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«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

1. OBWMWME NMONOXKXEHUA

11. Hactosawee TlonoXeHne Mo [eNONPOM3BOACTBY YCTaHaB/IMBaeT eAuHYyK CUCTeMy
[lenonpon3BOACTBa, OpraHu3auum paboTbl C [JOKYMeHTaMu B (pefepasibHOM roCyAapCTBEHHOM
OlOPKETHOM  00pa3oBaTe/lbHOM  y4YpeXAeHun  BbicWwero  obpas3oBaHMs  «HOXXHO-YpasibCKuUii
rOCyLapCTBEHHbIA  arpapHblli  yHUBepcuTeT (Janee -  YHMBEPCUTET), MNOPSLOK MOAFOTOBKM,
O(DOPMNEHNs, MPOXOXAEHUS, KOHTPONIA 3@ WCMOJIHEHWEM, YYEeTOM, XpaHeHWeMm, reyaTaHueM,
KOMWPOBaHWEM U TUPAXUPOBAHUEM C/YXKEOHbIX JOKYMEHTOB.

12. WVHcTpyKkums pa3paboTaHa B COOTBETCTBUM W C Y4YEeTOM TMOJIOXKEHUI CNefyroLmX
3aKOHOZaTe/lbHbIX W MHbIX HOPMATWMBHbLIX MPaBOBbIX aKTOB B Cepe WH(popmauuu, LOKYMEHTauuu,
apXMBHOrO fena:

- @®epfepanbHbIi KOHCTUTYLMOHHBIA 3aKOH 0T 25.12.200 Ne 2-®K3 «O rocygapcTBeHHOM repbe
Poccuitckoin depepaymnmn» (CobpaHue 3akoHogdatenbctBa P®, 2000, Ne 52 (uactb 1), c1. 5021; 2002,
Ne 28, cT. 2780; 2003, Ne 27 (uacTb I), cT. 2696; 2009, Ne 46, cT. 5417);

- @epepanbHbld 3aKOH 0T 22.10.2004 No 125-®3 «0O6 apxvBHOM fene B P®» (CobpaHue
3aKoHogaTenbcTBa P®, 2004, Ne 43, ¢T1.4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, cT. 6079; 2008, Ne 20,
CT. 2253);

- ®depepanbHblil 3aKOH 0T 27.07.2006 No 149-d3 «O6 uHhopMaumm, WHHOOPMALUOHHBIX
TEXHOMOrMAX M 0 3awmTte MHpopmaunm» (CobpaHne 3akoHopgaTenbcTBa P®, 2006 Ne 31 (4acTb 1),
CcT. 3448);

- TloctaHoBneHune T[lpaBuTensctea P® o1 27.12.1995, Ne 1268 «O6 ynopszoveHun
M3roTOBMEHUS, WUCMOMb30BaHUSA, XPaHEHUA U YHUUYTOXEHUS nedyaTeld U 6NaHKOB C BOCMPOU3BEAEHWEM
rocygapcrseHHoro repba P®» (CobpaHue 3akoHogatensctsa P®, 1996, Ne 2 cr. 123; 2001, Ne 24,
CcT. 2461; 2006, Ne 52, c1. 5587);

- [MocTtaHoBneHune [paButensctea P® ot 01.06.2004 Ne 260 «O TMNOBOM pernameHTe
BHYTPEHHel  opraHusaumMu  (eflepa/ibHbIX  OpraHoB  WUCNONHWTENbHOW  BnacTu»  (CobpaHue
3akoHogatenscTea P®, 2005);

- Mertoguyeckme pekoMeHAauMum Mo paspaboTke WHCTPYKUWUIA N0  [4eflonpov3BOACTBY
B peflepasibHbIX OpraHax WCMONHUTENIbHON BMacTW, YTBEPXKAEHHbIMU npukasoMm PefepasbHOro
apXMBHOro areHTcTBa OT 23 fekabps 2009 r. Ne 76;

- MocTaHoBneHne MMpasButensctea P® ot 15.06.2009 Ne 477 «O6 yTBepxaeHun [paBun
[EeNonpon3BoAcTBa B (hefepasibHbIX OpraHax MCNonHWUTeNbHOW Bnactu» (CobpaHue 3aKoHOAaTeNbCTBa
P®, 2009, Ne 25, cT. 3060);

- MNocTtaHoBneHve lNpasutensctea P® ot 22.09.2009 Ne 754 «O6 yTBepxaeHUN [TonoXeHUs
0 CUCTeMe MeXBEeAOMCTBEHHOMO 3/1eKTPOHHOI0 OKYMEHTO060pOTa;

- WHcTpyKums no genonpousBofcTBy B MuHuUcTepcTBe 00pa3oBaHUA U HaykKu POCCUIACKON
denepauny, yTBEpPXKAEHHOW Npukazom MuHobpHayku Poccum ot 30 gekabps 2010 r. Ne 2232;

- ®efepanbHbIi 3aKoH 0T 06.04.2011 Ne 63-P3 «O6 31eKTPOHHOW NOANUCH»;

- ®epepanbHblil 3aK0H 0T 27.07.2006 Ne 152-P3 «O nepcoHa/ibHbIX AaHHbIX»;
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MonoxxeHune

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

- TlepeyeHb TUNOBbIX YMpPaBfEHYECKMUX aPXUBHbIX AOKYMEHTOB, 06pasyloluxca B npoLecce

[eATeNlbHOCTU roCyAapCTBEHHbIX OPraHoB, OPraHOB MeCTHOr0 CaMOYynpaB/ieHUA U OpraHu3aLuii,

C YyKasaHMeM CpPOKOB XpaHeHWus, YTBEPXAeHHbI [pukasoM MwuHUCTEPCTBA Ky/bTypbl

Poccuiickoli defepauun oT 25.08.2010 Ne 558;

- OcCHOBHble MpaBuna paboTbl apXMBOB OpraHM3auuWin, YTBEpPXAeHHble pelleHnem Konnernu

Pocapxwusa o1 06.02.2002;

- TOCT P 50922-2006. 3awmTa nHpopmarmn. OCHOBHbIE TEPMUHbI U ONPeAeneHus;
- TOCT P 6.30-2003. YHU(pMLMPOBAHHbIE CUCTEMbI LOKYMEHTaUUWN. YHUPULMPOBAHHAA cucTema

OpraHu3aunoHHO-pacnopagMTeNbHON JOKYMeHTauMW. TpeboBaHNs K ODOPMIEHNIO LOKYMEHTOB;

- [OCT P 7.0.8-2013. Jenonpon3BoACTBO U apXUBHOE Aeno. TepMUHbLI U ONpeaeneHuns.

1.3. MonoxeHne pacnpocTpaHsAeTCA Ha opraHu3aunio paboTbl C JOKYMEHTaMW He3aBUCUMO OT
BUZa HOCUTENS, B TOM YMC/e C /IEKTPOHHLIMU LOKYMEHTaMW, BKIOYas UX NOLrOTOBKY, Perucrpaumio,
YYEeT M KOHTPO/b  WCMOMHEHMWS, OCYLUEeCTB/ISEMble C MOMOLLLIO  CUCTEMbl  3/IEKTPOHHOIO
[LOKYMeHT0060poTa (CMCTEMbI YNpaB/eHNs JOKyMeHTamun) Ha 6ase «1C:[oKyMeHTO060pOoT».

Cuctembl aBTOMaTU3MPOBaHHOW 06pPabOTKM [OKYMEHTOB, MpUYMEHSieMble B YHWBepCUTeTE,
[O/MKHbI 06ecneynBaTthb BbINONHEHWe TPpeboBaHM MoNoXeHUs.

MpaBuna, YCTaHOBNEHHble HACTOAWMM [1ONOXKEHMEM,  PEeryanupyroTcs  crneuunanbHbIMU
HOPMAaTMBHLIMU aKTamy (MHCTPYKUWUAMMK, MONOXEHUAMKN, NpaBunamu), YTBEPXAAeMbIMU PEKTOPOM
YHuBepcuTeTa.

1.4. OpraHusauus, BefeHMe W  COBepLUEHCTBOBAHME  CUCTEMbl  [OKYMEHTALMOHHOrO
obecrneyeHnss ynpaBneHWs AeNONPOM3BOACTBA Ha OCHOBE eAMHOW TEXHUYECKON  MOMUTMKM
N MPUMEHEHUSA COBPEMEHHbIX TEXHWYECKUX CPefCTB Mpu paboTe C AOKYMeHTaMu, METOAUYecKoe
PYKOBOACTBO W KOHTPO/Ib 32 COONIOAEHWEM YCTAHOB/IEHHOrO nopsfka paboTbl € AOKYMEHTamu
B CTPYKTYPHbIX  MOApa3feneHnsx OCYLLeCTBASAETCA OTAe/IOM YnpaBfieHus [enamMy U CBA3eW
C 00LLECTBEHHOCTbIO  YHuBepcuTeTa (ganee otaen YACO). BbINOAHeHWe — yKasaHWiA Mo
[eNIoNpon3BOACTBY 0643aTeNbHO A5 BCeX COTPYLHUKOB YHUBepCUTETA.

15. Hactoswee TllonoxeHne yctaHaBnMBaeT o06s3aTefibHble A9 BCEX PabOTHMKOB
YHuBepcuTeTa 06LLme TpeboBaHMSA NO opraHm3aumm paboTbl C JOKYMEHTaMU.

16. OTBeTCTBEHHOCTb 3a CBOEBPEMEHHOE, KayeCTBEHHOe BefeHWe [eNonpou3BOLCTBA
N COXPAHHOCTb [OKYMEHTOB B CTPYKTYPHbIX MOAPa3feNeHnax BO3/araetcs Ha WX PYKOBOAWUTENEN,
KOTOpPble 063aHbl:

- obecrneunBaTb CBOEBPEMEHHOE W MPaBU/IbHOE UCMOJIHEHWE PacropaanTe/IbHbIX AOKYMEHTOB
BbILLECTOALLMX OpraHoB M PYKOBOLCTBA YHVBEPCUTETR,;

- obecneymBaTb COXPAHHOCTb WMMEIOLWMXCA B TeKyLleM [enonpou3BOACTBE AOKYMEHTOB A0
ciaunm nx B apxmB YHUBEPCUTETA;

- obecneymBatb MnpaBWIbHOE OMOPMSIEHME [OKYMEHTOB, W3/I0KEHHOE B  HACTOSLLEM
MonoxxeHwuu,

- NPUHMMATbL Mepbl K COKPALLEHNIO Nepennckn, He 4ONycKas ee Nno BOrpocam, KOTOpPble MOXXHO
PeLnTb MyTeM JIMYHbIX MEPeroBOpPOB UK MO TeNneqoHy;

- [JOKnagbiBaTb PYKOBOACTBY YHMBepcuTeTa O XOAe BbIMNOMHEHUSA [aHHbIX WM 3afaHuin
1 MOPYYEHNIA;
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«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

0PI AY-T1-05-03- no fienonpounssogcTBy ®rBOY BO KO>KHO-Ypanbekuilt FTAY
3/1-84/02-20

- 0TBeyaTb 3a CMbIC/IOBOE COfEp>KaHWe COCTaBfAeMbIX [OKYMEHTOB, TOYHOCTb M3/1araembix
B HUX CBeAEHW, CBOEBPEMEHHOCTb MOArOTOBKM MNPOEKTOB [OKYMEHTOB. B paBHOW cTeneHu 3a
cofepXaHve M CPOK MNOArOTOBKM [AOKYMEHTOB OTBeYalT pyKoBOAWUTENM (LO/HKHOCTHble fMua),
KOTOPbIM MNpPefoCTaB/eHO MNpaBO COrnacoBaHus (BU3MPOBaHWA), MNOAMUCAHUA W YTBEPXKAEHUS
[OKYMEHTOB;

- obecneynBaTtb NpPaBWIbHOE W paLMOHa/IbHOE MCMONb30BaHWe CPefCTB OPrTeXHUKMW, Pacxop
CNy>ebHbIX 6/1aHKOB 1 ByMaru.

1.7. HenocpeacTBeHHOe BefeHWe [eNonpouM3BOACTBA B  CTPYKTYPHbLIX noApasgeneHnax
BO3/1araeTcs Ha COTPYAHWKOB NoApasfeneHnid, Ha3Ha4YeHHbIX OTBETCTBEHHbLIMU 3a 3Ty paboTy, KOTOpble
obecneumBalOT Yy4yeT W MNPOXOXIEHUE [OKYMEHTOB B YCTaHOB/IEHHblE CPOKW, WHGOPMUPYIOT
PYKOBOACTBO O COCTOAHWW WX  WCMOJIHEHWA, OCYLUECTBAAKOT  03HAKOMJIEHWE  COTPYAHWKOB
C HOPMATUBHbLIMN Y METOANYECKMMUN JOKYMEHTaMU MO Ae/IoNponN3BOACTBY.

18. COTpygHWK  CTPYKTYpHOro  nofpasfeneHus,  Ha3HayeHHbll  OTBETCTBEHHbIM 32
[enonpousBoACTBO, [O/DKEeH [eTanbHO O03HAaKOMUTLCA C [1onoxKeHnem Mo  [en0onpousBOACTBY,
BbIMO/IHATL TPeboBaHUA HacToAWero MonoXeHNa U rpaMoOTHO COCTaBAATb OMWUCK [en MOCTOSAHHOro
I BPEMEHHOI 0 XpaHEHUA B COOTBETCTBUM C HOMEHK/IATYPOR fieN1 CTPYKTYPHOro noapasgeneHus.

19. PabOTHUKM CTPYKTYPHbIX MNOAPa3feNeHnin HecyT OTBETCTBEHHOCTb 3a BbINOHEHME
Tpe6oBaHU [ONOXEHUS, 3a COXPAHHOCTb HaXOAAWMXCS Y HUX CAYXeOHbIX JoKymMeHTOB. O6 yTpaTte
[NOKYMEHTOB HEMEAJIEHHO [OKNaAblBAKOT PYKOBOAUTENO nofpasfeneHus. CopepxxaHue Cny»xXebHbIX
[NOKYMEHTOB He NOANEXMWT pasrnalleHnto. C HAMKU MOTyT ObITb 03HAKOM/IEHbI TOMIbKO NlMLa, UMetoLLme
HernocpeAcTBEHHOE OTHOLUEHME K WCMOJSIHEHMIO [aHHbIX LOKYMEHTOB. O3HakOM/IeHVE LPYTuX L,
nepefava CnyXebHbIX LOKYMEHTOB U MX KOMWIA CTOPOHHUM OpraHum3aumsam, a Takke ny6avkauus unx
B Meyartu [0oMyCcKaeTca TONbKO C paspeLleHns pyKoBOACTBa YHMBepCUTeTa.

1.10. Tpe6oBaHusa 0NOXeHUA MO [eNONPOM3BOACTBY K paboTe ¢ OyXranTepcKoi, Hay4Ho-
TEXHUYECKON W APYroi cneumwanbHOW AOKYMeHTauueil pacrnpocTpaHArTCH NNWb B 4YacTu 06Limnx
NMPUHLMNOB paboTbl C LOKYMeHTaMW, a TakKXe MNOArOTOBKM [LOKYMEHTOB K Mepefaye Ha apXxvBHOe
XpaHeHwue.

111. BegeHve nNepenuckn OT MMeHW YHMBepcUTeTa C  ApYrMMu  opraHumsaunsamu
OCYLLECTB/IAETCA PEKTOPOM W/IM NPOPeKTopamu (Mo NMopyYeHUIO PeKTopa).

1.12. TlopagokK opraHusauMmM U BefEeHWA CEKPeTHOro [efonpon3BOACTBa B YHMBEPCUTETE
OCYLLECTB/AETCA B COOTBETCTBMM C VIHCTpyKUMei no 06ecrneyeHW0 pexuma CeKpeTHOCTM
B Poccuiickoin ®eaepaummn, yTBEPXAEHHOW nocTtaHOBNeHMeEM MpaBuTenbcTBa Poccuiickoin deaepaunmu
oT 5 aHBapa 2004 r. Ne 3-1.

1.13. OCHOBHblE NOHATUSA:

OOKYMEHTUPOBaHME - uKcauus MHpopMaLum Ha MatepranbHbIX HOCUTENAX B YCTaHOB/IEHHOM
MopALKE;

[eNonpon3BOACTBO - [eATe/IbHOCTb, 06ecrneymBaroLlas cosfaHne ouLManbHbIX LOKYMEHTOB
1 OpraHunsaunio paboTbl C HUIMU B YHUBEPCUTETE;

OOKYMEHT -  ouUMabHbIA  AOKYMEHT, O(OPMJ/IEHHbIA B  YCTAHOB/IEHHOM  MOPsAKe
V1 BKJTIOYEHHbIV B JOKYMEHTO060pPOT YHUBEPCUTETA;

Bepcua 02



7

MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplrAY--05-03- i o
3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

3NEKTPOHHbIN JOKYMEHT - LOKYMEHT, B KOTOPOM WH(opMauus npeacraBfieHa B 3/IEKTPOHHOM
thopme;

3NEeKTPOHHOE [eN0 - 3/1EKTPOHHbIN LOKYMEHT WM COBOKYMHOCTb 3/1EKTPOHHbIX LOKYMEHTOB U
MeTaflaHHbIX K HUM, CDOPMUPOBaHHbIE B COOTBETCTBUMN C HOMEHKNATYPOW den;

3NEKTPOHHbIN 06pa3 LOKYMEHTa - 3/IEKTPOHHAA KOonus OYMaXHOro JOKYMeHTa, Mo/ly4yeHHas
nyTeM CKaHMpPOBaHWA 1 3aBefleHHas B CUCTEMY 3/IEKTPOHHOI0 JOKYMEHT00060poTa;

BHYTPEHHUNN JOKYMEHT - JOKYMEHT, He BbIXOAALLMI 3a Nnpefefbl YHUBEPCUTET];

BXOAALLMIA (NOCTYNUBLUNIA) LOKYMEHT - LOKYMEHT, MOCTYMUBLUWIA B YHUBEPCUTET;

NcxXoaAawWnin - (oTnpaBnsemMblin) LOKYMEHT - O(MULUMA/bHbLIA LOKYMEHT, OTNpaBffeMblid U3
YHuBepcuTeTa,

KapTouKa [OKYMeHTa - YYeTHO-perucTpaLmoHHas KapToyka [LOKYMeHTa, KOTopas 3aBofuTcs
B «1C:[JoKyMeHT0060pOoTe» AN KaXKA0ro AOKYMEHTA,;

[LOKYMEHTOO60POT - [ABVWKEHWE AOKYMEHTOB B YHWBEPCUTETe C MOMEHTa WX CO3[4aHus Wu
nonyyeHus 40 3aBepLUeHUs UCMOMHEHUS UK OTMNPaBKW;

Ay6NMKaT JOKYMEHTA - MOBTOPHbIV 3K3eMNAP NOASIMHHUKA OKYMEHTE,;

aBTOP AOKYMEHTA - [O/MKHOCTHOE NNL0, CO3/aBLUee [OKYMEHT;

B AOKYMEHTA - MNPUHAAJIEXHOCTb AOKYMEHTa K OMNpefesieHHON rpynne [LOKYMEHTOB MO
npu3HaKam COofepXKaHus U LeNeBoro Ha3HaveHus;

opopmsieHNe [OKYMeHTa - MNpoCTaB/ieHNne HeoOXOAUMbIX PEKBU3UTOB, YCTaHOB/IEHHbIX
npasunamy JOKYyMeHTUPOBAHNS;

0C060 LEHHbIA NOKYMEHT - LOKYMeHT ApPXMBHOro (hoHga Poccuiickoin ®efepaumm, KOTOPbIiA
MMEEeT HENpexoiallyro Ky/NbTYPHO-UCTOPUYECKYHD M HAY4YHYH LEHHOCTb, 0COOYH BaXXHOCTb [AN1A
obLecTBa M rocyfapcrea ¥ B OTHOLUEHWM KOTOPOr0 YCTAHOB/EH OCOObIN peXum y4yeTta, XpaHeHus u
1CMO/b30BaHNS;

3NEKTPOHHAA UnppoBas NOANUCh - PEKBU3UT 3/IEKTPOHHOIO [LOKYMEHTa, MpefHasHaueHHbIN
ANA 3alUWTbl  JAHHOrO 3/IEKTPOHHOIO AOKYMeHTa OT MOAAEeNKW, TMOMlyYeHHbIA B  pe3y/bTaTe
KpunTorpaguyeckoro npeobpasoBaHUs  MHGpOPMALUM € WUCMNONb30BAHWMEM  3aKPbITOr0  K/4a
3N1EKTPOHHOM LM(POBOM MOANUCA W MNO3BONAKOLWNIA WUAEHTU(HULMPOBATL Bnafenbla cepTudukara
Ko4ya nognucu, a TakXkKe YCTAHOBUTb OTCYTCTBME WCKAXEHUS WH(OPMaUUM B 3/IEKTPOHHOM

LOKYMEHTE;
PEKBU3UT JOKYMEHTA - 0653aTe/IbHbli1 31EMEHT O(DOPMIEHUNA JOKYMEHTA;
6naHK [OKyMeHTa - Habop PpeKBM3WUTOB, WAEHTUDULMPYIOWMX asBTopa O(PULMANILHOIO
LOKYMEHTE;

NOA/IMHHWUK LOKYMEHTa - NepBblii WY eAUHCTBEHHbIV 3K3eMNIAP LOKYMEHTA;

KOMWA [JOKYMEHTa - [OKYMEHT, MOJIHOCTbK BOCMPOM3BOAALLUA MHMOPMALUIO MOLNNHHMKA
[AOKYMEHTa W ero BHeLUHWE NPU3HaKy, He UMeKLWNiA KopULNYECKON CUnbl;

3aBepeHHas KOMus - KOMUA [OKYMeHTa, Ha KOTOPOW B COOTBETCTBUWM C YCTaHOB/IEHHbIM
NopsiAKOM MPOCTaBNAT HEOOXOANMbIE PEKBU3NUTLI, NPUAALOLLME el OPULNYECKYIO CUNY;

lopuanyeckas cuia AOKYMeHTa - CBOMCTBO O(MUMANbHOrO AOKYMEHTa, coobLiaeMoe emy
[eiCTBYIOWMM 3aKOHOLATENbCTBOM, KOMMeTEHUMe MW3AaBLUero ero opraHa W YCTaHOBNEHHbIM
NopsaLKOM OhopmIIeHUS;
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YHUpULMpPOBaHHAA POPMa JOKYMEHTA - COBOKYMHOCTb PEKBU3UTOB M TUMOBbLIX (DParMeHTOB
TeKCTa [OKYMEeHTa, YCTaHOB/IEHHbIX B COOTBETCTBUAM C PellaeMblMU B [aHHON cihepe AesTeNbHOCTY
3a/ja4amMm 1 PacnosioKeHHbIX B ONpeeNeHHOM NMOPSAKE Ha HOCUTENe NH(OPMALUK;

wabnoH 6naHka (yHMMuMpoBaHHOW  (hOpMbl  [JOKYMeHTa) -  6naHK  [JOKyMeHTa
(yHMmuupoBaHHas thopma AOKYMeHTa), NpeLCTaB/EHHbIN B 3/1EKTPOHHON (hopMe;
06beM [OKYMEHT0060pOoTa - KO/IMYECTBO [JOKYMEHTOB, MOCTYNMBLIMX B YHUBEPCUTET

1 CO3M4aHHbIX MM 3a OnpeaeNieHHbI Nepuog;

perncTpaumsa LOKYMEHTa - MPUCBOEHWE [OKYMEHTY perucrpaunmoHHOro Homepa M 3anucb
B YCTaHOB/IEHHOM MOpPsAKe CBEAEeHUM O JOKYMEHTE;

HOMeHK/aTypa fen - CUCTEMATU3MPOBaHHbIA MepeyeHb HaVMEeHOBaHWWA fen, (opMupyeMbIX
B YHUBEpPCUTETE, C YKasaHWeM CPOKOB UX XPaHEHUS;

3KCMNepTM3a LEeHHOCTU LOKYMEHTOB - W3y4YyeHUe LOKYMEHTOB Ha OCHOBAaHWW KPUTEpPUEB UX
LLeHHOCTW B LIeNsX OnpefeneHns CPOKOB XpaHeHWs AOKYMEHTOB U 0T6opa MX 4/ BKIKOYEHWUS B COCTaB
ApxuHoro thoHga Poccuiickoii ®epepaymu;

[ieno - COBOKYMHOCTb JOKYMEHTOB UM OTAENbHbINA LOKYMEHT, OTHOCALLMECA K OLHOMY BOMPOCY
NN YYacTKy AeaTeNlbHOCTH,

hopMmupoBaHue fgena - rpynnupoBKa WCMOJIHEHHbIX AOKYMEHTOB B [0 B COOTBETCTBUU
C HOMEHKNaTypoil fen;

neyartb - YCTPOMCTBO, COAepXallee KuLle neyatu 418 HaHeCeHUs OTTUCKOB Ha Bymary;

lWTaMn - YCTPOMCTBO NPSMOYrofbHOW (POPMbl A/ MPOCTaBMEHNS OTMETOK CMpaBOYHOro
XapakTtepa 0 Nnony4yeHun, peructpauun, NPpoxXoXKaeHnum, NCNONHEHUU JOKYMEHTOB U Ap.

2. JOKYMEHTbI YHUBEPCUTETA

YctaB 1 NonoxeHna YHuBepcuTeTa yCTaHaB/IMBAOT OCHOBHbIE CUCTEMHO CBA3AHHbIE MeXay
co60i npaBuna AeATeNIbHOCTU OpraHu3auuii, X CTPYKTYPHbIX NoApasgeneHuii U nojsefoMCTBEHHOM
CUCTEMBI.

MpuKasbl M pacnopsHKeHNA OQOPMAIOT YrMpaBfieHYeCKNe peLleHns, Kak HOpMaTuMBHOrO
Xapakrtepa, TaK W MO OMepaTUBHbIM, OPraHW3auMoOHHbIM, KaApOBbIM W APYrMM  BOMpPOCaM
NPevMyLLEeCTBEHHO BHYTPEHHEN AesATeNbHOCTH.

MpaBuna, KaK [OKYMEHT, ABMAKOTCA HOPMATUBHLIM MPaBOBbIM aKTOM, B KOTOPOM
(hopMynMpyoTCA OCHOBOMNONAraroLme TpeboBaHNA K TOW WAV MHON AeATeIbHOCTU UM NOBELEHNIO.

CocTaB pacnopsiguTesibHbIX [OKYMEHTOB, W3[aBaeMblX YHWBEPCUTETOM, YCTaHaB/INBAETCH
B YcTaBe (MONOXEHWW) OpraHMsauuMm B COOTBETCTBMM C [eNCTBYHOLIMM 3aKOHOAATe/IbCTBOM
Poccuiickoin ®esepaumun.

YHUBEPCUTET MU3MaeT cnefytowine JOKYMEHTI:

- opraHu3auuoHHble (YCTaB U CTPYKTypa YHuBepcuteTa, lNpaBuna BHYTPEHHErO pacrnopsika,
[MonoXKeHNs O CTPYKTYPHbIX NoApasfeneHnax YHuBepcuTeTa, OO/MKHOCTHblE WHCTPYKLMKM, LUTAaTHOE
pacnucaHue, 40rosop u ap.);

- pacnopsaguTenbHble (NpUKas, pacnopsi>keHune);
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- MH(OpPMaLMOHHO-CNPaBOYHble  (NPOTOKOM,  akT, MNWCbMO, [AOKNafHasA,  Cny>xebHas,
06bACHUTENbHAA 3anncKa, crpaeka v ap.);

- (prHaHCOBO-bYyXranTepckune JOKYMEHTbI.

B OpraHun3aLnoHHO-pacnopaanTeNbHOM [AOKYMeHTauum (hukcupyrotes peLLeHus
afMUHUCTPATUBHbLIX W OpraHM3aLMOHHbIX BOMPOCOB. C Lenbid COBEPLUEHCTBOBAHUA OpraHu3auum
[eN0Npon3BOACTBa B YHMUBEPCUTETE YCTAHAB/IMBAKOTCA efiMHble Npasuia 0POPMIEHNS LOKYMEHTOB.

3. MPABUA MOAITOTOBKN N OPOPMJIEHNA AOKYMEHTOB
3.1. JoKyMeHTpOBaHe ynpaB/ieHYeCKOl LesATeNbHOCTYU

LJOKyMeHTMpOBaHMe ynpaB/ieHYeCKON AeATeNIbHOCTN 3aK/yaeTca B hmkcaumm Ha Gymare wnam
OpYyrux HOCUTeNsiX MO YCTaHOBNEHHbIM MpaBuiaM YrnpaB/fieHYeCKUX [eNCTBUA, T. €. CcOo34aHuu
ynpaBfieHYeCKNX AOKYMEHTOB. [LOKYMEHTMPOBaHME OCYLLECTBASETCA, KaK MpaBunI0, Ha PYCCKOM Si3blKe
C MCNO/JIb30BaHWEM 3NIEKTPOHHbLIX HOCUTenein. [lpy MOArOTOBKE M O(OPMIEHUN [LOKYMEHTOB
Heobxo4MMo cobntoaaTb npasuia, obecneymBarolme PUANYECKYIO CUNY AOKYMEHTOB, OMepaTMBHOE
N KQYeCTBEHHOE WCMOJIHEHWE, BO3MOXHOCTb 00paboTKM [OKYMEHTOB C MOMOLUGI 3/1eKTPOHHbIX
YCTPOWACTB (KOMMbKOTEPOB) U OPrTEXHUKWU. [OKYMEHT WMEET HPUAMYECKYIO CUy NpU  Halnyum
PEKBU3NTOB, 06A3aTeNlbHbIX AN [aHHOrO BMAA AOKYMeHTa (HavMeHOBaHWe opraHu3aumu - asTopa
[AOKYMEHTa, HasBaHue Buaa (YHUULMPOBAHHON (hopMbl LOKYMEHTA), AaTa, HOMEpP, 3aro0BOK K TEKCTY,
TEKCT, BM3bl, NOANNCL). B Lenax sappeKTMBHOro Ncnonb30BaHUA KOMMNbIOTEPHOM TEXHUKM, MOBbILLEHNS
KayecTBa YMpaB/fieHYECKMX [OKYMEHTOB B YHMBEPCUTETE YCTaHaBNMBalOTCA efMHble MpaBuna
NOArOTOBKM N 0(hOPM/IEHNSA JOKYMEHTOB.

3.2. Obume TpeboBaHMA K OPOPM/IEHMIO OKYMEHTOB

CocTaBneHune 1 ohopmeHe AOKYMEHTOB npoussoauTcst B cootBeTcTBun ¢ FOCT P 6.30-2003
«YHUMMLMPOBAHHbIE CUCTEMbI [OKYMeHTauun. YHU(PULMPOBAHHAA CUCTeMa OpraHu3aLMOoHHO-
pacnopsguTensHo gokymeHTauum (OPA). TpeboBaHUs K OGOPM/IEHUIO LOKYMEHTOB»  (MPUHAT
1 BBefeH B gericteue ¢ 1 mona 2003 r. MocTtaHoBneHnem occtaHgapTta Poccum ot 3 mapTta 2003 T.
No 65-CT.).

Mpu NOAroTOBKe LOKYMEHTOB Ha KOMMbIOTEPE PEKOMEHAYETCSH NPUMEHATb TEKCTOBBIN pefakTop
Word ¢ ncnonb3osaHmeM wpudtos Times New Roman pasmepom Ne 12 (a9 ohopmaeHns TabamnyHbIX
matepuanos), Ne 14 (419 TEKCTOBbIX AOKYMEHTOB) yYepe3 1-1,5 MeXCTPOUYHbIX UHTEpBasa.

[OKyMeHTbI, co3faBaeMble B YHUBepcUTeTe, O(OPMAAIOTCA Ha OnaHKax, Ha CTaHAapTHbIX
nnctax bymarm uaM B BUAE 3NEKTPOHHbLIX [LOKYMEHTOB W [O/MKHbI UMETb YCTaHOB/IEHHbIA COCTaB
PEKBU3NTOB.

Mpn opopmIEHNN JOKYMEHTOB UCMO/b3YHOTCA CNefytoLine peKBU3NTbI:

- CMpaBOYHble JaHHble 06 opraHM3auumn (Ha 6naHkKax nucem);

- HaMMeHOBaHWe BNAa JOKYMEHTa;

- faTa JOKYMeHTa;
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PErncTpaumoHHbIN HOMEpP AOKYMEHTA;

- CCbl/IKa Ha PermcTpaLMoHHbIA HOMEP U AaTy AOKYMEHTa;
- MeCTO COCTaB/IeHUs NN U3[aHNSA AOKYMEHTA;
- ajpecar;

- 3arofoBOK K TEKCTY;

- TEKCT [JOKYMEHTa;

- OTMETKa O Ha/IM4Ynmn NPUNOXKEHUS;

- BW3bl COrNacoBaHMs AOKYMEHTa,;

- NOAMNWUCH;

- OTTWUCK MeyvaTu;

- OTMeTKa 06 ucnonHuTene.

3.3. BnaHKu JOKYMEHTOB

3.3.1. lokymeHTbI, CO3/iaBaeMble B YHUBEPCUTETE, ODOPMAAIOTCHA Ha GnaHKax, Ha CTaHLapTHbIX
nuctax 6ymarun gopmarta A4 (210x297 mm), A5 (148x210 MM) UM B BUAE 3NEKTPOHHbLIX AOKYMEHTOB
N LONXKHbI UMETb YCTAHOB/IEHHbIW COCTaB PEKBU3UTOB.

[JonyckaeTca TakKe U3rotoBnATb 6/1aHKM Ha Bymare (hopmaroB:

* A3 (2977420 mm) - gns ohopmsieHUs OOKYMEHTOB, cogepXKawux Tabnvubl ¢ 60bLIKMM
KO/IMYecTBOM rpag (hopmynapbl, pacnuncaHus, rpapukm nT.4.),

A6 (1057148 wmm) - Ons OOPMSIEHUS HEKOTOPbIX BWUAOB [O/HKHOCTHbIX 6N1aHKOB, AN
0(hopMIEHNA PE30NIOLNK, 418 KAPTOUEK U MOYTOBbIX OTKPLITOK.

3.3.2. PacnofnioxeHuve pekBM3UTOB Ha 6naHKax oOpraHM3auuMOHHO-pacrnopaanTeNbHbIX
[IOKYMEHTOB  [0/MKHO cooTBeTcTBoBaTb IOCTy P 6.30-2003 «YHU(pUUMPOBaHHas cucTema
OpraHu3aunoHHO-pacnopagnMTensHON  AOKYMeHTauun. TpeboBaHUA K O(OPMIEHUIO LOKYMEHTOBY,
WHBIM YHU(ULMPOBAHHbLIM (hopMam.

3.3.3. B YHuBepcuteTe NpUMeHAIOTCA 61aHKN:

e GnaHK nucbma (npunoxkeHus Ne 1, 2);

e 0ONnaHK KOHKPETHOro BMAa AOKyMeHTa (Mpuka3 - npunoxeHuwe No 3, pacnopskeHue -
npunoxexve Ne 4).

3.3.4. O6pasLbl 6naHKOB B YHMBEPCUTETE YTBEPXAAKOTCA NPUKa30M PeKTopa YHuBepcuTeTa.

3.3.5. Kaxablil MCT JOKYMEHTa, OPOPMEHHbIA KaK Ha 6/1aHKe, Tak U 6e3 Hero, Ao/iKeH UMeTb
nons He MeHee, MM:

25 - neBoe;

15 - npaBoe;
20 - BepxHee;
20 - HWKHee.

Bymara, npumeHsiemas [N M3roToBAeHWA OnaHKOB, [O/KHa ObITb  6Genoro  uBeta.
Mcnonb3oBaHve 61aHKOB B MPOU3BOJIbHONM (hOpMe He paspeLuaeTcs.

3rotosneHne 6naHKOB MPOW3BOAMTCA Ha MEPCOHAbHOM KOMMbIOTEPE M C MOMOLLIO CPeACTB
onepaTuBHOI nonurpagumn (Kcepokonun).
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3.3.6. Mpn M3roToBNEHUN NOKYMEHTOB Ha ABYX W 60/ee CTpaHMLaxX BTOPYK W MocnegyroLmne
CTpaHuUbl HymepyloT. HoMepa cTpaHuL, NPOCTaBAAOTCA NOCPeAMHE HUXHEro nons nucta apabekumm

umppamu.

3.4.  OdgopMeHne peKBU3NTOB JOKYMEHTOB

[ OKyMeHTbI, CcO34aBaemMble YHWBEPCUTETOM, WMEIOT CTabu/bHbIA COCTaB PEKBU3UTOB, WX
pacnonoxeHue n ogopmneHme. CoctaB pPeKBU3UTOB KOHKPETHOr0 AOKYMeHTa OnpefenseTcs ero BUaoMm
N Ha3HaYeHneMm.

Kog YHuBepcuTeTa YyKasblBaeTcs B 6/1aHKaxX MUCEM B COOTBETCTBMM C O6LLEPOCCUIACKUM
KnaccmmkaTopom npegnpuatuii u opraHmsaumii (OKIMO).

OCHOBHOI rocyfapCTBeHHbIN perucTpauuoHHblii Homep (OMPH) topugnyeckoro nvua
yKa3blBaeTca B 6/1aHKax NuceM YHUBEPCUTETA B COOTBETCTBUM CO CBUAETE/IbCTBOM O BHECEHUW 3aNuUcu
B EAMHbIV rocyfapCTBEHHbI peecTp HpULNYecKmnx nnL,

N aeHTUDNKALVNOHHBIA HOMep HanoronnatefnblnKa/Koh MPUYUHbI NOCTAHOBKM Ha yuyeT
(MHH/KTII) yka3biBatoT B 6/1aHKax nmcem B COOTBETCTBUM CO CBUAETENILCTBOM O MOCTAHOBKE Ha ydyeT
POCCUACKOW OpraHu3auum B Ha/lOrOBOM OpraHe Mo MECTY HaxXOX[eHUs Ha TeppuTopum PoccuiAicKom
degepayun.

Kog opmbl  [OKymMeHTa npoctaBnstoT no  OO6WepoccuMicKoMy  Knaccugukaropy
ynpaBneH4yecKoi goKkymeHTaunm (OKY ).

HanmeHoBaHMe  YHMBepcuTeTa YKas3blBaeTCA B TOYHOM COOTBETCTBMM C  YCTaBOM
YHuBepcuTeTa - (pefepanbHoe rocyapCcTBeHHOe OlAXeTHoe 06pa3oBaTelbHOE YUpeXxKaeHue BbICLLEro
06pa3oBaHus «HOXHO-YpanbCKMil rocyapCTBeHHbIN arpapHbIil YHUBEPCUTET.

CokpalleHHoe HanmMeHOBaHWe MOMeLLaeTcs Mocfie MOMHOro HaMmeHosBaHus - ®IrbO0Y BO
HOXKHO-Ypanbckuin FTAY.

Han HavMeHOBaHMEM YHuBepcUTeTa YKasblBaeTCA [MO/IHOE HaMMeHOBaHWE BbILLECTOALLEN
opraHusauum - MUHUCTEPCTBO CEJ/IbCKOIO X03AMCTBA POCCUNCKOW dEAEPALINN.

CnpaBoyYHble flaHHble 06 YHUMBEPCUTETe YKa3blBatOT Ha 6naHKe nucbMa. CnpaBoYyHble [aHHble
BK/TOUAIOT: MOYTOBLIN afpec; HoMep TeneoHa; (hakca; aapec 31eKTPOHHOW MOYThI.

MouToBbIN afpec yKasblBaeTCcAd Ha OnaHKe B COOTBETCTBUM C [MpaBunamu okasaHus ycnyr
MOYTOBOW CBA3W: Ha3BaHWE YNULLbl, HOMEP [OMa, KBapTupbl, Ha3BaHWe HaceneHHOro nyHkKta (ropog,
nocenok W fAp.), paioH, kpai (06nacTb, aBTOHOMHbIA OKpYyr/aBTOHOMHas 06nacTb), pecnybnuka
B cocTaBe Poccuiickoin defepauun, NoUTOBbIN MHAEKC.

MouToBbIN agpec YHuBepcuTeTa: yn. arapuHa, 4. 13, Tpomuk, YensabuHckas obnacts, 457100,
Ten.(35163) 2-00-10, (351) 266-65-30. dakc (351) 266-65-30. E-mail: tvi_t@mail.ru.

HanmeHoBaHVe BMAa LOKYMeHTa YKa3blBaeTCA Ha BCEX BMAAX AOKYMEHTOB, KpPOMe MUCeM.
HavmeHoBaHMe BMAa W PasHOBUAHOCTM KOHKPETHOro [LOKYMEHTa OMpejenserca ero Cofep)kaHvem
N HasHayeHnem. Bo Bcex cny4yadx, KpoMe [enoBbIX MUCEM, HaUMEHOBaHWe BUAa LOKYMEHTa ABMAETCA
06s3aTe/IbHbIM PEKBU3UTOM [OKYMEHTA HapaLy C HaMMeHOBaHWeM OpraHu3auuun, noanuceio (rpudom
YTBEPXAEHUSA), [AaTON M3aHUS LOKYMEHTA, PerncTpaLMoHHbIM HOMEPOM, MECTOM U3JaHUs.
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3aronoBOK K TEKCTY [JOKYMeHTa BK/IHOYaeT B Cebs KpaTKoe CofepaHue JOKYMEHTA U [LOJIXKeH
ObITb COrnacoeaH ¢ HaMMeHOBaHWEM BUa LOKYMEHTA.

3aronoBOK K TEKCTY AOKYMEeHTa MULLETCSA OT /IEBOM FpaHULbl TEKCTOBOrO NOMS C MPOMUCHOW
OyKBbl, Yepe3 1 MHTepBa/, TEM >Ke pasMepoM LUIPUPTa, YTO N BeCb TEKCT (pa3mep wpugrta Ne 12-14).
B KOHLe 3arofioBKa ToUKa He cTaBuUTCA. [IHa MaKCUMaibHOM CTPOKM He [O/HKHA NPEeBbIWAaTh 8 CM.

3arofioBOK K TeKCTy O(OPMNSETCA KO BCEM [OKYMeHTaM, 3a WCKIHYEeHVWEM [OKYMEHTOB,
NMEeRLLNX TEeKCT HeboNbLOoro oovema (8o 4-5 cTpok). OH JO/MKEH 6bITb rpaMMaTMYecKn cornacoBaH ¢
HaVMeHOBaHWeM BuAa LOKYMeHTa M OTBeyaTb Ha BOMPOCHI: 0 YeM? (0 KOM?), Hanpumep: «lMpukas 06
YTBEPXAEeHUN MONMOXeHUsA 006 OTAene». 3arooBOK K TEKCTY O(OPMASETCA MOA pekBu3UTaMu 6/1aHka
N MOXeT 3aHMMaTb 4-5 cTpok no 28-30 3HaKoB B CTPOKe. 3aro/IoBOK COCTaBAETCA WCMOSHUTENEM,
rOTOBALLMM MPOEKT AOKYMEHTA.

[aTtoii goKymeHTa fBNseTCH fgata ero MOANUCaHUA WM YTBEPXAEHWs, 3a WCKIHYeHUeM
MPOTOKO/OB, JaTOW KOTOPbIX ABNSETCA faTa CObbITUS.

[aTta Ha JOKYMeHTe MpOCTaBnAeTCA AO/IKHOCTHbLIM fIMLOM MNPU MOAMUCAHUN LOKYMEHTa Wau
paboTHMKOM OT[efa yrnpas/ieHns AefnaMun 1 CBA3eil ¢ 06LLeCTBEHHOCTLIO MpY perncTpanmm LOKyMeHTa
nn6o HenocpeAcTBeHHO COCTaBWUTENIeM NPW MOArOTOBKe AOKYMeHTa (4OoKnafgHas, cny)kebHas 3anucka,
3anBfieHMe 1 ap.).

Mpn NOArOoTOBKE MpOeKTa LOKYMeHTa nedyaTaeTca TONbKO 0603HayeHue mecaua U roga. Bcee
CNy>XebHble OTMETKM Ha [OKYMEHTe, CBfi3aHHble C €ero MPOXOXAEeHWEeM W WCMONHEHWEM, [OJIXKHbI
[aTUPOBATLCA M NOAMNMUCHLIBATLCS.

CornacHo M'OCTy, patbl B fOKyMeHTax (MpW AaTUMPOBaHMM [LOKYMEHTa, pe3onouuu, rpuda
YTBEpXAeHWs, rpuga COornacoeaHus, BW3bl U B TEKCTE [JOKYMEHTa) O(OpPMAAITCA LUPPOBbLIM
CMocoboM. dnemeHTbl B fjaTe YKa3blBAKOTCA apabCkMMu LugpaMy B CriefytoLein nocnefoBaTe/isHOCTY:
[leHb MmecsAua, Mecaud, rog, Hanpumep: 19.11.2019 wnm 01.09.2019 (nepes OAMHOYHBLIMWU LMpamu
crasutca 0). [eHb Mecsaua v Mecal, opopmastoT ABYMS napaMy apabckux umdp, passeneHHbIMU
TOUKOM; rof - YeTbipbMs apabckumu umgpamu.

C 2000 roma He ponyckaeTcs oopmaaTh LMppoBoe 0603HaveHMEe roga [ABYMS MOCMeAHUMM
umpamm.

CTtaHfapToM [0NycKaeTcs CNoBecHO-UMhpoBoit cnocob odopmneHus gat (19 Hos6psa 2019 r.)
B JOKYMeHTax (aKTax, nuMcbMax, npukasax, NPOTOKOMax W Ap.), CoAepxKalinmx CBeAeHUs (DMHAHCOBOro
XapakTepa.

[ata nognucaHws, yTBepXAeHWs, COrnacoBaHus LOKYMeHTa, a TakXe AaTbl, CofepxXalimecs
B TEKCTE, A0/HKHbI OPOPMAATLCA UMPPOBLIM CNOCOOG0OM. INeMeHTbl AaTbl MPUBOAATCA apabCcKumMu
undpammn B 04HY CTPOKY B NOCNeL0BaTe/IbHOCTU: YMC/IO, MecCsL, Tof.

Hanpumep: 12.01.2020.

CnoBecHO-UMMppPoBOA cnocob [aTUpoBaHWA MPUMEHSETCA MpW HanucaHuM Jat B TeKcTax
MPaBoBbIX aKTOB, MPOTOKO/IOB, MOPYYEHWI, (DUHAHCOBbLIX LOKYMEHTOB, MUCEM, CYXebOHbIX 3anuncok,
Tenerpamm.

[atbl N KaneHZapHble CPOKWM B TEKCTe MPOEKTOB LOKYMEHTOB MUCaTb ClefyHLMM 06pa3oM:
3 aHBapsa 2020 r., B AaHBape 2020 r., B 1 kBaptane 2020 r.; 3a 11 mecaues 2020 roga, 8 2020 rogy, Ha
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2020 rog, ¢ 2014 no 2020 rog, 1991-2020 rogax. Ecnn gata ykasbiBaeTcs B KOHLE MPEeLNOXKeHUs, TO
CNOBa «roAa» MULLETCS MOTHOCTbHO.

MecTo npocTaBneHWs [faTbl Ha [AOKYMeHTe 3aBUCUT OT WUCMO/Mb3yeMoro 6naHka v Buga
[OKyMeHTa. Ecnv Ha 6naHke OTMEYeHO MeCTO A8 AaTbl, TO OHa NPOCTaB/seTCs B OTBEAEHHOM MeCTe.
Ecnn mecTo gna faTbl HAKAK He OTMEYeHOo, JaTa NPOCTaBISETCA HUXKE NOANUCK.

PerncTpaymoHHbIi HOMep AOKYMeHTa - UM(ppoBOe MM GYyKBEHHO-LM(POBOE 0603HAYEHNeE,
npucBanMBaemMoe AOKYMEHTY Mpu ero perucrpauun. Perucrpauus AOKYMeHTa NPOBOAWUTCHA MOC/e ero
NoANMCaHWUA WU YTBEPXKAeHUA. [N BHYTPEHHUX [OKYMEHTOB - [MPUKa30B, PacnopsXXeHWUi,
MPOTOKO/I0B - 3TO NOPALKOBbLIA HOMep € Hayana rofa (KaneH4apHoro uav y4e6Horo).

PermcTpaumnoHHbIl HOMEpP MWCXOAALLEro [LOKYMeHTa BK/OYaeT B cebsi koA noapasgeneHus-
NCMOJSTHUTENS, MOPALKOBbIA HOMEP Y MPOCTAaBNAETCA B MeCTe OTMETKM AN MPOCTaBeHNs AaTbl.

PermcTpaumoHHbIl HOMep BXOAALLEro [AOKYMeHTa COCTOWUT M3 ero MOpsiAKOBOro Homepa
1 NPOCTaBNsAETCA Ha CBOOOAHOM OT TEKCTA NOJe JOKYMEHTA.

Ha 6naHke A4ns nNucem ycTaHaB/IMBAKOTCS OrpaHUUYUTE/IbHbIE NIMHUW, HA KOTOPbIX OPOPMAAIOTCS
fata v perncTpaLnoHHbIl HOMep AOKYMeHTa: No

PeKkBM3WT BK/IOYaeT HOMep W AaTy WHWULMATMBHOIO [OKYMEHTa, Ha KOTOpbIA AaeTcs OTBET,
othopmMnseTca Ha bnaHke NMCbMa HUXe CO6CTBEHHOro HOMepa u faTbl OTBETA.

