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1. OBIIME NMNOJIOXKEHUSA

1.1. UHcTpykuus 10  JEJONPOU3BOJCTBY B ['bOY  BIIO «CapaToBCKUil
rOCYJapCTBEHHbIM MEAUMLMHCKUM yHHUBepcurer wumeHu B.M. PasymoBckoro» MuHucrepcTBa
3npaBooxpaneHus: Poccuiickoit denepanuu (nanee — yHUBEpCUTET) pazpaboTaHa B COOTBETCTBUU C
[Ipukazom Muno6Opazoanuss PD ot 24 urons 2000 r. Ne 2286 «OO6 yrBepxkuenun IIpumepHoi
MHCTPYKLUH IO JEJIONPOU3BOJCTBY B BbiciieM yueOHOM 3aBeneHun», 'OCT P 6.30-2003, I'OCT P
NCO 15489-1-2007, ¢ IlocranoBnenuem IIpaBurenscrBa Poccuiickoit @enepannu ot 15 uronst 2009
r. No 477 «O6 yrBepxaenuu llpaBun nenonpousBojcTBa B (heaepaibHbIX OpraHax HCIOTHUTEIbHOU
BIacTu», ¢ mpukazom PocapxuBa ot 23 nexabpsa 2009 r. Ne 76 «O6 yrBepxkaeHuHn MeToaudeckux
peKoMeHAalui 1O pa3pabOTKe HHCTPYKLUMU IO JEJONPOU3BOJACTBY B (helepalbHBIX OpraHax
WCIIOJIHUTENIbHON BiiacTuy», [loctanosnenunem I[lpaBurenscra Poccuiickoit @enepannu oT 7 CEHTAOPSA
2011 r. Ne 751 «O BHecenuu u3MeHeHuil B [IpaBuia nenonpousBoACTBa B (penepalbHBIX OpraHax
WCIIOJIHUTEJIbHON BIIACTH.

1.2. WHcTpykiuss 1O J€JIONPOU3BOJICTBY B YHHUBEpcUTETE (Jajiee — WHCTPYKIUSA)
yCTaHaBIUBAET 00IIHMe TpeOOoBaHMs K GYHKIIMOHUPOBAHUIO CIIYKO JTOKYMEHTAIIHOHHOTO O0eCriedeHust
yIpaBiaeHUs,, JOKYMEHTHPOBAHHUIO YIPABIEHUYECKOW JEATEIbHOCTH W OpraHu3auuu paboThl ¢
JIOKyMEHTaMU B Y HUBEPCUTETE.

1.3. Kannenspuss VYHuBepcuUTeTa OpraHu3yeT U BeAET JeNONPOM3BOJCTBO Ha OCHOBE
HOPMAaTUBHO-METOJIMYECKUX  JOKYMEHTOB, pa3pa0OTaHHBIX CIEUUATbHO  YINOJHOMOYEHHBIMU
OpraHaMM HCIOJHUTENbHON BIAacTM B 00JacTH AapXUBHOTO J€Nla, U HACTOAUIEH WHCTPYKUUU
YHuBepcurera.

1.4. TlonoxeHuss MHCTPYKLUUHU PACIPOCTPAHSIIOTCS Ha OPraHU3alUI0 PabOThl C JOKYMEHTaMHU
HE3aBHCHMO OT BHUJAa HOCUTENs, BKJIIOYash HX TMOJATOTOBKY, PErucTpanuio, y4€T U KOHTPOJb
WCIIOJTHEHUS], OCYIIECTBIISIEMBIE C TIOMOIIBI0 aBTOMAaTU3UPOBAHHBIX (KOMITbIOTEPHBIX ) TEXHOJIOTHH.

1.5. Opranuzanus, BBEIEHHWE U COBEPIICHCTBOBAHUE CHUCTEMBI JIOKYMEHTALOHHOTO
oOecrieyeHHs YIpaBlIeHUs] HAa OCHOBE €IWHONW TEXHOJOTMYECKOH TOJMTHUKH U TNPUMEHEHUS
COBPEMEHHBIX TEXHOJOTHYECKUX CPEICTB B paboTe ¢ JTOKYMEHTaMU, METOAMYECKOE PYKOBOJCTBO U
KOHTPOJIb 32 COOJIIOJIEHUEM YCTAaHOBJIEHHOTO MOps/IKa paboThl C IOKYMEHTaMH B TOJpa3fesieHUsX
YHUBEpCUTETa OCYIIECTBISIIOTCS CTPYKTYPHBIM TOApAa3eieHHEM, Ha KOTOPOE BO3JI0XKEHBI (DYHKIIUU
10 JOKYMEHTAI[MOHHOMY 00€CIIeUeHHIO YIPABICHUS — KaHLEIApHel YHUBEpCUTETA.

1.6. JlaHHas WHCTPYKIHMS HE pacmpoCTpaHsSeTCs Ha JOKYMEHTHI, cojaepxkamme rpud
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orpanuueHusi nocryna. [lopsamok paboTel ¢ CeKpEeTHbIMU JTOKYMEHTAMHU, MHUCbMaMHU, 3asBICHUSIMH U
xKanoOaMu rpa)KiaH OnpeensieTcs CueHaIbHBIMI HHCTPYKIHSIMH.
2. MPABUJIA IOATOTOBKU U O®OPMJIEHUA JOKYMEHTOB
2.1. biaHku 10KYMEHTOB

2.1.1. JlokyMeHTBbI YHHUBEPCUTETA TODKHBI 0OPMIIATHCS Ha OJJaHKaX U UMETh YCTaHOBJICHHBII
KOMILIEKC 00s3aTEIbHBIX PEKBU3UTOB U MOPSAIOK UX PACTIOJIOKEHHS.

bnaHky MOKyMEHTOB HM3TOTOBISIOTCS Ha CHENMANbHBIX JUCTax Oymarum ¢opmarom A4
(210x297 mm), AS (148x210 mm).

Kaxnpiii muct moxkymeHTa, oopMIICHHBIH Kak Ha OlaHKe, Tak U 0e3 Hero, JOJKEH HUMETh
nosist: 20 mMm — nieBoe; 10 MM — mipaBoe; 20 MM — BepxHee; 20 MM — HIDKHEE.

2.1.2. B YHUBepcHuTeTE NPUMEHSIOTCS CISAYIONINE OJTaHKH:

- o6mwmit 6mank (IIpunoxxenue 1);

- 0nank nuchma (IIpunoxenue 2);

- Onank pacnopsbxenus (Ilpunoxenue 3);

- Onnank npukasa (Ilpunoxenue 4).

2.2. Im0JeMa YHUBepcUTeTA

IMO/1eMa YHHMBepcHTeTa — CHUMBOJHMUYECKoe Trpaduueckoe uzodpaxeHue. M3zoOpakeHue
aMONIEeMBbl 00JIeryaeT MOUCK JOKYMEHTa, HO 3aMEHSATh HaMMEHOBaHWE YHHUBEpcUTeTa 3MOJIEeMOl He
JoIycKaeTcsi. OMOeMy pa3MenaroT Ha OJaHKaX JOKYMEHTOB B JIEBOM BepXHeM yriy. Ha BHyTpeHHuX
JIOKyMEHTax 3M0OsieMy YHHMBepcUTETa pa3Meliarh He TpeOyercs.

2.3. PeKBH3UTBI

2.3.1.0cHosHoU 20cyoapcmeeHtblil pecucmpayuoHuslil. Homep opuoudeckozo auya (OI'PH)
YHuBepcUTEeTa TPOCTABISIIOT B COOTBETCTBHH C JIOKYMEHTAMH, BBIIABAEMBIMH HAJIOTOBBIMH
opranamu: 1026402664903.

Hoenmugurayuonnviii Homep HaAnI020NAAMENbWUKA/ KOO HPUYUHbL NOCMAHOBKU HA Yiem
(MHH/KIIII) npoCTaBISIOT B COOTBETCTBUM C JIOKYMEHTAMH, BbIIaBA€MbIMU HAJIOTOBBIMUA OpPTaHAMH:
MHH 6452006471, KIIIT 645201001.

2.3.2. Haumenosanue Ynueepcumema

HaumeHoBanre YHHBEpCUTETA JOJDKHO COOTBETCTBOBATH €M0 HANMEHOBAHUIO, YKa3aHHOMY B
VYcrage:

* [IOJJHOC HaWMEHOBaHHE — [ ocymapcTBeHHOE OKOKETHOE 00pa30BaTeNbHOE YUPEKICHHE
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BbICHIETO0 TMpodeccuoHanbHOro o0pa3oBaHuss «CapaTOBCKMM TOCYAAapCTBEHHBIH MEIUIIMHCKUN
yHuBepcuter wumenu B.M.  PazymoBckoro» MuHucrepcTBa  31paBooxpaHeHuss Poccuiickon
®denepauuu.

* cokpanieHHoe HaumeHoBanue — ['bOY BIIO Capartockuit 'MY um. B.U. PazymoBckoro
Munzapasa Poccun.

[Ipu npuBeneHNH COKpAILlEHHOTO HAUMEHOBAHUS €T0 MOMEIIAI0T B CKOOKaX HUYKE MOJIHOTO.

2.3.3. Cnpasounvie oannvie 00 YHusepcumeme

CrpaBouHble JaHHbIE 00 YHUBEPCUTETE BKIIIOYAIOT MOYTOBBIN ajpec, HoMep TenedoHa, pakca,
a/ipec EKTPOHHOU MOYTHI.

2.3.4. Haumenosanue uoa 0oKymenma

HaumenoBanue Buaa JOKYMEHTa, CO3aBa€MOro0 YHHUBEPCUTETOM, JIOJKHO COOTBETCTBOBATh
BUJAM  JIOKYMEHTOB, HPEIYCMOTPEHHBIM OOLIEpPOCCUHCKUM KIaCCU(PUKATOPOM YIpPaBIEHUYECKON
nokymenTauu (OKVY D).

2.3.5. Koo ¢opmwi doxymenma

Koza ¢popmbl fokymMeHTa IpOCTaBISIOT B COOTBETCTBUH ¢ OOIEpOCCUICKIM Ki1accupUKaTopoM
YIIPABJICHYECKOW TOKYMEHTALUH.

2.3.6. [lama ookymenma

JlaToif TOKyMeHTa SIBJISETCS JlaTa ero MoAnucaHus (pactopsiuTeNbHble JOKYMEHTHI, UChMa)
WIK COOBITHS, 3a)MKCUPOBAHHOTO B JOKYMEHTE (MPOTOKOJ, aKkT). s yTBep:kaaemMoro JOKyMEHTa
(pernmameHT, MjiaH, UHCTPYKLUS, TIOJIOKEHUE, OTUET) — JaTa YTBEPKIACHHUSL.

Jlata  TOKyMEHTa TPOCTaBJISIETCS  JOJDKHOCTHBIM  JIMLOM,  TOAMUCHIBAIOIIMM  HJIU
YTBEP)KIAIOIINUM JJOKYMEHT. [Ipy MOAroToBKe MpoeKkTa JOKyMEHTa IevyaTaeTcsl TOJIbKO 00O3HadYeHHe
MecsIa 1 roja.

Bce cnyxeOHbBIE OTMETKH Ha JIOKYMEHTE, CBSI3aHHBIE C €r0 MPOXOXKICHUEM M HCIOJHEHHUEM,
JIOJDKHBI TAaTUPOBATHCS M TMOANUCHIBAThCS. JIOKYMEHTBI, M3JaHHbIE COBMECTHO IBYMs WM Oosee
MOJpa3JIeIEHUSIMH, JIOJDKHBI UMETh OJTHY (EJMHYIO) JaTy.

Hary noxymeHta oopmisfioT apaOCKUMU IU(ppaMy B IOCIEIOBATEILHOCTU: JEHb MeEcsIa,
Mecsil, rof. JleHpb mecsna u Mmecsiy oQopMIISIOT IBYMs TMapamMu apabckux mudp, pa3aeieHHBIMU
TOYKOM; Tox - 4eThlppMs apabckumu 1udpamu. [lpumep — 14.03.2015. Jlomyckaercs ClOBECHO-
udpoBoii criocod ohopmiteHus natsl. [pumep — 14 mapma 2015 e.

2.3.7. Pecucmpayuonmwiii Homep 0OKyMeHma
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Peructpanuonnsiii HOMep TIOKyMEHTa COCTOUT U3 €ro MOPsAIKOBOIO0 HOMEepa, KOTOPBIA MOYKHO
JIOTIONTHATH MHJCKCOM JIeJla IO HOMEHKJIAType [, HH(popMaueid 0 KOPPECIOHACHTE, HCITOTHUTENSIX
u JIp.

PeructpanuonHbiii HOMEp TOKyMEHTa, COCTaBIIEHHOTO HECKOJIBKUMH IOPUAUYECKUMU JTUIAMH,
COCTOMT M3 MPHUCBOECHHBIX UMHU PETUCTPALMOHHBIX HOMEPOB JOKYMEHTA, IMEPEUUCICHHBIX B MOPSIKE
NIEPEYHCIICHNUS aBTOPOB JIOKYMEHTA Yepe3 KOCYIO 4epTy.

2.3.8. Cceblnka na pe2ucmpayuoHHbll HomMep U 0amy 00KyMeHmda

Ccbuika Ha PErUCTPALIMOHHBIN HOMEP U JaTy JOKYMEHTa BKJIIOYAeT PEerHCTPAllMOHHBIN HOMEp
U 1aTy IOKyMEHTa, Ha KOTOPBIN JTO0JKEH OBITh 1aH OTBET.

2.3.9. Aopecam

JIOKYMEHTBI apeCyIOT OPTaHU3aAHIM, JOHKHOCTHBIM WIIH (DU3HMYSCKHUM JTHIIaM.

[Ipu agpecoBaHuu JOKYMEHTAa OpraHU3alluy, €¢ CTPYKTYPHOMY MOJIpa3fesieHnIo 0e3 yKazaHus
JOJKHOCTHOTO JIUIAa X HAMMEHOBAHUS MUIIYTCSI B UMEHUTEIHLHOM a/IeXKe.

JlonyckaeTrcsi HEHTPUPOBATH BCE CTPOUYKH PEKBU3UTA «AJpecaT» MO OTHOLICHHID K CamMoil
JUTMHHOW CTPOKE.

Ipumep:

Munucmepcmeo Kyn1omypol
U MACCOBbIX KOMMYHUKAYUU
Poccuiickoii @edepayuu
AOmunucmpamusHo-npagosou 0enapmamenm
IIpy HanpaBieHUM JOKYMEHTa KOHKPETHOMY JODKHOCTHOMY JIMI[y HAaUMEHOBaHUE
OpraHu3alliy | TMO/pa3AeieHUs] YKa3bIBA€TCsl B UMEHHUTEIBHOM IaJeKe, a TOJDKHOCTh M (paMuius B

JaTCJIIbHOM.

Ilpumep:

Munucmepcmeo obpazosanus u HayKu
Poccuiickoii @edepayuu
Jlenapmamenm ynpaenenus oenamu
Beoywemy cneyuanucmy

A.U. Cepeeesy

IIpn appecoBaHMM [TOKyMEHTa PYKOBOJAUTENII OpPraHU3alMd €€ HAUMEHOBAaHUE BXOIUT B

COCTaB HAMMCHOBAHH JOJIPKHOCTH aapecara.
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Ilpumep:

I'enepanvriomy Oupexmopy
obveounenua «Pocmexcmuiiby
B.J[. Usanosy
[Ipu agpecoBaHnM MUChMa B OPraHU3AIMIO YKA3BbIBAIOT €€ HAUMEHOBAHUE, 3aTEM - MOYTOBBIM
anapec. B cocrtaB pekBuzuTa «Ampecar» MOXKET BXOJIUTh TOYTOBBIM ajpec. DJIEMEHTBI IOYTOBOIO
aZjpeca YKa3bIBaIOT B ITOCIICJOBATEIHLHOCTH, YCTAHOBIICHHOW IMpaBWJIAMH OKa3aHUsS YCIYT MMOYTOBOMN
CBS3U.

Ipumep:

T'ocyoapcmeennoe yupeoicoenue

Bcepoccuiickuii nayuno-uccnedoosamenvckuil

uHCmumym O0OKYMeHmogedeHUs u

apxuerozo dena

IIpogpcorosnas ya., 0. 82, Mockea, 117393
[Ipu angpecoBaHnm JOKyMeHTa (DU3MUYECKOMY JIHIY, YKA3bIBAIOT (PAMHUIMIO ¥ WHHIIAAIBI

oJIy4arTeiida, 3aTCM IMOYTOBBII anapec.

Ipumep:

benvoosoii M.B.
Hoeosicenesckuii npocn., 0. 12, k. 32
Mockesa, 117574
[Ipu anmpecoBaHWM AOKYMEHTa JIOJDKHOCTHOMY JIMIY WHUITHMAIBI CTABATCS Tepel (haMuIHeH,
MIPH aIpECOBAHUU (PUZNUECKOMY JIUIY — TTOCTIE HEee.
2.3.10. Ymeeporcoenue ookymenma
Ha ngokymeHTax, Moie)KanuX YTBEPKICHHUIO, TPU( YTBEPKICHUS MMPOCTABIISETCS CIpaBa Ha
BEPXHEM I10JIe TICPBOTO JINCTA JIOKYMEHTA.

I'pud yrBepxaeHus opopMIIIeTCs CASTYIOIUM 00pa3oM:

YTBEPX/IAIO
Pyxosooumenv ®edepanvrozo
aApXU6HO20 azeHmcmea

(MuuHas noonucs) (UHUYUAILL, Gamuius)
00.00.0000

3anpelaeTcs HeCaHKIIMOHUPOBAHHOE KOMMPOBAHHE JOKYMEHTA ‘ cTp. 9 u3 68 ‘




i

I'bOY BIIO
CapatoBckuit IMY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

NHCTPYKLIA

110 JIEJIONIPOM3BOJICTBY CO0 2.001.02-02.2015

[Ipu yTBep)KIIeHUU JOKYMEHTa IOCTAHOBJICHHEM, PEIICHUEM, MPHUKA30M, MPOTOKOJIOM TpHUd
yrBepxkaeHuss coctour u3 ciao YTBEPXJEHO (YTBEPXIEHA, VYTBEPXIEHbBI wnu
YTBEPX/IEH), HanMeHOBaHUS yTBEPXKAAIOIIETO JOKYMEHTa B TBOPUTEIBLHOM Ia/IEXkKeE, €ro JaThl U
HoMmepa. Cioo «YTBEPXXJIEHO» cornacyercst B pojie ¥ 4HCII€ C BUJOM YTBEPKIAEMOI0 TOKYMEHTA.

Ilpumep:

YTBEPK/IEHO IIpuxazom Pocapxuea
om 16.03.2015 N1505

2.3.11. Pezonoyus

B cocTaB pe3oronum BXOAST CIASAYIONINE SIEMEHTHI: ()aMUJIHSI HCITOJTHUTEIS (MCTIOTHUTEIISH ),
coJiepKaHue TIOPYIEHUSsI, CPOK UCTIOJTHEHUS, TIOAIUCH, JaTa.

B ciyyasx, korjna mopydeHue JaeTcsl JBYM WM HECKOJIBKHUM JIMIIAM, PaBHBIM MO JOKHOCTH,
OCHOBHBIM HCIOJHHUTENEM SIBISICTCS JIUIO, YKa3aHHOE B MOPYYEHHH MepBbIM. EMy mpemocraBisercs
NIPaBO CO3bIBA COUCTIONHHUTENEH U KOOPAMHAIUS UX PaOOTHI.

OCHOBHOW WCIIOJHUTENh W COHCIIOJIHUTENh BIIPaBE JIaBaTh MOPYYEHHs] B BUJE PE30JIFOLUIN
JUIaM, HETTOCPEACTBCHHO MM ITOYUHECHHBIM.

Ha nokxymentax, He TpeOyrolmuX yKa3aHWW MO HCIOTHEHHUIO W HMEIOIIHUX THUIIOBBIE CPOKHU
WCTIOJTHEHUS, B PE30JIIOINH YKa3bIBAIOTCS UCTIOIHUTEIND, TOJIMUCH aBTOPA PE30IIOINH, JaTa.

Pesomonnst  Moxer oopmATHCS Ha  OTAEITHHOM JmcTe C yKa3zaHHEM
PETUCTPAIIMIOHHOTO HOMEPA U JIaThl IOKYMEHTAa, K KOTOPOMY PE30JIFOIHS OTHOCHTCSI.

2.3.12. 3azon0680K Kk mexcmy 0OKymMenma

3aroioBOK K TEKCTY JOKYMEHTa JOJDKEH OBITh KpPAaTKUM, TOYHO IepelaBaTh CoOJep>KaHue
JOKYMEHTa. 3aroJIOBOK JJOJDKEH OBITh COTJIACOBAH C HANMEHOBAHUEM BHJIA TOKYMEHTA.

3aroJI0BOK JIOJDKEH OTBEYaTh Ha BOIIPOCHI:

- «0 ueM?» («o koM?»). Ilpumep — «IIpuxaz 06 usmeHeHuU WMAMHO20 PACNUCAHUY.

- «uero?» («koro?»). Ilpumep — «/londxcnocmuasn uHCmMpyKyus 21asHo20 byxeaimepa.

3aroJ0BOK COCTABIISIETCS JIUIIOM, OTBEYAIOIINM 33 IPOCKT IOKYMEHTA.

K tekcty mokymeHToB, odopmieHHBIX Ha OjaHkax Qopmarta A5, 3arojloBOK MOXKET He
COCTaBIISITHCSL.

2.3.13. Ommemxka o konmpone

OTMeTKy O KOHTpOJIE 3a MCIOJHEHHEM JTOKyMeHTa 0003HavaroT OykBou «K», cioBoM wuiu
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mramnoMm «KoHTposby.

2.3.14. Texcm ookymenma

Texkct noxkymeHTa O(GOPMIISIOT B BHJIE AHKETHI, TAOMUIIBI, CBA3HOTO TEKCTa HJIU B BUJE
COEIMHEHUS ITUX CTPYKTYP.

[Ipu cocTtaBieHMM TEKCTa B BHJIE€ AHKEThl HAUMEHOBAaHHS IPU3HAKOB XapaKTEPU3yEMOIO
00BbEKTa JOJKHBI OBITh BBIPAKEHbl MMEHEM CYLIECTBUTEIBHBIM B HMEHHUTEIBHOM TaJeke WIH
CJIOBOCOYETAHMEM C IJIarojOM BTOPOIO JIMIIA MHOKECTBEHHOT'O UMCia HACTOSILEr0 WK MPOILEIIIEro
BpeMeHH (MMeeTe, ObUIM, HAXOIWINCh U T.JA.). XapaKTePUCTHKHU, BBIPAKEHHBIE CIOBECHO, IOJKHBI
OBITH COTJIACOBAHBI C HANMEHOBAHUSMHU MTPU3HAKOB.

I'pappt u cTpokm TaONMMIBI JOJDKHBI HMETh  3arojlOBKH, BBIPRKEHHBIE HMEHEM
CYLIECTBUTENIbHBIM B HMEHMTENbHOM majexe. llomzaromoBku rpad U CTpPOK JOJKHBI OBITh
coriacoBaHbl ¢ 3arojoBkamu. Ecnm Tabmuiy medararor Oosiee 4yeM Ha OJHOWM cTpaHuIle, rpadsl
TaOJIMLBI JOJKHBI ObITh MPOHYMEPOBAHBI M HAa CIEAYIOIIUX CTPAHUIIAX JOJKHBI ObITh Hare4aTaHbI
TOJIbKO HOMEpa TuX rpad.

CBsI3HBIM TEKCT, Kak MpaBWJIO, COCTOMT M3 JIByX uacTeil. B mepBoil yacTu yka3bIBaloTCs
NPUYUHBL, 1I€JIM, OCHOBAaHHS CO3/IaHUS JIOKYMEHTa; BO BTOPOHM (3aKJIIOUMTENbHOM) - pELIeHHS,
BBIBOJIbI, TPOCKOBI, peKOMEHAaMU. TeKCT MOXKeT cojiepKaTh OAHY  3aKIIOUYMTENbHYIO  YacTh
(HampuMep, TPUKa3bl - PACHOPSAUTENBHYIO YacTh 0€3 KOHCTAaTUpyrollled, muchkMa - mpochkOy 0Oe3
NosiICHeHUs1). B Tekcre NOKyMeHTa, MOJArOTOBJIIEHHOTO Ha OCHOBAaHMM HWJIM BO HUCIOJHEHHE paHee
U3JIaHHOTO JOKYMEHTa, YKa3bIBalOT €ro PEKBU3UTHI: HAUMEHOBAaHUE JOKYMEHTa WU OpraHM3aliu-
aBTOpA, J1aTy, PETUCTPALIMOHHBIA HOMED, 3ar0JI0BOK K TEKCTY.

Ecnu TeKCT coaep KUT HECKOJIBKO PEIIeHUH, BBIBOJIOB U T.JI., M0 MOXHO Pa3OUTh Ha pa3Jienbl,
MYHKTBI, KOTOpbIE HyMEpYIOT apaOckuMu nudpamu.

B pacnopsauTenbHBIX  IOKYMEHTAX  OpraHM3aluii, JEWCTBYIONIMX HAa  MPUHIMIAX
€AMHOHAYaIus, a TAK)KE BO BHYTPEHHUX JOKYMEHTAaX, a[peCOBAHHBIX PYKOBOJCTBY, TEKCT M3JIaratoT
OT IIEPBOTO JIMIIA €AMHCTBEHHOTO YHUCIA («IIPUKA3BIBAIO», KIPEATIATAI0», KIIPOLIY»).

B nokyMeHTax KoOJUIETHalbHBIX OPraHOB TEKCT M3JIaraloT OT TPETHEro JIMIA €IMHCTBEHHOTO
gucia («OCTAaHOBIISIETY, «PEITHI).

B coBMECTHBIX NOKyMEHTaxX TEKCT H3jararoT OT IIEpBOr0 JIMLA MHOYKECTBEHHOIO 4YHCIIA
(«IpUKa3bIBAEM», «PELINIINY).

TekcT mnpoTokona wu3NMaraloT OT TPETHEro JIMLA MHOXKECTBEHHOrO YHCa («CIyILaam,
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«BBICTYIIHIINY, «PEIIMIIN).

B nuceMax HCmosnb3yroT ciueayrone GOpMbl U3TI0KESHUS:

* OT MEPBOrO JHIAa MHOXECTBEHHOTO YHCIa («IIPOCHUM TMPEIOCTABUTH...», «HAIPABISIEM B
Bamr agpecy);

* OT TIEPBOT'O JIMIIA €MHCTBEHHOI'O YKCa (IIPOIIY BBICIATHY, «CUYMTAKO HEOOXOIUMBIMY);

* OT TPETHETO JIUIA EAMHCTBEHHOTO YUCIIA (KMHUHHACTEPCTBO HE BO3PAKACTY).

2.3.15. Ommemxa o nHanuyuu npuIoNCeHUll

Ecnu nucbMo umeeT npusioKeHus, He Ha3BaHHBIE B TEKCTE, TO YKA3bIBAIOT €0 HaMMEHOBaHHUE,
YHCIIO TUCTOB U YHCIIO SK3EMILIAPOB; MPU HAIMYUH HECKOJIBKUX MPUIIOKEHUN UX HYMEPYIOT.

Ilpumep:

Ipunoowcenue: 1. Cnpaska o ... Ha 3 1. 8 2 3K3.

2. Ilpoexm ... na 8 1. 6 3 3K3.

Ecnu npunoxxeHus cOpoIopoBaHbl, TO YUCIO JUCTOB HE YKa3bIBAIOT.

