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MHHHCTEPCTBO CENBCKOTO XO3HHCTBA POCCHICKOMN Denepaunn
(penepanshoe rocyaapeTeentoe DK pKeTHOE 00Pa30BATEIBHOE YUPEHICHHE

% ¥ BhICILIETrO 00pasoBanus 3

«lOsno-Y panbCKHil rocyJapcTBeHHBIH arpapHLId YHHBEPCHTET»

(PI'BOY BO [0xuo-Ypanscknit FAY)
Honoxenne

lﬂ%ﬁ:ﬁ;ﬂz- no deaonpouseodcmsy @I'EOY BO I0xcho-Ypaavckuit TAY

1. OGIIHE NOJOMKEHHMS

1.1, Hacrosmuee [Tonoxenne no aenonpousponctsy (aanee - [lonoxenne) paspaborano B uensx
YCTAHOBICHHS  euHbIX  TpeboBanuil Kk noarotopke, o0paboTKe, XPaHEHHIO H  HCMONB3OBAHMIO
OOpasyIOUHXCH B JICATENLHOCTH (pelepaibHOro rocyaapeTseHHOTO O10/KeTHOrO 06pazoBaTeNbHOTO
yupekaenus pbiciiero obpasosanns  «lOxuo-Ypanwckuii  arpapHbii  yHHBepcHTeT»  (manee —
YHHBEPCHTET) IOKYMEHTOB, COBCPHICHCTBOBANMS AEIONPON3BOACTBA B Y HHBCPCHTETE, MOBBILICHHS €T
appexTnsHOCTH.

1.2. lonowenne paspaboTano B COOTBETCTBHH € 3aKOHONATENLHUBIMH H HHBIMH HOPMATHRHBIMH
npasossiMH aktamu Poccuiickoit ®epepaunn 8 chepe nudopmatiun, JOKYMEHTALHH H aPXHBHOTO €A,
|Yerasom  Yuusepeurera, MeToanvecKHMH —peKOMEHAALMAMH 110  pa3paboTke HMHCTPYKUMH 1o
| e0nponIBOACTBY B (heCPAIBHIIX OPraHAX HCHONHWTCALHON BAACTH, YTBEpHICHHBIMH MPHKA3OM
Pocapxusa ot 23 aexabpa 2009 r. Ne 76, Muerpykumeil no nenonponssoactsy B MuHHCTEpCTBE
obpazosanus 1 Haykn Poceniickoil @enepauns, yreepaaennoi npuxazom Munobpuayks Poccun ot 30
\nexabpa 2010 r. Ne 2232,

1.3. Monowenne pacnpocTpanseTcs Ha OPraHM3aliio paboTHl ¢ AOKYMEHTAMH HE3aBHCHMO OT
BH/A HOCHTENA, B TOM YHCIE ¢ HICKTPOHHBIMH JIOKYMEHTAMH, BKIIOYaA HX MOATOTOBKY, PErHCTPALHIO,
|YHET H KOHTPOJIEL HCHOJNHEHHA, OCYLIECTBIAEMBIE C MOMOUIBIO ABTOMATH3HPOBAHHEIX (KOMILIOTEPHBIX)|
[ TexHOMOrHiL.
| Cucremnl  asToMaTH3uMpoBanHol 00paloTKM JOKYMEHTOB, NPHMEHAEMBIC B YHHBEPCHTETE,
| nomkHEl obecniedHBaTh BhNoaHenne TpeGosanmii ITonoxkenus.

I.4. Oprannsaums, BeIeHHe H COBEPIIEHCTBOBAHME CUCTEMb! JOKYMEHTAUMOHHOTO obecneveHns
YIpasienus JISAONPOH3BOJACTBA HA OCHOBE EIHHOH TexHHYeCKofi NOAMTHKM M TNPHMCHEHHS
COBPEMCHHBIX TEXHHYCCKHX Cpencts npu pafore ¢ AOKYMEHTAMH, METOIHHYECKOE DPYKOBOJACTBO H
KOHTPOL 3a COOMIOACHMEM YCTAHOBJAGHHOrO mnopaika paboTel ¢ AOKYMEHTAMH B CTPYKTYPHBIX
MOJpa3feNeHHAX OCYIECTBIAETCH KaHLenapueil Y nuseperrera,

1.5, OTBETCTBEHHOCTD 34 OPraHM3alMI0 M COCTOAHHE JCIONPOHIBO/ICTEL, CBOEBPEMEHHOE H
Ka4eCTBEHHOE MCIOAHEHHE JOKYMEHTOB, B COOTBETCTEHMH ¢ HOPMATHBHBIMH TpeboBaHHSAMH IO
ACNONPOHIBOACTBY, HX COXPAHHOCTL B CIPYKTYPHLIX IOApas3/ielleHHAX BO3NAraeTcds Ha uUX
pykoBoanTenei.

Henocpencreennoe  BefeHHe  JINONPOM3BOACTBA B CTPYKTYPHBIX  [OApa3ieiclusx
OCYIIECTBIAMCTCH  CEKPeTapeM NOAPasAcacHHs MM pabOTHHKOM, HAIHAYEHHBIM pPacHOPAKEHHEM
PYROBOANTENA  OOApasiecacHus  (NpHKasoM  pektopa) # COBMCHIQIOIMM  BbITIONHEHHE
AENONPOH3BOICTBEHHBIX 0083aHH0CTel ¢ (PYHKUHOHAIBHBIMH O0A3AHHOCTAMH.

Buose npunsTeic padoTHHKH, HA KOTOPBIX BORTAIAIOTCH OOA3AHHOCTH MO BEJACHHIO
AEAONPOHIBOACTBA, 0083aHEI B TCUCHHE TPeX AHel nocie noctyniennd Ha paboTy NpoHTH HHECTPYKTaM
10 BEACHHIO ASONPOHIBOICTREA B KAHLEIAPUH Y HHBEPCHTCTA.

1.6. Conepikanne cnyxeOHLIX JOKYMEHTOB HE MOMJISKHT PAsrIALICHHIO, nepesada civikeOHbIxX
JAOKYMEHTOB, HX KOMMi, NPOEKTOB CTOPOHHUM OPraHH3alMsM JONYCKAETCH TONBKO € pajpeiueHHs
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pektopa Yuusepcurera. OO0 yrpare JoKyMeHTOB pabOTHHKH JIOKJQBIBAIOT  PYKOBOIHTENO
(nojpasaeneHus 1 coobaoT B KAHIEASPHIO.

' 1.7. Tlopsinok opraHu3aidd ¥ BEACHHA CEKPETHOrO JICHAONPOM3BOACTBA B YHHBEpCHTETE
|ocymecTaisiered B cooTreTeTinn ¢ Muerpykumeii no obecneuenuio peskuMa cexpernoct B Poceniickoii
Denepaunn, yreepiaacHHol nocranossenuem [Npasutenscrsa Poccuiickoii @enepausm ot 5 suBaps
{2004 r. Ne 3-1.

1.8, OcHOBHBIE IOHATHS:

AOKYMeHTUpOBanue — (pukcanus HHGOPMALHH HA MATEPHANLHBIX HOCHTEINX B YCTAHOBICHHOM
NnopsKe:

ACTONPOHIBOACTBO — JCATEALHOCTE, oDecneynBalon@as codtanne opHUHAIBHBIX JOKYMEHTOB
opranuzaumio paboTel ¢ HEMK B YHHBEpCHTETE;

AOKYMEHT — OQHIHATBHEI JOKYMEHT, 0(OpMICHHLIH B YCTAHOBICHHOM NOPAIKE H BKIIOYEHHbIH
B JJOKYMEHTOODOPOT Y HUBEPCHTETA]

WIEKTPOHHBI JOKYMEHT — JOKYMEHT, B KOTOpOM HH(OpMalks [pejcTaBieHa B MEKTPOHHO-
inpposoit popme;

ABTOP TOKYMEHTA — JIO/DKHOCTHOE JIHILO, CO3/IaBIIee JOKYMEHT:

BI/I [IOKYMEHTA — MNPHHALISKHOCTE JOKYMEHTA K ONPEACSeHHOR Ipynne JOKYMEHTOB Mo
NPHIHAKAM COICPAAHNA H LE/IeBOr0 HATHAYEHHS;

oopMieHNe IOKYMEHTA — TIPOCTARICHHE HCOOXOAMMEIX PEKBHIHTOB, VYCTAHOBJICHHBIX
NPABUIIAMH IOKYMEHTHPOBAHMA;

WIEKTPOHHAS HHPPOBAR MOANKUCHL — PEKBHIHT IEKTPOHHOIO JOKYMCHTA, MPEIHAIHAYCHHLI
Ul 3AIMTEL  JAHHOTO  3IEKTPOHHOIO JOKYMEHTa OT [OANEAKH, NONyHeHHBIH B pe3lyabrare
kpunrorpaduyeckoro  npeoOpaszoBanns  MHQOPMAlHK  ©  MCHOABIOBAHHEM  3AKPEITOTO  KIIOHA
TEKTPOHHON HQPOBOI NOAMHCH H NO3BONAOUIHIT HACHTH(QHIHPOBATEL BAAENLUA cepTHHKATA KITI0Ya
MOANNHCH, & TAKIKE YCTAHOBHTE OTCYTCTBHE HCKaKeHHA HH(OPMALIHH B 31CKTPOHHOM JOKYMEHTE;

PEKBHINT JOKYMeEHTA — 00A3aTe/IBHLI 2eMEHT OQOPMICHUA A0KYMEHTA;

Onank  gokymenra — Habop pPEKBH3UTOB, HACHTHQUIMPYIOMHMX aBTOpa OQHUHATEHOTO
NUCEMEHHOTO JOKYMEHTA;

NOLIHHHHK JOKYMEHTA — NepPBbiil 111 eIMHCTBEHHBII JK3eMIUIADP JOKVMEHTA;

KOIHH JIOKYMEHTA — JOKYMEHT, NOJHOCTBH) BOCHPOH3IBOMAMMH HHQOPMALHIO NOLTHHHHKA
JIOKYMEHTA H €ro BHCIINNE MPHIHAKM, HEe HMEIOLIMH I0PHAHYeCKOl CHITLI;

JABEPEHHAS KONHS — KONHA JIOKYMEHTa, Ha KOTOPOH B COOTBETCTBHH € YCTAHOBJISHHBIM
NOPAAKOM NPOCTARNAIOT HEOOXOHMBIE PEKBH3NTLL, IPHAAIOLLIHE el IOPHIANYECKYIO CHIIY;

WPHIHYECKAN CHAA AOKYMEHTA — CBOACTEO OQHUHANEHOIO HOKyMeHTd, coobuaeMoe emy
JSHCTBYIOUIHM 3aKOHOATENLCTBOM, KOMIIETEHIINEH H31ABIIETO €0 OPraHa H YCTAHOBJICHHLIM OPSIKOM
oopMaeHH;

yuupununposanuas Gopma J0KYMEHTA — COBOKYHOCTE PEKBHIHTOBR U THIOBLIX (IparMeHTOBR
TEKCTa JIOKYMEHTH, YCTAHOBJICHHBIX B COOTBETCTBHHM C peluaeMbiMH B JaHHOH cdepe IeATeNnbHOCTH
3aauaMi B PAcHIONIOKEHHBIX B ONPEIEIEHHOM MTOPAIKE HA HOCHTENE HH(OPMAIHH;

wabaon  Oaamka  (yuuduumposannolt  dopmbl  ZokymeHTa) —  GmaHK  JOKYMEHTa
(yunduuuposannas popMa JOKYMEHTa), IPEACTABICHHEIH B AMEKTPOHHOM (opme;
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AOKYMEHTOOBOPOT  ABHXKEHHE JOKYMEHTOB ¢ MOMEHTA HX CO3JANHA WiAH NONYYEeHHA 10
JABEPILEHHA HCITONHEHHS, NOMENLEHHA B XEN0 H (HAH} OTIIPABKH B APXHE;

00LeM NOKYMEHTUOOUPOTA — KOJHUYSCTBO JOKYMEHTOB, NOCTYIMBIUHE B YHHBEpPCHTET H
COIAAHHBIX HM 32 OlIpeAefieHHBIA TIEPHO;

PErHCTPAUMA JOKYMENT2 — NPHCBOSHHE [OKYMEHTY PerHCTPaLHOHHONG HOMEPA H 3ANHCH B
YCTANOBICHHOM TIOPAUKE CBEAEHHIT 0 JOKYMEHTS;

HOMEHKAXTYDAE el ~ CHCTEMATH3HPOBAHHBI TepeyeHb HAHMEHOBAHWH Ne)t, GOPMUPYEMBIX B
YHHBEPCHTETE, ¢ YKAJUHHEM CPOKOB HX XPAHTHHA,

ICNCPTHIA NEHHOCTH JTOKYMCUTOE — H3YUeCHHEe MNOKYMEHTOB Ha OCHOBAHHH KDHTEpHEE X
USHHOCTH 1 UCNAN OLPEAENESHHA CPOKGE ApaHeHHA JOKYMCHTOB Il OTOOpPa HX IS BRIKYEHHST B COCTAE
Apxnaioro gonaa Poccuiickoi Pepepaunn;

A€o — COBOKYNHOCTL JOKYMEHTOB HIH OTASABHBI UCKYMEHT, OTHOCALWMUESS K OJHOMY BaOpOCY
HAH YYACTKY NEUTERLHOCTH;

¢0|}MII|'.I'UBHHHE NeIA — TPYNNHPORKA ACTONHCHHEIK JOKYMCHTOE B J2n0 B COOTBETCTEHH <
HOMEHEIATYPOR L)1

NEeYATL - YCTPGHCTBO, COAEPKAlLEE KAHLIE TEYATH AN IAHSCEHHA OTTHCKOB Ha GyMAry;

WTAMA -~ YCTPOWCTBO NpPAMOYTONbHONH GopMBl 479 MPOCTABNEHHA OTMETOK CNIPABOMHOTO
Xapaxtepa 0 1101y SeHHY, PEIHCTPAUHE, NPOXOKASHHH, HCOONHESHHH JOKYMEHTOB H Ap.

2. HPABHAA MOANOTOBKH H O OPMJ/JIEHHA TOKYMEHTOB

2.1. BravKkn AoKyMenTop

2.1.1. JokymeHTLL. <o3naBacMbie B YunsepcnteTe, ohopMIgIOTea Ha 6aadKax, HA CTAHIAPTHRIX
nucrax Oymarn popmara Ad (210x297 mm). A3 (148x210 pM) HAH B BILIE INEKTPOIINIBIX TOKYMCHTOR H
IOMKHBI HMETE YCTAOBACHUBLH COCTAR PEHBU3KTOB.

2.1.2. Pacnonowene pekBH3UTOB Ha BAaHKax opranniaiqoiIHO-pacnopAIHTENBHEX JOKYMEHTOR
fomwno  cootmercisosats TOCTy [ 6.30-2003 «YUH(HUNPOSAHHAS CHCICMA  OPLAHMALHOHHO-
pacnopuaneibHOl  aokymenTaund.  TpeSopadna & OGOPMASHHI  JOKYMEHTOB»,  HHLIM
FURPHUHPOBAHHLIM HOPMAM,

2.1.5. B ¥YuHpepcuTeTe NpHMENAKITCA DAAHKH:

= OnaMk nuceMa (npunoskenua Me 1, 2, 3.4% :

+  DUIAHK KOHKPCTHOMO BHAA IOKYMENTA (MpHKas (MpHAOKeHHe Ne 5}, pacnopmkeHue
{IpHAOHKEHHE Ne 6)):

2.1.4. OOpaziel GIAHKOR B Y HHBSPCHTETE YTREPKIAIONCH IPUKAZOM PEKTOPA YHHBEpCUTE S,

2.1.3. Pazmiepwl caykcOUEIX NOJEH HA UOKYMEHTE DMTKHB ObITh He Menee: 20 Mu - nenoe; 20 MM
- epxnce. 20 MM - HuasHee; 10 MM - opasoe.

2.1.6. baaHKH  NOKYMEHTOR  MOCYT  HIFOTABAMBATLCA  UA  NIEPCOHANEHOM  KOMILIOTEPE,
THIOrpadgekumM CloCOBOM H ¢ IGMELLIBIC CPEACTE ONEPATHEHOIL MOINLPaH K {KCEPOKOMHH).

2.2. Gpopmacnue pekBIsINees 40KyMeNToB

Bepous 0]

1
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MHEHHCTEPCTRO CEMBLCKOTO X03THCTRA Poccuitckon e nepaitnn

(henepanbHOE rocyapeTBeHHOE DIOAKETHOE 0DPA3OBATENRHOE YHPEHKICHHE
BRICLIETO ODpa30OBaAHHA

«HOmno-Ypaneckuii rocyia HHBII arpapHbIil YHHBEPCHTET»
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JlokymenTsl, co3japaeMble YHHBEPCHTETOM, HMEIOT CTabHIBHBIE COCTAB PEKBH3HTOB, HX

PacioioaeHe 1 l]q}ﬂpMHEHHEq Coctap PCEKBHIHTOB KOHKPCTHOMO AOKYMCHTA ONPEC/IHETCA o BHAOM H
HazHAYCHHEM.

Hawmenosanue opranusaunm

Hanmenopanne opranmsalny, sSBISIOmEHcs aBTOPOM IOKYMEHTA [0/KHO COOTBETCTBOBATH
HAHMCHOBAHHIO, 3aKpPEIUIEHHOMY B €€ vupeaHTenbHBIX JokyMmentax. CokpallleHHOe HaWMeHOBaHHE
YHHHEPUHTETH MOMEUIANT HHAE NOMHOIO HIH 33 HHM. Hﬁﬂ. HAHMEHOBAHHEM OPIraHH3AIHH YKA3RIBANOT
COKpallleHHOe HauMenoBan#e Belnectoswed opranmsannn (MUHCEJIBXO3 POCCHH).

Cuopasounsie 1aunbie 00 Yuusepenrere
Cnpapounpie nanusie 00 Yuupepcurere ykaspiBatotes B G1aHKax miuceM W BKIIOMAOT B cebs,

noyrossiil anpec Yuupepeutera, Homep tenedona, daxca, ofuumanbHeii agpec 3MMEKTPOHHOI NOYTEL,
Hurepuer anpec.

Bua noxymenta

Haumenopanne suja wznasaemoro gokvmenta (ITPUKA3, TTPOTOKOJI, PACIIOPSIKEHHME,
AKT) semouaetcs B O1aHK COOTBETCTBYIOMENO BHAA JOKYMEHTA WM YKA3hIBACTCH COCTABHTENEM NpPH
NOAroTOBKE JOKYMEHTR. Haumenosanue BHIA H PAIHOBHAHOCTH JOKYMCHTA HE YKAZLIBACTCA B MHCEMAaX.

Mara gjoxymenra
| Jlaroil noxymeHTa ABIACTCA NATA €r0 MOAMHCAHWS WIH YTBEPIUICHHS, UM MPOTOKONA - Jara
|3acefanus (MPUHATHA pelIeHNs), A akta — fara coOurrus. JlokymenTsl, H3nanusie aByms win Oonee
|OpraHU3aLHAME, J0MKHBL HMETH OIHY (€AMHYIO) AaTy, KOTOpas COOTBETCTBYET Hanboxee no3aHci aaTe
‘ NOANHCAHHA.

Hary noxymenta odopmiasior apabekumi udpami B H0CHEA0BATENBHOCTH, JISHE MECALA, MECHLL,
{roj. Jlens mecsna 1 mecall ohOpMARIOT ABYMA Napami apabckux umdp, pasjienedHbIMA TOYKOI; roa -
1'-IE'THFLME apabcxumu undpamu. Hanpumep, nary 7 utons 2016 r. cneayer odopmaars 07.06.2016.

Honyckaeres cnosecTHO-UHGPoBOH crocod ohopmiaeHHs NaThl, KOTOPHI MOMET NPUMEHATHCA
NP HANMWCAHMK JIAT B TEKCTAX MPaBOBLIX AKTOB, NPOTOKOMOB, NOpYYeHHil, ()MHAHCOBBIX AOKYMEHTOB,
MHCEM, CIYKEOHBIX 3amuCoK, Tenerpamm, Haupumep 7 wmionsa 2016 r. Jlarel B KajleHIapHBIE CPOKH B|
TEKCTe NPOEKTOB IOKYMEHTOB MHCATh clieayomusM obpazom: 3 sausaps 2016 r., B ausape 2016 8 |
kpaprane 2016 r.; 3a 11 mecsiues 2016 roaa, 8 2016 roay, na 2016 roa, ¢ 2014 no 2016 roa, 1991-2016
rogax. Ecinm garta yKaszpiBaeTes B KOHIE NPEIOKEHHA, TO CA0BO (IO NMHIIETCH NONHOCTLIO.

Jlaty npocrasnser A0MKHOCTHOE JHIO, MNOAMHCHIBAIOWIES AOKYMEHT, HENOCPEACTBEHHO MpH
NOANHCAHMA; COTPYAHHK KaHUENAPUM NpH  perdcrpauui  aokymenta. [lpw noarotoBke npoekta
NOKYMEHTA Ne4aTaeTes TonbKo 0003HaYeHHe Mecslla H roja.

Bee ﬂ.’i}"}KEGHbIE OTMETEH Ha JOKYMEHTE, CBAZAHHLIE C €0 NPOXOWIeHHEM H HCNOJHEHHEM,
JOJGEHBL JATHPOBATECA H NOAMHCLIBATLCH.
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Mecto NPOCTABIEHHA JATEI HA JOKYMEHTEC 3ABHCHT OT MCHNO/Ib3YEMOTO Oanka v BHIA JOKYMCHTA.
Ecnu na Gaanke oTMedeHo MecTo A JaThl, TO OHa TaM W craButea. Ecan mecto AUIA JaThl HHEAK HC
OTMEYCHO — JIATA NPOCTABINACTCH HHHE MOJITHCH.,

Perncrpannonuelii HoMep 10KyMeHTa

PerucTpanmn nojiexar BCe CO3JaouiMecs B YHHUBEPCHTETE MOKYMEHTH H MOCTYHDAOIIHE OT
JIPYTHX Opragn3auui 1 PU3HIecKHX JHIL.

Perncrpanionnblii HOMEP PacnopAAHTENBLHOIO JOKYMEHTA COCTOHT H3 €ro MOPAIAKOBOIO HOMepa
H TPOCTABIACTCA B MECTE OTMETKH A4 OPOCTABICHHA OAThl H PETHCTPANHOHHOIO HOMEpA MOCIIE ET0
NOANHCAHHA (YTBEPHIASHHA).

PertcrpalidoHHelii HOMEP HCXOMMUIErD [AOKYMEHTa BKIKOHaeT B ceba KOA NojpasfiesieHus-
HCTIOJIHHTEHA, HD]}K.I[K{JBHE HOMEDP H HPOCTARMTACTCH B MECTE OTMETKH JUIA NPOCTABMICHHA JAThL.

PEFHC‘I‘[JHH,HGI'IHH“ HOMED BXOIALIETO JOKYMEHTA COCTOHT H3 €ro NopaikoBoro HoOMcpa H
NpOCTARIASTCH HA l‘:BGﬁl_},ﬂHUM OT TEKCTA IoJe JAOKYMCEHTA.

Cepuika Ha HEXOARULIIT HOMEP M AATY A0KYMEHTA

Cepiika  Ha  MCXOIANIAN  PErHCTPALMOHHBIN HOMEpP M JaTy [IOKYMEHTA [POCTABIAETCHA
HCTIOJIHHTEIEM TTPH NOATOTOBKE MHCBMa-0TBETA ¥ BKIIOYALTCS B COCTAB PEKBH3MTOB OJIaHKa MHChMa.

Aapecar

JlOKYMEHTRI aapecyloT B Opraibl BIACTH, OPraHH3alMAM, JIO/UKHOCTHBIM JHUAM, CTPYKTYPHBIM
NOApasAc/ICHHAM, TpakiaHam. AJIpecar pacnoiaraeTcs B MNPaBOM BePXHEM YIJIy NEpBOro NMcTa
nokymenta. [lpn  anpecopasun JokymMeHTa JIO/DKHOCTHOMY NHILY WHHIHANEL YKA3RIBAIOT Tepen
thamunueii, npu anpecoBaHuM HACTHOMY JHILY - Hocne daMiimy.
JlokyMenT aapecyercs KOHKPETHOMY JO/DKHOCTHOMY JIMIY B Clydae, eclH HMEHHO 9T0
AOBKHOCTHOE MO OyaeT paccMaTpHBaTe W NPHHAMATH PEUICHHA [0 BOMPOCAM, MOCTABICHHLIM B
HAMPABAACMOM eMY JokymeHTe. [Ipn 3T0M HaUMEHOBAHNE OPraHH3AIMK W TOAPA3ICNCHHA YKA3bIBACTCH
B HMEHHTE/IBHOM NaAeke, a JOLKHOCTE W (amuinnd — B garenbhoM. Qamunus agpecara nedyaraercs
NPONHCHLIMH DYKBaMH.

Ipn ajpecoBanii JOKYMEHTA B OPraH BAACTH, OPraHM3allnio WiH CTPYKTYPHOE Nofpasie/ieHHe
(De3 ykazauua JTONKHOCTHONO JIHIA) HX HAHMEHOBAHASA MHLIYTCH B HMECHHTEIBHOM NajeiKe, HANPHMEp:

Mununcreperso obpasoBaHus H HAYKH
Poccniickoit @enepaunn Jlenapramenr
HHPOPMATH3ALMA H HAYYHO-TEXHHYECKOIO
obecneueHus

| [pn anpecoBanum AOKYMEHTA PYKOBOJHTENO OPraHH3aid HAHMEHOBAHHE OPraHH3alldH BXOIAT
|B COCTAB HAMMEHOBAHHA AOMKHOCTH anpecara, HAHMEHOBAHHE MOKHOCTH YKA3LIBACTCH B JATEILHOM

|najiesKe, HanpuMep:

I'eHepansHOMY AHpEKTOPY
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MHHHCTEPCTBO CeJILCKOI0 XO3ANCTBA POCCHIICKOMN QPenepannn
; (pesepanbHoe rocyAapeTBEHHOE OIOUKETHOE 0DPA30BATENBHOE YIPEKICHHE

i‘ "‘i BRICHICTO 05]3&303&]11{}[

«lOxno-Y panscknii rocya HHBIA arpapHbiil YHRBEPCHTETY
(PI'EOY BO l-gg?g-b’pmmﬁ 'AY)

Ioaowenne

HOYplI'AY-11-02-
XX/XX-16

no deaonpoussodcmsy OIEOY BO Wxncno-Ypanvekuin FAY

;HHHMEHDBH.HH}I Opraios I'GC}",I.lﬂPLTHEHHiJﬁ B/IACTH, OPrafos MECTHOIO CaMOYIIpaB/IeHHA H Opfaliﬂﬂﬂuﬂﬁ.

OAO «Cepepnnie pernons» B A, Jlaryausy
B PEEKBH3IHTC uA,upcca'm JA0ONYCKAETCA HCNONBI0BATE GII}]HIJ,HH.I'IBHD NPHHATEIC COKpALlEHHBIE

CTpokn peksu3nTa «Ajpecar» HEHTPYOTCA OTHOCHTENBHO camoil JUIMHHOH CTPOKHM MM
BBIPABHHBAIOTCA N0 A€BOMY Kpaio. JlnHna mMakcHManbHOH CTpoKH He AomkHa npessinats 9-10 oM u
OrpaHHYHBaeTCA NPaBoil rpaHnueil TEKCTOBOTO NONs.

Hoxyment ue gomken conepikars Gonee derblpex azipecaros. CHOBO «KONMs» nepei BTOPEIM,
TPeThHM, YSTBEPTHIM anpecaTaMH He ykasbisaiorT. [lpu GonbineMm KoJHYECTBE aipecaTtoB COCTABIAIOT
CORCOK PACCHUIKH AOKYMEHTOB.

[Tourosslii agpec B coCTaBe pEKBHIHTA «AJIPecaTy VKa3blBAETCS B I[0CAEIOBATEILHOCTH,
yeranosaennoil  [pasuiamp  okasamms  yeayr modtosoii ceasu. Ilpu  agpecoanus nuceMa B
OpraHH3aliiio YKaspiBalOT e¢ HaHMEHOBAHHE, 3aTeM NOYTOBLIH agpec, HaNpHMEp:

[ocynapcTeernoe yupekieHne

Beepoccuiickuit HayuHo-HeCIe10BaTENLCKITH
HHCTHTYT JIOKYMEHTOBEACHHS H aPXHBHOIO Jeia
[lpodicoroznan ya., 1. 82, Mocksa, 117393

[lpu agpecoBannu JOKYMEHTA (QHIHYECKOMY JIMLY YKa3bBAOT (AMHIHIO H HHHLHAILL
nojaydarend, sareM noyrosslii agpec. [lovyrosslii anzpec nevaraercs wpudrom pasmepom Ne 12, damuins
aJipecara nevyaTaercs CTPOUHBIMH DYKBaMH.

louropelii ampec He yKaswBaeTCsd B JIOKYMEHTaX, HANPABISEMBIX B BLICUIHE OPraHsbl
FOCY1apCTBEHHON BAACTH, APYTHE (eAepanbHbie OPranbi HCNONHHTENBHON BIACTH, TEPPHTOPHATBHbIE
opranel (henepankHOro  Oprada McnonHMTenbHoH BnactH B cyOwbextax Poccmiickoli @enepaunm,
NOCTOAHHBIM KOPPECTIOHICHTAM.

HaumenoBanne qjokymenTa

Hanmenosanmue JOKyMeHTa — Kparkoe cojepsaHHe (3aroloBOK K TEKCTY) HOKYMeHTa —
COCTABIACTCH KO BCEM JIOKYMEHTAM, 33 WCKIIOMEHHEM JOKYMEHTOB, MMEIOUMX TekcT Hebojsiioro
oObeMa (10 4-3 cTpoK).

3aroNoBOK K TEKCTY JIOKYMEHTa J0mkeH ObiTh KparkuM, TOYHO [EpPEAaBaTh COAEpIKAHHE
AOKYMEHTa. 3aronoBoK K TCKCTY COrMACOBBIBAETCH C HAHMEHOBAHHEM BHIOA JOKVMEHTA, HampHMep:

IIpuxas (0 9ém?) O0 yreepuaennn TTonomeHus o 3amnTe NEPCOHATBHEIX AAHHLIX pabOTHHKOB
Yuusepeutera,

ITicemo (0 uém?) OO0 okazaHnH KOHCYILTATHBHOM NOMOIIH

[Ipasuna (vero?) BHYTPEHHErO TPYAOBOTO PACNIOPA/IKA. 3ar0/0BOK COCTABIAETCH HCIOMHHTENEM,
FOTOBALINM OPOCKT JOKYMEHTA, 3aroloBoK K TeKeTy odopmusercs o pexsusuramMu Gnanka, 3aronosok
K TEKCTY MOMKET 3aHuMath 4-5 crpok no 28-30 snakoB B cTpoke. B npoeKTax npHKazoB H paciiopsukeHuii
3Ar0N0BOK K TEKCTY O(OpMISETCH 10 HIHPHHE CTPAHMIIEL HAJL TEKCTOM LEHTPOBAHHEIM CIIOCOBOM.
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MHHHCTEPCTBO CelIbCKOI0 X03SHCTBA POCCHICKOR Qeepaitnn

(peaepanbHOe rocy1apeTBEHHOE DIOIKETHOE 0DPAIOBATENLHOE YUPEKICHHE
BBICLIETO 00pasoBaHus

«lOxn0-Y pansckuii mcg{%mnﬂuﬂmﬁ arpapHbii s;,rmtBnr:]:lﬂc:s«rn‘:r:v:n
)

(bI'OY B #HO- Y panbeknit ['A
Honomenne
I0YpIAV-I1-02- , —
XX/XX-16 no deaonpoussodcmey OIbOY BO I0xcno-Ypanvckui FAY

Texer nokymenta

B Vuusepcurere JNOKYMEHTHI COCTABIAIOTCA HA PYCCKOM H3BIKE KaK IOCYJApCTBEHHOM f3biKe
Poccuitckolt ®enepanmn. TekeT AOKYMEHTA H3JIArACTCA PYCCKHM JIHTEPATYPHBIM S3LIKOM C YYETOM
ocobenHocTel OGMUHANBHO-IENOBOTO CTHAA, BHAA JAOKYMEHTA H €ro Ha3HaueHHs B YIIPaBICHYECKOH
AestenbHoCTH. Cojlepiaine JOKYMEHTA JO/KHO ObiTh H3TOAEHO KPATKO, IOFHYHO, TOYHO H SCHO.

Texer newaraercs Ba paccroasmii 2-3 HHTEPBANOB OT 3aroJOBKA B YCTAHOBJACHHBIX IPaHMIIAX
nonei vepes 1.5 unrepsana, Ge3 nepeHocos ¢ ucnonbiopanneM wpHpTa Times New Roman. [lepsas
cTpoka Kaxaoro absana HaunHaeTcd Ha paccrosanu 1,25 oM oOT neBOil rpaHsilbl TEKCTOBOrO MOMA,
BLIPABHHBACTCS M0 JICBOI M NPABOil rPaHKLIAM TEKCTOBOTO M08,

Jlonyckaercs HAYMHATH TEKCT AOKYMEHTA ¢ YBamuTeNLHOro olpallleHus K aapecary, KOTOpoe
NEYATACTCA UCHTPOBAHHBIM criocoboM. Eciu nocieaHsas CrpaHdia JOKYMEHTA COCTOHMT H3 HECKOIbKHX
|CTPOK, I0NYCKAETCA NEeYaTarh TEKCT 4Yepes MeHbunil MemcTpounslii uuTepsan. Ilpn Hanmmunm nyHkTOB
|oni oopMasioTed apabekuMi HHGPaMK ¢ TOUKOM.

TeKCTH J0KYMEHTOB HINAraKOTCa OT:

l-ro nnua eIMHCTBEHHOIO YHCNA: HAPUKGILI6QIo ... ROOZOMOGUMb U npedcmasums Ha
|pacesmompenue; npouty pacesompens 6onpoc 06 YCMaHoEIeHUI Ab2OMHBIX MAPUO6...;

| 3-ro JmMna eIMHCTBEHHOrO uncna: Yuenwil cosem nocmanosisem..., .. .KOMUCCUR YCMAHosuaqa...;
|.-!xude.m.*.ﬂ He CHLmMaem GOIMONCHLIM

1-ro Mua MHOKECTBEHHOIO HHCAA: APOCUM, Npedcmasums oanisie 0 ..., npedcmasisem Ha
PACCMOMPENNEe 1 YMEEPICOeHUE. ... B TIPOTORONAX: CAVIMAIY. .., GHICIYAUAN..,; PEWLAY (NOCManosuiy),

B CcOBMECTHRIX JIOKYMEHTAX TEKCT H3JIAralT 0T MEPBOrO JIHIA MHOMKECTBEHHOrO 4YHCHA:
NPUKAIBIGAEM  PEWILTIL... .

B Texkcrax npHkazor M pacnopsikeHuil HCHOMB3YIOTCA raronsl B GopMe HACTOSLIErO BPEMEHH,
NPUAGIOLIHE TEKCTY NPEANHCHIBAIOUINI XapakTep, HanpuMep:

«Buza exnovaem 8 ceba  Haumenosanue NOOPAI0ENCHUA  PYKOGOOUMENS CMPVEMYPHOZO
nodpazdetenus Wik €20 JAMECmumens u AUYHYIo NOONUCH BUIUPYIOWEs0, pactuudposky nodnucu u
damyy;

«Hopyuamuensie  npednucanus  odopmisiomes ¢ 6ude RYHKMOS, KOMOPLIE HYMEPVIOMCS
apaderuMy Yuhpast ¢ MoYKoL U 3a20106K06 HE UMEIOMY,

B Texere oKyMeHTA, NOArOTOBIEHHOIO HA OCHOBAHHH 3AKOHOJATENLHBIX, HHBIX HOPMATHBHEIX
IPABOBBLIX AKTOB, H3JAHHBEIX OPraHaMH BJIACTH M YNPaBIeHHA, JOKYMEHTOB, PaHEe H3IAHHBIX OPraHoM
BJIACTH - GBTOPOM JOKYMEHTA, YKA3hIBAETCA HAHMEHOBAHHE BHAA JOKYMEHTA, HAUMEHOBAHHE Opraa,
HAIABIIENO JOKYMEHT, JAaTa NPHHATHA HIH VTBEDKIEHHA JNOKYMEHTA, €ro perncrpalHoOHHBI HOMEp, a
TAKKE 3ar0/I0BOK JIOKYMEHTA, 3aK/II0USHHLIH B KaBBIUKH, HATIpHMEp:

«B coomeememeaun ¢ nocmanoerenuem Ipasumersemea Poccwiickoi edepanyuu om 13 aseyema
1997 2. Ne 1009 «O6 ymeepacoenuu [Tpasus nod2omosku HOPMAMusHsIx NPpagoesix axkmos iedepaivisix
OPAAROG UCHOTHUMENLHOU BAACTIN W UX ... 5,

«B coomeememeun ¢ Ioroxcenuem 0 NOCMOANNO OCHCMEVIOWEN IKCNEPMHOU  KOMUCCUU

VUPEHCOCHUR, opeanuzayu, npeonpusmus, ymeepacoennon npuxazom Pocapxuea om 19 aneaps 1995 2.
.-"1';" 25’
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MUHHCTEPCTBO CENBCKOI0 XO3ANCTBA POCCHIICKON B¢/ epatiin
theaepansHoe rocyIapeTBeHHOE DIOKETHOE 00Pas0BATENBHOE YUPSKICHHE
BhICIIEro oOpazoBanng

IOYpI'AY-11-02-
XX/XX-16

«lOmno-Ypaasckuii rocyn HHBIT HEII YHHBEPCHTETY
(GPI'EOY BO o-Ypansckuii [AY)
Hoaoxenune

no denonpouseodcmey PIbOY BO IO0xcno-Ypanvckui I'AY

Eciu TEKCT cofepKHT HECKO/ILKO NOopy4YeHui, peuicHHi, BLIBOIOB H Ap. B TEKCTE BRLIEMAIOTCH
pazzienbl, NOAPA3ACIHLL, MYHKTHL, NOANYHKTEL

B TekeT NOKyMEHTA MOTYT BKOHATECH (PParMeHTsl, 0OpMICHHBIC B BUe TabIHLLI HIH aHKEeThL.

