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1. HasHaueHVe n o6n1acTb NpUMeHeHUsA

1.1. JokymeHTMpOBaHHasA npoueaypa (aanee - [if) pernameHTUpyeT peanmnsauyunio pasgena Obuiero
PyKOBOACTBA MO kauyecTBy «/lokymMeHTaunoHHoe obecneveHne CMK CyplY» mn yctaHaBnavBaet
eflMHble TpeboBaHVA K [OKYMEHTMPOBAHUIO YMNpaB/ieHYeCcKor AeAaTenbHOCTU U OpraHm3auum
paboTbl ¢ gokymeHTamu B BY BO «CypryTckuin rocygapcTBeHHbIV yHUBepcUTeT» (aanee - Cyply,
YHuBepcuTeT) AnA [OKYMEHTOB B OYMaXHOM W 3/1eKTPOHHOM BuAe (B CUCTEMEe 3/1eKTPOHHOro
AOKymMeHTOoobopoTa (ganee - C3/).

1.2. AN obsAsaTenbHa K NPUMEHEHWI0 BCEMWU MNOAPa3AeNeHUs MN, LOMKHOCTHBIMUA nLaMn U1
paboTHMKaMM YHMBepcuTeTa.

2. HopmaTuBHbIE NpaBOBble OCHOBAaHUSA

2.1. AN paspaboTaHa Ha OCHOBE CNeAyrLLNX HOPMATUBHbIX OKYMEHTOB:

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

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

—  ®epepanbHoOro 3akoHa Poccuiickort ®egepaumm ot 27.07.2006 Ne 152-93 «O' nepcoHasnbHbIX
LAHHbBIX»; \

—  ®egepanbHoro 3akoHa Poccuiickort ®egepaunm ot 27.07.2006 Ne 149-03 «06 nHdopmaumuy,
NHGOPMALMOHHBIX TEXHONOTUSX U 0 3aLmTe MHGopMaLnm»;

— ®epepanbHoOro 3akoHa Poccurickon Pegepaumn ot 02.05.2006 Ne 59-®3 «O nopsgke
paccMOTpeHUs obpalleHnii rpaxaaH Poccunickon ®epepaumnmy»,

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

—  Yka3sa lNpe3ngeHTa Poccniickor ®egepaumm or 06.03.1997 Ne 188 «O6 yTBEpXAEHUN NEepeYdHs
cBeAeHNI KOHPUAEHUMaNbLHOro xapakrepa» (pea. ot 13.07.2015);

— ToctaHoBneHunsa T[paButensctBa Poccuinckol Pepepauum ot 22.09.2009 Ne 754 «06
yTBEpXAeHUU [MON0XeHUA O cUcTeMe MeXBeOMCTBEHHOr0 31eKTPOHHOro AOKyMeHToo6opoTa»
(pea. ot 16.03.2019); .

— ToctaHoBneHnsa FpaButenbctBa. Poccuiickori ®Pepepaumm ot 15.06.2009 Ne 477 «06
yTBEepXAeHU MNpaBun 4eNnonpon3BoAcTBa B desiepasibHbix. 0praHax UCMOIHUTENIbHOW BacTU» (pes.
ot 01.02.2020); ?

— ToctaHoBneHnsa MpaButenbctBa Poccuinckon ®egepaumm o1 19.01.2005 Ne 30 «O Trnosom
pernameHTe B3anMoLencTBusA desepasibHbIX OPraHoB UCMOMHUTENIbHOW BNaCTU»;

— ToctaHoBneHwusa . MpaButenoctBa Poccuiickon Pegepaumm ot 13.08.1997 Ne 1009 «06
yTBepXAeHun [MpaBua. NOAFOTOBKM ~HOPMATUBHbIX MPaBOBbIX akToB denepanbHbIX OpPraHoB
NCMONHUTENIbHOW BNACTU U UX FOCYLapCTBEHHOW perncrpaummy,

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

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

— [pukasa PesepasnbHOro apxmBHOro areHTcrea Poccminckon ®epepaumm ot 31.07.2023 Ne 77
«O6 yTBEpXAeHUN MPaBWA OpraHu3aunn XpaHeHUs, KOMMAEeKTOBaHWUS, Y4€Ta 1N MCNOb30BaHNSA
AOKYMeHTOB ApxnBHOro ¢poHaa Poccuiickon ®egepayv v 4pyrnx apxXmBHbIX JOKYMEHTOB B OpraHax
rocyjapCTBEHHOI BNaCTX, OpraHax MeCcTHOro CaMoyrnpaBieHUsa 1 OpraHn3aLmsax»;
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— Npukasa PepepanbHOro apxmsHoro areHtcrBa oT 20.12.2019 Ne 236 «O6 yTBEpXAeHUU
«[lepeyHsa TUMNOBbLIX YMNPAaBJEHYECKUX AapPXMBHbLIX [JOKYMEHTOB, 06pasylroLlnxca B npoLecce
AesaTeNbHOCTY rocylapCTBEHHbIX OPraHOB, OPraHOB MECTHOro CaMoyrnpaBAeHVs 1 OpraHu3auunii, ¢
yKa3aHmem CPOKOB VX XPaHEHUS»,

— [pwvkasa MwuHucTepctBa KynbTypbl Poccurickon ®egepaumm ot 31.03.2015 Ne 526 «06
YTBEPXAEHUN TMPaBWUI OpraHmM3auunm XpaHeHWs, KOMMIEKTOBaHWA, YY€Ta N MCNONb30BaHUA
AOKYMeHTOB Apx1BHOro ¢poHAaa Poccrinckon Pegepauiv v Apyrnx apxXmBHbIX JOKYMEHTOB B OpraHax
rocyAapCTBEHHOW BNACTW, OPraHax MeCcTHOro camoynpaB/ieHUs 1 OpraHn3auusax;

— MoctaHoBneHus TybepHaTtopa XaHTbl-MaHCWMIACKOrO aBTOHOMHOrO okpyra - HOrpbl
0T 30.12.2012 Ne 176 «O6 MHCTPYKLUMN MO AeNONPON3BOACTBY B rOCYAaPCTBEHHbIX OpraHaxX XaHTbl-
MaHCMINCKOro aBTOHOMHOTIO oKpyra - KOrpbl U UICMOIHUTENbHbIX OPraHax rocyAapCcTBEHHOW BNacTu
XaHTbl-MaHCNINCKOro aBTOHOMHOIO oKpyra - FOrpbl»;

— [octaHoBneHna TybepHaTtopa XaHTbl-MaHCUICKOrO aBTOHOMHOrO okpyra - HOrpbl
oT 19.05.2017 Ne 60 «O npaBunax obMeHa 31eKTPOHHbIMW AOKYMeHTaMW MNpy OpraHm3aumu
NHPOPMALMOHHOIO B3aVIMOAENCTBUSAY;

— TOCT P 7.0.97-2016. «Cnctema ctaHZapToOB No nHPopmMaLmm, BMbANoTeYHOMY U N34aTeNIbCKOMY
peny. OpraHM3aunoHHO-pacnopsanTenbHas  AOKyMeHTauusa.  TpeboBaHUA. K 0QOPMIEHWIO
AOKYMEHTOB»,;

— TOCT P 7.0.8-2025 «Cuctema CTaHAApPTOB MO MHbOpMaLU, 6UBANOTEUHOMY.M U34aTENbCKOMY
Aeny. 1lenonponsBoACTBO U apXUBHOE fie10. TEPMUHbLI 1 ONPeaeneHns»;

— TOCT P 50922-2006. «3awnTa MHbopmaumm. OCHOBHbIE TEPMUHbI U ONpeseneHuns»;

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

- TOCT P 34.10-2012. «WHPopmaumoHHas TexHonorus. - Kpuntorpaduyeckas 3awiuTa
nHpopmaumm. Mpoueccbl GOPMUPOBAHUS U MPOBEPKN INEKTPOHHOM LUMPPOBOIN NOAMMNCAY;

- AM-1.7.1 «YnpaeneHve gokymeHTtaumein CMK»,

- AN-1.7.2 «<YnpasneHve 3anmncamm»; \

— CTO-5.13.4 «[Meyatvt n wtamnbl Cyply».

2.2. B [l meroTcsa CCbIIKM Ha criefytoLime JOKYMEHThI:

—  ®epepanbHblii 3akoH Poccuirickon Pepepauunn. oT 06.04.2011 Ne 63-03 «O6 31eKTPOHHOMN
NoANUCA»;

- (CT0O-5.13.2 «PacnopsaanTtenbHble 1 NHGOPMaLIMOHHO-CMPaBOYHbIe JOKYMEHTbI. TpeboBaHNS»;

—  (CT0O-5.13.3 «kKOHTPONb NCMONHEHUA AOKYMEHTOBY;

— TICI-8.13 «[onoxeHye 06 3KCNepTHOV KOMUCCUN apXBay;

—  PWM-5.13.1 «MNopsagok paboTbl C AOKYMEHTaMW C MOMETKOM «/Ans Cny>XebHOro Nofb30BaHNSA».

3. TepMuHbI 1 onpeaeneHns

AOMUHUCMpamop - PaboTHUK ynpaBneHns MHGopMaTn3aLnm YHUBEPCUTETA, OTBEYAIOLLINIM 33
paboty C3/.

bnaHk dokymeHmMa, 31eKmMpoHHsIl wabnoH 61aHKG 00KyMeHma - NNCT BymMarn Nan SNeKTPOHHbI
WabnoH C pekBM3UTaMK, WAEHTUOULMPYOLWMMK aBTOpPa [AOKYMEHTa, PacnonoXeHHbIMU B
onpejeneHHOM nopsake.

Bu3a - pekBU3NT AOKYMEHTa, MOATBEPXAAtOLLMIA COrlacoBaHMe JOKYMEHTa U 03HaKOMAeH Ve
C HUM J0/KHOCTHBIM JIULLOM OpraHu3aunn.
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BpemeHHoe xpaHeHue apxusHbiX 0OKYMEHMOo8 - XPaHeHne AOKYMEHTOB A0 NUX YHUUTOXEHUS B
TeyeHVie CPOKOB, YCTAHOB/IEHHbLIX HOPMAaTVBHbLIMY MPAaBOBbLIMW AOKYMEHTaMV WAV MO pe3y/ibTaTam
3KCNepTm3bl LEeHHOCTW.

[TocmosiHHoe XpaHeHUe apxuBHbIX 0OKYMeHMOo8 - Be4YHOe XpaHeHne JOKyMeHTOB 6e3 npasa nx
YHNUTOXEHUA.

Jeno - COBOKYMHOCTb AOKYMEHTOB WM AOKYMEHT, OTHOCALLMEeCcd K OAHOMY BOMPOCY WU
y4acTKy AesiTeIbHOCTU, MOMeLLeHHble B OTAe/IbHY0 06/10kKy; GOpPMUpPOBaHMe Aena - rpynnnpoBka
NCMOHEHHbIX JOKYMEHTOB B Aie/10 B COOTBETCTBUM C HOMEHKATYpon Aen.

JokymeHm - 3adUKCMPOBaHHasd Ha HocuTene wuHGopMauma C pekBuU3UTaMu U/ vnuv
MeTafaHHbIMW, NO3BONAOWMMY ee NAeHTUOULMPOBATb.

JokymeHmoobopom - ABUXEHME LOKYMEHTOB C MOMEHTa UX CO3[aHUS UAWN MOCTYNIeHNsa A0
3aBepLUeHVs CMOHEHUS U OTMPaBKMU.

JOKyMeHMupoBaHHAs  CIyx#ebHas  UHYOPMAYUS  02PAHUYEHHO20  PacnpoCmMpaHeHus -
HecekpeTHass WHPoOpPMaLMA, KacalLWasaca AeAaTeNlbHOCTY OpraHmM3aunmn,  OrpaHnUYeHns  Ha
pacnpocTpaHeHne KOTOPOW AUKTYHOTCS CNy>XebHOW HeobxoammocTbro. ChyxebHas nHpopmauus
OFPaHNYEHHOro pacrnpocTpaHeHuss 6e3 paspeLleHns PyKOBOAUTENS OpraHmM3auum He NoANexXuT
pasrnaweHuto (PacnpoCcTpPaHeHuo).

3aeepeHHaA Kkonusi O0OKyMeHMa - KOMWUS [OKYMEHTa, Ha KOTOpPOM B COOTBETCTBUM C
YCTaHOB/IEHHbIM TMOPSAKOM MPOCTaB/eHbl PEKBU3UTLI, ObecrnevVBaloLLNeE e HOPUANYECKYHD
3HAYMMOCTb.

Konusi dokymeHma - fOKYMEHT, MONHOCTbIO BOCMPOU3BOAALLNT MHGOPMALNID NOATNHHMKA W
BCE ero BHelUHWe NPU3Haky v nx 4acTb.

Jlucm coanacosaHuUss 0OKyMeHmMa - 4acTb 0QULIMANBHOIO AOKYMEHTa C OTMeTKaMu (BM3amu) o
cornacoBaHuw.

HomeHknamypa 0en - AOKYMEHT, COAEPXaLLMA CUCTEMATU3NPOBAHHLI NepeyeHb 3aro0BKOB
fen, co3jaBaeMblX B OpraHuv3auun, C ykasaHveM CPOKOB WX XpaHeHWs,, OPOpMIEHHbIA B
YCTaHOB/IEHHOM MNOopsiAKe. \

Onuce 0en - apXMBHBbIM CMPAaBOYHUK B BUAE CUCTEMATU3UPOBAHHOIO NepeyYHsi 3aro/IoBKOB e,
Cy>XaLunin ANs PackpbITUSE COAEPXaHWA U COCTaBa Ae, a Takxe 3aKpernsieHns BHyTpuY yyeTa n doHAa
Aen nx cncrtemMaTmsayunn. >

O¢opmneHue dokymeHmMa - NPOCTaBAeHE Ha AOKYMEHTEe HEOH6XOANMbIX PEKBU3NTOB.

lMeyame (ommuck ne4yamu) - PeKBU3NT OKYMEHTa Ha BYMaXHOM HoCUTe e, MOATBEPXAAOLLNIA
NOA/IMHHOCTb MOAMUCA AO/IKHOCTHOTIO JINLA U'ero MoIHOMOYMS MO NOAMNCAHNIO JOKYMEHTA.

[Mo0AUHHUK 0OKyMeHmMa — NepBbl AN eANHCTBEHHbIN 3K3eMNAap (B YCTaHOBAEHHbIX CyYasx
- OAVWH M3 HEeCKOJIbKUX OAHOBPEeMEHHO CO3AaHHbIX 3K3eMMAApoB) AOoKyMeHTa. [MoANMHHUKOM
3NeKTPOHHOro AOKyMeHTa ABAseTcs Nbor 3K3eMnAsp 3/1eKTPOHHOro AOKYMEHTa, B KOTOPbINA C
MOMEHTa ero NoAnMCcaHns N perucTpaumm He BHOCUINCb N3MEHEHNS.

Pe3zontoyus - pPekBU3UT, COAepXaluni yKasaHus AO/HKHOCTHOMO AMLUa MO UCAOJHEeHUHo
AOKYMeHTa.

Pekgusum dokymMeHmMa - CTPYKTypHas 4acTb U 3ieMeHT opopMIeHUs AOKYMeHTa, CyXXaLlnii
ANa naeHTnduKaumm JoOKyMeHTa 1 cojepKallencs B JoOKyMeHTe MHbopmMauun.

Cpok XpaHeHuUsi 0OKyMeHmMog8 - Mnepuvoj, B TeyeHme KOTOPOro OCyLLeCTBASeTCA XpaHeHue
LOKYMEHTOB, YCTaHOB/IEHHbIV HOPMATMBHbLIMU NPABOBbIMY aKTaMW 1 MO pe3y/bTaTaM 3KCnepTu3bl
LleHHOCTN JOKYMEHTOB.
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Cucmema  3n1eKmpoHHo20  dokymeHmoobopoma  (C34) - VHPOPMALMOHHAA  CUCTeMa,
obecrneurBatoLLas XNU3HEHHbIN LKA JOKYMEHTOB A0 UX MNepexoAa Ha CTaAno apX1MBHOIO XpaHeHs
NN YHUYTOXEHUNS.

TenepoHozpamMma - OBOOLLEHHOE Ha3BaHWe Pas3NYHbIX MO COAEPXaHUI AOKYMEHTOB,
BblAeNISeMbIX B CBA3W CO CMOCOHOM YCTHOW Nepejayn TekcTa no kaHanam tenedpoHHOM CBA3N.

YHuguyupoeaHHasa popma dokymeHma (Y®/L) - dopmynsp AOKyMeHTa onpezeneHHOro Buaa,
coZiepXaLlii MOCTOAHHYHO YacTb TeKCTa.

UImamn - yCTPOWCTBO MPAMOYrofibHON $GOpMbl ANIA MPOCTaBAeHUA OTMETOK CrpPaBOYHOrO
XapakTepa O MoayyYeHun, peructpaymnm, NPOXoxXAeHNN, UCMOIHEHUW AOKYMEHTOB.

UImamHoe pacnucaHue - JOKYMEHT, COAepXalluni rnepedeHb CTPYKTYPHbIX MOApPasAeneHni
YHuBepcuTeTa, HaVMeHOBaHWe JO/KHOCTEN, CreuuanbHOCTelr, npodeccmini € ykKasaHuem
KBannuKaumm, CBeAeHNs 0 KONIMYEeCTBE LUTATHbIX e4UHLL.

JKcnepmu3a YyeHHoCmu O0OKYMeHmMo8 - AeATeNbHOCTb MO YCTaHOBIEHWK CPOKOB XPaHeHWUs
AOKYMEHTOB, 0T60pa NX AN aPXNBHOIO XPaHEHWSA UV YHUUTOXEHWS, BbISIBNIEHWIO 0COD60 LieHHbIX 1
YHWKaNbHbIX JOKYMEHTOB Ha OCHOBaHUM TpeboBaHNM HOPMAaTUBHbLIX MPaBOBbIX aKTOB W KpUTepreB
3KCMNepTU3bl LLEHHOCTU JOKYMEHTOB.

