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1. HasHayeHVe n o6n1acTb NpUMeHeHUs

1.1. JokymeHTMpOBaHHasA npoueaypa (aanee - [if) pernameHTUpyeT peanmnsauyunio pasgena Obuiero
PyKOBOACTBA MO kauyecTBy «/lokymMeHTaunoHHoe obecneveHne CMK CyplY» mn yctaHaBnavBaet
efiMHble TpeboBaHVA K [OKYMEHTMPOBAHUIO YMNpaB/ieHYeCcKolr AeAaTeNlbHOCTM U OpraHu3aumm
paboTbl ¢ gokymeHTamu B BY BO «CypryTckuin rocygapcTBeHHbIV yHUBepcUTeT» (aanee - Cyply,
YHuBepcuTeT) AnA [OKYMEHTOB B OYMaXHOM W 3/1eKTPOHHOM BuAe (B CUCTEMEe 3/1eKTPOHHOro
AOKymMeHTOoobopoTa (ganee - C3/).

1.2. AN obsAsaTenbHa K NPUMEHEHWI0 BCeMW MOoApasfeneHNaAMY, AOMKHOCTHbIMW AnuamMu U
paboTHMKaMM YHMBepcuTeTa.

2. HopmaTuBHbIE NpaBOBble OCHOBAaHUSA

2.1. AN paspaboTaHa Ha OCHOBE CNeAyrLLNX HOPMATUBHbIX OKYMEHTOB:

-  ®epepanbHoro 3akoHa Poccuiickon Pegepaumm ot 29.06.2015 Ne 162-$3 «O cTaHAapTM3aLNA B
Poccuiickon ®epepannm»;

-  ®epepanbHoro 3akoHa Poccurickon ®Pegepaumm ot 09.02.2009 Ne 08-®3 «O6 obecneveHun
AocTyna K WHPopMaLUMM O JAesTeNlbHOCTU FOCyAapCTBEHHbIX OPraHoB U OPraHOB MeCTHOro
camoynpassieHus» (B pes. Ne08 ot 14.07.2022);

-  ®epepanbHoro 3akoHa Poccuiickort ®egepaumm ot 27.07.2006 Ne 152-d3 «O nepcoHanbHbIX
LAHHbBIX»; \

—  ®egepanbHoro 3akoHa Poccuiickort ®egepaunm ot 27.07.2006 Ne 149-03 «06 nHdopmaumuy,
NHGOPMALMOHHBIX TEXHONOTUSX U O 3aLmTe MHGopMaLnm»;

— ®epepanbHoOro 3akoHa Poccurickon Pegepaumn ot 02.05.2006 Ne 59-®3 «O nopsgke
paccMOTpeHMs obpaLleHuiin rpaxaaH Poccmninckon degepaumny»,

—  ®epepanbHOro 3akoHa Poccuickonm Pepepaumm ot 22.10.2004 Ne 125-93 «O6 apxvBHOM zene B
Poccurickon ®egepannm»;

—  Yka3sa lNpe3ngeHTa Poccuiickor ®egepaumm ot 06.03.1997 Ne 188 «O6 yTBEpXAEHUN NEepeyHs
cBeAeHNI KOHPMAEHLUMaNnbHOro xapakrepa» (pea. ot 13.07.2015);

— ToctaHoBneHunsa T[paButensctBa Poccuiickol Pepepaunm ot 22.09.2009 Ne 754 «06
yTBEpXAeHUU [MON0XEeHUA O cUcTeMe MeXBeJOMCTBEHHOrO 31eKTPOHHOro AOKyMeHToo6opoTa»
(pea. ot 16.03.2019); .

— ToctaHoBneHunsa [FpaButenbctBa. Poccuiickori ®Pepepaunmm ot 15.06.2009 Ne 477 «06
yTBEepXAeHU MNpaBun 4enonpon3BoAcTBa B desiepasibHbIx OpraHax UCMOIHUTENIbHOW BacTu» (pes.
ot 01.02.2020); :

— ToctaHoBneHns MpaButenbctBa Poccuinckon ®egepaumm o1 19.01.2005 Ne 30 «O Trnosom
pernameHTe B3aMOLencTBuA desepasibHbIX OPraHoB UCMONHUTENIbHOW BNaCTU»;

— ToctaHoBneHwusa  MpaButenoctBa Poccuiickon Pegepaumm ot 13.08.1997 Ne 1009 «06
yTBepXAeHun [MpaBua. NOAFOTOBKW -HOPMATUBHbIX MPaBOBbIX akToB dejepanbHbIX OpPraHoB
NCMONHUTENIbHOW BNACTU U UX FOCYJapCTBEHHOW perncTpaLmnmy,

— [lncema dPesepanbHOro apXMBHOTO areHTCTBa Poccuiickon Pepepaymu
o7 18.10.2010 Ne 2/1911-A «O6 «NHOPMALMOHHO-CNPABOYHOM CUCTEME apXMBHOM OTPaCINy;
— Tuncbma depepansbHOro APXVBHOrO areHTCTBa Poccuinckon Pepepaunn

oT 05.10.2009 Ne 2/1870-A «O6 MHbOPMALMOHHO-CMPAaBOYHOW CUCTEME apXUBHOW OTPAC/IN»;

— Mpukaza MwuHucTepcTBa KynbTypbl Poccuiickori ®egepauum ot 20.12.2019 Ne 236 «O6
yTBEPXAeHUU «llepeyHs TUMOBbIX YrpaBieHYeCckUX apXUBHbIX AOKYMEHTOB, 0OOpasyloLlmnxcs B
npouecce [fesTeNbHOCTM FOCyAapPCTBEHHbIX OPraHoB, OPraHOB MeCTHOro CamMoyrnpaBieHus U
opraHu3aLmii, C ykazaHneM CPOKOB UX XPaHEHNSA»»,
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— Mpukasa MwuHucTepcTBa KynbTypbl Poccmiickorn ®egepauymm ot 31.03.2015 Ne 526 «O6
YTBEPXAEHNN TMpPaBul OpraHmM3auunm XpaHeHus, KOMMIEKTOBaHWA, Y4yéTa W UCNOo1b30BaHWA
AOKYMeHTOB ApX1BHOro ¢poHAaa Poccuinckon Pegepanin n pyrnx apxXmBHbIX JOKYMEHTOB B OpraHax
rocyAapCTBEHHOW BNACTW, OPraHax MeCcTHOro camoynpaBs/ieHUs 1 OpraHn3auusax;

— MoctaHoBneHus TybepHaTtopa XaHTbl-MaHCUMIACKOrO aBTOHOMHOrO okpyra - HOrpbl
o7 30.12.2012 Ne 176 «O6 MHCTPYKLMW NO AeN0ONPOU3BOACTBY B rOCYAAaPCTBEHHbIX OpraHax XaHTbl-
MaHCMINCKOro aBTOHOMHOTIO oKpyra - FOrpbl U UICMOIHUTENbHBLIX OPraHax rocyAapCcTBEHHOW BNacTu
XaHTbl-MaHCMCKOro aBTOHOMHOr0 okpyra - Forpbi»;

— MNoctaHoBneHus TybepHaTtopa XaHTbl-MaHCUMIACKOrO aBTOHOMHOro okpyra - HOrpbl
oT 19.05.2017 Ne 60 «O npaBunax obMeHa 3N1eKTPOHHbIMW JAOKYMeHTaMW Mpy OpraHm3aumn
NHGOPMaLIMOHHOIO B3aUMOLENCTBUS»;

— TOCT P 7.0.97-2016. «Cnctema cTaH4apToOB Mo nHPopMaLun, BU6ANOTEUHOMY N U3LaTeNTbCKOMY
peny.  OpraHu3aunoHHO-pacnopsanTenbHas  AOKyMeHTauus.  TpeboBaHuMs K 0bOpMAeHUIo
AOKYMEHTOB»;

— TOCT P 7.0.8-2013. «<CBW /. lenonpon3BOACTBO U apXMBHOE Aeno. TepMUHbI U onpeaeneHnsa»,
— TOCT P 50922-2006. «3awmta MHpopMaLmn. OCHOBHbIE TEPMUHbI 1 ONpeAeneHns»;

—  TOCT 17914-72. «O6N0XKW Aen ANNTeNIbHbIX CPOKOB XpaHeHUs. TUMbl, pa3Mepbl U TEXHUYeCKe
TpeboBaHUS»;

- TOCT P 34.10-2012. «WNHPopmaumoHHass TexHonorus. Kpuntorpaduyeckas 3awiuTa
nHpopmaumm. Mpoueccsl GOPMUPOBAHUS 1 MPOBEPKN INEKTPOHHOW LIMGPOBOM-NOAMMNCAY;

- AMN-1.7.1 «YnpaeneHve gokymeHTtaumen CMK»,

- AN-1.7.2 «<YnpasneHve 3anmncamm»;

— (CT0O-5.13.4 «[Meyati n wtamnbl Cyply».

2.2. B [l meroTcsa CCbIIKM Ha ciefytoLime JOKYMEHTbI:

—  ®epepanbHbli 3akoH Poccurickon Pepepauum ot 06.04.2011 Ne 63-03 «O6 31eKTPOHHOMN
NoANUCA»;

- (CT0O-5.13.2 «PacnopsaanTtenbHble 1 MHGOPMALMOHHO-CMPABOYHbIE JOKYMEHTbI. TpeboBaHNS»;

—  (CT0-5.13.3 «<KoHTpOJIb NCMONHEHNSA JOKYMEHTOBY;

— TICI-8.13 «[onoxeHue 06 3KCNepTHOV KOMUCCUW apX1Bay;

—  PWM-5.13.1 «[Nopagok paboTbl C AOKYMEHTaMW C MOMETKOM «/ANs CNy>XebHOro noab30BaHNSA».

3. TepMUHbI 1 onpeaeneHns

AOMuHUCMpamop - paboTHWK ynpaBaeHnss UHGOpMaTU3aLMM YHMBEPCUTETA, OTBEYAIOLMIA 33
paboty C3/.

bnaHk dokymeHma - Habop PeKBU3UTOB, UAEHTUOUUMPYOLWMX aBTopa odULMANBHOMO
NUCbMEHHOr0 AOKYMEeHTa.

Buza - pekBM3UT, QUKCUPYIOLLUNIA COFacve WAM Hecornacve JAOHKHOCTHOrO nuvua ¢
coZepxXaHnem JOoKYyMeHTa.

BpemeHHoe xpaHeHue 00OKyMeHmMo8 — XpaHeHne AOKYMEHTOB A0 WX YHUUTOXEHUS B TeyeHune
CPOKOB, YCTaHOB/IEHHbIX HOPMATUBHbIMY MPaBOBbLIMU JOKYMEHTaMMU.

[TocmosHHoe XxpaHeHue OOKYMEHmMO8 - BeYHOe XpaHeHWe [OKYMeHTOB 6e3 npaBa WX
YHUUTOXEHUS.

Jesno - COBOKYMHOCTb AOKYMEHTOB WAM AOKYMEHT, OTHOCSLLMeCH K OAHOMY BOMPOCY WAW
YyYacTKy AesiTeIbHOCTU, MOMeLLEeHHble B OTAe/IbHYH 06/10KKYy; GOpPMUpPOBaHMe Aena - rpynnmpoBka
NCNONIHEHHbIX OKYMEHTOB B fle/10 B COOTBETCTBUW C HOMEHKNATypoli Aen.

JokymeHm - 3abUKCMpoOBaHHaa Ha HocuTene nHGopmauus ¢ pekBU3NTaMK, MO3BOASOLLNMMI
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ee naeHTNP1LUMpPoBaThb.

JokymeHmoobopom - ABVXEHWe LOKYMEHTOB C MOMEHTa MX CO3JaHVsA VAW MOAyyYeHus A0
3aBepLUeHVs NCMONHEHNS, MOMEeLLEeHNS B 4eN0 U (MAKn) OTNPaBKMN.

JOoKyMeHMUpPOBAHHAA — CAYHEOHAS  UHYOPMAYUA  02PAHUYEHHO20  PACNPOCMPaHeHUs -
HecekpeTHas MWHboOpPMaLMs, KacaroWasaca JAeATeNIbHOCTM OpraHu3auun, OrpaHU4YeHns Ha
pacnpocTpaHeHne KOTOPOW AUKTYIOTCS CNyXebHOoW HeobxoammocTbio. CnyxebHas nHbopmauus
OFpPaHMYeHHOro pacnpocTpaHeHus 6e3 paspeLleHnss PyKOBOAUTENA OpraHm3aunm He moaaexunT
pa3raalleHnto (pacnpocTpaHeHuto).

3asepeHHaa konus OOKymMeHmMa - KOMWS J[OKYMeHTa, Ha KOTOPOM B COOTBETCTBUM C
YCTaHOB/IEHHbIM MOPSIAKOM MPOCTaB/eHbl PEeKBU3UTBI, ObecrneyrBaloLe ee HPULNYECcKyH
3HAYNMOCTb.

Konusi dokymeHma - 3k3eMnnsip AOKYMeHTa, MOAHOCTbIO BOCMPOU3BOAALLNA MHDOPMALMIO
NOANVHHWKA AOKYMEHTa.

Jlucm coanacoeaHua 00KyMeHMa - 4acTb OPULMANBLHOrO AOKYyMeHTa C OTMeTKaMu (BM3amu) O
COrn1acoBaHUW.

HomeHknamypa den - CMCTEMATU3NPOBAHHbLIN MepevyeHb HAaUMEHOBAHWY Aef, 3aBOAMMBIX B
opraHusaummn, € yKazaHnemM CPOKOB UX XPaHeHWs, 0pOPMAEHHbI B YCTAHOB/IEHHOM MOpsijKe.

Onucs den — apXMBHbI CMPABOYHUK B BUAE CUCTEMATU3NPOBAHHOrO MepeyHsi 3arosI0BKOB Jef,
CNYXaLLMiA NS packpbITUA COAEPXaHWSA 1 COCTaBa Aen, a TakKe 3aKpernieHust BHyTpu yyeTa n doHaa
Aen nx cnctemMaTmsaummn.

O¢opmneHue dokymeHmMa - NPOCTaBAeHVe Ha AOKYMEHTE HeO6XOANMbIX PEKBU3UTOB.

[Teyams - yCTPOWCTBO, NCMONb3yeMoe AN 3aBepeHns NOAJINHHOCTU NOANUCK AOKHOCTHOMO
N1La NOCPeACTBOM HAaHECEH WS ero OTTUCKA Ha AOKYMEHT.

[Mo0AUHHUK QOKYMeHMa - MepPBbIA NN eANHCTBEHHbIA 3K3eMNAsp AOKYMeHTa, 06/1a4atoLLnii
FOPUANYECKOIN CUMON.

Pesostoyusi - pPEeKBU3UT, COAEPXaLLMA YKa3aHUS - AO/MKHOCTHOFO AMua MO WCMOAHEHUIO
AOKYMEHTA. \

Peksu3um 0okymeHmMa - 3neMeHT 0QOPMIEHUS JOKYMEHTA.

Cpok xpaHeHUs1 00KyMeHmMo8 - Nepunog BPEMEHU, B TeUeHe KOTOPOro A0/IXHO obecneymBaTbCs
XpaHeHne JOKyMeHTa B COCTaBe JOKYMEHTaIbHOro Uan apxmusHoro GoHzaa.

Cucmema 31ekmpoHH020 dokyMeHmoobopoma (C3/]) — NHPOPMALIMOHHAsH cucTeMa (MPOrpaMMHoe
obecrneyeHne), MO3BONSKOLLAS OPFAHM30BaTb 1 aBTOMATU3MpPOBaTb PabOTy C  NEKTPOHHbLIMMU
AOKYMEHTaMM Ha MPOTSXEHNN BCEro VX XXM3HEHHOTO LIMK/IA, KOTOPas BK/HOYaeT B Ce69 BO3MOXHOCTb
CO34aHVISA, U3MEHEHUS!, XPaHEeHVS 1 MapLUPYTU3aLMi JOKYMEHTOB.

TenepoHocpamma - OBOGLLEHHOE Ha3BaHME pPas3/INYHbIX MO COAEPXAHWUKD AOKYMEHTOB,
BblensseMbIX B CBA3M CO CNOCOOOM YCTHOW nepesayn TeKCTa No KaHanam TenePpoHHON CBS3N.

YHuguyuposaHHaa popma dokymeHma (Y®L) - dopmynsp AOKyMeHTa onpejeseHHOro Buaa,
CoZep>KaLuMii MOCTOAHHYH YacTb TeKCTa.

UImamn - yCcTPOWCTBO MPSAMOYroNbHOM GOpMbl AN NMPOCTaBAeHUs OTMETOK CMpPaBO4YHOro
XapakTepa o0 NMosyyYeHun, perncTpaunm, MPOXoXaeHn, NCNOHEHUN JOKYMEHTOB.

LUImamHoe pacnucaHue - JOKYMEHT, COAEepXalLunli nepedeHb CTPYKTYPHbIX MOApasAeneHnl
YHuBepcuTeTa, HaVMMeHOBaHWe JO/MKHOCTeN, CrneuuanbHocTelr, npodeccnii € yKasaHuem
KBanndukaLmm, CBeAeHNst 0 KONNYEeCTBe LUTATHbIX e4UHNLL.

Skcnepmusa yeHHOCMuU A0KyMeHmMo8 - N3y4eHne AOKYMEHTOB Ha OCHOBAHWW KPUTEPUEB UX
LEeHHOCTW ANSA onpejeneHns CPOKOB XpaHeHUs JOKYMEHTOB.
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J/1eKmpoHHbLIU  00KyMeHm - [OKYMEHTUPOBaHHas wHGopmauusa, npeacTaBNeHHas B
3N1eKTPOHHOM pOpMe, TO eCTb B BUAE, MPUTOAHOM AN BOCNIPUATUS YENOBEKOM C NCMO/Ib30BaHNEM
3NEKTPOHHbIX BbIYNCAUTENBHBIX MAaLWVH, a Takke Ans nepefadn no WHGOPMaLVOHHO-
TeIeKOMMYHUKALMOHHBIM CeTAM 1AM 06paboTkm B MHGOPMALMOHHbLIX cucTeMax. Mpn pabote B
C3/1 K 3N1eKTPOHHOMY JOKYMEHTY OTHOCUTCA COBOKYMHOCTb 3aroJ/IHeHHbIX PeKBU3UTOB
PerncTpaumMoHHON KapToukM JAOKYMeHTa, B T. 4. COAepXMMoe JOKYMeHTa, a Takxke Bce
NPUIOXKeHHble K HeMy dalinbl.