Crpanunsl TekcTa HyMepyioTes apabekuMu HdpaMu no cepeinie BEPXHEro moms.

OTMETKA 0 HAAHYHH NPHIOKEHNS

OTMeTka O NPHICKEHHH HCMOABL3YeTCA OPH O(QOPMICHHH CONPOBOIHTEIBHBIX NHCEM H
NPHIOKEHNI K MPUKAZaM, PACTIOPSKEHHAM, IUIAHAM, NPOrpaMMaM, OTYETaM, T0TOBOPAM, MOJIOKEHHIM,
NPABHIAM, HHCTPYKIHAM M AP, JOKYMEHTaM.

B conpopoaMTeNbHBIX NHCBMAX OTMETKA O NPHIOKEHHH O(QOpPMIAETCH M0 TEKCTOM MHCHMA OT
rpaHiiel Jlesoro nonsd. Ecam npunojeHHe Ha3BAHO B TEKCTE MHCBMA, B OTMETKE O NPHIOKEHHH
VKA3LIBACTCA KONHYECTBO JIMCTOB M KOJIHYECTBO IKIEMILIAPOB IPHIOKEHHA:

[punosenne: na 5 1. B 2 9K3.

Ecnn nucsmo umeer NpHACKEHHE, HE HA3BAHHOZ B TEKCTE, TO YKa3bIBAKYT €ro HauMeHOBaHHeE,
HHCIO JTHCTOB H MHCIO0 IK3eMILTAPOB. Hpu HETHYHH HECKONBRKHX HPI-U](}JK'EHHF[ HX HYMCPVIOT. HEITPH.MEP:

[lpunoxenne: 1. Cmera pacxomos na4 m. e 1 ok3.
2. Ulrarnoe pacnucanne Ha 4 1. B 3 3K3.

Ecan npunokenus cOpounopopadsl, KONHYECTBO JHMCTOB He YKassBaioT. B 3ToM ciyuae
YKa3bIBAIOT TONBKO KOMHYECTBO SK3IEMIUISPOB OJHHM M3 JIBYX CNOCODOR, B 3aBMCHMOCTH OT TOrO,
HMECTCH CCBLIKA HA MPHITIOMHKEHHE B TCKCTE HIH HET, HAIIpHMEP!

Ilpunowenne: B 3 3K3.

HITH

[pusoienne: 0T9eT 0 HayuHO-HCCEAOBaTEILCKOI paGoTe B 2 3K3.

Ecin ¥ JOKYMEHTY npHiaraior Apyroi AOKYMEHT. TAK e WMo NpHIOKeHHe, OTMETKY O
HANHYHH NPHIoKeHNs oopMISIOT CTIeayIoUmM obpasom:

Ipuaonenne: mucemo Pocapxusa ot 05.06.2010 Ne02/17 n npunokeHne K Hemy, Beero va 3 i,

Ecin npunoxenne HanpapIfioT HE BO BCE YKA3aHHLIE B AOKYMEHTE ajpecd, TO OTMETKY O €ro
HATHYHH OOPMIFIOT CAEAVIOIHM obpazom:

[punokenne: va 3 1. B 5 9K3. TOJBKO B NEPBLIH aupec.

Ecan npwiojkeHuAMH K CONPOBOJHTENLHOMY MHCHMY SBJAAIOTCA [OKYMEHTBHI, COJEpiKallme
HHGOPMALHIO KOH(PHACHUHAIBHOIO XapaKTepa, HanpuMep, caykeOHyIo TaliHy, 0TMETKY O €ro HaTHYHH
o(opMasIOT crenyomuM obpazom:
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MUHUCTEPCTAO CERLCKOTD X039HCTRA PocCHACKOR Denepanuu
{elepanbHOe rocy FAPCTRCHHOE DIOIAKETHOS 0OPATOBATENEHOE YUPSHACHHS
BLICIUCTO ﬂﬁpa’.’pﬂBHHH.ﬂ
«HOwdo-Y paneckuill rocyapeTeeHHBIN arpapHeli Jl{unepcmer»

{PIBOY BO IO0%wno-Ypascinid TAY)
Honomenue
lﬂb;!};;i'l]]{;m' we deronpouieodcmey G EOY BO fOxcno-Yparvckuii FAY

[pickenue: otuetr no HHUP, ama cnyxednoro nonviosanus. per Ne26-aen, Ha 20 0. g | 313,

Ha npuioweHuax cOpaBoqHOro  Xapakiepa K MPHKA3ZaM, PacNOpAKeHUAM, OpaBHAaM,
HHCTPYEUHAM, {I0JIOWEHUAM, DAAHAM, MPOrpaMMaM, JoroBopaM H P, AOKYMEHTAM OTMETKA O
MPHAOACHHH HPOCTABIASTEA HA MEPBOM JIHCTE OPHADKEHRA B NPABOM 8epXHeM yruy. EcnH npHnokeHHi
HECKObKD, OHH HyMepyhtea (llpunowenne Ne 1, NMpunonenne Ne 2). Ecan npnnoxenHe 0a80. oHO He
HyMepyeTea. B 0TMETKE 0 NpHIOKENHH YKAIBIBASTCA HAHMEHOBAILMC BHAA OCHOBHOLO JIOKYMEHTA, 8ro
JaTa H HOoMep:

Mpnnoxenns Ne |

x npukazy GIBOY BO Kkuo-
Ypanberuil FTAY o1 05.06.2016
Me951

Ecnun npuncxenHeM K JOKYMEHTY (HAOpHMep, K NPHKARY) SBAASTCA YTBCPKNAEMBIA IOKYMEHT
(MON®KEHUE, OPABUTA. HHCTPYKUHA, PEMrAAMCHT H ApP.}. B BEPXHEM 11PaBOM Yidy NPOCTABAKETCA OTMETKA
0 NPHAOKEHHH, IIHKE -~ TPHIP YTREPALIEHHA JOKYMEHTA, HAMPHMEP:

IMpinoaente Ne |
YTBEAJIEHO

pusazos GTLHOY BO K xHo-
Ypanwckuii [CAY» o1 05.06.2016
NeG51

Jonyckaerca  eeipawenne «[Ipumokenwe New DeyaTarth APONMHCHBEME OYKBAMH, 4 TaKke
UESHTPHPOBAThL 3TO BLIPAKENHUE, PETHCTPALMOHHEI HOMEP MOKYMEHTA H €r0 NATY OTHOCHTEIEHO
CaAMOH ANHHHOH CTPOKH, '

HPH.’IGH{EHHC JCTALHO OLITE MNAANARCAHO HCTHOJIHHTCASM HOH PYKOBOAHTENEM MOAPAazAcACHHA
NGO TOBH B MY ICKYMEHT JATHPOBAHO.

I'pud coraacosanun

Cornacopasiic  NPoekTa AOKYMEHTa ¢ APYTHMH TOCYNAPCTBEHHBIME OPTAHAMK BIACTH H
OPraHHSALEHAMH, HHTEPECHl KOTOPEIX B HCM 3ATParHBawnics, GpopsiusareTes rprpoM COrmacoBaHHA.
[lpoekt AOKYMEH1A MOWET GBITH CONACOBAH HEMOCPEACTBCHIG ACKHOCTHLIM JTHIOM, NPOTOKOIOM
KQ/UIETHATEHOMO OpPraHa i CaOyReOHbIM LIMChMOM,

I'pud cornacosanua T0KyMeHTa cocToHT H3 coga COTTTACOBAHO (fes kaBn4ek), AOKHOCTH
NHUA, © KOTOPBIM COFHACORIH JOKYMENT. BKMIOYAA HAHMEHOBAHHEC OPraHK3alMM, AHYIOE NOANWCH.
PACUInGPOBKE DOINHCH B JATL) COMNACCBIHHA, HANPHME:

COTMACOBAHO
Jasmecturens MuHNCTpa o0pazoraHna W Baykn Poccuiickoit Grenepauun
JIHghaa nogouce H.O. dramima

Bepews A
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MHHHCTEPCTBO CEILCKOTO X03sICTBA POCCHICKOI De1epaiii
(penepaibroe rocynapeTsenHoe 6io/uKeTHOE 0OpasoBaTebHOE YUPEKICHHE
BhICHIErO 00pA30BAHNA
«lOucno-Ypanscknii rﬂc%)ﬂa CTBEHHBII arpapHbld YHHBEPCHTETY
(PI'BOY B }SJKHH-YDHHLCHHE I'AY)

Hoaowenne
| 10Ypray-i. no deronpouzeodcmsy @IEOY BO xcno-Ypanvcxkui FAY
L XXXX-16
Jata

Ecin cornacopanme OCYMIECTBIASIOT IMHCLMOM, NPOTOKOMOM, rpud cornacosanis odopmiuser
HCTIONIHITE b, HAIIPHMEp:

COIrMACOBAHO
[Tucemo MunoGpuaykn Poccun
ot 05.06.2010 Ne 430-162

HITH

COI'JTACOBAHO

[Tpotokon sacesanna Komuecuu no TpyaossiM cnopam
o1 05.06.2010 Ne 10

I'pudy cornacoanus MOMKeT PACHONAraTLCHA HA OT/AC/ABHOM JHCTe cornacosanns. Ha ocHoeHOM

JIOKYMEHTE B MECTE. NPEAYCMOTPEHHOM JUld pacrofoxenus rpud)os cornacoBaHus, JelaeTcs OTMETKA
«Jlner corfacoBaHus NpHAAraeTCay.

Cornacosanne T0KYMEHTA OCYILIECTRIAETCH C:

*  BBILICCTOAUIMMH OPralaMH B ClIy4asX, NpeiycMOTPEHHBIX 3aK0OHOIATENLCTBOM;

* (enepanbHBIMH  OpraHaMH  HCHOJHHTENLHON BIACTH, HHTEPECH KOTOPHIX 3aTparHBaeT
coepianne JOKYMEHTa;

*  OprasaMH  BJACTH, OCYIIECTBIAIOIIMMH  rOCyJapcTBEHHBII KkoHTponk (Ham3op) B
onpejenennoit obnacT (IKonorudeckuil, nowapusli 1 T.01.):

*  pH HeoDXOAMMOCTH, ¢ O0LIECTBEHHBIMH OPraHH3aLHAMI.

['pudy cornacosanns odopmaserca noa pexsusutoMm «[loanucey OnuKe K HHKHEMY MO0
JIOKYMEHTA.

Busa
CoraacopaHue JOKYMEHTA € JOMKHOCTHRIMH JMuaMu  YHusepcutera oQOpMISIIOT B30I,

BRIFOUAIOMIEH B ceDa JMYHYIO NoAnucs, pacmn@poeky noanuc (Muuumans, Gamuaus) u gary. [pu
HeODXOAHMOCTH YEAIRIBACTCH HAMMCHOBAHHE NOMKHOCTH JTHLLA, EHEHP}WHIETG JOKYMEHT, BEHPHME]J:

Hawaneunk ¥Ynpasnenns no
OpraHH3alMoOHHO — Npasosoil pabote
JHlara noamucs  HM.M.Cumuphos

Ha npoexTax npukaszos pekTopa BH3b! IPOCTABNAIOTCS HA NHIEBOI CTOPOHE NPOEKTA JOKYMEHTA.

Ha npoektax pacnopsmenuil pexrTopa (NpOpPEeKTOPOB [0 HAMPABACHHAM) BH3Bl MPOCTABNAIOTCHA HA
000poTHOI CTOpPOHE MOCIEIHErO JIHCTA JJOKYMEHTA.
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MuHHCTEPCTBO CENLCKOTD X034lcTEa Poccuiickoi (benepaitnn
(enepansHoe rocyaapcTBeHHOe OIKeTHOE 00paloBaTelibHOE YUpekKIeHHE
BEICILIETO 0DpasoBaHun

«hOmno-Y panbcknii rocy1aperBeH b HBIIT YHHBEPCHTETH
(PIBEOY BO O#mo-Y pansckuii 'AY)
Homoxenne

HOYpIrAY-11-02-

XX/XX-16 no deaonpoussoocmey ©ILOY BO I0xcno-Ypaavckuit FAY

Ha noxymenTe, NOUTHHEHAK KOTOPOro OCTaeTes B YHHUBEpPCHTETE, BH3BI NPOCTABILIOT B HUKHE
4acTH ODOPOTHON CTOPOHE! NOCTEIHErD THCTA MOUTHHHAKA JOKYMEHTA.

Ha jokyMmeHTe, NOIUTHHHHK KOTOPOro OTTPABNAIOT W3 OPraHM3alMH, BH3H OPOCTABIAIOT B
HHAHEI 9ACTH THUEBOH CTOPOHBI KOIHHA OTNPaBIAEMOrD JOKYMEHTA.

Bosmoxno ohopmienne BH3 JOKYMEHTA Ha OTACNBHOM JIHCTE COrTACOBAHNA.

JlonyckaeTcs NOAMCTHOE BH3MPOBaHHE [OKYMEHTA W €ro OPHIOKEHHH J[UIS 3aUMTH OT
BOIMOAHOH 3aMEHBI THCTOB.

Ecan B mporecce BH3HPOBAHMA B NPOEKT JOKYMEHTA BHOCATCA CYLICCTBEHHBIC H3MEHCHHS, OH
NOUIEHKHT [TOBTOPHOMY BHIHPOBAHHIO.

B cayxeOHBIX NHCbMAaxX BH3BI MPOCTARNAIOTCA HA KOIMHH JOKYMEHTA, NMOMEMIAeMoii B 4eno B
Yuusepeutete, MK Ha 000POTHOH CTOPOHE NOCIEIHErO JIHCTA NOUTHHHAKA, EC/H MHCEMO TepechUIaeTCs
ajapecary no gaxcumuabHOHN cBA3N H€3 JOCLUIKH NOUTHHHAKA M0 10YTe.

Ha Buyrpennux HHQOPMALMOHHO-COPABOYHEIX  AOKYMEHTAX  (JIOKIaAHBIX, COyKeDHBIX,
AHATHTHYECKHMX 3alIMCKAX, COpaBKax M Jp.) BH3LI MPOCTaBIMIOTCA HA JHICBOI CTOpOHE MOCHEIHETD
JHCTA JOKYMEHTA 1101 NOAMHCEIO, GIHKE K HUAKHEMY 101K
[Mpn  wanwums 3ameuanuil ocoObIx MHeHRH, JononHeHnil K NpPoeKTY [NOKYMEHTA BH3A
JIONOJIHACTCA COOTBETCTBYIOLUIHM YKa3aHHEM, HalpUMep:

Hmerorea samesanns (Cornaced ¢ yueroM 3amedanuii u ap.)
Havanenuk Ynpasnenus no oprans3aitnoHHo-npaBosoi pabore
Jlnunas noanues  HU.Cuuphos Harta

3ameyaHus, MHCHHA O MMPOCKTE JAOKYMEHTa O(QOPMIAIOTCH HA OTACIBHOM JIHCTE H NEPeAaroTCs
HCHOMTHHTEN0,

Hoanues 10/KHOCTHOTO JIHIA

B cocras pexkBHInTa «NOANKCEY BXOIAT: HAMMEHOBAHME AOKHOCTH JIHIA, NOANHCABIIETO
JOKYMEHT (rmonHoe, ecad J0KyMmenT odopmied He wa OnaHke JAOKYMEHTa, M COKpalleHHOE - Ha
aokymente, odopmienHoMm Ha OnaHke); NHYHAS NOANHCH, paciH(poBKA NOANMHCH (HHUIIHANLL
(hamunns), HanpuMep: ;

Pektop
[Oxn0-Y panbekoro rocylapeTseHHoro yuupepeutera  JInvuHas noanuce H.O.®amunns

HaH Ha OnaHke:

I
|
| Pextop Jaunas nojnuce H.0.Qamunns

Ecian HauMeHOBAHME JOMKHOCTH B HOMNHCH COCTOMT M3 HECKOJILKHX CTPOK, OHH NEYaTaioTcs
qepes | murepsan. PacinndpoBka MOANHCH NEYATACTCA HA YPOBHE NOCHAEAHEH CTPOKH HAHMEHOBAHHS
noixHocTd. Mexny nunumnanamu H pamuinedt cragures npoden.
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MHHHCTEPCTBO CEILCKOI0 X035HCTBA Poccniickon denepainn
. (penepansioe rocyaapeTBeHHOE DIOLKeTHOE 00PA3OBATCILHOE YUPEKIEHHE
' i o BBICLLIETO uﬁpﬂ&:lﬁaﬂm{n
«lOsxno-Y pansekuil rocyiapeTBeHHbIH arpapHLlil YHHBEPCHTETY
(DPI'BOY B:{) l{gma-!r'pmlhcmﬁ I"ﬁub;r::i =
: loaowenne
m%ﬁ:ﬁ:“z' no deaonpouseodcmey ©I'EOY BO I0xcno-Yparvckuii FAY

Ilpn Henoab30BaHK JOKHOCTHOTO OJIaHKa HAHMEHOBAHHE JNOMMKHOCTH HE YKA3hIBAETCH.
Jdonyckaerca B pPeKBHINTE «IIOANMCLY LEHTPHPOBATH HAHMEHOBAHME JO/DKHOCTH JHIA,
[ TIOJITHCABLIET 0 IOKYMEHT, OTHOCHTENBHO CaMoil NTHHHOM CTPOKH.

[lpy noanmucanuy JOKYMEHTA HECKOILKHMH JO/DKHOCTHLIME JHLAMM HX FOINMCH PacrioNaralor
OIHY NOJ APYTOi B NOCHEA0BATEILHOCTH, COOTBETCTBYIOMICH HEpPapXHH A0/IKHOCTEH, HaNpAMep:
JIOAHHOCTE JlnunHas noanues H.O.Qamunus
JonwnocTs Jluynas noanucs H.O.Damums

]'Ipu NOAMHCAHHHA JOKYMCHTA HCCKONBEKHMHA THIEMH PABHBIX .I.[UJ'IH{HQCTEﬁ, HO NpeIcTaB/IAILIHMH
PAZHBIC OPradizaliig, HX MOATNHCH pacnolaratoT Ha OOHOM YpPOBHE, HANPpHMEP:

JomgnocTs JlonkaocTs
JInunas noanwes MO, Davunna JInunas noanuces M.O.Mamius

Ilps noanucanuu COBMECTHOTO [OKYMEHTa NEpBblii AHCT ojopmumior He Ha Onanke. B
JIOKYMEHTAX, COCTAB/ICHHBIX KOMHCCHEH, YKa3bIBAIOT HE A0/IKHOCTH JIHIL, MOANHCHIBAIOUIMX JOKYMEHT, a
HX 00A3aHHOCTH B COCTABE KOMUCCHM B COOTBETCTBHH € pacipeieficHHEM, HallpHMep:

[pencenarens KOMHCCHH JInvnas noanuce H.O.®amumin
Unenksl KOMHCCHH Jlnunas noanuck H.O.Damumma
JlnuHas noanuce H.O.Damunna
JInuHas mogmHch H.O. Davunna

Bosmoaso pacnonomxenue noanuceit no andasuty hamummii.
I ,[[GH}"MEHT]:I KQIUICTHANBHONG  OpraHa MNOANHCHBAKOTCA NpeaccaaTed]cM 3TOre opradHa #H
|cekperapem.

Onany w3 cnocofoB NOANHCAHHA JOKYMEHTA ABIAETCA HCNO/Ib30BaHHe (pakCHMHNe Kak aHanora
'}C[}ECTBEHHQP}’HHGE MOAMHCH, TPOCTABICHHE KOTOPOro JONYCKAETCHs B CIy4asx H B IOpalKe,
NpEIYCMOTPCHHBIX 3aKOHOM, HHBEIMH MMPABOBLIMH AKTAMH HJIH COTJIAIIEHHEM CTOPOH.

Makcumune B YHUBEPOHTETE MOMET HIrOTABIMBATECH JUIM  PEeKTOpa H  NPOPEKTOPOB TIO
HanpapjlcHHAM.

Hopmanas noanuce He MoxKeT OBITH 3aMeHena (PaKCHMHIIE HA PACHOPSAHTENbHBIX JOKYMEHTAX
H IOKYMEHTax (JMHAHCOBOIO XapakTepa.

He nonyckaercs noanuceisars A0OKYMEHTbI € MPELTOTOM «3a» HIH NPOCTABAAEM KOCOM 4epThI
nepejl HAHMEHOBAHHEM JOMKHOCTH. EciM J0MKHOCTHOE AHUIO, MOANHCH KOTOPOro oQopMmicHa Ha
NPOCKTe JOKYMEHTA, OTCYTCTBYET, AOKYMEHT MOANHCHIBAET UCIONHAIONMIMI 0043aHHOCTH PYKOBOAHTEA
(3aMeCTHTENE), HMEIOIHH NPaB0 NOANHCHIBATL JIOKYMEHTHI 33 PYKOBOJIHTENSA, HIH HHOE J0/LKHOCTHOE
AHLO, HMEIOLIEE NPaBo MoMIHCH B COOTBETCTBHH C NPHKA30M O pacnpeAe]cHHH 00A3anHOCTE, NPH 3TOM
yKaspiBaeTca (paKTHUecKas JOKHOCTE HIQ, noanucasero gokyment. M ero gamunns. Menpasnenus
B MOATOTOBIEHHBIH JOKYMEHT MOTYT ObITh BHECEHBI OT PYKH JIHLIOM, NOANHCHLIBAIONIAM J0KYMEHT,
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MUHHCTEPCTBO CENbCKOT0 XO3MHCTBA POCCHICKON e iepalli
denepanbHOe rocyIapeTBEHHOE OIODKETHOE 00PA30BATEIBHOE YUPEKICHHE
BeiCLLEro obpasoBaHus
«HOmuo-Y pansckuii roc Jllagc*ruenumﬁ arpapHelil YHHBEPCHTETH
(PI'BOY BE') wHO-Y pansekuil [AY)

IHoaomenue

no oeaonpowseodcmey LI'EOY BO IOxcno-¥Ypanvckui I'AY

| IOYprAY-11-02-
XX/XX-16

[lpn noanneann JOKYMEHTA JIHIIOM, B COOTBETCTBHH C NPHKA30M UCHOIHAIOWNM 00A3aHHOCTH
BPEMEHHO OTCYTCTBYIOMIETO PYKOBOAWTENA (0TmycK, DoNeiHb, KOMaHAHPOBKA), MOANHCHE odopmisema
CHEAYIOIHM oDpa3omM:

Homxnocts [Toanucn H.0. ®amuins

I'pud yreepxaenns

JIOKYMEHT yTBEpKJAeTCs PEeKTOPOM, MPOPEKTOPOM [0 HANPABIEHHID WM CHIHAIBHO
H31aBAEMBIM JIOKYMEHTOM.

[pn  yrBepaaeHun  JOKYMeHTa TpH()  YTBepHIEHMA JOIKEH  COCTOATH M3 ClloBa
YTBEPKIAIO (Oe3 kasuibex), HaHMEHOBAHHA JOIKHOCTH JHUA YTBEPAIAKIIEr0 AOKYMEHT, €ro
HOAINHCH - HHHUMATOB, (PAMHMIMH H JaThl YTBEPKACHHA, H NPOCTARNMCTCH B MPABOM BEPXHEM YUy
JOKYMEHTA, HanpHMep:

YTBEPAKJIAIO

Pextop ®I'bOY BO IOmno-Ypamsckuii FAY
Jnynas noanuce M.O.@amunus

HNata

B rqu:»e YTBCPHKIEHHA JOKYMEHTA JAONYCKAETCH UCHTPHPOBATE MIEMEHTH! OTHOCHTENBRHO caMoi
JUTHHHOI CTPOKH, HATIPHMEp:

VYTBEPXJIAIO

Pekrop IOxa0-Y pansckoro
roCyJapCTBEHHOr0 arpapHoro
YHIBEPCHTETa

Jnunas noamucs U.0. Davunus
Hara

[Tpu yTEepacHHM NOKYMEHTA HECKONBKHMH MOJAHOCTHBIMH JiHuaM# rpudsl yTBepHKICHHS
pacnosiaraioT Ha OJIHOM YpoBHe. YTBep#IaeMblil JOKYMEHT J0IKeH OLITh NOANKHCAH.
[lpu yTBep#ieHHH NOKYMEHTA NOCTAHOBJICHHEM, PELICHHEM, MPHKA30M, MPOTOKOAOM rpH(
yreepacienns coctout u3 caosa YTBEPKIIEH (YTBEPHJIEHA, YTBEPH/IEHBI, YTBEPXIEHO),
HAMMCHOBAHAE YTBEPKIAIOMIETO JOKYMEHT B TBOPHTEIRHOM NAJEKe, €ro 1aThl H HOMEpa, HanpHMep:

YTBEPXKJIEH

pewiennem oduiero

cobpanus konnextuea Oxno-
Y palIbeKoro rocy1apeTBeHHOIO

arpapHoOro YHHBEpPCHTETA
or 15.04.2010 Nel4
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MEHICTEPCTBO CENLCKOTO X03ANCTBA POCCHACKON De/1epalii
(penepanLioe rocyapeTeeHHoe DI0/UKeTHOE 0DPAIOBATENLHOE VUPEKICHHE
BBICILIETO aﬁpaaoaaunx

«lOmno-Y panbeknii FO'C}’ﬂlEgCTBﬂH;;LBﬁ:] m‘pagﬁl_[:.f J_HBE;]C.HTET»
AHO-Y pajlbCKH

g

(PI'EOY BO
Iosomenne
IOYplAY-11-02- T 2
XX/XX-16 no deaonpoussodcmey ©IrEOY BO IOxcno-YNpanvckuit FAY
YTBEPXKJIEHO
NpHKA3ZOM

®I'BOY BO Ow#nHo-
Ypaneckuit FAY
ot 05.04.2010 Ne723

VTBepAACHHIO NOISKAT CICAYIOMNE IOKYMEHTHI AKThl, 3aJaHMf, [MPOrpaMMBl, HHCTPYKIIHH,
OTYeThI, Nepeuny, nnansl, [lonoxenns, Yerap, cMersl, WTaTHbIe paciHcaHHs.
|| Buocuts niamenenns win go0asicHis B NOMNHCAHHBIC (YTBEPAICHHLIE) HOKYMEHTH 0e3
| paspeleHns IMia, NOAINHCABLIEr0 JOKYMEHT, He JOMYCKaeTCH.

OTTHCK newaTn

[ewars asmiercs cnoco0oM MOATBEPAICHUS MOMTHHHOCTH MOAMHCH JAOMKHOCTHOTO ITHIA HA
aokymente. [leuars craBuTCs Ha JOKYMEHTAX B CIIy4asx, MPeayCMOTPEHHBIX 3aKOHONATENbHBIMH HIH
HHBIMH HOPMATHBHBIMH TpaBoBbIMH akTamu. [lewars craBuTcs Ha ceoboaHOM OT TekcTa MecTe, He
JANBATLIBAA AMMHOH NOANHCH A0/KHOCTHOrO anua. [lewars MoMKeT 3axBaThIBaTh YacTh HAHMEHOBAHHA
JOAKHOCTH THLA, NOATHCABIICTO JOKYMEHT.

B nokymenTax, noAroToBleHHeIX Ha ocHOBe YHH(HIMpOBaHHbIX (OPM, NEUATH CTABHICA B MeCTe,
obosHauennom ormerkoi «MII» nam uasiM obpazom.

Ormerka 0 3aBepeHy Konuu

g cBHACTENLCTBOBAHHS BEPHOCTH KOMHM (BBITHCKH M3 JOKYMEHTA) NOMIHHHHKY NOCHEIHEM
JHCTE KOTHH (BLITHCKH W3 JIOKYMEHTa), Ha cBODOIHOM MECTe Mo TeKCTOM O(QOpPMIASTCH PEeKBH3IHT
«OTMeTka o JBEPEHHH KOIHHY», BEIIOYAIOMIHH: CIOBO «BE’PHG}J HAHMEHOBAHHE OOJLDEKHOCTH JIHILA,
3ABCPUBLICTO KOMHIO; THYHYK NOAMKCH, paciiMpoBKY NOANHCH, JaTy 3aBepeHus, HanpuMep:

Bepno

JomgHoeTn Jlnunas noanuce H.O.Pamumus

Harta

Jlonyckaeres KONMIO JIOKYMEHTA 3aBepAlb [EHUATBIO, ONpENeNdeMoil M0  YCMOTPEHHIO
Yuusepcurera.

JIucTel MHOTOCTPAHHYHBIX KONHI HYMEPYIOTCH, OTMETKa O 3aBEPEHHH KONMHH JONOTHAETCH
YEa3aHHEM KOIIMYECTBa NHCTOB Konuu «Beero s xonuu...n.». Jlonyckaercs 3aBepatk OTMETKO#
|«Bepioy kanibiii MCT MHOFOCTPAHHYHOMN KOMHH JOKYMCHTA.

Ormersa 0bd HenoJauuTene

OtveTka 00 HCnonHHTENE MOKYMEHTA NPOCTABIAETCA B JACBOM HHIKHEM YIAy JHUEBOH MM
0DpaTHOH CTOPOHBI NOCASAHErO THCTA JOKYMEHTA,




17

MUHHCTEPCTBO Ce/IBCKOI0 XO3ANCTEA POCCHICKON Oeiepalinn
denepanbHoe rocyaapeTBeHHOe DIOKeTHOE 00PAT0BATENLHOE YUPEKICHHE

i ¢ 4 BEICUIETO 00pazoBaHmd

«HOHHO-Y paisCKuil rOcy/1apCTBEHHBIN arpapHLiil YHHBEPCHTET)

== (®I'bOY BO [‘SEHD-TPEIILJ:—EHE I'AY) "
Hoaoxenne

mil;{fii:ll]l; e no deaonpouszeodcmey @IEOY BO Oxcno-Ypaivckuit FTAY

Orumerka Brmodaet (aMuanio, HMA, OTUECTBO HCTIOJIHUTENS M HOMEp ero TenedoHa nedaraeTcs
uipudprom pasmepom Ne 10 gepes | MeskcTpounbiil HHTEpBa, HANpHMEP:

Huxonaes Uean Cepreesuu
rl (35163)34-56-88

Orverka o0 MCHOMHHTENE MOKET JONOIHATHCS YKa3aHHeM JOKHOCTH HCIOAHHTENs ¢
YKA3uHHEM CTPYKTYPHOTO NOAPaiaeeHus.

B nokymenrax, uMeromux rpud KoH(HASHIHATBHOCTH, OTMETKA 00 HCIOIHHTE/IE NPOCTABICTCS
Ha 000poTe NOCNENHEro JIHCTA KAKAOro OSKIEMIUISpa JOKYMEHTa M BKmO4Yaer B cebs: ykazaHue
KOJHYECTBA OTNEYATAHHEIX JK3EMIUISPOB, (PaMMIHID HCNONHATENN, CBOK (aMHINIO0 H IaTy nevyaraHHs
JIOKYMEHTA.

Viazanns no HCnoAHeHHI0 T0KYMeHTOB (pe3o/iiouns)
Pezomouus, nanucannas Ha JOKYMEHTE COOTBETCTBYIOLHM NO/KHOCTHBIM JIHLIOM, BKIIOYAET B
ceDa  (haMuaMH, HHHIMAIL HCOOMHWTENCH, cojllepiKaHHe nopy4eHus (NpH HeoDXOAHMOCTH), CpPOK
HCTIOAHEHHS (NpH HEOOXO0AMMOCTH), TOANUCH H JATY, HAMpHMep:

Mopozosoii H.B. ®enoceeroit H.A.

npoly NOAroTOBHTE MPOEKT J0roBOpa

¢ OAOD «Cesepasie pernonsi» K 05.10.2010
Jlaunas noanucs

HMara

Pesomonis, Kak npasuio, MHIETCH OT PykH B Bepxuel ceoBoanoli 0T Tekcra yacTH nepsoii
cTpaunubl jgoxymenta. Jlonyckaercs oopMmicHHE Pel0MIONMH HA OTJACALHOM JHCTE C YKasaHHeM
PErHCTPALHOHHOMD HOMEPA H 4Tkl JOKYMEHTH, K KOTOpOMY PE30dHOIHA OTHOCHTCAH. HPEEDIIID]I}UI
NPHEPSILTHCTCH K OOEYMCHTY H BMECTC C HHM ITOJIUIHBAETCH K Je7TY.

[lpn Hanuumu B Pe30IOUMH  HECKONBKHX HCHIOMHHTENCH OTBETCTBEHHBIM WCIOAHHTENEM
CHNTASTCd HAIBAHHBIH NEPBEIM B PEI0OTIOUHHI OTBETCTEEHHOCTE 34 GEGEBPEMEHHDE H MpaBiUIEHOE
HCNOJHCHWE 3371aHHA B pﬂBHﬁﬁ CTEIICHH HECYT BCC VEKASAHHLIC B PEI0OMOLHH HCITOJHHTEIH.

OcnopHOI HCMIOJIHATETL B COMCITOJNHHTEIE BHP&E{:‘ JaBaTe MOPYHUEHHA B BHIC YVEAIAHHA MO
HCNOMTHEHHIO JIHLEAM, HENOCPCACTBEHHO HM MOTYHHEHHEIM,

Ha noxymenrtax, ne TpeOylOWIMX YyKasaHuii N0 HCHOMHEHWIO H HMEIOUWIMX THIOBBIE CPOKH
HCIOJIHEHMA, B PE30IIONHH YRAILIBACTCH HCTIOMHNUTENb, TIO/UINCH ABTOPA PE30IIOLIHN, JaTa.

: OrmeTka 0 KouTpoae

Ormerka o KOHTpOJIE obo3navaer, yro JAOKYMEHT MOCTAaBI€H Ha KOHTPOL: NPOCTAB/IACTCH B
NPABOM BEPXHCM VITTY ITAMIIOM «Ha KOHTpOIE.
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MHHHCTEPC TBO CRIBCKOLY XO3AHCTER POCCHACKOR Welepalil

(peaepaneHoe rocyBapcTREHHO: DIOmKeTHOE 0OPA30BATENBHOE YHPEHKACHHE
BBICIUSTO 00pa30BaRHA
«lOnHo-Y paneckui rocyﬂii(gCTBEHHblﬁ ArpapiiLiii ¥YHHESPCUTETS
(PrBOY BO HsHo-Ypansckuhl CAY)

Monowenne

[OYplAY-11-02-

XX/XX-16 ne deronpoitsodemey QUEEQY BO Mxeno-Ypareckui FAY

O1MeTRA 00 HCNOAHEHHH J0KYMeNTA

OTMe1Ka 00 HCHOHHEHHA ROKYMEHTA H HANDABNSHHM €70 B IEN0O COCTOHT H3 cios «B menon,
YK43aHHA HHAEKCA JIeNA, B KOTOPOS NOMEWACTCA JOKYMENT. NOANHCH HCITONHHTENA HNH PYKOBOAHTENA
CTPYKTYPHOIO HOAPAALNEHHA, B KOTOPOM HCNOMIICH JOKYMEHT, H JAThL,

O1Metka of UCNOAHEHHH MOMET AOMOJIBATBCA HA(OPMaLMeR 06 0COGEHHOCTAX HCMONHenHd
AOKYMEHTA.

OTMeETKA 0 NOCTYMVIEWHH AOKYMEHTA
(hiMeika o LOCTYNNEHHH AOKYMeHTAa B YHUBEPCHTETS MPOCTABAASTCA B BHIS IITAMIA H
COISPEHT OMePeAHOH NOPAOKSIBEIH HOMED H HATY 110CT ¥ 111eHHE.