371eKMpOHHbIU  0OKyMeHm - AOKYMEHTMPOBaHHasA UWHPopmMaums, npejcTaBlieHHas B
3NeKTPOHHOM dopMe, TO eCTb B BUAE, NPUIOAHOM ANSA BOCNIPUATUS YeTOBEKOM C UCMONb30BaHNEM
3NEKTPOHHbIX BbIYNCAUTENIBHBIX MaLWVH, a Takke AN nepejayu. no wUHGOpMaunOHHO-
TeNIeKOMMYHUKALMOHHBIM CeTAM UAn 06paboTkm B MHGOPMAUMOHHBIX cnctemax. MNpu paboTe B
C34 K 3/1eKTPOHHOMY JAOKYMEHTY OTHOCUTCA COBOKYMHOCTb 3aroOJIHEHHbIX PEeKBU3UTOB
PerncTpaumMoHHON KapToOukM [AOKYMeHTa, B T. 4. COZepXMMOe JOKYMeHTa, a Takxkxe Bce
NPUIOXEHHbIe K HeMy dalinbl.

371eKMpOHHbIU  06pa3 0oKyMeHma - 3SNeKTPOHHAas KOoMus. AOKYMEHTa, CO3[aHHOro Ha
6yMaxxHOM HocuTene, BHeceHHasa B C3/1 B Buae darina B dopmate .ppt, .pptx, .doc, .docx, .odt, .xls,
Xlsx, pdf(a), .jpeg, .jpg, -gif, .png, .tif, .tiff, .zip.

dnekmpoHHaa noonuce (31) - PEKBU3UT 3NEKTPOHHOrO AOKYMEHTa, MOATBEPXAALLNM ero
NoAMMCaHME 31eKTPOHHOW noanucbto. VIHpopmaums B 3neKTpoHHOM ¢dopme, TpebOoBaHNSA KOTOPOW
yCTaHOB/NEHbl HOPMATWBHO, MpeAHa3HayeHHaa AN NOAMUCAHWS, COrNacoBaHWS (BU3MPOBAHWA) U
YyTBEPXKAEHWSA 3/1eKTPOHHbIX JOKYMEHTOB.

-

4. O6Lme nonoXkKeHus

4.1. LUenblo npouecca HABNAETCA COBepLUeHCTBOBaHVE - yrpaBneHus [AOKYMEHTaLMOHHOro
obecneyeHVs 1 noBbllWeHVe ero 3¢GPekTUBHOCTM nyTeM YyHudmMKaumm coctaBa U ¢Gopm
yrnpaBneHYecknx AOKYMEHTOB, TeXHONOIMIN paboTkl C HMK, obecnevyeHne KOHTPONSA UCMONHEHNS
AOKYMEHTOB 1 yNopsi04eHns JOKyMeHTOobopoTa.

4.2. Npouecc «YrnpasieHne JoKyMeHTO060pOTOM» BKJ/IHOHAET MOAMPOLecChI:

—  ynpasneHue BXoAsLLlel AoKyMeHTaLel;

—  KOHTPOJ/Ib UCMOJIHEHWNSA JOKYMEHTOB;

—  ynpaBneHue NCXoAsLLen JoKyMeHTaLumen Npy oTnpaBke BO BHELLHWE OpraHmn3auny;

—  ynpaBneHuve ABMXeHNeM LJOKYMEHTOB BHYTPW YHMBepcuTeTa:

1) NpuvKasbl, Pacrops>XKeHNsi MO0 OCHOBHOW AeATe/IbHOCTY 1 IMYHOMY COCTaBYy 0By4aroLLMXCS;

2) npuKasbl NoO IMYHOMY COCTaBY;

3) noBecTKa, MPOTOKOA W BbINKCKA N3 MPOTOKOJIa 3acefjaHns;

4) cnyxebHble, LOKNAaAHbIE N OO BACHUTENbHbIE 3aMMCKN.

—  ynpaBneHvie HOMeHKNaTypoun aen;
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— TMOAroToBKa W rnepejada oKyMeHTOB B apxmB Cyply.

4.3. bnok-cxemMbl MOAMPOLLECCOB npeacTasneHbl B [MpunoxeHnax 1 - 6.

4.4, Bnagenbuem npouecca «YnpasfieHne AOKYMEHTOO60pOTOM»  ABASETCH  HadasbHUK
aAMUHNCTPaTMBHOrO oTAena (ganee — AO).

4.5. BxoAHbIe 1 BbIXOAHbIE laHHble NpoLiecca NpeAcTaBieHbl Ha pycyHKe 1.

Bxoa: Bbixoa:
YnpaeneHue o
TpeboBaHMA K YCTaHOBNEHHbI NOPAA0K
AOKYMEHTO060poTOM
LOKYMEHTO060pOoTyY JOKYMEHTO060pOoTa B

Cyply

PrcyHOK 1. BXOAHbIe 1 BbIXOAHbIe JaHHblEe NMpoLecca

4.6. Kpntepunmn pesynbTaTUBHOCTY Nnpouecca:

—  BbINOJIHEHVE TpeboBaHWIA MO yrpaBaeHUo A0KYMEHTOO60POTOM BCEMU NOAPa3AeneHUAMY;

—  WNCNOJIHEHME [JOKYMEHTOB B YCTaHOB/IEHHbIE CPOKN.

4.7. B bymaxxHoM Buge (kateropus «b») oopMnaroTca LOKYMEHTbI MOCTOSHHOIO CPOKa XpPaHeHUs U
BpemMeHHoro cBbille 10 net:

—  NpWKasbl 1 pacropsXXeHus rno 0CHOBHOM AeATeNbHOCTY;

—  NPpWKa3sbl 1 pacnopsXeHus rNo IMYHOMY COCTaBYy 06YUaROLLNXCS;

—  cnpaBku 06 obyyeHnn/neprose obyyeHus;

—  MpVIKa3sbl MO IMYHOMY COCTaBY.

4.8. B 3neKTPOHHOM Buje (KaTeropus «3») obopMAAIOTCS AOKYMEHTbI BPEMEHHOIO CPOKa XPaHEHNS,
MeHee 10 neT:

—  CnyXKebHble, AoKNaAHbIe N 06 BACHUTENbHbIE 3afUCKK;

—  vcxogduve nrucbMma.

4.9. lMpouecc cornacoBaHWs, perncrpaynn, 03HakKoOMNIEHUs, NCNONHEHNA LOKYMEHTOB KaTeropumm
«Bb» 1 kaTeropumn «3» ocyecrtensetcs B CI/. .

4.10. OpurnHanbsl OKYMeHTOB KaTeropuu «b» XxpaHATcs B 6yMaxHOM BuAe COracHO HOMeHKaType
Aen. DNeKTPOHHbI 06pa3 AokyMeHTa (Kkonwns) xpaHuTtca B €3/,

4.11. OpUrnHansl JOKyMEHTOB KaTeropuii «d» XpaHaTcs B 6yMaXHOM BUZE COrNacHO HOMEHKNaType
Aen (40 BHeApeHWs 3NeKTPOHHOW nognucu (ganee - 3MM) B C3/1), aNeKTPOHHbIN 06pa3 AOKyMeHTa
(konus) xpaHutca B C3/4. Nocne BHeapeHUs 31 NpUKasoM OpUrnHabl JOKYMEHTOB KaTeropmm «3»
XPaHATCA B 3/1eKTPOHHOM Buje B C3/] B COOTBETCTBMNYM C MECTOM XPAaHEHWSA, YKa3aHHbIM B MapLupyTe
JOKYMEeHTa.

4.12. Tlpn cornacoBaHWM 3AEKTPOHHbIX JOKyMeHTOB B C3/] MOryT MCNo/ib30BaTbCA COCOObI
NOATBEPXAEHUSA AENCTBUIN C 31eKTPOHHBLIMW AOKYMEHTaMu, Npu KOTOPbIX T He NCNob3yeTca:

—  COrn1acoBaHMe NCXOAALLIEro NUCbMa;

—  COr/jlacoBaHe BHYTPEHHWX JOKYMEHTOB;

—  [O/MKHOCTHbIE HCTPYKLNW.

4.13. ®dakTOoM MOAMUCAHUA/YTBEPXAEHUS  [OKYMEHTa SABMAETCH  Haanume  yCUIeHHOW
KBanMULMPOBAHHOM 3n1eKTPOHHOW nognucy B C3/, am Hannyme cobCcTBEHHOPYYHOM NOAMUCA Ha
AOKYMeHTe B 6ymMaxHoM Buie (PegepanbHbli 3akoH oT 06.04.2011 Ne 63-®3 cT.6 (pes. oT
01.09.2023) «O6 31eKTPOHHOM NOANUCK»).

* flo usmeHeHul 8 3aKOHOdaMesnbLCMee 8 OMHoweHUU AOKYMEeHMO8 NOCMOSHHO20 CPOKA XPAHEHUs (8 MOM Yuc/ie 80 8HYMPEeHHUX /IOKAbHLIX GKMax
YHueepcumema). Mocsie - opuzuHansl QOKyMeHmMoe NOCMOSIHHO20 CPOKA XPAHEHUS XPAHAMCS @ 31eKmpoHHoM eude 8 CI/.
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MNMoanmncaHne [OKYMEHTOB KaTeropum «b» ocyLlecTBAsSeTCs COBCTBEHHOPYYHOW MNOAMNUCBID Ha
B6yMaXKHOM fJoKyMeHTe*,

MNoanmncaHve AOKYMEHTOB KaTeropum «3» OCYLLeCTBASeTCs COO6CTBEHHOPYYHOW MOAMUCLIO B
bymaxxHOM BuAe. Nocne BHeapeHWs ST nognncaHme Takmx JOKYMeHTOB ocyLlecTBasetca B C3/, npu
3TOM ZOMNycKaeTca NoAnncaHve B bymaxHoOM BuUAe:

—  CNpaBoOK AS19 NpesoCcTaBneHns B BoeHHbI kKoMmMccapwvar;

—  VIHbIX CMPaBOK, BbljaBaeMblX CTyjeHTaM (Mo 3anpocy CTyAeHTa Ha nony4veHre AoKyMeHTa Ha
H6YyMaXKHOM HocUTeNne C CO6CTBEHHOPYYHOV MOAMNNCHIO);

- HOpPUANYECKNX JOKYMEHTOB.

4.14. N"HPopmauma B 31eKTPOHHON GopMe, MoAnncaHHaa KBannGULUMPOBAHHOW 3/1EKTPOHHON
NOAMNNCHLIO, NPU3HAETCA 3/1eKTPOHHbBIM AOKYMEHTOM, PaBHO3HAUHbIM [JOKYMEHTY Ha 6YyMaXHOM
HocuTene, MoAMUCaHHOMY COOCTBEHHOPYYHOW MOAMUCLIO, M MOXET MPUMEHATHCA B JIH06bIX
NPaBOOTHOLLEHMAX B COOTBETCTBUW C 3aKOHOAATeNbCTBOM Poccurickon ®Pegepauunun, Kpome
cnydas, ecnn defepasibHbIMU  3aKOHaMU  UAW  MPUHUMaeMbIMW B COOTBETCTBUM C HUMU
HOPMAaTUBHbIMY MPaBOBbLIMW akTaMK YCTaHOBNEHO TpeboBaHMe 0 HEO6XOAMMOCTM COCTaBNEHNS
AOKYMEHTa NCKIYNTENbHO Ha ByMaXHOM HocuTene.

4.15. B cnyyae, ecin [JOKYMEHT AO/KeH OblTb 3aBepeH MneyvyaTbio, 3NeKTPOHHbIV AOKYMEHT,
NOAMUCAHHLIA ycuneHHon 3l 1 npr3HaBaemblli PaBHO3HAYHbIM AOKYMEHTYy Ha 6yMaXHOM
HocuTene, NoANMCaHHOMY COBCTBEHHOPYYHOW MOAMUCKHIO, MPU3HAETCA PABHO3HAYHBIM AOKYMEHTY
Ha 6YMaXXHOM HocuTene, MNoAMMCaHHOMY COBCTBEHHOPYYHOW NOAMNNCHIO N 3aBEPEHHOMY NeYaTbio
(PepepanbHblin 3akoH OT 06.04.2011 Ne 63-®3 1.6 n.3 (pea. ot 28.12.2022) «O6 3neKTPOHHOM
MOAMUC»).

4.16. OgHOM 3l MOryT ObiTb MOAMMCAHbI HECKONBbKO CBA3AaHHbLIX MeXJy COOO 3N1eKTPOHHbIX
AOKYMEHTOB (MakeT 3N1eKTPOHHbIX AOKYMeHTOB). [py noanucaHmn 3l nakeTa 31eKTPOHHbIX
AOKYMEHTOB KaX/bli W3 3/EKTPOHHbIX JOKYMEHTOB, BXOAALWMX B 3TOT MakeT, CYMUTaeTCH
NoANMCcaHHbIM 311 TOro BMAa, KOTOPOW MOAMUCAH NAaKeT 3/1eKTPOHHbLIX AOKYMeHTOB. MckroyeHne
COCTaBNANT C/lydan, Korja B COCTaB MakeTa 3AEeKTPOHHbIX, JOKYMEHTOB NMLOM, MOAMNMCaBLUNM
nakeT, BK/HOYEHbl 3/M1E€KTPOHHbIE AOKYMEHTbI, « CO3AaHHble WHLIMW NLaMKN  (OpraHamm,
opraHusaumsaMm) n NoANMCcaHHble MU TeM BUAOM M1, KOTOPbLIA YCTaHOB/IEH 3aKOHO4aTe/IbCTBOM
Poccuinckort ®egepauun AN MOAMUCAHUS TakMX AOKYMEHTOB. B 3Tux ciydasx 31eKTPOHHbIN
AOKYMEHT, BXOAALLMA B NaKeT, CYNTAeTCA MOAMNVCAHHbLIM JINLOM, MepBOHaYalbHO CO3/AaBLUVM
TaKOW 3NEKTPOHHbIV AOKYMeHT, TeM BUAOM. Of1, KOTOPbIM 3TOT AOKYMEHT 6bll1 NOoANUCaH Npu
CO3JaHu1K, BHE 3aBUCMOCTN OT TOrO, Kakum BUAOM 3I1 noAnmcaH nakeT 3/1eKTPOHHbLIX JOKYMEHTOB
(PesepanbHbIA 3akoH oT 06.04.2011 Ne 63-®3 cT.6 N.4 (pea. o 28.12.2022) «O6 31eKTPOHHOM
MoANuCK»).

4.17. TlonyyeHwne 31eKTPOHHOro [AOKYMEHTa, co3gaHHoro BHyTpu C3[, npesycMOTPEHHOro
HacToAWwMM [loNoXeHneM,  SBASETCA AOCTAaTOYHbIM YC/10BMEM, MO3BONAKOLWMM YCTaHOBUTb
aBTOPCTBO AOKYMEHTa U MPUHATL 3/IEKTPOHHBIA JOKYMEHT K PaCCMOTPEHUIO N UCMOTHEHUIO.

4.18. WpeHTndukaums [lonb3oBatens nNPOUCXOAUT Ha OCHOBAHWW NOTMHA W Napons,
npegocrasngemolx agMmmHmucrpatopom C3/. COBOKYNMHOCTb JIOTUHA W Napofia  sABAsSeTCH
YHUKaNbHBIM NAEHTUGNKATOPOM ob30BaTeNs 1 He NOANEXUT pasrnalleHunto.

4.19. Hymepaums nopagkoBOro HoMmepa perucTpupyemMoro AokKymMeHTa HaudlHaeTcd C Hadvana
KaJsieHAapHOro roja.

5. YnpaBneHune Bxoasileli fOKyMeHTaLUmen

5.1. Moanpouecc «YnpaBneHne BXOAsLLEN JOKYMEHTaLMen» COCTOUT U3 CeAyHOLLNX 3TamnoB:
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—  MPVEéM BXOAALLEN AOKYMEHTaLNY;

— 06paboTka BxoAsLLen JoKyMeHTauuy,;

— pacnpejeneHue BXoAsLlen LJOKYMeHTaUUN NCMOTHUTENSM.

5.2. Bxogsuwme AOKYMeHTbl MOTyT 6bITb MOMyYeHbl MO NOYTe, 4OCTaBAEHbl KypbepoM, NMPUHATLI NO
3NeKTPOHHOM noyte Wi no ¢akcy, B TOM 4uCie TMOCPeACTBOM TenepoHHOW CBA3U
(TenedoHorpamma).

5.3. Mpu nonyyeHN JOKYMEHTOB MO NnoYTe WK KypbepCcKon AocTaBkon paboTHuK AO nposepseT
NPaBUNbLHOCTL  ajpeca AOCTAaBKM  KOPPeCrnOHAEeHUMM W LeNOCTHOCTb  ynakoBku. Ecawm
KOppecrnoHAeHUNs AOCTaB/eHa He No ajpecy, OCyLLecTBAAETCA BO3BPaAT Ha NOYTy UK nepechblika
oTnpasuTento (agpecaHTy). Mpy nonyvyeHnU KOppecnoHAeHUMN B MNOBPEXAEeHHOW yrakoBke eé
COZEepPXMMOEe MNPOBepseTcd Ha MOAHOTY MPUCIAHHBIX MaTepuanoB W Haan4dme MexaHU4eckmx
nospexaeHunr. Ecnv TeKcT 4oKyMeHTa NoBpexaeH U (Un) OTCYTCTBYET, Ha MoYTe npu noslyyeHum
COCTaBNIAETCA aKT B BYX 3K3eMnaspax.

3aKasHble NMCcbMa, NMCbMa NepPBOro KAacca 1 3KCNpPecc-A40CTaBKy MPUHUMAKOTCS MO LOBEPEHHOCTU.
5.4. Tpn nony4yeHU AOKYMEHTOB MO dakCy WAM 3MeKTPOHHOW moyTe paboTHuK AO nposepsieT
KOMIMYECTBO MOJYYEHHbIX CTPaHUL, U UX YnTaeMoCTb. O HenosIHOM nonyyvyeHn dakca (CoobLLeHNS)
WAV MIOXOM KayecTBe OTAe/NbHbIX CTPaHUL, COObLLaeTca OTNpaBUTento.

5.5. Mpu nonyyeHun TenepoHOrpamMmbl TeKCT MOCTynMBLUEN VHbOpMaLUnM 3anncbiBaeTcs
(meyaTaeTcs) nonyyatenem B cBOOGOAHOM GopMe U onepaTMBHO Mepesaétcsa NuLy, KOTOPOMY OHa
ajpecoBaHa.

