOB Ha TEMBI JUIIOMOB, 3aJIaHUS U
nepenucka no JAI1P)
23-45 JloKkyMeHTBI 110 PabOTe CO CTY/ICH-
TaMU, IMEIOIIUMU 3310JDKEHH OCTH JIMH
(rpaduxu nepecnay, 1OMOIHUTENb-
HBIX KOHCYJIbTAllUN U T.1.)
23-46 Pesynbsrarsl camoo0cienoBaHus
o ¢)ye;lpm 5 ner MK
23-47 Matepuasnsl mo MaTepHeT- JAMH
TECTUPOBAHUIO
23-48 I'ocynapcrBennbie 0OpazoBaTesb- 1o 3aMeHb!
Hble crannaptsl ('OC), HOBBIMIL
3aperucTpupoBaHHbie B YMY
23-49 Onucu e, nepeaHHbIX B apXUB
YHHMBEpPCUTETA. AKTBI 00 YHUUTOX€- 3 ;ZH;H
HUH JIe] cr.
23-50 HomenknaTtypa gen kadenps J1o 3ameHBI
HOBOH
cr.67TI1
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CucTreMa MeHe)KMEHTA KauyecTBa
CTO4.2.3

HNHcTpyknus o 1enonpou3BoACTBY

c. 37 u3 38

MNPUJTOXKEHUE H
(cipaBo4HOE)
(U3m. Ne 1)

dDopma 00/10:KKH J1eJ1a TEKYLIero 1eJ0npon3BoCTBa

®OI'BOY BO «KHAI'TY»
JIEJIO Ne Tom Ne
(3aroI0BOK Jena)
Jlarta
Ha JIUCT
XpaHUTh JIET
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\:‘({0;71’ CTO4.2.3 c. 38 m3 38
. Al HNHcTpyknus o 1enonpou3BoACTBY
JIMCT perucrpanuu M3MeHeHUH
Howmep npuka3a, KomnuectBo Hara [Toamuck
JlaTa yTBEPKICHUS CTpaHHUII MOJYYEHHUS] | YIOIHOMOYEHHOTO 10
M3MEHEHUS W3MEHEHUS WU3MEHEHUS KaueCcTBY
1 | Ne100-O ot 15.03.2016 - 15.03.2016 | KopotkoBa M.B.
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