OraeTRA 0 KRORPHIEHLHAILHOCTH

Ormerga 0 KOH(HACHUMARBHOCTH NPOCTABNASTCA HA JOKYMEHTAaX. COOSpKAlIMK HHGOPMALHIO,
OTHOCHMYIO K CAY#eDHOH TaHne WEH K MHOMY BHAY KOHDHIeHudansHol wedopmaumn. OrMerka o
KONPHACHUHANBHOC IH HA AUKYMEHTEX, COASPRAHK HHPOPMaLHIO, OTHOCHMYID K CTyXeGHON TaliHe,
HMeeT Bl «Il0a ¢y KeGHOIC NOAB30BAHHT .

OTMeTka DpOCTABNASTCA B BEpPXHSM MPaBoOM  ¥ray MSPEOre NUCTA JOKYMCHTA H MOWKET
BONOAHATECA YKATAHHEM HOMEPA IKIEMIUTAPA AOKYMEHTA.

2.3, OcoGeniocTi NoAroTORKU H 0OPMIEHHT OTACNIGEBIX BHIGE JOKYMEHTOB

2.3.1. CocTap J0KYMEHTOB Y HIBepCHTETA

B nmearentpHocTH YuHBCpoMTCTA ©0323CTA KOMTMEKS  OPradH3aUlHOHHO-PACcNOpPATHTENLHENS
AOKYMEHTOB.  MPHKA3bi, PaCOOPAACHIA, [0JI0MEHUS, TNPABMIA,  MHCIPYKUWH,  PETNaMeHTSL,
NOCTAHOBNEHHA, NPCTOKOMALI 2aceadHi, AKTEI, ZHATNMUTHHECKHE CHPEBKH, MOKNAAHBER H CiyxedHbie
JANHCKH, A0MOBOPbI [ KOHTPAKTRL, COTNAIICHA), NENOBAT {cnyeOHAR) Mepenucka B ap.

HoryMeBTHPOBAHHE ¥ RPABICHYECKCH ALATENBHOCTH 3AKNKYASTCA B 3alHCH 00 YCTAHOBASHHEIM
NpaBHAaM HEoOXOAMMOI 197 ACATENLIOCTH YHHBCPCHTETA uH(POPMAIHY, .2 B COBIAHHN AOKYMEHTE.

KOMNAEKS NOKYMEHTOB GNPEaEnieTea:

*  KpY¥TOM BORPOCOB, PEIacMbIX Y HHBCPCHTETOM ANA 0DECNeYeH A YCTABHON ASATENbHUCTH;

* CTPYKTYPOH YHHBepCHTETA;

*  OOLEMOM K XApAKTCPOM BIAHMOCEAIEH € APYIHMH YUPEHNEHHAMH H OPrAHH3MIHAMH.

O7100p BOAOB AOKYMEHTOB., HEODXOAMMEIX H JIOCTATOYHBIX LIA palorel Y HHBEPCUTETA,
HIPOUIBOAHTCY HA OCHOBE CBOAHON HOMEHKNATYPH A YIHHBEPCHTETA, YTESKISHHOH DEKTOpOM H
‘cornacopanioil ¢ HIK no menam ApxuBos AaMHHHCTPAUMH YenaGubckoii obnacTH, © ykasamueM
HCPOKOR XPAHCHMHA.

PacnopaauTenkHEe TOKYMEHTH. HOCTYNAOUINE B YHHBEPCHTET M3 BBHILISCTOALMY OPraHi3aLHi,
AOBOZNTCH A0 CTPYKTYPHEIX 00APa3acAcHll, noCpeacTROM:

* W3JaNUE PACTIOPAAHTEALHBIY NOKYMEHTOE. B KUTCPBIX H3INATACTCA COOSPIKAHHE JNOKYMEHTOB
BRIWECTORWEHA OPrakH3allA OPHMEHHTEALIO K 3370343 YHUBEPCUTET, H HAMEHAIOTCA OHKPETHLIS
MEPOMPHATHA, MOARCIKALINE OCYLIECTEISHHIY;

. e Bepeun 01
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MHEHHCTEPCTRO CENBCKOTD X03MiiCTBA POCCHICKOI Deepann

(peaepanbHoe rocyaapeTBeHHOE DIO/UKETHOS 00PA3OBATENEHOE YUPSHACHHE
BBICIIErD 00pazoBanns

«Omno-Y paneckuii rocyaperseHHbll arpapHbii Huuepcprrer»
{iIil"EDY B%'J ]8:( G-YPMLEKHE A

HMoaowenne

no deronpoussodcmey ©IEOY BO 10xcno-Ypanscxkui I'AY

| 1OYpray-n-oz-
| XX/XX-16

* CCBUIKH HA HAMMCHOBaHHE, HOMEP W JATY JOKYMEHTa BBILECTOSIEeH OpraHu3aluH, IpH
H3JaHHH JTOKYMEHTOR Ha HX OCHOBE.

2.3.2. llpukas

[lpukas — ocHOBHO#H, NpaBoBoii, pacnopAAHTENLHEIH JOKYMEHT, H3laBaeMelil peKToOpoM Ha npaBax
CAHHOHAYATIMA H B NPEJIENaxX €ro KOMIETEHIMH, UIS PelIeHHs OCHOBHBIX ONEPATHBHBIX 347144, CTOALINX
nepesl Y HHBEPCHTETOM,

[lpukas moxer ObITh KaKk HOPMATHBHBIM aKTOM YNpaBleHHS, COJAEp)KallldM HOPMBI IIpaea,
PEryIHPYIOUIHE ONPEECHHBIC Cephl BHYTPHBY30BCKHX OTHOIICHHI, TAK M aKTOM NPHMEHEHHH HOPMBbI
npasa (MpHKA3 0 HAIHAYEHHH HA JOMKHOCTE).

[1puKa3sl no YHUBEPCHTETY NOANACHIBAIOTCA JIHMHO PEKTOPOM. B €ro oTcyTCTBHE NpaBo NOANACH
NPHKA30B NPENOCTABNAETCA JIHILY, HCNOMHAIOWEMY 0DA3aHHOCTH PEKTOpa B COOTBETCTBHH C MPHKA3IOM
no Yuausepeutery. [lpukasst no MactuTyTaM noanucsIBaloTes NPOpPeKTOpaMH-IUPEKTOPaMH.

[Tpukaisl MOAPA3NENAIOTCH HA TPH OCHOBHBIE PYIIIIbI:

* [0 OCHOBRHOH NEATENBHOCTH,

* [0 JTHYHOMY COCTaBY 00yHalOMMXCs;

* [0 JHYHOMY COCTaBY pabOTHHKOB.

IIpHKaskl HMEIOT CKBO3HYIO HYMEPALHIO, B TEHEHHE KAICHAAPHOTO roja.

Hpucmm [NPHEAI0BR 1O OCHOBHOH JEATEIBHOCTH TOTOBHT KaHUeApHAe Ha OCHOBaAHHH
COOTBETCTBYIOUIHX TPEACTABICHHH, pa3padoTaHHBIX PYKOBOAHTENAMH CTPYKTYPHBIX Mojpasie/ieHnii B
npeicnax HX KOMOCTCHIIHH, B 3ABHCHMOCTH OT XapakTepa, COOcpaanHd H MacmTalHOCTH BOIHHKINETO
BOMpOCA, COrMacoBaHHLIX C 3AHHTCPECOBAHHBIMH CTOPOHAMH,

[lpoeKTsl NpHKAI0B MO JHYHOMY COCTaBy pabOTHMKOB TOTOBHT YNpaBicHHE MO KaapoBoi
NOJHTHKE HA OCHOBAHHH COOTBETCTBYIOLIHX NPeJACTABICHHH.

[lpoexthl npuKasop Mno JMYHOMY cocraBy oO6yuarommxcs rotosuT YueGHo-MeToaHuECKOe
YIIpagACcHHE [1a OCHOBAHHH Ilpﬁ,llCTﬂHJIEHHﬁ JCKaHATOB, 3aBCOYIOMHX OTHEICHHAMH.

Kourpons 3a npasuisHOCTBIO 0POPMIEHHA POEKTOB NPHKA30B OCYIIECTBISET KAHIUEAPHA.
[Tpukas uMeeT cAeAylOLIHE PEKBHIHTBHL KPaTKOS HAHMEHOBAHHE BHILECTOAIICH OpraHH3allnH,
NOJHOE HaHMEHOBaHHE YHHBEPCHTETE, COKpalleHHOE HaHMeHOBaHHEe YHHBEPCHTETE, HAHMEHOBaHHE
BHOA JQOKYMEHTa - [pHKa3, jJara ¥ HOMEP NpHKa3za, 3aro/oBOK. 3aronoBoOK O0MKEH KEpaTko H TOYHO
OTPawaTE COOASPMAHAE TCKCTA NpHEA3a. Touka B KOHLE 3aro/loBKa HE CTanHTCH. 34roI0BOK nevaraeTc
NONYAHPHLIM WPHPTOM Yepes OJIHH MEKCTPOUHBIH HHTEPBAN, BIpaBHHBAETCA 110 HeHTpY. Hanpumep:

OO opranmsaunn nposejieHns 3uMHeii ceccun

Teker OTACIACTCH OT 3arodlOBEd ABYMA-TPEMSE MEHKCTPOHMHBEIMHE HHTCPBATAMH, MEYATACTCH 4MCpPE3
1.5 uuTepBana o1 AeBoil rpaHMiibl TEKCTOBOIO M044 W BLIPABHHBACTCA 1O NEBOH M NpaBoil rpaHHiaM
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NX/XX-16 no desonponisoocngy PrEOY BO I0xcho-Ypatsckuit FAY

TEKCTOBOrO NoA. Tlepsaa CTpoKa ab3aud NaYHHACTCA HA paccrosnud 1,23 ¢Mm OT nepoll rpaHHUE]
TEKCTOROTD NONA.

Teker nprkasa COCTONT HI KOUCTATHPYIOWEH # PacnopaanTeNBHOH HacTH.

B komctatHpytowei YacTH KpaTKo HINAraloTCa LeNH U 3aga4n, GaKTLl 1 CoOBITHA, MOCHYRHBIIHE
OCHOBZHHEM A HIZAHHA APHKA3a. OHa MOMKET HAMHIIATLCA CTOBAMMH «B LEAAXY, ¥R COUTBETCTBHHY, «BO
HCOOAHEHHE» H Ap. ECAK npikas H32a€TCA Ha OCHOBAHWW JIPYTorc AOKYMeHTa, TO B KOHCTATHpYIoMmel
YOCTH ¥KAIBIBAETCH HAHMEHOBAHHE TGO IOKYMEHTA B TRODHTENBHOM NANCHKE, HAHMEHOBAHHE GPraHa,
H3A2ABLIETO JOKYMEHT, JaTh, PErHCTPAUHOHHOMO HOMEPA H 34TONDBKA K TEKCTY.

lNpeambyna B MpoexTax NpPHKa3oB 3JAaBEPLUACTCA CHOBOM «M p M K 4 3 Bt B a 100», KOTOpOE
NEYATACTCH B PAIPANIKY.

PacnopAZNTENBHAA YACTh A0MKHA COACPHKATb NCPEYNCIEHHE NPEANNACHIBAcMBLX NSHCTBHI ©
YKA3QHHEM HCNGTHATE/A {HCOONHHTENEH } KiKAOMG AeHCTEHA H CPOKOB HCTIONHEHHS.

PacnopaAzNTenbHan JacTh MOKET ACAHTECA HA NYUKTLI H AOANYHKTLl. KOTOPBIE HYMEPYIOTCA
apadbcknyi uagpasin. Aeficisus oANOPOAHOTO X4PaKTERd MOTYT OBITH NEPEUHCIEN ] B GIHOM NVHKTE, B
KAYeCTBE NCHOANHTCACH YKa3LIBAIOTCA CTPYKTYPHBIE NOADABACNEHHA HIIH KOHKPETHBIE MOIKHOCTHLIS
ndua. [locheAHMA AYHKT pacnOpARMISRbHON SAacTH COACDIKMT CBEAEHHA O AQKHOCTHOM JHUE, Ha
KOTOPOE BO3NAMAETCA KOHTPONE 33 HCMONHSHHEM NPHKASA. :

Ecny npukas H3MENAET, OTMEHAET HAH AVNONHAET paHee HAIAHHLIA JOKYMEHT HAH KaKHe-TO &T0
NUMOKEHHA, TO OQUIl H2Z NYUKTOE PACROPSANTCABIOH MACTH TCKCTA AODKEH COREPHaTE CCBUIKY Ha
OTREHALSMBIT AOKYMCTIT {IYIKT JOKYMEHTa} ¢ YKA3aHHEM €10 JaThl, HOMEPA K 3aro:l0BKa, TekeT NYHKTA
DNOM¥EH HAYAHATRCA caoeama «[IpRIBaTE YTpaTHRWHM CHAY. .5

B npHkaz He cnenyer sKMOHATh NYHKT «[IpHKas B0BCCTH B0 CBEISHHA...»,

[MoapazaeneHna  (IOAAHOCTHRIE NHUA), AC CBENEHHA KOTOpBLIX  OCRBOIWTCE  TMpPHKAz,
NIEPCHHCAAIOTCA b YKAIATENE PACCRIIKH, KOTOPBIA HCTIONHATEIb [OTOBHT BMECTE © MPOEKTOM NIPHKa3a.

IlpoekTHl NMpHKA30B H MPHAAGKERHA X HHM EBHIHPYIOTCA HCROANHTENEM W PYKOBOAHTENEM
NOAPAZACTICHNA, BHECUWIKM FPOSKT, PYKOBOAHTENAMH NOAPA3AENCHHH, KOTOPBIM B DPOEKTE AAMTCA
NOPYHEIHA. MIABHLIM OYXrAnTepoM K MPORCKTOPOM MO COLUAIBHO-3KOHOMUYECKOH H 1IPABOBOR pabore,
4 TAK We WOPHCKOHCYNLTOM. BolpaskeHHA Mo MpoekTy NpHKasa (pacnopA#cHHA)., BOIIHKAIOLHE Npu
COCMACOBAITHH. HWIMATAIOTCR B CNPABKE, KUTOPAA NPHAATALTCH K TPOCKTY.

Ecan B npouecce cormacoBaHWfg B MPOCKT MPHEAIZ BHOCATCR W3MEHEHHA MPHAUMTHAILHOTO
XapaKTepa, TO OH NOWICHHT NEPePOPMAEHII0 H NOBTOPHOMY COrTacOBaHHIO.

Bu3nl BKIFGUAKDT AGHAHOCTIE BH3HPYICUIHX, HMHBIE DOANHCH, paclundpoBKY AONONCEH | DaTy.
[Ipuaokerte K MPpHEATY BHIHPYCTCA PYKOBOAHTENEM CTRYKTYPHOIO MOAPAIACICHENA, [KAMOTUBURILIETO
NpoeKL, Ha o0OpOTHOH CTOpPOHE nNocneaBero mHcva. [lpH NAAHUHH  HECKONBKHX NPHAOKEHHIL,
NPHIOKEHEHA HYMEPYEOFCA.

[TpockT NpHKAIA BO HCHONHEHHE PICOODAAHTENBHOIO HOKYMEHTA BBIWECTORWIEH OpraHH3alLHK
ACAKEH ObITb NOArGTOBACH B TcHeliHe 10 Anel. ecnn pyReB0ACTEG Y HBBEPUHTETE HE YUTAHOBHIIG HHOR
CpOK.

B npukazax oo newOMy cOCTaBRY YKAiBIBAOTCH (PAMHJIHA, UMY, OTYECTBO (DOMHOCTBIO),
ACMHKHOCTL M HGApasaencHne pabotatcmero. B npukazax oo yycObuoli YyacTn ykasniealotcs akynbTeT,

_ Bepeun 01
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XX/XX-16 no oexonpoussoocmey CIEOY BO IO0xncno-Ypanscxkuit I'AY

HOMEDP TPYNIbL, HHIMBHIYAIBHBI KO H rojl pPOAIEHHA CTYAEHTA. 3aBepeHHBIC KOIHH MPHKasa WM
BBITIHCKH M3 HETO NOIIHBAIOTCA B IHYHOE JE10.

[lpoexkT npHKasa, COrnacoOBaHHBIE C COOTBETCTBYIOIIHMH  NOAPa3ACICHHAMH, MPOXOIHT
IKCNEPTH3Y B KAHUENAPHH YHHBEPCHTETA B HAaCTH NMPHMEHEHNA M HCMONb30OBAHHA ACCTBYIONMX HOPM
npapa # COOTBETCTBYIOMIMX HOPMATHBHAIX JOKYMEHTOB.

[eperii micT npukasa nedaraercs va OGnanmke npukasa (npunoxenne Noe 5), a nocaenyroummii
TEKCT Ha CrasjaprTHeix Jmucerax Oymary dopmara A4, BTOpoll M NOCASAYIOMHH AOMKHBEI ObITh
npoHymeposaibl. HoMepa IMcToB npocTaBisiorTcs NOCePE/IHHEe BEPXHETO N4 JIHCTA.

CoBMecTHBIE IPHKA3L! OpPraHu3alHii neYaTaroTcd Ha CTAHAapTHLEIX Mctax Oymarn dopmara A4

[Ipn odopmaeHuN COBMECTHOIO NPUKa3a: HAHMEHOBAHHA OPraHU3alKil PacCHONAraloTCs Ha OJHOM
ypoBHE, HauMeHoBanue Buaa aokymenta - [IPMKA3 - pacnonaraercs uentpopaHHbeiM oOpasoMm: jara
COBMECTHOID MPHKA3a - €HHaA, COOTBETCTBYET AaTe Donee no3Hell MOANNCH; PErHCTPAHOHHBII HOMED
JOKYMEHTA, COCTABJICHHOTO COBMECTHO JABYMA H Oonee opranM3alHAMH, COCTOHT W3 PErHCTPallHOHHBIX
HOMEPOB, NPHCBOCHHBIX AOKYMEHTY Ka#10il OpraHusauueii, npocTaBiseMblX Hepe3 KOCYI0 4epry B
Nops/iKke yRasaHns asTopos B gokymente. [loanucu pykopoauTeneii opranusaiuii pacnonaralorcs HHxKe
TEKCTa Ha OJHOM YPOBHE.

[lpukasbr perHcTpHpyrOTCS B KHHTax PpETHCTpPailHH [PHKA30B (HasBaHWe, HOMEp, Jara)
KaHuenapuei, oraenoM YuebHo-MeToaudeckod padoThl, OTACNOM ACTHPAHTYPRI W JOKTOPaHTYPEL,
Ynpasnenus 1o KajpoBoil NOMMTHKE, B JeHb NoinucaHus ux pextopom. [Tepseiii sx3emmisp npukasa
OCTAETCH B CTPYKTYPHOM M0O/1pas/ie/ieHHH JaHHBIX OT/IEN08.

lloaroTtoBka NpoeKTOB NPHKa30B, ODLABNAIOIIMX pelleHHe YueHoro cosera YHHBEpPCHTETA,
OPraHu3yeTCsl OTBETCTBEHHBIM 33 MOATOTOBKY BK/IIOYEHHOI0 B MOBECTKY JHA 3aCEaHHA YHEHOr0 COBETa
YHUBEPCHTETA BOMPOCA, KOTOPbIA 3a HENEMO 10 00BABIEHHOr0 CPOKA COTJIacyeT ColepiKaHHe NpoeKTa
PElIeHHs ¢ MPOPEKTOPOM, OTBEYAIOIHM 3a JOKyMeHTalHoHnHoe olecnedeHHe B YHHBEpcHTETa, [UIA
onpeeneHus MOPAIKa PEATH3ALHH JaHHOIO PeleHusl,

Yuenniii cexperapsb coBeTa B TPEXIHEBHBI CPOK NOC/IE 3acelaHHA Y USHOr0 COBETa NPEeACTABIAET
0(h)OpMIEHHOE PELIEHHE IPOPEKTOPY.

[lpopekTop B 3aBHCHMOCTH OT CONEPKAHMH HANPABIACT PEIUCHHE COOTBETCTBYIOIHMM
MPOPEKTOpaM 10 Hanpas/ieHHWAM JUIA [OATOTOBKH NPOEKTA ApHKasa M M0 YKajaHWi0 peKTopa
YCTAHABITHBAET CPOK.

2.3.3. Pacnopskenune

Pacnopsxkenne — JOKYMEHT, H3JaBaeMblii PEKTOPOM M [POPEKTOpaMHM B Mpejseiax cpoeii
KOMIETEHIIHA MPEHMYLIECTBEHHO 10 BONPOcaM HHPOPMAIIHOHHO-METOIHYECKOr0 XapakTepa, a TaKkiKe 1o
BOMPOCaM OPraHH3alHOHHO-ONEPATHBHONO VIPABICHUA [EHTeIbHOCTBIO YHUBEPCHTETA, HMCNOIHEHHA
peuieHnil YueHoro copeta W npukasos. Ha ocHopanum pacnopsikenuii co3aloTcs KoMHCCHM (s
O3HAKOMJICHHA C JEATeNLHOCTRIO CTPYKTYPHBIX NOApa3fencHuil, Ans NpoBepkH 3asBieHuii, xanob
rpaiiaH | ap.).

PacnopsiKenne He JOMKHO COIEPKATE NPEANHCAHMNI, HOCAILMX HOPMATHBHAIA XapaKTep.

Pacnopsmenne umeer o0a3areNbHY0 CHIY JUIR  KOHKPETHOTO IMIA HIH CTPYKTYPHOTO
noapas/ieNeHus, KOTOPOMY OHO AIpecOBaHO.
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Pacnopsxkenna moryt OwmTh kak o0mero, UIMTEAbHOrO [AeiiCTBHA, TaKk H Kacalomuecs
KOHKPETHOTO BOMPOCA, OTACILHOIO CIy4as.

[oarotoska, cocraminenue # OGOpPMICHHE PACHOPSKEHHH NPOH3BOAHTCA B COOTBETCTBHH C
TpeDOBAHUAMH, NPEABARIAEMBIMH K COCTABICHHIO H OQOPMICHHIO [IPHKA3OB.

Texcrosas yacTh pacnopsKeHHA HAYHHACTCH CPA3y C PACHOPATHTEIBHON YaCTH.

Ecnn tpefyerca pajescHenne ueneii @ MOTHBOB TPHHATHA PACHOPAMEHHH, TO B IMPOEKTE
NPUBOJNTCH BCTYIIHTENbHAS YACTh - npeaMbya.

Perncrpais pacnopsaeHnii OCyWEeCTBAALTCA B KaHUEIApUs 1 B oTaene YueOHO-MeTo H4YeCcKOi
pabote Yuusepcurera. PacnopsikeHns HYMEPYIOTCH MOPHIKOBBIM HOMEPOM, B Npejlesiax KaleH1apHoro
rozaa. PerneTpatnosteii HOMEP COCTONT U3 NOPAIKOBOTO HOMEPA PACTIOPAIKEHHA.

[lepsbiit micT pacnopsikenus nevaracres Ha Onanke pacnopsaeHus (npuiomenne No 6). Busw
NPOCTABIAIOTCS Ha 0GOPOTE NOCAEAHErD JIMCTA PACHOPAAEHHA.

2.3.4. Cxema npoxo#1eHus NPoeKTa PACHoPIANTEILHOTO JOKYMEHTA

HMcnonunrens ocylecTBNAeT NOATOTOBKY TEKCTa NPHKaza (pacnopsieHHs) B COOTBETCTBHH C
YCTAHOBJICHHBIMH TpeboBanuaMH H oopmager ero Ha Gianke H B BHAE KoMOeioTepHoro daiina c
NOMOMIBIO pazpaloTaHHOro Kanuenapueii mabnona COOTBETCTBYIOWErO PACTIOPALHTENBHOIO JOKYMEHTA,

Moarorosnenusiit  npoekt  npukasa  (PacnopsuKeHHs) — COrNACOBBIBAET Y HpABICHHEM
| OPraHH3aIHOHHO-TIPaBOBOH padoThl HA NPeAMET COOTBETCTBHA ¢ HOPMATHBHBIMH akTamu Poccuiickoro
3AKOHOAATENRCTRA) M JIiee © JIOMKHOCTHBIMA JHUAMH, YKa3aHHBIMH B CIHCKE BH3 COINacoBaHHA MO
HANPABJIEHHIO PACCMATPHBAEMOTO BONPOCA B NPOEKTE.

Cornacosanue NpHKA3OB OCYIECTBAACTCA B CACAYIOLIEH MOCASA0BATEILHOCTH:

*  OTBETCTBEHHOE JHIO B KaHLEIAPHH;

*  PYKOBOIMTENN CTPYKTYPHBIX MOAPa3JeNeHHi, Kpyr IesTelbHOCTH KOTOPEIX 3aTparnBaercs
NPOCKTOM TPHKA3A;

* NPOPEKTOP MO COOTBETCTBYIOMIEMY BHIY JACATENLHOCTH (110 HANPaBICHHIO).

HeoOGxoaMMocTs pacchUlKM NPHKa3a CTPYKTYPHBEIM NOAPa3/c/eHHIM H ero THPaK YCTaHaB/IHBaeT
HCNOMHHTENL M COrNACOBLIBACT € OTBETCTBEHHBIM JIMIIOM B KAHUENSPHUH (B COMCOK PAcChUIKH B
0GA3ATILHOM NOPAJIKE JI0/KHE! BKIIOYATHCA BH3HPYIOMIAE JOKHOCTHBIC IHLA).

Baecenne msMeHeHMil B NOANMCAHHEIT NpHKa3, PacloOpsKeHHe, a4 TaK JKe B COINIacOBaHHLI
NPOEKT JIOKVMEHTA HE J0NYCKaeTes.

2.3.5. Hoaowenne, npasnia, HHCTPYKUHH

[Monowenne NMPHHAMACTCH, CCIH B HEM YCTAHABNHBAKOTCA CHCTCMHO CBA3ZAHHLIE MEHKIY coboit
NMPABHITA MO BOITPOCAM, OTHECCHHEIM K KOMIIETCHIHH ?HHHEPCHTETH.

B npasunax ycranasimsaioTes Hopumbl H TpeboBannd, o0a3aTeabHbIE U1 BHINOIHEHHA,

B Tlonoxennun winaraercs NOPAZOK OCYLIECTBICHMA Kakoil-nnbo AEATENBHOCTH MM MOPSAIOK
NpHMEHEHHA [OJIOKEHHH 3aKOHOAATEABHBIX W HHBIX HOPMATHBHBIX AKTOB. [Tonoxenna NpHHHMAIOTCH
Yueusim coerom YHuBEpCHTETA.

[Monomenns (npasuia HHCTPYKIMK) NPHMEHAIOTCA KAK CAMOCTOATENbHBIE JOKYMEHTE, KOTOPLIE
NOANHCRIBAIOTCH  PEKTOPOM MM NPOPEKTOPOM  MCHONHAIOUHM O0N3aHHOCTH PEKTOpa MM  Kak
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YTBepHKAAeMBIi  1OKYMEHT. YTBepi#aenue odopmusercs s Qopme rpuda yTeepiIcHHS HIH IyTeM
M3IAHIA PACTIOPAINTENBHOIO JOKYMEHTA 00 HX YTBEPAUICHHH,

leprrii mict Tekcra npoekra [Tonomenus (npasui, HHCTPYKIME) neyaraeTcs Ha obumem Branke
Yuusepeurera. Ecam npoexr [Nonowenns (npasui, HHCTPYKIHH) YTBEPKIACTCH PaclopaHTENLHEIM
JIOKYMCHTOM, TO OH nevaTaercs Ha crangaprHoM mucte gopmara A4, Texer uanaraeres oT TpeThero
MHIE eJMHCTBEHHOrO MIH MHOMKECTBEHHOTO uHena. B TekcTe HCNONBIyIOTCH ClHOBA: «I0IKEHY,
«cneiyery, «He00X0AHMON, «3AlPELIAeTCAy, «HE JONYCKAETCAN.

3aronopok Kk Tekery [lonowenus (npaBun, WHCTPYKUMH) oTBeuaeT Ha Bompoc «O wem?»;
3ar0JI0BOK HMHCTPYKLHH, CcOAep:Kamiel JIo/nKHOCTHRIE TpeboBaHMS M NOPHIAOK npoBeneHus pabor,
oreevaeT Ha ponpoc «Koro?»,

Koncratupyromeit uacreio [lonomenus (npasui, HHCTPYKUMH) ciuykur pasgen «OOuiue
NOJAOKEHHA, B KOTOPOM YKa3uIBAalOTCA OCHOBaHHA pa3padoTKH, OCHOBHOE HAlHAYEHHE HOKYMEHTa,
cipepa ero pacnpocTpaHenns ¥ OTBETCTBEHHOCTE 33 HAPYIICHHE YCTAHOBNEHHBIX [PaBHIL

Ocunosnoit texer [Tonoxenns (npasui, MHCTPYKIHH) MOMKET ASINTHCA HA [/1aBbl, TYHKTEL M
noAnyHkTel. [asel omaHEL UMeTh HasBaHHA. [NaBel HYMEPYIOTCH PHMCKHMH HH()paMHM., NYHKTEL H
NOANYHKTE - apabckuMu udpamu.

2.3.6. llporoko.n 3acepanus (coBemanun)

| [Tporokon - A0KyMEHT HH(OPMAUMOHHOIO Xapakrepa, NMpeiHasHaueHHbIH 118 (PHKCALHH X014
pacCMOTPEHHS BONPOCOB M TNPHHATHA pellcHHN Ha 3acelaHHsiX KOJUIErHATBHBIX, COBEUIATENLHBIX,
KOOP/IHHALMOHHBIX, IKCHEPTHRIX M JIp. OopraHos, cosemanuii. [IpoTokon cocrasnseTcs Ha OCHOBaAHHH
3AMHCEil. NMPOH3BEACHHLIX BO BpeMs 3aceiaHHs (COBEUAHHA), NPEiCTARISHHEIX TEIMCOB JOKIAN0B H
BBICTYILIEHH, CNPABOK, TPOEKTOB PELIEHHIT H APYTHX MarepHanos.

[lpotokonupoBanmio noIekKaT 3acefaHns YueHoro cosera YHHBEpCHTETE, peKropara,
NPHEMHOIT KOMHCCHH, TOCYIAPCTBEHHBIX JK3aMEHAIHOHHLIX KOMHCCHI, YdeHbix coBeToB (hakyIbTeTOR,
Kaeap, HayuyHblX CEMHMHAPOB, METOAMMECKHX KOMMCCHIl, KOHKYPCHBIX KOMHCCHIl HAa 3aMelleHHe
BAKAHTHBIX JIOJUKHOCTEH, KBATHQMKALHOHHBIX KOMHCCHI, oOuecTBeHHBIX opradusauuii (npodroma,
COBETA BETEPaHOB W [p.), KoH(EpeHIMA H CHMIO3ZMYMOEB, IKCNepTHRIX Komuccuil. [lporokonst moryt
HIABATECA B NONHOH MM kpatkoil Qopme, npr koropoil onyckaerca xoa obcykaeHHs Bonpoca M
(PHKCHPYETCA TONLKO NPHHATOE 110 HEMY pellleHHe.

Jaroii nporokona sensieTcs AaTa 3acelaHMs.

Haspanne KonnernansHoro oprasa in COBEIIAHHA CIYAKHT 3ar0J0BKOM POTOKOIA.

Texker nonmnoro npoTtokona, Kak NpaBHIO, COCTOHT W3 JABYX 4acTeil: BBojHoll B ocHoeHO#. B
NepBoil YacTH YKasblBAKOTCA HHHLMANLL, (aMuaun npencearens (npeiace aTenbCTBYIONUIErD), CeKpeTapi,
a TaKKe NPACYTCTBOBABIIMX HA 3aCCNaHHM W, NpH HeoOXOAMMOCTH, NPUIrialleHHbLIX HA 3acejaHue
(coseanne). @amunun pacnonaraiored no andasuty. Ecii KonH4ecTBO NPUCYTCTBYIOIMX NPEBLIIIAET
15 uenoper., B BBOAHON 4acTH NPOTOKO/A JEIAeTCH CCBUIKA HA CIIHCOK, ABAAIOUIEHCS HeOThEMIEMOH
HACThIO MPOTOKOA, HANPUMEp:!

[pueyTersoBann: 25 yen. (CNHCOK npuiaraeres)
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MHHHCTEPCTBO CEIBCKOIO XO3AHCTBA POCCHIICKON Weiepalin
(penepanbroe rocysapeTBeHHOE DIOKETHOE 00pa3oBaTelbHOE YUpEKICHHE
BhICILIEro oDpasopanns
«lOsKHO-Y pasbCKmii rOCY 1aPCTBEHHbIH arpapHbli YHHBEPCHTET)
(PI'EOY BO Kkuo-VYpansckuii [AY)

Hoaomenne
10?3;:?? 2- no deaonpoussodcmsy @IEOY BO IO0xcno-Yparsckuii FAY

Ecan s 3acenanuy (CoBCAHMM) NPHHAMAIOT Y4ACTHE NPEACTABHTENN APYIHX OpraHu3aimii,
VEAIBIBACTCH MECTO pilﬁt‘l'ﬂ:l H DJOMHHOCTE KEAIOTD MTHLA. MHDI‘DCT[JD'-I}IHE HAUMEHOBAHHA JO/DKHOCTEH
[PHCYTCTBYIOLINX NEYATAIOTCH YCpes OJIHH MEKCTPOYHEIA HHTEpBaL.

Broamas HACTh MNpOTOKOINA  3aKaHYHBAETCH MOBECTKOH  JIHA, Cﬂ.ﬂ.ﬂp)l{ﬂl.llﬂﬁ OepevcHb
PaCCMAaTPHBACMBIN BOMPOCOB, NEPCHYHCIICHHBIX B MOPAIKS HX 3HAYHMOCTH ¢ VE43dHHEM NOKMag4YHKa no
Ka#oMy paccMartpusaeMoMy Bompocy. Bonpocwl nosectks aus (opmyampyiotes ¢ npemitorom «Op»
(«O0»), nevaTaloTCs 0T rPAHKIB] JCBOTO 1014 H HYMepYIoTes apabekuMn tndpamu,

()cHoBHAA YacTh NPOTOKOAA COCTOMT H3 Pa3[esioB, COOTBETCTBYIOIIMX NYHKTAM MOBECTKH JIHA.
Texer kammoro pasjiena CTpoOMTCS MO CXeMme:

CIAYIUAJIH:

BbICTYTTHJIH:

MOCTAHOBWJIM (PELLHHJIN):

OcHoBHOE coAcpkKaHHe NOKIANOB W BBRICTYIUICHHHA BKJIOYaeTCA B TEKCT NPOTOKOAA HIH
!nI]HJIEFaETCE K HEMY B BH/E OT/CNBHLIX MATEPHAIIOB; B IIOCCAHEM CIyYae B TEKCTE MPOTOKOMA JIeNaeTcs
ormerka «Teker BRICTYIJICHHA TIPHIAracTCan, [TocTanoBnenne l:pElHEHHE} B TEKCT NPpOTOKOIA BHOCHTCH
MOIHOCTRIO B Toil (opMmymHpoBke, koTopas ObUla TNPUHATA HA 3ace/laHMH; NpPH HEOOXOAHMOCTH
MPHBOJATCA HTOIH FOJOCOBAHUA: «34a - ..., NPOTHB -.... BO3JEPKANOCH - ... 5,

Conepanne 0coDOro MHEHMA, BRICKA3aHHOIO BO BpeMA ODCYIHKICHHSA, 3allHCLIBAETCA B TEKCTE
NPOTOKO/IA NOCAE COOTBETCTBYIOMIETO NOCTAHOBICHHA (pEIlCHHA ).

Texcr KpaTkoro npoToxKoaa Takke COCTOMT H3I JIBVX vyacTeii. Bo BBOHOIN YacTH YEa3bIBaKOTCH
HHHIHAIEL, # (aMuInl Opejcefare/beTBYIOmero (mpeacejarens), cekperapd, a Takwke HHHIHAIL H
(raMHIME IPHCYTCTBOBABILIMX JIHIL.

Caoso «[IpucyrersoBanuy nedaraetes OT rPaHUILL JAEBONO MO/, NOAMEPKHBACTCA, MOCIE CI0Ba
crapuTca asoeroune, Humwe nevaraiorcs HaWMEHOBAHMA J0/UKHOCTEH NPHCYTCTBYIOUHX, a cripasa oT
HAWMEHOBAHHA JOKHOCTEH - HX uHmmansl #  damunus. Hanmenosanus JomkHOCTEH MOryT
VKa3kIBaThed 0000Men O, HANIPHMED:

[pucyrersoBann:

[Tpopextop no yueduoit pabore K.0. Damuins

Jaseayromue kaeapamu H.O. damunus, 1.0, Gamunns, ...

Crnmcok oTen9eTes 0T OCHOBHOM YacTH NPOTOKO/A CIJIOMHON Y4epToi.

B ocHOBHOI “acTH NPOTOKONA YKA3BLIBASTCA HOMED BONPOCA B COOTBETCTBHH C MOBECTKOH [HA,
COOCPMHEHHE BONPOCa H NPHHATEIC PEINCHHA.