5.6. [MocTynarowme JOKYMEHTbI C 3/IeKTPOHHOW KOMMeN AOKHbI UMeTb CONPOBOAMTEIbHOE MNCbMO.
TeKCT Konuu B 3N1eKTPOHHOM BUAEe A0/IKeH COOTBETCTBOBATb TEKCTY OPUTMHANa.

5.7. B Cypl'Y moryT noctynatb AOKYMeHTbl C MOMeTKOW «/las cnykebHOro noab3oBaHusA». Bca
noctynatowas B Cypl'y koppecnoHzeHuus ¢ rprudom «1ns cny>kebHoro nosib3oBaHWs» MPUHMMAETCS
N BCKPbIBaeTCcd PabOTHMKOM, KOTOPOMY MopyveHa paboTa € 3TUMU JAOKYMEHTaMu, a Takxke
npoBepseTca HanyMe yKasaHHbIX B COMNPOBOAUTENIBHOM MNUCbME MPUIOXeHUA. PaboTta ¢
AOKYMeHTamMu ¢ rpnudomM «nsa CnyXebHOro Mosib30BaHUSA» OCYLLLECTBAAETCS B COOTBETCTBUM C
PU-5.13.1 «[MopsaoK paboThbl C LOKYyMEHTaMU C MOMETKOW «/11si Cy>Ke6HOro nosib30BaHsA»».

5.8. MNMocne nonyyeHmss Bce KOHBEPTbI BCKPbIBAKOTCA U YHNUYTOXAKOTCS, 3@ UCK/IFOUeHNeM KOHBEPTOB
C rprdoM «JTINYHO» N «NA CNy>KeOHOro NONb30BaHUS», U B CAyYasix, ecin:

— B MNOJly4eHHbIX JOKYMEeHTax HeT 06paTHOro agpeca 1 GamMuamm oTnpaBuTeNs, HO OHU ecTb Ha
KOHBepTe;

—  Ha KOHBepTe U1 B NCbMe yKa3aHbl PasHble ajjpeca OoTrnpaBuUTens;

— B AOKyMeHTax He NpocTaB/ieHa AaTa;

—  NOJIyYeHHbIN JOKYMEHT MO CMbIC/Yy HOCUT JINYHbIA XapakTep, a Ha kKoHBepTe rpnd «/TMYHO»
OTCYTCTBYET;

—  AOKYMEHTbI MOCTYNWAN € APOCPOYEHHbIM CPOKOM WUCMONHEHUS (LUTeMnenb Ha KOHBepTe MOXeT
CNYXUTb A0Ka3aTeIbCTBOM AHA NOAYyYeHUs LOKYMEHTA).

B Takumx cnyyasx KOHBepT MOAKaNbIBaOT K AOKYMEHTY.

5.9. Bce BxogsLime [OKYMEHTbI, He3aBNCKMO OT crocoba nonyyeHus pernctpupyrotca B C3/, 3a
NCKNOYEHVEM JOKYMEHTOB, MOJlyYeHHbIX 63 CONpoBOAUTENIbHOIO NNCbMa (PUCYHOK 2).

Bx. XXXX oT XX.XX.20_r.
NOpPsAKOBbIV JaTa
HOoMep perucrpaumm
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PucyHok 2. Obpasel, OTMeTKN pPerncTpaLmmn BXOASLLErO JOKYMEHTA

5.10. Mpwn npocTtaBNeHUN OTMETKM O MNOCTYMAeHUW [OKYMeHTa B YHuBepcuTeT HeobXoAMMO
YUNTbIBaTL CNefyroLLie MOMEHTLI:

—  eC/IN KOPPEeCrnoHAEHUNA He BCKPbIBAETCA, TO Ha KOHBEPTAx WM YnakoBKe MMakeToB CTaBUTCA
Apyras oTMeTKa (pUCyHOK 3), KOTOpas COCTOUT U3 AaTbl MOCTYMNAEHNA 1 MOPALKOBOIrO HOMep3;

—  eC/In npunaraeTcs ConpoBoAUTENIbHOE MNCbMO, OTMETKa CTaBUTCH Ha MepPBOM JIUCTE;

— el [AOKYMEHT MNOANEXUT XPaHEeHUH B CTPYKTYPHOM MOApasAefnieHnn, Ha MnepBOM JINCTe
JOKYMEHTa B BepXxHeM MpaBOM Yriy CTaBUTCA OTMeTKa: «[loanexuTt Bo3BpaTty B (HaMMeHOBaHue
CTPYKTYPHOTO NoApa3feneHuns)»;

—  eC1n Ha KoHBepTe nMmeroTcd Hagnucu: «CpoYHo», «Bpyunts HemMeaneHHO» N Apyriie, OTMeYaeTcs
TOYHOE BpeMs UX MoJlydeHns;

— eI  JAOKYMEeHT $BASeTCs MOBTOPHbIM, TO MO WHGOPMALMOHHO-MOMCKOBOW CuUCTemMe
yCTaHaB/AVBaeTCd MeCTOHaxXOXJeHVe paHee MNPUCIaHHOrO AOKyMeHTa. [OBTOPHO AOKYMEHT He
perncTpupyeTcs.

XX.XX.20_r. / XXXX
AaTta perncrpaumm / nopsaKoBbIi
Homep

PucyHok 3. O6pa3el, 0TMeTKM O gaTe NOoCTYNAeHUs 1 NopsiAKOBOM HOMepe pPerneTpaLmm

5.11. Peructpaumn nognexart [OKYMeHTbl, Tpebyrowmne UCNOJHeHWs, nocTynawuwme ©n3
BbILLIECTOALLNX, MNOABEAOMCTBEHHbIX U JAPYrUx OpraHM3aumii ¥ 4acTHbIX Nuu. Permcrpauus
MOCTYNarLLMX JOKYMEHTOB OCYLLIeCTBASETCA B AeHb NOCTYNIeHNS.

5.12. Pernctpaunmn He nognexar:

-  TOCTbl, OCThI, TY;

- rpadukn, Hapsabl, 3asBKW, Pa3HapPSAKK;

—  AOKYMEHTbI M0 MaTepua/bHO-TEXHMUYECKOMY obecneleHnto, cTatucTyeckas 1 byxrantepckas
oTYeTHast AOKYMeHTauns (cueta-pakTypbl, akTbl);

—  KOppecnoHAeHUWs, ajpecoBaHHad PaboTHMKaM C MOMETKON «JTNUHO»;

—  Hay4Hble paboTbl;

—  HOPMbI 1 HOPMATUBbI Pacxosa MaTepuranos;

- reyaTHble N34aHus (KypHasbl, KHUTW, 6ronneteHn);

—  MO34paBuTe/NbHbIe NNCbMa, TeAerpaMmbl;

- npurnacutenbHble buneTsl;

—  MPencKypaHThbl;

—  MporpamMmbl KoHepeHLUiA, COBELLaHW;

—  peknamMHble MaTepuanbl (MPOrpaMmbl, MPOCMEKTbI, IMCTOBKMN, N3BELLEHUS);

—  y4ebHble nNaaHbl, NPorpaMmmbl;

—  06BACHUTENbHbIE 3aNNCKKY;

—  CBOAKM U MHPOPMaLMs, HanpaBneHHasa AN CBeAeHNs;

- ¢dopmMbl 1 6BNaHKM (KpOME CTPOror OTHETHOCTK);

—  AQHOHWMHBble ObpaLLleHVs N NCbMa rpaxaaH 6e3 obpaTHOro agpeca;
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- CTaTUCTNYecCKue AaHHbIe.
5.13. KaxzgoMy JOKYMeHTY npurcBanBaeTcs MopsAKOBbIM HOMEpP, HyMepaLnsa KOTOPOro HaunHaeTcs ¢
Ha4vana KaneHgapHoro roaa.

5.14. MMocne perucTpaumm f4OKYMeHTbI MOCTYNatT PeKTopy AlA pacCMOTPeHUs (Ha pe30o/ioLnto) v
AaJIbHeNLWero NpuHATUA Mep.

5.15. flokymeHToBes AO ocyLlecTBnasieT o6paboTky pesonoumm B C3/ 1 HanpasnseT JOKYMEHT Ha
NcnonHeHve. Ha o3HaKkoM/IeHVe JOKYMeHT HanpaB/seTcs TO/IbKO B Cy4ae, ec/in JOKYMEeHT HOCUT
NHGOPMALMOHHBIN XapakTep, He TPebyroLMIA UCMOTHEHNS.

5.16. loKyMeHT, KOTOPbIN MOANEXUT UCMOJIHEHNIO HECKOJIBKUMU CTPYKTYPHBIMW NOAPa3AeneHaMm
WA NLAMK, HanpasiseTca BCEM WCMOJHUTENAM, MNpW 3TOM B MNporpaMmme  ¢ukcmpyetcs
OTBETCTBEHHbIN.

5.17. OpwurvHan 3apernctpyupoBaHHOro AokyMeHTa (NpM HeobXoAMMOCTU) rnepejaeTcs
OTBETCTBEHHOMY VCMOHNTENIO NOJ NOAMWNCL, KOMNU BCEX JOKYMEHTOB, MOoAeXaLLnX perncrpaumuy,
xpaHaTca B AO coriacHoO HoMeHK/aType Aen B 31eKTpoHHOM Buge B C3/.

6. KOHTpPO/Ib NCNONTHEHUS AO0KYMEHTOB

6.1. KOHTPO/Ib NCNOIHEHUS AOKYMEHTOB OCYLLLEeCTBASETCA C LeNbio obecneyveHrs CBOeBPeMeHHOro 1
KauyeCTBEHHOro WCMONHEHUS TMOPYYEHUN, COAepXalnXca BO- BXOASLLEN KOPPeCrnoHAeHLNY,
PEe30/IILNAX PeKTopa N MHbIX YNOJHOMOYEHHbIX /UL, IoKa/ibHbIX akTax CyplY.

6.2. KOHTPO/Ib CNONHEHWS BKIKOYaeT B cebs:

—  MNOCTaHOBKY AOKYMEeHTa Ha KOHTPO/b 1 foBe/eHNe ero 40 NCNONHUTeNs;

—  OpraHuv3aumio paboTbl MO NCNONHEHNIO LOKYMEHT];

—  NpeABapuTesibHY NPOBEPKY UCMONHEHUS JOKYMEHTOB;

—  CHATWME JOKYMEeHTa C KOHTPONS;

—  y4eT UCMOJIHEHWNSA AOKYMEHTOB.

6.3. lpouecc KOHTPOAS MUCMAONHEeHUs AOKYMeHTOB 6osiee. nogpobHo oTpaxeH B CTO-5.13.3
«KOHTPONb NCMONHEHUA JOKYMEHTOBY. .

7. YnpaBneHue ncxogsuiein noKkyMmeHTaunen
npwv oTNpaBKe BO BHELLHUE OpraHmn3aunm

7.1. TMoanpouecc «YnpaBneHuwe UCXoAslleld AokKyMeHTauuel npuv OTMpaBke BO BHeLUHWe
opraHu3aumm» COCTOUT N3 CNeAyoLLNX 3TanoBs:

—  MOAroTOBKAa NPOEeKTa NCXOAALLLErO AOKYMEHTa;

— 06paboTka nucxogauler JoKyMeHTauum;

—  OTnpaBka UCXoAsLLen JOKyMeHTaLMm (No 3anpocy).

7.2. B noanpovuecc BXOAUT ABUXEHUE CnefyroLX AOKYMEHTOB:

—  CnpaBKu (B T. Y. 06 ycrnelwHOM npoxoxaeHnn F'NA ana npefocTaBieHns B BOBHKOMAT);

—  XOoJaTalcTBa;

- MCXogdaLwme NncbMma;

- nap.

7.3. Bce wucxogswme AOKYMeHTbl OopopmAastoTcs Ha dupmeHHoMm 6nanke Cyply (CTO-5.13.2
«PacnopsgurensHble N MHGOPMALMOHHO-CMPABOYHbIE JOKYMEHTbI. TpeboBaHMs»).

MNpaBo noAnmncy Ha prpMeHHOM BnaHKe NMeeT pekTop (Aanee - pyKoBOAUTEb), MepPBbIi NPOPeKTop
N [OMKHOCTHbIE INLA COMNACHO NPUKasy O AeNernpoBaHv MOJHOMOYUNIA.

7.4. flo sHedpeHus 3I1 e C3/ omnpaska ucxodauweli 0oKyMeHmMayuu npou3eooumcs cedyrouyum 06pa3om:
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1) Hannume OPWUrMHANBHOW MOAMUCUA PYKOBOAUTENA MOATBEPXAAeT MNOAIMHHOCTE WCXOAALLEro
[OKYMEHTa;

2) NOANUCb PYKOBOAMUTENS, a Takxke WAeHTUGMUMPYHOLLMe 3anuck Ha AOKYMEeHTax MpPOu3BOAATCA
Pa3bopumMBO, LLAPUKOBOM PYYKOW C HAaMOAHUTENeM CUHero unu $prnoieToBoro LBeTa;

3) NOAroToBKa MpoeKkTa MUCXOASLLEero AOKyMeHTa OCYLLeCTBAAETCA WCMONHUTENEeM, KOTOPbIA 6bla
onpezeneH pesontounen pykosoamTend. Ecnu mcnonHutener HecKoNbKo, MPOeKT AOKyMeHTa
rOTOBUT OTBETCTBEHHbI UCMONHUTENb;

4) NpoeKT fJOKyMeHTa HanpasBAseTca NCMOJIHUTEIEeM Ha Cor/lacoBaHVe PyKOBOANTENO CTPYKTYPHOrO
nogpaszeneHns W yrnpasneHUs (ecin roApasjenieHne HaxoAUTCa B yrpasneHun), nnéo
3aBegyloiemy kabeapor M AMPEKTOPY WHCTUTYyTa (HopucTamM npu HeobxoAnMOCTW), Aanee
AokymeHTOBeay AO;

5) nocne nony4veHwsa cornacoBaHua B C3/ MCNONHUTENb MNOAMUCHIBAeT BYMaXHbI LOKYMEHT Yy
pykosoauTtend (n.7.3) n nepepaet B AO and pernctpaunm B C3/[, rae gokymeHtose AO npucsavisaet
NCXOAALLMIA HOMEpP, KOTOPbIA COCTOUT U3 MHAEKCa CTPYKTYPHOro nogpassgeneHus (MpunoxeHne 7),
[aTbl perncTpaunm cornacHo HoMeHkIaType Aen 1 NopsAKOBOro HoMmepa (pncyHokK 4). PabotHmnk AO
perncTpupyet gokymeHT B C3/] B pasgene «/cxogauime JOKYMEHTbI».

_ 20 . Mex. XX-XX/XXXX
AaTa permcrpauun NHaekc  TlopsiakoBblid
HoMep

Puc. 4. CTpyKTypa HOMepa UCXOASILLIEro oKyMeHTa

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

6) LOKYMeHTbl, nepejaBaemble Ha MOAMUCb PEKTOpY, MepBOMYy MPOPEKTOpY, MPOPEeKTopy Mo
y4yebHO-MeToAMYEeCcKOn paboTe, pPerucTpumpyroTcs B «KypHane permcrpauynm AOKYMEHTOB Ha
NOAMUCb PeKTopy, MepBOMY MPOPEKTOpY, MNPOPEeKTopy Mo  y4yebHO-meToAMYeckor paboTe»
(MpnnoxeHune 8) B AO;

7) OpurvHan 3aperncTpypoBaHHOIO AOKYMEHTa  MepefaeTcs OTBETCTBEHHOMY WCMAOAHUTENO ©
XPaHUTCA B NOApasfeNieHn CornacHo HOMeHK1aType AeAa.B-6yMaXXHOM BUAE;

8) 3neKkTpoHHble 06pa3bl BCex AOKYMEHTOB (KOMwuu), NOANeXalux peructpauum, XpaHATca B
CTPYKTYPHbIX NOApPa3AeneHNsIX COrNacHO HOMeHKaType Aen B 3/1eKTPOHHOM BuAe B CI/.

7.5. Mocne sHedperusi 31 8 C3/] omnpaska. ucxodsujeli doKyMeHmayuu npou3godumcs c1edyrouum
obpazom:

1) NpoeKT AOoKyMeHTa aBTOMaTUYeCK NOCTynaeT Ha CornacoBaHne, perucTpauunto U nognmcaHme**;
2) AOKYMEHT, MNOAMWUCAHHbIA YCUNEHHOW KBanUPULUMPOBAHHOW MNOAMUCBID, XpaHuTca B C3/,
COrnacHoO HOMeHkKNaType aen;

3) ncxoaaLMIn [OKYMEHT (B T..4..CAPAaBKa) NpejoCcTaBAseTcs B BUAE 3/1eKTPOHHbIX $Galinos:

- ¢anin, cdopmmpoBaHHbI B popmaTte XML - n1cbMO (CnpaBKa (BbIMNCKA)) B 3/1EKTPOHHOM BUZe C
B/IOXKeHHOW B Hero JIT;

- ¢ann, cdopmmpoBaHHbIvi B dopmate PDF - nucbMo (cnpaBka (BbINMCKA)) ANS MPOCMOTPa n
BbIBO/A Ha NeyaTb.

Ob6a darina MoryT npeaocTaBAATbCA agpecaHTy (3asBUTENtO) ANA IMYHOMO MOAb30BaHUSA WX MO
MeCTy TpeboBaHMA O4HUM U3 CNefyoLmX CNocob0oB:

— Yepe3 3/1eKTPOHHYI MOYTY 3aABUTENd, YKa3aHHYK MpW MNOCTynAeHun B 0bpa3oBaTefibHyHo
OpraHm3aLumo NN HenocpeaCTBEHHOM 3aABAEHUN;

** Omnpaeky dokymeHma adpecamy aemop doKyMeHmMa oCyujecmessem camocmoamensHo, 3a UKo YeHueM dokyMmeHmos, omnpaensemsix Yyepes C3/ feno.
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— uyepe3 oduvuManbHbIA agpec, YKalaHHbI B 3anpoce, C cobnwojeHnem TpeboBaHWUM
3aKOHOZATeNbCTBA O NePCOHaNbHbIX JaHHbIX.

