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06 yrBepxkaennn MucTpykiuu o aenonpousBoactsy @I'bOY BO «bpl'Y»

B memsax coBepmieHcTBOBaHMs pPaboThl ¢ jgokymeHtamu B ®PI'BOY BO «bparckuit
rOCYJJapCTBEHHBIN YHUBEPCUTETY», pyKOBOJCTBYSCH 11.4.23 YctaBa ®PI'BOY BO «bpl'Vy,

I[TPUKA3BIBAIO:

1. YrBepaute MHCTpYKIMIO O AETONPOU3BOACTBY (heAepaTbHOTO TOCYIapCTBEHHOTO
OIO/KETHOTO ~ 00pa30BaTEIbHOTO  YUpeXJIeHUs  Bblcliero  oOpasoBanus  «bparckuit
rOCYJapCTBEHHBI YHUBEpCUTET» B HOBOH penakimu ([Ipunoxenue 1).

2. Cuurare yTpatuBIMM cuiy npuka3 oT 24.11.2023 Ne 505 «OO6 yTBepkiaeHUU
Wnuctpykunu no nenonpousoactsy B ®I'bOY BO «bpl'Y» ¢ MoMeHTa perucTpanuu HacTOSIILErO
IIpUKa3a.

3. PykoBoauTEISIM CTPYKTYPHBIX HOApA3Ae/ICHHH, AeKaHaM (aKyJIbTETOB, 3aBEIyIOIIUM
Kadeapamu npu oGopMIIEHUHN JOKYMEHTOB PYKOBOJCTBOBAThCS IIPABUIIAMU JI€JIOIPOU3BOJICTBA,
3aKpEIICHHBIMU BBIIICHA3BAHHON MHCTPYKIUEH.

4. PykoBOIUTENSAM CTPYKTYPHBIX HOJpPa3/IeIEHUIl 03HAKOMHUTh paOOTHUKOB C HACTOSILIEH
MHCTPYKLHUEHN MOJ1 TOANUCH, TUCThI 03HaKoMmiieHus ([Ipunoxkenue 2) npeaocTaBuTh B KaHIEISIPUIO
B cpok 10 10.07.2026.

5. Ha3HauuTh OTBETCTBEHHBIM 3a MIpeNOCTaBiICHHE MHPOPMALUHU I pa3MELICHUs Ha
opununansaoMm caiite ®I'bOY BO «bpl'V» 3aBeayromiero kanuenspueit I[laxtycosy T.H.

6. KoHTpOIIb 32 UCTIOJTHEHUEM MIPHKa3a OCTABIISIO 32 COOOH.

[Tpunoxenne 1: Ha 58 1. B 1 K3.
[Tpunoxxenue 2: Ha | 1. B 1 3K3.
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INPEAUCJIOBHE

WHCTpyKIMA 1O AETONPOU3BOACTBY (eepaIbHOro ToCyJapCTBEHHOTO OIOJKETHOTO 00pa30BaTeIbHOIO
yupexieHus Boicuiero oopa3oBanus «bpaTckuii rocy1apcTBEeHHbBIN YHUBEPCUTETY.

PA3PABOTAHA (¢enepaibHbIM TOCylapCTBEHHBIM OIO/KETHBIM 00pa30BaTENbHBIM  YUPEKACHUEM
BbIcIero oOpa3oBanus «bpaTckuii rocyJapCTBEHHbIN YHUBEPCUTETY.

HUCITOJIHUTEJIN: Ilaxtycoa T.H., 3aBeayromuiunii KaHeJIsIpUeEH;
Epmonuna H.C., nenonpoun3BoauTenb KaHIEISIPUH.

VYTBEPXJIEHA U BBEJIEHA B JIEMCTBUE npukasom pexkropa ®I'EOY BO «bpI'Y» ot 23.06.2026
Ne 350.

BBEJIEHA B3AMEH WHCTpyKIIMM 110 JAEJIONPOM3BOJACTBY B (eaepaqbHOM TrOCYJapCTBEHHOM
OI0JKETHOM 00pa30BaTEIbHOM YUPEXKAECHUU BbICIIEro oOpa3zoBaHMs «bpaTckuil rocynapcTBeHHBIN
YHHBEPCHUTET», yTBEPKACHHOM mpuka3zoM pekropa PI'BOY BO «bpl'Y» ot 24.11.2023 Ne 505.
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1. HABHAYEHME U OBJIACTb IPUMEHEHUSA NTHCTPYKIIUN
1O AEJOITPOU3BOJACTBY B ®I'GOY BO «bpI'Y»

1.1. MHcTpyKIus MO JAETIONPOU3BOJACTBY YCTAHABIMBAET €IUHBIE TPEOOBAHUS K IMOATOTOBKE,
00paboTKe, XpaHEHUI0 M HUCIHOJB30BAHHUIO OOPA3yIOUIMXCS B  JEATEIBHOCTH  (enepaibHOro
roCy/IapCTBEHHOI'0 OIOKETHOTO 00pa30BaTEIbHOTO YUpPEXACHUS BbIcIIero obpasoBanusi «bparckuii
rOCyJapCTBEHHBIM YHUBEPCUTET» JIOKYMEHTOB, CIIOCOOCTBYET COBEPIICHCTBOBAHUIO JIEJIONMPOU3BO/ICTBA
bpl'Y u noBeienuto ero s dekruBHOCTH. MHCTPYKIMS MO AETONPOU3BOJICTBY OINpPEAEseT MOPSAI0K
MOATOTOBKH, O(OpPMIICHUS, MPOXOXKICHHUS, KOHTPOJIS 32 HWCIOJIHCHHUEM, VYYEeTOM, XpaHEHHUEM,
reyaTaHueM, KOMUPOBAaHUEM U TUPAKUPOBAHUEM CITYKEOHBIX JOKYMEHTOB.

1.2. HCTpYKIHUS 1O IEIOMPOU3BOJICTBY PACIIPOCTPAHSIETCS HA BCE CTPYKTYPHBIE MOAPA3ICICHUS
YHuBepcurera.

2. HOPMATUBHBIE CCBIJIKHA

2.1. ®enepanbHbiii 3akoH oT 22.10.2004 No 125-®3 «O06 apxuBHOM nene B Poccuiickoit
Denepauuny».

2.2. ®enepanbhbrii 3akoH 0T 06.04.2011 Ne 63-D3 «O0 371€KTPOHHOMN TOITHUCHY.

2.3. ®epepanpubiii 3akoH oT 27.07.2006 Ne 149-d3 «O6 wmnHpOpManuu, MHPOPMATUOHHBIX
TEXHOJIOTHUSX U O 3aIllUTe HHPOPMAIHIO).

2.4. ®epepanpubiii 3akoH PO ot 29.06.2015 Ne 162-d3 «O cranpapruzaumu B Poccuiickoit
®Denepanumny.

2.5. ®epepanpubiii 3ak0H PD ot 27.07.2006 Ne 152-D3 «O nepcoHaTbHBIX JaHHBIXY.

2.6. Ilpukaz Munmudpsr Poccun ot 17.04.2023 Ne 382 «O6 yrBepxaenuu llpaBun oxazanus
YCIIYT MOYTOBOM CBSI3U.

2.7. Ilpukaz MunoOpuayku Poccum ot 29.11.2023 No 1111 «O IlepeuHe HOKyMEHTOB,
00pa3yIommxcs B Mporecce AesATeIbHOCTH MHUHUCTEPCTBAa HAYKH U BBICIIEro oOpa3oBaHus Poccuiickoit
denepanyu U MOABEIOMCTBEHHBIX €My OpPraHU3alUui, C YKa3aHUEM CPOKOB XPAHECHUSD.

2.8. Tlpukas PocapxuBa ot 11.04.2018 Ne44 «OO6 ytBepkaenun [IpuMepHONl MHCTPYKIUH IO
JIEIIONPOU3BOJICTBY B F'OCYAaPCTBEHHBIX OPTaHU3ALIMSIX).

29. TOCT P 7.0.8-2025 CHBUJI. J[lenonpows3BOACTBO H apXHBHOE [ei0. TepMHHBI U
oTpeieNeHusI.

2.10. TOCT P 7.0.97-2025. HammonambHblii ctanmapT Poccuiickoir ®enmepammu. Cucrema
CTaHIapToB 1o uHpopmanuu, OUOIMOTEYHOMY W  U3JAaTeNbckoMy neny. OpraHu3aloHHO-
pacropsanTenbHas JoKyMeHTanus. TpedoBanus K 0hOpPMIICHUIO JOKYMEHTOB.

2.11. TOCT P HUCO 9000-2015 Cucremsl MeHemxMeHnTa kKadecTBa. OCHOBHBIE MOJOXKEHUS U
CIIOBaphb.

2.12. TOCT P UCO 9001-2015 Cuctembl MeHeIXKMEHTa KaduecTBa. TpedoBaHuUs.

2.13. YcraB ®T'BOY BO «bpatckuii rocy1apcTBeHHBIH YHUBEPCHTETY.

3. ONPEJEJIEHUS U COKPALLIEHUS

ABTOp J10KyMeHTa — QU3NYECKOE WIH IOPUINUECKOE JIULO, CO3/IaBIIee JTOKYMEHT.

AKT — JIOKYMEHT, COCTaBJIEHHBI HECKOJbKHUMH JIMIIAMU U TMOATBEPKAAIOIINN yCTaHOBJICHHbIE
(haKThI UK COOBITHS.

Bnank faokymeHTa — Ha0Op pPEKBU3UTOB, HICHTUQUIUPYIONMX aBTOpa OQHUIIMAILHOTO
MMUCbMEHHOTO JIOKYMEHTA.

Bua noxkymeHTa — NOPUHAIIEKHOCTh JIOKYMEHTA K ONPEIEICHHOW Trpymnne JOKYMEHTOB IO
MIPU3HAKAM COJICPKAHUS U 1[€JICBOTO HA3HAUCHUS.
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Bu3za — peKBU3UT TOKYMEHTA, YKa3bIBAIOIIUI HA COTTIACHE WM HECOTVIACHE JOJDKHOCTHOTO JIMLA C
€ro COJIepKaHUEM.

J1e10 — COBOKYITHOCTb TOKyMEHTOB WJIM OTAEIBHBIA JOKYMEHT, OTHOCAIIUECS K OHOMY BOIPOCY
WIN yYacTKY JAEATEIbHOCTH, IOMEICHHBIE B OTJCIBHYIO OOJIOKKY.

Jle10npou3BoOACTBO — AEATENBHOCTh, 00ECIIeUNBAONIas CO3aHne O(QUIUAIBHBIX JOKYMEHTOB U
OpraHu3aIHIo paboTHl C HUMHU B Y HUBEPCUTETE.

JIOKYMEeHT — OQHUUAIbHBI JOKYMEHT, CO3/aHHBIH TI'OCYAAPCTBEHHBIM OpPraHOM, OpPraHOM
MECTHOTO CaMOYIPABJICHHS, IOPUANIECCKUM WIH (PU3MUECKUM JTUIIOM, O(DOPMIICHHBINH B YCTaHOBJICHHOM
MOPSAKE U BKIFOYEHHBINA B IOKyMEHTOOOOPOT YHUBEPCUTETA.

JlokyMeHTHpOBaHMe — QuKcanys UHGOPMAIMY Ha MaTepUaIbHBIX HOCUTEISAX B YCTAHOBICHHOM
HOPSIAKE.

JIOKyMEHT0000pOT — ABIKCHHE JOKYMEHTOB B YHMBEPCUTETE ¢ MOMEHTa HMX CO3JaHUS WU
MIOJIyYEeHHUS JI0 3aBEPILICHUS UCTIOIHEHUS, IOMELEHN B €0 U (WIK) OTIPABKH.

JloKHOCTHAST MHCTPYKLIHUS — TIIPaBOBOM aKT, H3JAaBacMblii B LEIX periaMeHTaluuu
OpraHU3alOHHO-TIPAaBOBOIO TOJO0XKEHUs PabOTHHKA, €ro OO0s3aHHOCTEH, MpaB M OTBETCTBEHHOCTH M
obecnieunBarouil ycinoBus i ero 3¢ dexruBnoit padorst B PI'BOY BO «bpl'V».

Hcnoannresab — pabOTHHUK, MOATOTOBUBIINN JOKYMEHT/IPOEKT AOKYMEHTA, a TaKKe PaOOTHHK,
OTBETCTBEHHBIN 3a HCIIOJIHEHUE JOKYMEHTA.

3aBepeHHass KONMSl — D3K3EMIULIP JOKYMEHTA, MOJHOCTBIO BOCHPOM3BOASIIUN HHPOpPMALHIO
IIOJJIMHHUKA JIOKYMEHTa, KOTOPOM B COOTBETCTBUM C YCTAaHOBJICHHBIM IIOPSJKOM IIPOCTABIICHBI
PEKBU3UTHI, 00ECIICUHBAIOLIIE €r0 FOPUIUUECKYI0 3HAYMMOCTbD.

3asiBjieHHe — JIOKYMEHT, COJepalluil Mpock0y Wiu oOpalleHue JIMIAa U MOJaBaeMbIil Ha UM
peKTopa YHUBEPCUTETA.

Kunie meyaTu — 3JIeMEHT 1eyaTu, coAepkKalluii 3epKajabHOE 0TOOpaKEHHE OTTHCKA IeYaTH.

Konusi 10KyMeHTa — JOKYMEHT, TOJHOCTHIO BOCIPOU3BOISAIINI WH(POPMALHIO TOITMHHOTO
JOKYMEHTa U BCE €r0 BHEIIHUE NPU3HAKH, HE UMEIOIINN IOPUINYECKON CHUJIBL.

HomenkiaTypa Aesl — CHCTEMAaTU3UPOBAHHBIN MEPEYeHb HAMMEHOBAHUH 1, (OPMUPYEMBIX B
YHUBEPCUTETE, C YKA3aHUEM CPOKOB UX XPAHEHUS.

JIokaibHBIH HOPMATHUBHBIH AaKT — JOKYMEHT, KOTOPBIA pPEIrJIAMEHTHPYET JAEATEIbHOCTh
pabOTHUKOB 1O KaKOMY-JIMOO BOIIPOCY BHYTPH Y HUBEPCHUTETA.

O0beM JOKYMEHTO0000pPOTAa — KOJMYECTBO JOKYMEHTOB, IIOCTYNMBIIUX B YHUBEPCUTET U
CO3JJaHHBIX UM 3a OINPEICIICHHBIN IEPUOI.

OTTHCK — H300pakeHue KIIMIIe IeyaTH Ha Oymare.

OdopmiaeHue J0KyMeHTAa — TIPOCTaBICHHE HEOOXOJUMBIX PEKBU3UTOB, YCTAaHOBJIEHHBIX
IIpaBUJIaMU JOKYMEHTUPOBAHMSL.

ITeyaTh — ycTpoiicTBO, cosieprkalliee KIMIIe eYaT sl HAHECEHUs! OTTUCKOB Ha Oymary.

IHoxMMHHUK JOKYMEHTA — IEPBbIM W €IMHCTBEHHBIN 3K3EMIUISP JOKYMEHTA.

IMoanuch — KpaTKue COOCTBEHHOPYUHO HalMCAaHHbIE (aMIINS, UMs, OTYECTBO (MHUIMAJIBI) WU
JH00bIe CUMBOJIBI, CITy Kalllue JUIsl ayTEHTU(HUKAIIMN YeT0BeKa.

Ilos0:keHMe — TOKYMEHT, OMPEACIISIONINI 001IMe MpaBuia OpraHU3allii U BBITIOJHEHUS paboT
110 KOHKPETHOMY HAIIPaBICHUIO C(hepbl 1eSTETbHOCTH.

Ilpuka3 — OCHOBHOMW, IPaBOBOM, PACHOPSAAUTEIBHBIA JOKYMEHT, M3JaBa€MbIi PEKTOPOM Ha
IIpaBax €JUHOHAYAJINSA M B MpeJeiax €ro KOMIETEHIUH, JUIS PEIICHUs] OCHOBHBIX ONEPAaTUBHBIX 3a]1a4,
CTOSILMX IIepel Y HUBEPCUTETOM.

IIpoTokoJ — AOKYMEHT, KOTOPBIA COCTaBJISETCS HAa OCHOBAHWM 3aIMCEH, NPOU3BEIEHHBIX BO
BpeMs 3acelaHusl (COBEIllaHus), MPEACTABIEHHBIX TE3UCOB JI0KJIa/10B U BBICTYIIEHUH, CIIPABOK, IPOEKTOB
pEeLICHUN U APYTUX MaTepUaloB.

PO — mranoBo-(hUHAHCOBBIN OT/IET.

PacnopsizkeHue — pacHopsIUTENbHBIM JOKYMEHT, W3JaBacMblii mpopekropamu  bpl'V,
PYKOBOAMUTENIAMHU CTPYKTYPHBIX MOAPA3ACICHUN B IIPeellaX CBOEH KOMIIETEHIIMH IIPEUMYILECTBEHHO 110
BOIIpocaM MHGOPMAIIMOHHO-METOJUYECKOI0 XapaKTepa, METOJAMYECKOr0 COBETa, COBETa MO KauyecTBy, a
TaKKe II0 BOIPOCAM OPraHU3ALMOHHO-OIEPATUBHOIO YIIPABICHUSA [EATEIbHOCTBIO YHUBEPCUTETA,
VICTIOJTHEHUS PEIICHUI YYEHOTO COBETa Y HUBEPCUTETA U IIPUKA30B.
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Permerp - agMUHUCTPATUBHBIM HHCTPYMEHT, (QUKCUPYIOIIUN TMOJy4YeHHE U  OTIPaBKY
JOKYMEHTOB, KOTOpble C aJIMHMHUCTPATUBHOM W/WIM IOPUIMYECKOW TOYEK 3pEHHUS, SBISIOTCS
3aBEpIICHHBIMU M MPABUIHLHO OOPMIICHHBIMH, & TAKXKE PEryJISIPHOCTh UX Tepeaayu.

Perucrpanusi 10KyMeHTa — MPHCBOCHUE JTOKYMEHTY PETHCTPAIlMIOHHOTO HOMEpa M 3allucCh B
YCTaHOBJICHHOM IOPSAJKE CBEACHUM O TOKyMEHTE.

PexkBU3UT J0KYyMeHTa — 0053aTeIbHBIN JIEMEHT 0(pOpMIIEHUS JOKYMEHTA.

CnpaBka — JIOKyMEHT, COJACpPXAIMil OMMCAaHUS W TMOATBEPXKICHHUS TEX WM WHBIX (DAaKTOB WM
cOOBITHH, B TOM UHciie OMOrpaduIecKOro UiIu CIIyKEOHOTo XapakTepa.

YuupuuupoBanHasi (popMa J0KYMEHTa — COBOKYITHOCTh PEKBU3UTOB U THIIOBBIX (hparMeHTOB
TEeKCTa JOKYMEHTAa, YCTAaHOBJIEHHBIX B COOTBETCTBHM C pPEIIAEMbIMU B JaHHOW cdepe NesTenbHOCTU
3aJjauaMH U PACIOJIOKEHHBIX B ONPEICIIEHHOM HOPSIIKEe Ha HOCUTENIEe HHPOPMALIUH.

dopMupoBaHuUe JeJia — IPYNIHUPOBAHUE HCIOIHEHHBIX JOKYMEHTOB B JIEJIO B COOTBETCTBUU C
HOMEHKJIATYpOH JI€] U CUCTEMATH3alusl JOKYMEHTOB BHYTPHU €.

Iladaon Ouanka (yHUQUUUPOBAaHHOW  (GOPMBI  JOKYyMeHTa) — OJIaHK  JIOKyMeHTa
(yaudunupoBanHas Gpopma JOKyMEHTA), IPEACTABICHHBIN B 3JIEKTPOHHON (opMme.

JKCNepTH3a LEeHHOCTH JTO0KYMEHTOB — H3yYeHUE JIOKyMEHTOB Ha OCHOBAHHHM KPUTEPUEB HX
LIEHHOCTU B LIEJSAX ONPEEIICHUsI CPOKOB XPaHEHUs JOKYMEHTOB M OTOOpa MX JJi BKJIIOUYEHHUS B COCTAB
ApxusHoro ¢onaa Poccuiickoit Deaepannm.

DJIEKTPOHHBIN JIOKYMEHTO000pOT — cucTeMa aBTOMATHU3MPOBAHHBIX MPOLECCOB 00pabOTKU
ANEKTPOHHBIX IOKYMEHTOB, peaTH3yIOIIast KOHLIENIUIO «0e30yMakHOTO 1eTONPOU3BOICTBAY.

IOpuanyeckasi cuiia JOKyMEHTa — CBOWCTBO O(HUIMAIBHOIO JOKYMEHTa, COOOLIaeMoe eMy
JEHCTBYIOIIMM 3aKOHOJATeNbCTBOM Poccuiickoit denepannn, KOMIETEHIIMEH W3/IaBIIETO €ro OopraHa u
YCTaHOBIICHHBIM TTOPSIKOM O(POPMIICHHS.

Hucrpykuuss — VHCTpyKIMS 10 JEJONPOU3BOACTBY  (heaepaabHOrO0 TOCYJapCTBEHHOTO
OIOJDKETHOTO 00pa30BaTENBHOTO YYPEKICHUs Bbicuiero oOpasoBaHusi «bparckwii rocynapCTBEHHBIH
YHUBEPCUTETY.

IIITO paGoTHMKOB — nIepBUYHas TPO(COKO3HAs OpraHu3alus pabOTHUKOB.

CDJI - cucrema 31ekTpoHHOT0 1oKyMeHnToobopoTa (1C: Jlokymentoobopot I[TPOD).

®I'bOY BO «bpI'Y» — Yuusepcurer — BpI'Y — denepansHoe rocyaapcTBeHHOE OIOKETHOE
o0Opa3oBaTenbHOE YUpeKIeHHE BhICIIET0 00pa3oBanus «bpaTckuii rocy1apcTBEHHBIN YHUBEPCUTETY.

DIY — puHAHCOBO-IKOHOMHYECKOE YITPABJICHHUE.

4. TOKYMEHTBI YHUBEPCUTETA

OTBETCTBEHHOCTh 3a OpPraHU3allMI0 JIeJIONpPOU3BOJICTBA, CBOEBPEMEHHOE M KaueCTBEHHOE
UCIIOJIHEHUE JIOKYMEHTOB, HX COXpPaHHOCTb BO3JIaraeTcsi Ha PYKOBOAWUTEIEH  CTPYKTYPHBIX
noapazaenenuii ®I'bOY BO «bpl'¥Y». PykoBoauTenu CTpyKTYpHBIX MOJpa3AeiIeHUN 0O0ecredrnBaroT
UCIIOJIb30BAaHNE AaKTyaJbHBIX JOKYMEHTOB, PYKOBOJCTBYIOTCS JaHHOW WHCTpykuMen, akTyalbHOU
CBOJIHOM HOMEHKJIaTypOil A€, MPUHUMAIOT MEPhI K COKPALIEHUIO OYMa)KHOM Nepenucku, 00eceuynBaoT
MPAaBUIILHOE PAacX0/I0BaHHE OJJAHKOB JOKYMEHTOB M OyMaru.

BHOBb npuHATHIE paOOTHUKH, 3aHUMAIOUIMECS BEICHHEM JEJONPOU3BOACTBA, TOJIKHBI OBITH B
TE€YEeHUE TpeX pabouyux THEH O3HAKOMJIEHBl PYKOBOAMTENISMHU COOTBETCTBYIOIIMX MOJpa3JeNeHuil ¢
JOJDKHOCTHOM HMHCTPYKUMEH, CTPYKTYpOd YHHMBEPCUTETA U PACIOIOKEHUEM mojapasaeineHui bpl'Y,
HacToAwmed WHCTpykuMeld, HOMEHKIATYypoW Jeld CTPYKTYPHOIO IOAPAa3JeleHUs], YCTaHOBJIEHHBIM
MOPSAIKOM pabOTHI.

CopneprxaHue Cily’)K€OHBIX JIOKYMEHTOB HE MOJUISKUT pasriameHuto. C JOKyMEHTaMHu JIOJIKHbI
ObITh O3HAaKOMJIEHBI (JMYHO MOJ Toanuch w/uin depe3 COJl) TOMBKO Te JHIA, KOTOPHIE HMEIOT
HENOCPEACTBEHHOE OTHOILIEHUE K UX COAEP>KAHUIO WU MCIIOIHEHHUIO.

B3auMogeiicTBue co cpeacTBaMM MacCcoBOW MHQoOpManuM, Tepeaada WM - KaKoH-Iuoo
uHpOpMAIUU UM JOKYMEHTOB U X KOMUU JIOIMyCKaeTcs TOJBKO C pa3pelleHus: peKTopa Y HUBEpCUTETa
WM UHOTO YIIOJIHOMOYEHHOTO UM JOKHOCTHOTO JIMIIA.

Brlemka JTOKYMEHTOB CyA€OHBIMH MJIM IPABOOXPAaHUTEIBHBIMH OpraHaMU IMPOMU3BOJUTCA B
yCTaHOBJIEHHOM 3akoHOM Poccuiickoit ®denepannu nopsake u opopmisercss akToM U3bSTHS.

7
HNucrpykuus 1no AEJIONPOU3BOICTBY (penepaabHoro
N-1.4-8.0-3.0-2026 rocyJ1apCcTBEeHHOIr0 OI0’KETHOT0 00pa30BATENbHOIO Y4Ype:KIeHUs!
BbICLIET0 o0pa3oBaHusi «bparckui rocyaapcTBeHHbII
YHUBEPCUTET»




Hestenpaocts  OI'BOY  BO  «bpl'Y»  obOecneunmBaeTcsi CHUCTEMOW  B3aMMOCBSI3aHHOM
YIPaBJIEHYECKONW JJOKYMEHTALMH.

B nestenpHOCTH YHUBEpCUTETA CO3AIOTCH:

1. noxanpHBIE HOPMATUBHBIE AKTHI (ITPaBUJIA, TIOJOKEHUS, MHCTPYKIUH);
pacnopsuTeabHbIe TOKYMEHTHI (IIPUKa3bl, PACIIOPSKEHMS);

MPOTOKOJIbI 3aCE€ITaHU I, COBELIAHHUI;

IIJIaHbI, OTYETHI, 3aKIF0YCHNUS;

3aMUCKH (aHATUTHYECKUE, CITyKEOHBIC, TOSCHUTEIBHBIC H T.11.);
IIICHMa;

JIOBEPEHHOCTH;

. JJOTOBOPBI, KOHTPAKTHI, COTJIAIIECHUS U APYTUE BUABI JOKYMEHTOB.

OT6op BUJIOB JIOKYMEHTOB, HEOOXOJMMBIX W JOCTaTOYHBIX JJIsi paboOThl YHUBEPCHUTETA,
IIPOU3BOJUTCS HA OCHOBE HOMEHKIJIATYPBI €I

PacniopsiutenbHble TOKYMEHTBI, OCTYIAIOIIME B Y HUBEPCUTET U3 BBILIECTOSIINX OpPraHU3alny,
JOBOJATCS O PYKOBOAMUTEIEH CTPYKTYPHBIX MOJPA3AEICHUN OCPEACTBOM U3AAHUS PACIIOPSIUTEIBHBIX
JIOKYMEHTOB, B KOTOPBIX H3JIaraeTcs COEep KaHUe JOKYMEHTA U YKa3bIBAIOTCSI KOHKPETHBIE MEPOIIPUATHS,
MOJICKAIUE OCYILECTBICHUIO, C YKa3aHUEM CCBhUIOK Ha HAMMEHOBAaHUE, HOMEpP M JaTy JOKyMEHTa
BBILLIECTOALLIECH OpraHU3alHH.

bpl'Y opranumzyer u Bexer B Ipelenax CBOEH KOMIIETEHIMH IEPENHUCKYy C OpraHaMu
rOCYJapCTBEHHOH BJIACTH, OPraHAMH MECTHOTO CaMOYTPABJICHHUS, HHBIX MYHHUIIMIIATBHBIX 00pa30BaHMIA,
IOPUINYECKUMU U (PU3NYECKUMHU JTULIAMHU.

[Tucema odopmisitorcss Ha ONaHKax yCTaHOBIEHHOro oOpasma. [l BexeHuss BHYTpEHHEH
NEepenucKy OJIaHKW HE MNPUMEHSAI0TCA. BHyTpeHHeH cuuTaeTcss Mepernucka MeXAy CTPYKTypHbIMHU
noapaszaesieHusMu bpl'Y, a Takke Mexay JOJKHOCTHBIMM JIMIIAMM CTPYKTYPHBIX IOJIpa3IeICHUN.

[Tonoxenus WHCTpYKIMM pacHpoOCTpPaHSIOTCS Ha OpraHu3aluio padoThl C JIOKyMEHTaMU
HE3aBHCHMO OT BHJIa HOCUTEJIS, B TOM UYHUCIE C 3JIEKTPOHHBIMU JOKYMEHTaMH, BKJIOUasi UX MOATOTOBKY,
PETUCTpALMIO, YYET M KOHTPOJIb HCIIOJIHEHUS, OCYLIECTBIIIEMBIE C IIOMOLIbK) ABTOMAaTH3UPOBAHHBIX
TexHosoruii. CrucreMbl aBTOMAaTH3UPOBAHHON 00pabOTKH JTOKYMEHTOB, IPUMEHSIEMbIC B Y HUBEPCUTETE,
JOJKHBI 00ecrieunBaTh BbIOJIHEHUE TpeOoBaHUi NHCTpyKIUH.

[Tonoxxenns MHCTpyKIMM HE pacHpoCTpaHSIOTCS HAa OpraHu3anuio padoThl C JOKyMEHTamH,
COJIEPIKAIlIMMH CBEJICHUS, COCTABIISIIOIINE FOCYIapCTBEHHYIO TaliHy.

OcobeHHOCTH pabOTBI C JOKYMEHTaMH, COJEPKAIIMMH KOH(PHICHIHAIbHYIO HWH(POPMAIIHIO
(cmyxeOHyI0 U MHYIO TaiiHy, MepCOHAJIbHbIE JaHHBIE), PEryJIUPYIOTCS CIEeUUAIbHBIMA HOPMAaTUBHBIMU
aKTaMu (MHCTPYKLMSIMH, [TOJIOXKEHUSMHU, IPABUJIaMH ), YTBEPKIAEMbIMU IIPUKA30M PEKTOPA.

TpeboBanuss MHCcTpykumm k paboTe ¢ OyXrajaTepckoil, Hay4HO-TEXHHYECKOH U Jpyroi
CHEIMAIbHOM JOKyMEHTAallMe pacHpoCTPaHSAIOTCA JUIIb B YacTH OOIIMX NPHUHLMIIOB paboOThl C
JOKYMEHTaMHU, a TAaK)Ke MOJrOTOBKU JOKYMEHTOB K Iepefiaue Ha apXUBHOE XpaHEHUE.

Nk~ WN

5. HIOAI'OTOBKA 1 O®OPMJUVIEHUE OCHOBHBIX CIIYKEBHBIX
JOKYMEHTOB

5.1. O6uue TpedGoBanus K 0(p)OPMJIEHHIO TOKYMEHTOB

[Ipu mnoarotroBke u  OGOPMICHUH JIOKYMEHTOB HEOOXOJUMO  COONMI0gaTh  MpaBUIIa,
o0ecreynBaoe IOPUANYECKYI0 CHITy JTOKYMEHTOB, ONEpaTMBHOE U KAaUeCTBEHHOE MCIIOJHEHHE U MX
TTOUCK.

JIOKyMEeHT uMeeT IOpHIMYECKYI0 CHIy MPH HaJIMYUM PEKBU3UTOB, 00S3aTENIbHBIX JJsl TAaHHOTO
BUJIA IOKYMEHTA: JlaTa, pErUCTPAllMOHHBIA HOMEp, MHJIEKC, 3ar0JIOBOK K TEKCTY, BU3bI, IOHCH.

B mpornecce moarotroBku u opopMiIeHHsT COCTaB PEKBU3UTOB MOXKET OBITH JOIMOJIHEH IPYTUMHU
PEKBU3UTAMHU, €CIIU TOTO TpeOyeT Ha3HauUeHHE JOKyMEHTa, ero o0paboTka U T.A.
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5.2. B1aHKH 1OKyMEHTOB

JIOKyMEHTBI JOJDKHBI, KaK MpaBmiio, ohopMisiThes Ha Onankax bpl'Y u nMeTh yCTaHOBICHHBIN
KOMIUICKC 00S3aTeNbHBIX PEKBU3UTOB U TOPSJAOK WX pacHoioKeHus. PacronokeHne peKBU3HTOB Ha
0JIaHKaX OpraHU3AIMOHHO-PACTIOPSAIUTEIBHBIX TOKYMEHTOB JOJDKHO cooTBeTcTBoBath 'OCT P 7.0.8-
2025 CHUBU]] «/lenonpou3BOACTBO M apXHBHOE 1en0. TepMHHBI W ompenencHus». JlOKyMeHT,
odopmIIeHHBIH Ha (GUPMEHHOM OJIaHKe, JOKEH ObITh MOIUCAH PEKTOPOM i ipopekTopoMm bpl'Y.

Kaxnp1ii 1uct 1oKymMenTa, opOpMIICHHBIN Kak Ha OJlaHKe, Tak ¥ 0€3 HEero, JOJDKEH UMETh TMOJIS:

20 MM — J1€BOEC;

10 mm — npaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

JlokyMeHThI IUTeNnbHbIX (cBbiIe 10 J1eT) CpOKOB XpaHEHHS JI0JKHBI UIMETh JIEBOE M0JIE HE MEHee
30 mm.

AO3aIHBII OTCTYM JIOJDKEH OBITh HE MEHEE 5 3HAKOB.

OdopmiieHne JOKYMEHTOB Ha OJIaHKaX MPOU3BOJIHLHON (POPMBI HE JOMYCKAETCSI.

[TpenmodTUTENbHBIMU TapHUTYpPAMH W pa3MepaMd MPUGTOB [ PEKBU3HTOB JIOKYMEHTA
saeigeTcsd TimeS New Roman Ne 12, 14.

[Tpu cocTaBiieHnH TaOIUI TOYCKACTCS UCIOJIb30BaHNE MPUPTOB MEHBIIIUX PA3MEPOB.

3aronoBKU pa3AesioB M MOAPA3IEIOB MeYaTalTcs ¢ a03aI[HbIM OTCTYIIOM WJIM LIEHTPUPYIOTCS MO
IUPUHE TEKCTa. MHOTOCTPOYHBIE PEKBU3UTHI I€UATAIOTCS 4Yepe3 OJMH MEXKCTPOUHBIH WHTEpBa,
COCTaBHBIC YACTH PEKBU3UTOB OTACISAIOTCS JOMOJTHUTEIHLHBIM HHTEPBAIOM. TEKCT JOKYMEHTA MeYaTaeTcs
yepes 1 - 1,5 MeXCTpOoUHBIX MHTEpBaJa.

WuTepBan mexay OykBaMu B CIIOBax - 0ObIUHbIN. HTEpBasl MeX 1y CIOBaMU - OJIMH MPOOEIL.

TekcT MOKyMEHTa BBIPABHHMBAETCS IO IIMPHUHE JHCTA (MO TpaHHUIAM JIEBOTO U MPABOro MoJien
JOKYMEHTA).

5.3. O¢opmiieHue peKBU3HTOB
5.3.1. HaumeHOBaHME OPraHU3ALMHU - ABTOPA IOKYMEHTA

HaumenoBanue (enepanbHOro rocyJapcTBEHHOTO OFOKETHOTO 00pa30BaTEIBLHOTO YUPEKIACHUS
Bbicliero oOpa3zoBanus "bpaTckuil rocynapcTBeHHBIM yHUBepcUTET" yKa3blBaeTcs B TOYHOM
cootBeTcTBUM ¢ YcraoM ®I'BOY BO "Bpl'V". CokpalieHHOE HauMEHOBAaHHE IIOMEIIAETCS HUXKE
nojiHOro HauMeHoBaHusi YHuBepcureta (PI'bOY BO «bpIl'V»).

