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1.1. Hacrosimumii cranmapt opranmuzanuu (nanee — CTO) ycranaBiauBaer o0mue TpeOOBaHUS K
0 OPMIICHHIO U COIEPKAHUIO PACTIOPSIUTENBHBIX U HHPOPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB,
co3naBaeMbix B bY BO «Cypryrckuit rocymapcTBeHHBIN yHUBepcuter» (manee — Cypl'V,
YHuBepcurer).

1.2. Hacrostmuit CTO oOs3aTeneH Uisi TPUMEHEHHUS BCEMU CTPYKTYPHBIMH TIOAPAa3eIICHUSIMHU
Cypl'V.

2. HopmaTuBHBIE CCBIIIKH

CTO paszpaboTaH B COOTBETCTBUU CO CIEAYIOIIMMU HOPMAaTUBHBIMU JTOKYMEHTaMHU:

— 3akoH P® ot 29.12.2012 Ne273-®3 «O6 ob6pazoBanuu B Poccuiickoit @enepanun» (B pen.
Ne32 o1 03.07.2016).

— Meroanueckre peKOMEHAANMU MO pa3paboTKe WHCTPYKIMA M0 JEJIONPOU3BOJICTBY B
(benepaabHBIX OpraHax MCIOJHUTENbHOM BiacTu (yTB. [Ipukazom Pocapxusa ot 23.12.2009 Ne76);
— TOCT P UCO 9001-2015. CucreMbl MEHEIDKMEHTa KadecTBa. TpeOoBaHMS;

— TOCT P - 7.097-2016 «Cucrema crangapToB 10 HHPOpMAIMH, OHOIHMOTEYHOMY U
u3aTeNnbCKoMy Jeny. OpraHu3alliOHHO-pacHopsiANTEIbHAS JTOKyMEHTaIus. TpeOoBaHUS K
0 OPMIICHHUIO JOKYMEHTOBY;

- T'OCT P 7.0.8-2013 CHBU/. Jenonpou3BOACTBO M apXUBHOE J€l0. TepMUHBI H
oTIpe/ieNICHUs;

—  VYcraB BY BO «Cypryrckuii rocyJapCTBEHHbII YHUBEPCUTETY.

3. OcHOBHBIE TEPMUHBI U ONIPe/ieIeHUs

Axm — oduUIUATBHBIA JOKYMEHT, COCTABIISIEMBIN JJis MOATBEPKICHUS] YCTAaHOBJICHHBIX
($aKkTOB ¥ COOBITHI U MOJMUCHIBACTCS YITOJIHOMOUYEHHBIMH JIOJPKHOCTHBIMU JTUIIAMH.

bnanxk  Odoxymenma — nuct OymMarm WM DICKTPOHHBIM IMAOJIOH C PEKBU3UTAMU,
MACHTU(DHUIUPYIOMMH aBTOPa O(QHUIMAIBHOTO JOKYMEHTA.

Buinucka uz Ooxymenma — KONMSI 4YacTU JOKYMEHTa, 3aBEpEHHass B YCTAHOBJIECHHOM

HOPsAKE.

Buvinucka uz npuxaza — BbIAEPKKA U3 KOHCTATUPYIOUIEH YaCTH OCHOBHOTO JOKYMEHTA, I1e
OTpaXaroTCsl 3HAYMMbIE PACTIOPSKEHUSI OTHOCUTENIBHO A€UCTBUI OTBETCTBEHHBIX JIUILI.

Hoknaonas 3anucka — JOKYMEHT, aJIp€COBAHHBIA PYKOBOJIUTEIIO OpraHU3alluu WU
PYKOBOJMTEINIO CTPYKTYPHOTO TOJApAa3elieHus, coaepKaluid o00CTOSTENIbHOE U3JI0KEHUE
KaKoro-iu60 BOMpoca ¢ BbIBOJIAMHU U MPEITIOKEHUSIMUA COCTABUTEIIS.

Hugpopmayuonno-cnpagounvlie O0OKyMeHmMbl — COBOKYITHOCTh JTOKYMEHTOB, COJCpPKAIIUX
uHpopManMio O (HAKTUYECKOM  TMOJOKEHUU  JIeJl, CIYXKAlllUX OCHOBAaHUEM I TPHUHITHUS
PENICHHUIA, TO3BOJISIFOT BRIOPATh TOT WJIM HHOU CIIOCO0 yIpaBIeHYECKOTO BO3ACHCTBUSI.