Ecnu x JOKyMEHTY MpHiiaraeTcst Ipyroi TOKyMEeHT, TakyKe HMMEIOIIHIA MTPUIIOKEHNE, OTMETKY O
HAJIMYUA TPUITI0KEHUST OQOPMIISIOT CIIEIYIONIIM 00pa3oM:

Ipunoosicenue: nucomo Pocapxusea om 05.06.2005 N 02-6/172 u npunosicenue K Hemy, 6ce20 HA
3

Ecnu npunoxxeHue HampaBIsiOT HE BO BCE YKa3aHHBIE B JOKYMEHTE ajpeca, TO OTMETKY O €ro
HaJIM4uu 0(hOpMIISAIOT CIETYIOINUM 00pa3oMm:

Ipunooicenue: na 3 1. 8 5 9K3. MOIbLKO 8 nepawlii aopec.

B npunoxennn K pacnopsauTeIbHOMY JOKYMEHTY (ITOCTaHOBJICHHUS, TPUKA3bI, PACTIOPSKCHHSI,
MpaBuJia, UHCTPYKIIUHU, TTOJOKEHHSI, PEIICHNUS) HA IEPBOM €ro JIMCTE B IPABOM BEPXHEM YIy MHUIIYT
«[Ipunoxxenre No» C ykazaHHMEM HaWMEHOBAaHUS PaCIOPSIUTEIHHOTO JIOKYMEHTa, €ro JaTbl U
PETUCTPAIIMOHHOTO HOMEPA, HallpUMeD:

Tpunoowcenue Ne 2
Ipuka3zy Pocapxusa om 16.03.2005 Ne261

Homnyckaetcst Boipakenue «[IPMJIOXKEHUE Ney newaraTe mponucHbIMH OyKBaMHu, a Takke
[EHTPUPOBATh 3TO BBIPAKEHHE, HAUMEHOBAHHE JTOKYMEHTA, €Tr0 JIaTy W PErHCTPallMOHHBIA HOMEp
OTHOCHUTEJIBHO CaMOW JIMHHOW CTPOKH, HAIIPUMED:

IIPHJIO’KEHUE Ne 2
K Ilpuxazy Munukyremypoer Poccuu
om 18.03.2005 Ne234
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2.3.16. Iloonucw

JIOKyMEHTBI,  HampaBisieMble B  BBIIIECTOSIIME  OpraHbl,  (QenepaibHbIe  OpraHbl
NPEJCTaBUTENILHOW M CyNeOHOM BiacTH, NOJMMCHIBAIOTCS PEKTOPOM WJIHM, IO €ro IOPYYEHHIO,
IPOPEKTOPOM.

JIOKyMEeHTBI, HampaBjisieMble IOAYMHEHHBIM U JPYIMM OpraHMu3alusM, TIpaxaaHaM
MOJIIMCHIBAIOTCS PEKTOPOM, €r0 3aMECTHTEISIMH HIIM PYKOBOJUTEISIMA CTPYKTYPHBIX TOJIPA3ICICHUI
B COOTBETCTBHH C MX KOMIIETCHIIUECH.

B coctaB moanucu BXOAAT: HAMMEHOBAHHE JOJKHOCTH JIMLIA, TOJIUCABIIET0 JOKYMEHT (Tpu
UCIIOJIb30BAaHUU JIOJDKHOCTHOTO OJlaHKa HAMMEHOBAaHUE JIOJDKHOCTH HE YKa3bIBaeTCs), JIHYHAs
MOJIHCH U €€ pacmudpoBKa (MHUIHAIBI U (HaMILITHS).

Ecmu  nomkHOCTHOE JHMIO, MOMNKMCH KOTOPOTO 3aroTOBJICHAa Ha MPOEKTe JOKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT TMOJMNKNCHIBACT JIMIIO, HUCHOJHSIONIEE €ro OOS3aHHOCTH, WU €ro
3amectutenb. [Ipu 3ToM 00s3aTenbHO yKasbiBaeTcsi (aKTUYecKasi JOJDKHOCTH JIUIA, MOAMNUCABIIETO
JOKYMEHT M ero (aMmins (MCIpaBiIeHHS MOXHO BHECTH OT PYKH WJIM MAIIMHOIHCHBIM CIIOCOOOM,
HampuMep: «H.0.», «3am»). He momyckaercs MOAMHMCHIBATH JOKYMEHTBI C TPEIVIOTOM «32» WITH
MPOCTaBJICHHEM KOCOH YepThI TIepe]l HANMEHOBAaHHEM JIOJDKHOCTH.

[Ipy nonamucaHuM AOKYMEHTa HECKONbKHMMH JOJDKHOCTHBIMU JIMIIAMH WX  TOAMHCH
pacroyiaratloT Ha OJJHOM YPOBHE WMJIHM OJIHY HOJ JIPYroil B MOCJIENOBAaTEIbHOCTH, COOTBETCTBYIOIEH
3aHUMAEMOM TOJKHOCTH.

2.3.17. Coenacosanue npoexma 0OKyMeHma

CornacoBanue TpoeKTa  JIOKYMEHTa  TPOBOJAMTCA MNP  HEOOXOIMMOCTH  OLIEHKU
000CHOBaHHOCTHU JIOKYMEHTA, COOTBETCTBUS €T0 MIPABOBBIM aKTaM U paHee MPUHATHIM PEILICHHUSM.

[IpencraBnsiemple  Ha TIOJTITHCh JOKYMEHTBI BU3HPYIOTCS WCTIOJTHHUTEIEM
(OTBETCTBEHHBIM HCIIOJHHUTENEM) W PYKOBOTUTENEM TIOJpPA3JeIeHUsl, TIAe TOTOBHIJICS TPOEKT
JNOKyMeHTa.  JIOKYMEHTBI, coOJAepKalllue MOopydyeHHs paboTHHKaM  QenepajlbHOro  oprasa
WCTIOJTHUTENILHOM BJIACTH, UMH JIOJKHBI OBITh 3aBU3HPOBAHBI.

CormacoBanme TmpoeKkTa JIOKyMEHTa OQOpMIIsSeTCs BHU30M Ha JIOKyMEHTe (BHYTpEHHEe
corjiacoBaHue) Uiy rpuoM coraacoBaHus (BHEIIHEE COTIacOBaHUE).

Bu3a Britoyaet B ce0st JOIDKHOCTh BU3UPYIOIIETO TOKYMEHT, IMYHYIO MOANUCH, paciIu(ppOBKY
MOANUCH (MHULIAAIBI, (aMIUTHS) U 1aTy.

Buza npocraBnsieTrcss B HUKHEW 4acTh OOOPOTHOM CTOPOHBI MOCJEIHErO JIMCTA MOJIMHHUKA
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HOPMATUBHO-IIPABOBOI'0  dKTa (l)el[epa.]'II)HOFO OpraHa HCIIOJIHUTENLHON Binactu. Ha IIPOCKTE
3aKOHOAATCJIBHOI'0 aKTa, Ha BHYTPCHHEM IOOKYMCHTC M Ha KOIIMH OTIIPABJIICMOI'O JOKYMCHTA BU3bI
MMPOCTABJIAOTCA Ha JINIIEBOM CTOPOHC JOKYMCHTA.

3aMe‘IaHI/I5I, 0ocoOble MHEHHUS U JOIIOJIHEHHA K IIPOCKTY AOOKYMCEHTA O(bOpMJ'IHIOTCﬂ Ha

OTACJIBHOM JINCTC. B stom clIydyac BU3a O(bOpMJ'IHCTCH CJICAyroIum 06p330MZ

3ameuanus npunazaromes

Hauanvnuk ropuouueckoeo omoena

Jluunas noonuce D.N.0.

Jlama

3aMeydaHus 10K/ JbIBAIOTCS PYKOBOAUTEIIO, TIOAMHUCHIBAIOIIEMY TOKYMEHT.

BHeurHee corsiacoBaHue — COTJIaCOBaHHME IPOEKTa JOKYMEHTa C (elepalbHBIMH OpraHaMu
HCIIOJIHUTENIHOM BJIACTU M OpraHU3alusIMU, HHTEPECHl KOTOPHIX B HEM 3aTParuBarOTCs.

BHemnee cornacoBanue g1oKyMeHTa oopmiisieTcs: rpudoM coriaacoBaHMs, KOTOPBIH BKIOYAET
B cebs cinoBo COI'JTACOBAHO, nanMeHOBaHUE AOJKHOCTH JIMIIA, C KOTOPBIM COTJIaCOBBIBAETCS
JOKYMEHT (BKJIIOYasi HAMMEHOBAaHUE OPTaHU3all|K), JIUYHYIO MOIUCH, paciin(poBKY MOJIMUCH U 1Ty

COIJIaCOBaHUsl, HAIPUMED:

COI'JTACOBAHO
Inasnoiii Oyxeanmep
(MuuHas NOONUCh) (UHUYUATLL, Pamuius)

Jlama

I'pud cornmacoBanus pacmnosaraercss Hke pekBusuTa «lloamuce» B JIEBOM HUXKHEM I0JI€
JIOKYMEHTA.

I'pucdbr cormacoBaHus MOTYT pacmojiaraThCs Ha OTIAENbHOM «JInMcTe cormacoBaHUs», €CIu
CoZIEp)KaHUE TOKYMEHTa 3aTparuBacT MHTEPEChl HECKOJBKUX opraHuzauuid. Ha nokymeHnte nenaercs
OTMETKa «JIMCT COryTacoBaHMsI MPUIIATAETCSI.

CormnacoBanue TOKyMEHTa OCYIIECTBISIETCA B CIEAYIONIEH MOCIE0BATEIbHOCTH:

- ¢ JOJHKHOCTHBIMU JIHIIaMU (heiepabHbIX OPTaHOB UCTIOTHUTEIHHOW BIACTH,

- C PYKOBOJIUTEISIMU IOJYMHEHHBIX OpraHu3aluid, HHTEPECH KOTOPBIX 3aTParuBarOTCI B
JIOKYMEHTE;

- ¢ (enepanbHBIMU OpPraHaMU MCIIOJIHUTEIBHOW BIJIACTH, MHTEPECHl KOTOPBIX 3aTparuBact

COACPIKAaHNUC JOKYMCHTA,
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- [Opd  HEOOXOJAMMOCTM C  OpraHaMd,  OCYILECTBJSIONIMMH  TOCYAapCTBEHHBIH
HAJBEJIOMCTBEHHBI KOHTPOJIb (HAA30p) B ONpEAETeHHONW 00nacTh (IKOJOTUYESCKUH, MOKAPHBIA H
T.IL.), C OOIIECTBEHHBIMHY OPraHU3aLUsIMU;

- C BBIIIECTOSIIIMMHM OpPraHaMU — B CIIy4asiX, KOTJa 3aKOHOJATeIbCTBOM IPEayCMaTpUBAETCs
BO3MOXXHOCTh COBEPILICHHUS YIIPABICHUECKUX ACUCTBUN TOJIBKO C COTJIACUS 3TUX OPTaHOB.

2.3.18. Ommuck nevamu

YHuBepcutrer umeeT mnedaTh ¢ u3oOpakeHnuem [ocymapcrBenHoro repba Poccuiickoii
Qenepanyiy, a Tak >K€ I€YaTH: KaHIENSIpPCKas, OTAela KaJpoB, y4eOHOro YIpaBiCHUS, IS
(UHAHCOBBIX TOKYMEHTOB, JIJIs1 OyXTaJITEPCKUX IOKYMEHTOB, JIEKAHATOB.

OtTHck nieyatu ¢ m3o0pakenueM ['ocynapcrBernoro repba Poccuiickoit denepanuu craButTcs
Ha JJOKyMEHTaX, TPEOYIOMUX 0COO0Tr0 YIOCTOBEPEHUS MX IMOMIUHHOCTU. [IpocThie KpyTribie TedaTu
(06e3 wm300paXkeHUS TOCYAApCTBEHHON CHMBOJHMKH) CTaBSITCA Ha KOMHUSAX JOKYMEHTOB JUIS
YIOCTOBEPEHUSI UX COOTBETCTBUA MOAIMHHUKAM. OTTHCK TedaTd JOKEH 3aXBaThIBaTh OKOHYAHUE
HAUMEHOBAHHUS JIOJIXKHOCTH JIIIA, TIOJITHCABIIETO JOKYMEHT.

2.3.19. Ommemxa o 3a6epeHuu Konuu

Jlyiss 3aBepeHusi COOTBETCTBHUS KOMHH JOKYMEHTA TOJUIMHHHUKY HYKe pekBH3UTa «Iloamuch»
MPOCTABIISIIOT 3aBEPUTENBHYIO HAAMUCh «BepHO», MOIKHOCTH JHIIA, 3aBEPUBIIETO KOMHIO, JTUYHYIO
MOJMKUCH, paCIIM(PPOBKY MOIIUCH, ATy 3aBEPEHUSI.

Ilpumep:

Bepno

Jluunas noonuce A.I1. Cepeeesa
Hncnexmop cnyscovl kaopos
Jlama

OTMeTKa 0 3aBEpeHHH KON yJIOCTOBEPSETCS] OTTUCKOM IeYaT Y HUBEPCUTETA.

2.3.20. Ommemxa 06 ucnonHumene

OtMeTka 00 MCHOJIHHUTENE JOKYMEHTA MPOCTABISETCS B JIEBOM HIDKHEM YTJY JIUIIEBOW WIIH
000pOTHOM CTOPOHBI MOCIETHETO JINCTA TOITHHHUKA IOKYMEHTA.

OTmeTKa BKITIOYaeT HOMep ero TenedoHa U MHULUATBI, (aMIIIAIO UCTIOHUTEIS.

Tpumep — «22-22-22 H.C. Maxcumosay.

Ha noxyMeHTe, MOAroTOBICHHOM MO MOPYUYEHUIO PEKTOPA IPYNION UCTIOJHUTENIECH, B OTMETKE
00 ucnoTHUTENE yKa3biBaeTCs (paMUIusi OCHOBHOTO UCIIOJIHUATEISL.

2.3.21. Ommemxa 06 ucnonneHuu OOKyMeHma
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OTMeTka 00 MCIIOJHEHUH JOKYMEHTA M HAalIPaBJIEHUHU €ro B JIEJI0 BKIIIOYAET B ce0s ClleAyIoIIHe
JIAaHHBIE: CCBUIKY Ha JaTy WU HOMEpP JOKYMEHTA, CBUJETEIbCTBYIOLIEIO O €ro MCIOJHEHHUH, WIA IIPU
OTCYTCTBUHM TaKOTO JOKYMEHTA KpaTKHe CBEACHHUs 00 MCIOJIHEHWH; CIIOBA «B JEJIO»; HOMEp JieNla, B
KOTOpPOM OyJeT XpaHUThCsA JOKyMEHT. OTMeTKa 00 HMCIIOJIHEHMM AOKYMEHTa U HalpaBJIEHUHU €ro B
JIeJI0 TIOATMCHIBAETCS U JATUPYETCs MCIOIHUTENEM JOKYMEHTA WIH PYKOBOAMTEIEM CTPYKTYPHOIO
IIO/Ipa3/IeJICHNs], B KOTOPOM HCIIOJIHEH JOKYMEHT.

2.3.22. Ommemxka o nocmynienuu 0OKyMeHma

OTmeTKa O NOCTYIUIEHHH [IOKYMEHTa B YHHUBEPCHUTET COACPKHUT OUYEPEIHOU IOPAIKOBBIN
HOMEp U JIaTy HOCTYIJIEHUs JOKYMeHTa (IIpH HeoOXOAMMOCTH — BpeMs nmoctymieHus). [lomyckaercs
IIPOCTABJIATh OTMETKY O IOCTYIUICHUH JOKYMEHTA B BUJE IITAMIIA.

2.4. Ilpuka3s, pacnops:keHue

IIpuka3 — npaBoBOM akT, U3AABAEMbI PEKTOPOM JI PELUEHUS OCHOBHBIX M ONEPATHBHBIX
3aja4, CTOAIMX Iepen YHuBepcuTeToM. [Ipmka3s kacaeTcss HIMPOKOrO Kpyra JOJKHOCTHBIX JIMI]
HE3aBUCHMO OT TMOJYMHEHHOCTH W MOXKET OBITh M3/1aH PEKTOPOM WM JIUIOM, HCHOJHSIOUUM
00513aHHOCTH PEKTOpa YHUBEpcUTETa B ciyyae ero orcyrcrBus (Ilpunoxenue 2).

B YHuBepcurere usnarorcs npukasbl:

° [Tpukazer CI'MY 10 0CHOBHOI J1€ATETLHOCTH.

. [Tpuxazer CTMY no AXY.

. [Tpukaszsr CI'MYVY no nuunomy coctay JI/C-I1 (mpueM, yBoibHEHHE, IEPEBOL).

. [Tpukazsr CI'MY no nuunomy cocraBy JI/C-J] (momnatel, HarpaxaeHue, IpUCBOCHUE
YUEHOTO0 3BaHUs U YUYCHOU CTeNeHH, KBaIM(UKALIUY, U3MEHEHUE YUETHBIX JaHHbIX ).

. [Tpukazsr CI'MY mno nmunomy cocraBy JI/C-T (oTmycka, AeXypcTBa, CBEpXypOuHas

paboTa, mpa3THUYIHBIE).

. [Tpukazsr CI'MY 1o JMYHOMY COCTaBYy O HampaBlieHHMM PaOOTHHUKOB B KOMAaHIUPOBKY
K.

. [Tpukaszsl CI'MY no ¢axynbrery nosbimeHus kpanupukanun (PIIK).

. [Tpukaszsl CI'MY 1o TU4HOMY COCTaBY CTYJIEHTOB (-CT).

. [Ipukaszsr CI'MY 1o nuyHOMYy cocTaBy ydamuxcs aunest (-J1).

. [Tpukazer CI'MY 1o 1TH9HOMY COCTaBY CTYICHTOB KoJIIemka (CT/K).

. [Tpukazer CI'MY mo nmuunomy coctaBy ydammxcs OO (dakyabTeT TOBY30BCKOTO
o0Opa3oBaHus).
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J [Tpukazsr CI'MY (akynprera NOBbILICHHS KBATH(UKALMU WHTEpHATYypa/OpAUHATYpPA
(®IIK un/op).
. [Tpukaszsl CIMYVY ¢akynbrera noBsienus kpaaudukanun kommepueckue (PIIK-k).
. [Mpukassr CI'MY ¢dakynpreTa MOBBIIICHUS KBATU(GUKAMM O TPOXKHBAHUU B

OOLIEKUTHUN OPAMHATOPOB, MHTEPHOB, aCIIUPAHTOB, COTPYIHUKOB, Bpadeit (PIIK-o0mr.).

PacnopsizkeHue — npaBOBOM aKT, H34aBAaE€Mblil €IMHOJIMYHO PYKOBOJIUTEIEM B IEJISIX
pasperieHus onepatuBHbIXx  BomnpocoB ([Ipunoxkenne 3). Kak  mpaBuiao, #WMeeT OrpaHHYCHHBIH
CPOK JEHCTBHS M KacaeTcsi y3KOro Kpyra OopraHu3aluid JOJKHOCTHBIX JIMI] M IpaxkaaH (Hampumep,
pacnopspbkeHue 1o kadeape).

2.4.1. Tlpukazamu U pacnopsDKEHUSIMH OQOPMIIIOTCS PELICHUS HOPMAaTHBHOTO XapakTepa, a
TaKXe M0 OTIEPaTUBHBIM, OPTaHU3AIMOHHBIM, KaJIpOBBIM U APYTHM BOTIPOCAaM pabOThl Y HUBEPCHUTETA.

[IpoekTbl mnpuKa3oB (pacHnopsKEHWI) TOTOBAT M BHOCST IOJApA3/JelIeHUs Ha OCHOBAHUU
NOPYYEHUI peKTopa, IPOPEKTOPa, TMO0 B MHUIIMATHBHOM IMOPSIKE.

IIpoekTsl mpuKa30B MO KaJpoBBIM BONPOCAM TOTOBUT YIIpaBIEHHE KaJpOB Ha OCHOBAHWU
COOTBETCTBYIOILIUX MPECTABICHUH.

ObecrieyeHre KayeCTBEHHOW TOJATOTOBKM IPOEKTOB NPUKA30B (paclopspKEHUM) W HX
COIIACOBAHUE C 3aMHTEPECOBAHHBIMH CTOPOHAMH BO3JIAracTCsl Ha PYKOBOJIUTENEH IOAPA3JEICHUN,
KOTOpBIE TOTOBSAT ¥ BHOCAT IIPOEKT.

KonTpons 3a mNpaBHIBHOCTBIO O(OPMIIEHHS NPOEKTOB MPUKA30B  (pacropsyKeHU)
OCYIIECTBIISIET KaHUEISIPUS.

2.4.2. TIpoeKThl MPUKa30B (PaCTIOPSDKEHHI) U MTPUIIOKESHHS K HUM BH3UPYIOTCS HCTIOTHUTEIEM
U PYKOBOJUTENEM IMOAPA3AEICHNS, BHECIIUM IIPOEKT, PYKOBOAUTEISIMU MOJPA3AEIEHUI, KOTOPhIM B
IIPOEKTE MpPEAyCMaTpUBAIOTCS 3aJaHus M IOpydYeHHMs, a Takke HadanbHukamu OTaenos
JIOKYMEHTAIlMOHHOTO O0ecreyeHns U TMpaBoBOro oobecredeHus (BU3UPYET MPOEKThl IPUKA30B,
pacniopspkeHuii). BospaxkeHuss 1o TpoekTy TMpHKaza (pacmopsbKeHMs), BO3HHMKAIOUIME IIpU
COIIACOBAaHMUU, U3JIaraloTCs B CIPABKe, KOTOpask MPUJIAraeTcs K MPOeKTY.

Ecin B IIPOLECCE  COIJIaCOBaHMsI B  IPOEKT IpPUKa3a BHOCATCS  U3MEHEHMS
MPUHILIMIIHAIBHOTO XapaKTepa, TO OH MOJUIEKUT MepenedyaTke i MOBTOPHOMY COTJIACOBAHMIO.

[IpoekTbl mpuKa3oB (pacmopspKeHUil), MpeacTaBiIsieMble PEKTOPY Ha MOJINKUCH, BU3UPYIOTCA
IPOPEKTOPAMH B COOTBETCTBUU C pacIpeesieHueM 00s3aHHOCTEH.

2.4.3. TlpoekTsl TpUKa30B (pacloOpsHKEHHUI) TIeYaTaloTCsl Ha CTaHJApTHBIX OJlaHKaX
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YCTaHOBJICHHON (POPMBI M JOKJIAIBIBAIOTCS JUIS OJMUCH MIPH HEOOXOIMMOCTH CO CIIPAaBKOM, KOTOpas
JIOJDKHA COJIepKATh KPATKOE M3JIOKEHHE CYTH MpHKa3a, 000CHOBaHUE €ro HEOOXOIMMOCTH, a TaKXKe
CBEJICHUS O TOM, Ha OCHOBAaHHH YE€ro MOJITOTOBJIECH MPOEKT M C KeM coriacoBaH. JlaTol mpukasza
ABIISIETCS 1aTa €ro MOIMUCaHUS.

2.4.4, Kormuu mipuka3oB (PacHopspKCHHM) WM MX Pa3MHOXKCHHBIC ADK3EMIUISPHI 3aBEPSIOT
NeYaThl0 KaHIEISIPUU U HAMPaBIIOT aJpecaTtaM B COOTBETCTBHH C yKa3aTeJeM PacCBUIKH, KOTOPBIHA
COCTAaBIIICTCSI M TOAMHKCHIBaETCS wHcmonHuTeneM. Komus 00sS3aTeNbHO HAMpaBIseTCS TaKKe
WCIIOJTHUTEIO U B KaHLIEISIPUIO.

2.4.5. Ilpuka3 (pacnopsiKeHHE) UMEET CIASAYIOUIUE PEKBU3UTHI:

1) HaumenoBanue Yuusepcureta - [ BOY BIIO Caparosckuit IMY um. B.U. PazymoBckoro
Munsgpasa Poccun.

2) HaumeHoBaHKe BUIa IOKYMEHTA — MIPHKa3.

3) Mara u Homep mpukaza. Jlata odopmisiercs CIOBECHO-IHU(POBBIM CIIOCOOOM, HOMED
COCTOUT M3 3HaKa «No» U TIOPSIIKOBOTO HOMEpa MpUKasa.

3aroJ0BOK JOJDKEH KPaTKO M TOYHO OTPa)kaTh COJIEp)KAHHWE TEKCTa MpuKkasza. Todyka B KOHIIE
3arojloOBKa HE CTABUTCA. 3arojOBOK I€YaTaeTCs MOMYXHPHBIM MIPUPTOM dYepe3 | MeKCTpOUHBIN
WHTEpBAI.

Ipumep — «O6 ymeepoicoenuu epemennon Mucmpykyuu no 0eionpou3eo0cmey».

3aroJoBOK K  JIOKYMEHTaM, 0(OpMIIEHHBIM Ha  OjaHKax C MOPOJIOIbHBIM
pacIioiokeHueM PEeKBU3UTOB, BEIPABHUBAETCS 110 IIEHTDY.

Pacrniopsbkenusi, Kak paBmIIo, 3ar0JIOBKa HE UMEIOT.

TekcT oTmensieTcst OT 3arojioBKa 2-3 MEXCTPOUHBIMH HWHTEpBAJIAMU M TE€YaTACTCs MIPUPTOM
pasmepom Ne 14 wyepe3 1,5 uHTEpBana OT JE€BOW T'PAHMIBI TEKCTOBOTO IOJS W BBIPABHUBAETCS IO
JIEBOM W MpaBOy rpaHUIlaM TeKcToBoro mnoiis. [lepBas cTpoka ab3aia HauMHAETCsS HA paccTostHuu 1,25
CM OT JIEBOW TPaHMIIbI TEKCTOBOTO TOJIS.

Texct mprkasza cocTouT U3 2 4acTeil: KOHCTaTUpyoIie (mpeaMOyIibl) U pacopsAUTENbHOM.

B KkoHcratumpyromieii dYacTH KpaTKO W3JAraloTcs Ienu W 3amadd, (akTel ¥ COOBITHS,
MIOCTY)KMBIITE OCHOBAaHHMEM JUIS M3AaHUs MpuKaza. OHa MOXKET HAUMHATHCS CIIOBAMH «B LIEISIX», «BO
UCTIOJIHEHUe» W T.A. Ecaum mnpuka3 wu3gaercs Ha OCHOBAaHMU JPYroro JTOKYMEHTa, TO B
KOHCTaTHPYIOLIEH YacTH yKa3bIBA€TCS HAMMEHOBAHHE TOTO JOKYMEHTA B POJUTEIBHOM IAJEXKe, ero

aBTOp, Jara, HOMEp U 3arojioBokK. [IpeamOyna B TpOEKTax MPHKA30B 3aBEPIIACTCS CIOBOM
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«IIPUKA3BIBAIO», KOTOPOE N1€YATAETCS B PA3PALKY.

PacniopsaurenbHas 4acTh JOJDKHA COJAEPKATh NEPEUUCICHUE IMPEANMUCHIBAEMBIX ICHCTBUU C
YKa3aHUEM MCIIOJIHUTENS KaKJI0r0 IEUCTBUS U CPOKOB MCIOJIHEHUA. PacniopsaurenbHas 4acTb MOXKET
JeUThCSI Ha IYHKThl W TOJIYHKTBI, KOTOpble HyMepyroTcs apabckumu wnudpamu. JleiictBus
OJIHOPOJHOT'O XapakTepa MOryT ObIThb MEpEeYuClIeHbl B OJHOM IyHKTe. B KkadecTBe ucrnosiHuTenei
YKa3bIBalOTCA CTPYKTYPHBIE TIOAPA3IEICHUS UM KOHKPETHBIE JOLKHOCTHBIE JIMIIA.