J1eKmpoHHbIU  06pa3 O0KyMeHmMa - >SNeKTPOHHaA KOonusa JOKYMeHTa, CO3[aHHOro Ha
6ymMaxxHOM HocuTene, BHeceHHas B C3/] B Buge darina B dopmate .ppt, .pptx, .doc, .docx, .odt, .xls,
Xlsx, pdf(a), .jpeg, .jpg, -gif, .png, .tif, .tiff, .zip.

dnekmpoHHaa nodnuce (31) - PEKBU3UT EKTPOHHOIO AOKYMEHTa, NPeACTaBAALWMA COHOW
YHUKANbHYO  KOMOMHALMIO  CUMBOJIOB, MO3BOJIAKOLLNA  MPOBEPUTL  OTCYTCTBME  WCKAXEHWs
NHPOPMALIMN B 3NEKTPOHHOM JOKYMeHTe C MOMeHTa GOpMUPOBaHUA MNOAMUCK (LLeNOCTHOCTB),
NPUHAA/IEXHOCTb MOAMUCU BRagenbLy cepTudukata Kkao4va MNoAMUCK (aBTOPCTBO), a B Clyyae
yCrneLLHOV NpOoBepPKM NOATBEPANTb GaKT NOANNCAHUA 3NeKTPOHHOrO JOKYMeHTa (HeOTKa3yeMoCTb).

4. O6LwMe NoIo>KeHuUs

4.1. Uenbro npouecca aBNAETCA COBEpPLUEHCTBOBaHWE YrpaBneHus AO0KYMEHTaLUVOHHOro
obecrieyeHnss 1 MoBblleHNe ero 3GGekTMBHOCTM nyTeM YHWdUKaumm. coctaBa 1 ¢opm
ynpaB/iieHYeCcknX 4OKYMEHTOB, TeEXHOJIONMIA PaboTbl C HUMMK, obecrneyeHne KOHTPOAS NCMONHEHNS
LOKYMEHTOB 1 yNops0oYveHns JOKyMeHToobopoTa.

4.2. lMpouecc «YnpasfeHe JOKyMeHTO0b0pOoTOM» BKIKOYaeT NoANpoL,ecch:

— ynpasneHue BXoAsLlel JoKyMeHTaunel;

—  KOHTPO/b UCNONHEHUS JOKYMEHTOB;

— ynpaBneHue UcxosLLlen JoKyMeHTaumen Npy oTrnpaBke BO BHELUHVE OpraHmn3auum;

— ynpasneHwve ABVXeHeM AOKYMEHTOB BHYTPU YH/BepcuTeTa:

1) NprKasbl, pacrnops>KeHNs No OCHOBHOW AeATEABHOCTY N INYHOMY COCTaBY OBYYarOLLXCS;

2) Npwikasbl Mo IMYHOMY COCTaBY;

3) nosecTKa, MPOTOKON U BbINMMUCKa U3 NPOTOKONA 3acedaHns;

4) cnyxebHble, AOKNAAHbIE N 06BACHWTEBHbIE 3aMUCKN.

— ynpaBneHue HOMEeHKIaTypou aen;

— NOAroToBKa W rnepesava 4oKyMeHTOB B apxuB CyplY.

4.3. bnok-cxeMbl NoAMpPoLLeccoB npeactasneHsl B [prnoxeHnax 1 - 6.

4.4. BnagenbueM npouecca «YnpasfeHue JOKYMEHTOOH60pOTOM»  SABAAETCA  HadasibHUK
aAMNHNCTPATMBHOIO oTAena (ganee - AO).

4.5. BxoaHble 1 BbIXOAHbIe AaHHble npoLecca npeacrtasneHbl Ha pyucyHke 1.

Bxop;: Bbixop:
YnpaBneHue o
TpeboBaHuMsa K YCTaHOBNEHHbIN NOPAL0K
AOKYMEHTO060poTOM
[LOKYMeHTO0b0opoTy LOKYMeHTOObOopoTa B

Cyply

PricyHoK 1. BXOAHble 1 BbIXOAHblE flaHHble npoLecca
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4.6. Kpytepuu pesynbTaTUMBHOCTY NpoLiecca:

—  BbINOJIHEHVE TpeboBaHWIA Mo yrpaBaeHUo AOKYMEHTOO60POTOM BCEMU NOAPa3aeneHUaAMY;

—  NCNOJIHEeHME JOKYMEHTOB B YCTaHOB/I€HHbIE CPOKN.

4.7. B 6ymaxHoM Buje (kaTeropus «b») opopMnaroTca LOKYMEHTbI MOCTOAHHOMO CPOKa XPaHEHUs U
BpemMeHHoro csbille 10 net:

—  NPWKasbl 1 pacrnopsXXeHns No OCHOBHOW AesTeNbHOCTY;

—  MpUYKasbl 1 PACNOPSXXEHNSI MO IMYHOMY COCTaBY OBOYYaROLLINXCS;

—  crpaBku 06 obyyeHnn/neprose obyyeHus;

—  MpVIKa3sbl MO IMYHOMY COCTaBY.

4.8. B 3n1eKTpoOHHOM Buje (KaTeropusi «3») opopMASOTCA LJOKYMEHTbI BDEMEHHOI0 CPOKa XPaHeHUs,
meHee 10 net:

—  CnyXKebHble, AoKNajHbIe N 06 BACHUTENbHbIE 3aMUCKK;

- ncxojdLlve nncbMma.

4.9. lMpouecc cornacoBaHWs, perncrpaynn, 03HakKoOMIEHUs, NCNONHEHNSA LOKYMEHTOB KaTteropum
«Bb» 1 kaTeropumn «3» ocywecrtensetcs B CO/.

4.10. OpurnHansl LJOKYMEHTOB KaTeropum «b» XpaHaTcsa B 6yMaXXHOM BUAE COrIaCHO HOMeHKNaType
AenN. DNeKTPOHHbIN 06pa3 JoKyMeHTa (konusa) xpaHutca B C3/.

4.11. OpuUrnHansl LJOKYMEHTOB KaTeropumm «I» XPaHATCA B ByMaxXHOM BUAE COrNacHO HOMeHKaType
Aen (40 BHeApeHWUs 3/1eKTPOHHOW noanuncu (ganee - 3MM) B C3/1), 3N1EKTPOHHBIA 06pa3 AOKyMeHTa
(konus) xpaHutca B C3/. Nocne BHeapeHUs 3l NprKasoM OpUrnHabl JOKYMEHTOB KaTeropum «3»
XPaHATCA B 3/1eKTPOHHOM Buze B C3/] B COOTBETCTBMNM C MECTOM XPaHEHWSA, YKa3aHHbIM B MapLupyTe
AOKYMeHTa.

4.12. Tpn cornacoBaHUM 31eKTPOHHbIX JAOKYMeHTOB B €3/ MOryT MCNOMb30BaTbCA CMOCOObI
NOATBEPXAEHVSA [eNCTBUIA C 3NEKTPOHHBLIMY OKYMEHTaMu, Npy KOTopbIx 31 He nCnosib3yeTca:

—  cOorflacoBaHme NCXoAdALLero N1McbMa;

—  CorjiacoBaHe BHYTPEHHVX JOKYMEHTOB;

—  [O/MKHOCTHbIE HCTPYKLNW. \

4.13. ®dakToM noAnucaHus/yTBepPXAeHUs . AOKYMeHTa @ ABASeTCH  Hanuume  YCUNEHHOW
KBanMPULMPOBaAHHOM 31eKTPOHHOW nognucy B C3/, am Haan4yme cobCcTBeEHHOPYYHOW NOAMNCA Ha
fOKyMeHTe B bOymaxHom Buge (PesepanbHbii 3akoH 0T -06.04.2011 Ne 63-®3 cT.6 (pea. ot
01.09.2023) «O6 31eKTPOHHOM NOANMUCA»).

MoanucaHve AOKYMEHTOB KaTeropum «b» ocyliecTBndeTcst CO6CTBEHHOPYYHOM MOAMUCHI0 Ha
H6YMaXKHOM [JOKyMeHTe*, :

MNoanncaHne JOKYMEHTOB KaTeropum «3» OCYyLUeCTBASeTCs COO6CTBEHHOPYYHOW MOAMUCLIO B
6ymaxkHoM Buge. MNMocne BHegpeHvs 3l noanncaHme Takmux 4oKyMeHTOB ocyLlecTBasgeTca B C3/, npu
3TOM ZomnycKaeTca noAnmncaHne B bymaxHoMm BuAe:

—  CNpaBoK AN npefoctaBneHust B BoeHHbIV KoMuccapuar;

—  VIHbIX CMPaBOK, BbljaBaeMblX €TyjeHTaM (Mo 3anpocy CTyAeHTa Ha nony4vyeHve AOKYMeHTa Ha
6yMaXKHOM HocuTene ¢ CO6CTBEHHOPYYHOW NOAMNCHIO);

- HOpUANYECcKNX JOKYMEHTOB.

4.14. VIHpopMaLms B 3N1eKTPOHHON dopMe, MoANUcaHHaAA KBanUGULUMPOBAHHOWN 3N1EKTPOHHOM
NOAMNNCHIO, NMPU3HAETCA 3/1eKTPOHHbBIM AOKYMEHTOM, PaBHO3HAYHbIM [LOKYMEHTY Ha 6YyMaXHOM
HocuTene, rMoAMMCaHHOMY COBCTBEHHOPYYHOW MOAMUCLIO, M MOXET MPUMEHATHCA B H06bIX
NPaBOOTHOLLEHNAX B COOTBETCTBUM C 3aKOHOZATeNbCTBOM Poccuinickon Pegepaunn, Kpome
cnydas, ecnn defepasibHbIMU  3aKOHaMU  UAN  MPUHUMaEMbIMW B COOTBETCTBUM C HUMU
HOPMaTUBHbLIMY MPaBOBbLIMW akTaMW YCTaHOB/IEHO TpeboBaHMe 0 HEO6XOAMMOCTU COCTaBNEHNS

* flo usmeHeHuli 8 3aKkoHOdaMesnLCMee 8 OMHOWeHUU AOKYMEHMO8 NOCMOSHHO20 CPOKA XPAHEHUs (8 MOM 4Yuc/ie 80 8HYMPEeHHUX /IOKAAbHLIX GKMax
YHugepcumema). [Tocne - opu2uHab! OKYMEHMO8 NOCMOSHHO20 CPOKA XPAHEHUS XPAHAMCA 8 31eKmpoHHOM eude 8 CI/.
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AOKYMEHTa NCKIYNTENbHO Ha ByMaxXHOM HocuTene.

4.15. B cnyyae, ecin AOKYMEHT JO/MKEH OblTb 3aBepeH MeyaTbi, 3/1eKTPOHHbIA [LOKYMEHT,
NOAMNWNCAHHbBIN ycuneHHOW 3I 1 NpuU3HaBaeMbli PaBHO3HAYHbLIM AOKYMEHTY Ha 6yMaXHOM
HocuTene, NoANNCaHHOMY COBCTBEHHOPYYHOW MOAMUCHIO, MPU3HAETCA PABHO3HAYHbBIM AOKYMEHTY
Ha 6yMaxXHOM HocuTesne, NOANNCaHHOMY COBCTBEHHOPYYHOI MOANNCHIO U 3aBEPEHHOMY NMeYvaTbio
(PepepanbHbll 3akoH 0T 06.04.2011 Ne 63-®3 1.6 nN.3 (pea. oT 28.12.2022) «O6 3neKTPOHHOM
MOAMUCK»).

4.16. OgHOM 3l MOryT OblTb MOAMMCAHbI HECKOMbKO CBSA3aHHbLIX MeXJy COOOM 3N1eKTPOHHbIX
AOKYMEHTOB (MakeT 3/IeKTPOHHbIX AOKyMeHTOB). [Mpy nognmncaHmy 3l nakeTa 3/1eKTPOHHbIX
AOKYMEHTOB KaX/blA W3 3/IEKTPOHHbLIX JAOKYMEHTOB, BXOAALMX B 3TOT MakeT, CYMUTaeTCH
noAnncaHHbIM 311 TOro BMAa, KOTOPOW MOAMMUCAH NaKeT 31eKTPOHHbIX AOKYMeHTOB. VcknroueHne
COCTaBAANT C/lydan, Korja B COCTaB MakeTa 3/1eKTPOHHbIX JOKYMEHTOB JMLOM, MOoAMNMCcaBLLINM
nakeT, BK/HOYEHbl 3/N1EKTPOHHbIE [OKYMEHTbI, CO3JaHHble WHbIMW AuLaMn  (opraHamu,
opraHvsaumsaMm) n NoANMCaHHble MU TeM BUAOM I, KOTOPbIA YCTaHOB/IEH 3aKOHOaTe/IbCTBOM
Poccuinckor ®egepaunun AN MOAMUCAHUSA TakMX AOKYMEHTOB. B 3TuX C/ydasx 31eKTPOHHbIN
AOKYMEHT, BXOASALLMA B MNakeT, CYMTAeTCa MOAMUCAHHBIM INLOM, MepBOHAYalbHO CO3/4aBLUVM
TaKOW 3NEKTPOHHbLIV JOKYMEHT, TeM BMAOM Il1, KOTOPbIM 3TOT AOKYMEHT 6bl/1 MOAMNNCaH Npu
CO34aHNW, BHE 3aBMCMOCTU OT TOr0, KakM BUAOM 31 NoANmMcaH NakeT 3AeKTPOHHbIX JOKYMEHTOB
(PepepanbHbI 3akoH OT 06.04.2011 Ne 63-®3 1.6 n.4 (pea. oT 28.12.2022) «Q6 31eKTPOHHOM
MoAMUCK»).

4.17. [lonyyeHwne 31eKTPOHHOro [JOKYMeHTa, COo34aHHOro BHyTpu C3/[, npeAycMOTPEeHHOro
HacToAwmMM [lonoxeHnemM, SBASETCA AOCTaTOYHbIM YC/10BMEM, MO3BONAKOLMM YCTAaHOBUTL
aBTOPCTBO AOKYMEHTA U MPUHATb 31eKTPOHHbIA JOKYMEHT K. PacCMOTPEHMIO N UCMOTHEHNIO.

4.18. WpeHTnoukaums [lonb3oBartens nNPOUCXOAUT HAa OCHOBAaHWW JIOTUHa W Napons,
npegocrasngemMblx agMmuHuctpatopom C3/I. CoBOKYMHOCTb “JIOTMHA W Maponsd ABNAAETCA
YHWKaNbHBIM NAEHTUGNKATOPOM ob30BaTeNs 1 He MNOAAEXUT pasrnatleHunto.

4.19. Hymepaumsa MnopsAKOBOro HomMepa pervcTprpyemMoro AokKyMeHTa HaumMHaeTcds C Hadana
KafieHJapHoro roja.

5. YnpaBneHue Bxoasilein AOKYMEHTaLuen

5.1. Nognpouecc «YnpaBfieHve BXoAsLLeN AOKyMGHT8MMéI7I» COCTOUT 13 CNefyroLLyX 3Tarnos:

—  MPWVEéM BXOAALLEN AOKYMEHTALNY;

— 0bpaboTka BxoAdulen JoKyMeHTauny;  *

— pacnpegeneHue BXoAsLUen LJOKYMeHTaUUN NCONHUTENSM.

5.2. Bxogsuwme AOKYMEHTblI MOTYT 6bITb MOJIy4eHbl MO NoYTe, 4OCTaBAeHbl KypbepoM, NPUHATLI NO
3NeKTPOHHOM no4yte wunn no ¢akcy, B TOM 4ucie TMOCPeACTBOM TenepoHHON CBA3N
(TenepoHOrpamma).

5.3. Mpw nonyvyeHnn JOKYMEHTOB MO MoYTe UAN Kypbepckon AocTaBkor paboTHuk AO nposepsieT
NPaBUIbHOCTL ajpeca AOCTaBKWM  KOPPeCcrnoHAeHUMM U LesIoCTHOCTb  ynakoBku. Ecam
KOppecrnoHAeHUNs AoCTaB/eHa He No ajpecy, OCyLLecTBAAETCA BO3BPaAT Ha MOYTYy UK Nepeckblika
oTnpasuTento (agpecaHTy). Mpy NonyyeHnU KOppecnoHAeHUMN B MOBPEXAEHHOW yrnakoBke eé
COoAepXVMOe MpoBepsAeTca Ha MOJIHOTY MPUCIaHHbIX MaTepuasioB N Haaudne MexaHUYeckmnx
nospexaeHunr. Ecnv TekcT oKyMeHTa NoBpexaeH U (Un) OTCYTCTBYET, Ha MoYTe Npu noslyyeHum
COCTaB/ISETCA aKT B ABYX 3K3eMI/IAPax.

3aKka3Hble NMCbMa, MMCbMa NepBOro K1acca 1 3KCNpecc-40CTaBK MPUHUMAKOTCA N0 JOBEPEHHOCTW.
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5.4. Tlpy nony4yeHU AOKYMEHTOB MO dakCy WM 3MeKTPOHHOW noyte paboTHuK AO nposepsieT
KONMYECTBO MONYYEHHbIX CTPaHUL, U UX YNTaeMOoCTb. O HeNnoHOM MoJslydeHnn dpakca (coobLleHs)
WA NJI0XOM KavecTBe OTAe/IbHbIX CTPaHWL, COObLLLaeTCcs OTNpaBUTeNHo.

5.5. TMpn nonyyeHnn TenedoHOrpamMmMbl TeKCT MNOCTYNMBLUE WHPOPMaLMM 3anuncCbiBaeTcs
(nevaTtaeTcs) nonyyatenem B CBO6OAHON dopMe 1 OMepaTMBHO NepesaéTcs nuLy, KOTOPOMY OHa
ajpecoBaHa.

5.6. [MocTynarowme JOKYMEHTbI C 3/IEKTPOHHOW KOMUEN AOKHbI IMETb COMNPOBOANTE/IbHOE MNCLMO.
TekcT Konuy B 31€KTPOHHOM BUJe 0/1XKeH COOTBETCTBOBaTb TEKCTY OpUrnHana.

5.7. B Cypl'Y moryT noctynatb AOKyMeHTbl C MOMeTKOW «[na caykebHoro nonb30BaHus». Bcs
noctynatowasn B Cypl'Y koppecnoHzeHUUsA ¢ rpndoM «nsi cnyxebHoro nosb3oBaHUA» NPUHNMaeTCs
N BCKPbIBaeTCcd PaboOTHMKOM, KOTOPOMY MopydeHa paboTa C 3TUMU AOKYMEHTaMW, a Takxke
npoBepseTca Ha/nyMe yKasaHHbIX B COMPOBOAUTENLHOM MNUCbMe MpUIoXeHUA. PaboTta ¢
AOKYMeHTamMu ¢ rpnudomM «ns CnyxebHOro nosib30BaHWA» OCYLLEeCTBASETCA B COOTBETCTBUM C
PN-5.13.1 «[Topagok paboTbl C JOKYMEHTaMM C MOMETKOW «/l/1f1 Cy>XKeH6HOr 0 MoNb30BaHUS»».