Haumenosanue sonpoca Hymepyerca M Hauumpaerca c¢ npemnora «O» («O6»), neuataerca
HEHTPOBAHO M MMOJIMEPKHBACTCH OJHOH YEPTOH HHKE nocneHel CTPOKH Ha paccTosHHH He Dojsee oHOro
uuTepsana, [oa veproil ykaspisawoTcd (paMHIMH JO/DKHOCTHBRIX JIMI, BHICTYNHBHIHX NpH 00CYKICHHH
nanHoro Borpoca. MaMuIMK nevyaraloTed Yepes | MeKcTpouHEI HHTepBan.

3arem yKa3blBACTCS NPHHATOE [0 BONPOCY PEeLICHHE.

[Ipotokon noanmucuiBaeTcs npescesaTeNbCTBYIONMMM Ha 3acefanuu W cexperapem. IIpotokon
MOKET (PUKCHPOBATL pelieHHe 00 YTBEPIKACHHH Kakoro-nubo JNokymeHTa. YTREpPAICHHBIH JOKYMEHT
JOIEECH NPHAArAThCH K NPOTOKOTY H HMETE OTMCTKY ob YTBEPMIACHHH, HATIPHMEP:
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MHHHSTEpETBR cenbekoro xo3aiictea Poccniickol Meggpaunn
peacpaIbHOE [OCYNAPETBEHHOE OI0AKETHOE 00PA30BATENBHOE YUPESKACHHC
BBICILEIO OGpazoBaIKS

«}OHo-Y panLek il rocyaapeTBeHH B ArpapHBlil YHHBSPCHTETY
{(PI'BOY B lgxcucn-‘:r’pa.nbckﬂii T'AY)

Hoaokenue

no oeapnponisedcmey PrEQY BO Oxcno-Yparsckni FAY

10¥pl'AY-11-02-
XX/AX-16

YTBEPAAEHO [Mporoken

accaani Vyegoro copeTa

(aKynrTeTa HHOTEXHONOTHH

ot FL07.2010 Ne23
npﬂT{rKD.’laM NPHCBAHBAKTCA NIOPAUKOBLLE HOMEPE B NPENeidy KANCHIAPHOIU Mo OTAENEHE 00
Kaxaod I'pyniie  NpOTORONGE.  TIPUTOKONE 3ACC a8 KEI(l)E.I[pI:-I, OpOTOKOILL  KOOPIHHAUHOUIBLX,
IKCREPTHLIN COBETOB W AP, opranos. [1poTokonel COBMECTHERIX 3aceNaHMA MMEKT COCTABHBIE HOMEpA,
BEMOUYAIOIIKE DOPAAKOBEE HOMEPA NPOTOKOIOB OpralH3aukil, NPHHAMABLIHX YHACTHE B 3ACSAAHUH.
IlepBbii ANCT NepBOre 3KIEMIAAPA MPOTOKONA 3acedaHua Kafedphl nevaraerca Ha OOWEeM
Branke. & HNOCAEAYHOWHE MHCTHL H IPHIIOHKSHHA K NPOTORONY Ha 6}fM€IFC TOrO e Ll)ﬂph[a'fa H KauecTped,
q4to u Gnank ([lpanowenne MNed3). IlpoTokonm 3acenadifi rOCYNApPCTECHHBIX  FKIAMEHAUHOHHLIX
KOMHCCHH M KBLIWPHUKAUHOHHBIX  KOMHCCHH (OPMHPYIOTCA B CNECUHMANBHBIC KIHTH, KOTOPBIS
NMPOWHYPORLBAICTCA H FABCPAKITCA NSYaThIG '}'PHHBE[JCHTETE; JHETBH KHATH NYWMEPYICOTCA B HPABOM
BCPXIEM YI1Y TPAGUTORLIM KAPAHIAIIOM,

I'lpummn bl DeMATAIOTCA TONBKD HA OaH0H CTDFGHE RHCTA.

Cropo « IMIPOTOKOMN» (BHy J0xkyMeH1s} NeyaTaeTcd NPONHCHbIMH OYKBaMM A
PAIPANKY, NONYKHPHBLM WPHPTOM W BLIPABINBACTCA N0 USHTPY) BHA 3a¢efaHHd (COBRILAHHA) -
OTIENASTCA OT NpLUBLLYLILCT) PUKBHEHTA 2 ME}HCTPDHHBIMH HHTL‘[}BH.F[HMH, medaTacTod N0y KHPHLIM
wpndToM Yepes | HUTepBa:l H BLIPABHYBAETCA MO USHTPY: 4aTa U HoMep NpoTokona. Jdata odopmaaerca
CJIOHECHU*LI.H{IJ'WBHM CRoeoDoM H NedaTaeTe A Hepes: 2 MCAHCTPOYHEIX HHTCPBLIG HHMKE NPCABIAYIIET(G
PEKBHINTA; HOMEP MpOTOKONA 0503HAYACTCA ApaOCKUMH  UHQipaMH, MOKeT BKMOMaTh OGyKBeHHBIE
HHAZKCLL.

QCHOBHAA YaCTh NPOTOKIA IEUATACTCA Yepes 1.5 MeKCTPOMHOTO HHTEPBANA,

[lDﬂ.I’[HCh OTACNACTCA OT TEXCTA TPCA MEKCTPOUHEIMH HHTEPBANAMH H BKIHMAET HANMEHOBAHWE
JOMKHOCTH TIHIA, [(IPEACeNaTeNbCTROBABIISIO HA 3aCCJallHE (COBCLUAIHH), €TI0 AHYHOH NOANHCH,
pacliHgpoBKE NOAMHCH {HEXLHANE B daMunua).

Haumenoaanie AZOAMHOCTH NeMaTaeTCA OT AICBOH TPAHHIB TEKCTOBOrC TNOAA YEpe3 OIMH
MEHCTPOMEBLE RHTEPBAL H UEHTPHPYETCA OTHOCHTENBHO CaMOH ZAUHHONR CIPOKH.

PacinudpoBka NOANHCH PacNONAracTed Ha YPOBHE NOCACAHEH CTPOKH HAHMEHOBAHHA A0KHOCTH
¢ npodenoM memay nHuuHanamW H damunnefi, [locmeansa Oykea B paclwH(poBKe OCPAHHYHBACTCA
[EpaBbiM NOAEM.

BeuIMCKH H3 NPOTUKOROD OGOPMIAIOTCA Ha CTAHAAPTHLIX NUcTax OyMarn (tre Ha fnaukax).

K NPOTORGNAM  HpHIErakoTea  TEECTR H TE3HCW AOKAQTCE H BHET}’[‘IHGHHF]. KOHCIICKTh]
0OCYWAAEMBIX NEKLIKA, CTCHOIPAMMBI 30CE1AHHA, eCTIH OHU CTEHOU P HPORANKCE.

K.onHu ApOTOKCNOE NpH HEDﬁKO..E[HMGCTH PACCBEIMAKOTCA RFAHHTEPECOLBAHHLIM OpraHW3alHAM H
OOCAHHOCTHLIM JIHUAM B COOTBETCTEHH ¢ YEIATEACM PACCBIIKH, YRGATENE COCTABNACT H NOANHCBIBACT
OTRETCTBEHHEE BCNONHHTENE AOAPa3AcNCHHA. NMOTOBHEBILEr) pACCMO TPEHHE BOIIPOCA.

2.3.7. Cny#wchuan nepenncka
Chnysxcbitas nopernucka - pasiiuHble BHAL OQPHUHANBHBEIX  JOKYMEHTOER KHPOPMALHOHHO-
CTIPABOMHOTO XapaKTepa, MCMOML3IYEMBIX N1 0OMCcHA HidopMalHed.

Bepeust 01
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MHHHCTEPCTBO CeBLCKOT0 XO3MHCTBA POCCHIICKON WeiepatiH
(penepanbHOE rocylapeTeeHioe OlOKeTHOE 00pa30BATeILHOE YIPEKICHHE
it BRICILIErO ODpa3oBaHHA
« 0-Y panbCKHii rocya HHBIH arpapHelii YHHBEPCHTET?
(PI'BOY BO G~Ypa:[bcm{§: I'AS'{}

Hoaoxkenne

no oeronpoussodcmey PILOY BO Wxcno-Ypaavekuia FAY

I0YplrAY-TI-02-
XX/XX-16

K sugam cnyweOHOH nepenmck, Hcnmonsdyemoil B YHuBepcuTeTe, OTHOCHICHA: Iel0BOE
(cnymebnoe) nucemo, Tenerpamma, Tenekc, axcorpamma (daxc), TenedoHorpamma, 3NEKTPOHHOE
MHCEMO (3NEKTPOHHOE CoobIIEHRE).

Hlenosoe (caykeOnoe) nNHCEMO — JOKYMEHT HHOOPMALUHOHHO-CIPABOYHOIO XapakTtepa,
HANPABASCMBIH Y HHBEPCHTETOM, JMO/LKHOCTHBIM JTHUOM ajpecarty (OpraHy BIAcTH, OPraHM3aliud Wi
JHLLY) N0 NOYTOBOH CBABM.

Tenerpammva — nokymMenT HH(OPMALMOHHO-CIPABOYHOTO XapakTepa, HANpPaBIAEMBIA agpecary
(Oprasy BAACTH, OPraHM3alHm WIH JHILY) 1o Tenerpadgroii ceTi obLero nons3oBanns.

! Teneke (renedonorpamma) — Tenerpamma, nepenasaeMas no aGonenrtckoH Tenerpaduoi
(TenexcHoii) ceTn.

Qakcorpamma (paxe) — monydaeMan Ha OyMaKHOM HOCHTEIE KOINHA JOKyMEHTa (ITHCBMEHHOIO,
rpauueckoro, n306pa3uTeIbHOrO), NEPEIAHHOT0 NO KananaM hakcHMHIBHO CBA3H.

Teneonorpamma — L0KYMEHT HHOOPMALHOHHOIO XapaKTepa, IepeaaBaeMslil H NoIy4aeMblil 1o
Tenedonnoii cazu.

DNEKTPOHHOE MUCHMO (3NEKTPOHHOE coolmmeHHe) - JOKyMEHT HHGOpMallHOHHO-CIPABOYHOTO
xapaxTepa, nepejaBacMblil B MOMYHaEMblil M0 MMEKTPOHHON NoYTe. DIEKTPOHHOE MHCHMO HMEeT CTaTyc
JOKYMEHTA, €C/IH OHO 3aBEPEHO 3EKTPOHHOI Ln(poBoil noaANHCkIO.

CrnymeOnble MHCEMA MTOApA3AENA0OTCS HA MHCHMA-3aIPOCk], MHCBMA-0TBEThLI, CONPOBOAUTENbHEIE
MHCbMA, KOTOpbie Beinonustores Ha Gnanke nucema (Ipuionenne Ne 9),

[lncema ©Ha Onankax YHHBEPCHTETE NOANMCHIBAET PEKTOP, NPOPEKTOPa, PYKOBOAMWTEIH
CTPVKTYPHBIX MOApasaeneHuii, HaAeNeHHbIC COOTBETCTBYIOMIHMH MOTHOMOYHAMH.

CayaeOHble MHCHMA PErHCTPHPYIOTCH B KAHLIGSPHH.

Henoanutens BUIHPYET KONMIO NHCHMA, OCTAIOWIYIOCH B I€/Ie KaHUeAspHH.

B cayxeOHOM micbMe NPHCYTCTBYET PEKBHIHT «HAHMEHOBAHHE [OKYMEHTa» (3aro/lOBOK K
TEKCTY), oTBeuaroii Ha sonpoc «O yem?» u Gopmynupyiounii B kpaTkoi QopMme TeMy NMACHMA.

B caymeOHBIX NMCBMax MOTYT HCMoNb30BaThCA (pa3sl ITHKETHOrO XapakTepa YBaxaeMblit» - B
Ha4ane nuceMa, Hal Teketom 1 «C yBAIKEHHEM, » B 3aKJIIOYHTENBHON HACTH NHChMA, Nepel MOAMHCHIO);
ITHKETHRIE passl ne4aTaloTCAd HMCMIOMHHTEIEM MPH MOATOTOBKE NPOSKTa MHCHMA.

Cnysxebupie nucsMa Hanaraores: ot 1-ro auua MaomecTsennoro yicna («IIpocum npeaocTaBuTs
uiopmannio ...», «Hanpasasiem Ha 3aKmoYeHHe OPOEKT ...» H Ap.), OT 3-ro IHNa eHHCTBEHHOTO YHCIa
(«AKamnemMus HE CUMTaCT BO3IMOKHBIM ..», «PykoBoactso YHuBepcHTETE NpeLiaraeT paccMOTPEThH
BOIMOMKHOCTD...» ), HA JOIKHOCTHEIX Onamkax - or l-ro omna eauncreennoro uucna («llpomy Bac
NPEACTABHTE AaHHBIE 0..», «(CYHTa0 BOIMOKHBIM NPHHATE YMacTHe B...»). Texcr cnyxebHoro nmucema,
Kak MpaBuio, MOIKEH KacaTbCa OIHOTO BONPOCa WM HECKO/IBKHX BOMPOCOB, €C/IH OHH B3aHMOCBA3AHBI H
OyAYT paceMarpHBaThed B OJHOM CTPYKTYPHOM NoApasienciiny opraHn3alii-ajapecara.

Texer nueeMa, Kak npaBuio, COCTOHT M3 ABYX 4acteil. B nepsoil wacti u3naraercs npHuMHA,
OCHOBAHHE W 000CHOBAHHE COCTABICHMSA MNHCHMA, NPHBOJAHTCA CCLUIKH HA JOKYMEHT, SBISIOLIHECH
OCHOBAHHEM MOJrOTOBKH nucbma. Bo Bropol wacTH, HaunHamouielcs ¢ abam NMOMEMAaloTCA BBIBOLL
npeoKeHns, npockiel, peleHnd 1 T.1.

[lncuma (puHARCOBOrO XapakTepa, a Tak e IHChLMa, cojepxanine o0s3aTe/bCTBA 3aBEPAIOTCH
NEYATEI Y HHBEPCHTETH.
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MHHHCTEPCTES CenLekora xoadblicrea Pocciiickoh @enepaunk
(eacpanbHoe roc yaapeTBeHHOE GHOLKCTHOE 0DPATOBATEALHOE YUPCKRCHHE
BBLICLUCTO O0pa3oBaHHA
«HWBO-Y panLcKHH rocy1apcTBCHIIBIA ArpapHbIil YHHBEPCHTETD
(SI'BOY BO 1Ohwno-Ypanecknid TAY)

Moaowmenne

i m?;:}ti:lltﬂz' Ho oehonpowseoocmey PrEQY BO IOxcno-Ypasexui FAY

B nucemax + 0TBETAX A0MKHA coaepaTeCd ONpockda O NOAYYEHUH HeOBXOANMBIX CBEISHHH OT
OpraHH3IaLnii - a2pecaToB HAH 00 OCYNICCTRICHUH AeHCTENA, KOTOPLIE CeayeT BLIMGIHHTL AAPECaTy.
B nuceMax-oTBeTax coobulgeTca 3anpallHBieMLi CBEASHHA, HHOOPMAUHA O BLINOIHEHHH
TpeOdyeMulX NeACTBHH B COOTBETCTBHH ¢ MONYYCHHBIM 3ANPOCOM. YBEUOMICIHE O HEBOIMOXHOCTH
NPCACCTABNEHHA HeODXOIHMBIX CBEJEHHA. a TAKKE YKA3BIBASTCA HUACKC. AATA COOTBETCTBYIGErD
HHCLMA-1aNpoca (B PECKBH3HTE CCLUAKA HA HOMEp H Aary). CpOKK NOUAFOTUBKK OTBETHBIX OHCEM
YCTAHOBNEHB! HOPMATHEILIMH DPABOBLIMMK AKTAMH HAH Pe20dlOUHER PYKOBOOHTEAS, CPOKH NOANOTOBKH
ApYTHX NHCEM ONPEISAAROTCA PYKOBOIUTENAMH CTPYKTYPHEIX HOApazAe/leHHid Y HHBepeuTeTa. TEKCTH
OTBETHRIX TIHCCM MOMMKIEL TOYHO COOTESTCTHOBITE JIAHHGLM "{}p}"iEHHﬂM, NOCTYOUBWIHM 3FAnpocam.
PEIOTIONHAM PYKOBSOACTRA.

[y oTnpaeneHHn cnymeDHOrC NHCbMa HCOOMHHTEAR MOMNET HCMOALIOBATE MOUTOBYIO HAH
$aKCHMHABHYIO CEATL.

2.3.8, Janucka (aoKIamnan, cOLACHNTENBHAN, C1YVHeOHAN)
Hna  AQUPMALHOHHOTY ODMEHA MEeHAY CTPYKTYPHbIMH NOAPASICICHHAMH, AOMAHOCTHEIMA
AHUAMH, PADOTHHKAMH B YHHEBEPCHTETE HCOMIBIYIOTCH MOKNHAAHAA, OOBACHHTENbHAA, cyieOHas
TAMHCKH.
Noxnansasa zanucka MOXET OBTE AAPECOBAHA AOMKHOCTHOMY NHUY YHHBEPCHTETA, B
BRINECTGAWY R OPradHzauney AN B ARYCYRY OPrairi3alto, Io COIePAHAHHID H HATHAYEHHI) MOWET
OBITL HHOPMALIMOULION KW OTYETHOR.
BHYTPHYHHESPCHTETCKAA 3aMHCKA MHIIETCA OT PYEH WIH COCTABIACTCH HA BYMAaXHOM HOCHTENE,
NOANKCLIBACTCA AaBTOpOM-cocTasuTeneM. BrewHAs — ohopMAseTea Ha BRAHKE NHCBMA NOANHCRBASTCA
PEKTOPOM  HItH UPOpEKTOpOM YHHpepeuTeTa. TeKCT NOKNAQHOH 2aMHCKH COCTOMT H3 2-X 4acTei:
H3INoHEHHA li]ﬂl(’l'ﬂli. IEOCTTY A BLLTHX ]'IpH'-lHHi)ﬁ CCCH BRIBGUOE, MHCHHA YHHBE]}CHTETEI HIH|
RONKHOCTHOTO NHUA,
O0u4CHHTENLEAA 3ANHCKA = HJOKYMEHT, NOACKAROLIAA COASPNAHHE OTALNBHBIX AOKYMEHTOB HIH
OOBACHAIDMMKA IPHYHIILL CBePLIHBRMXCA PAKTOE, HCBBINOIHE HHA KAKHX-1100 mopysicHii o ap.
Cnywebunan sannucka  dopMa BAYTperlcH NEPELIICKHE MEXLLY CTPYRTYPHEMH NOAPA3ACTeHHAMH,
HIH OT AQMAHOCTHORO NIKLA APYTOMY ACNKEOCTIIOMY NHUY BHYTPH Y HHBepCHTETA.
CraymeOHBE JAMHCKH MOTYT HMEThH HHPOPMAUHOHH BII, HHHLUMATHBHBIH HAH OTUSTHLIA XapakTep,
cofepart npecey, npeanowcuue. TekeT cocTont H3 2-x vacTeil; HAMCAKeHUH (Pak1oe H BLBOIOB,
NPeIoKeHHEA NO HINAIAEMOMY BOMPOCY.

JANHCKH HMET CNE/IYIOLIHS o0AtaTeNLHbIE FPEEBHTH TS

+  HAMMEHORAHHE CIPYRTYPHOCO NOAPA3ZACAEHHA - ABTOPE JOKYMEHTA,

*  BHO DOKYMCHTA,

*  haTa J0KyMeHTa,

*  Ha3BANHC JOKYMEHTA (3arcNoBOK K. TEKCTY ), eciin TeKCT Jofee 4-3 CTPOK:;

*  anpecar,

* NMOANHCh.

Ho npencTapAcHHA COQTBETCTBYIIUEMY OCMKHOCTHOMY JjtHUY 3afIHCKH DpPH HEOOXOAMMOCTH
BH3HPYIOTCA 3aHIEPeCOBAHHBIMH JOMKHOC THEMH THLIAMH.

| I——
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MUHHCTEPCTBO CELCKOI0 XO3ANCTRA POCCHIICKON PeacpatuH
tpenepansuoe rocyaaperseHnoe OIODKETHOE 00pA30BATENBLHOE YHPEKICHHE
BBRICLLIETO 0Dpa3oBaHus

«Omno-Y panscknil rocy HHBIH arpapHblil YHHBEPCHTET»
(PI'BOY BE) m-}’pwmcmﬁ B Ab?;[ 2

Hoaoxenne

no deaonpoussoocmey CILEOY BO KOxeno-Ypaavekuia I'AY

HOYpIAY-T1-02-
| XX/XX-16

2.4. llopsaaok cHATHH H BLUIAMH KONHH JOKYMEHTOB

Konmua InoKyMeHTa MIrOTOBAAETCH M BBUIAETCH € pa3peuieHns pekropa (mpopekTopos)
YHHBEPCHTETA HIIH PYKOBOIHTENA CTPYKTYPHOTO NOIPA3ICNSHHA, [/1¢ XPAHUTCS NOMHHBI JOKYMEHT,
Konua 2zasepserci NOMIMCBIO NOMKHOCTHOTO JIMIE, YAOCTOBEPSAIOLIEr0 COOTBETCTBHE ¢e
COACPHAHUA NOLTHHHHEKY.

B sepxHem npasom yray nepeoro Aucta Konuu npocrasnserca cnoso «Konusy. B cayuae ecnm
|KOMHA HA OJHOM JIHCTE B HIKHEM JIEBOM Y1y NPOCTABIACTCH OTMETKA 0 3ABCPEHII KONHH U repboBas
[Mevars (nevarh CTPYKTYPHOrO nojapasieleHid BRIAIOMEro Konuw). B neolxoaumeix cayuasx, Koraa
KOMHMA Ha ABYX M Oonee AHMCTAX, JHMCTE CLIMBAIOTCH M IIPOHYMepoBbiBaloTCH. OTMETKA O 3aBEpEHHH
|KOMHH (¢ yKa3aHHEM KONHYECTBA JIMCTOB KOMMM) W repBosas mneuars (MeYars CTPYKTYPHOIO
NOApasACACHNA BEIAIOMIETO KOMHID) CTABATCA Ha 000pOTHOH CTOPOHE NOCAEIHEro THCTA.

3. OPTAHM3BALMA JOKYMEHTOOBOPOTA

3.1 lHpuesm n nepsuunas 06paborka nocTynawomnx J0Ky MeNTOB

[MocTynaiomme JOKYMEHTE! IPHHHMAET KaHLLEIAPHS.

JIOKyMEHTRI, NOJAYYEHHBIE COTPYAHHKAMHE YHHBEPCHTETA NPH AHYHOM NPHEME MoceTHTeneH HiH
NOCCINCHUN JIPYTHX YHPEKIACHUI, J0/KHE! OBITE Nepeianbl B KAHUENAPHIO HE ITO3AHEE CNe1yIoero
paboyero JHA.

Ilpn npueme JOKYMEHTOB NPOBEPAETCS COXPAHHOCTH YNAKOBKH, NPABHIALHOCTL AIPECAllHH M
KOMIIEKTHOCTE. Ommbo4HO N0CTABICHHBIC AOKYMEHTHl BO3BPALAIOTCH MOYTOBOMY OTJCNCHHIO WIIH
NEPECHUIAOTCR 10 HAIHAYSHHUIO,

Konseprnl ¢ KOppecnoHAeHUMed BCKPHIBAIOTCH B KAHNEAAPHM, 33 MCKIIOYCHHEM KOHBEPTOR,
A/PECOBAHHKIX ODILECTHEHHBIM OPraHU3aLMAM H ¢ HAINHCHIO CIHYHOY,

Ecnn npn sBekpeiTii  o0HApYXHBAETCA OTCYTCTBHE MPHIOMKEHHA MIAH YacTH NPHIOMKCHHI,
HECOOTBETCTBHE CONMPOBOJAHTENLHOIO MHCEMA H BIOWEHHLIX JOKYMEHTOB, IOMETKa 00 3T0M JenaeTcs Ha
PErHCTPAIHOHHONH KapTOYKe, a TaKKe COCTABIACTCH AKT B JIBYX IJK3EMINApax, OJMH H3 KOTOPBIX
NPHAAraeTcs K NOAYHEHHOMY JOKYMEHTY, a Apyroii Hanpasisercs OTIPaBHTEN.

' B cnyvasx ecam TONLKO MO KOHBEPTY MOKeT OLITh YCTAHOBNEH Alpec OTHPABHTENA M Jara
OTNPABKH  KOHBEPTBl OT MNOCTYNHBIICH KOPPECTIOHACHIAH COXPaHAIOTCA M MPHEAAALIBAIOTCS K
JAOKYMEHTY.

Jokymentsl, nocrynusmue ¢ ormerkamp CPOYHO, OIIEPATHBHO nesamennTeNsHO
PETHCTPHPYIOTCH B KAHUEAAPHH W NEPEJAIOTCH PYKOBOACTRY.

[locuingn, npubeiBiune B aapec YHHBepCHTETa, NONYYALT KaHLENAPHA.

O nocrymienun TeleOHOTPAMM, TeJlerpaMM H APYTHX IOKYMEHTOB, TpeOylOLIMX CPOMHOro
HCTIOJIHEH NS, KAHIEAAPHS H3BEINACT CTPYKTYPHLIE NOApasieneHns no renedony.

3.2, llpeasapureasnoe paceMoTpenHe 10KYMEHTOB
JIOKyMEHTEI, a/IpeCOBAHHBIC PYKOBOJACTBY YHHBEPCHTETA, a Takwe 03 YKa3aHWA KOHKPETHOIO

JAHIE HIH CTPYKTYPHOTO OOApasielICHHA, NpelBapHTENLHO PACcCMATPHBAIOTCA B KAHLUCIAPHH, & 3aTeEM
HANPABIAIOTCA PYKOBOACTBY HIIH B MOPa3/ie/ieHue.
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[lpensaputensHoe  paccMOTpeHHE JOKYMEHTOB TMPOBOAHTCA C© [EAbI0  pacnpejielieHns
NOCTYIHBIINX AOKYMEHTOB Ha Tpedyloume o0A3aTe/ILHOIO PACCMOTPEHHA PYKOBOJACTBOM YHHBEPCHTETA
H HANPABIACMEIC HEMOCPEACTBEHHO B CTPYKTYPHBIE 110pa3/ie/ieHHa H OTBETCTBEHHBIM HCTIOIHHTEIAM.

[lpessapurensHoe paccMOTPEHHE OCYILECTBISETCS HCXO0AS H3 OLCHKH COIEPHAHUS JOKYMEHTOBR,
Ha OCHOBAHMM YCT@HOBIEHHOIO B Y HHBEPCHTETE pacnpee/icHuA oda3anHoCTeH.

PaceMoTpeHHBIE PYKOBOJACTBOM JOKYMEHTHI, BOIBPAINAIOTCH B KAHUENAPHIO, IJI€ B MPOrpaMmy
perucTpalii KOppeCcnoHACHIIAH BHOCHTCH COJCpIKaHHE PE30MIONHH, @ caM JOKYMEHT Nepejaercs Ha
HCTIOTHEHHE.

3.3,  Permcrpanus nocrynawmux J0KYMEHTOB

Perucrpanuy BXOAAMMX JOKYMEHTOB IPOH3BOAHTCA HEPE3 NPOrpaMMy perHcTpalHH

Kawapiil 1oKkyMeHT nomkeH ObITh 3aperHCTpHpOBaH TONLKO oAuH pas. /lpolinas permcrTpauns
JOKYMCHTOB 3allpeniaeTcs.

Bxoagune J0KYMEHThI PETHCTPHPYIOTCA B IEHb NOCTYIUIEHHA B KAHIENAPH Y HHBEPCHTETA:

* B perHcrpauMoHHoii nporpamme (npuaosenne Ne 10) — 0T BeILECTOAUIMX OpraHH3aiHii
(MHHHCTEPCTB, BCAOMCTB, TEPPHTOPHANBHEIX OPraHOB HCHONHHTENLHOH BIACTH): NPEeANpPHATHIA,
Oprasusaidii ¥ yupesaeHnil, Tpedyloumme peieHis Wid OTBETA PYKOBOACTBA Y HUBEPCHTETE;

Perncrpauin He MOJJEKAT JAOKYMEHTHI, He TpeOyIOIHE HCHNOJHEHHA W HE COAepiKallne
HEGOPMALIHH, HCNOIL3YEMOT B CHPABOYHBIX LEIAX:

*  [EYaTHBIC H3JAHMA (rajeThl. KHHIH, KYPHAILL, Opounopsl, OOLIETEHH, peKIaMHBLIe H3JIaHHs,
NpoCNeKTsl, aBTopedeparsi);

*  CBOJAKH H HH(OpMaLHA, NPHCIAHHBIC U CBEICHHA;

*  MarepHaibl HA(QOPMaLHOHHO-CIPABOYHOTO XapaKTepa, CTaTHCTHYECKHEe COOpPHMKH, KHHTH,
MPOCIEKTRI ¢ HAYYHO-TEXHHYECKON HH(popMalneii;

* [porpamMMbl CEMHHApOB, KoH(pEpeHIHH, CHMIO3MYMOB H JAp. NOACOHBIX MEpONPHATHI;
PEKIAMHBIE HIBEICHHA, IAKATRL, MPOCIEKTHL;

*  N03IPaBHTEIbHBIE MHCHMA, OTKPLITKH H TeNCrpaMMbl, NPHIJIACHTENbHEIE OHICTEI M T.IL
JlokyMenTEl perucTpHpYIOTCS HEIABACHMO OT cnocoba X J0CTABKH.

Ha nocrynaiommx  JokymMeHTax, PperdcTpHpyeMeiX B NporpaMme 10 JABHKEHHIO
KOPPECNOHIEHIHH, B HHMHEM MpPaBOM YIIy MACTHUYHLIM INTAMIIOM [IPOCTABNNETCE OTMETKa O
MOCTYIUIEHHH ¢ YKA3AHHEM JIaThl OCTYIIEHHA H PEFHCTPALHOHHOIO HOMEpa JOKYMEHTA.

Perncrpaunonneiii HOMEp COCTOHT U3 NOPANKOBOrO HOMEpa.

Jluno, oTsercTBERHOE 33 BE/IEHHE JAENONPOH3BOACTBA B CTPYKTYPHOM MOApa3/ie/icHHH, TIOCTOSHHO
OCYUIECTBINET YYET W KOHTPOIb 33 NPOXOMIEHHEM IOKYMEHTOB a TAKIKE 3aHOCHT BCe BXOIIHE

JOKYMEHTB B CrenHanbhyio nporpammy. [lo TpeboBanmio COTPYAHHKOB, KaHUEIAPHH NMpPeJOCTABIAET
HeoDX01HMBIC CBEICHHE.

34. llopsgox pacemoTpeHus JOKYMEHTOB PYKOBOACTBOM YHHBEPCHTETa N [0BeIeHHE
AOKYMEHTOB 10 HCTOAHHTE e
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JlokymenTel B JeHb NOCTYIUICHHS NEpPejalOTCs  PYKOBOJACTBY  YHHBEPCHTETd  HIH
HENOCPEICTBEHHO HCMOAHUTEIIO TONBKO MOC/E PEIHCTPALHY.

JIOKyMEHTEL ¥ apyras KOppecnoHAeHUHs AOCTARIAIOTCS PYKOBOACTRY YHHBEPCHTETA B TEUCHHE
pabouero gHA paDoTHHKOM oTaena KaHuenspud, CTPYKTYPHBIE MOAPa3feNeHHs  TOMYYAKT
KOPPECHIOHICHIINIO B KaHUEIAPAH Hepe3 i, OTBETCTBEHHBIX 34 [ENONPOH3BOACTBO, KOTOPLIE
JNOKNAABIBAIOT O HEH PYKOBOAHTEMO,

[locne paccmOTpeHHS pPYKOBOJACTBOM JOKYMEHTHl BO3BPALIAIOTCS B KAHUESTAPHIO 1114
NepeHecelus yKa3laHwi no HCnoiHeHHO (pe3omOUHH) B PErHCTPallHOHHO-KOHTPOABHYI (dopmy
|(mporpammy). B cOOTBETCTBHH € YKA3aHHAMH 110 HCIOJIHCHMIO NOUIHHHHE JOKYMEHTA HAIPABIACTCH
| PYKOBOJHTEN0 CTPYKTYPHOIO NOJPA3NENeHHA - OTBETCTBEHHOMY MCIOIHHTEMO, COMCIOMHHTEIAM
| HANPABIAIOTCA KOMHH JIOKYMEHTOB (M3rOTOBJIEHHE KOTHH JI0KYMEHTOB JUIS PACCHLIKH HIIH HANpaBieHHe
JAOKYMEHTOB B JNEKTPOHHOM BAPHAHTE HCTIONHHTENAM ABIseTcd QYHKIHEH KaHlemspHn).

Ha noxymenTtn, Tpedyloume KOHTPONA, B PErHCTPALHOHHON NMpOrpaMMe CTABHTCH OTMETKA CO
CPOKOM.

[lepesaya MOKYMEHTOB MEMWIY CTPYKTYPHBIMM MOIpPa3fefNeHHIMH OCYLIECTBISETCS uepes
KaHuenapuio. B perucrpannonHoil nporpaMme Jenaercs 0TMETKA O nepejaye 10KyMeHTa.

3.5. Hopaaok noaAroToBKN ¥ PErucTPalnl 0THPABASEMbBIX 10KYMEHTOB

Hopalok NOArOTOBRH HCXOJSUIMX JOKYMEHTOB BKIIOuYaeT B ceDs! COCTaBIEHHE NPOEKTA
NOKYMEHTA, COrTacoBaHie, NOANNcanHe (YTBepiICHNE ), THPAKHPOBAHHE H OTTIPABKY.

Henonuurens roTOBHT NPOEKT JOKYMEHTA B COOTBETCTBHH ¢ TpeDOBaHUSAME, NPeIbABISCMBIMH K
KOHKPETHOMY BHJY [OKYMeHTa, Ha OJaHKe yCTaHOBIEHHOH (OPMBI; Ul OTHPABKH JOKYMEHTOB, HE
HMEIONINX AIPECHOIl YaCTH, TOTOBHTCH CONPOBOAHTEILHOE THCHEMO.

Jlo nepepaum JOKYMEHTA Ha NOANHCH MCMONHHTENb JO/UKEH MPOBEPHTL €0 COAEpHKAHME,
NPaBHALHOCTD O(GOPMICHHS, Afpecaldy, Hauwyue HeoOXOAMMBIX PEKBHIHTOB, BU3 W NPHIOKEHHI.
JIOKYMEHT npeicTasasercs Ha NOAIMHCh BMECTE ¢ MaTepHAIAMH, Ha OCHOBAHHH KOTOPEIX OH MOTOBHIICA.

lloanucanupiii pexTopoM HIH NPOPEKTOPOM MO HAMPABICHHIO [OKYMEHT H €ro KOmHA
MOANHCHI0 HCMOAHUTEA NPE/CTABNAETCA B KAHUENAPHIO Y HHBEpCHTeTa UiA perucTpaunn. Perncrpauns
OTHPARIAEMBIX JIOKYMEHTOB OCYINECTBAAETCH B JEHb MX NOAMHCAHMA (YTBEPKICHHA) HIAM HA
cneayiommii - paGoumit  aenn.  CoTpyanMk  OTAeNa KaHUENSPHH  PErHCTPHPYET JOKYMEHT B
PErHCTPALHOHHON NPOrpaMMe HCXOMAIMX JOKYMEHTOB, NPOCTABNAET HCXOAALIMA HOMEp M Jary Ha
OPHIHHANE W KONMHK, 3aTeM OPHIHHAN OTTIPABIAETCH QIPECATy OJHHM H3 HCNONB3YEMbIX B YHUBEpPCHTETE
BHIOB CBA3H, 8 CKAHKONHA OCTAaeTCHd B MeKkTpoHHoM Buie. Pewenne o cnocobe M0CTaBKH A0KYMEHTA
|anpecary, a Takke 0 HeoOXOIMMOCTH JOCBUIKH ajpecaTy NOMITHHHUKA JOKYMEHTA B CIydYae OTHPABKH
| 10KyMEHTA 110 (PAKCHMHEIBLHOH CBAIH NPHHHMAET MOAPa3Ie/IeHHe - HCHONHUTED.

JIOKyMEHTBI, MOANHCAHHBIC PYKOBOJAMTENEM CTPYKTYPHOIO HOApa3jeNieHus, MOIeKaT
oDA3aTeNbHOR  PerucTpaltyl B PerdcTPallMOHHON  NporpaMMe  HCXOAAMIMX  JOKYMEHTOB  3TOrO
CTPYKTYPHOTO MOAPa3IeIeHHMS.