ObvacHumenvhas 3anucka. — TOKYMEHT, OOBSICHAIOMUN MPUYMHBI KaKoro-au0o AeicTBus,
(dakTa, TPOUCHIECTBUS, COCTABISIEMbId pPAOOTHUKOM OpraHu3alMk W  MPeACTaBIsEMBbIid
pykoBoauTento. OObsicCHUTENbHAS 3amucka OoQOopMIIsIeTCsl Ha CTaHAAPTHOM JIUCTe Oymaru u
azpecyercs KOHKPETHOMY JTOJKHOCTHOMY JIMILY.

ITucbmo — 3TO TEKCT B KOMITAKTHOH (hopMe Ha Oymare WM JIPYTUX HOCUTENAX. DTO BayKHAsS
dbopMa nepenucku Mexay AByMs U GoJiee aapecaTaMu.

Ilpeocmaenenue — NOKYMEHT, COAEPKAIIMN NPEJIOKEHUE O HA3HAYEHHUH, NEPEMELICHUU
WIM TOOUIPEHUHM JIMYHOIO COCTaBa, a TAKXKE PEKOMEHIALMIO OINPENCIICHHBIX ACUCTBHU U
MEpOIPUATHH 110 BornpocaMm aesteabHocTi Cypl'Y.

Ilpukaz — NpaBOBOM aKT, U3/1aBAEMbIl PYKOBOJMTENIEM NPEANPUATHS, NEHCTBYIOIIUM Ha
OCHOBAHUU €IUHOHAYAINS, UL Pa3pelICHUsI OCHOBHBIX M OIIEPATUBHBIX 3a]1a4 OpraHU3aluu.
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IlIpomokon — NOKyMEHT, PUKCUPYIOIIUNA X0J1 00CYXKIEHUSI BOIIPOCOB U MPUHATUS PEIICHUI
Ha COBEIllaHUsX, 3aceaanusx, CoBerax.

Pacnopsoumenvuvie 0oxymenmst — TOKYMEHTBI, B KOTOPBIX (UKCUPYIOTCS PEIICHHS
aJIMHHUCTPATUBHBIX U OPTAHU3AIMOHHBIX BOIIPOCOB JESATEIHPHOCTH OPTaHU3aIUH.

Cnyorcebnas  3anucka — JOKYMEHT, aJpPECOBAaHHBIM PYKOBOJIUTENIO OpraHMU3aliH,
CoJIeprKaluil 00CTOATETFHOE U3NI0KEHNE KaKOro-TuO0 BOMpOca ¢ BBIBOJAMHU M MPEATIOKEHUSIMU
COCTaBUTEJIS.

Cnpasxa — MOKYMEHT, COJIEPKAIIUi ONMMCAaHWE W MOATBEPXKIACHUE TEX WM WHBIX (HaKTOB
WM COOBITUH, B TOM YHUCIIE OHOTpapUUIECcKOro WK CIIYKEOHOT0 XapakTepa.

4. O01mue MoJ0KEeHUSA

41.B npouecce ACATENBHOCTH  YHHUBEPCHUTETa  OOpa3ylOTCS  pacCloOpsAUTENbHBIE U
MH(OPMALIMOHHO CTIPABOYHbIE JOKYMEHTHI.

4.2. K pacniopsiAuTeTbHBIM IOKYMEHTaM OTHOCSITCS:

—  TIPUKa3bI;

—  pacnopsKeHUs;

—  TPOTOKOJIBIL.

4.3. K uHbOpMaIMOHHO - CIIPABOYHBIM IOKYMEHTaM OTHOCSITCSI:

—  CIIpaBKY;

—  chnyxeOHble, TOKJIaIHbIe U OOBSICHUTEIbHBIC 3AUCKH;

—  TMpeJIOKEeHHUS;

— TPEACTABIICHUS;

—  aKThI;

— [HchbMa.

4.4. PacniopsiiuTeNbHble U MTHPOPMALIMOHHO-CIIPABOYHbIE TOKYMEHTHI MeYaTatoT Ha (PUPMEHHOM
onanke Cypl'Y ¢ ucnonbp3oBaHHEM CPEJICTB KOMIIBIOTEPHON TeXHUKH Ha OjaHKax gopmarta A4,
pu 3TOM HCTionb3yIoT mpudT Times New Roman, 13, 14 pa3zmep, ¢ MEKCTPOUHBIM OAHMHAPHBIM
MHTEPBAJIOM.