5.3.2. HaumeHoBaHue BU/IA JOKYMEHTA

HanmeHoBaHMe JOKyMEHTa — KpaTKoe coJepXkaHue (3arojoBOK K TEKCTy) JOKyMeHTa —
COCTABIISIETCSI KO BCEM JOKYMEHTaM, 33 HCKIIOYEHHEM JOKYMEHTOB, WMEIOMIMX TEKCT HEeOOIJBIIOro
obobema (710 4-5 cTpoK).

3aroJoBOK K TEKCTy JOKYMEHTa JOJDKEH OBITh KpaTKUM, TOYHO TIepelaBaTh COJEp)KaHHE
JOKyMEHTAa. 3arojIoBOK K TEKCTY COIJIACOBBIBAETCS C HAMMEHOBAaHUEM BUJa TOKYMEHTA, HAIIPUMeED:

[Tpuka3 (o uém?) OO0 yrBepxaeHuu [lomoxkeHus: 0 3alUTe MEPCOHATBHBIX JAaHHBIX PAOOTHHKOB
YHuBepcurera;

[Tucemo (0 uém?) O6 okazaHUM KOHCYJIBTAaTUBHOM MOMOIIN;

[TpaBuna (dero?) BHyTPEHHETO TPYA0BOTO PACHOPsAKa.

3aroJ0BOK COCTABIISIETCS] MCIIOJHUTENIEM, TOTOBSIIUM IPOEKT IOKYMEHTA. 3aroJioBOK K TEKCTY
nuchbMa oQopMIIsieTcs MOoJ peKBU3MTaMHU OJaHKa ciieBa, OT IpaHullbl jeBoro nous. [lpu odopmienun
MpHKa3a, PacropsHKEHUsT 3ar0JIOBOK PACIIONIaraeTcs MO MEHTPY, HUKE PEKBU3UTOB «JaTa JOKYMEHTa,
«MECTO COCTABJIEHUS JTOKYMEHTa» U «PETUCTPALIMOHHBI HOMEP JJOKYMEHTa». 3arojIOBOK K TEKCTY MOKET
3aHUMATh 4-5 CTPOK.
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5.3.3. TekeT 1OKyMeHTa

B VHuBepcurere NOKYMEHTBHI COCTaBISIOTCS HA PYCCKOM SI3BIKE KaK I'OCYJapCTBEHHOM SI3bIKE
Poccuiickoit ®denepanuu. TEKCT NOKyMEHTa M3J1aracTcs PyCCKUM JIMTEPATYPHBIM S3BIKOM C y4Y€TOM
ocoOeHHOCTeH O(UIIMATbHO-AETI0BOTO CTUJIS, BHJA JOKYMEHTa W €ro Ha3HAueHHUs B YIPaBICHYECKOH
nesrenbHOCTH. ConepkaHue JOKyMEHTA JI0JIKHO ObITh N3JI0KEHO KPAaTKO, JOTMYHO, TOUYHO U SICHO.

TekcT nevaraeTcss Ha PAcCTOSHUM 2-3 MHTEPBAJIOB OT 3arojIoBKa B YCTAHOBJIEHHBIX I'DAHULAX
moJicit uepes 1,5 uHTEpBaia ¢ ucnosibp3oBanueM mpudra Times New Roman, 12 (14) or. IlepBas ctpoka
KaXJ0ro ab3ana HAa4YMHAETCS Ha paccTosHUM 1,25 cM OT JEeBOM TpaHUIBI TEKCTOBOTO TOJS,
BBIPAaBHMUBAETCSA 110 JIEBOM U NIPaBOM IPAHULIAM TEKCTOBOIO MOJIS.

JlonyckaeTcss HaUMHATh TEKCT JOKYMEHTa C YBaXXUTEJIBHOI'O OOpalleHHs K aapecaTy, KOTOpoe
[eyaTaeTcsi LEHTPOBAHHBIM criocoboM. Eciau mocnennsist cTpaHuLa JOKYMEHTa COCTOUT U3 HECKOJIBKMX
CTPOK, JJOITyCKaeTCsl MeyaTaTh TEKCT Y€PE3 MEHBIIUN MEXCTPOUHBII UHTEpBal. TEKCT JOKYMEHTa MOXET
COJIepKaTh pa3zeibl, MOJPa3/ienbl, IMyHKThI, MOANYHKTHI, HyMepyeMble apaOCKuMH Hudpamu. YpoBHEH
pyOpHKaIMu TEKCTa He JOKHO OBITH 00Jiee YeThIpeX.

B nmnpukazax TekcT wu3naraeTcs OT MEpBOro JIMLA EIUHCTBEHHOIO YMCJIA: «IIPUKA3BIBAO
[IOArOTOBUTh M IPEACTABUTh Ha PACCMOTPEHME»; «IIPUKA3bIBAI0 IPOBECTH HAYYHO-IIPAKTUYECKYIO
KOH(EPEHIHIO» U T.II.

B noxymeHTax KOJUIErMajbHBIX U COBELIATENIbHBIX OPraHOB TEKCT M3JIaraeTcsi OT TPEThEro Juia
€IMHCTBEHHOTO YHCJA: «...yYEHBI COBET IIOCTAHOBJIAET...»; «...KOMHCCUS YCTaHOBUIIA...»;
«YHUBEPCUTET HE CUUTAET BO3MOKHBIM. ...».

TekcT mpoToKOoJIa H3JIaraercs OT TPEThEro JIMLA MHOXXKECTBEHHOTO YMCIA: «CIYIIAJH...»;
«BBICTYTIHIIN. .. »; «PEIIWIH (IOCTAHOBUIIH). . .».

B nokymeHTax, ycTaHaBiIMBAamOIIMX MpaBa U oOs3aHHOcTH bpl'Y, ero crpykTypHBIX
1o/ipa3iesieHui (T0I0XKEHNE, HHCTPYKLUSA), a TAKKE COACpPKAIIUX ONMCAHUE CUTYyallUi, aHanu3 (QakToB
WIN BBIBOJIBI (AKT, CIIPaBKa), UCHOJIb3YyeTcs (hopMa U3I0KEHUS TEKCTa OT TPEThEro JIMIA €JMHCTBEHHOIO
WIA MHOXKECTBEHHOTO YHCIIA: «OTIEN OCYHIECTBISIET (DYHKIIHH...»; «B COCTaB YIPABICHUS BXOJST...»,
«KOMHCCHS IIPOBETIa MPOBEPKY...».

B coBMecTHBIX JOKYMEHTax TEKCT H3JaraloT OT NEpPBOro JIMIA MHOKECTBEHHOIO 4MCa:
«TIPUKA3BIBAEM ...»; «PELINIH. ...

B nenoBbIx (city>k€0HBIX) MMUCbMAX UCIOIb3YIOTCS (POPMBI U3JI0KEHUS:

- OT IEpPBOr0 JIMIA MHOXKECTBEHHOTO 4YHCJIA: «IIPOCHM HAIIPaBUTh...»; «IPEACTABIsAEM Ha
PaccMOTpEHHE. .. »;

- OT TPEThErO JIMLA EJUHCTBEHHOI'O 4YHCIA: «YHHUBEPCUTET HE BO3PAXKACT...»; «CaHATOPHIl-
npoduIakTopuil MpeIaraer...»;

- OT TepBOro JMLIA EIUHCTBEHHOTO YHCIA: «CYUTAI0 HEOOXOIUMBIM...»; «IIpeaJiararo
PaccMOTPETb...».

B Tekcrax 1OKYMEHTOB yHmoTpeOsIOTCS TOJIBKO OOLIETPHHSThIE a00peBUaTyphbl U rpadpuuecKkue
cokpauienus. [Ipu ynorpebnenun B Tekcte (paMuIuil ML MHUIUANBI YKa3bIBatoTCs nocie gamuinu. B
JIeNOBBIX (CIy EOHBIX) MUChMaX MOTYT UCIOJIb30BAThCA:

- BCTyIIUTENIbHOE OOpalleHne:

VYBaxaewmslii rocioguH IIpencenarens!
YBakaemblii rocriogus ['yoepnarop!
VYBaxaewmslii rocnioguH IIpoxopos!
YBaxkaeMmas rocroxa 3axapona!
YBaxaewmsiii Hukomnaii Iletposny!
YBaxkaemas Onbra HukomaesHa!
YBaxaemsle rocnonal

B oOpamenun mo AOMKHOCTHM HAaMMEHOBAHHE JOJKHOCTHU IHILETCS € IMPOMHUCHON OYKBBI, B
oOparieHnu o paMUINN HHUIHAIIBI JIMIA HE YKa3bIBAIOTCS.

- 3aKJIIOYMTENIbHAs dTUKETHas (pa3a:
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C yBaxeHHUeM, ...

B Tekcre mokymeHTa, MOATOTOBICHHOTO HA OCHOBAHHMH 3aKOHOJATEBHBIX, HMHBIX HOPMATHBHBIX
MIPABOBBIX aKTOB, U3JJAaHHBIX OpraHaMH BJAcTU M yNpaBICHHS, JOKYMEHTOB, paHEEe W3/IaHHBIX OpPraHOM
BJIACTH — aBTOPOM JOKYMEHTA, YKa3bIBa€TCs HAMMEHOBAHHME BUJA JOKyMEHTA, HAUMEHOBAHHE OpraHa,
W3JIaBIIETO JOKYMEHT, JaTa MPUHATUS WU YTBEPXKIACHUS JOKYMEHTa, €r0 PerucTpallMOHHBIA HOMED, a
TaK>Ke 3aroJIOBOK JIOKYMEHTA, 3aKJIFOUCHHBIN B KABBIYKH, HATIPUMED:

«B cootBerctBuu ¢ mnocraHoBieHueM I[lpaButensctBa Poccuiickoit denepanuu ot 13 aBrycra
12023 r. Ne 1009 «O6 ytBepxkaenun [IpaBuia noaroTOBKM HOPMAaTHBHBIX NPABOBBIX aKTOB (eIepaTbHBIX
OpPraHOB UCIOJHUTENILHOM BIACTH U HX ...»;

«B coorBerctBuu ¢ IlojiokeHHEM O TIOCTOSSHHO JEUCTBYIOLIEHM SKCHEPTHOM KOMHUCCHHU
YUPEKIEHUS, OpraHu3alluu, NPEANpHUATHS, YTBEPKICHHBIM mnpukazoM PocapxumBa ot 25.02.2025
Ne31...».

B Tekct mokymMeHTa MOTYT BKIIIOYAThCsl parMeHThl, OPOPMIICHHBIE B BUE TaOIUIIbI WA aHKETHI.
CrpaHHIIBI TEKCTa OOBIYHO HYMEPYIOTCS apaOCKUMU IUPPaMU B TPABOM HUKHEM YTy CTPAHHIIBI.

5.3.4. laTta 1 perucTpaiMOHHbIH HOMEP T0KYMEHTAa

JlaToit JOKyMEHTa sIBIs€TCS Jara ero IOANMCaHHs; JUIi JOKYMEHTa, IPUHHMAEeMOro
KOJUICTHAJIBHBIM OpPraHoM, - AaTa €ro NpuHATHA; 1)1 JOKYMCHTA, Tp€6y}0mer0 YTBCPIKACHHA, - JaTa €ro
YTBEPIKACHHS.

I[aTa AOKYMCHTA HPOCTABIACTCA AOJLDKHOCTHBIM JIMIIOM, IMOAIMMCBIBAOIIMM HJIM YTBECPKAAIOIIHUM
JTOKYMEHT.

I[aTa noArnucCanus, yTBCPKIACHHA, COIJIAaCOBAHWA AOKYMCHTA, a TAKXKC OAaTbl, COACPIKAIIUCCA B
TEKCTe, JOJUKHBI O(OPMIATBCS LU(PPOBBIM CHOCOOOM. DJIEMEHTHI [aThl HPUBOAATCS apaOCKUMU
nudpaMu B OAHY CTPOKY B ITOCIIEA0BATEILHOCTH: YUCIIO, Mecall, roa. Hampumep: 15.03.2026.

B TekcTax [OKYMEHTOB, COJCpKAalIMX CBEICHHs (DMHAHCOBOIO XapakTepa, HpPUMEHSIETCS
cioBecHo-1M(poBoi criocod odopmierwus nat: 15 mapra 2026 r.

PerucrpalnoHHbIi HOMEp IPHUCBAUBACTCS JOKYMEHTY IIOCIE ero MOANNCAHUs (YTBEPIKIACHHS).

5.3.5. CcpliIKka Ha HCXOASIIMI HOMeEP U 1ATY T0OKYMEHTa

Ccbulka Ha HCXOJSIIMM pPErUCTPALlMOHHBII HOMEpP U JaTy JOKyMEHTa IIpOCTaBIIsieTcs
HCIIOJIHUTEJIEM IIPU MTOATOTOBKE MTUCbMA-0TBETA U BKIIKOYACTCS B COCTAB TEKCTA MTUCHMA.

5.3.6. [TonnucaHue TOKyMeHTa

Hokymentsl, Hampasiasiemble PI'BOY BO "Bpl'Y" B BhlmecTosiliue Oprasbl, MOANKUCHIBAIOTCS
PEKTOPOM, MMPOPEKTOPAMH I10 TOPYUEHHUIO PEKTOPA.

JIOKyMEHTBI, HalpaBiisieMble OT MMEHH YHHBEPCUTETA B aApEC APYTUX OPraHMU3alMi, MOTYT
MOJINUCHIBATHCSI PYKOBOJUTENAMU CTPYKTYpHBIX nonpazaenenuiit ®I'bOY BO "bpl'Y"B cooTBeTcTBUU C
TPYAOBBIMU OOSI3aHHOCTSMH, HPEIYCMOTPEHHBIMU JOJDKHOCTHOM MHCTPYKIMEH M IOJ0XKEHHEM O
IOAPa3ICIICHUN.

B cocraB moamucu BXOJAT HaMEHOBaHHUE JODKHOCTH JIMIIA, MOAMMCHIBAIOLIETO JTOKYMEHT, €T0
cOOCTBEHHOpYYHast MOJMUCH U ee pacmdpoBka. Hanpumep:

ITpopektop no yuebHoi paboTe (noonucw) JLJI. JleGenena

B nokymeHTax, mOArOTOBIEHHBIX KOMUCCUEN, YKA3bIBAIOTCSA HE JOJKHOCTH MOMMCABIIMX JIUII, a
WX TIOJTHOMOYHUS B COCTaBE KOMUCCHHU. BO3MOXHO pacronokeHue moAnuceit mo andaButy Gpamuimid.

[Ipu moanucaHuM JOKyMEHTa HECKOJbKHUMU JOJDKHOCTHBIMM JIMIIAMHU UX MOJANKUCH PACIOIAraroT
OJIHY MOJI IPYTOM B MOCJIEIOBATEIIbHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMOM JOJIKHOCTH.
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[Ipy moamucaHuU NOKYMEHTa JIMIIOM, HCIOJHSIOMKUM OOS3aHHOCTH PYKOBOJUTEINS, MOJMUCH
odopmiisieTcss ¢ yKazaHHEM CTaryca JOJDKHOCTHOTO JIMIIA B COOTBETCTBHHM C TPUKA30M PEKTOpA.
Hanpuwmep:

H.o. pextopa (noonuco) JLJI. JleGenera

OaHuM U3 croco0oOB MOANMCAHUS JOKYMEHTA SBIISETCS MCIOIb30BaHUE (DaKCHUMUIIE KaK aHalora
COOCTBEHHOPYYHOH MOJIKMCH, MPOCTABICHHE KOTOPOIO JOMYCKAeTCs B Ciydasx H B TOPSJIKE,
MIPelyCMOTPEHHbIX 3aKOHOM Poccuiickoit denepanuu, UHBIMU MPABOBBIMH aKTaMH WU COTJIALICHHEM
CTOPOH.

®akcumuiie B Y HUBEPCUTETE MOKET U3TrOTABIMBATHLCS JISl PEKTOpa U MIPOPEKTOPOB.

[TognuHHas MOIIUCH HE MOXKET OBITh 3aMeHEeHa (haKCUMMJIIE HA PACTIOPSAUTEIBHBIX JTOKYMEHTAX,
Ha JIOBEPEHHOCTSX, IUJIATEKHBIX JOKYMEHTaX, JApPYyTUX JIOKYMEHTaX, HMEIOIUX (PUHAHCOBBIC
IIOCJICJICTBUSI.

[Ipy noanucaHuM AOKyMEHTA JIMLOM, HMEIOIIMM MpPaBO MOJMNUCH B CIy4yae BPEMEHHOIO
OTCYTCTBUS JIOJDKHOCTHOTO JIMI[A, UCTIPABICHUS! B HAUMEHOBAaHUE JIOJDKHOCTH U paciiuppoBKy hamunmm
y>Ke MOATOTOBIEHHOTO U COTJIACOBAHHOI'O MPOEKTa JOKYMEHTA BHOCSTCS OT PYKH HJIM C UCIIOJIb30BAaHUEM
COOTBETCTBYIOIIMX mITaMnoB. He nomyckaercs cTaBUTh KOCYI0 4epTy, Haanuch '"3a" mnepen
HAaUMEHOBAHHEM JIOJKHOCTH JIMLIA B TIOJIITUCH, €CIIH IOKYMEHT MOAMUCHIBAET MHOE TOJKHOCTHOE JIUIIO.

OtmeTKa 00 3JIEKTPOHHOM MOANKUCH UCTIONb3YETCs NPU BU3yaIU3allUU 3JIEKTPOHHOTO JOKYMEHTA,
MOANMCAHHOTO 3JIEKTPOHHON MOIMKUCKIO, C COOJIIOJIEHUEM CIIEAYIOINX TPEOOBaHUI:

a) MECTO pa3MEILIEHUS OTMETKH 00 3JIEKTPOHHOM MOAINHUCU JOJIKHO COOTBETCTBOBAaTH MECTY
pasMenieHusi COOCTBEHHOPYYHOU MOJMUCH B aHAJIOTUYHOM JJOKYMEHTE Ha OyMa)KHOM HOCHUTEIIE;

0) 27E€MEHTBl OTMETKH 00 3JEKTPOHHOM MOJNUCH JOJKHBI OBbITH BUJMMBIMU M YUTAEMBIMU MpU
0TOOpaXeHUH TOKYMEHTa B HATYPaJlbHOM pa3Mepe;

B) 3JIEMEHTBI OTMETKHU 00 3JIEKTPOHHOMN MOJIMCHU HE JI0JKHBI IEPEKPBIBATHCS WU HAKJIaIbIBAThCS
JpyT Ha ApyTa;

) DJIEMEHTBl OTMETKH 00 AJICKTPOHHOW MOJIMCU HE JOJDKHBI MEPEKPBIBATh JJIEMEHTBI TEKCTa
JOKYMEHTA U IPYTUe OTMETKU 00 3JIEKTPOHHOM MOAMKUCH (ITPU HAJIHYUK).

OtMeTrka 00 DJIGKTPOHHOW TOAMUCH B COOTBETCTBHU C 3aKOHOJATENLCTBOM Poccuiickoi
Oenepanuu BKIOYaeT (paszy "J[oKyMeHT MoAmHMcaH 3JEKTPOHHOW MOAMUCHIO", HOMEp cepTudukara
KIII0Ya DJIEKTPOHHOW MOANMUCH, (paMuiIMio, WMs, OTYECTBO BIAJeibIla cepTh(duKara, CpOK JEHCTBUS
cepTU(UKaTa KIO4a 3JIEKTPOHHOW moamuch. OTMeTKa 00 3JIEKTPOHHOW MOJMUCH MOXKET BKJIHOYaTh
n3o00pakeHre repda, SMOJIEMBbl OpraHa BjacTH (OpraHM3alyu), TOBAPHOTO 3HaKa (3HaKa 0OCIY)KUBAHHMS)
OpPraHM3alMK B COOTBETCTBUU C ICHCTBYIOIIMM 3aKOHOATEIBLCTBOM.

Hanpuwmep:

JOKYMEHT NCANMCAH
SNEKTPOHHOK NOANMCHIO

Pekrop N.C. Curos

Cepridukar: 23ACC1CCIBAZS0B63724TEDI289098TE
Enageney: Cutoo Mnes Coprocous
Aeincremmened: c 02 08,2025 go 25.08.2026

5.3.7. CorsiacoBanme J0KyMeHTA

I'pud cornmacoBaHus MOKyMEHTa MPOCTABISETCS Ha JOKYMEHTaX, COTJIACOBAHHBIX OpraHaMu
BJIACTH, OPTaHMU3AIUSIMH, JTOJDKHOCTHBIMU JuiamMu. CorjlacoBaHHWE MOXET MPOBOJMUTHCS KaK BHYTPH
bpl'Y (nmoapa3aeneHus MU U TOJDKHOCTHBIMU JIUIIAMH ), TaK U BHE €TO0.

I'pud cornmacoBaHusi B 3aBUCUMOCTH OT BHJAa JOKyMEHTa W OCOOEHHOCTEH ero odopmieHus
MOXET MPOCTABISATHCS:
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— Ha [IEpBOM JIUCTE JOKYMEHTA (€CJIM JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - HA TUTYJIBHOM JIMCTE)
B JICBOM BEPXHEM YIJIy Ha ypoBHE rpuda yTBEp)KJCHHUS WM I10]] HANMEHOBAaHUEM JOKYMEHTa OJKe K
HIKHEMY TI0JII0);

— Ha INOCJICAHCM JIUCTC JOKYMCHTA MOA TCKCTOM;

— Ha JIUCTE COTJIACOBAHUS, ABJISIOIIEMCS HEOTHEMJIEMOH YacThIO0 JOKYMEHTA.

I'pud cormacoBanus gokymenta coctouT u3 cioBa COI'JTACOBAHO (6e3 kaBbIuek), TOMHKHOCTH
JMIa, ¢ KOTOPBIM COIJIACOBaH JIOKYMEHT, BKJIIOYAas HAMMCHOBaHWE OPraHW3allMH, JIMYHOW IOAIHUCH,
pacmupoBKY MOAMKUCH U JaThl COTIACOBAHMSI, HAIIPUMeEP:

COI''TACOBAHO
3amectutenb MuHucTpa

HAyKH U BBICIIET0 00pa30BaHus
Poccuiickoit denepanuu

auyHas noonuce 1.0, Gamuimsg
23.04.2026

Ecnu cormacoBanue OCYHIECTBIACTCA KOJUJICTHAJIBbHBIM OpPraHoM, B l"pI/I(i)e CcorjiaCoBaHusA
YKa3bIBAlOT CBCACHUA 00 opraHe, corjlaCoBaBHIEM JOKYMCHT, AAaTC WU HOMCEPC IMPOTOKOJId, B KOTOPOM
Sa(bl/IKCI/IpOBaHO PEUICHUC O COIJIaCOBAHHMU. Ecau cornacoBanue OCYHICCTBIIACTCA ITUCBMOM, YKa3bIBAOT
BUJ JOKYMCHTA, OpraHu3aluio - apTopa JOKYMCHTA, AaTy U HOMEP MUCbMa, HAlIpUMEP:

COI'JTACOBAHO
VYeHBIM COBETOM
(mpotokon 3acenanus ot 13.02.2026 Ne 04)

COTJIACOBAHO
nucbMoM PocapxuBa
ot 05.03.2026 Ne 10

I'pud cormacoBanms MOKET pacrojiaraTbCsi Ha OTIEIBLHOM JIHCTE coryiacoBanus. Ha ocHOBHOM
JOKYMEHTE B MECTE, MPEIyCMOTPSCHHOM JIJIsi PACIIOJIOKEHHUsI TPUGPOB COTIACOBAHHUS, JETACTCS OTMETKA
«JIuct cormacoBaHusI MPUITATacTCs.

CornacoBaHue TOKYMEHTa OCYIIIECTBIISETCS C:

—  BBIIIECTOSIIIIMMH OpTraHaMU B CIydasx, MPEAyCMOTPEHHBIX 3aKOHOAATENbCTBOM Poccuiickoi
®denepauuy;

— (enepanbHBIMM OpraHaM{ HCIOJHUTEIHHOM BJIACTH, HWHTEPECHl KOTOPBIX 3aTparuBaeT
COJiep>KaHUE TIOKYMEHTa;

— OpraHaMH BJACTH, OCYIIECTBISIIOIIMMHU TOCYJAapCTBEHHBI KOHTpOJb (HAaI30p) B
orpesieIeHHOW 00J1acTH (IKOJIOTMYECKUH, TTOXKAPHBIN U T.11.);

—  IpU HEOOXOAMMOCTH, C OOIIECTBEHHBIMU OPTaHU3AIUSIMH.

5.3.8. YTBepikeHne 10KyMeHTa

I'pud yTBEepKIeHUS MPOCTABISETCS HA JOKYMEHTE B CIydae €ro yTBEPXKIEHHUS JOHKHOCTHBIM
JUIOM, PaCHOPSTUTENEHBIM JOKYMEHTOM (TIOCTAaHOBIIEHUEM, PEIICHUEM, MPHUKA30M, PACIIOPSIKEHUEM )
WJTU PEIICHUEM KOJIJIETHAIbHOTO OpraHa.

['pud yTBepkaeHUS pa3MeIaeTcs B MPaBOM BEPXHEM YIUIy MEPBOro JMCTa JOoKyMeHTa. CTpoku
PEKBU3HTA BBIPABHUBAIOTCS TIO JICBOMY Kpar0 WIH IEHTPYIOTCS OTHOCHUTEIHHO CaMOW JJTMHHON CTPOKH.
[Ipyn yTBepKIEHWH JOKYMEHTa JIOJDKHOCTHBIM JHIIOM Tpu( YTBEpXKACHUS COCTOMT H3 CIOBa
YTBEPXJIAIO (6e3 kaBbIu€K), HAWMEHOBAHMsI JIOJDKHOCTH JIMIIA, YTBEPIKIAIOIIETO JOKYMEHT, €ro
MOJNUCH, HTHUIIMATIOB, (PaMUITUU U IaThl yTBEPKACHUS, HATIPUMED:
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YTBEPXIAIO

Pextop ®I'BOY BO «bpl'V»
auynas noonucs U.C. CutoB
12.03.2026

[Tpu yTBep)ACHUH JOKYMEHTa PacCHOPSAUTEIbLHBIM JOKYMEHTOM T'pU( yTBEPKICHHS COCTOUT W3
cnoBa YTBEPXJIEH (YTBEPXIEHA, YTBEPXJIEHbBI wm YTBEPX/IEHO), cormacoBanHoro c
HAaMMEHOBAHHEM BHJA YTBEP)KJIAEMOI'0 JOKYMEHTAa, HAMMEHOBAHMS PACHOPAIUTEIBLHOTO JIOKYMEHTa B
TBOPUTEIHLHOM MAJICKe, €ro JaThl, HOMEpPA, HAIPUMED:

YTBEPX/IEHO
ITpuxazom pexropa ®I'bOY BO "bpI'V"
ot 10.03.2026 Ne 138

[TonoxeHnus o co3gaHuU LEHTPOB, (PaKyIbTETOB, CTPYKTYPHBIX MOAPA3ACIECHUN U T.1. MOAJIEKAT
yYTBEepKJIEHHIO TpuKazoMm pektopa bpl'Y u mpuoOperaroT IOpHIMYECKYI0 CHIY TOJBKO C MOMEHTa HMX
YTBEPKICHMUSL.

Buocuth kakue-nmub0 M3MEHEHUs U J100aBJICHUS B MOJIMHCAHHBIC (YTBEPXKIECHHBIC) JTOKYMEHTHI
0e3 paspelleHus JIMLa, TOIMUCABIIET0 JOKYMEHT, HE JIOIYCKaeTCs.

OTBETCTBEHHOCTh 32 KA4E€CTBO MOATOTOBKH JIOKYMEHTOB U JJOCTOBEPHOCTb COJAEPIKALLUXCS B HUX
JAHHBIX BO3JIaraeTcs Ha JINLA, IOArOTOBUBIINE, 3aBU3UPOBABIINE U NTOANUCABIINE TOKYMEHTHI.

5.3.9. AnpecoBaHue 10KyMeHTa

JIOKyMEHTBI aJipecyloT B OpraHbl BJIacTH, OpraHU3alMsIM, JOKHOCTHBIM U (PU3NYECKUM JIMLIAM,
CTPYKTYPHBIM NOAPA3/IEICHUSIM.

PexBu3uT «aapecar» MpocTaBiisieTcsl B BEpXHEW MpaBoil yacTu TOKyMEHTa Ha OJaHKe ¢ YIJIOBBIM
pacnosokeHueM pekBU3UTOB. CTPOKM PEKBU3HUTA «aJlpecar» BBIPABHUBAIOTCS 110 JIEBOMY Kpal WIIU
LEHTPYIOTCS OTHOCUTENIBHO CaMOM JIJTMHHOM CTPOKH.

JIoKyMeHT ajpecyeTcsi KOHKPETHOMY JOJDKHOCTHOMY JIMILy B CJlydae, €CIM HMMEHHO 3TO
JOJDKHOCTHOE JIMLIO OyneT paccMaTpuBaTh M INPUHUMATh PEIIEHUs IO BOMNPOCaM, MOCTABICHHBIM B
HaIpaBJIIEMOM eMy JIOKyMeHTe. [Ipu 3TOM HauMeHOBaHUE OpPraHU3alMU U MOAPA3JEICHUs yKa3bIBaeTCs
B UMEHUTEJILHOM MaJIeXKe, a TOJDKHOCTh U (haMHITUS — B 1aTEJIbHOM.

[Tpu anpecoBaHHMU JOKYMEHTa B OpraH BJIAacTH, OPraHU3ALMI0 WU CTPYKTYpHOE MOJpa3zelieHue
(0e3 yka3aHMs JOPKHOCTHOTO JIMLA) KX HAUMEHOBAHUS MMUIIYTCSI B UMEHUTEIBHOM TajieKe, HapuMmep:

MHUHHCTEPCTBO HAYKU U
BbICILIEr0 00pa30oBaHUs
Poccuiickoi ®enepannun
JlenapraMeHT cTpaTern4eckoro
pa3BUTHS

[Ipu anpecoBaHMM JOKYMEHTa PYKOBOJIUTENIO (3aMECTUTENI0 PYKOBOAMTENS) OpraHU3aLUU
yKa3blBalOTCS B JAaTe€IbHOM TMaJeXe HauMEHOBAaHUE JODKHOCTH pPYKOBOAMTENS (3aMECTHTENs
PYKOBOJUTENS), BKJIIOYAIOIIEe HAUMEHOBaHHME OpraHM3alud, (aMWINI0 W HWHUIMAIBL JOKHOCTHOTO
JU1a, HallpuMep:

Pextopy pKyTCcKOro HallmOHAIBLHOTO
HCCJIEIOBATEBCKOTO TEXHUYECKOTO

YHUBEPCUTETA
N.N. NBaHoBYy
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[Ipu angpecoBaHMM MHCbMAa B OpPraHU3alUIO0 YKa3bIBAaeTCsl €€ IOJIHOE WJIM COKpAIIeHHOE
HaWMEHOBAHHE B UMEHUTEIHHOM MaJIeKe, HallpuMep:

denepanbHOE ApXUBHOE ar€HTCTBO
Pocapxus

IIpu anpecoBaHMM [OKYMEHTa B CTPYKTYpHOE IOApA3/EICHUE OpraHu3allid B PEKBU3UTE
«azpecar» yKa3blBaeTCsi B UMEHHUTEIBHOM I1aJIe’K€ HAMMEHOBAaHUE OPraHM3allii, HUXKE - HAUMEHOBAaHUE
CTPYKTYPHOTO MOJpa3ieIeHUs, HallpUMep:

denepanbHOE apXUBHOE ar€HTCTBO

OTtaen rocy1apcTBEHHOM
CITy>KOBI, KaJIPOB U HArpaj

[Ipu angpecoBaHuMM NHCbMa PYKOBOJUTENIO CTPYKTYPHOIO IMOJpa3/esieHUs YyKa3bIBaeTCs B
MMEHUTEIILHOM TMaJe’ke HAaWMEHOBAaHWE OPraHM3AllMH, HIDKE - B JIATEIILHOM TMaJIeKe HAUMEHOBAHHE
JOJDKHOCTH PYKOBOJUTENSA, BKJIIOYAIOIIEe HAMMEHOBAHHUE CTPYKTYpPHOTO MOApa3eneHus, (paMuInio,
WHUIUATBI, HAIPUMED:

AO Ipodunb»
PykoBogurento
JIOTOBOPHOTO OT/ENa
C.E. Cumonenko

[lepen damunueil AOMKHOCTHOTO MA@ JOMYCKaeTcsl ymoTpeOasTh CcokpaiieHue 'r-Hy"
(rocnoiMHy), €ClIM agpecaT My>KUuHa, WK "T-ke" (TOCIoXKe), €Ciu aipecaT )KeHIIMHA, HalpuMep:

r-uy Apedoeny ILA.
r-xe Ape¢neoii 11.B.

IIpu paccelike [JOKyMEHTa TIpyIlle OpraHu3aluid OJHOIO0 THIIA WIH B CTPYKTypHBIE
MOJIpa3/ieIeHusl OJJHOM OpraHu3aluy, ajpecaT yKa3biBaeTcs 0000IIEeHHO, HAaIpUMep:

PyxoBoautensim 00pa3oBaTeIbHBIX
yupexaeHuit Mpkyrtckoil obiactu

PykoBoauTensam ynpaBiieHHN
PocapxuBsa

[Ipu paccbUike OKYMEHTa HE BCEM OpraHU3alUsAM WM CTPYKTYPHBIM MOJPA3AEICHUSM IMOJ
PEKBUBHUTOM «AJpecar» B CKOOKaX yKa3bIBaeTCs: «(I0 CIIUCKY)», HAIIPUMED:

PykxoBoauTensiM gouepHuX
obmectB AO «IIpodums» (1o crucky)

JIOKyMeHT He JIOJKEeH cojiepkaTh Oosiee ueThipex ajapecaroB. CIOBO «KOMUS» MEped BTOPBIM,
TPETbUM, YETBEPTHIM ajJpecaTaMu He yKa3blBaloT. [Ipu OombleM KOJIWYECTBE aJpecaToB COCTABJISIOT
CIIMCOK PacChUIKH JOKYMEHTOB.

[TouToBBIli agpec B cCOCTaBe pEKBU3UTA «Ajpecar» yKa3blBaeTCsi B II0CJIEI0BATEIbHOCTH,
ycraHoBieHHON IIpaBuinamum oxa3zaHus yciyr modroBod cBsi3u. llpm agpecoBanuu mnucbMa B
OpraHM3alMIo YKa3bIBalOT €€ HAMMEHOBAaHUE, 3aT€M MTOUTOBBIN aJpec, HAPUMED:
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['ocynapcTBeHHOE yUpeKIeHUE
Bcepocculickuil Hay4HO-
UCCIIEIOBATENLCKUIA HHCTUTYT
JIOKYMEHTOBEJICHUSI U apXUBHOTO JIeJia
[Tpodcorosnas yi., 1. 82,

Mocksa, 117393

[TouToBBIN agpec MOMKET HE YKa3blBaTbCsl B JIOKYMEHTAX, HAlpPaBISEMbIX B BBICIIME OPIaHbI
BJIACTH, BBIIIECTOSIINE OpraHU3aliH, IOABEIOMCTBEHHbIC OpraHU3aluy (33 UCKIIIOUYEHUEM HANpPaBICHUS
IIMCEM YKa3aHHBIM aJipecaTaM B KOHBEPTaX € IPO3pAaYHbIMU OKHAMM).