[TocnenHuii MyHKT pacnopsAUTEIbHON YaCTH MOXKET COAEPKAaTh CBEIACHHS O MOJpa3ACICHUU
WIH JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM TIPUKa3a.

Ecnu nmpukas n3MeHsieT, OTMEHSET WM JOMNOJIHAET paHee U3AAHHBIN JOKYMEHT MM KaKHe-TO
€ro IOJIOKEHHUs, TO OJJUH U3 IIYHKTOB PaCHOPSIUTEIBHON YaCTH TEKCTa JOJDKEH COJEPKATh CCHIIKY Ha
OTMEHSEMbII JOKYMEHT (IIyHKT JOKYMEHTAa) C YKa3aHHMEM €ro JaTbl, HOMEpa MU 3arojioBka. TekcT
IIYHKTA JOJDKEH HaUYMHAThCS cioBaMu «lIpU3HaTh yTpaTUBLIINM CHITY...».

B mpuxas He cnepyer Bkmrodarh NyHKT «lIpuka3 nosectu no ceenenus...». Ilompasnenenus
(TOJKHOCTHBIE JIMIA), O CBEACHUS KOTOPBIX JIOBOJAWUTCS NpHKa3, NEPEUHCIAIOTCS B yKaszarese
PAacChUIKH, KOTOPBIM UCIIOJHUTEIb TOTOBUT BMECTE C IPOEKTOM IIpUKa3a.

Bu3bl BKIIIOYAIOT JTOKHOCTH BU3UPYIOUIMX, JIMYHBIE MOANMCH, paciindpoBKy Hojanuced u
nary. Busa pacronaraercst Ha 00paTHON CTOpPOHE MOCIIEIHET0 JUCTA JOKYMEHTA B HUKHEH 4acTH.

IToamuce COCTOMT M3 HAMMEHOBAHMSA IOJKHOCTH JIMIA, MOANMCABIIETO JOKYMEHT, JIMYHOU
MOJIMUCH U paclIn(PPOBKY MOANUCH (MHULKAIBI, PaMUIINS).

HanmenoBanue AOKHOCTH MedaTaercs OT JIEBOM I'PAHMIBI TEKCTOBOTO ITOJISl, MHULAAIBI U
(bamMuIus — OT MpaBoi TPaHULIbI TEKCTOBOTO TOJIS.

IIpunoxkeHuss K TpHUKa3y BU3BUPYIOTCA PYKOBOIUTEIEM CTPYKTYPHOIO IIOAPA3ICIICHMUS,
MTOATOTOBUBIIETO MPOEKT. [Ipn HaMM4YMM HECKONBKUX MPHWIIOKEHUH, IPUIIOKEHNSI HYMEPYIOTCSI.

BHecenne m3mMeHeHUN B NOJNKCAHHBINA NPUKA3, PACHIOPSIKEHUE, a TAKXKE B COIIACOBAHHBIN
IIPOEKT JOKYMEHTA HE JOIyCKaeTCsl.

2.5. Ilonokenne, NpaBuJIa, MHCTPYKIHA

2.5.1. TlonmoxeHWe MPUHUMAETCS B TOM CJyd4ae, €CIM B HEM YCTAHABJIHMBAIOTCS CHCTEMHO
CBsI3aHHbBIE MEXy cO0O0I MpaBuiia Mo BONpocaM, OTHECEHHBIM K KOMIIETEHLIUN Y HUBEPCUTETA.

B mpaBunax ycTaHaBIMBAarOTCS HOPMBI M TpeOOBaHUs, OOs3aTENbHBIC JUIS BBIMOJIHEHUS, B
UHCTPYKLIMU M3JIaraeTcsl TMOPSAIOK OCYLISCTBICHHS KaKOH-JIMOO JEATENIbHOCTH WM TOPSI0K

MMPUMCHCHUA IMOJIOKECHUH 3aKOHOAATCJIBbHBIX U MHBIX HOPMAaTHBHBIX aKTOB.

‘ 3anpelaeTcs HeCaHKIIMOHUPOBAHHOE KOMMPOBAHHE JOKYMEHTA ctp. 19 u3 68 ‘




i

I'bOY BIIO
CapatoBckuit IMY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

NHCTPYKLIA

110 JIEJIONIPOM3BOJICTBY CO0 2.001.02-02.2015

[Tonoxenus (mpaBuia, UHCTPYKLMHU) NMPUMEHSAIOTCS KaK CaMOCTOSATENIbHbIE IPABOBBIE aKTHI,
KOTOpBIE MOJIMUCHIBAIOTCS PEKTOPOM, yTBEpKAeHUE odopmisercs B popme rpuda yTBEpKICHUS WIN
IyTeM U3JJaHUS PACTIOPSIIUTEIHLHOTO TOKYMEHTa 00 X YTBEp:KICHHH. Pemenne o mopsaKe IpuHATHS
HOJIOKEHUH, IPaBWJI U UHCTPYKIMHA HAXOAUTCS B BEACHUU PEKTOpA.

2.5.2. Tlopsmok MOATOTOBKU MPOEKTA MOJIOKEHUST (MPaBWJI, HWHCTPYKIIMH) COOTBETCTBYET
o01IeMy MmopsAKy MOJArOTOBKH MTPOEKTOB HOPMATHUBHBIX aKTOB.

2.5.3. Tekct mpoekra moyokeHUs (NMpaBWI, MHCTPYKIMM) Ie€4YaTraeTcs Ha oOmeM OaHke
VYuusepcurera. Ecin nmpoekT nonoxeHus (mpaBuil, HHCTPYKLIUH) YTBEPXKJIACTCS PacloOpsAAUTEIbHBIM
JOKYMEHTOM, TO MOJIOKEHUE (TpaBWila, MHCTPYKLMs) MeyaTaeTcsl Ha CTaHJApPTHOM JIMCTe Oymaru
dopmara A4 (ITpunoxenue 5).

Tekct M3maraeTcst OT TPETHETO JIMIA €ANHCTBEHHOTO MM MHOXXECTBEHHOTO 4mcia. B Tekcre
UCIIOJIb3YIOTCS CJIOBA: «IOJKEH», «CIENYeT», «KHEOOXOUMO», «3aIPELIaeTCs», «HE JOMYCKAeTCs».

3arojoBOK K TEKCTY HOJOXeHHs (IpaBuil, MHCTPYKLMHU) OTBedaeT Ha Bompoc «O uem?»;
3arojIOBOK K WHCTPYKIIMHU, COAEpKallel IODKHOCTHBIE TPEOOBaHUS W TMOPSAOK MPOBEACHUS PadOT
(ToImKHOCTHAsT MHCTPYKIHsI), oTBeyaeT Ha Borpoc «Koro?» (JomkHoCcTHAs WHCTPYKIHS TIABHOTO
CIIEIIUAJTNCTA).

KoHcratupyromeil 4acTeio MONOXKEHUS (IpaBWil, MHCTPYKLHUH) CIYXHUT pazfen «Oomue
MOJIOKEHHS», B KOTOPOM YKa3bIBAIOTCSI OCHOBAaHUS pa3pabOTKH, OCHOBHOE Ha3Hau€HHEe HOPMaTHUBHOTO
akTa U cepa ero pacmpocTpaHEHHs, OTBETCTBEHHOCTh 3a HApYIICHWE YCTAHOBJICHHBIX IPABHI U
TEXHOJIOTH.

OCHOBHOW TEKCT MOJOXKEHHUs (TIPaBUJI, HHCTPYKIIMHM) MOXKET JIEIUTHCS Ha IJaBbl, MMyHKTHI U
HOJINYHKTHL. [ 71aBbI TOJKHBI UIMETh Ha3BaHUS.

I'maBel HyMepyroTCs puMcKiUMH dpamu. Hymepanwst IyHKTOB ¥ TTOIITYHKTOB TTPON3BOIUTCS
apabckumu udpamu.

2.6. IIpoTokou

2.6.1. [IpoToko cocTaBisieTcs Ha OCHOBAHUU 3alTUCEN, MPOM3BEACHHBIX BO BPEMsI COBEILAHUS
(3acemanus), MPEJCTaBICHHBIX TE3UCOB JOKJIAIOB M BHICTYIICHHH, CIIPABOK, MPOEKTOB PEHICHUH U
np.

[TpoTOKOIJIBI MOTYT HM3/1aBaThCs B MOJHOW MIIM KpaTkod (opme, Mpu KOTOPOH OITYCKAeTCs XOJ
00CyXJIeHUsI BOmpoca M (PUKCHUPYETCS TOJBKO MPUHATOE IO HEMy pelieHHe. TeKCT MOJIHOTo

MPOTOKOJIAa, KaK MPABUJIO, COCTOUT U3 JIBYX YaCTEW: BBOJHOW K OCHOBHOM.
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2.6.2. Bo BBOJTHOM YacTH YKa3bIBAIOTCS:

- [Ipencenarens nnu [IpeacenarensCTByOMNNM,

- Cekperaps,

- IlpucyrcrBoBasin (MOAYEPKUBACTCS) — CIMCOK IPHCYTCTBOBABIIMX WM OTCBUIKA K
IIPWJIaraéMOMY CIIUCKY IIPACYTCTBOBABILINX, €CIIM UX KOJINYECTBO IIPEBBIIIACT 15 yenoBek.

BBojHas wacTh 3akaH4UMBaeTCs IOBECTKOM JHS — IEpPEUeHb PacCMaTpPUBAEMbIX BOIPOCOB,
[IEPEYUCIICHHBIX B MOPSAJIKE UX 3HAUMMOCTHU C YKa3aHUEM JOKJIAJUMKa MO0 KaXKJIOMY ITYHKTY MOBECTKH
nust. Kaxaplii Bonpoc Hymepyetcs apaOckoil uudpoil 1 ero HauMEeHOBaHUE HAYMHAETCs ¢ Ipezyiora
«O» («O6»), KOTOPBIH MeyaTaeTcst OT IPAHUILIbI JIEBOT'O MOJIS.

2.6.3. OcHOBHasi 4acTb NPOTOKOJIA COCTOMT M3 Pa3/elOB, COOTBETCTBYIOIIMX ITYHKTaM
MOBECTKH JHs. TEKCT KaX/10T0 pasjiena CTPOUTCS IO CXEME:

CJIYIIAJIA — BBICTVYIIMJIN — ITIOCTAHOBWJIN (PEILJIN).

OcHOBHOE cOJEpKaHUE MOKJIAZ0B M BBICTYIICHUM ITOMEIIAETCS B TEKCTE INPOTOKOJIA WM
npujaraercs K HeMy; B IIOCIEIHEM ciydyae JeNlaeTcsi B TeKCTe CHOCKa «TeKCT BBICTYIUICHUS
npunaraercs». [locTtaHoBneHue (pemieHrne) B TEKCTE MPOTOKOJa IeyaTaeTcs IOJHOCTBIO; MpH
HEO0OXOUMOCTH PUBOJSATCS UTOTHU FOJIOCOBAHUS.

Copneprxanre 0co00ro MHEHHsI, BHICKA3aHHOT'O BO BpeMs 00CYX/I€HUS, 3alHChIBAETCS B TEKCTE
IIPOTOKOJIA TIOCIIE COOTBETCTBYIOLIETO MOCTAHOBIIEHUS.

2.6.4. TekcT KpaTKOTO IMPOTOKOJAa TaK € COCTOMT W3 JBYX dacTeid. Bo BBOJHON dacTH
YKa3bIBalOTCA WHULIMAJBI U (haMUIIUS TIPECeAaTeIbCTBYIONIEro (IIpeiceaaTens), a TakKe JOHKHOCTH,
MHULMAJIB], ((aMUIMK JIUL, TPUCYTCTBOBABIINX HA 3aCEaHUH.

CrnoBo «IIpucyrcTBOBamn» MevaTaeTcsl OT TPAHMIIBI JIEBOTO MO, MOJYEPKUBAETCSA, B KOHIIE
CJIOBa CTaBUTCS JIBoeToure. Huke yka3pIBalOTCsl HAMMEHOBAHUS TOJKHOCTEN, MHUIIMAIIBI u
¢dbamMuny npucyTCTByOMKX. HanMeHoBaHust noKHOCTEN MOTYT YKa3bIBaThCsi 0000IIEHHO.

MHOrocTpouHble HAaMMEHOBAaHUS JOJDKHOCTEH MPHUCYTCTBYIOIIMX YKa3bIBAlOTCA uepe3 |
MEXCTPOUHBIN HHTEPBAJL.

CHnuCoK OTIenseTCss OT OCHOBHOM YaCTH IMPOTOKOJIA CIUIOIIHON YepTOil.

OcHoBHasi yacTh MPOTOKOJIa BKIIOYAET paccMaTpUBaeMble BOMPOCHI, U MPHUHSITHIE 10 HUM
pemenus. HameHnoBanue Bompoca HyMmMepyeTcs puUMCKOM nudpoil u HaumHaeTcs ¢ mpeaiora «O»
(«O0»), mevaraercs LEHTPOBaHO pa3mepoM mipudTa Ne 14 1 moadepKuBaeTCs OJHOM YepTO HUXKe

nocneaHeit ctpoku. Ilox deproil ykaspiBaroTcsl (paMHMIUU JTOJKHOCTHBIX JIMI, BBICTYNUBUIMX MpU
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oOcyxeHun JaHHoro ompoca. damumnuu nedaTtaroTcs depe3 1 MeXCTpOUYHBIM MHTEpBaji. 3aTeM
YKa3bIBA€TCsI IPUHATOE 110 BOIIPOCY PELICHHUE.

2.6.5. TIpoToKOa MOANMUCHIBAETCS MPEACEAATENbCTBYIOIIMM Ha 3aCeNaHUU M CEKpeTapeM.
JlaToii mpoTOKOJIa SIBIISIETCA AaTa 3aceJaHusl.

ITpoTokosiaM NPUCBAaUBAIOTCS MOPSIAKOBBIE HOMEPA B IIpelienax KaJIeHJAapHOIO rojla OTAEIbHO
[0 KaXJIOW TpyIIe MPOTOKOJIOB: IMPOTOKOJIBI 3aC€JaHUil KOJUIETHMH, IPOTOKOJBbl TEXHUYECKUX,
HAy4YHBIX W AKCIEPTHBIX COBETOB M Jp. IIpOTOKOIBI COBMECTHBIX 3acelaHUil HMMEIOT COCTABHbIE
HOMEpA, BKJIIOUAIOUIME MOPSAKOBBIE HOMEpPA IMPOTOKOJIOB OpraHU3aluii, NPUHUMABLIMX Y4acTUE B
3aceJaHuM.

Homepa mnocranoBneHuil (pelieHuil), HOPUHATHIX Ha 3aceJaHMsX, COCTOST M3 HOMepa
IIPOTOKOJIa, HOMEpA paccMaTpUBAaEMOro BOINpPOCAa B IOBECTKE JHS U MOPSAJKOBOTO HOMeEpa
IIOCTAaHOBJIEHUS (pelIeHus ) B Ipeiesax BOpoca.

2.6.6. Konuu mnpoToKOoNOB HpuU HEOOXOJUMOCTH paCChUIAIOTCS  3aMHTEPECOBAHHBIM
OpraHM3alusM M JOJDKHOCTHBIM JIMIIAaM B COOTBETCTBUU C YKa3aTeleM pacChUIKM; YyKazareib
COCTaBJISIET W IOANMCHIBAET OTBETCTBEHHBIN HCHOJHUTENb IOAPA3JENCHUs, TOTOBUBIIETO
paccMmoTpenue Bonpoca. Konuu mpoTokosioB 3aBepsOTCS I€UaThi0 KaHLIEISPUH.

[IpunATBIE pElIeHNs] JOBOIATCS 10 UCIIOJIHUTEIEW B BUJE BBIIMCOK U3 MPOTOKOJIOB, KOTOPBIE
0(OPMIISIOTCSI HA COOTBETCTBYIOIIEM OJIaHKE U 3aBEPSIFOTCS ME€YaThI0 KaHIESIPUU.

2.6.7. IIpOTOKOIIBI TIEUATAIOTCSl HA CTAaHAAPTHOM OJIaHKE MPOTOKONIA pazMepom mmpudta Ne 14
WM Ha o0riem Osanke YHuBepcuteTa popmara A4 U UMEIOT CIEAYIOIINE PEKBUZHTHI:

* HaumenoBanue nokymenrta — cinoBo [IPOTOKOJI neuataeTcss OT rpaHUIlbl BEPXHETO MOJIS
MPONUCHBIMU OYKBaMHU B Pa3psIKy, HOTYKUPHBIM MIpUPTOM pazmepoM Ne 17 u BeIpaBHUBAETCS 110
HEHTPY;

* Bun 3acenanusi, coBemaHusi — OTAENSAETCS OT MPEbIIYLIEro peKBU3UTa 2 MEXKCTPOUYHBIMU
MHTEpBAJIIaMU, [1€4aTaeTCs MOTYKUPHBIM IIPU(PTOM yepe3 | HHTepBaJl U BBIPABHUBACTCS MO LIEHTPY.

* Mecto mpoBeeHMs 3acelaHusi, COBElaHHs (IpU HEOOXOTUMOCTH YKa3bIBa€TCs, Y KOTO
MIPOBOAMTCSI COBELIAHME) — BBIPABHUBACTCS MO IIEHTPY M OTHENSIETCS OT PEKBU3UTOB «AaTa» W
«HOMEpP» MPOTOKOJIA TUHEHNKOM.

* Jlara u HOMEp npoToKoia. [lata opopmisieTcs CII0BECHO-IIM(PPOBBIM CIIOCOOOM U IeYaTaeTcs
yepe3 2 MEKCTPOYHBIX MHTEpBalla HM)KE Ipelplayliero peksuzura. Homep mpoTokosa meuyaTaercs

apabckuMu U pamMu U COCTOUT U3 3HaKa «Noy» U MOPSAIKOBOTO HOMEpPA MPOTOKOJIA.
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* OcHOBHAs 4acTh IPOTOKOJIA — Me4yaTaeTcs yepe3 1,5 MeXCTpOYHbIX MHTEpBAIA.

* [loamuce — otTaensercs OT TEKCTa 3 MEXKCTPOUYHBIMH HMHTEpPBAJAMH M BKIIOYAET
HAaMEHOBAHME JOJDKHOCTH JIMIA, IPEACeaTeIbCTBOBABUIET0 Ha 3acelaHuu (COBEIIAHHH), €ro
JIUYHOM MOJNUCH, pacin(pOBKHU MOAMUCH (MHUIIAABI U (hamMuuIns).

* HaumeHoBaHME NOJDKHOCTU — Ie€4yaTaeTcs OT JIEBOM IpaHUIlbl TEKCTOBOrO Mmojs yepes 1
MEKCTPOUYHBII UHTEPBAJI U HEHTPUPYETCS OTHOCUTEIBHO CaMOM JJIMHHON CTPOKH.

» PacmmdpoBka moanucu — pacnojaraeTcs Ha YpPOBHE TOCIEIHEW CTPOKHM HAWUMEHOBAHUS
JIOJDKHOCTH ¢ TpoOenom Mexay uHunuanamua u pamunueit. Ilpu odopmiuenun pacumdpoBku
MOJMNKCH, BKIIOYAIOUIEH TOJBKO HHHUIMAT UMEHH M (PaMIIdio, MpoOen MEXIy TOUKOW Iocie
WHUIMAJa UMEHU U damuiueil He craBurcs. [locienuss OykBa B pacmmpoBKE OTPaHUYHBACTCS
MIPABBIM IOJIEM.

2.7. CyxeOHbIe NHCbMa

2.7.1. CnyxeOHble TMCbMa Y HUBEPCUTETA FOTOBSITCA:

- KaK OTBETHI O BHIMIOJIHEHUH TIOPYYeHIUH MHUHUCTEPCTBA 3/[paBOOXPAHEHUS U APYTHX BBICIINX
OpraHOB CaMOYTPABJICHUS;

- KaK OTBETHl Ha 3alpOChl Pa3IMYHBIX OPTaHU3AINH, MPENNPUATHH M YaCTHBIX JIUI]; Kak
UHHUIIMATHUBHBIE THChMA.

2.7.2. Cpoku  TOATOTOBKHU OTBETHBIX INUCEM  YCTAHABIMBAIOTCA  pe30roLueit
PYKOBOJIUTENST HAa OCHOBAaHMHM HMEIOMIMXCS CPOKOB WCIIOJIHEHHS TOPYYSHHIA, 3alpOCOB WJIH IO
PELICHHIO aBTOPa PE30JIIOLINH.

TekcTbl OTBETHBIX MHCEM JIOJKHBI TOYHO COOTBETCTBOBATh MOPYUYCHUSIM, 3a(pUKCUPOBAHHBIM B
pesomtoru  pykoBoautTens. CpokdM  MOATOTOBKM  WHHUIIMATUBHBIX ~ IHCEM  ONPEIEISIOTCS
PYKOBOJUTEISIMH CTPYKTYPHBIX TIOIPA3IEICHUI.

2.7.3. CnyxeOHbIe MHChMa TIEYaTal0TCS Ha CTAaHIAPTHRIX OaHkax (opmara A4 nam AS.

IIpu odopmiieHun nucbMa Ha JBYX U 0ojee CTpaHMLAX BTOPas U MOCIEAYIOIINE CTPAHUIIBI
HYMEpPYIOTCS TI0 LEHTPY BepXHero mnoJjs yucta apadckumu mudpamu ([lpunoxenue 4). CioyxeOHoe
MUChMO YHUBEPCUTETA, HANPABISIEMOE BHYTPH CTpPaHBI, COCTABISCTCS Ha PYCCKOM si3bIKe. Tekct
CITy’)KeOHOTO THCHhMa, KaK MPaBHIIO, JOJDKEH KacaThCs OJHOTO BOIPOCA WIIM HECKOJIBKUX BOIIPOCOB,
€CIi OHM B3aUMOCBSI3aHBl M OyIyT paccMaTpUBaTbCS B OJHOM CTPYKTYPHOM IOJIpa3/IeiCHUN
OpraHu3alH-aapecara.

2.7.4. TekcT muchpMa U3JIaraercs OT 3-ro JIMIa €eJUHCTBEHHOTO YHCIIA.
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IIpumep — « Munucmepcmeo cuumaem...», «llpuemnas komuccus paccmompena...».

Ecnu muceMo odopmiteHo Ha OiaHKe JOHKHOCTHOTO JIMIA, TO €r0 TEKCT M3Naraercs oT 1-ro
JIMIA €IMHCTBEHHOT'O YUCIIA: IIPOILY...», «HAIPABIAIO...».

Tekct nucbMa, Kak MpaBUiI0, COCTOMT U3 ABYX yacTeld. B mepBoii yactu m3naraercs npuynHa,
OCHOBAaHHE WM OOOCHOBAHME COCTABJICHMS IMCbMA, IPUBOJAATCS CCBUIKM Ha JIOKYMEHTBI,
SIBJISIFOLIIMECST OCHOBAHMEM TMOATOTOBKM NHChMa. Bo BTOpod uacTtu, HauyuHAIomeHcs ¢ ab3ama,
[TOMEILAIOTCS BBIBOJIbI, TPEJIOKEHUS, IPOCHObI, PEIIEHUS U T.1I.

2.7.5. Jlata nuceMa — JaTa OpUHATHS peleHus, 3aQUKCUPOBaHHOro B Tekcre. /latoil nmuchma
SBJISIETCA J]aTa ero MoANUCaHHUs.

[IpaBo moamuicu CIyKeOHBIX IMHUCEM YCTAaHABIMBACTCS B IMOJOXEHHH, B TOM YHCIE, B
MIOJIOKEHUAX O CTPYKTYPHBIX HOJpa3fesieHUsX, B JOJDKHOCTHBIX MHCTPYKIHSX U B JOJDKHOCTHBIX
periaMeHTax; B Ha3BaHHBIX JIOKYMEHTAaX JOJDKEH OBITh MPEJYyCMOTPEH IMOPAIOK IMOANUCAHUS IPU
OTCYTCTBUM PYKOBOJSAIIMNX JOJKHOCTHBIX JIULL.

3. OPTAHM3ALIUA JOKYMEHTOOBOPOTA
3.1. Opranu3amnusi J0KyMeHT0000poTa

3.1.1. JIBmkeHne JOKYMEHTOB B YHHBEpPCHUTETE C MOMEHTA MX CO3JIaHHS WM MOJYYCHHUS J0

3aBepILEHUS UCIIOJHEHNS WM OTIPABKH 00pa3yeT T0KyMEHTO00O0pOT.
3.2. Opranu3anus 10CTABKH JOKYMEHTOB

3.2.1. JlocraBka JOKYMEHTOB B YHHMBEPCHTET OCYIIECTBIISCTCS, KaK MpPaBUIO, CPEICTBAMH
MOYTOBOM, (henmpaberepckoi M AneKTpuyeckoi cBsi3u. C MOMOIIBIO MOYTOBOM CBSI3M JIOCTABIISETCS
NMCbMEHHAs! KOPPECIOHAECHIMS B BUJIE MPOCTBIX M PETHMCTPUPYEMBIX MHCEM, MOYTOBBIX KapTOYEK,
OaHJeposieil 1 MENIKUX MaKeTOB, a TAKXKE IMeYaTHbIe N3/IaHMs.

3.2.2. Tlo kaHamaM OJEKTPHUUYECKOW CBS3M IIOCTYMAKOT: TeJNErpaMMbl, (aKCOrpaMMBbl,
TeneQOHOTPaMMBbl, JJIEKTPOHHBIE TOKYMEHTHI.

3.3. [Ipuem, 00padoTKa U pacnpeaejeHue MOCTYNAKIIUX JOKYMEHTOB

3.3.1. JlokyMeHTbI, MOCTyHalolue B YHUBEPCUTET HAa OyMaXKHBIX HOCHUTENSAX, MPOXOISAT
MEepBUYHYI0  00paOOTKy, MpelBapUTEIbHOE  PAaCCMOTPEHHE, PETUCTpallio, PAaCCMOTPEHHE
PYKOBOJICTBOM U NEPENAIOTCS UCTIOTHUTEISM.

[Tpuem u nepBuyHast 00paboTKa JOKYMEHTOB OCYILIECTBISETCS PAOOTHUKAMH KaHLIEIISIPUH.

KoHBepThl € NOKyMEHTaMM BCKpPBIBAIOTCSA (32 HMCKIIOYEHHMEM KOHBEPTOB C IOMETKOM

«JIMYHO»), TPOBEPSAETCS MPABUIBLHOCTH JOCTaBKHU, LIEJIOCTHOCTh YIAaKOBKU JOKYMEHTOB. OUIMO04YHO
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JOCTaBJICHHBIE JOKYMEHTHI IIEPECHUIAIOTCA IO NMPUHAIIEKHOCTU MM BO3BPAIIAIOTCS OTIPABUTEIO.
IIpu oTCyTCTBUYM Ha TOKYMEHTE aipeca OTIPABUTENS KOHBEPT MIPUJIAraeTcs K JOKyMEHTY.

[Tonmy4eHHBI JOKYMEHT PErHCTPHPYETCSl B PETMCTPAIIMOHHO-KOHTPOJIBHON (opme (nanee —
PK®). Ha monmydeHHOM JOKYMEHTE MPOCTABISETCS PETHMCTPALMOHHBIN IITaMIl. PerucrpamnroHHbBIN
LITAMII ITPOCTAaBJISIETCS B IIPABOM HMD)KHEH YacTH JIMLEBOM CTOPOHBI IIEPBOM CTPaHUIIBI JOKYMEHTA.
PeructpanmoHHbIl IITaMI  COAEPXKUT COKpAIllEHHOE HAMMEHOBAaHUE YHHUBEpCUTETa, JaTy H
PErucCTpallMOHHBINA HOMED.