5.8. Nocne nonyyeHUs BCce KOHBEPTLI BCKPbIBAKOTCA N YHUYTOXAKOTCA, 38 NCK/IFOYEeHIeM KOHBEPTOB
C rprdoM «JTINYHO» N «JNA CNYy>KeOHOro NONb30BaHWA», N B CNyYasiX, eCcin:

— B MNOJly4eHHbIX JOKYMEeHTax HeT obpaTHOro agpeca v damuamm oTnpaBuTesNs, HO OHU eCcTb Ha
KOHBepTe;

— Ha KOHBepTe M B NCbMe yKa3aHbl pa3Hble agpeca OTnpaBuUTens; \

— B /JOKYMeHTax He npocTaB/ieHa jaTa;

—  MOJIyYeHHbI AOKYMEHT MO CMbIC/Yy HOCUT JINYHBIA XapakTep, a Ha koHBepTe rpud «JIMyHO»
OTCYTCTBYET,

—  [AOKYMEHTbI MOCTYNUAM C NPOCPOYEHHbBIM CPOKOM NCMOAHEHKA (LUTeMnesib Ha KOHBEPTE MOXeT
CNYXWTb A0Ka3aTeNIbCTBOM AHS MOJyYEeHUSA AOKYMEHTA).

B Takmx cnyyaax KOHBEPT NMOAKabIBAOT K JOKYMEHTY.

5.9. Bce BxojsLive JOKYMEHTbI, HeE3aBUCMMO OT Crocoba nonyyeHus peructpupyrotcea B C3/, 3a
NCKNtOYEHVIEM JOKYMEHTOB, NOJlyYeHHbIX 6e3 CONPOBOAUTENBHOMO NCbMa (PUCYHOK 2).

Bx. XXXX oT XX.XX.20_r.
NopsAKOBbLIV ~AaTa
HoMep perncTpaLmnm

\

PucyHok 2. O6pa3el, 0TMeTKI permcTpaumm BXOASLLEro JOKyMeHTa

5.10. Mpwn npocTtaBAeHUM OTMETKW O MNOCTYRANEeHUN [OKYMEHTa B YHMBepCUTeT HeobXoAMMO
YUNTbLIBaTL CNefyroLLie MOMEeHTHI:

—  eC/IN KOPpPEeCnoHAEeHLINSA He BCKPbIBAETCA, TO Ha KOHBEPTAx WM YnakoBKe MakeToB CTaBUTCA
Apyras oTMeTKa (pUCyHOK 3), KOTopas COCTOUT U3 AaTbl MOCTYNAEHNA 1 MOPALKOBOIrO HOMep3;

—  ewIu npunaraeTcs ConpoBoAnTeIbHOE NMCbMO, OTMETKa CTaBUTCA Ha MepBOM JINCTE;

—  eC/IN JOKYMEHT MNOANEeXWUT XPaHEHUH B CTPYKTYPHOM MoApasfe/nieHur, Ha MnepBOM JinCTe
[OKYMeHTa B BEepXHeM MpaBOM Yriy CTaBUTCA OTMeTKa: «[loanexnT Bo3BpaTy B (HaMMeHOoBaHume
CTPYKTYPHOTrO NOApa3feneHuns)»;

—  eC/InHa KOHBepTe NMetoTcs Hagnmneun: «CpouHo», «BpyunTb HeMeA/leHHO» U Apyriie, oTMeYaeTca
TOYHOE BpPeMs UX MoJlyYeHns;
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— e AOKYMEHT $IBNsieTCs MOBTOPHbIM, TO MO MHPOPMALMOHHO-MOUCKOBOM cucTeMe
YyCTaHaB/MBAETCS MECTOHAXOXAEeHWe paHee MPUCIAHHOTO AOKYMeHTA. [MOBTOPHO JOKYMEHT He
perncTpupyeTcs.

XX.XX.20__r. / XXXX
AaTa perucrTpaunn / nopsaKoBbIi
HOMep

PucyHok 3. O6pa3sel, 0TMeTKM O gaTe NOoCTYNAeHUs 1 NopsAKOBOM HOMepe perncrpaLmm

5.11. Permctpauun noanexar AOKYMeHTbl, Tpebyloline UCNoAHeHns, nocTynawwme un3
BbILLECTOALLNX, MNOABEAOMCTBEHHbLIX W APYrUX OPraHM3aumini 1 YacTHbIX Auu. Perncrpaums
NOCTyNaroLLMX JOKYMEHTOB OCYLLLECTBAACTCA B ileHb MOCTYMN1eHUS.
5.12. Perncrpaunm He nognexar:
- TOCTbl, OCThbI, TY;
—  rpaduKn, Hapsabl, 3a9BKW, Pa3HapPALKY;
—  [AOKYMEHTbl Mo MaTepuanbHO-TEXHNYECKOMY ObecrneyeHnto, CTaTucTyeckas 1 byxrantepckas
oTYeTHast AoKyMeHTauus (cueTa-pakTypbl, akTbl);
—  KOppecnoHAeHLMs, agpecoBaHHas paboTHMKaM C MOMETKOW «/IMYHO»,
—  Hay4Hble paboTbl;
- HOPMbI 1 HOPMAaTMBbI pacxosa MaTepranos;
—  neyaTHble U3JaHVA (KypHasibl, KHUTW, bronneTeHw);
- No34paBuTe/ibHble NMUCbMA, TeNerpamMmmsl;
- npurnacuTenbHble buneTol;
—  NpewncKypaHThl;
—  NporpamMMbl KOHPepPeHLNI, COBELLAHUN; -~
- peknamMHble MaTepuanbl (MporpamMmel, MPOCMNeKTbI, MMCTOBKW, U3BELLLEeHVS);
—  y4ebHble naaHbl, NPorpaMmmbl;
—  0bObACHUTENIbHbIE 3aMUCKN; .
—  CBOAKM U MHPOPMaUMs, HanpaBaeHHasa AN CBeAeHWS;
- ¢dopmMbl 1 6NaHKK (KPpOMeE CTPOFOM OTUETHOCTK);
—  AQHOHWMHble ObpaLleHVs N NUCbMa FpaxJaH 6e3 0bpaTHOro agpeca;
CTaTUCTMYECKME JaHHbIe.
5.13. KaxzgoMy JOKYMEHTY NpurcBanBaeTCsa MopsAKOBbIM HOMeEpP, HyMepaLns KOTOPOro HaunHaeTcs ¢
Ha4vana KaneHzapHoOro roaa.
5.14. Tocne perncTpaymm AOKyMeHTbI MOCTYNatoT PeKTopy AlA pacCMOTpeHUsa (Ha pe3o/oLnto) v
faNbHeVLWero NpuHATUS Mep.
5.15. lokymeHToBe AO ocylecTBageT 06paboTky pesonoumn B C3/ 1 HanpaBaseT JOKYMEHT Ha
ncrnonHeHvie. Ha o3HaKkoMIeHe JOKYMEHT Harmpas/fAeTcd TONbKO B C/lyyae, eci JOKYMEHT HOCUT
NHGOPMALMOHHBIN XapakTep, He TPebyroLMIA UCMOTHEHNS.
5.16. loKyMeHT, KOTOPbI MOANEXUT UCMOJTHEHNIO HECKOJIBKUMU CTPYKTYPHBIMW NOAPa3AeneHnamMm
WA NLAMKY, HanpaeaseTca BCeM WCNONHUTENAM, MNpu 3TOM B nporpamme  ¢oukcmpyeTcs
OTBETCTBEHHbIN.
5.17. OpuruHan 3aperucTpypoBaHHOro JAOKyMeHTa (Mpy HeobXxoAuMOCTV) nepejaeTcs
OTBETCTBEHHOMY UCMOJIHUTENIO NOJ NOAMMCH, KON BCEX JJOKYMEHTOB, MoAnexallumx perncrpayum,

A
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XpaHsaTcs B AO cornacHo HoOMeHkaType Aen B 31eKTPOHHOM Buge B CO/.
6. KOHTPO/Ib NCNOJIHEHNSI fOKYMEHTOB

6.1. KOHTPOJIb NCNOIHEHUS AOKYMEHTOB OCYLLLeCTBASETCA C LeNbio obecneyeHrs CBOeBPEMEHHOIO U
KayeCTBEHHOro WUCMONHEHWA TMOpYYeHWl, COAepXallMXca BO BXOAsLLEen KOpPecnoHAeHLNN,
PE30OLNAX PEKTOPA U UHbIX YNOJTHOMOYEHHbIX /1L, I0KanbHbIX aktax Cyply.

6.2. KOHTpO/Ib UCMONHEHWS BKIKOYaeT B cebs:

— MOCTaHOBKY [JOKyMeHTa Ha KOHTPO/b 1 AOBeJeHne ero 40 NCMOoNHNTEeNS;

—  OpraHu13auuo paboTbl MO NCMONHEHUIO JOKYMEHTA;

— npejBapuTe/ibHY0 NPOBEPKY UCMOIHEHUA AOKYMEHTOB;

—  CHATWE AOKYMEHTa C KOHTPOAS;

—  YYeT NUCMONHEHWA JOKYMEHTOB.

6.3. lpouecc KOHTPONS WUCMONHEeHUs JOKYMeHToB 6osiee nogpobHo otpaxeH B CTO-5.13.3
«KOHTPONb NCMONHEHWNA JOKYMEHTOBY.

7. YnpaBneHue ncxopsuiein noKkymeHTaumemn
npwv oTnpaBKe BO BHELLHUE OpraHmn3auum

7.1. TMopgnpouecc «YnpaBneHue WCXOAALLEN [OKYMEHTauuen M[Apu  OTMpaBke BO BHELUHMe
opraHu13aummn» COCTOUT N3 CleJyHoLLMX 3TanoB:

—  MOAroTOBKa MNPOEeKTa NCXOAALLEro JOKYMEHTa;

— 06paboTka ncxogauler 4okyMeHTaunu;

—  OTMpaBKa NCxogsaLler JokyMeHTauum (Mo 3anpocy).

7.2. B nognpouecc BXOANT ABUXKEHME CneyroLmx JOKYMEHTOB:

—  Cnpasku (B T. Y. 06 ycneLwwHoM npoxoxaeHun NA ana npefocraBneHns B BOEHKOMAT);

—  XOAaTaWCTBa;

—  McxogsdLume nncbma;

- nap. |

7.3. Bce wucxogdawme AokyMeHTbl obopMastoTcad Ha dupmeHHOM 6naHke CyplyY (CTO-5.13.2
«PacnopsigutenbHble N NHGOPMALMOHHO-CMPABOYHbIE AOKYMEHTbI. TpeboBaHUS»).

MpaBo noanncn Ha GPMEHHOM B1aHKe MEeeT PekTop (fanee - pyKOBOAUTENb), MePBbLIV MPoOpekTop
N LO/MKHOCTHBIE NNLA COFTAaCHO MPKUKa3y O AelermpoBaHi MOIHOMOUNIA.

7.4. [lo sHedpeHus 31 8 C34-omnpaeka ucxadaujeli 0oKyMeHmayuu npou3eooumcs c1edyrouum o6pa3om:
1) Hannume OPUrMHANBLHOW MNOAMUCA- PYKOBOAUTENSA TMOATBEPXAAET MOA/MHHOCTL WCXOAALLEro
LOKYMEHT3;

2) NOAMUCL PYKOBOAUTENS, a TakKxke WNAeHTUGUUMPYHOLLME 3anuck Ha AOKYMEeHTax MpOou3BOAATCA
Pa3bopumBO, LLAPUKOBOM PYUKOW C HAMONHUTENIEM CUHEro Unu $p1oJIeTOBOro LIBET3;

3) NOAroToBKa MpoekTa NCXOAALLEero AOKYMeHTa OCyLLeCTBASEeTCS UCMONHUTeNeM, KOTOPbIA 6bin
onpejeneH pesontouUnen pykosoamTend. Ecnu mcnonHutener HecKoNbKo, MPOeKT AOKyMeHTa
rOTOBUT OTBETCTBEHHbI UCMONHUTEND;

4) NPOeKT fOKYMeHTa HanpaBAAeTCA UCMOJIHUTENIEM Ha COr1acoBaHe PyKOBOAUTENHO CTPYKTYPHOrO
nogpasjenieHns U1 ynpasieHUs (ecnu nojpasfeneHne HaxoAuTca B ynpasneHwuu), nambo
3aBegytoliemy kabeapon M AMPEKTOPY WHCTUTYyTa (HopucTamM Mnpu HeobxoAnMOCTW), Aanee
AokymeHTOBeay AO;

5) nocne nonyyeHus cornacoBaHua B C3/] McNofHUTENb MOAMUCHIBAET BYMaXHbIA AOKYMEHT Yy
pykosoauTens (n.7.3) nunepeaaet B AO and pernctpaunm B C3/, rae gokymeHtose AO npricBanBaeT
NCXOAALLMIA HOMEP, KOTOPbIA COCTOUT U3 MHAEKCa CTPYKTYPHOro nogpasaenenus (MpunoxeHne 7),
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[aTbl perncTpauunm cornacHo HoMeHkIaType Aen 1 NopsAKoBOro Homepa (pUcyHok 4). PabotHmnk AO
pervctpupyet gokymeHT B C3/] B pa3jesne «/cxogsaiume JOKYMEHTbI».

_ 20_r. Nex. XX-XX/XXXX
JaTta perucrpauymm NHpekc  TopsakoBbin
HOMep

Puc. 4. CTpykTypa HOMepa NCXOASALLLEro JOKYMEHTa

Hanpumep, 14.05.2023 2. Vcx. 08-02/2425;

6) AOKYMeHTbl, nepejaBaemMble Ha MNOAMNUCb PEeKTOpYy, MepBOMY MPOPEeKTopYy, NPOpPeKkTopy Mo
y4yebHO-MeToAMYeCcKO paboTe, pPerncTpupyroTca B «KypHane permcrpaumm AOKYMEHTOB Ha
NOAMNNCL PEeKTopy, MNepBOMY TMPOPEKTOPY, MNPOPEKTopYy Mo yyebHO-MeToAnYecKon paboTe»
(MpnnoxeHune 8) B AO;

7) OpuUrnHan 3apernucTpupoBaHHOIO AOKYMEHTa nepesaeTcs OTBETCTBEHHOMY WCMONIHUTENO W
XPaHUTCA B NOApasfeneHnn cornacHo HoMeHknaType Aen B 6yMaXXHOM BUJE;

8) 3neKkTpOHHble 06pasbl BCex AOKYMEHTOB (KOMwuu), MNoAJeXalux peructpauumn, XpaHATca B
CTPYKTYPHbIX MOoApasaeneHrax cornacHo HoMeHkKnaType Aen B 31eKTpoHHOM Buje B C3/.

7.5. lNocne eHedpeHus 31 e C3/ omnpaska ucxodsauweli OoOKyMeHmMayuu -npou3sooumcs ca1edyrouum
o0bpazom:

1) NpoeKT AOKYyMeHTa aBTOMaTUYeCcKy NOCTyrnaeT Ha COrnaceBaHve, perncTpauuto U nognmcaHme**;
2) [OKYMEHT, MOAMUCAHHBIA YCUNEHHOW KBanUGUUMPOBAHHOW MNOAMNNCHIO, XpaHUTCcA B C3/,
COrn1acHO HOMeHKNaType Jen;

3) NCXoAALLMIA [OKYMEHT (B T. Y. CNpaBkKa) NpeAocTaB/ifaeTca B BUAE 3/IEKTPOHHbIX $Galinos:

- ¢anin, cdopmmpoBaHHbI B popmaTte XML - NUCbMO (CripaBKa (BbIAKXCKA)) B 3/IeKTPOHHOM BUZe C
BNOXeHHoW B Hero 3I7;

- ¢ann, cdopmmpoBaHHbIVi B dopmate PDF - nucbMo (cnpaBka (BbINMCKa)) ANS MPOCMOTpa r
BbIBO/A Ha NeyaTb.

Oba ¢arina MOryT npeAocTaBiATLCA aApPeCcaHTy (3asaBUTENIO) ANA INYHOIO MOAb30BAHUSA VAW MO
MecCTy Tpeb0BaHNSA O4HUM 13 CNefyoLLnX CNocoboB: .

— Yepe3 3/1IeKTPOHHYI MOUTY 3aaBUTENd, YKa3aHHY MpWY MNOCTyNAeHn B 0b6pa3oBaTesIbHYH
opraHu3aumio NN HenocpeacTBeHHOM 3asBeHU;

—  uepe3 OQUUMANBHbLIA agpec, YKasaHHLIN B 3anpoce, C CO6NKOAEHVEM TpeboBaHWI
3aKOHOAATeIbCTBA O MePCOHAabHbIX AaHHbIX.

7.6. B ciyvyae Heob6XxO4MMOCTM OTMNPAaBKM AOKYMeHTa Mo MnoyTe WM KypbepoM OTBETCTBEHHbIN
NCNONHUTENb MepeaeT opurnHan fokymeHta B AO C BHeceHneMm WHbopMaumm B «KypHan
perncrpaumn oTnpasnsgemMbix-nucem nbaHgeponei» (MpunoxeHwve 9).

7.7. fokymeHTOBeg AO OCyLLeCTBASET OTMpPaBKy AOKYMEHTOB MO Mepe HaKOoMJeHUs MOYTOBbIX
OTMNPaBNEHVIA, HO He peXxe JBYX Pa3 B Heesto, COrnacHo yTeepxaeHHomy rpaduky B AO.

7.8. Ecnmn TpebyeTcs cpoyHasa oTnpaBka AOKYMeHTa, AokymeHToBed AO dopMumpyeT HaknagHyH B
JINYHOM KabuHeTe TPAHCMOPTHOW KOMMaHWUW U nepejaeTt ee mcnonHutento. CHopMmpoBaHHbIe
TakM 06pPa3oM JOKYMEHTbl MOTYT 6bITb OTMPaBAeHbl AeHb B AeHb.

7.9. OTBeTCTBEHHbIE 3a AOKYMEHTOO60POT B CTPYKTYPHbIX MOAPa3jeNieHusX B TeyeHue AHS B
06s513aTeNIbHOM NopszKe J0/KHbI 3abupaTtb 13 AO opuUrnHabl JOKYMeHTOB, GUKCUPYSA 1X B «KypHan
perncTpaunm ncxogaller gokyMmeHtaumm 13 AO B CTPYKTYpHble nogpasgeneruva» (Mpunoxenuve 10).

** Omnpasky dokymeHma adpecamy aemop okyMeHMa ocyujecmesisiem camocmosimesibHo, 3a UckatoyeHuem 0okyMeHmMoes, omnpaensiemsix yepes C3/4 Jesno.
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8. YnpaBneHve gBUKEeHMEM A0KYMEHTOB BHYTpU YHMBepcUTeTa

8.1. B nognpouecc «YnpasneHue [ABUXEHUEM [JOKYMEHTOB BHYTPU YHUBeEpCUTETa» BXOAUT
ABVXKeHVe cnefyrowmnx gokymeHTtos Cyply:

—  NPVKa3sbl N pacnops>KeHns No OCHOBHOW fesATe/IbHOCTY;

—  NPVIKasbl N pacnopsi>keHns no IMYHOMY COCTaBy 06y4YaroLLXCS;

—  NpuKasbl N0 IMYHOMY COCTaBY;

— MOBeCTKa, MPOTOKO/ M BbIMNCKa N3 NPOTOKO/1a 3aceAaHns;

—  CNyxebHble, oKNaAHbIe Y 06 BACHUTENbHbIE 3aMNCKU.