[Ipu aapecoBaHuM JOKYMEHTa (HU3UUYECKOMY JHUIy YKa3blBalOT (aMUIUI0 M HHUIUAIBI
I10JIy4daTesisl, 3aTeM [IOYTOBBIN aJpec, HaIpUMeED:

Npanosy C.II.
CanoBas yiu., 1. 5, kB. 12,

r. Ycre-Unnmck, UpkyTckas o0,
666672

[TouTtoBsii afgpec nevaraercs upudrom pazmepom Ne 12. TIpu ornpaBke nucbMa 1o JIEKTPOHHON
ouTe Ui 1o (hakCUMHIBbHOHN cBA3M (0€3 JOCHUIKM IO MOYTE) MOYTOBBIA ajpec He ykasbiBaercs. [Ipu
HE0OXOIUMOCTH MOKET OBITh YKa3aH 2JIEKTPOHHBIN afpec (HoMep Tenedona/dakca), Hampumep:

Bcepoccuiickuii HayuHO-
HCCIIEN0BATEIBCKUI HHCTUTYT
JIOKyMEHTOBEICHMSI U apXUBHOTO el
mail@vniidad.ru

5.3.10. Pe3osronus

B cocras PE30JIIOOMH  JOJDKHBI BXOJAUTH CICAYIOIIHWEC J3JICMCHTHI: (1)aMI/IJII/IH HCITIOJITHUTCIIA
(HCHOHHHTCHCﬁ), COACPIKaHUC ITOPYUCHUS, CPDOK UCIIOJIHCHUS, IOATIUCH, JaTa.

HpI/I HaJIMYMKU B PC30JIOIHMHU HCECKOJIBbKHUX PICHOJIHI/ITCJIGﬁ, YKa3bIBACTCA OTBETCTBCHHBIN
HUCIIOJTHUTCIIb (KaK IpaBHJIO, 5TO JIMIO, HA3BAHHOC B PC30JIFOINUN HepBBIM).

Ha AOKYMCHTAax, HE Tpe6y}01111/1x JOIIOJIHUTCIIbHBIX YKaSaHI/IfI IO HCIIOJJHCHHIO WM HMCIOIINX
THUIIOBBIC CPOKHU HCIIOJHCHUA, B PE30JIOLUN YKaA3bIBACTCA HCIIOJHUTCIIb, IMOAIMNCH aBTOpa PE30JIFOINHU,
Jara.

5.3.11. OT™MeTKA 0 HATMYUM TTPUJIOKEHUS

OTMmeTKka O NPUIIOKEHUH COAEPKHUT CBEIACHHMSI O JOKYMEHTE (JOKYMEHTax), MpUaraéMoM K
OCHOBHOMY JOKYMEHTY (B CONpPOBOJUTENbHBIX IMHChbMaX, MPETEH3MsX, aKTax, CIpaBKaX M JpPyTux
MH(OPMALIMOHHO-CIIPABOYHBIX JJOKYMEHTaX) WJIM O TOM, YTO JOKYMEHT SIBJISETCS MPHIOKEHHEM K
OCHOBHOMY JIOKYMEHTY (B JOKYMEHTax - MpPUJIOXKEHUAX K PpacHOpsSIUTEIbHbIM JOKYMEHTaM,
MOJIOKEHUSIM, TIPAaBHJIaM, HHCTPYKIIUSM, JJOTOBOpaM, TUIaHaM, OTYETaM H T.II.).

B conpoBoauTeNnbHBIX MHUCbMax OTMETKAa O MPUIOKEHUU OQOpPMIISETCs MOJ TEKCTOM MUChbMa OT
TpaHUIBI JIEBOTO TOJISL, CIAEIYIOIINM 00pa3oM:

- €CIIY IIPWIOKEHUE HAa3BaHO B TEKCTE:!

[Tpunoxenue: Ha 5 1. B 1 9K3.

Eciu IMMPUITOKCHUC HC HAa3BAHO B TCKCTC WUJIN €CJIN HpI/IJ'IO)KCHI/Iﬁ HCCKOJIbKO, YKA3bIBAIOT HA3BAHUA
HOKYMGHTOB-HpI/IHO)KeHI/II\/’I, KOJIMYECTBO JIUCTOB U SK3CMILIIAPOB KAXKAOTO IMMPUITOKCHUA:
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[Ipunoxenus: 1. Cmera pacxonoB Ha 4 1. B 1 3k3.
2. HlratHoe pacniucanue Ha 4 1. B 3 9K3.

Ecnu npunioskenue (MpuitokeHus) COpOIIIOPOBaHbI, KOJIUYECTBO JMCTOB HE YKa3bIBAIOT:
[Tpunoxxenue: B 3 3K3.

Ecnu k TOKyMEHTy IpWIAararoT APYrod JOKYMEHT, TaKK€ MMEIOIUN INPUIIOKEHHUE, OTMETKY O
HINYUU TPUIIOKEHUS OQOPMIISIOT CIIeLyIOIUM 00pa3oM:

[Tpunoxenue: mucbmo PocapxuBa ot 05.03.2026 Ne 02/17 u npuiokeHre K HEMy, BCero Ha 3 JI.

Ecnu npuioxkeHueM siBisieTcsi 000COOJICHHBIH 3JIEKTPOHHBIA HOCHUTENb (KOMIIAKT-IUCK, usb-
¢em-HakonuTeNb U Ap.):

ITpunoxxenue: CD B 1 3k3.

Ecin npunokeHue HampaBislOT HE BO BCE yYKa3aHHBIE B JIOKYMEHTE aJpeca, TO OTMETKY O €ro
HAIMYUU OPOPMIISIOT CIEIYIOUINM 00pa3oM:

[Tpunoxkenue: Ha 3 J1. B 5 9K3. TOJIBKO B MEPBBII aapec.

Ecnmu mpuiiokeHHsIMA K CONIPOBOJMTEIIBHOMY IHCHMY SIBJISIFOTCS JIOKYMEHTBI, COJIEpIKAIlue
nH(pOpMALIHIO KOH(DUIESHITMAIEHOTO XapakTepa, HampuMep, CIIyKeOHYIO TailHy, OTMETKY O €r0 HAJTUYHH
0 OpPMIISIOT CIEAYIOUM 00pa3oM:

[Tpunoxxenue: oruer o HUP, nns cnyxedHoro monb3oBanus, per. Ne 26-acm, Ha 20 1. B 1 9k3.

B pacnopsimuTenbHbIX JOKYMEHTaX (IIOCTaHOBJICHHUSX, PEIICHUSX, MPHKa3ax, PaclopsHKEHHSX),
AOTOBOpax, IOJOXCHUAX, IMPAaBUJIAX, HHCTPYKLIUAX W APYIUX JOKYMCHTAX OTMCTKAa O IPHUIIOKCHHUU
oopmisiercs creayronmM 0o0pa3om:

- B TEKCTE JOKYMEHTa IpU NEPBOM YIOMHHAHUM JOKYMEHTA-NPUIOKEHUS B CKOOKax
yKa3bIBAeTCS: «... (MPUJIOKEHHUE) WM ... (MpuitoskeHue 1)»; mepes HOMEPOM MPUIIOKEHHsI JOMYCKACTCs
CTaBUTh 3HAaK HoOMepa: «... (mpuioxkeHue Ne 2)»; eciy NPUIIOKEHHE OJHO, TOPSIKOBBIA HOMEp HE
yKa3bIBAETCS;

- Ha ICPBOM JIMCTC JOKYMCHTA-IIPHUJIOKCHHNA B IIPABOM BEPXHEM YITTY YKA3bIBACTCA:

[Tpunoxenue 1 k npukazy
ot 13.03.2026 Ne 153

CTpoKu peKBU3HTA BBIPABHUBAKOTCS IO JIEBOMY KPAar0 WM LEHTPUPYIOTCS OTHOCHUTEIBHO CaMOM
JUIMHHOW CTPOKHU.
Ecin npuinoxeHueM K pacnopsauTeIbHOMY AOKYMEHTY SIBJISI€TCS HOPMAaTHBHBIA IIPAaBOBOM aKT
WM WHOM JOKYMEHT, YTBEP)KIAa€MbI JTaHHBIM paCHOPSAUTEIbHBIM JOKYMEHTOM, Ha IEPBOM JIHCTE
MPUIIOKEHUS IPOCTABIISETCS OTMETKA O MPHIIOKEHUH (6€3 CChUIKM Ha pacHoOpsIUTENIbHBIA TOKYMEHT) U
rpud yTBepKIEHHUs, B KOTOPOM YKAa3bIBalOTCS JaHHbIE PACHOPSAUTEIBHOTO JOKYMEHTa, KOTOPBIM
YTBEPKJEH JOKYMEHT-IIPUIIOKECHUE, HATIPUMED:
[Tpunoxenne 1
YTBEXIEHO
IIPUKA30M PEKTOpa
®I'bOY BO «bpl'¥»
ot 05.03.2026 Ne 75
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5.4. Oco0eHHOCTH MOATOTOBKH 1 0()OPMJIEHUS OTEJIbHBIX BUA0B JOKYMEHTOB

B nearensnocTy bpl'Y co3nmaercss KOMIUIEKC OPraHU3AlMOHHO-PACHOPSAUTEIBHBIX JOKYMEHTOB:
MIPUKa3bl, PACHOPSIKEHMS, MOJIOKEHHUsS, MpaBHJia, UHCTPYKIUHU, PEriaMeHThl, MPOTOKOJbI 3aceqaHHil
(coBemaTenbHbIX, IKCIEPTHBIX M JpP. OPraHOB), aKThl, CIPABKH, MOKIAJHBIC W CIY)KCOHbIC 3alHCKH,
JIOTOBOPBI (KOHTPAKTHI, COTJIALIIEHHUS ), AesIoBas (CIy>keOHas ) IepernucKa u Jap.

KonnernansHo oOCykKgaeMble BOIMPOCHI U MPUHUMAEMBIE MO HUM pPEIICHUsS (PUKCUPYIOTCS B
MIPOTOKOJIaX COBEHIATEIbHBIX OPIaHOB, MHBIX 3aCelaHUi 1 COBEIIAHMIA.

B3aumHubie 00s3aTenbcTBA  YHHBEPCHUTETAa C €ro KOHTpPareHTaMHM U WX PeryJupoBaHUe
o OopMIISIOTCS B BHJI€ JJOTOBOPOB, COTJIAlIEHUH, KOHTPAKTOB, IPOTOKOJIOB U JIp. TIOKYMEHTOB.

B 3aBucMMOCTH OT KOHKPETHBIX 3a/lad YIPaBICHUS B JCATEIHLHOCTH YHHBEPCUTETA CO3JAOTCS
JpyTrue BUIbI JOKYMEHTOB: IIaHbI, TPOrPaMMbI, OTUETHI U JP.

5.4.1. llpuka3s
5.4.1.1. Cepbl npuMeHEeHUs TPUKA3a 110 OCHOBHOIM J1eSITeJIbHOCTH

Jnst  pemieHuss OCHOBHBIX — ONEPATUBHBIX — 3aJay, CTOSIIMX Meped  YHHUBEPCUTETOM,
MOATOTABIUBAIOTCS  MPUKA3bL NO OCHOBHOU OesimelbHOCmU, BKIIOYAIONIUE clenytomme cdepsl
JIEeATEIIbHOCTH Y HUBEPCUTETA:

- CTPYKTypa U JODKHOCTHOW COCTaB YHHBEPCUTETa, (PYHKIIMOHAIbHOE paclpeaeincHue
00513aHHOCTEN;

- YTBEPKICHUE OPraHU3alMOHHBIX TOKYMEHTOB, U3MEHEHHU I K HUM;

- YTBEPKJICHUE OTHACJIBHBIX IMPABUJI OTHOCHTEIBHO BHYTPEHHETO TPYIOBOI'O paclopsJiKa,
KOPIIOPAaTUBHOM KYJIbTYPbI, IPABUJI MOBEACHUS B PA3JIUYHbIX CUTyalUsaX U T.1.;

— WCIIOJTHEHUE TOJUTUKUA YHUBEpPCUTETA O BeACHUU OyxyueTra (3aKperuieHHe KaKux-JIrudo
GbyHKIUH, MOMHOMOYMN 3a PaOOTHHMKAMH, MPaBWJI HKCIUTyaTalldd OCHOBHBIX CPEACTB, OQOpMIICHHE
paboThI KOMUCCHIA U T.11.);

- OpraHu3anys MpPOLECCOB M  MPOBEICHUE MEPONPUITUH MO  aIMHUHUCTPATUBHO-
XO03SIHCTBEHHOM, 00eceUnBaroIiel 1eITeIbHOCTH.

5.4.1.2. IIpeeMCTBEHHOCTH IPUKA30B 10 OCHOBHOIi 1eATEJbHOCTH

BaxHolt cocraBnsgromeii paboThl C TNpUKa3aMd 10 OCHOBHOM JESATEIbHOCTH  SIBIISETCS
OTCJIC)KMBAHUE N3MEHEHUN, BHOCUMBIX B paHee MPUHATHIE JOKYMEHTHI; IPU HEOOXOJUMOCTH OOHOBJIEHUE
IIPUKA30B, CPOK ACHCTBUS KOTOPBIX UCTEK; CBOEBPEMEHHOE MTPEKPAILEHUE NEHCTBUS ITPUKA30B.

[TpunsTHE HOBOTO MpHKa3a TPeOyeTCs B CAEAYIOUIUX CIyYasX:

W3MeHeHne, OTMEHA, MPOJNJIEHHE CpOKa JEHCTBUS OPraHM3allMOHHBIX U HHBIX JIOKYMEHTOB
(MHCTPYKIMH, MOJIOKEHUH, PEeriaMeHToOB, TpaduKoB pabOThl, MpaBHJl, HOMEHKJIATYphl €1 U T.J.) — C
Hayaa CJIeyIOLIero roja J10o o OKOHYaHUM ACUCTBUS TIOKYMEHTA.

Hanenenne pabGoTHHKOB mpaBaMM W MOJHOMOYMSAMHU (IIOANHMCH JOKYMEHTOB OT JUIA
VYHuBepcurera, pacnopsyKEHUs JACHEKHBIMH CPEICTBAMH, BKIIOUEHHS B KOMHCCHM, BO3JIOXKECHHUS
OTBETCTBEHHOCTH 3a pa3jNyHble OOBEKTHI), @ TAKXKE OTMEHA TaKUX MPUKA30B — NP MIpHEMe/TIEpeBOie Ha
JOJKHOCTB U ITPH YBOJIBHEHUHU paOOTHHKA COOTBETCTBEHHO.

5.4.1.3 O¢dopmiieHne npuKa3a Mo OCHOBHOM 1eITEJILHOCTH

Bce mpukasbl 10 OCHOBHOM /1€ATEIBHOCTH Y HUBEPCUTETa OPOPMIISIOTCS Ha CTAaHAAPTHOM OJIaHKe
npukasa B cootBeTcTBre ¢ TpedoBanusmu [[OCTa P 7.0.97-2025 «HanmnonansHbIi cTrangapT Poccuiickoit
@enepanuu. CucremMa cTaHzapToB Mo HHPOpPManuM, OWOIMOTEYHOMY M H3AATENbCKOMY JIENy.
OpraHn3annoHHO-paCTIOPSAANTEIbHAS JOKYMEHTAIMs. TpedoBaHus K 0(hOPMIICHUIO TOKYMEHTOBY.
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[IpoekTbl mNpPUKA30B 1O OCHOBHOM JEATEIBHOCTH TOTOBST CTPYKTYPHBIE TMOJpa3AeIeHUs
YHuBepcUTeTa Ha OCHOBAaHUHM MOPYYEHUH PEKTOpa, MPOPEKTOPOB JTHMOO B WHUIIMATHBHOM IOPSIJIKE.
OTBETCTBEHHOCTh 3a KayeCTBEHHYIO IOJATOTOBKY IPOEKTa INpHKa3a, COTJAaCOBAaHME W MPaBUIBHOE
oopmileHHE TIPOEKTa HECeT PYKOBOAMTENb TMOJpa3elieHus], KOTOPBI TOTOBUT MPOEKT IPHUKaA3a,
MOJINKCHIBAET €r0 U MPEJCTABIISET €ro Ha COrJIaCOBaHKE U yTBEPKACHHUE.

bnank npukaza COIEpKUT CIEAYIONNE PEKBU3UTHI:

Haumenosanue  opeanuzayuu-cocmaseumens. Ha3anue VYHuBepcutreTra yKasblBaeTcsi B
COOTBETCTBUH C ycTaBOM. [10/1 MOJTHBIM HaMEHOBAaHUEM YHHBEPCUTETA HUKE B CKOOKaxX yKa3bIBacTCS
COKpallleHHOE€ HauMeHOBaHHe. Bplllle HauMeHOBaHUS YHHBEPCUTETa YKa3blBae€TCs Ha3BaHHE
MUHUCTEPCTBA WM BEIOMCTBA, B IMOJAYMHEHUU KOTOPOTO HAXOIUTCS YHHBEpPCUTET. Pacmonararorcst 3Tu
PEKBU3UTHI IO LEHTPY.

Buo odoxymenma, Odama u mecmo cocmasnienus, pecucmpayuonHuvlii Homep — 00s3aTeNbHbIe
UICHTU(PUKAIIMOHHBIE PEKBU3UTHI, KOTOPBIE UTPAIOT POJIb UMEHU U aMuIuu npukasa. Jlara noanucanus
U PETUCTPALMOHHBIA HOMEp MpHKa3a MCIOIB3YIOTCS JJIsl yueTa M MOUCKa JOKYMEHTA M MPOCTABIISIOTCS
MocJie MOAMUCaHUS MPUKa3a PEKTOPOM.

Bun noxymeHnTa nuimercs Bceraa 3ariaBHbMu OykBamu: [IPUKA3.

[amy npuHATO 0GOPMIIATH HUGPOBBIM CIIOCOOOM, COCTOSIIEH U3 8 3HAKOB: JICHb MecsIia, MEcsIIl,
rox (02.02.2026). BykBa «r.» B 3TOM ciydae He craBurcs. OOs3aTeNbHO IO0ABISETCS «HOJIB» HPU
OJIHO3HAYHOH IMdpe yncia W/ wMecsna. B Tekcte nmpukasa Bo3MOkeH 0yKBEHHO-LIU(POBOIi crocoo,
KOTJIa MUIIETCSI HAMMEHOBAaHWE MeECsIa, IPH 3TOM JICHb MecCslla HY)XKHO YKa3blBaTh JIBYyMs HH(pamu,
Harpumep, «01 maprta 2026 r.».

JlaTa BBITIOJIHEHUS TIYHKTA MPUKAa3a UCIOJIHUTEIIEM, YIIOMUHAEMAas B TEKCTE PaCIOPSIUTECIIEHOTO
JOKYMEHTa, 0(hOpMIISeTCSl aHAJIOTUYHO, OJTHAKO UMeeT B KoHIE «T.» (k 02.08.2026 r.).

Ilepuoo obo3HavaeTcs Tak:

- «01.03.2026 r. — 10.03.2026 r.» wiu

- «01.03.2026 — 10.03.2026 TT.».

TakuMm 00pa3oMm, CJIOBa «TOI» U «TOJABD) COKPAILIAIOTCS IO «T.» U «IT.», €CJM OHU MPHUBEACHBI B
KOHKPETHBIX JIaTaX, TO €CTh B JJaTax ¢ 0003HAYCHUEM MeCsI1a, KBapTalia, MOy O THsl.

00 npu yka3aHUM JaThl UMEET pa3indHoe HanucaHue. [Ipu 0003HaUeHHH B TEKCTE MPOMEXKYTKA
BPEMEHH, COCTOSIIIECTO U3 IIEJIOTO I'0J1a, CIIOBO «TO» MUIIETCS MOJIHOCTHIO, HAIPUMED:

- «B 2026 romy»;

- «ot4et 3a 2026 romy;

- «cMeTa Ha 2026 rom

['ox mumiercst 6e3 HapalieHus Maae)KHOTO OKOHYaHUs, Harpumep, «B 2026 roay» (ommOOYHBIM
Oyznet Hanucanue «B 2026-M romy»).

Pecucmpayuonnviii Homep npHCBaMBAaETCI B COOTBETCTBUU C TIPUHATON B YHHUBEPCHUTETE
CUCTEeMON pETruCTpallH: 3TO MOXKET ObITh MOPAIKOBBII HOMEpP C JOMOJHUTEIHHBIM KOJIOBBIM
obo3HavueHHeM WiH 0e3 Hero. [Ipruka3sl UMEIOT CKBO3HYIO HYMEpAIuio B TEUCHHE KaJICHIapHOTO To/a.

Mecmo cocmasnenus — yka3pIBaeTCsi MECTOHAXO0XICHHE (HACEJCHHBIN MMyHKT) Y HUBEPCHUTETA.

3azono6ok Kk mekcmy — 3TO KpaTKoe COJIepKaHUe MPHKa3a, OTBEYAEeT Ha BOMPOC «O 4eM?» (mpu
aToM Tmpeioru «O», «O0» MUIIyTcs ¢ MponucHo OykBbl). OH MOMOTaeT He AOMYCTUTh 3alyTaHHOCTH,
HE3aBEPIICHHOCTH, W3JMIIHEH CIIO)KHOCTH TEKCTOBOW YacTH TMpHKaza. Eciau cojaepikaHWe TpUKasza
U3IIOKUTh B HECKONBKHUX CJIOBaxX, MOJIYYHUTCS 3arojoBok. OH pacrmojiaraercss HHUXKE PEerHCTPAllMOHHBIX
naHHBIX. TOYKa B KOHIIE 3aroJIOBKA HE CTABHTCS. 3arojIOBOK K TEKCTY MTOMOTAET MPOBEPUTH, TOCTATOYHO
JIY SICHO ¥l TPAMOTHO COCTABJICH MTPHKA3.

Texcm npukaza COCTOUT U3:

- o0ocHOBaHMs (IpeamMOyIIbl),

- pacnopsIANTEILHON YacTH.

Ilpeambynra (KOHCTaTHPYIOIIAas 4YacTh JOKYMEHTA) COJEPKUT TPUYUHBI, OCHOBAHWS, IIENU
COCTaBJICHHS IOKYMEHTA. 37IeCh KPaTKO H3J1aratoTcsi GakThl U COOBITHSA, TOCTYKUBIIIHE OCHOBAHUEM IS
W3JIaHus TIpHUKa3a (PacOpSKEHHS).
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KoHcraTupyromas yacTe MOKET HAUMHAThCS CJIOBAMH «C LIENBIO», «JUISDY, «B COOTBETCTBHM», «BO
HCIIOJIHEHUEY.

B ToM ciyuae ecim mpukas M3aeTcs Ha OCHOBAHUU JPYroro JOKYMEHTa, B KOHCTATHPYHOIIEH
4acTH YKa3bIBAa€TCsl HAMMEHOBAaHUE BHJAa JTOr0 JOKyMEHTa, €ro JaTy, HOMEp WU 3arojoBOK B
HE00XO0AMMOM OCIIe10BATEIBHOCTH.

[IpeamOyna B mpoekrax mnpuka3zoB 3aBepmaercss cioBoMm «IIPUKA3BIBAIO». D10 cioBo
oopmisieTcss OTAEIBbHON CTPOKOM M MUIIETCS MPONUCHBIMU OyKBamu (6€3 pa3psiiki) OT IPAHULIBI JIEBOTO
I10JI ¥ 3aKAaHYUBAETCS IBOETOUUEM.

Pacnopsoumenvnaa _uyacme mexkcma CONEPKUT CaMO€ INIABHOE — HEMOCPEIACTBEHHO IPUHATOE
PYKOBOJUTENIEM PELICHUE.

OTa yacTh IPUKa3a MOKET CONEPIKaATh:

- PelIeHUs] OPraHU3alMOHHOTO XapakTepa (yTBEpAUTh, CO3/1aTh, MPeoOpa3oBaTh, TUKBUAUPOBATH,
IPU3HATH YTPATUBIIUM CHITY);

- KOHKPETHbIE MOPYYEHHS C YKa3aHUEM HCIIOJHUTENS (MCIOJIHUTENEH) U CPOKOB MCIIOIHEHUS
MOPYYECHUH.

Kaxnoe pemenne (nmopydyenue) ohopmisieTcsi B IpuKas3e Kak OTACIbHBIN MyHKT. [IlyHKTHI prkasza
pacrosiaratorcsi B JIOTMKO-BPEMEHHOHM IOCIIeI0BaTeIbHOCTH. Eciau mopydeHue naercs KOHKPETHOMY
MOJIPA3/ICNICHNIO, €r0 HAaUMEHOBAaHHE INHIIETCS IOJIHOCThIO, B CKOOKax YyKasbIBalOTCA (GamMuiIus u
MHULMAIBl PYKOBOJIUTENS MOJpa3JeieHuss B MMEHHUTEIbHOM naaexe. Ecium mnopyudeHue maercs
KOHKPETHOMY HCITOJTHUTENIO, €r0 JIOJDKHOCTD U (haMIIIUs YKa3bIBAIOTCS 0€3 CKOOOK B 1aTeIbHOM MaJIexKe.
Ecnu 3amanue BbiaeTcst rpymme Juil (KOMHUCCHM, pabodel Tpymme M T.II.), OHO BCErja aapecyercs
KOHKPETHOMY JIMIly — IMpEACeaTesll0 KOMHUCCHUHM, PYKOBOIMTENIO pabouedl rpymnmsl U T.I. ITO
MOTYEPKUBACT N1EPCOHATIBHYIO OTBETCTBEHHOCTh PYKOBOAUTEIA 32 pabOTy MOAYMHEHHBIX U HE JIOIyCKAeT
HEOJIHO3HAYHOM TPAaKTOBKH aJpecara 3aJaHHusl.

CornacHo TpeboBanusiM MuHoOpHayku Poccun, PocoOpHaasopa HEKOTOpble BUIBI MPHUKA30B
00s13aTeNbHBI K pa3MEICHUI0 Ha O(PHUIMAIBHOM caiiTe YHHBEpCHUTETa. B 3TOM cilydae Mmpu COCTaBICHUHU
IIPOEKTa MpHUKa3a HEOOXOIUMO BKJIIOUUTH MYHKT O Ha3HAUEHHM OTBETCTBEHHOIO 3a IpelOCTaBICHUE
uHbopManuu 11 pa3Mmenienus Ha opurmansHoM caiite ®T'BOY BO «bpl'Y» ¢ ykazaHueM JOKHOCTH U
DUO.

PacnopsimutenbHas 4acTh MOXKET COCTOSITH M3 €IWHCTBEHHOro ab3ama Jub0 W3 HECKOIBKHX
NyHKTOB. B 1000M ciyyae 3/4ech yKa3blBaeTcs 4TO, B KaKHE€ CPOKH JOJDKHO OBITH CAENaHO, KTO
UCIIOJIHUTENb, WM, €CIIM HEOOXOAMM KOHTPOJIb HCIOJHEHHs, TO KTO €ro ocyiectsiser. Eciu cpok
BCTYIUICHUS IIPUKa3a B CWIIy HE yKa3aH, CYUTAETCS, YTO OH HAUMHAET IEHCTBOBATh CO JAHS MOAMCAHHUS.

[TynkTel mpuKaza oQOpPMISIIOTCS C HCIOJIb30BaHMEM al3amHoro orcryna. I[lpumensiercs
TpaaulMoHHas Hymepanus myHkToB (1,2,3 u 1.1.) u moanynkToB (1.1,1.2,2.1 u 1.1.). Kaxapiii myHKT
(MOAMYHKT) pacropsiIUTENbHBIX TOKYMEHTOB OOBIUHO HaYMHAeTcs ¢ riarojia. Ecnu B Tekcte He00Xoaumo
NEePEeYHUCINTh HECKOIBKO 00BEKTOB (Hampumep, JOKHOCTHBIX JIMILL, a TAKXKE pelllaeMble UMH BOIIPOCHI U
NepelaHHble UM T0J] IMYHYI0 OTBETCTBEHHOCTh OOBEKTHI), ITO AesaeTcs B popme TabiuLbl. YKa3bIBaTh
Ha3BaHUe TAaOJIUIIBI HE TpeOyeTCsl, @ BOT HAUMEHOBAHUE CTOJIOIOB M CTPOK HEOOXOIUMBI.

B pacnopsauTenbHbIX AOKYMEHTaX KOJIMYECTBEHHBIE YHCIUTENbHbIE MUIIYTCS O€3 HapalleHus,
Hampumep: «He Oojee 5» Uiu «He Oosee MATH» (HepaBUIbHO «He Oosiee 5-Tuy»). HampoTus, maaexHoe
OKOHYaHHE B TMOPSAJKOBBIX YHCIUTENbHBIX, OOO3HAYEHHBIX apaOCKuMu LudpamMu, JIOJKHO
IIPUCYTCTBOBATH:

- B BHUJE OJHOOYKBEHHOro, B CIIy4ae €ClId MHocJeJHEeH OyKBE YHCIUTEIbHOIO MPEIIECTBYET
TJIACHBIN 3BYK: «5-i» (HETIPaBUIIBHO «S5-BIi»), «5-» (HETPaBUIBHO «5-0€»).

- B BUJE JBYXOYyKBEHHOIO, B Cly4yae €ciiu rocjienHed OyKkBe YHCIUTENbHOI'O MpPEILIecTBYET
COTJIACHBIN 3BYK: «5-T0» (HEMPaBUIIBHO «5-0T0»), «30-Mu» (HenpaBHIbHO «30-bIMU»).

[Tocnennuii MyHKT pacnopsAUTEIbHOM 4YacTW IIpUKa3za JIOJDKEH COJep)KaTh CBEIECHUS O
JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3JIAraeTCsl KOHMpPOab UCNOIHEHUS NPUKA3a, HAIpUMED:

5. Koumponb 3a ucnoimeHuem HNpuxaza 60310X#CUMb HA NPOPeKmopa no yuyebHou pabome
Jlebeoesy JLJI.

B oTnenpHBIX citydasix peKTop Y HUBEPCUTETAa MOKET OCTaBUTh KOHTPOJIb 3a COOOM:
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5. Koumponws 3a ucnonnenuem npuxasa ocmasisiio 3a cooou.

He Bxinrouaercs B Tekcr npukasa nmyHKT «lIpuka3 nosectu no cenenus...». Ilogpasnenenus u
JOJKHOCTHBIE JIMIIA, 10 CBEIEHUS KOTOPBIX HEOOXOAMMO JOBECTH IpPHUKa3, MEPEUUCISIOTCS B JIUCTE
PacChUTKU, KOTOPBIM TOTOBUTCS UCIIOTHUTENIEM U 0(OPMIIIETCS Ha OTAEIBHOM JHcTe. JIUCT pacchulku He
SIBJISIETCS] IPUIJIOKEHUEM K ITPUKA3Y.

B nmnpukazax He nomyckaercs NPUMEHEHHE IIPOU3BOJBHBIX COKPAIIEHUH WIM HCKAKEHUE
HaVMEHOBAHUI CTPYKTYPHBIX MOJAPA3ACICHUN Y HUBEPCUTETA, IPUMEHEHUE POU3BOJIbHBIX TEXHUUECKHUX
U ApYTUX TEPMUHOB, COKPAILLEHHBIX CJIOB U1 HAUMEHOBAHUM.

Iloonucey oA JOKYMEHTOM COJIEP>KUT HAUMEHOBAHUE JOJKHOCTU Oe3 yKazaHHWs HauMEHOBAaHUSA
OpraHu3aliy, caMmy MOINUCh W ee paciupoBKy. VHumMansl craBaTcs nepex ¢damuiuei nuua,
MOAMMCABUIETO IPUKA3.

OOBIYHO mpHKa3 0 OCHOBHOHM JESATEIBHOCTH, KAaK BHYTPEHHUH JOKYMEHT, HE 3aBEpseTCs
nevyarpro. XOTs Mo TpeOOBaHUIO, HAIIPUMED, HAJIOTOBBIX OPTaHOB UM OaHKAa MOTYT OBITh MCKIIOYCHHUS.
Komnwuro ke nmpukaza Bceraa 3aBepsitoT JOHKHBIM 00pa3oM, C OTTUCKOM IeYaTH.

Becws TekcT moxkymenrta odopmisiercs mpudrom Times New Roman, kernms 12. HckirodeHue
COCTaBIIsIET HAaUMEHOBaHHE MMHHCTEpCTBAa HayKW M Bbiciiero oOpasoBanHusi Poccuiickoit ®enepanuun
(kernnb 10).

OO6pazenr odopmiieHUsT TpHKaza, a TakkKe JIUCTa COTJIACOBAaHWS TPHKa3a pa3MelieH B
npuioxenuu 1.

5.4.1.4. llpouenypa noAroTOBKH MPUKA3a 10 OCHOBHOM eI TeJIbHOCTH

[Tpuka3bl O OCHOBHOMU JEATENBHOCTH MPOXOASIT HECKOJIBKO ATAMOB OT MOJATOTOBKHU JO MOIIUBKU
B JIEJIO.

PabGora c mnpoekToM MpHKa3a HAYMHAETCS C TMONY4YCHHs] YKa3aHUs O €ro CO3JaHHH OT
pykoBonuTenss W HeoOxomumon wuHpopmammu. Ha sToM sTame 3ammchiBaeTcsi BCS HMHGOpMAIHS,
MOJIy4eHHAss OT PYKOBOJUTEINSA, YTOYHSETCS HCIOJIHUTENb, CPOKH HCIIOJHEHUS, HEeO0OXOIUMOCTh
KOHTPOJISI MCTIOJIHEHHSI, CPOK JCUCTBUS MpHUKasa (BCTYIUICHHS B CHIy M MpeKpamieHus aeiicteus). Ecmu
HEO0OXOJUMO, TOTOBATCS COMYTCTBYIOIIME JOKYMEHTHI: WHUIUHUPYIOUIME — HApUMeEp, CIyKeOHas
3amucka (eciy OCHOBaHHME Ui W3JaHUS TIpUKa3a — YCTHOE COOOLICHUE JIOJDKHOCTHOTO JIMIA);
JIOTIOIHUTENbHBIE — TaONUIIbI, TpadUKU, a TaKkKe KOMUU HeOOXOIUMBIX JOKyMeHTOB. [IpoBoautcs coop
JOMOJTHUTEIBHON HH(OPMAIIMK OT PYKOBOJHUTEICH MOIPa3ICICHUI.

Cocmasnenue npoekma npukasa u e2o co2iacosanue

[TpoekT mpukaza opopmisiercs Ha aucte popmara A4 ¢ coboieHneM Beex NnpaBuil 0hopMIIEHUS.
ITpoekT 10KyMeHTa He perucTpUpyeTcs.

Busbl coriacoBaHHMs TIPOCTaBIAIOTCS HAa OOpaTHOM CTOpPOHE IIPOEKTa MpHKa3a. PeKBU3UT
COTJIACOBAaHUS COJECPKHUT HAaUMEHOBAHHE JIOJDKHOCTH, MOJMUCH M paciiupoBKY MOAMHMCH pabOTHUKA,
naty Bu3npoBaHus. [Ipy corlacoBaHuM NprKas3a yKa3bIBaeTCsi OCHOBHAS JIOJDKHOCTh, KOTOPYIO PAa0OTHUK
3aHUMaeT (PaKTUYECKHU MO ITATHOMY PACHUCAHUIO.

[TpoexT npukasza B 00s13aT€ILHOM TTOPSIIKE COTJIACOBBIBAIOT:

- HayaJbHUK OTJeJa IOPUAMYECKOrO CONMPOBOXKJIEHUS M JOKYMEHTO000poTa (JIMIO, €ro
3aMenaroIiee),

- IPOPEKTOP IO HAMPABJICHHIO ACATEIBHOCTHU (JIUII0, €ro 3aMeIIarolIee).