Hanpumep: Ha Ne oT

MMpn nonyyvyeHUM OTBETHOIO [AOKYMeHTa pPabOTHUK [O/HKEH NpPeACcTaBUTb ero PYKOBOACTBY
C KOnuel MHULMATUBHOIO JOKYMEHTa.

He ponyckaetcs OTNpaBnsiTb KOPPECMOHAEHTaM MUCbMa, He WMeloLme perncrpalmoHHOro
HOMepa 1 [atbl.

Ccblika Ha faTy W perncTpauyoHHbIA HOMep MOCTYNUBLUEro AOKYMeHTa WUCMO/b3YyeTcs
NPevMyLLEeCTBEHHO NPy OhOPMIEHUN MUCEM-OTBETOB W [JOKYMEHTOB-OTYETOB, CMPaBOK O BbIMO/HEHUN
MOCTYMMBLUNX MOPYYEHUIA.

Ccbllka Ha OTMpaBnsieMblil  (MCXOAALLMIA) PEerncTpauMoHHbIA HOMep W fJaTy [OKyMeHTa
MPOCTaBNSAETCA UCMOMHWUTENIEM MPU NOArOTOBKE MUCbMA-OTBETA W BK/IHOYAETCA B COCTaB PeKBM3WTOB
6naHka nnucbma.

CBefieHNst B PEKBU3UT NEPEHOCATCA C MOCTYMMBLLErO AOKYMEHTa aBTOMAaTUYeCKn Npu OTBETE Ha
WHWULMNATUBHbINA AOKYMEHT cpeactBamu «1C:[loKymMeHTO060pOTax.

MecTo cocTaBneHuss wnn usgaHus (Tpouuk) yKasbiBaeTcs B 6GnaHKax [OKYMEHTOB
YHVBEPCUTETA, 33 UCK/THOUEHUEM 6/1aHKOB MUCEM.

3.5.  AfpecoBaHue JOKYMeHTa
[JOKyMeHTbl afpecyloT B opraHusauuu, UX CTPYKTYPHbIE MOAPasfeneHus UM KOHKPETHOMY
LOMKHOCTHOMY UK (PU3NYECKOMY ALY .

LlOKYMeHTbI agpecytoT B OpraHbl BNacTW, OpraHu3aunsMm, AOMKHOCTHLIM NMLaM, CTPYKTYPHbIM
nogpasfeneHnam, rpaxpaHam. AgpecaT pacnosnaraetcsi B MpaBOM BEPXHEM Yry TMepBOro fiMcTa
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[OKyMeHTa. Tpu afpecoBaHUM [OKYMEHTa [AO/DKHOCTHOMY /WLY WHULMaNbl YKasblBaloT Mepeq
(hamunueli, Npy aapecoBaHNm YaCTHOMY 1LY - NOCe MaMUnum.

[OKyMEHT afpecyeTcss KOHKPETHOMY [JO/DKHOCTHOMY /MLy B C/lydae, €CM WMEHHO 3TO
[IO/KHOCTHOE /MU0 ByfeT paccmMaTpuBaTb UM MPUHUMATb PELUEHWA MO BOMPOCAM, MOCTaBAEHHbIM
B HampaBNsieMOM €My [OKyMeHTe. [pu 3TOM HauMeHOBaHWe OpraHusauum U MoApasfeneHums
YKa3blBaeTCA B MMEHUTENILHOM Majiee, a JO/MKHOCTbL U amMunus - B fatenbHoM. damunus agpecarta
rneyaTaeTcs NPOMNUCHLIMU BYKBaMMK.

Mpu afpecoBaHnn JOKYMEHTa B OpraH BNacTy, OPraHu3auuio WA CTPYKTYPHOE MoapasfeneHme
(6e3 yKasaHus [JO/HKHOCTHOTO NNLA) UX HAXMEHOBaHUSA MULLYTCS B UMEHUTENILHOM Mafexe, Hanpumep:

MWHNCTEPCTBO 06pa3oBaHNs N HayKu
Poccuiickoin ®epepaunn LenaptaMeHT
NHMOPMATM3ALNN N HAYYHO-TEXHMYECKOTO
obecneyeHus

Mpn agpecoBaHWM [OOKYMeHTa PYKOBOAUTEN0 oOpraHusauuy HavMeHOBaHWe oOpraHusauuu
BXOAWUT B COCTaB HaMMeHOBaHWA [O/MKHOCTM ajpecata, HaMMEHOBaHWE [AO/HKHOCTM YKa3blBaeTCH
B flaTe/IbHOM najexe, Harnpumep:

["eHepanbHOMY AMpPEKTOPY
OAO «CeBepHble pernoHbl» B.A. JTaryHnHy

B pekBusute «Apgpecar» AOMYCKAeTCA WUCMNONb30BaTb OMPULMANbHO MPUHATbIE COKPALLEHHbIe
HaVMEHOBAHWA  OpraHoB  rOCYLApCTBEHHOW  BMacTW, OpPraHoB  MECTHOro  caMoynpaBfeHus
1 oOpraHu3ayuii.

CTpokn pekBu3anTa «AfpecaT» LEHTPYITCA OTHOCUTE/IbHO CamOi [NNUHHOW CTPOKW WU
BbIpaBHMBAKOTCA MO /IEBOMY Kpat. [JAnHa MakCMMaibHOW CTPOKM He A0/MKHA npesbiwatb 9-10 cm
1 OrpaHNYMBaETCA NPaBOM rpaHuULeiln TEKCTOBOrO Noss.

[OKYMEHT He [JOo/MmKeH cofepXaTb 6onee yeTbipex agpecatoB. CNoBO «KOMUA» Mepes BTOPbIM,
TPeTbUM, YeTBepPTbIM afpecataMy He yKasbiBatoT. [Mpu GO/bLLEM KONMYECTBE afpecaTtoB COCTaBIAKT
CMNCOK PaccChbl/IKN JOKYMEHTOB.

MouToBLIA afpec B COCTaBe pPeKBM3UTa «Ajpecar» YKasblBaeTCA B [MOC/Mef0BaTe/IbHOCTH,
yCTaHOBMIEHHON [lpaBunamu OKa3aHMs YCAyr MO4YTOBOM cBA3W. [lpM ajpecoBaHUM MMCbMa
B OpPraHu3aLmio yKasblBalT ee HauMeHOBaHWe, 3aTeM MOYTOBbIW afpec, Hanpumep:

["ocypapcTBEHHOE yupexaeHne

BcepoccuiicKuin Hay4Ho-mccneaoBaTebCKuin
WHCTUTYT AOKYMEHTOBEAEHNSA N apXUBHOTO fena
MpodpcotosHas yn., 4. 82, Mocksa, 117393
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Mpu  afpecoBaHUM [OKYMEHTa (U3MYECKOMY LY YKa3blBalOT (PaMUANI0 U MHULMANbI
nonyyatens, 3aTeM MOYTOBbIA agpec. [MOUTOBbLI ajpec neyataeTcss LWPUPTOM pasmepom Ne 12.
damunus agpecara neyaTaeTcs CTPOUHLIMK ByKBaMU.

MouToBbLI apec He YKa3blBaeTCA B [JOKYMEHTaX, HarnpasseMblX B BbICLIME OpraHbl
rocy/apCTBEHHOI BracTu, Apyrue efepasbHble opraHbl UCMOMHUTENLHOW BNAacTW, TepPUTOPUabHbIE
opraHbl (hefepasbHOro opraHa WCMONHUTENbHOA BRacTM B Cyb6bekTax Poccuiickoli Pegepauum,
MOCTOAHHBLIM KOPPECMOHAEHTaM.

3.6. TeKcT JoOKyMeHTa

B YHuBepcuteTe LOKYMEHTbl COCTaB/AKOTCA Ha PYCCKOM fA3blKe Kak rocyfapCTBEHHOM A3blKe
Poccuiickoin depepaummn. TekCT AOKYMEHTa M3naraetcs PyCCKUM NUTEpPaTyPHbIM S3bIKOM C Y4YeTOM
0CO6eHHOCTEN othmuManbHO-AeN0BOr0 CTUAS, BUAA AOKYMEHTa U ero HasHayeHusi B YrpaB/ieHYeCKOWn
pesatenbHOCTU. CofepXKaHue AOKYMeHTa 40/HKHO ObITb M3M10)KEHO KPATKO, IOTMYHO, TOYHO W ACHO.

TeKcT neyaraeTcd Ha pacCToAHUU 2-3 MHTEPBA/IOB OT 3aro/l0BKa B YCTAHOBJ/IEHHbIX FpaHuLax
nonen yepes 1,5 nHTepBana, 6e3 nepeHOCOB C UCNob3oBaHMeM WwpugTa Times New Roman.

MepBas CTpOKa Kaaoro abs3aua HayMHaeTcs Ha paccTtosiHumM 1,25 cM OT /1eBOW rpaHULbI
TEKCTOBOIO M0, BbipaBHMBAETCS MO /IEBOW W NPaBoOl rpaHMLaM TEKCTOBOrO Mons.

Mpn NOAroTOBKE TEKCTA JOKYMeHTa CnefyeT NpUAepXXMBaTbCs CNefyroLmnx TpeboBaHNiA:

- KpaTKOCTb M TOYHOCTb U3N0XKEHUSA UHPOPMALUN, UCKOYEHWEe 4BOAKOTO TONIKOBaHNS;

- HelTpanbHbIn (6e3 3MOLMOHAaNbHOW OKPacKK), 6e3IMYHbINA TOH U3/TOXKEHUS;

- 06BEKTMBHOCTb U JOCTOBEPHOCTb MH(OPMaLUN;

- COCTaB/iIeHMe MO0 BO3MOXHOCTW MPOCThbIX, T.e. COAepXalinX O4UH BOMPOC AOKYMEHTOB, A/1A
06nervyeHns 1 ycKopeHus paboTbl C HUMU;

- CTPYKTypupOBaHue TeKCTa [OKYMeHTa, [Je/fleHMe ero Ha Takue CMbIC/IOBble 4acTu, Kak
BBeJeHVe, [0Ka3aTe/IbCTBO, 3aK/H0YeHNe;

- LUMPOKOEe WCMOJib30BaHMe TpaapeTHbIX Y TUMOBbLIX TEKCTOB MPU OMUCAHUU MOBTOPSAOLLNXCH
ynpaBneHYeCKnx cuTyauui.

Mpn cocTaBneHWM TEKCTOB [AOKYMEHTOB WCMO/b30BaTh [e/I0BOA CTW/Ib CO Cleaytowmnumm
cneungunyeckMMn nNpu3Hakamu:

* ynoTpebneHne ycTonumBbIX, WabAOHHbIX CI0BOCOYETAHNI;

* OMpaBfaHHOe UCMO/ib30BaHNe HeosI0rM3MOB M 3aMMCTBOBaHHbIX C/10B;

* WCK/IIOYEHNE 3aMMCTBOBaHHbIX CNOB, MMEKOLWMX aHanor B PyCCKOM fi3blke (MPO4nuTb, a He
MPONOHINPOBATb);

* UCK/IIOYEHNE U3 TEKCTa apXan3moB (Cero rofa, Npv CeM Harpas/sem);

* ynotpebneHune cnewumanbHbIX TEPMUHOB;

* UCMNO/Ib30BaHMe COKpaLLEHHbIX C/O0B.

JonyckaeTca HaunmHaTb TeKCT AOKYMEHTA C YBaXXMUTENIbHOro obpalleHns K agpecarty, KOTOpoe
neyaraeTcsl LeHTPOBaHHbLIM Croco6oM. Ecnm nocnefHAs cTpaHUuUa 4OKYMEHTA COCTOUT U3 HECKO/bKUX
CTPOK, [OMyCKaeTcsi mneyataTtb TEKCT 4Yepe3 MeHbLUMIA MEeXAYCTPOUHbIA WHTepBal. [pyu Hanuumm
MYHKTOB OHM OhOpPMAAIOTCA apabCKUMM Lndpamm ¢ TOUKOM.
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TekCTbl JOKYMEHTOB M3/1aratoTcs OT:

1-ro nmua eAMHCTBEHHOrO 4ucna: npukasbiBald .. MNOAFOTOBATL W NPeAcTaBUTb Ha
pacCMOTpPEHNE; NPOLIYPacCMOTPeTb BONPOC 06 YCTaHOBAEHUMN NbIOTHbIX Tapugos...;

3-ro nnua eAUHCTBEHHOMO YMCNA: YUYeHblil COBET MOCTAHOBAAET ...; ...KOMUCCUAYCTaHOBUNA. .. ;
YHVBEPCUTET HE CUNTAET BO3MOXKHbIM;

1-ro nMua MHOXXECTBEHHOr0 4ucna: npocuM, MpeAcTaBUTb fAaHHble O ...; NMpeAcTaBnsdeM Ha
paccMOTPEeHUe NYTBEP>XKAEHMe...; B NPOTOKONAX: CNYLIANMN...; BbICTYNUN...; pelinnu (NocTaHoBUN).

B COBMeCTHbIX [OKyMeHTax TeKCT Wu3naratoT OT MepBOro mua MHOXECTBEHHOrO YuCna:
npYKasblBaeM peLunsu... .

B TekcTax NprKasoB W pacnopsKeHUin MCMONb3YTCA Faro/bl B ()OPMe HACTOSLLENO0 BPEMEHM,
npuatoLLme TeKCTy NpeLnuCbiBatOLL A XapaKTep, Hanpumep:

«Busza BKMwYaeT B Ccebf HauMeHOBaHWe nogpasfeneHns PYKOBOAMTENA CTPYKTYPHOro
noApasfeneHns UM ero 3aMecTUTeNs 1 IMYHY NOAMUCH BU3MPYIOLLEro, paclungpoBKy NOAMNUCK K
naTy»;

«HopMaTuBHble npeanucaHns OMOPMISITCA B BUAE MYHKTOB, KOTOPble HYMepywTCH
apabCckumu uudgpaMm ¢ TOYKOI 1 3aro/i0BKOB HE MET».

B TekcTe [JOKYMeHTa, NOArOTOB/IEHHOINO0 Ha OCHOBAHWUW 3aKOHOLATE/IbHbIX, WHbIX HOPMAaTUBHbIX
NnpaBoOBbIX aKTOB, U3JaHHbIX OpraHamu BNacTU W ynpas/ieHWs, LOKYMEHTOB, paHee M3[aHHbIX OpPraHom
BfIaCTU, - aBTOPOM [OKYMeHTa, YKa3blBaeTCs HauMeHOBaHWe BUA LOKYMEHTa, HauMeHOBaHMe OpraHa,
M3haBLUEro JOKYMEHT, JaTa NPUHATUSA WU YTBEPXKAEHMS [OKYMEHTa, ero pernctpaunoHHbI HOMep,
a TaKXKe 3aro/I0BOK OKYMEHTa, 3aKNH0UYEHHbIN B KaBblYKW, HanpuMep:

«B coOTBeTCTBMM C mnocTaHoBneHmem [lpaBuTenscTBa Poccuiickoii Pegepaumn 0T
13 aBrycTa 1997 r. Ne 1009 «O6yTBep>kaeHun Mpasun NOArOTOBKM HOPMATUBHbIX NPABOBbLIX aKT OB
(hefepanbHbIX OPraHoB UCNOMHUTENbHON BAACTMW U UX...»;

«B cooTBeTCTBMM C [M0NO>KEHWEM O MOCTOSHHO [AEWCTBYHOLWEN 3KCNEPTHON Komuccum
yUYpe>KeHus, opraHuzauumn, npegnpusaTus, yTBEPXKAEHHbIM npuka3om Pocapxuea 0T 19 AHBaps
1995r1. No 2..».

Ecnun TeKCT cofep>XMT HECKObKO MOPYYEHWIA, pelleHnid, BbIBOLOB U Ap., B TEKCTE BblAeNATCA
pasfenbl, NoApasfesbl, NYHKTbl, NOAMYHKTbI.

B TekcT [OKyMeHTa MOryT BK/O4YaTbCA (hparmMeHTbl, OPOPM/IEHHbIe B BUAE TabnuLbl, aHKeTbI,
CBAA3HOr0 TEKCTa UK B BUAE COEAUHEHUS 3TUX CTPYKTYP.

Mpn coCTaBNeHUM TeKCTa B BMAE aHKeTbl HaMMeHOBaHWUA MPU3HaKOB, XapaKTepu3yemoro
06beKTa [O/KHbl ObITb BblPpa@XEHbl WMEHEM CYLLEeCTBUTE/IbHbIM B WMEHWUTE/IbHOM MNafexe Wau
CNI0BOCOYETAHMEM C [Naro/ioM BTOPOro NnLa MHOXECTBEHHOIO Yuc/ia HaCTOAWEro WM MNpoLUeLIero
BPeEMEHU («MMeeTe», «BNafeeTe» UNN «Obln», «HaXOLUIUCb» U T.M.).

"padbl U CTPOKM TabNMLbl AO/IXKHbI UMETL 3ar0/10BKM, BblpaXKEHHbIE NMEHEM CYLLLEeCTBUTE/IbHbIM
B MMeHUTENIbHOM nagexxe. MoA3aronoBKu rpad 1 CTPOK L0/IXKHbI BbITb COrNacoBaHbl € 3arosioBKamMm.

Ecnn Tabnuuy nevaTatoT 607e€e 4eM Ha OAHOW CTpaHuue, rpadbl Tabnmubl AOMKHbI ObITb
NMPOHYMEPOBaHbl 1 Ha CMeAyoLWmnX CTpaHnLax LO/MKHbI ObiTb HaneyaTaHbl TO/IbKO HOMepa 3TUX rpad.
Mpwn cocTaBneHMmM TekcTa B Buae Tabnnubl UCNOMb3YOT WpngT No 12,
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHune

tOYpr AY-T1-05-03- rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
3/1-84/02-20

TekCT JOKYMEHTOB [eNNTCH, KaK MpaBuio, Ha [iBe YacTu: B NepBoi BBOAHOMN (KOHCTaTMPYHOLLEN)
4acTu m3nararoTca (hakTbl, COOLITUA WUAN AAKOTCH CCbIIKM Ha JOKYMEHTbI, MOC/Y>XUBLUME OCHOBaHWEM
(NpyumHOM) cocTaBNeHUs [LOKYMEHTOB, BTOpas 4acTb COLEPXMWT BbIBOAbI, NPOCLObLI, MNPEA/IoKEHUS,
peLLeHuns, pacrnopsKeHns v ap.

BBofHasA (KOHCTATMpPYHOLLas) YacTb TEKCTa MOXKET OTCYTCTBOBATb.

TekCcT MOXeT cofepXaTb  OLHY  3aKNOUUTENIbHYK — 4YacTb  (Hanpumep,  MNpuUKasbl -
pacrnopaanTeNnbHY Y4acTb 6e3 KOHCTaTUPYHOLWEN, NUCbMa, 3asBNeHNs - NPOCLOY 6e3 MOSCHEeHUS).

Pasgensl M nofpasfenbl MOryT WMeTb 3arofioBku (NoA3aronoBku). 3arofioBKM pasfjenos
1 MOA3aro/fIoBKM MULIYTCA C NPOMUCHON OyKBbl. TOYKa B KOHLE 3aro/fIOBKOB W MOA3aro/ioBKOB He
CTaBUTCA.

MMyHKTbI U NOANYHKTbI HYMEPYHTCA apabCkmMMmn Ludpamm, pasgeneHHbIMU TOUKaMM C TOUKOW Ha
KOHLe.

3.7. OdopMneHne NPUNOXKEHNIA K JOKYMEHTaMm

OTmMeTKa O MPUIOXEHUW UCMONb3yeTca npu  OOpPMIIEHUM CONPOBOAUTENbHbLIX MNUCEM
W NPUMIOXKEHUA K NpWKasaM, pacnopsbkeHusM, njaHaMm, nporpammamM, OT4yeTaMm, [Orosopam,
NMONOXEHUAM, NpPaBunam, MHCTPYKLUUAM U APYTUM LOKYMEHTaM.

OTMeTKa 0 Ha/IMUMK MPUIOXKEHWS NeyaTaeTcs C KPaCHOW CTPOKW OT rpaHuLbl J1eBOr0 Mons.

Ecnn 0OKYMEHT MMEET NPUNOXeHNs, Ha3BaHHbIE B TEKCTE, TO OTMETKAa 0 HUX O(DOPMSETCA MOL,
TEKCTOM MUCbMa OT rpaHuLbl Nesoro nond. Ecnn npunoxeHue HasBaHO B TEKCTE MUCbMa, B OTMETKe
O MPUNOXEHNN YKa3blBAETCA KONNYECTBO JINCTOB W KOJMIMYECTBO IK3EMMNAPOB MNPUIOXKEHUA MO
cneaytouien hopwme:

MpunoxeHune: Ha 5. B 2 3K3.

Ecnn nucbmMo nmeeT NpUNoXKeHWe, He Ha3BaHHOE B TEKCTe, TO YKa3blBalOT ero HaumeHoOBaHue,
4YMCNO JSINCTOB W YUCNO 3K3EMNAAPOB. [IpU HAMMUUN HECKONbKUX TMPUIOXKEHUIA WX HYMepYyHoT.
Hanpumep:

MpunoxeHne: 1 CmeTa pacxofoB Ha 4 n. B 13Ka.

2. LLITaTHOE pacnucaHne Ha 4 n. B 3 3K3.

Ecnn npunoxkeHus c6pOLLOpPOBaHbl, KOAMYECTBO /INCTOB HE YKasbiBatoT. B 3Tom cnydae
yKa3blBalOT TOMbKO KOMMYECTBO 3K3EMMSPOB OLHUM M3 [BYX CNOCO60B, B 3aBMCMMOCTM OT TOrO,
MMEETCA CCbINKa Ha MPUNOXEHWE B TEKCTE UMW HET, Hanpumep:

MpunoxeHne: B 3 3K3.

nnn

MpunoXeHne: oTYET O HayUYHO-MUCCNEA0BaTE/IbCKOM paboTe B 2 3K3.

Ecnn K LOKYMeHTY npunaratoT LpYrov LOKYMEHT, Takke WUMEeKLWMin NpuioxeHue, OTMETKY O
HaIMYuM NPUNOXKEHNSA OPOPMAAIOT CNeAyOLNM 06pa3oM:
MpunoxeHune: nucbMo Pocapxmea oT 05.06.2010 Ne 02/17 v npunoXxeHune K Hemy, BCero Ha 3 n.
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

POySEAgzl/ogggos no aenonpounssoacTey ®rEOY BO KO>KHo-Ypanbckuii FAY
Ecnv npunoxeHne HanpaensaKT He BO BCe YKasaHHble B JOKYMEHTe ajpeca, TO OTMETKY O ero
Ha/IM4MmM 0hopMASAIOT CeayoLWmMm 06pasom:
MpunoxeHune: Ha 3 N. B 53K3. TONIbKO B MePBbIiA afipec.

Ecnv npunoxeHnamm K CONPOBOAUTENIbHOMY NUCbMY ABNAKOTCA AOKYMEHTbI, CofepxKallue
MHOPMALMIO KOH(DMAEHLMABHOTO XapaKTepa, HanpuMep, CnyXebHyto TaiHy, OTMETKY O ero Haam4um
ohopMAAKOT CreayowmMm 06pa3om:

MpunoxeHue: otyet no HAP, ans cny>kebHoro nosnb3oBaHus, per. Ne 26-gacn, Ha 20 n. B 1 3K3.

Ha npunoxeHuax CNpaBoOYHOrO Xapakrepa K MpuKasam, pacnopsXKeHusaM, npasunam,
WHCTPYKUMAM, TMONOXKEHMUAM, MNfaHaMm, MporpaMMamM, Aorosopam W Ap. AOKYMEHTam OTMeTKa
0 NPWUIOXKEHUWU MPOCTaB/AGTCA Ha MepBOM JINCTe TMPWUIOXKEHUA B MNpaBoOM BepxHem yray. Ecnu
NPUNOXEHWU HECKONbKO, OHU HyMmepytoTcs (Mpunoxernne Ne 1, MpunoxeHne Ne 2). Ecam npunoxeHune
0[HO, OHO He HymepyeTCA. B 0TMeTKe 0O MPUNOXKEHUM YKa3blBaeTCA HavMeHOBaHWe BMAa OCHOBHOIO
NOKYMEHTa, €ro gata n HoMep:

MpunoxeHne No 1
K npukaszy ®re0Y BO HOXHo-Ypanbckuii TAY
o1 05.06.2019 r. Ne 951

Ecnv npunoXeHvem K AOKyMeHTY (Hanpumep, K NpuKasy) sBASETCS YTBePXKAaeMbllii JOKYMEHT
(NonoXkeHue, NpaBUna, WHCTPYKUWUS, PErnameHT v fp.), B BEPXHEM NpaBOM Yray MNpOCTaBAseTCs
OTMETKa 0 NPWUIOXKEHNN, HUXE - TP YTBEPXKAEHNS AOKYMEHTa, HarnpumMep:

MpunoxeHne No 1

YTBEXAEHO

npukasom ®IF6OY BO HOXxHO-Ypanbckuin FTAY
o1 05.06.2019 r. Ne 951

[onyckaeTca BblpaxeHne «lMpunoxeHne No» neyaTaTb MPOMUCHbIMKW OyKBamK, a TaKxke
LLEHTPMPOBATb 3TO BbIpaXXEHWE, PerucTpaLnoHHbIA HOMepP LOKYMEHTa M ero faTy OTHOCUMTENbHO Camoii
LJIMHHOW CTPOKMN.

MpunoXxKeHne AO/MKHO ObITb NOAMNMCAHO WCMOMHUTENEM WU PYKOBOAWUTENEM MOApasfeNieHus,
NOAroTOBMBLUEr0 AOKYMEHT, JaTUPOBaHO.

3.8.  loanucb joKymeHTa

[OKyMeHTbI, HanpasfiseMble YHUBEPCUTETOM B BbILLECTOALLME OpraHbl U Ynpas/ieHus, opraHbi
npeLCTaBUTENIbHON U CyfeOHOM BnacTW, HanpaBisieMble CTOPOHHUM OpraHu3auusM, MOAMUCHIBAOTCA
PEKTOPOM, MO ero NopyyYeHuto - NpPopeKTopamu.

Moanuch OTAensieTca OT TeKcTa 3 MEXCTPOUHLIMU UHTepBaiamu.

B cocTtaB noanucu Bxoaqr:
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapcTBeHHOe BHOIKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKNin rocyaapCTBEHHbIV arpapHbii YHUBEPCUTET»
(PIreOY BO HOXHO-Ypanbckun F'AY)

MonoxxeHune

no genonpoussogcTey ®IrEOY BO HO>kHO-Ypanbckuin FTAY

- HaMMeHOBaHwWe LO/XHOCTU ML, NOANUCHIBAKOLLETO LJOKYMEHT;
- NINYHasA NoAMuCh;

- pacwimpoBka nognucy (MHULManbl 1 GaMuans).

Hanpuwmep:

3asegytowmii kagpegpoi SMTI Mognuck nN.0. damunnng

Jlonyckaetca B pekBM3NTe «[lMognMcb» LEHTPOBAaTb HAMMEHOBaHWE [O/MKHOCTM  NNLA,
MoANMNCcaBLLEro AOKYMEHT, OTHOCMTE/IbHO CaMOW ANNHHOW CTPOKK, HanpuMmep:

McnonHsaowmin 0643aHHOCTM
pekTopa Mognuck N.0. damnnuns

HanmeHoBaHMWe [O/KHOCTM MeyaTaeTcs OT /IeBOW rpaHWLbl TEKCTOBOFO MO  uepe3
1 MeXAyCTPOUHbIii MHTepBan. PacluMgpoBKa MOAMNWCK pacronaraeTcs Ha YpoBHe MOCMeHEA CTPOKM
HaVMeHOBaHWUs [OMKHOCTW. [MocneaHss 6ykBa B pacluM(poOBKe OrpaHWYMBAETCs MpaBbIM MOMEM.
WNHuumanbl oTaenstoTcs oT paMunim npobesnom.

B [OKyMeHTax, MOAroTOBNEHHbIX KOMWCCUEN (aKTbl, 3aKMOUYEHWs U T.A.), YKasblBarOTCS He
[O/MKHOCTM NOANMUCABLUMX MNNLL, a X 0653aHHOCTU B COCTaBe KOMWUCCUU, HanpumMep:

Mpeacenatens KoMUccum Mognuck N.0. ®amnnns
UneHbl KoMmucecum Moanuce N.0. dammnung
Mognuce nN.0. ®amnnns
Mognuce N.0. ®amnnns

Mpn nognucaHnn JOKYMEHTa HECKO/IbKUMU AO/HKHOCTHLIMW UL aMU UX MOANUCK pacnonaratoT
OAHY Mof ApYroi B nocnefoBaTe/lbHOCTM, COOTBETCTBYIOLLEA 3aHUMAeMON JO/MKHOCTU, N OTAEeNATCA
LpYr OT Apyra NonyTOPHbIM UIN ABOMHbBIM MEXCTPOUYHbIM MHTEPBASIOM.

Hanpuwmep:

PekTop Mognuck N.0. damnnus

MpopeKTop Mo y4yebHON n
BOCMMTaTe/IbHOW paboTe Mognuck N.0. damnnng

3aBeaytowuii Katheapor
3NeKTPoo6opyAOBaHNE 1
3/IEKTPOTEXHOIOTUN Moanuck N.0. damnnusa
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

Mpu NOANWCAHUM AOKYMEHTa HECKONbKAMW NULAMKU PaBHbIMK MO AO/KHOCTM WX MNOAMMCK
pacrnonaratoT Ha OZHOM YpOBHe.

Hanpumep:
PekTop PekTop
®rbOyY BO HOXHO-YpanbCKuii balknpcKoro rocyapCTBeHHOro arpapHoro
rAy YHUBEpCUTETA
N.0. dammnus N.0. dammnus
2020 r. 2020 r.

WcnpaBneHns B NOAFOTOBMEHHBLIA [JOKYMEHT MOrYT ObiTb BHECEHbl OT PYKW JIULOM,
NOANMCHIBAKOLLUM LOKYMEHT.

Mpn noanucaHMM AOKYMEHTa NINLOM, B COOTBETCTBMM C NPUKA3OM UCNOJTHAOWMM 0653aHHOCTHU
BPEMEHHO OTCYTCTBYIOLLEr0 pykoBoauTens (0TNycK, 60/1e3Hb, KOMaHAMPOBKA), NOANMUCL 0hopmAseTca
cnegyrowmnm obpasom:

VcnonHsaowmin 0643aHHOCTU pekTopa Moanuce N.0. damnnusa

He pgonyckaetca nognucaHve SOKYMEHTOB C MPEAJIOrOM «3a» WnM NPOCTaB/IeHWe KOCOW YepTbl
nepej HavMeHOBaHWeM [O0/HKHOCTU.

MognMHHAA nofgnuce MOXeT ObiTb 3aMeHeHa (hakcumunie. PakcMUIbHOE BOCMPOU3BELEHME
nognucn (hakcumune) - wrtamn (KAMwe) € BOCMPOM3BOAALLEA noAnucbio nnua. Pakcumune
B YHMBEPCUTETE MOXET U3r0TaB/IMBATLCA AN PeKTOpa 1 NMPOPEKTOPOB.

dakcumune NPocTaBsAeTCA Ha MPUrNaleHnsx, rpamoTax, 61arogapcTBeHHbIX MUCbMaX, UHbIX
[NOKYMEHTax, He HOCAWMX (UHAHCOBOrO XapakTepa W He SBNAKLWMUXCA pacrnopsaivTe/lbHbIMU
AOKYMEHTaMW nNpu OTCYTCTBUM NnLa, LN KOTOPOro W3roTOB/IEHO (hakcMMuie, a Takke MO ero
PacnopsXXeHUIO UMW C ero paspeLleHuns.

MoAnuHHAA NOANWUCb He MOXET OblTb 3aMeHeHa (hakcuMuie Mpy 3aBepke AWMIOMOB U WHbIX
[NOKYMEHTOB 06 06pa30BaHMK, MPUKasoB, PACMOPSXKEHWNIA, LOrOBOPOB.

3.9. CornacoBaHue JOKYMeHTa
CornacoBaHune JOKyMeHTa 0popmMseTCA BU30M Ha AOKYMEHTE UIN rPpUdoM COrnacoBaHus.
CornacoBaHue NPoOBOAUTCA LOMMKHOCTHLIMU NULAMU YHUBEPCUTETA.

BHellHee cornacoBaHme (C hegepanbHbIMU OpraHaMy 1M opraHm3aunammn) ohopmMaseTcs rpuhom
corsiacoBaHus.
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHune

OYplrAY-I1-05-03- i o
3/1-84/02-20 no genonpounssofcTey ®Ir50Y BO HO>KHO-Ypansckun F'AY
pudh cornacosaHus coctouT u3 cnosa COMNMMACOBAHO (nuwetcs nponucHbiMy 6ykBaMmun 6e3
KaBblyeK, [BOETOYMe He CTaBMTCH), LO/DKHOCTW /Mua, C KOTOPbIM COrfnacoeaH LOKYMEHT (BKNtovas
HaVMeHOBaHWe OpraHusauun), JNMYHOA MNOAMUCK, PaCLUU(POBKM MoAnucu (MHMLMANOoB, amuanm)
M AaTbl COrnacoBaHus,
Hanpuwmep,
COIrnACOBAHO
3amecTuTe/lb MMHUCTPa 06pa30BaHUA U HayKK
Poccuiickoii ®epepaunm
Nvynaa nognuce N.0. damunns
Jarta

Ecnn cornacoBaHue OCYLLEeCTBAAIOT MUCbMOM, MPOTOKOMIOM, TPUd COrfacoBaHus oopmnseT
MCNOMHUTENb, HanpuUMep:

COINMACOBAHO
Mucemo MunHo6pHayku Poccun
o1 05.06.2019 r. Ne 430-162

nnn

COIrMACOBAHO
MpoTokon 3acegaHna Komuccumn no TpyAoBbIM criopam
ot 05.06.2019 r. Ne 10

[publ cornacoBaHWs MOryT pacnonaraTteCi Ha OTAENbHOM JIUCTE COrflacoBaHus, €ec/u
COAepXXaHne JOKYMeHTa 3aTparmBaeT WMHTepecbl HECKONIbKMX opraHusaumin. Ha [oKymeHTe [fenaeTcs
OTMeTKa «JIUCT CcOorfiacoBaHusa npuiaraeTcsa».

BHellHee cornacoBaHWe B 3aBUCUMMOCTM OT COAepXaHus [OKYMeHTa OCYLLecTBAseTCS
B CNieAytoLLeil ouepeaHOCTH:

- CO CTOPOHHVWMMW oOpraHusauuMsMu, Korga OHW BbICTyNnatoT 0653aTeNbHON CTOPOHON
B MPABOOTHOLUEHNAX, BO3HUKAIOWMX BCNeACTBME W3LaHUA [OKYMEHTa, WM KOrja COoAepXXaHue
[JOKYMeHTa 3aTparvMBaeT UX UHTEPECHI;

- C OOLLECTBEHHbIMM OpraHusauusMm - B CAyyasX Heob6XOoAMMOCTU WAM B Chydasix,
npeLyCMOTPEHHbIX MNONOXEHUAMU 06 3TUX OpraHmn3aLmsx;

- C opraHamu, OCYLUEeCTBAAKOWMMUN roCyAapCTBEHHbIA HaLBELOMCTBEHHbIA KOHTPO/b (HaA3op)
B onpejeneHHoW 06nactn (3KOMOrMYECKNiA, NOXapHbIA 1 T. 1.);

- C BbIWECTOAWMMN  OpraHM3auusmm - B CAlyyasdX, KOrja 3aKoHOAaTeNbCTBOM
npeaycmMaTpmBaeTcs BO3MOXHOCTb COBEPLUEHMS YNPaBNEHYECKNX AeACTBUIA TOMbKO C paspeLleHns aTux
opraHm3auuii.

Busa npocTaBnsieTcs B BepXHei yacT OGOPOTHOM CTOPOHbI MOCNEAHEr0 NMCTa MOAJIMHHMKA
pacrnopsANTeNbHOr0 AOKYMEHTA.
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

0PI AY-T1-05-03- no fienonpounssogcTBy ®rBOY BO KO>KHO-Ypanbekuilt FTAY
3/1-84/02-20

Ha [okyMeHTe, MNOA/IMHHWMK KOTOPOro OTNPaBAslOT W3 OpraHu3auuy, BM3bl NPOCTaBAT
B HVDKHERN 4acTu IMLEBOW CTOPOHbI KOMUKU OTMPaBISEMOr0 JOKYMEHTA.

Mpyn HamMuum 3amedvaHuid, 0COObIX MHEHWIA, [AOMOMHEHWA K TMPOEKTY [AOKYMeHTa BM3a
AOMONHAETCA COOTBETCTBYIOLMM YKa3aHMEM, Hanpumep:

NmetoTcsa 3ameyaHusi (CornaceH ¢ y4eToM 3aMeyaHuin n gp.)
HayanbHUK 1opuamMyeckoro otaena Mognuck N.0. damnnus Jarta

BHyTpeHHee cornacoBaHve O(OPMAsSETCA NyTeEM  BU3MPOBAHWA  MNPOEKTa  [OKYMeHTa
[AOMKHOCTHLIM NMLOM. BM3a BK/IKOYAET: IMYHYI0 NOANWUCHL, ee pacluMpoBKY (MHULUMANMbLI U hamunnio),
[0/DKHOCTb BU3MPYIOLLETO JOKYMEHT, AaTy BM3MPOBaHMS,

Hanpumep:

HavyanbHUK opnanyeckoro otaena Moanuce nN.0. damnnus [aTta

3amMeyaHuMsa 1 OOMNOMHEHNS K MPOEKTY AOKYMEHTa M3naratoTca Ha OTAENIbHOM JINCTE, O YEM NpPU
BM3MPOBaHMM CTaBUTCA OTMETKa «3amMeyaHns npuaaraTca».

3ameyvaHua npunarartoTca
IOPUCKOHCYNbT N.0. damnnug

3ameyvaHua 06s3aTeNIbHO AOKNAAbIBAKOTCSA ALY, NOANUCHIBAIOWEMY JOKYMEHT.

B03MOXHO othopmeHme BU3 OKYMEHTA Ha OTAe/IbHOM /INCTE COr/iacoBaHus.

JonyckaeTca MNOAUCTHOE BU3UPOBaHWE [AOKYMEHTa W €ero MpuioXKeHWid Ana 3awuTtbl OT
BO3MOXHOI1 3aMeHbl JINCTOB.

Ecnn B npouecce BM3MPOBaHUA B MPOEKT AOKYMEHTa BHOCATCA CYLLECTBEHHbIE U3MEHEHMS, OH
NOANEXUT MOBTOPHOMY BU3NPOBAHWIO.

B cnyxXebHbIX MMCbMax BWU3bl MPOCTaBASKOTCS Ha KOMMU [JOKYMeHTa, MoMmellaemMoli B [eno
YHuBepcuteta, WM Ha 060OPOTHOM CTOPOHe MNOCMeAHero nmMcta MNOAJMHHMKA, €ecnv  MUCbMO
nepecblnaeTcs agpecaTy no hakCMMUNbHOM CBA3N 6e3 AO0CHIKMA NOAMHHMKA NO NoYTe.

Ha BHYTPEHHMX WH(OPMALNOHHO-CNPABOYHbIX [AOKYMeHTax (AOKNagHbIX, CNYXe6HbIX,
aHa/IMTUYECKMX 3anmuckax, CnpaBKax W Ap.) BW3bl NMPOCTaBASKOTCA Ha NNLEBOM CTOPOHE MOCNeAHero
NCTa AOKYMeHTa Noj NOAMUCLI0, 6/1MXKe K HYXKHEMY MO,

JlncT cornacoBaHuns Takxe hopmupyeTcs cpegcteammn «1C:[JoKyMeHTOO60poTa».

3.10. YTBepXfAeHVe JOKYMEHTA
OcobbIM cnocoboM BBefjeHWUA AOKYMeHTa B AeNCTBUE SBNAETCSH ero yreepxaeHue. [OKYMEHTbI

YTBEPX/JAKOTCA  PEKTOPOM, YUeHbIM COBETOM, MPOPEKTOpaMu Y HUBEPCUTETa, [AMPEKTOpamu
WHCTUTYTOB, BbILLECTOALMMM UM MeXBEJOMCTBEHHbIMM  OpraHamu,  OG6LLECTBEHHbLIMY
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplrAY-I-05-03- i o

3/1-84/02-20 no genonpounssofcTey ®Ir50Y BO HO>KHO-Ypansckun F'AY
opraHusauusamMmn, B KOMMeTEeHLMI0 KOTOPbIX BXOAUT PeLLEHME BOMPOCOB, MU3/T0XKEHHbIX B YTBEPXKAAeMbIX
AOKYMEHTaxX.

YTBepXaeHne LOKYMeHTa MpPoM3BOAMTCA MPOCTaB/NEHUEM Tpuda YTBEPXAEHUSA WU U3LaHNEM
pacrnopsagnTesibHOro AokKymeHTa (B Tex Cnydvasx, Korfa TpebytoTcs AOMONHUTENbHble MpeanucaHuns
N pa3bACHEHUSA).

Mpn odopmneHnn rpuda YyTBEPXKAEHMA HeobxoAMMO cobnogatb  cnefytollee:  rpud
YTBEPX/AEHMA NOMeLLaeTCA B NPaBOM BEPXHEM Yr/y AOKYMEHTa, COCTOUT 13 cnoea Y TBEPXXJAHKO (6e3
KaBbl4eK), MOMHOr0 HaMMEHOBaHWUS AO/MKHOCTM NMua, YTBEPXKAAtOLWEro AOKYMEHT, MYHON NOAMMUCH,
VNHULMANOB, (haMuUnn 1 fatbl YTBEPXKAEHUS.

Hanpuwmep,

YTBEPXAALO

Pektop ®I60Y BO HOXHO-Ypanbckuin FTAY
NnuHaga noanucs N.0. damunusa

[Jara

Mpu yTBEPXKAEHNN AOKYMEHTa HECKOMbKUMU [OMKHOCTHBIMW NuUaMi rpudbl yTBEPXAeHMS
pacnosaralT Ha 0JHOM YPOBHE. Y TBEPXAaeMblIii JOKYMEHT [O/MKEH ObITb NMoOANMCaH.

Mpu yTBEPXAEHUM [OKYMEHTa MOCTaHOBMEHMEM, PELLeHMEM, MPUKa3oM, MPOTOKOMOM rpud)
yTBEPXAeHNsA cocTomT 13 cnosa Y TBEPXAEH (YTBEPXXAEHA, YTBEPXXAEHbI, YTBEPXXAEHO),
Ha¥MeHOBaHMe YTBePXKAAOLLEr0 AOKYMEHT B TBOPUTENILHOM NajeXe, ero Aatbl ¥ HOMepa, Hanpumep:

YTBEPXJEH

peLleHvemM o6Lero

cobpaHua konnekTnea KOXHo-
YpanbCKoro rocyapCTBeHHOro
arpapHoro yHuBepcuteTa

oT 15.04.2010 r. Ne 14

YTBEPXAEHO

npukasom ®reOyY BO KOxHo-
Ypansckuin FAY

o1 05.04.2010 r. Ne 723

YTBEPXKAEHUIO NOoAnexart crefylowine LOKYMEHTbl: aKTbl, 3a4aHns, NporpaMMbl, UHCTPYKLMK,
OTYETbI, NEPEYHU, NMNaHbl, MON0XKeHUA, YCcTaB, CMeTbl, LUTAaTHOE pacnucaHue.

BHOCUTL UM3MeHeHMsa wnn fob6asneHWs B nNojnucaHHble (YTBEPXKAEHHbIE) AOKYMeHTbl 6e3
paspeLleHuns nuua, NOANMCaBLLErO JOKYMEHT, HE JOMNYyCKaeTcs.

ANEeKTPOHHaA Bepcusa CornacoBaHHOro NPoeKTa JOKYMeHTa HanpaBiseTca PeKTopy YHuBepcuteta
Ha yTBepXxaeHue B «1C:[JoKyMeHT0060poTe» B pamMKax aBTOMAaTU3MPOBaHHbIX MPOLECCOB.

ByMa)kHasi Bepcus COrnacoBaHHOIO MPOEKTa A0KYMEHTa, MOA/NeXallero apXMBHOMY XPaHEHWIO,
nepefaeTcst PeKTopy Ans NoANMCaHMS MOCNe MOMYyUYeHUs NOMOXMTENbHOTO 3aK/MHYEHNs, NOMYYEHHOTO B
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHune

HOYplrAY-I-05-03- i o

3/1-84/02-20 no genonpounssofcTey ®Ir50Y BO HO>KHO-Ypansckun F'AY
3NEeKTPOHHONM hopMe C WCMOMb30BaHMEM Mpouecca «YTBepxaeHue». [lepegaya AOKYMEHTOB Ha
nognucaHne nNpou3BoAnNTCA cOTpyAHMKOM oTgena YACO.

Fpud yTBEpXAEHUA 3MEKTPOHHON BepcuU LOKYMEHTa aBTOMATUYeCKWU OTpaXkaeTCs B YYeTHOW
KapTouke, B none «Mognucan (yTBepAwn)» MOCMe MOMIOXUTENLHOTO  3aBepLleHns  npoLecca
«YTBepXKAeHUe».

K OymaxHOoi BepcuM [OKYMeHTa MNPUKIafbiBaeTCA JIMCT COrnacoBaHus, CHOPMUPOBAHHbIIA
B «1C:[loKyMeHTO060pOTEY.

3.11. Pe3ontouyma

Pesontoymsi, HanmcaHHas Ha AOKYMEHTe COOTBETCTBYHLUUM AO/IKHOCTHbLIM NIULOM, BKAKOYaeT
B ceba hamunuu, MHuUManbl UCNOMHUTENER, cogep)kaHue nopyyeHus (Mpu Heo6XoAMMOCTU), CPOK
ncnonHeHus (Npym Heo6xoAMMOCTHM), MOAMUCH U AaTy, Hanpumep:

Mopo3osoit H.B., ®egoceesoii H.A.
NpoLUy NOArOTOBUTL MPOEKT AOr0BOpa

¢ OAO «CeBepHble pernoHbl» K 05.10.2010
JlvnyHada noanuck

Jara

Pesontouus, Kak MpaBuio, MULLETCS OT PYKWU B BEPXHel CBOOOAHONM OT TeKcTa 4acTu MepBoii
CTpaHUUbl AOKyMeHTa. [onyckaetcsi oopMmieHVe pe3ontouun Ha OTAENbHOM NNCTe C YKasaHWeM
PerncTpayMoHHOro HoMepa M faTbl [OKYMeHTa, K KOTOPOMY Pe30fiiouusi OTHocuTCs. Pesontouus
MPUKPENNNAeTcs K JOKYMEHTY 1 BMECTe C HAM MOALINBAeTCS K Aeny.

Mpn HaiMuuM B PE30/OLUM  HECKONIbKUX WCMOMHUTENEA OTBETCTBEHHLIM WCMONHUTENEM
CUMTAETCS Ha3BaHHbIA MepBbIM B Pe30/tOLUM, OTBETCTBEHHOCTb 3a CBOEBPEMEHHOE U NpaBW/bHOe
MCNONHEHWE 3ajaHUNSA B PaBHOV CTEMEHW HECYT BCe YKa3aHHbIE B PE30HOLLMMN UCMIONHUTENN.

OCHOBHOIA WCMONMHWUTENb M COMCMOMHWUTENb BrpaBe fAaBaTb MOPYYEHWUs B BUAe YKasaHMs MO
VCNONHEHWIO NUL,aM, HEMOCPEACTBEHHO UM MOAUYNHEHHbIM.

Ha goKyMeHTax, He TpebyHOLMX YKas3aHWA MO WCMOMHEHWIO U MMEHLMUX TUMOBble CPOKY
VCMONHEHMSA, B PE30/HOL MM YKa3bIBAETCA UCMONHUTENb, NOANMCH aBTOpa Pe3ontouum, gata.

3.11.1. OTTUCK neyaTu

MeyaTb ABNAETCS CMOCOGOM MOATBEPXKAEHWUS MOAMMHHOCTM MOAMMUCU AOMKHOCTHOrO NiMLa Ha
AOKyMeHTe. MeyaTb CTaBUTCSH Ha AOKYMEHTax B Cly4asx, NpefyCMOTPEHHbIX 3aKOHOAATENbHbIMU UK
VHBIMW HOPMAaTMBHbLIMW MPaBOBbIMM akTamu. [leyaTb CTaBUTCS Ha CBOGOAHOM OT TeKCTa MecTe, He
3axBaTblBasi IMYHON MOANNCK AO/HKHOCTHOFO inya. MeyaTb MOXET 3axBaTbiBaTb YacTb HAUMEHOBaAHWS
AO/MKHOCTW 1L, NOANUCABLLErO JOKYMEHT.