8.2. Tlpukasbl, pacrnops>KeHWsi, MNPOTOKOAbI, BbIMNUCKK, CYXebHble 1 AOKAaAHbIE 3amnnCcKK
opopmaatoTca Ha GUpMeHHbIX 6naHkax CyplY Ans BHYTPeHHero nosb30BaHWA, TpeboBaHue K
opopMNeHN0 KOTOpbIX oOTpaxeHbl B CTO-5.13.2 «PacnopsagnTtensHble U MHGOPMALMOHHO-
CnpaBOYHble JOKYMeHTbl. TpeboBaHUS».

9. NMpurKasbl N pacnopsi>KeHUsi N0 OCHOBHOW AeATeNbHOCTM U JINYHOMY COCTaBY
obyuatowmxca

9.1. MpoekT NpukKasa (pacnopsixeHns) pa3pabaTbiBaeT OTBETCTBEHHbIA NCMOAHUTENb (PABOTHUK UK
PYKOBOAMUTENb CTPYKTYPHOrO NoApa3feneHuns).

JlOKyMeHT cornacoBbIiBaeTcsa B MepPBYO ovepeb C PyKOBOAWTENEM CTPYKTYPHOrO NoApasaeneHus, a
3aTeM ¢ AO 1 Apyrnmum 3anHTepecoBaHHbIMW CTOPOHAMMU. A

9.2. B cyly4ae Hecornacusa CornacyroLero amua ¢ KakumM-anm60 rnyHKTOM MprKasa, oH MOXeT 0TPa3nTb
ero B KOMMeHTapun. HecornacoBaHHbIN JOKYMEHT BO3BPAaL4AeTCH Ha 40paboTKy aBTopy AOKYMEHTa.
CornacoBaHHbIV JOKYMEHT nepegaeTca gokymeHToBegomM AO Ha nognvcaHue.

9.3. CornacHo npukasy o fenermnpoBaHmyi NOJIHOMOYNM NPaBO MOAMUCU LOKYMEHTOB VIMeeT:

—  peKkTop, nepBbli NPOPEKTOP - MPKKa3bl MO OCHOBHOW AeATeNbHOCTW, NPOPEKTOp Mo yyebHo-
MeToAMYecKor paboTe - B npeseniax cBOer KOMNeTeHLUnn,;

—  peKkTop, MpOpeKkTop Mo Yy4ebHO-MeToAMYeckor paboTe - MNpXKasbl MO JIMYHOMY COCTaBy
0byyatoLLMXCS; )

—  peKkTop, NnepBbli NPOPEKTOP, MPOPEKTOPLI M0 HAaNpPaBAeHVAM — PacnopsXXeHNs Mo OCHOBHOV
AesTeNbHOCTY U IMYHOMY COCTaBy OBY4YatoLLIUXCS.

9.4. lvpeKTopa UHCTUTYTOB MOTYT U3JjaBaTb PacropsXeHus, AeiCTBME KOTOPLIX PacnpoCTpaHseTcs
Ha paboTy ueHTpa, Kadeapbl, WHCTUTYTA,  PeructTpypys wWx B CBOeM nojpasjeneHnn B
YCTaHOBJIEHHOM TOpPSAAKE B XXypHaJie PEerncTpaumy pacnops>KeHUn ANpekTopa WHCTUTYTa.
MNoapobHo npasuia obopMIeHUSs pacnopﬂxe‘HmM oTpaxeHsbl B CTO-5.13.2 «PacnopsagntesibHble U
NHGOPMaLMOHHO-CNPaBOYHbIe JOKYMeHTbI. TpeboBaHNS».

9.5. Nocne nognucaHs pekTopom (MPOPeKTOPOM), Npurkas (pacriopsxxeHwre) noctyrnaeT B AO, rae
LOKYMEHT npoxoanT peructpaumto B C3A. PaboTHuk AO peructpupyeT gokymeHT B C3/] B pasgene
«BHYTpeHHVEe AOKYMEHTbI».

9.6. [lokyMeHTy NOo JINYHOMY. COCTaBYy OOYy4arOLLMXCS MPUCBAVIBAETCS PEerncTpaLyoHHbIM HoMep,
KOTOPbIA COCTOUT 13 MOPSAKOBOro HoMepa (419 BCeX NPUKasos) U AOMONHUTENIbHO BYKBEHHOro
0603HaueHNs «C».

9.7. Tocne perncTpaumm AokymeHTa paboTHuK AO nNoArpyxaeT 3/71eKTPOHHbIA 0bpa3
npukasos/pacnopsxeHnii B C3/l. Paccbinka AOKYMEHTOB OCYLLEeCTB/SeTCA aBTOMaTuyecku, B
COOTBETCTBMMN CO CMUCKOM, BK/IKOUYEHHbLIM B MapLLUPYT ABUXEHUA AOKYMEHTA.

9.8. PaboTHMK AO npwv HeObXOAMMOCTV WHULMUPYET pasMeLleHVe MNprKasos/pacrnopsXXeHn,
KOTOpble KacarTCA LUMPOKOro Kpyra AO/PKHOCTHbLIX NUL, B 3/1eKTPOHHOM BuAe Ha cante CyplyY
no agpecy: http://www.surgu.ru/CoTpyaHuKy/06bABNEHUS, B YCTAaHOBIEHHOM NOPSAKe.
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9.9. DNeKTPOHHbI 06pa3 MNPUKA30B (PaCMOPSKEHWNA) XPaHUTCA B 31eKTPOHHOM BuUZe B
COOTBETCTBYHOLLMX Mankax 31eKTPOHHOM HOMEHKNATYpbl AeN CTPYKTYPHbIX NOAPa3AeneHWNiA.

10. MpuKa3bl N0 IMYHOMY COCTaBY

10.1. TpoekT npukasa Mo AMYHOMY COCTaBy pa3pabaTtbiBaeT pPaboOTHUK oOTAena no paboTe C
nepcoHasoM 1 nepesaeT ero Ha NoAMN1Cb PEKTOPY Yepes MpPreMHYHo.

10.2. Ana odopmaeHns npmkasa no AMYHOMY COCTaBy HeobXoAMMO MUCbMeHHoe 060CHOBaHWe.
MprKasamy No IMYHOMY COCTaBy OPOPMIAIOTCA:

— npveMm, NnepeBo/ paboTHMKA Ha APYryto paboTy, yBOJIbHEHNE;

—  V3MeHeHue yCnoBUiA Tpyaa, NpUCBOeHe KBanudurkaunu;

—  YCTaHOBJ/IeHVe pa3sMepoB onaTthl TPYAS;

— npejocTaB/iieHne OTNyCKOB;

—  KOMaHAVpoBaHWe paboTHMKOB.

10.3. lMocne noannCaHus AOKyMeHTa MO JMYHOMY COCTaBy PaboTHMK OTAena no pabote ¢
nepcoHasoM perncTtpupyetr ero B «KypHasie perncrpaumy nprkasoB Mo JWYHOMY COCTaBy»
(MpunoxeHve 11), NpuceavBas PerncTPaLMOHHbIN HOMep, KOTOPbIA COCTOUT M3 MOPSAAKOBOro
HOMepa 1 BYKBEHHOro 0603HaveHus «J1C».

10.4. Konun npurikasa paboTHUK OTAena rno paboTe C nepcoHanoM rnepegaeTt B OTAeN HaUNCIEHUS
3apaboTHON MaTbl U COLMANBHBIX MIaTeXel 1 OTAeN OpPraHM3aunv.TPpyAa ¥ 3apaboTHON nnatel
Cyply; dakTom nepegaynm CNyxuT Bv3a paboTHMKA OTAeNa HaunCieHUs 3apaboTHoOV nnatbl U
coumranbHbIX NaaTexer B «XXypHane perncrpaumm nprukasosfo ANMYHOMY COCTaBy».

10.5. OpurnHan nprikasa XpaHUTCs B oTAene rno paboTe CnepcoHaoM COracHO HOMEHKAaType Jen.

11. NoBecTKa, NPOTOKO/ N BbINUCKA U3 MPOTOKO1a 3acefaHNA

11.1. MNoBecTka AHA 3acefaHns GopMMpyeTCa CceKpeTapéM Ha OCHOBe yKasaHW npejacejartens v
NoAaHHbIX Yy4acTHMKaMW 3acefaHua 3asaBOK U yTBepxAaaeTca. Yy npeacegatensd (CTO-5.13.2
«PacnopsagutensbHble 1 MHPOPMALIMOHHO-CNPABOYHbIE JOKYMEHTbLI. TpeboBaHNS»).

11.2. YTBEpPXAEHHYIO MOBECTKY AHA CeKpeTapb 3acefaHua OTMNpaBaseT Ha O3HaKOMJIEHVEe BCEM
yYaCTHMKaM 3acefaHns, Ncnonb3ysa MHGOPMALMOHHYIO CUCTEMY (3/1eKTPOHHAasA rnoYTa, KaneHaapsb,
GanT. a).

11.3. Nocne 3acefaHunsi cekpeTapb 0opMaseT NPOTOKO, IpMCBanBast eMy NOPSIAKOBLIA HOMep.
11.4. NpoTokon 3acegaHuns MOANMUCLIBAGT CeKpeTapb U npeaceaaTtesb 3acefaHus.

11.5. Ha ocHoBaHUWM FAPOTOKOJIa CeKpeTapb«pOpPMUPYET BbINNCKM ANA KaXAOro paboTHWMKa, Ha
KOTOPOro pacnpocTpaHAeTcs AecTBMe peLlenns, NPUHATOrO B pe3y/ibTaTe NpoBefeHNs 3acefjaHus,
paccblaeT ero, UCroJsib3ysa MHGOPMAaLMOHHYHO CUCTEMY (3N1eKTPOHHAas NoYTa, Kanergapb, COA M T. 4.).
11.6. OpurvHan NPoOToOKo1Ia XPaHUTCH Y CeKpeTaps COrnacHO HOMeHKnaType Aen.

11.8. PeweHnsa Yy4acTHUKOB 3aceflaHVs, OTpPaXkeHHble B MPOTOKO/E, MOryT HOCUTb
NHGOPMALMOHHBIA 1 PacnopaAnTeNbHbIM XapakTep. Ecin pelueHne HocUT pacrnopsaanTesibHbIN
XapakTep, cekpeTapb MOXeT YCTaHaBAMBaTb KOHTPO/Ib NCMOMHEHWA MPUHATOrO peLleHns coriacHo
pa3sgeny 6 HacToswen Arl.

12. Cny>ke6Hble, AOKNAAHbIEe U 06bACHUTENbHbIE 3aNNCKN

12.1. CnyxebHast 3anmMcka COCTaBASeTCA OTBETCTBEHHbIM WCMONHUTENEeM C Lefblo BeAeHUs
nepennckn mMexzay CTPYKTYPHbIMW MogpasaeneHuaMmm Uanm AomKHOCTHbIMU anuamn (CTO-5.13.2
«PacnopsigutenbHble N MHGOPMALIMOHHO-CNPaBOYHbIE AOKYMEHTbI. TpeboBaHMUA»).

12.2. [loknagHas 3anucka COCTaBAAETCH OTBETCTBEHHbLIM WCMOMHUTENEM C LeNbl A0BeeHUA
nHopmaLnm 40 pyKoBOAUTENS.
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12.3. Perncrpauyns AOKYMEHTOB OCYLLEeCTBAAETCA B CTPYKTYPHbLIX NOAPa3AeNeHUsIX.

12.4. CnyxebHasa 3anucka cosgaetcd B C3/[, v HanpaBfseTca Ha CornacoBaHVe BbleCcTosLWweMy
PYKOBOAUTENIO.

12.5. Mocne cornacoBaHms cnyxebHas 3anucka noctynaet agpecaty 8 C3/.

12.6. O6BbSACHUTENBbHAA 3anncka NULWEeTCA No TpeboBaHW pyKoBOAUTeNst B cBO6oAHON dopme 1
nepeaaércs nunLy, 3anpocrBLLeMy 0bbAcCHeHVe, Hanpsmyto B CO/.

13. YnpaBneHue HoMeHKNaTypou aen

13.1. HomeHknatypa gen pa3pabatbiBaeTCs COr1aCHO OPraHn3aLOHHOW CTPYKTYpe YHMBepCUTeTa,
JIOKa/bHbIM HOPMAaTVBHbIM akTaMm, LUTaTHOMY pPacnncaHuio, HOMeHKNaType Aen 3a NPOLUbIV rog ¢
Le/ibio KOPPeKTHOro GopMUpPOBaHNA e B TeKyLleM AeNonpon3BoACTBe, X YUETa, opraHm3auum
XpaHeHusi, bbICTPOro NoMcka LOKYMEHTOB, NMPoBeAeHUs 3KCNepTU3bl UX LLeHHOCTY, MNIaHUPOBaHUA
v rnepesayn Aen B apxuB.

13.2. B nognpovecc «YnpaBneHst HOMEHKIATypoW Aef» BXOAAT C/iefyroLLe 3Tanbl:

- ¢dopmmpoBaHVe HOMEHKNATYPbI Aen;

—  COr/lacoBaHVe HOMEHKNATYpPbI ieN1 N ee yTBepXAeHWe;

—  BBeJeHWe HOMeHKNaTypbl AeNl B feCTBUE;

—  KOPpEeKkTMpOoBKa HOMEHKNATypbl Ael.

13.3. B HOMeHKnaTypy fen BK/IHOYaeTcs B AOKYMEHTauVs, KoTopasi obpasyercs B pesynbTaTte
AesATeNbHOCTU CTPYKTYPHbIX NOApPa3AeneHnin, KpoMe nevatHblX U3gaHuin (C6opHUKN, CNPaBOYHUKN
nT. 4.).

13.4. HomeHknaTypa Jen cocTaBnseTcs Mo YCTaHoBAeHHOW d¢opme (MpunoxeHve 12),
pa3paboTaHHOV apXMBHbIM OpraHoMm. Popma HOMeHKIaTypbl Aen npeacTaBnsgeT cobon Tabauuy,
KOTOpPas COAEPXUT CNeayroLLyto 06s3aTenbHy0 nHPopMaLmio:

—  WHAEKC jena;

—  3aronoBOK Aena (ToMa, vactei);

—  KOJINYecCTBO Aen (TOMOB, YacTel); 4

—  CPOK XpaHeHU s Aena 1 HoMep cTaTbn no MNepeyHio;

— NpuMeYaHue.

13.5 HomeHknaTypa COCTaB/ISETCA Ha OCHOBAHWMW onuncen gen noapaszeneHnii (Mpunoxexne 13),
KoTopble [O/KHbI OblTb MOATOTOB/MEHb! | PYKOBOAUTENAMWN CTPYKTYPHBLIX MOoApasgeneHnii no
pacnopsi>XeHWo pekTopa nan nepsoro npopektopa CyplyY n nepegaHsl B apxms Cyply.

13.6. ocne NpoBEpPKN COAEPXMMOrO OMNMCEN Ha COOTBETCTBME YCTAHOB/IEHHLIM TPeboBaHUSAM
apxmsuncT AO popMmpyeT NPOoeKT HOMEHKNATYpPbI Aen.

13.7. IHAekC gena onpejgenset paboTHWK, OTBETCTBEHHbI 3@ COCTaBNeHe HOMEHKIATypbl AeNn B
COOTBETCTBUM CO CTRYKTYPOV YHMBEpcUTETa (PUCYHOK 4).

XX - XX - XX
NHaekc TopagkoBbIv Ne
noapasgeneHus gena

PncyHok 4. CTpyKTypa nHzeKca gena
Hanpumep:

13-05-04: FOuC, kagedpa ncuxonoauu, 0ea0 «[puka3el U pacnopsaXeHUs pekmopa, Npopekmopos no
0CHosHoOU desmeneHocmu. Konuu».
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Mpw onpegeneHVn NHAEKCA Aesia COXPaHAKTCA O4MHAKOBbIE MHAEKCHI ANA O4HOPOAHbIX Aen
BO BCeX CTPYKTYPHbIX NOApPa3aeneHnax C uesibio NX yHnbukaumn.

Ecnn pgeno aBnseTcs nepexoalmM (LOKYMeHTbl KOTOPOro OTPaXaroT peLueHrie Bonpoca U
KoTopoe AnanTca 6onee oA4HOro rofa), TO nepexojsiliee Aefo BHOCUTCA B HOMEHKNATYpy Aen
CNleytoLLLero roga c Tem Xe HAEKCOoM.

13.8. HanmeHoOBaHMe 3aronoBka fena onpegensetr paboTHWUK, OTBETCTBEHHbIA 3a COCTaBleHue
CBOZAHOW HOMEHKNATYpbI Aef, B COOTBETCTBUM C «[lepeyHeM TUMOBbIX yNpaBieHYecKX 4OKYMEHTOB,
06pasyrOLLNXCA B AesATeNIbHOCTY OpraHm3auuii, C yKa3aHeM CPOKOB XpaHeHUsi» nocie Toro, Kak
BbISIB/IEH KPYT JOKYMEHTOB AJ/19 BK/IFOYEHWS B HOMEHK/1AaTypy.

13.9. 3aronoBkV Aen AONXHbI B 0606LLEeHHON popMe KpaTKo, YeTKO N OLHO3HAYHO OTPaxaTb UX
COCTaB.

13.10. TekcT 3arofioBka N MHAEKC Aena (Ha narke) rneyatarT C UCNONb30BaHMEM KOMMbHOTEPHON
TEXHUKM Ha NncTe 6enoro useTta, Npy 3TOM UCNonb3yoT WpudT Open Sans (6e3 noguyepknBaHUA U
KypcuBa).

13.11. BO3MOXHO BK/IHOYEHVe B 3aro/I0BOK HAaMMEHOBAaHUSA U (MN1) MeCcTOpPacnofioXXeHNA aapecarta
(opraHv3aumm nnn nrua, KOTOpbIM ajpecoBaHbl JOKYMEHTbI) UK KOpPeCcrnoHAeHTa (opraHmsaymn
VAN NNLE, OT KOTOPbIX MOyYeHbl AOKYMEHTbl) U (Man) nepuog (AaTa), K KOTOPOMY OTHOCHATCH
LOKYMEHTbI.

13.12. Echv B flene XpaHATCA Konuu AOKYMEHTOB, B HOMeHK/1aType Aen B rpade «3aronoBok gena»
CTaBUTCA oTMeTKa «Konum», a B CaMOM 3aronoBke Jena (Ha nanke) AgaHHas MHbopmauus He
ykasblBaeTcs. (Hanpumep, B HOMeHknaType - «[1pukasbl pekTtopa No OCHOBHOW AesATe/IbHOCTU.
Konuun», Ha nanke - «[prKa3bl pekTopa Nno 0OCHOBHOW AeATEeIbHOCTU»).