7.6. B cnyyae Heob6XxoAMMOCTM OTMPAaBKM AOKYMEHTa MO MouyTe WU KYPbepOM OTBETCTBEHHbIN
NCNONHUTENb MepefaeT opurnHan AokymeHta B AO C BHeceHMeM UHbopMaumm B «KypHan
perncTpaunn oTnpaBasemMbix Nucem 1 baHaeponeii» (MpunoxeHne 9).

7.7. LokymeHTOBes AO ocyLlecTBASeT OTMPaBky AOKYMEHTOB MO Mepe HaKOMIEHUs MOYTOBbIX
OTMpPaB/IEHWI, HO He pexe ABYX pas B HeAet0, COracHo yTeepxaeHHoMy rpaduky B AO.

7.8. Ecnn TpebyeTcst cpoyHas oTnpaBka AOKYMeHTa, AokymeHToBes AO dopMupyeT HakIagHyH B
JIMYHOM KabuHeTe TPAHCMOPTHOM KOMMNaHUW U NepeaeT ee mcnonHutento. CGopMmMpoBaHHbIe
TakMM 06Pa30OM AOKYMEHTbI MOTyT 6bITb OTNPaBEHbI AeHb B AeHb.

7.9. OTBeETCTBEHHbIE 3@ AOKYMEHTOO6OPOT B CTPYKTYPHbIX MOAPA3AENEHUAX B TeUYeHUe AHS B
0653aTeNbHOM NopsiAKe A0/IKHbI 3a6UpaTh 13 AO opuUrnHanbl LOKYMEHTOB, GUKCUpPYs 1X B «XKypHan
perncTpaunm ncxoasiuen okymeHtaumm ns AO B CTPYKTYpHble noapasgeneHus» (Mpunoxexue 10).

8. YnpaBneHue ABMXEHMEM [ OKYMEHTOB BHYTpU YHUBepcMTeTa

8.1. B noanpouecc «YnpasfieHune ABVXEHVEM [AOKYMEHTOB BHYTPU YHUBEpPCUTETa» BXOAUT
ABVXKeHve cnegyrowmx gokymeHTtos Cyply:

—  MpWKa3sbl N pacrnopsi>keHnsi Mo OCHOBHOW AesATeNIbHOCTY;

—  NPVKa3sbl N pacnopsi>KeHns No IMYHOMY COCTaBY 06y4YatoOLLMXCS;

—  NpuKasbl NO IMYHOMY COCTaBY;

—  TMOBeCTKa, MPOTOKO/ 1 BbIMKCKA 13 NPOTOKO/1a 3aceaHus,

—  C1yXebHble, JOKajHble N 06 BACHUTEIbHbIE 3aMUCKH.

8.2. TlpuvKasbl, pacrnopsXeHus, MPOTOKO/bl, BbIMUCKW, . CNYXebHble 1 AOKN3AHblE 3armcKu
obopmnsaroTcs Ha PupmMeHHbIX bnaHkax CyplY ans BHYTPEHHEro nojib30BaHWs, TpeboBaHMe K
obopmneHnto KoTopbix oOTpaxeHbl B CTO-5.13.2 «PacnopsgutenbHble U MHGOPMALMOHHO-
CNpaBOYHble AOKYMeHTbl. TpeboBaHUS».

9. Mpukasbl U pacnopsi>KeHNA N0 OCHOBHOW AEeATEeNIbHOCTU N INYHOMY COCTaBy
o6yyaroLymxcs

9.1. MpoekT NpurkKasa (pacnopsixeHns) pa3pabaTbiBaeT OTBETCTBEHHbIA NCMOAHUTENb (PABOTHUK UK
PYKOBOAUTENb CTPYKTYPHOTrO NoApasieneHus). k

[lOKyMeHT cornacoBblBaeTcs B MepBy0 o4epeb C PyKOBOAMTENEM CTPYKTYPHOro noApasaeneHuns, a
3aTeM € AO 1 ApyrMMn 3aHTEePeCOBaHHbLIMU GTOPOHAMMU.

9.2. B cnyyae Hecornacuvsa cornacyroLwero amua c KakumM-n1m60 NyHKTOM NPrikasa, OH MOXeT 0TPasnTb
ero B KOMMeHTapuu. HecornacoBaHHbIM JOKYMEHT BO3BPAaLLaeTcs Ha A0paboTky aBTopy LOKYMEHTa.
CornacoBaHHbIN AOKYMEHT rnepejaetcs JokymeHToBeZ0M AO Ha nognucaHue.

9.3. CornacHo npukasy o fenermpoBaHui NOJHOMOUYMIA NPaBO NOAMUCA LOKYMEHTOB MIMeeT:

—  peKTop, NepBbli NPOPEKTOP - MPUKa3bl MO OCHOBHOW AesATe/IbHOCTW, MPOopeKkTop No yyebHo-
MeToAMYeckor paboTe - B Npefenax cBoer KoMneTeHLUnn;

—  peKkTop, NpopekTop MO Yy4yebHO-MeToAMYecKon paboTe - MprKasbl MO JINYHOMY COCTaBy
obyyaroLmxcs;

—  pekTop, NepBbIi NPOPEKTOP, MPOPEKTOPLI MO HaMNpaBfeHUsAM - PacnopsXeHUA NO OCHOBHOM
AeATeNbHOCTU U IMYHOMY COCTaBy 06yYaroLLINXCA.

9.4. iInpeKkTopa NHCTUTYTOB MOIYT U3/aBaTb PAacNopPsXeHWs, 4eNCTBME KOTOPbLIX PacnpoCTpaHAeTCH
Ha paboTy UueHTpa, Kadeapbl, WHCTUTYTa, PerucTpuypys ux B CBOeM nojpasjeneHnn B
YCTaHOB/IEHHOM NOpPsAAKe B XypHane peructpaumy pacrnops>KeHnin AUpekTopa WHCTUTYTA.
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MNoapobHo npasuna obopmMneHns pacnopsxeHuri otTpaxeHbl B CTO-5.13.2 «PacnopsantensHble v
NHPOPMALMOHHO-CNPaBOYHbIe JOKYMEHTbl. TpeboBaHUS».

9.5. MNocne nognncaHnsa pekTopoM (MPopekTopoM), Npukas (pacrnopsxeHure) noctyrnaet B AO, rae
LOKYMEHT npoxoamTt peructpaunto B C3/. PaboTHmk AO pernctpupyeT gokymeHT B C3/] B pa3gene
«BHYTpeHHVIe JOKYMEHTbI».

9.6. [lokyMeHTy No JINYHOMY COCTaBy OBy4alOLLMXCS MPUCBAVBAETCSH PErncTpauyoHHbIM HOMep,
KOTOPbI COCTOUT U3 MOPSAKOBOro HOMepa (419 BCEX NMPUKA30B) U AOMONHUTENIbHO BYKBEHHOrO
0603HaveHnNs «C».

9.7. Tlocne peructpaunm JAokymeHTa paboTHUK AO MoArpyxaeT 3/1eKTPOHHbIA 0b6pas
npukasos/pacriopsikeHnin B C3/[. Paccbiika AOKYMEHTOB OCYLLeCTBASeTCSs aBTOMaTu4vecku, B
COOTBETCTBWM CO CMUCKOM, BK/IFOUYEHHbLIM B MApLLPYT ABUXKXEHUNSA JOKYMEHTA.

9.8. PaboTHMK AO npu Heo6XoAVMMOCTU WMHULMWPYET pasMeLleHue MpuKasoB/pPacrnopsiXXeHuni,
KOTOpble KacarTCsa LUMPOKOro Kpyra AO/MKHOCTHBLIX NUL, B 3/1€KTPOHHOM BUAe Ha carite CyplyY
no agpecy: http://www.surgu.ru/CoTpyAH1KY/06bABNEHVS, B YCTAHOB/IEHHOM MOPSAKe.

9.9. JNeKTpOHHbLIVM 06pa3 MNpPrKasoB (PacloOPSXKEHWUNM) XPaHUTCA B 3SAEKTPOHHOM BuUAe B
COOTBETCTBYHOLLMX Mankax 3/1eKTPOHHON HOMEHKNATYpPbl AeN CTPYKTYPHbIX MOAPasAeNeHNA.

10. MpurKa3bl N0 NIMYHOMY COCTaBY

10.1. MpoekT npukasa no /JMYHOMY COCTaBy paspabaTbiBaeT paboTHMK oTgena no pabote ¢
nepcoHanoM 1 nepejaeT ero Ha NoAMUCb PEKTOPY Yepes rnpuemHyo.

10.2. Ana odpopmneHns npukasa no JNYHOMY COCTaBy HeobxoAMMO MMCbMeHHOe 060CHOBaHMe.
MpuKasamuy No IMYHOMY COCTaBy OPOPMAAIOTCA:

—  rpvem, nepeBo paboTHMKA Ha APYryro paboTy, YBOJIbHEHWE;

—  M3MEeHeHue yCNoBUIA TpyAa, NpUCBOeHe KBanudurkaunu;

—  YyCTaHOBJ/EHMWEe pa3mMepoB onnaTthbl TPYAS;

— MpefocTaB/ieHNe OTMYCKOB;

—  KOMaHAMVpOBaHWe paboTHMKOB. .

10.3. lMocne noannCaHus AOKyMeHTa MO JMYHOMY COCTaBy PpaboTHMK OTAena no pabote ¢
nepcoHanoM peructpmpyeTr ero B «KypHane perncrpayum Tmprkasos Mo JNYHOMY COCTaBy»
(MpwnoxeHve 11), NpvcBaviBasi PervcTpauVoHHbI HOMep, KOTOPbIVi COCTOWT K3 MOPSiAKOBOro
HOMepa 1 BYKBEHHOro 0603HaveHus «J1C».

10.4. Konuun npukasa paboTHUK oT4ena no paboTe C MepCcoHasioM nepeAaeT B OTAEeN HaUNCIeHUs
3apaboTHOM NnaThl N COLMANbHbIX MAaTexen 1 oTAeN OpraHm3aumn Tpyaa U 3apaboTHOW naaThl
Cyply; dakTom nepegayn CnyxuT Bu3a paboTHWKA OTAena HauncieHuUs 3apaboTHoOV nnatbl U
coumanbHbIX Nnatexer B «XXypHase perncrpaumy nprkasos No NYHOMY COCTaBYy».

10.5. OpurnHan npurikasa XpaHWTCs B OTAene rno paboTe € MepcoHaIoOM COr1IacHO HOMeHKAaType Aen.

11. MoBecTKa, NPOTOKO/ M BbIMUCKA U3 NPOTOKOJ1A 3acefaHunin

11.1. MNoBecTka AHA 3acefaHNa GopMMpyeTCa ceKpeTapéM Ha OCHOBe yKasaHW npejacejartens u
NoJaHHbIX YyyacTHUKaMW 3acefaHus 3aABOK W yTBepXgaetca Yy npegcepatena (CTO-5.13.2
«PacnopsigutenbHble  MHGOPMALIMOHHO-CNPaBOYHbIE AOKYMEHTbI. TpeboBaHUsA»).

11.2. YTBEpPXAEHHYIO MOBECTKY [HA CekpeTapb 3acefjaHVa OTMpaBfseT Ha O3HaKoMJIeHWe BCeM
yYacCTHMKaM 3acelaHnst, NCNob3ysa NHGOPMALMOHHYIO CUCTeMY (3/1eKTPOHHAasA rnoyTa, KaneHapb,
GAanT. a).

11.3. MNocne 3acefaHnsa cekpeTapb 0GOPMASET MPOTOKON, MPUCBaMBas eMy NOPSLKOBbLIA HOMep.
11.4. [poToKoA 3acefaHns NOAMNMCLIBAET CeKpeTapb U NpeacesaTtesib 3aCelaHuA.
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11.5. Ha ocHOBaHMWM NpOTOKONA cekpeTapb GOpMUMPYeT BbIMUCKM ANS KAXAOro paboTHuKa, Ha
KOTOPOro pacrnpocTpaHAeTca AeACTBYE peLleHns, MPUHATOro B pe3ysibTaTe NpoBeAeHUs 3acefjaHus,
paccbinaeT ero, Ncnosb3yst MHGOPMALIMOHHYIO CUCTEMY (/1eKTPOHHAs NoYTa, kaneHaapb, CO4 1 T. 4.).
11.6. OpurmnHan NPoToKOa XPaHUTCA Yy CEKpeTaps COrsiacHO HOMeHKnaType en.

11.8. PeweHmsa y4yacTHMKOB 3acefiaHVs, OTpPaXXeHHble B MPOTOKO/E, MOryT HOCUTb
NHPOPMALIMOHHbBIV 1 pacnopsanTenbHbl xapakTep. Ecnim peweHne HOCUT pacnopsanTenbHbIN
XapakTep, CekpeTapb MOXeT YCTaHaBNIMBaTb KOHTPO/Ib NCMOMIHEHWA MPUHATOrO peLleHns CoriacHo
paszeny 6 HacToswen Arl.

12. Cny>ke6Hble, AOK/IafAHbIE N 06BACHUTENbHbIE 3aNUCKN

12.1. CnyxebHaa 3anmcka COCTaBASETCH OTBETCTBEHHbIM WCMONHUTENEM C LUenbi BedeHUs
nepennckn Mexay CTPYKTYPHbIMU MnoApasgeneHnaMmu Uan AOKHOCTHbIMKU anyamu (CTO-5.13.2
«PacnopsagutensHble N NHGOPMALIMOHHO-CNPaBOYHbIe JOKYMEHTbI. TpeboBaHUSA»).

12.2. [JoknagHas 3anncka COCTaBAAETCS OTBETCTBEHHLIM WCMOJHUTENEM C Lenbt AoBejeHus
nHPopMaLm L0 PYKOBOANTENS.

12.3. Perncrtpaunsa 4OKYMEHTOB OCYLLECTBAACTCH B CTPYKTYPHbIX NOApa3aeneHusaX.

12.4. CnyxebHasa 3anuncka co3gaetcsa B C3/] n HanpaBasieTcs Ha COrNacoBaHVe BblLLeCTosLeMy
PYKOBOAMUTENIO.

12.5. Mocne cornacoBaHms cnyxebHas 3anncka noctyrnaet agpecaty 8-C3/. )

12.6. O6bsACHUTENbHaA 3anncka NULWeTcs No TpeboBaHWMID pPyKOBOAUTENSA B-CBOOOAHOV dopme n
nepefaérca Ny, 3anpocrBLLeMy ob6bacHeHMe, Hanpsamyto B C3/.

13. YnpaBneHue HoMeHK/1aTypou aen

13.1. HomeHknaTypa fen paspabatbiBaeTcs COrNMacHO OPraHM3aLUmMoHHON CTPYKTYpe YHMBepcuTeTa,
NIOKaNbHbIM HOPMATMBHbLIM aKTaM, LUTaTHOMY PacrnucaHuo, HoOMeHkaaType Aen 3@ NPOLLbIV rog ¢
LeNblo KOPPEeKTHOro GopMmnpoBaHNA Aes B TekyLleM Ae/IoNpon3BOACTBE, X YYETa, opraHu3aunm
XpaHeHs, 6bICTPOro Novcka AOKYMEHTOB, NPOBEAEHUA SKENePTU3bl X LLeHHOCTW, NA1aHUPOBaHA
N nepejayn jen B apxms.

13.2. B nognpovecc «YnpaBneHnss HOMeHKIATypPOW ef» BXOAAT ceayroLLe 3Tanbl:

- popmMmMpoBaHMe HOMEHKNATYpbI Jen;

—  cornacoBaHme HOMEHKNATYpPbl AeN U ee YyTBePXAEHWE;

—  BBeJeHWe HOMeHKNaTypbl Aen B EeNCTBUE;

—  KOPPeKT1pOBKa HOMEHKNATYpbI Jerl. \

13.3. B HOMeHKnaTypy Aen BKIYaeTcs BCSA AOKYMeHTauus, Kotopas obpasyetcs B pesy/braTe
AEeATeNbHOCTY CTPYKTYPHbIX MOAPasAeneHNI, KpoMe nedaTtHbIX U3jaHuin (COOPHUKN, CMPaBOYHUKN
nT. Aa.).

13.4. HomeHknatypa Jen COCTaBAseTcs Mo ycTaHoBneHHon ¢opme (MpunoxeHne 12),
pa3paboTaHHON apXMBHbIM opraHoMm. ®opmMa HOMEHKNATYpbl Aen npejcrasaseT cobon Tabauuy,
KOTOpas COAepXUT CedytoLLyto 0bs3aTenbHyr MHGopMauuto:

- WHAekc jena;

— 3arofoBOK Aena (Toma, yacten);

—  KOJINYecCTBO Aes (TOMOB, YacTtel);

—  CPOK XpaHeHWs Aena 1 Homep CTaTby No NepeyHto;

-  MpuMeYaHve.
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13.5 HomeHknaTypa COCTaBAseTcs Ha OCHOBAHUW onucein aen nogpasgeneHunii (MpunoxeHve 13),
KOTopble [JO/KHbI OblTb MOArOTOBAEHbI PYKOBOAUTENSMU CTPYKTYPHbIX MOApa3geneHunii no
pacrnopsXXeHnr pekTopa nnm nepsoro npopektopa CyplyY n nepegaHbl B apxms Cyply.

13.6. locne NpoBepKN COAEPXMMOro OnNMcer Ha COOTBETCTBME YCTAHOB/IEHHbIM TPeboBaHUSAM
apxmsuncT AO popMmpyeT NPOoeKT HOMEHKNATYpPbI Ae.

13.7. NHaekc gena onpejensieT paboTHUK, OTBETCTBEHHbIN 3@ COCTaBNeHMe HOMEHKNaTypbl Aen B
COOTBETCTBWMMU CO CTPYKTYPON YHMBEpPCUTETa (PUCYHOK 4).

XX - XX - XX
NHaekc TopagkoBbil Ne
nogpasfeneHnsa gena

PuncyHok 4. CTpykTypa nHAekca gena

Hanpumep:
13-05-04: NMOuC, kagedpa ncuxonozuu, 0ea0 «[puka3el U pacNopsAXeHUA peKmopd, NPopekmopo8 no
0CHOBHOLU dessmensHocmu. Konuu».