B pAoKymeHTax, MOArOTOBMEHHbIX Ha OCHOBE YHU(PULMPOBaHHbLIX (OPM, MeyaTb CTaBUTCA
B MecTe, 0603HaUYeHHOM OTMETKOW «MI1», UK NHLIM 06PA30OM.
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

3.11.2. OTMeTKa 0 KOHTPOJ1e JOKYMeHTa

OTMeTKYy O KOHTpONe MpOCTaBAAT B KapTOuke AOKyMeHTa. B GymaxHoM copmaTte B Buie
6yKkBbl K, cnosa unu wrtamna «KOHTPob» crpaBa Ha BEpXHEM Mofe JOKYMeHTa.

3.11.3. OTmMeTKa 06 ucnonHuTene

OTmeTka 006 WCMONHWUTENE MPOCTaBNAETCA B [e/IOBbIX MNUCbMax W, MpU Heob6XOAMMOCTH,
B APYrux AoKyMeHTax. OTMeTKa MpOCTaBNAeTCA B JIEBOM HUWXHEM Yray NvUEBOA UM 0BOPOTHOW
CTOPOHbI MOC/MefHero nucTa NOAMMHHMKA [OKyMeHTa. OTMeTKa 006 WCMNONHUTENe BK/KOYaeT WMS,
OTYECTBO U hamMUINKO UCMOMHUTENS, HOMEp ero TenegoHa, nevaraerca Wpu@Tom pasmepom Ne 10-11
yepe3 1 MeXCTPOUHbIA UHTEPBa, Hanpumep:

Hukonaes VBaH Cepreesuny
(35163)34-56-88

OTMmeTKa 006 WCMONHWTENE MOXET [OMOMHATLCS yKa3aHWeM [JO/HKHOCTM  UCTIONHUTENS
C YKasaHWeM CTPYKTYPHOro noapasaeneHus.
NHhopmauus o HarnpaBneHW B IeNI0 OTPAXKAETCS B KAPTOUKE JOKYMEHTA.

3.11.4. OTMeTKa 0 NOCTYMN/IEHNU LOKYMeHTa B YHUBEPCUTET

OTMeTKa O TMOCTYMNMEHWN COAEPXWT OuYepefiHON MNOPSAKOBbLIA HOMep W AaTy MNOCTYNaeHUs
AOKyMeHTa (Npy HEOGXOAMMOCTM - Bpems MOCTyn/eHus). [onyckaeTcsd OTMEeTKY O MOCTynieHuu
[OKYMeHTa NpoCTaB/sTb B BMAe LUTamMNa MAU OT PYKU B HUXKHEA 4aCTW NMULEBOI CTOPOHbI MepBOro
NNCTa JOKYMEHTA.

3.11.5. OTmeTKa 0 KOH(hMAeHUNaIbHOCTH

OTMeTKa 0 KOH(MAEHLNANbHOCTN MPOCTaBNSETCA Ha AOKYMEHTaxX, CofepXalinx UHpopMaumio,
OTHOCMMYIKO K CNYy)>XeO6HOW TailHe WUnM K MHOMY BUAY KOH(UAEHUMANbHOW WHGopmauummn. OTMeTKa
0 KOH(PMAEHUMANbHOCTM Ha OKYMEHTaX, COAepXXalmxX NH(opMaL Mo, OTHOCUMYIO K CNy)XebHOI TaliHe,
nveet BuA «Ans cnyxebHOro nosb3oBaHUN.

OTmMeTKa MpOCTaBNsSeTCA B BEPXHEM MNPaBOM Yray MepBOro nCTa AOKYMeHTa U MOXeT
[OMOMHATLCA YKa3aHWeM HOMepa 3K3eMnaspa 4OKYMeHTa.

3.12. MopAAoOK CHATUSA U Bblgayn KONuiA ¢ JOKYMEHTOB
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

tOYpr AY-T1-05-03- rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY

3/1-84/02-20

A CBMAETENLCTBOBAHMS BEPHOCTU KOMWUU (BLIMWUCKN U3 [OKYMEHTA) MOATMHHUKY [OKYMEHTa
Ha NocreHeM NUCTe Konuu (BLIMUCKU U3 [OKYMEHTa), Ha CBOGOAHOM MECTe Mof TEKCTOM MULLETCA
CNoBO «BepHOo», NMGO MPOCTaBAAETCA 3aBepuUTeNbHAs Haanuch «Konus BepHa», AOMKHOCTb ML,
3aBepPUBLLErO KOMWIO, JIMYHas MOAMWUCL, pacluMppoBKa nognucy (MHULManbl, (Mamununs), fata
3aBepeHus; neyatb NPy NPeACTaBNEHUM KOMUW UMW BbIMUCKU U3 JOKYMEHTA B [APYryl0 OpraHusaLuio),
Hanpumep:

BepHo
JOo/mMKHOCTb JInyHasa noagnuck n.0. damnnuna

Jarta

JonyckaeTca KOMuIO [JOKYMeHTa 3aBepsiTb MNeyaTbi, OMpefenseMon Mo YCMOTPEHMIO
YHuBepcuTeTa.

JINCTbl MHOTFOCTPaHUYHbIX KOMWIA (BbINMUCOK M3 AOKYMEHTA) HYMEPYHOTCS, OTMETKA O 3aBEPEHMM
KOMWUWN [0NOMHAETCA YKasaHWeM KO/M4YecTBa IMCTOB Konuu (BbIMUCKU U3 JOKYMEHTA): «B HacToslleM
[JOKYMEHTe MpOoLINTO, MNPOHYMEPOBAHO W CKPENJIeHO Meyartbio (Mponucbio)  IMCTOB.
[onyckaeTca 3aBepsiTb OTMETKON «BepHO», «Konus BepHa» KaXKAblA MMCT MHOTOCTPaHWYHOW KoMK
[IOKyMeHTa. B npaBoM BepxHeMm yrnay KOnuu ctaBuTca wWTamn «Konua BepHa». pn Bblfave Konuu
C Konuu cnepyeT nucatb «Konua ¢ Konuu». MNpu nepecblike KONUK B ApyTrne yupexxaeHusa nuam Bbigaye
Ha PyKW OTAENbHbIM N1LAM Ha Heli crefyeT NpocTaBuUTb NevyaTb YHUBEpcuTeTa.

4. OCOBEHHOCTM NOAIrOTOBKN N OPOPMJIEHNA OTAEJIbHBLIX BUAOB
JOKYMEHTOB

4.1. Mpukas (Mpunoxexue Ne 3)

MpurKa3 - NpaBOBOW aKT, M3[aBaeMblii A5 PELeHNS OCHOBHbIX M OMEpPaTMBHbIX 3adad, CTOALNX
nepea YHUBEPCUTETOM.

MpuKasbl M34AKOTCA W PErMCTPUPYIOTCA  OTAENOM  yMNpaBfeHUst fJenamMyM W CBS3e ¢
061 EeCTBEHHOCTLHO.

MpuKasbl MNOAMNWCLIBAKOTCS PEKTOPOM YHMBEpCUTeTa, /NLOM, WCMOSHAWUM 0683aHHOCTN
peKTopa B Cly4yae ero OTCYTCTBMS MW UHBIM YNOMHOMOYEHHbIM MO AOBEPEHHOCTM IMLIOM.

4.1.1. OcHoBaHWue 419 NpukKasa

MprKasbl M3[4aOTCA Ha OCHOBaHMM CAYXEOHbIX 3anuMCcOK OT PYKOBOAMTENEl CTPYKTYPHbIX
nofpasfeneHnin YHumsepcuteTa.

CnyxebHas 3anucka [O/MKHA COAepXaTb CCbINIKY Ha AENCTBYHOLWME HOPMbl (efepanbHOro
3aKOHOLAaTeNbCTBa, JI0Ka/bHble HOPMAaTWBHbIE aKTbl. BHYyTpeHHWe floKa/ibHble HOPMATMBHbIE aKTbl, Ha
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHune

tOYpr AY-T1-05-03- rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
3/1-84/02-20

KOTOpbIe CCblNIaeTcs aBTop CAYyXeBbHOW 3anncku, Lo/MKHbI ObITh pa3MeLLeHbl Ha caliTe rypray.pg, mbo K
HUM JO/KeH 6blTb obecrnedeH foctyn. CnyxebHas 3anuMcKa [LO/MHKHa OTpaxaTb UenM U 3a4aum
134aBaemMoro npukasa. B cny>ke6Hol 3anncke LOMKHO ObITb yKa3aHO HavMeHOBaHWe 3TOro AOKYMEeHTa B
TBOPUTENbHOM MafeXe, HaVMeHOBaHMe OpraHa, MW3AaBlUero AOKYMEHT,  AaTbl, PerucTpaumoHHOro
HOMepa ¥ 3arofioBKa K TEKCTY.

CnyxebHast 3anMcka MOXeT HauuHaTbCA C0BaMWM «B CBA3W», «B COOTBETCTBUM», «BO
NCNONHEHME» U T.4.

PacropsguTenbHas  4acTb  CNY)XeBGHOM  3anWCKW  [O/DKHA — cofepXaTb — MepeyncieHune
NpeAnuCbiBaeMblX AeNCTBUA C yKa3aHWeM WCNONHUTENS (MCMOSIHUTeNeN) Kaxaoro AeWCTBUA U CPOKOB
MCNOTHEHNS.

PacropsgnTenibHas 4aCTb MOXET [eMTbCA Ha MNYHKTbl W MOANYHKTbI, KOTOpble HYMepyrTcs
apabckMmm uudpamun. [eincTems 0gHOPOLHOMO XapakTepa MOryT 6biTb NepeyncieHbl B OAHOM NyHKTe. B
KayecTBe WCMONHWUTENEN YKa3blBalOTCH CTPYKTYPHble MOAPa3f4eNeHns UAW KOHKPETHblE AO/MKHOCTHbIE
nvua. Ecnn aBTop CNy)>KeOHOW 3anmcKu MpOCUT BHECTUM W3MEHEHWS B paHee W3JaHHbIA Npukas unu
OTMEHUTb €ro, TO Of4UH M3 MYHKTOB PacnopsguTenbHOM YacTu TekCTa CAyXXeBGHOM 3anuCKy LOSKEH
COAepPXaTb CCbIIKY Ha OTMEHSEMbIA JOKYMEHT (NMYHKT AOKYMeHTa) C yKa3aHWem ero Aatbl, HOMepa U
3aronioBKa. TeKCT MyHKTa AO/MHKEH HauMHATLCA CnoBamu «[pu3HaTh yTPaTUBLLMM CUNTY...».

ABTOp CnyXe6GHOM 3anucku, B 3aBUCUMMOCTW OT BMAa MNpuUKasa, KOTOpbln OydeT M3faH Ha ee
OCHOBaHWM, COrNacoBbIBae€T ee MyTeM BU3MPOBaHUS PYKOBOAWUTENAMW CTPYKTYPHbIX MOAPa3LeneHui
(MpunoxxeHne Ne22).

AyxKkebHas 3anucka PerncTpupyeTca B )KypHane B OTAe/ne YyNpaBneHUs f[enaMu W CBs3eidl ¢
06LecTBEHHOCTbIO. Cny)ebHas 3anncKa XpaHUTCSA BMeCTe C NPUKa3oM B OTAeNle YNpas/eHus fenamun v
CBSiI3ei C O6LLECTBEHHOCTbIO B COOTBETCTBMM C HOMEHK/IATYPOU Aen.

4.1.2. TlogrotoBKa npukKasa

MoAroToBKa NprKasa OCYLLECTB/AETCA MOC/Ee BUNPOBAHNA PEKTOPOM C/Ty>KeOHOW 3anuncKu.

MoAroToBKOM MpMKasa 3aHUMaeTCs creumanucT no paboTe ¢ AOKYMeHTaMy OTAena ynpaBneHus
Aenamm n cBsisell ¢ 0OLECTBEHHOCTbIO B TeyeHuWe pabodero AHA, C MOMEHTa MONYYEHMS CNyXeGHOWM
3arnmcKu.

MpuKa3 cocTaBnsieTcs M3 nognanky «poekTbl» Nanky COOTBETCTBYHOLLEro BMAa NpuKasa, Kak
BHYTPEHHWIA AOKYMEHT N0 WabnoHy, BKIOYEHHOMY B «1C:[JOKyMEHTOO60POT.

Mpuka3 odopmnsetca wpugTom pasmepom Ne 12, TekCT OTAeNnseTca OT 3aro/ioBKa [BYMS
MEXAYCTPOUHbIMN MHTepBasiaMK, MNeyaTaeTcd MEXAYCTPOUHbIM OAMHAPHbLIM WHTEPBAsIOM OT /1€BOM
rpaHuLIbl TEKCTOBOMO MONSA M BblpaBHMBAETCA MO /IEBOM W NpPaBOil rpaHuLaM TeKCTOBOro nons. Mepsas
CTpoKa ab3ala HauMHaeTCs Ha paccTosHMM 1,25 cM OT NeBOW rpaHuLbl TEKCTOBOMO MONS.

MprKas vmeeT cnefyouine peKBU3nTLI:

* HaMMeHOBaHue opraHunsaunu;

* HaMMeHOBaHWe BMUAa AOKYMeHTa - MpuKas;

e [laTa U perncTpaunoHHbIA HOMEpP NpuKasa;

* MECTO COCTaB/IEHWNS JOKYMEHTA;
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

* HaVMeHOBaHMWe 3aro/IoBKa - KpaTKOoe COZepXKaHue TeKcTa NpuKasa;

* NMOANMUCb AO/IXHOCTHOIO NINLA;

* BU3bL.

Cnoso «MPUKAS3» pacrionaraeTcs yepes ABa MeXAyCTPOUHbIX UHTepBasia, MULLETCA NO LUEHTPY B
OfHY CTPOKY NPOMUCHLIMU 6YKBaMU U BbILENAETCA XXMUPHbLIM LLUPUGHTOM.

Huke, uepes fABa MeXAYCTPOUHbIX WMHTEpBana, MPOCTaBNAAOTCA AaTa WU3faHWA NprKasa, MeCTo
13LaHna NpuKasa u ero NopsLKoBbIA HOMEP.

[ata npukasa pacrnosiaraeTca no fIeBoi rpaHuLie TEKCTOBOro nons. MopsaKoBbIA HOMEP NprKasa
pacrnonaraeTca no npaBovi rpaHuLLe TeKCTOBOro nons. MecTo m3gaHus npukasa pacnonaraetcs rno LeHTpy
MEeXJy AaToi 1 HOMEpPOM NpukKasa.

lMprKasbl UMEOT CKBO3HYIO HyMepauuio, B Te4eHUe KasieHAapHoro roja, gata rnpukasa sBnseTcs
AaToin ero nognucaHus.

[ata odopmnsercs LUPPOBLIM UAN CMOBECHO-LUUPPOBLIM Cnocobom. Homep COCTOMT U3 3HakKa
«Ne» 1 nopsALKoBOro Homepa npukasa, Hanpumep: 10 anpena 2020 r. Ne 35.

3arofioBOK [O/MKeH KpaTKo M TOYHO OTpaxkaTb COAepXaHWe TekCTa Mnpukasa. Touyka B KOHLe
3aro/fioBKa He CTaBUTCH. 3arofioBOK, COCTOSLLMIA M3 [BYX U Goniee CTPOK, nevartaetcs wpudTom Ne 12
yepe3s MeXAYCTPOYHbIA WMHTEpBa/l W BblpaBHMBAETCH MO LEHTPY CTPOKWU. [lpukas [O/MKeH WMeTb
3arofioBOK, KOTOPbIA, Kak npasuno, HaunHaetcs ¢ npegnora «O (O6)». HanprumMep: 06 yTBEPXAEHUN..., O
perucrTpalmu..., 0 Co3LaHuMN. ..

TekCT oTAenseTcsa OT 3arofoBkKa ABYMSA MEXAYCTPOUHbIMW UHTepBanamu, neyvataetcs LUPUGPTOM
pasmepom Ne 12-14 mMeXAYCTPOUHbIM OAMHAPHbLIM WHTEPBASIOM OT /IEBOW rpaHMLbl TEKCTOBOMO MONs, U
BblpaBHMBAETCA MO /IEBO U NPaBOI rpaHMLaM TEKCTOBOMO MONS.

MepBas cTpoka ab3aLa HauMHaeTCca Ha paccTosHUM 1,25 cM OT N1eBOW rpaHuULLbl TEKCTOBOrO Noss.

MepBbliA MCT NpUKasa nevaraeTca Ha 6GnaHke npukasa (MpunoxeHme Ne 1), a mocnegyrowmia
TEKCT Ha CTaHAapTHbIX AmMctax Oymary qopmata A4; BTOPOWA W NOCNEAYHOLWNA [LOMKHbI  ObiTh
NPOHYMepoBaHbl. HoMepa NMCTOB NPOCTaBNATCA NOCEPeAnHe BEPXHero nons IncTa.

TeKCT npuKasa MOXET COCTOATb W3 [BYX 4YaCTeil: KOHcTaTupyloweid (npeambynbl) u
pacrnopsanTenbHOMN.

KoHcTaTupytowas yacTb A0/DKHA COAepXKaTb CCbIIKY Ha AENCTBYHOLLME HOPMbI (hefepasbHOro
3aKOHOAATe/bCTBa, J/IOKa/IbHble HOPMaTMBHblE aKTbl. OHa MOXET HayuMHaATbCA C/I0BAMU «B CBA3W», «B
COOTBETCTBUU», «BO UCMOMHEHUE» U T.A,

Mpeambyna npukasa 3aBepLUAETCs CMOBOM «M P M K a 3 bl B a H:», KOTOpPOe nevataeTca B
paspaLKy.

PacropsguTenibHas 4YacTb [O/DKHa COfepXaTb MepeyncneHve npeanucbiBaeMbiX [LeNcTBuUiA ¢
yKazaH1eM UCNoNHUTeNs (UCNoMHUTENEN) KaX40ro AeiiCTBMS U CPOKOB UCMONHEHNS.

PacnopaguTtensHas 4acTb MOXET [eNUTbCA Ha NYHKTbl U MOAMYHKTbl, KOTOpPble HYMepytTcs
apabckMmm uudpamun. [eincTems 0gHOPOLHOMO XapakTepa MOryT 6biTb NepeyncrieHbl B O4HOM NyHKTe. B
KayecTBe WCNONHWUTENEN YKa3blBalOTCH CTPYKTYPHble MOAPa3feneHns WM KOHKPETHbIE AO/MKHOCTHbIE
nvua. B ofHOM M3 MOCNefHUX MYHKTOB pacnopaavTeNibHOW 4acTuM  YKasblBalOTCA CBefeHWUs O
LO/MKHOCTHOM /NLe, HA KOTOPOe BO3/1araeTcs OTBETCTBEHHOCTb 3a MCMOMIHEHMEM Mpukasza. [locnegHuii

Bepcua 02



29

MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

0PI AY-T1-05-03- no fienonpounssogcTBy ®rBOY BO KO>KHO-Ypanbekuilt FTAY
3/1-84/02-20

MYHKT PacropsiAuTeNbHOW YacTy COAEPXWUT CBEAEHWS1 O [OMKHOCTHOM /ILE, Ha KOTOPOEe BO3/araetcs
KOHTPO/b 33 UCMOMHEHWEM MPUKa3a.

Ecnu nprkas U3MeHsIeT, OTMEHSIET UM LOMOMHSAET paHee U3flaHHbIA JOKYMEHT WAW Kakne-TO ero
MOMOXKEHUS, TO OAWH U3 MYHKTOB PacnopsAWTENbHOM YacTU TeKCTa [OMKEH COAepXaTb CCblIKY Ha
OTMEHSIEMbI JOKYMEHT (MYHKT JOKYMEHTA) C YKa3aHWEM ero AaTbl, HOMepa W 3arofoBKa. TeKCT MyHKTa
[OMKEH HAUMHATLCA CNOBaMK «IPU3HATL YTPATUBLLIUM CUTY...».

B npuka3 He criefyeT BKIOYaTb NYHKT «[puKa3 OBECTY [0 CBEAEHUS...».

MoppasgeneHns  (BOMKHOCTHblE  AMUA), [0  CBEfieHUs  KOTOPbIX  [OBOAWUTCS  MPHKas,
MepeyncstoTCs B yKasaTerne pacChbiiky.

Ecnv npukas BBOAWT B fieiCTBME KaKue-nnbo AOKYMEHTbI (MHCTPYKUMW, rpaduku, npasuna,
MOJIOXKEHNS), TO OHW OOPMISIOTCS B BUAE MPUIOXKEHUS K MPUKasy. B npaBoM BepXHEM Yr/y TakuxX
[OKYMEHTOB, OT NATOFO MONOXEHWs TabynsTopa MUIWYT CcN0BO «[pUNOXeHUE» C  YyKazaHUeM
HaVMEHOBaHWs PAcropsAUTENbHOTO [OKYMEHTa, €ro fJatbl, HOMepa. [Ipy HaaMuuMn  HECKObKUX
NPUNOXEHNIA NPUNOXKEHNS HYMEPYHOTCS.

Hanpuwmep:

MpunoxeHne Ne 2
K Np1Kasy pekTopa
ot 08.08.2019 Ne 623

CTpaHuubl npuKasa W MNPUIOKEHUS HYMepylTCs KakK eAuHbliA  JOKYMeHT. Hymepauwus
MPUNOXEHU MPOU3BOAUTCA TOMIBKO B TOM C/ly4yae, ec/iv UX KO/MYeCTBO 60/blUe OLHOro, Hanpumep:
Mpunoxexne Ne 1, MpunoxeHue Ne 2.

4.1.3. CornacoBaHue npukasa

CornacoBaHue NpuKasa OCYLLEeCTBASETCA MyTeM BU3MPOBAHUS HaYa/IbHUKOM OTAeNa ynpasneHums
Aenamy n cBsizeli ¢ 06LLECTBEHHOCTbIO MOATBEPXKAAIOLMM HasMume BCeX HEOBXOAMMBIX COrNacoBaHWiA
CNY>XEBHOIN 3anucKu, SBNSIOWECS OCHOBaHWEM ANs MpuKkasa W creumannucTom no paboTe C
[AOKYMEHTaMU OTfena YynpaeneHUs [JenaMum W CBsS3el € 0O6LLECTBEHHOCTbIO  MOATBEPXKAAOLLMM
ohopMNieHMe MpKKasa B COOTBETCTBMM C HACTOAWMM TMOPSAKOM B TeueHMe Tpex paboumx [AHeid, C
MOMeHTa NOArOTOBKM MpUKasa.

B13bl BK/HOYAKOT JO/KHOCTb BM3UPYIOWMX, IMYHbIE MOAMMCKU, paclundpoBKy noanuceid. Busbl
pacnonaratoTcsi Ha OOGOpPOTHO/ CTOPOHEe MNOCMeAHEro fMcTa MNepBoro ak3emnaspa (MOANMHHUKA)
[OKYMEHTA B HUXKHEl ero yacTu.

4.14. TlognucaHwe npukasa

Moanncb COCTOMT W3 HaMMEHOBaHMSA AO/MKHOCTW Nula MOAMMCABLUEr0 AOKYMEHT, JIMYHOWA
noANMCY 1 paclngpPOBKKN NOANMUCU. HaumeHOBaHMEe AO/MKHOCTA NULLIETCS OT SIEBOI FPaHuLbl TEKCTOBOMO
nonsi, B paclundpoBKe MOAMMUCK MULLIYTCA MHULMANbLI U aMUans, KOTopble OTAEeNATCA ApYyr OT Apyra
npo6enom.

BHeceHVe 13MeHeHWIi B MOAMMCAHHbIV NPKKa3 He JoMyCcKaeTCs.
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHune

POYE/E,%Z’/OIQ%OB rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
Mepefaya NpPMKasoB, UX KOMui paboOTHMKAM CTOPOHHMX OpraHusaumii [ONycKaeTcs TONbKO C
paspeLLeHns pyKoOBOACTBa YHUBEpCUTeTA.

4.1.5. Pernctpaumnsa npukasa

MpuKasbl, MO OCHOBHOI AeATeNbHOCTM, NOAMMCAHHbIE PEKTOPOM YHMBEPCUTETA, PErUCTPMPYIOTCS
B OTAeNe YNpaBneHns fenamu 1 cBa3eit ¢ 06LeCTBEHHOCTbIO.

MpuKa3 BCTynaeT B CUNY C MOMEHTA ero noanucaHus n peructpauun. [aToli npukasa sBnseTcs
faTa ero nognucaHus. flata oTtobpakaeTcs B Mone «PerncTpauuoHHbIi HOMEP» YUYETHOW KapTOUKM
NOKYMEHTA.

Mocne peructpaumm COTPYAHWK OTAena ynpasneHWs Aenamy n cBA3eid C 0OLLEeCTBEHHOCTbIO
HanpasnseT MNpuMKas Ha WCMOMIHEHWE W BBOAWUT [aHHble 06 WCMOMHUTENAX W CPOKW WCMOMHEHUSA B
KapTouky npouecca «McnonHeHve» B «1C:[0KYMEHTOO60pPOT».

4.2. PacnopsbkeHue (MpunoxeHue Ne 4)

PacropsixeHne - pacnopsguTenbHbll [LOKYMEHT, W3[aBaemblil PEeKTOPOM W MpPOpeKTopamu
YHuBepcuTeTa B Mpefenax CBOe KOMMETEHUUU NPeVMYLLEeCTBEHHO MO BOMPOCam MH(MOPMaLMOHHO-
METOLMYECKOro XapakKTepa, a TakXe M0 BOMpocaM OpraHU3auvoHHO-0NepaTUBHOIO YrpaBfieHNs
[eATeNbHOCTbI0 YHUBEPCUTETA, UCMOMHEHUA pelleHnin Y4YeHOro coseTa W NpuKasos (coBeLLaHus,
KOH(bepeHUMn 1 T.4.). Kak npaBuno, MMeeT OrpaHuWYeHHbI CPOK AeiCTBUA U KacaeTCs Y3KOro Kpyra
LO/MKHOCTHBIX /AL, U COTPYAHWKOB.

CoctaBnseTca u3 nognanku «lpoekTbl» Nanky COOTBETCTBYIOLLEr0 BMAA PacrnopsHkKeHUs Kak
BHYTPEHHWI AOKYMEHT MO LWab/ioHy, BKIHOYEHHOMY B «1C:[JOKYMEHTO060pOT».

PacrnopsxeHne He [O/DKHO cofepXaTb MNpPeAnucaHuii, HOCALWMX HOPMATUBHBIA XapakTep.
MMoagrotoBka W OGOpM/IEHME PacnoOpPsHXKEHUIA MPOU3BOAATCA aHAIOTMYHO NOPSAAKY MOArOTOBKM
1 0hopMNeHNs MPUKas3oB, TOMbKO KOHCTaTMPYHOLWas YyacTb 3aBepluaeTca coBaMu «O 6 1 3 bl B a 10»,
«Mpepgnarato».

Ecnn  ykasaHMe COLEPXWUT TOMIbKO pPas3bACHEHUS O MNOPSAAKE MPUMEHeHUs Kakoro-nmbo
HOPMaTMBHOrO [OKYMEeHTa, 3TW CnoBa MOryT ObiTb OMyLleHbl. [lognucaHHble PacnopsXeHUs
PErnCTPUPYIOTCA M (DOPMUPYIOTCA OTAE/NIbHO OT MPWKa30B B OTAeNe ynpaBneHWUs fenamu U CBsA3el ¢
00LeCTBEHHOCTbHO.

FOpuanyeckyto cuny pacrnopsbkeHue npuUHUMaeT nocne ero MoAnuMcaHWs YMNOSHOMOYEHHbIM
NMLOM 1 perucTtpaunm B «1C:[L0KyMeHTO060pOTE.

4.3. MonoxeHusa, npasuna, UHCTPYKLUN

MonoxeHne -  [AOKYMEHT, pPernamMeHTUpYILWWiA  opraHusaumio  paboTbl  CTPYKTYPHbIX
noapasfeneHnii YHMBEpPCUTETa, €ro KonnernasbHbiX OpraHoB (COBETbl, KOMUCCUM) WU OTAENbHbIX
BWOB [eSTeNbHOCTHU.
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

tOYpr AY-T1-05-03- rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
3/1-84/02-20

WHCTpyKLMS, npaBuia, NOJNIOXKEHUS - [AOKYMEHTbI, YCTaHaB/MBatoLMe HOPMbl U TpeboBaHMUS
K Noc/e0BaTeIbHOCTU OCYLLECTB/IEHUA Pa3/INYHbIX CTOPOH AeATeNIbHOCTU YHMBepCuTeTa.

MMonoxeHus, npasBwuna, WHCTPYKLMM MNPUMEHSIOTCA KakK CaMOCTOSTe/IbHble MpPaBOBble aKThl,
KOTOpble NOAMUCHLIBAOTCA PEKTOPOM; YTBEPXAeHUEe OodhopMnsieTcd B (hopMe rpuda YTBEPXKAEHUSA UK
nyTeM U3faHus pacnopsaguTenbHOro 4OKYMeHTa 06 UX YTBEPXKAEHUW.

PeweHne 0 nopagke npuHATUA TONOXKEHWA, NpaBUA M UHCTPYKUWUIA HaxofaTcs B BeAeHUM
pekTopa.

MopsgoK noAroToBKM MpoekTta [MonoxeHWs (NpaBwi, WMHCTPYKUMKM) MnevaTtaeTcd Ha 06Lem
6naHke FOYplrAY wnm Ha yunuctom nmucte Gymarn gopmata A4 C pacrnofiodXeHnem PeKBUM3UTOB MO
obpasyy obuwiero 6naHka. TeKCT u3naraetcs OT TPETbero nnua eAMHCTBEHHOrO WM MHOXECTBEHHOIO
ynucna. B TekcTe UCNONb3YKOTCA CMOBa: «A0/MKEH», «CnefyeT», «HeoOX0AMMO», «3anpeliaeTcs», «He
[0MYyCKaeTCa».

3aronoBOK K TEKCTY MOMIOXKEHUs (MpaBu/, WHCTPYKUUKM) OTBeYaeT Ha Bompoc «O uem?»,
3arofloBOK K MHCTPYKUWUW, coaepxKalleil AO/MKHOCTHble TpeboBaHMS M MOPAAOK MpoBeAeHWs paboT
(AOMKHOCTHAA MHCTPYKLWMSA), 0TBeYaeT Ha BOMpPoC «Komy?» (40/MKHOCTHAs UHCTPYKLUUA CeuuanuncTy
oTAena Kagpos).

KoHcTaTupytowen 4acTblo MOMOXeHUs (NpaBui, WHCTPYKUWUW) CRyXuT pasgen «O6uwme
MOMOXEHUS», B KOTOPOM YKa3blBalOTCS OCHOBaHMS pPa3paboTKM, OCHOBHOE Ha3HayeHMe HOPMaTMBHOIO
aKktTa ¥ cepa ero pacnpocTpaHeHWs, OTBETCTBEHHOCTb 3a HapyLleHWe YCTaHOB/IEHHbIX MpaBun
N TeXHONMOrNn. OCHOBHOW TEKCT MOM0XeHWsA (MpaBWa, WHCTPYKLUMK) MOXET AeNUTbCA Ha raBbl,
NYHKTbl U NOAMNYHKTbI. [TNaBbl JO/MKHbI UMETb Ha3BaHWS.

"NaBbl HYMepyTCA PUMCKUMW uudpamu. TMyHKTbI Y NOANYHKTLI - apabCkumMu Lmdpamu.

MMonoxeHne B 0653aTe/IbHOM MOPSALKE YTBEPXKAAeTCA MNPUKAa30M peKkTopa YHuBepcuteta Wan
pelleHneM Y4eHOro coBeTa YHuBepcuTeta. WIHCTPYKUMA YTBepXAaeTca MPUKa3oM pekTopa
YHuBepcuTeTa.

JOKyMeHT, nognexawinii yTBepXXAeHnto, NpuobpeTaeT HOPUANYECKY0 CUy TONbKO C MOMEHTa
ero yTBepXxaeHus.

4.4. MpoTtokon (MpunoxeHune Ne 5)

MpOTOKON - AOKYMEHT MH(POPMAaLMOHHOIO XapakTepa, npeAHasHayYeHHbIA Ans ukcaunm xopa
PacCMOTPEHNS BOMPOCOB U MPUHATUA PELLeHNA Ha 3acefaHUsX KON/ernanbHblX, COBELLaTeSIbHbIX,
KOOPAMHALMOHHBIX, 3KCMEPTHbIX W Ap. OPraHoB, COBeLaHWil. MNPOTOKON COCTaBMSETCA Ha OCHOBaHWUU
3anucei, Npou3BefeHHbIX BO BpeMs 3acefaHus (COBeLaHWs), NpeLCTaB/IEHHbIX Te3UCOB [OK/1ajoB
W BbICTYMJ/IEHWNIA, CNIPaBOK, NPOEKTOB PELUEHNI 1 APYTUX MaTepuasos.

lMpoTOKONMPOBaHMIO MOANeXxaT 3aceflaHuA Y4YeHOro CcoBeTa YHMBEPCUTETa, PeKTopaTa,
NMPUEMHOW KOMUCCUW, TOCYLAPCTBEHHbIX 3K3aMeHaLMOHHbIX KOMUCCUIA, YUYeHbIX COBETOB UHCTUTYTOB,
Kaep, Hay4HbIX CEMWHAPOB, METOAUYECKUX KOMUCCUA, KOHKYPCHbIX KOMMWUCCUI Ha 3amelleHune
BakKaHTHbIX AO/HKHOCTEN, KBaM(UKALNOHHBIX KOMUCCUIA, O6LLECTBEHHbIX OpraHu3auuin (Npogkoma,
COBeTa BeTepaHOB W Ap.), KOH(MEPEeHUUA N CUMMNO3UYMOB, 3KCNEPTHbIX KOMUCCUA. TpOTOKONbI MOTYT
n3haBaTbCA B MOMHOW WAM KPaTKOW (opMe, Npu KOTOPOM OMycKaeTcs XOf O6CYXAeHus Bonpoca
N PUKCUPYETCHA TONbKO MPUHATOE MO HEMY pELLEHME.
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

OYprAY-T1-05-03- rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
3/1-84/02-20

[aTtoii npoToKona ABNseTca faTa 3acefaHus.

HasBaHue Ko/inermanbHOro opraHa Uam CoBeLLaHus CMy>XKMT 3arofIoBKOM NpOTOKO/a.

TekCT MOMIHOro NPOTOKO/A, Kak MpaBwno, COCTOUT W3 [BYX YacTeil: BBOLHOW W OCHOBHOWA.
B nepBolii 4acT¥ ykasblBalOTCA WHUUMANbI, (Gamuanm npeacepatens (npegcenatenbCTBYIOLLENO),
CeKpeTaps,, a TakKxe MPUCYTCTBOBaBLUMX Ha 3acefaHun W, npu HeobXOAMMOCTW, MPUrNalleHHbIX Ha
3acefiaHue (coselaHue). Pamunmm pacnonararoTca no angasuTy. ECAn KOAMYecTBO NPUCYTCTBYIOLWMNX
npesbiwaeT 15 4enoBek, B BBOAHOM 4acTu MPOTOKO/A [eNaeTcs CCblIKa Ha CNWUCOK, ABNAHOLLENCH
HEOTbEM/IEMOI YacTblO NPOTOKONA, HanpumMep:

MpucyTtcTBoBanu: 25 yen. (CNMCOK NpunaraeTcs).

Ecnn B 3acefaHuy (COBeLLaHWMM) NPUHUMAOT y4yacTve NpeAcTaBUTENU LPYruX OpraHusaumi,
yKa3blBaeTca MecTo paboTbl U JO/MKHOCTb K&XAOro nua.

BBogHas u4acTb NpOTOKONA 3aKaHYMBaeTCA MOBECTKOM [AHA, COfepKalleil nepeyeHb
paccmaTpuBaeMbIX BOMPOCOB, MEPEYNC/IEHHbIX B NOPSAAKE MUX 3HAYMMOCTM C yKasaHWeM [OKnafuunka no
KaXXoMy paccmaTtprvBaeMoMy BOMpocy. Bonpockl MOBECTKM AHA (hOpMYAMPYOTCS € npeasioroM «Ox»
(«O6»), neyararoTCsA OT rpaHULbl IEBOTO NOMSA U HYMePYHTCA apabCkuMmn Lugpamu.

OcHOBHas YacTb NPOTOKO/IA COCTOUT W3 pa3fefioB, COOTBETCTBYHOLLMX MYHKTAM MOBECTKU AHS.
TeKCT Kaxoro pasfena CTPOUTCS MO CXEME:

CnywAnn:

BbICTYTNUNN:

MOCTAHOBUNW (PELLNAN):

OCHOBHOe cofepXxaHue [0KNafoB W BbICTYMNEHNA BK/IOYAETCA B TEKCT MNPOTOKONa Wn
npunaraeTcs K Hemy B BuAe OTAE/bHbIX MaTepuanoB; B MOC/MeAHEM C/ly4vae B TeKCTe MPOTOKOMa
Aienaetcs oTMeTKa «TeKCT BbICTYMN/IEHUsA npuiaraetcsa». NoctaHoBneHMe (peLleHre) B TeKCT NPOTOKOa
BHOCUTCS MNOMHOCTbIO B TOW (POPMYNUPOBKe, KOTOopas Oblna MNpUHATA Ha  3acefaHuun; npu
Heo6X04AMMOCTY MPUBOAATCSH UTOTU rO/IOCOBAHNA: «3a - ..., MPOTMUB - ..., BO3AEPXaNOCh - ...».

CofepxaHne 0co60ro MHeHUs, BbICKa3aHHOIO BO BpeMs 06CYXX[JeHWs, 3anuCbiBaeTcs B TEKCTe
MPOTOKO/1a MOC/e COOTBETCTBYHOLLEr0 NOCTAHOB/IEHUS (PELUeHUS).

TeKCT KpaTKoOro MpoToKo/Ma Takke COCTOMT M3 [BYX 4acTeil. B BBOAHON 4acTu yKasblBatOTCH
UHULManbl 1 aMmunuy npefcegatenscTeytowero (npeacegarens), Cekpetaps, a TakXke WHULManb
1 haMuMmn NPUCYTCTBOBABLLMX ML,

CnoBo «[pucyTcTBOBa/IM» nNeyataeTca OT rpaHuLbl /IEBOr0 MOMsA, MOC/ie CnoBa CTaBUTCA
ABoeTtoume. Huke nevyataldTcs HaMMeHOBaHWA [O/DKHOCTE MNpPUCYTCTBYKOWMX, a chpaeBa oOT
HaVMEHOBAHWA [O/DKHOCTEW - WX UHUUManNbl U GamMunum. HauMmeHOBaHWA [O/HKHOCTEeA MOryT
yKa3sblBaTbCs 0606LLEeHHO, Hanpumep:

MpoToKON NoAnNUCLIBAETCA MpefcefaTeNnbCTBYOWMM Ha 3acefaHMM U cekpetapeM. poTokon
MOXET (DMKCMPOBaTb pelleHne 06 YTBEPXAEHUU KaKOoro-nmbo AOKYMeHTa. Y TBEPXAEHHbIA LOKYMEHT
[O/MKEH npuiaraTbCa K NPOTOKOMY U UMeTb OTMETKY 00 YTBEPXAEHMM, Hanpumep:

YTBEPXAOEHO [lMpoTokon
3aceflaHMa YUYeHoro coseta
WHCTUTYTa arponHxeHepumn
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3/1-84/02-20

oT 11.07.2010 r. Ne 23

MpoToKoNam MpUCBaMBalOTCS MOPAAKOBblE HOMEpa B MpeAenax KaneH4apHoro roga OTAe/bHO
Mo KaX/oil rpynme MpOTOKOMOB: MPOTOKO/bLI 3acefaHuii Kaedpbl, MPOTOKO/bl KOOPAUHALMOHHBIX,
3KCMEPTHbIX COBETOB U Ap. OpraHoB. MPOTOKOMbI COBMECTHLIX 3acefjaHnii MMeKT COCTaBHble HOMeEpa,
BK/IIOYaIOLLME MOPAAKOBbLIE HOMEPA NPOTOKO/IOB OPraHu3aLnii, MPUHUMABLLKX yyacTue B 3acefaHunn,

MepBbIli MCT MEpPBOro 3K3eMmnisApa NPOTOKONa 3acefaHns Kadedpbl neyataeTcs Ha OOLLEM
6naHKe, a Noc/eLyoLne NNCTbI Y NMPUIOXKEHUS K NPOTOKO/Y Ha 6ymare TOro e (hopmara 1 KayecTsa,
4ytTo U 6naHk. [POTOKONbI 3acefaHnii  rocyJapCTBEHHbIX 3K3aMEHaLMOHHbIX  KOMUCCUI 1
KBaIM(UKALMOHHBLIX KOMUCCUI (HOPMUPYIOTCA B CreLmarbHbIe KHUMM, KOTOPble MPOLLIHYPOBLIBAIOTCA U
3aBepSAIOTCA NeyaTbio YHUBEPCUTETA; INCThI KHUTWM HYMEPYIOTCA B NPaBOM BEPXHEM YTy rpauTOBbIM
KapaH/aLloM.

MPOTOKO/bI NEYaTaloTCsA TONLKO Ha OJHO CTOPOHE /CTA.

K npoTokonam npunaraloTcss TEKCTbl W TEe3WUCbl [OKNA40B W BbICTYMAEHWUA, KOHCMEKTH
06CYKJaeMblX NEKLMA, CTEHOrPaMMbl 3aCefjaHus, ecii OHU CTEHOrPapOBa/INC.

Konuu MpoTOKONMOB NpW HEO6XOAMMOCTM PacChiNaloTCs 3aMHTEPECOBaHHLIM OpraHM3aLyam
W JO/DKHOCTHBIM  /MLUaM B COOTBETCTBUM C YKa3aTefleM pacCbINKW, YKa3aTeNb COCTaBMsieT
W MOAMNUCHLIBAET OTBETCTBEHHbIN UCMOMHNUTENb NOAPA3AENEeHNA, TOTOBUBLLErO PacCCMOTPEHME BOMPOCa.

4.4.1. Boinucka 13 npotokona (MpunoxeHue Ne 6)

[ng NHPOPMUPOBAHUNA 3aMHTEPECOBAHHbIX OpraHM3auuii 1 1L 0 NPUHATBIX PELLEHNAX, a Takxe
B LieNsiX NOATBEPXAEHNSA MPUHATLIX PELLUEeHMI MOryT 0hOPMAATLCA BbIMUCKM M3 NPOTOKONa. Bbinucka
13 NPOTOKOMA - AOKYMEHT, NPeACTaBNSOWMIA CO60M KOMMIO YacTy NPOTOKONA.

Bbinncka v3 npoTokosia OOpMSETCH Ha CTaHAApTHbIX McTax bymarn (He Ha 61aHKax)
N NpeacTaBnsieT co60M TOUHYH KOMUIO YacTh TeKCTa MOAJIMHHOIO NPOTOKO/A, OTHOCALLENCA K TOMY
BOMPOCY MOBECTKM [HS, MO KOTOPOMY FOTOBAT BbINUCKY. pyn 3TOM BOCMNPOM3BOASAT BBOAHYH 4acTb
TeKCTa, TOT BONPOC MOBECTKW [HA, N0 KOTOPOMY FOTOBUTCA BbIMUCKA, a TaKXe TEKCT, OTPaXKatoLnin ero
06CYXXA€EHME U NPUHATOE MO HEMY PeLLEHNME.

Bbinucka yocToBepseTca NoANUCAMUN NpeacefaTens 1 cekpeTaps.

Ecnn BbINWCKa M3 [JOKYMeHTa BblgaeTcs AN8 NpeAcTaBNeHUs B APYryt OpraHusaumto, oHa
3aBepseTCA nevyarTblo opraHu3auLmm.

4.5. Cnyxe6Hoe nucbmo (MpunoxeHvie No 7)

BefeHne nepenucku € BbILECTOSLWMMK  OPraHu3auusMu,  ApYrMU  OPUANYECKUMU
M U3NYECKMMU NNLAMKU OT MMEHU YHMBEPCMTETA OCYLLECTB/ISETCA PEKTOPOM, MPOPEKTOpaMMU WU
APYTUMU [O/DKHOCTHBIMW NMLaM/M B COOTBETCTBMM C MpuKasom «O pacnpefeneHun o6s3aHHOCTEN
MEX/Y PEKTOPOM, MPOPeKTopaMu ¥ APYrMMW PYKOBOAALMMK PabOTHMKAMMU» U [OBEPEHHOCTbIO Ha
MpaBo NoANNCYU AOKYMEHTOB.

Cny)ebHble NMCbMa Y HMBEPCUTETA FOTOBATCA:
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- Kak OTBeTbl O BbINO/NHEHUM MNOpyYeHU MUHUCTEPCTBA CEeMIbCKOro X03AMcTBa POCCUMICKOWM
depepauyunm;

- Kak OTBEeTbl Ha 3anpocbl pa3/IMYHbIX OpraHn3auuii, NPeanpUATUIA U YaCTHbIX NNL;

- Kak COMpoBOANTENbHbIE MUCbMA K OTMNPaBAsAeMbIM AOKYMEHTaM;

- KaK MHMUMATUBHbIEe NUCbMa.

TekCTbl OTBETHbIX MWUCEM  [OMIXHbI TOYHO COOTBETCTBOBATb  [aHHbLIM  MOPYYEHUAM,
MOCTYNMBLUMM 3anpocam, YKas3aHUsIM 0 WCMOSIHEHUIO [OKYMEHTOB. B  cnyXebHbIX nucbmax
NCNONb3YeTCA PEKBU3NT «HanmmeHOBaHME AOKYMeHTa» (3arofioBOK K TEKCTY), OTBEYatOLMA Ha BOMPOC
«O YeM?», 1 HopMYIMPYIOLLNIA B KPaTKON (hopMe TeMy NUCbMA.

B cnyxebHbIX nuMcbMax WCMONb3YKTCH (pasbl ITUKETHOrO XapakTepa «YBaXKaemblid...!» -
B Hauasie MMCbMa, Hag TEKCTOM U «C yBaXXEHNEM», B 3aKNHOUNTENIbHOW YaCTU NUCbMa, Haf MOAMUCHHO.

CnyxebHble nUcbMa neyvataroTcad Ha 61aHKax YCTaHOB/EHHON (opmbl opmaTta A4 WpUGTOM
pasmepom Ne 12-14 yepe3 1 umnm 1,5 MeXAYCTPOUHbLIX UHTEPBANA.

TekcT nucbMa m3naraeTca OT 3-ro nvua eAUHCTBEHHOro yucnia. B TekcTe nucbma MHUUMANbI
pacronaratoTca nocne GaMmuanK, a B PpEKBU3NTE «NOAMUCH» - nepes haMunnen.

Mucbmo  roToBUTCA B Tpex 3k3emnnspax. [lepBbld  HanpaBnseTcs agpecaTy, BTOPOIA
NnoALINBAETCA B COOTBETCTBYHOLLEE [1e/10 B YNpaBfeHUN AenaMu 1 CBsi3el C 06LLeCTBEHHOCTLIO, TPETUN -
ncrnofHuTento. OTBETHble MUCbMAa [O/KHbI COAEpPXKaTb CCbIIKY Ha fJaTy UM HOMep MOCTynarLero
LOKYMEHTa.

CpoKun NOAroToBKM OTBETHbLIX MWUCEM YCTaHaB/MBAKOTCS PE30/IOLMEN PeKTopa Ha OCHOBAHWM
NMEIOLLMXCA CPOKOB WMCMOMIHEHUS NOPYYeHWA 1 3anpocoB. B cnyyae OTCYTCTBUA pe3ontoLMu nucbMa
NCMOMHAKTCA B TEUYEeHME OA4HOr0 KaneH4apHoro Mecaua.

TekCT nucbMa, Kak npasBwnno, COCTOMT M3 ABYX YacTeil. B nepBoi yacTu u3naraeTca NpuynHa,
OCHOBaHWe MM 060CHOBaHWE COCTaBNeHNUA MUCbMa, MPUBOLAATCA CCbINKN Ha LOKYMEHTbI, fABMAOLWmMecs
OCHOBaHWMeM MOAroTOBKW MUCbMA.

Bo BTOpoOil yacTu, HauuHawowwelics ¢ ab3aua, MOMELLaTCS BbIBOAB!, NPEANOXeHUs, NpochObl,
peLleHns 1 T.4.

MMpn ogopmneHnn nucbma Ha [BYX W 6onee CTpaHMLAax BTOpas W NOCNefylolinve CTpaHuubl
HYMepYHTCA NocepesMHe BEPXHEr0 Nos NCTa apabCkmmm Lgpamu.

TeKCT NpoCcToro NUCbMa He LO/MKEH MpeBblwaTh 1-2 MaWMHONUCHbLIX CTPaHuL,

CnoxHble nucbma COCTaBATCA MO BOMpocam, Tpebylowmm MoApobHOro  U3/0XEHUS
CUTyauun, ee aHann3a, OLUEHKW, aprymeHTaumu, (OPMYIMPOBKWM BbIBOAOB, MHEHWIA, MNPeLioXeHUH,
npocbb. CnoXHble NMCbMa MOTYT COAepXaTb L0 MATWM CTpaHWUL, TekcTa. OHW COCTOAT U3 CnefyroLmx
OCHOBHbIX YacTeiA:

* BcTynneHwue.