3.3.2. JIoOKyMeHTbI, aJpecOBaHHbIE pEKTOpY YHHBEpCUTETa, a Takxke O0e3 YyKazaHus
KOHKPETHOTO JIMLIA WM CTPYKTYPHOTO IIOApAa3JEJICHUs IPEABAPUTENBHO pPAacCMAaTPUBAIOTCA B
KaHLIEJSPUHU, a 3aTEM HAINPABJISIOTCS PYKOBOJCTBY WU B IIOJIpa3/ieiiCHUE.

[IpenBapuTenbHOE pPACCMOTPEHUE JOKYMEHTOB IPOBOJUTCS C LENbIO paCHpereeHUs
MOCTYNUBUIMX JOKYMEHTOB Ha TpeOyrole o0053aTeIbHOr0 pPacCMOTPEHUS] PYKOBOJCTBOM U
HaIIPaBJIIEMbIE HEITOCPEACTBEHHO B CTPYKTYPHBIE ITOAPA3IEICHNS U OTBETCTBEHHBIM UCIIOIHUTEISAM.

[IpenBapuTenbHOE PacCMOTPEHHME OCYILECTBISETCS, UCXOAS W3 OLEHKH HUX COJep)KaHus,
Ha OCHOBAHMM YCTAHOBJIEHHOI'O B YHHUBEPCUTETE pachpesesieHus o0sa3aHHOCTEN.

be3 nmnpeaBapuTenbHOro pacCMOTPEHHsI MEpPEAaroTCsl IO  HA3HAYEHHIO JIOKYMEHTHI,
a/IpeCOBAHHBIE HETIOCPEICTBEHHO CTPYKTYPHBIM MOAPA3ACIECHUAM WIN JOKHOCTHBIM JINLIAM.

PaccmoTpeHHBIE PEKTOPOM JOKYMEHTHI BO3BpallalOTCs B KaHUEnAputo, rae B PK® BHocurcs
coJIep’KaHue Pe30JI0IUH, a JOKYMEHT NepejaeTcs Ha UCIIOJTHEHHE.

[TonnMHHUK  JOKYMEHTa,  KOTOpPBIM  HUCHOJHSETCS  HECKOJbKUMHU  CTPYKTYPHBIMHU
[I0/Ipa3IeJIEHUSIMH, [10JIy4aeT OTBETCTBEHHbIN UCIIOJHUTEIND, OCTAJILHBIM MCIIOTHUTENSAM MEPENAI0OTCS
KOIIUH.

[ToctynuBmive TenerpaMMbl IPUHUMAIOTCS TIOJT PACIIUCKY C NMPOCTABIEHUEM JaThl U BPEMEHU
MpHeMa, pETUCTPUPYIOTCS, a 3aTEM MEePEAAI0TCsl Ha PACCMOTPEHHE PYKOBOJICTBY U UCIIOJIHEHHE.

Texcr nmoctynusieil TenedoHOrpaMMbl 3aNMChIBaeTCs (MedaTaeTcs) mojaydyareiaeM Ha OlaHKe,
PETUCTPUPYETCA U ONEPATUBHO MEPENAETCS PYKOBOAUTENIO, KOTOPOMY OHA aIpECOBaHa.

3.3.3. JIoKyMeHTBI, TIOCTYNAIOIIAE B YHUBEPCUTET B DIIEKTPOHHOM BHJIE, TIPOXOAT MPHEM,
perucTpanmio, IMpeiBapUTEIbHOE pPACCMOTPEHHUE, PACCMOTPEHHE PEKTOPOM U JIOCTaBIISIOTCA
WCIIOJIHUTEIISIM.

IIpuem u perucrpauus JOKYMEHTOB B 3JIeKTpoHHOM Bujae B PK®, mocrynuBmux Ha

AJIEKTPOHHBIA aJipec YHUBEPCUTETA, OCYIIECTBIISIETCS AJIEKTPOHHOM KaHILEISpUEH WM JIpyruM
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CTPYKTYPHBIM HOJPA3/I€JIEHUEM 10 PEIICHUIO PEKTOpa Y HUBEPCUTETA.

[IpaBuia npuema, OOpaOOTKM ¥ pacHpelesieHHus JOKYMEHTOB B JJICKTPOHHOM BHIE
OIpEeAEIAETCS MHCTPYKLHUEH 10 3JEKTPOHHOMY JOKYMEHTOOOOPOTY YHHBEPCUTETA C YUYETOM
(GYHKIMOHUPYIOUIMX B YHUBEPCUTETE TEXHUYECKUX U IIPOrPAMMHBIX CPE/ICTB.

3.4. Opranusanusi oOpad0OTKM U MepeIavyu OTIPABJISIEMbIX JOKYMEHTOB

JIOKyMEHTBI, OTHpaBIsiEMblE Y HHUBEPCUTETOM, IEPEJAIOTCS IOYTOBOM M JIJIEKTPUUYECKOU
CBSI3bIO.

OOpaboTka JOKYMEHTOB [UIi  OTIPAaBKU HIOYTOBOM CBSI3bIO OCYILECTBIISETCS
KaHLEJIApHel B COOTBETCTBUHM ¢ AeicTBYromMMHU [IpaBunaMu oka3zaHus yciayr OYTOBOM CBSI3U.

C nomo1bIo CpeACTB EKTPUUECKOM CBA3H KAaHLEIIPUS OCYIIECTBISET Eepeady TeIerpaMm,
¢bakcorpamm, TenedoHOrpaMM, HIEKTPOHHBIX TOKYMEHTOB.

JIOKyMeHTBl Ui OTIIPaBKU IEPEelaloTCs MOApa3JeNeHUsIMU Y HHUBEPCUTETA IOJHOCTBIO
o(opMIIEeHHBIMH, 3aperuCTpUPOBAHHBIMU c yKa3zaHHeM IIOYTOBOT'O azipeca/Homepa
TeneOoHa/3MEKTPOHHOTO aJjpeca WIK ¢ yKa3aHUEM Ha PacChUIKY.

JIoKyMeHTBI, Mojsiexaliue oTnpaBKe, TOJKHBI 00pabaThIBATHCS U OTIPABIISITHCS HE MO3/IHEE
CJIETYIOILIETO 3a MOANKUCAaHNEM paboyero JHs.

3.5. Ilopsaaok NPOX0KXAeHN BHYTPEHHUX JOKYMEHTOB

Ilepenaya TOKyMEHTOB MEXAYy CTPYKTYPHBIMH IOAPA3JEICHUSIMH OCYLIECTBIIIETCS 4Yepes3
JIMI], OTBETCTBEHHBIX 3a BEJIEHUE JEJONPOU3BOACTBA B KOHKPETHOM CTPYKTYPHOM MOJpa3/AeiICHUU.
JloKyMeHTBI epeIatoTcsi C COOTBETCTBYIONIENH OTMETKOM B PK®.

3.6. YueT KoJIMYeCTBA JOKYMEHTOB

VYder KoJaMuecTBa JOKYMEHTOB 3a ONpPE/IEICHHBIH epruo] BpeMeHH! (T0Jl, MecsI]) MPOBOAUTCS
[0 MECTy pPErucTpaluu JAOKYMEHTOB. Pe3ynbTaThl ydyeTa KoJMuYecTBa JOKYMEHTOB 00001aroTcs
ciyx00i1 JIOY u npeacraBisioTcst pyKOBOJCTBY.

3a eqMHMIlY y4eTa KOJIMYEeCTBa JOKYMEHTOB NMPUHUMAETCS caM JJOKYMEHT, 0e3 ydeTa KOIui,
CO3/1aBacMbIX IIPU MeYaTaHUHU U PA3MHOKEHUU.

HrtoroBeie maHHBIC TOjACUYETa TpeACTaBISIOTCA B TabmuuHoit ¢opme ([Ipmnoxenue 5). Tlo
KOKIOW TpyIIe YYUTHIBAETCS KOJMYECTBO JOKYMEHTOB M OTHEIbHO MX THpax (Uudpsbl

IPOCTABIISIOTCS Yepe3 KOCYIO YepTy UM B OTIENBHBIX rpadax).
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4. PETUCTPALIUSA JOKYMEHTOB

4.1. OcHOBOH NOCTPOEHUS MTOMCKOBBIX CHCTEM SIBJISIETCSI PETUCTpALUs TOKYMEHTOB — 3aIlUCh
YUYETHBIX JAaHHBIX O JOKYMEHTE IO YCTaHOBIEHHOH ¢opme, (uxcupyromas (pakr ero cosznaHus,
OTIIPABJICHUS] UJIU MTOTY4YCHHUS.

4.2. Peructpauuu mnojaiexaT BCe JIOKYMEHTBI, TpeOyroliue Yydera, MHCIOJHEHHUS U
UCIIOJIb30BAaHUS B CIPABOYHBIX LIETIAX.

Peructpupyrorcsi JOKYMEHTHI, IOCTYMAIOIINAE U3 APYTHX OpPraHU3aluid U OT (PU3NYECKHUX JIHII,
a TaKKe CO37aBacMble — BHYTPEHHHUE U OTIIPABIIIEMBIE.

JIOKyMEHTBI pEeTUCTPUPYIOTCS HE3aBUCHMO OT CIIOC00a UX JJOCTaBKH, N€peJauu M CO3JaHMUs.

4.3. Peructpanus JOKYMEHTOB IPOM3BOIUTCS B TIPEIEiax TPYII, B 3aBUCUMOCTH OT Ha3BaHUS
BUJA JIOKYyMEHTa, aBTopa U cojepxkaHus. Hampumep, OTOENbHO PpErucTpUpyrOTCS JTOKYMEHTBI,
nocrynusiuve u3 I[IpaBurenscrBa Poccuiickoit denepanuu, nNpukasbl peKTopa YHHUBEPCUTETA I10
OCHOBHOH [JEATEIbHOCTH, MPHUKA3bl IO JIMYHOMY COCTaBYy, CIy)KeOHas Iepemnucka, OOpalleHus
rpaXxaaH.

4.4. Perucrpanys NOCTYNAOIINX, BHYTPEHHUX U OTIPABISEMBIX JOKYMEHTOB MPOU3BOAUTCS B
MeCTaX HMX CO3/IaHUSl U MCIOJHEHHA. JJOKyMEHTbI, MOJy4yeHHbIE€ M3 KOHTPOJUPYIOIIMX OPraHoB,
MIOCTYNAIOUIME Ha PACCMOTPEHUE PEKTOPY YHHUBEPCUTETAa W IPOPEKTOPaM, PpacHoOpsIUTENIbHBIE
JOKYMEHTBl M IIEepenucKa 3a TOJIUCBI0 PEKTOpa YHHMBEPCUTETA, IPOTOKOJIBI M  PELICHUS
KOJUIETHaJIbHBIX OPraHOB PETUCTPUPYIOTCS B KAHLIETSPUH.

Hcxonsamue nucbMa NOATBEPKICHUS OOYYEHHs PEruCTpUPYIOTCS B YIpaBICHUM KadecTBa
00pa3oBaTeNbHON JEATEIbHOCTH.

4.5. PeructpallnOHHBIN HOMEP JOKYMEHTA COCTOUT U3 MOPSAIKOBOrO HOMEpa, KOTOPBIN, HCXOIA
U3 UH(OPMALMOHHBIX NOTpeOHOCTE YHUBEPCUTETa, MOXET JIOMOJHATHCS OYKBEHHBIM WU
u(GpPOBBIM MHAEKCOM CTpYKTypHOro nozapasnenenus ([Ipunoxenue 6, [lpunoxenue 7), MHAEKCOM
Jena 1O HOMEHKJIaType Jell, KOJIOM JOKyMeHTa IO Kiaccu(UKaTopy KOpPPECIIOHJIEHTOB,
ucnonHuTened u ap. CocTaBHbIE YaCTH PErMCTPALMOHHOTO HOMEpa OTAENAIOTCS APYT OT Ipyra KOCou
YEPTOH.

Tpumep — «14-04/125», rne

14 — Gyxranrepus;

04 — nomep nena;

125 — ucxonamuii mopsiAKOBBIA HOMED.
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Hcnonb3yemble OyKBEHHBIE MHICKCHI:
- [Tpukazsr CI'MY 1o ocHoBHoI AestenbHocT (-O).
- ITpukazsr CI'MY no AXY.
- [Tpukazer CI'MYVY no nuanomy cocrapy JI/C-II (mpueM, yBoJIbHEHHE, TIEPEBO/).
- [Tpukazer CIMY no nmuunomy coctaBy JI/C-J] (momnatsl, HarpakieHue, TPUCBOCHUE YICHOTO
3BaHUA U YYCHOW CTETICHH, KBATM(UKAINH, U3MECHEHNE YIETHBIX TaHHBIX).
- [Tpukaszer CTMY mo nmunomy coctaBy JI/C-T (ormycka, AeXypcTBa, cBepxypodyHas paboTa,
Mpa3IHUYHBIC).
- [Tpukazsl CI'MYV 1o nu4HOMY cOCTaBY O HaIrpaBJieHUH paOOTHUKOB B KOMaHAUPOBKY K.
- [Tpukazsr CI'MY no daxynsrery nossimenus ksanmupukanuu (PIIK).
- [Ipukazsr CI'MY 1o nu4HOMY COCTaBY CTYAEHTOB (-CT).
- ITpukassl CI'MY 1o nu4HOMY COCTaBY ydamuxcs juuest (-Ji).
- ITpukazsl CI'MYVY 1o 1u4HOMY COCTaBY CTYJIEHTOB KOJLIeKa (CT/K).
- [Ipukazer CI'MVY no nuydHoMmy coctaBy ywammxcsi DO (daxkyabTeT I0BY30BCKOIO
o0pa3oBaHus).
- [Ipukazsr CI'MY ¢QaxynpreTa NOBBIIEHHUS KBaIM(pUKAIUU UHTepHaTypa/opauHarypa (PIIK
UH/0D).
- ITpukassl CI'MY daxynbrera noslenus kpanudukanun kommepueckue ( GIIK-x).
- [Ipukazsr CI'MYVY  (akynbpTeTa NOBBIIIEHUS KBATU(PUKALUU O MPOXKUBAHUU B OOIIECKUTHU
OpAMHATOPOB, UHTEPHOB, ACIIUPAHTOB, COTPYJHUKOB, Bpaueil ( PIIK-o0m1.).
CocTaBHBIE YaCTH PETUCTPALIIOHHOTO HOMEPA OTAEISIOTCS IPYT OT Apyra JeucoMm.
Hanpumep: «1-O» - mepBblif AOKYMEHT, MOCTYNMUBIIMNA B TEKYILIEM IOy B AJIEKTPOHHOM
dbopwme.
i noctrkeHus: THPOPMAITMOHHON COBMECTUMOCTH PETUCTPALIMOHHBIX JaHHBIX U CO3AaHUA

IMMOUCKOBBIX CUCTCM YCTAHABJIUBACTCA CJ'IC,Z[YIOIJ_II/Iﬁ COCTaB OCHOBHBIX PEKBU3UTOB PErUCTpaliuun:

o HAaUMEHOBAaHME OpraHU3alH (aBTOPA WM KOPPECIIOH/IEHTA);

o HAaUMEHOBAaHME BUJIA IOKYMEHTA;

o JlaTa U perucTpallMoOHHBIA HOMEp TOKYMEHTA,

o JlaTa MOCTYIJICHMS;

o 3aroJIOBOK K TEKCTY (KpaTKoe COJiepKaHue TOKyMEHTa);

. pe3oitonyst (MCIIOJIHUTEND, COAEPKAHUE TOPYUYEHHUs], aBTOP, 1aTa);
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o CPOK HCIIOJIHEHUS TOKYMEHTA;
. OTMETKa 00 MCIOJHEHUH IOKYMEHTA 1 HAaIpaBJICHUH €ro B JIEJIO.
5. KOHTPOJIb UCIIOJIHEHUA JOKYMEHTOB

5.1. KoHTposnb HMCNOJHEHHsI AOKYMEHTOB BKJIKOYAeT ITOCTAHOBKY JOKYMEHTa Ha KOHTPOJb,
peryJIMpoBaHME XO0Jla UCIIOJHEHMS, CHATHUE HCIOJHEHHOI'O JOKYMEHTa C KOHTpPOJIS, HalpaBiICHHE
HCIIOJIHEHHOTO JIOKYMEHTa B JI€JI0, Y4eT, 0000IleHrne U aHalIu3 X0Jla U PE3yJbTaTOB MCIIOIHEHUS
JTOKYMEHTOB, HH()OPMHUPOBAHNE PYKOBOAUTENEH O COCTOSIHUHU MCIIOJTHEHHS JOKYMEHTOB.

5.2. KoHtpomto mnojexar BCE  3apErUCTPUPOBAHHbBIE JOKYMEHTBI,  TpeOyromue
UCIIOJIHEHUS, IEPEYEHb KOTOPBIX YTBEPKAAECTCS PEKTOPOM Y HUBEPCHUTETA.

IIpn mocraHoBKe JOKYMEHTa Ha KOHTPOJIb B IPaBOM BEPXHEM IIOJ€ JOKYMEHTa CTaBUTCSA
OTMETKa O KOHTPOJIE, KOTOPYI0 0003HavyatoT 0ykBoi «K» uiu ciaoBom (mrammnom) «KoHTpOIIbY.

5.3. KoHTposb HcnoJgHEHUs: o0ecreunBaeTcsl ONpeAeIeHHbBIM B perjlaMeHTe YHMBEpCUTETa
CTPYKTYPHBIM HOJPa3/ICIIEHUEM.

5.4. CtpykTypHOE ToJipa3fielieHue, 00ecreunBarolee KOHTPOJIb UCIOIHEHUs, KaK MpaBuio,
€XKEHEJIEJIbHO MPEeACTaBIsAET pexkTopy  YHHBepcuTeTa, IMpPOPEKTOpaM  YHHBEpPCUTETa W
PYKOBOJIUTENSAM CTPYKTYPHBIX M0/Ipa3AeieHui HHPOPMaIMIO O HaXOAIMXCSl  Ha KOHTpOJIE
JOKyMEHTax 1o (opme, onpeeeHHON peKTOpOM Y HUBEPCUTETA.

5.5. KoHTpomb HcnonHEeHNs JOKYMEHTOB CTPOUTCS Ha 0a3e perucTpalliOHHBIX JaHHBIX.

6. OPTAHU3ALIUA PABOTHI C JOKYMEHTAMHU

Opranuzanus paboThl C JOKYMEHTaMH B KaHLEISAPUHU IPEJCTaBlIsieT cO00 COBOKYMHOCTb
BUJIOB PabOT, 00ECIEUNBAIONINX COXPAHHOCTh, YU€T, CUCTEMATH3AIMIO JOKYMEHTOB, ()OPMHUPOBAHUE
U oopMIIEHHE el Ha JIeJIONPOU3BOJICTBEHHON CTaIUU U UX Mepeaady B apXuB YHHUBEpCUTETa (Janee
— apXMB) B COOTBETCTBHM C TpeOOBaHUSIMH, YCTAHOBJIEHHBIMM HOPMAaTHUBHO-METOIUYECKUMU
JOKYMEHTaMH 110 apXUBHOMY i€y M JIEJIONPOU3BOACTBY MUHHCTEPCTBOM KyJIbTyphl Poccuiickoit
®epnepauun, Pocapxusom.

6.1. CocTaBjieHHMe HOMEHKJIATYP el

6.1.1. HomeHkmaTypa el — CHCTEMAaTU3MPOBAHHBINA TIepeUeHb 3aroJIOBKOB (HAMMEHOBAHU)
JIeN, 3aBOJUMBIX B YHMBEPCHUTETE, yKa3aHMEM CpOKOB MX XpaHEHHus, O(OPMICHHBIA B
YCTaHOBJIEHHOM IOPSKE.

HoMmeHnknarypa nen npenHa3HadeHa Ul TPYNIMPOBKH HCIOJHEHHBIX JOKYMEHTOB B J€na,

CUCTEMAaTHU3allUi MW Yyd€Ta ACJ, OINPEACICHUSA CPOKOB HX XpPaHCHUA H ABJIACTCA OCHOBOI1 JUIA
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COCTaBJICHUSI OIUCEH /1€ MOCTOSHHOIO U BpeMeHHOro (cBblie 10 jeT) XpaHeHus, a Takxke Ul ydyera
nen BpeMeHHoro (110 10 JieT BKIIOYUTENbHO) XPaHEHHUS.

6.1.2. Ilpu cocraBieHMM HOMEHKJIATYphl J€J CJeIyeT pPYKOBOACTBOBATbCS JTAHHOM
MHCTPYKLHEH, HOMEHKIIATYpOH 1€ CTPYKTYPHBIX IIOAPA3eIICHUN, IITaTHBIM PACIIMCAHUEM, IIJIaHAMU
U OTYETaMU O paboTe, NepeUHsIMHU JOKYMEHTOB C yKa3aHHEM CPOKOB MX XpaHEHHUs, HOMEHKJIATypaMH
JeN 3a TPEeAlIECTBYIOMIME ToNbl. M3ydaloTcsi TOKYMEHTBHI, OOpa3ylommecss B JEATEIbHOCTH
YHuBepcurera, UX BUbl, COCTaB U COAECpPKAHUE.

6.1.3. B VYHuBepcutere COCTaBIAIOTCS HOMEHKIATYpbl JA€N CTPYKTYPHBIX HOJpa3JesieHHi
(ITpuno>xenue 8) u cBogHass HOMeHKIaTypa Jien YHusepcurera (IIpunoxenue 9).

6.1.4. HomeHknaTypa Jen CTPYKTYPHOTO NOJpa3[esieHUs] COCTaBisieTcss (He mosmHee 15
HOSIOpSL TEKYyLIEro rojia) CEeKpeTapeM IMOJApa3JelIeHHus WIM COTPYJHUKOM, OTBETCTBEHHBIM 3a
JIEJIONIPOU3BOJCTBO, COIVIACOBBIBACTCA C ApXMBOM U KaHLEISIpUEH, NOANMCHIBAETCS PYKOBOJUTEIEM
NOZpa3/iCJICHUs U NPEACTABIIAETCS B KAHLEISPUIO.

BHoBb co3nanHoe Mo/ipa3iesieHne 0o0s3aHO  pa3paboTaTh B  MECSYHBIH  CpOK
HOMEHKJIATYpy JIe]1 MOAPa3/IeIeHUs U IPEJICTaBUTh €€ B KaHIIEJIAPUIO Y HUBEpCUTETA.

6.1.5. CBomHasi HOMEHKJIATypa JIeJ COCTaBIISIETCS KaHIENspHeld Ha OCHOBE HOMEHKJIATYP
CTPYKTYPHBIX NIOJpa3AeIEHUI PU METOJUYECKON TOMOIIIM apXHUBa Y HUBEPCUTETA.

6.1.6. CBogHast HOMEHKJIATypa JeJl YHUBEpCUTETa IOJIMCHIBACTCS PYKOBOJHUTEIEM
KaHLIEJSIPUM, COTJIacOBBIBAaeTCs ¢ OKcmepTHoM komuccueil (manee — OK) VYHuBepcutera u
yTBepKAaeTcs (He Mo3/iHee KOHIla TEKYIIEro rojia) peKTopoM Y HUBEPCUTETA.

6.1.7. Tlocne yTBepXkIEHHUS CBOJHOM HOMEHKJIATYphl el MOJpa3/eieHus YHHBEpCUTETa
MOJIy4ar0T BBIMMUCKU U3 COOTBETCTBYIOILINX €€ pa3zesioB /Ui UCIIOIb30BaHUS B paboTe.

6.1.8. CBogHasi HOMEHKJIATypa Jell TedaTaeTcsi B HEOOXOJAUMOM KOJIHYECTBE IK3EMIUISPOB.
[IepBbIil yTBEPKIEHHBIN SK3EMILISIP HOMEHKJIATYPHI A€ ABJISIETCS JOKYMEHTOM IOCTOSSHHOTO CpOKa
XpaHEHUs M BKIIOYAETCS B HOMEHKIATYpPY J€l B pas3fes KaHLeasipuu. BTopoil wucmosb3yercss B
KaHIEJIApUHM B KauecTBe pabouero. TpeTuil mpuMeHsieTcs B apxXuBe YHHBEPCHTETa, YETBEPTHIH — B
lNocynapctBennsriil apxuB CapaToBCKOW 00J1aCTH.

6.1.9. CBongHas HOMEHKJATypa JeJ COCTaBISIETCS W COTJIAaCOBBIBACTCS 3aHOBO B cCiydae
KOPEHHBIX U3MEHEHHH (QYHKIUN U CTPYKTYpBl Y HUBEPCUTETA.

6.1.10. Ha3BanusiMM pa3/enoB HOMEHKJIATYphl 1€l YHHBEpPCHTETA SBIISIOTCS Ha3BaHUS

CTPYKTYPHBIX ToOApa3feieHuid. B cBOAHOW HOMEHKIAType el pas3feibl pachojiararotcs B
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COOTBETCTBHUH C YTBEPKIACHHON CTPYKTYpOil Y HUBEpPCHUTETA.

6.1.11. B HoMeHKIaTypy JeNl BKJIIOYAIOTCS 3arojOBKH J€J, OTpaKalollue BCe
JOKYMEHTUPYEMbIE YYacTKH paboThl YHHBepcuTeTa. B HOMEHKIATypy A€l He BKIIOYAIOTCS
MEePUONYECKHE U3/IaHuUs.

6.1.12. T'padbbl HOMEHKIATYp [eJ 3aloJIHSIIOTCA cieayromuMm obOpasom. B rpade 1
HOMEHKJIATypbl JI€J1 TPOCTABIISIFOTCS WHJEKChl KaXAOro Jeja, BKIIOYEHHOTO B HOMEHKIATYpY.
WHpiekc nena COCTOUT W3 YCTaHOBIEHHOTO B YHHBepcHTETe NU(POBOTO 0003HAUEHHS CTPYKTYPHOTO
MO/Ipa3/IeNIeHUs U TOPSIKOBOTO HOMEpa 3aroJioBKa Jieia o HOMEHKIIaType B Mpeeax CTPYKTYPHOTO
noapazaenenus. Muaekcol nen o6o3HadaroTcs apabckumu 1mudpamu. Hampumep: 12-05, roe 12 —
0003HaYeHHE CTPYKTypHOro mozpasaeneHus, 05 — MOpAIKOBBIA HOMEp 3arojoBKa Jena IIo
HOMEHKJIAType.

B HOMeHKnaType en peKOMEHIyeTCs COXPaHATh OJMHAKOBbIE UHACKCHI JIJIsl OJHOPOIHBIX JIe
B IIpeJieaxX pasHbIX CTPYKTYPHBIX MOAPA3ICICHUIA; ISl IEPEXOASIINX 1T UHIEKC COXPAHIETCS.

B rpady 2 HOMeHKIaTyphl J1e/1 BKIIOYAIOTCS 3arojIOBKU /1€ (TOMOB, YyacTel ). 3arojoBOK Jesa
JTOJDKEH Y€TKO, B 0000111eHHOH (hopMe OTpakaTh OCHOBHOE COJIEPKaHUE M COCTaB IOKYMEHTOB JIeJia.