MNpw onpeaeneHnNn NHAEKCa Aena COXPaHAKTCH OAVIHAKOBbIE VHAEKCHI AN O4HOPOAHBLIX Aen
BO BCeX CTPYKTYPHbIX NOApa3aeneHnax C uenbio nx yHnbukaymn. \

Ecnn peno asngetca nepexofAawm (4OKYMeHTbl KOTOPOro OTpaXakT peLleHne Bonpoca u
KoTopoe AnuTca 6osiee o4HOro roga), To nepexojsiliee Aefi0 BHOCUTCA B HOMEHKNATYpy Aen
cnefyroLLero roga c Tem Xxe VHAEKCOM.

13.8. HanmeHoOBaHMe 3aronoBkKa fena onpegenser paboTHUK, OTBETCTBEHHbIN 3a COCTaBleHue
CBOZHOW HOMEHKNATYpbl Aef, B COOTBETCTBUM C «[lepeyHeM TUROBbIX yrpaBieHYeckX 40KYMEHTOB,
06pasyrOLLNXCA B AeATEeNIbHOCTY OpraHmM3auunii, C ykasaHneM CPOKOB XpaHeHUs» nocie TOoro, Kak
BbISIB/IEH KPYr AOKYMEHTOB AJ/19 BK/IFOYEHWS B HOMEHK1aTypy.

13.9. 3aronoBkn Aen AO/XKHbI B 0606LLeHHON dopMe KpaTKo, YeTKO N OAHO3HAUYHO OTpaxaTb UX
CcoCTaB.

13.10. TekcT 3arofioBKa N MHAEKC Aena (Ha nanke) rneyaTarT € MCNONb30BaHMEM KOMMbHOTEPHOMN
TEXHUKM Ha NncTe 6enoro useTta, Mpyv 3TOM UCNoAb3YHT WpndT Open Sans (6e3 nogvepknBaHUA U
KypcuBa).

13.11. BO3MOXHO BK/IHOYEHVIE B 3ar0/10BOK HaIMEHOBAaHMUS U (M) MeCTOpPacno/IoXeHNA ajpecaTta
(opraHm3aumm nan nrLa, KOTOpbIM ajpecoBaHbl 4OKYMEHTHI) U KOPPeCcrnoHAeHTa (opraHmsaymn
WAN NnLa, OT KOTOPBLIX MOSyYeHbl AOKYMeHTsI) 1 (Mnn) nepuoj (4ata), K KOTOPOMY OTHOCATCH
AOKYMEHTHI.

13.12. Ecm B fene XpaHATCS KoMUY AOKYMEeHTOB, B HOMeHKIaType Aen B rpade «3aronoBok genax»
cTaBuTCa oTmeTka «Konwuuv», a B CaMOM 3arojioBke gena (Ha mnanke) JaHHas MHbopMaums He
yKasbiBaeTcs. (Hanpumep, B _HOMeHKknaType - «[lpukasbl pekTopa Mo OCHOBHOW AesATeNlbHOCTU.
Konunuy», Ha nanke - «[prikasbl peKTopa No OCHOBHOW AeATe/IbHOCTU»).

13.13. Tlocne cocTaBneHVs 3arofioBKOB Jen MNPOBOAUTCA WX cucTemMaTtmsauma (nopsagok  Ux
PacnoJIOXeHWA B HOMEeHK/aType):

— B TepBYyl o4vepeb pacrnonaratoTcs 3aro/ioBku e, BKIrYatoLme opraH13aLoHHO-NpaBoByo
AOKYMEHTaLMI0, OTHOCALLYHOCA K AeATeNIbHOCTU YHUBepcuTeTa (YcTas, lNonoxeHwns, Npasnna n 1. n.);
— [Jafiee pacrnofiaratoT 3aronoBKW fefl C OpraHm3auyioOHHO-pacnopaanNTeIbHON JOKYMeHTaLmen
bepepanbHbIX  BbILLECTOSALUMX OPraHOB  yrnpaBfieHWs  (3aKOHbl, YKasbl, MOCTaHOBNEHUS,
pacrnopsxeHus, npvikassl MNMpe3sngeHTa, MNpaButenscTsa);
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—  3aKOHbl, MOCTAHOBNEHWS, WHCTPYKTUBHbIE MNCbMA OKPYXHbIX OPraHOB 3aKOHOAATEIbHOW
NCMONHUTENBbHOW BNacTn (3akoHbl M noctaHosneHns XMAO - HOrpbl, npurikasbl, NOCTaHOBIEHUSA
ry6epHatopa XMAO - HOrpbl);

—  3aKOHBbI, NOoCTaHOB/IEHUS, WHCTPYKTUBHbIE  MNKXCbMa OpPraHoB  3aKOHOAATEe/IbHOW
MCNONHWTENIBHOM BNACTU MECTHOro 3HayeHus (dyma XMAO - HOrpbl, JenaptameHT obpasoBaHus
AaMunHucTpauun r. CypryTa)

— 3aTeM 3aroJloBku Jen C opraHn3auMoHHO-pacnopaanTebHbIMN JOKYMEHTaMU YHMBepCUTeTa
(MpuviKasbl, pacnopsxXeHus);

— Jena c niaHoBbIMU U OTYETHbIMU AOKYMEHTaMu (FoA0BbIMUY, KBapTaJbHbIMW, MECAYHbIMUN),
nepennckon v Apyrumn  AoKyMeHTamu. BHYTpU KaxaoW W3 nepeyncineHHbIX rpynn Jena
pacnosiaratoT no cTeneHy BaXXHOCTU (Hanpumep, BHayane rogoBble MjaaHbl, 3aTeM KBapTalibHble U
fanee — MmecsayHble). AHaNOMMUYHO CUCTEMATU3NPYIOT U fief1a C OTYETHLIMU AOKYMEHTaMV;

—  NPWU Hannuuu fesn, COCTOALLUMX U3 Mepenncky C BHELHVWMUW OpraHusauusaMu Uam BHYTPU
YHUBepcuTeTa Mexzay CTPYKTYPHbIMU MOApasfeneHnaMin, BHayane pacnonaratoT fnepenmncky c
BbILLECTOALLVIMY OpraHamu, a 3aTeM - C NoApasaeneHNaMY;

—  [lOroBOpPbI NO CTENeHN 3HaUYNMOCTW;

—  [AOKYMeHTbI (aKTbl, UHPOPMaLMK, CrIpaBKK);

—  YYéTHble JOKYMeHTbI (BCe BU/bl OTAENbHO CyLLEeCTBYIOLNX KHUT, XYPHanoB, 6a3 faHHbIX);

—  pernamMmeHTvpyroLe JOKyMeHTbl 06 opraHu3auum 4enornponsBoACTBa U apxrBa YH1BEPCUTETA
(HoMeHKnaTypa Aen, onncK Aefl, akTbl O BblAeNeHNU fen K YHNUYTOXEHWIO).

Cucrematmsauma AOKYMEHTOB BHYTPW Jena OCyLLecTBAsSeTCA B 0bpaTHOM MocnefoBaTeNbHOCTH,
T. €. JOKyMeHTbl 60/1ee paHHero cpoka BO3HUKHOBEHUS PacronoXeHbl B KOHLE, a 6on1ee nosgHero -
B Hauvane. Ecnv pgeno d¢opmupyeTcs nNo pesynbTaTaM pelleHus BOMpoca, TO AOKYMEeHTbI
pacrionararoTca B Jefie B JIOTMYeCcKor nociefoBaTeNlbHOCTU pelleHns Bonpoca. [eno AoKHO
OoTpaxaTb UCTOPUIO peLLeHus Bonpoca.

13.14. B rpade «KonmuectBo eAvHWL, XPaHeHWs» YyKa3blBaeTCsa KOAMYeCTBO TOMOB (4en) C
OAMNHAKOBbLIM 3aro/ioBKOM. To/LWLMHA OA4HOro Aesia He AOJ/IKHA npesbiwats 4 cM (40 250 nncrtoB.).
Ecnm nnctos 6onblLue, TO Aena NoAPA3AeNstoT Ha YacTu (TOMa), O YeM B 3arosioBKe esa Ha nanke
AileNaeTcs COOTBETCTBYHOLLLAA OTMETKA.

13.15. B rpade «CpoK XpaHeHNs 1 HOMep CTaTbW Mo NepeyuHo» yKa3blBatoT CPOK XPaHEHUS fena U
HOMep KOHKPETHOW CTaTbW B COOTBETCTBUN C «[lepeyHeM TUMNOBbIX yNpaBaeHYecknx JOKYMEHTOB,
06pasyoLLNXCA B AeATe/IbHOCTU OPraHn3auyii, C ykazaHeM CPOKOB XpaHeHs». Ecin y fokyMeHTa
HeT KOHKPETHOro CpoKa XPaHeHUs, ero XPaHaT «A0 MWHOBaHWA HagobHocTu» (AMH) nau «ao
3aMeHbl HOBbIM» ([13H) 1 B laHHOW rpade NpoCcTaBAsoT COOTBETCTBYHOLLYH OTMETKY.

13.16. Mpn rpynnnpoBke [AOKYMEHTOB B Jefla HeobXOAMMO YYUTbiBaTb CPOK WX XPaHEHUs,
T. K. JOKYMEHTbI C MOCTOAHHbLIM CPOKOM XpaHeHUs (cBbile 10 1eT) U BpeMEHHOro Cpoka XpaHeHns
(6o 10 net) He MoOryT nomewiaTbCsd B OA4HO Aeno. Ecin B oAHOM Jene XPaHATCA AOKYMEHTb
BPEMEHHOro XpaHeH s, HO C PasHbIMU CPOKaMW XpaHeHNs, HanpmMep, CPOK XPaHeHUA JOKYMEHTOB
- 1rog, 3roaa v 5 net, To BCe feno byaeT XpaHUTbLCS 5 nerT.

13.17. Cpok XpaHeHUsa ncumcnsgetcd ¢ 1 AHBaps TOro roga, KOTopbln cnejyeT 3a rojoM OKOHYaHWUSA
Aena (HanpumMep, CPOK XpaHeHUs Aena, 3akoH4YeHHoro B 2023 rogy, byzeT UcuncnsaTbea ¢ 1 asHBaps
2024 ropa).

13.18. B rpade «[pumMevaHua» yKasblBaeTcsd AOMNONHUTeNbHas WHbopmMauus o Jene (MecTo
XPaHeHUs OpUrnHana AoKyMeHTa, yKa3aHne Ha BO3MOXHbIA CPOK XPaHEHWUA N T. A.).
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13.19. Nocne TOro Kak NPoOeKT HOMeHKNATypbl Aen COCTaBneH (HOAbpb), OH paccMaTpyBaeTCs Ha
3acefaHnn skcneptHon komwmccnnm CyplyY (aanee 3K). CornacoBaHue rpoekTa HOMeHKIaTypsbl
3akpennsietca npotokonom 3K (8o 15 gekabps).

[MpoekT HOMeHKNaTypbl el OpraHn3aLnmn BU3NPYETCA apXnMBUCTOM YHUBeEPCUTETA, HayvalbHUKOM
AO v pabOTHMKOM, OTBETCTBEHHbIM 3a BeleHIe HOMEeHKNaTypbl e.

PaboTHUK, OTBETCTBEHHbIA 3a COCTaB/ieHMe HOMEHKNaTypbl Aefl, HarnpasnaseT ero (MpoekT) Ha
pPacCMOTPEHME SKCNePTHOM KOMWUCCUM apXMBHOIO OTAena YrpaBieHUs [LOKYMEHTaLMOHHOIo W
nHopmaLMoHHoOro obecneveHns AamuHuctTpaumn r. Cypryta. lNMpu Hannyunm 3ameyaHunii paboTHUK,
BHOCUT B HOMEHKJIATYpy Ae/1 COOTBETCTBYIOLLME N3MEHEHWSA, YTBEPXAAET Y pekTopa 1 oTrnpasniseT
ee B apXvB B [BYX 3K3eMrnaapax.

13.20. ApxvBHbIN oTAen AgMUHUCTpauumn r. Cypryta oTnpaBaseT CornacoBaHHY0 HOMeHKNaTypy Aen
B Cnyxby no penam apxvmBoB XaHTbl-MaHCUACKOro aBTOHOMHOro okpyra - Hrpel. [Nocne
YyTBEPXAEHNS OA4MH 3K3emMnasp Bo3Bpallaetca B CyplyY, a BTopol xpaHutca B Cnyxbe no genam
apXMBOB XaHTbl-MaHCNNCKOro aBTOHOMHOI0 okpyra - Korpbl.

13.21. HomeHknaTtypa Aen yTBepxaaeTcd CPOKOM Ha 5 ner.

13.22. MNocne yTBepXAeHUs HOoMeHkNaTypbl (MpunoxeHre 12) 03HakoOMeHUe C HOMEeHKNaTypomn
ocyuwiectensaerca B C3/.

13.23. B TeyeHue roga HOMeHKNATypa MOXeT b6biTb AOMOJHEHA Aenamy, 06pa30oBaBLUMMUCA B
pesynbTaTte AeATeNbHOCTV OopraHu3auvn. Jna 3Toro B KOHUE KaXJOro pasfena HOMeHKIaTypbl
npesycMaTpuBaloT HECKOJIbKO pe3epBHbIX HOMEpPOB.

13.24. HoBass HOMeHk/1aTypa Aen MOXeT 6bITb COCTaBNeHa Mo NUCTeYeHUN NATU JIET WA paHee, B
c/lydae M3MEeHeHUsa LWTAaTHOro pacrnucaHus (opraHmsaumoHHom cTpyktypbl) CyplY. HomeHknatypa
BBOAWTCS B AeCTBMe No npurkasy pektopa CyplY ¢ 1 sHBapsa kaneHAapHOro roja.

13.25. HomeHknatypa gen CyplY exerogHo npoxoAuT KOPPEeKTUPOBKY. lNocne paccMoOTpeHua u
cornacosaHusa 3K apxmBa CyplY OTKOppeKTVpOBaHHAasA HOMEeHK/IaTypa Aen HanpasiaseTca Ha
COrNacoBaHWe 3KCNepTHOM KOMUCCUU AAMUHUCTPpaumn r.-CypryTa.

13.26. OanH pa3 B NATb NeT U B CJlydae CYLeCTBEHHbIX V3MeHeHUN GYHKUMA U CTPYKTYpbI
YHuBepcuTeTa HOMeHKNaTypa el COrnacoBbliBaeTcs C JKCAepTHO-NPOBEPOYHON MeTOANYECKOwM
KoMuccurer ApxXmBHoW cinyx6bl KOrpbi.

13.27. DNeKTPOHHbIN aHanor HomeHknatypbl gen CyplY _orpaxaetca B C3/] 1 BeseTcs B pasgene
«HopMaTrBHO-crpaBoyHasa nHopmaumsa» (HCU). Cos3gaBaTb HOMEHKNATYPY Aen MOXET TO/bKO
cneymanmct AO nnv MHOM NONb30BaTe b, HaJeNeHHbIV NpaBamMu AocTyna «OTBeTCTBeHHbIW 3a HC/»
WA aaMUHUCTPaTop. [py  KOPPEeKTUPOBKe | 3NEeKTPOHHOV Bepcuy  HOMEHKIaTypbl  Aen
«OTBeTCTBeHHbIN 3a HCW» nan agMUHNCTPATOP PYKOBOACTBYKOTCA YCTaHOBAEHHbIMU ana C3/
npasuiamu.

14. NoaroToBKa 1 Nepeaayva AOKYMeHTOB B apxus Cyply

14.1. NoaroToBKa Aen 1 JOKYMEHTOB K Nepejayve B apxXuvB BKIOYaeT B cebs:

—  cUcTeMaTtmsaunio JOKYMEHTOB B Aenax;

— npoBefjeHVe 3KCnepTu3bl LLIeHHOCTV AOKYMEHTOB B Aenax;

- odopmneHue gen;

— COCTaBJ/IeHMe aKTa nepefayv Aen CTPYKTYPHOro noapasjeneHus.

14.2. TloAroToBKY Mepefayyn LOKYMEHTOB B apXWB OCYLLLeCTBAAET PaboTHWK, OTBETCTBEHHbIM 3a
LLOKYMEeHTOO60pOT B CTPYKTYPHOM MOAPAa3LeNeHnn UM pyKoBOAUTE b NOAPa3aeNieHNs.
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14.3. Tlpu cnuctematmsaumm B Jenax JOKYMEHTbl  pacnosfiaraldoT B XPOHOJIOrMYecKol
nocnefoBaTe/IbHOCTY, 06paTHOW TOW, KOTOopas bblia yCTaHOBNEHA B Nepuog 06pa3oBaHua gena. B
Hauase fena (cBepxy) pacrnosiararoT CaMblil PaHHUIA JOKYMEHT, B KOHLe (BHW3Y) — CaMblil MO34HWI.
14.4. PeweHuve 06 oTbope JOKYMEHTOB Ha apXMBHOE XpaHeHue AN O BblAeNeHNN JOKYMEHTOB K
YHUYTOXEHWIO B CBA3W C ICTeYEeHMEM CPOKOB XpPaHeHUs MPUHMMAaeTC No pesyibTataM NpoBeaeHns
3KCNepTN3bl LLEHHOCTU JOKYMEHTOB.

14.5. lna nposejeHUs 3KCnepTr3bl LEHHOCTU AOKYMEHTOB MO MprKasy pektopa co3gaetca 3K, B
COCTaB KOTOPOW BXOAAT He MeHee TPEx YesoBek, B 06513aTe/IbHOM MOopsAKe — apXMBUCT, PpaboTHUK
AO. Mpeacegatenem KOMUCCUU ABNSETCS MEPBbIV MPOPEKTOP.