3.6. lopsnok oTNIpaBKH J0KYMEHTOB
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[loarotosnennas K OTHpaBKe CTPYKTYPHBIMH MOApa3iefleHHAMH KOPPECIIOH/ICHIMA ClaeTcs B
KAHUETAPHIO, T 3aK/1CHBACTCA B KOHBEPTHI, HAa KOPPECIOH/ICHIIHH NPOCTABIAETCH CTOHMOCTE NOYTOBBIX
VCAYr M ogara Juis aansueliued nepejadd Ha OTNPasKy B MECTHOE OTAENCHHE CBA3H B COOTBETCTBHH C
[Tpagnnamu oxkasanna yeuyr nourosoii ceasn. CoTpyIHHKH OTAENa KaHLEIAPHH MOIYT BCKPEITE 1000
KOHBEPT HAH Oanjepoib I8 NPOBEPKH NpaBHABHOCTH OQOpMIeHHs JokymeHTos. HenpasuisHo
ohopMACHHAR KOPPECHOHACHIMA BO3BPALIACTCA ITA NepeoopMISHHA.

Ha xoHBepTe NPOCTABIASTCH:

*  BJICBOM BEPXHEM YIIY: HAHMEHOBAHHE YUPERKICHNA, NOYTOBBIA a1pec # NOYTOBbIH HHISKC!

* B IPABOM HUIKHEM YITIY: ajIpec MmonyqaTens.

Bec oTnpasasemoii KoppecTioHACHIIHK HE JI0/AEH NPEeBbIaTh 2 K.

Veranasnmsaeres chelyiomnil nepeyeHb AOKYMEHTOB, OTIPAB/SIEMBIX 3aKA3HBIMH THCHMAMH H
OanaeponaMu:

*  TPYAOBBIE KHHKKH;

*  JIHMIOMBL 00 OROHYaHKHH YueOHBIX 3aBeIEHHH;

*  MCCEPTALINH;

*  OTHETHI
| *  AKIEMHYECKHE CIIPaBKH;

*  3AHBKH HA H300pETCHHS;
*  BBIC3/IHLIC JIOKYMEHTHI;
*  ApXHBHBLIC CIIPABKH.

3.7. llopsaok perncrpauny ¥ NPoOXoKICHHA BHYTPEHHHX JOKYMEHTOB
Buyrpennne noxkyMmenThl (JOKIaIHBIE 3anHcKH, cayKeOHBIC MACHMA, CTNPABKH, CBOJKH M Ap.)

opopMARIOTCA M HCTONHAKOTCA (MCNONL3YIOTCA) B Opeienax annapara YnpaelcHHs YHHBEPCHTETa;
PACCMATPHBAIOTCA TEMH JIOUDKHOCTHBIMH JIMLIAMH, KOMY OHH HAllpaB/IeHEl.

3.8. Hopnnok obpaborkn u y4eTa HHOCTPAHHOI KOppPeCHONIeHINN

HenoannTens cocTasIAeT TEKCT JOKYMEHTa Ha PYCCKOM A3LIKE H FOTOBHT MPOEKT AOKYMEHTE,
OTAPABIACMOr0 B @/Ipec MHOCTPAHHBIX OpraHu3auMii W rpayciaH, Ha HHOCTPAHHOM SH3bIKe B JBYX
IKIEMIUIAPAx B COOTBETCTBHH ¢ TpeDOBaHHAME, NpeALABIACMBIME K KOHKPETHOMY BHIY JOKYMEHTA, Ha
Onanke ycTaHoBAeHHONH (QOPMBI; LIS OTIPABKH JOKYMEHTOB, HE HMEIOIUIHX AAPEeCcHOil YacTH, FOTOBHTCA
CONPOBOAMTENLHOE MUCEMO. [TpH HEODXOAUMOCTH HCIONHUTE L COIIACYET TEKET JOKYMEHTA Ha PYCCKOM
A3BIKE C JQ0/UKHOCTHBIM JHIIOM, 3@ MOANHCBID KOTOPOrO JOKYMEHT oTnpasnsercda aapecary. Pycckmii
TEKCT JOKYMEHTZ M NpPOEKT OTNPaBifeMoro AOKYMEHTa ¢ BH30H MCNOJHHTENA MEpeiaeTcs B Ha
COIMIACOBAHHE NPOPEKTOPY, KYPHPYIOLIEMY MEAKAYHAPOIHEIC OTHOILCHHS,

Bea unocTpanHan koppecnoHeHIMs, NOocTynalomas B aapec YHHBEpCHTETa, repejaercs [
Mepesoia Ha PYCCKHil A3bIK HAWMEHOBAHHA CTPYKTYPHOTO nojapasjeleHns wiH (aMuiInl KOHKPETHOro
JTHLE, KOMY 8JIpecOBaia KOPPECHOHACHIHA, H NOCNEAYIOe perHcTpalni B KaHUIEAPHH,

3aperHCTPHPOBAHHAN  KOPPECTIOH/ICHIHA BO3BPALIACTCH B KaHUENAPHIO [UI8 nepejadyn B
(CTPYKTYPHBIC NOJPA3IeICHMA,

[ 3.9. Konrpoas 32 HenoaHeHnem 10KYMEHTOB
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| KDH'I'[.‘I{}.’II'G 33 HCOOJMHEHHEM Noanexar Haudoliee BUKHEIS BXOAAIIHE H BHYTPECHHHE JOKYMEHTHL.
-DPTEHHEHHHH KOHTpOIA 3a HCOOJHEHHEM JOKYMEHTOB I0JIZKHA oDecneunBaTe HX CBOCBPEMEHHOE H
| KAYECTBCHHOC HCITOTEI0OBRAHHKE.

Ob83aTe/ibHOMY KOHTPOJIIO NOLIEKAT:

*  MOCTAHOBJICHHSA, PaCHOPAKEHHMA ¥ [IPHKA3HL BBIIECTOAIIMX OpraHM3amHii W apyrue
JIOKYMEHTEIL, [0 KOTOPBLIM TPeDYETCH OTBET B 3TH OPraHH3allHu;

*  J0OKYMEHTHI, NOCTABIEHHBIE HA KOHTPOIL PYKOBOJACTBOM YHuBepcuTeTa, OTBETCTBEHHOCTD 34,
OpPraHH3alMio  CBOSBPEMEHHOI0 H  KAYEeCTBEHHOINO MCIOIHEHHS BO3NAraeTcd Ha PYKOBROJAHTENeH
CTPYKTYPHBIX noznpasgencunii. KonTpons 3a ucnoiHeHHeM JOKYMEHTOB OCYIUECTBISETCH OJHHM H3
COTPYIHHUKOB OT/ENa KaHUCAAPHH Y HHBEPCHTETA ¢ PYKOBOAHTENAMH CTPYKTYPHBIX MOApasaencHuii (1iu
JHUAMM, CMEUHATBHO BLIICICHHLIME UMH 18 9TOH uenu).

CpokH  HCIOIHEHHS  YCTAHABIMBAIOTCA PEKTOPOM  (NpOpEeKTOpaMi) H  PYKOBOIHTEIAMH
CTPYKTYPHBIX MOJpa3zjeneHuii HIH YKa3biBaloTca B camoMm JokymenTte. Cpok HMCNONHEHHS JOKYMeHTa
COCTABIAET KANECHAAPHBIN MecAl, eciM B MOPYYEHHM HE YKasaH KOHKpeTHwii cpok. [lopyuenns.
cofiepAaniHe B TEKCTE YKazaHHE «CPOYHO» H «HE3aMEATHTE/ILHOY» HIM aHAIOrHYHOe VKa3aHHe,
HCMONHAKOTCR B 3-AHeBHbl ¢pok # B 10-1HeBHLIT CPOK HCIOHAKOTCH NOPYHCHHS, COACPIKAILIHE B TEKCTE
VKazaHHe «omnepaTHBHO.

Cpokn HCNONHEHHA JOKYMEHTA HCUHCILIOTCH B KANEHIAPHBIX JHAX ¢ MOMEHTA NOCTYIUIEHHA ero
B VYuusepeurer. Kourpoas 3a HCHOJHEHHEM MIOKYMEHTA OCYIUECTBAAETCH ¢ MOMEHTA MOCTAHOBKH
JOKYMEHTE Ha KOHTPOIIb.

3a CBOEBpeMEHHOE HCMOJAHEHHE TOCTYNAIONIHX JAOKYMEHTOB OTBEYAOT PYKOBOJAHMTEIH
CTPYKTYPHBIX NIOJpa3ieeHnil H HENOCPEACTEEHHO HCNONHHTENH, KOTOPBIM AIPEecOBaH JOKYMEHT.

Ecau B pezomoiun pyKoBOACTBA YKa3aHO HECKOJIBKO HCTIONHHTENEH, TO NEPBLI H3 HHX SBISETCH
OTBETCTBEHHBIM.

OTBETCTBEHHOCTH 34 CBOEBPEMEHHOE M NPABHILHOE MCMOOJHEHHE [OKYMEHTa HecyT Bee
HCTOJIHHTEIH, NEPEYUC/ICHHBIE B PE30IOLHH.

OTMeTKa 0 KOHTPOJE CTABHTCA HA JIEBOM Mojie JoKymedta wremnenem «Ha wonrtponer» wim
Oykeoit «K»n.

KonTpons 3a ucnonHeHHeM NpHKA30B H NOpy4YeHnH pykoBoACTEBa YHHBEpCHTETa BOIAraeTcs Ha
[MPOPEKTOPOB, @& A0OKYMEHTOB, MNOCTYNAIOMINX B CTPYKTYPHEIE MOAPA3IC/ACHHS - HA PYKOBOAHTENCH ITHX
{noapasienenmii.
| Koutpons 3a HCHOAHEHHEM  BXOALIMX  JIOKYMEHTOB OCYIUECTBJAETCA B  KaHUSIAPHH
EYHHBEI]C}{TETE B perucTpanHonnoi nporpamme. JIoKyMeHTHI, NOCTABICHHBIE HA KOHTPO/b, OTMEYEHBI A
PErHCTPAIlHOHHON nporpamme, Kak Bawnble. KoHTpOAL 3a HCHOJHEHHEM OCYLUECTBISETCS MyTeM
CIKEAHCBHOIO  MPOCMOTPA  PErHCTPALMOHHON mnporpaMMbl W HANOMHHAHHA — HCIOTHUTENAM O
NpHOJIMKEHHH CPOKA HCTIOMHEHNA.

[To neppomy TpeboBanmio COTPYAHMKA OTIAENA KaHUENSPHH, OCYIIECTBIAIOMIEr0 KOHTPOJIb,
HCTIOJHNTENL 0DA3aH 1aTh HcuepnsiBalOmMil oTBeT 00 HCMONHEHHHM HAXOJALIErOCH Ha KOHTpOne
AOKYMEHTA.

[locne wucrmonHenMs [JOKYMEHT2 B PerHCTpallHOHHOH nporpaMme Jenaercd orMeTrka o0

[

HCNOJTHEHHH.
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| Cpok HCNOAHEHHA JOKYMEHTA MOMET OBITh NPOTIEH TONBKO JTHIIOM HIH YVYpe#/1eHHEM, KOTOpbIE
Ircm veranosuin, [lpoatensie cpoka denonHeHHs JomxHO ObTe odopMmileHO cpaly no NOaySeHHH
[IOKYMEHTA HCTIOJIHHTENEM WM He MeHee 4eM 3a 2-3 JIH# /10 HCTEYCHHS CPOKa HCIOMHEeHHS TOKYMEHTA,
|eCAH B MPOLECCE HWCNOMHEHWS BBIACHASTCA HEBOIMOKHOCTH COOMIOJSHMA YyKasaHHOTO cpoka. B
[MPOTHBHOM ClIy4ae JIOKYMEHT CUHTAETCHA He HCIOIHEHHEIM B CPOK.
| B caywae sanepikM B HCHOJIHEHHH JIOKYMEHTOB COTPYAHHK OTAENd KaHLEIApHH,
OCYIECTRIAOWIMI KOHTPOL, 004381 NPHHATH MEpPhI N8 BLISCHEHHS NMPHYHH 3aaepikkn 1 obecniedeHns
CBOEBPEMEHHOTO HCTIONHCHHA JOKYMEHTOB, 8 TAKKe PeryispHO B YCTAHOB/IEHHBIE CPOKH NPENCTABIATh

PYKOBOJACTBY YHHBEPCHTETA MEpeYeHb HEHCNOMHEHHBIX JOKYMEHTOB /I8 NPHHATHS COOTBETCTBYIOMINX
Mep.

4. JOKYMEHTAJIbHBIA ®OH)I YHUBEPCUTETA

4.1. Pazpaforka HOMeHKAATYPbI 1€

Homenxnarypa aen npeacrasnser cofOil CHCTEMATHIMPOBAHHBIA NEPEeYeHb 3arofOBKOB Jel
JABOANMEIX B ICIONMPOH3IBOIACTEE YHHBEPL‘HTET& C YEazaHHEM CpPOKOB HX XPaHCHHA, Olj}DpM.I'IEHHLIﬁ B
YCTAHOBICHHOM nopasike. CpofHas HOMEHKIATYpa Jell COCTABIAETCH CNElHANIHCTaMH HHCTHTYTOB 1o
paﬁme C apxXHBaMH Ha OCHOBE HIYUCHHA CYIICCTBYIOLIHX HOMCHKITATYP O€ll CTPYKTYPHBIX
nojpasiencHuil, NOANHCHLIBACTCS HAYAILHAKOM YOpPaBJICHHA OpraHH3alHoHHO-NpaBoBoH  paGoTel,
|yTBepHaaeTes pekTopom YHuBepeuTera, yisepaaerca YenaOHHCKHM rocy/IapCTBEHHBIM apXHBOM Ha 5
JieT ¥ BBoAMTCA B AeiicTeue ¢ (] auBaps cneayiomero roaa.
| CronHas HOMEHKJIATYpa [€l TOTOBHTCH B HETHIPEX JSK3ICMIUApax: NEPBLIH JK3IEMIUAP, Kak
JAOKYMEHT MOCTOAHHOIO CpPOKa XpaHeHusA, NOMEUAeTcs B JEN0 OTieNa KaHuenspuu; BTOpOd -
HCTOJBL3YETCA B KaHUEHAPHH Kak paboyuil axkieMnisap: TperHil - NpUMEHAETCS B apXHBe; YeTBEPTHI - B
rOCYAapcTBEHHBI apxuB AIMHHHCTpamuu . TpoMuka; maTEIii - B rocyJapcTBEHHOE YuUpekIAeHHE
«O0BeanHennslii rocyaapersennbii apxus YenabGunckoi oGnactun;

Haspanuamu pa3znenos cBoAHOH HOMEHKIATYphi Jen YuuBepcHTeTa SABAAIOTCH HAIBaHMA
CTPYKTYPHBIX TOJIpasienennii, pasiensl pacnoliaraloTcs B COOTBETCTBHH C YTBEPAIEHHON CTPYyKTYpoii
(IMpunoxenne Ne 11).

B rpade | npocrasnsioTes HHAEKCH KAKIO0TO0 Jeld, BKIOYEHHOro B HoMeHKnaTypy. Huanexe aena
COCTOMT H3: KOJI NOAPAIACTCHHS H NOPAAKOBLIA Homep (0Go3naqaerca apabekuMu i pamu).

B rpady 2 srmovalorca 3aronoBkM Aell (TOMOB, 4acTeil), KOTOpLIC PacroiaraloTes no CTeneH:
BAKHOCTH JIOKYMEHTOR.

3aronopok Jena uetko, B obobwmenuoll Qopme orpakaer OCHOBHOE COIEpikKaHHE M COCTaB
AOKYMEHTOB jiena, Ecin 1eno, BKMOYaeMoe B HOMEHKIATYPY JEl, COCTOMT H3 OJIHHAKOBHIX BHJOB HIH
pi]'!HUBHlIHDCTEﬁ JOKYMEHTOB, B 3arOJOBKE TaxKorge Jena YEA3IEIRACTCA HAHMCHOBAHHE BHIAOB
AOKYMEHTOR, Hanpusmep:  [lpuxasst pexmopa no 0CHOGHOL OCRMETLHOCTT,

3aronoBOK Jena COCTOHT M3 3IEMEHTOB, pachojiaraeMblX B CHEAYIOWeil 1ocie 0BaTeILHOCTH:
Ha3BaHWE BU/IA Jena (Nepenucka, )ypHan ¥ Ip.) HiIH Pa3HOBHIHOCTH JOKYMEHTOB (POTOKOBL, IIPHKa3hl
H Jp.): HAIBAHHE CTPYKTYPHOIO NOJApasfeieHHs (ABTOP JOKYMEHTA), HAIBAHHE OPraHH3AIMH, KOTOPOi
OviyT agpecoBanbl MIH 0T Kortopoit OvAyT noaydeHBl JOKYMEHTH! (aapecar HIH KOPpPECHOHASHT
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AOKYMEHTA), Kpatkoe CoaepranHe JOKYMSHTOR JeNa; HABAHHS MCCTHOCTH {TEpPHTOPHH}) C KOTOpOR
CBATAHO COMLPRAHNE NOKYMEHTOR NSN3, A4TA {MEPHOA), K KOTOPBIM OTHOCHICA MOKYMEH b [leNa.

B 3aron0BKax 0e). COACPKAIMX ACKYMEHTHL 110 OJHOMY BOMPOCY, HO He CBAAHHBIX
NOCNEA0BATEASHOCTLIO HCRORIICHHA, B KRYECTBE BAJA JeNd YAOTpeGNAeTcA TepMHH §J0KYMEHTEI:, 2 B
KOHLC JAreloBka B CKOOKAX YKa3HIBAKOTCH OCHOBHBIC DitlOBHAHOCTH JOKYMEHTOR, KOTOPhE J0MAHH
ObiTe CUPYNIMpUBAHE B Aene (0030pel. CROAKH, CNpaskH W T.0.), nanpumep. Jokymenmsr o
PACCHOMPEHEN QOO HUE 2PaXCOaH (0030p6), CENORH, ANAITHMUYECRIE CRPASK ).

B saromoBkax aen, couep:#alnHx NAAHOBYIO MIH OTYETHYK AOKYMEHTAUHIC, YKASEIRAETEA NepHOa
(KBapTAl, rof), Ha (3a) KOTOPEIH COCTABNEHL NAaKE (OTHETE), IANPUMED: [ odoere Grivetm ...

Ecnu mesio Oyner cOCTOSTH H3 HECKONLKMX TOMOE WM YACTEH, TO cocTabnaeTcs oOWMKE
3AMGNOBCK JeNa, 4 34TeM NpH HEOOXOIHMOCTH COCTABNSIOTCA 3arONOBKH KamAoro ToMa (vactn),
YTOUHAIOUIKE CONEPKAHHE 3arQa0BKa Nena.

[lopazok pacnono#CHHA 3ArcN0GKOB JEN BHYTPH Pa3acnoB H NOADAIENOB HOMECHKNATYPs! Den
ONPeAcTASTCA CTENEHBK) BAXKHOCTH AOKYMENTOB, COCTABNAIOWMAX ACKA. U HX B3auMOCBa3pI0. B navane -
JArONOBEN N, COAZPHULUHE OPrady3aUHOHHO-PACIOPATIHTENEHYK) JOKYMEHTALHKD, Ja71¢e MNaHOBLIE,
OTHETHBIC IZOKYMCHTB], 3&T€M pacnolaradica 3aI'0N0BKH  Aell ¢ JGEATENbHOCTH CIPYKTYPHOIO
MOApa3ASAeHHA, Janee O BHEWIHel W BHYTpeHHeH nepenucke, 00 y4eTHO-PerHcTpauHoOHHBIX dopMax,
SAKANYHBACTCA HOMEHKAATYPA AEN 3AI0N0BKAMH. HOMEHKNATYPA Iel, OAHCH Ha Jend, axkthl of
YHHUTOKEHHH HOKYMEHTOB. KYPLAN HIICTPYKTAXKA NO OXpane Tpyia.

3ArONOBEH 40N MOPYT YTOYIATLCA B Npouecce GOpMEpoBanng H olpopMIEHHE Jen.

B rpajre 3 yxaspiBacTea KoMHYECTRG Hen {TOamuB, Hacrel), 3anonHAeTcd MO OKOHYAHHM
KAMSHAADHOIO FOA,

B rpaje 4 ykazeipaeTcA CpoK XpaHEeHMA OENa, HOMED cTaTeH ¢O CCLINKOIN Aa NepedeHs.

B rpade 5 yrazblpaloTCs HA3BaHHA NepedHedl JOKYMEHTOB. HCIONL3IOBAHHBLY MPH ONPEiEneHlid
CPOKOB XPAHEHHA AN, NPOCTARNAIOTCA OTMETKH 0 33BSASHAH OeT (B TOM YHCIE B HSKTPOHHOM BHAE), O
OEPEXOATUHN ACNAX; O MECTe HAXOAAEHHA OPHIHHBATOB, O BBIISNEHEH JeT K ¥HHUTOWEHHIO; 0 NH0AX,
OTBETCTBEHHEIX 3a (POPMHPOBAHRE TEN.

B KoHUe CBOAHON HOMEHKNATYPE COCTABIASTCH HTOMOBAA SAIIHCh O KOJMMEUTBE M Ka1eropHix
Aen, cpopMHPOBANIILIX B ACTONPOHIECACTEE YHUBEPCHTETE & TeUEHHE TOMA.

Ilpn cocTaBneHud CBOAHOH HOMEHENATYPBl NPUMEHAIOTCA: MEPSYHH THNOBBIX NOKYMEHTOB.
00pAIVIOIUXCA B ASATEALHOCTH YUPSHNEHHA € YEATAHUEM CPOKOB XPAHEHHA; NPHMEPHAA HOMEHKNATYPA
AeN BHICLIETO YYeGHOrO 3aBeICHIUA.

Ecnun 8 Teqenne 1043 B YHUBEPCHTETE BOSHHKAKY T HOBBIE AOKYMEHTHPCRAHHBIR YUACTKH paboTh,
HA HHX (POPMHPYIOTCHS COOTBETCTBYIOMHE AERA H OHH JIOMIHHTEMEHG BHOCHTCA B HOMEHKMaTYpy. dna
BHORb JIROJIMMBIY A€ B KaI0M Pa3aene HOMEHKNATYPbl OCTABIAIOTCH pPe3ePBHbIE HOMEPA.

[lpy  cozaanmn OBOrO  CTPYKTYPHOTO  MOAPAIAENSHHH,  OIBETCTHeHHBIH  palorady 33
ASIKNIPOHSBOACTRD. O0A3AH B TEHEHHE OJHOIC MECAUA OPCOOCTABHTL HOMEMKMATYPY IEM CO3TaHHOrD
CTPYKTYPIHOrG NOAPATACACHHA.

B konue KaWAOTO KANCHAAPHOTO roAa CBOAHAA HOMEHKNATYpa Jel YTOMHACTCA, B CAyyae
HIMEHERHA PYHKUHA H CTPYKTYpL YHHBEpPCHTETA OHA MOATEKHT NepepaboTke H COTNAcORAHHIO C
IKCMEPHO-BPOBEPOYHOH KOMHCCHEH TOCYAAPCTBEHHOMD ApXHBA,

Bepewn 01
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4.2. hopmupoBanue J1eJ B UX TEKYHIee Xpanenne

{DGPMHPDHHHH'C A€l — IPYONHPOBKA HCNOMHEHHBIX JOKYMEHTOB B JA€Na B COOTBETCTBHH C
HﬂMEHR.I’IE’[‘}"pGﬁ Aesl H CHCTEMATH3ALHA JOKYMEHTOB BHYTPH IEMIa.

Jlena ® VYuusepcurete (OpMHPYIOTCE B CTPYKTYPHBIX  NOApasjefieHHAX  JIHIAMM,
OTBETCTBEHHBIMH 38 MeN0NPOH3ROACTEO. CTPYKTYpHEIE noApazieneHHs GOPMHPYIOT B Jena JOKYMEHTH
B COOTBETCTBHH C rIpD(I)HJIEM CROETD MOApasIeIcHHH.

MeToan4eckoe pyKOBOJACTBO H KOHTPO/Ib 3a NPABHILHOCTRIO (JOPMHPOBAHKA A€/ OCYIIECTRISACT
apxue YHHBEpCHTETA.

[Tpu hopmuposannn gen Heobxoaumo cobmoaars creayioume obume npasunia;

¢ [OMEUATH B A0 MCMNOAHEHHBIE JOKYMEHTHI, KOTOpbiE M0 CBOEMY COIAEPKAHHIO
COOTBETCTBYIOT 3aroJIOBKY IEd MO HOMEHKIATYPE:

* [MOMEIIATE BMECTE BCC NJOKYMEHTRI, OTHOCHAIIHECHA K PAIpPCILUCHHIO OJHOTO BOMpOCal

e [PYONNHPOBaTL B JIeN0 JOKYMEHTH OJHOTO KaleHJapHoro wuam yuebHoro roja, 3a
HCEMIOHEHHEM NEPexXOIAIuX ael;

*  BKIIOYATH B JICJO 10 OJIHOMY IKIEMIIAPY Ka¥I0r0 JOKYMEHTA:

®  paINeNBRHO MPYNMHPOBATEL B JIENa JOKYMEHTEI IOCTOAHHOIO H BPEMEHHOI'O CPOKOB XPAHEHHA;

* [OMEIaTh B Jena (paKcorpaMMbl, TelerpamMMbl, Tene()OHOrpaMMbl, & TaKKe AOKYMEHTEI,
MPHCTAHHBIC 10 YTEKTPOHHON MOYTE, Ha ODLIMX OCHOBAHUAX;,

® [IOMEUATH B €0 JOKYMEHT, IPaBHIBEHO H MONHOCTEIO O(OPMICHHEIH, T.€. HMeIOmHii

BCE HEODXOIMMBIE PEKBHIHTSHI (1aTa, NOAMHCE | Ap. ):

* HE NOMEUIATL B Oe10 AOKYMCHTEL, NOSHKALIIHE BO3BPATY. MHIIHHE IK3ICMILIADPL] H

HEPHOBHEKH.

JIOKYMEHTEI BHYTPH Jefna pacnoliaraloTcs CBEpPXY BHH3 B XPOHOIOTHYECKOH. BONPOCHO-
JIOrHYECKOl NOCNEM0BATEIBHOCTH HIIH HX COYSTAHMHA,

Fﬂﬂl‘lﬂpﬁlﬂlll’ﬂﬂhﬂblﬂ AOKYMCHTBI M'PYIIHPYIOTCA B OCT4 N0 BHAAM H XPOHOIOTHH € OTHOCALIIHMHCAH
K HHM HNPHIOMCHHAMH.

JlokyMeHTEl B AMHMHBIX JENax pacnojaratorcs no Mepe ux nocrynnexus. [lporokonsl B nene
pacnoJaraloTes B XpOHONOTHYECKOM NOPAJIKE M0 HOMEpaM (CBEpXY paHHHE Jathl, CHH3Y - NO3IHHE).
[Monowenus, MHCTPYKLMH,  YTBEPIKACHHBIC  PACTOPAJHTEILHBIMH  JIOKYMEHTaMH,  SBIAIOTCH
NPHICKCHHAMH K HHM H IPYIOHPYIOTCH BMECTE ¢ VKA3aHHBIMH JIOKYMEHTAMH.

[lepenucka rpynnupyercs 2a O€pHOI  KAICHJADHOTO roJd M CHCTEMATHIMpYeTcs B
KpGHﬂJIGFHliEEEQﬁ NOCHCA0BATCAEHOCTH, JOKYMCHT-0TBET IIOMEIIACTCA 34 AOKYMCHTOM-3AMPOCOM.

C mMomeHTa 3aBelICHHA M /10 Mepefadyd B apXuB YHHBEpPCHTETa Jlela XPaHATCH N0 MECTy MX
(POPMHPOBAHKA B CTPYKTYPHBIX MOAPA3ACTCHHAX H COTPY/IHUKH, OTBETCTBEHHBIC 3a AEN0NPOH3BOACTBO,
HECYT OTBETCTBCHHOCTD 34 COXPAHHOCTL JIOKYMEHTOR H J1€J1.

Jlena nomubl HaxoaWTRCA B 3anEpalolinxcs  mKadax, oOeCNEYHMBAIOIIHX HM [OJHYIO
COXPAHHOCTE, H NPEJIOXPAHAIONIHX OT COIHEHHOIO CBETA H NBUIH.

Jlena pacnonaraior B COOTBETCTBHH C HOMEHKIATYPOI, 4TO [@eT BO3MOKHOCTE ObICTPOro NnoMcka.
HGMEHK."IE'I}"FEI A€ M BEIMHCKA H3 HEC NOMEIIACTCH HA BH}"[‘]JEHHEﬂ CcTopoHe lllltﬂli}a.

Ha xopemkax obnoxsex aen yKasblBalOTCH HHAEKCE! 110 HOMEHKIATYPE.
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[Tposepka Hanuuug ¥ COCTORHMA MOKYMEHTOB H e MPOBOIMTCA MPH NEpeMelleHHH e, NpH
CMEHE PYKOBOJMTENA CTPYKTYPHOTO MoJpasfeleHns, NPy peoprain3aliil | JIHKBHIALHA CTPYKTYPHOIO
noapasaeneHus.

[lposepka HamMuua NPOBOAMTCA NYTEM CBEPKH CTATEH HOMEHKIATYPHI J€/ ¢ ONHCAHHEM [el Ha
0bnokKe, a (husHyecKoe COCTOAHNE e ONPeAeIaeTcs MyTeM HX BH3YAILHOTO MPOCMOTPA.

Britawa aen cotpyammkaM nofpasznenennii Yuupepcutera ans paboTel OCYLIECTBIACTCH B
AYPHANE PErUCTPALMH BBUIAYH APXHBHBIX JIOKYMEHTOB 1ojA pocnuch. ECiH cOTpYAHMK CTPYKTVPHOIO
noapasaeneHns Tpedyer Jena, He HMEIOMIEr0 OTHOMEHHS K JAHHOMY CTPYKTYPHOMY NOAPA3IENeHMIO, TO
BLIIA4A J1eJ1 MPOHIBOAHTCA © Pa3spellieHHs PeKTopa HH JO/KHOCTHOTO JAHIA H3 COCTABA PEKTOpata Ha
OCHOBaHHH TMHCLMEHHOrO 3ampocd. Jlena BBIZAIOTCS BO BPEMEHHOE NONLIOBAHWE COTPYAHHKAM
CTPYKTYPHBIX nojpasaenesnit na cpox He Donee 0AHOrO Mecala W MOCHe ero HCTeYSHHA MOIISIKAT
BO3BPATY.

[locynapeTBeHHbIM OPrasaM W OPraHM3ailMAM Jeld BLUIAIOTCA M0 AKTY HAa OCHOBAHHH MX
MUCBEMEHHEBIX 3aMPOCOB ¢ pa3pellieHnd pekTopa YHHBEPCHTETA, HA CPOK He Donee 0HOro Mecsa.

Ecmi oTaenbHBIE JOKYMEHTBL, YK€ BKTIOUCHHLIE B 1€/10, HAXOAAIMECH HA TEKYIIEM XPaHCHHH B
CTPYKTYPHOM NojpasieneHnH, BpEMEHHO TpedyloTca COTPYAHHKY, OHH MOryT ObITh BRIAAHBI W3 Jena
OTBETCTBEHHBIM 33 (DOPMHPOBAHME H XPAHEHHE Je, 4 HA UX MECTO BKJIAIBLIBACTCH JHCT-3aMECTHTED, €
YKa3aHHeM - KOT/Ia, KOMY W Ha Kakoil cpok soiaan jokymenT. ([Ipunoxenne Ne 10).

HM3naTie Z0KYMEHTOB H3 JIe] NOCTOAHHOIO XPaHEHHA JONYCKAETCA B HCKIIOUMHTENBHBIX Cayqanx
H NPOH3BOJMTCH € PaspellieHHs pexTopa YHHBEPCHTETA C OCTABICHHEM B Jlel¢ 3aBEepeHHOH KONHH
JIOKYMEHTA ¥ aKTa O NPHYHHAX BRIAAYH TIOTHHHIKE,

KonTpons 3a npasuibHBIM (OPMHPOBAHHEM JIEN, @ TAK e NPOBEPKY HANHYHA H COCTOAHHA Je
OCYIECTBIRET apxXun Y HUBEpCHTETA.

4.3, lloaroToBka J0KYMEHTOB I 1€/l K Nepeiatde Ha APXHBHOE XpaHeHne

[Toaroroska JAOKYMEHTOBE H Jel K Nepeaaye Ha apXHuBHOE XPAHEHHE BKIIIOMACT B cebs: IKCOEPTHIY
HEHHOCTH IOKYMEHTOB; odopMieHHe 1en; COCTABICHHE OHMCEH ACA 1O pe3yibTaraMm IKCHEepPTHIB HX
LHEHHOCTH.

4.3.1. Dxenepriia HEHHOCTH JOKYMEHTOB

DKCMepTH3a LEHHOCTH JIOKYMEHTOB - OTIPEIEIeHHE EHHOCTH JIOKYMEHTOB ¢ 1enbio 0T0opa HX Ha
rOCYApCTBEHHOE XPAHEHHE H YCTAHOBJCHHE CPOKOB XpaHEHHS. DKCMEpPTH3a LEHHOCTH JIOKYMEHTOB B
YHHBEPCHTETE NPOBOIHTCA:

*  [IpPH COCTARAEHHH HOMEHKIATYPRI JIen;

*  npH OpMHPOBAHHHE Al H TPOBEPKE NPABHALHOCTH OTHECCHHS JOKYMEHTOB K AenaM;

*  [pH NOArOTOBKE A&/ K NOCHEAYIONIEMY XPAHEHHIO.

Jlna opranmzaumy H nposejeHus paboThl M0 IKCHEPTHIEC UEHHOCTH JOKYMEHTOB, ux orbopa Ha
|XpaneHHe HIH K YHHYTOMNEHHIO, B YHHBEPCHTETe CO3JAeTCA NPHKA30M PEKTOpPA MOCTOSHHO
|ACHCTRYIOWAd IKCnepTHas KoMuccus (I9K).
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Myuxiun ¥ npasa K, oprannszaung ee pabotel onpeaensercd nonoxkennem od K. [Nonomenne
0b DK VuusepcHTera YTBEPAKAAETCH PeKTOpoM M corsacosesaercs ¢ IIIMK rocyaapcrsBeHHbIM
apxuBoM AJMHHHCTPAUKK 1. Tponuka u r. YensdOuncka.

Orbop MOKYMEHTOB HA MOCTOAHHOE XPAHEHHE TPOBOMHTCH HA OCHOBAHHH MEPEHHA THIIOBBIX
JAOKYMEHTOB ¢ YKa3aHHeM CPOKOB XPaHEHHH W CBOJHON HOMEHKIATYPH den YHHBEPCHTETA METOI0M
NOJHCTHOIO NPOEMOTPa Aen.

[lo pesyneTaraM 9KCHEPTHIH LEHHOCTH JIOKYMEHTOB COCTABJSAKOTCH Takme OMHCH Jen
MOCTOSHHOTO, BPEMEHHOTO (cBhime 10 jeT) XpaHeHHA H 1Mo THYHOMY COCTABY, AKThl O BBUICTICHHH A€M K
VHHYTOKEHHIO.

4.3.2. Cocrasienue oniuceii Qe

Onuckb Jen — apXMBHBLH CIPABOMHHK, COAEPKANIMI CHCTEMATHIHPOBAHHLIN NEpeueHb eAMHHIL
XpaHenus apXuBHoro ORI ¥ NPEAHA3HAYECHHBIH JUIS MX Y4eTa W PACKphITHA coaepkanus. OTaensHas
OnHChH npeacrasaser coboil nepedeHs JEN ¢ caMOCTOATENLHON Banopol (nopsa/KOBOH) 3aKoHYeHHOI
nymepaumneit. OCHOBOM COCTABNCHHA ONUCEHl 181 ABIACTC) HOMEHKIATYPA JE.

Onuex cocTaBnfioTes OTAEABHO HA JIe/la MOCTOSHHOTO XpaHeHHsd; Jena BpemMeHHoro (cebime 10
NeT) XpaHeHHs: nena no auqHomy cocrasy. Ha nena spemennoro (mo 10 ner) xpanenus onucH He
COCTABTAIOTCA.

Onucr  jgen, NOATOTOBNEHHLIE CTPYKTYPHBIMH MOApasjieneHHAMM, CIHVKAT OCHOBOM ans
NOArOTOBKH CBOIHBIX ONHCEll €1 TMOCTOSHHOTO XPaHeHMA W [0 JHYHOMY COCTaBy YHHBepcHTETa,
KOTOpBIE rOTOBHT apxus Yuusepcurere M cornacosbiBaer ¢ DIIK rocyaapcreeHnbiM  apXHBOM
Agmuanerpanuu r. Tpouuxa, r. Yeaabuncka.

Onucu  nen  CTPYKTYPHBRIX  NOAPa3feNeHHil  COCTABNAIOTCA N0 ycraHosaenHod  Qopme
(IMpunowenne Ne 19) u npejcTapna0Tcs B apxuB Y HHBEPCHTETA HE MO3JHEE YeM Yepe3 TpH I'oja, Hocie
3aBepiueHud Jel B AeI0NpoH3BOACTRE.