He nomyckaercs ynoTpeGieHue B 3arojioBKe Jejla HEKOHKPETHBIX (POpPMyIHpPOBOK («pa3Hble
MaTepHuaibl», «oOIlas Mepenucka» U T.A.), a TakKe BBOAHBIX CJIOB M CIOXHBIX oOoporoB. He
JIOMYCKAETCsl yIOTpeOIeHNE COKPALIEHHBIX CJIOB M COKPALICHHBIX HAaUMEHOBaHWH OpraHu3anui u
YUPEKIACHUM.

3aroyIoBOK JieJla COCTOUT U3 paclojaraéMblX B CIIEAYIONIEH MOCIe10BaTEIbHOCTH YJIEMEHTOB:

* Ha3BaHMe BHJAa Jena (NEepemucKa, >KypHal M T.JI.) WIH Pa3HOBUIHOCTH JOKYMEHTOB
(IpOTOKOJIBI, IPUKA3bI U T.1.);

* Ha3BaHHe YHUBEPCUTETA WIHM CTPYKTYPHOI'O IOJIpa3iesieHus (aBTOp JOKYMEHTA);

* Ha3BaHME OPraHU3alMM, KOTOPOH OyayT aJpecoBaHbl UM OT KOTOPOM OYyAyT MOITYy4YEeHbI
JOKYMEHTHI (aJipecaT WM KOPPECHIOHCHT T0KYMEHTA);

* KpaTKO€ COJEpKaHUE JOKYMEHTOB JI€Na;

* Ha3BaHHE MECTHOCTHU (TEPPUTOPHH), C KOTOPOI CBSI3aHO COAEpkKAHUE JOKYMEHTOB JIefa;

* ata (Mepuoj), K KOTOPbIM OTHOCATCS JOKYMEHTHI JIela.

B 3aronoBkax gen, coaepXkamux IJOKYMEHThl IO OJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCTIeIOBATEIbHOCTBIO UCIIOIHEHUS, B KQUeCTBE BUAA JIea yNOTPeOIsieTcss TEPMHUH «IOKYMEHTBI», a

B KOHIEC 3arojJioBka B CKOOKax YKa3bIBatOTCsA OCHOBHBIEC PA3HOBHAHOCTH JOKYMCHTOB, KOTOPBLIC
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JIOJKHBI OBITH CTPYIITUPOBAHBI B JIeje (IUIaHbl, CIIUCKH, JOKJIAbI U T.11.).

Ilpumep — «J/lokymenmuvl 0 NpoOBeOeHUU CEMUHAPOS, KOH@EpeHyull Nno B0Npocam
oesmenvHocmu Yuueepcumema (Nianvl, CHUCKU, OOKIAObL, UHGOpMayuL)».

B 3aronoBkax nen, coaepiKaliux MepenucKy, yKa3bIBaeTcs, ¢ KEM U M0 KaKOMY BOIIPOCY OHa
BEJIETCSL.

B 3aronoBkax zen, coaepraiiux MepenucKy ¢ OJHOPOIHBIMU KOPPECIIOHACHTAMH, [TOCIEAHHE
HE YKa3bIBalOTCsl, @ yKa3bIBAETCs UX OOIIlee BUIOBOE HA3BAHUE.

Ilpumep — «llepenucka ¢ apxu8HbiMU yuUpedcOeHUAMU O KOMNIeKmMoganuu Apxuernoeo gonoa
Poccuiickoii @edepayuu HayuHo-mexHu4ecKou 0OKyMeHmayueu».

B 3aronoBkax gen, coiepXkallux IEpenucKy ¢ pa3HOPOAHBIMU KOPPECIOHJEHTaMH,
MOCJICIHUE HE IEPEUNCIIIOTCS.

Ipumep — «llepenucka o nHazcpadcoeHuu pabomHuKos8, NPUCBOCHUU NOYETNHbIX 36AHULLY.

B 3aronoBke nena ykas3bplBaeTCsi KOHKPETHBIM KOPPECIOHICHT, €CJIM Mepernucka BeaeTcs
TOJIBKO C HUM.

Ilpumep — «llepenucka ¢ 'ocyoapcmeennoii ¢ounancosou axademueu npu llpasumenvcmee
Poccuiickoii @edepayuu no 6onpocam noo2omoexu Kaopoe».

[Ipu oO0o3HaueHWHM B 3arojioBKax JAeNl aJAMHHHCTPATHBHO-TEPPUTOPHAIBHBIX €IUHHII
YUUTBIBAETCS  CIEAYIOLIEE: €CIM  COJepKaHue Jejla KacaeTcsi HECKOJbKUX  OJHOPOAHBIX
aIMUHUCTPATUBHO-TEPPUTOPUATILHBIX €IUHUI], B 3aroJIOBKE JieJa HE YKa3bIBAIOTCA WX KOHKPETHBIC
Ha3BaHMs, a yKa3blBaeTcs UX 00Illee BUJOBOE Ha3BaHHUE.

Ilpumep — «llepenucka c enasamu aomMuHucmpayuii obaacmei 0 COYUANbHOU 3awume
HACENeHUs».

B 3aronoBkax nen, copepiKaiiux MmIaHOBYIO (OTYETHYIO) JOKYMEHTAIINIO, YKa3bIBAE€TCS IEPUOJ
(xBapTai, roa) Ha (3a) KOTOPBIA COCTABIIEHBI IJIAHBI (OTYETHI).

B rpade 5 «I[Ipumedanue» yka3plBalOTCsS Ha3BaHHE MEpPEYHE JTOKYMEHTOB, UCTIOIb30BAHHBIX
MIpU ONPEJIETICHUU CPOKOB XPAHEHHUS JI€T, IPOCTABIISIOTCS OTMETKU O 3aBECHUHM JIEJl, O TIEPEXOSIINX
nenax (mampumep, mepexomsmiee ¢ 2012 r.), 0 BBICTCHMH €1 K YHUYTOXKEHHIO, O JIHIaX,
OTBETCTBEHHBIX 32 (HOPMHUpPOBAHUE JIEI.

Ecniu B TeyeHue roga B YHHUBEPCUTETE BO3HUKAIOT HOBBIE JOKYMEHTUPOBAHHBIE YYaCTKHU
paboThl, HE TPETYCMOTPEHHBIEC JIea, OHH JIOTIOJHUTEILHO BHOCATCS B HOMEHKIATYpY. [[isi BHOBB

3aBOJUMBIX 1€ B KaXJIOM pazjielie HOMEHKIIATyphl OCTABIIAIOTCS Pe3epBHBbIE HOMEPA, K Nepesade Ha
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IIOCTOSIHHOE XpaHEHHE Y HUBEPCUTET 00pa3yeT apXUB.

[TonroToBka JOKyMEHTOB K Iepe/iaue Ha XpaHEHUE B apXUB Y HUBEPCUTETA BKIIOYAET PaboTy
KaHLIEJSIPUU U JIMLI, OTBETCTBEHHBIX B CTPYKTYPHBIX IOJIpa3AeiCHUAX 3a BEJIEHUE

[To okoHYaHUM roa B KOHIIE HOMEHKJIATYpPbl JI€J1 JI€IAaeTCsl UTOroBas 3aluch O KOJIMYECTBE
3aBEJICHHBIX 1€ (TOMOB).

Ecin neno Oyner cocTosiTh M3 HECKOJBKMX TOMOB WJIM YacTe€i, TO COCTaBIsETCS OOIIMi
3arojOBOK JIeNia, a 3aTeM IPH HEOOXOIMMOCTH COCTABIIAIOTCS 3arojIOBKM KaXKAOTO ToMa (94acTu),
YTOUHSIOLINE COJepKAHNE 3ar0JI0BKa Jea.

3arojoBOK MNPUJIIOKEHHUS K Jedy, CPOPMHUPOBAHHOTO B OTACIbHBIA TOM, JOJIKEH
COOTBETCTBOBATH 3ar0JIOBKY IIOMELIEHHOI'O B ATOT TOM JJOKYMEHTA.

[Topsiiok pacnosio’KeHUsl 3arojIOBKOB JI€J BHYTPHU pa3JieloB U IOJpa3AeiioB HOMEHKIATYpPbl
JIeJT OTIPEJIeNIAeTCs] CTENEHbI0 BaKHOCTH JIOKYMEHTOB, COCTABIIAIOLIMX Jefla, U UX B3aUMOCBA3bI0. B
Hayaje pacHojiararoTCsl 3arojiOBKM  [JIeJl, COJAEpKalllUX OpraHW3aluOHHO-PACIIOPAIUTEIbHYIO
JIOKYMEHTAIUIO.

3aroi0BKH JIeJT MOTYT YTOUHSATHCS B IIpoliecce GopMupoBaHusi U 0pOpMIICHUS JE.

I'pacdha 3 HOMEHKJIATYpBI A€ 3aMOJHSIETCS MO0 OKOHYAHWM KalleHJapHoro roza. B rpade 4
YKa3bIBA€TCsl CPOK XPaHEHUs Jiejla, HOMEpa cTaTel 10 MEPEYHI0, a IIPU €r0 OTCYTCTBUU — T10 TUIIOBOU
WIM IPUMEPHOM HOMEHKIIAType €Nl WIN COIVIacOBaHHBINA ¢ LleHTpanbHON 3KCIEPTHO-NPOBEPOYHOMN
koMuccuer deepabHOr0 ApXUBHOIO aAr€HTCTBA CPOK XPAHEHHUS.

7. HOPAAOK NEPEJJAYU JOKYMEHTOB B APXUB YHUBEPCUTETA

Jlnst XpaHeHUs! TOKYMEHTOB IOCTOSIHHOTO M BpeMeHHoro (cBbime 10 jeT) cpoka XpaHEeHHS,
UMEIOUINX TPAaKTUYECKOE 3HAUYEHUE, a TaKXKe JOKYMEHTOB IO JMYHOMY COCTaBy, HX YYeTa,
UCIIOJIb30BaHUs, 0TOOpa M MOATOTOBKH JEJIONPOU3BOACTBA, MO MPOBEACHUIO AKCIEPTU3BI LIEHHOCTH
JIOKYMEHTOB, (hOpMHPOBaHUIO U OGOPMIIEHUIO €], COCTABICHHUIO OMHUCEH M aKTOB O BBIACIEHUU K
YHMUYTOKEHHUIO JOKYMEHTOB U JIEI.

7.1. ®opmupoBaHue e

7.1.1. lena popMUPYIOTCS JEIEHTPATU3OBAHO, T.€. B CTPYKTYPHBIX MOAPA3ICICHHSIX.

7.1.2. KoHTponb 3a TMpaBHIBHBIM (HOPMUPOBAHHEM JIEJI OCYIIECTBISCTCS KaHIEISpUEH u
apXUBOM Y HHMBEPCUTETA.

7.1.3. IIpu popmupoBaHuU Je7 HEOOXOIUMO COOIIOAATh CIEAYIOIINE OOIINE paBUiIa:

* IIOMCUIATH B ACJIO TOJBKO UCIIOJJHCHHBIC JOKYMCHTEI, B COOTBETCTBUH C 3aroJIOBKaMHu J€JI 110
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HOMEHKJIAType;

* TPYNIHpPOBATh B JAENO JOKYMEHTBHl OJHOTO Yy4eOHOrOo WM KaJeHJapHOro Tojaa, 3a
HCKJIIOUEHUEM TIEPEXOASILINX JIET;

* pa3/ie’abHO TPYIIMPOBATH B JI€a JOKYMEHTHI IOCTOSIHHOTO U BPEMEHHBIX CPOKOB XPAHEHUS;

* IOMEUIATh B Jie]a KCEPOKONUH (hakcorpamm, TeaepoHOrpaMMbl Ha OOLMX OCHOBAHHUSAX;

* B JICJIO HE JOJDKHBI TOMEIIATHCS JOKYMEHTHI, [TO/JIeKAalle BO3BPaTy, JUIIHUE dK3EMIUISPHL,
YEpHOBUKY;

* 110 00BEMY J1€J10 HE JOJKHO MpeBbIaTh 250 TUCTOB.

[Ipy Hamuuuu B Jefe HECKOJBKUX TOMOB (4acTeil) HoMep (MHIEKC) W 3arojioBOK Jeia
IIPOCTABJISIIOTCS Ha KaXKJIOM TOME € JOOABICHUEM «T. 1», «T. 2» U T.A.

7.1.4. JlokyMeHTbl BHYTPHU J€JIa pacrojaramTcs B XpOHOJIOIMUYECKOM, BOIIPOCHO-IOIMYECKOMN
[I0CJIeI0BATEIbHOCTH MIIM UX COYETAHUM.

PacniopsinutenbHbple  AOKYMEHTBHI TpYNIUPYIOTCS B Je€da IO BUAAM U XPOHOJOIMH C
OTHOCSIIIIUMHUCS K HUM MTPUIIOKEHUSMHU.

[TonoxxeHus, MHCTPYKLUH, YTBEPKICHHbIE pacnopsAUTEIbHBIMU JIOKyMEHTaMH,
ABIIAIOTCS MPUJIOKEHUSAMU K HUM U TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMU JIOKYMEHTAMH.

IIpyukassl HyMEpyrOTCsSl MOPAIKOBON HyMepalueil B mpezenax KaJeHAApHOTO Iroja; MPHUKa3bl
110 OCHOBHOM AESITEIBHOCTH, T10 JUYHOMY COCTaBY M PaclopsLKEHUs HyMEPYIOTCSI OTIENIBHO.

IIpoTokonbl B jene pacmnonararoTcs B XPOHOJOTHMYECKOM HOpPSAKE € IOCIENOBaTEIbHON
HyMeparuen.

JIOKYMEHTBI K NPOTOKOJIaM, CTPYNIIMPOBAHHBIE B OTAEIIBHBIE JI€a, CUCTEMATU3UPYIOTCS IO
HOMEpaM MPOTOKOJIOB.

YTBepKIeHHbIE IJIaHbl, OTYETHI, CMETHI, TUMHTHI, TUTYJIbHbIE CIUCKU U IPYTHe TOKYMEHTHI
IPYIIUPYIOTCS OTAEIBHO OT MPOEKTOB.

JIOKYMEHTBI B JIMUHBIX J€JIaX pacrojararTcs 1o Mepe UX MOCTYIUICHUS.

JIuueBble cyera pabo4yMX U CIOyXallUX TPYNIOUPYIOTCS B CaMOCTOSATENbHBIE Jefla |
pacrosararoTcs B HUX 10 angaBuTy.

[Ipennoxxenus, 3asBiICHUS] U KaI0Obl TpakJaH MO BompocaM paboThl YHUBEPCUTETA U BCE
JOKYMEHTBI 110 UX PAaCCMOTPEHUIO U MCIIOJIHEHUIO IPYIIUPYIOTCS OTAENIBHO OT 3asBJIECHUN IpakIaH
10 JINYHBIM BOIPOCAM.

[lepenucka rpymnmupyercs, Kak @paBWJIO, 3a [EpPHOJ  KaJeHAApHOro Toja H
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CUCTEeMAaTHU3HPYETCd B XPOHOJIOTHMYECKON IOCIEeN0BAaTEIbHOCTH; AOKYMEHT-OTBET IOMEIIaeTcs 3a
JOKYMEHTOM-3a1rrpocoM. [Ipu BO30OHOBIIEHHH TEPENUCKHU MO OMPEAeIEHHOMY BOIIPOCY, HaYaBIIEHCs
B MPEIBIAYIIEM IOy, JOKYMEHTBHI BKJIIOUAIOTCS B /€TI0 TEKYIIEro roja ¢ yKasaHWeM HHJAEKca Jea
MpeIbIAYIIEro roja.

7.1.5. Jlena moayiexxat oOpMIICHHIO TIPH UX 3aBEICHUH U 110 3aBepiieHuu roga. OdopmiieHue
Jena — MOATrOTOBKA Jena K XpaHeHuto. OdopmiieHHe Jena BKIIOYaeT B ce0s KOMIUIEKC padoT 1Mo
ONMCAHMIO JieTla Ha OOJIOKKE, OpOIIIOPOBKE, HYMEpAaIMH JIMCTOB W COCTABJICHHUIO 3aBEPHUTEIBHOM
Hagnucu. Odopmiuenue 1en NpoBOAUTCS paOOTHUKAMU KaHUEISPUM U COOTBETCTBYIOUIMX
CTPYKTYpPHBIX TOJIpa3felieHui, B 00S3aHHOCTh KOTOPBIX BXOAMUT 3aBeleHuEe U (OpMUPOBaHUE e,
MPYU METOJIMYECKOM IMTOMONIM U MO KOHTPOJIEM apXHBa Y HUBEPCUTETA.

B 3aBHCHUMOCTH OT CPOKOB XpaHEHUS MPOBOAUTCS TMOJHOE WM YaCTHYHOE O()OpMIICHHUE JIE.
[TonHoMy odopMmIIeHHIO TTOANIEKAT Aelia OCTOSIHHOTO, BpeMeHHOTro (cBbiie 10 1eT) XxpaHeHus U 1o
JTUYHOMY COCTaBY.

O0610xKa Jiena MOCTOSIHHOTO, BpeMeHHoro (cBbiiie 10 jieT) XpaHeHus U 1o JINYHOMY COCTaBy
odopmIisieTcs 1o ycTaHoBIIeHHOH (hopme. Ha 06510kKe /1esa yKka3bIBatOTCSl PEKBU3UTHI:

- HauMeHOBaHMEe Y HHUBepcuTeTa ((poHmooOpazoBares);

- HAaUMEHOBAaHHE CTPYKTYPHOTO MOpa3AesieHus; HoMep (MHICKC) Jiena;
- 3aroJIOBOK Jefa;

- nata jena (ToMa, 4acTH);

- KOJINYECTBO JICTOB B JIEIIE;

- CPOK XpaHEHUs Jela; apXUBHBINA MU Jena.

B mensx oOecrnedeHusi COXpaHHOCTH M 3aKPEIUICHUs MOPSAIKA PACIOJIOKEHHUS JOKYMEHTOB,
BKITIOYCHHBIX B JIEJIO, BCE €TO JINCTBI, KPOME JIFCTA 3aBEPUTEIST M BHYTPEHHEW OIMCH, HYMEPYIOTCSI.
JIMCTBI HyMEpYIOTCS MTPOCTHIM KapaHAIlIoOM CBEPXY BHH3, IIU(PHI IPOCTABIISIOTCS B PABOM BEPXHEM
YTy JHCTA.

Jluct Gonpuioro ¢opmata, MOAMIUTHIN 32 OAWH Kpal, HyMepyeTcss Kak OJIWH JIHCT B TIPaBOM
BEPXHEM YTITy.

JIOKyMEHTBI ¢ COOCTBEHHOW HyMepaluel JIMNCTOB, B T.4. TIEYaTHBIC M3/IaHUsl, HYMEPYIOTCS B
o0IIeM MOpsIJIKE.

JIuCThl Aemn, COCTOSIIUX M3 HECKOJIBKUX TOMOB WMJIM YacTed, HYMEPYIOTCS M0 KaXIOMYy TOMY

WJIN 9aCTH OTACIBHO.
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®ororpaduu, UepTEekKHU, IUATPAMMbl U JApyrue WUIIOCTPaTUBHBIE M clenuduyecKkue
JOKYMEHTBI, TIPEJICTABIISIONINE CAMOCTOSTEIbHBIN JIHCT B /i€, HyMEpPYIOTCsS Ha 000POTHOIH CTOpOHE
B JIEBOM BEPXHEM YTIIy.

[TonmmTele B [1€710 KOHBEPTHI C BJIOKEHUSIMHU HYMEPYIOTCS: CHadaja KOHBEpPT, a 3aTeM
OuYepeTHBIM HOMEPOM KaXkJ10€ BIOKEHHE B KOHBEPTE.

[Ipunoxxenus K Jeiy, MOCTYNUBIINE B IEperuieTe, oPOPMIISIIOTCS KaK CaMOCTOSITENIbHBIN
TOM U HyMEPYIOTCS OTAEIIBHO.

[Tocne 3aBeprieHHs HyMeEpalUUd JUCTOB COCTABIISETCS 3aBEpUTENbHAs HAJIUCh, KOTOpas
pacrosaraercsi B KOHIIE JieJla Ha OTAEIbHOM JIUCTe-3aBEepUTeNe Jiela U HAAMUCh MOJINHCHIBACTCS €e
COCTaBUTEJIEM C YKa3aHHWEM pacliu(pOBKHU MOJIUCH, TOJDKHOCTU U AaThl cocTaBieHus. KoiauuectBo
JUCTOB B JeJie TMPOCTAaBIACTCS Ha OOJOXKE Jela B COOTBETCTBHHM C HTOTOBOM Haamuceio. B
3aBepUTENBHON HAIMUCH LU(paMU U TPONUCHIO YKAa3bIBAETCA KOJMYECTBO JIMCTOB B JAHHOM JeIe,
0COOCHHOCTH OTAENBHBIX JOKYMEHTOB (4epTexH, (hoTorpaduu, pUCyHKHU U T.I1.).

PexkBU3NUT «CpOK XpaHEHHs Jella» MEepEeHOCUTCS Ha OOJOXKKY Jella W3 COOTBETCTBYIOIIEH
HOMEHKJIATYypbl JIeJI TIO0CJI€ CBEPKU €ro CO CPOKOM XpaHEHUs, YKa3aHHbIM B IE€pPEYHE THUIIOBBIX
JOKYMEHTOB WJIM B IIE€pEeYHE JIOKYMEHTOB, OOpa3yIOLIUXCS B JEATEIbHOCTH YHHUBEPCUTETA, C
YKa3aHHUEM CPOKOB XpaHEHHUS.

Ha nenax mocTossHHOro XpaHeHUs MULIETCS: «XPAHUTh MOCTOSHHO.

Ha o6noxkax /e moCTOSITHHOTO XpaHEeHHUs] MPeayCMaTpUBAaeTCsl MECTO JJisi HAUMEHOBAHUS, B
KOTOpPBINA OyIyT nepenaBaThes Aena.

[To okoHYaHUM TroJ]a B HAJAMHCHU HAa OO0JIOKKAX JIeJl TOCTOSHHOTO M BpeMeHHoro (cBbime 10
JIeT) XpaHEHUs] BHOCATCS YTOUHEHUS: P HECOOTBETCTBHM 3arojIOBKa JIe Ha O0J0XKKE COJIEPKAHUIO
MOJLIUTHIX IOKYMEHTOB B 3ar0JIOBOK JI€J1a BHOCSTCS U3MEHEHUS U TOTIOJTHEHHUS.

HaumenoBanust ¢onmooOpasoBarenss M MOApa3leieHHs, TOA W HOMEp Jieda MOryT
MIPOCTABIATHCS HA 00JIOKKE IITAMIIOM.

7.1.6. JIng ydyera JOKYMEHTOB OIPENIEIEHHBIX KaTerOpHil MOCTOSHHOTO U BPEMEHHOT'O CPOKOB
(cBbime 10 neT) XpaHeHus, y4eT KOTOPBIX BbI3bIBACTCS CHEIU(PUKON NaHHOM JOKyMeHTaruu (0cobo
LIEHHBIE, JIMYHBIE JleJ1a U T.J.), COCTaBJISETCS] BHYTPEHHSISI OMUCH JOKYMEHTOB JIela.

7.1.7. JIOKyMEHTBI, COCTaBJSIOLIME JI€J0, MOJUIMBAIOTCS HA YEThIpE MPOKOJa B TBEPIAYIO
00JIOXKKY M3 KapTOHA WJIM TEPeIIeTaloTCsl ¢ YYETOM BO3MOXKHOTO CBOOOJHOTO UTEHHsI TEKCTa BCEX

nokymMeHTOB. [Ipu moaroToBKe /e K MOAIMBKE (TIEPETUIeTY) METAIUTMYECKUE CKperieHus (OyIaBKu,
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CKPEIIKH) U3 IOKyMEHTOB yJaJIIOTCS.

Jena BpemenHoro (no 10 ner BKIIOYMUTENBHO) XpaHEHMsI [OINYCKAETCsl XpaHWUTh B
CKOpPOCILIMBATENAX, HE MPOBOJAUTH IEPECUCTEMATU3ALNI0 JOKYMEHTOB B JI€le, JIUCTBI Jiela He
HYMEpOBaTh, 3aBEPUTEIbHbBIC HAJIHUCH HE COCTABIISTh.

7.2. JkcnepTH3a HEHHOCTH IOKYMEHTOB

7.2.1. DxcriepTH3a LEHHOCTH JTOKYMEHTOB — ONpEACICHHE HEHHOCTH JOKYMEHTOB C LEJIBIO
oTOOpa UX Ha TOCYIaPCTBEHHOE XPAHEHUE U YCTAHOBJICHHE CPOKOB XPaHEHHUS.

7.2.2. DKcnepTu3a LUEHHOCTH JIOKYMEHTOB B YHMBEpPCHUTETE MPOBOJIUTCS MPU COCTABICHUU
HOMEHKJIaTyphlI JIeJT; IPU HOATOTOBKE /€1 K Iepeaue Ha MoCcIeyIolee XpaHeHHe.

7.2.3. Jlna opraHM3andy M TPOBEIEHHS SKCIEPTU3bI IEHHOCTH JOKYMEHTOB YHUBEPCHUTETA
CO3/a€eTcsl MOCTOSTHHO JIeMCTBYIOIAs SKcnepTHas komuccus (naiee — OK).

7.2.4. dynkuuu u npasa DK, a Taxke opraHuszanus ee paboTbl ONPEAEIIAIOTCS MOJI0KEHUSIMH,
KOTOPbIE YTBEP)KIAIOTCSI PEKTOPOM.

7.2.5. Dxcneptu3za [EHHOCTH JOKYMEHTOB TIOCTOSHHOTO M BpPEMEHHOTO XpaHCHHS
OCYIIIECTBIISIETCSI €XETr0JHO B CTPYKTYPHBIX MOJpPA3/EiIeHUsIX YHHMBEPCUTETa C IPUBJICYEHHUEM
COOTBETCTBYIOIIMX CIEUAIMCTOB MO/l HEMOCPEACTBEHHBIM METOIMYECKUM PYKOBOJICTBOM apXHBa.

7.2.6. OTOOp MOKYMEHTOB JJsi TMOCTOSIHHOTO XPaHEHUS MPOBOJIUTCS B COOTBETCTBUM C
HOMEHKJIATYpOll YHHMBEpCHTETa M THUIIOBBIM IIEPEYHEM JOKYMEHTOB C YKa3aHHUEM CpPOKOB UX
XpaHEHUs MyTeM MOJUCTHOIO MPOCMOTpa Jed. B nenax mocTosHHOro XpaHeHHUs MOAJNEKAT U3BATHUIO
nyOJeTHble SK3eMIUIAPhl JOKYMEHTOB, YEPHOBHKH, HEO(OPMJICHHbIE KOMHUU JOKYMEHTOB U HE
OTHOCSIIIMECSA K BOIIPOCY JTOKYMEHTHI C BPEMEHHBIMM CpOKaMH XpaHEHMsl. OKOHYATEIbHOE PEIICHNE
10 pe3yJIbTaTaM 3KCIEPTU3bI IEHHOCTH TO0KyMEHTOB IpuHuMaeT DK YHusepcurera.

7.2.7. Tlo pe3ympTaraM OKCHEPTH3BI IEHHOCTH JTOKYMEHTOB COCTABIISIIOTCS OIMCH JIEN
MIOCTOSIHHOTO, BpeMeHHOro (cBbimie 10 J1eT) XpaHeHUs M MO JMYHOMY COCTaBy, a TakKe aKThl O
BBIJIENICHNN Jien K yHuuToxeHuto (IIpunoxenne 7, [Tpunoxenue 8).