14.6. OcHOBHble 3agaun 1 dyHkumm K 6onee nogpobHo oTpaxeHbl B MNCM-8.13 «MonoxeHne 06
3KCMepTHOM KOMUCCUM apXnBax.

14.7. TlepBNYHYIO 3KCNEPTU3Y LIEHHOCTW JAOKYMEHTOB MPOBOAUT PabOTHUK MNOApPa3AeneHus,
OTBETCTBEHHbIN 3a JOKYMEHTOOH60POT, Ha OCHOBE MPUHLMMNOB KOMMIEKCHOCTY N BCECTOPOHHOCTU
OLeHKN AOKYMEHTOB M B COOTBETCTBUU C KPUTEPUAMU MPOUCXOXAEHNS, COAEPXKAHUSA, BHELUHUX
0COB6EHHOCTeN LOKYMEHTOB:

—  PO/b 1 MECTO OpraHM3aunm (Mua) B CUCTEME rocyjapCTBEHHOIO YNpaBaeHnNs NN KOHKPETHOW
OTPaC/N, 3HAUMMOCTb BbIMOJIHAEMbIX €10 (UM) QYHKLMIA;

—  BpeMmsi 1 MecTo 06pa3oBaHUA JOKYMEHTOB;

—  3HAYMMOCTb COBLITUSA (IBNEHNSA, NPeAMEeTa), OTPAXKEHHOrO B JOKYMEHTAX;

—  3HadveHue cofepKallencs B AOKyMeHTe MHPOPMaLNK, ee MOoBTOpeHne B APYrnX JOKYMeHTaXx,
LiesieBoe HasHayeHue, BUA N PasHOBUAHOCTb AOKYMEHTE,

— ropugnyeckast 40CTOBEPHOCTb AOKYMEHTa (Hann4yve RoAnncei, AaT, neyarten);

—  Hanuuune pesositoLmiA, MOMETOK;

—  0COBEeHHOCTU nepesayun TekcTa;

—  0COH6EeHHOCTU MaTepuabHON OCHOBbI JIOKYMEHT];

—  0CO6eHHOCTU GU3NYECKOro COCTOAHWUA [OKYMEHTA.

JKCnepTM3a HayyHOW W MPaKTUYEeCKOW LEeHHOCTW  [OKYMEHTOB  JOJIKHA MNPOBOANTLCHA
cncTtemMaTnyeckn. KoOHKpeTHble CPOKU XpaHeHUs [LOKYMEHTOB YCTaHaB/IMBAKOTCA Ha OCHOBaHUW
nepeyHen AOKyMeEHTaNIbHbIX MaTepmnanoB C yKka3aHMeM CPOKOB XPaHEeHUS Pas/INUHbIX KaTeropur
ALOKYMEHTOB. .

14.8. 3kcneptmsa UEHHOCTU JAOKYMEHTOB MOCTOAHHOIMO 1 BPEMEHHOro CPOKOB XpaHeHWsd
NPOBOANTCA eXerofHo, NPV 3TOM 0TOOP AOKYMEHTOB NOCTOAHHOIO CPOKA XPAaHEHWSA MPOBOAUTCS Ha
OCHOBaHWW HOMEHKNaTYpbl e C MOJINCTHLIM MPOCMOTPOM.

14.9. Tpn NOANCTHOM MPOCMOTPE Aesl MOCTOAHHOro CPOKa XPaHeHUs noA/iexar MU3bATUIO
Ayo6nvpyroLme 3Kk3eMnasapbl  JOKYMEHTOB, YEPHOBWKMK, KOMWUU AOKYMEHTOB W [JOKYMEHTbl C
BPEMEHHbLIMV CPOKaMW XPaHEHUS.

14.10. PykoBoAuTeNb CTPYKTYPHOFO NMOApaszAeneHns (Min OTBETCTBEHHbINV 3@ AOKYMEHTOOb0pOoT B
nozpasjenieHnn) ocyLlecTBasgeT opopmaeHe e, KOTOPOe BKJTHYaKoT B Cebs:

—  MNOALUMBKY Aiena B TBePAYHo 06/10XKY 13 KapTOHa Ha 4 NpoKona 6e3 MeTaninyeckmx 3axmnmMos (c
BepeBOYHbIMU 3aBsA3KaMN) WAV nepenneT JOKYyMeHTOB Jena;

—  Hymepauuio NNCTOB Jena 4YepHbiM rPadUTHBIM KapaHAAWoM B [PaBOM BeEpPXHEM Yriy
apabcknumuy umdpamu;

— COCTaB/leHVe 3aBepuUTe/IbHOW Haanucu fena - NUcT-3aseputens (MpunoxeHve 15) ana gen
MOCTOAHHOr O CPOKa XpaHeHus;

—  COCTaBfieHVe BHYTPeHHen onmncm JokymMeHTOoB fena (MpunoxeHuve 16);
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— BHeCeHVe HeObXOAMMbLIX YTOYHEHWV B PekBU3UTbl OBNOXKW fena (YyTOUYHeHVe Ha3BaHWudA
CTPYKTYPHOrO nojpasjefieHns, ec/in OHO MeHANOCb W T. M.).

14.11. Hymepaumnsa 1MCTOB OCYLLLECTBAAETCSA MO CNeAyoLWwmM npasuiam:

—  JINCTbl Aen, COCTOALLMX U3 HEeCKONbKMX TOMOB WAW 4YacTeil, HYMepyrTcs MO KaxzAoMy TOMy
OTAENbHO;

— ¢oTorpaduun, Auarpammbl U Apyrme WANKOCTPALUMOHHbBIE JOKYMEeHTbl, MpeAcTaBastoLme
CaMOCTOATENbHbIV INCT B Aefle, HYMEPYTCA Ha 060OPOTHOV CTOPOHE, Ha BEPXHEM MNOJe JINCT3;

—  C/IOXeHHbIN nnuct (popmata A3, A2, A1) pa3BopaumBaeTcsa U HymepyeTcs B MPaBOM 4acTu
BEpXHero nong nucra. Npu 3Tom aUCT Nboro popmaTta, MOALIUTBLIV 3a CepeaniHy, NoAJIeXuT
nepeLUrBKe N HYMepPyeTCa Kak O4UH NINCT;

—  NOALWNTbIE B 1210 KOHBEPTbI C BIOXEHNAMN HYMEPYHOTCA: BHavane HymepyeTca caM KOHBepT,
3aTeM ovepesiHbIM HOMEPOM — KaXA0e B/IOXEHEe B KOHBEPTE;

—  NOAWWTbIe B AeNl0 AOKYMEeHTbl C COBCTBEHHOW Hymepauuein NUCTOB (BKAKOYAs MeyaTHble
N34aHNS) MOTYT HYMEpPOBAaTbCs B 06LLeM NOPAAKE UIN COXPAHATL COBCTBEHHYHO HyMepaLuio, ecnu
OHa COOTBETCTBYET NOPSALKY PaCnO/IOXKeHNA INCTOB B AeNe;

—  Mpwv 0BbHapyXeHnn 60AbLLIOr0 Koan4vectea owmnbok (6onee 50 %) B HymepaLum ANCTOB Aena
NPOBOAMUTCA NX NepeHyMepauus. B 3ToM ciyyae cTapble HOMepa 3a4epKrBatoTCA U PAAOM CTaBUTCA
HOBbI HOMeEpP, B KOHLe Jefla COCTaBAseTCs HOBbIV /INCT-3aBepuTe/b, NPy 3TOM CTapblli INCT-
3aBepuTesib 3a4epKMBaETCA, HO COXPaHAETCA B Jene.

14.12. BHyTpEeHHASA ONnUCb JOKYMEHTOB OCYLLEeCTBAACTCA A1 yYeTa JOKYMEHTOB p,en NOCTOAHHOIO "
BPEMEHHOI0 XpaHeHWst (NprKasbl MO OCHOBHOW JAeATEe/IbHOCTW, MPYKasbl MO JUYHOMY COCTaBY,
JINYHbIE fena n T. 4.) U Aen, CPOPMNPOBAHHbLIX U3 JOKYMEHTOB, 3aro/I0BKM KOTOPbLIX HE PacKpbIBatoT
KOHKpeTHoe cojiep>XXaHve JOKYMEHTOB.

14.13. Ans nepefayuun AUNMNOMHbIX PpaboT B apX1B COCTaBAAECTCH ONUCL NO GopMe, NpesCTaBIeHHOW
B MNMpunoxeHnn 17, Ana NUYHbLIX Aen CTYAEHTOB, A4 Aen MO IMYHOMY cocTaBy - [punoxeHue 18.
JIncTbl onNnen HyMepyroTca OTAENbLHO U NOAKasbIBatOTCA B AeN0.

14.14. O6bnoxKa fiena BKIOYaeT B Cebs cneayroLlyto 06s83aTenbHy0 MHopMaLmio:

— HavMeHOBaHVe opraHmsaumy;

— HauMeHOBaHMe CTPYKTYPHOro nojapasaeneHus;

—  WNHAEKC jena;

—  HOMep TOMa (ecnu Takow nmeeTcs);
— 3aro/oBOK Aena;

—  [AaTbl Hayana U OKOHYaHuS aena;

—  KOJINYeCTBO JINCTKOB;

—  CPOK XpaHeHWa aena.

Ob6pa3sey, opopMneHUs 06N0XKN fena npeactasineH B [MpunoxeHuu 19.

14.15. B KaXAoM CTPYKTYPHOM TMoApasje/nieHn opraHm3aumm COCTaBNIATCA aKTbl MpUEMa-
nepegaun gen B apxus - ([lpunoxeHwve 20), onucy Aen ANA MOCTOAHHOIO CPOKa XpaHeHwus
(MprnnoxeHune 21).

14.16. Ha [AOKYMEHTbl C WCTeKWWM CPOKOM XpPaHeHWA COCTaBASETCA aKkT O BblAeNleHUN K
YHUUTOXEHWNIO  JOKYMEHTOB, He nognexawmx xpaHeHuto (MpunoxeHwe 22), KOTOPbIN
corsiacoBbiBaeTcd € uneHamu 3K nocsie npoBeAeHUs 3KCNepTM3bl LEHHOCTY 4OKYMEHTOB.

14.17. MNpwv nepesaye gen CTPyKTypHOro noapasfeneHna B apxms B aKT BHOCATCA 3aro/ioBKn Aen B
COOTBETCTBMM C HOMEHKNATYPOW Aer.

14.18. MNepeaaya Aen B apxms NPOUCXOANT Ha OCHOBAHUW aKTa Npuéma-rnepeaadn Aen B apxms.
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15. OTBEeTCTBEHHOCTb

15.1. OTBeTCTBEHHOCTb MO 3Tanam npoLlecca «YnpaBneHne AOKYMEHTOO60pOTOM» MpuBeAeHa B
MaTpuLe OTBETCTBEHHOCTN:

MaTpuLa oTBETCTBEHHOCTU

Ne HanmeHoBaHmne MoapasaeneHve/foKHOCTHOE SINLLO
n/ noanpouecca OTBETCTBEHHbIV Peanusyowuii CouncnonHutenb | HpopmMmupyembii
n
1 YnpasneHne PekTop,
BXOAsALLEV JokymeHToBes AO JokymeHToBeg AO PaboTHMK AO OTBETCTBEHHLIN
JOKyMeHTaumemn NCMONHNTENb
2 KoHTponb PaboTHwuK AO, PaboTHuK AO,
MCMoJIHEHNSA cekpeTapb COBeTa, | CekpeTapb coBeTa, Pektop
JOKYMEHTOB 3acefjlaHua U T. M. 3acefjlaHua u T. M.
3 YnpaBneHve
NCXoAsLLEeR
OKyMeHTauwmein
AOKY H ABTOP JOKYMeEHTa JokymeHTtoBeg AO
npu oTnpasKke BO
BHeLLHMVe
opraHmsaymmn
4 PekTop,
NMpopeKTOopkl,
YnpasneHve PaboTHuK AO, Pop P
z pykoBOAUTENN
ABUXeHVIeM OTBETCTBEHHbIN3a | Bce cTpyKTypHbIe
HavanbHuk AO CTPYKTYPHbIX
JOKYMEHTOB BHYTpPWY LOKYMeHTo060pOT nogpasgeneHuns o
noapasseneHnu,
YHuBepcuTeTa B noJpasjenieHnn <
OTBETCTBEHHbI
NCNONHNTENb
5 OTBETCTBEHHbIN
3a
YnpaBneHvne v OKYMEeHTO060p0 PykoBoanTenb
HOM(E)HK}'IaT ol Apxmsuct ApX11Bapuyc, o TB g c)T/ KTA Horo
yp P PaboTHMK AO PYKTYP
aen nogpasgeneHunnm nogpasgeneHuns
(pykoBoanTens
2 nojpaszeneHus)
6 OTBeTCTBeHHbIV 3@ | OTBeTCTBEHHbIN 33
MoaroTtoska v
LOKYMEHTO060pOoT | JOKYMEHTO060pOT
nepejava A ApPXMBUCT,
B NojpasjeneHun B NogpasjenieHnn
[JOKYMEHTOB B ApxumBapunyc
20x1B CVOLY (pykoBoguTensb (pykoBoauTtens
P yp rnojpasgeneHus) noApasaeneHus)

15.2. HasHayeHVe OTBETCTBEHHOrO 3@ AOKYMEHTOO0O60pOT B CTPYKTYPHbIX MOApa3geNeHnsax

YHUBepCUTETa OCYLLECTBASETCs Ha OCHOBAHWK CNYXeOHOW 3anucku pyKoBOAUTENS.
OTBETCTBEHHbIN 3a

AOKYMEHTO060pOoT

B CTPYKTYpPHOM

noApasaeneHnm

OTBETCTBEHHOCTb HECEeT PyKOBOAUTEJIb 3TOIr0 CTPYKTYPHOIro nogpasaeneHun4.

Ecnn
He Ha3HaueH,

15.3. B ciyyae yBo/IbHEHMS, yX04a B OTMNYCK, YObITUS B KOMAaHAMPOBKY NV NepeMeLLEeHNS Ha APYryHo
AOMKHOCTb PAaboTHMKA, OTBETCTBEHHOIO 33 4OKYMEHTO060POT B CTPYKTYPHOM NOAPA3AENEeHMM, BCe
NMetoLLIMECs Y HEero JOKyMeHTbl U Aena, He3aBMCMMO OT BUAA HOCUTENS, MepeaatoTcst Mo yKa3aHUKo
PYKOBOAUTENSt CTPYKTYPHOrO MoApasgeneHunst Apyromy paboTHUKY. PaboTHMK, B CBOK ouepejp,
0653aH NPUHATL Mepbl K X CBOEBPEMEHHOMY NCMOTHEHUIO.
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16. YnpaBneHue pnckamu B npouecce yrnpaBieHUs AOKyMeHTaLmen

16.1. B npouecce «YnpasneHne JOKyMeHTO060pOTOM» MOTYT BO3HUKHYTb PUCKM, B 3aBUCMOCTU OT
BMA KOTOPbIX HEOH6XOAMMO NPEeANPUHATE Mepbl MO UX YCTPAHEH WO 1 NPeoTBPaLLEHNIO:

BuAbl pUCKOB U NYTU X NPeAO0TBpPaLLEeHNS

Cnoco6bl
Puck Ycnoeus nosisneHuvs Cnoco6bl ycTpaHeHUs
npepoTBpalleHmns
JokymeHT — He BbINOJHATCS - pejakTnpoBaHue - paspabatbiBaTb
cocTaB/eH TpeboBaHWA K CTPYKType JOKYMEHTa C y4eToM JOKYMEHT B COOTBETCTBUM
HeBepHO JOKYMeHTa TpeboBaHW c 4,
— KOHCYNbTUPOBaHMe ¢
AokymeHToBegom AO
OtcytcTBUE B | - OTCyTCTBUE - pa3paboTka u - 3abnaroBpemMeHHO
corsiacoBaHum YTBEPXAEHHOro MapLupyTa | BHeApeHue MapLupyTa B pa3pabaTtbiBaTb MapLUpyT
AOKYyMeHTa ABVXEHNS JOKYMeHTa 34 A1 BHEPEHUS ero
pyKoBOAMUTENSA agMmnHuctpatopom C3/1 B
noApaszesieHns nporpammy
OdopmneHue - MOAroTOBKa AOKYMEHTa - MoArotaenvBaTh - odopMmsieHVe JOKyMeHTa
[AOKYyMeHTa C | AeHb B feHb JOKYMEHT He nosjHee, 3abnaroBpemMeHHo,
HapyLleHnem yeM 3a 3-5 pabouux fHel. | y4UTbIBas CPoOK 1 pabounia
CpOKOB [0 HaYvana Kypcos, AEHb A1 KaXoro
MeponpuaTUSa 1 Ap. cornacyroLiero
HencnonHeHwe - noJsily4yeHme JoKyMeHTa - NOAroToBKa OTBETa B - B CJ1ydae YTBepXAEeHHbIX
[JOKYMeHTa B CpPOK | leHb B AeHb; KpaTyarilive cpoku; AaT NOAroTOBKWN OTYETOB, U
(BxogAaLas Apyrov nHdopmaumn
JOKyMeHTaums) - nonyyeHme JOKyMeHTa - 3anpoc nHpopmauum OT | He0bXoaMMO
yXe € npoLuejLuein aTown; ajpecaHTa o 3abnaroBpemMeHHO
BO3MOXHOCTU NnoAroTaBAnBaTh
KOPPeKTUPOBKM AaThbl; nHpopmauuio;
— OTCYTCTBME WUCNOMHUTENA | — B.C/lyYae OTCyTCTBUA — KOHTPO/Ib CPOKOB
(OTRyCK, KOMaHAUPOBKA U WCMONHAOLWEro WCMOJIHEHWA AOKYMEHTa CO
ap.); 0653aHHOCTY, CTOPOHbI UCMONHUTENA
\ | ucnonHeHne JokymMeHTa
BbILLECTOALLNM
pykoBoAnTeNeM;
— Harpas/ieHue oTBeTa - odopMieHne oTBeTaB | — CBOEBPEMEHHO
HanpsiMyro aBTopy 6e3 C34. NoArpyxaTb MHGOPMaLMIO
OTMEeTKW.06 UCMONHEHNN B 06 ncnonHeHun B C3/
3.
YTpaTta (mopya) | - xpaHeHne AOKYMEHTOB He | — odopmaeHue — HasHaueHwve
JOKYMeHTauum B COOTBETCTBUM C [JOKYMEHTOB B OTBETCTBEHHOrO N1La B
HOMEeHKNaTypown aen COOTBETCTBUM C nogpaszesieHnsax 3a
HOMEeHKNIaTypoW aen XpaHeHue [OKYMEeHTOB
MoTeps — XpaHeHue JOKYMeHTOB B | — opopMeHue n - CBOeBpeMeHHas
LOKYMEHTOB nogpasjeneHunm nepejava AOKYMEHTOB B nepejava Ha NoCTossHHoOe
MOCTOAHHOTO CpOKa apxus Cyply XpaHeHve aen B apxms
XpaHeHUs n Cyply
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Cnoco6bl
Puck YcnoBuA nosiBfieHus Cnoco6bl ycTpaHeHUs
npeaoTBpaLieHUs