B onmcsx nen ykaswmiBaeTca nonHoe AeiicTeuTenbHOoe (03 cCoKpallenuil) HanMeHOBaHHE
CTPYKTYPHOIO NOJpasje/ienus, KOTOPOe Belo JeNa M 3aKOHYHIO UX JenonponisoactsoM. B cnvuasx,
KOT/la CTPYKTYPHOS NOZApas/CleHHe B TCHYCHME NEPHOJA, 3@ KOTOPBIH BHOCATCH Jella B ONHCh, ObUIO
nepeuMenoBano (npeodpaioBano), No NPEKRHIM HANMEHOBAHHEM NMHUINETCH €r0 HOBOE HAMMEHOBAHHE.

OnucarenvHan YacTh ONHCH JAET CTPYKTYPHOTO NOApa3AeneHia AMECT CACAYIOUHE IEMEHTHI:

*  NOPALKOBLIA HOMEp Jena (TOMAa, YaCTH) 110 OIMCH;

*  HHJEKC Jena (TOMa, 4acTH),

*  3aroJIOBOK Jena (ToMa, YacTH);

* fara aena (Toma, 4acTu);

*  KOJIMYECTBO JIHCTOB B Jleje (ToME, HacTH);

*  CPOK XpaHeHHs Jena.
Ilepen BHecennem 3aroNOBKOB el B ONHCH [poBepseTcs KadecTBO (JOPMHpOBAHMS H
ofopmnenns fen. B cayuae obnapymenus HapylleHWH YCTAHOBASHHBIX npasun (OPMHPOBAHHS M
ohopMICHAS 1e] OHE YCTPAHAIOTCS,
[lpu cocrapnennn onucH Aea codM0Aal0TCA caeayioune TpeboBanus:
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*  3ArOfOBKH €N BHOCATCH B OMHCH B COOTBETCTBHUH C NMPHHATOI cXemoif cHcTeMaTH3alMK Ha
OCHOBE HOMEHKAATYPHI e,

*  Ka#I0€ Aen0 BHOCHTCH B ONHCH M0/ CAMOCTORTENBLHLIM [OPA/KOBLIM HOMEpPOM (€CnH aeno
COCTOMT H3 HECKONBKHX TOMOB (uacTei), To Kamsifi ToMm (4acTe), B TOM uHcie cpOpMHpPOBaHHOE B
OTACLHEIH TOM [IPHIOKEHHE K /€Y, BHOCATCA B OITHCH 110/1 CAMOCTOATEILHBIM HOMEPOM );

*  [OPAAOK HYMEPAILHH eI B OIMHCH - BANOBBIH;

*  MOPANOK NPHCBOCHHHE HOMEPOB ONHCAM CTPYKTYPHBIX NoJpasjeennii ycTanapiusaercd 1o
COTJIACOBAHMIO C APXHBOM;

* rpadsl OMHCH 3aNOJHAIOTCA B TOYHOM COOTBETCTBHH C TEMH CBEJCHHAMH, KOTOphIE BEIHECEHBI
Ha 00nowKy Jena;

* [pH BHECEHHH B ONHChL MOAPAXL A€l € OJHHAKOBBLIMH 3arol0BKamMM NHINETCA MNOIHOCTHIO
3ar0JI0BOK NEPBOro Jena, a BCe OCTAlbHbE OJHOPOAHBIE Aena obosHavatorcs cnosamu «To ken, mpm
ITOM [JpPYTHE CBEACHHA O Jejax BHOCATCA B ONHCH MMOJHOCTBIO (HAa KakKIOM HOBOM JIHCTE ONHCH
| 38T 0JIOBOK BOCHPONIBOIUTCS TIOJHOCTLIO):

*  MHOTOTOMHBIC [€/1a B OTHCh BHOCATCA MO NOPAJKY HOMEpoB ToMOB. B aToM ciyvae B onucu
THINETCA HAWMEHOBAHHE TOJIBKO MEPBOTO TOMA, 8 HAHMECHOBAHMA BCEX OCTANLHBEIX TOMOB, ECITH OHH
NOMEIIEHsl Ha onHOH crpannie, obosHaumores cnosamu «To xe». Ecnm ke HammeHOBaHHE
MHOTOTOMHOTO JI€fla MEPEeXOANT Ha CAeAYIOMHA THCT, TO Heo0XOJHMO 3arojioBOK Jiella NOBTOPHTH

nonnocteio. ['paa onuneu «lIpumMeyanusy HCNOAL3YETCH U1 OTMETOK O HpHEME fAell, 0COOEHHOCTSX HX
(pHIMHECKOTO COCTORHMA.

B KoHue onmWcH BCAEH 3@ TMOCHEAHEH ONMHCATENLHONH CTATLCH 3amojHACTCA HTOrOBaf 3alHuch, B
KOTOpPOil yKaseipaerca (UMQPaMH M NPONHCHIO) KOMHYECTBO A€M, YHCIAUMXCA 10 OMHCH, NEpBbil H
NOCACAHMI HOMEPA JIeN N0 ONMCH, @ TaKKe OrOBapHBaIOTCA 0COOEHHOCTH HYMEpalUH JIen B OlHCH
(MHTEpHBIE M MPONYIIEHHBIE HOMEpa).

Onucs jen CTPYKTYPHOIO [OJPA3JIENeHHs NOAIHCHIBAETCH COCTABUTENEM C YKA3aHHEM €ro
AOMAHOCTH, COrNACOBLIBACTCA ¢ PabOTHHKOM apXHBa M YTBEPKIAETCH PYKOBOAMTEIEM CTPYKTYPHOIO
NOJpasieneHus.

Onuek iea CTPYKTYPHOIO NOAPA3ACIEHHS COCTABNACTCA B ABYX IKIEMILIAPAX, OHH M3 KOTOPBIX
NepeacTes BMECTE C JIelaMH B apxuB YHHBEpCHTETe, a4 JPYroid OCTAETCH B KAYECTBE KOHTPOJILHOIO
IKIEMILIAPA B CTPYKTYPHOM MOJPa3ae/IeHHH.

4.3.3 Odopmiaenne aen

Odopmienne smouaer B ceba Komniexe pabot no TexHuteckoil obpaboTke Aena i NPOBOIHTCH
paboTHHKAMH CTPYKTYPHEIX NOApasieienuii, OTBETCTBEHHBIX 32 1€NONPOH3BOACTBO, IPH METOAHYECKOI
noMom M noa KonTponem apxupa. Heodopmuennsie wim ne npasuasHo ofopmiensbie jena
BOZBPALIAIOTCH HCTIOMHMTENO Ha 10paboTKy.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHs POBOIMTCH NO/IHOE MK YacTHuHoe odopmienne e,

[Toanomy odopmnennio noanexar aena MOCTOAHHOTO, BpemenHoro (cesnne 10 ner) xpanenns u
[0 JAHYHOMY COCTABY.

[Tpn nonnom odopmnennu aen:

o aena obwemom 30 aucros 1 Gonee - nepenneraiores, a 10 30 IMCTOB NOAUMBAKTCA B
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CTaHIAPTHYIO OOI0MKKY H NPOLIHBAKOTCH NPOYHOI HUTKOH B 4 npokona;

® BCC JIMCTBI B [€/le, KpOME YHCTRIX H S3aBCPHTEIBHOrD JIHCTA, HYMEPYHOTCA MNPOCTHIM
rpapHTHEIM KapaHlAlIOM B ITPaBOM BEpXHEM YTy, He 3ajzesas Texcra. KonuuecTso JAHCTOB B jene He
nowkHo npessinars 250 (npn Tommupe kopemka e Gonee 4 cM). B KoHue gena Ha YHCTOM JIHCTE
JeNAeTCH JABEPHTENLHAN HANNHCL, B KOTOPOHl ykasbiBalOTCA UM(paMH H NPONHCHID KOMHYECTBO
NPOHYMEPOBAHHBIX JIHCTOB; B HEOOXO0IMMBIX CIyHadx COCTABIACTCH BHYTPCHHAA OMHCE MOKYMCECHTOB
JeJia,

Jlena spemennoro xpasenns (g0 10 jer BRHOYHTENBHO) NOMISKAT YaCTHHHOMY OHOPMICHHIO,
TO €CTE AOIMYCEACTCd HX XPAaHCHHE HA CHKOPOCHIMBATCNAX, JHCTHE HE HYMEPYIOTCH, 3ABEPHTC/IbHAHA
HA/LITHCE HE COCTABNACTCH.

Obnowka (THTYIBHEI THCT) Jena NOCTOAHHOIO, BpeMmeHHoro (cesiue 10 ner) xpaneHus U no
{uHoMy cocTasy o(hOpMISETCH N0 YCTaHOBIEHHOH dopme.

' OOnokKH e ¢ NOKYMEHTaMH, HMCIOUHMH JUIHTeAbHbIE CPOKH Xpaneuwua (csemue 10 ner),
JIONAHBl DBITH W3rOTOBJCHBI H3 TBEPOOTD EKapTOoHAa. Hannuen Ha o0momKax CICAYET BHIOIHATE
pazbopunso, 03 COKPALICHHI, HIIH HAKIEHBAETCs HA 0DNOIKKY THTY/ILHBIN JHCT B NEUATHOM BHIE.

PeKBHINTEI, MPOCTABIAEMBIE Ha O0/I0KKE (THTYILHOM AHCTE) Aena, oOpMIAAIOTCH CASAYIOMHM
obpazoM:

*  HAWMEHOBAHME BBIMIECTONIICH OpraiH3aniy - YKajblBACTCH TOIHOCThEID, B HMCHHTCIBEHOM
najaene;

*  HAHMCHOBaHHC YHHBEPCHTCTH. = YKQIBIBAETCA [MOIMHOCTRI), B HMCHHTENLHOM [NANEKE, C
VEa3aHHEM 0¢Hllli&!1hﬂﬂ NPHHATOTO COKPallicHHOTO HAHMCHOBAHHA, KOTOPOC YEKA3LIBACTCA B cKoDKax
MOCAE MOAHOND HANMEHOBAHMA;

*  HaHMCHOBAHHC CTPYKTYPHOI'O NOJAPa3zc/cHHA - 3AlIHCRIBACTCH €ro HaiBaHHC B COOTBETCTEHH
C YTBEPHICHHON CTPYKTYPOi;

*  HHIEKC Aena - npoctapnserca undposoe obo3HaueHne (HHICKC) Jefa 0 HOMEHKIaType JAei:
ECIIH JIENI0 COCTOHT M3 HECKOJIBKHX TOMOB, TO HA O0JIOKKE KaKIOro TOMa YKa3blBAETCA €ro NopsKoBbIii
HOMED;

*  3Ar0NOBOK (HAMMEHOBAHHWE) JleNa - MEepeHOCHTCA M3 HOMEHKaTypel jen. 3aroloBoK jAena
NomkeH OBITL KPATKHM M B TO JK€ BPEMs MOJIHO PACKPLIBATE COAEPIKAHNE MOMHTLIX B 1e/10 JOKYMEHTOR;

* JlaTa Jiena - YKaselBaloTes roa (rojiel) 3aBefeHHA H OKOHHaHHA Jena B JAENONPOH3BOACTBE,
Jaroii nena, conepkamero pacnopagMTENBHYI0 JOKYMEHTAMIO, & TaKKe [el, COCTOAMIHX H3
HECKONBKHX TOMOB (4acTeii), ABNSI0TCA KpaiiHne JaThl JOKYMEHTOB Jena, T.€. JarTsl (MHcio, Mecal, roa)|
PErHCTpalHH {EOCT&BHEHHH} CaMOrg paHHero H caMoro noigHere NOKVMEHTOR, BEANOYMEHHBIX B €710,
JlaTel nena MOTYT He yKa3hIBATBECA Ha 00N0KKE e, COIepKalIHX, HAPUMEp, MOJ0BLIE LIAHEI H OTHETEL,
TdK KaK OHH OTPaXKAlOTCH B 3aro/ioBKax Jen.

Kpaiinumu gatamu ena, coAepikaliero npoTokonbl 3aceianui, ABIIOTCS AaTel YTBEPKICHHA
HIH COCTABICHHA NEPBOTD H MOCIACIHENO MPOTOKOA.

Kpaiinumu  1aramMu IHYHOTO Jena SBOSIOTCA JaThl NOJANMCAHHA TPHKA30B O MNpHEME H
YBONLHEHHH JIHIIA HAa KOTOpOe OHO 3aseneHo. B ciayuae cMepr MU, Ha KOTOpOE 3aBEIEHO JEN0,
KOHEYHOH Jaroil ABNAETCA JaTa JIOKYMEHTA, HM3BEUIAIOWEro 0 ero KOHYMHE, WiH 3anuce o 3ToM

COTPYIHHEA OTBETCTEBEHHOID 34 BEJCHHE [IHYHBIX AS.
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Ang Aen. coaepwaMX NEPEnHCKyY. NATCH HAavana Jena iB#AeTcA JaTa NOCTYIIEHHA NEpPBOro
BXOMALIETG KM JaT2a NEPBOro HOXOIAWCTC AOKYMEHTa, & JAaTOR OKOHYUHHA - AaTd caMoTo NO3IHero
BXOAALETO HIH HCXOIALUET0 HOKYMEHTE HEIABHCHMO OT MeCTa HANOAISHHA HX B Jefe.

MNpocTapNACTCA KOAHYECTBC IPOHYMEPOBAHHBIX B A2 HCTOB.

PexBuant «Cpork xpaHeHHA Jenas MepeHOCHTCA Ha OGNOKKY NeNa H3 COOTBeTCTBYNSH
HOMEHKJATYPEl 2N NOCTE CREPKH €Ne <0 CPOKOM XPAaHEHHH., YKARAHHGLIM B AepeYHe THIOBBIX
AOKYMEHTOB HIH B NEpeyHe AOKYMEHTOB, 00pasylolMXCA B HEATENBHOCTH BY3OB, ¢ YKAYAHHEM CPOKOB
XPalcHHA (NpH BBSASHHH 8 NEACTBHE HOBRIX AEpedHel QOKYMEHTOR €O CPOKAMM XpaHeHMA cTapeie
TAMHCH 3AUEPRHBAINTCA, 4 CBEPXY WIH pPAOOM MHEWYTCA 0pele Janneie). Ha nemax noctofnnoro
Xpancikg MHILETC: « XPAHHTE NOCTOSHHOY.

Ha o0aoxkax 0en NOCTOAHHOTO XPAalEHHA NPESAyCMAaTPHBASTCA MECTO AN iUTaMna
FOCYAApPCTEEHHONC apXHEBA AAMHHHCTPAUHH T, TpoHuxa, T. YenaduHcka, B koTOpLlil SYAYT nepenasarset
ZeNa {Npoclasngelcd padoTHHKOM dpXHEa).

[to oxoHYAaHHK rona 8 HANNHMCH HA 00NMIKKAX &1 NOCTOAHHOrO H BpeMeHHOro {ceblime 10 ner)
XPAHEHHA BHOCATCA YTOYHEHHA: NIPH HECOOTBETCTBHH 3AronoBka 1en Ha OONOEKE COASPAAHHEIO
TIONWNHTBIX JOKYMEHTOR B 3AIONOBOK J1ea BHOCATCH H3IMEHEHMA M JononHeHHs. [lpaBHABHOCTE
opopMAEHHA  OBAOKKH  Nena  YAOCTOREPASTCA MONNWCBEK)  iua, OTBETCTBEHHOIO 33  BEIASHHE
DENOTIPOHIROAC TEA.

B uenax o0ceneueilHA COXPAHHOCTH M 3AKPENNenHA DOPSAKA PACTONOHCIHA AOKYMECHTOB,
BKAKIMEHUBIX B A¢A0, BCE €0 AWCTEL, KPOME AHCTA JaBePHTeNd U BHYTPEHHEH ODHCH, HYMEPVEYICA B
PAIBCPLYTOM BHAE apabCkuMu udpame, eanosoif nymepaunel, YHcTne AHCTH M3 ACH HILMAROTCH {Hea
NOBPEAACHHA UETOCTHOCTH AEAa) H YUHYTORAIOTSA. JIHCTEI HYMepYIOTCA NPOCTHM KAPaHI2UIoM CEepXY
BHH? B BO3PACTAMMIEM MODAIKE HOMEPOB, HAYnHAA ¢ nepeoro. Lludiper npocTasadioTed B MPABOM
BEPXHEM ¥IUIY AHCTA, HE 34A¢BAR TEKCTA AOKYMEHTOB. JINCTE BHYTpeHHEHE OMHCH HYMEPYEITCH OTNENLHO.
JIHeTE Jen., COCTOAMX H3 HECKONLKHY TOMOR MW HaCTeH, HYMEPYITCA MO KAMIOMY TOMY HiH
YACTH OTASABHO, HAYHHAR ¢ |-1o. [IpHiowenua K Oeny, NOCTYOHEWMNE B Nepenicte, ofopMILloTea Kak
CAMOCTOATCNILILIC TOMA K TAKHKE HYMEPYIITCA OTASIRHG,

HokyMeHTBl ¢ COBCTBEHHOI HyMepaliieif MMCTOB, B TOM YHCIE NMEYATHLIE H30AHHA HYMEPYIOTCA B
QOLUCM MIOPAAKE HIB COXPAHAKT COOCIBCHHYH) HYMEDAUMKY, €I OHd COOTBETCTBYCT HNOPAUKOBOMY
PACTKUTONEHH I NTHCTOB B NERE.

Cnoxennsnii nuct deaepworo dopmara (Popmara A3, A2) pasBOPaMHBACTCR H HYMEPYETC B
npasoil 4acTd eepxeero monA aHeTa. Ulpn a1oMm auer moboro dopmata, NOIUIHTEIA 33 OOHH Kpai,
HYMEPYETCA KAK OIHH THCT: A JHCT, CIOWEHHLIA U NOAWNTEE 34 cepeanny, NOANCKHT NepeulHEKe H
HYMEPYETCA KAK OAHR THCT.

Nuct ¢ HArNYXo PaKNCeHHBIMK AOKYMEHTAMH (GoTorpadHAMH, BLIPE3KAMH, BLIMHCKAMH W Ap.)
HYMEPYETCA. KAK ONHH JIHCT.

Ecnv K J0K¥MEHTY (NHCTY) DOAKACCHEBL OJKEM KPAacM Jpyrue JOKYMEHThl (BCTABKH TeKCTa,
MePeBiRl, BRIPSIKH. CNPABKH W Ap.), TO FaKasil NOKYMEHT HYMEpYETCA OTAS/bHO, OQUEPeaHbIM
OCPAAKOBHIM HOMEPOM.

[loamHTeIE B NERO KOHBEPTEL C BACKEHHAMH HYMCPYIOTCA: BHAYANE KOHEEPT, A 34TEM QUYCPEAHEIM
HOMEpPOM KIHN0Ee BAOWEHHE B KOHREDTE,

Bepeust 01
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Ecin B nymepaumn THCTOB A0NYHNIEHO MHOTO OINUOOK, Bee Jelo Hymepyercs 3aHoBo. [Ipu atom
CTapble HOMEPA 3a4YEPKHBAIOTCH OJHOH HAKIOHHOH 4epTOl, M pA/IOM CTABHTCH HOBBI HOMep aucta, B
KOHIE jeld COCTABIAETCH HOBas 3aBePUTENbHAA HAAMMChL, HPH TOM CTapas 3apepHTEILHAA HAINHCH
3AYEPKHBACTCA. HO COXPAHACTCA B Jlelie; BHOCATCA TAKMKE HCOPABICHHS BO BHYTPEHHIOW OMWCh HIIH
ONMHCEH COCTAR/IASTCH 3AHOBO.

[pn nanuumn OTACABHEBIX OWHOOK B HYMEPAILMH JINCTOB NPH MOANOTOBKE el K Clade B apXxHB,
JONYCKAETCA N0 COrfacoBAHMI0 ¢ HEM ynoTpebneHHe IHTEpHBIX (¢ OYKBEHHBIMH JIONOTHEHHSAMH)
HOMEPOB JTHCTOB.

llocne 3aBepuienua HyMepaumMH JIHCTOB COCTAB/IASTCH 3ABEPHTENILHAA HAMMNCH, KOTOpas
ipacnonaraeTcs B KOHIE Jena. 3aBepHTeNbHAs HAINACH COCTABISETCS B Jiefie HA OTAENBHOM JIHCTe-
|3aBepurene aena. B Heil nud)pamMu M IPONMHCEID YKA3BIBAETCS KOMHYECTBO JIHCTOB B JaHHOM JIele.

3apepuTeNbHAA HANMHCH NOANHCLIBACTCA €8 COCTABHTENEM ¢ yKasaHuem pacurndpoBKH NOIITHCH,
JOMAHOCTH H ATkl COCTABACHHA.

Jlng  ydera JNOKYMEHTOB B JIMYHBIX Jenax npodeccopcKo-npenojaBaTe/bekoro CocTasa
COCTABIACTCA BHYTPECHHANA OMUCH NOKYMEHTOB J1e714.

BuyTpennas onuch JOKYMCHTOB JIg/la COCTARIACTCA HA OTACIBHOM JIMCTE M0 YCTAHOBJICHHOMH
GopMe M nomuMBaeTCA B Hawale Jena, KOTOpas CONEPKHT CBEICHHA O MNOPSIKOBBIX HOMepax
JIOKYMEHTOB Jefia, MX HHCKCax, JaTax, 3arojIoBKax ¥ HOMEpPax JNHCTOB Jeia, HA KOTOPRIX pacroioiKeH
Kadibil nokymenT. K BHYTpeHHel OnHcH JIOKYMEHTOB [l€la COCTABNSET S HTOroBas 3anuchk, B KoTopoii
yKaseiBaeTca UH(PaMH H NPONHCHIO KOMMYECTRBO BKIIIOYEHHEIX B Hee JOKVMEHTOB, NPUIOKeHAN K Aeny H
KOJIHYECTBO JIMCTOB BHYTPEHHEH OIMCH.

BuyTpenHss onuch JOKYMEHTOB Jefa NOANHCHIBACTCA COCTABHTENEM € YKa3aHHeM paciinpoBKn
HOANHCH, A0IKHOCTH B AdaThl COCTABICHHA OIHCH.

JlokymenThl B Jenax TOCTOSAHHOrO, BpeMeHHoro (cseime 10 ner) XpaHeHus M [0 JHYHOMY
COCTABY MOIUINBAIOTCH HAa YCTHIPE NPOKOJIAa NPOYHBIMH HHTKAMH B TBEpAYIO 00NOKKY W3 KapToHa, HIH
NEPENISTAIOTCS ¢ YYETOM BO3MOMHOCTH cBOOOJHOrO YTEHHS TEKCTAa BCEX JOKYMEHTOB, JaT, BH3I H
pezomounii #a HuX. TekeT ne A0/Ken NOAXOAHTE K TMHHH nogwneky (nepenaera) Oimke 2 oM, a JIHCTHI
He J0KHBI BHICTYNATh 3a Kpas obnomkn. [1na npegoxpanenns JOKYMEHTOB OT MEXaHHYecKo# mopux Ha
NEPBOM [IHCTE JIeNa, nepejl NPolHBKOR HAKIeHBAETCA NOJOCKa TOHKOrO KapToHa, mmpHHOH He Gonee |
CM, 9EPE3 KOTOPYIO NPONYCKaeTCs HHTKa.

[Ipn nogroroske nen K noJmHexe (NEpersieTy) NpoeepaeTcs NPaBHILHOCTE HX (hopMHpOBAHHH,
ohopMIeHHA, METALIMYECKHE CKpenienna (Oy1aBKH, CKPENKH) H3 JOKYMEHTOB YAAN4I0TCA.

B nemax nocrosHHOrO XpaHeHHA MOMIEKAT HIBATHIO AYONETHBIE SKIEMIUIAPBI JOKYMEHTOB,
HEPHOBHKM, HeO(OPMICHHBIE KOMHH JOKYMEHTOB M HC OTHOCHIIHECH K BOMNPOCY JOKYMEHTHI C
BPEMECHHBIMH CPOKaAMH XPaHCHHA,

Jlena nOCTOAHHOrO XpPaHEHHA, COCTOALIHE H3 JOKYMEHTOB o0coboii Hay4HO-HCTOpPHYECKOI,
XYIOWKECTBEHHON W HHOIT LEHHOCTH MAH He)OPMATHBIX JOKYMEHTOB (KapThl, CXEMbl, [UIAHEL, YEPTEHH,
(poTOCHHUMKM M JApyrMe IoKyMeHTHl Oonblnoro ¢opmara), B LensX HX coxpaHHocTH H yaoOcrea
NOJIB3IOBAHMA HE MOIUHBAIOTCA B AS/d, 8 XPAHATCA CI0KCHHBIMH B 3aKPBITEIX TECP/BIX Mankax ¢ TpeMs
KIANAHAMH ¥ C 3aBA3KAMH HJIH B KAPTOHHBIX (pyTaspax (kopodkax) B kauecTBe npuaokeHuii k aenam. Ha
Ka#/I1y10 nanky (KopoOKy) COCTARIAETCA BHYTPEHHAA OIIHCH HAXOMAUIMXCH B HEl JIOKYMEHTOB,
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MHHHCTEPCTBO CeIbCKOTO XO3ANCTEA POCCHIICKON Meiepalinn

penepanbHoe rocynapeTBenHoe Ol0/DKeTHOE 00PA30BATENLHOE YIPEKICHHE
BhICLIEro o0OpasoBaHus

‘, «HOuno-Ypaibcknii rocy 1apeTBEHHBIH arpapHbiii YHHBEPCHTET»
(PI'BOY B% }Smm-?pwu,cxﬂg I"AS?] 8
. loaomenne

no deaonpoussodcmey @I'bOY BO 0xcno-Ypanvekuin FAY

I0VpLAY-I1-02-
XX/XX-16

Ecin B neno B xone ero popmuposannd ObUIH NOAIIHTEl AOKYMEHTE! ¢ PABIHYHBIME CPOKAMH
XpaHCHHA, TO Jeno paciimsaerca W (opMHpYIOTCS HOBBIE Aeia, MCXO/A8 M3 CPOKOB XpaHeHHs
AOKYMeHTOB, TIpH 2TOM JOKYMEHTHI ¢ MCTEKIIHMH CPOKAMH XPaHEHHs YHHUTOKAIOTCHA MO aKTaM B
YCTAHOBICHHOM MOPAIIKE.

O0/0MKH el ¢ JOKYMEHTAMM, HCIOJHEHHBIMH HA CTAHIAPTHBIX JIHCTAX, JOIKHBI HMEThH
paiMepsl 229x324 mm. O0n0MKKH A€ ¢ JOKYMEHTAMH, H3TOTOBJICHHBIMH Ha HECTAHJAPTHBIX JIHCTAX,
MOTYT HMETh PA3MEPBL, COOTBETCTBYIONIHE pasMepaM MOAINHTHIX B HHX JIHCTOR.

Jena spemennoro (o 10 ner) Xpanenus nolekar YacTHHHOMY 0QOPMICHHIO: AONYCKASTCA Hea
XPaHuTh B [ANKAX-CKOPOCIIHBATENAX, MATKMX OONOKKAX., HE MNPOBOAHTL NEPeCHCTEMATH3AIHIO
JIOKYMEHTOB B JIENIe, JIMCThI 11€/1a HE HYMEPOBATH, 3aBEPHTE/ILHEBIC HAIITHCH HE COCTABMIAT.

JIoKYMEHTEI NOCTOAHHOIO XpaHeHHA Y HHBEPCHTETa 10C/E MPOBSACHHS IKCIEPTHIB! HX UEHHOCTH
B MOpajKe, mMojexar obA3aTeNbHOl nepeiade Ha NOCTOAHHOE XpaHEHHE B I'OCYIAPCTREHHBIH apXxuB
Anvununctpauus r. Tpounxa, r. Yeaabuncka kak yacts ApxusHoro donga Pd.

4.4. HMopaaok YHHUTOREHHA J0KYMEHTOB B 1€/ ¢ HCTEKUWHMHE CPOKAMEH XPAHEHHS

Ha nena ¢ MeTeKmmM CpOKOM XpaHeHHA COCTABAAETCA AKT O BLUICNCHHH K YHHUTOXRCHHIO
Aokymentos ([lpuaokenne Ne 20), xortopeiii cornacossisacTes ¢ apxusoM H DK Yuusepcurera u
YTBEPIKIACTCH PEKTOPOM.

Jlena BRIOYAIOTCH B AKT, €C/IH YCTAHOB/ICHHBI V1A HUX CPOK XPaHEeHHA HCTeK K | sHBapd roja, B
KOTOpPOM coOCTaBleH akT (Hanpumep, sakoHdennsie B 2012 rogy jena ¢ 3-IeTHHM CPOKOM XpaHeHHN
MOIYT ObITh BKJIIOMEHB! B AKT, COCTaBNeHHbIT He panee | ausapa 2016 1.).

Orhop NOKYMEHTOB K YHHYTOKEHHI0 H COCTARJICHHE AKTA O BBUIEICHHH [IOKYMEHTOB K
VHHUTOKEHHIO MPOH3BOJAHTCH II0CJIE COCTABIACHHA OITHCEH JIe)l MOCTOAHHOIO XPaHEHHA H 110 JHYHOMY
COCTaBY 3a 3TOT ke nepuon (ONHCH M aKTel paccMarpuBatotcsa Ha 3acenannn DK Ynusepcutera
CJIHOBPEMEHHO).

[Mocne yTBEpHACHHS PEKTOPOM 4KTA O BbUICJACHHH JOKYMEHTOB K YHHYTOKCHHIO ena
YTHIHIHPYIOTCA.

4.5. llepenaua aen na apxuBHOe XPaHeHue

B apxus YuupepcHTeTa NEpeialoTca Jefa NOCTOSHHOTO, BpeMeHHoro (ceeime 10 metr) xpaneHus
M oJlena o TUMHOMY COCTaBY B COOTBETCTBHHM CO CBOAHO HOMeHKnatypoil aen mo onmcaM. Onwuck
COCTARIACTCA B IBYX IKIEMILIAPAX.

Jlena, yBszanusIe B CBAZKH, IOCTABAIOTCH B aDXHE COTPYAHHKAMH CTPYKTYPHBIX NOApa3ieneHuii.

[lpuem aen B apxuB ocymecTsisercs no rpauky, cocragieHHoMy pabOTHHKOM apXmea M
YTREPAIEHHOMY PEKTOPOM.

[lpuem kammoro pena npou3BojnTcs pabOTHAKOM apxuBa B NpHCYTCTBHH  paboTHHKA
CTpyKTYpHOro noapasaenenua. llpm stom B ofoux JKseMnnsapax oONHCH NPOTHE KaxkIoro jena,
BEIOYEHHOI'O B Hee, JIeNaercd OTMETKAa O HAIHYHH Jena. B KoHue Kamaoro 3K3eMiispa OnMcH
yKasuiBactes UM(paMu B MPONHCEI0 KOAHYECTBO (PAKTHHECKH MPHHATBIX €1, HOMEPA OTCYTCTBYIOUIHX
AL, JaTa npHeMa-nepeiad 1 MoallHcH 3aBCIYIOMICTO apXHBEOM W JTHLa, NEpeaBiucro Jela.
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MUHHCTEPCTBO CEMLCKOTO XOIACTBA POCCUACKON Dedepallii
denepannHoe recynapeTBeRHO BIOIKSTHOE 00pa3OBaTEAbHOE YUPEKACHHE
BLICLICTO 00pa3oBaHHA
«HOHO- Y PAALCKHE NOCY 1apCTBEHHBIN ArpapHBIH YHHBEPCHTET?
(PIBEOY BO HOwkHo-Y pansckuil 'AY)

[lonowenne

DY pI AY-11-02-

XN/XX-16 no deionpoussoocmey CIroQyY BO {Oxwcno-Yparsckui FAY

B cnyqac, ecn¥ Ha MOMENT CAAUM AOKYMEHTOB 8 JPXHB OTBETCTBEHHBIN 30 JeNONpOU3BOICTEO
OOHAPYHHBAET OTCYTCTBHE KAKHX-THGO0 JEN, 01l BMECTE € PYKOBOUHTENEM CTPYKTYPHOMD NOApazIeneH
COCTaBNRET AKT 0 He ODHAPYHCIIKH NEN, NYTH PO3LICKA KOTOPEIX HEUYSPNAHL H COrNACOBHIBAST £1'0 C
apxHeoy H DK Yineepcutera,

[lpn nRKBHAENHH KA PEOPraHUIALMM CTPYKTYPHOTC MOAPAZACNCHHA JHLO, OTBETCTBEHHOE 34
ReACHHE JEMONPOHIBOACTEA  JAHHOMOG  CTPYKTYPHOIO  [loapazfeneHus, B O2pHON  ApOReJeHHA
NMUKBHAAUMOHHDIX MECPONPHATHH (GOPMHPYET BCE HMEIOWHECA AOKYMERTL B Acna, odopuiaseT gena
NepenaeT Ux B apXuE Y HHBEPCHTETA NG ONHCH, HE3ABHCHMO OT CPOKOE XPAHEHHA.

5. PABOTA HCTIOJHHTENEA C JOKYMEHTAMH

Kanuenspus ¥YHHBepcHTeTa 0GECReMHBAET ONSPATHBIIOS PACCMOTPEHHE JOKYMEHTOB, NOBENCHUE
HX J0 HCTHMTHY FelIei, KOHTROAE 33 KAYeCTEOM HCOONMHEHHE A0KYMCHTOR MO CYLWCCTRY BONPOCOE.

ITpr  PaccMOTPEHNA  NOKYMEHTOB  PYKOBOAMTENb NOAPAAENEHHA  BbIASNAET AOKYMEHTBI,
TPeGYIOWHE CPOYHOTO HCNWIHEHHA. JLOKYMEHTM, TPedyIOue COrRACOBAHNA, PACCMATPHBAKOTCA B ACHD
AX NOCTYONEHHA.

HenoanwTens noayvaeT AOKYMEHTHI B AEHb WX PETHCTPUUMM HAM HA CAEYHOWMHH JeHB B
COOTBETCTRHH C Pe30AOLHEN pYKOBOOMTENA.

Jlma uepeiadn CpoYHOrO  JOKYMEHTA  BBIBBIBACTCA  OTBETCTBEHHBIH  AeAONPOH3BONHTEND
NOApa3aeIcHHs no TeNCqoIy AN HEMEANSHHOTO BPYHEHHH AOKYMEH fa.

Henonnenne nokymenta npeayematpupaer: cfop H 00palotky HeoBxodumoi uddopmaunn,

MoAroTOBKY MPOSKTA ANOKYMEHTA, €ro CI[])D])MJ]EHHE. CONACOBAHHE, NPEACTABNEHHE UAH NMOANWCAHHE
(yIBep#aeHHe) pYROBOACTEOM Y HHBEPCHTETA. MOATOTOBKY K NEPECHIULKE ANPecaTy.
“lJH IAAHYHHA OTRESTCTEEHHOMD HCTIOJIHKTZIA BCE OCTAaNbHbIE HEMOAHHTESIH Tak#ke OTBETCTECHHEL
3a L"BDEB]}EM&HHHﬁ M KAMeCTRSHHBIH  abanuz ]-IIIIZ])GPMHIJ.HH H NpcACTaBneHHUC OTBCTCTBCHHOMY
HCMONHHTENED B YCTAHOBNCHHEIE UM CPOKH HEODXOAHMBIX MATEPHANCR (NPOCKTOR JOKYMEHTOR, COPABOK,
CBEAEHHH H T.2.). OTBETCTBEHHLIH HMCTONHMTEAL HMEET MNpaBe CO3bIBAlL COMCNONHUTEREH ARA
Bhlpa'ﬁﬂ'l'lm COBMECTHOID pELIEHHA.

Henomnurens  iMeeT npaso  MpeAnaraTe  H3MEHESHHE CpOKa HCNONHEHMA JOKYMeHTa {C
COOTBETCTRYIOWMM OUOCHOBAHHEM, TPEACTABIACMBIM PYKOBOACTBY), €CIH OTCYTCTBYEOT DEAAbHBIE
YCNOBHA BBITONHEHHA 2a0aHHA. A€NATh BOMETEH Ha NOKYMEHTE O BPEMEHH ¢ro NOCTYmASHHE, 0 AATax
MPOMEKYTOYHOIG HCHOAHEHWA (TenedOHHBIX K MHMCBMEHHBIX 3anpocax). © JaTe H  pe3yneTare
CEHIMATCA LHOIG HCOOAHCHHA.

HenoaHuTens He AOAKEH pasrialale COACPIKAHHE NOCIYORBLWIMX K HEMY JOKYMEHTOB U
HOAFOTOBNEHHBIX MPOEKTOB CNYHKEOHEIX NOKYMEHTOB, ¢ HHMH MOTYT OLITh O3HAKOMISHE TOABKC NHLA,
HMCIOUIHE OTHOLWEHNE K HX HCMOAHEHUED.