13.13. [locne coctaB/ieHUsA 3aro/ioBKOB Jesl MPOBOAUTEHA WX cuUcTeMatm3auua (Mopsagok mx
PacnosIoXXeHWA B HOMeHK/1aType):

— B MepBYyH oYepesb pacrnonararTca 3aros1oBKW Aen, BKAYAaLLe OpraHn3aLMoHHO-NPaBoBYyHo
AOKYMEHTaLMI0, OTHOCALLYHOCA K AeATeNIbHOCTU YHUBepcnTeTa (YcTas, [NonoxeHwus, Npasnna n 1. n.);
— Janee pacrnofiaratoT 3aronoBKM Aen ¢ OPraHn3auyioOHHO-PacnopAAMNTEIbHON AOKYMeHTaLumen
depepanbHbIX  BbILLECTOSALLMX OPraHoOB. YyrpasBaeHUs  (3aKOHbl, YKasbl, MOCTAHOBAEHWS,
pacnopsi>keHus, npukasbl Npe3ngeHTa, NpaBuTenscTea);

—  3aKOHbl, MOCTAHOBMEHUS, WHCTPYKTUBHbIE MUCbMA_ OKPY>XXHbIX OPraHoOB 3akKOHOAATEbHOMN
NCMONHUTENbHOW BNact (3akoHbl M noctaHosneHus XMAO - HOrpbl, npurkasbl, NOCTaHOBNEHUSA
ry6epHatopa XMAO - HOrpbl);

—  3aKOHBbI, NOCTaHOB/IEHUS, WHCTPYKTNBHbIE nucbMa OpraHoB  3akOHOJaTe/IbHOM
MCNONHUTENBHOW BNACT MeCTHOro 3HayeHus(Jyma XMAO - tOrpel, [lenapTamMmeHT 06pa3oBaHus
AaMuHucTpauun r. CypryTa)

— 3aTeM 3aro/ioBKU Aen C OPraHv3auoHHO-PacnopAaUTENIbHbIMY AOKYMEHTaMN YHMBepPCUTETa
(MpriKa3bl, pacnopsaxxeHns),

— [Jena C NNaHOBbIMW N OTYETHbLIMW AOKYMeHTaMW (ro4OBbIMU, KBapTaJbHbIMU, MECAYHbLIMN),
nepenuckon u ApPYrumMu LOKyMeHTaMW. BHyTpM KaXAoW W3 MepeyncieHHbIX rpynn Jena
pacnosiaratoT No CTeneHy BaXXHOCTY (Hanpumep, BHayane rofosble MJaHbl, 3aTeM KBapTaJibHble U
Janee - MecsiuHble). AHa/IOTMYHO CUCTEMATU3NPYIOT U Aefa C OTYETHbIMU JOKYMeHTaMu;

—  MPW HaNUuuU fen, COCTOALLUMX M3 MEPErnncky C BHELIHUMY OpraHmM3auvsaMm WamM BHYTPU
YHunBepcuTeTa Mexay CTPYKTYPHbIMW MOApPasAesieHVAMY, BHadane pacnonararoT rnepenuncky c
BbILLECTOSALLVIMY OpraHamu, a 3aTeM - C NoApasaeneHUs MY,

—  [AOroBOpbI NO CTeneH 3HaUYNMOCTH;

—  JOKYMEeHTbI (aKTbl, HGOPMaLMK, CNpaBKK);
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—  YYéTHble JOKYMeHThbI (BCe BU/bl OTAENbHO CYLLEeCTBYIOLNX KHUT, XYPHaNoB, 6a3 faHHbIX);

—  pernameHTupyroLlme A0KyMeHTbl 06 OpraHn3aummn 4enonpor3BOACTBa U apXmBa YHMBepcuTeTa
(HoMeHKnaTypa Aen, onncK Aes, akTbl O BblAeNeHNU Jen K YHUUYTOXEHWIO).

Cuctematmsaums AOKYMEHTOB BHYTPW Jena OCyLLecTBAsSeTca B O6paTHOM nocnefoBaTelbHOCTH,
T. €. LOKYMeHTbl 60N1ee paHHEero Cpoka BO3HMKHOBEHVS PacrnonoXeHbl B KOHLe, a 60n1ee no3gHero -
B Hauvane. Ecnv pgeno d¢opmupyeTcs nNo pesynbTaTaM pelleHus BOMpoca, TO JAOKYMEeHTbI
pacrionararoTca B Jefie B JIOTMYECKOV MocC/iefoBaTe/lbHOCTY pelleHns Bonpoca. [eno AoKHO
oTpaxaTb UCTOPUIO peLLeHns Bonpoca.

13.14. B rpade «KonmuectBO eAVHUL, XPaHEHUs» YKa3blBaeTCHd KOJIMYeCTBO TOMOB (4en) ¢
OAMHAaKOBbIM 3arosioBKOM. TOJILWMHA OAHOrO Aefia He A0/KHA npesbiwarte 4 cMm (4o 250 nwncros.).
Ecan nuctos 6onbLue, TO Aena NoApasfenstoT Ha YacTu (ToMa), O YeM B 3aro/IoBke Jenia Ha narke
AienaeTcsd COOTBETCTBYHOLLLAA OTMETKA.

13.15. B rpade «CpoKk XpaHeHNs 1 HOMep CTaTbW Mo NepeyuHo» yKa3blBatOT CPOK XPaHEHUS fena U
HOMep KOHKPETHOW CTaTbW B COOTBETCTBUU C «[lepeyHeM TUMNOBbIX YrpaBieHYeCcknX JOKYMEHTOB,
06pasyoLLNXCA B AeATe/IbHOCTU OPraHn3aLynii, € ykazaHeM CPOKOB XpaHeHus». Ecin y fokyMeHTa
HeT KOHKPETHOro CpoKa XPaHEeHUs, ero XPaHaT «40 MWUHOBaHWA HafobHocTtu» (AMH) nan «go
3amMeHbl HOBbIM» (A3H) n B gaHHOW rpade NpoCcTaB/saOT COOTBETCTBYHOLLYIO OTMETKY.

13.16. lMpn rpynnnpoBke JAOKYMEHTOB B Jefla HeOobXOAMMO YUUTbIBaTb CPOK WX XPaHEeHUs,
T. K. JOKYMEHTbI C MOCTOAHHbLIM CPOKOM XpaHeHUs (cBbille 10 f1eT) U BpeMeHHOrQ CPOoKa XpaHeHns
(a0 10 net) He MOryt momewaTbCa B OA4HO Aesio. ECin B OAHOM fene XPaHATCA AOKYMEeHTbI
BPEMEHHOro XpaHeHWs, HO C PasHbIMU CPOKaMW XpaHeHNs, HanpuMep, CPOK XpaHeHUs JOKYyMeHTOB
- 1rog, 3roga v 5 net, To BCe AeNo byaeT XpaHUTbCA 5 ferT.

13.17. CpoK XpaHeHUs ncumcnseTcsa ¢ 1 aHBapsi TOro roAa, KOTopbl cnegyeTt 3a roA40M OKOHYaHKSA
Aena (HanpumMep, CPoK XpaHeHusa Aena, 3akoH4YeHHoro B 2023 rogy, byaeT ncuncnatbes ¢ 1 aHBaps
2024 ropa).

13.18. B rpade «[pumMevaHua» yKasblBaeTcsd AOMNONAHUTENbHas VHbopMauusa o aene (MecTo
XpaHeHWst opurnHana AokyMeHTa, yKa3aHue Ha BO3MOXHbIA CPOK XpaHeHUs 1 T. 4.).

13.19. Nocne TOro Kak NPoOeKT HOMEHKNATYpbl. AeN COCTaBneH (HOAbpb), OH paccMaTpvBaeTCsa Ha
3acefaHny skcnepTtHon komuccum CyplY (manee 3K). CornacoBaHve npoekTa HOMeHKNaTypbl
3akpennseTtca npotokosnom 3K (8o 15 gekabps). %

[MpoeKT HOMeHKNaTypbl AeN opraHn3aunin BNU3UPYeTCA apXBUCTOM YHMBEPCUTETa, Hada/lbHNKOM
AO 1 paboTHMKOM, OTBETCTBEHHbIM 33 BejeH e HOMeHKNaTypbl Ae.

PaboTHMK, OTBETCTBEHHbIA 3a COCTaB/ieHVe 'HOMEHKNATypbl Aefl, HanpasiseT ero (MpoekT) Ha
PacCMOTpPeHMe 3KCMepTHOW KOMWCCUY apXMBHOIO OTAena ynpaBneHWs AOKYMEHTAUMNOHHOro U
NHPOPMaLMOHHOro obecneyeHns AgMuHucTpaunmn r. Cypryta. MNpu HaAN4YMK 3aMmeYdaHny PaboTHVIK,
BHOCUT B HOMEHK/ATypy AeN COOTBETCTBYIOLLME U3SMEHEHNS, YTBEePXAaeT Y peKkTopa 1 oTrnpasaseT
ee B apXvB B [iBYX 3K3eMnaapax.

13.20. ApxmBHbI oTAen AAMUHUCTPaLMK r. CypryTa oTnpaBasieT CornacoBaHHYHO HOMEHKNATYpy Aen
B Cnyxby no genam apxmBoB XaHTbl-MaHCWIACKOro aBTOHOMHOro okpyra - HOrpbl. [locne
yTBEPXAEHNSA OAMH 3K3eMnnap Bo3Bpallaetca B CyplY, a BTopol xpaHutcs B Cnyxbe no genam
apX1BOB XaHTbl-MaHCNNCKOro aBTOHOMHOr0 okpyra - Forpebil.

13.21. HomeHknatypa fen yTBepXxaaeTcsd CPOKOM Ha 5 fnierT.

13.22. Tocne yTBepXAeHUA HoMeHKnaTtypbl (MpuioxeHve 14) o3HaKOMIEHWe C HOMEHK/1aTypoW
ocyuiecrtensercs B C3/.
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13.23. B TeueHMe roZa HOMeHKNaTypa MoOXeT ObITb JOMOAHeHa Aenamu, 0bpa3oBaBLUMMUCS B
pesynbtaTe AeATeNbHOCTU opraHusaumn. s 3Toro B KOHUE KaXAoro pasgena HOMeHKIaTypbl
npeAycMaTpyBatoT HECKOIbKO pe3epBHbIX HOMEepPOB.

13.24. HoBass HOMeHKNaTypa fefl MoXeT OblTb COCTaB/ieHa Mo UCTeYEeHUN MATU NeT UAK paHee, B
c/lydae M3MEeHeHUs LWTAaTHOro pacnucaHns (opraHmsaumoHHon cTpykTypbl) CyplyY. HomeHknatypa
BBOAWTCS B AeCTBMe No npurkasy pektopa CyplY ¢ 1 aHBaps KaneHAapHOro roga.

13.25. HomeHknatypa gen CyplY exerofHO MPOXOAUT KOPPEeKTUPOBKY. [Mocsie paccMoTpeHusa un
cornacosaHua 3K apxumBa CyplY oTKOppeKkTUMpOBaHHaa HOMeHKnatypa Jen HanpasaseTca Ha
coryiacoBaHue 3KCrnepTHOW KoMmuccnm AgmnHucTpaumm r. Cypryra.

13.26. OaMH pa3 B NATb JIeT U B C/lydae CYLWEeCTBEHHbIX U3MeHeHUr QYyHKUMA U CTPYKTYpbl
YHuBepcuTeTa HOMeHKnatypa e/l COrfacoBbliBaeTCs C JKCMepTHO-NPOBEPOYHON MeTOANYECKOwN
KoMumccurer ApxmBHOW cnyx6bbl KOrpbi.

13.27. DNeKTPOHHbIN aHanor HomMmeHknaTypbl gen CyplyY oTpaxaetca B C3/1 v BegeTca B pasgene
«HopMaTumBHO-crpaBoyvHaa nHopmaumsa» (HCU). Cos3paBaTb HOMEHKNATYPY Aen MOXET TO/IbKO
cneymanmct AO nnv MHOM NONb30BaTe b, HAZeNeHHbIV NMpaBamMm AocTyna «OTBeTCTBeHHbIN 3@ HC»
nan - agMuHUcTpaTop. [lpn  KOPPeKTUPOBKE  31eKTPOHHOW BepCUX  HOMEHKNaTypbl  Aen
«OTBeTCTBEHHbIN 3a HCU» vnn agMUHUCTPATOP PYKOBOACTBYHOTCA YCTaHOBNEHHbIMU Ans C3/[
npasunamMm.

14.NMoaroToBKa  Nepepayva AOKYMEHTOB B apxus Cyply

14.1. MoaroToBKa Aen 1 JOKYMEHTOB K nepejaye B apxXnB BKAKOYAET B Ceb4:

-  cUcTeMaTU3aumio AOKYMEHTOB B Aenax;

— rpoBefeHne 3KCnepTn3bl LEHHOCTU JOKYMEHTOB B Aenax;

- odopmneHue pen;

— COCTaBNeHue akTa rnepejaydn gen CTpykKTypPHOro rnojpasgeneHus.

14.2. NoAroToBKy nepeAavn AOKYMEHTOB B apXMB-OCYyLLeCTBASET PAabOTHUK, OTBETCTBEHHbIM 3a
LOKYMEHTO060pOT B CTPYKTYPHOM MOApa3jeNieHn N pyKoBOAUTENb NOApPa3AeneHuns.

14.3. Tpu cuctematm3aumm B Aenax AOKYMEHTbl PacnonaraldT B XPOHOJIOrMYeCKOWn
nocnefoBaTeIbHOCTW, 06pPAaTHOM TOW, KOTopas bbl1a yCTaHOBEHa B Nepuos obpasoBaHua aena. B
Ha4ane ena (CBEpXy) pacnosiaratoT Cambli PAHHWI AOKYMEHT, B KOHLi (BH3Y) - CaMblli MO3AHWIA.
14.4. PeweHne 06 O0TOOpPE AOKYMEHTOB Ha apXMBHOE XPaHeHVe UAn O BblAeNeHUN SOKYMEHTOB K
YHUUTOXEHWIO B CBA3W C UCTeYeHneM CPOKOB XpaHeHUst MPUHUMAaeTCA No pe3ynbTaTaM NpoBeseHNs
3KCNepTm3bl LEeHHOCTU JOKYMEHTOB. \

14.5. Ana npoBejeHust 3KCnepTn3bl LLeHHOCTX. JOKYMEeHTOB MO Npukasy pekTopa co3gaetcs 3K, B
COCTaB KOTOPOV BXOAAT He MeHee TPEX YenoBek, B 0683aTe/IbHOM MOpsAKe — apXMBUCT, PabOTHUK
AO. Mpeacepatenem KOMUCCUU ABASIETCS MEPBbIA MPOPEKTOP.

14.6. OcHOBHble 3aga4n U dyHKLUUM DK 6onee noapobHO oTpaxeHsbl B MNCIM1-8.13 «MonoxeHne 06
3KCMEePTHOM KOMUCCUW apXBa».

14.7. TlepBUYHYHO 3KCNEepTU3y LIEHHOCTV JOKYMEHTOB MpPOBOAUT pPabOTHUK MoApasAeneHus,
OTBETCTBEHHbIV 33 AOKYMEHTO060pOT, Ha OCHOBE MPUHLMNMOB KOMMAEKCHOCTN N BCECTOPOHHOCTU
OLleHKN AOKYMEHTOB N B COOTBETCTBUWN C KPUTEPUAMU MPOUCXOXAEHNS, COAEPXKAHUSA, BHELUHUNX
0COH6EeHHOCTeN JOKYMEHTOB:

—  POJib U MECTO OpraHM3auumn (n1ua) B CUCTeMe rocylapCTBEHHOrO ynpasieHUsa Niv KOHKPeTHOM
oTpac/n, 3HAYNMOCTb BbIMONHAEMbIX eto (M) GYHKLNIA;

—  BpeMs 1 MecTo 06pa3oBaHNSA JOKYMEHTOB;

—  3HAUYMMOCTb COBBLITUS (ABNEHNSA, MPeAMeTa), OTPAXKEHHOIO B JOKYMEHTaXx;
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— 3HayeHue cojepxallernca B AOKyMeHTe MHPOopMaLIMK, ee NMOBTOPeHVe B APYrnX AOKYMEHTaX,
LiesieBoe HasHayeHue, BUA N PasHOBUAHOCTb AOKYMEHTa;

— ropuamyeckast J0CTOBEPHOCTb AOKYMeHTa (Hann4yve nognuncein, AaT, neyarten);

—  Ha/ln4ue pe3ontoLmia, MOMETOK;

—  0COBeHHOCTV nepeAauyn TekcTa;

—  0COB6eHHOCTU MaTepuasibHON OCHOBbI AOKYMEHTA;

—  0CO6eHHOCTN PU3NYECKOro COCTOSHUSA JOKYMEHTa.

JKCnepTM3a HAy4yHOW W MNPaKTUYECKOM LEeHHOCTU  JOKYMEHTOB  JO/MKHA MPOBOAUTLCA
cncTtematTnyeckn. KOHKpeTHble CPOKU XpaHeHUs [LOKYMEHTOB YCTaHaB/MBAKOTCA Ha OCHOBaHUN
nepeyHen AOKyMeEHTa/bHbIX MaTepmnasioB C yKa3aHMEeM CPOKOB XPaHEHUs Pas3/INYHbIX KaTeropui
A OKYMEHTOB.

14.8. 3kcneptmMsa LEHHOCTWN [OKYMEHTOB [MOCTOAHHOIO W BPEMEHHOro CPOKOB XpPaHeHWA
NPOBOANTCA €XeroAHo, Mpm 3TOM 0THOP JOKYMEHTOB MOCTOAHHOIO CPOKA XPaHEH WA MPOBOAUTCSA Ha
OCHOBaHWW HOMEHK/aTYPbI e C MOJINCTHLIM MPOCMOTPOM.

14.9. lpn NONUCTHOM MPOCMOTPe Jesl MOCTOAHHOrO CPOKa XPaHeHUs noanexar WU3bATUR
Ayo6nvpyrolme 3k3eMnaspbl  JOKYMEHTOB, YEpPHOBWKMK, KOMUW AOKYMEHTOB W [JOKYMEHTbl C
BPEMEHHbLIMV CPOKaMN XPaHEHUS.