BpemeHHoro o 50
net XpaHeHus
CTPYKTYPHBIMU
noApaszaenieHnsAMm
JokymeHT He | - K JOKYMEHTY MHOrO — [0paboTKa AOKYMEHTa; | — BbINOJIHEHME BCeX
NPUHAT  YYEHbIM | 3aMeYaHuii, 3ameYvaHuns - fJopaboTKa AOKYMeHTa TpeboBaHW N yyeT BCex
COBETOM WU | 3aMHTEPECOBAHHbLIX CTOPOH yCnoBwiA peanmsaumm
CoseTom Mo | He yuTeHsbl; npouecca;
KauvecTBy — He BbINOJHATCS — BbIMONIHEHME BCEX

TpeboBaHWA K CTPYKType U
0QOpPMIEHNIO JOKYMEHTA

TpeboBaHWin K CTPYKType 1
0QOPMIEHUIO JOKYMEHTA

17. BsanmogpgencTeue ¢ gpyrumm npoueccamu CMK

17.1. Tlpouecc «YnpasneHve [LOKYMEHTOOBOpPOTOM» B3aMMOAENCTBYeT CO BCEMU MpoLeccamy,
npoTekaroLwymm B Cyply.
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yHMBERCHTET

CTp. 251353

MprnnoxeHne 1

Bnok-cxeMa nognpouecca «Yrnpas/ieH e BXoAsALLe AOKYMeHTaLmen»

Hauvano

v

| MonyyeHne JoKyMeHTa

\/

Het

Aa [loKyMeHT noslyyeH
¢ 1o nouTe nn — MonyyeHne p,VOKymeHTos no
u noCTaB/eH 3/1eKTPOHHOV nouTe, pakcy
er
OTtnpaska obpaTHO 'D'OCTaB“eH;') no
— agpecy?
aapecaty (nonyyarento) Apecy Het
BeZlOMIEHN
yBefomnenve < JlokyMeHT nonyyeH
oTnpaBuUTens
¢ Ja pasure 6e3 owmn60oK?
06 oLLmnbke
Ja
YnakoBka ¢ *
_ —»| Cocraeneqve [, Ha
noBpeXAeHNAMN: aqa
3arpyska fAokyMeHTa
B C3/1
KoHBepT He . T
BCKpbIBaeTCs Ha fokymeHTe ecTb OxwugaHne NOBTOPHOA \
rp|/|q> «JTNYHO», OTNpaBkKy AOKYMEHTA
«[ACIM»
Mepepaya fjokymeHTa L 1
R agpecaty BCKpbITUE KOHBEPTa
A
Her MoakanbiBaHWe KOHBEpPTa K
KoHBepT MOXHO — AOKYMEHTY
YHUUTOXUTb?
.
KoHBepT yHMnuTOXaeTca
A A
CTaBMTCA OTMeTKa O MOCTYyNIeHNN -
<
Het
JloKyMeHT noanexuT

perucTpaunm?

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

OTnpaska AOKyMeHTa Ha
03HaKoM/eHue

OTnpaska Ha
NCNoSIHeHne?

CamocTosTeNbHbIl
KOHTPONb
ncnonHuTenem

[lokyMeHT TpebyeT
KOHTPOJIS NCMONHEHUS!

[MocTaHoBKa Ha KOHTPO/1b,

npoBepka NCcnoaHeHusA

KoHeL

A
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MpunnoxeHne 2

bnok-cxema nognpouecca «KoOHTPo/b NUCNOSTHEHUSA AOKYMEHTOB»

v

JoKymeHTbI, TpebytoLLne KOHTPOS

v

Het

YcTaHaBNMBaeTCs CPoK

CpOK NCNONHEHWsA AOKyMeHTa B COOTBETCTBUU C

onpeaenen? TpeboBaHUAMY
A
Na
YCTaHaBAMBAETCS CPOK UCMOHEHNS CpOK MCMOAHEHNA AOKYMEHTa
AOKYMeHTa B paGouMii 4eHb, <+ NPVXOANTCS Ha Hepabounii
o ' neHk?
npeaLecTByoLUi Hepabouemy
Na
[LOKYMEHT OTHOCUTCS K
obpalleHVam rpaxaaH?
A
OpraHusaumst paboTbl MO UCMOHEHNIO
[OKYMEHTa C OTBETCTBEHHbIM NCMONHUTENEM P
-
6 Her NHbopmmpoBaHme
AokymenT Gyaer —> BbILLECTOALLEr0 >
NCMOJIHEH B CPOK?
pyKoBOAMUTENS
JiE]
Ja
5 JosejseHune
CHSTUE ZIOKYMEHTa C KOHTPONS +— AoKyMeHT ncnonHeH? UHOPMAaLN 40 >
pekTOoDa

v

CocTaBneHue otyeTa no KOHTPONHO
NCNONHEHNA AOKYMEHTOB
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MpunnoxeHne 3

Bnok-cxeMa nognpouecca «YrnpaB/ieHue ncxoasiueii JoKymeHTaumeii

npu oTnpaBke BO BHeLLHMe opraHmnsauynm»

Havano

Moarotoska NnpoeKTa AOKYMeHTa OTBETCTBEHHbIM UCNONHNTENEM

v

CornacoBaHwue npoekTa JoKyMeHTa PyKoBOAWUTeNeM CTPYKTYPHOIO
nojpasjeneHns, HauyanbHVKOM yrpaBieHus (3aBejyoLnm, UPeKTopom)
B C3]

Cpok 1 pabounii

v

Cpok 1 pabounii
CornacoBaHue npoekTa AoKyMeHTa fjokymeHToBegoM AO B C3/]

v

MoanucaHue oKyMeHTa Ha 6ymare (nocne BHeapeHus LM B C3/) Cpok 1 pabounii

v

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

\

v

oTn paBKa AOKYMEHTOB CcOrnacHo

TpebyeTcs oTnpaBka yTBEpXAEHHOMY rpaduky B AO

opurvHana AokymeHTa
noyTon?
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_ _ YnpaeneHue fOKYMeHTO060pOTOM
P rocpaperaens cTp. 28 13 53

MpnnoxeHune 4

Bnok-cxema nognpotecca
«YnpaBneHue ABMKEHNEM LOKYMEHTOB BHYTPM YHUBepPCMTETa»
MpwrKasbl, pacnopsi>KeHNA Mo OCHOBHOM AeATEe/IbHOCTH

Hauvano

v

Pa3pa60TKa AOKYMeHTa OTBETCTBEHHBLIM NCMOJIHUTENEM

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

MNepepaya Ha NOANUCL JOKYMeEHTa AokyMeHToBegom AO

v

Perncrpaumnsa gokymeHta B C3/] fokymeHToBeZ0M AO

v

Paccblfika AOKyMEHTa COrIacHO CO3AaHHOTO MapLLpyTa

[loKyMeHT KacaeTcs
601bLUOro Kpyra amu?

PasmelleHre gokymeHTa Ha cante Cyply

v

XpaHeHWe opurnHana gokymeHta B AO cornacHo HoOMeHKnaType
aen

v

( KoHel, |«




CMK Cypl'y AM-5.13.1-24

Cyp ry Pepakums Ne 1

_ _ YnpaBneHune oKyMeHT0060poTOM
o e cTp. 29 M3 53

Mpukasbl N0 IMMHOMY COCTaBy

< Hauano >

Pa3spaboTka ZloKyMeHTa paboTHUKOB OTAeNa Nno paboTe ¢
nepcoHanom

Y

Mepesaya AOKYMEHTOB Ha NOAMNUCL PEKTOPY

\ 4

Perncrpauus 4oKyMeHTa B oTgesne no paboTe C MepCcoHas oM

l

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

A

O3HakoMeHVe paboTHMKA C MPUKA30OM MOZA POCNCh

N

XpaHeHve npukasa B oTgene no paboTe C NePCOHaNIOM

C (onen D




CyplyY

CYPryTCHuit rocyaapcTBeHHeIi
yHuBepCUTET

CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

cTp. 30 M3 53

NMoBecTKa, NPOTOKOJ1 U BbINUCKaA N3 NPOTOKOJ1a 3acefaHunsa

< = D

3asiBKka oT y4yacTHUKa, yKasaHuve npeacegatens

HeTt

!

(DOle/IPOBaHI/Ie noBeCTKN AHA

'

yTBep)KAeHI/Ie NoBeCTKN y npeacepatens

MosecTka yTBEpXAEHa?

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

v

O¢opmneHme NpoTokoa 3acefaHus

v

MoAnucaHune NpoTokoa npegcesatenem

'

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

it .

Paccbliika BbIMMCKN

PeleHne no ntoram 3acefaHnst HOCUT
pacrnopsanTenbHbI xapakTep?

[lokyMeHT TpebyeT KOHTpoNs
NCMONHEHNA?

v "

MocTaHoBKa AOKYMeHTa Ha KOHTPO/1b

v

XpaHeHve NpoTokona y cekpeTaps

v

i em D

A

JopaboTka nosecTkn




CMK Cypl'y AM-5.13.1-24

Cyp ry Pepakums Ne 1
_ _ YnpaeneHue fOKYMeHTO060pOTOM
P rocpaperaens cTp. 31 1353

MpnnoxeHne 5

Bnok-cxema nognpouecca «YnpaBseHne HOMEHK/IaTypoi aen»

=

CocTaBnieHve pacnopsixeHuns «O NpeAocTaBneHUn
NpoeKkTa HOMeHKNATYpbl Aen» (onncK)

v

Paspa6oTka onucei CTpYKTYPHBIMU MOApa3jeieHNsIMU

Mepepaya onucein B Apxus Cyply

v

A

MpoBepka onuvcei apXnBMUCTOM

Onuncy cooTBETCTBYIOT TPe6OBaHUAM? [lopa6oTka onuceit

MozroToBKa NpoeKkTa CBOAHOW
HOMeHK/IaTypbl Aen

Hos6pb

'

CornacoBaHwue npoekTa CBOAHOW
HOoMeHKnaTypbl gen ¢ 3K Apxumsa Cyply

o 15 pekabps

\ 4

CornacoBaHue HOMeHKNaTypbl
aen c Apxmsom r. Cypryta /3MNK |
ApXuBHOW cnyx6bl FOrpbl \

l \

Het

[JlokyMeHT cornacosaH?

A 4

JopaboTka
AOKYMEeHTa

YTBepXAeHWe CBOAHON HOMEHKNATypbl Ae/l PeKTOPOM

v

dopMMpoBaHMe HOMEHKIATYpbI
aen B Co/

v

KoHel,




CyplyY

CYPryTCKIi rOCYRAPCTBEHHEIR
yHuBEpCHTET

CMK Cypl'y AM-5.13.1-24

Pepakuma Ne 1

YnpaBneHmne fO0KYMeHTO060pOTOM
CTp. 32 1353

MpnnoxeHne 6

Bnok-cxema nognpouecca «fMoarotoBka v nepegaya gen

NOCTOSAHHOrO0 CPOKa XPaHeHUs B APXUB»

o D
v

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

v

OT60p Aen n cmctemMatnsauna JOKYMEHTOB B Ae/ie CTPYKTYPHbIMU nojpasieneHnamMmuy

v

JKCnepTm3a LeHHOCTY AOKyMeHTOB Apxmnsom Cyply

Het

Bo3BpaT Aen B CTPYKTYpHble
noapaszeneHus

JlokyMeHTbl nognexar
nepegaye B Apxme?

v g

Moawwneka gen Crl

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

v

CocTaBneHne BHyTpeHHel
onwcu gen CN

4

Hymepauus nmctoB Aen 1 opopmaeHne n1cta-3aBeputens
nena CM

v

OdopmneHne ob6noxkun gena Crl

g

CoctasneHwne CI1 akTa o npnéme-
nepegade gen B ApXus

v

Mepepaya fen B Apxns

v

PopmurpoBaHme ApX1MBOM CBOAHOV
NHOPMaLMK Mo NoAPasAeNeHNsaM O
KoAnuecTBe nepesaHHbIX gen

=

)4

MHpopmmposaHme
Her pykosoauTtens CI o6

—_— OTCYTCTBUW A€/l MOCTOSIHHOTO
CpoKa XpaHeHust

MepenaHbl Bce
Aena

v~

KoHner



CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 331353

NHAeKCbl CTPYKTYPHBIX NogpasaeneHunia
CypryTcKoro rocysapcTBeHHOro yHUBepcuTeTa

MpunnoxeHne 7

Ne n/n | HaumMeHoBaHMe CTPYKTYPHOro nogpasgeneHuns NHpexc
noApasgeneHuns

1. | PEKTOP 01

2. | YYEHbIV CEKPETAPb 01-01

3. | MPABOBOW OTAEN 01-03

4. | MEPBbIN NPOPEKTOP 02

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

6. | AAMVWHNCTPATUBHbIN OTAEN 02-02
APXVB

7. PEFI/IOHAﬂbHE)II/I PECYPCHbIV LLIEHTP MOBbILLEHNSA YPOBHA 02-03
PNHAHCOBOW TPAMOTHOCTW HACEJIEHWA XMAO-HOTPhbl
OTAEN NO OPTAHM3ALNN TTPUEMA OBYYARO LLIXCA 02-04

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

10. | MEAVALIEHTP

11. | LEHTP KAPBbEPbI

12. | SAATE/IbCKUM LIEHTP

13. | MEXAYHAPO/HbIN OTAEN

14. | OTAEN COMPOBOXAEHWNSA MEPOMPUSATUI

15. | MPOPEKTOP NO HAYKE N TEXHOJ10TAM 03

16. | HAYYHbIV OTAEN 03-01

17. | LEHTP KOJNEKTUBHOIO MNMOJIb30OBAHNA 03-02

18. | BUBIMOTEYHO-MHOOPMALIMOHHbIN LIEHTP 03-03

19. | ANPEKUNA MPOTPAMMBbI «[IPUOPUTET 2030» 2 03-04

20. | MPOPEKTOP MO ®VIHAHCOBO-3KOHOMWYECKOW AEATENIBHOCTU U 04
MMYLWECTBEHHOMY KOMMNJEKCY \

21. | ®UHAHCOBO-3KOHOMUYECKOE YMPABAEHUE 04-01

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

23. | YOPABNEHVNE NMYLWECTBA N MATEPVANNTbHO-TEXHNYECKOIO 04-03
OBECNMEYEHUA

24. | ADMVUHUCTPATVIBHO-XO3AMCTBEHHbIA OTAEN 04-03-01

25. | JIOrOBOPHOW OTAEN 04-03-02

26. | OTAEN OPTAHN3ALK 3AKYTIOK 04-03-03

27. | YOPABNEHWE BYXTANTEPCKOIO YYETA 04-04

28. | OTAEN YYETA PACYETOB 04-04-01

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

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




CMK Cypl'y AM-5.13.1-24

Cyp ry Pepakums Ne 1
YnpasneHune fOKYMeHT0060poTOM
T CTp. 34 13 53
31. | MPOPEKTOP MO MOJIOAEXHOW NOMNTUKE 05
32. | OTAEN NO COUUANBHOM MOAAEPXKKE OBYYAKLLIVXCS 05-01
33. | OTAE/ OPFAHM3ALUMOHHO-MACCOBOW PABOTHI 05-02
34. | OTAEN MONOAEXHbIX MHULIMATVB 05-03
35. | KOMMIEKC OBLLEXUTUI 05-04
36. | OTAEN NO CMOPTVBHO-MACCOBOW PABOTE 05-05
37. | MPOPEKTOP MO PA3BUTUIO 06
38. | LIEHTP PASBUTUA LIVI®POBbIX KOMMETEHLWIA, AONOJIHUTENIBHOTO U 06-01
OH/TANH-OBPA30BAHUS
39. | OTAEN MEHEAXXMEHTA KAYECTBA OBPA30OBAHUS 06-02
40. | PETMMOHAJ/IbHO MOZENbHbIW LIEHTP AOMOAHUTENBHOIO 06-03
OBPA30OBAHWSA JETEN XMAO-HOTPbl
41. | NPOPEKTOP MO L®POBU3ALUN 07
42. | YNIPABNEHVE NHOOPMATU3ALUN 07-01
OT,CI,e}'I TENEKOMMYHNKAUNOHHbBIX CNCTEM
OT1zaen MHGOPMaLMOHHbIX pecypcoB
OT,u,en conpoBoOXAeHNA KOMﬂbI-OTepHOI7I TeEXHUKN
OT,CI,e}'I CONPOBOXAEHNA MYy/IbTUMEAVA O60pyAOBaHI/Iﬂ
43. | OTAEN MO PEAII3ALMN LIM®OPOBBIX MPOEKTOB 07-02
44. | MPOPEKTOP MO YYEEHO-METOANYECKOI PABOTE 08
45. | YYEBHO-METOAWNYECKOE YNPAB/IEHUE 08-01
46. | YYEEHbIV OTAEN NO OYHOW ®OPME OBYYEHUS 08-01-01
LLEHTP MHK/TKO3BHOIO OEPA30OBAHUS
47. | OTAEN KAAPOB OBYYAROLLIMXCS 08-01-02
48. | OTAEN NNLEEH3MPOBAHUSA, AKKPEAUTALMW 1 METOAWUYECKOTO 08-01-03
COMPOBOX/EHUS
49. | OTAEN NOArOTOBKU HAYYHO-NEAArOMMYECKIX KAZIPOB 08-01-04
50. | YYEBHbI OTAE/ MO 3A04YHOW ®OPME OBYYEHUS 08-01-05
51. | OTAEN OBPA3OBATE/IbHbIX MPOFPAMM 08-01-06
52. | UHCTUTYT 3KOHOMWKW 1 YNPABNEHUA 09
53. | KA®EAPA 3KOHOMWUYECKUX U YYETHBIX ANCLINNANH 09-02
54. | KA®EAPA ®VHAHCOB, IEHEXXHOIO OBPALLEEHUSA U KPEAUTA 09-03
55. | KA®EAPA MEHEAXKMEHTA U BU3HECA 09-04
56. | KA®EAPA TOCYAAPCTBEHHOIO Y MYHVLMMANBHOIO YMPABJIEHUS U 09-05
YMPABJIEHUS MEPCOHA/IOM
57. | UHCTUTYT FOCYAAPCTBA U MPABA 10
58. | YYEBHASA KPUMUHANNCTUYECKAS TABOPATOPUSA 10-01
59. | KA®EAPA YTO/IOBHOTO MPABA M MPOLIECCA 10-02
60. | PESEPB 10-03
61. | KA®EAPA FPAXAAHCKO-MPABOBbIX ANCLMMAVIH W TPYOBOIO MPABA 10-04