Kpome TOro, [OMOJHUTENHLHO  MPUKA3bl, CBSI3aHHBIE C  (UHAHCOBO-XO3SHCTBEHHOU
NesTeIbHOCTBIO, B 0053aTEIbHOM MOPSIKE COTIACOBBIBAIOT:

- TJIaBHBIN OyXxranTep (JUI0, €ro 3aMeIaroIIee),

- HavansHUK [1DO (7uio, ero 3ameniaromniee),

- PYKOBOJUTENb KOHTPAKTHOMN CITy>KOBbI (JIUII0, €r0 3aMEeIalolIee).

[Tpukassl, Kacaromuecs: MPOBEACHUS MEPONIPUATHI C ydacTHeM pabOTHHUKOB M OO0y4aroIIuXcs, B
TOM YHCJIe HECOBEPIIEHHOJIETHUX, COTJIACOBBIBAIOT:

- CHeMAIMCT Mo oxpaHe TpyAa | kareropun (JIu1o, ero 3aMeraroniee),

- CTICIHAIIACT 10 KOMITJIEKCHON 0€30MacHOCTH (JIUII0, €T0 3aMEIIA0IIee).

21
HNucrpykuus 1no AEJIONPOU3BOICTBY (penepaabHoro
N-1.4-8.0-3.0-2026 rocyJ1apCcTBEeHHOIr0 OI0’KETHOT0 00pa30BATENbHOIO Y4Ype:KIeHUs!
BbICLIET0 o0pa3oBaHusi «bparckui rocyaapcTBeHHbII
YHUBEPCUTET»




[TpoekT npukasa coriiacoBbIBa€TCs OTBETCTBEHHBIM PAOOTHHUKOM B CPOK HE MO3JIHEE CIIECTYIOIIETO
pabodero THs 3a JHEM MMOCTYIJICHHS MPOEKTA MPUKa3a Ha COTIACOBAHUE.

[Ipn moanucaHuM JOKyMEHTa HECKOJIBKMMH JOJDKHOCTHBIMM JIMIIAMHM MX HMOJAINKCH PACIOIAraroT
OJIHY MOJI IPYTOM B MOCJIEI0BATEIIBHOCTH, COOTBETCTBYIOLIEN 3aHUMAEMOM JOJKHOCTH.

Eciu HeoOX0IMMO BHECTH M3MEHEHUs B MPHUKa3, MPOEKT MpHUKa3a ¢ BHECEHHBIMH M3MEHEHUSIMU
oopmisieTcss CHOBa M TMPOXOTUT MPOLEAYPY COTJIACOBAHHUS MOBTOPHO. B HMCKIIOUMTENBHBIX CITydasx
JIOIYCKAaEeTCsl BHECEHUE N3MEHEHNH B paHee ACCTBOBABIIMI IPUKA3, HE OTMEHSA €T0.

Iloonucanue npukasa u e2o pecucmpayus

[laTa cocraBieHMs IpHUKa3a U €ro PerucTpalMOHHbII HOMED MPUCBAUBAIOTCSA TIOKYMEHTY B JI€Hb
noanucanus. Jis perucrpanuu NpuKa3oB UCIIOJIBb3YIOT CIIEHUAIbHbIE )KYPHAJIb, TJI€ 3alIMChIBAIOTCS:

- HOMEp IIpHKa3a,

- JlaTa €ro MOoANUCAHNUS,

- KpaTKoe CoJepKaHue,

- UCTIOJTHUTENb (MCTIOJTHUTEIH).

IIpuka3sbl, odopmiieHHble ¢ HapyuleHHeM TpeOoBaHuii Hactrosimeil WHCTpykuum, He
PErucTPUPYIOTCHA W BO3BPANLIAIOTCS HA T10PA0OTKY MCIIOJTHUTEJIIO.

CrieyronuM 3TarnoM SIBISIETCS 03HaKOMAeHue ucnoanumernel ¢ npukasom. Ilpukazom pekropa ot
21.03.2014 r. Ne103 B YHuBepcuTeTE BHEIPEHA CUCTEMA IJIEKTPOHHOTO JOKYMEHTOO0OpOTA.

[Tpuka3bl IO OCHOBHOM AESTENLHOCTH PACCHUIAIOTCS paOOTHUKAMH KaHIIENSIPUU OTBETCTBEHHBIM
WCTIOJHUTENSIM JTHOO PYKOBOIUTEINSIM CTPYKTYPHBIX TOAPA3ICICHU B TPEXIHEBHBIH CPOK C MOMEHTa
pEerucTpalum.

O3HakoMJIEHHE € IPUKa3aMH 110 OCHOBHOW JESITEIbHOCTH, OTHOCSIIUMUCS KO BCEM PabOTHHKaM,
OCYIIECTBISICTCS PYKOBOJUTEISIMU CTPYKTYPHBIX MOAPA3ICICHUN CIIETyIOIMMH CIOCO0aMu:

- CO3/IaHHEM JIUCTOB O3HAKOMJIEHHMSI PaOOTHMKOB IO/ MOJANUCh C KaXJIbIM IPUKAa30M B
OTJENBHOCTH, €CIIM TaKOW CIIOCOO 03HAKOMJICHHS YKa3aH B COOTBETCTBYIOILIEM IYHKTE MPUKa3a;

- CO3JJaHMEM W BEJCHHEM J>XypHajla O3HAKOMJICHHS PAaOOTHHKOB C IMpPHKAa3aMH 10 OCHOBHOMW
NEeSATEIbHOCTH.

[TonmmBka B 71€70 UCHOJHEHHOIO JOKYMEHTa IPOU3BOJIUTCS IIOCJIE 3aBEPIICHUS HCIOJHEHHS
MpUKa3a.

[To ucreueHun cpoka XpaHEHHUs HPOBOAUTCSA O0s3aTeibHasl OLEHKA LIEHHOCTH JOKYMEHTOB, U
TOJIBKO TIOCIIE 3TOr0 0hopMIISETCS aKT 00 YHUUTOKEHHH JOKYMEHTOB C UCTEKIIUM CPOKOM XPaHEHUS U
CIUCAHHBIE IOKYMEHTBI YHUUTOXAIOTCS.

[loaIMHHMKY MPUKA30B IO OCHOBHOW AESTENBHOCTU XPAHATCS O OKOHYAHUS TEKYIIEro rojaa B
KaHuenspuu. Ilo OKOHUAaHMM TEKyLIero rojaa IMepefaroTcsl B apXWUBHBIM OTHEN aJAMHHHUCTpALMU
r. bparcka.

[Tpu popmupoBaHuM J1€1 HEOOXOAUMO COOJIIOIATh CIIEAYIOIINE TPEOOBaHMUS:

- B JIEJIO MIOMEMIAI0TCS TOJIBKO UCIIOJIHEHHBIE U IPaBUILHO 0()OPMIICHHBIE TIPHUKA3bI;

- MIPUKa3bl 10 OCHOBHOH JEATENbHOCTH IPYHIHUPYIOTCS OTAEIBHO OT MPUKA30B MO JIUYHOMY
COCTaBYy;

— B JIeNO TPYNNHUPYIOTCS, KaK TMPaBUIIO, MPHUKa3bl OJHOTO ToAa (3a HCKIIOYEHHUEM
MePEXOIAINX ),

- MpUKa3bl BHYTPU Jejla pacrlojaralorcs B HyMEpalMOHHOM (10 BO3pacTaHUIO MX
PETUCTPAIIMOHHBIX (TIOPSIIKOBBIX) HOMEPOB) MOC/IEA0BATEILHOCTH;

- MIPWJIOXKEHHU (€clii Ha JOKyMEHTe mpocTaBiieHa oTMeTka «[IpunoskeHne») moammBaoTcs
BMECTE C MIPUKA30M;

— JOKYMEHThl K TMpUKa3aM, UCHOJb30BaHHbIE HAa CTAaJuMd TOATOTOBKU IPOEKTA,
TPYIIUAPYIOTCS Y TOANIUBAOTCS OTACITBHO U XPAHATCS Y JIMIA, TOTOBUBIIETO MTPOEKTHI.

5.4.2. PacniopsizkeHue

PacriopsokeHne He JOKHO COAEpKaTh IPEANUCAHWM, HOCSIIMX HOPMAaTHBHBIN XapakTep.
[TonroroBka u ohopMiIeHrnE pacOPsKEHUHI TPOBOIUTCS 110 TEM K€ MPaBUIIaM, YTO U MPUKA3.
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Eciu Ttpebyercsi pasbsicHEHHE Liefiei U MOTHBOB INPUHATUS PACHOPSIKEHHs, TO B TIPOEKTE
MIPUBOJIUTCS BCTYIUTENbHAS YaCTh — IpeaMOyia. Ho pacmopspbkeHue MOXKET ¥ He UMETh IpeaMOyJIbl.

[IpeamOyna B mpoekTax pacmopspkeHui barie Bcero 3aBepinaetcsi ciioBoM «OBA3BIBAIOy,
«[TIOPYYAKO».  Dto crnoBo opopmisieTcst OTACTbHON CTPOKOW U MUIIETCS MPOMUCHBIMU OykBamu (6e3
paspsAKu) OT TPAHMIIBI JIEBOTO TOJIS M 3aKaHYMBACTCS IBOCTOUHEM.

Jomyckaercss mpu oQOpMIIEHUH paclopsDKeHUsT He Hcnoyb3oBath ciioBo «OBA3BIBAO»/
«IIOPYYAIO». B TakoMm ciydae mociie npeamOyJibl CTAaBUTCS JBOETOUHE, TIOCIIE YETO CIECIYIOT IMyHKThI
pacIopsAIUTEIIbHON YaCTH.

[Tpu odopmueHnn pacopsikeHust He TPEOYIOTCSI BU3bI COTTIACOBAHMS.

Peructpanus pacrnopspkeHUN OCYIIECTBISETCS B KaHLENSIPUM YHUBEPCUTETA, OHU HYMEPYHOTCS
MOPSAIKOBBIM HOMEpPOM B Iipelenax KajneHaapHoro rojaa. OOpazen odopMieHHs pacHOpsSKEHUS
NIPEJCTABIICH B IPUIIOKECHUH 2.

5.4.3. IIpoTokoa

Tunoevle mpedosanus K cOCmasieHuio nPOmoKo.aIa

B 00600meHHoM BuIle MOPAIOK COCTABIEHUS MPOTOKOJIAa CBOAMUTCS K cienyromemy. [lpu
MOJITOTOBKE K 3aCEIaHUI0 W COOPAHUIO:

— (hOpMYJITHPYIOTCSI BOIIPOCHI IIOBECTKH JHS, TO €CTh T€ BOIPOCHI, II0 KOTOPBIM JOJKHBI OBITh
MPUHSATHI PELICHHUS;

— OTIpE/IETISICTCS] COCTAaB OCHOBHBIX JOKIIAUYHUKOB;

— MOJ0MPAIOTCS COOTBETCTBYIOIIME MaTepualbl (IPOSKThI JOKYMEHTOB, KOTOpPBIE TPEOYIOT
0OCY)KICHHUS M YTBEPXKICHHSI, TEKCTHI TOKJIAJ0B U T.I1.).

Bo Bpems 3acemanHusi cekperapeM BEAETCS 3aliCh X0Ja 00CYKIEHHs BOIIPOCOB IMOBECTKH JTHS U
MIPUHUMAEMBIX 110 HUM peeHuil. Hanboee BakHbIe 3aceiaHuss MOTYT CTEHOTpaupoBaThCs, TOKIAAbI U
BBICTYIUICHHSI — 3aluchiBaThcd Ha AuKTOGOH. Bece »STM Marepuanbl SBISIIOTCA OCHOBOM  JUIst
MOCIIEAYIONIEr0 COCTABICHUS MPOTOKOMA.

[IpoTOKOMMPOBAHNIO TMOMJIEKAT 3aCEAaHMUsl YUYEHOTO COBETa YHUBEPCHUTETA, LIEHTPAIbHON
MIPUEMHON KOMHUCCHUH, TOCYJapPCTBEHHBIX 3K3aMEHAIMOHHBIX KOMHCCHUM, YUYEHBIX COBETOB (haKyJIbTETOB,
kadenp, HayuyHbIXx ceMuHapoB, CoBeTa MO KayecTBY, METOJUYECKUX COBETOB, pPEIAKIMOHHO-
U3/1aTeIbCKOTO  COBETa, KOHKYPCHBIX KOMMCCHUH Ha 3aMEIIEHME BaKaHTHBIX  JOJDKHOCTEH,
KBATU(DUKAIIMOHHBIX KOMHCCHI, OOIIECTBEHHBIX OpraHu3aiuii, KoH(epeHIMii U CUMIO3UYMOB,
AKCHEPTHBIX KOMUCCHIA.

[TpoToKONBI MOTYT W3/1aBaThCS B IMOJHOW WJIM KpaTKoW (opme, mpH KOTOPOHM OIMyCKaeTcs XOi
o0cy>xJeHHs Bonpoca U GUKCUPYETCS TOJIBKO MIPUHATOE 110 HEMY pELlIeHUE

3aconosounas wacme npomokona

[Iporokon odopmusiercss Ha Oymare ¢opmata A4 ¢ pEeKBU3UTAMHU, KOTOPHIE COOTBETCTBYIOT
obmemy 6sanky. B nx cocrase:

- [I0JIHOE HAMMEHOBaHUE Y HUBEPCUTETA,

- Ha3BaHHE BHJIa JOKYMEHTA;

- IOPSAIKOBBIA HOMED;

- IaTa;

- MECTO COCTaBJIEHUS JOKYMEHTA.

[Ipu odopmiaeHUN BCeX pPEKBU3UTOB, BKIIOYAs PEKBU3UTHI ONaHKA, HYXKHO YYHTHIBATh
olpesieNIeHHbIE TPaBHJia, 00ECIeUNBAONINE JOKYMEHTY IOPUINUECKYIO CUITY.

Haumenosanue opeanuzayuu — Ha3BaHWE YHHMBEPCUTETA YKa3bIBA€TCS B COOTBETCTBUHU C
yUpEIUTEIbHBIMU JOKyMEeHTaMHu. [lom TMONMHBIM HaWMEHOBAaHWEM YHHMBEPCHTETa HIKE B CKOOKax
yKa3bIBAETCs COKpAIICHHOE HauMEHOBaHUe. BhIllle HanMeHOBaHUs Y HUBEPCUTETA YKAa3bIBACTCS HA3BaHHE
MUHHCTEPCTBA WJIM BEJOMCTBA, B UbEeM NOJYMHEHUU HAXOAUTCS YHHBepcuteT. Pacmomaratorcs 3tu
PEKBU3HTHI IO LIEHTPY.
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Haszsanue suda ooxymenma (ITIPOTOKOJI) mneuataercss NPONMCHBIME OyKBaAMH  ITOJ
COKpAIlleHHBIM HAaWMEHOBAHWEM YHHBEPCUTETa H OTACNSAETCS OT HEro OJHUM MEXKCTPOUYHBIM
MHTEPBAJIOM.

[Tpu mpocTaBneHUU Jambl HA MPOTOKOJIE CIEIyeT MMETh B BHJy, YTO JaTa 3acelaHus U JaTa
OKOHYATEJIbHOTO O(OPMIICHHS U MOJIUCAHHS JOKYMEHTa MPaKTHUECKH Bceraa pasnnyarorcs. [1o oOmmm
TpeOOBaHUSM MIPOTOKOII JOJKEH 0hOPMIIATHCS HE MO3HEE YeM Yepe3 MATh JHEH MMOCIe IaThl 3aCeIaHusl.
Bo Bcex ciyyasx Ha IpOTOKOJIE MPOCTABIISAETCS AaTa 3aceaHusl, a He MOIUCaHUSI.

Ecnu 3acedanue (cobpanue) cocmosinoco 1 mapma 2026 ., a nonnocmvio oghopmiennbwii
npomokon noonucan 6 mapma, Ha ooxymenme 6yoem cmosimo oama (1.03.2026.

B cnyuae, ecnu 3acemanue mpoa0IDKAeTCsS HE OJIUH JCHB, B IPOTOKOJIE CIEAYET YKa3bIBaTh JAAThI
ero Hayaja ¥ okoHuanus: «10 —12.01.2026», niu nonsocteio: «10.01.2026 — 12.01.2026.

Ilopsaodkosvlii HoMep TIPOCTABIISICTCS HA OJTHOM CTPOKE C JaTOd M 0003HAYAET MOPSAKOBBIA HOMED
3acenaHus B mpenenax KaieHaapHoro roja: «Ne 02» wimm «Ne 12» WM nmpucBamBarOTCS OTAENIBHO IO
Ka)KJI0! TpyIIe IPOTOKOJIOB.

Eme omHuM pexBu3uTOM oOmIero OjaHka (M PEKBU3UTOM THIIOBOTO (opmylisipa MPOTOKOJIA)
ABIISICTCA «MeCmo cocmasienus 0okymenmay. B TaHHOM ciiydae 3TOT PEKBH3UT O3HAYAEeT HE MECTO
HAaXOXJCHUSd YHHUBEpCUTETa, a MeCTO, TJe peaJbHO COCTOsAJOCh 3aceianue. Haspanue
COOTBETCTBYIOIIETO HACEJIIEHHOTO ITyHKTA YKa3bIBAIOT C YYETOM TPUHATOTO aJIMUHUCTPATUBHO-
TEPPUTOPUATHHOTO JICJICHUS.

OO0pazelr pacronoXKeHHe BCEX PACCMOTPEHHBIX PEKBU3UTOB B MPHUHATOM OJIaHKE MPOTOKOJA
YHuBepcuTera NpeCTaBICHbI B IPUIOKEHUH 3.

3a201080k npomoxosa — 3TO BAKHEUIINN TOMCKOBBIN TPU3HAK, OH IPU3BAaH TOMOTaTh OBICTPO U C
HaUMEHBUIMMHU 3aTpaTaMHd HaxoJIuTh HYXHbIH JnokymeHT. 'OCT P 7.0.97-2025 tpaktyer mnonstue
«3aroJIOBOK K TEKCTY» KaK «KpaTKoe CoJepikaHue JOKYMEHTa». B 3TOM cirydae 3arojloBOK OTBEYaeT Ha
BOIIPOC «O YeM TOBOPUTCS B JOKYMEHTE?».

[TpOTOKOJI OTHOCHUTCS K TPYyIIEe JOKYMEHTOB, B KOTOPBIX OTPa)KaeTCs HECKOIBKO Pa3HOILIAHOBBIX
BONpocoB. [103TOMy 3aroioBoK K TEKCTY JIF0OOrO MPOTOKOJIA OTBEYAET HA BOIPOC «YET0?», COACPKHUT
YKa3aHHE BUIA KOJUICTHAIBHON NEATeIbHOCTH (COOpaHus, 3aCeaHus U Ap.) ¥ Ha3BaHUE KOJUICTHAIIEHOTO
OpraHa B pOJUTENILHOM Majexe. Takoil 3aroJIoBOK BMECTE C JaTOW U MOPSIAKOBBIM HOMEPOM IO3BOJISIET
OBICTPO HAXOIUTH HEOOXOAMMYIO HH(POPMAITHIO.

Texcm

CaMbIM IJIaBHBIM B JTFOOOM JJOKYMEHTE SIBJISICTCS €0 CO/Iep KaHue (TEKCT).

TekcT MpOTOKONIa YETKO CMmpyKmypuposan. ITO O3HAYaeT, YTO HE3aBUCHMO OT BOIIPOCOB,
BKJIFOUCHHBIX B TIOBECTKY JHS 3aceJaHHs WM COBCINAHUS, XOJa WX OOCYXJICHUS, MPUHUMACMBIX
pelieHni TeKCT JOKYMEHTa OYyJEeT COCTOATh M3 OIMpEeNIeJeHHBIX YacTell, paclo0KEHHBIX B OJMHAKOBOMN
MOCJIeIOBATEIBHOCTH.

TexcT mpoToKOJIa IEMUTCS Ha IBE YaCTH:

- 8600HAs Yacmb, B KOTOPOW YKA3bIBAIOTCSA (PAMIIMA W WHUITHMAIBI TIPEJCeaaTess U CeKpeTaps
coOpaHusl; CBEIACHHS] O MPUCYTCTBOBABIIMX HA COOpAaHUM U TMOBECTKA JHS (9TU JaHHBIC MPEABAPSIOT
OCHOBHYIO YaCTh TEKCTa, KaKk ObI «BBOJIAT)» B HEE);

- OCHOBHAs Yacmb, KOTOpas OTPa)XKaeT XOJ OOCYXIEHHS BOMPOCOB MOBECTKH IHS U (PUKCHUpPYET
MIPUHUMAEMBIC PEIICHHUS.

BBogHas dacTe mTpOTOKONIAa HAUMHAETCS C YKa3aHUS, KTO SIBJsSeTCSl MpeaceaaTreieM H
ceKkperapeM JaHHOTO coOpanus wim 3acemanus. CioBa «lIpeacenarensy n «Cekperaphy MMeYaTarOT OT
TpaHUIBl JIGBOTO TOJISI Yepe3 JBa MHTEpBala OT 3aroyioBka K Tekcty. Ilocnme Tupe ykasbpIBarOT UX
WHUITHATBI ¥ (paMIITHN:

[Ipencenarens — A.A. Cokonos
Cekperaps — T.JI. Tumodeena

I[anee pacnojararorcsa CBEACHUA O KOJHUYECCTBE U IEPCOHAJTIBHOM COCTaB€¢ NMPUCYTCTBOBABIIIHUX
Ha 3aCCJaHUU MMOCTOAHHBIX YJICHOB KOJIJICTHAJIBHOT'O OpraHa. Nx CbaMI/IJ'II/II/I 1 MHUOUAJIbl IIOMCUIAOTCA B
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andasuTHOM Topsake mocie ciaoBa «lIpucyrcrBoBamuy». OTa mHGOpMaIUsS TakXKe pacrojaraercs ot
TPAHMIIBI JIEBOTO TOJIS:

«IIpucyrcrBoBanu: Acraxos I1.P., bpaxxunukos A.C., Makapos P.I'., Ilapamonos /I.I"., SIxoBenko K.B.»

TakuM 00pazoM oGopMISIETCS COCTaB MPUCYTCTBOBABIINX, €CIH MX KOJUYECTBO HE MPEBBIIIACT
15-tu yenoBek. Ilpu odopmileHMH TPOTOKOJOB 3acelaHWs C YHCIOM YYacTHUKOB Ooiee 15-tm
YKa3bIBAlOT UX KOJMYECTBEHHBIM COCTaB WM JIETAIOT OTMETKY O TOM, YTO CIUCOK (JIUCT PETUCTPAIIMH)
MpUJIaraeTcs K MpoTOKOIY:

[TpucyrcTBoBanu: 18 yemoBek (CMUCOK MpHUIaraeTcs).

JUis mpuHATUS peleHui Ha cOOpaHuU He0OXOAUM KBOPYM, TO €CTh TOT HEOOXOAUMBIH MUHUMYM
YYaCTHUKOB, KOTOPBIM JAENaeT IPaBOMOYHBIMM IpPUHATHIE pemieHus. [loaTomy yacTto B HpOTOKOJIAX
JeNal0T OTMETKY O HaJM4YuM KBOpYMa, YKa3blBas OOIIMH KOJIMYECTBEHHBIH COCTaB KOJUIETMaJIbHOI'O
OpraHa U peajbHO€ KOJIMUYECTBO NMPUCYTCTBYIOUIMX HA COOpPAHUHU, HAIIPUMED:

ITpucyrcTBoBain 18 u3 20 unenos Hayuno-texnuueckoro coseta. KBopym nmeercs.
unu
[IpucyTcTBOBa)IM BOCEMHAILIATh U3 ABaALaTH WieHoB HayuHo-TexHnuyeckoro coeta. KBopym nmeercs.

IIoMrMO TIOCTOSIHHBIX YJICHOB KOJIJICTHAIBLHOTO oprasna, 00s13aHHBIX MNPUCYTCTBOBATH Ha
COBCIIAHWHN HJIM 3aCCAaHNM, HA HETO MOTYyT OBITE CIICHUAJIBHO IIPUITIAICHBI JOJKHOCTHBIC JIMIA,
KOTOPELIC 10 poay ACATCIIBHOCTU CBA3aHbI C 06Cy>KI[a€MI)IMI/I BOIIpOCaMHu. I[aHHBIe 0 npuciauleHHoblx Ha
3aCccaaHuc 00s13aTEJIbHO JOJIDKHBI OBITH Sa(bHKCHpOBaHBI B IIPOTOKOJIC:

[Tpurnamenusie: puHancoBslii nupektop Pakutun H.U., rnaBusiii Oyxrantep MBanosa C.A.

Crnenyer oOpaTUTh BHUMaHUE HA TO, YTO MPU O0POPMIIEHUH PACCMOTPEHHOro OJI0Ka CBEIEHUI He
YKa3bIBalOT JOJHKHOCTH Ipescenarens, cekperapsi coOpaHusi U IPUCYTCTBYIOIIUX HAa HEM MOCTOSHHBIX
YJICHOB KOJUIETHAIbHOTO opraHa. PaMuIMM NPUIVIALICHHBIX JOJDKHOCTHBIX JIMIL IMEPEUYHCISIOTCS B
as(haBUTHOM TIOPSIZIKE C YKa3aHUEM JIOJIKHOCTEH.

BBopHas 4yacTh NpOTOKOJIA 3aBEpLIAETCS IEPEYHEM BOIIPOCOB, KOTOpBIE OOCYXKJIANIUCh Ha
3acenanuu. OH HaunHaercs cinoBaMu «llosecmka Oua:» W pacronaraeTcsl Ha J1Ba-TpU MHTEpBalla HUXKE
CIIMCKA YYaCTHUKOB OT T'PaHUIIbI JIEBOTO MOJIS.

Kaxnprit Bompoc moBecTku JHs HaunmHaercs ¢ npesyora «O» («O06») u orBedaet Ha Bompoc «O
yeM?». Bonpockl HymepyroTes apabckumu nudpaMu U coAepkaT yKa3aHHe Ha JOKIJIAAUUKOB 10 KaXJIOMY
BOIIPOCY:

IToBecTka nHA:
1. OG6 yrBepxnenuu Ilonoxxenust o0 31eKTPOHHON OMOIHOTEKE.
Joknamguuk — nupexrop 6ubnuorexu [lerposa N.U.

2. OO0 yrBepxxneHnn YuerHou noiautuku Ha 2026 ro.

JIoKa{4MK - 3aMeCTUTEINb IaBHoro oyxranrtepa Mcromuna P.A.

OcHosHas_uacms npomokona 0enumcs. Ha pasoensi, KOTOPbIe JOJKHBI TOYHO COOTBETCTBOBATH
BOIIpOCaM TOBECTKHM JHS U Takke HyMmepoBaThcsi. B cBOl ouepeab, TEKCT KaxA0ro pasnena
BoicTpauBaercs no cxeme: CJIVIITAJIN — BBICTYIINJIN — I[IOCTAHOBWJIN niu PEILAJIN.

[Tepen cnoBom «CJIYIIIAJIM» mpocTaBisieTcsi HOMEpP COOTBETCTBYIOIIETO pasnena (Bompoca
nosectku AHA). Ocranphble yacTu (BBICTYIINIIN, IIOCTAHOBWIIN nnu PEIINIIN) He HyMepyIOTCs.

B uactu «CJIYIIAJIM» yka3sBatoT (amMmwiiio W WHULHAATBEI OCHOBHOTO JOKJIaA4WKa B
COOTBETCTBHUH C ITOBECTKOM JIHS, AAJIEE UEPE3 TUPE — COJIEPIKAHNE ETO TOKIIAAA:
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1. CJIYIOAJIN:

[TerpoBa U.M. — mpencraBuna mnpoekt [lomoxkeHust 06 31aeKTpoHHOH Oubnuoreke. PazbsicHuna
Ha3HAYCHHWE [aHHOTO JIOKYMEHTAa, €ro CTPYKTypy, a TaKkKe TIOpAIOK €ro B3aUMOJACHCTBUS CO
CTPYKTYpHBIMU noapazneneHusmu. [Ipemioxuna yreepauts nanHoe [lonoxenue.

Ecnmu nmoxman Ooiblio M COAEPXKUT 3HAUMTENBHBIA 00BEM BaXHOW WH(pOpMAaNuy,
IPENOYTUTENIbHEE TIOJrOTOBUTh €ro TEKCT 3apaHee M IepenaTh ceKperapro cobpanus. B stom ciydae
TEKCT JOKJaJa MPHUKIAAbIBACTCA K IPOTOKONY, B KOTOPOM JaeTCsl CChUIKA Ha 3TO TPHIIOKEHHE.
Hanpuwmep:

1. CJIYIOAJIN:
CmupnoBa C.B. — TekcT n0KkIaaa npuiiaraercs.

B yactu «BBICTYIIWJINY yka3siBatoTcst paMHIUU U HHUIMAJIBI BCEX BBICTYIHMBIIUX MO JAHHOMY
BOIIPOCY M KpaTKOE€ COACpXKaHUE€ MX BBICTyIUICHHH. [lo KIIOUEeBBIM BOIpOCaM BaKHO OTPA3UTh B
MPOTOKOJIE BCE MHEHHs, Becb X0l oOcyxaeHus. [losromy, ecnmu AOKIaA4MKaM M BBICTYNABIIMM B
IPEHUAX 3a/laBAINCh BOIMPOCHI, MOCIE KaKAOr0 BBICTYIUICHUSI OHM (PUKCUPYIOTCS BMECTE C OTBETaMH B
MOPSAJIKE TOCTYIUICHHUS.

CnoBo «BBICTVYIIUJIN», kak u cinoa «CIIYIIAJIN» u «[IOCTAHOBUJIN» («PELINIINY),
MUIIETCS OT TPAHULIBI JIEBOTO 0. DaMUINK BRICTYNAIOIIKX U COACPKAHUE BBICTYIIJICHUM YKa3bIBAIOTCS
c ab3a1a ¢ HOBOM CTPOKHU.

Od¢opmieHne BONPOCOB YETKO HE YCTaHOBJIEHO. Jlomyckaercss MCIONb30BaHHME CIIEAYIOIINX
BapUaHTOB:

1. CHavana numercss cinoBo «Bompoc:» (unmmu «Bormpockl:»), nanee ¢ HOBOW CTPOKHU
yKa3bIBaeTcsl aMHIIUS 3a7aBIIEr0 BOIPOC, MOCIE TUPE (OPMYJIHPYETCsl caM BOIPOC M Ha clexyrolei
CTPOKE — OTBET Ha HETO.

BBICTYIIWNJIU:

HBanoB WN.I'. — coobmun o Havase paboThl 1o pa3paborke npoekrta [lonoxenus o6 omnare Tpyaa
padotankoB ®I'BOY BO «bpl'Y».

Bompoc:

[TomoBa T.K. — 4To0 y*e ceinaHo Ha TaHHOM dTare?

VYTBepxkeH cocTaB KOMHUCCHU paboThl Mo pa3paboTke mpoekta Ilonoxkenus o0 omnate Tpyaa
pabotHukoB ®I'BOY BO «bpl'¥».

2. [Mocrne croBa «Bormpoc:» 3anKchIBaeTCs TOIBKO caM BOMPOC 0e3 yKa3aHus (paMUIInU JInIa,
3aJIaBILIETO €TO.

BBICTVYIINJIA:

NBanoB N.I'. — coobmun o Hauane paboTel o pa3zpadboTke mpoekTa [lonoxenus o0 omare Tpyaa
padotHukoB ®I'BOY BO «bpl'Y».

Bomnpoc: 9To yxe caenaHo Ha JaHHOM dTare?

VYTBepxkeH cocTaB KOMHCCHU palboThl Mo pa3paboTke mpoekta llonoxkenus o0 omnate Tpyna
pabotHukoB ®I'BOY BO «bpl'¥V».

3. CnoBo «Bomnpoc:» He numercs. C KpaCHOW CTPOKH 3alMCBIBAETCS CaM BOIPOC M HUXKE —
OTBET Ha Hero. B 3ToM ciywae ¢damuiauio 3aaaBaBIIer0 BONPOC TAKKE JIOMYCKAeTCcs HE YKa3bIBaTh,
OJTHAKO JIy4Ile €€ BCe-TaK! 3aIiCcaTh. DTO MO3BOJIUT OTAEIUTH BOIPOC OT TEKCTA BBICTYIIICHHUS.

BBICTYIINJIN:
NBanoB U.I'.— coobmmit o Hauane paboThl mo pazpadboTke mpoekta [lonoxenus 06 omnare Tpyaa
pabotarkoB ®I'BOY BO «bpl'V».
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[Tonora T.K. — uTo yXe cienano Ha JaHHOM dTare?
YTBepKIeH COCTaB KOMHUCCHH pabOTHI Mo pa3paborke mpoekTta [lomokenus o0 oruiare Tpyna
pabotarkoB ®I'BOY BO «bpl'V».

OnHako BBICTYIUICHWH, TOMHUMO OCHOBHOTO JIOKJIajJa, MOKET U HEe ObITh. B 3TOM ciydae 4acth
«BBICTYIIMJIN» wu3 TekcTa BbIIyCKaeTcs, W pas3aen OyAeT COCTOSATh TOJIbKO M3 JIBYX 4YacTeu:
«CIIYITAJIN» u «ITOCTAHOBWJIN» («PELLIAJIY).

3aBepiaeT Kbl pa3zien NPUHATOE pelieHre Mo JaHHOMY Bompocy. OHO 3aluchIBaeTCs MOCiie
caoBa «IIOCTAHOBMWJIM:» wm «PEIINWJIM:». O6a cioBa SBISIOTCI HaYaJIbHBIMH 3JE€MEHTAMU
MOCTAaHOBJISIONIEH YacTH MPOTOKOJIA U UMEIOT PABHOLICHHOE 3HAUYCHHE.

3anuchIBacMbIC PEIICHUS JODKHBI ObITh KPaTKUMHU, TOYHBIMU, HE JIOMYCKAIOIMIMMH UX JBOSKOTO
TOJIKOBaHMS. Eciu perieHuii mo OJHOMY BOIPOCY HECKOJBKO, OHU (OPMYIUPYIOTCS KaK HECKOJBKO
MMyHKTOB, KaXKJIbI U3 KOTOPBIX HyMepyeTcsl apabcKkuMu 1udpamu:

PEIINJIN:
1.1.  VYr1Bepauth YueTHyro noiuTuky Ha 2026 rog.
1.2.  Ilpunsate npemyioxkeHHbIH MpoeKT [lonokeHnus 06 3MeKTpOHHOM ONOIOTEKeE.

Baxxno oO6paTuTh BHUMaHHE HA TO, YTO PEHICHHS] HOCSAT pacHoOpsSAUTENbHBIN Xxapaktep. [loaTomy
OHU JIOJKHBI (POPMYJIMPOBATHCA C MCIOJIb30BAHUEM MOJIEIM, XapaKTEPHOM JUIsl PaclopsIUTENIbHbBIX
JOKYMEHTOB. MoJienb COCTOUT M3 yKa3aHWs Ha JNajbHeHIIne NeHCTBUS, OTBEUYAIOUIEr0 Ha BOMPOC «UTO
C/Ie€NaTh ?», UCIIOJIHUTENS (OTBETCTBEHHOTO 3a UCIIOJIHEHNE) U CPOKa MCIIOIHEHUS.

Opnnako He Bcerja MEepedyHCICHHBIE COCTABISAIONIME MOTYT WM JOJDKHBI HCIOJIB30BAaThCS B
nporokoiie. Tak, cooOlieHue, cleJaHHOE Ha COBEIIAHWU, MOKET OBITh MPOCTO MPHUHITO K CBEACHUIO
MPUCYTCTBYIOIIMMH WM MPUHUMAETCA pelIeHUue 00 YTBEp)KIECHUM KaKoro-nmbo AokyMmeHTa. B atux
ciydasx (GopMyJIMpOBKa pelieHus OyAeT COOTBETCTBOBATh Mozenu «UTo caenaTby:

PELINJIN:
YT1Bepauts IlonoxeHnue 00 AIEKTPOHHON OMOIHOTEKE.