14.10. PykoBoamnTeNb CTPYKTYPHOrO nojpassaeneHns (MM OTBeTCTBEHHbIA 3a JOKYMEHTOO6opOoT B
noZpasgeneHunm) ocyLecTsnset opopmieHe gef, KOToOpoe BKAKYAroT B Cebs: |

—  MOALUMBKY Aienia B TBepAyro 06JIOXKKY N3 KapTOHa Ha 4 Mpokosia 6e3 MeTaanuyeckmx 3aXKMmMoB (C
BepPeBOYHbIMU 3aBSA3KaMN) UKV NnepenneT JOKyMeHTOB AeNa;

—  Hymepauuio NCTOB JAena 4YepHbiM rPadUTHBLIM KapaHAaloM B [PaBOM BEPXHEM Yriy
apabckmmu umdpamu;

— COCTaB/leHWe 3aBepUTe/IbHOV Haanucu fena - NUCT-3aBeputens (MpunoxeHve 15) ana gen
MOCTOAHHOIO CPOKa XpaHeHWs;

—  COCTaB/iIeHVie BHYTPeHHeN onncn AokyMeHToB Aena (MpunoxeHve 16);

— BHeCeHVe HeObXOAMMbLIX YTOYHEHWV B PeKBU3UTbl OBNOXKW Jena (yTOUYHeHVe Ha3BaHUdA
CTPYKTYPHOrO NoApasjeneHuns, ecii OHO MeHSA0CHL U T. M.).

14.11. Hymepauuma NMCTOB OCYLLECTB/IAETCA MO C/1eyoWwmM NpaBuiam:

—  JINCTbl Aen, COCTOALMX U3 HEeCKONbKUX TOMOB MAWN_YacTel, HYMepyrTca Mo KaXAomy Tomy
OTAENbHO;

— ¢oTorpaduun, Amarpammbl U Apyrne  WANKOCTPALUUOHHbIE AOKYMEeHTbl, MpeAcTaBastoLme
CaMOCTOATE/IbHbIN JINCT B Aene, HYMepyrTca Ha 060pOTHOWM CTOPOHE, Ha BeEpXHEM NoJe JINCTa;

—  CNOXeHHbIV nncT (popmata A3, A2, A1) pa3BopayumBaeTcs U HymepyeTcs B MNPaBOW 4acTu
BepxHero nons nucta. Npu 3TomM amMct nboro opmaTta, NOAWUTBLIV 3a cepeauviHy, NoAIexmT
nepeLUnBKe 1 HyMepyeTea Kak O4UH JINCT;

—  NOALWNTbIE B /10 KOHBEPTLI € B/IOXEHNAMU HYMEPYIOTCA: BHavane HyMepyeTca caM KOHBepT,
3aTeM ovepesiHbIM HOMEPOM — KaX/j0e BIOXEHVE B KOHBEpPTE;

—  NOAWWTbIe B AeN0 AOKYMEeHTbl C COOCTBEHHOW Hymepauuein NUCTOB (BKAKOYAs MeyaTHble
N34aHNS) MOTYT HYMepPOBaTbCs B 06LLeM NOPsAAKe NN COXPaHSATbL COBCTBEHHYO HyMepaLuto, ecnu
OHa COOTBETCTBYET NOPAAKY PACNONOXEHWNSA INCTOB B Jene;

—  Npuv o0BbHapyXeHnn 60/bLLOro KoanyecTsa owmnbok (6onee 50 %) B Hymepauum NUCTOB Aena
NPOBOAMUTCA NX NepeHyMepauus. B 3ToM ciyyae cTapble HOMepPa 3a4epKUBatOTCA U PAAOM CTaBUTCA
HOBbIVI HOMep, B KOHLIe Jena COCTaBNAETCA HOBbIA /INCT-3aBEpPUTENb, MPU 3TOM CTapbIvi NCT-
3aBepuTesb 3a4epKMBaAETCSH, HO COXPaHAETCA B Aefie.
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14.12. BHyTpeHHASA ONnUCb JOKYMEHTOB OCYLLIeCTBAARTCA AN ydeTa JOKYMEHTOB e/l MOCTOAHHOIO U
BPEMEHHOro XpaHeHWs (MprKasbl MO OCHOBHOW JAeATEe/IbHOCTW, MPWKasbl MO JNYHOMY COCTaBY,
NIYHbIe gena u T. 4.) n gen, cbopMNMPOBAHHbLIX N3 JOKYMEHTOB, 3aro/ioBKM KOTOPbIX HE PacKpbiBarOT
KOHKpeTHoe cojiep>XXaHve JOKYMeHTOB.

14.13. Ana nepeaayn AUNJIOMHbIX paboT B apXxMB COCTABAAETCA ONncb Mo Gopme, NpeacTaBAeHHOM
B [punoxeHun 17, Ana NNYHLIX Aen CTYAeHTOB, ANA AeNl No IMYHOMY cocTaBy - [NpunoxeHue 18.
NIncTbl onNney HyMepyrTCa OTAeNbHO U NOAKasbIBAtOTCA B AeN0.

14.14. O6n0xKa Aena BKYaeT B cebs cneaytoLLyto 0653aTeNbHY 0 MHbOpMaLMi:

- HauMmeHOBaHWe opraHusaunu;

— HauMeHOBaHMe CTPYKTYPHOro nojpasjeneHus;

—  WNHAEeKC gena;

—  HOMep TOMa (ecn Takow nMeeTcs);

— 3aro/oBOK Jena;

—  [AaTbl Hayana 1 OKOHYaHus aena;

—  KONMNYeCTBO JINCTKOB;

—  CPOK XpaHeHusa aena.

Obpa3sey, opopMneHna 0610XKN Aena npeactasneH B [MpuioxeHnn 19.

14.15. B KaXAoM CTPYKTYpPHOM MoApasjeneHnn opraHm3aumm COCTaB/IATCA | aKTbl MpUEMa-
nepegaun fen B apxus (Mpunoxenne 20), onucn gen ANA . MNOCTOAHHOMO \CPOKa XpaHeHWA
(MprnnoxeHwne 21).

14.16. Ha [OKYMEHTbl C WCTEKLMM CPOKOM XpPaHeHWA COCTaBASAETCA aKT O BblAeNeHnn fen K
YHUUTOXEHUIO (MprnoxeHne 22), KOTOPLIV cOriacoBbiBaeTes ¢ yneHaMmm 3K rnocne nposeseHus
3KCNepTm3bl LEeHHOCTU JOKYMEHTOB.

14.17. Mpwn nepesaye aen CTPYKTypHOro noapasfeneHna B apxms B aKT BHOCATCA 3aro/ioBKW Aen B
COOTBETCTBWNM C HOMEHKNATYpPOW Jen.

14.18. MNepeaaya Aen B apxms NPOUCXOANT Ha OCHOBAHU aKTa Npuéma-rnepeaadn Aen B apxms.

15. OTBETCTBEHHOCTh

15.1. OTBeTCTBEHHOCTb MO 3Tanam rnpouecca «YnpasneHne LOKYMEHTOO60pOTOM» MpuBeLeHa B
MaTpuLe OTBETCTBEHHOCTN:

-

ManVI La OoTBeTCTBEHHOCTU

Ne HavnmeHoBaHue [loapaspeneHue/[oMKHOCTHOE INLIO
n/ noanpouecca OTBETCTBEHHbIV Peanusyowuii CoucnonHutenb | HpopmMmupyembivi
n
1 YnpasneHue PekTop,
BXOAsLLEN JokymentoBeg AO | JlokymeHTOoBes AO PaboTHuk AO OTBETCTBEHHbI
LOKyMeHTauuer NCnonHnTesNb
2 KoHTponb PaboTHuK AO, PaboTHuk AO,
MCNONHEeHUSA cekpeTapb COoBeTa, | CcekpeTapb COBeTa, PexTop
JOKYMEHTOB 3aceflaHnNsa U T. 1. 3aceflaHnNs U T. M.
3 YnpasneHve
ncxoasLLen
AoKyMEHTaUNeN ABTOp fOKYyMeHTa JokymeHTtoBeg AO
npu oTnpaske BO
BHeLlHWe
opraHv3sayumn
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4 PekTop,
NPOPEKTOPbI,
YnpasneHve PaboTHwMK AO, Pop P
o pykoBoauTeNn
JABVDKEHVIEM OTBETCTBEHHbIN 3a | Bce cTpyKTypHbIe
HauanbHnk AO CTPYKTYPHbIX
LOKYMEHTOB BHYTPWU LOKYMeHTo060pOoT nogpasaeneHus o
noapasaeneHui,
YHuBepcuTeTa B noJpasjeneHnn o
OTBETCTBEHHbIN
NCNONHUTENb
5 OTBeTCTBEHHbIN
3a
YnpasneHue OKYMeHT0060p0 PykosoguTenb
HOMEHK}'IaT ol ApxmBuCcT ApxuBapuyc, o TB ’ cz |<T'cL HoOro
yp P PaboTHuK AO PYKTYP
aen noApaszeneHnu noApasgeneHuns
(pykoBoanTenb
noApasjeneHus)
6 OTBeTCcTBeHHbI 3@ | OTBETCTBEHHbIN 33
MoarotoBKa u
[LOKYMEHTO060pOT | AOKYMEHTO06opoT
nepegavya ApX1BUCT,
B nogpasjeneHnu B nogpasjeneHnn
[OKYMEHTOB B ApxuBapwnyc
2oxVB CVOrY (pykoBoauTENb (pykoBoauTenb
P yp nogpasaeneHus) nogpasaeneHus)

15.2. HasHayeHVe OTBETCTBEHHOrO 3a [AOKYMEHTOO060pOT B CTPYKTYPHbIX MOApa3gefieHnsax
YHuBepcuTeTa OCYLLeCTBAAETCA Ha OCHOBAHWUW CNYXeO6HOW —3anuckn pykosoauTens. Ecan
OTBETCTBEHHbLIA 33 JAOKYMEHTOO6OpOT B  CTPYKTYPHOM . NOApasfeneHu He Ha3HauyeH,
OTBETCTBEHHOCTb HECET PYKOBOAWTE/Ib 3TOI0 CTPYKTYPHOr 0. MoApasaeneHus.

15.3. B cnyyae yBonbHEHUS, yXo4a B OTNYCK, YObITVSA B KOMAaHAVPOBKY UM MepeMeLLieHNs Ha APYryro
AOMKHOCTb PabOTHVKA, OTBETCTBEHHOIO 3a AOKYMEHTOOOOPOT B CTPYKTYPHOM MOApasjeneHnm, Bce
NMeloLLMEeCs y Hero JOKYMeHTbI 1 Aiefia, He3aBMCMMO OT BUAA HOCUTENA, NepesatoTca No yKa3aHuio
PYKOBOAUTENSA CTPYKTYPHOro noApasfeneHus ApyroMmy paboTHUKY. PaboTHWMK, B CBOK O4vepepb,

06513aH NPUHSATL Mepbl K X CBOEBPEMEHHOMY VCMOMHEHNUIO.

16. YnpaBsieHMe pucKaMu B npoLecce ynpasneHns AoKyMeHTaumeri

16.1. B npouecce «YnpasieHne JoKyMeHTO060pOTOM» MOTYT BO3HUKHYTL PUCKM, B 3aBUCMMOCTA OT
BMAA KOTOPbIX HEOB6XOAMMO NPeANPUHATE MePbI MO X YCTPAHEH WO 1 NPesOTBPALLEHUIO:

BuAbl pUCKOB U NYTU NX NPeAOTBpaLLEeHus

Crnoco6bl
Puck YcnoBuA nosiBfieHUs Cnoco6bl ycTpaHeHUs
npeaoTBpaLieHus
JokymeHT — He BbINOHATCH - pejakTnpoBaHue - paspabatbiBaTb
cocTasJ/ieH TpeboBaHWA K CTPYKType JOKYMEHTa C y4eToM AOKYMEHT B COOTBETCTBUM
HeBepHO JOKYMeHTa TpeboBaHWi can;
— KOHCY/NIbTUPOBaHMe C
AokymeHToBegom AO
OTcyTCcTBME - OTCyTCTBME - pa3paboTka un - 3abnaroBpemMeHHo
corjiacoBaHum YTBEPXAEHHOro MapLUpyTa | BHeApeHue MapLupyTa B pa3pabaTtbiBaTb MapLUpyT
AOKYyMeHTa ABVXKEHUS [OKYMeHTa a4 AN BHepeHWs ero
pyKoBOAUTENS agMmHuctpatopom C3/1 B
nogpasjeneHuns nporpaMmmy
OdopmneHue - NOAroTOBKa AOKYMEHTa — MogrotasnvBaTth - opopmMneHne JOKyMeHTa
AOKYyMeHTa JeHb B JeHb JOKYMEHT He rno3sjHee, 3abnaroBpemMeHHo,
HapyLueHnem yeM 3a 3-5 paboumx gHel | yunTbiBas CPoK 1 pabounia
CPOKOB




C Cypry

CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 23 13 52
Cnoco6bl
Puck YcnoBuA nosiBfieHus Cnoco6bl ycTpaHeHUs
npeaoTBpaLlieHUs
[0 Hayana Kypcos, AeHb A5 KaXAoro
MepOonpuUATLA N Ap. corsiacyroiero
HevcrnonHeHnune - nonyyeHmne JOKyMeHTa - MOAroToBKa OTBETA B — B CJ1ydae yTBepXAeHHbIX
[JOKyMeHTa B CPOK | A€Hb B [ieHb; KpaTuariime cpoku; [aT NMOAroTOBKM OTYETOB, U
(BxoasLLas Apyroi nHdopmaumn
AOKYyMeHTaums) - nonyyeHme LOKyMeHTa - 3anpoc nHdopmauum oT | He0b6XoAMMO
yXe C npoLleLlein AaTol; ajpecaHTa o 3a61aroBpeMeHHO
BO3MOXHOCTU noAroTaBANBaTh
KOPPEKTUPOBKN AaTbl; nHpopmauuio;
— OTCYTCTBME VUCMOMHUTENSA | — B C/ly4ae OTCyTCTBUA — KOHTPOJIb CPOKOB
(oTnycK, KOMaHANPOBKA U WCMOJIHALWEro WCMOJIHEHWA AOKYMEHTa Co
ap. 06593aHHOCTH, CTOPOHbI NCNONHUTENSA
MCMoJIHEHVE JOKYMEHTa
BblLLECTOALLNM
pykoBoauTenewm;
— Hanpas/ieHVe OTBeTa - opopmneHue oTBeTa B | — CBOEBPEMEHHO
HanpsMyto aBTopy 6e3 co4. NOArpyXaTb MHPOPMALMIO
OTMEeTKM 06 NCMONHEHUN B 06 ncnonHeHnn B C3/4
C3/.
YTpaTa (mopua) | - xpaHeHWe JOKYMEHTOB He | — opopmeHue — Ha3HayeHwne
JOKyMeHTaumm B COOTBETCTBUN C JOKYMEHTOB B OTBETCTBEHHOro N1La B
HOMeHKNaTypon aen COOTBETCTBUM C nogpaszenieHnsax 3a
HOMEeHKIaTypoWn Aen XpaHeHne LOKYMEeHTOB
MoTeps — XpaHeHue [OKYMEHTOB B | — opopmMneHne n — CBOEBpEeMeHHas
[JOKyMeHTOB nogpaszenieHnu nepezava OKYMEHTOB B nepezava Ha NOCTOSAHHOE
MOCTOAHHOIO CPOKa apxus Cyply XpaHeHVe fen B apxvBs
XpaHeHWs n Cyply
BpeMeHHoro 4o 50 -
net XpaHeHus
CTPYKTYPHbIMUA
noApaszgeneHnNAMun .
JlokymeHT HE | = K JOKYMEHTY MHOTO - AOpaboTKa AOKYMEHTa; | — BbIMOJIHEHME BCEX
APUHAT  YYEHbIM | 3aMeYaHuii, 3aMeYvaHuns - AOpaboTka AOKYMEeHTa TpeboBaHWN N y4eT BCeX
COBETOM WA | 3aUHTepecoBaHHbIX CTOPOH YyCNOBWUIA peanmsaumm
CoBeToM Nno | He y4YTeHbl; npouecca;
KavecTsy — He BbIMNOJIHATCS — BbINOJIHEHWE BCEX

TpeboBaHWA K CTPYKType U
0bOpPMAEHNIO AOKYMEHTA

TpeboBaHWn K CTPYKType 1
0bOPMAEHNIO JOKYMEHTA

17. BsaumogperictBme ¢ gpyrnmum npoueccamu CMK

16.1. lNpouecc «YnpaeneHve [LOKYMEHTOOOOPOTOM» B3aVMOZENCTBYeT CO BCeMM npoLeccamu,
npotekaroLwmmu B Cyply.
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MprnnoxeHne 1
Bbnok-cxema noanpouecca «YnpassneHne BXoasLleil AOKYMeHTaLuem»

Hauvano

v

| MonyyeHne JoKyMeHTa

Het
Aa JloKyMeHT nosnyueH
Mo noyte uan — MonyyeHvie AOKyMEHTOB Mo
¢ N0CTaBNeH 3NeKTPOHHOW nouTe, pakcy
Het
OTnpagka 06paTHO -D'OCTaB“eH;-’ no
| agpecy?
aapecarty (nony4aTento) apecy Her
BEeOMEHN
veeaomnerme <« JoKyMeHT nonyyeH
oTnpasuTens
¢ ha pasnte 6e3 ownbok?
06 ownbke
[Ja
YnakoBka *
; —»| Cocraeneqve [, Ja
NOBpeXAeHVAMMN? -
3arpyska JoKymMeHTa
Rec|
KoHBepT He - Mo
BCKpbIBaeTCs Ha pokymeHTe ecTb OxunaaHne NOBTOPHO T

rpyd «/TM4HO»,
«[ACIM»

OTMNPaBKW JOKYMeHTa

v

Mepeaaya fokymeHTa ¥

R aapecarty BckpbiTre KoHBEpTa

A

Her MoakanbiBaHne KOHBepTa K

KoHBepT MOXHO — > LOKYMEHTY

YHUUTOXUTb?

KoHBepT yHnuUTOXaeTCst

CraBunTCA OTMETKa O nocrtynneHunn

A

Het

JlokyMeHT noanexuT
perucTpaunm?

. 2 Aa
| Perunctpaumnsa aokymeHta B C3/ |
v
| MNepepaya JOKYMEHTOB Ha pacCMOTPeHMe pekTopy |
A 4
| O6paboTka pesontounn gokymeHToBegom AO |
\A

OTnpaska AOKyMeHTa Ha
03HaKoM/eHue

OTnpaska Ha
NCNoSIHeHne?

CamocTosTeNbHbIl
KOHTPONb
ncnonHuTenem

[lokyMeHT TpebyeT
KOHTPOJIS NCMONHEHUS!