CMK Cypl'y AM-5.13.1-24

Cyp ry Pepakums Ne 1
YnpasneHue JOKYMEHTO060pOTOM
it cTp. 351353

62. | KAOEAPA TOCYAAPCTBEHHOIO 1 MYHUUMATBHOIO MNMPABA 10-05
63. | KAOEAPA ®NNOCODPUN N TIPABA 10-06
64. | KAOEAPA MOJINTONOT NN 10-07
65. ME,U,VIU,I/IHCKVIVI NHCTUTYT 11

66. Cl/lMyﬂﬂLLMOHHO-TPEHMHrOBbl|7| AKKPE,[I,l/lTALI,l/lOHHbllZ LIEHTP 11-01
67. | LEHTP |‘|PO|/|3BO,£|,CTBEHHOIZ MPAKTNKIA 11-02
68. | ULEHTP OPAVNHATYPbI 11-03
69. | UEHTP HEMPEPBIBHOIO MEANUWMHCKOIO OEPA3SOBAHMA 11-04
70. | KAOEAPA MOP®ONOT N N dN3SNONOT NN 11-07
71. | KAOEAPA MATOPUN3NONOTNN U OELLI,E|7| MATONOTNIN 11-08
72. | KAOEAPA BHYTPEHHUX BEOIE3HEW 11-09
73. | KAOEAPA XUNPYPTNYECKNX BEONNE3HEW 11-10
74. | KAOEAPA AKYLLUEPCTBA, TMHEKOTOT N 1 MEPUHATONOT NI 11-11
75. | KAOEAPA JETCKUMX BEOIE3HEW 11-12
76. | KAOEAPA KAPANONOT NN 11-13
77. | KAOEAPA MHOTOMPO®U/TIbHOW KJIMHNYECKOWN MoAroTOBKM 'i’l-'|4
78. | NMHCTUTYT ECTECTBEHHbBIX N TEXHAYECKNX HAYK . 12

79. | KAOEAPA BNOJTOTIN 1 BUOTEXHO1OT NI 12-01
80. | KAOGEAPA 2KONOTNN N BUODPUINKIN 12-02
81. | KAOEAPA XMW 12-03
82. | KAOEAPA BE3OMNACHOCTN XN3HEAEATE/TIbHOCTIA 12-04
83. | HAYYHO-OBPA3OBATE/IbHbIV LLEHTP 12-05
84. | ULEHTP XIMWNYECKOIO MHXWHUPWHTA 12-06
85. | MHCTUTYT T'YMAHUTAPHOIO OBPA30OBAHVA N CNOPTA 13

86. | KAOEAPA MHOCTPAHHbIX A3bIKOB 2 13-01

HAYYHO-OBPA3OBATE/IbHBIA NTNMHITBUCTUNYECKIAW LLEHTP
87. | KAOEAPA NHIBUACTUKWN 1 MEPEBOAOBEAEHWA 13-02
88. | KAOEAPA MEAMKO-ENOJTOTMYECKMX OCHOB ®OU3NYECKOW KY/IbTYPbI 13-07
89. | KAOEAPA DOUIBNYECKOW KY/IbTYPbI 13-08
90. | KAOEAPA TEOPUI ®OU3NYECKOW KY/IbTYPbI 13-10
91. | KAOEAPA NCTOPUIN POCCUNI 13-11
92. | KAOEAPA MEJATOIrMKW MPOPECCNOHANBHOIO U AOMOJTHUTENBHOTO 13-13
OBPA30OBAHWMA

93. | KAOEAPA PEXCCYPbI 13-14
94. | KAOEAPA MNMCKXON0rnn 13-15
95. | NONUTEXHUYECKUIA NHCTUTYT 14

96. | KAOEAPA ﬂPl/leIAﬂ,HOVl MATEMATWKIA 14-02
97. | KAOEAPA NHOOPMATNKIN N BbIYNCNUTENBHOW TEXHWKMN 14-04




CMK Cypl'y AM-5.13.1-24

Cyp ry Pepakums Ne 1
_ YnpaeneHue fOKYMeHTO060pOTOM
Cyp;: l(v:;‘I:OCy{J,JnCYUCHHbI CTp‘ 36 M3 53
98. | KAOEAPA ABTOMATW3IMPOBAHHbBIX CUCTEM OBPABEOTKN MHOOPMALINIA 14-05
N YMNPABJTEHA
99. | KA®EZPA SKCMEPUMEHTANIEHOM GU3MKM 14-06
100) KA®EAPA PAANOSNEKTPOHUNKW N SNEKTPOSHEPTETKIA 14-07
101 KA®EAPA ABTOMATNKN N KOMIMBHKOTEPHbLIX CUCTEM 14-08
102 KA®EAPA CTPOUTE/IbHbIX TEXHOMIOTUW N KOHCTPyKLl,l/I|7| 14-09
103 LUEHTP KOMIMBbKOTEPHOI O MHXNHUNPWNHTA 14-10
104 MHCTUTYT CPEAHETO MEANLIMHCKOIO OBPA3SOBAHUA 15
OTAENEHWE CPEAHEIO NMPOPECCMOHATBHOIO OBPA3OBAH KA
105/ MPOPEKTOP MO BESONACHOCTU 16
106) OTAEN MO OBECMEYEHWHO BE3OMNACHOCTI 16-01
107/ CITYXXBA MPOTVBOTMOXAPHOW MPODUNAKTUKIA 1 OXPAHDI TPY bl 16-02
108 OTAEN TEXHUYECKOW SKCMAYTAUMN N OBCTYXXNBAHWA 16-03
109 ME,U,l/lLl,l/lHCKVlVl MYHKT 16-04




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 37 1353

dopMa >KypHana peructpaymm 4OKyMeHTOB Ha NoANnChb

MpnnoxeHne 8

peKTopy, NepBoMYy NPOpPeKTOpy, NPOPEKTOPY No yuye6Ho-MeToAMNUYECKOV paboTe

Ne
n/n

AaTta

MoapaspeneHune

Copep>xaHve . N. 0.
AOKYMEHTOB noAnucbIBaloLLLErO
DOKYMEHT

&é. L. O.
OTBETCTBEHHOro
nvua




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 38 13 53

MpunnoxeHne 9

dopMa >KypHana peructpayumm oTnpasnaseMbix nucem v 6aHaeponeii

n/n

AaTta

AppecaTt

®. L. 0.

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

pecnybuka, UHOeKC HaceseHHO020 NYHKMQ)

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




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 39 M3 53

MpunnoxeHne 10

dopma XypHasa peructpaumm ncxogsilein LOKYMeHTaLMM N3 agMUHNCTPATUBHOIO
oTAena B CTPYKTYpHbIe Nogpa3geneHus

N n/n

AaTta

MoapaspeneHue

Coaep>xaHue
OOKYMEHTa

$b.N.0
OTBETCTBEHHOro
nvuya

Mopgnuck




CMK Cypl'y AM-5.13.1-24

Cyp ry Pepakums Ne 1
_ _ YnpasneHue JOKYMEHTO060pOTOM
o ocyRapeTR CTp. 40 13 53

MpunnoxeHne 11

dopmMa >XypHana permcrpaymm npMKasos no JIMYHOMY COCTaBYy

n/n AaTa peructpauuu Copep>kaHve fOKYMeHTa NcnonHutenb NMpnumeuyaHune




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 41 1353

dopMa HOMeHKNATypbl Aen

Cyply

CypryTeKuii rocyRapcTBeHHbii

yHuBepcuTet

MpunnoxeHne 12

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

«CypryTcKunii rocyaapcTBeHHbI YHUBEPCUTET»

YTBEPXZIAHRO

PekTop C.M. KoceHok

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

MHAEKC N HAMMEHOBAHWE CTPYKTYPHOIO NOAPA3SAENEHNA

HauvanbHUK AaAMNHNCTPaTNBHOIO

oTAena
L 20 T.
ApxmBuct

L 20 T.
COIJTACOBAHO

MNpoTtokon 3K Apxvea CyplyY

Ne oT

20 T

Moanuncb

* Mognucb

YTBEPXZEHO

MpoTokon MK apxXMBHOMO yupexaeHns

Ne

oT

. O. Pamunnung

n. O. damunusa

20 r.




\ CMK Cyply AM-5.13.1-24
CI Cyply

Pepakuma Ne 1
YnpasneHune fOKYMeHT0060poTOM

CTp. 42 13 53

MpunnoxeHne 13
dopma onucu aen noapasaeneHvs AN paspaboTkm HOMeHKNaTypbl aen

onuch Aen NOAPA3AE/IEHNA
4143 PASPABOTKIA HOMEHK/ATYPbI AEJ

(HavmeHoBaHWe nogpasaeneHuns)

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

AOKYMeHTa ef. XpaHeHuA

pena

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

OTBeTCTBEHHbIV 3a BefeHne HOMEeHKIaTypbl MNoannce

n. O. Pamnnmnga
B NoApa3szesieHnn

20 r.




CMK Cypl'y AM-5.13.1-24

Cyp ry Peaakums Ne 1

YnpaBneHune oKyMeHT0060poTOM
CyPryTEKMA rOCYAapETREHHGIA

CTp. 43 1353

MNpunnoxeHne 14
dopma nncta-3aBepuTens aena
NNCT-3ABEPUTESTb AEJTA Ne

B gene noALwnTO N MPOHYMEPOBaHO nnct(os),

(undpamm N NPONUCLIO)
C Ne no Ne , B TOM yucne:

NNTEPHbIe HOMepa INCTOB

nponyLleHHble HoMepa
NNCTOB

+ INCTOB BHyTpEHHEVI onncum

0Oco6eHHOCTUN PN3NYECKOro CoOCToOAHUA N popMmMpoBaHUA Homepa nuctoB

Aena
1

HarmeHoBaHMe A0/IKHOCTI " Tloanwnck
paboTHMKa

2.

n. O. damunnusa




CMK Cypl'y AM-5.13.1-24

CyplyY

CypryTexuit
yHyBepCHTET

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 44 13 53

dopMa BHyTpeHHel onncu

BHYTPEHHAA OMUCb

AOKyMeHTOB gena Ne

MpunnoxeHne 15

Ne PeructpaumnoHHbiii | [laTa 3aronoBok NeNe NMpumeyvaHua
n/n | Ne poKymMeHTa AOKYMeHTa | AOKYMEeHTa vctoB
aena
1 2 3 4 5 6
VToro AOKYMEHTOB

(undpamu 1 NponuUckHo)

KonmnyectBo NunCTOB
BHYTPEHHEeN onucu

(udpamm N APONNCHLIO)

HanmeHoBaHMe J0MKHOCTY
paboTHMKA

20 r.

(maTa)

Moannceb

n. O. damunnusa




CYPryTCKIi rOCYRAPCTBEHHEIR
yHuBEpCHTET

CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 451353

MpnnoxeHne 16

dopMa onucKy BbINYCKHbIX KBaIMPUKALMOHHbIX pa6oT

OMWCb BbIMYCKHbIX KBAJTTMOUKALMOHHBIX PABOT

KA®EAPA, UHCTUTYT

MNEPNOA BPEMEHN

OTAEJIEHUE (ouHoe,

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

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

KonnuecTtso Aen
onucum

(udpamu 1 NPONUNCHLIO)

HanmeHoBaHMe A0/IKHOCTHOIO N1LIa,
COCTaBMBLLEro onumch
20 .

[loanuck

-

. O. Pamunnung




CMK Cypl'y AM-5.13.1-24

CYPryTCKIi rOCYRAPCTBEHHEIR
yHuBEpCHTET

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 46 13 53

dopMa BHyTpeHHel ON1CK JINYHbIX AeN CTYAeHTOB

BHYTPEHHAA OMNMMNCb JINYHbLIX AEJT CTYAEHTOB

KA®EAPA, UHCTUTYT

MNEPNOA BPEMEHN

OTAEJIEHUE (ouHoe,

MpunnoxeHne 17

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

BHYTPEHHE onucK

(udpamu 1 NPONUNCHLIO)

HanmeHoBaHWe JO/KHOCTHOIO NLa,
coCTaBmBLUEIT0 BHYTPEHHKOK ONMNCb

20 r.

Moanuck

n. O. damunusa




CYPryTCKIi rOCYRAPCTBEHHEIR
yHuBEpCHTET

CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 47 n3 53

dopMa BHyTpeHHel onncuy aen no IMYHOMY COCTaBy

BHYTPEHHAA OMMCb AEN MO TIMYHOMY COCTABY

NOAPASAENEHWVE
MNEPNOA BPEMEHN

MpunnoxeHne 18

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

BHYTPEHHE OnuncK

HanmeHoBaHWe JO/KHOCTHOIO NnLa,

(udpamm 1 NPONNCHLIO)

CoCTaBmBLLUETO BHYTPEHHKOH OMNMNCb

20 r.

. Moanuck

n. O. damunusa




CMK Cypl'y AM-5.13.1-24

Cyp ry Pepakums Ne 1
_ _ YnpaeneHue fOKYMeHTO060pOTOM
P rocpaperaens cTp. 48 13 53

MpunnoxeHne 19

dopma 06710KKM gena

aug

'@

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

XaHTbl-MaHCUNCKOro aBTOHOMHOI0 okpyra - KOrpel
(HanmeHoOBaHMe BbILLIeCTOFIIJ_I,eVI opraHM3aL|,|/||/|)

BroxkeTHOe yupexaeHne BbiCLLIero 06pa3oBaHNA XaHTbl-MaHCUACKOro

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

BY BO «Cyprytckuin rocygapcTBeHHbIN YHUBEPCUTET»
(cokpalleHHOe HaVMeHOBaHMe opraHu3aumn)

(HanMeHOBaHWeE CTPYKTYPHOrO NoApPasaeNeHNs)

JEJTO Ne (yka3blBaeTcs TOM Ne
NHAEeKC Aena Mo
HOMEHKNAType)

\

(3aronoBok gena)

(KpaiHWe paTbl)

®.Ne

On.Ne

[.Ne

Ha NINCTax

XPaHUTb: NOCTOAHHO




CMK Cypl'y AM-5.13.1-24

Cyp ry Pepakums Ne 1
_ _ YnpaeneHue fOKYMeHTO060pOTOM
P rocpaperaens cTp. 49 13 53

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

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

NOAPA3ZENEHVE

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

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

(umdpamm 1 NpoNmNCLO)

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

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




CMK Cypl'y AM-5.13.1-24

CyplyY

CypryTekui rocyaap
yHUBepEMTET

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

cTp. 50 13 53

MpnnoxeHne 21

¢opma BHYTPEHHEﬁ onmcm gen NnoCToAHHOro Cpoka XxpaHeHus

BHYTPEHHAA ONUNCb AE/1 NTOCTOAHHOIO CPOKA XPAHEHWUSA Ne1

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

BHYTPEeHHen onucu

HavmeHoBaHMe A0/KHOCTHOIO AINLA,
COCTaBMBLLEro BHYTPEHHIO OMnUCb
20 T.

(U dpamm 1 NPONMNCHLIO)

\

MNoanncb

. O. Pamunnung




CMK Cypl'y AM-5.13.1-24

Cyp ry Pepakums Ne 1
_ _ YnpaeneHue fOKYMeHTO060pOTOM
P rocpaperaens cTp. 51 1353

MprnnoxeHne 22

CDopma dKTa O BbiAeNneHNN K YHNUYTOXKeHNI0 AOKYMEHTOB, He nogsieXkalnx XxpaHeHuto

AKT O BbIAENEHN K YHUYTOXXEHNIO JOKYMEHTOB,
HE NOANEXALLNX XPAHEHUIO

20 T.

NOAPASAENEHWVE

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

KOMUCCUM apXmnBa» 0TOBPaHbl K YHUUTOXEHMIO Kak HEe MMEILLME HAYYHO — NCTOPUYECKON
LeHHOCTM 1 yTpaTMBLUME NPaKTUYeCKOoe 3HAYEHME HUXeCne yoLLme JOKYMEHTbI:

Cpokm
AaTta P
3arosioBoK XpaHeHwus
nnn MHpekc gena Kon-Bo
aAena vinm - n HoMepa
Ne . | KpanHwue no eanHuL - NMpumeyaHune
rpynnosov cTaTen
AaThl HOMEeHKNnaType | XpaHeHus
3arosioBoK no
aen
A nepeyHio
1 2 3 4 5 6 7
WToro Ea.xp. 33 roasl
(umdpamu 1 NponunckHo)
[ OKYyMEHTbI YHUUTOXEHbI NyTeM YTUIN3aLUn.
PaboTHUK apxmBa MNoanwvce N. O. Pamunng
- 20 2
Moanncek . O. Pamnnusa

CocraBuTtens (baMuans, JOMKHOCTb

COCTaBVBLLEro aKkT)
20 r.




CMK Cypl'y AM-5.13.1-24

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

o rocyass cTp. 52 3 53
JincTt peructpayumn NU3SMeHeHn
®. L. 0. aTa
Copep>xaHue AaTta JaTa Aat
Ne . Homep pa6oTHMKa, BCTynJieHns
N3MEeHEHUNI N NX noanncaHus BHeceHus o
N3M npukasa BHecLuero . | N3AMEeHeHU
KOOpAMHAaTLI npukKasa N3MeHeHNn
N3MeHEeHns B cuny
1. | JInct BHeceHnaA n 50 15.10.2024 ropamvesckas 22.10.2024 22.10.2024
corsiacoBaHus 0.0.
n3meHeHn Nel
2. | Jluct  BHeceHma wn | 55 12.09.2025 Tkauvesa 3. C. 17.09.2025 17.09.2025
cornacosaHus

n3MeHeHun Ne2




Cy

T

CypryTcKui rocynapcTaens
yHuBEpCHTET

CMK Cypl'y AM-5.13.1-24

plry

YnpaBneHune oKyMeHT0060poTOM

Pepakuma Ne 1

CTp. 53 1353

JINCT 03HaKOMJIeHuA

Ne

n/n.

AOMKHOCTb

®. L. 0.

AaTta

Noanuckb