Bo BCTynneHun opmynupyetcs TemMa MNUCbMa, OOBACHAKLWLAA MNPUUYUHBI ero HamnucaHus.
BcTynneHne MOXET COfepXaTb: CCbUIKY Ha AOKYMEHT WAW ero OTAeNbHble MYyHKTbl, MOCMYXWBLUME
IOPUANYECKUM OCHOBaHMEM WM MOBOAOM [NS MWUCbMA; KOHCTaTauuio (hakTa, COObITUSA, CNOXMBLUENCS
cuTyaumn.

» OCHOBHOE cofepxxaHue.

OCHOBHOEe cofiep>kaHue MUCbMa COCTaBNAOT ONUcaHne cobbITUS.
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. 3akntoyeHme npeactaBnsieT coboli BbIBOAbI B BMAE MNPEASIOXKEHWNA, MHEHWIA, TpeboBaHWI,
npocbb, 0TKa30B, HANOMMHaHWIA.

Mocne 3aBepLUeHNs TEKCTOBOW 4acTW crefyeT OTMETKA O Haiuuuu NpPUIoXKeHWi (ecnv OHK
NMeroTCA).

Ob6s3aTeNlbHO yKasblBaeTcs (haMuana U KOHTAKTHbIA HOMep TeneqoHa MCNOMHUTENs LaHHOro
nMcbMa.

OTMeTKa YKa3blBaeTCsd B OTMpaBNfeMblX [LOKYMeHTax, TpeOyrowmx OoTBeTa, LOKYMEHTax,
noA/siexatlmx COornacoBaHMI0, pasMHOXEHUI0. Tene(oH COCTaBUTENs AOKYMeHTa Heobxoaum ans
OnepaTUBHOrO paspelleHns (YTOYHEHWs) BOMPOCOB, CBA3aHHbLIX C WUCMOSIHEHMEM (COrnacoBaHUEM,
pa3MHOXeHWEM) JOKYMEHTOB, /15 BefleHWs MoCNnefytoLei nepenmncku.

WHdpopmauma o6 ucnonHutene (Habupaetca wpudtom Times New Roman pasmepom 11)
pacrnofnaraeTcs B N1eBOM HWXHEM Yy NIMLEBOM CTOPOHbI NOCMEAHEro N1cTa AOKYMeHTa (HaumHas oT
rpaHuUbl NIEBOr0 MOMSA), HUXE PEKBU3UTA «MNOANUCL». [pyM 3TOM YyKasblBalOTCA WMMS, OTYECTBO U
(hammnua UCNOMHUTENs, 3aTeM - KOHTaKTHbI HOMmep TeneoHa - 6e3 aeucoB B COOTBETCTBUM C
TpeboBaHMAMM MuHUCTEpPCTBA CBA3N PD.

Hanpuwmep:

Hwukonaes BaH CepreeBuny
(35163) 34 56 88

B TekcTax nuceM MCnonb3yoT cregytolime Gopmbl U30XKEHUS:

- 0T 3-f0 /Mua eAUHCTBEHHOr0 u4mMcna: «YHWBEPCUTET cuuTaeT...», «YHUBEPCUTET
paccMoTpesn...» UT.A4.;

- 0T 1-ro nuua MHOXECTBEHHOrO 4ucna, Korga [O/DKHOCTHOE /Lo, NoAnucasllee MUCbMO,
BbICTyNnaeT OT MMeHW YHuBepcuTeTa: «MNpoCUMM MpPefoCTaBUTb MH(POPMAaLUI0.», «HanpaBfisemM Ha
paccCMOTpeHune.», «coobuaem.» n T.4.;

- 0T 1-ro nnua eaMHCTBEHHOrO YKCa, KOrha NMCbMO HOCUT KOH(UAEHUNANbHBIA XapakTep Wam
COLEpPXUT nepcoHanbHOe obpalleHne K agpecarty: «npowy Bac npegoctaBuTb  faHHble.»,
«HanpaBnak0.» u T.4.

4.6. AKT (MpunoxeHne Ne8)

AKT - [OKYMEHT, NOATBEPXAAOWMIA YyCTaHOBMEHHblE (DaKTbl U COObITMA. AKT COCTaBNseTCs
HECKO/IbKUMUN NnuaMmn (KoMuccuein). 3T0 MOXET ObiTb MOCTOSAHHO AelCTBYHOLWAs KOMUCCUS, WK
KOMUCCUS, Ha3HaYeHHas NprYKa3oM pekTopa YHuBepcuTeTa.

OdhopmnseTcs akT Ha 06LLeM 61aHKe A4, BHYTPeHHME aKTbl MOTYT OPOPMAATLCSA He Ha BnaHKax.

OThenbHble  PasHOBMAHOCTM  aKTOB  COCTAaBMAKOTCA MO CheuuanbHO — YCTaHOBNEHHbIM
(yHUULMpoBaHHbIM) hopmam.

MpeanoyuTUTENIbHBIM ABNSETCA YrN0BOW BapuaHT 61aHKa, T.K. 6GONbLUIMHCTBO akToB TpebyeT
YTBEPXAEHNS.

PeKBU3NTbI 3ar0/I0BOYMHON YacTu aKTa.
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* HaummeHoBaHue opraHu3aumMm - [LO/HKHO COOTBETCTBOBATb HAaMMEHOBaHUIO, 3aKpensieHHOMY
B YUpeauTenbHbIX  AOKYMeHTaX. HaumeHoBaHMe  rneyataeTcs  MNOMHOCTbIO -  (pefepanbHoe
rocyjapcTBeHHoe OlOKETHOE 00pa3oBaTe/lbHOe YupeXxAaeHuwe BbICWEero o06pa3oBaHus «HOXXHO-
YpanbCKuii rocyfapCTBEHHbIN arpapHblii yHuBepcuTeT». o4 MOMHbIM HavMeHOBaHMEM nevyaTaeTcs
COKpallleHHOe HavMeHOoBaHMe B cKobkax - (PIBOY BO HOxHOo-Ypanbckuin FAY).

* HaumeHoBaHve Buaa AokymeHTa - AKT nuwetca nponucHoiMuM OykBamMu, [LOMYCKaeTcs
LIeHTPMpPOBaHuUe.

o [ata fOoKyMeHTa - gaTa cobbiTva. [ata oopmMnsieTcs LM(MPOBbLIM UAN CMIOBECHOLMGPOBLIM
Croco6om.

» PerncTpaymoHHbIli HOMep - COCTOUT U3 MOPSAKOBOro HoMepa AOKYyMeHTa. Hymepaums akToB
BefeTCA B Npefenax KaleH4apHOro roja no Kaaon rpynne akToB OTAeNbHO.

MecTo cocTaBneHus yKasblBaeTca r.Tpouuk, r.Yens6uHck.

PeKBM3NTbI COLEep>KaTeIbHON YacTun aKTa.

* 3aronoBOK - BK/KOYaeT B Cebs KpaTKoe cofepXaHue TekcTa. 3aronoBoK JO/MKEeH COOTHOCUTBLCA
C Ha3BaHWeM BuAa LOKYMeHTa U (hOpPMyIMpoBaThCs B POAUTENIbHOM nafexe. OH MOXeT HauMHaTbCA
C npeasaiora «0» Unm «o6», Hanpumep: «O nNpueme - nepefave 060pyA0BAHUA.

TekCT akTa COCTOUT W3 [BYX 4acTeil: BBOAHON M OCHOBHOW (KOHCTaTupytoLlein). B BBOAHOWA
4aCTW TEKCTa yKa3blBaeTCH OCHOBAHWe A1 COCTaBfIEHUS aKTa M MepeyncnsatoTcs nuua, cocTaBMBLUME
aKT, ¥ uua, NpUCYTCTBYIOLLME NpPU COCTaBAeHUW. ECAM akT coCTaBNeH KOMWCCUER, MepBbIM
yKa3blBaeTCca Mpefcefaresi, a 3aTeM uYfieHbl Komuccuu. lpu nepeyncneHun vy, y4vacTBOBABLUUX
B COCTaB/IeHMM  aKTa, YKasblBAlOTCA HaVMEHOBaHUS  AO/DKHOCTEW, (aMuiMin v UHWMLMaNoB
(B UIMEHUTENILHOM Najexe).

B Heob6XxoAMMbIX Cryyasx AONYyCKaeTcs NPUBOAUTL CBEAEHUS O AOKYMEHTax, YA0CTOBEPSOLNX
NMYHOCTb, U MONHOMOYMSA fIULL, YYACTBOBaBLUMX B COCTaB/IEHWMM aKTa, WX (aMuiny nepevyncnaroTcs
C YKa3aHveM [LO/IHKHOCTe 1 pacnonararoTca B NOpsAKe 4O/MKHOCTHOW cybopauHauunu.

MepBbIM yKa3blBaeTCA Npefcesaresi KOMUCCUM.

damunmm  4neHoB  KOMMUCCMM  pacnonaralTcs B angaBuTHOM  nopsgke.  Crosa
«MNPEACEAATE/b», «4NEHblI KOMWUCCUW», «MPUCYTCTBOBA/IM» nuwyTcs € MNPOMNUCHOM
OYKBbI.

TeKCT aKTa NPUHATO M3naraTb OT TPETLEr0 NNLLA eAUHCTBEHHOT0 Yncna (KOMUCCUS YCTaHOBUA).

B OCHOBHOI (KOHCTaTMpYHOLLEn) YacTh TeKCTa JaeTca KpaTKoe onucaHue npoaenaHHon paboTsl
(ee cywHoCTb, XapakTep, MeTOAbl, CPOKW), (UKCMPYIOTCA YCTaHOB/NEHHble (aKTbl (COObITUA)
¥ M3naratoTcs BbIBOAbI, NPELNOXEHUS, 3aKNOUYEHNS COCTaBuUTeNel akta. ECnm B akTe oTpaxaeTcs pafg
(haKTOB, TEKCT AENNTCA Ha MYHKTbI, MOANYHKTbI; TEKCT MOXeT ObITb NpefCcTaBneH B TabnnyHol opwme.

BoiBogbl  (NpefnoXeHus,  3ak/OYeHWs)  COCTaBUTeNel  akTa  HOCAT, Kak  MNpaswno,
PEKOMeHAATe/bHbIA XapakTep, HO MOryT GbiTb U3/10XKEHbI U B KaTerOpUYHON opmMe M B 3aBUCUMOCTY
OT TOr0, KOMY OHM afipecoBaHbl U OT KOr0 UCXOLAT.

TekCT aKra 3aKaHUYMBAEeTCA CBEAEHMAMW O KO/IMYECTBE IK3eMMNAPOB akta U MecTe uX
HaxoXxaeHns. KonmuecTBO 3K3eMMAPOB akTa ONpeaensietcs KoMyecTBOM 3avHTEPeCOBaHHbIX CTOPOH
NN HOPMATUBHbLIMU JOKYMEHTaMW, PernamMmeHTUPYoLW MMM COCTaBNEHNE aKTa.
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Mpn HanMuMM MNPWUIOXKEHMIA OTMETKa O MPUIOXKEHMM MPOCTaBASeTCA Mocne TekcTa
1 othopmnseTca cnegyrowmnm obpasom:

MpunoxeHune: Ha 5 n. B 2 3K3.

Takoe 0O(OpPM/EHNE [AOMYCKaeTcs B TOM Ciy4yae, KOrda npuiaraeMblii [JOKYMEHT YyKasaH
B TEKCTEe. ECnn NpuoXeHne He Ha3BaHO B TEKCTe, €ro 0hOPMAAIOT Tak:

TTPUNOXKEHME: ..o Ha 5 N. B 2 3K3.

B camom npunoXXeHnn K JOKYMEHTY, Ha NepBOM €ro IMCTe B NPaBOM BEPXHEM YTy MeyaTatoT:
MPNNOXEHNE
K aKTy NMpoBepKM
o1 04.03.2020 1. Ne 33

Ecnu npunoxxeHunii HECKONbKO OHU 06513aTeNIbHO HYMepYHTCS:
MPNTOXEHWE Nel
K aKTy NpoBepKu
07 04.03.2020 . Ne 33

AKT noanucbiBalOT npefceaatens U BCe YneHbl komuccun. Mpy 0hOpMAEHUMU NOAMUCEN He
YKa3bIBaOTCS JOMKHOCTU, He CTaBATCA TUPe UMW ABOETOUME.,

Hanpumep:
Mpepcenatens Mognuck nN. O. ®amnnns
YUneHbl KOMUCCUK: Moanuck . O. damunnug
Mognuck . O. ®amnnns

C cofepXaHnem akToB peBU3MIA U 06CnefoBaHWIA CnefyeT 3HAKOMUTbL BCEX /UL, AeATeNbHOCTM
KOTOPbIX aKT KacaeTcs, C yKa3aHWeM B aKkTe COrnacyroLinx oTMeTOK.

Mpu HaMuuMM 3aMevyaHuii akT BU3UPYETCA C OTMETKOW: «3amMeyaHus npunararTcs»; TeKCT
3aMeyaHuin npunaraetcs K akTy. Hebonblive no o6bemy 3ameyvaHWs [OMycKaeTcs (PUKCMPOBaTb
B CAMOM aKTe.

HekoTopble pa3sHOBMAHOCTM akTOB (NPOBEPOK, PEBU3WIA, O BbILENEHUN  [LOKYMEHTOB
K YHUUTOXEHUIO) 0653aTe/IbHO MOANEXAT YTBEPXKAEHUIO, UTO O(OPMIAETCA COOTBETCTBYHOLLUM
rprgom.

pud yTBEPXKAEHUA COCTOUT: U3 cnoBa «Y TBEPXXOAK», HavMeHOBaHWA LO/MKHOCTU NULLA,
yTBEPAMBLUEro JOKYMEHT, ero NoANuCH, AaTbl YTBEPXKAEHNS.

Hanpumep:
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

FOYplrAY-M-05-03- i o

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY
YTBEPXJAKO

PekTop N.0. damunus

20 r.

B pacwndpoBke NOAMMCK UHMLMANbI CTaBATCS Mnepes (haMunueid, AaTa yTBepXKAEeHUS CTaBUTCA
COBCTBEHHOPYYHO B MOMEHT YTBEPXKAEHMS.

pud YyTBEPXKAEHWS pacronaraloT B NpaBoM BepxHEM yriay. [pu U3roToBNeHWU AOKYMEHTa Ha
ABYX NcTax 1 6onee BTOPOI 1 nocnefytoLme MUCTbI HyMepytoT. Homepa CTpaHuL, MpoCTaBAATCSA Mo
LeHTPY BEPXHero noss nucta.

4.7. OoknagHasi, 06bACHUTENbHAsA, cny>kebHas 3anucku (MpunoxeHne Ne 9)

[oknagHas, cnyxebHas 1 00bACHUTENbHAS 3aMUCKY SBASAIOTCA OCHOBHbLIMU BUAAMU JOKYMEHTOB
BHYTPEHHEN [eN0BOI NEPEnmnCKu.

[oknafHas 3anucka oopMaseTcs, Kak npasuio, nNpy He06X04MMOCTU MUCbMEHHO AOHECTU A0
CBefleHVs PYKOBOAMTENS ONpefeNieHHY0 MH(OPMaLMIO 1 COCTaBNATCA Ha CTaHAaPTHOM nncTe Gymaru
(popmata A4.

[oknagHas 3anucka - [LOKYMEHT, afpecoBaHHbIA pekTopy (NpopekTopy) YHuBepcuTeTa,
PYKOBOAMTENAM CTPYKTYPHbIX MOApasAeneHuii CoOAepXKawmin 06CToATeIbHOE U3MI0XKEeHNe KaKoro-m6o
BOMpOCa C BbIBOAAMU W MPeLNoXXeHNAMN COCTaBUTENS.

[oknafHble 3anuCKu COCTaBMAKOTCA B LUeNsX WMHHOOPMUPOBaHWUSA PYKOBOACTBA O (hakTax,
cuUTyaumax, Tpebyrowmx NPUHATUSA YNpaBfeHYeCKMUX pelueHuin. [oknafHas 3anucka npeacTaBnseTcs
PYKOBOAMTENIO NOApasfenieHns WM pekTopy YHusepcuTeta. O6s3aTelbHbIMU - PEKBU3UTAMU
[OKNafHOW 3anncKn ABNAKOTCA: afpecar, HauMeHOBaHWe CTPYKTYPHOrO NnojpasfeneHns, HaumeHoBaHue
Buaa gokymenta (AOKNALAHAA 3ATNNCKA), TekcT, gaTa, NOAMNUCH.

TekCT JOKMafHOWM 3anMCKU COCTOUT W3 [BYX WAM TPEX 4acTeil: B MepBOM 4acTu m3fnaratoTcs
NPUYMHBI, (DaKTbl MAK COBLITUSA, MOCMYXMBLUME MNOBOLOM [NS COCTaB/EHUS LOKYMEHTa, BO BTOPON
4acTW - aHaIn3 C/IOXKUBLLENCA CUTyauuun, BO3MOXHbIE BapvaHTbl ee pelleHus, B TpeTbel - BblBOAbI
W NPEANIOKEHNA O KOHKPETHbIX [eACTBMAX, KOTOpble, MO MHEHWIO COCTaBWUTeNs, Heo6XoAnmMo
npeanpuHATL. BTopas yacTb B AOKNAAHON 3anuCKe MOXET OTCYTCTBOBaTb, B 3TOM C/ly4yae ee TeKCT
COAEPXMUT ONuUcaHne CMOXMBLLENCA CUTYaLnK, BbIBOAbI U NPELN0XeHNS COCTaBUTENS.

3aknounTeNbHas 4acTb TeKCcTa [OKNafHOM 3anucKyM npu  Heo6XOAMMOCTU MOXET ObiTb
npeAcTaBfieHa B TabIMUHONM hopMme.

[oknagHas 3anucka NOANUCLIBAETCA COCTaBUTE/IEM, €C/IM OHA MpPeLCTaBnsaeTCs PYyKOBOAUTENHO
nopasfenieHns, 1 pyKoBOAUTENEM MOLpa3feNneHns, ecnv OHa MpPeLCTaBnseTcs pekTopy (NpopekTopy)
YHuBepcuTeTa.

CnyxebHast 3anucka - [OKYMEHT BHYTPEHHei [efl0BON Mepernuvucku MeXay CTPYKTYPHbIMM
noapasfeneHns M  YHuBepcuTetTa WAM  AO/MKHOCTHbIMW NNLAMW, He HaxoAAwMMmuca B MPSAMOM
NOAYMHEHNN.
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHune

tOYpr AY-T1-05-03- rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
3/1-84/02-20

B TekcTe cnyXeGHOM 3anMCKU uW3naralTcs [eNnoBble BOMNPOChl (Kacawolwuecs paboThbl
CTPYKTYPHOI0 nojapasfieneHns uav SOHKHOCTHOrO NLa), peLleHne KOTopbiX TpebyeT B3avMOLENCTBUS
C APYTUMU CMEXHbIMU CTPYKTYPHbIMU MOAPa3LeNeHNAMU UAN APYTUMU JO/DKHOCTHBLIMU INLAMM.

CnyxebHble  3anNUCKM  COCTaBNAKTCA MO BOMpPOCaM  MaTepuasibHO-TEXHWYECKOro,
MH(OPMALMOHHOT0, X03ACTBEHHOr0 06ecrneyeHuns u ap.

O6bsACHUTENbHaA 3anucka ogopmaseTcs npu  HeoOXOAMMOCTM MUCbMEHHO O6BACHUTH
HenocpeLCTBEHHOMY PYKOBOAMTENHO MPUUYMHBI HEBBIMOIHEHUSA KAKUX-M6B0 MOPYYEHWUIA, JO/MKHOCTHbIX
06513aHHOCTEN MW TPYA0BOIN AUCLMMNINHBI.

OO6bACHUTENbHAA 3anMUCKa MOXET 6blTb OOPM/IEHA PYKOMUCHBIM CMOCOBOM Ha CTaHAAPTHOM
nucTe bymarm.

PeKBU3NTbI 06BACHUTE/BHOW 3aNUCKK NOA06HBbI PEKBM3UTAM LOKIa4HOM 3anucku. [lonyckaercs
COCTaB/IeHME [OKMafHOW, CAY>XeOHOM N O06BLACHMTENbHON 3anMCOK PYKOMUCHbIM CMOCO6OM Ha
CTaHAapTHOM NncTe Gymaru.

4.8. CnpaBK#n

CnpaBKa - 3TO [OKYMEHT, COfepXaljnii onncaHne v MOATBEPXAEHUe TeX WU UHbIX (PaKTOB
NN cobbITUIA, B TOM Yucne Buorpauyueckoro UM CnyXebHoro xapakrepa; B OT/iM4Me OT LOK/afHbIX
3anuncoK, OHa He TPebyeT NPUHATUSA KaKUX-1nMbo LeNCTBUIA OT PyKOBOAUTENS.

B 3aBMCUMMOCTM OT LieNeil CoCTaB/IeEHUS CrpaBKWU MOTYT ObITb:

- aHa/IMTUYECKMMU;

- OTYETHbIMU;

- MH(OPMaLNOHHbIMY;

- apXUBHbLIMU U T.4.

AHannTMYeckKne cnpaBKW COAEpPXaT MH(opMauuMio No BOMpocy uam npobneme, TpebytoLel
peweHns. OObIYHO aHaIMTUYECKME CMPaBKW MMEKT 3HAYuTe/lbHbIA 00beM TekCTa (40 3 CTpaHuL).
TeKCT aHaNUTUYeCKON CrpaBKM COCTOMT M3 Tpex 4acTeil. B mepBoil yacTM wm3naraetcsi OCHOBaHWe
COCTaB/IEHUNSA, BO BTOPOM - aHa/IM3 CUTyaLumn Uav BOMPOCa, B TPETbEN - BbIBOAbI U NPEAIOXKEHNS.

OT4eTHble CcrpaBKU cofepXaT o6oOLlalolmne WTOroOBble CBefeHWs O  pesy/nbTarax
[eaTe/IbHOCTU, MO3TOMY 3aro/l0BOK OTYETHOW CMpaBKW BK/IHOYAET YKasaHWe Ha MNepuof BpeMeHw,
K KOTOPOMY OTHOCATCS U3N10XEHHbIE B CNPaBKe CBEAEHUSA.

CnpaBKM WHMOPMALMOHHOIO XapakKTepa COCTaBMAOTCA C  LUelbld  UH(OOPMUPOBaHUSA
PYKOBOZCTBA O MOIOXEHWW [en.

CnpaBku 6rorpaguyeckoro Unn cny>ebHoro xapakrepa cnyxar 4/ YL40CTOBEPEHNS KaKMX-
NN60 topuAnNYecKNX (akToB, Hanpumep, O MOATBEPXAEHUU 3aHVMAaeMOM AO0/HKHOCTWU, O 3apaboTHOM
nnate, MecTe NPoXmBaHus 1 T.n. CNpaBKKW, KOTOPble ABMAIOTCA TUMOBLIMW, UMEKT YHU(PULNPOBAHHYHO
hopmy.

CnpaBku, Hanpasnsemble 3a npefesbl YHUBepCUTeTa, 0hOpMIAIOTCA Ha BnaHkKe YHuBepcuTeTa
(MMetoT peKBU3NUTDLI: AaTy, PerncTpaLMoHHbIA HOMep, afpecaT, 3arooBOK, TEKCT, NOAMUCH).

TekCT WMHMOPMAaLMOHHOMW M OTYETHOW CrpaBOK MOXeT OblTb O(OpMAeH B BuAe Tabnuubl,
BK/IOYATb pasfesibl 1 nofpassensl.
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MonoxxeHue

tOYpr AY-T1-05-03- rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
3/1-84/02-20

TeKCT CrnpaBKM HaYMHAETCA C YKa3aHUS B UMEHWUTEIbHOM MNagexe (aMunuv, MMeHW, O0T4ecTBa
g, 0 KOTOPOM COO0O6LLAKTCSA CBEAEHNS.

B TekcTe nt060M CnpaBKW He [LO/MKHO OblTb apxanMyHbiX 060POTOB, COAEPXKALLMX HEHYXXHbIe
CNOBa TWNa «HACTOSLLAsA CNPaBKa», «AeNCTBUTENIbHO paboTaeT» U T. A

B KOHLe cnpaBKM [aeTcsi Ha3BaHWe YYpeXAeHus, Kyda OHa MpefcTaBNiseTcs B C/yyae, eciu
crnpaBKa He UMeeT afpecHO YacTh (PEKBU3UT «afpecar»).

Ha cnpaBke CTaBWTCA fjaTa U PermcTpauMOHHbIA HOMep. TeKCT CnpaBKy 3aBepsaeTCs MOAMNUCHIO
1 neyarblo.

4.9. OT3bIBbI U peLUeH3nn

OT3bIB - 0(MUMNaNbHbIA OKYMEHT, COAepXXalluii OLEHKY Ybein-nnbo AesTeslbHOCTH.

PeLleH3MA - nevaTHbId OT3bIB Ha PYKOMWUCb WM Ny6MMKaLWUIO; COAEPXMUT pa3bop U OLEHKY
PELEH3MPYEMOr0 Hay4yHOro Tpyfa. B kayecTBe peueH3eHTa BbICTYMNaeT CMeymanncT B KOHKPETHON
06nacTu 3HaHWI.

PeueH3nsi Ha PYKOMUCb CAYXWUT AN MNOATBEPXKAEHWUS MEPCNeKTUBHOCTM ee nyb6avKaumu.
CoueTaeT B cebe YepTbl aHHOTaUMK, petepaTa, KPUTUUYECKON CTaTbMy.

O6a Buga aTMX 4OKYMEHTOB MmeyaTatoTCa Ha 00LieM 6/1aHKe WK Ha CTaHAapTHOM nucTe Gymaru
(popmata A4.

Ha 0T3bIBE U peLeH3nn NPoCTaBASETCA WTaMN 3aBePeHNs nognucy 1 repbosas neyarsb.

4.10. [loBepeHHOCTb

[loBepeHHOCTb MpeAcTaBnsieT CcO60M [JOKYMEHT, KOTOPbI/i COAEPXWUT MOMHOMOYMSA, Ha
OCHOBaHUW KOTOPbIX AOBEPUTE/ILHOE /TNLLO MOXKET AeNCTBOBaTb OT MMEHN YHUMBEpCUTETA.

[loBepeHHOCTb COCTaBMsieTCs B BMAe OYMaXHOro AokymeHTa dopmata A4 Ha 6GnaHke
YHuBepcMTeTa, KOTOPbIA JO/MKEH COAepXaTb AaTy BblAayun JOBEPEHHOCTH, HAVMEHOBaHME N PEKBU3UTDI
YHuBepcuTeTa, (amuavio, WMs, OTYECTBO, MAacCrOPTHble [aHHble [OBEPEHHOro0 /mua, CrAMCOK
MOMTHOMOYNIA, KOTOpble paspellaeTcs COBepliaTb AOBEPEHHOMY /MLy OT MMeHUW YHUBEpCUTeTa,
nogNUCb /LA, BbIAABLUEr0 [AOBEPEHHOCTb. J[LOMOMHUTENILHO B [OBEPEHHOCTM MOXHO YKas3aTb:
NOpPsiAKOBbLIA HOMEp, MeCTO Bblgayu, CpPOK AeWCTBUA, BO3MOXHOCTb WAM 3anpeT nepesoBepus,
KO/IMYECTBO 3K3eMNAAPOB, 06pa3eL, NOAMMCY AOBEPEHHOTO MLa.

[l0BEPEHHOCTN  pPerucTpupyroTca B HOPUAMYECKOM OTAeNe B JKypHane permcrpauumu
[0BEPEHHOCTel, NpucBaMBatoTCs MOPALKOBbIE HOMepa B Npefenax KaneHAapHoro roga. [oBepeHHOCTb
MCNONHAETCS B 3-X 3K3emMnnsapax, OANH 13 KOTOPbIX XPaHUTLCA B HOPUANYECKOM OTAE/E U MO UCTEYEHUIO
CpOKa [J0BEPeHHOCTb MepefaeTcs Ha XpaHeHWe B ynpaBneHue [efnamy U CBs3ell C 06LLeCTBEHHOCTbIO
(apxwuB).

4.11. BHeceHMe U3MEHEHWUI 1 LONOMIHEHUI B pacnopsanTe/ibHble JOKYMEHTbI
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
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(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

POYE/E,%Z’/OIQ%OB rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY

Ecnv nprika3 SONONHAET, OTMEHSET UM U3MEHSeT paHee N3faHHble NPUKasbl AN UX OTAE/NbHbIE
MYHKTbl, TO O4WH W3 MYHKTOB PacnopsAuTeNlbHOW 4acTu TekCTa AO/DKEH COAepXaTb CCbIIKY Ha
OOKYMEHT (NYHKT AOKYMEHTa), B KOTOPbIA BHOCATCA W3MEHEHWs, C YyKa3aHWem ero fAatbl, HOMepa
N aHHOTaLmMu (3aronoBKa).

Moj u3MeHeHMeM [OKYMEHTA MOHUMAeTCA He TOJIbKO 3aMeHa OfLHUX 3/1eMEHTOB APYrUMK, HO
N UCKITIOYEHMEe 3TUX 3NIEMEHTOB 6e3 3aMeHbl, a TaKXXe AOMNOHEHNE LOKYMEHTA HOBLIMU 3/IEMEHTaMMU.

BHeceHVeM M3MeHeHWI B pacnopaanuTe/bHbIA OKYMEHT CUMTAETCH:

- 3aMeHa cnos, Lupp;

NCKNHOYEHME U3 TeKCTa pacnopagnMTenbHOro JoOKyMeHTa cnoB, uudp, NpesnoXeHui;
NCK/OYEHNE CTPYKTYPHbIX efnHuL,;
HOBas peflakLms CTPYKTYPHON eAMHWLbI PaCNOPSAANTENBHOTO JOKYMEHTE,;

[OMONHEHMe CTPYKTYPHON eAMHMUbI MyHKTa pacrnopsaguTeNnbHOro  JOKYMeHTa HOBbIMU
coBamu, Uudpamun uam npessiokeHnsamu;

- [OMNOJSIHEHME CTPYKTYPHbIMWU 3N1eMeHTaMW PacrnopsafuTenbHOr0  AOKYMEHTA  MyHKTamu,
ab3auamu, geucamu, NPUIOXKEHUAMI, CNOBaMU, Ludpamu;

- W3N0XeHWe B HOBOWM pefakuuW 3arofioBKa, KOHCTATMPYHOLWENR MM MOTMBMPOBOYHON YacTw,
CTPYKTYpHOro afeMeHTa (NyHKTa, ab3aua, feguca), NPpUIoXeHus.

B aHHOTaLmMK (3aronoBke, KPAaTKOM COLEepXaHUn) pacnopsgnTe/isHOro JokyMeHTa «O BHECeHUM
N3MeHeHU B NprKa3 (pacrnopskeHue)...» yKasblBaKOTCA faTa, HOMEP AOKYMEHTa, B KOTOPbIA BHOCATCA
M3MEHEHUS, aHHOTaUUA LOKYMeHTa (KpaTKoe COfepXKaHue), KOTOpPoe 3aK/Ni04aeTcs B KaBblYKKW, B KOHLE
3aro/noBKa TOYKa He CTaBUTCA.

Hanpumep:

O BHeceHMM u3MeHeHM B npuka3 ot 21.03.2019 r. Ne 198 cr. «O cTMNEHAWANbLHOM
obecreyeHnN CTyIeHTOB BETEPMHAPHOIO (haKy/bTeTax.

B Ha3BaHWM [LOKYMeHTa O BHECEHMM W3MEHeHW MOryT ObiTb yKa3aHbl He TOJIbKO CBeAeHUs
0 Ha3BaHWM W3MEHAEeMOro [OKYMEHTa, HO W KOHKPETHble CTPYKTYpPHble eAuHWLbI, B KOTOpble 3TK
N3MEeHeHUs BHOCATCS.

Hanpumep:

O BHeCeHMMN U3MeHEHUS B NYHKT 2 npukasa oT 15.10.2013 r. Ne 315 «O6 opraHusayum....... »

N3MeHeHWs, Kak NpaBuio, BHOCATCA TO/IbKO B OCHOBHOW pPacnopsAuTeNIbHbIA JOKYMEHT.

MMYyHKTbl MOTYT [eNUTbCA Ha MNOAMNYHKTbl, 0603HayYaeMble CTPOYHbIMWU OyKBaMU PYCCKOro
anasuTa C 3aKpbIBatOLLEN KPYr10i CKOOKOIA.

Hanpumep:

BHecTn B Npnkas oT....... No... «O6...» cregytoLne N3IMeHeHUs:

1) ...; (NyHKT 1)

2) ...; (NYHKT 2)

3) ... (NyHKT 3)

a) ...; (NOANYHKT «a» MyHKTa 3)

6) ..., (MOANYHKT «6» NyHKTa 3)

4) ... . (NyHKT 4)
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MonoxxeHue

OYprAY-T1-05-03- rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
3/1-84/02-20

TekCT pacnopsguTencHOro LOKYMeHTa HauMHaeTcsa co CnoB: «BHecTu B (yKasblBaeTcs BuUf
(Npwkas, pacnopsbkeHue, NPUIOXKEHUe K NpuKasy), Aara, PerucTpayuoHHbIi HOMEP U HavMeHOBaHue
[LOKYMEHTa, B KOTOPbIA BHOCATCA U3MEHEHWS) CNefytolme U3MEHEHNS: ...».

BHOCUMble B pacrnopsanTe/bHbIA JOKYMEHT U3MEHeHUs LOKHbI U3naratbCs NOCnef0BaTeNbHO
C YKa3aHMem KOHKPETHOW CTPYKTYPHOW eAuHMWLbl JOKYMEHTa, (HauMHas C HavMeHbllel), B KOTOPYHO
BHOCATCS U3MEHEHNS.

Hanpumep: «1) a63al, BTOpoi NyHKTa 3 Moc/e CNoB «........ » [IOMOMIHNTb CMIOBAMMU «......... ».

Ecnv  w©3  TekcTa [OKyMeHTa WCKNo4YalTcs  (LOMOMHAKTCA)  OTAeNbHble  CoBa, TO
B pacnopsignTenbHOM [LOKYMEHTE, KOTOPbIM BHOCATCA M3MEHEHWSs, YKa3blBaeTCs, B KAKOM MeCTe TekCTa
(aHHOTauwmsa, npeambyna, ctaTbs (MYHKT), ab3au, NPWUIOXKEHWe W T.4.) UCKNKYATCA (LOMNOSHATCA)
C/10Ba, a CaMu C/1I0Ba YKa3blBatOTCA B KaBblYKaX.

BHeceHVe W3MEHEHU B [AOKYMeHT B 0606lieHHON dopme (B T.4. 3ameHa C/oB
1 CNOBOCOYETAHMIN C UCNONb30BaHMEM (HOPMYIMPOBKY «IMO TEKCTY») HE [OMYCKaeTCH.

Kaxpoe wu3MeHeHWe [O/MMKHO OblTb O(OPMIIEHO OTAENIbHO C YKa3aHWeM KOHKPETHOro
CTPYKTYPHOIO 3/1EMeHTa pacrnopsanTeIbHOro JOKyMeHTa.

Ecnu B TeKCTe JOKYMeHTa 3aMeHSATCA LM(poBble NOKasaTeNn (4eHeXxHas cyMMa, nnaowiaas), To
paHee yKas3aHHble W HOBble MOKa3aTe/ B TEKCTe MpPaBOBOro akra, KOTOPbIM BHOCATCA WU3MEHEHUs,
YKa3bIBaKOTCA B KaBblYKax.

Mpn HeO0b6XOAMMOCTI 3aMeHbl LUPPOBLIX 0603HAYEHUI YyNOTPebNseTca TEPMUH «UNPPbI», a He
«yucna». Hanpumep: «uudpsl 12, 14, 125" 3ameHnTb umppamm "13, 15, 126" ».

Mpn He0BXOAMMOCTM 3aMeHbI C/I0B U LMdp yNnoTpebnseTcs TepMUH «Ciosay». Hanpumep: «cnosa
"B 50 pa3" 3ameHUTL cioBamu "B 100 pas'».

[JononHeHne ab3alLaMmm BHOCMTCA TONbKO B KOHEL, COOTBETCTBYIOLLErO CTPYKTYPHOrO 3/1IEMEHTA.
Mpu Heob6XOAMMOCTU BK/IKOUYEHWS HOBOrO ab3aua Mexay yxe vMerommMmuca absauamu [aeTcs HOBas
pefakums TOro CTPYKTYPHOrO 3/IEMeHTa pacrnopsuTe/lbHOro [LOKYMEHTa, K KOTOPOMY OTHOCKTCS
ab3adl,

[Mpn MCKIKOYEHUN U3 pPacrnopsaavTeNIbHOro AOKYMEHTA MYHKTOB W MOAMYHKTOB, a TakxXe Mnpu
[ONONHEHUN PacropsaUTENbHOro AOKYMeHTa MyHKTaMuW W NOAMYHKTaMW WU3MeHeHWe Hymepauuu
NoCNeLytoLWmMX NYHKTOB M NOAMYHKTOB HE NPOU3BOANTCS.

BHeceHMe 3HAUMTENbHOrO 4UCNa W3MEHEHWI B  pPacrnopsauTeNbHbIA  LOKYMEHT MOXeT
OCYLLECTBNATLCA MYyTeM NPUHATUSA ero B HOBON pefakLmm.

Mpn BHECEHUW W3MEHEeHWI B pacnopsAuTeNbHbIA LOKYMEHT MyTeM MPUHATUA €ero B HOBOW
pefakLmmn He AONYCKaeTca M3MeHeHMe BUAA Y aHHOTaL MK (KpPaTKoOro COAepXKaHus) pacnopaamTelsHOro
LOKYMEHTa.

PacnopsagnTenbHbld LOKYMEHT W3JaeTcsi B HOBOW pefakuuu C OL4HOBPEMEHHbIM MPU3HaAHWEM
yTpaTUBLUMM CU/y paHee AeliCTBOBaBLUEro JOKYMEHTa B Clly4vasX, eciu:

- HeobX0AMMO BHECTWU M3MeHeHWs, Tpebytolime nepepaboTKM pacnopsanTeNbHOro AOKYMeHTa
MO CYLLEeCTBY W He MO3BOMISIIOLLME OrpaHWYUTLCA HOBOW pefakuueil ero OTAeNbHbIX CTPYKTYPHbIX
3/1EMEHTOB;

- Heo6X0AUMO BHECTW B pacropsAAnTeNIbHbIA LOKYMEHT U3MEHeHUs, 3aTparnsatoLLme novtu Bce
€ro CTPYKTYPHbIE 3/IEMEHTbI;
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- COXPaHAIOT 3HAYeHME TOMbKO OTAENbHbIE CTPYKTYPHble 3/1EMEHTbI PacropsAnTeIbHOro
[IOKYMEHTa, NPUYEM YaCTUYHO;

- HEO6XOAMMO BHECTW WU3MEHEHUs B PACMOPAANTE/NbHbINA JOKYMEHT, MPU3HAHHBIA yTPaTUBLLNM
CUY B HEOTAENMMOIA YacTy.

3ameHa OTAE/NbHbIX JIMCTOB Pa3s0C/aHHbIX PacropAANTENbHLIX AOKYMEHTOB Mpu 06Hapy>KeHum
ophorpatyecknx UM TEXHUUYECKUX OLUIMGOK MOXET 6biTh NMPou3BeAeHa TONbKO MOC/e COrnacoBaHus
C 06LLMM OTAENOM.

Mpy HEOGXOAMMOCTM MCMpaB/eHNs (3aMeHbl) OHOro WM 60/ee Cr0B MPOM3BOAWUTCA 3amMeHa
MOMHOTrO /IMCTa PacropsAAnUTENbHOTO [OKYMEHTa, MpU 3TOM COXPAaHSETCA HyMepauus CTpaHuL
YTBEPXKAEHHOI0 PacrnopsaAnTenbHOro (MoAMMCaHHOr0) JOKYMEHTA.

B 3TOM Cny4ae MCMOMHUTENb O(OPMISIET 3aMeHSIEMblii IMCT PacropsaanuTeNbHOTO [A0KYMeHTa
creflytolmmM 06pa3oM: Ha BEpPXHEM Mosie HOBOro (M3MEHSeMOro) iMcTa AenaeTca Hagnuch «B3ameH
pa3ociaHHOro .» (MpW 3amMeHe HECKOMbKMX JIUCTOB HAANUCh [AeNaeTcs Ha Kaxaol CTpaHuLe)
1 YKa3blBaeTCA JaTa, HOMEP W Ha3BaHWe PacrnopsaguTenbHOro [AOKYMEHTa, B KOTOPOM MPOW3BOAMTCS
3aMeHa IMCTOB (Mpu 3aMeHe MepBOi CTPaHWLbI - AaTy, HOMEp YKasbiBaTb He Hafo).

[eno pacnopagutenbHoOro [JokymeHta (MOASMHHMK) [IOMONHAETCA 3aMEHsIeMbiM  JIMCTOM
(nmnctamn).

5. OPTAHN3AUNA OOKYMEHTOOBOPOTA N NCITONHEHNA JOKYMEHTOB
5.1. OpraHusaumsa JOKYMeHTo06opoTa

OpraHusaumns paboTbl C [LOKYMeHTaMy B YHUBEPCUTETE persiaMeHTUPYeTcs HacTOALLUM
MonoxkeHveM, NONOXKEHUAMMN O CTPYKTYPHbIX NOAPA3AENeHNsAX, JOMKHOCTHLIMU UHCTPYKLUUAMU.

MMpoxoxaeHne [OKYMeHTa B YHWBepCcUMTeTe C MOMEHTa MOJyyYeHUs WM  CO3JaHus [0
3aBepLUEHNA NX UCMOSTHEHUS UM OTNPaBKM 06pasyeT JOKYMEeHTO060pOT.

Bce JOKYMeHTbI YHMBepcuTeTa AeNATCA Ha TPY AOKYMEHTOMOTOKA.

Bxogswme (MocTtynatouine) LOKYMEHTbI HECYT UCXOAHYHO, MEPBUYHYIO MH(OPMALUIO.

3T0 [LOKYMEHTbl BbILLECTOAWMX OpraHn3auni, LOKYMEHTbl U MUCbMa PasHbIX MUHUCTEPCTB
¥ BEOMCTB, MUCbMa OPUANYECKNX U (DU3NYECKUX NIULL U FpadKaaH, Apyrue LOKYMEHTbI.

Mcxopsawme (OTnpasnisieMble) JOKYMEHTbI - B afpec BbleCTOAWMX U APYTUX OpraHu3alui,
OTAENbHbIM rpaXkaaHam.

BHyTpeHHMe (He BbIXOAAWMe 3a npefenbl YHUBEPCUTETA) [AOKYMEHTbl -  C/Y>Xe6Hble
W JOKNafHbIe 3aNUCKK, INYHbIE 3asBIEHUS U T.A,

O6béM [OKYMEeHTOO60pOTa COCTOMT M3 CyMMbl MOCTYMaKLWmMX, OTNPaBASEMbIX U BHYTPEHHUX
[AOKYMEHTOB 3a OnpeAenéHHbIN Nepuos, BpeMeHMU.

5.2. OpraHusauma gocTaBKM JOKYMEHTOB

[ocTaBKa [OKYMEHTOB B YHMWBEPCUTET OCYLLECTB/AETCA, KakK MpaBWio, CpeacTeamu
KYPbepCKOi, NOYTOBOMN M 3NEKTPUYECKON CBA3U ((haKCUMUbHAA CBA3b, 3/1EKTPOHHAS MOYTa).
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C NoMOLLbIO MOYTOBOW CBSI3U B YHMBEPCUTET [OCTaBASETCS MUCbMEHHasi KOpPPecnoHAeHLus
B BUAE NPOCTbIX, 3aKa3HbIX MUCEM, MOYTOBbLIX KapTouek, GaHAeponei W MoCbINoK, a Takxke fevyaTHble
n3gaHus.

Mo KaHanam 31eKTPMYECKOI CBS3M NOCTYNAaKT 31eKTPOHHbIE AOKYMEHTHI.

dakcMMUNbHas CBS3b U 3MEKTPOHHAs MoyTa MCNOMb3yTCs B YHMBEPCUTETE C  LeNbto
OrnepaTMBHOrO MNoslyyeHus (nepefaun) MHMOpPMaLMKU, B TOM UMCie AOKYMEHTOB, OTMPaBseMbIX MO
rnouTe.

5.3. INpuem, 06paboTKa 1 pacnpeseneHne NocTynaroLWmnx JOKYMeHTOB

Bcsa KoppecnoHaeHums, nocTynawowas B By3, [LOCTaBNSETCA B OTAE/N YNpas/ieHUs [enamu
N CBA3E C O06OWECTBEHHOCTbIO YHuBepcuteta (manee otgen YACO). [JOKyMeHTbl, afpecOBaHHble
PYKOBOACTBY YHMBeEpcuTeTa, a Takke 0e3 YykasaHWd KOHKPETHOro /fuua wuaM  CTPYKTYPHOro
nogpasgeneHns npefBapuTeNbHO — paccMatpuBaroTca  coTpyaHukamu otgena YACO, a 3atem
Hanpas/ATCA HA PACCMOTPEHNE PEKTOPY, Aasee LOCTaBAATCA UCMOMHUTENAM WX B NOAPA3Le/NeHNe.

KoHBepTbl C JOKYMEHTaMW BCKPbLIBAKOTCA (328 UCK/IHOYEHNEM KOHBEPTOB C MOMETKOW «/IMYHO»).
Mpy npueme KOppecnoHAEeHLMM NPOBepseTCA LEeNOCTHOCTb YMakOBKW [LOKYMEHTOB M MPaBWU/bHOCTb
pfoctaBkn. OLWMO0YHO [OCTaB/IeHHAA KOPPECNOHAEHUMA BO3BPALLAETCA Ha MouTy ANA Mepechbliku
afpecary.

KoHBepTbl OT MOCTYNMBLUEA KOPPeCcnoHAEHLMN, COXPaHSAKTCS U NpuaaratoTcs K LOKYMeHTam
B C/ly4asx:

* eC/I1 afpec OTNpaBUTeNa yYKa3aH TO/IbKO Ha KOHBepPTe;

* eCNN parta JOKYMeHTa U fjaTa ero OTnpaBKW COrNacHo NOYTOBOMY LUTEMMNENO MMEKT 60NbLUME
PacxoXeHuns BO BPEMEHU;

* €C/I KOHBEPT HEOb6XOAMM B KayeCcTBe OMpasAaTeNbHOro AOKYMEHTA K pacxofam Mo onnate
KOpPpPecnoHAeHUNN;

* €C/I1 B KOHBEpTE COAep>KaTcs 3asaBeHNs rpaxiaH;

* KOrfa KOHBEPT MOXET ABAATLCA [OKYMEHTOM, MOATBEpXAatoWmMM [aTy MonyyveHus
OTNPaB/IeHHOM KOPPeCNOHAEHLUNN.

B cnyyae nonydyeHus cyfebHbIX OAOKYMEHTOB KOHBEPT npunaraetcd o6s3aresbHO. Bo Bcex
OCT&/lbHbIX C/lyYasax KOHBEPTbl YHUUTOXat0T.

Bce noctynueLLMe JOKYMEHTbI NepesaloTca PEKTOPY Ha PacCCMOTPEHME B iIeHb UX NOCTYMN/IEHUS.

JokymeHTbl, noctynuBwune ¢ oTmeTtkamm CPOYHO, OINMEPATWMBHO HesameanutenbHo
peructpupytotca B otgene YACO v nepefatoTcs pyKOBOACTBY.

Mocbinkn, NpubbIBLLME B aapec YHuBepcuTeTa, nonyyaet otgen Y/A4CO.

O noctynneHumn TeneoHorpamm, TenerpamMm U ApYrux AOKYMEHTOB, TPebyHoLMX CPOYHOro
WCNOMHEHNSA, COTPYAHWK OTAena ynpasfeHus fenaMu U CBA3el C OOLLEeCTBEHHOCTbI  M3BeLLaeT
CTPYKTYpPHble nofpasaenieHns no TenedoHy.
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MepBuyHasa o06paboTka [OKYMEHTOB 3aKaHYMBaeTCs WX COPTMPOBKOWM Ha perncrpupyemble

1 HeperncTpupyemsbile.

5.4. Pernctpauyma noctynarwLmx JOKYMeHTOB

Pervctpauusa BXOAAWMX [LOKYMEHTOB MPOU3BOAMTCSA He3aBMCMMO OT crnocoba MX [OCTaBKu
LLeHTpasiM30BaHO  COTpyAHMKOM oTgena YACO B crnpaBovyHMKe — «Bxopgawme — LOKYMEHTbI»
«1C:loKkyMeHTO060pOTa» MyTeM CO3L4aHWNA KapTOUKMN LOKYMEHTa.

Pervctpauusa BXOAAWMX JOKYMEHTOB OCYLLECTBNSETCA B AeHb UX MOCTYMNEHUA WX HE NO3LHee
nepBoi NONOBUHbI CMEAYHOLLEr0 paboyero AHs.