Ecau xe B peUICHUN COACPIKUTCA YKA3aHUC HaA ITPOBCACHUC I[aJ'ILHefII.HHX HeﬁCTBHﬁ, JOJI2KCH OBITE
YKa3aH UuX UCIIOJHUTECIIb (I/ICHOJIHI/ITCJII/I) TN OTBETCTBEHHBIN 32 HUCIIOTHEHUE U CPOK HCITIOJIHCHUA:

ITIOCTAHOBUJIN:

Hauanpnuky wmetomudeckoro otaena CroitkoBoit A.B. x 01.09.2026 mnoarotoButh IiaH
pa3paboTKN PYKOBOJSIINX JOKYMEHTOB 0 BHEIPCHHWIO CTAHIAPTOB B paMKax CHCTEMBbI MEHEIKMEHTA
Ka4decTBa.

Ectp eme onHa BakHash OCOOEHHOCTh IMPHUHATUS pEIIEHUl Ha COOpaHUSAX WM 3aceJaHMsIX,
KoTopasi 00fA3aTeNbHO JIOJKHA YYHUTBIBAThCA MHpU O(OPMIICHHMH TPOTOKOJIA: HEKOTOpbIE pEHICHUS
IIPUHUMAIOTCS IIYTEM 2010C06aHUA. B 3TUX Clly4asX B IIPOTOKOJIE MOCJIE COOTBETCTBYIOILIETO PELLICHHUS
YKa3bIBAIOTCSl PE3YJIbTAThl TOJIOCOBAHUSA:

Pesynbrarsl ronocoBanus: «3A» - 10 ronocos; «[IPOTUB» - 4 ronoca; «BO3IEPXAJIUChy -
HeT. Pemienue npuHATO OONBITMHCTBOM T'OJOCOB.

Eciu xe Bce MNPUCYTCTBYIOIIIUC TPOTOJOCOBAJIM 3a MNPUHUMACMOC PCHICHUC, PC3YJIbTAThI
TFOJI0OCOBAaHHUS MOKHO 0003HAYUTh TaK:

Pelienue npuHATO €IMHOTIACHO.
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O(bODMJZ}UOIM(Iﬂ yacmov

[IpoTOKON MOANKCHIBAETCS MOCIIE TOTO, KAK €r0 TEKCT OKOHYATEIBHO OTPEIAKTUPOBAH, BBIBEPEH U
oopmieHbl Bce pa3feibl, COOTBETCTBYIOIIME IOBECTKE AHA coOpaHus. J[OKyMEHT MOIMUCHIBAIOT
npeJceaarenb U cekpetapb codpanusd. [loanucu pacronaratoT OT rpaHUIIbI JIE€BOTO OIS, OTJIEIUB UX OT
TEKCTa ABYMsI-TpeMsl MEKCTPOUYHBIMU MHTEPBAJIAMU:

[Ipeacenarens noonucy A.A. CokoiioB
Cekperapb nooOnuch T.JI. Tumodeena

KOpunuueckyro cuily IpOTOKOJI MPUOOPETAET TOJBKO MPU HATWYUU ITHX ABYX MOANUCEH. DTO
oOuienpu3HaHHas MPAKTHKa, KOTOPast 3aKperieHa B psijie 3aKOHOJATeNIbHbIX U HOPMATHUBHBIX aKTOB.

[IpoTOKON ABISETCA BHYTPEHHUM PaCHOPSAUTEIbHBIM JTOKYMEHTOM, IIO3TOMY €r0 YAOCTOBEPEHUS
revyaThio 0OBIYHO HE TpeOyeTcs.

Hekoropsie pa3HOBUAHOCTH MPOTOKOJOB MOMJIEKAT YTBEPKICHUIO PEKTOPOM Y HUBEPCUTETA
(Hampumep, MPOTOKON 3acelaHUs YYEHOTO COBETa, JKCHEPTHOM KOMHUCCHU U T.1.) YTBEpPKICHHE
odpopmiisiercss rpudoM B BepxHeM ImpaBoMm yriy: mocie cioBa «YTBEPXX/IAIO», naumeHOBaHUS
JIOJHKHOCTH (6€3 yIMOMHHAHUSI HauMEHOBAHHS MPEINPUSITHS, T.K. OHO MPHCYTCTBYET B 3aroJIOBOYHOM
YaCTH JIOKYMEHTA) IIPOCTABIISIETCS JINUHAS MTOAIKUCH, €€ paciIudpoBKa U JaTa YTBEPKICHUS.

O6pazen odopMiIeHHS POTOKOJIA Pa3MEIIeH B MPHIOKEHUU 3.

5.4.4. Akm

AKT cocTaBisieTcs KOMHCCHOHHO (HE MeHee TpeX COCTaBUTeNeH) WM CHeHUAIbHO
YIIOJTHOMOYEHHBIM JOJKHOCTHBIM JIMIIOM.

AKT uMeeT cleayrole oOs3aTebHble PEKBU3UTHI: HAUMEHOBAHHE BHUAA JOKYMEHTa, HOMEp,
JIaTy, 3aroJ0BOK, TEKCT, OAMUCH.

JlaTa cocraBiieHus: JOHKHA COOTBETCTBOBATH JIHIO aKTUPYEMOTro (haKkTa Uil COOBITHS.

B 3arosioBke K TEKCTy aKTa yKa3bIBa€TCs HA3BaHKE WU KPATKOE COACPIKAHUE aKTUPYEeMOro ¢akra
win coobiTus. Hanmpumep:

AKT ciicaHms MaTCpHaAJIbHBIX LIEHHOCTEH.

TekcT akTa COCTOUT U3 JBYX YacTel: BBOJHOM U OCHOBHOM (KOHCTATUPYIOIIEH ).

B BOIHOM yacTh akTa yKa3blBaeTCs PpacCHOPSAUTENBHBIA JOKYMEHT, HA OCHOBAaHHH KOTOPOIO
akTHpyercs GpakT, coObITHE UITH JIeHiCTBHE (B UIMEHUTEIBHOM MaJIeXe), €ro HOMEp U JaTa.

IIpn nepeudncieHun Ml Y4aCTBOBABIIMX B COCTABJICHUM aKTa, YKa3bIBAIOTCS HAWUMEHOBAHUS
JoJDKHOCTeH, paMuinnii 1 MHULKMAIOB (B MMEHUTENbHOM Majexe). IlepBbIM yKa3biBaeTcsl npezcenaTeb
KoMuccud. B HeoOXoguMbIX cioydasx JOMYCKAaeTcs NPUBOJUTH CBEIACHHS O JIOKYMEHTax,
YAOCTOBEPSAIOIIUX JIMYHOCTh U IOJIHOMOYMS JIMI, YYaCTBOBABIIMX B COCTaBIEHUU aKTa, U UX ajpeca.
damuInu 4JI€HOB KOMUCCHM pacrojaratorcs B andasutHoM nopsake. Cnosa «llpencenarensy, «UneHsl
komuccuny, «lIpucyrcrBoBanm» (eciau akT COCTABISUICA B UYbEM-THOO MPHUCYTCTBUM) MUIIYTCS C
MIPOIMUCHOM OYKBBI.

B OCHOBHOI YacTH aKTa M3JararoTCsi CYILIHOCTb, XapakTep, METOAbl U CPOKH IPOACIIaHHOU
paboThl, yCTaHOBJIEHHBIE (PAKThI, a TaKKe BBIBOJBI, MpeasiokeHus MU 3akiatodeHus. ConpeplkaHue akTa
MOXET OBITh DPa3/IeJeHO Ha MYHKThI, MaTepuajl MOXET ObIThb HpeicTaBieH B Buae Tabmuubl. [lpu
HEOOXOJUMOCTH aKT MOXKET MMETh 3aKJIIOUUTENbHYIO 4acTh, KOTOpas IMpejacTaBisieT coloil peleHus,
BBIBOJIbI, IIPEJIOKCHUS WIH 3aKJIFOUEHHUS] KOMUCCUU, COCTaBUBLICH aKT.

B koHIe TekcTra akTa YKa3bIBAIOTCA KOJWYECTBO COCTABICHHBIX JK3EMIUIPOB M HX
MECTOHaxOoXAeHHE. KoaMuecTBO 3K3eMIUISIPOB aKTa OINpPEAEIAETCS KOJINYECTBOM 3aUHTEPECOBAHHBIX B
HeM cTopoH. Hanmpumep:

28
HNucrpykuus 1no AEJIONPOU3BOICTBY (penepaabHoro
N-1.4-8.0-3.0-2026 rocyJ1apCcTBEeHHOIr0 OI0’KETHOT0 00pa30BATENbHOIO Y4Ype:KIeHUs!
BbICLIET0 o0pa3oBaHusi «bparckui rocyaapcTBeHHbII
YHUBEPCUTET»




CocragpieH B 3 sK3eMIuIsIpax:

1-#1 sx3eMIUIsIp — B OT/IEJIE KAJIPOB,

2-1 DK3EeMIUISIP — B IEHTPAITbHOM MPUEMHON KOMHUCCHH,
3-11 5K3eMIUIIp — B y4eOHOM OT/IEeE.

[Tocrie OTMETKH O KOJIMYECTBE HK3EMILIIPOB aKTa CIEAYeT OTMETKA O HAIMYUU TPHUIIOKEHUN K
aKTy (eclii OHU UMEIOTCS).

[Ipu cocraBieHHMU aKTOB pEBU3UNH U OOCIEIOBaHUI HMX COJEPKAHHUE COTJIACOBBIBACTCA C
JOJDKHOCTHBIMHU JIMIIAMH, JCATEIBHOCTh KOTOPBIX OTPAXKAETCSI B aKTe. AKT CUMTACTCS MPHUHATBIM U
BCTyNaeT B JICHCTBUE TOCIE €ro MOJIMUCAHUS BCEMHU WICHAMH KOMHUCCUM WJIA BCEMH JHUIAMH,
YYacTBOBABIIMMH B €r0 COCTaBIICHHH. JINI0, HE COTIIACHOE C CO/IeP)KaHMEM aKTa, 00S3aHO MMOANUCATH €ro
C OrOBOPKO# 0 cBoeM Hecornacuu. Oco6oe MHEHHE WiIeHAa KOMUCCUU CIIeayeT OpOpMIISTh Ha OTACIHHOM
JUCTE M MpHUJIaraTh K akTy. B HEOOXOMUMBIX ciiy4asix (€Ciu 3TOro TpeOyrT HOPMATHBHBIC JOKYMEHTHI)
aKThl YTBEPXKIAIOTCS PEKTOPOM YHHBEPCUTETA WIM PYKOBOJUTEIEM BBIMICCTOSIIEH OpraHU3aIliu, IO
PacIopsHKEHUIO KOTOPOTO TPOBOIMIIUCH IEHCTBHUS, 3aBEPIIMBIIUECS COCTABICHUEM aKTa.

O06paserr oopMIICHHS aKTa pa3MeEIICH B MPUIOKCHHUH 4.

5.5. /lenosoe nucemo

CnyxeOHasi TepenucKa BKIIOYaeT MHOXKECTBO BHJOB M PA3HOBUAHOCTEH IHCEM: 3alpOCHI,
IIPEUIOKEHUS], U3BEIIECHUS, HATIOMUHAHUS, YBEIOMJICHHS, COMPOBOAUTEIbHbIE U TapaHTUIHbBIC MUCHMA,
OTBETHI Ha 3aMpPOChl OPraHU3AIMK U YAaCTHBIX JIHII, PUTJIAMICHHS, 3aKa3bl, 3asIBKH, IPETeH3UN U 1p. [Ipu
IOJIrOTOBKE JIOOOr0 MuchbMa HEOOXOAMMO YYUTBHIBATh OCOOCHHOCTHM S3bIKA M CTHJIS CIYXEeOHBIX
JOKYMEHTOB. [[1s1 cocTaBieHUs JENOBBIX IUCEM HCNONb3yloTcs opuuuanbHble O6aanku ®I'BOY BO
"bpI'V". Ob6ecrnieunBas npenBapuTeIbHbIil 0OMEH HH(OpMAIMEel, TUCHbMO TOMOIaeT CTOPOHAM BBISICHUTD
BO3MOKHOCTH ISl TaJIbHEHIIETO B3aUMOIECUCTBUS.

EcTtb nucbMa, KkoTopble He TpeOYyIOT OTBETA, HO UX HAIMYUE UMEET IOPUINYECKOe 3HaUCHHE.

[Tpu odopmiteHNH IETOBOTO MUChMa yCTAaHABIMBAIOTCS CIEAYIONINE MEKCTPOUHbIC HHTEPBAIIBI U
OTCTYIIBI:

— TexkcT nucbmMa pekoMeHAyeTcsl mevarath Ha Onankax (opmara A4 (210x297 mm) uepes 1,5-2

MEXCTPOUYHBIX HHTEPBAJIA.

— PexBU3UTHI MUChbMa, COCTOSIIIME W3 HECKOJIBKUX CTPOK, MEYATAOT 4epe3 OJWH MEXCTPOUHBIN

UHTEpBAJI U OTAEISIOT JPYr OT Apyra ABYMS-UeThIPbMs MEXCTPOUHBIMH MHTepBasamMu. OgHaKO

IpH 3TOM HEOOXOIMMO TIOMHHTH, YTO peKBH3UTHI «OTMeTka 00 wuchomHUTENe», «Bu3bI

COIJIACOBAHUS IOKYMEHTa» Pa3MEIIaloTCsl B HUYKHEH 4acTH JIMCTa JOKYMEHTA.

— Pexomennyercs coOmonaTh CHEAyOIIME OTCTYNBI OT JIEBOW TIpaHMIBI TEKCTOBOIO IOJI

(KOJIMYEeCTBO NEYaTHBIX 3HAKOB):

0 — ans mevyaTaHusi PEKBU3UTOB «3arojioBOK K TEKCTy», «OTMETKa O HAIWYMM MPHIOKEHUSD,
«OTMmeTKa 00 UCTIOTHUTEIE); HANMEHOBAHHE JOJDKHOCTH B pekBu3nTe «[loamucey;

5 — s Havama ab3ana B TEKCTE;

32 — nns pexBU3HTA «Apecary;

34 — 48 — nns pacpoBKU NoAnKUcH B pekBuznute «Iloamucey.

Pexeusum «3azonosox k mexcmy» BKJIIOYAET B ce0s1 KpaTKOE COJEp)KaHNE MHCbMa U OTBEYaeT Ha
Bonpoc «O uyeM (O xom)», Hampumep, «O HapylIEHUH JOTOBOPHBIX 00s3aTenbcTB», «OO0 OKa3aHUU
HayYHO-TEXHUUYECKON MOMOIIN». 3aroj0BOK JOJIKEH coAepxarh 10 150 3HakoB, 3aHMMATh He OoJiee MATH
CTPOK, Ie4araTbcsi 03 KaBblUEK M HE MOJYEPKUBATHCS, HAUYMHATBCA C TPONMHUCHOW OYKBBI H
3aKaHYMBATHCS 0€3 NCIOIH30BAHUS TOUKH.

B cootBerctBun ¢ I'OCTom P 7.0.97-2025 mexcm nucoma MoxkHO 0hOPMIIATH B BHJIE aHKETHI,
TaOJUIIBI, CBSI3HOTO TEKCTA I B BHJIE COYETAHHSI dTHX CTPYKTYpP W HCIIOIB30BaTh CIEAYIONIUE (opmbl
UBTIOJCEHUSL

- OT TIepBOr0 JIMI[a MHOXECTBEHHOTO 4Hcia («IPOCHUM HANpaBUTh», «HAMpaBIsieM Ha
paccMOTpEeHHE»);
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- OT TEPBOTO JIMIA €IUHCTBEHHOTO YHCIIA («CYUTAI0 HEOOXOIUMBIMY, «IIPOIITY BEIICITUTHY);

- OT TPETbEro JIHIlla €IWHCTBEHHOTO 4YHcia («MHUHHCTEPCTBO HE BO3PAXKAET», «PYKOBOJICTBO
VHHBEpCUTETa CIUTAECT BOSMOKHBIMY).

B nenoBoii nmepenucke npuHATa opMa U3IOKEHHS] TEKCTa OT MEPBOTO JIHMIIA MHOXXECTBEHHOTO
yucna (mpocuM, coo0IaeM, HalpaBiIsieM, HAIIOMUHAEM, BBICBUIAEM H T.J.), TaK KaK JODKHOCTHOE JIUIIO,
MOJINHMCABIIIEe MUCHMO, BHICTYIIAET OT UMEHH Y HUBEPCHUTETA.

M3noxxeHne TeKcTa MHChMa OT IEPBOrO JHMIA EIMHCTBEHHOTO 4YHcia (Ipouly, Npeaiararo,
HAMPaBJISIO U T.JI.) BO3MOXHO B JIBYX CIIy4dasiX:

- TCBbMO oopMIIsieTCsl Ha TOJDKHOCTHOM OJTaHKe,

- MUCHMO HOCUT KOH(PHMICHIMAIBHBIA XapakTep WM COACPKUT MEPCOHAIbHOE OOpaimieHne K
azmpecary.

[TuceMo 1ENIecO00pa3HO TOTOBHTH MO OAHOMY Bompocy. Eciam HeoOXoammo oOpaTUThCs B
OpraHM3aLHI0 OJHOBPEMEHHO IO HECKOJIBKUM Pa3HOPOJHBIM BOIPOCAM, TO PEKOMEHIYETCs COCTABIISATH
OTAENbHBIC MUChMA 110 KKJIOMY U3 HUX.

B 3aBucMMOCTH OT THIIa MHCBMA U €r0 COJACP)KaHHSI TEKCT MOKET OBITh MPOCTHIM MJIH CIIOXHBIM.
[TpocTbie mUChbMa, TEKCT KOTOPBIX HE MpEBbIMIAeT 1-2 CTpaHUIBI, BKIIOYAIOT OJHY WIM JBE YacTH:
BCTyIUICHHE M 3aKimodeHue. CIIoKHbIE B KOMIIO3MIIMOHHOM IUIaHE MHChMa MOTYT COJEpKaTh 10 IISATH
CTpaHHMII TEKCTA U BKJIIOYAIOT B c€0sl BCTYIUICHHE, OCHOBHYIO YacTh (JOKa3aTEIbCTBO) U 3aKIIOUCHHE.

Bo BcrymneHunu pnaercs oOOCHOBaHME BOIPOCA: NMPUYMHA BO3HUKHOBEHMS BOIPOCA WM €ro
KpaTKasi HICTOPHSL.

B ocHOBHO# yacTy (J0Ka3aTeIbCTBE) U3JIaraeTcs CYIIECTBO BOIIPOCA, IIPUBOAATCS JOKA3aTeIbCTBA
Wi onpoBepxeHus. [Ipu 3ToM OCHOBHas 4acTh JOJDKHA OBITh yOEAMTENbHOH, YTOOBI HE BBHI3BAThH
COMHEHUI B IPAaBIJILHOCTU 1 000CHOBAaHHOCTH IIPEIaraeMbIX PeIleHHH.

B 3axitouennn popmMyIHpyeTcsi OCHOBHAS 1EJb MUChMA.

B 3aBucuMocTHM OT Ha3HaueHMs IMUCbMa, OT TOrO, Ha YeM aBTOP XOYET CKOHIICHTPUPOBATH
BHUMAaHHE, TPUMEHSIOTCSA W JAPYTHE€ CXEMbl IOCTPOCHHUS, B KOTOPBIX OJMH W3 DSJIEMEHTOB MOXKET
OTCYTCTBOBATh HMJIM MOPSIOK UX PACIOI0KEHHUS MOXKET OBITh HHBIM.

B cootBerctBun ¢ I'OCToMm P 7.0.97-2025 B Texkcre mucbMa, MOATOTOBIIEHHOTO HAa OCHOBAaHHH
JIOKYMEHTOB JpPYTMX OpraHu3alMii WM paHee W3JaHHBIX JIOKYMEHTOB, YKAa3bIBalOT WX DPEKBU3UTHI:
HAaNMCHOBAHHE JOKyMEHTa, HAaUMCHOBAaHHME OpraHU3allMM — aBTOpa JOKYMEHTa, JaTy JIOKYMEHTa,
PETHCTPAllOHHBI HOMEp JOKYMEHTa, 3aroJIOBOK K TeKcTy. [Ipu 3ToM nara JokymeHTa, B COOTBETCTBUU
¢ Meronnyeckumu pexoMmeHAanusMu MwuHoOpHayku Poccum, odopmisercss CIOBECHO-IIH(PPOBBIM
crioco6oM, Harpumep, «15 suBapst 2026 r.».

[TuceMo MoOXeT OBITH agPEcOBAaHO OPraHM3alUH, €€ CTPYKTYPHOMY TIOZpa3/esieHHIo,
JIOJDKHOCTHOMY MiM  (usnueckomy nuny. B coorBerctBum ¢ stum [OCT P 7.0.97-2025
MpeayCMaTpUBAET cieayomniee 0popMICHIE PEKBU3UTA «a0pecamy.

1. Ilpu aznpecoBaHMM JOKyMEHTa OpraHU3allMM WM CTPYKTYPHOMY TOJPA3JEIEHUI0 UX
HAaMEHOBAHHS YKa3bIBAIOT B UMEHHUTEIBHOM Ma/IeXKe, HAalpuMep:

3A0 «Tepmukay

2. Tlpu aapecoBaHMHM AOKYMEHTa CTPYKTYpPHOMY TWOJPA3CIEHUI0 HaJ €ro HanMEHOBAaHUEM
HE00X0IMMO yKa3aTh HAMMEHOBAHHE OpTraHU3alluH, HATIPUMED:

3A0O «Tepmuka»
VYnpasieHne Mpou3BOICTBA U BHEPEHUS
MH(POPMAIIMOHHBIX CHCTEM

3. Ilpu anpecoBaHMM JOKYMEHTa B HECKOJIBKO OJHOPOJHBIX OpPraHM3alMil WJIM B HECKOJIBKO
CTPYKTYPHBIX MOJIpa3iesieHui OJTHOM OpraHU3alH UX CIIeyeT yKa3bIBaTh 0000IIEHHO, HalpUMep:
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PykoBoaurensm o0pa3oBaTeIbHBIX
yupexaeHuit UpkyTckoit o6nactu

4. Tlpu agpecoBaHMU IOKYMEHTa IOJDKHOCTHOMY JIMIYy €rO JOJDKHOCTh M (DaMMIIMIO MUOIYT B
JaTeNbHOM MaJieXke, MHULUAbl YKa3bIBAIOT nepe haMuianeil. Mexay uHuIanaMu u haMuinen JoKeH
OBITH TIPOOET.

['enepasibHOMY TUPEKTOPY
3A0 «Tepmuka»
A.T'. Huuuny

5. Ilpu agpecoBaHuu JOKyMeHTa (PU3NUECKOMY JIMITY YKa3bIBAIOT CHauajaa (DaMHIIMIO U WHULIAAJIBI
MOJTyYaTessi, 3aTeM MTOYTOBBIN ajpec.
O6pazmosy O.I1.
Bonrorpanckwii mp., 1. 5, kB.12,
Mocksa, 109316

[luceMo He NOIDKHO coxepxarh Oojee uerblpex anpecaroB. CioBo «Komus» mepex BTOPBIM,
TPEThUM, YETBEPTHIM aJIpecaTaMi He yKasbiBaroT. [Ipu GosbleM duciie aapecaTtoB COCTABISIOT CIUCOK
PacCBUIKH IHChMa.

IlucekMa B 00sg3aTEIBLHOM MOopAAKE JOJDKHBI IIOANMCBIBATHCA  YIIOJIHOMOYCHHBIM Ha 3TO
JIOJDKHOCTHBIM JIMIOM. [luchma, Mcxopsmue OT MMEHHM YHHBEpPCHUTEeTa, OpOpMIICHHBIE Ha OJIaHKaXx,
MOJIMMCHIBAIOTCS PEKTOPOM WJIM Tpopekropamu. Jlomyckaercss odopmileHHe TUCEM PyKOBOIUTEISIMHU
CTPYKTYPHBIX IO/Ipa3/IeJICHUd, HO B TAKOM CiIydae OHM O(OpPMIISIOTCS Ha 4uCTOM Jcte popmara A4 ¢
IMPOCTABJICHUCM B KAaHUCIIAPUW YTJIOBOTO HITaMIia YHI/IBepCI/ITeTa.

B cocraB pekBuszuTa «noonuceb» BXOIAT: HAUMEHOBAaHME [OJDKHOCTU JIMIIA, IOJIMCABIIETO
JOKYMEHT (TIOJIHOE, €CIM NUChMO O(GOpMIIEHO HEe Ha OJaHKe YHHMBEPCHUTETA); JIMYHAs TIOAIHCEH;
pacum¢poBka mnoanucu (MHUIMANBL, ¢amuwius).  [Ipn moxnucaHuMM JTOKyMEHTa HECKOJIBKUMU
JIOJDKHOCTHBIMU  JIMIIAMH HMX TOJMHUCH PAacloiaraloT OJIHY TOJ APYrod B IMOCIEIOBATEIBHOCTH,
COOTBETCTBYIOLIECH 3aHUMAEMOM JIOJKHOCTH.

Ha kaxmoe NUCHMO MpH €ro COCTaBICHUH JOJDKEH HAHOCUTBHCS PEKBH3HUT «OmMemKd 00
ucnoaHumeney, COJIEP)KAIlM CBEAEHUS O HEMNOCPEACTBEHHOM COCTaBUTENE U  IO3BOJISAIOIIMIN
JOJDKHOCTHOMY JIMITY B OpTaHHM3alMU-aJIpecaTe CBA3aThbCs C COCTABUTENIEM MHUChMa MPH BO3ZHUKHOBEHUHU
KaKMX-THOO BOMPOCOB. JIaHHBIN PEKBU3UT BKJIIOYAET B ceOs MHUIMAIB U (aMUIMIO HCIIOJHUTENS
JOKYMEHTa, a Takxe Homep ero tenedona. OTmMeTKy 00 wucnosHutTene opopMisitoT mpuptom 10 u
pacrioyiaratoT Ha JMIIEBOM CTOPOHE MOCJIEIHETo JUCTa JOKYMEHTA B JIEBOM HUXKHEM YTIIy.

Ecnu mucbMO MMeeT TPWIIOKEHHUs, TO Ha HETrO0 HAHOCUTCS PEKBH3HUT «OMMEmKAd O HAIUYuU
NPUNOdCEHUs» OJHUM U3 CIIEAYIOIIUX CIIOCOOO0B:

— Ilpu HanMuuM NPUIIOKEHUs, HA3BAHHOTO B TEKCTE MHCbMa, MUIIYT ciIoBo «lIpuioxenue» u
YKa3bIBAIOT YUCJIO JJUCTOB M uncio dk3eMIuisapoB ([Ipunoxenue: Ha 5 1. B 2 9K3.).

- Ecan mmceMo nmeet MPHUITOKCHUEC, HC HA3BAHHOC B TCKCTEC, TO YKA3bIBAIOT €0 HAMMCHOBAHHC,
YHCJIO JIUCTOB U YUCIIO SK3EMIUISIPOB, a IPU HATMUUU HECKOJIBKUX MPUIIOKEHUH UX HYMEpYIOT.

—  Ecnwm x 10KyMeHTy npuiiararoT Apyroi JOKyMEHT, TaK)Ke UMEIOIINNA MPUII0KEHHUE, OTMETKY O
HATWYAH TPUITI0KEHUST 0QOPMIISIFOT CIIEIYIOIIUM 00pa3oMm:

[Tpunoxenue: nuceMo Pocapxusa ot 05.05.2025 Ne 02-6/172 n npuiiokeHue K Hemy, BCero Ha 3 J..

—  Ecnu npuno)keHue HalpaBIISIOT HE 0 BCEM YKa3aHHBIM B JJOKYMEHTE aJjpecaM, TO OTMETKY O
€ro HaJTMIuH 0(hOPMIISIOT CIEAYIOMUM 00pa3oM:

[Tpwoxkenne: Ha 3 J1. B 1 9K3. TOJIBKO B MEPBEIH aapec.
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PexBHU3UT «OTMETKa O HAJMYUU MPHUIOKEHHS» paclosiaraloT Ha IUCbME OT JIEBOTO Kpas 4depes
JIBa-TPU MEKCTPOUYHBIX UHTEpBaa I10CIIE TEKCTA.

Ha camom npuioeHnu K NucbMy B IIPaBOM BEPXHEM YTy IepBoro jucra numyt «[Ipunoxenne
00» u yka3bIBarOT BUJI JOKYMEHTA (IMCbMO) B JaTEJILHOM Ia/IEXKeE, a TAKXKE €r0 ATy U PErHCTPallMOHHbIN
HOMED.

Ha rapanTuiiHbIX NHMCbMAax JTOJKEH MPOCTABIATHCS PEKBUZUT «OMMUCK NeYamuy, 3aBEpSIOLIUI
[OJUIMHHOCTh HOJIMCH JOJDKHOCTHBIX JIMI Ha JIOKyMEHTaX, (PUKCHUPYIOIIMX (aKThl, CBA3aHHBIE C
¢unancoBeiMu cpenctBamMu. OTTHCK TEYaTH CJIEeNyeT NpPOCTaBIATh TakuM 00pa3oM, 4ToObl OH HE
3axBaTbhIBaJl COOCTBEHHOPYYHYIO MOJIIHUCH JIMLA, TOAIKCABLIETO TOKYMEHT, WK B MecTe, 0003HaU€HHOM
«MII» (mecTo neuaTn).

KpoMme HaHeceHus BceX HEOOXOIUMBIX PEKBU3UTOB HY’KHO MIOMHUTB, YTO €CJIM IMUCbMO 3aHUMAET
aBe M Oojee CTpaHUIIBl, TO BTOPYIO M TOCIEAYIOUIME CTpaHUIBl HyMmepyroT. Homepa crpanuig
YKa3bpIBalOTCA, KaK IPaBWJIO, B HW)KHEM IIPaBOM YNy JMcTa apabckuMmu LugppamMu 0e3 3HaKOB
IIpeNnUHaHus (TOUKH), 0€3 yKa3aHHs CJIOBAa «CTPAHUL@» WM €r0 COKPAIIEHHBIX BApUAHTOB «CTP.» WIH
«C.», a TAKXKe 3HAKOB THpE.

O6paserr oopMIICHHS ISITOBOTO MUChMa Pa3MEIeH B MPUIIOKCHHUH 5.

5.6. Honoxcenue

Bce monoxenusi paspabarbBaroTcsi B COOTBETCTBHMHM ¢ Paboueid wuHcTpykuumeidn «OOmme
TpeOOBaHUs K IOCTPOCHHUIO, U3JI0KEHHIO U oopmieHuto [Tonoxenuil ¢eaepaabHOro rocy1apcTBEHHOTO
OIOJDKETHOTO 00pa30BaTENBHOTO YYPEKICHUs Bbicuiero oOpasoBaHusi «bpaTckuii rocynapcTBEHHBIN
YHUBEPCUTETY.

[Tonoxenue O CTPyKTypHOM IMOAPA3JCIECHUH Pa3padaThIBAETCS €ro PYKOBOAUTENIEM C Y4ETOM
cieuu(UKH JAEATENbHOCTU. YTBEP)KACHHOE IIOJOXKEHHE JOBOIUTCS 10 PaOOTHUKOB CTPYKTYPHOIO
OAPa3JCIICHUS.

5.7. Jonxcnocmuan uncmpykuyus

JIoJKHOCTHAsT MHCTPYKLUS ABJIAETCA JOKYMEHTOM IIO OLEHKE BHYTPEHHMX KaJIpOBBIX PE3E€pPBOB,
ydeTy pabodero BpeMeHH, ONTHMHU3AIUH ITATHOTO PACIIMCaHMsI, ONPEIeICHUIO aJIeKBaTHON 3apaboTHOM
IUIaThl B COOTBETCTBUM C KBATH(PHUKAIIMOHHBIMH XapaKTePUCTHUKAMH KaX10T0 pabOTHHKA.

JlomKHOCTHAS MHCTPYKLMS pa3padaThIBaeTCs PYKOBOJIUTENIEM CTPYKTYPHOTO MOJpa3fesieHusl Ha
BCE€ BKJIFOUEHHBIE B IITATHOE PACIMCAHKUE JOJLDKHOCTH IaHHOTO CTPYKTYPHOTO ITOAPA3IEICHHUS.

JlomKHOCTHAsT MHCTPYKIUS YTBEPKAACTCA KaK CaMOCTOSITENIbHBIM JTIOKyMEHT, HOCUT HMMEHHOM
XapakTep U o0BsABIAETCS paOOTHUKY MO MOJNHMCH IPHU 3aKIIOUEHUH TPYAOBOIO J0roBOpa, NEpeBojie Ha
JPYTYIO JOJKHOCTB, a TAaKXKe MPU BPEMEHHOM HCHOJIHEHUH 00s13aHHOCTEN IO JJOJIKHOCTH.

TpeboBaHMs TOHKHOCTHOM MHCTPYKIMHU SBISIOTCS 00s3aTeNbHBIMU 1151 BceX paboTHHKOB bpl'Y.

[Tpu pa3zpaboTke AOTKHOCTHON MHCTPYKIUU HCTIONb3YOTCS:

1. [TpodeccronanbHble CTAaHAAPTHI.

2. Enunblit TapuHO-KBaTMPUKAMOHHBIN CIIPaBOYHUK paboT U npodeccuii padbounx.

3. KBanudukaroHHbIi ClIpaBOYHUK JOJDKHOCTEH PYyKOBOAMTENEH, CIIEUATUCTOB U JIPYTUX
CITyXKAaIIHX.

OI'bOY BO «bpl'¥Y» mnpuMeHseT BblIIENIEPEUUCICHHBIE JOKYMEHTHI MJI1 OIPEIEICHHUS
NOTpeOHOCTH B pabOTHHKAX C ONpPEJIENICHHBIM YpPOBHEM KBaJlM(UKALMU, MPAaBHILHOTO MHoa0Opa H
paccTaHOBKM KaJpOB, PAllMOHAJIBHOIO pa3fefieHUss W OpraHu3aliy TpyJAa, pasrpaHuueHHs (QyHKIHH,
MOJIHOMOYUI M OTBETCTBEHHOCTH MEXKIy KaTeropusiMd pPAaOOTHHUKOB, OINpEIENIEHUs TPYAOBbIX
00s3aHHOCTE pPAaOOTHUKOB C YYETOM OCOOCHHOCTEH TNPHUMEHSEMBIX TEXHOJIOTUH, OpraHu3aluu
MOATOTOBKU (TpodeccuoHabHOe 00pa3zoBaHue U IpodeccuoHanbHOe 00y4eHHE) W JIOMOJIHUTEIHLHOTO
npoecCHOHATBLHOTO 00pa30BaHMsl paOOTHHUKOB, OpPraHU3alMHM TPYZAa, YCTAHOBJIEHHUS CUCTEM OILIAThI

Tpyaa.