Onuce aen — apXuBHBIN CIIPaBOYHUK, COAEPKAILNUNA CHCTEMAaTU3UPOBAHHBIN IEpEUYEHb €IMHUL]
XpaHEHUsi apXWBHOTO (OHAA, KOJUIEKIMM M TMpeJHA3HAYEHHBIM M1 HUX ydyeTa M PACKPBITHS
comepxkanusi. OtaenpHas OMUCH TMPEACTABISIET COOOM TEepedeHb /el C MOCIeA0BaTeIbHOU
3aKOHUEHHOW HyMmepanueil. OCHOBOM COCTaBJIEHUS ONUCEN AEN SIBISETCSI HOMEHKIIATypa Jell.

OnucK cocTaBISIFOTCS OTAENIBHO Ha Jieja IOCTOSHHOTO XpaHEHUs; /IeJa BPEMEHHOTO (CBBIIIE

10 net) xpaHeHus; nena 1mo Tud4HOMY coctaBy. Ha nena BpemenHoro (10 10 1eT) XpaHeHUs ONUCH HE
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cocraisitores ([Ipunoxkenue 14, [punoxkenue 15).

Onucu 1en, TMOATOTOBJIICHHBIE CTPYKTYPHBIMHM TOJPA3JCICHUSIMHU, CIIY>KaT OCHOBOM st
MMOJArOTOBKH CBOJHOM ONMMCH AEN Y HUBEPCUTETA, KOTOPYIO TOTOBUT apXUB Y HUBEPCUTETA.

Onucu  11e1  CTPYKTYPHBIX MOJAPA3JCICHUN COCTAaBIISIIOTCS 10 YCTAaHOBJIEHHOW (dopme
(ITpunoxenue 13) u mpencTaBiIsIOTCS B apXUB Y HUBEPCUTETA HE MO3/[HEE YEM Yepe3 TPH rojia mocie
3aBEepUICHMSI JIeN B JIEIOIPOU3BOJICTBE.

B onucsax nen yka3piBaeTCsl TIOJMHOE JAccTBHTENbHOE (0€3  COKpalleHHil) HanMEHOBaHUE
CTPYKTYpPHOTO MOJpa3ielieHusi, KOTOPOE BEJIO Jiea U 3aKOHYUJIO UX JETONPOU3BOACTBOM. B cimyyasx,
KOT'JIa CTPYKTYpHOE MOApa3/ieieHle B TEUCHHUE MepUoa, 3a KOTOPBIM BHOCATCS JieJa B OMUCH, ObLIO
IIepeMMEHOBaHO  (MpeoOpa3oBaHO), IO INPEKHUM HAUMEHOBAaHMEM IHUIIETCS €ro HOBOE
HauMEHOBaHHUE.

OnucarenpHasi CTaThd ONUCH J€J CTPYKTYPHOTO TOJpAa3/ieieHHUs] HMEET CJEeAyIOIIHe
AJIEMEHTHI:

* IOPSIIKOBBIN HOMEP Jiena (TOMa, 4acTH) MO ONHCH;

* HHJICKC Jela (ToMa, 4acTH);

* 3ar0JIOBOK Jiesia (ToMa, 4acTh);

* naTa jnena (ToMma, 4acTH);

* KOJIMYECTBO JIUCTOB B JieTie (TOME, YacTH);

* CPOK XpaHEeHHUsI Jea.

[lepen BHeceHHEM 3aroJIoOBKOB Jell B OIMCU IpOBEpsAeTcs KadecTBO (OPMUPOBAHUS U
opopmienus nen. B ciydae oOHapykeHUs HApyIICHUN YCTaHOBJICHHBIX MPaBUI (POPMHUPOBAHUS U
o(OpMIICHHUS JIE]T OHH YCTPAHSIOTCS.

[Ipu coctaBieHny ONMUCH JIET COOIOAAIOTCS CIEAYIOIINE TPEOOBAHUS:

* 3aTOJIOBKH JIEJI BHOCSITCS B ONKCh B COOTBETCTBUU C HOMEHKJIATYpOH J1€;

* KaXJI0€ N0 BHOCHUTCS B OMHCH IMOJ CaMOCTOSITEIbHBIM MOPSAKOBBIM HOMEp (eciu Aemno
COCTOHUT M3 HECKOJIBKHUX TOMOB (4YacTeil), TO KKl TOM (4acTh), B TOM YHCIie CPOPMUPOBAHHOE B
OTJIEIbHBIN TOM MPUJIOKEHUE K JIETTy, BHOCITCS B OIKCH TOJT CAMOCTOSTEIILHBIM HOMEPOM);

* IOPSIIOK HyMEPAIUH /1€ B OITUCH — MTOCIIE0BATEIbHBIN;

* MOPSIIOK TPUCBOCHUS HOMEPOB OMUCSIM CTPYKTYPHBIX MOJpPa3/IeICHU yCTaHABIUBACTCS 110
COTJIACOBAHUIO C apXUBOM,;

® l"pa(i)I)I OIMHMCHU 3aIllOJIHAKOTCA B TOYHOM COOTBETCTBHMH C TEMHU CBEACHHAMH, KOTOPBIC
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BBIHECEHBI Ha O0JIOKKY JIeIa;

* [IpM BHECEHUHU B OMMUCH MOJAPAJ JEJI C OJMHAKOBBIMHU 3aroJIOBKAMH NUIIETCS MOJHOCTBIO
3aroJIOBOK MEPBOTO Jela, a BCe OCTAIBHBIE OJTHOPOAHBIE Jieiia 0003HadatTcs cioBamu «To xkey, mpu
ATOM JPYTHE CBEICHUs O JieJlaXx BHOCATCS B ONHUCH MOJHOCTHIO (HAa Ka)KJIOM HOBOM JIUCTE OITHCH
3aroJIOBOK BOCIIPOU3BOUTCS MOTHOCTHIO);

* MHOTOTOMHBIE JI€JIa B OIIUCh BHOCSTCS 110 MOPSIAKY HOMEPOB TOMOB. B 3TOM cityyae B onucu
MUIIETCS. HAUMEHOBAHKUE TOJIBKO MEPBOr0 TOMA, & HAMMEHOBAHUS BCEX OCTAJIIBHBIX TOMOB, €CJIM OHH
MOMEIICHBI Ha OJHON cTpaHulle, oOo3HayaroTcs cioBamu «To ke». Eciam ke HauMeHOBaHHE
MHOTOTOMHOTO JIeJIa MePEeXOJUT Ha CIECAYIOUINI JUCT, TO HEOOXOAMMO 3aroJIOBOK Jieja MOBTOPHUTH
MOJHOCTHIO. [IpU BHECEHHHM B OMHCH TMOCIAEAHEr0 TOMa TOCIe HOMEpa TOMa J00aBIsE€TCS CIOBO
«ITocnemamity.

B onucu Mexy HaMeHOBaHUSAMH (3ar0JIOBKaMU) JIEJI OCTABIIETCS HHTEPBA He MeHee 1 cM.

['pada onucu «lIpumeyanusy» UCMoONb3yeTcs A OTMETOK O MpHEME JeN, OCOOCHHOCTAX UX
(hU3UYECKOTO COCTOSIHUS, O Tepenade Jejd APYTUM CTPYKTYPHBIM TOJpa3/IeNeHUsM CO CChUIKOW Ha
COOTBETCTBYIOIIMI aKT, O HAJIMYUU KOMHM U T.1.

B xonIe onucu BCaen 3a IMOCIEAHEH ONMMCATEIbHOM CTaThel 3allOIHSICTCS UTOTOBas 3allch, B
KOTOpOM yka3biBaeTcs (IudpaMu U MPOMUCHIO) KOJTMUYECTBO JIeJ, YUCISIIIUXCS MO OMUCH, MEPBBIA U
MOCTIEAHUI HOMepa JIeT MO OIMKCH, a TAaKKe OTOBAapHBAIOTCS OCOOEHHOCTH HyMEpAallMU NIl B OMHCH
(JIuTepHBIE U MPOMYIIIEHHBIE HOMEPA).

Onuch N1en CTPYKTYPHOTO TOJpa3/IeTICHUsl MOMUCHIBACTCS COCTABUTENIEM C yKa3aHHEM €ro
JOJKHOCTH, COTJIACOBBIBaeTCcs ¢ pykoBoauteneM Ciy:kObl JeNONMpPOU3BOJCTBA U YTBEPKIAETCS
PYKOBOAMTENIEM CTPYKTYpHOTO mojapazfeneHus. Onuch Jed  CTPYKTYpHOTO MOJipa3JeieHust
OpraHu3alMy COCTABIIAETCS B JBYX JK3EMIUIIPAX, OAUH M3 KOTOPHIX MEPEIAETCI BMECTE C JIeJIaMH B
apXuB YHHUBEPCHUTETA, & BTOPOM OCTAaeTCs B KA4e€CTBE KOHTPOJIBHOIO HK3EMIUISIPA B CTPYKTYPHOM
MOJpa3IeJICHUH.

7.2.8. B YHuBepcuTeTe B KOKIOM CTPYKTYPHOM MOAPA3ICICHUH OMUCHU Ha Jelia MOCTOSHHOTO
XPaHEHHUsI COCTaBIISIIOTCS €KETOJHO O]l HEMOCPEACTBEHHBIM METOJIMYECKUM PYKOBOJCTBOM apXHBa
Yuusepcurera. [1o 3TumM onucsM T0KYMEHTHI CAAIOTCS B apXUB Y HUBEPCUTETA.

Onucu faen, MOATOTOBIICHHBIE CTPYKTYPHBIMU MOAPA3ACICHUSIMHU, CIY>KAaT OCHOBOM ISt
IIOATOTOBKA CBOJHOW OIKCH J€JI YHHMBEPCUTETA, KOTOPYK0 T'OTOBUT apXWB YHUBEPCUTETA U IIO

KOTOPOH OH CIaeT jiejia Ha TOCYAapCTBEHHOE XpaHECHHUE.
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7.2.9. OT00p TOKYMEHTOB 332 COOTBETCTBYIOIIUN MEPHOJ] K YHUYTOKEHHUIO U COCTABJICHHUE aKTa
0 BblJeTeHUU UX K yHHuToxkeHuto ([Ipunoxenue 16) mpou3BOAMUTCS MOCHE COCTABIECHUS CBOJIHBIX
OIHCEN JIEJ1 OCTOSTHHOTO XPAHEHUs 32 3TOT XK€ MEePUOJ. YKa3aHHbIE ONMCH U aKThl paCCMaTPUBAIOTCS
Ha 3acemanuu OK VYnuBepcurera oaHoBpeMeHHO. CoriacoBanHble OK VYHuBepcuTeTa aKThl
YTBEPKIAOTCA PEKTOPOM YHHUBEPCUTETA TOJIBKO IIOCIIE YTBEPKIACHUS OIUCEH 1€ IMOCTOSIHHOTO
XpaHEHUs, MOCIEe TOr0 YHHMBEPCUTET UMEET IPaBO YHUUTOKUThH JI€la M BKIIOUEHHBIE B JAHHBIE
aKThl. AKT O BBIJICJICHUU JOKYMEHTOB K YHUYTOXXEHHIO COCTaBIISETCS, KaK IPaBUJIO, HA JIela BCETro
VYHuuBepcurera. Eciii B akTe yka3aHbl /1eJ1a HECKOJBKUX CTPYKTYPHBIX MOAPA3/Ae/IEHU, TO HA3BaHUE
KaXJIOrO0 CTPYKTYPHOIO IOJApA3/ENICHUs YKa3blBaeTCAd INepel TPYyNIoM 3aroJioBKOB €l 3TOro
10/1pa3/ieJICHUsI.

7.3. IloaroTroBKa U nepeaaya J0KyMeHTOB B apXUB

7.3.1. B apxuB VYHuBepcuTeTa NEpENAIOTCS Jieda C HUCIOJHEHHBIMU JOKYMEHTaMH
MOCTOSIHHOTO, BpeMeHHoro (cBbime 10 neT) XxpaHeHMss W 1O JUYHOMY cocTaBy. Mx mepemaua
MIPOU3BOJIUTCS TOJBKO 10 OMHUCSAM Jell.

7.3.2. Jlena BpemenHoro (mo 10 7er BKIIOYHTENHHO) XpaHEHHS Iiepefade B apXuB
VYHuBepcurera He mnoanexar. OHU XpaHATCA B CTPYKTYPHBIX IOAPA3JENCHUAX U IO HCTEUEHUU
CPOKOB XpaHEHUS MOJUIEkKAT YHUUTO)KEHHUIO B YCTAaHOBJIEHHOM IOPSJIKE.

7.3.3. Ilepenaua nen B apxuB YHHMBEpPCHTETa OCYLIECTBISETCS MO TrpadHKy, COCTaBICHHOMY
apXMBOM, COTJIACOBAHHOMY C PYKOBOJUTEISIMH  CTPYKTYPHBIX IMOJAPA3JCICHUN U YTBEPKICHHOMY
PYKOBOJUTENEM KaHLEISIPUH.

7.3.4. B mepuoj MOATOTOBKH JieJl CTPYKTYPHBIM MOJpa3JeieHHeM K Mepeaaye B apXuB
VYHuBepcurera COTPYAHUMKOM  apXHMBa IPEIBAPUTEIBHO  IPOBEPSAETCS  NPABUIBHOCTD  MX
¢dbopMupoBanusi, 0HOpPMIIEHUSI U COOTBETCTBUE KOJIMYECTBA J€J, BKJIIFOUEHHBIX B OINHUCH, KOJTHUYECTBY
JIeJ, 3aBEJICHHBIX B COOTBETCTBMM C HOMEHKIJIATYpOM Jei YHuBepcuTeTa. Bce BBISIBICHHBIE NpH
NpPOBEpPKE HEJIOCTaTKM B (OPMHPOBAHMM U O(OpMIEHHH Jel PaOOTHUKU CTPYKTYPHOTO
MOJIpa3/ieNieHus 00s13aHbl YCTPAHUTb.

7.3.5. Ilpmem Kaxmgoro mgena MPOWU3BOAMUTCS 3aBENYIOIIUM apXWBOM YHHUBEPCUTETa B
MPUCYTCTBUHU pabOTHUKA CTPYKTYpHOTO nojpasaeneHus. Ilpu stom, Ha 00oMX 3K3EMIUISpAaxX ONUCH
IIPOTUB KaXXJOr'0 Jieja, BKIOYEHHOIO B HEE, JEJAeTCsl OTMETKAa O HAJIMYUM JAeja. B kKoHIEe Kaxaoro
HK3EMIUISIpAa OMUCH YKa3bIBAIOTCS IHU(PpPaMH U MPOMHUCHIO KOJIMYECTBO (PAKTHUECKH NMPHUHSATHIX A,

JaTa TpueMa-tiepeaadu Jei, a TaKKe IOAMUCH 3aBEAYIOIIer0 apXWBOM YHHUBEPCUTETa U JIMIIA,
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IepeAaBLIeTo Aeia.
7.3.6. B cnyyae JMKBHJAMM WIA PEOPTaHU3AIMHM CTPYKTYPHOTO TOJpPA3CICHUS
YHUBEPCUTETA, JINLO, OTBETCTBEHHOE 3a BEACHHUE JCIIONPOU3BOICTBA JAHHOI'O CTPYKTYPHOT'O

noapasaciiCHus, B IICPHUOJ IIPOBEACHU JTUKBUIAIHOHHBIX MCpOHpHHTHﬁ
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Ilpunooswcenue 1

MuHnucrepcTBo 3apaBooxpanenus Pocculickoin denepanuu
'ocynapcTBeHHOE OrOPKETHOE 00pa30BaTEIbHOE YUPEXKICHHUE BBICIIETO NMPO(GECCHOHANTBEHOTO 00pa30BaHUs
«CapaToBCKHiil rocy1apcTBeHHbINH MeIMIIMHCKUI YyHHBepcuTeT nmenn B.U. PasymoBckoro»
MunucrtepcTBa 3apaBooxpanenusi Poccuiickoit @enepanun
(I'bOY BIIO Capatosckuit MY um. B.U. PazymoBckoro Munsapasa Poccun)
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WHCTPYKLIUA
I'bOY BIIO 10 AEJIONIPOU3BOJICTBY

CO0 2.001.02-02.2015

MHUHUCTEPCTBO 34paBOOXPAHEHUS
Poccuiickoii denepanun
I'ocynapcTBeHHOe 0I0/1zKeTHOE 00pPa30BaTe/IbHOE YUpeKIeHHEe
BBICHICIO npocl)eccnonanbﬂoro 06pa303a1mﬂ
«CapaToBCKHIi rocyiapcTBeHHbIIi
Me)]l/IHI/IHCKI/[ﬁ YHUBEPCUTET
umenu B.U. PazymoBckoro»
MI/IHI/ICTepCTBa 3APaBOOXPAHCHUSA
Poccuiickoii ®egepauun
(I'BOY BIIO Capatosckuii MY nm. B.U. PazymoBckoro
Munszapasa Poccun)

b. Kazaubs yi., 1.112, r. Caparos, 410012
ten.: (8452) 66-97-00, 51-15-32
taxc: (8452) 51-15-34
E-mail: meduniv@sgmu.ru
http://www.sgmu.ru
OKIIO 01963503 OI'PH 1026402664903
MHH/KIIIT 6452006471/645201001

Ne
Ha Ne oT
< >
Pexrtop MOJUCH
1.0.0.
45 45 45

Ilpunoscenue 2

Pacumdposka noanucu
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Ilpunosicenue 3

MuHnucrepcTBo 3apaBooxpanenus Pocculickoin Penepanuu
I'ocynapcTBeHHOE OrO/PKETHOE 00pa30BaTEIbHOE YUPEXKICHHE BBICIIETO MPO(ECCHOHANTEHOT0 00pa30BaHUs
«CapaToBckuii rocyiapcTBeHHbIH MeIMIMHCKHI yHuBepcuTeT uMenn B.U. Pasymosckoro»
MunucrtepcTBa 3apaBooxpanenusi Poccuiickoii @enepannu
(I'bOY BIIO Capatosckuit 'MVY um. B.U. PazymoBckoro Munsapasa Poccun)

PACIIOPAKEHUE
Ne
r.Caparos
< >
Pexrtop MOJUCH Pacumdposka noanucu
1.0.0.
45 45 45
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Ilpunoswcenue 4

MuHucTepcTBO 37paBooxpanenus Poccuiickoin denepanuu
lNocymapcTBeHHOE OIOmKETHOE 00pa30BaTENbHOE YUPEXKISHUE BHICIIETO MPO(ECCHOHATBHOTO 00pa30BaHUs
«CapaTroBcknii rocy1apcTBeHHbIH MeIUIIMHCKNHA YHHBepcuTeT uMeHu B.U. PasymoBckoro»
Munucrepcrsa 3apaBooxpanenusi Poccuiickoii @enepauuu
(I'bOY BIIO Capatockuit MY um. B.U. PazymoBckoro Munsapasa Poccun)

IIPUKA3
Ne
r.CapaTtoB
< >
Pextop MOJAIUCH Pacumdporka noanucu
1.0.0.
45 45 45
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®opma cripaBKH 0 10KYMEeHT0000poTe

®opmat AS (148 X 210 mm)

Ilpunooswcenue 5

CIIPABKA
00 o0beMe JOKYMEeHT0000poTa
3a 20
(Mecsim)
JIOKyMEHTBI KonnyecTBo 10KyMEHTOB Bcero
IIOJIMHHUKHU TUPAK
NOCTYNAKOIINE
OTIIpaBJIsIEMbIE
BHYTPEHHUE
Hroro
3aBenyromias KaHUeIspuen [Tognuce Pacumgposka noanucu
Hara
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UHJAEKCHI CTPYKTYPHBIX IOJIPA3JAEJEHUNA CTMY

Ilpunosicenue 6

HavMeHoBaHME CTPYKTYPHOTO IOJIpa3/IeICHUS WNupexc Wunekc otaena
CTPYKTYpPHOTO BHYTpH
TIOJIpa3ICIICHUS TIOJIpa3ICIICHUS
OO6muii otnen (KaHIeIsIpys) 01 00
VYrpasnenue obecrieueHrs KauecTBa 00pa3oBaTeIbHOM 02 00
JIeSITEITbHOCTH
— Y4eOHO-MEeTOIMUECKUI OTAEI 02 01
— IleHTp MEHEPKMEHTA KayecTBa 00pa3oBaHUs 02 02
— LleHTp 3aHATOCTH BBITYCKHUKOB 02 03
— JlucneTdyepckuii oTaesn 02 04
[Tpuemnast Komuccus 03 00
D10 04 00
JlexanaTsl 05 00
— Jlekanar neueOHOTO (haKkynbpTeTa U (haKyIbTeTa 05 01
KJIMHUYECKON TICUXOJIOTHU
— Jlekanat eguaTpuveckoro (akylibrera 05 02
— JlexaHat (hapmarieBTHUECKOro (hakynpreTa 05 03
— JlekaHaT CTOMATOJIOTHYECKOT0 M MEIUKO- 05 04
npopHIAKTHYECKOTO (PaKyJIbTETOB
— VMIHCTUTYT CeCTpUHCKOTO 00pa30BaHUs 05 05
JlekaHat 1o paboTe ¢ HHOCTPAaHHBIMU 00Y4atOUUMHUCS 06 00
MexayHapoaHbli OTAeN 07 00
Kapenper CTMY 08 00
Kagenps 08 01-77
JHexanar OIIK u [I1C 09 00
— Oten aTTecTaluu U cepTU(UKAITIH 09 01
OTnen acMpaHTypHI 12 00
Hayunslii otaen 13 00
— PenakinoHHO-U3/1aTeNnbCKUI LIEHTP 13 01
— Myseit 13 02
— BuBapuit 13 03
byxranTtepus 14 00
— DKOHOMMYECKUH OTJIEN 14 01
[T1aHOBEIH OT/IET 15 00
OTtaen KaapoB 16 00
AJIMUHHCTPAaTUBHO-X035MCTBEHHAs YaCTh 17 00
— YrpaBieHue KalmuTaabHOTO CTPOUTEIHLCTBA U PEMOHTA 17 01
— Otaen no o0CITy>KUBAaHUIO 3AaHUN U COOPYKEHHM 17 02
— DKCIUTyaTallMOHHO-TEXHUYECKUI OT/IEN 17 03
— OU3KYJIBTYPHO-03JOPOBUTEIBHBIN KOMILIEKC 17 04
— Cnenuaan3upoBaHHOE TPEANPUSTHE OOIIECTBEHHOTO 17 05
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MTUTaAHWS
— lapax 17 06
Otnen oxpaHsl Tpyaa 17 07
[Tpodxrom 18 00
— IIpodxoM coTpyaTHMKOB 18 01
— IIpodxoM cTyeHTOB 18 02
Otaen mo KOopAuHAIKMHK JIe4eOHON PaboThI 20 00
[THNJT 21 00
Yuensiii CoBer BY3a 22 00
[laTeHTHBIN OTIEN 23 00
— ApxuB 25 00
Hayunas 6ubnmoreka 27 00
HOpuanaeckuii oten 28 01
Otaen 3aKynok 28 02
CrnenuanbHBIN OTHEN 29 00
Bropoii otnen 30 00
Otnen 'O u UC 31 00
Otnen nH(pOPMAIIMOHHBIX TEXHOJIOTHH W TUCTaHIUMOHHOTO | 32 00
o0pa3oBaHUs
OTen 1o CBsA3SIM € OOIIECTBEHHOCTHIO 33 00
OTnen no 3anmre HHGOPMALUU 34 00
Otnen opranu3anuyu yueOHON U MPOU3BOACTBEHHOMN 35 00
NPAaKTUKH CTY/ICHTOB
HUU ¢pynnameHTanbHON KIMHUYECKOH ypoHEe)pOIoruu 36 00
MeuIHCKUH Trtei 37 00
MenuIHCKUN KOJUIEIK 38 00
HUWU xapauonorun 39 00
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Ilpunoscenue 7
HNHAEKCBHI KA®EJP CI'MY
HasBanue kadeapst Nunexcel
kadenp

Punocodun, r'yMaHUTAPHBIX HAYK M ICUXOJIOTUU 01
DOKOHOMMKH U YIIPaBJICHHUS 3ApaBOOXpaHEHUEM U (hapmarmeit 02
WHOCTpaHHBIX S3BIKOB 03
dapmaneBTUYECKON XUMUHU 04
DHU3NYECKOT0 BOCTIUTAHHS 05
['ucronoruu 06
OO6mmeii 6monorun, hapMaKOrHO3UU U OOTAHUKU 07
MukpoOHoIOTHH, BUPYCOJIOTHN ¥ UMMYHOJIOTHH 08
OO0m1eit 1 OMOOPraHNYECKON XMMHUHU 09
buoxumun 10
Menbuoduzuku um. npod. B.J[.3epHoBa 11
MoOWIM3alMOHHON NOATOTOBKH 3JPaBOOXPAaHEHHS U METUIIMHBI KATacTPOd 12
Hopwmanbnolt ¢pusunonorun um. M. A.Uyesckoro 13
[TaTonoruueckoii pusnonorun um. A.A. boromonbiia 14
AHATOMHH YeJIOBEKA 15
[TaTonornyeckoii aHaTOMUU 16
DapMaKkoIorun 17
OnepaTHBHON XUPYpPIrUuu U TonorpapuuecKoil aHaTOMHH 18
OO011eil TUTHEHBI ¥ KOJIOTUH 19
Cyneb6noit mequumnsl uM. MLU. Paiickoro 20
OO111eCTBEHHOTO 3/I0POBbS U 3[JpaBOOXPAHEHNUs (¢ KypcaMH ITPaBOBEACHUS U

VCTOPUU MEJUIIUHBI) 21
Pycckoil u kimaccudeckoi pui1oJ0ruu 22
Knunnueckoit naboparopnoit tuarnoctuku OIIK u TITIC 23
JleueOHOM (HU3KYIBTYpBI, CHOPTUBHOM MEAMIIMHBI M (PU3HOTEpATTHH 24
HepBHbIX Oone3Hel 25
Ko0>XHBIX 1 BeHepUYecKHX 0oJie3Hel 26
OTOpUHOJIAPUHT0JIOTUN 27
[IcuxuaTpuu, HAPKOJIOTHH, IICHXOTEPATTH U KIIMHUYECKOH IICUXOJIOTHN 28
['na3ubIx OoJe3HeH 29
JlydeBoi TUarHOCTHKY | JTydeBoi Tepanuu umenn rpodeccopa H.E. [lltepHa 30
[Tpodnarosornu, reMaToJ0oruy ¥ KIMHUYECKOH (hapMaKoJIOTHH 31
DTH3HONYTEMOHOIOTHA 32
[TponieneBTHKY BHYTPEHHHUX O0JIe3HEH 33
OHJOKPUHOJIOTHH 34
DakyIbTETCKON Tepanuu JIedeOHOro GakynbTeTa 35
Tepanuu neauaTpUIecKoro U CTOMaTOJIOIMYECKOT0 (haKyJIbTETOB 36
["ocriuransHOM Tepanuu JedeOHoro pakynpreTa 37
KnnHnyeckoit MIMMYHOJIOTHH U aJUIEPrOJIOTHH 38
Pycckoro s3bika Kak ”HOCTPAHHOTO 39
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Tepanuu OIIK u ITIC 40
WupekunonHbIx 601e3HeH 41
Jercknx nH(EKIMOHHBIX OOJIe3HEH 42
[TponieieBTHKY 1ETCKUX O0JIe3HEH, NETCKOW YHTOKPUHOIOTHH U