B kapTouke JOKYMeHTa Npu perncrpaLnm foMmKHbl ObiTb 3aM0/THEHbI CNefyoLLne nons:

- oTnpasuTenb (M3 cnpaBoYHWKA «KOpPECNOHAEHTbI»; €eCnM Takoro KOPPEeCnOHAEeHTa HeT,

TpebyeTcs co3faHne HOBOro KOPPeCcrnoHAeHTa);

- nognucan (PO nunua, NoANMUCaBLLENO JOKYMEHT);

- Ne oTnpaBsuTens u gara;

- B OTBeT Ha (ecnun JOKYMEHT AB/IAETCA OTBETOM Ha UHULMATUBHBIN);

- apgpecat (PO nuua, KoMy afpecoBaH AOKYMEHT);

- nojpasjenieHune (3anonHaeTcq aBTOMaTUYECKM NOCNe yKa3aHNa afpecaTa);

- CPOK McnosiHeHus (ecnu ecTb);

- rpug goctyna;

- BuA (M3 cnpaBoOYHMKa «Buabl AOKYMEHTOBY);

- nonyuyeH (cnoco6 focTaBKM);

- COCTOSiHMe (Ha perucTpauuun, 6yaeTt 3an0/HEHO aBTOMATUYECKN);

- opraHusaums (ecnv BedeTcs yyeT No opraHn3aLmsam);

- HaumeHoBaHMe (3aroNoBOK K JOKYMEHTY);

- NpeameT Mepenunucku.

ByMaxHble [OKYMEHTbI CKaHMPYHOTCA W MNPUKPENAsOTCA K YYeTHOW KapTouke. [LOKYMEHTbI,
NOCTYNMBLUME B 3/1EKTPOHHOM BMAe, NPUKPENATCA K YYETHOW KapTouke MyTem 3arpysku caina c
AnCKa.

PermcTpaunoHHbIl HOMep BXOAALLEr0 LOKYMEHTa CO34aeTcs aBTOMaTUYeCKn C YY4eTOM HacTpOoeK
Hymepatopa B «1C:[JoKymMeHTO060pOoTE» MO BUAAM [OKYMEHTOB.

CocTaB perucTpauuMoHHOro HOMepa BXOAALLEro [OKYMEHTa YCTaHOB/IeH aBTOMAaTMYecKu
HacTpoiikamn «1C:[lokymeHToo60opoTa». [lpn perucrpayum [OKYMeHTa WHAEKCbl MpPOCTaBAATCA
aBTOMAaTUYeCKM B 3aBUCUMOCTM OT BbIOPAHHOIO BMAa LOKYMEHTA.

MMocne perucTpaumm LOKYMeHTa aBTOMATUYecku CTapTyeT npouecc «O6paboTka BXOAALLEro
AOKYMEHTa», KOTOPbI BKIKOYAET NpoLecchl «PacCMOTPeHMs» U «CnncaHus B AeNo».

Pervctpaumv He nofnexar [AOKYMEHTbl, He TpebyloLlime WCMOMHEHUS W He cofepxalime
MHOpMaL MK, NCNOMb3YEMOI B CMIPABOYHBIX LiENAX:
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* MeyaTHble u3gaHus (rasetbl, KHUMW, XXYpPHa/bl, OPOLLIOPLI, GIONNETEHMN, PEKNaMHble U3LaHNS,
MpOoCNeKThbl, aBTopedeparsbl);

e  CBOAKM M MHOpMaLMs, NPUCNaHHbIe ANS CBEAEHUS;

* MaTepuasbl MHPOPMALMOHHO-CNPABOYHOIO XapakTepa, CTaTUCTUYeCKue COOPHUKWU, KHUTW,
MPOCMEKTbI C HAyYHO-TEXHNYECKOW MH(opMaLLMei;

* nporpamMmbl CEMWHAPOB, KOH(MEpPeHUWA, CUMNO3MYMOB W [Ap. MOLOGHLIX MepOonpuUATWA;
peKNaMHble U3BELLEHUS, NiaKaTbl, NPOCNEKTbI;

* no3gpaBuTeNlbHblE NUCbMa, OTKPLITKU 1 TenerpaMmbl, MPUracuTenbHble 6UeTbl U T.0.

5.4.1. MNpeaBapuTeNbHOE PACCMOTPEHME JOKYMEHTOB

MpeaBapuTebHOE PaCCMOTPEHME AOKYMEHTOB NPOBOAMTCA HEMOCPEACTBEHHO NOC/E MEPBUYHOA
06paboTKN C Uenbl pacnpefeneHns NOCTYNUBLLUMX [OKYMEHTOB Ha Tpebytouime 0653aTe/IbHOro
paccMOTPeHUs PYKOBOLCTBOM M Hanpas/isieMble HEMOCPEACTBEHHO OTBETCTBEHHbLIM UCMONHUTENAM.

be3 npeaBapMTeNLHOro paccMOTPeHUA nepefaroTcs Mo HasHauYeHU0 AOKYMEHThI, afpecoBaHHbIe
HenocpeACTBEHHO CTPYKTYPHbIM MOAPA3LAEEHUAM NN LO/HKHOCTHBIM N1LAM.

[JOKyMeHTbl,  Tpebyioline  pacCMOTPEHUS  PYKOBOACTBOM,  HanpaBAslOTCA  PEKTopy.
PaccMoTpeHHble pYyKOBOACTBOM [AOKYMEHTbI, Bo3Bpawiatotcd B otgen YAOCO, rae B nporpammy
permctpaumn KoppecnoHAeHUMU BHOCUTCA COLepXKaHWe pe3osniioLlun, a cam LOKYMEeHT nepefaeTcd Ha
NCNOMIHEeHUe.

5.4.2. MopAfOK paccMOTpPeHUA OOKYMEHTOB PYKOBOACTBOM YHUBEpPCUTETA U [J0BEAEHUE
AOKYMEHTOB 10 UCMOSIHUTESEN

VH(popmauma o Heo6X0ANMMOCTU PacCMOTPeTb AOKYMEHT NOCTynaeT A40/HKHOCTHOMY NLY B BUAe
3afaumn «1C:[oKyMeHTO060poTa» CO CCbI/IKOM Ha AOKYMEHT.

Pe3ynbTaT pacCMOTPeHMs (MKCMPYeTCcAa Ha 3aknagke «Pe3ynbTaT pacCMOTpeHusi» W 3agaeT
AanbHeliwee ABMKEHNE JOKYMEHTY. Pe3ybTaTOM PacCMOTPEHMSA MOXET BbICTYNaTb:

- TeKCTOBas pe3osioLms,;

- HanpaefieHNe Ha UCNONHEHNE;

- HanpaB/fieHne Ha 03HaKOM/IEHME.

Bbibop BapuaHTa pe3yfnbTaTa pacCMOTPEHWS 3aBUCUT OT  COLEpPXaHus U Ha3HayeHus
NOCTYNMBLUNX AOKYMEHTOB:

- NOKYMEHTbI, TpebytoLne NCNoMHEHUS;

- pesonouMs € MOPYYEHMEM W yKasaHMem CpoKa  WCNOMHUTeNs  uauM  OTnpaBKa

HernocpeacTBEHHOMY MCMONHMTEND (MN UCNONHUTENAM POJIN) C YKa3aHWEM CPOKa UCMOSTHEHWS;

- [OKYMEHTbI, He TpebytoLe NCNONHEHNS, - OTMpaBKa Ha 03HaKOM/IEHMe.

B KauyecTBe WMCNOMHUTENS MOXeT OblTb BblopaH KOHKPETHbIA PaboTHUK WM pofib, 3afaHHas
3apaHee B «1C:[loKymMeHTO060pOTE.

PoneBas MapwipyTusaumsa aBnseTcs npeanoyvTuTesIsHOM, NOCKO/bKY NPU UCMOMNb30BaHUM POIEBOM
agpecaumm He TpebyeTcs MepeHanpaBfeHWs 3aday MpPU CMEHe WCMOSHUTeNein TOW WAW MHOM ponu -
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«1C:[JoOKyMeHTO060pPOT» aBTOMATUYECKM (OPMMPYET CMUCOK 3aday Monb30BaTeNssM C  Y4YeToM
aKTyanbHOW (TeKyLLein) MH(popMaLMn o TOM, Kakue poiu OHU UCMONHSAKT B AaHHbI MOMeHT. CBeaeHMs
06 WCNONHEHMM pONei paboTHMKaMKM YHMBepcUTETa cofepxXaTcs B cnucke «VicnonHuTenn 3afgays»
pasgena «CoBmecTHas paboTa».

5.5. OpraHusauusa paboTbl C 0TNPaBAAEMbIMU JOKYMEHTaMN

[MopAafoK MOArOTOBKM MCXOAAWMX AOKYMEHTOB BK/HOYAeT B CebA: COCTaBNeHWe MPOoeKTa
LOKYMeHTa, corfiacoBaHue, nognucaHue (YTBepXAeHWE), TUPAXNPOBAHNE U OTMPaBKY.

VicnonHuTens roToBUT MPOEKT AOKYMEHTA B COOTBETCTBMU C TPebOBaAHUAMMU, NPEeAbABIAEMbIMU
K KOHKPETHOMY BWAY [LOKYMEHTa, Ha 6/1aHKe YCTaHOB/IEHHOW (hOpMbl AN OTNPaBKN AOKYMEHTOB, He
VMEIOLLMX afipeCcHOM YacTu, rOTOBUTCA CONPOBOAUTENbHOE MUCHMO.

[o nepegaun [QOKYMeHTa Ha MOAMUCL WCNOSIHWUTENb [O/DKEH MPOBEPUTL €ro CoAepXaHwue,
NpaBUIbLHOCTL OOPMIEHUS, afpecaunto, Hanmume HeoOXOAMMbIX PEeKBU3UTOB, BU3 U MPUIOXEHWIA.
JOKYMEHT npefCcTaBnAeTCA Ha NOANUCL BMECTe C MaTepuasaMmu, Ha OCHOBaHWUW KOTOPbIX OH rOTOBUJICS.

MofANMCaHHbIA PEKTOPOM WX MNPOPEKTOPOM MO HarpaBneHWUO [LOKYMEHT W ero Konus
C MOAMWUCbID UCMONHWUTENA npefcTasngetca B otgen YACO YHuBepcuTeTa [ANA  perucTpayuu.
PerucTtpauusa oTrnpasiseMbiX JOKYMEHTOB OCYLLECTB/IAETCA B feHb UX MOANUCAHNA (YTBEPXAEHWNA) UK
Ha cregyrowmnin - paboumin  geHb.  CoTpyaHuk  oTtgena YOCO  peructpupyetr  AOKYMEHT
B PErncTpaumroHHOM nporpamMmme UCXOAALMX AOKYMEHTOB, NPOCTaB/AET UCXOAALLUA HOMEP M ATy Ha
opuUrvHane U Konusx. 3aTeM OpuruHan OThpasfseTcs afpecaty OLHUM W3 UCMOMb3YeMblX
B YHUBEpPCUTETE BUAOB CBA3W, OAUH 3K3eMMAAP KOMWW BO3BpALLaeTCA UCNONHUTENO, BTOPOM - B [ENO,
CKaHKOMMA OCTaeTCA B 3/1eKTPOHHOM Buae. PelleHve o cnocobe [OCTaBKM [OKYMeHTa ajpecarty,
a TakXKe 0 Heobxo4MMOCTHY LOCbINKK afpecaty NOANMHHNKA JOKYMEHTA B C/lyyae OTNpaBKW LOKYMeHTa
no PakCUMMW/IbHOW CBA3W MPUHMMAET NOApa3feNeHNe-NCNONHUTENb.

MoAroToBKY M OTMNpPaBKy AOKYMEHTOB npoussogut otgen Y4CO.

Ha KoHBepTe npocTaBnaeTca:

B NPaBOM HWXHEM Yrfy - ecfinm MUCbMO afpecyeTcs AO/MKHOCTHOMY uLYy opraHusauuu, To
CHayana ykasblBatoTCA ero MHuumanbl, amuamns, LOMKHOCTb, HAUMEHOBaHME YUPEXeHWs, NOYTOBbI
afjpec 1 No4ToBbIA MHAEKC agpecaTa.

Ajpec nNuweTcs YeTKO M 6e3 UCNpaB/eHNA, B HEM He LO/HKHO ObiTb 3HAKOB, He OTHOCALLMXCA
K afpecy, 1 COKpaLleHHbIX Ha3BaHWIA.

Bec oTnpaenseMoii KOppeCcnoHAEHL MM He LO/HKEH NPEBbILLIATL 2 K.

OTBeTCTBEHHbIe 3a [e/IONPOM3BOACTBO B CTPYKTYPHbIX MOApa3feneHnsx nepes caadeld
KOpPPECMOHAEHLMN Ha OTNPaBKy AO/MKHbI 0653aTefIbHO MPOBEPUTL MPABUILHOCTL ee OOopMIeHUs
N afpecoBaHus.

[OKyMeHTbI, npefHa3HauyeHHble /19 pPacCblIKWU MO NOYTe, BKaAblBAOTCA B KOHBepThl. [Mepes
yNakoBKOI NpoBepsieTcs NpaBuIbHOCTb O(OPMIEHUS OKYMEHTA, Ha/IMuMe NPUIOXEHWNIA, COOTBETCTBUE
KO/INYEeCTBa 3K3eMMIAPOB KOMIMYECTBY aApecaTos.

KoHBepTOBaHME KOPPECMOHAEHUMM W APYTUX MOYTOBLIX OTMPaBJEHUA NPOU3BOAUTCS
COTPYZAHUKAMWN CTPYKTYPHbIX NOAPa3aeneHuni.

[lOKyMeHTbI, HanpaB/seMble NOYTOBON CBA3bIO B OAMH afpec, BKNaAbIBalOTCA B OAWH KOHBEPT.
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Mucbma 1 TenerpaMmbl IMYHOTO XapakTepa v Apyrue JOKYMEHTbl, He CBA3aHHbIE CO CY>KeOHO
[eATeNbHOCTbIO, K OTMPaBKe He NPUHUMAKOTCS.

Jocbinka unm 3ameHa pasoC/aHHOTO paHee AOKYMeHTa OCYLLEeCTBASETCA MO YKasaHUo nuua,
nognucasLLlero JOKYMEHT.

O6paboTka 0TnpaBnsemMoin koppecnoHgeHummn B otaene YACO 3akioyaeTcs B ee COPTUPOBKE,
onpesfeneHUy U MPOCTaB/IEHUN CTOMMOCTU OTMPAB/IEHUS, COCTaB/IEHUN CMMUCKOB Ha 3aKasHyl MouTy
N cfadva ee B OTAeNIeHNe CBA3W.

YcTaHaBNMBAeTCA CnefylolWnidi nepeyeHb [OKYMEHTOB, OTMPaB/feMbIX 3aKa3HbIMW MUCbMaMWy
1 6aHaepoNAMU:

TPYLOBble KHUXKM,;

AUNIOMbI 06 OKOHYaHWUMN YYe6HbIX 3aBefeHWiA;
anccepraumum;

OTYeThl;

aKaZileM1yecKmne crnpasku;

3afBKMN Ha U3006peTeHus;

apXW1BHbIE CMpPaBKMU.

O6paboTka AOKYMEHTOB AN OTNPaBKM MOYTOBONM CBSI3bHO, OCYLLECTBAAETCA pPabOTHUKaMM
otfena YCO, B COOTBETCTBUN YCTaHOBMEHHbIMU npasunamn ®IYT «Moyta Poccum».

B npouecce 06paboTKM LOKYMEHTOB MPOU3BOAMTCSA WX COPTMPOBKA MO BUAAM W KaTeropusam
MOYTOBbLIX OTMNPaB/EHWI; OMNpeAeseHne CTOMMOCTM MOYTOBOrO OTMPaBfieHWs M HaHeCeHWe 3Haka
MoOYTOBOro cbopa; cocTaBNeHne PEECTPOB Ha OTNPaBISEMYI0 KOPPeCnoHAEHLMIO.

5.5.1. PerucTtpauna n ydet BHYTPEHHUX JOKYMEHTOB

[OKyMeHTbl, NOAMMCaHHble PeKTOopoM  (MpopekTopamu)  YHMBEPCUTETa, AUPEKTOPaMu
WHCTUTYTOB nepefaroTcs Ha peructpaumto B otgen Y/ACO. lMpukasbl MO OCHOBHOW AEATENbHOCTM
pernctpupytotcs B otgene YACO, no y4ye6HOn paboTe B y4eOHO-METOAMYECKOM YMpaBleHMKn, Mo
NNYHOMY COCTaBy pPabOTHMKOB PerncTpupyroTcs B OTAene Kagpos. [lprKasam npucBamBaroTCs
nopsKOBble HOMepa B Mpefenax roga.

MOANMHHUKMA NPUKa30B W PacnopsbKeHWid Mo OCHOBHOW AeATEeNbHOCTWM XpaHATCA B OTAene
YOCO, no yuye6Hoi paboTe B y4e6HO-METOAMUYECKOM YNpPaBAeHUN, MO TMYHOMY COCTaBy PabOTHMKOB
XpaHsTCs B 0TAeNe Kafpos.

MpoTOKO/MbI, AOKYMEHTbI K 3acefaHMsiM YYEeHOro COBETa XPaHATCS Yy  CeKpeTapsi Y4eHoro
coBeTa.

MoanncaHHble CTOPOHAaMMW AO0rOBOPbI PErUCTPUPYIOTCA B HOPUAMYECKOM OTAENe B >KypHane
perncTpauumn AoroBopoB. PermcTpayoHHbI1 HOMepP A0roBopa COCTOMT M3 PErMCTPaLMOHHbBIX HOMEPOB,
npucBanmBaembIX YHWUBEPCMTETOM WAWM OpraHu3auumeil. [loroBopaM B YHMBEPCUTETE MPMUCBaMBAOTCS
nopsiAKOBble HOMepa B Npefenax KafeHAapHOro roga.

BHyTpeHHME [AOKYMEHTbl - AOKMadHble, CAY>XeOHble 3anucku, CAy>XXebHble MMCbMa Ha UMS
pekTopa, perucTpupytotca B otgene YACO, paccmatpusaroTca TeEMU AO/HKHOCTHLIMU NULAMK, KOMY
OHW Hanpas/eHbl COMMIAaCHO Pe30/HLMIN PEKTOPA.
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Perncrpauusa LJOKYMEHTOB MPOU3BOAUTCSA OTBETCTBEHHbLIM /INLOM B paMKax aBTOMAaTU3NPOBAHHbIX
npoweccos B «1C:[loKyMeHTO060pOoTeE».

Mpn perucTpaymMm BHYTPEHHEr0 [AOKYMEHTA [O/DKHbl OblTb 3anofiHeHbl Cnefylolive nons
KapTOUKM:

- PEerncTpaumoHHbIA HOMEp;

-XpaHeHwue.

PerncTpaumoHHbIi HOMEpP BHYTPEHHEr0 [AOKYMeHTa CO034aeTcsd aBTOMATUYECKM C  y4eToM
HacTpoek HymepaTopa B «1C:[JoKyMeHTO060pOTE» MO BUAAM AOKYMEHTOB.

5.5.2. CornacoBaHue JOKYMEHTOB

Mpouedypa cornacoBaHWs MPOBOAMTCA TOMbKO cpefcTBamMu «1C:[JoKymMeHTOO6OopOoTa» nyTem
CNonb3oBaHMs npouecca «CornacoBaHmes.

PyKoBOAMTENN COrNacylowmnx nogpasfenceHuii 06a3aHbl OpraHn3oBaTb MpoLecc aPgeKTUBHOro
COrnacoBaHus BHYTPU BO3rNaBAseMbIX NOApasaeneHunin, obecneymBaroLLnii BbINOHEHNE YCTaHOBNEHHbIX
TpeboBaHWiA.

MonHOMOYMS CcOrnacyrowmnx AuL MoOryT 6biTb AenernpoBaHbl pabOTHMKaM COOTBETCTBYHOLLMX
nojpasfeneHnin nyTemM NCNoNb3oBaHMs yHKUMK «MepeHanpaBuTb» B npoLecce «CornacoBaHmes.

OTBETCTBEHHOCTb 3a [JefermpoBaHve W nepefavyy MNOSHOMOYWUIA MO  PAcCMOTPEHUIO 1
COrNnacoBaHW NPOEKTOB [AOKYMEHTOB BO3/araeTcsd Ha COrfacytowmx /ful, YKasaHHbIX B JNCTe
cornacoBaHus (3aknagka «Buza» y4eTHO KapTouKu).

OTBETCTBEHHOCTb 3a [ieICTBMA MO COr/lacoOBaHM0 AOKYMEHTOB, [e/lerpoBaHHbIe COrnacyoLwumm
Anuamn - NyTeM  MUCMOMb30BaHUA  (yHKUMKM  «[lepeHanpaBuTb», BO3/MaraeTcsi Ha pPabOTHWMKOB
YHuBeEpcMTETa, MNOMYUUBLUMX 3a4a4y COrnacoBaTb NPOEKT 4OKYMEHTa.

MonoxeHue ycTaHaBNMBaET CrefytoLMe CTaTyCbl COrnacoBaHus:

- «COrNacoBaHoO;

- «COrN1acoBaHO C 3aMeYaHUAMU»;

-«H€ COrnacoBaHo.

TpeboBaHMA K PopMe 1 COAEPXKAaHMIO NMOAAaBaeMbIX 3aMeUaHWi:

- 3aMeyYyaHMa NoJarTca B COOTBETCTBUM C KOMMETEHLMER COornacytoulero noapasaeneHuns,
onpefdensiemoli 3agadyamuv M yHKUMAMKU nogpasgeneHns (cogepxkatcs B MonoxeHum o
noapasaeneHun);

- BHe paMOK CBOel KOMMEeTEeHLMWU cOornacytollee Muo BnpaBe MofaBaTb TOMbKO Te 3aMeyaHus,
KOTOpble Hamnpas/ieHbl, MO €r0 MHEHWIO, Ha MOBbLIWEHME KayecTBa MnpoLecca, Ha ahpeKTUBHOE
AOCTVKEHUE LieNieil npouecca, a Takke pefakuMOHHbIE 3aMedaHus, yaydllatowme BOCnpusTue
NHopMaLun;

- 3aMeyaHusi, NofaHHble BHE PaMOK KOMMETEHLUWUW, HOCAT PEKOMeHAATeNbHbIA XapakTep W He
MOTYT CNY)XXUTb OCHOBaHWEM A5 OKOHYaTeNbHOro OTpMLATE/IbHOrO pe3yfbTaTa COr/lacoBaHms
AaHHbIM COrNacyroLWnmM NULOM;

- 3aMeyaHus He JO0/MKHbI HOCUTb AeKNapaTMBHbIA XapaKTep, U Npu3BaHbl BCKPbIBaTb Npo6aemy,
BbISBNISITb PUCKM W MpefgnaraTb BO3MOXHbIE MYTW MOBbILEHNS KayecTBa NpoLecca;
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- 3aMevaHus  (KpOMe  pefakUMOHHbIX)  AO/KHbI  COMPOBOXAATbCA  COOTBETCTBYHOLLEN
aprymeHTauuen, npefnonaratollein  OCBeLleHWEe  KOHKPeTHOW  npob6fiembl,  BbiSiBieHME
onpefeneHHOro pucka, a Takxke coaepXaTb NpeanoXkeHUs N0 MUHUMU3ALMUM PUCKOB U PELLIEHNIO
npobnem;

- 3anpeLiaeTcs nogasBaTb 3aMeyaHuMs B (hopMe Bomnpoca uau npocko;

- 3aMeYaHWs He MOryT ObITb HanpaeieHbl Ha 3alWWUTy WHTEPecoB OTAENbHO B3ATOrO
nofpasfeneHns u 4O/MKHbI NpecnefoBaTth Lefin NOBbIWeHNs KayecTBa npoLecca B LieoM;

- Npu nogaye pefakLMOHHbIX 3aMeYaHU, He OTHOCALLMXCS K CYLLEeCTBY pacCMaTpMBaemMoro
npouecca, Heo6X0AMMO YuWUTbiBaTb OMUUMaNbHbIA CTaTyc CcOrfacoBaHusi, 3¢eKkT oT
pacCMOTPeHNs U 06paboTKM 3amMedaHusi, a TakXe BO3MOXHOCTb YperyanmpoBaHus Takux
3aMeyaHunin B paboyem (HeopmumanbHOM) NOPSAAKeE;

- Ha oYepefHOM 3Tarne cornacoBaHus NPOeKTa LOKYMeHTa COrjiacoBaHue Npou3BOAMTCS TOMIbKO B
pamkKax MepBOHayasbHO MOAAHHbLIX 3aMeYaHUin WA BO3HMKLIMX B MOCMEAYHOLEM BCMeACTBMe
M3MEHEHNS Ka4yecTBa mpouecca (N0 3ameyaHusM APYrux COrnacytowmux nuy); nojava HoBbIX
3aMeyaHuii He [OMyCKaeTcs;

- eC/1 Npu corfiacoBaHUM NPoLEecc/BonNpoc npeTepnen U3MeHeHUs, KOTOpble KacatoTcs He TONbKO
(hYHKUMIA cornacylowlero nvua, HanpaBMBLUEro 3aMe4aHusi, HO W WMHbIX COTMacyloLWmx fu,
KOTOpble K MOMEHTY TakKMX W3MEHEHWI YXe CcornacoBanv NPOeKT [OKYMEHTa, YKasaHHble
M3MEHEHNSA NOANeXaT UX JONONHUTE/IbHOMY COr/1aCOBaHUIO.

3aMeuaHusl, nojaHHble C HapyLleHMeM YCTaHOB/IEHHbIX MpaBu/l, MOTyT OblTb YUTEHb!

pa3paboTUMKOM AOKYMEHTA MO ero YCMOTPEHUIO.

lMpouefypa cornacoBaHna npeanonaraeT cnefyroline cTaH4apTHbIe CPOKN ee NPOBeLeHNA:

- OpPraHu3auMoHHO-NPABOBbIE AOKYMEHTbI....cccvvrvrvererrenes 5 AHel;
- OpraH13auMoHHO-pacnopaanTeNbHbIE LOKYMEHTbI....... 3 oHs;

- PETNTAMEHTHBIE JOKYMEHTDI . cvcvevivirireerereseseeeeeeseeesenas 5 AHel;
- [LOTOBOPHASA AOKYMEHTALMS. c..vvevvivivererircresereseresesssssesenas 5 AHeld.

TeueHMe cpoka corfacoBaHNA Ha4YMHAETCAa C MOMeHTa cTapTa npolecca «CornacosaHue».

Ecnn  npoekT [OKymeHTa TpebyeT CpPOYHOro COrfacoBaHus, pa3paboTuMkK  nosyvaeT
npeaBapuTe/ibHOE paspelleHre Ha COKpalleHMe YCTAHOB/IEHHOIO0 CpOKa COrfiacoBaHuWa Yy pekTopa
(npopekTopa). VHopmMaLms 0 NonyYeHHOM paspeLleHnn 3aHOCUTCA B None «KoMMeHTapuid» KapTouku
npouecca «CornacoBaHue».

Cornacyloulee  nopgpasfgeneHve BrpaBe cornacoBatb € pas3paboTUMKOM  YBeNMYeHue
YCTaHOB/IEHHOI0 MM CPOKa, HO He 60/ee YeM B [iBa pasa.

Mocne 3aBepLUEHNA 3Tama COracoBaHUA PYKOBOAMTENb NOApasfeneHns-pas3paboTymka nNpoekTa
LOKYMEHTa NPUHUMAET peLleHne 0 Ja/ibHenLWeM NPOXOXAEHMN MpoLecca CornacoBaHus B 3aBUCMMOCTU
OT 3HAYMMOCTU W XapakTepa NOCTYNMUBLUNX 3aMeYaHMiA.

[ns NpoeKTOB OpraHu3aunoHHO-pacnopagnTensbHbiX JokymeHToB (OP[) ponyckaeTcs He 6Gonee
Tpex 3TanoB corfiacoBaHus. [Ans Apyrux BWUAOB [LOKYMEHTOB KONWYECTBO 3TaroB COr/acoBaHWUA He
NNMUTUPYETCS.
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Mpn Hannumm 3ameyaHuin K npoekty OPJ] nocne TpeTbero atana COrnacoBaHUS peLlleHue Mo
pasHornacusm MNpUHUMaeTCs MLOM, KOTOpOe YTBEpPXAaeT MpPOeKT [AOKYMeHTa. PasHornacus
othopmnsatoTca MNPOTOKOIOM pa3HOrIacuia.

Ha no6om aTane cornacoBaHusi (Kpome MnepBOro) paspaboTyumK BrpaBe 3aBepLunTb Mpouesypy
COrnacoBaHus A1 NPUHATUA Ja/bHEALWNX peLleHnid 1 yTBePXAEHUS JOKYMEHTa.

5.5.3. opAfOK UCMOMTHEHUSA JOKYMEHTOB

PaccMOTpeHHble LO/IKHOCTHLIMWU NMLAMU LOKYMEHTbl NMOCTYnatT paboTHMKAM Ha WCMOSIHEHUe
WM O03HaKoM/IeHVWe B BUAe 3aja4y, KOTOpble aBTOMaTMYecKu Cco3fatoTcs Mpu 3anycke npotecca
«McnonHeHme».

3apava, noctynusluasa B «1C:[OKYMeHTO060pOTe», AO/MKHA ObITb MPUHATA K UCMONHEHUIO B [€Hb
NnocTyn/ieHuns.

CneuuanucTtbl  CTPYKTYPHbIX — MoOApasgeneHuidi B npouecce  WCMONHEHUS  [OKYMeHTa
OCYLLeCTBNAIOT:

- c6op 1 06paboTKy HEOO6XOAMMON MH(OPMaL MK,

- MOArOTOBKY MPOeKTa JOKYMEHTa M BCEX HEOOXOAMMbIX MPUIOXEHWI C COBMOLEHMNEM NPaBUI
[OKYMEHTUPOBaHWNSA, YCTaHOBNEHHbIX AaHHbLIM MOMOXEHUEM;

- cornacoBaHue NPoeKTa € 3auHTePecoBaHHbIMU JO/MKHOCTHLIMW NnLLamu;

- [0paboTKy NpoeKTa 4OKYMEHTa Mo 3aMeyaHusM, NnoyYeHHbIM B X04e coriiacoBaHus (B cnyvae
Cepbe3HON KOPPEKTMPOBKM MpoeKTa AOKYMeHTa NPOBOANTCS €ro NOBTOPHOE COrfiacoBaHue);

- NpefCTaB/ieHMe NPOeKTa JOKYMEHTA Ha NOANUCH (YTBEPXAEHWE) PYKOBOLCTBY;

- onpefeneHve MecTa XpaHeHUs JOKyMeHTa (KOnuu LOKYMEHTA) NpoCTaB/IeHNEM OTMETKM
B KapTouKe AOKYMeHTa B «1C:[JOKyMeHTO060poTe» C yKaszaHMeM HOMepa fefla Mo HOMeHKNaType fen, B
KOTOPOe LO/HKEH ObITb NMOMELLEH LOKYMEHT.

Ecnv ncnonHeHne npoekTa LOKYMeHTa MopyyeHO HEeCKONbKUM nuuaMm, TO OAWH WCMNOJIHUTENb
Ha3HayaeTca OTBETCTBEHHbIM (COOTBETCTBYIOLLAA OTMeTKa MPOCTaBsSeTCA B KapTOuKe npoLecca
«lcnonHeHne»), Nnocne Yero OH NonyyaeT 0COOYHO 3a4ady - KOOPAMHMPOBATL PaboTy COMCMONHMTENEN U
0TBeYaTh 3a pe3ynbTaT BCero npoecca.

OTBETCTBEHHbIV WUCNOMHUTENIb HAAENAETCA NPaBOM CO3blBaTb COMCMONMHUTENEW ANf BblpaboTKM
COBMECTHOIO peLUeHuns 1 onpeaensiTb NOPSAAOK 1 CPOKM NpeAcTaBieHns 3Tarnos paboTsbl.

Mepes yBO/bHEHWEM, YXOA4OM B OTMYCK, Bble3[OM B KOMaHAWPOBKY WAN MepeMeLLeHnemM no
LO/MKHOCTN pabOTHUKM Nofpa3feneHnin 0653aHbl Mo yKasaHUIo PyKOBOAUTENS MOApa3feNneHuns:

- nepejatb HaxoAsLIMeCA Y HUX HA UCNONHEHUM (HA KOHTPO/E) JOKYMEHTbI ApYroMy paboTHUKY;

- nepeagpecoBatb B «1C:[OKyMeHTO060pOTE» HEMCMNOTHEHHbIE 3a4a4Mn;

-nepeaspecoBaTtb 3/1eKTPOHHbIE NUCbMa, TPEOYIOLLMe OTBeTA.

Kpowme Toro, B «1C:[10KyMeHT0060pOTE» LOMIKHbI ObITb U3MEHEHDI:

- CBefieHVsa 06 UCMoHUTENEe Ponu;

- CBefleHus 0 JeflernpoBaHnn npas;

Bepcua 02



52

MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

-HaCTPOWKM npas focTyna (Npu nepexofe B Apyroe nogapasgeneHune).

VcnonHuTtens [O/MKEH NpefnpuHATbL BCe Heo6XOAMMble Mepbl A/ UCMOMHEHUS [OKYMeHTa
B YCTAQHOB/IEHHBIA CPOK. pyM HEBO3MOXHOCTWU WCMONHEHUS AOKYMEHTA B YKa3aHHbIi CPOK 3TOT CPOK
[O/MKeH ObITb 3apaHee Mpoj/ieH (C COOTBETCTBYHOLLIMM 060CHOBaHMEM, MPeLCTaBNsgeMblM PYKOBOACTBY).
Hannume npocpoyeHHbIX 3afa4 He LOMYCKaeTcs.

MpeBbllLUeHNe  YCTAHOB/IEHHbIX CPOKOB  WUCMOSIHEHWUSA  ABNSETCA  HapylUeHWeMm  TPYAOBOWA
AUCUMNANHBL. ICNONHUTENIb HECceT OTBETCTBEHHOCTb 3a WCMOJSIHEHWE MOPYYEHUA B YCTaHOBJIEHHbIE
CPOKY/ 1 CBOEBPEMEHHBI NEpeHOC CPOKOB UCMOJTHEHMS.

WcnonHutenb He [O/MKeH pasrfiawartb COAepXXaHue MOCTYMMBLUMX K HeMy [OKYMEHTOB W
MOArOTOB/IEHHbIX MPOEKTOB CNYXeOHbIX LOKYMeHTOB. C HMMU MOTYT OblTb 03HAKOM/EHb! TOMILKO NNLLA,
MMetoLL e OTHOLLIEHME K UX UCMOHEHWIO.

5.5.4. PaboTa C ncxXo4sawmMmMm LOKYMEHTaMU

Ncxopsawme AOKYMEHTbI CO3Aat0TCS M3 COOTBETCTBYHOLIMX LIAGMOHOB MCXOASLIMX [JOKYMEHTOB
«1C:[lokymeHTOO6OpOTa». Mcxoaawmin JOKYMEHT MOXET ObiTb CO3[aH B OTBET Ha BXOAALWMA UM Kak
NHWULMNATUBHbIV AOKYMEHT.

OTBeTHbIN AOKYMEHT CO34aeTcs Npyv MOMOWM KOMaHf MeHt «Co3faTb Ha OCHOBaHUW» -
«cxopawnii AOKYMEHT», MpK 3TOM KapTo4Ka MCXOASLLEr0 AOKYMeHTa OyAeT 3anonHeHa aBTOMaTUYeCKN
TEMWU [JaHHbIMW, KOTOPble €CTb B KapTOYKe BXOAALWEro AOKyMeHTa. [OoMoNHWTENbHO cnefdyeT yKasaTb
Cnocob JoCTaBKM.

Mpy CO34aHUN MHULMATUBHOTO MCXOAALLEro AOKYMEHTa KapTouka JOKYMeHTa 3ano/HseTcs Mo
aHanoruy ¢ KapToYKo BXoasaLLero AokyMeHTa (NyHKT 5.4 MonoXeHUs) ¢ yKaszaHWeM crnocoba JoCTaBKM.

Mocne 3aKpbITUS YYETHON KapTOUKM M BCEX MPUMOXKEHHBIX (DaiiNoB UCXOAALLMIA AOKYMEHT OyaeT
aBTOMAaTUYECKW Harnpas/ieH Ha COrfacoBaHue, 3aTeM Ha YTBEPXKAEHUE U PerncTpaLmio.

PermcTpaunoHHbIl HOMep LOKYMeHTa M faTa perucrpauuy Ha OyMaxKHbIX Bepcusix AOKYMeHTa
MPOCTaBNATCA Ha MNOANMHHUKE JOKYMEHTa B PEKBMU3NTaxX GnaHKa M Ha KOMWK, OCTaloLLencs B aene.

Konua [okymeHTa C BM3aMM W NPUIOXKEHUAMW B COOTBETCTBUM C HOMEHKNATYpoW [Aen
NOALUMNBAETCA B Aeno (BXOAALMIA AOKYMEHT NMOMELLAETCA Ha XpaHeHwe B Aen0 BMeCTe C AOKYMEHTOM-
OTBETOM), KOMWA WCXOLALLEro [OKYMeHTa 3aBepseTcs OTMeTKOW «BepHo» (MOXET npocTaBnAThCA
C NOMOLLIbIO LUTamMNa) U NoANMCbLI0 coTpyaHuKa otaena Y/CO.

6. KOHTPO/J1b 3A NCMNMOJIHEHNEM JOKYMEHTOB
6.1. OpraHusaumsi KOHTPONSI U OTBETCTBEHHOCTb 3a UCMOJIHEHME
KOHTpO/b COCTOUT B 06ECTEeUYEHNN KauyeCTBEHHOTO U CBOEBPEMEHHOTO UCMOMHEHUS NOPYYEHWIA.
06s13aTeNbHOMY KOHTPO/IHO NOAJIeXaT:

. MOCTaHOBNEHUSA, PAacMOPSHKEHMS U MPUKasbl BbIWECTOAWMX OpraHu3auuii n  apyrue
AOKYMEHTbI, N0 KOTOPbIM TPebyeTCst OTBET B 3TU OpraHM3aLuu;
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. [LOKYMEHTbI, MOCTaB/IEHHbIE HA KOHTPO/Ib PYKOBOACTBOM YHuBepcuTeTa. OTBETCTBEHHOCTD
3a OpraHus3auuio CBOEBPEMEHHOIO0 W KayeCTBEHHOrO WCMOSIHEHWUs BO3/araeTcs Ha pPyKOBOAWUTENel
CTPYKTYPHbIX MofpasfeneHnid. KOHTPO/Ib 32 UCMONIHEHWEM [OKYMEHTOB OCYLLECTB/AETCA OLHUM W3
COTpyfHUKOB oTgena YACO YHuBepcuteTa, PYKOBOAUTENAMU CTPYKTYPHbIX MNoapasgeneHuii (uam
nnuamMm, crneumnanbHo BblLeNeHHbIMA UMY 418 9TOW Lenn).

CpoKM WCNONHEHMs YCTaHaB/MMBAKTCA PEKTOPOM (MpopekTopamu) W PYyKOBOAUTENAMM
CTPYKTYPHbIX NOAPa3fe/fieHnin UNn yKasblBatoTCA B CaMOM JOKyMeHTe. CpOK WCMOMIHEHUS LOKYMeHTa
COCTaBNSeT Ka/leHAapHbIA MeCsl, ecnnM B MOPYYEHWWM He YKa3aH KOHKPETHbI cpok. [MopyyeHus,
COAepXallle B TEKCTe YKasaHWe «CPOYHO» U «He3aMeA/IMTeNbHO» WM aHaNorMYyHOe YKasaHue,
NCNONHAIOTCA B 3-[4HEBHbI CPOK M B 10-AHEBHbIA CPOK WCMOMHAKOTCA MOPYyYeHUs, cofepxaliune
B TEKCTE YKa3aHue «onepaTuBHO».

CpoKM UCNONHEHUS LOKYMEHTa WUCYMUCAAKTCA B KalleHAAPHbIX AHAX C MOMEHTa MOCTYMIeHus
ero B YHueepcuteT. KOHTPOb 3a UCMOMHEHMEM LOKYMEHTA OCYLLECTB/AETCA C MOMEHTA NOCTaHOBKU
[AOKYMeHTa Ha KOHTPO/Ib.

CpoK/ WCMOMHEHUS [NOKYMEHTOB OMpefenstoTcs PeKTOPOM YHMBepCUTeTa, UCXOAA U3 CPOKa,
YCTAHOBNEHHOr0  OpraHu3auueli,  HanpaBMBLUEA  [OKYMEHT, WA  CPOKOB,  YCTaHOBMEHHbIX
3aKOHOAAaTe/IbCTBOM.

[LOKyMeHTbI MoAnexar UCNOSIHEHNIO B CMeAYHOLLME CPOKU:

- C KOHKPETHOM [aTol UCMOIHEHUS - B YKa3aHHbIN CPOK;

- 6e3 ykasaHUs KOHKPETHOM paTbl WCMOSIHEHWS, WMElOLWMe B TEKCTE MOMETKY «CPOYHO»
N «He3aMeANNTENbHO» - UCMONHAIOTCA B 3-4HEBHbIA CPOK;

- obpalleHus rpaxaaH paccmaTpusaroTca B TedeHne 30 gHel ¢ faTbl NOCTYNAEHMS.

Mpn Heo6XOLMMOCTM CPOK PACcCMOTPEHUS MUCbMEHHOro obpalleHuss MOXeT ObiTb MPOA/IEH
PEKTOpPOM, HO He 6onee 4yem Ha 30 AHER, C OAHOBPEMEHHbIM WH(OPMUPOBAHMEM 3asaBUTENSA
1 YKa3aHWeM NPUYUH NPOAJIEHNS.

Bbigensetcs (pakTUUYeCKUin U CPOKOBbLIA KOHTPO/b.

PaKTUYECKMIN KOHTPO/Ib UCMOJIHEHUS BbIMOJIHAET AO/MKHOCTHOE /MU0, YKa3aHHOe B MOCNefHeM
MyHKTe pacnopsauTeNnbHOro AOKYMeHTa. OTO XKe NUL0 A0/MKHO ObiTb YKa3aHO B none «Ha KoHTpone»
YYETHOM KapTouku npouecca «McnosHeHne». Kak npaBuno (HO He 0653aTeNibHO), KOHTPO/b
BO3/1araeTcs Ha YMOJHOMOYEHHOEe fINLO, W3faroliee LOKYMEHT, U odopmnseTcs (pas3oii: KOHTPO/b
MCMONHEHNS OCTAaBNA0 3a COOOIA.

KOHTpPONb CPOKOB MCMOMHEHWUS [LOKYMEHTOB W MPUHATbLIX PELUEeHWI OCYLLEeCTBASET COTPYAHWK
otgena YACO, KOTOpOMY [enervpoBaHbl npasa Ha OCYLLECTB/IEHWE KOHTPOSA.

Bcem KOHTponupyoLwmmM muam foctynHa gopma «Ha KoHTpone» B «1C:[oKyMeHTo060poTe», B
KOTOpPON OTpaxKeHa akTyanbHasg WH(opMauus 060 BCeX mpoueccax, npegmetTax U [OKYMEHTaX,
MOCTaB/IEHHbIX HA KOHTPO/Ib.

[LONXHOCTHOE NULO, OCYLLECTBAsIOLLEe (AKTUYECKUA KOHTPO/b, YMNOMHOMOYEHO CHMMATb C
KOHTPONS npouecc, npeaMeT UK AOKYMEHT, a TakXe 3anpalinBatb MHHOPMALMIO 0 X04e UCMOMHEHWS.

KOHTPO/MIb CPOKOB WCMO/MIHEHUS MPOBOAUTCA NYTEM €XeAHEBHOr0 MOHMTOPUHra gopmbl «Ha
KOHTpone» B «1C:[loKyMeHTO060pOTE», B KOTOPOI BbIBOAATCA 3a4ayu, UCTEKalOLLMe Ha 3aflaHHYI0 faTty
(ynpexaatoLnini KOHTPONb), a TaKXKe Ha TeKyLLYH aaty.
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KoHTponvpytowme nuua BnpaBe HanpaefifTb HaNOMWHaHWUA WCNOMHUTENAM U3 ¢opMbl «Ha
KOHTpone» B «1C:[JOKyMEHTO060pOTE>.

OTBeTCTBEHHOCTb 32 WCMOJIHEHME BO3MaraeTcs Ha PYKOBOAWUTENEN  COOTBETCTBYHOLLMX
nofpasfeneHnii, KOTopbiM NPeANUCLIBAETCA COBEPLUEHWE LeACTBUI MO UCMOMHEHNUIO LOKYMEHTA.

OTBETCTBEHHbIE UCMOMHUTENN MNONyYaloT 3agady «McnonHutb» B «1C:[oKymMeHTOO60poTe» U
0653aHbl B [leHb MOCTYMNMeHWs 3afayy NPUHATb €e K WUCNOJIHEHWMIO, MpPeAnpuHATbL BCe AeNCTBUA ANs
KauyeCTBEHHOI0 UCMOJIHEHUSA 3ala4M B CPOK M CBOEBPEMEHHO WH(OPMUPOBATL NIUL0, KOHTPONMpYHOLLee
UCMOMIHEHNE [JOKYMeHTa, 000 BCex Cflyyasx €ro BO3MOXHOro HeucrnosHeHus (HeWcnosiHeHUs B
YCTaHOBJ/IEHHbIN CPOK).

Mocne nucnosiHeHns fokymeHTa B «1C:[loKymMeHTO060pOTE» [eflaeTcA 0TMETKA 06 UCMONHEHNN.

CpoK UCNONHEHUs [OKYMeHTa MOXET ObiTb MPOA/JeH TOMbKO JINLOM WAN YUpPeXAeHUeM,
KOTOpble ero yctaHosunW. [lpofneHWe CpoKa WCNOMHEHUA [O/MKHO ObiTb O(OPMIEHO cpasy Mo
MONYYEHNUN LOKYMEHTA UCMONHUTE/IEM WU HE MEHee YeMm 3a 2-3 [HA [0 UCTEeYEeHUsi CPOKa NUCMOHEHNS
LOKYMeHTa, €eCnM B MNPOLecCce MCMNONHEHWUA BbIACHAETCA HEBO3MOXHOCTb COO/MIOAEHNA YKAa3aHHOro
CpoKa. B npoTuMBHOM Cnyyae JOKYMEHT CYUTAETCA HE MCMOJIHEHHbLIM B CPOK.

B cnyuyae 3afiep>XXKn B UCMONHEHWUN LOKYMEHTOB COTPYAHUK oTfena YACO, ocyLecTBAAIOLWMIA
KOHTPO/Ib, 00f3aH MNPUHATL Mepbl AN BbIACHEHUSA MPUYMH 3a[EePXKW, a TakXe pPerynspHo B
YCTaHOB/IEHHbIE CPOKW NPeAcTaBnATb PYKOBOACTBY YHMBEpPCUTETA MepeyeHb HEUCMONHEeHHbIX
[LOKYMEHTOB 1151 NPUHATUSA COOTBETCTBYIOLLUX Mep.

6.2. [TopAAOK CHATUA LOKYMEHTOB C KOHTPO/A

Cny>e6HbIiA AOKYMEHT CUMTAETCS UCMOTHEHHBIM U CHUMAETCS C KOHTPOSA, KOrja pacCMOTPEHbI
BCE MOCTAB/IEHHbIE B HEM BOMPOCHI, MO HUM MPUHATHI HEOGXOAVMbIE MEPbl U AaHbl UCYEPMbIBAKOLLME
OTBETbI.

OCHOBaHMEM [N CHATUA C KOHTPONS [OKYMEHTOB C MOPYYEHUSIMW peKTopa sBAsieTcs
[OKYMEHT - OTBET, MOANWCAaHHbI/ PEKTOPOM.

7. U3rOTOBJIEHUE, YYET, MCMOJIb30BAHUE N XPAHEHWE MEYATEN,
LUTAMMNOB N BJTAHKOB JOKYMEHTOB

7.1. Buabl nevaTeli 1 WITaMNoB, NOPSAAOK UX U3rOTOBNEHUS

[na  ygocToBepeHUst MOAJIMHHOCTM  AOKYMEHTOB MMM COOTBETCTBMSA KOMWIA  AOKYMEHTOB
NOAJIMHHUKAM B YHMBepCUTeTe UCNO/b3YHTCA Nevatb ¢ BOCNpou3BeseHeM [MocyaapcTBeHHOro repba
Poccuiickoin ®eaepaunn (ganee - repbosas neyarb).

PewieHne 06 M3rotoseHUy repboBor neyaTn NPUHMMaET PEKTOP Y HUBEPCUTETA.

epboBas MacTU4Has neyatb YHuMBepcUTeTa A0/KHA COOTBETCTBOBaTb TpeboBaHuam TOCT P
51511-2001.

3roToBneHne rep6oBoOil neyatn YHuBepcuTeTa AO/MKHO OCYLLECTBAATLCA MOAUTPaUyecKumMm
NN LUTEMNENbHO-TPABEPHBIMU NPEANPUATUAMA, UMEIOLLUMU NNLEH3UI0 HA W3rOTOB/IEHME MNeyaTeid

Bepcua 02



55

MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

tOYpr AY-T1-05-03- rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
3/1-84/02-20

C Bocnpomu3sefeHnem [ocyaapCTBEHHOro repba P® u© cepTudukatbl 0 HaIMUUU  TEXHUYECKUX
M TEXHONOMMYECKMX BO3MOXHOCTE AN W3rOTOBMEHWS [AaHHOTO BuAa NPOAYKUMM Ha [O/HKHOM
KayeCTBEHHOM YpOBHe.