32
HNucrpykuus 1no AEJIONPOU3BOICTBY (penepaabHoro
N-1.4-8.0-3.0-2026 rocyJ1apCcTBEeHHOIr0 OI0’KETHOT0 00pa30BATENbHOIO Y4Ype:KIeHUs!
BbICLIET0 o0pa3oBaHusi «bparckui rocyaapcTBeHHbII
YHUBEPCUTET»



https://internet.garant.ru/#/document/57746200/entry/0
https://internet.garant.ru/#/document/108186/entry/0
https://internet.garant.ru/#/document/180422/entry/0

HanmMeHnoBanme nomKHOCTEH, Mpodeccuid, CeuaTbHOCTeH U KBATM(PUKAIIMOHHBIE TPEOOBAHUS K
HUM JIOJDKHBI COOTBETCTBOBAaTh HAMMEHOBAHUSM M TPEOOBAaHUAM, YKa3aHHBIM B KBAJTH(PHUKAIMOHHBIX
CIpaBOYHHMKAX WIN NPOPECCUOHANBHBIX CTaHAgapTax. Ilpm OTCYyTCTBMM BO3MOXXHOCTH COONIOJIEHUS
JAaHHOTO TpeOOBaHUS  JIOMYCKAeTcs NPOM3BOJIBHOE HAWMEHOBAHUE JOJDKHOCTEH, Mpodeccui,
CrielMalbHOCTEN U KBANU(UKALMOHHBIX TpeOOBaHUI K HUM B COOTBETCTBHHU C TPYAOBBIMU (QYHKIMSIMU U
TOJDKHOCTHBIMHU O0SI3aHHOCTSIMU PaOOTHHUKA.

[Tpu moaroToBKe NOHKHOCTHOM MHCTPYKIMM U BHECEHUU B HE€ M3MEHEHUIl ClielyeT y4HThIBaTh
TpeboBanuss HanmonansHoro cranmapra P® TOCT P 7.0.97-2025 "Cucrema cTaHmapToB IO
uHbopmanuy, OUOIMOTEYHOMY M M3AaresbckoMy  aeny.  OpraHu3alOHHO-PAaCHOpSAUTENbHAS
noKyMeHTarus. TpeboBaHus K 0OPMIIEHUIO JOKYMEHTOBY.

JloJKHOCTHAs! MHCTPYKIMSI COCTOUT U3 IATH Pa3fesioB:

- B pazaene | "OOmue mosnoxeHus" yCTaHABIMBAIOTCA: OOJIACTH JESTEIBHOCTH pabOTHHKA (C
yYKa3aHUEM KaTeropuu JOJDKHOCTH - PYKOBOJAUTENb, CHELHUATUCT, CIYyXKallUid (TeXHUYECKUH
UCTIOJHUTEIb), MOPSAJOK HA3HAUYEHUS M OCBOOOXKIEHHUS OT JOJDKHOCTH, 3aMEIICHHs BO BpPEMsS €ro
OTCYTCTBUS;  KBaJU(UKALMOHHBIE TpeOOBaHUSA; IOAYMHEHHOCTh pPAOOTHUKA;  [EPEUUCIIAIOTCS
HOPMAaTUBHBIE JOKYMEHTbI, KOTOPBIMH JIOJIKEH PYKOBOJCTBOBATHCSI pAOOTHUK B CBOEH J1€ATEIBHOCTH;

- B pazzene Il "®OyHkuuu paGoTHUKA" MEPEUYHCISAIOTCS OCHOBHBIC HAIPABJICHHS ICATEIHHOCTH
paboTHUKa;

- B pazaene Il "JlomkHOCTHBIE 00s13aHHOCTH pabOTHHUKA" OMpeIeIeHbl KOHKPETHBIC BUIBI Pa0OT,
BBITIOJIHSIEMbIE PAOOTHUKOM;

- B paszgene IV "lIpaBa paboTHuKa" 3aKperuIsIOTCS MMOJHOMOYHUS, HEOOXOIUMbIE PAOOTHUKY JUIS
BBITIOJTHEHUS BO3JIOKEHHBIX HA HETO 00513aHHOCTEN;

- pazgen V "OTBETCTBEHHOCTh paOOTHHKA" PErIaMEHTUPYET HNEPCOHANbHYI OTBETCTBEHHOCTb
paboTHUKA.

Bce myHKTBI JOKHOCTHOW HMHCTPYKLMH JOJDKHBI OBbITh CHOPMYJIUPOBAHBl MaKCHUMaIbHO
KOHKPETHO, C MOJAPOOHBIM Pa3bsICHEHHEM U YETKUM OIMCAaHUEM TPYIOBBIX (DYHKIHIA pabOTHUKA.

B BepxHell yacTM IOKHOCTHOM MHCTPYKIMM (32 paMKaMH €€ TEeKCTa) JOJDKHO OBbITh yKa3aHO
MOJTHO€ HAMMEHOBAaHHME OpraHu3auuu (TMPEeAnpuATHs), OpraHU3alMOHHO-TIpaBoBas Qopma, Tpud
"VTBepxaaw" ¢ noanuchio (1 ee pacu(poBKoit) TOJKHOCTHOTO JIMIA, YTBEPAUBIIETO JOKYMEHT.

[IpoekTbl OJKHOCTHBIX HWHCTPYKLMH HampaBiIIIOTCSI Ha COIVIACOBaHHWE B  BBIOOPHBIN
po(COIO3HBIN OpraH.

CornacoBaHHbIE MTPOEKTHI JOJKHOCTHBIX MHCTPYKLMH HAIpPaBIIsIOTCA HA YTBEPHKIECHUE PEKTOPY
bpI'V.

JlomKHOCTHAS MHCTPYKLUS YTBEPKIAETCS PEKTOPOM Y HUBEPCUTETA € paciiv(PpoBKOI MOATUCH U
YKa3aHHUEM JaThl, IPOCTABJICHUEM I1EUaTH.

[TonnucanHas U yTBEp)KJIEHHas JOJKHOCTHAS MHCTPYKIHMS IPOIIMBAETCS, IPOHYMEPOBBIBAETCS,
Ha 000pOTe MOCIIEIHEro JIUCTA CTABUTCS TeYaTh ¢ yKa3aHHEM KOJIMYeCTBa JIUCTOB U JaThI.

JlomKHOCTHAs. MHCTPYKIMS BCTYNAET B CHUILY CO JIHS €€ YTBEPXKACHUS U JIEHCTBYET JI0 €€ 3aMEHbI
HOBOH JIOJKHOCTHOM MHCTPYKIIMEH, pa3pab0oTaHHON U yTBEPXK/IEHHON B YCTAHOBJIEHHOM BBIIIE MTOPSIIKE.

Cy1iecTBeHHbIE HM3MEHEHHUsI BHOCSATCS B JOJDKHOCTHBIE HWHCTPYKUIMU NPU H3MEHEHUSX B
OpraHM3alM TPyJa U Mpoleccax IPOU3BOJACTBA Ha OCHOBaHUU Ipukasa pekropa @PI'bOY BO «bpl'V» ¢
00s13aTeIbHBIM YBEIOMJIEHHEM PaOOTHHKA.

Ecnu BHeceHne n3MeHEeHHH B JOPKHOCTHYIO MHCTPYKLIMIO CBA3aHO C U3MEHEHUEM 0053aTeNIbHBIX
YCJIOBHI TPYAOBOTO JIOTOBOPA, TO YHUBEPCUTET YBEIOMIISIET paOOTHUKA O MPEACTOSIIIUX U3MEHEHHSIX B
MUCHbMEHHON (hopMe He TO3/IHEee YeM 3a JiBa MecsIa.

W3MmeHeHns BHOCATCA B JODKHOCTHYIO HHCTPYKLHIO TOJBKO IIOCIE TOT0, Kak pabOTHHMK
COIJIACUTCS Ha MPOJIOJKEHUE TPYIOBBIX OTHOIIEHUH.

Ecnu BHeceHHne U3MEHEHHMH B JOHKHOCTHYIO MHCTPYKLHUIO HE BJ€4YeT 3a cOO0H HEOOXOIUMOCTb
M3MEHEHHs 00s3aTeNbHBIX YCIOBUI TPYJIOBOTO JIOTOBOPA, TO B ATOM Clydyae JODKHOCTHAs MHCTPYKLIUS
yTBEpKIaeTcsl B HOBOM peaKkiuu.

bpl'Y 00s3aH NHCbMEHHO O3HAaKOMUTh pPAOOTHHUKA C HOBOM penakuuedl JOJKHOCTHOM
MHCTPYKLHU.
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JIOJDKHOCTHAsT MHCTPYKUMS COCTABIISIETCS, COIVIACOBBIBAETCSI M YTBEPXKAAETCS B JBYX
sk3eMIuIsipax. OOUH 3K3eMIUAp JOHKHOCTHOM HMHCTPYKLIMHM XPAaHUTCS B OTAENI€ KaJpoB, BTOPOUMl B
CTPYKTYPHOM TOJIpa3JICICHUU.

Cpok XpaHEHMSI TOJKHOCTHOM MHCTPYKIIMU COCTABIIAET 3 rojia Mocjie 3aMEHbl HOBOM.

[Ipu pa3paboTke MAOHKHOCTHBIX HWHCTPYKUMN JOIYCKAaeTCs HEMOJHOE COBIAJCHUE Kpyra
o0si3aHHOCTE y pabOTHHMKOB, 3aHMMAIOMIMX OJUHAKOBBIE JOIDKHOCTH. llpm HeoOXxoaumoctu
paboTonmaTenb MOXET pa3padoTaTh HECKOJIBKO OTJIWYAIOMIMXCA IO COJIEPIKAHUI0 JOJKHOCTHBIX
MHCTPYKIMHU 110 OJTHOW JTOJDKHOCTH, @ KOKAOro pabOTHHKA WIIH TPYITY paOOTHHKOB O3HAKOMHTD TOJIBKO
co cBoeil. O6pazer; oopMIIeHUS TOKHOCTHON MHCTPYKIUU MPEACTABIICH B MPUIIOKEHUH ©.

5.8. loknaonasn 3anucka

Joknannas 3anucka HH(GOpPMUPYET pyKOBOAMTENsE 00 MMEBIIMX MECTO SBICHHAX, (PakTax, O
BBINIOJIHEHHON paboTe, CloXuBLIeWcs cuTyauuu W T.J. JlokjnajHas 3amMcka MOXET HMETb
MHUIMATUBHBIN, HH()OPMAIIMOHHBIN HITM OTYETHBIN XapakTep.

TexkcT noKIaaHOM 3alIMCKU COCTOUT U3 IBYX MJIM TPEX CMBICIOBBIX YaCTEH:

1. B mepBo#i yacTu M3MaraioTCs MPUYMHBL, (GAKTBl U COOBITHS, MOCITYKUBIINE MOBOAOM Ui €€
HaIlMCaHMs;

2. Bo BTOpOH 4YacTH aHAIM3UPYIOTCS CIOKUBLIASCS CUTyallMsl U TPUBOAITCS BO3MOXKHBIE
BapUaHThI PELICHMS;

3. B TpeTneii yactu conepkaTcs BEIBOJBI U MIPEATIOKEHHS O KOHKPETHBIX JICHCTBUAX, KOTOPBIE, 110
MHEHMIO COCTAaBUTENS, HEOOXOAMMO MPEANPUHSATS.

Bropas 4acTh NOKJIAJHOM 3allMCKA MOKET OTCYTCTBOBaTb — B OTOM CIIy4yae TEKCT JOKJIAJHOU
3aIIUCKU COAEPIKUT OOOCHOBAHUS, BHIBOJIbI U IIPEAJIOKEHHS COCTAaBUTEIIS.

JloknamHasi 3ammMcKa MMEET CIeAyIoIne o0s3aTeNbHbIe PEKBH3HUTHI: ajpecar, HauMEHOBAaHUE
CTPYKTYPHOTO IOAPA3JEICHNU W JOJDKHOCTH, KOTOPYIO 3aHHMMAaeT aBTOP 3alMCKH, HAaWMEHOBAaHME
JIOKYMEHTA, J1aTa COCTaBJICHUS, MOIIINCH.

JloknasiHyro 3amKMCcKy MOJIUCBIBAIOT COCTaBHUTENb, (€CIM OHA IMPEJOCTaBISIETCS PYKOBOIUTEIIO
CTPYKTYpPHOTO TIOJpa3A€ieHUs]) WIM PYKOBOAMUTEIb CTPYKTYpPHOTO ToApasziefieHuss (eciu oOHa
HPEIOCTABIISACTCS Ha MOIHCH PEKTOPY/TIPOPEKTOPY).

JlaToi TOKIJIaIHOM 3aIIMCKU SIBJISETCS JaTa €€ COCTABIICHHUS U ITOJIIMCAHUS.

5.9. Cyxceonan 3anucka (3anexa)

CryxeOHble 3amuCKH (3aBKHM) COCTABISIFOTCSA IO BOMPOCaM MaTe€PHATbHO-TEXHHYECKOTO,
WH()OPMAIIMOHHOTO, OPraHU3AIMOHHOTO M  XO3SHUCTBEHHOrO0  OOECNeYeHUss U  HaIpaBJISIOTCS
JOJKHOCTHBIM JIMIIOM JIPYTOMY TOJKHOCTHOMY Jinily. OHU OOBIYHO COJEpKaT OMpPEEIeHHYI0 IPOCKOY,
TIPEJUIOKEHHE.

TekcT cay)eOHO# 3almUCKK/3asBKH COCTOUT M3 00OCHOBaHUs (M3JI0KEHUS MPUYMH COCTABJICHUS)
U TIPEJJIOKEHUS], TPOCHOBI U T.1I.

Crny>xeOHblIe 3aMMCKH /3asiBKA 0(OPMITSIFOTCS TaK K€, KaK U JOKIIaIHbIC.

O6pa3zerr opopmiteHUs cIy>KeOHOM 3aMMCKU TTPEICTABIICH B MPUIIOKEHHUH 7.

5.10. O6wacnumenvnas 3anucka

OObsicHUTENIbHAS 3aMKCKa COCTABIAETCA AN OOBSCHEHHs CIOXKUBIIEHCS CUTyanuu, (akToB,
NENCTBUM WM TTOCTYIIKOB pa0OTHUKOB IO TPEOOBAHUIO PYKOBOIUTEIS.

OObsicHUTENbHAS 3aMUCKa UMEET CIEAYIoNUe 00s3aTeNbHbIE PEKBU3HUTHI: aJpecaT, CBEIECHHUS O
cocTaBUTENe, HAUMEHOBAHHE JOKYMEHTA, IMOAIMKCH, AaTa COCTABIICHUSI.

OOBSICHUTENBHYIO 3alKCKy MOMAMUCHIBACT €€ COCTaBUTENb. J[aToil OOBSICHUTENHHOM 3alUCKH
SIBJISIETCS JIaTa €€ COCTaBJICHUS U TTOAMICAHMUS.
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5.11. Cnpaska

B 3aBHcHMOCTH OT 1M COCTaBJICHHMS CHPAaBKH MOTYT OBITh aHAJIMTUYECKHUE, OTYETHBIC HIIU
MH(pOPMaLMOHHBIE.

AHaIMTHYECKUE CIPAaBKH coJepkKaT HH()OPMAIUIO MO BONpPOCY WM Mpodieme, Tpelyromiei
pemeHust. OOBIYHO aHATUTHUYECKUE CIIPAaBKU MMEIOT 3HAUUTENbHBIH 00BbEM TekcTa (10 3-X CTpaHHuL).
TekecT aHAIMTUYECKOW CIpaBKM COCTOMT M3 Tpex dacTed. B mepBoi 4YacTH M3araeTcsi OCHOBAaHHUE
COCTaBJICHMS, BO BTOPOM — aHAJIU3 CUTYALMH WM BOIIPOCA, B TPETHEN — BBIBOJIbI U IIPEIIOKEHUS.

OTueTHBIE CTIpaBKU cojepkaT 0000LIaroIe UTOTOBBIE CBEACHUS O PE3yNIbTaTax JAEATEIbHOCTH,
II03TOMY 3aroJIOBOK OTYETHOM CIIPABKH BKJIIOYAET YKa3aHUE Ha NIEPUOJ BPEMEHHU, K KOTOPOMY OTHOCSTCS
W3JI0KEHHBIE B CIIPABKE CBEJICHUS.

CripaBky MHPOPMALIMOHHOTO XapaKTepa COCTaBIISIFOTCA C 1eJIbI0 MHYOPMUPOBATh PYKOBOJCTBO O
110J10’keHNH Aesl. OHM MIPEIOCTABIIAIOTCS B YCTAHOBJIEHHBIE CPOKH.

Tekct MHGOPMAMOHHONW W OTYETHOM CHpaBKU MOXeET ObITb OQOpPMIEH B BHUAE TaOJUIIbI,
BKJIKOYATh PA3ZEIIbl U OAPA3IEIIbL.

ITpy noAroTOBKE MPOEKTA CHPAaBKM HEOOXOAMMO TIIATEIBHO OTPEAAKTHPOBAThH €€ COJACPKAHUE C
TOYKHU 3PEHHUS:

- IOJTHOTBI U IOCTOBEPHOCTH (PAKTOB U CBEJCHMIA;

- IPaBUIILHOCTH OOPMIICHHSI CPEJICTB OOPATHOH CBSA3H (MCIIONHUTEIND, TeJIe(OH U T.I1.);

- TOYHOCTH JaTUPOBAHUS;

- COOJIIOICHUST YPOBHS MOITUCAHUS.

Bce 310 HE0O6X01MMO 11151 TOTO, YTOOBI CIIpaBKa HE BbI3bIBAJIA JOMOJHUTEIbHBIX BOIIPOCOB U TEM
Oosee mocIeayonIel pa3bICHUTELHON TTEPETTHCKH.

CripaBku Ouorpaduyeckoro win ciry)ke0HOro xapakTepa ciiy’aT JUlsl yA0CTOBEPEHUS KaKUX-In00
IOPUINYECKUX (PaKTOB, HAPUMEP, O MOJATBEPKACHUHU TEPUOJOB 0OyUEHUs, 3aHUMAEeMON JOJDKHOCTH, O
3apa0OTHOM I1aTe U T.I.

TekcT cnpaBku OuMorpauueckoro xapakrepa HauMHAaeTCs C yKa3aHUs B MMEHHUTEIBHOM IajIexkKe
(bamunuM, UMEHH, OTYECTBa JIMIA, O KOTOpPOM cooOmiaiTcs cBeleHus. B Tekcre 1r000il cripaBku He
JOJDKHO OBITh apXaWyHBIX OOOPOTOB, COJIEPIKAIIUX HEHYKHBIE CIIOBA THIIA «HACTOSINAS CIIPAaBKay,
«IefcTBUTENIBHO paboTaeT» M T.0. B KOHIE cHpaBkM JaeTcss Ha3BaHUE YUPEXKICHMs, Kyla OHa
npeaocrasisgercs. [loAnUChIBalOT CHpaBKy JMIA, €€ COCTAaBUBIIME M HECYIIME OTBETCTBEHHOCTH 3a
[PEJOCTaBIEHHbIE JaHHble. B 3aBHCHMOCTH OT Ha3HA4YeHHs CIPAaBKM 3TO MOTYT OBITb. PEKTOp
VYHuBepcurera, HaYAJIbHUK OT/ENa KaJpoB, TJIaBHBIM Oyxrantep u T.1. Takue crnpaBku 00sA3aTE€IbHO
3aBEPSIOTCA [1€YaThIO Y HUBEPCUTETA.

5.12. 3aaenenue

3asBNeHHS MOJIPA3ACISIFOTCS Ha JIBE TPYIIIIBL:

- 110 Ka/IpOBBIM BOIIpOcaM (0 MPUHATUU Ha paboTy, O MPeI0CTaBIEHUU/TIEpEHOCe OTITyCKa, OIIaTe
JBTOTHOTO MpOe3/a U T.I1.);

- coOOIIeHUsI O KakuX-TH0O HeIocTaTKaX, HapylLIeHUsAX B paboTe YHHMBEpPCHTETa, OTIEIBHBIX
TOJDKHOCTHBIX JIUIL U T.11.

3asBiIeHUE a/pecyeTcss KOHKPETHOMY JOJDKHOCTHOMY JMIy M OQOpMIIsieTcs Ha CTaHAapTHOM
ucTe Oymaru.

Texct 000ro 3asBJIEHUS HAUMHAETCSA C CYLIECTBAa BOIpOca, oOpaleHus (Mpoury MepeBecTH. ..,
HPOIIY IPUHATE. ..), 3aT€M HIET JAeTaIH3anus 3aTPOHYTOr0 BOIpoca.

Hexotopble BuabI 3asBICHUIA UMEIOT CTaHAAPTHYIO (popmy. O3HAKOMUTBCS ¢ oOpa3liaMH TaKHX
3asBIICHHI, aKTyaJIbHBIMA Ha MOMEHT HAIMCaHUs 3asiBICHUS, MOKHO B OT/EJ]E KaJIpoB M (DUHAHCOBO-
HKOHOMHYECKOM YTIPaBJICHUH.

3asBneHHEe WMeEeT CIEAYIoNIe O00s3aTeNbHbIe PEKBU3WTHI: aapecar, (amMuiIus, WHUIHAIB U
JOJDKHOCTh  3asBUTENs, a TaKkKe Iojpa3felieHne, B KOTOpOM OH pabotaer (ans paOOTHHUKOB
YHuBepcHuTeTa), HANMEHOBAHUE JIOKyMEHTA, MTOJIIHICh, JAaTa.
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3asBIeHUE TOJANMHUCHIBACTCS aBTOPOM, MPU HEOOXOJAMMOCTH COTJIACOBBIBACTCS C PYKOBOJIUTEIEM
CTPYKTYpHOTO TOJpa3elieHusi, B KOTOpOM paboTaeT 3asBHUTEIb, a TaKXKe APYTUMHU TOJDKHOCTHBIMH
JUIaMHA, KypPUPYIOIIMMH TOT WM HWHOW BOmpoc (MO CMBICTY 3asBieHus). llocime 3Toro 3asBieHHE
nepeAaeTcsi B KaHUEISAPHUIO JJIsi HAMpaBlCHUs PYKOBOACTBY. PerieHue pyKOBOJCTBA BBIPAXKaETCs
PpE30JIIOLIUEH.

3asBiEeHUE C pE3OJIOLMEN CIYKUT OCHOBAaHMEM K M3JIaHUIO TpHUKa3a, pacropsbKeHus (1o
KaJIpOBBIM BOIIPOCAaM) WJIM JPYroro JAOKyMEHTa (MHChMa aBTOPY O MPHUHSATHU PEIICHHS, CIPABKH O
COCTOSIHMH 3aTPOHYTOTO aBTOPOM BOIIPOCA, MIPUKa3a O MPOBEACHUHU IKCIIEPTU3HI, MPOBEPKH U T.I1.).

5.13. Hopsaoox cuamusn u évl0auu KONUil 0OKyMeHnoe

Konuum J10OKyMEHTOB BBIAAIOTCSI B COOTBETCTBMM C 3allpOCaMHU, C pa3pelleHUus peKTopa
VYHuBepcurera. 3aBepeHue MOMJIMHHOCTA KOMUN MPOU3BOAUTCSA MO0 PEKTOpPOM YHUBEpCHUTETa, JHOO
JUIIAMHU, UMEIOITMMHU COOTBETCTBYIOIIME MTOJTHOMOUUS, 3a(UKCUPOBAHHbIE PACIIOPSHKEHUEM peKTopa (Win
MPONUCAHHBIC B TOJDKHOCTHON HHCTPYKIIHH).

B YHuBepcuteTe 3aBepstOTCS TOJIBKO KOMMM JOKYMEHTOB, u3fgaHHbIXx B ®I'BOY BO «bpl'¥».
Komuu 1OoKyMEHTOB ApYrux OpraHu3aluii MOTYT 3aBepATbCA B Cllydae HAaXOXACHUS B YHHBEPCUTETE
MIOIJTMHHUKOB JIOKYMEHTOB.

[Ipu BbIgaue KOMUU JOKYMEHT BOCIPOM3BOAMUTCS TMOJHOCTHhIO (OJaHK By3a, HOMEp, JaTa,
coJiepKaHue  T.1I.).

B npaBom Bepxnem yriy komnuu nuimercs "Komus"/ «Komust BepHay/ « BepHo.

[Ipu 3aBepeHMM KONHU JOKYMEHTA YKa3bIBA€TCSl JIOJDKHOCTb, IMOANKCH JIUIA, 3aBEPSIOLIETO
KOIHUIO, €r0 MHUIMAJIBI U haMUIus, aTa 3aBepeHus, IPOCTABISAETCS NeYaTh Y HUBEPCUTETA.

Ecin xonus BblIaeTcss A NPEJOCTaBICHUS B JIPYTyH0 OpPraHu3alldio, OTMETKa O 3aBEPEHUU
KOIUU JIOMOJTHSETCS 3aMUCHI0 0 HAXOXKICHHUH MOJATUHHOTO TOKYMEHTA B Y HUBEPCUTETE.

JlokyMeHT, cocTosmmii U3 Tpex W Ooyiee JIMCTOB, Kak IMpaBuio, npommuBaerca. Ha o6opoTHO#
CTOPOHE TIOCJEIHEro JHCTa B MECTe CKpeIUIeHUS HakjieuBaeTcs OyMakHas Hakieiika (B BuJe
npsIMOYTOJIbHUKA pasmepoM npumepHo 40-60 mm Ha 40-50 mm). Hakieiika momkHa 3aKpbIBaTh MECTO
CKpETJICHUs IPOIIUBKH MOJTHOCTHIO, 32 MPeebl HAKICHKH MOTYT BBIXOJUThH TOJIBKO KOHIIBI MPOIIUBHBIX
HUTEH, HO He OoJice yeM Ha 2-2,5 cMm.

Bce 3aBepuTenbHble HAAMUCH MPOCTABISIOTCS HAa MOCIEAHENW CTPAHUIIE KOIUHU, PSIIOM C MECTOM
CIIMBKM JOKYMEHTa. B 3TOM ciyuyae JMCTBI HyMepyloTCs B IPaBOM BEpPXHEM YINy M YKa3blBaeTcs
KOJIMYECTBO CLIUTBIX JINCTOB.

[To TpeOoBaHMIO 3ampalIMBAIOLICHl CTOPOHBI, B OTAEIbHBIX CIy4asiX, JOKYMEHTbl MOTYT OBITh
3aBEpPEHbl PEKTOPOM YHUBEPCUTETA U repOOBOil MevaThio.

B Tom citydae, ecnu JOKYMEHT BBICBUIAETCS B 3JIEKTPOHHOM BHUJIE, NCIIOJIb30BaHNE paboToAaTenemM
AJIEKTPOHHOMN MOJIUCH CBUAETEIBCTBYET O HAJUIEXKAIIEM 3aBEPEHUH TAKOTO JOKYMEHTA.

6. KOHTPOJIb 3A UCITOJIHEHUEM JOKYMEHTOB

Bce mocrynatoniye Ha uMMS pekTopa YHUBEpPCHTETa M B ajgpec YHHUBEPCHUTETa JIOKYMEHTHI,
TpeOyrolre UCIIOTHEHNS U IOATOTOBKU OTBETA, MOJIEKAT KOHTPOJIIO.

KonTponb 3a uCHOMHEHHWEM JIOKyMEHTOB YCTAaHABIMBAeTCS B LENsIX OOeCHedYeHus ux
CBOEBPEMEHHOTO W KayeCTBEHHOI'O HCIIOJIHEHUS, IOBBIIIEHUS YPOBHS OPraHMU3aTOPCKOM padoThl M
WCIIOJTHUTENBCKON JUCIUILITUHBI.

PykoBogutenn  CTPYKTYpHBIX  TOApa3feleHui  o0sf3aHbl  OTCIEXHBATh  COCTOSIHUE
MCIIOJIHUTENbCKON JUCIMILIMHBI MO TOKYMEHTaM C MOPYYEHHUSMU PYKOBOJACTBA YHHBEPCUTETA, a TaKxkKe
JOKyMEHTaM, MOCTYMUBIIMM B aJpec CTPYKTYPHOTO MOJpa3JeeHUs] U TPEOYIOUIMM HCIIOJIHEHUS U
MOJITOTOBKU OTBETA.

JIOKYMEHT cYMTaeTcss UCIIOJIHEHHBIM, KOTJa PELIEHbl OKOHUYATEIbHO BCE IOCTABIEHHBIE B HEM
BOIIPOCHI U COOIOACHBI CIIEAYIOIINE CPOKHU:
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- €CJIM B IOKyMEHTE ITOCTABJIEH CPOK UCIIOJHEHUS — B YKa3aHHBIN CPOK;

- DOKYMCHTGIL oe3 YKa3aHus CpOKa UCIIOJITHCHHUA — B ILBaI[I_IaTI/IIIHeBHHﬁ CpOK;

- €cllM B JIOKyMEHTE HMEETCs IMOMETKa 'CPOYHO" — B TEUEHHE JHSA CIEAYIOIIEro 3a JHEM

MOJIYUCHUA JOKYMCHTA HUCIIOJIHUTEIICM,

Cpox wucumcnsercss B KaJCHOApHBIX [HAX C JAaTbl PETUCTPAalMU JOKYMEHTa B KaHILEIAPUHU
YHusepcurera.

JIOKYMEHTBI CHUMAIOTCSI C KOHTPOJISI, €CJIM PEUICHBI IOCTABJICHHBIE B HUX BOIIPOCHI WJIH aBTOpaM
JlaH OTBET I10 CYILIECTBY.

OcHoBaHMEM JUIsl CHATHS C KOHTPOJIA JOKYMEHTOB C IIOPYYEHUSIMU PYKOBOZCTBA YHHUBEPCUTETA
ABNSICTCA ~ JOKYMEHT-OTBET,  HOJMHCAHHBIA  PEKTOPOM,  MPOPEKTOpaMHu, JIMOO  CHPaBOYHO-
MHGOPMALlMOHHbIE JaHHbIE, MOJATrOTOBJICHHBIE PYKOBOJIMTENIEM CTPYKTypHOro mnojpasnenenus. Ilocie
IIOATOTOBKH OTBE€TAa OTBCTCTBCHHBIM HUCIIOJIHUTCIIEM B T pa(pe ((KOMMCHTapI/II/I)) B CUCTCMC DJICKTPOHHOI'O
JOKYMEHTOO0O0pOTa JIe1aeTCsl OTMETKA 00 UCIOJHEHUHU ¢ 00513aTeNIbHBIM yKa3aHUEM UCXOASIIEro Homepa
IIMCbMa-0TBCTa UJIN I[aTOﬁ HaITpaBJICHUA I/IH(I)OpMaI_[I/IOHHBIX JaHHBIX.

ITpoMeXyTOUHBII OTBET, PAaBHO KaK M 3alpoC IO UCIHOJHAEMOMY IOKYMEHTY WJIM YaCTUYHOE
HCIIOJIHCHUC MOPYUCHUA, HC ABJIICTCA OCHOBAHUCM IJI HPU3HAHUA JOKYMCHTA UCIIOJIHCHHBIM.

7. MOPSAOK HPOXOXKAEHUS 1 ACITOJTHEHU ST
MNOCTYHNAIOIIEHN KOPPECIIOHAEHIINU

Koppecnonnenuus, nocrynawmass B ®I'bOY BO "bpl'V", npuHumaercs u peructpupyercs
pabOTHUKAMU KaHIIECISPUN.

Koppecnoneniust MoxkeT ObITh HalpaBjeHa B afpec Y HUBEPCUTETA CIEAYIOMUM 00pa3oMm:

- IyTeM HallpaBJieHUs TTOYTOBOM CBs3bIO MO ajapecy: 665709, UpkyTckas obnacts, ropon bparck,
ynuna Makapenko, 1oM 40, ®I'6OY BO «bpl'V»;

- B XOJ€ JMYHOIO IIPpUEMA pPEKTOpPOM YHUBEPCUTETa, I10 IIPEIBAPUTEIILHON 3alucu B
YCTaHOBJICHHOM Y HUBEPCUTETOM IMOPSJIKE;

- myTeM oOpallleHusi ¢ HucHojb30BaHMeM EnnHOro mnoprama rocyciyr, B TOM 4YHCIE 4Yepes3
[Tnardopmy obpatroii cBs3u EIN'Y, pazmenienHoil Ha oduUIIMaIbHOM caiiTe Y HUBEpCUTETA.

B ciyuae nmoctymuieHHs KOPpECHOHJIEHIIMU Ha 3JIEKTPOHHBIM aJpec KaKoro-inbo CTPyKTYpHOIO
Nojpa3JelieHuss ~ YHHUBEPCUTETa, PYKOBOAWUTENb  MOApa3feleHus (MO JUI0, Ha3HA4YEHHOE
PYKOBOJIMTENIEM) HANpPaBIseT OTHPAaBUTENIO OTBETHBIM NHCHMOM HMH(OPMAIMIO  CIIEAYIOLIETO
COJIEpKAHUS:

«DenepanbHbIM 3aKOHOM OT 28.12.2024 No 547-D3 BHeceHbl m3MeHeHUS B DenepanbHblidl 3aK0H
ot 02.05.2006 Ne 59-®3 «O mopske paccMoTpeHus oOpamieHuid rpaxian Poccuiickoit denepannn»
(manee - ®enepanbHblil 3aKoH Ne 59-D3).

B cooTBeTcTBMM ¢ JaHHBIMM HM3MEHEHHUSAMM I0J OOpalleHHUeM IOHUMAIOTCS MpPeIoKEHHE,
3asiBJICHUE WK Kajio0a, HalpaBjeHHbIE B TOCYAapCTBEHHBIM OpraH B MUCbMEHHOMN (popme uiu B hopme
3JIEKTPOHHOI'O JOKYMEHTa C MCIOJIb30BaHHeM EanHOro moprana rocyciyr, WHOW HHGpOpMalnOHHON
CHUCTEMBI TOCYJIApCTBEHHOT'0 OpraHa Jubo opuiMaibHOro caita B cetu «MHTepHeT», 00ecreunBaroIIX
uAeHTUGUKALMIO U (M) ayTeHTHGuKanuio rpaxal (. 1 cr. 4 denepanbHoro 3akoHa Ne 59-03).

Hampasnenne rpaxxgaHuHOM OOpalieHusi Ha ajpec 3JIEKTPOHHOM MOYTHl TOCYAApCTBEHHOTO
OpraHa WM MyHULUMIIAIIBHOTO OPraHa, J0JKHOCTHOTO Jinia PdenepallbHbIM 3aKOHOM HE IIPEyCMOTPEHO.

TakuM oOpa3oMm, 0SJIEKTpOHHas TMO4YTa TOCYJAapCTBEHHOIO OpraHa, oOpraHa MECTHOTO
CaMOyMpaBleHUsI WU JOJHDKHOCTHOTO JIMIIa HE MOXET OBITh HCIONb30BaHA KakK KaHal MpueMa
oOpareHu# rpaxaaH, MoIeKaIUX paCCMOTPEHHUIO B paMkax denepanbHOro 3akoHa Ne 59-03,

Jns peructpauuu oOpaiieHus PEeKOMEHIYeM MHCIONIb30BaTh yCTAaHOBIEHHbIE DenepaabHbIM
3akoHOM Ne 59-@3 criocoObl mojauu 0OpaIICHUS.».

Omu604YHO 1oCTaBICHHAs KOPPECTIOHICHIINS IEPECHUIAETCS OTIPABUTEITIO.