[MocTaHoBKa Ha KOHTPO/1b,
npoBepka NCcnoaHeHusA

» KoHeL

A
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MpunnoxeHne 2

bnok-cxema nognpouecca «KoOHTPo/b NUCNOSTHEHUSA AOKYMEHTOB»

YcTaHaBAMBAETCs CPOK UCMONHEHNS
[OKYMeHTa B pabounii AeHb,
npeaLLIecTByoLLmMI Hepaboyemy

v

JoKymeHTbI, TpebytoLLne KOHTPOS

v

Het

YcTaHaBNMBaeTCs CPoK

CpOK NCNONHEHWsA AOKyMeHTa B COOTBETCTBUU C

CHSATNE JOKYMEHTa C KOHTPOAS

onpeaenen? TpeboBaHUAMY
A
Na
CpOK NCNONHEeHNA AOKYMEeHTa
<+ NPVXOANTCS Ha Hepabounii
neHk?
Na
JloKyMeHT OTHOCKTCA K
obpalleHVam rpaxaaH?
N
OpraHun3auma paboTbl MO MCMOAHEHWIO
[lOKyMeHTa C OTBETCTBEHHbIM UCMOAHNTENeM P
-
6 Her NHbopmmpoBaHme
HAokymenT Gypet —> BblILLECTOALLEero >
NCMOJIHEH B CPOK?
pykoBoauTens
[la
[a
5 JosejseHune
<4+ KYMEHT NCMONHEH?
Aokyme cnonte NHpopmMaLun Ao >
pekTopa

v

CocTaBneHue otyeTa no KOHTPONHO
NCNONHEHNA AOKYMEHTOB
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YnpaBneHmne fO0KYMeHTO060pOTOM
CTp. 26 N3 52

MpunnoxeHne 3

Bnok-cxeMma nognpouecca «YrnpaB/ieH1e ncxoasiuein JoKymeHTaumei
npuv oTNpaBKe BO BHELLHWE OpraHM3aLum»

Havano

Moarotoska NnpoeKTa AOKYMeHTa OTBETCTBEHHbIM UCNONHNTENEM

v

CornacoBaHwue npoekTa JoKyMeHTa PyKoBOAWUTeNeM CTPYKTYPHOIO
nojpasjeneHns, HauanbHVIKOM yrpaBieHus (3aBejyoLnMm, AMPeKTOpoM)
B C3]

v

CornacoBaHue npoekTa AokyMeHTa fokymeHToBeAoM AO B C3/]

v

MoanucaHme agokymeHTa Ha bymare (nocne BHeApeHusa SLIM B C3/)

v

Peructpaums gokymeHToBegoM AO Ha bymare (nocsie BHeaperus LM B Cpok 1 paGounid
C3/], aBTOMaTN4eCKN)

Cpok 1 pabounii

Cpok 1 pabounii

Cpok 1 pabounii

A

v

oTn paBKa AOKYMEHTOB CcOrnacHo

TpebyeTcs oTnpaBKa yTBEpXAEHHOMY rpaduky B AO

opurvHana AokymeHTa
noyTon?
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bnok-cxema nognpotecca

MpnnoxeHune 4

«YnpaBneHue ABMKEHNEM LOKYMEHTOB BHYTPM YHUBepPCMTETa»
MpwrKasbl, pacnopsi>KeHNA No OCHOBHOM AeATEe/IbHOCTH

Hauvano

v

Pa3pa60TKa AOKYMeHTa OTBETCTBEHHBLIM NCMOJIHUTENEM

-
l
CornacoBaHwe JoKyMeHTa C
PYKOBOAUTENAMMN CTPYKTYPHBIX
la [JoKyMeHT co3gaH HeT NoApaszeneHnii n
¢ no MapLpyTy? I 3aMHTepecoBaHHbIMY ANLAMUN
(AO 1 MO 3agaHbI Nporpammori
aBTOMaTUN4ecKku)
Het
JlOKyMeHT [lopaboTka
cornacosam? AOKyMeHTa

MNepepaya Ha NOANUCL JOKYMeEHTa AokyMeHToBegom AO

v

Perncrpaumnsa gokymeHta B C3/] fokymeHToBeZ0M AO

v

Paccbl/ika 4OKyMeHTa COrIacHO CO3AaHHOMO MapLupyTa

[loKyMeHT KacaeTcs
601bLUOro Kpyra amu?

PasmelleHre gokymeHTa Ha caiiTe Cyplry

v

XpaHeHWe opurnHana gokymeHta B AO cornacHo HoOMeHKnaType
aen

v

( KoHel, |«




C Cypry

CMK Cypl'y AM-5.13.1-24

Pepakuma Ne 1

YnpaBneHune oKyMeHT0060poTOM

CTp. 28 N3 52

Mpukasbl N0 IMMHOMY COCTaBy

< Hauano >

Pa3spaboTka ZloKyMeHTa paboTHUKOB OTAeNa Nno paboTe ¢
nepcoHanom

Y

Mepesaya AOKYMEHTOB Ha NOAMNUCL PEKTOPY

\ 4

Perncrpauus 4oKyMeHTa B 0TAe/e Nno paboTe ¢ NepcoHanom

l

YBegomneHne 06 n3gaHnm Nprikasa pyKoBOANTENst CTPYKTYPHOIO
noApasgjeneHuns, B KOTOPOM paboTaeT paboTHMK, Ha KOTOPOro
pacnpocTpaHsieTcs AeicTBMe NprKasa

A

O3HakoMeHVe paboTHMKA C MPUKA30OM MOZA POCTNCh

N

XpaHeHve Npukasa B oTgene no paboTe C NePCOHaIOM

C (oen D




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 29 n3 52

NMoBecTKa, NPOTOKOJ1 U BbINUCKaA N3 NPOTOKOJ1a 3acefaHunsa

< = D

3asiBKka oT y4yacTHUKa, yKasaHuve npeacegatens

HeTt

!

(DOle/IPOBaHI/Ie noBeCTKN AHA

'

yTBep)KAeHI/Ie NoBeCTKN y npeacepatens

MosecTka yTBEpXAeHa?

OTI'IpaBKa AOKYMeHTa Ha O3HaKoM/1ieHne BceM
vyacTHMKaM 3aceaaHuns

v

O¢opmneHme NpoTokoa 3acefaHus

v

MoAnucaHune NpoTokoa npegcesatenem

'

@OpMI/IpOBaHI/Ie BbINMNCKN U3 NPOTOKONa ANA KaXAoro
AOJDKHOCTHOr o nnua, KOTOprI7I yKasaH B npoTokone

it 5

Paccbliika BbIMMCKN

PeleHne no ntoram 3acefaHunst HOCUT
pacrnopsanTenbHbI xapakTep?

[lokyMeHT TpebyeT KOHTpoNs
NCMONHEHNA?

v "

MocTaHoBKa AOKYMeHTa Ha KOHTPO/1b

v

XpaHeHve NpoTokona y cekpeTaps

v

i em D

A

JopaboTka nosecTkn




CMK Cypl'y AM-5.13.1-24

\ Pepakuma Ne 1
O Cypry YnpasneHune fOKYMeHT0060poTOM

cTp. 30 n3 52

MpnnoxeHne 5

Bnok-cxema nognpouecca «YnpaBseHne HOMEHK/IaTypoi aen»

=

CocTaBnieHve pacnopsixeHuns «O NpeAocTaBneHUn
NpoeKkTa HOMeHKNATYpbl Aes» (OnncK)

v

Paspa6oTka onucei CTpYKTYPHBIMU MOApa3jeieHNsIMU

Mepepaya onucein B Apxus Cyplry

v

A

MpoBepka onuvcei apXnBMUCTOM

Onuncy cooTBETCTBYIOT TPe6OBaHUAM? [lopa6oTka onuceit

MozroToBKa NpoeKkTa CBOAHOW
HOMeHK/IaTypbl Aen

Hos6pb

'

CornacoBaHwue npoekTa CBOAHOW
HOoMeHKnaTypbl gen ¢ 3K Apxmsa Cyply

Lo 15 pekabps

\ 4

CornacoBaHue HOMeHKNaTypbl
Aen c Apxmsom r. Cypryta /3NK |
ApXuBHOW cnyx6bl FOrpbl \

l \

Het

[JlokyMeHT cornacosaH?

A 4

JopaboTka
AOKYMEeHTa

YTBepXAeHWe CBOAHON HOMEHKNATypbl Ae/l PeKTOPOM

v

dopMMpoBaHMe HOMEHKIATYpbI
aen B Co/

v

KoHel,




C Cypry

CMK Cypl'y AM-5.13.1-24

Pepakuma Ne 1

YnpaBneHmne fO0KYMeHTO060pOTOM
cTp. 31 13 52

MpnnoxeHne 6

Bnok-cxema nognpouecca «fMoarotoBka v nepegaya gen

NOCTOSAHHOrO0 CPOKa XPaHeHUs B APXUB»

o D
v

CocrtaBneHve pacnopsxeHuns «0 nepejade Aen NOCToAHHOro
CDOKa XpaHeHust B ADX1B»

v

OT60p Aen n cmctemMatnsauna JOKYMEHTOB B Ae/ie CTPYKTYPHbIMU nojpasieneHnamMmuy

v

JKCnepTm3a LeHHOCTY AOKyMeHTOB Apxmnsom Cyply

Het

Bo3BpaT Aen B CTPYKTYpHble
noapaszeneHus

JlokyMeHTbI nognexar
nepegaye B Apxme?

v g

Moawwneka gen Crl

MoarotoBka CTPYKTYPHbIMU NoApa3geneHnaMmm 4JOKyMeHTOB
Ha 6yMa)KHOM HocuTene And nepejadn B ApXI/IB

v

CocTaBneHne BHyTpeHHel
onwcu gen CN

4

Hymepauus nmctoB Aen 1 opopmaeHne n1ctTa-3aBeputens
nena CM

v

OdopmneHne ob6noxkun gena Crl

e, g

CoctasneHwne CI1 akTa 0 npréme-
nepegade gen B ApXus

v

Mepepaya fen B Apxns

v

PopmurpoBaHme ApX1MBOM CBOAHOV
NHOPMaLMK Mo NoAPasAeNeHNsaM O
KoAnuecTBe nepesaHHbIX gen

-

)4

MHpopmmposaHme
Her pykosoauTtens CI o6

—_— OTCYTCTBUW A€/l MOCTOSIHHOTO
CpoKa XpaHeHust

MepenaHbl Bce
Aena

v~

KoHner



CMK Cypl'y AM-5.13.1-24

O Cypry YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 32 13 52

NHAeKCbl CTPYKTYPHBIX NogpasaeneHunia
CypryTcKoro rocysapcTBeHHOro yHUBepcuTeTa

MpunnoxeHne 7

Ne n/n | HaumMeHoBaHMe CTPYKTYPHOro nogpasgeneHuns NHpexc
noApasgeneHuns

1. | PEKTOP 01

2. | YYEHbIV CEKPETAPb 01-01

3. | MPABOBOW OTAEN 01-03

4. | NEPBbIN MPOPEKTOP 02

5. | OTAEN NO PABOTE C MEPCOHAJTOM 02-01
CEKTOP ATTECTALUMW KAAPOB N HATPA/L

6. | AAMVWHNCTPATUBHbIN OTAEN 02-02
APXVB

7. PEFI/IOHAﬂbHE)II/I PECYPCHbIV LLIEHTP MOBbILLEHNSA YPOBHA 02-03
PNHAHCOBOW TPAMOTHOCTW HACEJIEHWA XMAO-HOTPhbl
OTAEN MO OPTAHN3ALN TTPUEMA OBYYAROLLINXCA 02-04

9. | YNPABNEHWE OBLLECTBEHHbIX CBA3ENA N UHGOPMALLMOHHO- 02-05
N3AATENbCKOW AEATENBHOCTIU

10. | MEAVALIEHTP

11. | LEHTP KAPBbEPbI

12. | SAATE/IbCKUM LIEHTP

13. | MEXAYHAPO/HbIN OTAEN

14. | OTAEN COMPOBOXAEHWNSA MEPOMPUSATUI

15. | MPOPEKTOP NO HAYKE U TEXHONOIrMAM 03

16. | HAYYHbIV OTAEN 03-01

17. | LEHTP KOJNEKTUBHOIO MNMOJIb30OBAHNA 03-02

18. | BUBIMOTEYHO-MHOOPMALIMOHHbIN LIEHTP 03-03

19. | ANPEKUNA MPOTPAMMBbI «[IPUOPUTET 2030» D 03-04

20. | MPOPEKTOP MO ®VIHAHCOBO-9KOHOMWUYECKOW AEATENIBHOCTU U 04
MMYLWECTBEHHOMY KOMMNJEKCY \

21. | PUHAHCOBO-3KOHOMWYECKOE YMPABAEHWE 04-01

22. | OTAEN OPTAHWU3ALUMW TPYJA V1 3SAPABOTHOW MJIATHI 04-02

23. | YOPABNEHVNE NMYLLECTBA N MATEPVANTbHO-TEXHNYECKOIO 04-03
OBECNEYEHUA

24. | AADMUHUCTPATVIBHO-XO3AMCTBEHHbIV OT/E/ 04-03-01

25. | JIOrOBOPHOW OTAEN 04-03-02

26. | OTAEN OPTAHN3ALMK 3AKYTIOK 04-03-03

27. | YOPABNEHWE BYXTANTEPCKOIO YYETA 04-04

28. | OTAEN YYETA PACYETOB 04-04-01

29. | OTAEN HAYMCIEHNSA 3APABOTHOW MIATbI U COLMANBHbBIX NNATEXEWN 04-04-02

30. | OTAEN YYETA JOXO/10B I MATEPUAJIbHBIX LIEHHOCTEIA 04-04-03




\ CMK Cyply An-5.13.1-24
O Cyp ry Pepakums Ne 1
YnpaBneHmne fO0KYMeHTO060pOTOM
e CTp. 33 13 52
31. | NPOPEKTOP MO MOJIOAEXXHO NOJINTUKE 05
32. | OTAEN NO COUMANBHOW NOAAEPXKE OBYYAKLLIMXCA 05-01
33. | OTAEN OPFAHWM3ALMOHHO-MACCOBOW PABOTHI 05-02
34. | OTAEN MONOAEXHbLIX MHNLUWMATWB 05-03
35. | KOMMJIEKC OBLLEXUTUN 05-04
36. | OTZAE/1 NO CMNOPTUBHO-MACCOBOW PABOTE 05-05
37. | NTPOPEKTOP NO PA3SBUTUNIO 06

38. | LIEHTP PA3BUTUSA LPPOBLIX KOMIMETEHLMW, AONOJHUTENILHOMO U 06-01
OH/ANH-OEPA30OBAHKA

39. | OTAE/T MEHEAXKMEHTA KAYECTBA OBPA3SOBAHUA 06-02

40. | PETMOHAJTBHO MO,CI,EJ'IbeIVI LUEHTP AOMNOJHUTE/NBHOTO 06-03
OBPA3OBAHUA AETEV XMAO-HOTPbI

41. | NPOPEKTOP NO UN$PPOBU3ALNN 07

42. | YNPABNEHUE NH®OPMATUSALLIUN 07-01

OTzen TeNeKOMMYHUKALNOHHBIX CUCTEM

OTaen NHGOPMaLMOHHbIX PeCypCoB

OTAen conpoBOXAEHNS KOMMbIOTEPHOWN TEXHUKN
OTZen CONpoBOXAEHWS My/IbTMEANA 060pyA0BaHNSA

43. | OTAEN MO PEAII3ALMN LIM®OPOBBIX MPOEKTOB 07-02

44. | MPOPEKTOP MO YYEEHO-METOANYECKOW PABOTE 08

45. | YYEBHO-METOAMNYECKOE YINPAB/TEHUE 08-01

46. | YYEBHbIN OTAEN MO OYHOW GOPME OBYYEHUS 08-01-01
LLEHTP MHK/TKO3BHOIO OEPA30OBAHUS

47. | OTAEN KAAPOB OBYYAROLLIMXCS 08-01-02

48. | OTAEN NNLEEH3UPOBAHUSA, AKKPEAUTALMW 1 METOAMYECKOTO 08-01-03
COMPOBOX/EHUS

49. | OTAEN NOArOTOBKW HAYYHO-MEAArOMMYECKIX KAZIPOB 08-01-04

50. | YYEBHbIM OTAE/ MO 3A04YHOW ®OPME OBYYEHUST 08-01-05

51. | OTAEN OBPA3OBATE/IbHbIX MPOFPAMM 08-01-06

52. | UHCTUTYT 3KOHOMWKW 1 YNPABNEHUA 09

53. | KA®EAPA S3KOHOMWUYECKUX U YYETHBIX ANCLINNANH 09-02

54. | KA®EAPA ®VNHAHCOB, AEHEXXHOIO OBPALLEHUSA U KPEAUTA 09-03

55. | KA®EAPA MEHEAXKMEHTA W BU3HECA 09-04

56. | KA®EAPA TOCYAAPCTBEHHOIO N MYHWUUMNANTIBHOT O YMPABJIEHUA A 09-05
YMPABJIEHVA MEPCOHATIOM

57. | NMHCTUTYT TOCYAAPCTBA U NMPABA 10

58. | YYEBHAA KPUMWHAJTMCTNYECKAA NABOPATOPUA 10-01
59. | KA®EAPA YTOJIOBHOIO MPABA N NMPOLIECCA 10-02
60. | PESEPB 10-03

61. | KA®EAPA M'PAXAAHCKO-MPABOBLIX ANCUNTITNH 1 TPYAOBOIO MNMPABA 10-04




CMK Cypl'y AM-5.13.1-24

O Cypry YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 34 13 52

62. | KA®EAPA TOCYAAPCTBEHHOIO M MYHWLINTIA/IBHOT O MPABA 10-05
63. | KA®EAPA NTOCODPNIN N MPABA 10-06
64. | KA®EAPA MONINTONIOT N 10-07
65. | MEAULWHCKUIA MHCTUTYT 11

66. | CUMYNIALMOHHO-TPEHVHIOBbIA AKKPEAUTALIMOHHbIA LIEHTP 11-01
67. | LEHTP MPOU3BOACTBEHHOW MPAKTUKM 11-02
68. | LEHTP OPANHATYPHI 11-03
69. | LEHTP HEMPEPbIBHOIO MEAMUMHCKOI O OBPA30OBAHA 11-04
70. | KA®EAPA MOP®O/10TUN N dN3NONOT NN 11-07
71. | KA®EZIPA MATO®U3VONOT N 1 OBLLLEN MATONOM N 11-08
72. | KA®E/IPA BHYTPEHHUX BONE3HEV 11-09
73. | KA®EZIPA XUPYPIUYECKMX BONE3HEW 11-10
74. | KA®EAPA AKYLLEPCTBA, TMHEKONOT W U MEPUHATONOT N 11-11
75. | KA®EZIPA IETCKNX BOE3HEN 11-12
76. | KA®EAPA KAPANONOTUN 11-13
77. | KA®EZIPA MHOTOMPO®UNBEHOMN KTMHUYECKOW NOAFOTOBKM 1‘1-14
78. | NHCTUTYT ECTECTBEHHbIX 1 TEXHUYECKX HAYK 12

79. | KA®EAPA BNOIOTMN 1 BUOTEXHOJTIOT N 12-01
80. | KA®EAPA KOOI N BUOPUN3NKU 12-02
81. | KA®GEAPA XMW 12-03
82. | KA®EAPA BE3OMNACHOCTN XU3HEAEATENBHOCTA 12-04
83. | HAYYHO-OBPA3OBATE/IbHbIN LIEHTP 12-05
84. | LEHTP XMMWYECKOIO NHXWHWUPUHIA 12-06
85. | NUHCTUTYT F'YMAHNTAPHOIO OBPA3OBAHIA U CNOPTA 13