Kpome neyatn ¢ um306paxeHnem [ocypapcTBeHHOro repba Poccuiickoin degepauum
B YHMBepCUTETE MOTYT UCNO/b30BATLCA MeyaTu CTPYKTYPHbIX NoApasfeneHuid, neyatn Ans oTAeNbHbIX
KaTeropuii JOKyMeHTOB, MeTa/l/IMYeCKMEe BbDKUMHbBIE MeyaTi 418 onevyaTbiBaHUA MOMELLEHNIA.

MMeyaTb CTPYKTYPHOro MoApasfeneHns LO/HKHA MMeTb (POPMY MpPaBu/IbHOrO Kpyra AvaMeTpoMm
40 mm. Kpas neyatu okaviMieHbl 60pTMKOM. B LeHTpe neyaTu yka3aHO HavMeHOBaHWe CTPYKTYPHOro
nogpasfefieHns, OKaiMeHHOe NpaBWbHbIM KPYyrom auvametpom 25 MM. Mexay BHYTPEHHeNR
W BHELUHEN OKPYXXHOCTAMW B [Be CTPOKM pasMelLlaeTcs MOSIHOe HauMeHOBaHWe YHuBepcuteTa:
* defiepasibHOe rocyaapcTBeHHOe 6HO[KeTHOe 06pa3oBaTeNnbHOE yUpeXAeHue BbICLLero o6pasoBaHus
* KOXHO-Y paNbCKUl TOCYJApCTBEHHbI arpapHblil YHUBEPCUTET *, TEKCT B KaXKAOW CTPOKe pasjgeneH
3BE304KONA.

[ns  onedyaTbiBaHUA  CeAOB, XpaHWWULL, MNOMELEeHUA UCMOMb3YHTCA  MeTal/Inyeckue
BbDKUMHbIE NeYaTn ¢ NAEHTU(PUKALMOHHLIM YY4eTHbIM HOMEPOM (HOMepHbIe neyaTw).

[Ona npoctaBneHWs OTMETOK O MNOJMyYeHUU, perucTpaumu, MNPOXOXKAEHUA W UCMOSTHEHUM
[OKYMEHTOB, [ApYyrux OTMETOK CMpaBOYHOr0 Xapakrepa NMpPUMEHSITCA COOTBETCTBYHOLLME MacTUYHbIE
LITammnbl.

M3roToBneHue nevater v LWITAMMNOB OCyLLecTBaseTca yepe3 otaen YACO wnum ynpasneHve no
aflMUHNCTPATUBHO-X03ANCTBEHHOW paboTe YHuBepcuUTeTa MO 3afBKaM PYKOBOAUTENEN CTPYKTYPHbIX
nogpasfeneHnii, Ha OCHOBaHWM PeLLEHNs peKTopa.

M3roToeneHue py6nvkata nevatu [ONYCKaeTCcA TONbKO B Cnyyae ee yTpaTbl WMAM M3HOCA NO
PELLEeHNIO peKTopa.

[ononHuTenbHOe W3roToBMEHWE MevaTeid C  UAEHTUPUKALUOHHBIM  YYETHbBIM  HOMEpPOM
NPOV3BOAMTCA MO BO3PACTaHUIO0 UAEHTU(DNKALMOHHBIX HOMEPOB.

Heo6Xx04MMOCTb UW3rOTOB/IEHMSA LWTamMna C (akCUMU/bHbIM BOCMPOU3BEAEHNEM MOAMUCK
PeKTopa, NPOPEeKTOpa Mo Hanpas/IeHUO ONpeLensieTcs HeMoCcpeACTBEHHO PEKTOPOM Y HMBepCUTeTa.

7.2. Mopsjok yyeTa, Bblfaun (cgayvm) nevateid (LUTamMnoB) U 06ecneyeHns X COXPaHHOCTU

YueT, XpaHeHMe W Bblfjaya BCeX MeyaTeid M LITamMrnoB B YHUBEPCUTETE BO3/araeTcs Ha
coTpyfHuUKoB otgena YACO. C aToii Uenbko BCe Mevatn W LWTamnbl 418 0643aTe/lbHOro MX y4yeTa
M NMPOCTaBNeHNA MX OTTMUCKA OTMEYaloTCA B XKYpHase yuyeTa neyaterd W LWITamnos. JIUCTbl XXypHana
yyeTa neyareil 1 LUTAMMNOB HYMEPYOTCS, NPOLLIHYPOBbLIBAKOTCA 1 OMeYaTbiBaOTCS.

Bblgaya neyaterd (lwtamnos) paboTHMKaM, MepcoHalbHO OTBETCTBEHHbLIM 3a MX UCMO/b30BaHME
1 XpaHeHve, OCyLLEeCTBAAETCA NOA POCMMCH B XXypHase yyeTa neyartei 1 LTamrnos.

OTBETCTBEHHbIA 3a WCNONb30BaHWEe, YCTaHOBKY OTTUCKA W XpaHeHue repboBOW mMeyatu
YHuBepcUTeTa Ha3Ha4yaeTCcA NPUKa3oM PekTopa.

PyKOBOAUTENN  CTPYKTYPHbIX  MOAPA3fe/ieHNin  CBOMMW  PacnopsXeHWAMW  Ha3HavarloT
pabOTHMKOB, OTBETCTBEHHbIX 3a MOJy4YeHWe, XpaHeHWe W WCNo/b30BaHMe MevaTteid (LUTaMMos),
yCTaHaB/MBAKOT NepCOHa/IbHYH0 OTBETCTBEHHOCTb 3TUX PabOTHMKOB 3a MOJyYeHHbIe NnevaTun (LTammbl),
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a TaKKe OMpefensoT NOpPsSAOK UX XpaHeHWs U MCMONb30BaHUSA, UCK/OYAKOLWMIA YTPaTy U HapyLueHune
B MCMOMb30BaHUN. Konum pacnopshkeHnin npeactaensatotces B otaen Y/ACO.

Mpwn yBONbHEHMM OTBETCTBEHHOrO NMUA WX NEepeBofe Ha MHYH AOMHKHOCTb 4YMCAsLimnecs 3a
HUM nevatn (WTamnbl) NepejarTcs Apyromy paboTHuKy uepe3 oTgen YACO nog pocnucb B KHUre
y4yeTa neyaTei v LUITamnoB C COOTBETCTBYHOLLEN OTMETKON B 06XO4HOM /INCTE YBO/IbHSEMOTO.

Mepegaya nevatelt M WTaMMNOB MOCTOPOHHMM fMLUAM, BbIHOC MneyaTel (LITammnoB) 3a Npeaesbl
30aHW YHMBepcHTEeTa, KPOME HOMEPHbIX NeyaTei, He A0MyCKatTCs.

B cnyuae yTpaTbl neyaty (Ltamna) paboTHUKN HEMELEHHO CO06LLAaT 06 3TOM PYKOBOAUTENIO
COOTBETCTBYHOLLEF0 CTPYKTYPHOIO NOAPa3aeNieHus.

Mo chakTam yTpaTbl Meyatel (LUTaMMOB) WAWN HapyLUEHWIA B MX UCMO/b30BaHUM PYKOBOAUTENb
CTPYKTYPHOIrO nojapasjefieHns npoBOAMT CNyXXeb6HOe paccnefoBaHWe, O pesy/nbTaTaX KOTOpPOro
NH(OPMUPYET MOMOLLHMKA pekTopa Mo 6e30MacHOCTX, OTBEYatoLWero 3a ob6ecreyeHVe pexnma
B YHuBepcuTeTe. [MOMOWHMK pekTopa N0 6e30MacHOCTM  MaTepuanbl  pacciefoBaHUs BMeECTe
C BbIBOAAMY Y NPELNOXKEHNAMN [OKNafblBaeT PEKTOPY ANA NPUHATUS PELLEHUS.

MopsAAoK XpaHeHUs MevaTeil M LITamMMoB, MPaBWUIbHOCTb UX WCMO/b30BAHUS B CTPYKTYPHbIX
noapasfeneHmsax nposepsetcs paboTHNKoM otaena YCO, 0TBETCTBEHHbIM 3a yUeT neyareil.

MpoBepkKa HanMuus BCeX MevyaTer M LWITaMNOB MPOBOAMTCA HE PeXe OLHOr0 pasa B rof, Kak
npaBunIo, KOMUCCUEA, HasHa4aeMoi A5 NPOBEPKN LOKYMEHTOB (6/1aHKOB) CTPOroi OTHETHOCTMW.

B coctaB 3Ttoil Kommuccuu 0653aTeflbHO BK/KOYaeTCA PaboTHWK OTAena ynpasieHus [fefamu
N CBA3e C 0OLLECTBEHHOCTbIO, OTBETCTBEHHbIA 3a YYET W XpaHeHue nedvatein u wramnos. epboas
neyatb YHuMBepCUTETa, 3aKpenseHHas 3a LO/MHKHOCTHbIM /NLOM, XPaHWUTCS B SIMYHOM ceidpe. Mo
OKOHYaHuWM paboyero AHA celid) oneyaTbiBaeTca. [pyrvme nevaTtm M WTamnbl XPaHATCA B HAAEXHO
3anupaemblx LWKafax (Awmkax).

7.3. MopsgoK ncnonb3oBaHUA neyatel (LLUTaMMoB)

B YHuBepcuTeTe UCMONb3YOTCA repboBas MacTUYHAsA Meyatb B YETbIpeX IK3eMnaspax, KoTopble
3aKpenneHbl:

No 13a paboTHuKoM otaena YACO r. Tpouuka;

Ne 2 3a paboTHUKom oTtaena YCO r. YensabuHcka;

No 3 3a AUMPEKTOPOM VIHCTUTYTa arpoakoiorum-punmana;

Ne 4 3a pektopom ®IBOY BO KOxHo-Ypanbckuii FAY;

1 MCNONb3YHTCA A5 NPOCTAB/IEHNSA OTTUCKA Ha CNefytoLme OKYMEHTbI:

* [10BEPEHHOCTW, BblfaBaeMble 1 Y0CTOBEPSAEMbIE PEKTOPOM;

* [10roBOpbI, 3aKNH0YaeMble YHUBEPCUTETOM;

* aKTbl (NPUMEMKM 3aKOHYEHHbIX CTPOUTE/NIb,CTBOM OOBLEKTOB, 060PYA0BaHUSA, BbIMOMHEHHbIX
paboT, onucaHus, aKCNepTusbl U T.4.);

*  [OKYMEHTbI A4/19 pa3MeLLleHns rocy4apCTBEHHOIO 3aKas3a Y HUBEPCUTeTa,;

* TMpefCTaB/eHMs ¥ XojaTancTea (0 HarpaXAeHun rocyjapCTBeHHbIMU Harpagamum v T.4.);

* rapaHTUiiHble NUcbMa (Ha BbINOHEHWe paboT, oKasaHue ycnyr u T.4.);
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* KOMaHAMPOBOYHbIE YAOCTOBEPeHMs (4N 3aBepeHUs OTMETOK YMNpaB/ieHUs Mo KagpoBoOu
NONNTUKe 06 YObITUN N NPUOLITUN PabOTHUKA);

* [10BEPEHHOCTW Ha NoNyYeHUe TOBApHO-MaTePUanbHbIX LIEHHOCTEN;

* 3aK/IIOYEHMS W OT3bIBbl OpraHM3auuini Ha AuccepTauuu, asTopedepaTbl, HanpasiseMble
B BbICLLYH aTTecTalMOoHHYH KOMUCCHUIO;

o o6pasybl OTTUCKOB MeyaTen M nognucerr paboOTHUKOB, WMEKLMX MNPaBO COBEPLUEHUS
(PMHAHCOBO-X03ANCTBEHHbIX OMepawuii;

* nopy4yeHus (6rOMKeTHble, 6GaHKOBCKWE, MNNATEXHble, Ha MOMyYeHWe [AEHEXHbIX CPeAcTB
B 6aHke 1 T.4.);

o peecTpbl (4eKOB, OHOMKETHbIX  MOPYYEHWIA,  MNEpPeuYUCNIEHUs  AeHEXHbIX  CPeacTs,
npeAcTaBNsieMbIX B yupexaeHus defepanbHOro KaHayencrsa u T.4.);

* OyxranTepckue u CTaTUCTUYECKME OTYETbI;

* CMeTbl PacXof0B:

e CMpaBKU (NMMUTHbIE, O BbIMjaTax M3 3apabOTHON MnaTbl, WUCMO/b30BaHUN OHOIKETHBLIX
aCCUrHOBaHWUI, O HAYUC/IEHHOW ¥ NpuumMTatoLLelics 3apaboTHOW nnate U T.4.);

*  UN3BELLEHMNA MO LLeHTPaIn30BaHHbIM BbiniaTam,;

* VHble  [OKYMEHTbl,  OTHOCAWMecs K  (DMHAHCOBO-XO3ANCTBEHHON  [eATe/IbHOCTU
YHuBepcuTeTa, B Clyyasx, NpefyCMOTPEHHbIX HOPMATMBHbIMU MNPABOBLIMW aKTaMu AelCTBYIOLLEro
3aKoHopaTtenbcTBa Poccuiickoin degepaunu:

* UWHble OOKYMEHTbl ANS YAOCTOBEPEHUA MNOAMUCKU AO0/HKHOCTHOrO /Mfa, UMEKOLLEero npaso
[leicTBOBaTb OT UMEHW YHUBEPCUTETA, a TakXe LOKYMEHTbl, TpebyloLine Hanmuna oTTucka repbosoi
neyatun B COOTBETCTBUM C JeCTBYIOLLMM 3aKOHOAATeIbCTBOM Poccuiickoin defepaunn.

MeyaTblo 3aBepAOTCA MOAMUCU PEKTOPA, MPOPEKTOPOB MO HAMpaB/leHUsM, a TakKxe [pyrux
[OO/MKHOCTHBIX NN,  KOTOPbIM  MPMKa3oM  pekTopa WM  [OBEPEHHOCTbIO  MpefoCTaB/IeHbI
COOTBETCTBYHOLLME NMOSTHOMOUUS.

MeyaTblo CTPYKTYPHOro MnoApasfenieHns yAoCTOBepseTcs MOANUCH PYKOBOAMTENS [aHHOro
nospaszgeneHus.

MopsAAoK UCMOMb30BaHUA MACTUYHbIX MeyvaTeid CTPYKTYPHbIX MNOApasfenieHnidi onpegensercs
NPUKasoM pekTopa.

MacTuuHble LWTaMnbl MNPUMEHSOTCS B [e/0Npou3BOACTBE AN MPOCTaB/EHNA OTMETOK
0 MOJIyYeHWUW, PerucTpaumm, MNPOXOXAEHUN W WUCMOMHEHUN [LOKYMEHTOB, a TakXe ApYyrux OTMeTOK
CMpaBOYHOro XapakTepa.

LLiTamn ¢ hakCUMWU/IbHBIM BOCMPOM3BELEHNEM MOAMMUCU PEKTOPA MUCMO/b3YeTCs Mo ero NpaMomy
yKasaHuWo Npu NOAroTOBKE MNO3A4PaBUTENbHbIX, MPUBETCTBEHHBLIX MUCEM W WHbIX AOKYMEHTOB, rje
TpebyeTca NOANWCb PeKTopa, W B Cy4vasX, KOrja OAWMH W TOT >Xe TeKCT HanpasfifeTcs 60see yem
B YeTblpe agpeca. OTBETCTBEHHbIM AO/HKHOCTHBIM /IMLOM 3a WUCMO/Mb30BaHWe W XpaHeHue LTamna
ABNSAETCA PEKTOP.

LLtamnbl ¢ hakCMMUIbHBIM BOCNPOM3BELEHNEM MOAMUCEA NPOPEKTOPOB MUCMONL3YIOTCH MO UX
NPsSAMOMY YKa3aHut0. OTBETCTBEHHbLIM JO/IXHOCTHbIM /IMLOM 3a UCMO/Ib30BaHE N XpPaHEHME YKa3aHHbIX
LITaMnoB ABNseTCA cekpeTapb oTaena Y/ACO.
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He fonyckaeTca npocTaB/eHWe neyatell M LITAMMOB Ha [JOKYMEHTax W Mmarepuanax, He
OTHOCALMXCH K Clhepe [JeaTensHOCTM WM MPEBbIAOLMX  KOMMETEHUMIO YHUBEPCUTETa, €ro
CTPYKTYPHbIX MOApa3feneHuid.
Mpy 3aBepeHUn [JOKYMeHTa repboBOI MeyaTblo ee OTTUCK [O/DKEH 3axBaTblBaTb 4YacTb C/IOB
B HaIMEHOBaHW JOMKHOCTW NNLA, NOAMMUCABLLETO JOKYMEHT.
MpuUMeHeHWe APYrux neyateil M LITAMMoB, HE YKasaHHbIX B [JaHHOM [ONOXEeHUW, He
[I0MYCKaeTcs.

7.4. NopsAjoOK YHUUTOXKEHUS NevaTel U WTamMnos

Mpuwenlive B HErOAHOCTb B XO/e 3KCMayaTaum Uin BbiBeleHHble U3 AeACTBUA 1 yTpaTuBLLME
NnpakTUYecKoe 3HaYeHWe meyatn 1 WTaMnbl nognexar cgave B otaen YACO gns LeHTpasM30BaHHOMO
YHUUYTOXEHUS U CNIUCAHWUSA C YYeTa.

OT60p 1 YHUUTOXEHME NeyaTell U LWITamMMoB NPOU3BOAMTCA KOMUCCUEN, Ha3HaYaeMOo NpUKasoMm
pekTopa. B COCTaB KOMUCCUWM Ha3HA4alTCA He MeHee TPex YeNoBeK, OAWH W3 KOTOPbIX AO/MKEH ObITb
paboTHUK, OTBETCTBEHHbIV 3a YUYeT rneyarteil 1 LUTamrnos.

Ha Bce oToOpaHHble K YHUYTOXEHMIO MeyaTu W LWTaMMNbl COCTaBNAETCA aKT. AKT,
C MPOCTaBNeHNEM OTTUCKOB YHWUYTOXaeMbIX MeyaTed W  WTaMnoB, COCTaBNseT pPaboTHUK,
OTBETCTBEHHbIN 32 YYET M XpaHeHWe neyaTen 1 LUTamros.

B akTe Ha YHMUYTOXeHWe neyaTei (WITamMnoB) wWcCnpaBneHuUs He ponyckatotcs. Komwuccums
NpoBepseT HalMume BCeX neyarein (LITaMMNOB), BKIKOYEHHbIX B akT. [py npoBepke 0co60e BHMMaHUe
Y/IEHOB KOMWUCCUU LO/HKHO ObITb 06palleHo Ha TO, YTOObI B YMCNEe YHUUTOXAEMbIX nevaTelt (LUTammnos)
He MOI/IM OKa3aTbCA Kakue-nnbo apyrve neyatu (LUTaMnbl), HE BK/IKOYEHHbIE B aKT, UM YTOObI He Obln
[ONYyLLeHbl PacXOXAeHUA Mexay 3anucsMu B akTe, caMMMKU nevyatsamu (lWtamnamu) 1 3anncsmMu
B KHUre y4yeta neyaren v wTamnos. 10 OKOHYaHWW CBEPKWU BCE Y/ieHbl KOMWUCCUIA NOAMUCHIBAKOT aKT,
a npegcefatens KOMUCCUM 3aBepsieT CBOel MOANMUCHIO INCTbI akTa. AKT YTBEPXKAAETCS PEKTOPOM.

MeyaTn (WTammnbl), OTOOPaHHbIE AN YHUUTOXEHUA U BK/IKOYEHHbIE B aKT, NMOC/e NPOBEPKU UX
KOMUCCHEN CKNaablBalOTCA B nanky (4emofaH) W oneyaTbiBatOTCA NpeacefareneM Komuccun. Manka
(4emopaH) XpaHUTCA [0 YHUUTOXEHUS B Ceiipe MOMeLLeHNs, KOTOPOe CAAeTCsA Noj OXpaHy.

YHWUUTOXEHNe MneyaTen U LITaMnoB NPOW3BOAUTCS NOC/Ee YTBEPXAEHWUS aKTa B MPUCYTCTBUM
BCEX Y/IEHOB KOMMUCCUW, KOTOPble HECYT NEepCOHaIbHYK OTBETCTBEHHOCTb 3a MPaBU/IbHOCTb U MOMHOTY
YHUUTOXEHMNS NepeynC/ieHHbIX B aKTe neyvaTeli 1 LITaMoB.

K MecTy yHUUTOXeHuns nevatun (LWTamnbl) AOCTABAAKTCA B OMeyataHHOM BUAE. YHUUYTOXEHUE
MaCTUYHbIX nevyaTel (LWITamMnoB) MNPOWU3BOAUTCA MYTEM COMOKEHUS, a MeTa/IMYeckKux - mnyTem
cnunusaHus. O6 YHUUTOXeHUW nedyaTeil (LLUTAMMNOB) BCE Y/IeHbl KOMUCCUW PacnuCbiBatOTCA B akTe. AKT
PErNCTPUPYETCH B XXYpHase yyeTa BXOAALMX JOKYMEHTOB.

PabOTHMK, OTBETCTBEHHbII 3a Y4YeT neyaren (LUTaMNOB), HA OCHOBAHWW aKTa feNaeT OTMETKM 06
YHUUYTOXEHUMN B COOTBETCTBYIOLLEN KHUTE YYeTa U NpeAcTaBaseT Konuto akta B otaen Y/ACO.

AKTbl 06 YHWUUTOXeHWW neyaTel (WITaMNOB) XpaHATCA B TedeHue 10 neT B CreymasbHO
3aBefleHHbIX genax otgena YACO, a 3aTem nepefatoTcs B apxXmB YHUBepCUTETA.

Bepcua 02



59

MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHune

HOYplrAY--05-03- i o
3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

7.5. OTBETCTBEHHOCTb 3a yTpaTy neyatei (LUTaMMoB) WAN HapyLUeHUe B X UCMOb30BaHNM

OTBETCTBEHHOCTb 32 3aKOHHOCTb  WCMOMb30BAHUS U HafEXHOCTb XpaHeHWs rneyarein
C n3obpaxeHnem [ocygapcTBeHHOro repba Poccuiickoin ®efepaumm BO3naraeTcid Ha pekTopa
YHuBepcuteta, OTBETCTBEHHOCTb 3a HALEXHOCTb XpaHeHWs, 3aKOHHOCTb MWCMO/b30BaHUA [PYyrux
nevaTeli Bo3naraeTcsi Ha OTBETCTBEHHOE NnL0 B oTaene Y/ACO.

HenpaBomepHOe MCMNOMb30BaHME MeyvaTell, pPaBHO Kak W WUCMOMb30BaHWe neyaTein, He
NPefyCMOTPEHHbIX HacToAWwMM [10N0XKeHWEeM, NPU  OCYLLECTB/IEHUA YHWUBEPCUTETOM WU  €ro
CTPYKTYPHbIM NOApPa3feNeHnemM pUANYECKN 3HAUYMMbIX [eACTBUA BNeYeT HeLeNCTBUTENbHOCTb
AOKYMEHTa C OTTWCKOM TaKOW MeyaTM W OTBETCTBEHHOCTb, MPEeAYCMOTPEHHYIO [eNCTBYHOLUM
3aKoHOA4aTeNnbCTBOM Poccuiickon degepaunu.

3a HapylweHue npaBua XpaHeHMs neyaTel (WTaMnoB) WAM WX YTpaTy BUHOBHOE MU0
NpuUBeKaeTca K AUCLMUNINHAPHOW OTBETCTBEHHOCTH.

7.6. YyeT 6/1aHKOB JOKYMEHTOB

BnaHKM CTPOron OTYETHOCTW - 3TO Pa3HOBMAHOCTb 6/1aHKOB (LOKYMEHTOB), MOA/IEXaLLNX
cneyunancHoMy yuyety. Kaxpgomy ak3emnnaspy 61aHka npucBavMBaeTcs pPerucTpaunoHHbI  HoMep,
KOTOPbIA HAaHOCKTCA Ha BnaHK.

B YHuBepcuteTe nognexar o6s3aTefibHOMY Yy4yeTy 6/1aHKM [OKYMEHTOB 06 06pa3oBaHuu,
TPYZLOBbIX KHUKEK, XO3MCTBEHHOMN AeATE/IbHOCTU.

MonyyeHne, XpaHeHUe U Bblgady 61aHKOB CTPOro/ OTYETHOCTU OCYLLECTBAAIOT CTPYKTYPHbIe
noapasfenieHuns, 3a KOTOpbIMU NPMKa30M PEKTopa 3aKpensieHbl AaHHble PYHKLUKW, C UCMO/b30BaHMEM
XXYPHa0B yyeTa 6/1aHKOB.

Mpuemka Jo/mKHa NPOMU3BOAMTLCA B leHb MOCTYN/IEHUS 6/1aHKOB B YHUBEPCUTET.

BnaHkn NpUHYMAlOTCA MaTepuasbHO OTBETCTBEHHbIM PabOTHUKOM B MPUCYTCTBUM KOMUCCUM.
Mpu npremke HYXXHO NPOBEPUTbL COOTBETCTBME (hAKTUUYECKOr0 KOMMYeCcTBa, Cepui U HOMepOB 6/1aHKOB
[JOKYMEHTOB [aHHbIM, YKa3aHHbIM B CONPOBOANTE/IbHBLIX AOKYMeHTaxX (HaknagHbIX, KBUTAHUMAX U T.M.),
M COCTaBUTb aKT NPUEMKM BNaHKOB LOKYMEHTOB. [laHHbIA aKT YTBEPXAETCA PEKTOPOM (SUPEKTOPOM
WHCcTUTYTa) 1 SBNAETCH OCHOBAHWEM AN MPUHATUA 6/1aHKOB [OKYMEHTOB Ha Y4eT YKa3aHHbIM
paboTHMKOM.

XpaHuTb 6MaHKM CTPOrol OTYETHOCTM HY)XKHO B MeTa//IMYecKux LWKadax, ceindax u (unm)
cneunansHO 060pYL0BAHHbLIX MOMELLEHUAX B YCNOBUAX, KOTOPbIE UCK/IOYAKT UX MOPYY U XULLEHNME.
Mo OKOH4YaHWWM paboyero [AHA MeCTO XpaHeHWUs 6/1aHKOB AOKYMEHTOB [O/DKHO OrneyaTtbiBaThCs,
a NMoMeLLleHMe caaBaTbCA Mo OXpaHy.

BnaHkn BblgalOTCA MNOL POCNUCb pPaboTHWKaM CTPYKTYPHbIX MOApa3feneHnid, KoTopble
Ha3HayalTCsA OTBETCTBEHHbLIMW 3@ 6/1aHKN CTPOroi OTYETHOCTY MPUKA30M PEKTOpA.

B CTpYKTYpHbIX nofpa3sfeneHusax 61aHKu LOKYMEHTOB UCMO/b3YHOTCA CTPOro Mo Ha3HayeHMHo
N XPaHATCA B HAAEXHO 3anupaemblx LUKagax.

Mepenava 61aHKOB APYTrMM OpraHu3aLmam 1 nnuamM He LOMycKaeTcs.
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OTBETCTBEHHOCTL 3a 06ecrneveHne COXPaHHOCTU 61aHKOB M MPaBUIbHOCTb MX UCMO/b30BaHMS
HecyT pabOTHMKM, OTBETCTBEHHbIE 3a 61aHKN B NOAPAa3AeNeHUsAX U PyKOBOAUTENN NOAPa3AeNeHuiA.

Bblgaya AuMNAOMOB, MPUMOXKEHUA K HWM OCYLLECTBASETCA B COOTBETCTBMU C «VIHCTpyKUMel
0 nopsfke Bblgayy [OKYMEHTOB TrOCyAapCTBeHHOro o6pasua O BbiCWeM NPOJPeCcCMOHAIbHOM
06pa3oBaHUK, 3anO/IHEHUM W XPaHEHUM COOTBETCTBYHOLWMX 6/1aHKOB [LOKYMEHTOB», YTBEPXAEHHOM
npuvkasom MuHobpHaykn Poccum ot 12 maa 2014 r. Ne 481 n npukasom MuHo6pHaykm Poccum ot
16 mas 2014 r. Ne 546.

[ns peructpauum BblgaBaeMbIX AWMNJIOMOB, MPUIOXKEHUA K HUM B YHUBEPCUTeTe BefyTcA
cneymanbHble KHUMW (KHUTU perucTpaymmn), B KOTOPbIe 3aHOCATCA CefytoLne faHHble:

a) NOPALKOBbLIV PErncTpaLMoHHbIA HOMEp;

6) amunmsa, MMsA U OTYeCTBO /ULA BbINYCKHWKA (B Cnyyvae Mo/yyeHUs [AunaoMa no
[0BEPEHHOCTM YKa3blBaeTCs (haMununs, UMs 1 0TYECTBO SMLa, KOTOPOMY BblfaH AUMN/IOM);

B) cepusa W HOMep OnaHkKa gunioma; cepus U Homep 6naHka (cepust M HoMepa 6/1aHKOB)
MPUNOXEHUS K AUNIOMY;

r) faTta Bblgayuu Aunaoma;

[) HaMMeHOBaHWe CreLnanbHOCTU WX HanpaBneHWs NOArOTOBKW, HaVMEHOBaHWE NMPUCBOEHHON
KBanmMpukauuu;

X) Jata 1 Homep npoTokona M3K;

3) faTta v HoMep MpuKasa 06 OTYMCNEHNN BbIMYCKHUKA;

1) NOAMUCL PYKOBOAMTENSA NOAPA3LeNeHNs OpraHn3aLMu, BblgatoLWwen Auniom;

K) MOAMWCb N, KOTOPOMY BblaH AUMNJIOM (EC/W BblfaH NNYHO, MO0 MO LOBEPEHHOCTM), MO0
farta u HoMep NOYTOBOr0 OTMPaB/IEHUS.

KHurn pernctpaymm BblfaHHbIX AWNJOMOB, MPUAOXKEHUA K HUMM MPOLUHYPOBbLIBAKOTCS,
MPOHYMEPOBLIBAKOTCA, CKPENAATCA NevaTbld YHUBEPCUTETA U XPAHATCA Kak [OKYMEHTbl CTPOrol
OTYETHOCTH.

C uenblo y4yeTa TPYLOBbIX KHUDKEK, a Takke 0/1aHKOB TPYAOBOWA KHWXKKW WM BKNafbllla B Hee
B YHUBepCUTETE BeAyTCH:

* MPUXOLHO-PacXofHas KHUra no yyety 6/1aHKOB TPYLOBON KHKKM M BKNafbllla B Hee;

* KHUrayu4eTa ABMKEHWNA TPYLOBbIX KHUKEK U BKNaAbILEN B HUX.

®opMbl  NPUXOLHO-PACXOAHON KHUTU W paHrM  yyeTa [ABMXKEHUS TPYAOBbIX  KHUKEK
Y BKNafblllein B HUX NpUBeAeHbl B NpunoxeHusax Ne 2 n 3 K noctaHoBneHuto MuHTpyga Poccum ot
10.10.2003 Ne 69.

B npuxofgHO-pacxofHyl0 KHWUFY MO yyeTy 6M1aHKOB TPYAOBOWA KHVXXKW WM BKNafbllla B Hee,
KOTOpYH BeAeT (DMHAHCOBOE YrMpaBfieHMe, BHOCATCS CBeAeHMs 0060 BCeX onepauusxX, CBA3aHHbIX
C MONlyYeHVEeM 1 pacxofoBaHMeM 6/1aHKOB TPYLOBOM KHVKKM W BKNafbllla B Hee, C YKa3aHWEM Cepumn u
HOMepa Ka4oro 6naHka. B cBol ouepedb B KHUMe yuyeTa ABVKEHUS TPYLOBbIX KHUXKEK U BKNafblLel
B HWMX, KOTOPYK BefeT OTAeN KajpoB, OMOPMAAKOWMIA NpueM W YBONibHEHWE pPabOTHUKOB,
PErNCTPUPYIOTCA BCE TPYZLOBbIE KHWKKMW, NPUHATbIE OT pabOTHUKOB MpW MOCTYMN/AEHUN Ha paboTy, a
TaKXXe TPYLOBble KHUXKU W BKMAAbILLM B HUX C YKasaHMeM Cepum M HoMepa BblfaHHble BHOBb
NOCTYNMBLWIUM pabOTHUKAM, He UWMelWwumM TpyaoBoro cTaxa. O6e KHUMM  JO/MKHbI - ObiTb
MPOHYMEpPOBaHbl, MPOLLIHYPOBaHbI, 3aBepeHbl MOAMUCLI0 PEKTOpa, a TakKXe CKPenseHbl CypryyHoii
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neyatbl0 WAN oMaOMOMpOBaHbl. paBuna BefeHWA W XpaHeHWs TPYLOBbIX KHWKEK, W3roTOB/IEHUSA
61aHKOB TPYL0BOM KHMKKIN 1 0b6ecneyveHns nvmu pabotoaatenein (ganee - Mpasuna).

B cooTtBeTcTBUM C NYyHKTOM 42 «[lpaBuna BeAEHUA W XPaHEHUs TPYLOBbIX KHUXKEK,
M3roToBfeHNA 6GNaHKOB TPYLOBOW KHUXKW U ob6ecneveHns vMu paboTogateneii» YTBEPXKAEHHbIX
MocTtaHoBneHuem lMpaeutensctea P® ot 16.04.2003 1. Ne225, 61aHKN TPYLOBbIX KHUXKEK U BKIAAbILLM
B HWX XPaHATCH B Y4YpeXAeHWW KakK [OKYMEHTbl CTPOro/ OTYETHOCTM MW BbIJAOTCA nLY,
OTBETCTBEHHOMY 3a BefleHWe TPYLOBbIX KHVWKEK, MO ero 3asske. CnmcaHue WCMopYeHHbIX 6/1aHKOB
TPYZLOBbIX KHUXEK U BKNagplllell B HUX otopmaseTcas AKTOM 0 cnucaHuM 61aHKOB CTPOrol
oTyeTHoCTM (. 0504816), yTBEPXAEHHbIM NPUKa3oMm MuHgpmHa Poccum ot 30.03.2015 No52H.

Mo OKOHYaHUM KaXOoro Mecsiua NnLo, OTBETCTBEHHOE 3a 6/1aHKM CTPOroi OTYETHOCTM, 0653aHO
npeacTaBuTb B (PUHAHCOBOE Yyrpas/ieHWe OTYET O PacxXxofOoBaHUM W Hanuyum 61aHKOB CTPOroin
OTYETHOCTW.

lMpoBepka (haKTMYeCKOro Haimums 6/71aHKOB [LOKYMEHTOB CTPOroi OTYETHOCTW NPOM3BOAUTCA
B COOTBETCTBMM C MeTOAMYECKMMUN YKa3aHUAMU MO WHBEHTapu3aumMmM MMYyLLEecTsa U (PUHAHCOBbIX
0653aTe/IbCTB M0 BUAaM 6/1aHKOB C YY4eTOM Hauva/lbHbIX M KOHEYHbIX HOMEPOB TeX WM UHbIX B11aHKOB,
a TaKXe Mo KaXLO0MYy MeCTy XpaHeHMs U MaTepuanbHO OTBETCTBEHHLIM /MLAM, Ha OCHOBaHWUW MpuKasa
(pacnopskeHuns) 0 NPOBELEHUN UHBEHTapU3aLUK.

B xofe WHBeHTapu3auuu ycTaHaBnMBaeTCs (PaKTUYeCKoe Hannyme GNaHKOB, OCYLLECTBNAKOTCA
MX TMepecyeT U CBepka OCTATKOB C [aHHbIMW KHWUIM y4yeTa 6NaHKOB CTPOrO OTYETHOCTU
1 Byxrantepckoro yyeta. [pu MHBEHTapM3aLUM HEOO6XOLMMO NPOBEPATL U NOPALOK BEAEHUS XYPHANoB
ydyeta 6/1aHKOB - MOJIHOTY 3aMO/IHEHWS, COOTBETCTBME AaHHbLIX MEPBMYHLIM LOKYMEHTaM W Haanuue
OCTATKOB Hemncnosib30BaHHbIX Y MCNOPYEHHbIX 6/1aHKOB.

8. JOKYMEHTA/IbHbIN ®OH/ YHVBEPCUTETA

8.1. Pa3paboTKa HOMeEHK/ATypbl gen

HomeHknaTypa gen npefcTaBnseT cobOli CUCTEMATM3MPOBAHHLIA MepeyveHb 3arofioBKOB [en,
3aBOAMMbBIX B [€N0MPOU3BOLACTBE YHMBEPCUTETa, C yKa3aHWEM CPOKOB WX XPaHeHUs, O(hOPMIIEHHbI
B yCTaHOBNeHHOM nopsgke. CBoAHas HOMeHKnatypa fen YHusepcuteta (npunoxeHve Ne 10)
COCTaB/NAETCA Ha 5 NEeT B NOCNEAHEM KBapTasie rofa, NpefLlecTBYOLLEero HoOBOMYy 5-neTHEMY Mepuogy,
pykoBoamTenem otaena YACO npu MeTOAMYECKON momolym paboTHuMKoB oTgena YACO, Ha ocHoBe
N3yYeHNs CYLLECTBYIOLMX HOMEHKNATyp [en CTPYKTYpPHbIX nofpasgeneHunid (npunoxexnve Ne 11).
HomeHKnaTypa pgen yTBepXzaeTcd NpPUKa3oM pekTopa YHUBEpCUTeTa, Mnocfe eé cornacoeaHusa
C IKCMNepTHO-NPOBEPOYHOI KOMUCCUEN ToCyaapCTBEHHOINo KoMUTeTa Mo AenaMm apxmBoB UensabuHCKON
obnactu (He pexxe 0A4HOro pasa B 5 neT), n BBoanTCA B Aeiicteue ¢ 01 AHBapsi crnegytoulero roga. B
Clyyae KOOPAMHA/bHbIX CTPYKTYPHbIX W3MEHEeHW B YHuBepcuTeTe pa3pabaTbiBaeTcsi HOBas
HOMeHKNaTypa fern.

B KOHUEe KaXAoro KaneHZapHOro roga HOMeHKnaTypa [Aefl CTPYKTYPHbIX nogpasgeneHuli
yTOuHsieTCA pykoBoguTenem otgena YACO u B ciayyae WU3MEHEHUS (YHKUWUA W CTPYKTYpbl OHa
noanexuT nepepaboTke W YyTBepXZaeTcs MPUKa3OoM pekTopa YHuBepcuTeTa 6e3 CcOrnacoBaHus
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C DKCMNepTHO-NPOBEPOYHOI KOMUCCUEN ToCcyaapCTBEHHOINo KoMUTeTa Mo AenaM apxmBoB UensabuHCKON
obnactn. Ecnm B TeyeHMe rofga BO3HMKAKOT HOBble [JOKYMEHTMPOBaHHbIE Yy4aCTKM paboTbl, Ha HMX
(hOPMMPYHOTCH COOTBETCTBYHOLUME ena, U OHW LOMONHUTENbHO BHOCATCA B HOMEHKNATypy. [ns BHOBb
3aBOAMMbIX [leN1 B KaXA0M pasjesie HOMeHKIaTypbl OCTaBNAKTCA pe3epBHble HOMEpA.

Mpn co3gaHuM HOBOTO CTPYKTYPHOrO MOApasfefieHUs  OTBETCTBEHHbIA paboTHUK 3a
[enonpon3BoOACTBO 0653aH B TeYEHMe OAHOro Mecslia NpefocTaBUTb HOMEHKNATypy Aen CO3[4aHHOro
CTPYKTYpHOro noapasgeneHusa s otgen ¥4CO.

B TeyeHMe roga W3MEHEHMS W AOMNOSHEHUS B HOMEHKNaTypy Aen  (MKCMpPYHOTCS
PacnopsKeHNAMMN.

CsogHass HOMeHKnaTypa fen rOoTOBWTCA B MATM 3K3eMMAspax: MepBblil 3K3emnasp, Kak
AOKYMEHT MOCTOSIHHOrO CpoKa XpaHeHus, nomewjaetcs B geno otaena YACO, BTOpoid v TpeTuin -
ncrnonblyetcs B otgene YACO, kak paboumnin aK3eMnnsap, YeTBepTbli - CAAETCH B rOCyAapCTBEHHbIV
apxveB AgMuUHUCTpauun r. Tpouuka, natblil - B [ocygapcTBeHHOe yupexpaeHue «OO6befVHEHHbIN
rocyapCTBeHHbI apxuB UensabuHCKon 06nactm».

HasBaHusiMM pa3fenoB CBOAHON HOMEHKNaTypbl [en YHuBepcuteTa SBAAKOTCA Ha3BaHWA
CTPYKTYPHbIX MOAPa3AeNeHnid, pasaenbl pacnonaratoTcs B COOTBETCTBUM C YTBEPXKAEHHON CTPYKTYpPO
YHuBepcuTeTa.

"pabl HOMEHKNATYpPbI 4N 3an0NHAKTCA cneayowmm 06pasom.

B rpade 1 npoctaBnAlTCA MHAEKCbl KaXXAO0ro fAena, BKIKYEHHOro B HOMeHKnatypy. VHAekc
fena o0603HavaeTcsd apabCcKMMu umudgpamm U COCTOMT M3 MHAEKCA CTPYKTYPHOro noppasmaeneHus
1 MOPALKOBOr0O HOMepa B nNpefenax KOHKPETHOro CTPYKTYPHOro nofpasfeneHuns, uYepe3 [Apo6b
yKasblBaeTCA MNPUHAANEXHOCTb K KOHKPETHOMY WHCTUTYTY YHUMBEPCUTETa, MOCNeAHVM WHAEKCOM
0603HavaeTCca NOpsAKOBbLIA HOMep 3aro/IoBKa fesa No HOMeHKaType CTPYKTYPHOMo NoApasfeneHus.

Hanpumep: 05-03-3/1-01, rge

05 - BuA CTPYKTYpHOro nogpasgenexHusa: Otaen,

03-3 - nopsAKOBbIAi HOMEP KOHKPETHOrO CTPYKTYPHOro nogpasgeneHus: OTAen ynpaBneHus
Aenamm 1 cBsseit ¢ 06LLECTBEHHOCTLIO;

/1 - npuHagneXHocTb K MHCTUTYTY: VIHCTUTYT BETEPUHAPHOIN MeANLMHDI;

01 - MopsALKOBbIA HOMep 3aro/oBKa fena No HOMeHKIaType CTPYKTYPHOrO NoApasjenieHuns.

B HOMeHKnaType Agen peKoMeHAYeTCcs COXpPaHATb OAMHAKOBbIE WUHAEKCHI AN OAHOPOAHbLIX Aen
B Npejenax pasHblX CTPYKTYPHbIX NOApa3feneHunin, AN nepexossnx nen NHAeKC CoXpaHsaeTcs.

B rpady 2 BknwouaroTCA 3aronoBku gen (TOMOB, 4acTei), MOpALOK, KOTOPbIX onpeAensercs
CTEMEHbID BaXXHOCTM [OKYMEHTOB, COCTaBNAWOWMX [ena, WX B3aMMOCBA3bID W CUCTeMaTtum3alumein
AOKYMEHTOB BHYTPW Aena.

BHauane pacnonaratoTCd 3arofioBKu [ef, Cofepxalmx OopraHv3alyMOoHHO-pacnopsAAanTeNbHYHO
AOKYMEHTaUM0, [fanee MNaHOBble, OTYETHble AOKYMEHTbl, 3aTeM pacnonaratTca 3arofioBKM Aen
0 LeATeNbHOCTU CTPYKTYPHOrO MOApasfenieHns, Aafiee O BHELHen W BHYTpPeHHel nepenucke, 06
YUYETHO-PErnCTPaLUMOHHbIX (DopMax, 3aKaH4MBaeTCA HOMEHKnaTypa [en 3arofioBKamMu: HOMeHKaTypa
[ien, onucu Ha fena, akTbl 06 YHUUTOXEHUW LOKYMEHTOB, XXYPHaN UHCTPYKTaXKa No oXpaHe Tpyfa.

3aronoBoK fena 4eTko, B 0006LUEHHOV (hopme OTpakaeT OCHOBHOE COAep)kaHWe W cocTaB
LNOKYMEHTOB Aena. Ecnn geno, BKIOYaeMoe B HOMEHKNATYpy [efl, COCTOUT U3 OAMHAKOBbIX BUAOB UK

Bepcua 02



63

MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHune

0PI AY-T1-05-03- no fienonpounssogcTBy ®rBOY BO KO>KHO-Ypanbekuilt FTAY
3/1-84/02-20
pasHOBMAHOCTEN [OKYMEHTOB, B 3aro/loBKe TaKOro Jefla YKasblBaeTCHd HaumMeHOBaHWe BUO0B
AOKYMEHTOB, Hanpumep: IpuKasbl peKTopa no OCHOBHOMN e TeNbHOCTMW.

3aronoBOK fAena COCTOWUT M3 3/IEMEHTOB, pacrofiaraemblX B ClefytoLLen NocnesoBaTe/lbHOCTH:
HasBaHWe BuAa fena (nNepenuncka, >XypHan W Ap.) WX PasHOBUAHOCTU [LOKYMEHTOB (NPOTOKO/bI,
npuKasbl 1 Ap.); Ha3BaHWe CTPYKTYPHOro nojpasfeneHus (aBTop JOKYMEHTA); Ha3BaHMe opraHu3auuu,
KOoTopoi OyfayT afpecoBaHbl WM OT KOTOpPOM OygyT MoMy4veHbl [OKYMeHTbl (agpecar wau
KOpPecrnoHAeHT [OKYMEHTA); KpaTKoe COAepXaHue [OKYMEHTOB [ena; Ha3BaHWe MeCTHOCTU
(TeppuTOpMM), C KOTOPON CBA3AHO COAepXaHWe [OKYMEHTOB fena; faTa (Nepuof), K KOTOpPbIM
OTHOCATCS AOKYMEHTbI Aena.

B 3aronoBkax pfen, cogepxawux AOKYMeHTbl MO OLHOMY BOMPOCY, HO He CBfA3aHHbIX
nocnefoBaTeNbHOCTbI WUCMOJMIHEHNSA, B KayecTBe BMAa fena Ynotpebnserca TEPMUH «LOKYMEHTbI»,
a B KOHLe 3arofioBKa B CKOOKax YKa3blBalOTCH OCHOBHble Pa3HOBUAHOCTU [OKYMEHTOB, KOTOpble
[LOMXKHbI ObITb CrpynnupoBaHbl B fAene (0630pbl, CBOAKW, CNpaBku W T.4.), Hanpumep: [JOKYMEHTbI
OpaccMOTpeHun obpallieHunii rpadkiaH (0630pbl, CBOAKW, aHAIMTUYECKME CrPaBKK).

B 3aronoBkax fen, cogepxawiux MAaHOBYK WAW OTYETHYH [OKYMEHTALUIo, YKa3blBaeTcs
nepuog (KBapTan, rog), Ha (3a) KOTOpPbIA cocTaBneHbl NaaHbl (0TYETbI), Hanpuvep: M040Bble OTYETh! ...

Ecnn peno 6yfgeT COCTOATb M3 HECKONbKMX TOMOB WM 4YacTeill, TO COCTaBMsSeTCH O06LMi
3aronoBOK fAena, a 3arem Mpyv Heo6XOAUMOCTW COCTaBASKOTCA 3ar0fIoBKM KaXoro toma (4actu),
YTOUHAIOLLNE COAepXaHue 3arofioBka aena.

3aronioBKun fien MoryT YTOYHATLCA B NpoLecce POPMUPOBAHUSA 1 OPOPMAEHUS fen.

B rpaje 3 ykasblBaeTCA KOAM4YecTBO fen (TOMOB, 4acTeil), 3amnosfiHAeTCsa M0 OKOHYaHMM
KaneH[apHoro rofa.

B rpade 4 yka3biBaeTCA CPOK XpaHeHWs Aena, HoMepa CTaTell CO CCbIJIKOM Ha nepeyeHb.

B rpage 5 yka3blBarOTCA Ha3BaHUA MepeyHel JOKYMEHTOB, UCMO/b30BaHHbIX MPY OnpeaeneHnm
CPOKOB XpaHeHus fen; npocTaBnsatoTCa OTMETKM O 3aBefeHUn aen (B TOM YuC/e B 3/IEKTPOHHOM BUJE);
0 MepexojAalmMX fenax; 0 MeCTe HaxXOXAeHWUS OpWUrMHAaNOB; O BbILENEHUU [eN K YHUYTOXEHWIO;
0 INLaX, OTBETCTBEHHbIX 3a JOpMUPOBaHUE €N, 0 Nnepefaye Aen B APYryt0 opraHusauuio 1 apyroe.

B KOHLEe CBOAHON HOMEHK/NATYpbl COCTaBMSETCA UTOroBas 3anucb O KOMMYECTBE U KaTeropusx
Jen, chopMUpOBaHHbIX B Ae/10NPOM3BOACTBE YHUBEPCUTETE B TeUEHWE rofa.