OTBETCTBEHHBIH  HCNONMHUTENE  HECET TMEPCOHANBLHYKY OTBETCTBEHHOCTH 34  MOMHOTY W
AOCTOBEPHOCTE ITH(POPMALLIE. HEMONLIOBAHHOH NPH NOANC IVBXE NOKYMEH (AL

~ Bepeus 01
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MHHHCTEPCTBO CENBCKOro X03AHCTRA Poccmitckoil Penepannn
(penepanbHoe rocyaperseHHoe DIOIKeTHOE 00Pa3OBATENBHOE YUPEKICHHE
BBICLIETO 0OpazoBaHN

«lOuo-Y pansekuii rocyna HHBIH arpapHbiil YHHBEPCHTET»
(PI'BOY BO H{:»Ypanbcxnﬁ I'AY)
Hoaomenne

HOYpIAY-11-02-

XX/XX-16 ne deaonpouszeodemey PI'EOY BO 0xcho-Ypansckuii FAY

6. M3IOTOBJIEHHE, YYET, UCITOJIL30OBAHHE M XPAHEHHME IMEYATEH,
HITAMIIOB H BJIAHKOB JIOKYMEHTOB

6.1, Buasl neuareil H ITAMIOB, HOPSI0K HX H3ITOTOBJICHHH

Jlin - yaocTOBepeHHS NOMIMHHOCTH JOKYMEHTOB MM  COOTBETCTBHS KONMHH JOKYMEHTOB
NOMHHKHKAM B YHHBEPCHTETE HCNONB3YIOTCA NEYaTh ¢ BocnpousseaeHueM [ocyaapereennoro repba
Poccuiickoit Qenepannu (nanee - repbosas nevars).

Pemenne 00 u3roTopneHnn repboBoi neyaTn NpUHMMAET pextop YHUBEpCHTETA.

lepOoBas MacTHuHas nevarsh YHHUBEPCHTETA J0MAHA cOOTBETCTBOBaThH Tpebopanuam ['OCT P

51511-2001.
‘! Wsrotosnenne repbosoii nedatd YHUBEPCHTETA JOKHO OCYUICCTBIATHCH NOMHrpadHIecKumu
M LITEMITEIbHO-TPABEPHBIMH TPEANPHATHAME, HMEIOMIMMH IHICH3IHIO HAa H3TOTOBJICHHE nedareil ¢
pocnponsseiennemM locynapcrsennoro repba PO w ceprudukarel 0 HAUIHYHH  TEXHHYECKHX H
TEXHONOMHYECKHX  BO3MOMKHOCTEH N8 M3rOTOBACHHS JIAHHOTO BHAA NPOAYKUHH HA JOIKHOM
Ka4eCTBEHHOM YPOBHE.

Kpome mneuarn ¢ w3obpawmennem [ocynapersennoro repba Poccmiickoit @epepauuu B
YHUBEpCHTETE MOTYT HMCHONBL3OBATLCA MEHATH CTPYKTYPHBIX NMOApasfeacHuii, neyarn Ui OTAeIbHBLIX
KATErOpHil IOKYMEHTOB, METAIITHIECKHE BRUKHMHBIE MIEUATH /I ONEYATHIBAHHA TOMCLICHHI.

Jina pokymentauuonnoro obecnedenun aesrensHoctn Yuusepcurera (Mucruryr serepunapHoil
meauunnsl, Hacturyr arponmkenepud, Hucturyr arposkonorun), Tpouukoro ArpapHoro TexHHKyma
(TAT) npumenaioTCa CIENYIOLIHE NEYaTH CTPYKTYPHBIX NOApa3ieeHHii:

*  OTJIeNa aCNHPAHTYPBI;

*  AIMHHHCTPATHBHO- XO3HCTBCHHAR 4acTh;

*  NpHEMHAN KOMHCCHA;

*  VOpaBJIeHHS N0 KAJAPOBOH MONHTHEE;

*  KaHUEIApus;

*  (akynsTer 3a0MHOro 0byyeHus;

*  yueOHO-METOAHYECKOe YIPaBICHHE;

*  o1zen N0 GOPMHPOBAHHIO KOHTHHICHTA CTYICHTOB;

*  Oyxraarepus;

*  CTVIEHYECKHH ropook;

*  MCEJVHAPOAHBI oT/en:

*  3IpaBOVHKT;

*  IEeKAHATLL

[Mewats eTpyKTYpHOrO noapasjenenns A0MKHA HMeTh (POPMY NpaBHAbHOIO Kpyra auamerpom 40
mMM. Kpas newats okalimjeHbl OOpPTHKOM. B UEHTpe ne4aTH YKa3saHO HaWMEHOBAHHE CTPYKTYPHOI'O
noapasaencins (Kanuenspus), oxalimiennoe npasiabHeM KpyroM auamerpom 25 mm. Mewny
BHYTpeHHell M BHellHell OKpYKHOCTAMH B JiB¢ CTPOKH pasMelliaeTcs MOoNHOE HaHMEHOBaHME
Yuusepenrera: * Qenepanbroe rocyaapersentoe GloxerHoe o0pasoBare/ibHOe YUPEKICHHE BbICILIErO
obpazosanus * [Owno — Ypansckuiit rocyaapersennslii arpapnbiit yausepcuter *, Teker B Kamaod
CTPOKE pasieneH 3Be3A04UK0iH.
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MHHHCTEPCTBO CELCKOTO XO3AHCTBA POCCHIICKON Qe nepaltinm
(hesepaisHoe rocyIapeTEeHHOE DIOKETHOE 0DPaloBaTe/ILHOE YUPEKIEHHE
BRICLLICTO 0DpasoBaHmns
«lOmno-Y panbekni rocysaperseH kil arpapHblii yHHBEPCHTET)
(PI'EOY BO I(gxmm"b’pmmcmﬁ I'AY)

Hoaomenne

IOYplAY-11-02-

NX/XX-16 no oeaonpouzsodcmey @IEOY BO 10xcuo-Ypaavcxkuiu F'AY

,H,.F!H GneYaTeBaAHNA EEITI{IJGB. XPaHHITHIL, noMeneH i HCIONLIYIOTCH METWILIHYCCKHE BRIKHMHBIC
MEYATH € IL']Ci['l'll[lJHKE.HHUHHhI.M VHETHLIM HOMEPOM {HﬂMEPI‘IbIﬂ [IE'-IH."I'H},

}_l.-'Iﬂ NpocraBlcHHs OTMETOK O NOAYYCHHH, PErHCTPALHH. [MPOXOHIACHHH H HCOOMHCHHH

AOKYMCHTOBR, JAPYTHX OTMETOK CIPABOYMHOTO XapakTepa NPHMEHAIOTCA COOTBETCTBYIOLIHE MACTHYHLIC
HITaMITbL.

Haroropnenne neuateil W mTAMIIOB OCYINECTBIACTCH Yepes KaHUenspuio YuupepcHrera no
FAABKAM PYKOBOJIMTENEH CTPYKTYPHEBIX NOJpas/iefiennii, COrnacoBaAHHBIM ¢ NPOPEKTOPOM, OTBEYAIOILIHM
3a oDecrneveHHe pexknMa B YHHBEPCHTETE, Ha OCHOBAHMH PEILICHHS PEKTOpa.

HMsrotosnenne nyGnMkara mevyaTH JAONYCKAETCA TOJABKO B C/Iy4ae e¢ yTparel HIH M3HOCA 1O
PELLIEHHIO PEKTOPA.

JlononnutenbHoe HM3TOTOBJCHME nedareil ¢ HMACHTHOMKALMOHHBIM  YHCTHRIM  HOMEPOM
NPOM3BOINTCH 110 BO3PACTAHHH WICHTHHHKAIHOHHEIX HOMEPOB.

HeoOxoauMoCeTs H3roTOBICHHA WITAMNA ¢ (PAKCHMHIIBHBIM BOCTIPON3BEICHHEM NOANKCH PEKTOpa,
MPOPEKTOPA N0 HANPABISHHIO ONPENENsSeTcs HENOCPEACTBEHHO PEKTOPOM Y HHBEPCHTETA.

6.2. lopaaok yuera, Beiaaqn (¢aaun) nedared (raMnos) i odecnedenns HX COXPAHHOCTH

Yuer, XPaHCHHE H BbLAa4a BCEX Nevareil W MTAMMOOE B Y]{]-{BEPCHTﬂTﬂ BOINAracTcd Ha
cnennanuctTos kKanuenapun. C 9Toll uensld BCe ne4YaTH M IUTAMOBl A1 00S3aTENBHONO MX y4era H
NPOCTaBICHHS HX OTTHCKA OTMEHAIOTCA B JKypHane yuera nevareil w wramnos. JIHcTel xypHana yuera
nevareil B WTAMNoR HYMEPYHOTCAH, NPOLUIHYPOBLIBAKOTCH H OINCHATHIBAIOTCH.

Jlna obecnevenns HaIEKAIEro y4Yera M XpaHeHHA nedareidl (WTamMnoB), MX BbUIAYH
CTPYKTYPHBIM HOJIpa3ie/eHHaM NPHKA3Z0M PEKTOPa HA3HAYAETCH 3aBeAYIOUMA KaHensapHei.

Briasa nevareil (iwramnos) paboTHHKaM, NEPCOHAINBHO OTBETCTBEHHBIM 32 HX HCIO/bL30BAHHE
XpaHcHHe, OCYIICCTRIACTCH MO POCHHCE B KYPHAMS vyieTd nevarei 1 IWTaMIos,

OtseTcTBEHHBIT 33 MCNONB30BaHHE, VCTAHOBKY OTTHCKAa M XpaneHue repOoBoil medaTH
Yunpepcutera HAIHAYALTCH NPHKAZOM PEKTOPA.

PykoBomuTenn CTPYKTYPHBLIX NMOAPA3ieICHHH CBOHMM PaCTOPSKEHHAMH HA3HAYAKT PabOTHHKOB,
OTBETCTBEHHBIX 338 NOJyYeHHEe, XpaHeHHE M HCNONbL3IOBaHHE neuartell (LOTaMMOB), YCTaHAaBIMBAIOT
NEPCOHANLHYI0 OTBETCTBEHHOCTH 3THX pabOTHHKOB 33 [OJYYEHHBIE MevaTH (WITAMIBL), a TaKKe
ONPEENMOT MNOPAAOK HX XpaHeHHs M HCHOb30BAHMA, HCKMNOYAIOUMHA YTpaty M HapyuleHue B
Henosp3osaniy, Konun pacnopaaenuii npe/icTapafioTes B KaHISSPHIO.

Ilpr yBOALHEHHH OTBETCTBEHHOIO JIMLA HIIH [EPEBOAE HA MHYIO JOMMKHOCTh YHCINLIHECS 33 HHUM
neqartd (IITaMiel) NepefaiTes JpyroMy paboTHHKY Yepes KauleNapuIo 110J] POCIHCE B KHHIE y4era
nevareil n WTaMNnoB ¢ COOTBETCTBYIOILEH OTMETKOI B 00X01HOM JIHCTE YBOJILHAEMOTO.

[Mepenada newarefl ¥ WITAMIOB NOCTOPOHHHM JIMLAM, BBIHOC Nevarteil (LITAMIOB) 3a Npeleis
3ianuit YHHBEpCHTETa KpoMe HOMEPHBIX nedareii, He A0NYCKaeTcH.

B cayuae yrparsi nevars (wrramMna) paboTHHKN HeMEAIEHHO coolIAOT 00 3TOM PYKOBOAHTEIO
COOTBETCTBYIOMIEIO CTPYKTYPHOI'O NOApa3ie/leHHs.

o dakram yrparel neyareil (WUTaMNOB) WM HAPYWEHHH B HX HCHOJB3OBAHHM PYKOBOIHTE!Nb
CTPYKTYPHOTO  MOJApa3ie/icHHA NPOBOAMT caykebHOe paccienosaHHe, O pesyibTarax KOTOpOro
HH(QOPMHPYET MOMOIIHHKA peKTOpa no Oe3onacHOCTH, OTBevaloumiero 3a olecrnedeHHe peKHMAa B
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MHHHCTEPL‘TBU CCIIBCKOTO XOZAHCTRA FGCEHﬁCKGﬁ ﬂ:"ﬁllﬁ’]]ﬂll,HH

~(peaepanbHOe rocyIapCTBEHHOE DIOKETHOE 0DPAIOBATENLHOE YHPERICHHE
BhICILIErO OOpa3oBaHHA

«lOwuo-Y paneckuii rocyna CHHBII HbIH YHHBEPCHTET)
(PI'BOY BO m&ymmﬁ TAY) 2

Ioaoxenne

HOYpI'AV-11-02-

XX/XX-16 ne deronpoussodcmey PIEOY BO KOxcno-Ypaavekuia I'AY

Yuusepcutere. [lomommnk pexktopa no 0e30NacHOCTH MATCPHAILL PACC/ICAOBAHNA BMECTE C BRIBOJAMH H
NPELIOKEHUSIME JOKIAALIBACT PEKTOPY /UL NPHHATHA PELICHHA.

[opsiaok xpasenus nevareil ¥ WITAMNIOB, NPABHILHOCTH MX HCHONLIOBAHHA B CTPYKTYPHBIX
noJApasjieNeHuax nposepaeTca paboTHHKOM OT/IENa KaHLENapHi, OTBETCTBEHHBIM 3a VYeT nevare.

Ilposepxka nanuuma Beex nevareil W IITAMNOB NPOBOJNTCH HE peXe OJHOIO pasa B rojl, Kak
NPaBHI0. KOMHCCHEH, Ha3Ha4aeMOH JU18 NPOBEPKA JOKYMEHTOB (DIAHKOB) cTporoil 0TYETHOCTH.

B cocrap 9r0it  komuccun oOszaTensHO BUMOYacTes  pabOTHHK  OTH€Na  KaHUEISpHU,
OTBETCTBEHHBIH 38 y4eT W XpaHeHHe nedatell u wramMnos. Pe3yasTarsl NPOBEPKH OTPAKAIOTCS B aKTe.

['epbosas nevars YruBepcuTeTa, 3aKpeiieHHas 3a JONAKHOCTHBIM JIHIOM, XPAaHHTCA B JIHYHOM
ceiipe. [lo oxonuanun pabouero aus ceitp oneuarnisaercs u caymxeGHOe NOMEIIEHHE, B KOTOPOM OH
HAXOAHTCH, VCTAHOBASHHBIM MOPAIKOM CAAIOTCH NOJ OXpaHy.

Jlpyrue neyartu o wTaMIikl XPAHATCH B HALEHKHO 3annpaeMeix mKadax (sumxax).

6.3, llopaaok uenoaszopanus nevareii (mramMnos)

B Yuusepcutere HCnonb3yioTes repboBas MacTH4HAs NeYaTh B HeThIPEX KIEMIUIAPAX, KOTOpLIE
JAKPEILICHEL:

Nel 33 cneuManIueTOM KaHUuenspun 1. Tpouuxa;

Nel 3a cneumanncrom kannenspun r. Yenabuncka;

Ne3 H.o. nnpekropa HHCTHTYTa arpo3KoIOriu;

Ned pexrop @TI'BOY BO HOwxno-Y panscknii FAY;

H HCTIOTB3YIOTCA T MTPOCTARICHHA OTTHCKA HA CACOAVIOMHE JOKYMEHTRIL:

*  JIOBEPCHHOCTH, BhUIABAEMBIC H YAOCTOBEPACMBIC PEKTOPOM,

*  JOroBOpLL, 3AKTHOYACMBIC ?HHB&FCHTETGM;

*  aKThi (NPHEMKH 33KOHYEHHBIX CTPOMTENLCTBOM O0BEKTOB, 00OpYIOBAHMH, BbLINOIHEHHBIX
paﬁm’. ONMHCAHHA, SKCIIEPTHIEL W T ),

*  JOKYMEHTBHI 1A Pa3MELIEH s rocyIapcTBEHHOIO 3aKasa Y HHBEPCHTETA;

*  [peiCTaB/leHHA B XoAaTaHCTRa (0 HArPaKIEHHH IFOCYIapCTBEHHBIMH Harpaaamu H T./1.);

* rapanTHiiHbie MHCBMA (Ha BeIMONHeHHE paboT, OKazaHWe yCayr U T.1.);

*  KOMaHAMPOBOMHBIE YIOCTOBEPEHHA (A4 3aBEPEHHA OTMETOK YNpaBIeHHA N0 KaJpoBOi
nonuTHKe 00 YORITHH M pHOLITHA paboTHHKA);

*  JIOBEPEHHOCTH HA IOJYyYeHHE TOBAPHO-MATEPHAILHEIX LIEHHOCTEI;

*  3AKMOYCHHS M OT3LIBEL OpraHM3auMil Ha Auccepraunu, asropedeparsl, HANpaBNieMBIE B
BRICHIVIO aTTECTAlIHOHHYIO KOMHCCHIO,

=  o0pasukl OTTHCKOB Mnewareid W noanuced pabOTHHKOB, HMMEIOUIHX NpPaB0 COBEpIUICHHA
{l)H[IﬂHCDBG"xGEHﬁCTEEH]{MK Dﬂﬂpﬂﬂﬂﬁ.’,
: = nopyvuenus (Gw/oKeTHble, DaHKOBCKME, IUIATEHHBIE, HA NOJYYEHHE JEHEKHLIX CPEICTE B
Ganke u T.0.);

* peectpel  (4ekoB, OIO/DKETHBIX  [OPYHEHHH, NEPEUHCICHHA  JICHEKHBIX  CPEICTB.
npeAcTapaseMeIx B Oaule u yupexaenns PeepanbHoro kaznadeicTsa U T.71.)

" GFKT“BJ]TEPCKHE H CTATHCTHYECKHE OTHETERIL,

*  CMEThLI PACXOI0RB.
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MHHHCTEPCTBO CEILCKOIO XO3AHCTBA POCCHIICKOI [
(penepansHoe rocyaapeTBeHHOe DIOKETHOE 00PA30BATENLHOE YUPEK/ICHHE
BRICIIETD 00pazoBanus

«lOnkHo-Y pansckuil rocyapeTseHHbIi arpapHbiil YHHBEPCHTET
(DI'BOY BE) l(g')xHu-prmct{Hg FAJ;H i

Hoaowenne

no deaonpouzeodemsy LI'EOY BO 0xcno-Yparsckui FAY

1OYpI'AY-I1-02-
XX/XX-16

* ChpaBKH (IMMHTHBIE, O BBIIIATAX H3 '_l.apaﬁomuﬂ [1aThl, HCMIOAbIOBAHHH ﬁi{},II;JRETHLIX
aCCHIHOBAHMI, 0 HAYMCIEHHONH H npuuHTaloNeiics 3apaboTHOM IUIaTe M T.11.)

*  H3IBCUICHHSA MO UCHTPATH3IOBAHHLIM BRITLIATAM,

*  HHBIC JOKYMEHTBL, OTHOCAUIHECH K (PHHAHCOBO-XO3AHCTBEHHON JEATENLHOCTH Y HHBEpCHTETA,
B CAY4adx, NpeaycMOTPeHHLIX HOPMATHBHBIMH PaBOBLIMH AKTAMH JSHCTBYIOWErD 3AKOHOMATENLCTEA
Poceniickoii ®eaepannn:

*  HHBIC NOKYMCHTBI IS YIOCTOBCPEHHA NOANMHCH IOKHOCTHOIO JIHIA, HMEHOILIEro OpaBo
ASHCTBOBATL OT HMEHH YHUBEPCHTETa, 4 TAKKe NOKYMeHTHI, Tpebyromme Hanuuus oTTHCKa repOoBoii
NEYaTH B COOTBETCTBHH C AcHCTBYIOUHM 3akoHoaaTenbeTsoM Poceniickoii Denepaunn.

[Tewarsio 3aBepslOTCR NOANMCH PEKTOPA, NPOPEKTOPOB MO HAMPABICHHAM, @ TAKKE IPYIHX
AOGKHOCTHRIX  JIHIL, KOTOpPRIM HIH [NPHEA30M PCKTOpa MHIAH JOBCPEHHOCTBIO MNPENOCTABICHBI
COOTRETCTBYIOLIHE MOJTHOMOYMHA.

[leuarsio CTPYETYPHOTO NOAPA3INCICHHA YIOCTOBEPACTCA MOANMCH PYKOBOAMTENR JaHHOIO
noApa3iencHHd HIH €ro 3aMeCTHTENA.

[opanok wCnoNs30BaHMA MAacTHYHBIX Tneyarell CTPYKTYPHBIX mojApasielcHuil onpenensercs
MPHKAIOM PEKTOpA.

MacTuyHBIE IITAMITRI NPHMEHAIOTCH B JEI0ONPOHIBOACTBE A NpOCTABNEHHA OTMETOK O
NONYYCHHH, PETHCTPALMH, NPOXGHIACHHH H HCHONHEHHH [NOKYMEHTOB, a4 TakKe IpYrHX OTMETOK
CHPaBOYHOND XapakTepa.

Iramn ¢ QakcHMHABHLIM BOCIIPOHIBEISHHEM NOIIHCH PEKTOPA MCIONB3YETCS [0 €ro MPAMOMY
VKA3aHHIO TPH MOJArOTOBKE MO3/APAaBUTENLHLIX, NMPHBETCTBEHHBIX MMHCEM W HHBIX JOKYMEHTOB, rie
Tpefyercs NOANMCH PEKTOPA, H B COy4asX, KOrZa OJHH M TOT e TeKCT manpasiasercs Oonee uyem B
qeThipe aapeca. OTBETCTBEHHBIM JOAHOCTHBIM JIHLIOM 33 HCMONL30BAHHE H XpaHeHHE ITAMNa ABISETCA
pexTop.

[lramnel ¢ QaxcHMHIBHBIM BOCIIPOU3BEJCHHEM NOMMHCEH NPOPEKTOPOB HMCHONBL3IYETCH MO MX
npaMoMy ykasanuio, OTBeTCTBEHHBIMH JOMAHOCTHBIM JIHIIOM 33 HCIO/IB30BAHHE W XPAHEHHE YKA3AHHBIX
IWITAMIIOB ABJIAIOTCA CEKPETAPH MPOPEKTOPOR.

He nomyckaercs npoctapienHe nevarelf M IITAMNOB HA JIOKYMEHTAX W Marepuaiax, He
OTHOCAIMXCH K cepe ACATEABHOCTH WM INPEBBILAIOMIAX KOMIIETEHIIHIO YHHBEPCHTETE, €ro
CTPYKTYPHEIX MOJpasieieHui.

llpn 3aBepenun mokymenta repOOBOI MevaThio ee OTTHCK [O/DKEH 3aXBaThiBATh HACTH CIOB B
HAMMCHOBAHHH JOTAHOCTH JHIE, NOANHCABIIETO JTOKYMEHT.

HPHMEHEHHE ApyYTrHX ne4areil H IITAMOOB, He VEa3daHHEIX B JIaHHOM nUH{)H{EHHH, HE
JOnycKaeTes.

6.4, Hlopsinok ynuaromsenus nevareil u wraMnos

[puiempe B HErOAHOCTH B XOJI€ IKCIUIYAaTALHH HIH BHIBEICHHBIC W3 ACHCTBHA H YTPATHBIIHE
NPAKTHYECKOE IHAYCHHE MCUATH H IITAMNBLL MOMIEKAT ClaYe B KAHUENAPHIO [UIH LEHTPaTH3OBAHHOIO
YHHYTOKEHHA H CIIHCAHHA C yueTa.
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“MHHHCTEPCTBO CEJIbCKOTO XOIAHCTEA POCCHIICKON Deiepatii
(henepaibHoe rocyapeTBeHHOe DIOKETHOE 00Pa30BATEBLHOE YUPEKICHHE
- v BBICHIETO 0DpasoBaHHA
«lOnkro-Y paneckunii roc CTBEHHBIH arpapHbiii YHHBEPCHTET»
= (PI'BOY Bgl?gmau-?paﬂm[mg B AS);H

Hoaomenne

I{H;I;E‘;;’:?;M' no deaonpoussodcmsy PIrEOY BO O0xcno-Ypaavexkui FAY

O100p # YHHYTONKEHHE NeYaTeil H IWTAMIOB NPOHIBOAHTCA KOMHCCHEH, HAZHAYAEMOIl PHKAZOM
pekTopa. B cocTaB KOMHCCHH HA3HAHAIOTCA HE MEHEE TpeX HeJNOBEK, OJMH H3 KOTOPBLIX HONKEH ObITh
pabOTHHE, OTBETCTBEHHBIN 3a y4eT neyared M 1TaMnos.

Ha Bce oro0paHHble K YHHYTOMKEHHIO NEYATH W WITAMNOB COCTABANETCH akT. AKT, ¢
NPOCTARICHHEM OTTHCKOB YHHYTOMACMBIX Nevatei u TaMios, coctasnser paboTHHK, OTBETCTBEHHbII
33 YHMET H XPAHEHHe nevareil H INTAMIOoB.

B akre Ha yHHuUTOMEHHE mnedarell (WUTAMNOB) HCNpaBieHHs He jgonyckaiorcd. Kommccus
NPOBEPACT HATHYHE BCEX mevateli (WTamMnos), BKIOYEHHBIX B akT. [lpn nposepke ocoboe BHHMaHHe
YIEHOB KOMHCCHH JI0/KHO ObITh 00pauieHo Ha To, 4To0bl B YHCAE YHHYTOMRACMbIX nedareii (mraMmnos)
HE MOITH OKa3aThCs Kakue-1nb0 Apyrue nedartH (IITAMIILD), He BKIIOYEHHBIC B AKT, WIH YTODL He OLUM
JOMYUICHL! PACXOKIACHHA MEAULY 3alMCAMH B AKTE, CAMHMH NEYaTAMH (LUTAMIAMH) ¥ 3AMHCAMH B KHHIE
yuera neyaredl # wramnos. [lo okoHyanuH CBEpKH BCE wWIEHBl KOMHCCHI MOJNHCHIBAIOT akT, a
npejcesarelb KOMHCCHH 3aBePAeT CBOEH MOANHCHIO THCTEL AKTa. AKT YTREPIKIACTCH PEKTOPOM.

[Teyarn (wramne), oroOpaHHbie 1IN YHHYTOMKEHHS W BKIIOYCHHBIE B dKT, NOCIE MPOBEPKH MX
KOMHCCHEH CKITaIBIBAIOTCH B MAnky (4eMo/aH) W oneMareiBaloTes npenceiarenem komuecuu. Ilanka
(4emo/1an) XpaHHTCA 10 YHHYTOKEHHS B cefihe noMelenns, KOTOPOC CAaeTca o4 OXpaHy.

YHuuToMmenne nedareil 1 WraMnos NpOM3BOAHTCA M0CIE YTBEPKICHH aKTa B NPHCYTCTBHH BCEX
|WIEHOB KOMHCCHH, KOTOpBI€ HECYT MEPCOHANLHYI) OTBETCTBEHHOCTH 3a [PABHABHOCTL H NOJHOTY
| YHHHTOMEHHA TIEPEYHCACHHBIX B AKTE 1e4areii n ITaMIos.,
| K mecty YHHYTOXKCHHSA IE4aTH (IITAMIE) JOCTABIAIOTCA B ONEYaTaHHOM BHIE. YHHYTOWKEHHE
IMACTHYHBIX nevareii (wrramnos) MPOH3BOJHTCH TIYTEM COMOKCHHA, A METAUIHYECKHX - IYyTeM
fcnmuaamu. OO0 yHHYTOMEHHH ITedaTeil (WTAMNOB) BCE 4WieHBl KOMHCCHH PaciHCHIBAIOTCA B aKTe., AKT
| PETHCTPHPYETCA B IKYPHAIE YYETa BXOAALIAX JOKYMEHTOB.

Paborunk, oTBeTCTBEHHEI 3a yuer neyareil (HITAMNOR), HA OCHOBAHMH aKTa AENAeT OTMETKH 00
YHHUTONEHHH B COOTBETCTBYIOLIEH KHHIE YUeTa H NpeACTaBIgeT KOMHIO aKTa B DyXrairepHio.

Axrel 00 yHHYTOREHHMH newarteil (wramnoB) xpanstcs B TedeHue 10 ner B cnenmansHO
JABCACHHEIX JICTIAX OT/IENA KAHUEAPHH, 4 3aTeM YHHYTOXKAIOTCH B YCTAHOBIEHHOM NOPSLIKE.

6.5. OrpercrBenHocTL 3a  YTpary meuarveil (IITaMmoB) WAH  HapylieHHe B HX
HCHOAB30BAHNN

OTBETCTBEHHOCTh 3@ 3AKOHHOCTE MCHONBLI0BAHMA M HAJEKHOCTH XpaHeHHs medarell c
niobpaenuem T'ocynapersendoro  repba  Poccwiickoii  @exepaumm  Bo3naraercs Ha  PeKTopa
YHuBEpCHTETa, OTBETCTBEHHOCTL 338 HAMCAKHOCTH XPAHCHHHA, 3AKOHHOCTH MCMNOLIOBAHHA JPYIHX
neyareil Bo3iaraeTcyd Ha OTBETCTBEHHOE JHLO B KaHLEIHPHH.

Henpasomeproe wMenonas3oBaHme nevaredl, paBHO KAk H MCNOAB30BAHHE reuareil, He
NPEAyCMOTPEHHBIX  HacToAlMM  [lonowenneMm, 1IpH  OCYIIECTB/IEHMH YHHBEPCHTETOM HIH €ro
CTPYKTYPHRIM  NOAPA3ACTICHHEM HPHIHYCCKH 3HAMHMBIX neilcTeHil BIeYeT HeACHCTBHTENBHOCTE
JOKYMEHTA € OTTHCKOM Takol nNe4ard W OTBETCTBEHHOCTb, [PEIAYCMOTPEHHYIO AeHCTBYIOLIMM
sakoHoaTeascTBoM Poccuiickoil Menepaunn.

3a HapymieHue npaBHa  XpaHeHus nedaredl (WTAMIOB) WIM MX  YIpPaTy BHHOBHOE JMUO
NPHBJICKACTCH K ﬂHElH{HHHHapHGﬁ OTBETCTEBCHHOCTH.
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MHHHCTEPCTBO CEJIBCKOTO X03AHCTBA Poccuiickon denepaiun

(penepanbHOe rocyaapeTseHHOe DIO/DKETHOE 00PA3OBATENBHOS YUPEHICHHE
BeICHIETO 00pazoBanng
«HOmno-Y pansckuii rocy 1apeTBeHHBIH arpagﬂmﬁ HHBEPCHTET»

(PI'EOY BO Kmuo-Ypansckuii 'AY)
lHoaomenne
mi’g&;:ﬁ; 02- no deaonpoussodcmey @IBOY BO I0xcuo-Yparsckuit FAY

-

6.6. VYuer DaanNKoB 1OKYMEHTOB
baaukn cTporoifi OTHETHOCTH - 3T0 PasHOBHIAHOCTE ONAHKOB (ZOKYMEHTOB), MOIJIEHAIIHX
creunansHomy yuery. Kakaomy oskzeminspy OnaHKa NpHCBAHBAETCA PErHCTPALMOHHBIN HOMED,
KOTOPBIl HAHOCHTCH Ha Gnank.
B Yuusepcurere nomrexar obGsasatensHoMy yuery OGnamk# JoKyMmeHTOB 00 oBpasosanuu,
TPYAOBLIX KHMKEK, XO3AHCTBEHHON JeqaTeNEHOCTH,
[onyuenne, xpanenue M Bbhizady OJAHKOB CTPOrOi OTYETHOCTH OCYWECTBAAIOT CTPYKTYPHSBIE
NoApasieicHus, 38 KOTOPbIMH MPHKA30M PEKTOpa 3aKpenieHbl AaHHbie (YHKUHH, C HCNOAL30BAHHEM
KYpHAIOB ydeTa O1aHKOB.
[Tpuemka 10/uKHA IPOU3BOAHTLCA B IEHb NOCTYIUIeHHA GIAHKOB B YHHBEPCHTET,
bBranku npuHuMaloTcd MarepHalibHO OTBETCTBEHHLIM PAbOTHHKOM B TPHCYTCTBHH KOMHCCHH.
IIps npHemMKke HYXKHO NPOBEPHTL COOTBETCTBHE (AKTHHECKOrO KONHYECTBa, cepuil M HOMepoB OAaHKOB
JOKYMEHTOB J@HHBIM, YKa3aHHLIM B CONPOBOAHTENLHBIX JOKYMEHTAX (HAKIAIHLIX, KBHTAHLMAX H T.11.), H
COCTABATL AKT npHemMKkH OnankoB AoKymenToB. JlanHbli akT yTBEepiKIacTca PEKTOPOM (NPOpPEKTOpOM-
JAUPEKTOPOM) M ABAAETCA OCHOBAHMEM JUIA NPHHATHA ONaHKOB JOKYMEHTOB HAa Y4YE€T YKa3aHHBIM
paboTHHKOM.
Xpanuts OnaHK CTPOrOH OTHETHOCTH HYKHO B Meranaudeckux wkadax, ceiidax u (win)
crnennaibio 00opYI0BAHHBIX MOMEIEHAAX B YCIOBHAX, KOTOPbIE HCKTIOHAIOT HX nop4y W xumenne. [lo
OKOHYAHHH pabo4ero JiHA MecTo XpaHeHnA 01aHKOB JOKYMEHTOB J0J/DKHO ONEYaThIBATLCSH, 8 MOMEICHHE
CaBaTLCA MO OXpaHy.
bnankn BbularoTcs nox  pocnHchk pabOTHUKAM  CTPYKTYPHBIX Nojpasje/icHHH, KoTopeie
HA3HAYAI0TCA OTBETCTBEHHBIMH 38 GIaHKH CTPOroit OTHETHOCTH MPHKA30M PEKTOpA.
B cTpykTypHBIX noapasAencHHAX ONaHKH JOKYMEHTOB HCIOAB3YIOTCH CTPOTO MO HAZHAYEHHIO H
XPaHATCA B HAIEKHO 3anupaeMbix mkadax.
[Mepenaya GnankoB APYrHM OPraHA3alMaM H IHIAM He J0NYCKaeTCs.
OrsercreeHHOCTh 3a obecniedenHe CoXpanHOCTH ONaHKOB M NMPaBHILHOCTH HX HCHOOAL3OBAHKA
HecyT paboTHHKEM, OTBETCTBEHNBIE 3a BIaHKH B NOAPA3AENeHHAX H PYKOBOAMTENH NOAPA3AeneHHi.
Brinaua JunnoMoB, NpHIOKeHHH K HHM ocymecTBisiercs B coorsercTsun ¢ «HMHcTpykumeit o
NOPAIKE BbLIAYH JOKYMEHTOB roOCyAapCTBEHHOI0 oOpa3ia o BpiCIIEM NpofeccHoHanbioM o0pasoBaHny,
JANOJHEHHH M XPAHEHHH COOTBETCTBYIOWMX OnaHKOB JOKYMEHTOB», YTBEPHICHHOH NPHKaZOM
Munobpuaykn Poccun ot 12 maa 2014 r. Ned81 u npukaszom MunoGprayks Poccun ot 16 mas 2014 r.
No546.
Jing perucTpanMn BeUIABAEMBIX MIUIOMOB, NPHIOKEHHII K HEM B YHHBEpPCHTETE BeIyTCH
CHEHAIBHBIE KHHIH (KHHIH PErHCTPALHH), B KOTOPEIE 3aHOCATCH CACAYIOUIHE JAHHBIE:
) NOPAIAKOBRI perucTpanHOHABI HOMEp;
0) (pamumis, BMA W OTHECTBO JIHIA BRINYCKHUKA (B C1y4ae NONYYEHHA IRIUIOMA M0 J0BEPEHHOCTH
VKa3pIBaeTCs (PaMHIINA, MMA H OTYECTBO JIMIIA, KOTOPOMY BbI/JIaH JUILIOM);
B) cepus M Homep OnaHka amnaoma:; cepua M Homep Onamka (cepus W HOMepa OnaHKOB)
NPHIIOKEHHA K JHILIOMY:
I) 1aTa BbLIAYH JHII0Ma;
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"MHHHCTEPCTBO CEABCKOTO XOIAHCTEA POCCHICKON Deiepaltii
(pesepanbHOe rocy1apeTseHHoe OI0DKeTHOE 00pa3oBaTEIbHOE YUPEKICHHE
BBICLIErO 00pasoBaHuA
«lOmno-Y panscknil rocyiapeTeeH b arpapHbii YHHBEPCHTETH
(PI'BOY BO Hmuo-Ypanscknii [AY)

Nosokenne

IOYplrAY-11-02-
‘I XX/XX-16

no deaonpouseedcmey CrEQY BO IOxcno-Ypanvckuit FAY

1) HAMMCHOBAHHE CHECIHANBHOCTH HAH HANPABICHMSA MOArOTOBKH, HAHMEHOBAHWE NPHCBOCHHOI
KBATHHKALMH;

#) nara 1 Homep nporokona ["IK;

3) IaTa M HOMEP NPHKA3a 00 OTHHCICHAH BLINYCKHHKA,

H) NOMHCH PYKOBOJAHTENS NOAPA3IENSHHS OPTaHH3ALMK, BbIAAKOILEH JHTIIOM;

K) NOANHCEH THIIA, KOTOPOMY BBIJAH JHIUIOM (eciiH BelIaH nuuHo, 1ubo no gosepeHHoctH), mubo
JIATa 0 HOMEP NOYTOBOIO OTHPABICHUA,

KHury  perncrpauni  BBUIAHHBIX JIMIUIOMOB, NPHIOKEHHI K HHM [POIIHYPOBBIBAKOTCH,
MPOHYMEPOBLIBAIOTCA, CKPEIUIAIOTCA NeuYatTeio YHHBEpCHTETa M XPaHATCA KaK JOKYMEHTH CTpOroi
OTHETHOCTH.