IUa0eTOIOrnu 43
Jlerckux OomnesHel neuebHoro (akynprera 44
DakyIbTETCKON NEAUATPUH 45
I'ocrinTanbHOM, NOJUKIMHAYECKONW NEAUaTPUHU U HEOHATOJIOTHH 46
[Menuatpuun OIIK u IT1C 47
XUpypruu JeTCKOro Bo3pacTa 48
OO61elt XUpypruu 49
DaKynbTETCKOW XUPYPrUU U OHKOJIOTHHU 51
["ocniuTasibHOM XUpypruu JieyeOHOro QakyyibTera 52
AKyIliepcTBa ¥ THHEKOJIOTHH JieueOHoro (pakyapTeTa 54
AKymepcTBa ¥ THHEKOJIOTHH eIMaTPUIeCKOTo (paKkynpTera 95
Axymepcra u rudekonoruu ®IK u [I1C 56
Heitpoxupypruu 57
Yponoruu 58
TpaBmarosiornu U opToneauu 59
CKopo# HEOTJIONKHOM U aHECTE3HOJIOTO-PEAHNMAIIMOHHOM TTOMOIIIH 61
Xupypruu u oukonoruu OIIK u II1C 62
IToMKIMHUYECKON TEpANINU 63
CTOMAaTOJIOTHH XHUPYPTUYECKON M YEIIOCTHO-JINIIEBON XUPYPTUU 66
CToMaTOoI0Truu OPTONEANYECKON 67
CTOMAaTOJIOTHH TEPATIEBTHUECKOM 68
CTOoMaTOoJIOTMH JETCKOTr0 BO3pacTa U OPTOIOHTUHU 69
Hesponoruu ®IIK u III1C 71
ONnuaeMuoI0run 73
Pruznatpun OIIK u II1C 74
[TponeaeBTHKN CTOMATOIOTHYECKUX 3a00JIeBaHUN 75
DapMareBTHYECKON TEXHOJIOTHH U OMOTEXHOJIOTHHI 76
['uruensl MeauKo-poduIakTUYecKkoro GaxkyabTeTa 77
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Ilpunosicenue 8

®opMa HOMEHKJIATYPBI J1eJl CTPYKTYpHOro noapasaenesuss CI'MY

®opmat A4 (210 X 297 mm)
HaumeHnoBanue cTpyKTYypHOTO
noJipa3iesieHus
HOMEHKJIATYPA JEJI
00.00.0000 N
(MecTO cocTaBieHU)
Ha
Koxn-Bo gen Cpok xpaHeHus

WNune 3aronoBoK Jiena (Toma, yacTei) (TOMOB, nena (ToMa, 4acTH) [Ipumeuanue

KC qacTeil) u N crareit o
nena HIepEYHIO

1 2 3 4 5

HazBanue pasjaciia

HaunmenoBaunue T0IKHOCTH

PYKOBOIUTENS CTPYKTYPHOTO

HOJIpa3ieIeHusI

Jara

IToamuce

Pacmmudposka moanucu

COT'JTACOBAHO
3aBeyronias KaHleaspuen
[Togmucey  Pacmmdposka

MOAMUCH
Jara

3aBenyromias apxXuBoM
[Tongmucs  Pacmmgposka

MTOATINCH
JlaTa

3anpe1uaeTc;1 HECAHKIUOHUPOBAHHOC KOIMMPOBAHUEC JOKYMCHTA CTp. 51 u3 68 ‘




CapatoBckuit IMY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

i

I'bOY BIIO

MHCTPYKLIASA
T10 AEJIOTTPOM3BO/ICTBY

CO0 2.001.02-02.2015

®opma HoMeHKJIaTYpBI aeja CITMY
®opmar A4 (210 X 297 mm)

I'cOY BIIO
CaparoBcknii 'MY um.
B.!. Pazymosckoro Munsapasa Poccun

Ilpunosicenue 9

YTBEPXKJAIO

Pextop I'bOY BIIO

Caparosckuit MY um. B.1.
PasymoBckoro Munsapasa Poccnn

HOMEHKJIATYPA JAEJI N.0O. ®amunus
« _» 20 1.
00.00.0000 N
(MecTo cocTaBICHUS)
Ha Trox
Kon-Bo nen Cpoxk xpaHeHus

Nunekc | 3aronoBok gena (Toma, 4acTeid) (TOMOB, nena (TomMa, 4acTH) [Tpumeuanue

zena qacTei) u N crareit o

TIEPEYHIO
1 2 3 4 5

HaszBanue paznena

3aBenytouias KaHIeIsIpueit

Jara

3aBeyromas apXxuBoM

COT'JTACOBAHO
IIporokon K

OoT

Tloamuce

ITonmuce

Pacmudposka moanucu

Pacmmdposka moanucu

COI''TACOBAHO

[Tporokon DIIK ynpasieHus no
JieJlaM apXMBOB YIPABJICHUS JeIaMU
npaBuTeabcTBa CapaToBCKOM 001acTH

oT

N

3ampemnaeTcss HECAHKITMOHUPOBAHHOE KOIIMPOBAaHUE TOKYMEHTA

ctp. 52 u3 68 |




I'bOY BIIO
CapatoBckuit IMY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

MHCTPYKLIASA
T10 AEJIOTTPOM3BO/ICTBY

CO0 2.001.02-02.2015

Hrorosas 3anuce o KaTeropuiax U KoJI-B€ A€J, 3aBCICHHBIX B

YHusepcurere

rojy B

Ilo cpoxam xpaHeHus

Bcero

B ToM umucie:

MePEXOIAIINX

C OTMETKOH
"9HK "

1

3

4

TlocTostHHOTO

Bpemennoro (cBbiie
10 ner)

Bpewmennoro (g0 10
JIeT BKJIFOYUTENIBHO)

HUTOTI'O:

3aBenyrouias KaHUespuen

[ara

Hrorosnie CBCACHUA NICPCIaHbl B apXHUB

HanmenoBanmne AOJDKHOCTH IEPEaaBIICTO

CBCACHUA

ara

IToamuce

IToamuce

PacmmudpoBka nmoamnucu

Pacmm¢poBka nognucu

3ampemnaeTcss HECAHKITMOHUPOBAHHOE KOIIMPOBAaHUE TOKYMEHTA

ctp. 53 u3 68 |




I'bOY BIIO
CapatoBckuit IMY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

i

MHCTPYKLIASA
T10 AEJIOTTPOM3BO/ICTBY

CO0 2.001.02-02.2015

®opma 00J10KKH eI

Ilpunoscenue 10

MOCTOSIHHOTO U BpeMeHHOro (cBbimie 10 jieT) XxpaHeHUust

I'bOY BIIO Caparosckuii 'MY um.

B.HU. Pazymosckoro Munsapasa Poccun

D. No
Om. Ne
JI. Ne

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3IEIICHNUS)

Hemno Ne_

(3arosoBok jena)

(maTa nema)

D. No

Om. Ne
J1. Ne

Ha JINCTax

XpaHuThb

3ampemnaeTcss HECAHKITMOHUPOBAHHOE KOIIMPOBAaHUE TOKYMEHTA

ctp. 54 u3 68 |
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I'bOY BIIO
CapatoBckuit IMY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

NHCTPYKLIA

110 JIEJIONIPOM3BOJICTBY CO0 2.001.02-02.2015

Ipunooswcenue 11

dopmMma JucTa-3aBepUTEIA Jeja

B nene npomuTo U mpoHyMEpOBaHO

JHCTOB,

B TOM 4HUCIJIC.
JIMTCPHBIC HOMCpPA JIUCTOB

MPOMYIIEHHBIE HOMEpA JTUCTOB

+ IMCTOB BHYTPEHHEN ONMUCHU

Oco0eHHOCTH (PU3UYECKOT0 COCTOSTHHUS Homepa nucroB
U popMHUpOBaHUS AeJIa

1 2

HaunMenoBaHue 10OJKHOCTH
paboTHUKa [Tonnuch PacmudpoBka moanucu

JlaTta

3anpe1uaeTc;1 HECAHKIUOHUPOBAHHOC KOIMMPOBAHUEC JOKYMCHTA CTp. 55 u3 68 ‘




I'bOY BIIO

CapatoBckuit IMY

nM. B.W. PazymoBckoro
Mun3znpasa Poccun

NHCTPYKLIA

T10 AEJIOTTPOM3BO/ICTBY

CO0 2.001.02-02.2015

@®dopmMa BHYTpeHHeil ONIMCH I0KYMEHTOB JieJia

BHYTPEHHJSIS OITUCH
JOKYMEHTOB Jesa N

Ilpunosicenue 12

N | HMunekc Hata 3arosjoBoK Howmepa nucroB nena [Ipumeuanue
n/m | JOKy- | JOKyMEHTa JIOKYMEHTa
MEHTA
1 2 3 4 5 6
Hroro JOKYMEHTOB

KonnyecTBo JIMCTOB BHYTPEHHEN OIMCH

(mmdpamMu 1 TPOIUCHIO)

HaumeHnoBanue 10KHOCTH JIMLIA,
COCTaBHBILIErO BHYTPEHHIOKO OIKCh
JIOKYMEHTOB JieNa

Jara

Tloamuce

(tmudpaMu ¥ TPOITHUCHIO)

Pacuudposka noanucu

3ampemnaeTcss HECAHKITMOHUPOBAHHOE KOIIMPOBAaHUE TOKYMEHTA

ctp. 56 u3 68 |
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MHCTPYKIIUA
I'bOY BIIO CO 2.001.02-02.2015
Caparosckuii TMY I10 JEJOITPOU3BOJCTBY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

Ilpunoscenue 13

dopma onucH J1eJ1 NOCTOSIHHOT0, BpeMeHHOro (cBbiie 10 jieT) xpanenust
U 10 JIHYHOMY COCTABY CTPYKTYPHOIO MOpa3/ieIeHust

I'BOYVY BIIO Caparosckuit 'MY nm.B.U. PazymoBckoro Munsapasa Poccun
(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3IEICHNS)

YTBEP/XKJIAIO

HaumeHoBaHue JOMKHOCTH PYKOBOIUTENS
CTPYKTYPHOTO TIO/Ipa3/ieNICHUs

ITognuce Pacmm¢poBka noanucu
JlaTa
OIIMCH N
Ne | Uunmekc | 3aromnoBok jgena (toma, | Jlara gema | Koi-Bo Cpox [Tpumeuanue
n/m nena 4acTH) (Toma, JIUCTOB B XpaHEeHUs
(Toma, YaCTH) nene nena (Toma,
4acTu) (Tome, YacTH)
4acTH)
1 2 3 4 5 6> 7
Hazpanwue pa3nena

B nannyro onuch BHECEHO nencNe mo Ne , B TOM uncrne:
(urdpaMu U TPONHUCHIO)

JMTEPHBIE HOMEpA:
NPOIYILICHHBIE HOMEpa:

HanmenoBaHue 10KHOCTH

COCTaBUTEINS OIUCH [Toanuce PacmmdpoBka noanucu
Jara

COI'JTACOBAHO COT'JTACOBAHO

3aBeyronias KaHuenspuen [Iporokon IK cTpykTypHOTO

[Togmucey  PacmmdpoBka moamucu Mopa3ieICHUs

[ara oT Ne

* 1 —rpada 6 omyckaercs B ONUCAX [ TOCTOSHHOTO XpaHEHUS

3anpe1uaeTc;1 HECAHKIUOHUPOBAHHOC KOIMMPOBAHUEC JOKYMCHTA ‘ CTp. 57 u3 68 ‘




MHCTPYKLUA
I'bOY BIIO C0 2.001.02-02.2015
Caparoscxii TMY 1O JEJIOITPOU3BOACTBY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun
[Tepenan Jen

(dpamMu ¥ IPOITHCHIO)

2
u pEruCTpaIlMOHHO-KOHTPOJIBHBIX KapTOUEK K JOKyMEeHTam™
(urdpaMu 1 TPOIHUCHIO)

HanmenoBanue 10KHOCTH
COTPYAHHMKA CTPYKTYPHOTO

[oJpa3ieiICHUs [Tognuce Pacmm¢poBka noanucu
[Hara
[Tpunsn JIeNl A

(mudpaMu ¥ IPOITHUCHIO) (ttudpaMu 1 IPOITHCHIO)

PETUCTPALIMOHHO-KOHTPOJIBHBIX KAPTOUYEK K JOKYMEHTAM.
3aBenyronias apXuBoM IMoxnuce Pacmdposka moanucu

ara

*2 - IlepenaroTcst BMECTE C JeflaMH KaHIIEISPHH.

3anpelaeTcs HeCaHKIIMOHUPOBAHHOE KOMMPOBAHHE JOKYMEHTA cTp. 58 u3 68 ‘
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I'bOY BIIO
CapatoBckuit IMY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

NHCTPYKLIA

110 JIEJIONIPOM3BOJICTBY CO0 2.001.02-02.2015

IHpunoowcenue 14

(I)opMa OImMUCH A€ MOCTOAHHOI'O XpaHECHUS

(HauMeHOBaHKME OPraHU3AIIH ) YTBEPXKIAIO
HaunmeHnoBanue noimKkHOCTH

®onp Ne PYKOBOAMTEIISA OpraHu3aluu

OITUCH Ne [Honnucs Pacmmdposka

JIeJ TIOCTOSTHHOTO XPaHEHUS MOATUCH

3a roJ ara

Ne i/l HHaekc gea 3aroJ10BOK JeJjia JlaTa nena Koa-Bo Mpumeyanue
(Toma, yacTu) (Toma, yacTu) (Toma, 4yacTH) | JJMCTOB B J1ejie
(TOMe, 4acTH)
1 2 3 4 5 6
B nanHBII pa3faen onucyu BHECEHO nen
(undpamu U POIMUCHIO)
¢ Ne o Ne , B TOM YHCJIE:

JUTEPHBIC HOMEpA:
NPOIYIICHHBIE HOMEpa:

HaunmenoBanue nomkHOCTH
COCTaBUTEINS OIUCH [Toanuce PacummdpoBka noanucu

3aBeAyIOIIMI apXUBOM

OpraHu3aIu [Toanuce PacmmdpoBka nmoanucu
JlaTa

YTBEPXIAEHO COI''TACOBAHO
[Iporokon DIIK apxuBHOTO yupexaeHus [Iporokon DK opranuzanuu
oT Ne oT Ne

3anpelaeTcs HeCaHKIIMOHUPOBAHHOE KOMMPOBAHHE JOKYMEHTA cTp. 59 u3 68 ‘
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I'bOY BIIO
CapatoBckuit IMY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

MHCTPYKLIASA
T10 AEJIOTTPOM3BO/ICTBY

CO0 2.001.02-02.2015

Ilpunoswcenue 15

®opma onucH JeJ1 10 JTUIHOMY COCTABY

(HaMMeHOBaHKME OpraHU3aIIH)

YTBEP/XKJIAIO
HanmenoBanue 10/KHOCTH
PYKOBOAMTEIS OpPraHHU3alUn

®ony Ne
OITUCDH Ne [Toanuce Pacimmdposka
JieN1 110 TMYHOMY COCTaBy MO AITHCH
3a roj [ara
Nen/m | HUnagekc 3aroJ10BOK JeJjia JlaTa mesna Koa-Bo Cpox IIpumeuanue
aeaa (TomMa, 4acTH) (Toma, JIUCTOB B | XpaHEHUs
(Toma, YacTH) aeje (Tome, aeJsa
4acTH) YacCTH) (Toma,
4acTH)
1 2 3 4 5 6 7
B nanHbIi pa3nen onvucu BHECEHO aen

c Ne o Ne

nudpaMu U OPOIKUCHIO
p p
, B TOM YHCJE:

JUTEPHBIC HOMEpA:

MMPpOMYyHICHHBIC HOMCPA:

HanmenoBanue J0IKHOCTH
CocTaBuTeNs OITHUCH ITonmmce
3aBeyIOIIHI apXHUBOM
Opranuzauuu

Jara

IToamuce

COI'TTACOBAHO
ITporoxon DK

(HaMMEHOBaHUE OPTaHU3ALINH)

oT Ne

Pacmmdposka moanucu

Pacmm¢poBka noanucu

COI''TACOBAHO

[Ipotokon IDIIK

(HaMMEHOBaHUE ApXUBHOTO OpraHa,
apXuBa)

OT Ne

3ampemnaeTcss HECAHKITMOHUPOBAHHOE KOIIMPOBAaHUE TOKYMEHTA

| ctp. 60 u3 68 |




NHCTPYKLIA

T'BOY BIIO
Caparronciatti TMY T10 AEJIOTTPOM3BO/ICTBY

nM. B.W. PazymoBckoro
Mun3znpasa Poccun

CO0 2.001.02-02.2015

Ilpunoscenue 16

®opMa aKTa 0 BbIAEJEHNH K YHUYTOKEHHUIO IOKYMEHTOB,
He MOJIE;KAIMUX XPAHEHUIO

®opmat A4 (210 x 297 Mmm)

I'bOY BIIO CapartoBcknit I'MY um.

B.!. PazymoBckoro Munsapasa YTBEPXIAIO

Poccun Pextop 'bOY BIIO Capatosckuii ITMY

uM. B.1.PazymoBckoro Munsapasa
AKT Poccun
Ne IMoamucek Pactmgpposka
MOJIITUCH
(MecTo cocTaBICHUS) Jata

0 BblJeJIEHUN K YHHUYTOKEHUI0 TOKYMEHTOB,
He MO/IJIeKAIUX XPAHEHUI0

Ha ocroBanun
(Ha3BaHME U BBIXO/IHBIC JAHHBIC MEPEYHS JOKYMEHTOB C YKa3aHUEM CPOKOB MX XPaHEHUS)

0T06paHH K YHUYTOXXCHUIO KaK HC UMCIOIIINEC H&y‘lHO-HCTOpH'—IGCKOﬁ OCHHOCTH U YTPATUBIINC
MPAKTUYCCKOC 3HAUYCHUC NOKYMCHTEIL q)OHI[a Ne

(nazBanue GoHaQ)

Ne 3aroJioBok Kpaii- | Homepa HNupexce Koa- Cpoknu IIpumeyanue

n/n Aesia uiu HHE onuce Aesa 1mo BO ¢/. | XpaHEHHS

rpynnoBoii AAThl HOMEHKJIa- | Xp. U HOMepa

3aroJI0BOK Type Ui crarei o

JOKYMEHTOB Ne nena mo NepevHIo

OIHCH
1 2 3 4 5 6 7 8
Hroro en.xp. 3a roJibl
(mdpamMu ¥ IPOITUCHIO)

Onucu 1e1 NOCTOSIHHOTO XpaHEHUS 3a rOJbl YTBEPKIECHBI, 110 INYHOMY COCTaBY COTJIACOBAHbI
¢ OIIK (mpoTOKOJ OT Ne )

(HaMEHOBaHHUE apXUBHOIO YUPEIKICHMSI)

HaumeHnoBaHue J0JDKHOCTH JIMIIA,

MIPOBOJIUBIIIETO IKCIIEPTHUIY

LEHHOCTHU JOKYMEHTOB [Moanuck Pacimmdposka moanucu
Hara

3anpelaeTcs HeCaHKIIMOHUPOBAHHOE KOMMPOBAHHE JOKYMEHTA cTp. 61 u3 68 ‘
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I'bOY BIIO
CapatoBckuit IMY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

NHCTPYKLIA

T10 AEJIOTTPOM3BO/ICTBY

CO0 2.001.02-02.2015

COI''TACOBAHO
[IpoTokon DK
oT No

JIOKyMEHTBI B KOJINYECTBE

AC,

(1mudpaMu 1 IPOITHCHIO)

BECOM KI' CAaHbI B

Ha TIepepabOoTKy MO MPUEMO-CAATOYHON HAKJIAJHON OT

(HaMMEHOBaHUE OPTraHU3ALINN)

N

HaumenoBanue 1omxHOCTH pabOTHHKA
YHUBEpCUTETA UCIIOIHUTEIIBLHON BIIACTH,
CHABLIETO JOKYMEHTBI [Tognuce

W3MeHeHus B yueTHbIE JOKYMEHThI BHECEHBI.
HaumenoBanue 1omxHOCTH pabOTHHKA
apxuBa (KaHLEJISpUH), BHECILIETO

HN3MCHCHUA B YUCTHBIC TOKYMCHTEI HOI[HI/ICI)

Jara

Pacimmdposka moanucu

Pacuudposka noamnucu

3ampemnaeTcss HECAHKITMOHUPOBAHHOE KOIIMPOBAaHUE TOKYMEHTA
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I'bOY BIIO
CapatoBckuit IMY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

MHCTPYKLIASA
T10 AEJIOTTPOM3BO/ICTBY

CO0 2.001.02-02.2015

Jlucr coriacoBanus

IHpunooscenue 17

JIOmKHOCTD

25(0)

Hara

IMonamuce

3ampemnaeTcss HECAHKITMOHUPOBAHHOE KOIIMPOBAaHUE TOKYMEHTA
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I'bOY BIIO
CapatoBckuit IMY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

MHCTPYKLIASA
T10 AEJIOTTPOM3BO/ICTBY

CO0 2.001.02-02.2015

JIucr o3HaKoOMJIeHUSA

Ilpunoscenue 18

JIOMKHOCTD

0)5(0)

Jara

IMonamuce

3ampemnaeTcss HECAHKITMOHUPOBAHHOE KOIIMPOBAaHUE TOKYMEHTA
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I'bOY BIIO
CapatoBckuit IMY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

MHCTPYKLIASA
T10 AEJIOTTPOM3BO/ICTBY

CO0 2.001.02-02.2015

JIMCT perucrpauuu u3MeHeHHu

Ilpunosncenue 19

Pazgen,

[Hata u Homep damunusg 1 MTHULUAIIBI

Howmep Juct nojapasaen

W3BEILEHUSA [Hata PErUCTPUPYIOLIETO IToanuce
M3MEHEHHUS JOKYMEHTAa|  WIJIH ITyHKT
00 M3MEHEHNHT M3MCHECHHE
JIOKYMEHTa
4,
3anpelaeTcs HeCaHKIIMOHUPOBAHHOE KOMMPOBAHHE JOKYMEHTA cTp. 65 u3 68 ‘
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I'BOY BI1O
Caparorckuii TMY
um. B.H. PasymoBckoro
Mun3zapaea Poccun

HHCTPYKLIHA
10 JEJTONMPOU3BOACTBY

CO 2.001.02-02.2015

Jlver cornacoBanug

JIO/KHOCTD OHO Hara TG
ITpopexTop no yueOHO-BOCIUTATEIbHON 1.0O. byraesa |
pabore, Y1OTHOMOUEHHBIH 110 Ka4yecTBy 2406 /5
CI'My
3aBeyrolas KaHespuen JI.B.Turosa 2708 75 |5
Hauaneunk YOKOJ] H.A. KilokTyHoBa 2107 75

3anpemae’rca HECAHKUHOHWPOBAHHOE KOMMHPOBAHHE NOKYMEHTA

ctp. 66 u3 68 |




I'bOY BIIO
CapatoBckuit IMY
nM. B.W. PazymoBckoro
Mun3znpasa Poccun

MHCTPYKLIASA
T10 AEJIOTTPOM3BO/ICTBY

CO0 2.001.02-02.2015

JIucer o3HaKkoMJIeHUSA

JIOKHOCTh

0)5(0)

Jara

Iloamuce

3ampemnaeTcss HECAHKITMOHUPOBAHHOE KOIIMPOBAaHUE TOKYMEHTA
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I'6OY BI1O
Caparoscknii 'MY
um. B.H. PasymoBCcKOro
Munsapasa Poccin

MHCTPYKILIHA
o JEJIONPOMU3BOACTBY

C0 2.001.02-02.2015

—

JIMCT perneTpaunn H3MeHeHHil

Paznen,
Homep Jla"rae}i HOM:p et nonpaszen , DamMuana 1 HHULHATbL .
H3MEHEH ! HaReinen JAOKYMEHTA| MM MYHKT Has PEHPEIPHESICIREM OAIHEk
00 M3MEHEHUH W3IMEHEHHE
JOKYMEHTA 2
; —1PA.n. 4%, PL|03 L AOK | Lttbaccba A . C. :
 Vipd td.dOS A L AL b2y 2421 At
2.7 px A0fbmw X |-/ {ﬂrfﬂv’:-m- 7707 76 Joutrore A 7 -
S1MA0l6 W d | bp |Mden 6 [ 40 16| Couobudo 84| Cou]
4.
5. ‘

33!1])3[].[3.81'(351 HECAHKLUHOHHPOBAHHOE KOMHpOBAHKE AOKYMEHTA

ctp. 68 u3 @




M3BEIEHUE Ob UBMEHEHHWH ot «02» nexadps 2015 r. Ne 1

Cpoxk uzmenenuns [Toapazaenenne Jlucr
7,17 41426
Kanuenspus
02.12.2015 . Jlucros 64
HecooTeeTcTRHS BbIABIEHHDIE B IPOLIECCE UCTIONB30BAHMS
Ipuunna )
,J]Ol\yMEHT'ﬂ
O0o3HaueHHe JOKYMEHTAa HaumenoBanne 10KyMeHTAa
CO 2.001.02-02.2015 HMHeTpyKuMs no aenonpon3BoACTBY
H3menenne Nel Copgepaxaniie H3MeHeHHs!

JoGaeuts:

B pazaen 1. «O0ume nonoKeHU»

nyukt 1.7 «3anpeluaercs nepenucka MEKILY CTPYKTYPHLIMM noapazaeneHuaMu Bysa. Benenue nepenuckm c
BBLILIECTOALIMMM OpPraHU3alMsMy OCYLIeCTBIIAETCA PEKTOPOM WAM MPOPEKTOPOM (MO MOPYUEHHIO PEKTOpa).
Bejenue nepenuckd OT MMEHM By3a C JPYTHMH OPraHu3alusAMu  OCYLUECTBJSETCS PEKTOPOM  HIIH
MPOPEKTOPAMH HITH MO HX NMOPYHEHHIO PYKOBOAMTENSAMHK CTPYKTYPHBIX MOAPa3aeNeHUHY.

JlobaBuTh:
B pazaen 2. «[lpasuna noarorosku u oopmneHus 10KyMeHToB» B NYHKT 2.4. «lIpukas, pacrnopsiKeHHen»:
«Pacriopszkenne  —  pacnopsauTeNnbHbIH  JOKYMEHT, HW31aBaeMblil  [POPEKTOpPAMM  BY3a 110 BOINpOCam

HH(OPMALIMOHHO-METOAMYECKOr0  XapakTepa, a Talkke [0  BOMPOCAM  OMEPATMBHOIO  YIpPaBieHMs
JIeATENLHOCTBIO By3a(coBelanus, KoHdepeHunu 1 T.4.) Pacriopsskenne He 10JUKHO coaepskaTh MpeanucaHmii,
HOCALUHX HOPMaTHUBHbII Xapakrepy.

B nyHkT 2.4, «[1puka3, pacnopsixeHue» B MOAMYHKTbI 100aBUTh:

2.4.2 «llpoekTsl npuKazoB, HCrojiHeHue KoTopbix Tpebyer duuaHcoBoro obecneveHus, BH3HPYIOT
OTBETCTBEHHbIE TMLA pUHAHCOBOIT CITyKOBI»;

2.4.4. «OTBeTCTBEHHDBIM 3@ PACCHIIKY AOKYMEHTA ABIACTCA UCTIOJHHUTENb JAHHOTO OKYMEHTAay.

JloGasuTe:

B paznen 3. «Opranuzaums JoKyMeHToo00poTa» B MyHKT 3.5. :

«JlokyMeHTbl 10/uKHBL (popMHUpoOBaTLCS B Aela B COOTRETCTBMM ¢ HOMeHkaaTypoi nen. Ilpu stom gena ¢
MOMEHTA HX 3aBedeHMs M A0 [epeiauyd B apXHB OpraHH3auuu JOJIKHBl XPAaHWTBLCA MO MECTY HX
(hOpPMHPOBAHUS.