Mpwn cocTaBneHWW CBOLHOV HOMEHKNATYpbl MPUMEHAIOTCA: MEPeyYHU TUMOBbIX [OKYMEHTOB,
obpasylowmnxca B [AeATe/IbHOCTU YHMBepcuTeTa C YyKa3aHWEM CPOKOB XpaHeHus; npuMepHas
HOMeHK/aTypa e BbICLLIEro y4ebHOro 3aBefeHus.

8.2. dopmMupoBaHMe fen N UX TeKyLee XxpaHeHune

dopmMupoBaHMe fen - TPYNnMPOBKa WCMOMHEHHbIX [OKYMEHTOB B fAena B COOTBETCTBUU
C HOMEHKNaTYpoOil ien 1 cucTemaTusauus JOKYMEHTOB BHYTPU Aena.

Jena B YHuBepcuTeTe (OPMUPYHOTCS B CTPYKTYPHbIX  MOAPA3AENeHusX  nmuamm,
OTBETCTBEHHbIMY 3a [€/10MPOK3B0ACTBO. CTPYKTYpPHbIE NoAgpa3AeneHns GopMUpyrT B Aena AOKYMEHTbI
B COOTBETCTBMW C NMPOUIEM CBOETO NOAPA3AENEHMS.
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MeTofmnyecKoe pyKOBOACTBO U KOHTPO/Ib 3a MPaBU/IbHOCTbIO (POPMUPOBAHNA [ieN OCYLLEeCTBASET
otaen YACO.

Mpun hopMmpoBaHMM fen He06X0AUMO Co6Nt0AaTh CreaytoLine o6LLme npasuna:

* NnomMewlatb B [e€N0 TONbKO WCMNONHEHHblE [OKYMEHTbl, COOTBETCTBYHOLLME MO CBOEMY
COAepXXaHuto 3arosioBKy Aenia no HOMeHKNaType;

* romellatb BMeCTe BCe JOKYMEHTbI, OTHOCALLMECH K pa3peLleHnto 04HOro BONpoca,;

* MoOMeLLaTb MPUIOXKEHUSA BMECTE C OCHOBHbIMU JOKYMEHTaMW;

e rpynnupoBatb B fefl0 AOKYMeHTbl OAHOro KaneHgapHoro roga (4nd  y4ebHbIX
nofpasfeneHunin - yuebHOro roga), 3a UCK/I0YEHNEM NepexoaaLLmX aen;

* pa3fgesibHO rpynnupoBaTh B Aefla AOKYMEHTbI NOCTOAHHOIO M BPEMEHHOIO CPOKOB XPaHEHWS;

* BK/IKOYATb B [1e/10 N0 OLHOMY 3K3eMMAPY KaXKA0ro AOKYMEHTa,;

* romeLlartb B fena (hakcorpaMmmbl, Teserpammbl, TefieOHOrpaMmbl Ha 06LLMX OCHOBaHUSAX;

* NnomMewlatb B [eN0 AOKYMEHT, NPaBWIbHO W MOMHOCTbIO O(OPMIEHHbIA (LOKYMEHT [LOJKEH
UMeTb 4aTy, NOANUCL U Ap. PEKBU3NTI);

* He NomeLlaTb B AeN0 LOKYMEHTbI, MOANeXallne BO3BPATY, /INLLHNE 3K3EMMNSAPLI Y YHEPHOBUKM
(3a UcknroYeHnemM 0cob0 LEeHHBIX);

* N0 00beMY [1eN0 He LO/KHO npeBblwatb 250 NMCTOB NpuW TOMWMUHE He 60nee 4 cM (TOMLWMUHA
fena co cpokamm xpaHeHus fo 10 neT He fomkHa npesblwatb 10 cm). Mpy NpeBblEHUN [aHHOrO
06bemMa 3aBOAMNTCA BTOPOI TOM. Ipu HanMuMn B fienie HECKONbKMX TOMOB (4acTei) MHAEKC U 3arofoBOK
[lena NpoCTaBNATCA Ha KaXXA0M Tome ¢ fobasneHuem "1. 1%, "T. 2" n 1.4,

[OKyMeHTbl BHYTpM f[efla pacnonaraloTcs CBepXy BHU3 B XPOHO/IOrMYECKOW, BOMPOCHO-
NOrNYECKOI NocnefoBaTeNIbHOCTA UM UX COYETAHUN.

PacnopsaguTenbHble  AOKYMEHTbl  TPYMMMPYKOTCA B fena NO  BWAaM UM XPOHOMOrnn
C OTHOCALLMMUCS K HUM NPUNOXKEHUAMKU. TpaBuia, MOMNOXKEHUS, MHCTPYKUUU U LpYrue fIoKanbHble
HOpPMaTWBHbIe aKTbl, YTBEPXEHHbIE PACNOPAAUTENbHLIMU [OKYMEHTaMU, ABMAOTCA MPUIOXKEHUAMN
K HAM 1 TPYNNUPYOTCA BMECTE C YKa3aHHbIMU AOKYMEHTaMMU.

[MpoTOKO/bI B Aefie pacrnosiaraloTcs B XPOHONOITMYEeCKOM NOpsiAKe No HoMepam (CBepxy paHHue
Aatbl, CHU3Y - Mo3fHKMe). [JOKyMeHTbl K NPOTOKONaM, eC/IM OHU CrpynnupoBaHHble B OTAE/bHbIE Aena,
CUCTEMATU3NPYIOTCA MO HOMEPaM MPOTOKOJI0B.

MpuKasbl NO OCHOBHOW [eATeNbHOCTW, Y4yebHOMY npoueccy M N0 JINYHOMY COCTaBy
rpynnupytoTCa OTAeNbHO ApYr OT Agpyra. LlenecoobpasHo npu 60/bunx 06beMax LOKYMEHTOB MpuKasbl
no NIMYHOMY COCTaBYy, KacalolMecs pas/IMYHbIX CTOPOH AeATeNbHOCTU rPynnupoBaTb B OTAE/NbHblE
fena. Hanpumep, npukasbl O MpueMe, MNepemMeLLeHnn, YBOJIbHEHME pPabOTHUKOB (opmMupyroTcs
OTAEeNbHO OT NPUKa3oB No Apyrum Bonpocam (KOMaHAMPOBKK U T.4.).

YTBepXAeHHbIe MNMaHbl, OTYETbl, CMETbl U ApYrue AOKYMEHTbI FpynnupyoTCA OTAENIbHO OT KX
npoekToB. [lnaHoBas WM OTYETHas [AOKyMeHTaums (nnaHbl, OTYETbl, 3aABKW, CMeTbl, pacyeTbl)
NMOMeLLaKTCA B Aefia TOro roga, K KOTopoMy OHa OTHOCUTCH MO CBOEMY COZEPXXaHWUH, He3aBUCUMO OT
BPEMEHW ee COCTaBMEHUS WAM fAaTbl MocTynneHus. Hanpumep: otyeT 3a 2019 rog, cocTaBneHHbIi
B 2020 rogy, 6ygetr nomewatbca B fAeno 2019 roga; nnaH pab6oTbl Ha 2021 rofg, COCTaBNEHHbI
B 2020 rogy, nomellaetcs B geno 2021 ropa.
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Nuuesble cueTa paboOTHWKOB NO 3apabOTHOW nnaTe rPynnupPylOTCA B OTAeNbHble fena
1 pacrnoniararoTcsa B HUX Mo andasuTy.

[ OKYMeHTbI B IMYHbIX Aefiax pacronaratoTcs no Mepe nx nocTynieHus.

Mepenuvcka rpynnupyeTcs, Kak npasuo, 3a Nepuos KaneH4apHoro roga v cuctematusupyeTcs B
XPOHONOTMYeCKOW Noc/ef0BaTe/IbHOCTU: AOKYMEHT-OTBET MOMELLAeTCa 3a LJOKYMeHTOM-3anpocom. Mpu
BO30OHOB/IEHUM MEPennUCKM MO  OnpefesieHHOMY BOMPOCY, HauyaBlUelcs B Npeablaywem rogy,
LOKYMEHTbI BK/HOUAKOTCA B 1e/10 TEKYLLEro roja c ykasaHMeM MHAeKca fena npeablayLero roga.

3aKOHYeHHble [enonpon3BOACTBOM 3/IEKTPOHHbIE AOKYMEHTbI (DOPMUPYHOTCA B fena (nankw,
AMPEKTOPUM) B COOTBETCTBUM C HOMEHKNATYpPOW fAen YHWUBEPCUTETA, OTAENIbHO OT [LOKYMEHTOB Ha
OYMaXXHbIX HOCUTENAX, Ha JUCKe.

C mMomeHTa 3aBefieHuNs n o nepegaydn B otaen YACO (apxvB) fena XpaHATCA NO MECTY WX
(hOPMMPOBaHUSA B CTPYKTYPHbIX MOAPA3AENEHNAX N COTPYLHUKMN, OTBETCTBEHHbIE 3a e/I0NPON3BOACTBO,
HeCyT OTBETCTBEHHOCTb 38 COXPAHHOCTb JOKYMEHTOB W Aef.

[ena [OMKHbI HaxoauTbcAa B WKagax, o06ecneymBalOMX WM MOMHYH  COXPAHHOCTb,
N NPefOXPaHAoLWMX OT CO/IHEYHOrO CBeTa U MblN.

[ena pacnonaraloT B COOTBETCTBUMM C HOMEHKNATYypoOW, 4TO fAaeT BO3MOXHOCTb ObICTPOro
MOMCKa, BbIMMUCKA U3 HOMEHK/ATypbl AeNn CTPYKTYPHOro nojpasfieneHuns rnomeLlaeTcs Ha BHYTPEHHeNR
CTOPOHe LWKaga.

Ha Kopelukax 0610XeK fen yKa3blBatoTCA UHAEKCbI N0 HOMEHKATYpe.

lMpoBepKa HaMuMsA N COCTOSAHUSA LOKYMEHTOB W [en NMPOBOAMTCA MPW MepeMeLleHun aen, npu
CMeHe pYKOBOAMUTeNA CTPYKTYPHOro noApasfenieHns, npu peopraHmsaunmy n MKBMLaLMM CTPYKTYPHOTO
noapasfeneHuns.

lMpoBepKa HanMuuns NPOBOAUTCA NYTEM CBEPKM CTaTell HOMEHKNATYpbl Ae/l C ONUCaAHUEM [efl Ha
06/10)KKe, a (PU3NYECKOe COCTOAHME AieN1 ONpefenseTcs NyTeM UX BU3yanbHOro NpocMoTpa.

MMepefaya pfen OT OfHOrO CTPYKTYPHOro MoApasfeneHnsa Apyromy npousBOAUTCA MO
COr/1lacoBaHMIO CTOPOH MO aKTy nepegaun gen (npunoxeHune Ne 12).

Boigaua pgen w3 otgena YOACO (apxuBa) pabOTHUKaM CTPYKTYPHbIX MNoApasfeneHuii
YHusepcuTeTa 419 paboTbl OCYLLECTBASETCA B XYpPHaie Perucrpauuy Bblgaunm apXmBHbIX LOKYMEHTOB
noA pocnuck. Ecnm paboTHUK CTPYKTYPHOrO nogpassfeneHns TpebyeTt fefio, He UMEeOLLEro OTHOLLEHUS
K JaHHOMY CTPYKTYpPHOMY MnofpasfenieHnto, To Bblgaya Aena Npous3BOANTCA C paspeLleHmns pekTopa unm
AO/HXHOCTHOIO Nirla 13 cocTaBa PeKTopaTa Ha OCHOBaHUW NMUCbMEHHOro 3anpoca. [lena BblgalTcs BO
BPEMEHHOE M0/Ib30BaHWE Ha CPOK He 60nee OAHOro MecsAua W NOCNne ero WUCTeYeHWUs noanexar
BO3BpaTy.

["ocypapCTBEHHLIM OpraHam ¥ opraHu3aumnam fena BblAalTCA Mo akTy nepegayun (MpUNoXeHue
Ne 13) Ha OCHOBaHWWM UX MUCbMEHHOrO 3anpoca C paspelleHns peKkTopa YHUBEPCUTETa, Ha CPOK He
60nee ogHOro mecsua.

Ecnn oTaenbHble NOKYMEHTbI, Y)KE BK/IHOYEHHbIE B [e/10, HaXOAAWMECH Ha TeKyLlemM XpaHeHuu
B CTPYKTYPHOM MoApasfeneHnn, BpeMeHHO TpebytoTca paboTHUKY, OHM MOTyT ObiTb BblfaHbl U3 Aena
OTBETCTBEHHbLIM 32 POPMUPOBAHME U XPaHEHWe Aen, a Ha X MeCcTO BKNAAblBAeTCA KapTa-3aMecTuTesb
aena (npunoxexue Ne 14), ¢ ykasaHueM, Korga, KOMy M Ha Kakoil CPOK BblfaH JOKYMEHT.
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MonoxxeHue

HYplrAY-I-05-03- o

no aenonpomnssoacTey PIrBOY BO KOXKHO-Ypansckunm TAY

3/1-84/02-20 AENOMIPOMSBOACTBY P

N3baTHne JOKYMEHTOB M3 e/l NOCTOAHHOIO XpaHeHnA AOoMnyCKaeTcAa B NUCKMTHIOYNTENbHbIX Cy4daax

N MPOU3BOAUTCA C paspelleHns pekTopa YHuMBepcuTeTa C OCTaB/IEHWEM B [eNe 3aBEPEHHON Konuwu
[OKYMeHTa, aKTa 1 JOKYMeHTa 0 NMpUYmnHax Bblgayun NogvHHMKA.

8.3. lNoaroToBKa JOKYMEHTOB U A6/ K Nepejaye Ha apxXnUBHOE XpaHeHMe

MoaroToBKa [AOKYMEHTOB W [en K Mepejaye Ha apXMBHOE XpaHeHMe BK/OYaeT B Cebs:
3KCNepTU3y LEHHOCTU [AOKYMEHTOB, O(OPM/EHWe Aen, COCTaBfeHWe Oonuceid aen no pesynbTaTam
9KCMEPTM3bl UX LEHHOCTW, COCTAB/IEHWE aKTOB HAa YHUUTOXEHWe [JOKYMEHTOB W [eN C UCTEKLIUMM
CPOKaMU XpaHeHus.

8.3.1. IKcnepTUn3a LLeHHOCTU JOKYMEHTOB

3KcnepTusa LEHHOCTU AOKYMEHTOB - OMpejeneHne LeHHOCTU LOKYMEHTOB C Lienbio 0T6opa mx
Ha rocyjapcTBeHHOe XpaHeHe 1 YCTaHOB/IEHNE CPOKOB XpaHeHWs.

[nsa opraHusaumm v NpoBefeHUs 3KCNepTUsbl LEeHHOCTU LOKYMEHTOB, UX 0T6Opa Ha XpaHeHue
WA K YHUYTOXEHWID B YHMBEPCUTeTe CO34aeTcsa MNprKa3oM pekTopa MOCTOSAHHO AelcTBYloLLas
akcnepTHaa komuccus (ganee 3K).

®dyHKuMn 1 npaea IK, Nopsagok eé paboTbl onpeaensetcs nosnoxeHnem 06 IK. MonoxxeHune 06
9K YHuBepcuteTa YTBEPXKAAETCA PEKTOPOM W COrnacoBbiBaeTCA C  SKCMNepTHO-MPOBEPOYHOM
Komuccuelt MocyapcTBEHHOrO KOMUTETA MO feflaM apxXmuBoB UensbnHCKON obnacTu.

OT60p AOKYMEHTOB Ha MOCTOAHHOE XpaHeHWe MPOBOAMTCA Ha OCHOBaHWUMW MEpeyHs TUMOBbIX
[AOKYMEHTOB C yKa3aHMeM CPOKOB XPaHEHWs M CBOAHOW HOMEHKNaTypbl Aen YHuBepcuTeTa MeTOL0M
NMOIMCTHOrO NPOCMOTpa Aen.

Mo pe3ynbTaram 3KCMepTUsbl LLEHHOCTU [OKYMEHTOB COCTaBNAKOTCA OMUCU [eN MOCTOAHHOrO,
BpeMeHHOro (cebiwe 10 f1eT) XpaHeHWs M NO NNYHOMY COCTaBy, a TaK € akTbl O BblAefleHUn fen
K YHUUTOXEHMIO.

8.3.2. CocTaBrieHNe onucein aen

Onucb fen - apXvBHbIA CMIPaBOYHMK, COAepXKalnil CUCTeMaTU3NPOBAHHbIN MepeyveHb eanHuL,
XpaHeHWs apXMBHOMO (hOHAA W NpeAHAa3HAYeHHbIN AN UX yyeTa U pacKpbITus codepxaHus. OThenbHas
OnuCb NpefcTaBnseT coOO MepeveHb Aen C CaMOCTOATENIbHOW BanoBOM (MOPALKOBON) 3aKOHYEHHOM
Hymepauuen.

OnucK cocTaBnATCA OTAE/NbHO Ha [ena MOCTOSHHOIO XpaHeHus, Aefa BPeMeHHOro (CBbllle
10 neT) XpaHeHus, gena no nAMYHOMY coctaBy. Ha gena BpemeHHoro (go 10 feT) XpaHeHUs onucu He
COCTaB/AOTCA.

Onucu  fen, nNOArOTOB/IEHHbIE CTPYKTYPHbIMW NOAPasfeneHnsMKn, CnyXXaT OCHOBOW Ans
MOArOTOBKM CBOAHbLIX OMWCEN Aen NOCTOAHHOro XpaHeHus (npunoxeHue No 15) B KaXLOM WHCTUTYTe
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OYprAY-T1-05-03- rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
3/1-84/02-20
YHuBepcuteta, KOTopble roToBAT paboTHMKKM oTaena YOCO (apxvB) M MO KOTOPbIM BMOC/EACTBUM
nepefaroTcs fefia Ha rocyapCTBEHHOE XpaHeHue.

Onucn  pen  CTPYKTYpHbIX MNOApasfeneHnid  COCTaBNATCA MO YCTaHOB/IEHHON  (hopme
(npunoxeHune Ne 16) n npegoctasnatoTcsa B otaen YACO (apxuB).

B onucsax pgen ykasbiBaeTcs MOMHOe [eWcTBUTeNbHOe (6e3 COKpalleHWA) HaumeHOBaHWe
CTPYKTYPHOro nogpasfeneHuns. B cnydyasx, Korga CTpyKTypHOe nojpasfeneHue B TedeHWe nepuosa, 3a
KOTOPbIA BHOCATCA [Jena B ONWCb, ObINO nNepeMmeHoBaHO (Npeobpa3oBaHO), MOL MPEeXHUM
HaVMeHOBaHWeM MULLETCA ero HOBOe HaMMeHOBaHMe.

Mpun cocTaBneHUy onucy fen cobnoalTes cnemyoLme TpeboBaHNa:

* 3arofoBKMW €N BHOCATCS B OMWUCb B COOTBETCTBUM C MPUHATON CXEMOI CUCTEMATU3ALMUN Ha
OCHOBe HOMEHKNaTypbl fen;

* KaXaoe Aeno BHOCMTCA B OMWCb NOJ CaMOCTOSTE/IbHbIM MOPAAKOBbIM HOMEPOM (ecnn Aeno
COCTOWUT M3 HECKO/IbKMX TOMOB (4Yactei), TO KaxAbli TOM (4acTb), B TOM 4ucne CHOpMUpPOBaHHOE
B OTAE/bHbIV TOM NPUIOXKEHWE K Aeny, BHOCATCA B ONWUCb MO CAMOCTOSTEIbHbIM HOMEPOM);

* TPUCBOEHME HOMEPOB OMUCAM CTPYKTYPHbIX MOAPa3feNieHnid OCYLLecTBsAeT PaboTHUK
otaena YACO (apxus);

* [MpWY BHECEHWW B ONUCb NOAPSAS AeNl C OAMHAKOBbIMW 3aron0BKamMu MULIETCA MOHOCTLIO
3aro/l0OBOK MNepBOro fena, a BCe OCTa/lbHble OAHOPOAHbIE Aena [oMnycKaeTcs 0603HayaTb CroBamu
«TO0 Xe», Npu 3TOM ApYyrue CBefeHNa 0 fenax BHOCATCA B OMUCb NONHOCTHIO (Ha KaXJOM HOBOM /iMCTe
OMMCK 3aro/I0BOK BOCMPOM3BOANTCA MOMHOCTLIO);

* MHOrOTOMHbIE [ief1a B ONNCb BHOCATCS MO MOPSAAKY HOMEPOB TOMOB. B aTOM c/iyyae B onumcu
nyweTcs HaMMeHOBaHWe TONbKO NEepBOro TOMa, a HaMMEHOBaHWA BCEX OCTaslbHbIX TOMOB, €C/IN OHM
MOMeLLEeHbl Ha OfHOW CTpaHuLle, JOMYCcKaeTcsa 0603HaYaTh croBammn «To xex». Ecnv e HaMMeHOBaHWe
MHOrOTOMHOIO Aena nepexoguT Ha Crneaytownii ANCT, TO Heo6X04MMO 3arofnoBOK fAena MOBTOPUTH
NonHOCTLIO. pada onuck «lMpumedaHuns» UCNONb3YeTCs 419 OTMETOK O NpuemMe fen, 0CO6eHHOCTAX UX
(hM31YECKOro COCTOAHMSA 1 ApYyroe.

B KOHLEe onucu 3anonHseTcs UToroBas 3anncb, B KOTOPOW YKa3sbiBaeTcs (LudpaMy 1 NPonuchbio)
KO/IMYECTBO AN, YMUCAAWMXCA NO OnucK, a TakXe OroBapuBatOTCA OCOOEHHOCTU Hymepauun gen
B ONUCK (NUTEPHbIE 1 NPONYLLEHHbIE HOMEPA).

Onucb fen CTPYKTYPHOro nofpasAeneHns MOAMMCbIBAETCA COCTaBUTENIEM C YKasaHWEM €ro
AO/HKHOCTK, cornacoebiBaeTcd C paboTHukamy otgena YOCO un yTBepXaaeTcs PYKOBOAMTENEM
CTPYKTYPHOr0 nogpasaeneHus.

Onucb fen CTPYKTYPHOro nojpasfeneHns CoCTaBNAeTCs B ABYX 9K3eMMasApax, O4UH U3 KOTOPbIX
nepegaeTca Bmecte ¢ genamu B otaen YACO (apxvB), a Apyroi oCTaeTcs B KayeCcTBe KOHTPO/IbHOrO
3K3emnfpa B CTPYKTYPHOM MoApasfeneHunm.

8.3.3. OthopmneHue gen
OdgopmneHme BKAOYaeT B cebs Komnnekc paboT Mo TexHW4YecKoin 06paboTke pena

n npoBoagnTCA pa6OTHI/IKaMI/I CTPYKTYPHbIX no,qpas,qeneHMM, OTBETCTBEHHbIX 3a A€/10MpPOn3BOACTBO, MPU
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MonoxxeHue

POYE/E,%Z’/OIQ%OB rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
MeToAuuyeckor nomowm paboTHuMkoB oTgena  Y[ACO. HeodopmieHHble WAM  HenpaBWIbHO
ohopMIeHHbIe Aena BO3BPALLatOTCH UCMOMHUTENIO Ha f0paboTKy.

B 3aBMCMMOCTM OT CPOKOB XpaHEHMUs MPOBOANTCS MOJTHOE UM YaCTUYHOE OPOPMIIEHNE [en.

[MonHOMY O(hOpMNEHNIO MOAJEXAT Aefla MOCTOSAHHOro, BpeMeHHOro (cBbille 10 f1eT) XpaHeHus K
Mo /IMYHOMY COCTaBY.

lMonHoe odopmsieHne fena npegycmaTpuBaer:

1) OdhopmnieHne peKBU3NTOB 0610XKKN fena (npunoxexve 17).

OOGNOXKWM fen € AOKYMeHTaMu, UMeKWUMn AnUTeNlbHble CPOKU XpaHeHus (cBbiwe 10 ner),
[O/MKHbI ObITb W3rOTOB/IEHbI U3 TBEPAOro KapToHa. Hapnucyu Ha 0610XKax crefyeT BbIMOJHATL
pa3bopunBo, 6e3 COKpaLLeHW, eciv HaknenBaeTcs Ha 06N0XKY TUTYNbHbLIA NUCT B Ne4YaTHOM BUAe, TO
cnefyeT Knei pacrnpefennTb Ha BCHO MOBEPXHOCTb /INCTA, C TeM 4TOOblI MO HUM He 06pa3oBanochb
nycToT.

O6noXKM fen ¢ AOKYMEeHTaMW, WCMOMIHEHHbIMUW Ha CTaHAApTHbIX /IACTaX, AO/MKHbI UMETb
thopmat A4. O6M10XKKM Aen ¢ LOKYMeHTaMW, U3rOTOBNEHHbIMU Ha HecTaHAapPTHbIX INCTax, MOryT UMETb
pasMepbl, COOTBETCTBYIOLLME pa3mepaM NOALINTLIX B HUX JINCTOB.

OdopmMneHne 06/10XKeK Aen NOCTOAHHOIO CPOKa XpaHeHUs OCYLLEeCTBASETCA paboOTHUKOM OTAena
YACO (apxuB) (npunoxeHune Ne 18).

OdopmneHne 0610XeK fen BpeMeHHOro (csbiwe 10 neT) XpaHeHWUs U MO SIMYHOMY COCTaBy
OCYLLEeCTBNAETCA PabOTHMKOM, OTBETCTBEHHbIM 3a [e/I0NPON3BOACTBO B CTPYKTYPHOM NOApasfe/eHunn,
no mecTy hopMMpPOBaHUS Jen.

Ha 06/10)KKe YKa3blBalOTCA PEKBU3UTI:

a) NOSIHOe HaMMeHOBaHWe YHMBepcUTeTa C yKasaHuem ouLMaibHO NMPUHATONO COKPALLEHHOro
HaVMeHOBaHMWs, KOTOpPOe YKa3biBaeTCA B CKOOKax. B cnyuasx, Korja B TeYeHWe rofa, 3a KOTOpbIM
roToBATCS Aena, By3 Obin nepevMeHoBaH (Mpeo6pa3oBaH) WM 3TO He BbI3BaJI0 BO3SHWKHOBEHMUS HOBOIO
(boHL006paszoBaTens, NoL cTapbiM ero HauMeHOBaHMEM MULLETCA U HOBOE HaVIMEHOBaHUe;

0) NONHOe HaMMeHOBaHWe CTPYKTYPHOrO MOApa3fefieHns, B COOTBETCTBUM C YTBEPXKAEHHOM
CTPYKTYPON YHUBEPCUTETR,;

B) MHAEKC fena no HOMeHKnaType. Ecnn geno coctomt M3 HECKONbKMX TOMOB, TO Ha 06/I0XKe
MepBoro TOMa YKa3blBAETCA KOMMYECTBO TOMOB 3TOr0O Aena, a Ha nocnefyrolmx Tomax - Homep
OYepesHOro TOMa, Ha nocnefHeM TOMe Noc/ie ero Homepa f06aBAeTCcs CMN0BO «MOCNELHUIY;

r) 3aro/0BOK fiena - NepeHoCUTCS U3 HOMEHKIATYpbI;

L) pata pfena (TomMa, 4acTu) - yKasbiBaloTCcA rof(bl) 3aBefeHMA W OKOH4YaHuUA fJena
B 4e/I0NPOn3BOACTBE. [Ns Aen, UMeLWwmMX HECKO/IbKO TOMOB, YKa3blBalOTCA KpaHue 4aTbl JOKYMEHTOB
Aena Ha Kaxgom Tome. Mpu atom ymcno (4BymsA umdpamm) 1 rof 0603HavaloTcA apabckumm uuppamn,
Mecql, - cnosamu. [aTbl Aena MOryT He YKa3blBaTbCH Ha O6/I0XKKe [en, cofepXawimx, Hanpumep,
roA0Bble NaHbl M OTYETHI, TAK KaK OHU OTPaXKatoTCs B 3aro/ioBKax Aen.

Onsa pen, copMMpPOBaHHbIX U3 LOKYMEHTOB MO HOMWHaIbHOMY MpPU3HaKy, TO eCTb MO BMAaM
[LOKYMEHTOB (NpUKasbl, pacnopsXKeHus, akTbl ¥ T.M.), AAaTON Hayana Aena ABASeTCs Aata noAnucaHus
NN YTBEPXKAEHUS CAMOTO PaHHero JOKYMeHTa, a 4aToi OKOHYaHuA - fata nognucaHusa (YyTBepXaeHus)
caMoro no3fgHero AoKymeHTa. [laToil gena, cofepxkaliero npOTOKO/bl 3acefaHunii, fBnseTcs farta
yTBepXAeHus (eCiv OHU YTBEPXAAKOTCA) AN COCTaBeHWUS NepBOro 1 NocneHero NpoToKona.
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tOYpr AY-T1-05-03- rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
3/1-84/02-20

KpallHumun pgatamy NUYHOrO fJena  ABNAKOTCA  [aTbl MOAMWCAHUA MPUKA30B O Npueme
1 YBONIbHEHUW ML, Ha KOTOPOE OHO 3aBefEeHO.

[na gen, cogepxXawmx nepenucky, AaTON Havana Aena sBAAeTCA Aata MOCTYMNAeHMs NepBoro
BXOAALLEro WM fata NepBoro MCXoAsLlero 4OKYMeHTa, a [AaToi OKOHYaHus - fgata caMoro no3fHero
BXOZALLEr0 UM UCXOAALLEr0 OKYMEHTA HE3aBMCUMMO OT MEeCcTa HaxOoXAeHWs UX B fene.

€) KO/IMYeCTBO /INCTOB B JeNe,;

X) CPOK XpaHeHWs fena Mo HOMEHK/aType, KOTOPbIA MEPEeHOCUTCH Ha OO6MIOXKY fena u3
HOMEHKNaTypbl gen. Ha genax NoCTOAHHOIO XpaHeHUs nuuleTcs: "XpaHUTb NOCTOSAHHO™,

3) apXMBHbIN WKUPpP gena (CoCToMT M3 HOoMepa (hoHAa, HOMepa OnNucK 1 HoMepa Aefia Mo onucK)
Ha 00610XKKax Aen NOCTOAHHOIr0 XpaHeHNs NPOCTaBASETCA COTPyAHUKOM oTgena YACO (apxus);

M) Ha 06M10XKax fen MOCTOAHHOrO XpaHeHus npefycMaTtpmBaeTcd MeCcTO [ANs  LiTamna
rocyfapCTBeHHOro apxuBa, B KOTOpbI 6yayT nepefaBatbes fena.

HavMeHOBaHMe YHMBeEpCUTETA U CTPYKTYPHOrO MOAPa3feNieHns, rof v Homep fena Moryt
NPOCTaBNATLCA HA 06M0XKKE LUTAMMOM.

2) Hymepauwusa nucToB B ferne.

B uenax o6ecneyvyeHUsi COXPaHHOCTM W 3aKpennieHus MNopsigka PacronoXeHus AOKYMEHTOB,
BK/IIOYEHHbIX B [€/10, BCE €ro JINCTbl, KPOME /NCTa-3aBepuUTeNis U BHYTPEHHEW ONuCK, HYMepyroTcs
B pa3BEpPHYTOM BuAe apabckmmmn umdpamu, BasioBOM Hymepaumein. UncTble nMCTbl U3 fena U3bIMaroTes
(6e3 noBpexaeHWs LEeNOCTHOCTM Aena) U YHUUTOXatoTca. JINCTbl HYMepyTCA MPOCTbIM KapaHalliom
CBEpXy BHM3 B BO3pacTaloLlemM Mopsake HOMEPOB, HauyMHasa c nepeoro. Llndpbl npocTaBnsoTCcs
B MPaBOM BepPXHeM YI/ly /iMCTa, He 3afeBas TekcTa [OKYMEHTOB. JIMCTbl BHYTPEHHein onucu
HYMEpYHTCS OTAENbHO.

NncTbl gen, coCTOALWLMX U3 HECKONIbKMX TOMOB WM YacTe, HYMEPYHOTCA MO KaXXA0My TOMY WK
4aCTW OTAE/NbHO, HauMHaa ¢ nepsoro. MpunoXeHus K geny, NOCTYNMBLUME B MepenseTe, opopmMasoTCs
KaK CaMOCTOATE/NbHbIE TOMa U TaKXXe HYMepYHTCS OTAe/NbHO.

L[OKyMEeHTbI C COGCTBEHHOI HYMepaLuel MCTOB, B TOM YKCAe NeYaTHbIe U3haHus, HymepyroTca
B 06LLEM NnopsaLKe.

doTorpagun, YepTexxm, gnarpamMmmbl 1 Apyrve UANKCTPaTUBHbIE U cneundryeckme JOKYMEHTbI,
npeacTaBNsOWME CaMOCTOATEIbHbIA NIUCT B fene, HYMepyrTcA Ha OOGOPOTHOW CTOPOHE B /1IeBOM
BEPXHEM Yry.

CnoxeHHbIn nucT 6onblworo gopmata (popmatra A3, A2) pa3BopaymBaeTcsa M HymepyeTcs
B MPaBOi YacTW BepxXHero nons nucta. MNpu 3ToM AKUCT ntoboro opmata, NOAWMUTLIA 3a OAWMH Kpail,
HYMepyeTca Kak OfWH JINCT; a JNCT, CNOXEHHbIA W MOALWMNTLIA 33 CepeauHy, NOAJEXUT MnepeLurBKe
N HyMepyeTCs KaK O4UH JICT.

NncT ¢ Harnyxo Hak/eeHHbIMU AOKYMeHTamu ((poTorpadusamu, Bbipeskamu, BbINMUCKaMU U 4p.)
HyMepyeTCca KakK OAWH /ACT, B HWKHEA 4YacTM uaM Ha 0060poTe Takoro nmcra AenaeTca OMuchb
HaK/IeeHHbIX Ha HEro JOKYMeHTOB. BO BHYTpeHHel onncKn 1 B 3aBEPUTENbHOM HALNUCKU B KOHLE fena o
TaKnUxX NMCTax AenaeTcs oroBopka. Hanpumep: "Ha nucTe 6 HakneeHo 5 goTorpaduini cornacHo onmcu
Ha o6opoTe nucra".

KapTbl M CXeMmbl, CKNeeHHble M3 HECKOMbKUX /INCTOB, HYMEPYHTCA KaK OfAMH /IMCT. Ha Takumx
nuctax Ha obopoTe uav cBOGOAHOM OT TeKCTa MeCTe YKa3blBaeTCH KO/MYeCTBO JINCTOB B CK/elke. Bo
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3/1-84/02-20

BHYTPEHHEW OMWUCK U B 3aBEPUTENIbHON HALMUCKU B KOHUE Aefla 0 TakuUX JIMCcTax [efnaeTcs OroBOpKa.
Hanpumep: "/lncT 7 - kapTa-cknelika u3 10 nnctos".

Ecnn K [OKYMeHTY (MCTY) NOLKNEEHbl OAHUM Kpaem Apyrve LOKYMeHTbl (BCTaBKU TEKCTa,
nepeBOAbl, BbIPE3KW, CMAPaBKM W Ap.), TO KaXAblA AOKYMEHT HYMepyeTcsi OTAeNbHO, OYepeAHbIM
NOpALKOBbIM HOMEPOM.

MoawmnTble B [A€N0 KOHBEPTbl C BOXKEHWAMW HYMEPYKOTCS: BHavane KOHBEPT, a 3aTem
oyepefHbIM HOMEPOM KaXKJ0e B/IOXKEHWE B KOHBEPTE.

Mpn HanMuMM OTAENbHbIX OWKNGOK B HyMepauuu NNCTOB B Aenax npv NOAroTOBKe MX K cpadve
Botaen YACO (apxuB) [onyckaetcd MO COrnacoBaHUKO C  HUM  YNoOTpeb/ieHWe NIMTEPHbIX
(c 6YKBEHHbIMW AOMOMHEHNAMMN) HOMEPOB JINCTOB.

3) CocTaBneHue n1cTa-3aBepuTeNs gena.

Mocne 3aBeplleHNs HyMepauuu NMCTOB COCTaBNsSETCS 3aBepuTeNibHas Hagnwucb, T.e. JINCT-
3aBepuTenb fena (npunoxeHwe Ne 19), KoTopas pacrofiaraeTcs B KOHUeE [efa Ha OTAe/IbHOM nucTte-
3aBepuTene fena. B Heli uudpamm 1 Nponucbi yKasblBaeTCA KOMYECTBO NIUCTOB B [JaHHOM fefe,
OTMEYatTCA O0COOEHHOCTU OTAEeNbHbIX [OKYMEHTOB (YepTexu, QoTtorpaduu, PpUCYHKM W Ap.)
N PU3NYECKOro COCTOSIHUA LOKYMEHTOB (MOMapKK, Hepa3bopumBbIii TEKCT, NOPBaHHbIE NCTbI U Ap.).

3aBepuTeNibHad HagnNucb MOAMMUCLIBAETCA €e COCTaBUTeNleM C  YKasaHWeM pacLungpoBKu
noAnucK, LOMKHOCTM U AaTbl cocTaBneHus. KonmyecTBo NIMCTOB B fAene MPOCTaBAsieTcs Ha 06/10XKe
[ilena B COOTBETCTBUM C 3aBEPUTE/IbHOM HAAMUCHIO.

4) CocTaBfneHMe BHYTPEHHEN onmcKn AOKYMEHTOB Aena (B HEOOXOAMMOM Cryyae).

[ns yyeTta [OKYMEHTOB OrnpefeneHHbIX KaTeropmii NOCTOAHHOIO M BpeMeHHoro (cebile 10 feT)
XpaHeHus, y4yeT KOTOPbIX BbI3blBAeTCA CrEUM(pUKOA AaHHON [OKYMeHTaumm (0C060 LEeHHble, NUYHbIE
fena, fena Cc LOKYMeHTaMy OrpaHWYeHHOro A0CTyna), COCTaB/IAETCH BHYTPEHHAS OMUCb JOKYMEHTOB
aena (npunoxexue Ne 20).

BHYTpeHHAs OMuCb [LOKYMEHTOB [efla COCTaBNSETCA TakXe Ha O0ObeMHble Aena MOCTOAHHOrOo
1 BpeMeHHoro (cBbiwe 10 neT) XpaHeHMs, eCiM OHM CHOPMUPOBaHbLI NO Pa3HOBUAHOCTAM AOKYMEHTOB,
3arofioBKM KOTOPbIX HE PacKpblBalOT KOHKPETHOE COoAepXaHue LOKYMEHTOB, C Le/bio yyeta u 6onee
ObICTPOro Hax0XAeHNs LOKYMEHTOB B Aene. Bo BHYTPEHHIOW OMMCb MOMUMO [OKYMEHTOB, MOALWMNTLIX
B [1€/10, JO/IXKHbI ObITb BHECEHbI U BCE NMPUIOXEHUS, OTHOCALLMECH K HEMY.

JIncTbl BHYTPEHHe onucy noAWwuBalOTCA B Hadane Aena. Ecnv geno nepenneTteHo wam
noaWwnTo 6e3 6r1aHKa BHYTPEHHEN OMUCKM [OKYMEHTOB, TO COCTaB/IeHHas MO YyCTaHOB/EHHOW (opme
OMWCb NOAKNENBAETCA K BHYTPEHHEN CTOPOHE NMLLEBOM 06M10XKN aena.

Mpn n3MeHeHWM cocTaBa [LOKYMEHTOB fena (U3bATUM, BK/IKOYEHUN LOKYMEHTOB, 3aMeHbl WX
KOMMAMM W Ap.) 3TU W3MEHEHMs OTpaXarTcsi BO BHYTpeHHei onucu B rpade "lMpumeyaHne" co
CCbI/IKaMV Ha COOTBETCTBYIOLLME aKTbl 1 MPU HEOOXOAMMOCTY COCTaB/IAETCSA HOBas UTOroBas 3anuchb.

BHYTpeHHA oOnMuCb AOKYMEHTOB [ena MNOAMNUCbIBAeTCS COCTaBUTENEeM C  YyKa3aHWEM
pacLuMMPOBKM MOAMNUCK, LOMMKHOCTW U AaTbl COCTAB/IEHUSA ONUCKU U MPU HEOOXOLUMOCTM CKpensseTcs
neyarbHo.

5) MoawmnBKa nnu nepenneT gena.

[ OKyMeHTbl B Aefnax MOCTOSHHOro, BpeMeHHOro (cebiwe 10 neT) U no AMYHOMY COCTaBy
obbemom 6onee 30 nuCTOB - nepennetatoTcd, a Ao 30 IMCTOB MOALUMBAKOTCA Ha YeTbipe Mpokona

Bepcua 02



71
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3/1-84/02-20

MPOYHBLIMU HUTKaMu B TBEPAYIO O06M0XKY M3 KapTOHa WX MepensieTaloTcs C yY4eTOM BO3MOXHOCTM
CBOOGOAHOr0 UYTEHMS TeKCTa BCeX [OKYMEHTOB, [aT, BM3 W Pe30NOUMiA Ha HUX. TeKCT He A0/DKeH
MOAXOAUTb K IMHWM NOALWMBKK (Mepenneta) 6mke 2 ¢M, a IUCTbl He LO/MKHbI BbICTYNaTbh 3a Kpas
06Nn0XKW. B cnydyasx, Korga TeKCT Ha AOKYMEHTe pacrofioKeH 6/IM3K0 K Kpat /INCTa, K TaKOMy JNCTY
MoJKNenBaeTcs Nonocka bymaru, 3a KOTOpyto JOKYMEHT MoALnBaeTca (nepensetaercs) B 4eno.

[ns npefoxpaHeHWs [LOKYMEHTOB OT MeXaHU4YeckoW MopyYuM Ha MepBOM NWUCTe fAena nepef
MPOLUMBKOW HAK/EMBAETCA MOMIOCKA TOHKOrO KapToHa, LMPWHOW He 6ofiee 1 cm, 4epe3 KOTOPYH
1 MPONYCKAeTCH LLUHYP.

Mo obbemy [eno He AO/MKHO Mpesbiwarb 250 NUCTOB MpU TOMNWMHE He 6onee 4 cm (ToNwuHa
[ena co cpokamu xpaHeHus fo 10 neT He go/mpKHa npesblwaTts 10 cm). Mpu nNpeBbiWeHUN LaHHOrOo
06bema 3aBOANTCA BTOPOM TOM.

[Jena BpemeHHOro (go 10 fneT) xpaHeHWs MoAnexar 4aCTUYHOMY O(OPMIEHUIO: [OMYyCKaeTcs
[ena XpaHUTb B Narkax-CKopoCwWMBaTensxX, MArkmx 06/10XKax, He NPOBOAMTb NepecucTeMaTu3aumio
[LOKYMEHTOB B [iefle, UCTbI fefa He HyMepoBaTb, 3aBepuUTe/NbHbIE HALMUCK He COCTaBNATh.

8.4. TopAAOK YHNUTOXEHUA AOKYMEHTOB U fieN1 C UCTEKLLINUMUK CPOKaMN XpaHeHUA

Ha fena C UCTeKWMUM CPOKOM XpaHEeHUs COCTaBNSETCA aKT O BbIAENEHUN K YHUUYTOXKEHWUIO
OOKYMEHTOB, He MoAnexawimx xpaHeHuto (npunoxeHnue Ne 21), KOTOpbIi cornacosbiBaeTcs ¢ 9K
YHuBepcUTETA U YTBEPXKAAETCA PEKTOPOM.

AKT 0 BbIfeNIeHUN K YHUUYTOXEHUIO [LOKYMEHTOB COCTAB/ISIETCA OAWH Ha fAefla B KaXaoMm
WHCTUTYTEe YHMBepcUTeTa, NPU 3TOM Jena KaxXAoro CTPYKTYPHOro nogpasfeneHns COCTaBNAT
CaMOCTOATE/IbHYHO TPYNMYy 3aro/0BKOB, a 3aro/fIoBKN OLHOPOAHbLIX fefl, 0TOBPaHHbIX K YHUYTOXEHWUIO,
MOryT OblTb BHECEeHbl B aKT Moj OOLWMM 3arofIoBKOM C yKasaHMeM KO/uYecTBa fe/, OTHECEHHbIX
K laHHOW rpynne.

[ena BKNIOYAKOTCA B aKT, €C/IN YCTaHOB/IEHHbIN AN HUX CPOK XPaHeHUs UCTeK K 1 aHBaps rofa,
B KOTOPOM COCTaBJ/IeH aKT (Hanpumep: 3akoH4YeHHble B 2016 rofy fena ¢ 3-7IETHUM CPOKOM XPaHEHUS
MOryT 6bITb BKNKOUEHbI B aKT, COCTaB/IEHHbIV He paHee 1aHBaps 2020 r.).

OT6Op [OKYMEHTOB K YHUYTOXEHMIO W COCTaB/IeHWE akta O BblJe/leHUN [JOKYMEHTOB
K YHUUYTOXEHUIO NPOU3BOAUTCS NOC/E COCTaBAEHUS ONUCEN Aen NOCTOSAHHOr0 XpaHeHUs 1 No INYHOMY
COCTaBy 3a 3TOT >Xe nepuof (oNMCKM M akTbl paccmaTpuBarOTCA Ha 3acefaHum 3K YHuepcuTeTa
OZJHOBPEMEHHO).

MMocne yTBEPXAEHWA PEKTOPOM akTa O BbILENEHUN K YHUUYTOXEHMIO [OKYMEHTOB, He
nogsexawmnx xpaHeHuo, gena yTuansnpyroTcs.

8.5. lNepepfaya gen Ha apxMBHOE XpaHeHue
B otgen YACO (apxvB) nepefatoTcs Aenia NOCTOAHHOI0, BPeMEHHOro (CBbiwwe 10 feT) XxpaHeHus

W fena no SIMYHOMY COCTaBYy, B COOTBETCTBMM CO CBOAHON HOMEHKNaTypoi Aen mo onucam. [ena
BpeMeHHoro (4o 10 neT) XpaHeHMs nepefaye He MOA/IEXKAT, OHM XPaHATCA B CTPYKTYPHbIX
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noApasfeneHnsix M Mo WCTEYEHWM CPOKOB XPaHEHUS MOANEXAT YHUUTOXEHW B YCTaHOB/IEHHOM
nopsiake, Kpome Tex [en, KoTopble 0Tobpana 3K ansd ganbHeiLero XxpaHeHus.

[ena, yBsA3aHHble B CBA3KW, [AOCTaBNSKOTCA B apxXvMB COTPYAHMKAMU  CTPYKTYPHbIX
noapasaeneHuii.

Mprem Kaxgoro fena npou3BoanTca paboTHUKoMm oTtgena YACO (apxvB) B MpUCYTCTBUU
paboTHMKa CTPYKTYpHOro nogpasgeneHus. Mpu aTom B 060MX 3K3eMMaspax ONUCKA NPOTUB KaX[oro
[iena, BK/IKOYEHHOTO B Hee, [ieflaeTcsl OTMeTKAa O Hanuuum fena. B KOHLUE KaXAoro ak3emnsspa onvcu
yKasblBaeTca Ludpammn 1 NPOMUCLI0 KONMMYECTBO (haKTUUECKN MPUHATBLIX 4efl, HOMepa OTCYTCTBYHOLMX
[en, fata npuemMa-nepesadm u noagnmcu paboTHUKOB.

B cnyyae, ecnm Ha MOMEHT cgaun JOKymeHTOB B oTgen YCO (apxuB) OTBETCTBEHHbIN 3a
[eNI0NPon3BOACTBO  0OHApYXMBAeT OTCYTCTBUE KaKWUX-Mb0 [en, OH BMeCTe C PYKOBOAWUTENEM
CTPYKTYPHOrO nofgpasfgeneHuns coctaBnsdeT AKT O He OOHapy>XeHMn Aen, nyTU pPo3biCKa KOTOPbIX
McyepnaHbl U COrNacoBbIBaeT ero ¢ pabotHmkom otgena Y4CO (apxvB), B fanbHeNLIeM BbIHOCUMTCA Ha
3K YHusepcuteTa.

Mpu AMKBMAALMN WX peopraHn3aumMm CTPYKTYPHOrO noapasgeneHns nnuo, OTBETCTBEHHOE 3a
BefjleHVe [enonpomn3BOACTBa [aHHOTO CTPYKTYPHOrO MofpasfeneHns, B MNepuos NpoBeAeHUs
NNKBUAALNOHHLIX MeponpuaTuii (hopMUpyeT BCe MMeKLMecs AOKYMEHTbl B Aena, oopmaseT gena
n nepegaet mx B otaen YACO (apxuB) YHuBepcuTeTa NO akTy (OMMCKU), HE3aBMCUMO OT CPOKOB
XpaHeHus.

9. PABOTA NCMNOJIHUTENEN C AOKYMEHTAMMU

Otgen YOCO YHuBepcuTeTa ob6ecneyvBaeT OnepatMBHOE pPacCMOTPEHUE [OKYMEHTOB,
[OBefleHMe WX A0 WCNONHWTENENW, KOHTPONb 3a Ka4yeCTBOM WCMOMHEHMS AOKYMEHTOB MO CYLLECTBY
BOMNPOCOB.

Mpn paccMOTPeHUN [OKYMEHTOB pPYKOBOAMTENb MOAPa3feneHns BblAeNsieT AOKYMEHTbI,
TpebytoLre CPOYHOro UCMOoNHEHUSA. [IOKYMEHTbI, TpebytoLLe coriiacoBaHus, pacCcMaTpuBalOTCS B fleHb
NX NOCTYNNEHUSA.