JIOKYMEHTBI COPTUPYIOTCSI Ha PErucTpUpyeMble U HEPETrHCTpUpYyeMble corjacHo mnepedHto. K
HEPEruCTPUPYEMBIM OTHOCATCS JIOKYMEHTBI, HE TpeOylolue OTBeTa M HCIOJb3yeMble B paboTe B
CHpaBOYHbIX LesaX. [lepeueHs HeperucTpupyemMoil KoppecrnoHIeHINN:
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1.TOCTsr, TY;

2. TOKYMEHTHI 110 MaTepPUAIbHO-TEXHUYECKOMY O0ECIICUCHHI0, CTATUCTUIECKAst U OyXTanTepcKast
y4eTHasi ¥ OTYETHAsl JOKyMEHTAIUs;

. KOppECTIOHICHIIUS ¢ TOMETKOU «JInuHo», agpecoBanHas pabOTHUKAM;
. HAy4HbIE OTYETHI;

. HOPMBI U HOPMaTHUBBI;

. IJIAaHOBO-(DPMHAHCOBBIEC IOKYMEHTBI;

. ”H(POPMALIMOHHbIE MaTepUAJIbL, IPUCIIAHHBIC B KOIIUH JIJIsl CBEJCHUS;

. IPEeHCKypaHThI (IIPaic-IUCTHI);

9. mporpaMMbl KOH(pEepeHITU, COBEIIaHMIA, CEMIUHAPOB;

10. nepuonuyeckue u3ganus (ra3eTbl, )KypHAJbl, OPOIIIOPHI, KHUTH);

11. pexnamubie MaTepuaibl (JUCTOBKU, U3BEIICHUS, TUIAKATHI, IPOCIEKTHI);

12. noANTMHHUKN/KOIIMY CUETOB Ha OILIATY;

13. mepBUYHAs TOKyMEHTAIUs OyXTanTepCcKOro yuera (aBu30);

14. no3apaBuTeIbHBIC TUCHMA, TEIETPAMMBI U OTKPBITKY;

15. mpurnacurteabHble OUIIETHI,

16. TenerpaMmsl;

17. yuebHble 11aHbI, IPOTPAMMBI;

18. popmbl 1 O1aHKK JOKYMEHTOB (KpoMe OJIaHKOB CTPOTOTO y4eTa);

19. npoeKThl JOKYMEHTOB.

Hepeructpupyemble JOKYMEHTHI, aJIp€COBaHHbIE CTPYKTYpHbIM mnojapaziaeneHusm GI'bOY BO
«bpl'Y», mepemaroTcs UM IIyTeM pacKJIaIKd JTOKYMEHTOB MO sYEeKaM COPTHPOBOYHOTO mIKada,
YCTaHOBJICHHOTO B KaHILEISIPHUH, OTKYJa MX 3a0uparoT paOOTHUKH MOAPA3JCICHUN, OTBETCTBEHHBIE 3a
JEJIOPOU3BOJCTBO.

[Ipu BckpbITMM KOHBEpTa (YHNAKOBKH) MPOBEPSIIOTCS MPABWIBHOCTh aJpECOBAHUS U HAIUYUE
BJIO’KEHHBIX JIOKYMEHTOB.

[Ipu oOHapyXeHHH TOBpPEXKIEHHUS, OTCYTCTBUS JOKYMEHTa WM TMPWIOKEHHS K HEMY,
COCTaBJISIETCSI aKT B JIBYX D3K3EMIUISIPAX, OJUH U3 KOTOPHIX MpUJIaraeTcs K MOJIyYEHHOMY JOKYMEHTY, a
JIpYTroil HanpaBIIAE€TCs OTIPABUTEIIO.

KoHBepThl OT MOCTYNUBIIEH KOPPECIIOHACHLIUN COXPAHSIOTCA M MPWIAraroTcsl K JOKYMEHTaM B
Cllyyasix, €clid aJpec OTIpaBUTEIS YKa3aH TOJIbKO Ha KOHBEPTE, €ClM JaTa JOKYMEHTa M JlaTa €ro
OTIIPABKH, COTJIACHO MOYTOBOMY IITEMIIENIO, UMEIOT OOJIBIINE PACXOXKACHUS BO BPEMEHH; €CII KOHBEPT
He0o0X0IUM B Ka4ecTBE OMPABAATEIHHOIO JOKYMEHTA K pacxo/iaM To OTiaTe KOPPECTIOHICHITHH.

JIOKYMEHTBI, MOCTYNUBIINE B YHHUBEPCUTET MOCPEICTBOM 3JIEKTPOHHBIX CPEICTB CBSI3U, TaKkKe
JOJKHBI OBITH IPOBEPEHBI HA MIPEeIMET MPAaBUILHOCTU aApeCOBaHUS, HATMYUS 3asIBJICHHBIX MTPUIOKEHUN.

JloKkyMeHThI, He TpeOylolie JOKIaaa pyKOBOJACTBY YHUBEPCUTETA, HATIPABIISIOTCS KaHIEIIpUuei
JUTSl UICTIOJIHEHUS B CTPYKTYpPHbIE NTOIPA3/ICIICHHUS.

[TomyyuB nOKyYMEHTHI Ha UCTIONIHEHHE, paboTHUK bpl'Y moikeH HEMENJIEHHO 03HAKOMUTBHCS € UX
COJIep>KaHUEM, BBIJICIUB JOKYMEHTHI, TPEOYIOIINEe CPOYHOTO UCTIOTHEHUSI.

OTBeT 3asBUTENIO HAMNpaBseTCs] PYKOBOAMTENEM (3aMECTHTENIEM pYKOBOJIUTENS) WIIU
PYKOBOJUTENEM CTPYKTYpPHOTO TOJpa3felneHus B TeueHue 30 Oueli ¢ Momenma pecucmpayuu
oOparieHusi, €clii UHOE He MPEyCMOTPeHOo pazaenoM 6 Hactosmend Uuctpykuuu. [Ipu HEoOxoaumocTu
CPOK paccMOTpPEHHUs 00paIleHUs MOKET OBITh IPOJICH PYKOBOJAUTEIIEM.

Ecnu TOKyMEHT HampaBisieTCsl HECKOJIBKMM HCIIOJIHUTENSAM, TO JIMIO, YKAa3aHHOE B PE30JIIOLUN
MIEPBbIM, SIBISETCS OTBETCTBEHHBIM MCIOJHUTEIEM, KOTOPBIM OCYHIECTBISET KOHTPOJIb 32 CPOKOM H
Ka4yeCTBOM HCIIOJIHEHUS JOKYMEHTA, a TAKXKE OMPEIEIAeT OTBETCTBEHHOE JIMIIO U3 MPOYUX UCIIOTHUTENIEH
JUIS IOATOTOBKH MPOEKTA OTBETA HA JOKYMEHT (MIPU HEOOXOAUMOCTH).

Kaxnasiit pabotauk ®I'BOY BO "Bpl'V" nomken obecrneunBaTh ONEPaTUBHOCTH, KayeCTBO
VCIIOJIHEHUS M COXPAHHOCTh JJOKYMEHTOB.

0NN L AW
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8. MOPAAOK NOATOTOBKHA U NPOXOXKAEHUS UCXOAAIINX
N BHYTPEHHUX JTOKYMEHTOB

[Topsimok MOATOTOBKM MCXOJSIIMX JOKYMEHTOB BKJIIOYaeT B ce0s paboTy IO COCTaBICHHIO
IIPOEKTa JJOKYMEHTA, COIJIACOBAHMIO, TOANMCAHUIO (YTBEPKACHHUIO), TUPAKUPOBAHUIO U OTIIPABKE.

Jlo mepepaunm JOOKyMEHTa Ha MOAMNMCH HUCIIOJHUTENIb JOJDKEH IPOBEPUTH €0 COJIEpIKaHUE,
MPaBUIBLHOCTh O(hOPMIICHUS, HATMYKME HEOOXOAMMBIX BU3 M MPUIIOKEHUH. JJOKyMEHT IpeacTaBiIsieTcs: Ha
IIOJAINCH BMECTE C MaTepHallaMi, HA OCHOBAaHNU KOTOPBIX OH TOTOBHJICS.

[TonnucanHple JOKYMEHTBI PETUCTPUPYIOTCS pAOOTHUKOM KaHLEISIPUH.

BHyTpeHHue [0KyMEHTBl OG(OPMISIIOTCA M HCHOJHAIOTCS (MCIOJB3YIOTCS) B Ipenenax
YHusepcurera.

BHyTpeHHue IOKYMEHTHl (JOKJIaJHBbIE 3allMCKH, CIPaBKU U JIp.) PacCMaTpUBAIOTCS TEMHU
JOJDKHOCTHBIMM JIMLIAMH, KOMY OHM HAIIPaBJICHBI.

JIOKYMEHTBI [UIsl OTIIPABKY B IPYTUE OPraHU3ALMU JOJDKHBI IIEPEJaBaThCs B KAHLEISPUIO.

B cnyyae HEOOXOOUMOCTH CpOYHOW OTHPAaBKM KOPPECHOHACHIMH B  HAA30pPHBIE U
KOHTPOJIMPYIOLME OpraHbl (CyAbl, MPOKYpPaTyphl, CICICTBEHHBIH KOMHUTET M T.I.) IOCPEICTBOM
JJIEKTPOHHOW IIOYTHI, 3TO OCYLIECTBISETCA 4Yepe3 IMPHUEMHYI0 PEKTOopa. Eciu opuruHambl JOKYMEHTOB
TpeOyeTcs 1ocaaTh MOYTOBOM CBA3bIO, OHU MEPEJAIOTCS B KaHLEISAPUIO.

OTBeTCTBEHHBIE 32 JIEJIONPOU3BOACTBO MeEpel caauyell KOPPEeCHOHIEHIIMU Ha OTIPABKY JOJKHBI
IIPOBEPUTh MPABUWIBHOCTh €€ O(GOpMIICHUS, aJPECOBaHUS, a TaKXKe HaIW4Yhe BCEX IPWIOKEHUH U
3aBEpEHHBIX KOIUI B cilyyae HEOOXOAUMOCTH.

9. PETUCTPALUSA JOKYMEHTOB

Peructpanus gokymentoB B PI'BOY BO "bpI'Y" ocymecTBisieTcss IEHTPaJIU30BaHHO,
OTBETCTBEHHBIM PA0OOTHUKOM KaHIEIApUU YHUBepcUuTeTa. Eciu MOKyMeHThI, TpeOyrolue paccCMOTPEHUS
PYKOBOJICTBA, MOJYYEHBI PAOOTHHKAMH APYTUX MOJPA3NeNeHUil, OHM JOJDKHBI OBITh TEpeJaHbl Ha
PErUCTPALMIO B KAHLIEIISPUIO.

PaboTHMKaMK KaHLEISIpUU PETUCTPUPYIOTCS BXOAIIAs KOPPECITIOHACHIINS, a[JpeCOBaHHAs HA UMS
pekTopa, nokyMmeHThl, ajgpecoBanHbie B ®I'BOY BO "Bpl'V" 6e3 ykazaHuss KOHKPETHOTO ajpecara,
ucxonsamas or umenu pykosojactBa GI'BOY BO "bpl'V" nokymeHTtanus, HmpukKasbl IO OCHOBHOM
NEeSATEIbHOCTH, PACHOPSUKEHUS] PEKTOpa M MPOPEKTOPOB, MHBIE JOKYMEHTBI, PETUCTpalUsi KOTOPBIX B
KaHLIEJSIPUU [IPeIyCMOTpEHa HOMEHKJIATYpOl Jesl Y HUBEpCUTETa.

Peructpamusi BXOASIIMX JTOKYMEHTOB OCYHIIECTBISETCS B J€Hb UX MocTymieHus. Ho B ciayuae
MOCTYIUIEHHUS JIOKYMEHTOB mocie 13 4JacoB uiam B Hepabouee BpeMs, perucTpanusi IpOU3BOJUTCS Ha
clenyromui pabounii JeHb.

Ha Bxonmdummx nOoKyMeHTax B IPaBOM HUKHEM CBOOOJHOM OT TEKCTa I0JIe MEPBOW CTpaHUIIbI
JOKyMEHTa CTaBUTCA IUTAaMIl C yKa3aHUEM MOPSAJIKOBOTO PETUCTPAIMOHHOTO HOMEpa W JAaThl, HpH
HE0OXOJUMOCTH — BPEMEHU MOCTYIJICHUS IOKYMEHTOB B YacaxX U MHUHYTaxX.

10. PABOTA UCIHIOJTHUTEJIEN C JOKYMEHTAMHU

B ycnoBusix npumenenuss COJl B YHUBEpPCUTETE HCHOJB3YIOTCS AJIEKTPOHHBIE JTOKYMEHTHI, a
TaK)K€ DJIEKTPOHHBIE KOIHMHU JOKYMEHTOB, IOJIyYEHHBIE B PE3YyJIbTaTE CKAaHUPOBAHUSA JOKYMEHTOB Ha
OyMa)XHOM HOCHTEJIE.

[TocrynuBiuie B YHUBEPCUTET JTOKYMEHTHI IIOCIE PETUCTPALMU B KAHLEISPUU U PACCMOTPEHUS
PEKTOPOM, BO3BpAIIAIOTCS B KaHUEISIPUIO Ui TMepefaud HCIONMHUTENsM. Ha KakIplii JOKyMEHT,
pasmemaembiii B COJI, 3aBomuTcst 3JeKTpoHHAs peructpanroHHas kaptouka (OPK), B koropoii
OTPa)katoTCsI OCHOBHBIE CBE/ICHUS O IOKyMEHTE:

- BUJI JOKYMEHTAa;

- CIIOCO0 €ro MOy4YeHHUs,;
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- 3aTOJIOBOK K TEKCTY (KpaTKOe CO/IepIKaHNue);

- OpraHu3aIusi-OTIPABUTENh JOKYMEHTA;

- HCXOJAIINI HOMED U AaTa JOKYMEHTa;

- BXOJIAIIUI HOMEp U JjaTa JOKYMEHTa;

- CPOK HCIIOJIHEHUS JOKYMEHTA (IIPH HAJTUYHHU);

- OTBETCTBEHHBIN UCTIOIHUTEINb (COTJIACHO PE30JIIOIIMHN PEKTOPA).

Eciu wucnonHuTeneil HECKONbKO, BCE OCTAJIbHBIC IMOJIYYAalOT U HCIOJIB3YIOT JOKYMEHT B
ANEKTPOHHOM BUJie. OTBETCTBEHHBII UCIIOIHUTENb IIOIYYaeT B KAHUEISPUU TaKKe U OyMa)KHBI BapuaHT
JUIS IOAIIUBKH B JIEJIO, COINIACHO HOMEHKJIATYPE JIEJI CBOETr0 CTPYKTYPHOTO MOAPA3/ICICHHUS.

JokymeHTsI paccbutatroTcst uepe3 COJ] paboTHUKaMK KaHIENSIPUU B JICHb UX PACCMOTPCHHS UITU
Ha CJICAYIOINA pabounii IEHb.

ITpu paccMOTpeHHH KOPPECHOHJAEHIMH PYKOBOJUTENb CTPYKTYPHOTO IOAPA3JEICHUS BbIIEISAET
JOKYMEHTBI, TpeOyIollue CpOYHOro UCHOJHEHUs. PykoBoaWUTENM CTPYKTYpHBIX MOJpa3aeieHH
OI'BOY BO "Bbpl'Y" HecyT OTBETCTBEHHOCTh 3a OIEPATUBHOE PACCMOTPEHUE JOKYMEHTOB, KOHTPOJIb 3a
KaueCTBEHHBIM HUCIOJHEHUEM IOKYMEHTOB.

VcnomHeHne MOKyMEHTa MpeaycMaTpuBaer cOop u 00paboTKy HEOOXoauMoi uH(pOpMaIuy,
MOATOTOBKY IIPOEKTa JOKYMEHTa, ero odopmieHHe, corjacoBaHue, MoAnucanue (yTBepKIeHue)
pexkropoMm (mpopekropom) ®I'BOY BO "BpI'V" unm pykoBoaMTENSIMH CTPYKTYPHBIX HOJpa3JesICHUH,
MOJATOTOBKY K MEPECHIIKE aapecary.

[Ipy HaJIWYMM OTBETCTBEHHOI'O HWCIOJHUTENS BCE OCTaJbHbIE HCIIOJIHUTEIN CBOEBPEMEHHO M
KaueCTBEHHO IMPOBOASAT aHanu3 HWHGOpPMAlUUUW U TPEICTABISAIOT OTBETCTBEHHOMY HCIOJHUTENIO0 B
YCTaHOBJICHHBIE UM CPOKU HEOOXOJUMbIE JOKYMEHTHI (IIPOEKThI JOKYMEHTOB, CIIPABOK, CBEACHUN U T.11.).

OTBeTCTBEHHOE JIMIIO U3 MPOYHMX UCIOIHHUTENEH, OMpeIe]IeHHOE OTBETCTBEHHBIM HCIIOJTHUTENEM,
OCYIIECTBIISET MOATOTOBKY IPOEKTa OTBETA HA JOKYMEHT (TIpU HEOOXOIUMOCTH).

B xome wucnoimHeHWs AOKYMEHTa OTBETCTBEHHBIH MWCIIOJIHUTEIb HMEET MpaBO Mpeasiarathb
M3MEHEHHE CPOKa UCIIOJHEHUS, €CIIM OTCYTCTBYIOT peabHbIE YCIOBHSI UCIIOJIHEHUS IOKYMEHTA.

HcnonmuuTtenh #MeeT TMpaBO TOJIB30BAaThCSA CIPABOYHO-WH(MDOPMALMOHHBIMUA  (QoHIAMH U
OuOIMOTEeKaMU /IS TIOJTy4eHUsI HEOOX0IMMOH HH(OpMAITIH.

HcnonmHuTenbs HeCeT NEPCOHAIBHYI0 OTBETCTBEHHOCTh 32 HEJOCTOBEPHOCTh HH(pOpMAINH,
MCI0JIb30BaHHOM IIPU MOATOTOBKE JOKYMEHTA, a TAK)KE 3@ HENPABUIIBHOE UCIIOJIb30BaHUE JEHCTBYIOINX
HOPMAaTUBHBIX JOKYMEHTOB B MOATOTOBKE, 0(OPMIICHIH U UCIIOJHEHUH IOKYMEHTOB B CPOK.

11. IEYATHU U LITAMIIbI
11.1. Ocobennocmu npumenenus ommucka neyamu u WIMamna

Cornacuo I'OCT P 7.0.97-2025 orTuck medatu 3aBepsieT MOIMHHOCTh MOJIUCH JOJKHOCTHOTO
JUIa Ha JJOKYMEHTaX, yJIOCTOBEPSIONMINX TpaBa JUI, (GUKCHPYIOMUX (aKThI, CBI3aHHBIC ¢ (UHAHCOBBIMU
CpeICTBaMHU, a TAaK)Ke Ha MHBIX JOKYMEHTaX, IPEeIyCMaTPUBAIOIINX 3aBEPEHHE MTOATUHHON TOITUCH.

[TpuMepHBIiA TIEpevYeHb JOKYMEHTOB, Ha KOTOPBIX HYXKHO CTaBUTh OTTHUCK TI€YATH BBITIISIUT
CIIEAYIOIIUM 00pa3oM:

- aKThI (BBITIOJHEHHBIX pa0OT, MpUEMKH 000PYAOBaHUS, CIUCAHMS, SKCIIEPTHU3HI U JP.);

- JIOBEpEHHOCTHU (Ha BeJEHHUE JIeN B apOUTpake, Ha 3aKIIIOUEHUE I0TOBOPOB, HA TIONyUYEHUE
TOBapHO-MaTePUAITBHBIX IIEHHOCTEH U JIp.);

- JIOTOBOPBI U COTJIAMIICHHUS (O COTPYAHUYECTBE, XO3IHCTBEHHBIC, TPYAOBEIC H . );

- JOKYMEHTBI 10 KaCCOBBIM WM KPEIUTHBIM OIepaIUsaM, MPUXOTHBIC OpJepa, MOpydYEHUs
(OaHKOBCKHE, TEHCUOHHBIE, IJIATEKHBIE U Jp.), CIIpaBKa Mo 3apaboTHOI 11are;

- 3aKJIFOYCHUS, PEIICH3UH W OT3BIBBI Ha JWCCEPTAIMK, aBTOpedepaTsl M JIPYrue HaydHBIC

paboTsI;

- KOIIMH JJOKYMEHTOB, TPeOYIOIIe 0COO0T0 YIOCTOBEPEHHUS UX MOUIMHHOCTH,

- HaKJIa Hble (TOBapHbIE, TOBAPHO-TPAHCIIOPTHBIE U JIp.);

- HOPMBI pacxoja MaTepHualloB;

40
HNucrpykuus 1no AEJIONPOU3BOICTBY (penepaabHoro
N-1.4-8.0-3.0-2026 rocyJ1apCcTBEeHHOIr0 OI0’KETHOT0 00pa30BATENbHOIO Y4Ype:KIeHUs!

BbICLIET0 o0pa3oBaHusi «bparckui rocyaapcTBeHHbII
YHUBEPCUTET»




— oOpa3upl  moAmucedl  paOOTHHKOB, HWMEIOIIMX IPaBO  COBEpIICHUS (HUHAHCOBO-
XO3SMICTBEHHBIX OIEpaLIHii;

- MHChMa rapaHTUIHBIC,

- MIPOTOKOJIBI COTIIACOBaHMS LIEHBI, CPOKOB NIOCTaBOK U JP.;

- CMETHI Pacxo/10B (Ha MPOU3BOCTBO, HA KAIIUTAIBHOE CTPOUTEIHCTBO H JP.);

- CrpaBKH (O BBIILUIATE CTPAXOBBIX CYMM, JIMMUTHBIC U JIP.);

- TPY/IOBBIE KHU)KKH;

- (uHAHCOBBIE JOKYMEHTHl M OTYETHI, NpEJCTaBIsieMble B (DUHAHCOBBIC, HAJIOTOBBIC H
CTaTHCTHUYECKHE OpTaHbl, (POHIBI;

- XapaKTEPUCTUKH paOOTHUKOB M OOYyYaroIIUXCs, MPEICTABICHUS M YIOCTOBEPEHHUS O
HarpaxJICHWU, MOYETHBIC 3BaHMs, TPAMOTHI, CBUAETENBCTBA, PA3IMYHBIC CIPABKH (O MPOXOXKICHUH
rOCYapCTBEHHOM CITy)KObI, apXUBHBIC, HA MTPEIOCTABICHUE JIBIOT H JIP.)

B ornmume oT OTTUCKOB medaTeld, KOTOPBIE HCIIOJIB3YIOTCS ISl YJOCTOBEPEHHMS IOUIMHHOCTU
JOKYMEHTOB U 3aBEPEHHS KOMHU, wimamnsl HAHOCITCS C Yeablo OQhopmienus ommemoK O TOIyYeHHH,
pETHCTpaly, MPOXOKACHUH U MCHOJIHEHHH JOKYMEHTOB, a TaK)Ke C LEJBI0 CO3/IaHMs Ha JTOKYMEHTax
APYyTUX OTMETOK CIPAaBOYHOTO XapakTtepa. LlTammbl mpoCTaBISAIOTCS A SKOHOMHM BpPEMEHH Ha
ohopMIICHHE CIIEIMATBHBIX OTMETOK B IIPOIIECCE COCTABJICHUS JOKYMEHTOB M OpPTaHM3alUH PabOTHI C
HUMU.

11.2. Yuem u xpanenue neuameit u mimamnos

[Teyatn u mramnel bpl'Y u3roraBinBarOTCs B KOJUYECTBE, HEOOXOIUMOM ISl OCYILECTBIICHUS
CTPYKTYPHBIMM TOJpa3JeNCHUsIMA YHUBEPCUTETa U €€ PaOOTHUKAMHU BO3JIOKEHHBIX Ha HUX (DYHKIIMH.
Pemenue 00 H3roTOBJIIEHMM W KOJMYECTBE SK3EMIUIIPOB IMeyaTed M IITAMIIOB NPUHUMAET PEKTOP
VYHUBepcUTETA 10 NPEACTaBICHUIO PYKOBOAUTENEH CTPYKTYPHBIX MOApa3eeHHM.

Ecnu nevats mnu mwramn bpl'Y ucnonbs3yercs B HECKONBKMX 3K3EMIUISIpaxX, HOMEp SK3eMIUIsIpa
[Ie4aTH YKa3bIBaeTCs B KJIMIIIE [1€YaTH NPU €€ U3TOTOBJICHUU.

Bce Buzabl meuartell W mITaMIOB MOAJEKAT 00s3aTEIbHOMY YYeTy B CIIELMAIBHOM JKypHalle, B
KOTOPOM (PUKCHpYETCsl Takke (akT BblIaYM-TIpUeMa Meyareid M IITaMIIOB. Y4YeT mevyaTed M IITamIloB
BeZIeT paOOTHUK CIELOT/IeNIa Y HUBEPCUTETA.

[TeyaTn ¥ mramnsl, NepeAaHHble Ul MCIIOJIb30BaHUS B CTPYKTYpPHBIE MOAPA3ACICHUS, JTOJIKHbI
XpaHUTbhCA B cer(pax MM METAJUIMYECKHX IIKadax.

OTBETCTBEHHOCTh 3a XpPAaHEHUE M HCIIOJB30BAHHWE II€4aTell M IUTAaMIOB B CTPYKTYPHBIX
MOJIPa3JEIICHUSAX HECYT UX PYKOBOIUTENH.

[TeuaTs cremyeT MpOCTaBIATh TAKMM O0pa3oM, YTOOBI OTTUCK HE 3aXBaThIBaJl JUUHYIO MOAINHUCH.
Oco6eHHO BaXKHO COOJIIOJaTh 3TO MPABUIIO MPU 0GOPMIIEHUN (PUHAHCOBBIX TOKYMEHTOB.

['epOoBast mevyaTh YHUBEpPCUTETA HAXOAUTCS B IPUEMHOM PEKTOPA.

[TeyaTn CTPYKTYpHBIX TOJApA3JeNeHUl HaXOAATCS y OTBETCTBEHHBIX JIML, Ha3HAYEHHBIX
PYKOBOJUTEINISIMU MTOJIPa3ACICHUN.

12. COCTABJIEHUE HOMEHKJIATYPBI AEJI

PaspaboTka u BemeHHWE HOMEHKIATYphl [l SIBISETCS OJHMM W3 Y3JIOBBIX JIIEMEHTOB
TpaauluoHHoro pAenompou3BoacTtBa. B coorBerctBuum ¢ I'OCT P 7.0.8.-2025 HomeHkiaTypa naen
npelHa3HaueHa JUJIs:

- TPYITIUPOBKH UCIIOTHEHHBIX JOKYMEHTOB B JIENa;

- CHUCTEMaTH3aIuu U y4eTa Jel;

- YOPOIICHUS U YCKOPEHUS TIOUCKA IOKYMEHTOB,

- OIPEJIEICHUs CPOKOB UX XPAHECHHS.

Homenkmnarypa aen MCHonb3yercsi MPU MPHCBOCHUU PETUCTPAIIMOHHBIX HOMEPOB JTOKYMEHTOB.
Kpome Toro, HoMeHKIaTypa SIBISIETCS OCHOBOM JIJIs:
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—  COCTaBJIEHMS ONMCEH JeJ1 MOCTOSIHHOIO U BPEMEHHOI'0 XpaHEHMs, MOJUIekKAIIUX Ieperade B
apXuB;

— yuera zien BpeMeHHoro (70 10 et BKIIOUUTENbHO) XPAaHEHHUS.

OxHO 3 TIaBHEWIMX TpeOOBaHWM K HOMEHKIJIAType Jien (a B JajbHEWIeM U K (popMHUPOBAHUIO
JOKYMEHTOB B JIeJIa) 3aKJIF0YAeTCsl B TOM, UTO B OJJHO JIEJIO BKIFOYAIOTCS JOKYMEHTBI:

- no psaoy 00beOUuHAWUX NPU3HaKos (HapuMep, HOMUHAIBHOMY, IIPEJAMETHO-BOIIPOCHOMY,
KOPPECIMOHIEHTCKOMY WJIM UX COYETAHHUIO);

— € 0OUHAKOBLIM CPOKOM XPAHEHUS.

[Tomemath B OAHO €10 JOKYMEHTBHI Pa3HOW 3HAUMMOCTH C Pa3HbIMU CPOKaMHU XPAaHEHUs HeE
JIOITyCKaeTCsl.

Homenknarypa gen ®I'BOY BO "bpl'V" - odopmieHHBIH B YCTAaHOBJICHHOM IOPSIKE
CUCTEMATU3UPOBAHHBIA IE€PEUEHb 3arojOBKOB (HAMMEHOBAaHUM) i€, 3aBOJUMBIX B YHUBEPCHUTETE, C
YKa3aHMEM CPOKOB UX XPaHEHHUS.

CBognas HomeHknarypa nen ®I'BOY BO "Bpl'V" cocraBusiercst KaHUensipuell Ha OCHOBE
HOMEHKJIATYp J€JI CTPYKTYPHBIX [TO/Ipa3JeJIeHNH, KaK [IPaBUiIo, C IEPUOJUYHOCTHIO OJJUH pa3 B AT JIET.

Homenknarypa gen @®I'BOY BO "bpl'V" cornacoBbiBaeTcsi ¢ ApXHUBHBIM  OTAEJIOM
aMMHHCTpaluH I. bparcka u yTBep:kiaercsi peKTopoM Y HUBEPCUTETA.

[Ipu cocraBieHHMM HOMEHKIJIATYpbI el YHHBEpCUTETa CIEAyeT PYyKOBOJACTBOBATHCS YCTAaBOM
OI'BOY BO "bpl'V", nonoxxeHusIMU O CTPYKTYPHBIX MOAPA3AECICHUIX, IPUMEPHON HOMEHKIATYPOU el
BBICIIIETO y4eOHOTO 3aBEICHHUS.

B nomenknatypy aen ®I'BOY BO "Bpl'V" BkirowaroTcs 3arojoBKH i€, OTPa)Karolllue BCE
JOKYMEHTUPYEMbIE Yy4aCTKHU pabOThl CTPYKTYPHBIX MOIpa3iesieHuil Y HUBEpCUTETA.

Haspanusimu pa3fenoB HOMEHKIATypel fAen bpl'Y  saBusioTcss HazBaHHS CTPYKTYPHBIX
MoJIpa3ieJICHHIA.

I'pader HOomenkmarypsl nen PI'BOY BO "Bpl'V", ero CTpyKTypHBIX HoJpa3ieieHuit
3aIOJTHSIOTCS CIIEAYIOIUM 00pa3oMm (ripuitokenue 8):

Nnnexc Cpok xpaHeHUs U
3aroyioBKHU 1€l [Ipumeuanue
Jena CTaThsl 110 EPEUHIO
1 2 3 4

B rpade 1 npocTaBisitoTcsi HHAEKCHI KaXKIA0Tr0 Jes1a, BKIIIOUEHHOT0 B HOMEHKIaTypy. UHaeke aena
COCTOMT W3 YyCTaHOBJIEHHOro B bpl'Y o0o3HaueHusi CTPyKTYypHOTO MOJAPAa3JeNIeHUs U IOPSAKOBOTIO
HOMEpa 3arojioBKa Jejla II0 HOMEHKIAType B MpelellaX CTPyKTypHOro mnoppasaencHus. HHaekcs
0003HavaroTCs apabCKUMU [UPpaMu.

Hampumep: 10-05, rae
10 - o6o3HaYCHHE CTPYKTYPHOTO TIOIpa3eIICHUs,
05 - mopsIKOBEII HOMEp 3aroJI0BKa JieJia 0 HOMEHKJIaType.

B rpady 2 BxirodaroTcst 3aroioBKH Jie (TOMOB, 4acTe).

[TopsoK pacroyoKeHUs! 3ar0JIOBKOB BHYTPU DPAa3JeNioB M IMOJpPA3JeNCHHH HOMEHKIATyphl Jel
OTIPENIENIACTCSl  CTETEHBI0 BAXKHOCTH JOKYMEHTOB, COCTaBISIIONIMX JIeJIa, WX B3aUMOCBS3BIO U
CI/ICTCMaTI/ISaHI/IeI\/'I JOKYMCHTOB BHYTPH J€J1a.

[lepBBIME pacrioylararoTcsi 3aroJIOBKH JIeJI, COAEPKAIINX YUYPEIUTEIbHYI0, OpraHU3alMOHHO-
IPAaBOBYI0 M PACHOPSIUTENbHYIO JOKYMEHTAIMIO. 3aTeM 3arojloBKHM JeJ, COJCPKAIluX IUIaHOBEIE,
OTYETHBIC, I/IH(bOpMaHHOHHO-aHaHHTquCKHe JOKYMCEHTBI, JajJI€€ — OJOKYMCHTBI, OTpaXaromnune
JeSITeNIbHOCTD MOAPA3IeIeHUs, IEPENCKY, HAUMEHOBAHUS PErUCTPALIMOHHBIX (OpM (perucTpaluoHHbIE
MU YYCTHBIC XYpHaJlbl, KHHUI'H, 0asnl JAaHHBIX, KapTOTCKU U T.)].), AKTbhl YHUUYTOXCHUSA NTOKYMCHTOB HWJIN
Iepeaady UX B apXUB Y HUBEPCUTETA.
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3aro0BOK JieNia TOJDKEH Y€TKO B 0000IIEHHOM (hopMe OTpakaTh OCHOBHOE COJCP)KaHHUE M COCTaB
JIOKYMEHTOB JiejIa.

He nmomyckaercs ynotpeOjeHHE B 3arojioBKax Jejl HEKOHKPETHBIX (opmysupoBok ("pasHbie
Marepuaibl”, "o0mas nepenucka’ u T.1.).

3aroyioBKHU JIeJ1 MOTYT YTOUHSITHCS B Iipoliecce popmupoBaHus U 0HOpMIICHHS J1e.

[Ipu cocraBieHHH 3arojOBKOB el HCHOJb3YIOTCS (popmynupoBku u3 «llepedHs JOKYMEHTOB,
o0pa3yromuxcsi B Ipolecce AesTeIbHOCTH MUHUCTEPCTBAa HAyKU M BBICIIEro oOpa3oBanus Poccuiickoit
@denepalii U MOABEAOMCTBEHHBIX €My OpraHU3alliid, C YKa3aHHUEM CPOKOB XpPaHEHUS» YTBEP)KIEHHOTO
npukazoM MunoOpHayku ot 29.11.2023 Ne 1111.

B rpade 3 yka3wsiBaeTcs CpoK XpaHEHUS Jelia, HOMEpa cTaTel mo BhlmeykazanHomy [lepeunto.

B rpade 4 «[Ipumedanue» yTOYHSETCS MECTO XpaHEHHS JOKYMEHTOB, HMCIOIIUX, KaK MPABUIIO,
JUINTEIBHBIA  CHPABOYHBIA  XapakTep; YKa3bIBAIOTCS  NPHU3HAKKM  BBIICICHHS  ONPEACTICHHBIX
Pa3HOBUAHOCTEH TOKYMEHTOB MM KOHKPETHBIC Pa3HOBHIHOCTU JIOKYMEHTOB, CPOKU XPaHEHHSI KOTOPBIX
OTIUYAIOTCS OT YKa3aHHBIX B rpade 3.

13. POPMUPOBAHMUE JIEJI

Hena B ®I'BOY BO "Bpl'Y" ¢dopmupyrorcss IEHTpaIM30BaHHO, T.€. B CTPYKTYPHBIX
MOApa3ACNICHUSIX JUI[aMHU, OTBETCTBEHHBIMU 32 JEJIOMPOU3BOICTBO.

MeTtoauueckoe pyKOBOJICTBO U KOHTPOIIb 3a MPaBUIbHBIM (POPMUPOBAHUEM 1€ B Y HUBEPCUTETE
OCYLIECTBIIAIOTCS KaHLEIAPUEH Y HUBEPCUTETA.

[Tpu dopmMupoBaHuu ne1 HEOOXOAUMO COOJIIOIATh CIEAyIoUIe OOIIMe MpaBHUiia: MOMEIATh B
JIEJI0 TOJBKO MPaBUILHO 0(OPMIICHHBIE IOKYMEHTHI B COOTBETCTBHH C 3aroJIOBKaMU JIeJ; TPYNIUPOBATH
B JEN0 JOKYMEHTHl y4eOHOTO roja, 3a HCKJIIOYEHHEM NepexosmuXx JAel. B neno He JOJKHBI
MOMENIaThCsl TOKYMEHTHI, TOJJIeKAIINEe BO3BpPATY, JHUIIHUE SK3EMIUISPbI, YEPHOBUKU;, O0BEM Jieja He
noJpKkeH npeBbimaTth 200 1ucToB.