C uennio yuera TPYAOBEIX KHHKEK, @ Takie OMaHKOB TPYAOBOH KHMMKKH M BKJQALILA B HEe B
YHHBEPCHTETE BEIYTCA:

* [IPHXOAHO-PACKOIHAR KHHTA [0 YIETY Onanxos TP}’,?IOBDﬁ KHHAKH H BEIaIRIIA B HEC:

®  KHHMI@ YUeTd ABHKCHHS TPYAOBLIX KHHIKCK H BKIAABIICH B HHX.

(hopmbl IPHXOAHO-PACXOAHON KHHTH M paHrd yueTa ABHIKEHHA TPYAOBBIX KHHKEK H BKIAIBILICH
B HUX NPHBEACHS! B nipuiaoskennax Ne 2 u 3 k nocranopnennto Muntpyzaa Poccun ot 10.102003 Ne 69.

B npuxoaHo-pacXolHyio KHHTY 10 yueTy OnaHkoB TPYAOBOH KHHIKKH M BEIQIBINA B Hee,
KOTOpYI0 Beder Ovxranrepua YHuMBepCHTETE, BHOCATCH cBeleHHA 000 BCeX ONEpalHsx, CBA3ZAHHBIX C
NONYHEHHEM H PDACXOJOBAHHEM DJIaHKOR Tp}",uﬂﬂﬂﬁ KHHJKKH H BEJIOQIBINA B HEC, C YKAIAHHCM CCpHH H
HoMmepa Kamaoro Onanka. B cBow ouepes B KHHIE yueTa ABHMKCHHS TPYA0BLIX KHHKCK M BKJIajLIICH B
HHX, KOTOpPYIO BEIeT YNPasjIeHHE M0 Kagpopoil nosurtuke, o(QopMamiomHil NpHEM M YBOJbHEHHE
pabOTHHKOB, PErHCTPHPYIOTCH BCE TPYAOBLIC KHHIKKH, MPHHATHIE 0T pab0THHKOB NPH NOCTYIUICHAH Ha
PﬂﬁﬂT}". a4 TAKME TPYILOBbLIC KHHMKKH H BEKAQAIBIIIH B HHX € YKa3aHHEM CEpHH H ** IBLL[I,EHHHE BHOBE
MOCTYNHBIINM  pabOTHHKAM, HE MMEIOWHM TpyfaoBoro cran.:. OOe KHATH J0KHBI ObITh
NPOHYMEPOBAHE], NPOINHYPOBAHKL, 3aBEPEHbl TNMOANHCHIO peKTOopa (MpOpeKTopa-IHPEeKTOpa), a TaKmke
CKPEIUICHE] CYPIYIHOH NevaThIo HIH omnoMOnposansl. [Tpasun BeieHus H XpaHeHns TPYAOBBIX KHHAKEK,
H3rOTOBNIEHHA DIAHKOB TPYA0BOl KHHXKH W obecnedennn uMu paboroaareneil (nance - [Ipasuna).

B coorsercraunu ¢ nynkrom 42 IMpasun, Gradku TPYJAOBBIX KHIDKEK H BIJIAIBILIH B HHX XPaHATCH
B YUPCHKICHHH KaK JOKYMEHTEI CTPOrod OTHYETHOCTH M BBIIAIOTCA JIMIY, OTBETCTBEHHOMY 3a BEJCHHE
TPYAOBBIX KHHIKEK, 0 ero 3aspke. Cnucanue HenopueHHbIX OaHKOB TPYAOBBIX KHWKEK H BKIAABILICH B
HUX ofopmiserca AxTom o cnucanun Gnankos crporoil otyersoctH (. 0504816), yrBepKICHHBIM
Huerpvkumneit Ne 25n.

Mo oxonuanun Ka#AO0ro Mecana JHLO, OTBETCTBEHHOE 3a GAaHKH CTPOrol oT4eTHOCTH, 0DA3aH0
MpeicTaBuTh B OyXraaTepuio YHHBepCHTETE OTHET O PACXOJOBAHHH M HamuyuK OJaHKOB CTporoi
OTHETHOCTH.

[Iporepka akTHdeckoro Hanuyus ONAHKOB JIOKYMECHTOB CTPOrOH OTYETHOCTH NPOH3BOIAMTCA B
COOTBETCTEBHH ¢ Meroandeckumu YKa3aHHAMH [0 HHBCHTAPH3AUMH HMYLICCTBA H {l]HHHHEEBEIX
00A3aTENLCTE NO BHAAM ONAHKOB € YYETOM HAYANLHEIX M KOHEYHLIX HOMEPOB TeX WM HHLIX OlaHkos, a
TAKKE 110 KLKIOMY MECTY XPaHCHHA H MaTepHalbHO OTBETCTBEHHBIM JIMLAM, HA OCHOBAHMH [PHKA3a
(pacnops#eHH) 0 NPOBEACHAH HHBEHTAPH3ALIHH.
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MHHHCTEPCTBO CeTbCKOTO XO3MNCTBA POCCHACKON e 1epaliun
thenepansioe rocyaapeTBeHHOe DIOKETHOE 00pa3oBATEILHOE YIPEKIEHHE
& 5 4 BRICLLErD aﬁpaz:{zaum A
: «HOnH0-Y paibCKHil rOCYIApCTBEHHBIN arpapHLlil YHHBEPCHTET
! (PI'BOY BO PS;CHO-YPHJH:GTPK:E I'AY) G
lHonowenne
mmizﬂgﬂ e no oenonpouseodcmey GIEOY BO I0xcno-Ypaavckuit TAY

B xoae nusenTapusanuy yeraHapnuBaercs (pakTuyeckoe HanuuHe OAAHKOB, OCYLIECTBAIOTCS HX
NepecdeT H CBEPKA OCTATKOB ¢ JAHHBIMH KHHI'H y4eTa O1aHKOB cTporofl oT4eTHOCTH B Oyxramrepckoro
yuera. [lpn nHBenTapuianun HeoOXOAMMO NPOBEPATH B MOPANOK BeACHHA KYPHANOB ydera OIaHKOB -
MOJAHOTY 3alO/HEHHA, COOTBETCTBHE JAHHBIX MEPBHYHLIM JOKYMEHTAM M HaIH4YHEe OCTATKOB
HEHCIOIb30BAHHBIX H HCNOPYEHHBIX OIaHKOB.
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MHHHCTEPCTBO CENBCKOTO XO3AHCTBA puccuﬁcxuﬁ denepannn

thenepaapHOE rocyIapeTBeHHOE DIOIKETHOE 00pasORATELHOE YUPEKIEHHE
Beicuiero obpasoBaHus

«lOsxno-Y pansckuii rocg)uflg:m}mmi arpagﬂmi‘i HBEPCHTET»
FAY).

(pI'BOY B WHO-Y PATBCKH
Honomenne
IOV plAY-11-02- :
XX/XX-16 no deaonpouseodcmey GIrbOY BO I0xcno-Ypaavexkuin FAY

NMPHJITOKEHHE Nal
baank nucsma Yuusepenrera

PepepantHoe rocygapeTeedHoe GlogmeTHoe obpasoBatencHoe yYpemaeHHe Bbiclero o6pasoBaHna
I'OIHHO-YFEJIhEHHﬁ rocygapcre eHHbIN arpa pl-ll:li'l YHHBepcHuTeTr

¥o. Tarapwna, 13, . Tpowus, Yenntunckar ofn, Poccrs, 457100, Ten,/darc: +7 35163-2-00-10 / 2-04-72 , e-mail: tvl_t@mail.ru

HHH T4180067 70, HNN 742401001, BMK 047501001, OMPH 1027401101530, OKTMO 75752000, OKNO 00433563, p/cu. 4050181 0600002000002 |
Basi: Oraencane HYensGuucn r. Henabudck, nfey. 20696X1 3670 8 Ynpagaedns Pegepancioro KainasetcTan no $YennteHcHon 061t

Ne Komy:

Ha Ne
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MHHICTEPCTBO CENBLCKOTO XO3MACTE POCCHACKON (e 1epaliiny
hesepansroe rocysapersennoe OlOKETHOE 00pA30BATENBHOE YUPEKICHHE
BRICLIErO ODPA30BAHHA
«HOuno-Y paaseknil rocyna HHBIT HBIH YHHBEPCHTET?
(BI'EOY BO Oano-Ypansckun AY)

[Honowenue

*ﬂiﬂr”j:“z' no deronpouseodcmey @IEOY BO 10xcno-Ypanvckuii IAY

NPHIAOKEHHE Ne2

baank mucema Haeruryra serepuaapuoii meinuuHb

deaepansbHoe rocyjapcTeenHoe GioKeTHoe 0GpasoBaTensHoe yYperaeHne Beiclwero o6pasosanna
xHo-YpansCcKUM rocylapcTBeHHbIM arpapHbii YHHBEpCHTeT

“HC'I'HT)"T HﬂT\BPI‘IHEFHﬂﬁ MedHLHHbI
¥n. Farapwna, 13, r. Tpowuk, Yenabuucran obn,, Poccun, 457100, Ten,/danc: +7 35163-2-38-90 / 2-04-72 , e-mail: tvi_t@mail.ru

HHH TALB0067 70, KNN 742401001, BHK 047501001, OrPH 1027401101530, OMTMO 75752000, OKNO 00493563, p/cy. 40501810600002000002
Bamk: Otpenanne YenaGuuos r. Heanbudck, nfey. 20686X13670 o Ynpanneinwn Segepansoro Kaiswavwekcroa no YeasGuHekon oGAacTw

« » Ne Komy:

Ha N ot
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MHHHCTEPCTBO CENBLCKOI0 X034HCTBa Poccniickoit Denepaunn

(pesepaibHoe rocyIapeTBeHHOe DIOIKETHOE 00Pa3oBaTe/IbHOE YUPEKICHHE
BBICHIETO 0OpasoBanus

— «HOwno-Ypanscknil rocysapeTeeHHbI arpapHbiil YHHBEpCHTET»
i} (@IBOY BO 10s0-Y parsckati T AY)
Hoaoxenne
IOVpIAV-I1-02- . 2
XX/XX-16 no oeronpoussoocmsy @ILOY BO I0xcno-Yparvckuit FAY

HPHITOXKEHHE Ne3
baank nuesma Huernryra arponnskesepus

DegepancHoe rocypapcreeHHoe GiogmeTHoe uﬁpaaﬂBﬂTEntHﬂﬂ YYpemaeH H'Euﬂ biclWwero obpasoBaHua
O HO-YpanbCKuM rocyjapcrBeHHbIN arpapHbid YHHBEpCUTeT
MHCTHTYT arpoMHeHepHH

Npocnewr Newwna, 75, r. YenaGuuck, Poccun, 454080, Ten./dawc; +7 351-266-65-40 / 266-65-35, e-mail; mail@csaa.ru

WHH T418006770, KNN 742401001, BWK 047501001, OTPH 1027401101530, OKTMO 75752000, OKNO 00493563, p/cy. 40501810600002000002
Baw: Orgenetwe Yensbuuok r. HYeanbunck, n/oy. 20696X13670 & Ynpasnewnn Pegepanstonn KeasaveRcTea no “enabuHckon ofnscmi

i " No Komy:

Ha Ne oT
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MEHHCTEPCTBO CeIbCKOTO X03MHCTBA POCCHICKON (Deaepann
(peaepaiHOe rocyapeTBEHHOE DIO/KETHOE 0OPAIOBATEILHOE YUPEHICHHE
BhICIIEro oDpazoBanns

«lOmno-Ypansexuii mﬁ%’)ﬂmﬂﬂuﬁ E.T‘paﬁﬂblﬁ HBEPCHTETH
0

=
B

(PI'BOY B -Vpansckuii FAY)
Hoaowenne
HOYplrAY-11-02- T
XX/XX-16 no deaonpoussodcmey OIrEOY BO KOxco-Ypaavckuit F'AY

TPHIIOKEHHE Ned
biank nuesma Hucruryra arpoakoaoran-
puanan @I'GOY BO IOmuo-Ypaaserknii FAY
Depepansioe rocydapcTeeHnoe SlogmeTHoe Dﬁpaznaa'reﬂtuﬂa yupexgeHue Beicwero obpasoBaHuA

HOmHo-YpanecKui rocyjapcTBeHHbIN arpapHbli YHUBEpPCHTET

HMHCTHTYT arpo3Kkonoruu - unwnan
¥n, Cometcuan, 8, ¢ Muacckoe, YennBhHcuan ofn., Poccin, 456660, Ten,/danc: +7 35150-2-21-00, e-mail: director@insagro.ru

WHH TA180067 70, KNN 742401001, MK 047501001, OTPH 1027401101530, OKTMO 75752000, OKNO 00493563, p,/c4. 40501810600002000002
Bawk: Orgenenne Henmbuucd r, YenaBuuck, nfecy. 20696X13670 8 ¥Ynpaanesws GenspansHoro KasHaveRcTea no YennBunchol ofnacty

It » Ne Komy:

Ha No oT
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MUHHCTEPCTBO CeIbCKOr0 XO3AHCTBA POCCHICKON Meepaiiy
(penepanbioe rocyapeTBeHHOe DIOUKETHOE 00PaloBATENBHOE YHPEKICHHE
BBICIIETO oDpajoBanus
«lOsgno-Y panscknil rocylapeTBeHubIl arpapHbiil YHHBEPCHTETH
(OI'BOY B(X) 0- Y paibCKm TAJ}

Hoaowmenne

no oeaonpoussoocmey PILEOY BO IOxcno-Ypaavekuin F'AY

1OYplI'AY-11-02-
| XX/XX-16

HPHAOKEHHE Ne5
baank npukasa 10 0cHOBHOI JEATEALHOCTH

MHHHCTEPCTBO CEJILCKOI'O XO3SIHCTBA POCCHHCKON OEJAEPALIMH
thenepaannoe rocyaapersennoe houkernoe odpaloBatTeibHoe

yupeanenue seicmero odpasosanng
«lOmno-Y panbeknii rocyapersennbiii arpapubiii yHHBEpCHTET?

PrboOY BO 1O0®uo-Ypaascknii FAY
MMPUKA3

Jartd. r. Tponux No

O coztannmn KOMHCCHN

C uennio MOATBEPHCICHHA  JAHHBIX 5}’RI“&HT‘EPCHOFEJ yHETA B Ha4CTH NOCTYIJIEHHA W PacXOjOBAHKHA

MATEPHAIBHBIX 3ANACOB, JEHERHBLIX CPEACTB NO y4eOHO-NPOM3IBOACTEBEHHON (lepMeE NP H K a3 bl B 4 10

1. [posecTu BHYTPeHHIIH KOHTPOAL YuebHo-npoussoacTeeHHol depmbr ¢ 14.09.2016 roga no 15.09.2016

roaa.

2.Co31aTh KOMHCCHMIO N0 YacTH MOCTYTUIEHHA H PACXOJOBAHHA MATEPHANBHLIN 3ANACOR, JCHERHLIX

CpecTs 1o YuebHO-IPOU3BOACTBEHHON dlepMe B CeaYIOILEM CoCTaBe:
- ®.H.0., nonaHoCThH
- 0.H.0., nommnocTs

- H.0., JomKHOCTE

3, KOHTpONbL 38 HCNOTHEHHEM HACTORIIEND NPHKA3a BOINOAKNTL Ha JomkHocTs, @.H.0O.

HomxuocTs H.O. Gamunus
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MHHHCTEPCTBO CENBCKOTO XO3MHCTBA Poccuiickoi Qenepanun

(penepanbHOE rocyaapeTeeHHoe DrOKETHOE 00pa30BaTe/IbHOE YHPeKIeHHE
BhICIIErO ODpa3oOBaHuA

«lOmnpo-Ypanscknii Tid HHBIH ApPHETH BEPCHTETH
(OI'BOY B !{gg:g-ﬁfpamgﬁu nu;) i

Hoaokeune

10Ypl'AY-11-02-
XX/XX-16

no deaonpouseodemey OIBOY BO I0xncno-Ypaavcrkuii TAY

IIpoexTt npukasa sBHocHT:

Busni:

Jlon#mnocTs

JloaaHOCTh

Heno - |

Orneyarano: Jlara ..

Qavumua M.0., nomkHOCTS

Qamunua H1.0.

Mamvuma 1.0,

JIK3.
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MEHHHCTEPCTBO CENBLCKOT0 X038iCTBa Poccuiickoit (denepanun
(penepaibHOe rocyIapeTBEHHOE DIOLKETHOE 00PaI0BATENBHOE VUPEKICHHE

BBEICIOCTO UEPHSI}EEHI{H
«lOkH0-Y panbCkHil rocy 1apCTBEHHbIH ArpapHbIil YHHBEPCHTET)
(OI'BOY BO [OwHo-Ypansckui I'A

Hoaowenne
ne deaonpouzeodcmey @I'EOY BO I0xncho-Ypansckuii [AY

HOYplAY-11-02-
AX/XX-16

NPHIOKEHHE Neb
baank pacnopskenns 1o 0cCHOBHOI 1eSTEAbHOCTH

MHHHCTEPCTBO CEJBCKOI'O XO38HCTBA POCCHUCKOM ®EJIEPAIIAN

¢enepansnoe rocyrapersennoe bowReTHOE 00paloBaTEILHOE

yuipeaienne Bpicuieroe 0dpazoBaHns
«lOmo-Y paabekuii rocy1aperBennbiil arpapabiil yHHBEpCHTET
DI'BOY BO 1O0®kno-Y paasekunii UAY
PACHOPAXKEHHE

Hara . r.Tponug Ne

O Brecenny H3MeHennii B NPOrpaMMbl Mo BCTYNHTEILHBIM HCOLITAHNAM B YHHBEPCHTET

1. B cesan ¢ obuosnenmamu tpebosanmit k EID 2016 rona weolGxoaumo npoussecTh

KOPPEKTHPOBKY — MPOrpaMM MO BCTYNWTE/BHBIM  HCMBITAHHAM B YHHBEPCHTET M BHECTH B  HHX

HeOOXOAHMBIE HIMEHEHHA NPECceIaTeNaM NPEIMETHRIX KOMHCCHIT:

2.B COOTBETCTEHH c BHECEHHbLIMH HIMEHEHHAMH B NPOrpamMmMkl o BCTYNMHTEABHEIM

HCTIBITAHWAM [IPEACEAATENAM NPEAMETHBIX KOMHCCHIE OTKOPPEKTHPOBATD IK3AMEHALIMOHHBIE 3a4aHHA (TECThI ).

3. KoppekTHPOBKY NPOrpaMM 10 BCTYNHTEALHLIM HCTILITAHHAM M IK3AMCHALIMOHHBIX 3anaHuit

nposecTr B cpok a0 18 mapra 2016 rona.

4. Kontposis 3a HCNOIHEHHEM HACTOALIETO PACTIOPAKEHHA BOYIOKATE Ha fomkHocTh, ©.M.0.

JonsuocTs H.0. damunug
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MHHHCTEPCTBO CeNILCKOID XO3AHCTBA Foocnﬁcmmnepaqnn

=
1

(enepaisioe rocylapcTBeHHOE DIOKETHOE 00pa3oBaTeNbHOE YUPEAICHHE
BBICIIETO 0OpasoBaHus

«lOno-Ypansekuii rocy1apeTBeHHbIH arpapHbiii ;m]mepcmm
(PI'BOY Bg) Kg;mu-Ypa.uLcmﬁ AY)

Hososkenne

I0YprAY-TI-02-
XX/XX-16

no deronpoussodcmey GIEOY BO 10xcno-Ypanvcxkuia FTAY

Buini:

JomkHOCTE

JomxHocTs

neno — |

Ornewarano: Jlara ..

Ipoext pacnopsxenns suocnt: Qavivina K.0O., 10mkHOCTS

damuma 1.0,

Pamumma H.0.

LK.
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MHHHCTEPCTBO CeNBCKOTO XO3ANCTBA POCCHICKON Denepannn
(henepaibHoe rocyIapeTBEHHOE DIOKETHOE 00PA30BATENBHOE YIPEKICHHE
BRICIIETO 0OpasoBaHii
«lOsxno-Y panbeKuil rocy/1apcTBeHHbIH arpapHLiil YHHBEPCHTETH
(PI'EOY B%’) o-Ypansckuii [AY)

Hoaowenne
no denonpouseodemey GILEOY BO I0xcho-Ypansckuit FAY

IOV pIAV-T1-02-
1| XX/XX-16

MNMPHIOKEHHE Ne7
Baank nuesma

DegepantHOE rocyapcTBeHHoe GIOLMETHOR 06pPa30BaTEILHOE YYPeK/eHHE BLICWEro o6paloBaHun

H0HO-YpanbCKHH rocyflapcTBeHHbIH arpapHbid YHHBEpPCHTET

“HG’TH'I]’T BBTBPHHBIIH'BI'I MejHUuHHDbI
¥n. Tarapuna, 13, r. Tpouys, YeanGunckan oba., Poccus, 457100, Ten./dawnc: +7 35163-2-38-90 / 2-04-72 , e-mail: tvi_t@mail.ru

WHH T4180067 70, KN 742401001, BMK 047501001, OFPH 1027401101530, OKTMO 75752000, OKNO 00493563, p/oy. 40501810600002000002
Bask: OrgenoHne Yenaduuck £, YenaGuack, n/cy, 20696513670 a Ynpagnedun $Genepansioro HazHasedcTes no YensSHHCKOR oBnacTH

& in No ZamectTuTenio aupextopa JlenapraMenta HayuHO-

TEXHOJIOTHYCCKOH NONMTHKA H  o0pazoBanus
Ha Ne 0T

Gamumas H.0.

Yeaxaemstii 1.0.!
Nowoxy npo Bawmero cseaenus, ure [Ouo-Ypankckuif  rocysapcTBeHHBIH  arpapHBIi
YHHREPCHTET NPH NPOBEAEHHH HAYYHbIX HCC}IEHUBHHHH HE HL'IIDJIIJS}’ET PacxoiHbIT MBTEPH&HM, KﬂTprlﬂ

He npoussoasTes B Poceuiickoil @enepaumn.

JlomKHOCTE H.O.Pamunan

Damiing, 1mMa, OTHECTBO
(35163)2-38-90
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MHHHCTEPCTBO CEJILCKOTO XO3ANCTBA POCCHICKON DeAepaliii
(henepaibHOE rocyAapeTBEHHOE DIOUKETHOE 0DPa30BaATENLHOE YUPEKICHHE
BBICIIErO 0OpasoBaHms
«lOxmn0-Y panbekuii rocy1apeTBeHHsI arpapHelii YHHBEpPCHTET?
(PI'BOY BO Owmn0-Ypanscknii AY)

Hoaowenne

IOYpIAY-11-02-

XX/XX-16 no deaonpoussodcmsy ©IEOY BO I0xcno-Ypaasckuia F'AY

HPHIOKEHHE Ne8
baank nporoke.a 3aceianus (codpanus, COBCIAHN, KOMHCCHIH)

MHHHUCTEPCTBO CEJILCKOT'O XO38HCTBA POCCHHCKOMH ®EJAEPAIIHHA
¢peaepanniioe rocyaapersennoe dwpkernoe odpasoBaTeabnoe yIpeKICHHE
Bhiciiero npodecenonaabnoro obpasosanns

«lOmno-Y paasekuii rocyaapcrBennblii arpapusiii yHuBepeaTe
GOI'BOY BO IOxuo-Ypaasckuii FAY

IMPOTOKO.I

Ne

Jacenanns (cobpanns, coBemAnNN, KOMHCCHH)

[Ipencenarenscrayiomuii — 1.0, Qamuinus
Cekperaps — W.0. davuing

[lpucyTcTBOBANM: .. .. YENOBEK (CITHCOK MPHIAracTcs)

MOBECTKA JIHA:

Einsin
Hoknan npopekTopa no Hay4Hoii padore. ...

2.0 iisiane
Jlokaan npopexktopa no Hay4Ho# pabore....

1. CIIYILAJIN:

H.O.®Damunmn - KEPaTKad 3anuchk BEICTYILICHHA / TexeT noKiana npuiaracrea
2. BBICTYTIHJIH:

H.0.Damunug — KpaTkas 3aNHCL BRICTYILIEHHS

EIU{‘TAHUBHHH (PEILIMIIA):

[ocranosnenne NpUHATO EINHOTIACHO.

[lpencenarens H.O.®amunus
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MHHHCTEPCTBO CEILCKOI0 XO3AHCTBA POCCHICKON BDejlepaliii

(penepanbHoe rocyIapeTBEHHOE DIOIUKETHOE O0PA3OBATENBHOE YIPEKICHHE
BEICIIETrO oDpazoBanns
«lOkno-Y pansckuii ruc%').ua BEHHBIH arpapHblil YHHBEPCHTETY
(OPI'bOY B o-¥Ypansckuii [A
Hoaokenne
I0YpI'AY-II-02- no denonpouzeodcmey @IEOY BO 10xcno-Ypanvckui FAY
XX/XX-16
Cexperaps b H.O.Damnnua
NPHJIOKEHHE N9
Popma KapTLI-3aMECTHTEIN 1A
KAPTA-3AMECTHTEJIb JIEJIA
JHeno
(nausmenosanue)
No CBAKA 3a roj
Onuee Ne

freomep 1 naseaie)

Beinano Bo BpeMEHHOE NOML3OBAHHE!

Orverka B Hara Ormerka o

®.N.0. Jlara
NONY4eHHH | BO3Bpara | BoO3Bpare

No Haumenosanue
HOJBIOBATEIA | BRIIAYH

nin CTPYKTYPHOTO
nojipasiesenus

Pacudhposra nodnucu

PaboTnnk apxuea
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MHHHCTEPCTBO CEILCKOID xmﬂﬁcm—ﬁocmﬁcmﬂ henepatnm

(henepanbHoe rocyaapeTsennoe G1o/BKeTHOE 00pa3OBaTE/IbHOE YUPEHK/ICHHE
BRICIIETO 0DpA30BaHNA

- «lOmno-Ypansckuii r HHBI arpapHbli YHEBEPCHTET)
5‘3‘,} (*IFT'EDFDI;% %mﬂu-ﬁ'panmxu AY)
| Hoaomenne
lﬂiﬁi:?;ﬂ s no deaonpoussodcmey @IEOY BO 10xcno-Ypansexui FAY

HPHIOKEHHE Nel0

Mopma aKTa 0 BhIZAYE 1€ (I0KYMEHTOB) BO BPEMEHHOE 110/1L30BAHNE
CTOPOHHHM OPraHMIALHAM

MHHUCTEPCTBO CEJILCKOINO XO35UCTBA POCCUHCKON ®ENEPALIAN
thenepansHoe rocyaapeTeentoe OloaKeTHOE 00PAa3OBATE/IBLHOE YUPEAKICHHE BhICILEr0 00paioBaHus
«lOmmo-Y pansckuii rocyaapeTeeHHbIH arpapHelil yHHBEpPCHTETY
(PI'BOY BO 0xu0-Ypansckuii FAY)

AKT 0 BelZla4e [1e]1 BO BpEMEHHOE No/b3oBanne No

{mecmo audavu)

B ceazn

(VRaIame OCHOBaNRE, iy

DIBOY BO «lOmwno-Ypanecknii FAY» nepenaer, a

(HEMAEROEAHIE OpaanTizaRn, adpec)
[IPHHEMAET Oena {HDK}"MEH‘[‘H} BO BpEMECHHOC NOJB30OBAHHE CPOKOM HE Donee oHOroO MecsLa:

No Haumenopauue mena | Omues | Jleno | Ceaska Ne, Konuvecrso [Tpumeuanne
n/n No Mo 34 KaKoii JHCTOR B Jgne
on
ik 2 3 4 5 6 7
Beero suinaercs nel (I0KYMEHTOB),

(HpPORUCHN U ey
Hena (AOKYMEHTHI) BEUIAHLL B YIOPAAOYEHHOM COCTOAHHH

{VRaiaite COCMORRLEE den! ROMUIMbBL, 6 CRIONCKAR, © NPONVMEARANNBA THCIAMI, JACEPIMERLRBIVNE Nadrucaa u m.d.)
DﬁﬂB}-’ﬂTﬂH HE NEPCHABATE H HE NPEAOCTABIATL HA PACCMOTPECHHE

[HeMeHORaRTE OPXARIIAIL)

JACid, MOMYHUEHHBIE BO BPEMEHHOEC MMOJILE30BAHHE, TPETEHM JTHIIAM, HE BBELIABATE 10 HHM KOIHA, BEITHCOK
U cnpaBok, He myOnHKoBaTh AoKymenthl Oez paspewenns ©IBOY BO «lOmuo-Ypansckuii [AY»,
obs3yercd BEepHYTh J€/1a B CPOK: npeaynpeivied o0 OTBETCTBEHHOCTH B CHOy4ae YTpaTel HIH
MOBPEAJICHHS NONYYECHHBIX BO BPEMEHHOE N0JIb30BAHHE JIE.

Pextop @I'OY BO «lOxkuo-Ypanscknit FAY» Pacwuudiposka noonucu
MII
Hanmenosanne aomKHOCTH PYROBOOMTC/IA OPradH3alinH Pacmuq":rpmm noonucy
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MHHHCTEPCTBO CEIBLCKOTO XO3RNCTBA POCCHICKON Mg/ 1epaliii
(penepanbHoOe rocylapcTeeHtoe Ol pKeTHOE 0Dpa3zoBaTe/ibHOE YUpeRICHHE
BRICUHIETNO OOpA30BAHNA
«lOmuo-Y panbekuii TGCBII}&SCTE‘EHHB[FI arpapHbiii YHHBEPCHTET»
(PI'BOY B WHO- Y pATLCKHI FAJ)H

Hogokenue

il sdinde s no deronpouseodcmesy OIEOY BO I0xcno-Ypaavekuit TAY
XX/XX-16
MII
[pojomxenne npunokenus Nel(

Jlena seiman Jena npunasan
Hawvenosanue dorsicnocmu Haumenosanue ooaxcnocmu
padomuuka apxued patiomnura opeanuzayuu

Pacuwudiposrka noonucu Pacwughposka noonucu
i » 20 T. « i 20 i

Jlena Bo3BpalieHsl B OIHOM 00BEME H COXPAHHOCTH.

Hena caan Jlena npunsn
Haumenosanue doaxcnocmu Haumvenoeanue doaxcnocmu
padomuuxa apxusd patomuura opeanuzayuu
Pacumghposrka noonucu Pacuwdposra nodnucu
« » 20 r. « » 20 r.
HaumeHoBaH#e 10/DKHOCTH PYKOBOAHTENS OPraHH3alng Pacuughposra noonucu
MI1
Pexrop ®@I'BOY BO «lOxuo-Ypanscknii 'AY» Pacwudgiposka noonucu

MII
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MHHHCTEPCTBO CENBCKOTO XO3ACTBA POCCHICKOMN Menepatinm

(henepansuoe rocynaperserdnoe OioaKeTHoe 00pazoBaTebHOE YUPEKIeHHE
BLICUIETO ODpA3OBaHHA

2

wlOwmuo-Y panscknil roc HHBIIT arpapHbIi YHHBEPCHTET»
(PI'BOY B%’) o-Ypansckuii ['AY)
loaomenne
HOYpl'AV-11-02- =
XX/XX-16 no deaonpouseoocmey PLIEOY BO KOxncno-Ypanrvckuia I'AY

IMPHJIOKEHHE Nell
(bopma HOMEHKAATYPLI /1€l CTPYKTY PHOTO IOApa3Ae 1eHms

MunncTepeTro cenbekoro xoasiictea Poccuiickoii denepaumn
denepantHoe rocyaapeTeenioe DIoLKeTHOE 0DPAIoBATEILHOE YYpeRIEeHHe BhICILEro oDpasoBanns
«OmHo-Y panbekuii rocy1apeTBEHHLIA arpapHblil YHHBEPCHTET»

— (PIROV BO «lnno-Vpanbcuii [AY»)

{rareHosanIE CMPYVRMYPHOs0 nodpazderenui)

HOMEHKJIATYPA JIEJ
Ne
(Mechto CoCmasienis)
Ha roj
Muneke nena | 3aronosok nena Kon-so nen Cpok xpaHeHHs fena (Toma, 4acTH) Mpumedanue
(Toma, actedi) | (Tomos, qacreil) H HOMEpa cTaTel No nepedHio
| 2 3 -+ 5

Hauvenosanue Q0aNCHOCIU PYROSOOUMENR

CHpyEmYPHO2e Nodpazderenus Pacuupoara noonucu
Mama
COrJIACOBAHO
Pabothuk apxuea Pacwuudgiposra noonucu
Tlama
Hrorosas 3ankch 0 KaTEropHAX W KOJTHYECTBE /e, JaBEACHHbIX B rojly B CTPYKTYPHOM MOApasieneHnu
[Mo cpokam xpaHenus Beero B Tom uncae:
NEPeXOIsIiH ¢ orMetkoit "3M1K"
| 2 3 4
[locroaunoro

Bpemennoro (esbiue 10 net)

Bpemennoro (10 10 et BRIIOMHTENBHO)
HTOIO:

Hrorossie ceenenns nepesiansl B KAHUCAAPHIO

Hauvenosanue doaxcnocmu Omeememeennozo

30 AERONPAUIEOCINET & CINPYEMYPHOM Rodpazdeienuu Pacuugbposxa noonucu

Hama
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MUHNCTEPCTES CEABCKONO No3ARCTE PocchiicKoi Peaspatii
(heaepanLnOC rocyapCTEEHHOS DIMIKCTROE DDPA0OBATENRHOR YUPeKIEHHE
EBICHIErD OOPAIOBAHHA
«HKOHo-Y paanckril TOCYNapeTBCHHEIN arpapHelil YHHBEPCHTET,

— (@TBOY BO Hwuo-Ypansckuid FAY)
- ITonokeHue
10YplAy-11-02- no deaonpoussodcmey @rEQY BO IOxcno-Yparscruit FAY
XX/XX-16
JIHCT PEFHCTPAUHH H3MEHEHUH
Howep Homepa nucToe ch;:::uue Pacuwmds- . Hf—?;:m
wsmene- [ e AHHYNH- BHECEIHA Moanuet OBk Hara HIMEHE-
HHA _ noeux | posan- . NOANHCH
HEIX HEMeHeHHH HHH
HbIX
i
1
_B_Ep:.'m: 0
Jr——
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LIH.H.HO‘IBPCTBD CEIBECKOrD XGSHECT‘B& FDCGHEGI{Dﬁ $EREI:I3.I.IHH »

(enepansHOE rocyjapcTBeHHOe OOIKeTHOE 00pa30BaTelbHOE YUpeKIeHHE
BhICINero ofpa3oBaHus
«HOmHO-Y pansekuit rnc%nﬁgmenﬂmﬂ arpapHbiil YHHEEpPCHTETY
(PI'BOY B JKHO-Y pansckuit [AY)

Moaoxkenne

I0YprAY-11-02-
XX/XX-16

JJUCT COTJTACOBAHHS
PazpaboTunk —
Havaneruk Ynpaenenus no ﬂﬂ' E.H.Ky3sneuosa
KaIpoBOii OMHTHKE V /C[f €, «Aby AL 207,
COI'’MMACOBAHO .
[Tpopekrop-aupextop MuctuTyTa @ M.D. HOaun .
BETEPHHAPHOH MeHIHHEI A6y 4% 2016 .
Ipopektop-aupextop HHcTHTYTA ,/ SO 1 " K.A.Casonos
arpoHHIKeHEPHH «fb» AL 2046r.
Hupexrop MHCTHTYTA arpo3koiorai- ———= AD.llandunos
dumsan GIBOY BO KOsuo-Ypambeknit TAY < ——  «/f'»_ /< 207€r.
[TpopekTop no puHaHCOBOH ( ! C.B.Yepenyxusa
U 9KOHOMHYecKoii pabote «dl» 1~ 20 /€.
[popekTop no B3auMoAeHCTBHIO C JLE.®unnnmnos

LENEBLIMH Ay IHTOPHAMM

[TpopeKTop No MekKIyHAPOIHLIM
OTHOLICHHAM

-~ = .I___ 1
HauansHuk YnpasneHua OpraHH3alHOHHO- '
fa Ll =

[Mpencenarens npodkoma

npaeoBoii paboTel

ne deaonpousevocmey @IrbEOY BO Kxcno-Ypanvckuin FAY

« /Ty AL 207,

C.B.3onotsix

&« f"_‘:? b 'f.:z Eﬂﬁr.

AM.Tonyapenko
«dGn 7 20 fér.

O P T.H. Kynakosa
c*7 M’ o e «Z/€»__72 __ 20/€T.