WcnonHutens mnony4vaeT [OKYMEHTbl B [eHb WX perucTpauum Wanm Ha Chnefyrolnid [eHb
B COOTBETCTBMM C Pe30/1HOLMEN PyKOBOAUTENS.

[na  nepegaunm  CpPOYHOrO [OKYMeHTa BbI3bIBA€TCA OTBETCTBEHHbIA Ae/I0NPOU3BOANTENb
noapasfeneHns no TeneoHy Ansa Heme4NeHHOro BpyYeHUs JOKYMeHTa.

MicnonHeHne [OKyMeHTa npegycMmatpuBaeT: c6op M 06paboTKy Heob6Xxo4uMMoi MHopMaumu,
NMOArOTOBKY NPOEKTa JOKYMEHTa, ero oopmseHune, cornacoBaHue, MpeacTaBleHVWe WM MOANUCaHUe
(yTBEpXAEHME) PYKOBOLCTBOM YHMBEPCUTETA, MOAIOTOBKY K NEPeChI/iKe afpecary.

Mpn HanMuYMM OTBETCTBEHHOIO UCMOMHMUTENSA BCE OCTaslbHbIE UCMOMHUTENN TaKXXe OTBETCTBEHHbI
38 CBOEBPEMEHHbIA W KauyeCTBEHHbI aHain3 WHGpopMauunm W npeacTaBieHNne OTBETCTBEHHOMY
NCMOSTHNTEND B YCTAHOB/IEHHbIE WM CPOKM HEOBXOAUMbIX MaTepuanoB (MPOEKTOB [AOKYMEHTOB,
CMpaBoK, CBeAeHUA 1 T.4.). OTBETCTBEHHbIN UCNOHUTE/b UMEET NPaBO CO3blBaTb COMCMNONHUTENEN Ans
BbIPabOTKN COBMECTHOIO PeLLeHws.
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3/1-84/02-20

McnonHuTenb MMeeT MpaBO NpefnaraTb  W3MEHeHWe CPOKAa WCMOMHEHUS  [OKYMeHTa
(C COOTBETCTBYIOLYMM 060CHOBAHMEM, MPEACTAB/SEMbIM PYKOBOACTBY), €C/IM OTCYTCTBYIOT peasibHble
YCMOBWS BbINOJHEHWS 3afjaHns, fienaTb NOMETKM Ha JOKYMEHTE O BPEMEHM ero MoCTYM/eHuUs, O AaTax
MPOMEXYTOYHOTO WCMONHEHUS (TeNeioHHbIX W MUCbMEHHbLIX 3ampocax), O JaTe W pe3ynbTare
OKOHYATE/IbHOTO MCMOMHEHNS.

McnonHnTens He [O/MKEH pasriallaTb COfEpPXaHue MOCTYMUBLUMX K HeMy [OKYMEHTOB
W NOATOTOB/EHHbIX MPOEKTOB CNYXEBHbLIX AOKYMEHTOB, C HUMM MOTYT 6biTb 03HAKOM/IEHbI TOMbKO
NNLA, UMEtOLLMe OTHOLLEHIE K UX UCTIONMHEHNIO.

OTBETCTBEHHbIi  WCMOMHWTENb  HECET — MEepCcOHaNbHYl0 — OTBETCTBEHHOCTb 33  MO/HOTY
M [OCTOBEPHOCTb UH(OPMALMM, UCMOb30BAHHOI NPY NOATOTOBKE [JOKYMEHTA.
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MonoxxeHune

HOYplrAY--05-03- i o
3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPUNNOXXEHWME Nel

BnaHK nucbma YHuBepcuTeTa
depepanbHoe rocygapcTtBeHHoe 60AXeTHOoe obpa3oBaTeflbHOE yYpexaeHue BbiCLLIEro o6pa3oBaHms

HKOXXHO-YpanbCKuii rocyaapCTBEHHbIN arpapHbli YHUBEPCUTET

¥Yn. FarapuHa, 13, r. Tpoumuk, YenabuHckas obn., Poceus, 457100. Ten./dake: +7 35163-2-00-10 / 2-04-72, e-mail: tvi_t@mail.ru

WNHH 7418006770, KM 742401001, BWK 047501001, OrPH 1027401101530, OKTMO 75752000, OKMO 00493563, p/cy. 40501810565772200002
BaHk: OTaeneHne YenabuHck r. YensabuHck, n/cy. 20696X13670 B YnpasneHun depepanbHoro KasHaveictsa no YensbuHckoin obnactm

« » No

Ha Ne oT
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HOYplrAY--05-03- i o
3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPUNTOXEHWME Ne 2
BnaHk nucbma MIHCTUTYTa arpo3kosiornu-

unnmana ®re0OyY BO HOXHo-Ypanbckuin FTAY

defepanbHOE rocyaapcTBeHHoe GlogKeTHoe 06pa3oBaTe/ibHOE yupexaeHne Bbiclero o6pasoBaHmst

KOXXHO-YpanibCKNUiN rocyaapCTBEHHbIN arpapHbli YHUBEPCUTET

Yn. TarapuHa, 13, r. Tpouuk, YenabuHckas obn., Poccus, 457100. Ten./chakc: +7 35163-2-00-10/2-04-72, e-mail: tvi_t@mail.ru

WNHH 7418006770, KM 742401001, bMK 047501001, OrPH 1027401101530, OKTMO 75752000, OKMO 00493563, p/cy. 40501810565772200002
BaHk: OTaeneHvne YenabuHck r. YensbuHck, n/cy. 20696X13670 B Ynpasnenun ®epepanbHoro KasHaveiictea no YensbuHckoi obnactu

« » No

Ha Ne oT

Bepcua 02


mailto:tvi_t@mail.ru

76

MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-YpanbCKNin rocyaapCTBEHHbIV arpapHbii YHUBEPCUTET»
(PIreOY BO HOXxHO-Ypanbckun F'AY)
IMonoxeHune

HOYplrAY--05-03- i o
3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPNNOXEHUE Ne 3
BnaHk nprKasa no 0OCHOBHOI AeATeNbHOCTM

MWHWNCTEPCTBO CEJ/IbCKOIO XO3ANCTBA POCCUNCKOW ®ENEPALINM
(heflepasibHOe rocyfapcTBeHHOe 6t04pKeTHOe 06pa3oBaTe/IbHOE YUpeXxXAeHe BbICLLEro obpasoBaHus
«HOXKHO-Y panbCKNil roCcyfapCTBEHHbIN arpapHbIi YHUBEPCUTET»
dIrb0OY BO HOXxHo-Ypanbckuii FAY

MPMNKAS3

11.06.2020 . r. Tponuk Ne 226

O BBefileHUM B eCTBME /IOKANIbHOr0 HOPMATUBHOIO aKTa
®IrbOY BO KOXxHOo-Ypanbcknin FAY

B cooTBeTCcTBUM C nNpuka3oM MuHUCTepcTBa npocseleHns P® ot 26.05.2020 . Ne 264 u Ha
OCHOBaHMW pelweHna YdeHoro coseta ®IbOY BO HOxHo-Ypanbckuit FTAY ot 28.05.2020 ropga
npotokonn Ne 10 npuKa3s bl Balto:

1 Beectn B pgeiicteme ¢ 12.06.2020 roga [MpaBuna npuvema Ha 06ydeHve B (hedepasibHoe
rocyflapCcTBeHHoe OK/KeTHOe 06pa3oBaTe/ibHOe YupexaeHue BbiCero o06pasoBaHUa  «HOXHO-
YpanbCKuii roCyfapCTBEHHbIA  arpapHbIii YHUBEPCUTET» MO 06pa3oBaTe/lbHbIM MporpaMMaM CpeaHero
npoeccroHanbHOro obpasosaHus Ha 2020-2021 yuebHblin rog (MpunoxeHne Nel).

2. CuuTatb yTpatmswmm cuny ¢ 12.06.2020 roga npvkas Ne62 ot 20.02.2020 roga «O BBefeHUN B
AeiCcTBMNe NOKabHOro HopMaTuBHOro akta ®FE0Y BO HOXHO-Ypanbckuin FAY».

3. HauanbHMKy oTAena MHpopMaLMoHHbIX TexHonoruii .0. damunms pasMecTuTb 3/1eKTPOHHYHO
Bepcuto (thopmat*.pdf) gaHHOro NOKanbHOro HOPMATUBHOIO akTa Ha ojuuuanbHoMm carite ®IFEOY BO
KO>XKHO-Y panbckunit TAY B MH(OPMaLMOHHO-TENEKOMMYHMKALNOHHON ceTn «HTepHeT» fo 12.06.2020 r.

4. OTBETCTBEHHbIM 33 WCMO/MIHEHME HACTOALLErOo MpuKasa Ha3HauUTb Hava/lbHUKA OThena
ynpaBfieHns fenamm n cBa3eli ¢ 06WecTBeHHOCTbIO W.O. damununs .

5. KOHTpO/b 32 MCNOMIHEHNEM HACTOALLEro NprKasa 0CTaB/sAo 3a COOOM.

PekTop N.0. damnnusa

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-YpanbCKNin rocyaapCTBEHHbIV arpapHbii YHUBEPCUTET»
(PIreOY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

Mpukas BHocUT: V.0. ®damuinsg, 0TBETCTBEHHbI CeKpeTapb NPUEMHOK KOMUCCUM
(cny>xkebHas 3anmcka Ne25 ot 10.06.2020 r.)

Bu3bl:

HauanbHWK oTfena ynpaBneHus genamm
N cBSi3el C 0OLECTBEHHOCTbIO N.0. dammnus

Cneymanuct no paboTte ¢ JOKYMeHTaMu
OTAena ynpaeneHus genamu v cBssei ¢
00LLeCTBEHHOCTbHO N.0. damnnmns

OTneyaTtaHo 17.06.2020 r. 19k3.

Jeno - 13Kks.
npuemHasa Kommceuns - 13Ks.

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue
HYplrAY-M-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPNITOXEHWE Ne 4
BnaHK pacnopsikeHnsi N0 OCHOBHOW [1eSATeNbHOCTYU

MWHWCTEPCTBO CEJ/IbCKOIO XO3ANCTBA POCCUNCKOW PENEPALLINN
(hepepasibHOe rocyaapcTBEHHOE OHOMKETHOE 06pa3oBaTe/IbHOE yUPEXAEHNE BbICLLErO
obpasoBaHus
«HO>KHO-Y panibCKnii rocyaapCTBEHHbIN arpapHblil YHUBEPCUTET»
dIrB0Y BO HOXHo-Ypanbckuii FTAY

PACIMOPAXEHWME
[JaTta r. Tponuk No

O BHECEHUWN U3MEHEHUI B nporpamMmmbl Mo BCTYMNMUTE/IbHbIM UCMbITaAHNAM B YHUBEPCUTET

1.B cBA3sn ¢ o6HOBNeHuAMM TpeboBaHmii K EM3 2019 roga HeobXo4MMO MPOU3BECTM
KOPPEKTUPOBKY NpoOrpamm Mo BCTYNWUTENbHbIM WCNbITAHUAM B YHWBEPCUTET U BHECTM B HUX
Heo6X04MMble U3MeHeHUs npeacesaTensM npeLMeTHbIX KOMUCCUIA:

- ®.1N.0., LOMKHOCTb
- ®.1.0., LO/MKHOCTb
- ®.1N.0., LOMKHOCTb

2.B  CcOOTBETCTBUM C BHECEHHbIMW W3MEHEHUSIMW B MPOrpaMMbl MO BCTYMNUTENIbHbIM
UCNbITaHUAM NpefcefaTeNiiM MnpegMeTHbIX KOMUCCUI OTKOPPEKTUPOBATL 3K3aMeHaLUVOHHbIe 3afaHus
(TecTbl).

3.KOppeKTMpOoBKY MporpaMm Mo BCTYNWUTE/IbHbIM UCMbITaHUAM U 3K3aMeHaUMOHHbIX 3afaHnii
npoBsecTu B cpoK fo 18 mapTta 2019 roga.

4. KOHTPO/1b 32 UCMONHEHMEM HACTOALLEro pacnopsXeHns BO3N0XUTb Ha AO/MKHOCTb, ®.11.0.

JOMKHOCTb nN.0. damnnns

Bepcua 02



79

MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-YpanbCKNin rocyaapCTBEHHbIV arpapHbii YHUBEPCUTET»
(PIreOY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

Pacnopsi>xeHne BHOCUT:

JomKHOCTb Moanuck n.0. damnnusa
Busbl:

[OomKHOCTb Mognuco n.0. damnnusa
[OomKHOCTb Moanuck n.0. damnnusa

OTtneyvataHo: [lata ...3K3.

Paccbinka:

fgeno- 1

nprveMHas Kkommcemns - 1
ropuanyeckunin otgen - 1

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune

BbICLLEro 06pa3oBaHums

«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»

MonoxxeHue
HYplrAY-M-05-03-
3/1-84/02-20

(PrbOY BO HOxHo-Ypanbckun FAY)

no genonpoussogcTey ®IrEOY BO HO>kHO-Ypanbckuin FTAY

MPNTOXXEHWME Ne 5

BnaHk npoTokona 3acefaHnsa (cobpaHus, coBewaHNs, KOMUCCUN)

MWHWCTEPCTBO CEJ/1IbCKOIO XO3ANCTBA POCCUNCKOW PEAEPALLINN
(hegepanbHOe rocyaapcTBeHHOE GIOKETHOe 06pa3oBaTe/ibHOe YUpeXeHne BbICLLIEro 06pa3oBaHus

«HO>KHO-Y pasibCKUiA rocyaapCTBEHHbIN arpapHbIil YHUBEPCUTET»

®I'bOY BO HOxHO-Ypanbckuin FTAY
MPOTOKO/
Jata r. Tponuk
3acefaHua (cobpaHusA, coBellaHUA, KOMUCCUN)
Mpepcepatens - N.0.®@amunuma
CekpeTapb - N.0. ®damnnusa
MpucyTcTBOBaNN: .... YesIOBEK (CMUCOK MpuiaraeTcs)
MOBECTKA OHSA:
10. ..
[oknag npopekTopa no Hay4Hol paboTe..

[oknag npopekTopa no yyebHoi paboTe..

1 ChyWwAnwn:
®amunma N.0. - KpaTKas 3anucb BbICTYMNNeHNA / TeKCT A0KNafa npuiaraerca

2. BbICTYTINNWN:
®amunnua N.0. - KpaTKasa 3anncb BbICTYNNEHUSA

MOCTAHOBUN (PELLNAN):
1.

[MocTaHoBNEHWNE NPUHATO eANHOTNACHO.

Mpepcenatens Mognuck

CekpeTapb Mopnuce

nN.0. damunnuns
nN.0. damunus

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune

BbICLLEro 06pa3oBaHums

«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»

MonoxxeHune
HYplrAY-I-05-03-
3/1-84/02-20

(PrbOY BO HOxHo-Ypanbckun FAY)

no genonpoussogcTey ®IrEOY BO HO>kHO-Ypanbckuin FTAY

MPNTOXXEHWE Ne 6

BnaHkK BbINUCKKM 13 NPOTOKONA 3acefaHnsa (cobpaHus, coBeLlaHNsA, KOMUCCUN)

BbINMNCKA N3 NMPOTOKOJIA
Jata r. Tponuk
3acefaHua (cobpaHusA, coBelaHUA, KOMUCCUN)
Mpepcepatens - N.0.®@amumnma
CekpeTapb - N.0. damnnusa
MpucyTcTBOBaNN: .... YeNIOBEK (CMUCOK MpuiaraeTcs)

MOBECTKA AHA:

2.0 ...
[oknag npopekTopa no yyebHow paboTe..

1 CNYWANW:
®damunua N.0. - KpaTkas 3anucb BbICTYMNeHNUs / TEKCT AOKaja npuiaraeTcs

2. BbICTYNMNW:
damunma M.0. - KpaTKas 3anucb BbICTYN/IEHMS

MOCTAHOBUNN (PELLNAN):
L.

lNocTaHoBNEHWE MPUHATO eANHOTIACHO.

Mpepcenatens Mognuck

CekpeTapb Moanuce

nN.0. damunus

nN.0. damunus

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplrAY--05-03- i o
3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPUNTOXXEHWME Ne 7
O6paseL, 0hopMIEHNA CNY>KEBHOro NUcbMa

depepansHoe rocygapcTBeHHoe 60gxeTHoe obpa3oBaTefibHOE yYpexeHue Bbiclero o6pasoBaHms
KOXXHO-YpanbCKuii rocylapCTBEHHbIW arpapHbIi YHUBEPCUTET

¥Yn. FarapuHa, 13, r. Tpoumuk, YenabuHckas obn., Poceus, 457100. Ten./dpake: +7 35163-2-00-10 / 2-04-72, e-mail: tvi_t@mail.ru

WNHH 7418006770, KN 742401001, BMK 047501001, OMPH 1027401101530, OKTMO 75752000, OKMO 00493563, p/cy. 40501810565772200002
BaHk: OTaeneHne YenabuHck r. YensabuHck, n/cy. 20696X13670 B YnpasneHun depepansHoro KasHaveictsa no YensbuHckoin obnactm

« » No Aunpektopy OO0 «ArpoMnynbe»

.. Cupoposy
Ha Ne oT

yn. Mob6egpl, A4.53, opuc 202, 1. [3epXXNHCK,
O6 M3MEHUNN PEKBU3NTOB Hwxeropopackas obnactb, 606480

YBaxkaemblii iBaH ViBaHOBMY!

®re0yY BO HOxHO-Ypanbcknit TAY uHgpopmupyeT Bac 0 cMeHe 6aHKOBCKMX PEKBU3UTOB
¢ 01.10.2019 r.

Mpocum Bac yunTbiBaTb [aHHble W3MEHEHWS NPU MEepPeunCNeHNN [EeHEXHbIX CPeAcTB 3a
OKasaHHble YC/yru, a TakxKe Npu ohopmMIeHNN LOKYMEHTOB.

MpunoxkeHne: baHKOBCKME PeKBU3NTLI Ha 1. B 13K3.

PekTop Mopnuck n.0. damnnusa

Hwukonaes W.C.
(35163) 34 56 83

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)
IMonoxeHune

HOYplrAY-I1-05-03- i o
3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPUNJTOXXEHWME Ne 8
O6pasel, ohopmieHna AKTa

MWHWCTEPCTBO CEJ/IbCKOIO X0O3MCTBA POCCUNCKOWM ®EAEPALINN
(hefepasibHOe rocyapcTBeHHOe OMKeTHOe 06pa3oBaTe/lbHOE YUpeXXeHne BbICLLEro 06pasoBaHms
«HOXXHO-Y panbCKUn rocyapCTBEHHbIV arpapHbIii YHUBEPCUTET»

(®IrbOY BO HOxHO-Ypanbckuii FTAY)

AKT

0 NpveMe-nepegaye MmaTepuanbHbIX LLEHHOCTE HAa OTBETCTBEHHOE XpaHEHUe

Jarta r. Tpouuk

B cBA3M (B COOTBETCTBUN) C ......... KOMWCCUA B COCTaBE:

npeaceparens - ®amunna U.0., LOMKHOCTb
cekpeTapb - ®amunna N.0., JOKHOCTb
YNeHbl KOMUCCUMN:

®ammnua N.0., LOMKHOCTb

damnnng N.0., 4OHKHOCTb

®ammnua N.0., LOMKHOCTb

COCTaBW/IM HaCTOALMIA AKT O TOM, 4YTO MaTepuasibHO OTBETCTBEHHOe imuo Pamunna U.0., JO/MKHOCTb
chAasl, a MaTepuasnbHO OTBETCTBEHHOe nuuo damunung M.O., JOMKHOCTb NPUHAN Ha OTBETCTBEHHOE

XpaHeHue cneflytolme MaTepuanbHble LEeHHOCTH:

2

K TR
Mpeacenartens Mognuck
CekpeTapb Mopnuck
YneHbl KOMUCCUMK: Moanwuck
Mognuce
Mognuck

N.0. damunmnga
N.0. damnnus
N.0. damnnuna
N.0. damunmna

nN.0. damununs

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)
IMonoxeHune

HOYplrAY--05-03- i o
3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPNTOXEHWE Ne 9
O6pasew, 0hopMaIeHUsT CNyXKeO6HOM 3annCcKn

MpopeKkTopy no y4yebHON 1 BOCNUTaTeNbHON paboTe
nN.0. damnnus

Haya/lbHVKa 0TAena No BocnutaTenbHol paboTte
nN.0. damnnus

CNYXEBHAA 3ATTNCKA
B coOTBETCTBMM C MNaHOM MeponpuATWA MO BOCMMTaTeNbHOM paboTe  06yyvaroLLUXcs

M yyacTVeM TaHLEeBa/IbHOTO KO/IIEKTUBA B KOHKypce «BecHa cTyfeHYeckas» Mpowy BbIAENUTb
aBTOOYyC ANa Moesfkn Ha meponpuatue, kotopoe coctoutcesd 05.03.2020 1. B K «XKenesHoLOpOXHUK»

¢ 09.00 go 14.00 vacos.

Hata Mognuce

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»

HOYplAY-I1-05-03-
3/1-84/02-20

MWHUCTEPCTBO CENbCKOr0 X035MCTBA
Poccuiickoin ®epepaunm

defiepasbHOE TOCYAaPCTBEHHOE GHOMPKETHOE

06pa30BaTe/IbHOE YUPEXAEHWNE BbICLLIETO
06paszoBaHmst «HOXXHO-Y panbCKuii
roCyAapCTBEHHbIN arpapHblii YHUBEPCUTET»

HOMEHKNATYPA OEN
No

(mecTo cocTaB/ieHuMS)

(PrbOY BO HOxHo-Ypanbckun FAY)
MonoxxeHwne

no genonpoussogcTey ®IrEOY BO HO>kHO-Ypanbckuin FTAY

MPNNOXEHWE Ne 10

dopma HOMeHKNaTypbl fen YHuBepcuTeTa
YTBEPXOAHRO

PekTop ®IB0Y BO «HOXHO-YpanbCckuin FTAY»

nN.0. damunnung
20 T.

« »

Ha rog
WHpekc gena 3aronoBoK Kon-Bo gen CpoK xpaHeHua gena MpumeyaHune
nena (Toma, (Tomos, (TomMa, YacTn) n HoMepa cTaTel
yacTeit) yacTeit) no NepeyHto
1 2 3 4 5
HasBaHwue pasgena
HayanbHWK 0TAena ynpasfieHns genamm
1 CcBs3el C 06LLECTBEHHOCTLHO Mognuck N.0. damnnns
Jara
PaboTHWK OTAena ynpaBneHus genamu
1 CcBsI3el C 00LLECTBEHHOCTLHO Mognuck N.0. damnnns
Jara
PaboTHMK OTAena ynpasneHus genamu
N CBA3EI C 06LLECTBEHHOCTLIO (apXUB) Mognuck N.0. damnnus
Jara
COINMACOBAHO COINMACOBAHO

MpOTOKON 3KCMEPTHOM KOMMCCUM
®re0Y BO HOxHo-Ypanbckuii FAY

oT No

MpPOTOKON 3KCNEPTHO-MPOBEPOUHOIN KOMUCCUN
rocyjapCTBEHHOrO apxyvBa

oT No

Bepcua 02



86

MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

ITorosasa 3anncb 0 KaTeropmax n Konnm4yecTse Aen, 3aBefleHHbIX B rofy B YHuBepcuteTe
Mo cpokam xpaHeHus Bcero B ToM uuncne:
nepexoaaLmx c oTMeTKol "IrK"
1 2 3 4
MocToAHHOrO

BpemeHHoro (cBbiwe 10 neT)
BpemeHHoro (4o 10 neT BKNHOYUTENBHO)
NTOlO:

HauyanbHWK oTAena ynpasneHus genaMmu
N CBSA3EI C 06LECTBEHHOCTbIO Mognuck N.0. damnnus
Jara

PaboTHUMK oTAena ynpasneHuna genamn

N CBA3EI C 06LECTBEHHOCTbIO Mognuck N.0. dammnug
[Jara

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHune

HOYplrAY--05-03- i o
3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPNNIOXEHWE Ne 11
dopmMa HOMEHKNATYpbl AeN CTPYKTYPHOro NnoapasaeneHust

MWHNCTEPCTBO CeNMbCKOro X03dKcTBa Poccninckon depepaumm
PepnepanbHOe rocyfapcTBeHHOe OHOLKeTHOe 0bpa3oBaTeNbHOE YUpexeHune Bbicllero obpasoBaHms
«HOXHO-Y panbCKUil rocylapCTBEHHbIW arpapHbIA YHUBEPCUTET»
(PrBOY BO «HOxHO-Ypanbckuin TAY»)

HOMEHKNATYPA OEN

(HameHOBaHWe CTPYKTYPHOIo nogpasgeneHuns)

Ha rog
WHpekc pena 3arofioBoK Kon-Bo fen Cpok xpaHeHns gena MpumeyaHue
fena (Toma, (Tomos, (TomMa, YacTn) 1 HoMepa cTaTel
yacTen) yacTen) no nepeyHto
1 2 3 4 5

HanmMeHoBaHMe [OMKHOCTN PYKOBOAUTENA
CTPYKTYPHOIo nofpasfeneHus Mognuce N.0. damnnna
[aTta

HanmeHoBaHMe JOMKHOCTN paboTHUKA
CTPYKTYPHOr0 noapasaeneHus,
OTBETCTBEHHOTO 3a [1e/10NPON3BOACTBO Moanuck N.0. damunus

Jara

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHune

HOYplrAY--05-03- i o
3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPNJTOXXEHWME Ne 12
dopma akTa npuema-nepesavn gen (LOKYMeHTOB)
OT OJHOr0 CTPYKTYPHOIro noapassesieHnsa pyromy

MWHUCTEPCTBO CE/IbCKOIO XO3ANCTBA POCCUINCKOWN ®ENEPALINN
(hefepasibHOe rocyapcTBeHHOe OMKeTHOe 06pa3oBaTe/lbHOE YUpeXKeHne BbICLLEro 06pasoBaHms
«HOXXHO-YpanbCKUl rocyapCTBEHHbIV arpapHbIi YHUBEPCUTET»

(PrBOY BO «HOHO-Ypanbckuin FTAY»)

AKT
0 npueme-nepegade aen (4OKYMeHTOB)
[Jata r. Tponuk Ne
B cBasm C ....... OTAeN ynpaBfeHus fenaMun v CBs3ei ¢ 06LEeCTBEHHOCTLIO NepeaaeT, a pULNYecKuli

OTAen NPUHMMaeT cneaytoLne gena:

No VHpekc 3aronoBok Jata nnu KonnyecTso aen Cpok Mpumeya-
n/n fena fena KpaiiHue nnu NUcToB XpaHeHusa gena Hue
(BOKyMeHTa) MO (JOKyMeHTa)  fathl fena LOKYMeHTa (ookymeHTa)
HOMeHKnatype (LoKyMmeHTa)
1 2 3 4 5 6 7
B akT npuema-nepegayn BHeCEHO hen (LOKYMEHTOB).
(umnchpoii 1 nponmcsio)
COINMACOBAHO
HauyanbHWK 0oTAen ynpasneHus genaMmu
1 CBSA3eN C 06LLEeCTBEHHOCTbIO Moanuck N.0. damnnusa
HayanbHUK topuanyeckoro otaena Mognuch N.0. damnnua
Mepepan:
Cneumanuct no pabote ¢ JOKyMeHTaMu Mognuce N.0. damnnuns
MpuHsan:
FOpUCKOHCYNbT Mognuck nN.0. ®amnnna

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHune

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPUNOXEHWME Ne 13
dopma aKTa 0 Bblja4e ien BO BPEMEHHOE M0/ib30BaHNE

MWHUCTEPCTBO CE/IbCKOIO XO3ANCTBA POCCUINCKOWN ®ENEPALINN
(hefepasibHOe rocyaapcTBeHHoe OoKeTHOe 06pa3oBaTe/lbHOE YUpeXeHne BbiCcLero o6pasoBaHus
«HOXXHO-Y panbCKUl rocyapCTBEHHbIV arpapHbIi YHUBEPCUTET»

(®IrbOY BO HOXxHO-Ypanbckuii FTAY)

AKT
0 Bblgaye [ie/1 BO BpeMeHHOe Nosib3oBaHne
[Jata r. YenabuHck No
B cBasm c ..... ®rb0Y BO HOxHO-Ypanbckuin FAY nepepaer, a ..... NPUHUMAET cnefytoLine

fena (LOKYMeHTbl) BO BpEMEHHOE N0JIb30BaHNe Ha CPOK He 6osiee 0AHOro Mecsaua:

Ne ni/n HomeHKnaTypHbIii HOMEp HanmeHoBaHuWe gena KonnyecTso aen lNpumeyaHue
fena vnu wudp gena (ooKyMeHTa) (BOKYMEHTOB) U©
rno onwvcu NNCTOB B Aene
1 2 3 4 5
Bcero BbigaeTca Aen (LOKYMeHTOB),

(umhpamu 1 NPONUCHIO)
Cpok Bo3Bpara yCTaHOBUTH

[Jena (LOKYMEHTbI) BblaHbl B YNOPALOYEHHOM COCTOSHUU (YKa3aTb COCTOSIHME [en: NOALWMNTI,
B 06/10)KKax, C NPOHYMEPOBaHHbIMW NNCTaMK1, 3aBepUTENIbHbIMU HAAMUCAMMN U T.4.).

Monyyatens 06sA3yeTcA He nepefaBaTb W He MpPefoCTaBNATb Ha pPacCMOTPeHWe [ena,
NoNlyYyeHHble BO BPEMEHHOE M0/ib30BaHUe, TPeTbMM NWLAaM, He BblfaBaTb MO HUM KOMWIA, BbINMUCOK
W CNpaBoK, He MNy6AMKoBaTb AOKYMeHTbl 6e3 paspeweHns ®IEOY BO HOXHo-Ypanbckuini FAY,
0653yeTCa BepHYThb [ief1a B YKa3aHHbIN B aKTe CPOK.

Monyyatens npegynpexgeH 06 OTBETCTBEHHOCTW B CAy4vae YyTpaTtbl WU MOBPEXAeHUs
MonyyeHHbIX BO BPeMeHHOe Mo/b30BaHue Aef (4OKYMEHTOB).

COINMACOBAHO

Pektop ®IF60Y BO HOXHO-Ypanbckuin FAY Moanuce N.0. damunnug
M

HavnmeHoBaHMe JO/MKHOCTY PYKOBOAUTENS OpraHm3aLmnm Mognuck N.0. dammnug

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MM
[Jena sblgan: Oena npuHan:
HavmeHoBaHMWe fOMKHOCTY HavmeHoBaHMWe fOMKHOCTH
paboTHMKa YHMBepcuTeTa paboTHMKa opraHu3auum
.0. damnnms .0. davmmnus
« » 20 r. « » 20

Jena Bo3BpaLleHbl B NOIHOM o6bemMe U COXpPaHHOCTWN.

Oena cpan: Jena npuHan:

HanmeHoBaHWe 4O/HKHOCTH HavnmeHoBaHWe JO/MHKHOCTH

paboTHMKa opraHu3auumn paboTHMKA YHMBEpCUTETa

nN.0. damnnusa n.0. damnnng

« » 20 r. « » 20

HanmeHoBaHWe JO/MKHOCTM PYKOBOAMTENS OpraHuM3aLmnn Mognuck nN.0. damnnns
M

Pektop ®IF'60Y BO HOXxHO-Ypanbckuii FAY Mognuck N.0. damnnns
MM

Bepcua 02



91

MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPNIOXEHWE Ne 14
dopmMa KapTbl-3aMecTUTeNA aena

KAPTA-BAMECTWUTEJ1b AEJTA

Jeno
VicxofHble faHHble fena
BblgaHO BO BpeMeHHOe NMoJib30BaHMeE:

No HanmeHoBaHue ®.1N.0. [Jata Moanuco [Jata OTmeTKa o
n/n CTPYKTYpHOrO nonb3oBatens  BblAauu nosyynBLLErO BO3Bpata  BO3Bpate
noapasfeneHus [eno
1
2

HanmeHoBaHMe LO/MKHOCTU paboTHUKA,
OTBETCTBEHHOIO 3a [1e/10NpoM3BOACTBO Mognuck N.0. damunus

Bepcua 02



92

MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPNNOXEHWME Ne 15
dopma onucy Aen NoCTOSTHHOIO XpaHeHUs

MUWHUCTEPCTBO CENbCKOr0o X035MCTBa YTBEPXOAIO
Poccuiickoin degepaumm Pektop ®IF60Y BO HOXHO-Ypanbckuin FAY
(heaepanbHOe rocyapCTBEHHOE OHOAKETHOE
obpa3oBaTte/ibHOe yUpexJeHne BbICLUEro N.0. damnnus
06paszoBaHns «HOXKHO-Y panbCKuii
rocyAapCTBEHHbIV arpapHbli YHUBEPCUTET» « » 20 T.

(®rbOY BO HOxHo-Ypasnbekuit FTAY)

®oHA Ne
Onuck Ne
Aen NOCTOAHHOI0 XpaHeHus
3a rog
Ne ni/n WHpekc 3aronoBoK gena KpaiiHne Konunyectso [lMpumeyaHue
fena no fatbl /INCTOB
HOMeHKnaType
1 2 3 4 5 7
Ha3BaHwue pasgena
B faHHYH onucb BHECEHO fen c Ne no Ne ,
(unbpamy 1 NpoNUCHIO)
B TOM YuUC/e: IMTEPHbIE HOMepa: , MponyLLeHHbIe HoMepa:

HayanbHWK 0TAena ynpasfieHns genamu
1 CBsI3el C 00LLLECTBEHHOCTLHO Moanuck n.0. damunusa
Jara

HanmeHoBaHMe JOMKHOCTU paboTHMKA OTAeNa

ynpaB/ieHUs fena 1 cBA3eid ¢ 06LLeCTBEHHOCTLIO (apXuB) Mognuck N.0. damnnug

[Jara

COINMACOBAHO YTBEPXAEHO

MpOTOKON 3KCMEPTHON MpoTOKON SKCNEPTHO-MPOBEPOYHONA

Komuccmn ®Ire0Y BO KOXHO-Y panbcknin FTAY Komuccum [ocyaapCTBEHHOroO apXxmBa
YensabrHckoi obnactu

oT Ne oT Ne

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPNNOXEHWME Ne 16
dopma onucy aen CTPYKTYPHOro noapasaeneHms

MWHWCTEPCTBO CEJIbCKOIO X0O35MCTBA POCCUNCKOWM ®EAEPALINN
(hefepasibHOe rocyapcTBeHHOe OMKeTHOe 06pa3oBaTe/lbHOE YUpeXXeHne BbICLLEro 06pasoBaHums
«HOXXHO-Y panbCKUn rocyfapCTBEHHbIV arpapHbIii YHUBEPCUTET»

(®rbOY BO HOxHO-Ypanbckuii FTAY)

(HaMMeHOBaHMe CTPYKTYPHOr0 noapasneneHus)

ONMnNCb Ne

nen 3a
(yKa3aTb: MOCTOSIHHOIO, BPEMEHHOTO (CBblILLe 10 feT) XpaHeHus, (roa(b1)
Mo NIMYHOMY COCTaBY W/ UCTEKLLIEFO CPOKA XpaHeHUs)

Ne n/n VHaekc 3aronoBok KpaiiHne KonnyectBo  Cpok xpaHeHusa  lNpumeyaHue
fena no fena faTbl fena  JINCTOB B fene Aena no
HOMEHKNaType HOMeHKnartype
1 2 3 4 5 6 7
B faHHY onucb BHECEHO fen ¢ Ne no Ne
(umhpamu 1 NPONUCHIO)
B TOM YUC/e: IMTEPHbIE HOMepa: _, NponyLeHHbIe HOMepa:

HavmeHoBaHUWe fo/MKHOCTM paboTHMKA, COCTABUBLLENO

OMnuncb 1 0TBETCTBEHHOIO 3a Ae/10MPon3BOACTBO

B CTPYKTYPHOM noApasfeneHnu Mognuck N.0. damnnusa
« » 20 T

COINMACOBAHO

HanmeHoBaHMe JOMKHOCTU PYKOBOAUTENSA

CTPYKTYPHOIro nogpasgeneHuns Mognuck N.0. damnnus
« » 20 T

HavmeHoBaHWe fO/MKHOCTM paboTHMKaA
ynpaBfieHUs fenammn n cBaseld ¢ 06LLECTBEHHOCTHIO Moanuck N.0. damnnuna
« » 20 r.

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

Mepepan:
HanmeHoBaHMe fO/MKHOCTU OTBETCTBEHHOIO
3a 1e/10nNpoM3BOACTBO B CTPYKTYPHOM nozpasfeneHnm Mognuck N.0. ®amnnuna

MpuHan:
HavmeHoBaHWe fO/IXHOCTM paboTHMKA
ynpaBneHuns fenamMmu 1 CBA3en ¢ 06LLeCTBEHHOCTLIO (apXumB) Mognuck N.0. dammnus

« » 20 r.

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)
IMonoxeHune

POYE/E,%Z’/OIQ%OB rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
MPNIOXEHWE Ne 17
dopma ohopmMneHnNA 06/10)KKKN Aena NoCTOSAHHOIo XpaHeHUs

MWHUCTEPCTBO CE/IbCKOI0O XO3ANCTBA POCCUINCKOWN ®ENEPALINN
(hefepasibHOE rocyaapcTBeHHOe OHOKeTHOe 06pa3oBaTe/lbHOe YUpeXxXeHne BbiCLlero o6pasoBaHus
«HOXHO-Y panbCKNn rocyapCTBEHHbIV arpapHbIi YHUBEPCUTET»

(®re0Y BO HOxHO-Ypanbckuii FTAY)

(HameHOBaHWe CTPYKTYPHOI0O noapasaeneHmns)

OEJTO Ne TOM Ne
(no HomeHKNaType)

(3arof0BOK fleNia Mo HOMEHKNAType)

(KpalHue faTbl)

HauaTto
OKOH4eHO

XpaHuTtb net
Ha JINCT.

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPNIOXEHWME Ne 18
dopma ohopmMneHnNA 06/10)KKKN Aena NoCTOSAHHOIo XpaHeHUs

(HaMeHOBaHMWe roCyAapCTBEHHOMO apXyBa)

MWHWUCTEPCTBO CE/IbCKOI0 X03ANCTBA POCCUINCKOW OEAEPALNIN
(hefiepanbHOe rocyfapcTBEHHOE GHOAKETHOE 06pa30BaTe/IbHOE YUPEXAEHNE BbICLLEr0 06pa30BaHus
«HO>KHO-Y panbCKuii roCyAapCTBEHHbIV arpapHbIi YHUBEPCUTET
(PIrBOY BO HOXHO-Ypanbckuii FAY)

(HameHOBaHWe CTPYKTYPHOr0 nogpasgenieHuns)

OEJTO Ne TOM No
(no HomeHKNaType)

(3arof0BOK fleNla Mo HOMEHKNAType)

(KpalHue faTbl)

®. Ne _ Ha JIACT.
On. Ne
I Ne XpaHnTb

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplAY-I1-05-03- i o
3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY
MPUJTOXXEHWME Ne 19

dopma nncTa-3aBepuTena gena

NMNCT-3ABEPUTEJIb AEJTA Ne
(no HomeHKnNaType)

B aene nogwmTo 1 NpoHyMepoBaHo NINCTOB
(umppamy 1 NpoONUCHIO)

B TOM uucne

NNTEPHbIE HOMEpa MCTOB

nponyLleHHble HOMepa JINCTOB_

+ INCTOB BHYTPEHHEN onucu__

Oco6eHHOCTUN (hM3NYECKOTO COCTOSAHMSA Howmepa nuctos
1 popmMupoBaHna fena
1 2
HanmeHoBaHMe JO/MKHOCTK Nnua, 0(hOpPMUBLLETO AeN0 Mognuck N.0. damnnns
« » 20 r.

Bepcusa 02,



98

MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYpl AY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPNNOXEHWME Ne 20
dopmMa BHYTpPEeHHeli onucy A0KYMEHTOB fena

BHYTPEHHAA OMNMCb
JOKYMeHTOB fgena Ne

(no HomeHKnNaType)

Ne 3aronoBoOK AOKYMeHTa Jata joKkymeHTa Howmepa nucTos gena MprmeyaHune
n/n
1 2 3 4 5
NToro [JOKYMEHTOB

(umhpamu 1 NPONMUCHIO)
KonnyecTtBo NMCTOB BHYTPEHHEN onucu

(umhpamu 1 NPONMUCHIO)

[OomKHOCTb paboTHMKa, COCTaBUBLLETO
BHYTPEHHIOKO OMNMUCb JOKYMEHTOB fena Moanuck N.0. damnnunsa

« » 20 T.

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

Poyg/EASZ//Ogggos rno aenonpounssoacTey ®EOY BO KO>KHO-Ypansckuii FTAY
MPUNTOXEHWE Ne 21
dopmMa aKTa 0 BbIJENEHUN K YHUUTOXKEHMIO JOKYMEHTOB, He MoAnexallux XpaHeHno

MWHWCTEPCTBO CEJIbCKOIO XO35MCTBA POCCUNCKOWM ®EAEPALINMN
(hefepasibHOe rocyapcTBeHHOe OMKeTHOe 06pa3oBaTe/lbHOE YUpeXXeHne BbICLLEro 06pasoBaHums
«HOXXHO-Y panbCKUn rocyfapCTBEHHbIV arpapHbIii YHUBEPCUTET»

(®rbOY BO HOxHO-Ypanbckuii FTAY)

AKT YTBEPXOAIKO
Pektop ®IBEOY BO KOXHO-Ypanbckuii FTAY
Ne N.0. damunnmna
« » 20 .

(mecTo cocTaBneHus)
O BbIfeNIeHNN K YHNUTOXEHUIO LOKYMEHTOB,
He NoAMIeXaLlnx XpaHeHuto, 3a .

Ha ocHoBaHWM HoMeHKnaTypbl pgen ®reQY BO HOxHo-YpanbCkuit TAY oTo6paHbl
K YHUUTOXEHNIO KaK He UMetoLMe Hay4YHO-UCTOPUYECKON LIEHHOCTWM W yTpaTWMBLUME NPaKTUYecKoe
3HayeHue AOKYMeHTbI hoHga No

No VHaekc 3aronoBok Jata gena Konnuectso Cpok xpaHeHusa  [lpumevaHue
n/n fena no Aena nnu nnm Aen unu Aena no
HOMeHKnartype rpynnoBoM KpaiHue KO/INYeCTBO HOMeHKnartype
3aronoBoK [aTbl jen  JINCTOB B fiene
Aena
1 2 3 4 5 6

HavnmeHoBaHMe nogpasgeneHus

NToro Jen 3a rogpl
(umppamy 1 NpoONUCHIO)

Onwucy fen NOCTOAHHOTO XpaHeHUs 3a rofbl YTBEPXeHbl, a Mo IMYHOMY COCTaBy

cornacoBaHbl ¢ MK (npoTokon oT

No ).
(HammeHoBaHMe "oCyapCTBEHHOIO apxXmBa)

COIMNACOBAHO:

MpoTokon 3K ot Ne

[OKyMeHTbI B KONN4YecTse [ieNl YHUUTOXEHb! B

(umhpamu 1 NPONUCHIO) (HaMmeHoBaHWe opraHu3auumn)

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHune

HOYplAY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

B NpucyTCcTBMM paboTHMKa apxmnea ®PTBOY BO KOxHo-Ypanbckuii TAY gomkHocTb, @.1.0.

HanmmeHoBaHMe JOMKHOCTM paboTHMKA apXuMBa

®rb60Y BO HOxHO-Ypanbckuin FTAY Moanuck N.0. damnnua
HavmeHoBaHWe fO/IXHOCTY paboTHMKA

opraHusauum, YHUUTOXUBLLEro aena Moanuck N.0. ®amnnuna
« » 20 r.

Bepcua 02
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-Y panbCKUin rocyaapCTBEHHbIV arpapHbiii YHUBEPCUTET»
(PIre0OY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYplrAY--05-03- i o
3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

MPNNTOXXEHWE Ne 22

CornacoBaHue CNY>KeBHbIX 3aN1CcOK PyKOBOAUTENSIMM
CTPYKTYPHbIX NofApa3aeneHnin, B COOTBETCTBUMN C BUAAMM
NprKasoB Mo xapakKTepy MHpopMauum

1. O6pasoBaTenbHasi AeATeNbHOCTbL (BK/OYAs BOCMMTaTeNbHYIO pa6oTy, MEeXAyHapoaHyto
LeATeNbHOCTb)
- MPOPEKTOP N0 Yy4ebHOI 1 BOCNMUTATE/IbHOIN paboTe
- NPOPEKTOP NO (PUHAHCOBOWN N 3KOHOMUYECKOI paboTe (HauyanbHUK PUHAHCOBOIO YrpaB/ieHNs)
- MPOPEKTOp MO Hay4yHOW W WHHOBALMOHHON paboTe (HayaJlbHUK WMHHOBALMOHHOIO Hay4Ho-
1CcCnesoBaTe/ibCKoro LEeHTpa)
- HaYa/IbHWK HOPULMYECKOro oTAeNna

2. ®VHAHCOBO-X035MCTBEHHANA AEATENbHOCTb
- MPOPEKTOP N0 (hMHAHCOBOI M 3KOHOMWNYECKOI paboTe (Ha4yanbHUK HMHAHCOBOIO YrpaBieHus)
- MPOPEKTOP MO Hay4yHOW W WHHOBALMOHHON paboTe (HayaSlbHUK WMHHOBALMOHHOIO Hay4HO-
1CCNepoBaTe/ibCKOro LEeHTpa)
- HaYa/IbHUK YNpas/eHnsa Nno agMUHUCTPATUBHO-X03ACTBEHHO paboTe
- HAYaJIbHUK IOPUANYECKOr0 OTAena
- ANPEKTOpPa MHCTUTYTOB

3. HayuHas 1eaTenlbHOCTb
- MPOPEKTOpP MO Hay4yHOW W WHHOBALMOHHON paboTe (HayaSlbHUK WMHHOBALWOHHOIO Hay4Ho-
1CCnefoBaTeNibCKoro LEeHTpa)
- NPOPEKTOP NO (PMHAHCOBOWN 1 3KOHOMMYECKOW paboTe (HaYaNbHUK (PMHAHCOBOIO YrnpaB/ieHUs)
- HAYa/IbHUK IOPUANYECKOr0 OTAena
- AVPeKTOpa MHCTUTYTOB
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MWHNCTEPCTBO CebCKOro X03aincTBa Poccuinickon depepaymn
(hefepasibHOe rocyaapCcTBeHHOe BIOMKETHOe 06pa3oBaTe/lbHOe yUpeXxaeHune
BbICLLEro 06pa3oBaHums
«HOXXHO-YpanbCKNin rocyaapCTBEHHbIV arpapHbii YHUBEPCUTET»
(PIreOY BO HOXxHO-Ypanbckun F'AY)

MonoxxeHue

HOYpl AY-I1-05-03-

3/1-84/02-20 no genonpounssoacTsy ®IBEOY BO KO>KHo-Ypanbckun 'AY

nnCT PET'MCTPALUNN MSMEHEHUN

Homepa nnctos HOBaHW T
Homep P OcHoBarie PacLumd- Hara
N3MEHe- aHHYIN- A Mopnuch poBKa Jata BEEACHVA
3aMeHeH- BHECEHMS )
HIS HOBbIX ~ POBaH- g noanvcH N3MeHe
HbIX ho VIBMeHeHwid IS
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MWHNCTEPCTBO CENMbCKOr0 X03aiMcTBa Poccuiickoin degepauum
(heaepanbHoOe rocyfapcTBeHHOE 6OKeTHOe 06pa3oBaTelbHOE YUpexaeHune
BbICLLEro 06pa3oBaHus
«HOXHO-Y paNbCKMin roCyiapCTBEHHbII arpapHbIi YHUBEPCUTET»

" BO KOxHo-Ypanbckui F'AY)

MonoxxeHwune

HOYplrAY--05-03-

3/1-84/02-20 no genonpoussoacTey PrE0Y BO KO>KHO-Ypanbckuii FAY

NNCT COrMACOBAHNA

Pa3paboTuunKk -
3aMecTuUTeNb HayalbHWKa oTaena A./BaHOBa
ynpasfieHus genamu
1 cBA3eli C 06LLECTBEHHOCTbIO «Y » * & 207
COIMNMACOBAHO
HavanbHUK oTAena ynpasneHnsa genamu u P.N.KoTpyxoBa
CcBsi3eli C 06LeCTBEHHOCTbHO «A/»anyell 20JUt.
[OupekTtop NHcTUTYTA C.B. Kabatos
BETEPUHAPHOI MeAULMHBI « A 20%57T.
OvpekTop NHCTUTYTa C.A. Wenenes
arpoviH>XXeHepun «A/» 20Mr?r.
OnpekTop IHCTUTYTa arposkonornu- C.A. BaHOB
¢unnana ®reEOY BO HOXHO-Y panbCKuii «g/» 207>,
HayanbHUK (hHaHCOBOrO ynpasneHus A.B. OneHvkosa

((Q/))
HayanbHVK ropnanyeckoro otaena [.B. KanawHukos

«V »
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