Homep nena, B koTopoe HOJKEH OBITh MOJIIUT JOKYMEHT, OMNPEIEIseT HCIOIHUTEIb IO
HOMEHKJIaType.

JlokyMeHThl BHYTpPH Ji€Jla PAacCloJararoTcs B  XPOHOJIOTHYECKOM, BOIPOCHO-JTOTUYECKON
MOCIIEI0BATEILHOCTH WIIM UX COYETAHHUU.

PacniopsimutenbHbie JOKYMEHTBI TPYNITUPYIOTCS B JIeJia 110 BUAAM B XPOHOJIOTMYECKOM TOPSIIKE €
OTHOCSIIIIUMHUCS K HUM MPUIIOKESHUSMH.

VYcraB, mONIOKEHUS, HHCTPYKIIMH, YTBEPKICHHBIE PACTIOPSIIUTEIbHBIMU JIOKYMEHTAMH, SBIISTFOTCS
NPUWIOKEHUAMH K HUM U TPYNIUPYIOTCS BMECTE€ C YKa3aHHbIMU JIOKyMEHTaMu. Eciu ke OHH
YTBEPKJIAOTCS B KAUECTBE CAMOCTOSITEILHOTO IOKYMEHTA, TO UX FPYNIUPYIOT B CAMOCTOSTENIbHBIE Jea.

[Ipuka3sl MO OCHOBHOW JEATEIBHOCTH TPYIIUPYIOTCS OTAEIBHO OT IMPUKA30B IO JTUYHOMY
COCTaBy.

[Ipuka3el M0 JTUYHOMY COCTaBy (O KOMaHJAMPOBKAX, OTIYCKaX, B3BICKAHUAX) (POPMUPYIOTCS B
OTJIETTLHOE JIETIO.

[IpoTokonBl B /€Ne pacmoiaraloTcs B XPOHOJOTUUYECKOM MOpPsAKE Mo HoMepaM. J[OKyMEeHTHI K
MIPOTOKOJIaM, CTPYIIIMPOBAHHBIE B OTAEJbHBIC JI€1a, CHCTEMATU3UPYIOTCS IO HOMEpaM IMPOTOKOJIOB.

YTBepKIEHHBIC TUTAHBI, OTYETHI, CMETHI, JIMMHUTHI, TUTYJIbHBIE CHUCKA W APYTHE JTOKYMEHTHI
TPYIIUAPYIOTCS OTAEIBHO OT MPOEKTOB.

JIOKyMEHTHI B INYHBIX JIEJIaX PACTIONATAIOTCA 110 MEPE UX MOCTYTUICHHUS.

[lepenucka rpynnupyercs, Kak MpaBujio, 3a MEepUoJ KAJIEHIapHOT0 roia U CUCTEMATU3UPYETCS B
XPOHOJIOTHYECKON Tocien0BaTenbHOCTU. [Ipyu BO30OHOBIEHNHN MEPENUCKHU TI0 ONpPEAEIEHHOMY BOIpPOCY,
HayaBLIEHCS B MPEAbIAYIIEM IOy, JOKYMEHTHl BKIIOYAIOTCA B JIENO TEKYLIEro roja ¢ yKa3zaHUEM
MHJIEKCa Jiefia MpeAbLAYLIero roja.
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14. O®OPMJIEHHME JEJI

Hena ®T'BOY BO "Bpl'Y" nomnexar ohopMIEHUIO NIPU WX 3aBEACHUHU U IO 3aBEpIICHUH To/a
(yuebHoro roma). OdopmiieHHe aen BKIOYAET KOMIUIEKC pPabOT MO TEXHUYECKOH 00paboTke u
MPOBOJIUTCS paOOTHUKAMHU COOTBETCTBYIOLIMX CTPYKTYPHBIX MOAPA3ICICHHA.

B 3aBucuMocTH OT CPOKOB XpaHEHUS MPOBOJUTCS MOJTHOE UM YACTHYHOE O(hOpMIICHUE JIE.

[TomHOMY OOPMIICHHIO TIOJJIEKAT JieTia MIOCTOSTHHOTO, BpeMeHHOTO (cBbIme 10 51eT) XpaHeHus u
o TMYHOMY cocTaBy. [lonHOe odopmieHue nena nmperycMaTpuBaeT:

- TIOJIIMBKY WJIH MEPETIeT Jena,

- HyMEpaIuIo JHCTOB B Jee;

- COCTaBJICHHE B HEOOXOIMMBIX CIy4asx BHYTPEHHEH ONMCH JOKYMEHTOB JIeIa,

- BHECEHUE HEOOXOIMMBIX YTOUHEHHUH B PEKBU3UTHI OOJIOKKH Jena (YTOUHEHUE HHACKCa U
3aroJjioBKa JeJia, 1aThl Jesa U Jp.).

Hena BpemenHoro (10 10 yeT BKJIIOYHUTENHHO) XpPAHEHUS MOJUIekKAT YaCTUYHOMY O(OPMIICHHIO;
7ena JIOMyCKAaeTcsi XpaHUTh B CKOPOCIIMBATENAX; HE MPOBOAMTH IEPECUCTEMATU3ALMIO JTOKYMEHTa B
Jielie, JINCTHI Jiejia He HyMEepOBaTh.

B memsx oOecrnieueHHMs COXpPaHHOCTH W 3aKpEIUICHHS TOPSIKAa PACIOIOXKEHHS JIOKYMEHTOB,
BKJIFOUEHHBIX B JIENIO MOCTOSIHHOTO XPaHEHUs, BCE JINCThI HyMEPYIOTCs apaOCKuMu udpamMu B MIPaBOM
BEPXHEM YTIIy, HE 3aJieBasi TEKCTa JOKYMEHTA, CHHUMH YEPHUIIAMHU.

OO6noxka Jena TMOCTOSHHOTO M BpeMeHHOro (cBeimie 10 ner) xpaHeHus odopmisieTcss Mo
ycTaHOBJIEHHOH (opme (npuitoxkenue 9).

[To okoHYaHMM roJla B HAAMKUCH Ha OOJOKKAX JENl MOCTOSHHOTO M BpeMeHHOTo (cBbiiie 10 er)
XpaHEHUsI BHOCSTCS YTOUHEHHSI: TIPOBEPSIETCS COOTBETCTBUE 3ar0JIOBKOB JIE Ha OOJIOKKE CO/IEPIKaHUIO
MOJALIUTBHIX JOKYMEHTOB, B HEOOXOJMMBIX CIydyasx B 3arojIOBOK Jejia BHOCSTCS JONOJHUTEIbHbBIE
CBEJICHUS (IIPOCTABIISIOTCSI HOMEPa MPUKA30B, BUbI K (POPMBI OTUYSTHOCTH U T.I1.).

15. COCTABJIEHUE ONIMCEM JIEJI

Ha 3aBepiienHble Jiena MOCTOSIHHOIO, BpeMeHHOro (cBbiiie 10 jeT) XpaHeHHsl U 1O JINYHOMY
COCTaBy, HPOIIEAIINE SKCIEPTU3y LEHHOCTH, O(OPMIICHHbIE B COOTBETCTBMM C HACTOSIIMMHU
TpeOOBAHUSAMH, €KETOTHO COCTaBIAIOTCS onucH. Ha nmema BpemenHoro (o 10 yer) xpaHeHHs onucH He
COCTaBIISIOTCH.

Cpognyro omuce ®I'BOY BO "BpI'V" roroBur apxuB W 1O HeH OH cAaeT Jeina Ha
roCy/lapCTBEHHOE XpaHEHHUE.

[Tpu cocTaBiaeHHH ONKCHU JeN COOII0Ial0TCA CleAytolue TpeOOBaHMS: 3aroJI0OBKHU /1€ BHOCATCS B
OIMCHh B COOTBETCTBUU C INPUHATOW CXEMOW CHUCTEMATHU3allMM Ha OCHOBE HOMEHKIIATyphl JIEN; KaKJI0e
JIeJI0 BHOCUTCSI B OIUCh TOJ] CaMOCTOSITENIbHBIM MOPSAJKOBBIM HOMEpPOM (€Clii JIe0 COCTOUT M3
HECKOJIbKUX TOMOB WJIM YacTei, TO KaKJblii TOM WJIM 4acTb BHOCHUTCS B OIIUCH IIOJ CaMOCTOSITEJIBHBIM
HOMEPOM); TTOPSIIOK HyMEpaLlUU JIE]1 B ONUCH - BAJIOBOM 32 HECKOJIBKO JIET; Tpadbl ONUCH 3aIOJIHSAIOTCS B
TOYHOM COOTBETCTBUHU C TEMHU CBEJIEHUSIMH, KOTOPbIE BBIHECEHbI Ha OOJOXKKY JeNla; MIPU BHECEHUU B
OIHCH MOJPSA HECKOJIBKUX JIEJI C OJMHAKOBBIMHU 3arojOBKaMH MUILETCS MOJHOCTBIO 3ar0JI0BOK MIEPBOTO
7iena, a BCE OCTallbHbIE OJJHOPOAHBIE Jesia 0003HavyaroTcs cioBaMu "To ke'", mpu 3TOM Apyrue cBeIeHUs
0 JleJlaX BHOCATCSA B ONUCH IMOJIHOCTBIO (HA Ka)KJOM HOBOM JIMCTE OMMCH 3arojOBOK BOCHPOM3BOAMTCA
MOJTHOCTBIO); ISl JIed, COJEpKallluX JIOKYMEHTBl 3a HECKOJIbKO JIET, B KOHIIE OIHMCH KaXXJ0ro
CJIEYIOIIErO ro/ia, 33 KOTOPbIA NMEIOTCA IOKYMEHTHI B JAHHOM JIeJIe, IENal0TCs CChIJIKA Ha HOMepa e,
CoJiep KalIMX MaTepualibl 3a JaHHBIM roj (IOcie HMHTEepBaja 3a MOCJeIHEH onucaTeabHOM CTaTbei
Ka)XJIOTO ToCceayoIiero roaa); rpada omucu "l[Ipumedanue” UCTOIB3yeTCS I OTMETOK O TIpHEME e,
0COOEHHOCTSIX MX (PU3NYECKOT0 COCTOSIHUA, O Mepenade Aed IPyTUM CTPYKTYPHBIM MOJpa3/ieieHUusIM co
CCBIJIKOH Ha HEOOXOJIUMBIN aKT, O HAJTMYUN KOIHMH U T.II.
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Onucu Jen CoCTaBISIIOTCS B YETHIPEX AK3EMIUIApax B YCTAHOBICHHOW (opMme, yTBepxkaaeMoil
APXUBHBIM OTHACJIOM OPraHU3allMOHHO-KOHTPOJIBHOI'O YIIPABJICHHUA alllapara aJIMHHUCTpAlMU TOpOoJdad
Bbparcka.

16. OHIEPATUBHOE XPAHEHUE JOKYMEHTOB U J1EJI

C MoMeHTa 3aBeneHus U Ao nepegaur B apxuB ®I'bBOY BO "bpl'V" nena xpaHATcs 1o MeCTy UX
(bopmMHUpOBaHUSL.

PykoBonuTenu CTpyKTYpHBIX MOApa3JelNeHUd U paOOTHHUKH, OTBEYAIOUIME 3a JIEJIONPOU3BOJICTBO,
HECYT OTBETCTBEHHOCTb 3a COXPAHHOCTb JOKYMEHTOB U JIEII.

Jlena HaxonaTCs B paboyux KaOMHETax WM B OTBEACHHBIX JIJISl HUX TIOMEIICHUSIX, PAcloilaralTcs B
mkagdax, 00eCIeUYnBAIINX HUX IMOJHYI0 COXPAaHHOCTh. B IIENAX IMOBBINICHUS ONMEPATUBHOCTH TMOWCKA
JOKYMEHTOB JieJla pacroJiaratoTcsi B COOTBETCTBHM C HOMEHKJIaTypoil nen. Homenkiatypa nen wiu
BBINKCKA U3 HEE TOMEIIAETCS] Ha BHYTPEHHEH CTOpOHE MmKada.

Ha xopemikax o00oxeK J1e1 yKa3bIBalOTCA MHAEKCHI 10 HOMEHKJIAType, IpU HE0OXOJUMOCTH HOMED
TOMa JIeNa U Aata.

17. IEPEJAYA AEJI B APXUB YHUBEPCUTETA

Jliist obecriedeHusi COXpaHHOCTH JOKYMEHTOB JiericTByet apxuB @®I'BOY BO "bpl'V".

B apxus ®I'bOY BO "Bbpl'V" mepenarorcst nena moCTOSHHOTO XpaHEHUs U Jiela MO0 JUYHOMY
COCTaBy O0YYarOIINXCS.

B cBoeil nearenpHoctu apxuB D®I'BOY BO "Bpl'V" pykoBOACTByeTCS HOPMATHBHBIMH U
METOJIMYECKUMU TIoKyMeHTaMu PeepanbHON apXuBHOM cityk0b1 Poccuu.

Jlena mocTOSTHHOTO CpOKa XpaHEHUs MEPEIaloTCs B apXUB MO OMUCSM.

Jena BpemenHoro (10 10 et BK/IIOUMTENBHO) XpaHEHMs Mepefade B apXuB, KaK MPaBUIIO, HE
MOJJIEXKAT, OHU XPAHATCS B CTPYKTYPHBIX MOJPA3ACICHUAX U M0 UCTEUYECHUH CPOKOB XPAHEHUS MOIekKaT
YHUUYTO)KEHUIO B YCTAHOBJIEHHOM IOPSJIKE.

[Ipuem xkaxmoro Jena MPOU3BOAUTCS pPAOOTHHUKOM apxuBa B MPHUCYTCTBUU pabOTHHKA
CTPYKTYypHOTO mojpa3zzieneHus. Ha sk3eMmiuisipax onucu NMPOTUB Ka)JOro JeNla, BKIIOYEHHOI'O B Hee,
JieNlaeTcsl OTMETKA O HAJIM4YuU Jena. B KOHIe KaXIoro 5K3eMIUISIpa OMUCH IU(PpaMU U IMPOIMHUCHIO
MPOCTABISETCA KOJIMYECTBO (PAKTUUECKU MPUHATHIX B apXWB JIeJ, HOMEPa OTCYTCTBYIOIIMX €M, Jara
npueMma-repesadn e, NOANMCH pabOTHMKA apxuBa M paboOTHHKA, nepeaasmiero aena. OO6pazer
odopmiieHHs 00JI05KKH U JINCTa-3aBEPUTENIS Jiefia IPEJICTABIECH B IPHIIOKEHHUH 9.
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[Tpunoxenue 1

WIpudyr HntepBan
KelI“)JIB 10 \ OBPA3ELl O®OPMJUIEHUSA ITPUKA3A ﬁ;;’;fg’;;poqﬂmﬁ i
MUHHCTEPCTBO HAYKU U BBICIIIET'O OBPA3OBAHMSA POCCUNCKON ®EJIEPALIUMA
Wnrepsan / HIpudt
Mexay- OEJIEPAJIBHOE 'OCYJAPCTBEHHOE BIOIXKETHOE xernmr 12
g;i iglﬁﬁ OBPA3OBATEJIbHOE YYPEXJIEHUWE BBICILIEI'O OBPA3OBAHN A
«BPATCKHI I'OCYJIAPCTBEHHBII YHI/IBEPCI/ITET»\
(®I'BOY BO «bpI'V») y
WHuTepBan MexIyCTpOYHBIH -
HIpudT keras 12 IBOMHOI
MNPUKA3
2026 Bbparck  Ne

/ pudT kerap 12

06 ytBepkaeHnn MHCTPYKIIMU 110 A€TONPOU3BOICTBY

C nenbto coBepiieHCTBOBaHUS padboThl ¢ nokymeHTamu B PI'BOY BO «bpl'Y» u obecnieuenus ux
COXPaHHOCTH, B COOTBETCTBUU €O CBOAHON HOoMeHKIaTypoil nen ®I'bOY BO «bpl'Y», pykoBoJaCTBYSCh
. 4.23 YcraBa @I'6OY BO «bpl'Vy,

[IPUKA3BIBAIO: — | HWpudr keras 12

MIpudr xerms 12

1. VrBepauth UucTpykimto no aenonpousBoictsy B PI'BOY BO «bpl'Y» (Ilpunoxenue).

2. Cuynrath yTpatuBmHMM cuity npuka3 ot 17.06.2008 Ne 161 «O6 yrBepxnenun MHCTpYKIMU 110
nenornpou3BoactBy B 'OY BIIO «bpl'Y».

3. PykoBoguTensiM CTPYKTYpHBIX MOJpa3JeieHuil, JekaHaM (HaKyJIbTeTOB, 3aBEIyIOIIUM
kadenpamu ¢ 15 anpens 2026 rona nmpu opopMIEHHH IOKYMEHTOB PYKOBOJCTBOBATHCS IMpaBUIAMHU
JIEJIONPOU3BO/ICTBA, 3aKPEIUICHHBIMHU BbIIEHA3BaHHOW MHCTpyKIMEi.

4. Ha3HauuTh OTBETCTBEHHBIM 3a TMpeJOoCTaBieHHe WHPOpPMAMK [UIsI pa3MelIeHHs Ha
odpunmansaoM caiite ®I'BOY BO «bpl'Y» 3aBenyromero kanuensipueit Kysnerory H.H.

5. KoHTposnb 3a ucronHeHneM nprKas3a OCTaBIso 3a co0oil.

[Tpunoxenue: Ha 58 1. B 1 3K3.

Pekrop (moamnuce) N.1. CmupHOB
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[Iponomxkenune npunoxxenus 1

OBPA3EI] 3AIIOJTHEHHU A OBOPOTHOM

CTOPOHBI ITPUKA3A
II : pudr
POEKT BHOCHUT: _—" o
KaHLEJSIpUs
Hcnonnurens:
H.H. Ky3nenosa (moamnuce)
ten.344-017
COI''TACOBAHO:
IIpopekTop 1o
CTPATErn4YeCKOMY Pa3BUTHIO (moamuck) M.M. Muxainos
(aTa BU3HPOBAHUS)
Havansnuk ornena
FOPUJINYECKOTO COITPOBOKICHUS
U JJOKyMEHTO00O0pOTa (moamucek) H.H. KpaBuosa
(1aTa BU3MPOBAHUS)
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[Tpunoxenue 2

lpudr \ OBPA3ELl O®POPMJUIEHU S PACIIOPAKEHUSA lpudt

Kkerib 10 Kxerp 12

MUHHCTEPCTBO HAYKHU U BBICIIIETO OBPA3OBAHM S POCCUMCKON ®B/IEPATTUN

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BYOJDKETHOE
OBPA3OBATEJIbHOE YYPEXIEHHWE BBICILIEI'O OBPA3OBAHM A

< [ \ HTEpBAJI
«BPATCKUU T'OCYJAPCTBEHHBIU YHUBEPCUTET» Eem;;c"[poqﬂuﬁ B
(OI'BOY BO «Bpl'Y») OAMHAPHEIT
2
Wpwr werm 1 PACIIOPSKEHUE
2026 Bparck No Wlpndr Kers 12

/

OO0 0OHOBJIEHUY CBEIECHUI 110 MaTEPUATILHO-TEXHUUECKOMY 00€CIIEUEHUIO
CHelHaIbHbIX TOMEIIEHUN

B nensx moarotoBku k pazpabotke padounx nporpamm aucuuriaud (PILJ]) 8 UC «Ilnanby mis
2027 rona Hayasia moIrOTOBKH

OBA3bIBAIO:

1. 3aBenyromux kadenpamu B cpok g0 28.10.2026 mnpemoctaBuTh B y4eOHBIH OTHEN
OOHOBJICHHBIEC CBEJICHUS 110 MAaTEPHAIHHO-TEXHHUECKOMY 00ECIICUCHUIO CIICIIUAIbHBIX TIOMEIICHHH.

2. Yueonomy otaeny (Eroposoit E.E.) B cpok mo 15.11.2026 oGecrnieuuTh BBOJ OOHOBJICHHBIX
CBEICHUI 10 MaTepHaIbHO-TEXHHUYECKOMY OOCCIICYCHUIO CIEIHMAIbHBIX MPOrpaMM B MEHEDKEp
MaTepHaIbHO-TEXHUYECKOr0  obecriedeHuss  moxynsi  «Paboume  mporpamMmbl  AMCHUIUIAHY,
NC «Ilnanbm.

3. KoHTpob 32 UCIIOTHCHHEM PACTIOPSKEHUST OCTABIISIO 32 COOOH.

[TpopexTop o oOpazoBaTeIbHOM

NEeSATEIbHOCTH (moamuce) JLJI. JIeGeneBa
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[Tpunoxenue 3

OBPA3ELl O®POPMJUIEHMS ITPOTOKOJIA

MUHHCTEPCTBO HAYKU U BBICIIIET'O OBPA3OBAHMS POCCUMCKON ®EIEPAITN

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJDKETHOE
OBPA3OBATEJIbHOE YYPEXIEHHWE BBICIIEI'O OBPA3OBAHNMA

"BPATCKHWI I'OCYJAPCTBEHHbI YHUBEPCUTET"
(®T'BOY BO «bpl'Y»)

IMPOTOKO.I
3acejaHusl KOMHCCHH TIO0. ..
10.01.2026 Ne'l
Bbparck

[Ipencenarens: U.0O. Gamunus
Cexpertapp: 1.0. Gamunus

[IpucyrcrBoBanu: N.0. ®amunus, 1.0. Gamunus. ..
unu
[IpucyrcrBoBanu: 17 yenoBek (CUCOK MpUIIaraeTcs).

[NOBECTKA IHA:

1. O mepax mo peanuzanuu GeaeparbHON IEIEBOI MPOTPaMMBL. . .

Hoxknag ®@amunus 1.0., 10IKHOCTb
2. ...

1. COIYIIAJIA: ®amunus U.O. — TekcT AoKIana mpuiaraeTcs.
BBICTYIINJIA:
®amunus U.0. — kpaTkoe cojiepkaHne BbICTYIUICHUS.
@amunus U.0. — kpaTkoe coliep:KaHnue BbICTYIUICHHUS.
INOCTAHOBHWJIN
1.1. IToaAroTOBUTH U YTBEPAUTH IIaHBI PAOOTHI IO MPOEKTaM (eepabHON 1IeNIeBON MPOTPaMMBl. . .
1.2....

2. CJIYHIAJIN: ®amunus N.O. — TeKCT 10KIIaaa MpujiaracTcsl.

BBICTYIINJIN:
®amunus U.0. — kpaTtkoe cofiep’KaHue BBICTYIIICHUSI.
HNOCTAHOBUJIN
2.1. ...
22. ...
[Ipencenarens (moamuce) N.0. ®amunus
Cekperapb (monmuce) N.0. Gamunus
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[Tpunoxenue 4

OBPA3ELl O®OPMJUIEHUSA AKTA
MUHUCTEPCTBO HAVKU U BBICIIETO OBPA30BAHMS POCCUNCKOM ®EJEPALIUNA

OEJIEPAJIBHOE I'OCYJAPCTBEHHOE BIO/DKETHOE
OBPA30OBATEJIbHOE YYPEXIEHUWE BBICIIEI'O OBPA3OBAHUA

"BPATCKUM 'OCYJAPCTBEHHbIA YHUBEPCUTET"
(®I'BOY BO «bpI'Y»)

HEHTPAJIBHAA ITPUEMHA A KOMUCCHUA
AKT Ne 12
CIIMCaHUsI MaTepUATbHBIX IEHHOCTEH

16 maprta 2026 rona r. bparck
CocTaBileH KOMHUCCHEM:
[Ipencenarens — nomkHOCTh, @amuinus 1.0.
YireHbl KOMMCCHUH: JOKHOCTE, @ammimsa 1.0., nomxHoCcTh, @ammmsg 1.0. ...

Mpbl1, HUKETIOIMKUCABIINECS, TOATBEPKAAEM, UTO. ...
CocraBiieH B JBYX 3K3eMILUIApaX:
1-#1 sx3eMIUIsIp — B PUHAHCOBO-3KOHOMHYECKOM YIIPaBJICHUH,

2-1i DK3eMILISIp — B [ICHTPAIIbHON MPUEMHON KOMUCCHUHU.

[Ipunoxenue: Ha 2 JI. B 2 9K3.

[Ipencenarens koMuccuu (monmucek) N.0. Gamunus
YJieHBl KOMUCCUH: (moamuce) N.0. ®amunus
(moxmuchk) N.0O. ®amunus
50

HNucrpykuus 1no AEJIONPOU3BOICTBY (penepaabHoro

N-1.4-8.0-3.0-2026 roCcy1apCTBEHHOT0 OK/IKETHOT0 00Pa30BaTEIbHOIO YUpPeKIeHHS

BbICLIET0 o0pa3oBaHusi «bparckui rocyaapcTBeHHbII

YHUBEpPCUTET»




[Tpunoxenue 5

OBPA3ELl O®OPMJUIEHMSA AEJIOBOI'O IMCBbMA

JlupeKxTopy 110 MapKETUHTY
OAO «PaccBer»
H.A. Hukurunoii

yi1. iBaHoBa, 1.14, 0¢.1001
r. Upkytck 664075

O npenocTaBlIeHUH METOANYECKUX JOKYMEHTOB
o pabote B cpene «Konexc-Ceppep»

VYBaxaemast Hatanbst AugpeeBHal
B cooTBeTcTBMM ¢ TIpeABapHUTENIbHONW JOTOBOPEHHOCTHIO BBICBUIaeM Bam Meroaudeckue
pexomMeHmanuu 1o pabore ¢ MHPOPMAIMOHHBIMU pecypcamu B cpene «Komekc-CepBep» M onmcaHue
JIOTUYECKUX OINepaluii, HCIONb3yeMbIX IPU TOUCKE JIOKYMEHTOB B HH(OPMAIMOHHOW cHCTEME

«Konexkcey.

[Ipunoxxenue: Ha 6 1. B 1 3K3.

IIpopekTop 1o Hay4YHOH U

MEXIyHapOAHON AESITEIbHOCTH (moamuce) C.C. Cokozos

Ucnonuurens:

C.B. IlerpoBa

tei. 344000
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[Tpunoxenue 6

OBPA3EI] O®OPMJIEHUS JOJIXKHOCTHOM MHCTPYKIIUA
MUHUCTEPCTBO HAVKHU U BBICIIETO OBPA30BAHM S POCCUMCKOM ®EEPALIUNA

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIO/DKETHOE
OBPA30OBATEJIbHOE YYPEXIEHUWE BBICILIEI'O OBPA3OBAHUA

«BPATCKHUH I'OCYJAPCTBEHHBI YHUBEPCUTET»

(®I'BOY BO «bpI'Y»)
COI'JTACOBAHO: YTBEPX/AIO:
[Tpencenarens 110 paGoTHUKOB Pexrop ®I'BOY BO «bpl'V»
OI'bOY BO «bpl'V»
N.0. Gamunus N.0. ®amunus
[Tporoxon 3acenanust [Ipopxoma " 20 T
or"_ " 20 . Ne

JOJKHOCTHASA UHCTPYKIUA
Ha3BaHHe J0/KHOCTH M Kadeapsb! (MM moapasae1eHus)

CoracoBaHo:

[TpopexTop no yuebHoli paboTe TOJIINCH N.0. ®amunus
(nyM IPOPEKTOP MO CTPATErHICCKOMY
Pa3BUTHIO)

3aBenytomnuii kageapoit IOJIHUCH N.0. ®amunus

(W11 PyKOBOJUTEINH CTPYKTYPHOTO
NOJIpa3ICIICHNUs)

C M0JKHOCTHOI HHCTPYKIME 03HAKOMJIeH(a):

Jara ITonmnuce d.1.0.
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[Iponomkenune npunoxeHus 6

1. O0uue moJoxKeHus
Tekct pa3nena

2. DyHKIUU PadOTHUKA
TEKCT pa3zerna

3. Io1KHOCTHBIE 00SI3aHHOCTH PA0OTHHKA
TekcT pa3nena

4. IIpaBa padoTHMKA
TekcT pa3nena

5. OTBETCTBEHHOCTh PA0OTHHKA
TekcT pa3nena
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[Tpunoxenue 7

OBPA3EIl O®OPMJIEHUS CJTYKEBHOM 3AIIUCKH

Pextopy ®I'BOY BO "bpI'V"
N.N. CmupHOBY

nexana G3uyYO

A.A. AnekcaHIpoBoii

cny>1<e6Ha;1 3aIiuckKa.

st opranu3anuu pabodero Mecta BEAyIIero JOKyMEHToBena (hakyabTeTa mpoIry mpHoOpecTH
KOMIThIOTEP M OJIOK OecriepeO0HHOTO MTUTaHKS.

«_» 20
Hexan ®3uYO (moamucek) A.A. AnekcanzipoBa
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HNucrpykuus 1no AEJIONPOU3BOICTBY (penepaabHoro
N-1.4-8.0-3.0-2026 roCy/IapCTBEHHOT0 OH/I’KETHOT0 00pPa30BaTEIbHOTO YUpeKIAeHUs!
BbICLIET0 o0pa3oBaHusi «bparckui rocyaapcTBeHHbII
YHUBEPCHUTET»




[Tpunoxenue 8

OBPA3ELl O®OPMJUIEHUA HOMEHKJIATYPBI JAEJI
®EJIEPAJIBHOE TOCYJAPCTBEHHOE YTBEPXKJIAIO
BIOJ’KETHOE OBPA30OBATEJILHOE
YUPEK/JIEHHUE BBICIIEIO OBPA3OBAHMUS Pexrop ®I'bOY BO «bpl'¥»
«BPATCKHUM FOCYJAPCTBEHHBIN N.0. Gamunus
YHUBEPCHUTET» (®IT'BOY BO «BpI'Y»)
HOMEHKJIATYPA JIEJI
Ne 07-07 « » 2026
r. bparck
Cpoxk
Nunexc XPAaHECHUSA U
5 3aroJI0BKH A€l paHe [Tpumeuanne
nena CTaThs 110
MIEPEYHIO
1 2 3 4
PEKTOPAT
01 MIPUEMHAS PEKTOPA
01-01 denepanbHbIe 3aKOHBI u Ho OTtHocsmmecs K
JIOKYMEHTBI K HUM MWHOBAHUSA  JICSITEIILHOCTH
(TmocTaHOBJIEHUS, TOKJIabl, HATO0OHOCTH YHHUBEPCHUTETA —
AHAJIMTUYECKUE CITPABKH) Cr. 1 IIOCTOSIHHO
01-02
01-03
W.T.].
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HNucrpykuus 1no AEJIONPOU3BOICTBY (penepaabHoro

N-1.4-8.0-3.0-2026
BbICLLIET0
YHHBEPCHUTET»

roCcy/IapCTBEHHOr0 OIIKeTHOT0 00pa30BaTeJIbHOI0 Y4peKIeHUs:

o0pa3oBaHusi «bparckui rocyaapcTBeHHbII




[Tpunoxxenue 9

pudr
Keris 18

/ OBPA3ELl O®OPMJUIEHHUSA OBJIO’KKH U JIMCTA-3ABEPUTEJIA JEJA

1 9_ pudr

—_— Kerb 10

MUHUCTEPCTBO HAYKHU U BBICILIET'O OBPA30BAHMS POCCUMCKOM ®EEPALIMNA

A03auHBId OTCTYTI
TIEPBON CTPOKHU —

275 ont OEJIEPAJIBHOE I'OCY JIAPCTBEHHOE BIOJUKETHOE

OBPA3OBATEJIbHOEVYYPEXAEHUE BBICIIET'O ObPA3OBAHNMA

«BPATCKUM T'OCYJAPCTBEHHBI YHUBEPCUTET» | lilpugr
(®I'bOY BO «bpl'V») Kernp 12

['ymaHuTapHO-TIEAArOrHUECKUi (paKkynbpTeT

pudr
Keriab 36

%
JNEJIO Ne

pudr
Kerib 16

[TpoTOKOIIBI 3aceIaHnl YICHOTO COBETa
I'YMaHHUTapHO-TIeJarOTHIECKOTO (haKyIbTeTa
U JIOKYMEHTBI K HUM
(Tom 2)

[TIpoTokom ot 18 mapta 2025 roga Ne 8
[TpoToxoin ot 28 utons 2025 roga Ne 13 \

HlpudpTt

/ Kerib 16

Ha 176 nucrtax
XpaHUTh OCTOSHHO
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HNucrpykuus 1no AEJIONPOU3BOICTBY (penepaabHoro
N-1.4-8.0-3.0-2026 rocyJ1apCcTBEeHHOIr0 OI0’KETHOT0 00pa30BATENbHOIO Y4Ype:KIeHUs!
BbICLIET0 o0pa3oBaHusi «bparckui rocyaapcTBeHHbII
YHUBEPCUTET»




[Tponomkenue mpumoxxenus 9

JIMCT - BABEPUTEJIb JIEJIA Ne

B nene nmoammTo 1 NpoHyMEpOBaHO JHcT (OB), B TOM YHCIIE!

JIUTEPHBIC JTUCTHL MIPOITyIIeHHbIe HOMepa
+ JINCTOB BHYTPEHHEN OIHCH

OcobenHocTH (hU3NIECKOro

Ne Ne nuctoB
cOCTOsTHUS ¥ (hOPMUPOBAHUE JIeNa

01 HOsOps1 2026 roga Apxus
Bparckoro rocy1apcTBEHHOTO YHHBEpCUTETA
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HNucrpykuus 1no AEJIONPOU3BOICTBY (penepaabHoro
N-1.4-8.0-3.0-2026 rocyJ1apCcTBEeHHOIr0 OI0’KETHOT0 00pa30BATENbHOIO Y4Ype:KIeHUs!
BbICLIET0 o0pa3oBaHusi «bparckui rocyaapcTBeHHbII
YHUBEPCUTET»




JIMCT COI'JTACOBAHUA HHCTPYKIIUHU
N-1.4-8.0-3.0-2026
WHCcTpyKIMs 1O AEIONpPOU3BOACTBY (ellepanibHOro roCyJapCTBEHHOTO OIOJKETHOTO 00pa30oBaTEIbHOIO
yupeKIeHus BbIcuiero oopa3zoBanus «bpaTckuii rocy1apcTBEHHbBIN YHUBEPCUTET»

JlomKkHOCTD IToamnuce ®.1.0. Jlara

[IpopekTop o
CTpaTeruyecKoMy
pPa3BUTHIO

Ceroruaa M.B.

[IpopekTop o

00pa3oBaTeIbHOU

p [TaTpycoBa A.M.
JESATEIIBHOCTH
['maBHbI OyxTanrep IInckynoBa ML.T'.

Benymmit cnenupanuct

CMK Cwmopxkanosa JI.B.

HavanpHuk otnena
IOPUIUTYECKOTO

COIIPOBOXKACHUS U unko A.A.
JIOKyMEHTO000pOTa

HauannrHuk otnena

HH(bopMauI:IOHHHx Masmiox JI.B.
TCXHOJIOTUH
58
HNucrpykuus 1no AEJIONPOU3BOICTBY (penepaabHoro
N-1.4-8.0-3.0-2026 rocyJ1apCcTBEeHHOIr0 OI0’KETHOT0 00pa30BATENbHOIO Y4Ype:KIeHUs!
BbICLIET0 o0pa3oBaHusi «bparckui rocyaapcTBeHHbII
YHUBEPCUTET»




[Tpunoxenue 2 K nmpuxasy
oT «23» utons 2026

JIMCT O3HAKOMJIEHUA

¢ Muctpyknueii no aenonpous3Bosictsy ®I'BOY BO «bpl'Y», yrBepxkaeHHON
IIPUKA30M OT 2026 Ne

HaNMEHOBaHME CTPYKTYpPHOI'O NOJpa3eeHUs

dUO 3anumMaemast JOJKHOCTE TToamuce Jara

e = =
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