86. | KA®EAPA MHOCTPAHHbLIX A3bIKOB . 13-01

HAYYHO-OBPA30OBATE/IbHBIV IMHIBUCTUYECKIW LIEHTP
87. | KAGEAPA NVUHIBUCTUKN N MEPEBOAOBEAEHINA 13-02
88. | KA®EZIPA MEAVIKO-EMONOIMMYECKIX OCHOB ®U3NYECKOW KYNbTYPHI 13-07
89. | KA®E/ZIPA ®U3NYECKOI KYNIbTYPHI 13-08
90. | KA®E/ZIPA TEOPVIN ®U3NYECKOW KY/IbTYPbI 13-10
91. | KAGEAPA NCTOPUW POCCNIU 13-11
92. | KAGEAPA NMEAATOTVK MPOPECCUOHANTBHOIO N AONONHNTE/IBHOTO 13-13
OBPA3OBAHWA

93. | KAGEAPA PEXXNCCYPbI 13-14
94. | KAGEAPA NMCUXON0INU 13-15
95. | NONNTEXHNYECKNIA MHCTUTYT 14

96. | KA®E/ZIPA MPUK/IAAHOW MATEMATUKMN 14-02
97. | KA®EZIPA UHOOPMATWIKW 1 BbIYNCTTUTENTBHOW TEXHNKU 14-04




CMK Cypl'y AM-5.13.1-24

Cypry Peaakums Ne 1
YnpaeneHue fOKYMeHTO060pOTOM
........... cTp. 3513 52
98. | KA®E/IPA ABTOMATVI3MPOBAHHBIX CUICTEM OBPABOTK/ MH®OPMALIMW | 14-05
M YTTPABNEHWA
99. | KAOGEAPA 3KCMEPUMEHTA/IBHOW ®U3UNKN 14-06
100, KAGEAPA PAANOSNEKTPOHUKWN N SNEKTPOSHEPTETNKIA 14-07
101 KA®EAPA ABTOMATNKN N KOMIMBHKOTEPHbLIX CUCTEM 14-08
102 KA®EAPA CTPOUTE/IbHbIX TEXHOMIOTUW N KOHCTPyKLl,Ml;] 14-09
103 LUEHTP KOMIMBbKOTEPHOI O MHXNHUNPWNHTA 14-10
104 MHCTUTYT CPEAHETO MEANLIMHCKOIO OBPA3SOBAHUA 15
OTAENEHWE CPEAHEIO NMPOPECCMOHATBHOIO OEPASOBAHWA
105/ MPOPEKTOP MO BESONACHOCTU 16
106) OTAEN MO OBECMEYEHWHO BE3OMNACHOCTI 16-01
107/ CNTYXXBA MPOTVBOTMOXAPHOW MPODUIAKTUKIA 1 OXPAHbI TPYbl 16-02
108 OTAEN TEXHUYECKOW SKCMAYTAUMN N OBCTYXXNBAHWA 16-03
109 ME,U,VlL],VlHCKl/lVl MYHKT 16-04




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 36 N3 52

dopMa >KypHana peructpaymm 4OKyMeHTOB Ha NoANnChb

MpnnoxeHne 8

peKTopy, NepBoMYy NPOpPeKTOpy, NPOPEKTOPY No yuye6Ho-MeToAMNUYECKOV paboTe

Ne
n/n

Aata | NMoapaspeneHue

Copep>xaHve
AOKYMEHTOB

. N. 0.
NoANMCbIBaOLLLEro
AOKYMEHT

&é. L. O.
OTBETCTBEHHOro
nvua




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 37 13 52

MpunnoxeHne 9

dopMa >KypHana peructpayumm oTnpasnaseMbix nucem v 6aHaeponeii

n/n

AaTta

AppecaTt

®. L. 0.

Komy (®/110 uau HazeaHuUe opeaHu3ayuu) OTBETCTBEHHOIro
Kyaa (yauya, dom, 2opod, obaacme, kpad, nvuya

pecnybuka, UHOeKC HaceseHHO020 NYHKMQ)

Bupg oTnpaBneHus
(npocmoe (3aka3Hoe)
nucemo, 6aHOepos,
NnoceINKa, Kypsepckas
docmaska




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 38 N3 52

MpunnoxeHne 10

dopma XypHasa peructTpaumm ncxogsilein LOKYMeHTaLMM N3 agMUHNCTPATUBHOIO
oTAena B CTPYKTYpHbIe Nogpa3geneHus

N n/n

AaTta

MoapaspeneHue

Coaep>xaHue
OOKYMEHTa

$b.N.0
OTBETCTBEHHOro
nvuya

Mopgnuck




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 39 n3 52

MpunnoxeHne 11

dopmMa >XypHana permcrpaymm npMKasos no JIMYHOMY COCTaBYy

n/n

AaTa peructpauuu

Copep>kaHve fOKYMeHTa

NcnonHwuTtennb

NMpnumeuyaHune




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 40 n3 52

dopMa HOMeHKNATypbl Aen

Cyply

]

MpunnoxeHne 12

Brog>keTHOe yupeXkaeHue Bbicllero o6pasoBaHusa XaHTbl-MaHCcMiAcKoro aBTOHOMHOro okpyra - Korpbi

«CypryTcKunii rocyaapcTBeHHbI YHUBEPCUTET»

YTBEPXZIAHRO

PekTop C.M. KoceHok

20 T.
HOMEHK/TIATYPA AEN
Ne Ha20 r.
Kon-Bo CpoK XpaHeHus
pena (Toma, \
3aronoBoK aena aen
NHaeKkc aena - yactum) n Ne NMpumeyaHue
(ToMma, yactewn) (TomosB, -
o cTaTen no
yacrten)
nepeyHio
1 2 3 4 5

MHAEKC N HAMMEHOBAHWE CTPYKTYPHOIO NOAPA3SAENEHNA

HauvanbHUK AAMNHNCTPaTNBHOIO

oTAena
L 20 T.
ApxmBuct

L 20 T.
COIJTACOBAHO

MNpoTtokon 3K Apxvea CyplyY

Ne oT

20 T

Moanwnce . O. Pamnnua
* Moanwnceb N. O. Pamnnuns
YTBEPXAEHO
MpoTokon MK apxXMBHOIO yupexaeHuns
Ne oT 20 r.




CMK Cypl'y AM-5.13.1-24

Pepakuma Ne 1
e YnpasneHune fOKYMeHT0060poTOM

CTp. 41 n3 52

MpunnoxeHne 13
dopma onucu aen noapasaeneHvs AN paspaboTkm HOMeHKNaTypbl aen

onuch Aen NOAPA3AE/IEHNA
4173 PASPABOTKIN HOMEHK/ATYPbI AEJ

(HavmeHoBaHWe nogpasaeneHus)

Cpok
NHpekc KonunyecTtBo
Nen/n 3aronoBokK gena XpaHeHus | NMpumeyaHue

AOKYMeHTa ef. XpaHeHuA

pena

1 2 3 4 5 6
PykoBoguTenb CTPYKTYPHOTO nogpasgeneHus Hognwch . O. Pamnnng
20 r.

OTBeTCTBEHHbIV 3a BefeHne HOMEeHKIaTypbl MNoanncek

n. O. Pamnnmnga
B NoApa3szesieHnn

20 r.




CMK Cypl'y AM-5.13.1-24

O Cypry YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 42 N3 52

dopma nucTa-3aBepuTtens gena
NINCT-3ABEPUTESTb JE/TA Ne

B Aene noAWNTO 1 MPOHYMEPOBAHO

MNpunnoxeHne 14

nncrt(oB.),

(umdpamum 1 NpPoNUCLHO)

B TOM yucne:
NNTEPHbIe HOMepa INCTOB

nponyLleHHble HomMepa
NNCTOB

+ JINCTOB BHYTPEHHEN onucu

0Oco6eHHOCTUN PUN3NYECKOro CoOCTOAHUA N popMUpoBaHUA
Aena

Homepa nuctoB

1

HarmeHoBaHMe A0/IKHOCTI [loannch
paboTHMKa

2.

n. O. damunusa




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 43 13 52

dopMa BHyTpeHHel onncu

AOKyMeHTOB gena Ne

BHYTPEHHAA OMUCb

(nHApekc
CTPYKTYPHOrO

MpunnoxeHne 15

rnojpasgeneHns)

Cpok

Ne NHpekc AaTa 3aros1oBoK P
XpaHeHwus NMpumeyaHune

n/n | AOKYMeHTa | AOKYMEHTa AOKYMeHTa

aena
1 2 3 4 5 6
VToro AOKYMEHTOB

KonnyectBo nunCTOB

BHYTPEHHE onucK

HarmMmeHoBaHMe AO/KHOCTHOIO Nn1La,
coCTaBmBLUEITO BHYTPEHHKOK OMUCb

JIOKYMEHTOB fiena

20 T.

(umdpamu 1 NPONNCHLIO)

(Urdpamy v NPONUCHIO)

Moanwcb

-

. O. Pamunnung




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 44 N3 52

MpnnoxeHne 16

dopMa onucKy BbINYCKHbIX KBaIMPUKALMOHHbIX pa6oT

OMWCb BbIMYCKHbIX KBAJTTMOUKALMOHHBIX PABOT

KA®EAPA, UHCTUTYT
MNEPNOA BPEMEHN
OTAEJIEHUE (ouHoe,

3a04HO0e)
Ne | NHpekc ®.1.0. Ne Tema gnnnomHou HayuHbi Yu.
n/n aena CcTyAeHTa rpynn pa6oTbl pyKkoBoauTe | roa
(Toma, bl Nb
yacTtn)

1 2 3 4 5 6 7
VToro Ea.xp.
(umdppamm 1 Nponuceo)

KonnuecTtso Aen
onucum

(udpamu 1 NPONUNCHLIO)

HavimeHoBaHMe AOMXKHOCTHOMO N1LIa,
COCTaBUBLLIErO OMUCh

20 .

[loanuck

-

. O. Pamunnung




C Cypry

CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 45 13 52

KA®EAPA, UHCTUTYT
MNEPNOA BPEMEHN

MpunnoxeHne 17

dopMa BHyTpeHHel ON1CK JINYHbIX AeN CTYAeHTOB

BHYTPEHHAA OMNMMNCb JINYHBIX AEJT CTYAEHTOB

OTAENEHWE (o4HOe,
3a04HOe)
Kon-Bo
NHpekc
JINCTOB B
Ne aena 3arosioBOK Agena
< AaTta pene MpumeyaHue
n/n (Toma, (Toma, yacrten)
(Toma,
yacTtn)
yacTtn)
1 2 3 4 5 6
VToro Ea.xp.
(umdppamm 1 Nponuceo)
Konnyectso Aen

BHYTPEHHE onucK

(udpamu 1 NPONUNCHLIO)

HanmeHoBaHWe JO/KHOCTHOIO N1NLa,
coCTaBmBLUEIT0 BHYTPEHHKOK ONMNCb

20 r.

Moanuck

n. O. damunusa




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 46 N3 52

dopMa BHyTpeHHel onucuy gen no IM4YHOMY COCTaBy

BHYTPEHHAA OMMCb AEN MO TIMYHOMY COCTABY

NOAPASAENEHWVE
MNEPNOA BPEMEHN

MpunnoxeHne 18

Ne NHpekc 3aronoBokK gena AaTa Kon-so | NMpumeuyaHune
n/n aena (Toma, yacremn) JINCTOB B
(Toma, aene
4yacTn) (Toma,
yacTn)
1 2 3 4 5 6
WToro Ea.xp.
(umdpamm 1 NpoNmnChLIo)
Konnyectso aen

BHYTPEHHE OnuncK

HanmeHoBaHWe JO/KHOCTHOIO NnLa,

(udpamm 1 NPONNCHLIO)

CoCTaBmBLLUETO BHYTPEHHKOH OMNMNCb

20 r.

. Moanunck

n. O. damunusa




CMK Cypl'y AM-5.13.1-24

\ Pepakuma Ne 1
O Cypry YnpasneHune fOKYMeHT0060poTOM

CTp. 47 n3 52

MpunnoxeHne 19

dopma 06710KKM gena

aug

'@

MyHULVNanbHOE Ka3eHHoe yypexjeHue
«MyHULUMNaNnbHbIA apxuB roposa Cyprytax
(HaI/IMeHOBaHI/Ie rocygapcrBeHHOro apXVIBa)
[lenapTamMeHT 06pa3oBaHNA N HAYKN

XaHTbl-MaHCUNCKOro aBTOHOMHOI0 okpyra - KOrpel
(HanmeHoOBaHMe BblLLIGCTOﬂLLI,EVI opraHm3aL|,|/||/|)

BloxkeTHOe yupexaeHne BbiCLLIero 06pa3oBaHNa XaHTbl-MaHCUACKOro

dBTOHOMHOIO OprFa - POrpb| «CypryTCKI/IIZ FocyAapCTBEHHbIVI yHI/IBepCI/ITeT»
(HanmeHoOBaHWe opraHmsaunmn)

BY BO «CypryTckuin rocyapcTBeHHbIN YHUBEPCUTET»
(coKpalLleHHOe HaMeHOBaHMe opraHu3aumn)

(HanMeHOBaHWe CTPYKTYPHOrO NOAPasAeNeHNs)

JEJTO Ne (yka3blBaeTcs TOM Ne
NHAEKC Aena no
HOMeHK/1aType)

\

(3aronoBok gena)

(KpaiHWe paTbl)

®.Ne

On.Ne

[.Ne

Ha NINCTax

XPaHUTb: NOCTOAHHO




CMK Cypl'y AM-5.13.1-24

\ Pepakuma Ne 1
O Cypry YnpasneHune fOKYMeHT0060poTOM

CTp. 48 N3 52

MpunnoxeHne 20
dopma aKTa npuema-nepegayum OKYMEHTOB Ha NOCTOSAHHOE XpaHeHWe B apXmB

AKT NPUEMA-NEPEAAYN AOKYMEHTOB
HA NOCTOAHHOE XPAHEHWE B APX/B
20 T. No

NOAPA3ZENEHVE

B cBS3M C ncreyeHremM Cpoka XpaHeHUs LOKYMEHTOB (yKa3aTb Ha3BaHWe OTAena,
Kadeapbl, MHCTUTYTA) CAAET, @ apxmB bY BO «CypryTcknii rocylapCTBEHHbI YHUBEPCUTET»
NPUHNMAET AOKYMeHTbI (W11 Ha3BaHWe oTAena, kadeapbl, UHCTUTYTA) 3a 20__- 20__ roga:

Ha3zBaHwue 3aronoBka
Nen/n KonuuecTtBo epa. xp. NMpumeyaHune
OAOKYMEHTa
1
2
NToro Ea.xp.
NPUHATO

(umdpamm 1 NponmnCLo)

MNepepayy nponssen: [lpriem Nnpoussen:
(HavMeHoBaHMe JO/MKHOCTU LA, nponssoamBLUEero nepe,qaqy)\ (HanMeHoBaHMe JO/MKHOCTY NnLa, nponsesoanBLUero
npvema)

(aaTa) (nognuce) (N.0. damunus) (aaTa) (nognuce) (N.0. damunnus)




CMK Cypl'y AM-5.13.1-24

C Cypry

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 49 n3 52

MpnnoxeHne 21

¢opma BHYTPEHHEﬁ onmcm gen noCToAHHOro Cpoka XxpaHeHus

BHYTPEHHAA ONUNCb AE/1 NTOCTOAHHOIO CPOKA XPAHEHWUSA Ne1

MOAPA3AETEHUNE
MHpaekc pena Cpok
A A 3arosioBoK Konunuyecteo P
(Toma, yacTm) AaTta nnn XpaHeHuUs
Ne aena - JINCTOB B
no KpaviHue n Homep | NMpumeuaHue
n/n (Toma, aene (Toma,
HOMeHKnaType AaTtbl gen cTaTbM no
yacTtu) yactm)
aen MepeyHio
1 2 3 4 5 6 7
NToro Ea.xp.
(umdpamm 1 NPoONNCLIO)
Konnyectso aen

BHYTPEeHHen onucu

HavmMmeHoBaHMe A0/KHOCTHOIO - INLA,
COCTaBMBLLEro BHYTPEHHIOK OMNMnCb
20 T.

(U dpamu 1 NPONMNCHLIO)

\

MNoanncb

. O. Pamunnung




CMK Cypl'y AM-5.13.1-24

Pepakuma Ne 1

Cyp ry YnpaBneHune oKyMeHT0060poTOM

cTp. 50 n3 52

MprnnoxeHne 22

CDopma dKTa O BbiAeNneHNN K YHNUYTOXKeHNI0 A0OKYMEHTOB, He noAaneXkalwnx XxpaHeHuto

AKT O BbIAENEHN K YHUYTOXXEHNIO JOKYMEHTOB,
HE NOANEXALLNX XPAHEHUIO

20 T.

NOAPASAENEHWVE

Ha ocHoBaHWMn npurikasa Ne OoT «__» 20_r. «O co3gaHun 3KCNepTHOM

KOMUCCUM apXmnBa» 0TOBPaHbl K YHUUTOXEHMIO Kak He MMEIOLLME HAaYyYHO - NCTOPUYECKO
LeHHOCTM 1 yTpaTMBLUME NPaKTUYeCcKoe 3HaYEHNE HUXKeCne yoLme JOKYMEHTbI:

Cpokm
AaTta P
3arosioBoK XpaHeHwus
nnn MHpekc gena Kon-Bo
aena nnu o n Homepa
Ne . | KpanHwue no eanHuUL 4 MpumeyaHune
rpynnosov cTaten |
AaThl HOMEeHKNnaType | XpaHeHus
3aronoBoK no
aen
nepeyHio
1 2 3 4 5 6 7
WToro Ea.xp. 33 roasl
(umdpamum 1 NponNmnCko)
[ OKYyMEHTbI YHUUTOXEHbI NyTeM YTUIN3aLUN.
PaboTHUK apxmBa Moanwvce N. O. Pamunng
- 20 .
Moannck . O. Pamnnusa

CocraBuTtens (baMuamns, JOMKHOCTb

COCTaBMBLLEro aKkT)
20 r.




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

........... CTp. 51 13 52
JlncT peructpaumm NsmeHeHN
. . 0. aTa
Copep>xaHue faTa JaTta A
Ne . Homep pa6oTHMKa, BCTynJieHns
N3MEHEHVW N NX noanucaHmus BHeceHus o
n3m. npukasa BHecLuero . | N3AMEeHeHU
KOOpANHAaTbI npukasa N3MeHeHUn
N3MeHeHUs B cuny




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 52 13 52

JINCT 03HaKOMJIeHuA

Ne

n/n.

AOMKHOCTb

®. L. 0.

AaTta

Noanuckb