CocraBna IIposepua YTBepana
A Ry
" B = B.M. Ionkos
02.12.2015 r. 5“-.-_02?._-_2'2.2‘0-_1"5‘-1*.---' :

(ndinucs) (NOAMNCH) Ny
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X
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.




U3BEWIEHUE Ob U3BMEHEHHWH ot « 11 » moas 2016 r. Ne 2

JIner
Cpoxk usmMeHeHHs [Moapazaenenne 1-68
LleHTp MeHEKMEHTA KayecTBa .
07201871 TOB 6
el : obpazosanus Y OKO/] Jlncros 65
Tljsisssiins [Ipukas MunucTepcTBa 3/ipaBooxpanenus Poccuiickon

@enepaunu ot 23 utonst 2016 roga Ne 414

Obo3navenne JOKYMeHTA

HanmenoBanne JOKYMEHTA

C0 2.001.02-02.2015

MHCTpyKIHUS 10 1e10IPOU3BOACTBY

Usmenenne Ne 2

Coaep:kaHue H3MEHEHHs

B THTYJIBHOM JIMCTE, BEPXHHX
JIOKYMEHTHPOBAHHOH  MpOLEaypbl  CHCTEMBbI  MEHE[UKMEeHTa  KadectBa Muerpykums 1o
JLeJIONPON3BOACTBY HANMEHOBAHHE YHHBEPCHTETA CJEAyeT YMTaTh CleAylouM o0pasoM —
Menepaibioe  rocyaaperseHHoe
obpazopanns «CapaToBekuii rocyjapcrBeHnblii MeMUMHCKHI yuusepenter uvenn B.H.
PasymoBckoro» Munmcerepersa 3apasooxpanenusi Poccniiekoii ®@eaepaunn (®PI'6OY BO
Caparosexnii 'MY um. B.W. Pasymosexoro Mumnsapasa Poccun).

KOJIOHTUTY/aX, B mpuioxkenusx 1,2,3,4,9,10,13,16 n rekcre

OoakeTHOe  00pa3oBATE/ILHOE YUpekAeHHe BbICHIEro

CocraBua

[Iposepna Yreepani

Pykosoaurens LIMKO

Hauansnux YOKO/]

M.C. MaromeoBa

H.A. KnokryHosa

Ly /6 e

/2076 /7

. L4
{(nara) (noanics)

(nara) (NOANHCE) (aar




U3BEIIEHUE Ob U3BMEHEHHMMU ot «7» okrsdops 2016 r. Ne 3

Cpox H3MeHeHHS! IMoapa3nenenne Jluer 50
LleHTp MeHeIKMEHTA KayecTBa

7.10.2016 JIncroB§8
oOpazosanus Y OKO/[ é
[Tpucoennnenne PesiepalbHOTO rOCYAaPCTBEHHOTO
Gro/KeTHOTO yupexkaeHus «CapaToBCKHH HayuHO-

UCCIIeI0BaTeIbCKII HHCTUTYT TPABMATOJIOIHU H OPTOIEIHH Y
puunna A p P A

MumnucrepcTBa 3apaBooxpanenus Poceuiickoit ®ejepannu
(JTuct 3anucu EnxuHOro rocy1apcTBEHHOIO peecTpa
FOpHIMYecKuX Juil oT 3 okTsi0ps 2016 1.)

O6o3Ha4eHne JOKyMeHTA

HaumeHoBaHHe JOKYMEHTA

CO 2.001.02-02.2015

I/IHCpr‘KHI/Iﬂ Mo ACIOMPOU3BOICTBY

Usmenenne Ne 3

Copaepsxanue H3MCHEHHA

B Ilpunoxenue 6 «Mumekcsl CTpyKTypHBIX nojpasneneHuii CI'MVY», B Tabnuuy nodaBuTh

CTPOKY:

HaumeHoBaHHWE CTPYKTYpPHOTO

HMHneke cTpyKTypHOro

WNHpekc otaena BHYTpH

nojipasiesieHus nojipasienieHus MosipasiesieHHs!
HUHWTOH 40 00
CocraBu IlpoBepua Yreepana
PykosoauTtens [IMKO Haugansaux YOKO/] Pmﬁb"@f’m}, /
.{:)'.'...' 3 ibta Lo ; 'T’:L‘,
M.C. Maromeosa H.A. KinokryHosa BMHOTIKOB

1

L=

5
!

(nata) X (noanuck)

(nata) (noanHes)

s 2 -\ (Rouics)

£ ) o
# '+ N
g

.)’




U3BEIIEHUE OF UBMEHEHHWMH ot «13» mapta 2017 r. Ne 4

Cpok H3MeHeHHs

Ioapasnenenune

Jucr 47,48, 49, 50

Llenmp menedxncmenma Ka4ecmeda

LAmENTn obpazoeanus YOKO/[ JIucros 68
Ipuunna AKTyanu3anus J0KyMEeHTa B ((3:13"51131};' C UBMEHEHMSIMH B CTPYKTYpE

O6o3naveHne JOKYMEHTA

HaumeHnoBanune J10KyMeHTA

CO 2.001.02-02.2015

Hucmpykyua no 0e10npou3so0cmey

Hzmenenne Ne 4

Conepmalmc H3IMECHCHHSH

351051 Th B CJICAYIOLIEH PeJaKIMu:
[Tpunosxenue 6 MTHAEKCBHI CTPYKTYPHBIX [TIOJIPA3JIEJIEHUI CTMY.

[Ipunoxenue 7 UHIEKCBHI KA®EJIP CITMYV.

CocTaBua IIposepun Yreepaua
PykoBoautesnb Hauaneuuk YOKO/] Pextop CTMYVY
I_IMKO YOKO‘H 5 '.I.ﬁ:'.\.l!'ﬂlf“ra_”.r

« e
&5 11 e
s ; ™ 1

10. B. breikoBa

H.A. KiroktyHoBa

B.M. Tlonikos /7%,

=

{303 2019 j;/,- 13.03.2017 13,0300 BN\ NG i/ i)E S K o
(nata) (noanues) {nata) (noanues) (nata)t: ) _“"._-:h_: -/.(nonr_ui'c_,h)_-l.é




UHAEKCHI CTPYKTYPHBIX IIOPA3JEJEHU CTMY

Ilpunoscenue 6

Hupekc Nupexc
HaumeHoBaHue CTPYKTYPHOTO MOpa3IeICHUS CTPYKTYPHOTO | OT/ENa BHYTpH
NOZIPA3JICNCHUs | MOApa3IeleHuUs

OOmuii otren (KaHIeIsApys) 01 00
VYrpasnenue obecrieueHus KauecTBa 00pa3oBaTeIbHOMN A TEILHOCTH 02 00
— Y4eOHO-MeTOIMICCKUI OTAeI 02 01
— [lenTp MeHEePKMEHTa KayecTBa 00pa30oBaHUS 02 02
— LleHTp 3aHATOCTH BBITYCKHUKOB 02 03
— Jucnerdyepckuii OTAEN 02 04
[Ipuemuas komuccus 03 00
dJ10 04 00
JlekaHaThI 05 00
— Jlekanar neuebHoro (akynbrera U GpaKyabTeTa KIMHUYECKON 05 01
TICUXOJIOTUHU

— JlekaHat meauaTpudeckoro ¢akyibTeTa 05 02
— Jlexanat (hapmaneBTH4IeCcKoro (akyinbTeTa 05 03
— JlekaHaT CTOMATOJIOTMYECKOTO ¥ METUKO-TIPO(MIAKTUYECKOTO 05 04
(haKkyIpTETOB

— MHCTUTYT cecTpUHCKOTO 00pa30BaHUS 05 05
JlexaHat 1o paboTe ¢ ”HOCTPAHHBIMU OOYYAFOIIIMMUCS 06 00
Mex1yHapOAHbIN OTAEI 07 00
Kadenps: CITMY 08 00

- Kadpenper 08 01-77
Hexanar ®IIK u IIIIC 09 00
Otnen acnupaHTyphl 12 00
Hayunsrii otaen 13 00
PenakunoHHO-U31aTENBCKUI LIEHTP 13 01
Busapuii 13 03
Byxrantepus 14 00
[111aHOBO-3KOHOMUYECKUIN OTIEN 15 00
Otnen kaapoB 16 00
AJIMUHHUCTPAaTUBHO-X035HCTBEHHAS YaCTh 17 00
— YrpaBieHHE KallUTAIbHOTO CTPOUTEIBCTBA U PEMOHTA 17 01
— Otnen mo oOCTy>KUBaHHIO 3JaHUM U COOPYKEHUH 17 02
— DKCIUTyaTallMOHHO-TEXHUYECKUM OTIEN 17 03
— OU3KYIBTYPHO-03I0POBUTEIBHBIN KOMIUIEKC 17 04
— CHCI_II/IaJ'II/BI/IpOBaHHOC OpeanpusATUe 0OIIECTBEHHOIO TUTAHUS 17 05
— lapax 17 06
Otnen oxpaHbl Tpyaa 17 07




COJI «Menuk» 17 08
Cknan 17 09
JIbpkHas Oasza 17 10
[Mpodrom 18 00
— IIpodxoM cOTpyTHUKOB 18 01
— IIpodxom cTyneHTOB 18 02
OTest MEUITUMHCKUX M HHQOPMAIIMOHHBIX TEXHOJOTHIA 19 00
OTnen mo KoopAMHAIMH JeueOHOM padoThI 20 00
[MHWJI 21 00
Vuensiii Coer CI'MY 22 00
[TaTenTHEI OTAEI 23 00
ApxuB 25 00
Hayunas 6ubnmoTexa 27 00
IOpunnaeckuit otaen 28 01
OTen 3aKymok 28 02
CrienuanbHBINA OT/IEN 29 00
Bropoii otaen 30 00
Otnen 'O u UC 31 00
Oten nHPOPMAITUOHHBIX TEXHOJIOTHH M JTUCTAHIIMOHHOTO 32 00
o0paszoBaHus

OTaes Mo CBA3SIM € 00IECTBEHHOCTDLIO 33 00
Myzei 33 01
CriopTuBHBIH KTy 33 03
Otaen no 3amuTe HHGOpPMAaIHH 34 00
OTen opraHu3anyy yaeOHOM U IPOU3BOJCTBCHHON MPAKTHKH 35 00
CTYJCHTOB

HUW dpyHnameHTanIbHON U KIIMHUYECKOH yPOHE(HPOIOTHI 36 00
MeaunyHCcKUN Tunen 37 00
MeaunuHCKAN KOJIeIK 38 00
HUU xapauonoruu 39 00
HUWMU TtpaBmaTosioruu, OpToneanu 1 HEHpOXupypruu 40 00
Knunuka npodrarosiorud 1 reMarosiorud um. npodeccopa B. 4. 41 00
IllycroBa

Kinnuka rima3Heix 00J1e3HeH 42 00
Knuanueckast 6onpauma um. C.P. MupoTBopiieBa 43 00
Knunuka KOKHBIX 1 BEHEPUUECKHUX 00e3Hel 44 00




Ilpunoscenue 7

HNHAEKCBHI KA®EJP CTMY
HazBanwue xadenps Muzexcer
kadenp

@unocodun, TYMaHUTAPHBIX HAYK U TICUXOJIOTUU 01
DKOHOMUKH U YIIPABJICHUS 3[paBOOXPAHEHUEM U (hapMarien 02
WHOCTpaHHBIX S3BIKOB 03
DU3NIECKOTO BOCITUTAHHSI 05
I'ucronorun 06
OO6meit 6uosnoruu, papMakorHO3UU U OOTAHUKHU 07
MuKpoOHOIOTHH, BUPYCOJIOTHH U IMMYHOJIOTHU 08
O6uelt, buooprannyeckoil ¥ papmManeBTHUECKOH XUMUHU 09
buoxumun 10
Men6uoduzuku um. npod. B./[.3epHoBa 11
MoOuan3ainoOHHON NOATOTOBKY 3[paBOOXPAaHEHNUs] U MEIULIMHBI KaTacTpod 12
HopwmanpHoii pusnonorun um. M. A.Uyesckoro 13
[Taronoruyeckoit puzmonornn um. A.A. boromorsiia 14
AHATOMHH YeIOBEKA 15
[Taronorndyeckoit aHaTOMUH 16
dapmakoI0ruu 17
OnepaTuBHON XUPYPruu U Tonorpapuueckoil aHaTOMUU 18
OO01elt TUTHEHBI U KOJIOTUI 19
Cyne6noii menuumabl uM. M.U. Patickoro 20
OO111eCTBEHHOT0 3/I0POBbSI U 3/IpaBOOXpaHEHUS (C KypcaMu MPaBOBEICHUS U UCTOPUH

METUITAHBI ) 21
Pycckoii n kiraccuueckoit prroaoruu 22
Kmunanaeckoit maboparoproit auaraoctuku OIIK u II1C 23
JleueOHOM (DU3KYIBTYPBI, CIIOPTUBHON MEAUITUHBI U (PU3UOTEpATTHH 24
HepsHbix Oone3nei 25
Ko>xHBIX 1 BeHEpUUECKHX OOJIe3HEH 26
OTOPHHOJIAPUHTOJIOTUH 27
Ilcuxuarpuu, HAPKOJIOTHH, ICUXOTEPANTUU M KIMHUYECKON MICUXOJIOTHUH 28
I'na3ubIx 6oneznen 29
JlydeBoiil TMarHoCTUKHU U Ty4eBoi Tepanuu umenu npodeccopa H.E. [llrepua 30
[Ipodnarosoruu, reMaToaoruy U KIMHAYECKOH (hapMaKoJIoTuu 31
DTU3NOMYIEMOHOJIOTHH 32
[IponeneBTHKY BHYTpEHHUX OOJIE3HEH 33
DHAOKPUHOJIOTUH 34
DakynpTETCKOM Tepanuu Jeue0Horo GaxkyiabTeTa 35
Tepanuu nexuaTpuvecKoro U CTOMaTOJIOTMYECKOTO (aKyIbTEeTOB 36
["ocnuranbHOM Tepanuu JeueOHoro gaxkynbpTeTa 37
Knuanyeckolf MIMMYHOJIOTHH U aJUIEProJIOTHH 38
Pycckoro si3pika Kak HHOCTPAHHOTO 39
Tepanuu u reponTosorun @IIK u I[ITIC 40
WNudexkunonneix 601e3Hel 41
Nudexkumnonnsix 601e3Hel y nereit n nonukinandeckoil nenuatpun um. H.P. iBanoBa 42
ITponeneBTHKN eTCKUX 00JIe3HEH, NETCKON YHJOKPUHOJIOTHU U THa0ETOJIOT U 43
Jlerckux 6ose3Hel geyeOHoro (akynprera 44
DaxkyIbTETCKON NeIuaTpun 45
["ocnuTanbHOM NeuaTpuy U HEOHATOJIOTUH 46




IMeaunatpuu OIIK u II1C 47
XUpypruu JeTCKOr0 BO3pacTa 48
OOmeii xupypruu 49
DaKynbTETCKON XUPYPrUU U OHKOJIOTUHU o1
["ocnuranbHOM XUPYypruu JiedeOHoro (akyabTeTa 52
AKxy1iepcTBa ¥ THHEKOJIOTMH JiedeOHOro (pakynbTeTa o4
AKymepcTBa ¥ THHEKOJIOTHH TIeTUaTPUIECKOTo (hakynpTeTa 55
AxymepctBa u runexosnoruu OIIK u IIC 56
Helipoxupyprun S/
Yponorun 58
TpaBmaTonOTHK M OpTOTICANN 59
CuMyISIIMOHHOTO 00yYeHUs 60
Cxopoit HEOTJIOKHOM U aHECTE3HOJIOTO-PEAaHNMAITMOHHON TOMOIITH 61
Xupypruu u onkosioruu @IIK u TTIC 62
[TonuknmHNYEeCKON Tepanuu 63
CTOMATOJIOTHH XUPYPTUIECKOH M YEIOCTHO-IMIIEBON XUPYPTHH 66
CToMaTOJIOTHH OPTONEANYECKON 67
CTOMATOJIOTHH TEPaNEBTHUECKON 68
CTOMATOJIOTHH JJETCKOTO BO3PACTa U OPTOJIOHTHH 69
Hesponorun ®IIK u [IIIC nMm. wii-kop. AMH CCCP K.H. TpetpsikoBa 71
ONUIEMHOJIOT U 73
®Tusnarpun OIIK u I[1I1C 74
[IponieaeBTHKHM CTOMATOJIOTHYECKUX 3a001€BaHUMA 75
dapmaneBTUIECKON TeXHOJOTHHA U OMOTEXHOJIOTHHI 76
['uruens! MeTUKO-POPUITAKTHIECKOTO (haKyIbTeTa 77




M3BEHIEHUE Ob UBMEHEHUWM or «04» cenrsiops 2017 r. Ne 5§

Cpok n3meHenms

IMoapasnenenne

Jucer 47,48, 49, 50

Henmp menedxncmenma Kadecmea

04.09.2017r. obpsosaniin YOKOX Jlucros 68
: AKTyanu3aius JOKyMEHTa B CBA3H C H3MEHEHHSIMH B CTPYKTYpe
Ipuuanna CIMY

Obo3nauenie JJOKyMeHTa

HanmenoBamnme no KYMCHTA

CO 2.001.02-02.2015

Hucmpyrkuyua no 0e10npou3e00cmey

Hsmenenne Ne 5

Conepkanne H3MeHEHHS

N310KUTh B CleyiolIel pelakimu:
[Tpunoxenne 6 UHAEKCBI CTPYKTYPHBIX [TOJIPA3JIEJIEHUM CTMY.
Ipunoxenne 7 UHAEKCHI KAOEIIP CI'MYVY.

Cocrasua [Iposepun YrBepauna
PykoBomurens Havanpuuk YOKOJL Pek‘réfptmy 74
[IMKO YOKOJ{ 8
0. B. beikosa H.A. KnokryHosa l BM l'IonKoBf’ —
0404 /7e FHS— o109/ o 0409, ;'m\ R SN
(nara) (noanuck) (nara) (noanuce) (nata) 25 el I'__(_ngft’nnclu)

Iﬁ'\
bV =
Loy oo




MHAEKCbHI CTPYKTYPHBIX MMOAPA3AEJEHUI CTMY

Hpunoxcenue 6

Nupeke Hupeke oraena
HanmMenoBaHne CTPYKTYPHOro MoapasiaesieHust CTPYKTYPHOTO BHYTDH
nojapasjieJicHusi | 1oJapa3jieJeHusi
OOmuit oT/1en (KaHueaspus) 01 00
Vnpasnenue odecriedeHns kauecTsa 00pa3oBaTeIbHON 02 00
JICSITEJILHOCTH
— YuebHo-MeTOIMUECKHl OT/1e 02 01
— [[enTp MEHE/PKMEHTA KauecTBa 00pa3oBaHusl 02 02
— LlenTp 3aHsTOCTH BBITYCKHUKOB 02 03
— Jlucneruepckuii oTaen 02 04
[Ipuemnas KOMHCCHS 03 00
[leHTp nepBHYHOM aKKPEAUTALUH H CUMYJISIIIHOHHBIX 04 00
TEXHOJIOrHiH
JlexanaTnr 05 00
— Jlexanart sieueGHOTO hakynsTeTa U QaKyabTeTa 05 01
KJIMHUYECKON TICHXO0J0THH
— Jlekanart neguaTpuyeckoro (axysjbTeTa 05 02
— Jlekanat (papmarieBTHuecKoro axkynpreTa 05 3
— JlekanaTt cTOMaTOJOTHYECKOTO U MEJIHKO- 05 04
npoHIaKTHYECKOro (PaKyIbTETOR
— MIHCTUTYT cecTPHHCKOro 00pa3oBaHus 05 05
Jlexanat o padoTe ¢ HHOCTPAHHBIMH 00YYAIOIIUMHUCS 06 00
Mex1yHapoJHblil OTAE)I 07 00
Kadenpst CI'MVY 08 00
— Kadeapsi 08 01-77
MHCTHTYT IOMOTHUTENBHOTO IIPOYECCHOHANILHOTO 09 00
oOpa3zoBaHus
OT/1e1 MOJArOTOBKH CIIEHHAIMCTOB BbICIIEH KBATM(HKALIMH B 10 00
opJMHaType
Ot1e1 acnupaHTypsl 12 00
Hayuuslit otaen 13 00
— PenakunonHo-u3naTenbCKuH LEHTP 13 01
— Busapuii 13 03
byxranrepus 14 00
[11aHOBO-3KOHOMHYECKHH OT/E 15 00
OTen kapos 16 00
AJQMHHHCTPATHBHO-X03sIHICTBEHHAs! YaCTh 17 00
— YipaBieHnne KanuTalbHOrO CTPOUTENLCTBA M PEMOHTA 17 01
— Otaen no o0C/yKMBAHHUIO 3JlaHUH U COOPY/KEHUH 17 02
— DKCIuTyaTallHOHHO-TEeXHUYECKHT oT/en 17 03
— OU3KYJIBTYPHO-03/I0POBUTEIBHbIH KOMILIEKC 17 04
— CrienHaaIu3npoBalHoe NpeAnpHsTHe 00UIECTBEHHOTO 17 05
MUTAHUS
— [apax 17 06
Cnysx0a 1o oxpase Tpyia 17 07
[Tpodhxom 18 00
— Tpodhkom coTpy ITHUKOB 18 01




— ITpothxom CTYASHTOB 18 02
OTaen MEAMIMHCKHX ¥ HH(POPMAIHOHHBIX TEXHOIOTHA 19 00
Otraen 1o koopArHaUKH nevebHol paboTs! 20 00
JIHWJT 21 00
Vaenviii Coper CIMY 22 00
ITatenTreld oTaen 23 00
ApxuB 25 00
Hayuras dubnuorexa 27 00
HOpuanueckuil oTae 28 (1
OTaen 3aKynoK 28 02
CrneuuansHbli OTAET 29 00
Bropoi otnesn 30 00
Otpen 'O n UC 31 00
O;T,Eleﬂ HP](bOpMﬁHHOHHI:]X TeXHOJIOTHH H JUCTAHBHOHHOIG 32 00
ofpazosaHus

Ortaen no casi3aM ¢ 001ECTBEHHOCTRIO 33 00
Myseil 33 01
CropTuBHbBIA KNYO 33 03
Orpen 1o 3ammute uHdpopMaLum 34 00
QOTtaen oprannzanii y«ebHol 1 TpoN3BOICTBEHHOH 35 00
IPAKTHKY CTYAEHTOB

HUM dysaamenTanbHol KTHHAYSCKOR YpoHe]poaorus 36 00
Lentp n0By306¢Kk0ro 00pazoBaHuA «MeInLUMHCKHA 37 00
NIpeAYRHBEPCAPHIA»

MeanupMHCKIH KoJIeK 38 00
HIHHA xapruonoruu 39 00
HUWU TpaBmaToNorni, OpTONenH U HElpOXUPYPriu 40 00
Knunuka npodnatonorud ¥ reMaTonorui UM, npodeccopa

B.A. 1llycrosa 41 04
Knvnika raaskelx Gosesgen 42 00
Kanunueckas 6onsuna um. C.P. MupoTsopnesa 43 00
KAnnuKa KOKHBIX M BEHEPUUECKNX DOJE3HEH 44 00




UHAEKCBHI KA®EAP CI' MY

Hpunoxncenue 7

Hassanwne xacenpst HHﬂeKC_H {Ipumeuyanne
xaheap

dunocodu, TYMaHHTAPHBIX HAYK H MCUXONOTHH 01
DKOHOMMUKN M YIPABACHHA 3RPABOOXpAHCHHEM M papManiet 02
MiocTpaHHbIX A36IKOB 03
Menaroruxu, 06pa30BATENBHBIX TEXHONOHH H 1PO(eCCHOHANBHON
rkommyuuxaunu MTIO 04
(DH314ECKOr0 BOCTIHTAHUS 05
I"ucronoruu 06
Obweit 6uonordas, hapMakorHo3uy U DOTAHHKH 07
MitkpoGyonoruH, BUPYCOJOTHH H HMMYHOJIOTHH 08
Obuweit, Grnooprainveckoi H PpapMaleBTHHECKOH XHUMHH 09
buoxumun 10
Menbuodunznku um. nnpod. B.J.3eprosa 11
MoOUIH3AUMOHHOHN MOATOTOBKH 3APABOOX PAHEHUR il MSIHLIMHEI
Karactpod 12
Hopmanesoit guznonorus M. M.A Uyesckoro 13
TMatonornueckoii Gpusnonorud um. A.A. boromMoneua 14
AaToMI U YEJIOBEKA 15
TlaTonorugeckoil AaHATOMHA 16
PapmMakonorun 17
OuepaTuBHoil XAPYPrUW U TONOrpadpHIECKOA AHATOMHH 18
O0u1eH THIHEHBl H 9KONOIHA 19
Cyne6Hol Meanmne! um. M. Paiickoro 20
OBuIeCTBEHHOTO 310POBEL W 3MPABOOXPAHEHH (C KypcaMu
NPaBOBEJACHHA 1 HCTOPUH MENHLHHBI) 21
Kiurnueckon naboparoproii auarnoctuxu MO 23
JleuebHol GU3KYNBTYPLI, CNOPTHBHON MEIMUMHB! H (H3HOTEPaNHH 24
Heperpix 6o0e3nel 25
HepmaroseHeponoruy 1 KOCMETONOTHH 26
OTOpHHOJIAPUHI OIIOTHH 27
TTcuxuaTpum, HAPKONOT WM, TICUXOTEPATTUH U KIHHNYeCKOH
NCUXOAOTHN ' 28
I’ nazHeIx Bomnesuei 29
Jyuenoil MUArHOCTHKH M JTy4eBoil Tepaluy HMeHH npodeccopa H.E.
IUrepra 30
[TpodnaTonorny, reMaTonorny 1 KINHHHYECKOH papMakonoruu 31
D TU3NOINYNIBMOHOIOTHH 32
[TponeneBTUKH BHYTPEHHHX DOAe3HEN 33
JHIOKPHHONOFHH 34
DaKynpTeTCKON Tepanny fededHoro gakynpTeTa 35
Tepanvn NeaMaTPMYEcKOro 1 CTOMaTOIOIMYECKOro (GakynbTeToB 3 Ho 01.11.2017
Tepansn, racTpodHTEPOTIOTHU U TIYJIEMOHOIOT K 36 C01.11.2017
["ocnuTtaneHol Tepanny neuedbnoro dakynsrera 37
KAHHKHUECKOH HMMYHOJIOTHU UM aJLIEProfIoTHH 38
PyCcCKOro 1 NaTHHCKOTO SI3BIKOB 39
Tepanun u reportosioruy MO 40
Mubexumonusix Sonesneii 41




| NndekuroHupIx fonesned y AeTel W NOANKAMHUYECKON NeIHaTPHK

nm. H.P. Meanopa 42
[TponeneBTHKH AeTCKHX DOIC3HEH, AETCKOH SJHAOKPUHOIOTHH K
JU4a0€TOAOTHH 43
Hercrux Sonesrelt neuebuoro GpakynbpTeTa 44
DaKyNHTETCKOH NeAHATPHHU 45
TocnUTansHON TIEAHATPHH M HEOHATONOTHH 46
Meaunarpun UATO 47
XUPYPruu JeTCKOro BO3pacTa 48
O0wel xupypruv 49
OakybTETCKON XNPYPIrHK M OHKOJIOTHHT 51
CocnutansHol Xupypriu jedebHOro PpaxKyipreTa 52
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