4.5. Ilpu co3naHuu AJOKYMEHTa Ha JABYX M 0oJiee cTpaHHUIaX BTOPYIO M MOCIEAYIOIINE CTPAHULIBI
HyMmepyroT. HomMmepa cTpaHuIl NpOCTaBIAIOTCA IOCEPEAVMHE BEPXHErO MOJsA JOKYMEHTa Ha
paccTosiHuu He MeHee 10 MM OT BEpXHETro Kpasi JUCTa.

4.6. TekcT TOJKEH UMETh 3epKaJIbHBIC MOJIS CISAYIOIMIHNX Pa3MEpPOB:

— BepxHee — 2 CM;

—  HIKHEe — 2 CM;

— JIeBOe — 2 CM;

— 1pasoe — 1 Cwm;

JIOKyMeHTbI JIUTeNnbHbIX (cBbie 10 J€eT) CpOKOB XpaHEHMs JOJIKHBI UMETh JIEBOE IOJIE HE
MeHee 30 mm.

BrlpaBHUBaHUE TEKCTa — M0 LIMPHHE, PACCTAHOBKA IMEPEHOCOB — aBTOMATHUYECKas, 3alpeT
BUCAYUX CTPOK.

4.7. llupuHa CTPOK 3arojIOBKOB Ha THUTYJbHBIX JHUCTaX J0JKHA ObITh He Ooiee 150 mwm.
3aroJOBKM BBIACISAIOT MOTYXHUPHBIM MIPU(TOM, 32 HCKIIOUEHHEM muceM. AO3amHbBIA OTCTYyH
JOJKEH OBITh OJJMHAKOBBIM T10 BCEMY TEKCTY JOKYMEHTa U paBeH 1,25 cm.

4.8. Jlata peructpaiu JOKYMEHTa COOTBETCTBYET AaTe MoAnucaHus (yTBepkKACHUs) TOKYMEHTA.
JlaTa JDOKyMEHTa 3alMChIBA€TCA B IOCIIEIOBATEIILHOCTU: J€Hb MECAlld, MECSI], TOJ OJHUM W3
JBYX CIIOCOOOB:

apabckumu nudpamu, pa3aeneHHbIMu Toukoi: 15. 05. 2018r.;
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CJIOBECHO-IIM(PPOBBIM criocoboM, Hanpumep: 15 mas 2018 r.

4.9. Kpome pyKoBOIUTENS TOKYMEHTHI MOXKET MOIMUCKHIBATH JIUI0, 3aMEIIAl0IIee ero o TeM U
UHBIM TpuunHaM. [Ipu moanmucaHumM JOKyMEHTa JHUIIOM, UMEIOIIMM IpaBO MOAMKCH B CiIydae
BPEMEHHOTO OTCYTCTBUSI PYKOBOJAWTEINS, WCIPABICHUS B HAaWMEHOBAHWE JOJDKHOCTH H
pacmuppoBKy GaMmwInKA YK€ TOJATOTOBIEHHOTO W COTJIACOBAHHOTO MPOEKTa JOKYMEHTa
BHOCSITCSL OT pyKu. He jomyckaercs cTaBUTh KOCYIO UEpTY, HAAMKCH «3a» Mepel HAMMEHOBAHUEM
JOJHKHOCTHU 3aMEIAIOIIETOo JINIA B MOAMHCH.

4.10. Ilpomiecc NBWKEHUS PACTIOPATUTENBHBIX W HMH()OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB
BHYTpH YHuBepcurtera otpakeH B JII1-5.13-16 «YnpaBienne 10KyMEHTOOOOPOTOM.

4.11. [lepeueHb JOKYMEHTOB, Ha KOTOPBIX CTaBUTCS TrepOoBasi Iiedarb, NPEJCTaBICH B
[Ipunoxenun 1.

4.12. O6pa3ipl BHYTpEHHUX (UPMEHHBIX OJAHKOB MO BCEM BUAAM JCSATEIHFHOCTH PACIOIOKEHBI
Bo BHyTpeHHeii ceru Cypl'Y mo azapecy:  http://www.surgu.ru/blanks_surgu.html
/[JOKyMEeHTBI/HOBBIE OJIAHKH.

5. [Ipuka3bl U pacnopszKeHusI

5.1. HpI/IKaBBI H PACIIOPAXKCHUA ITOAPA3ACIIAIOTCS 110 CIACAYIOIUM BUIaM JCATCIbHOCTHU!

— II0 OCHOBHOM JCATEIbHOCTH,

— TI0 JINYHOMY COCTaBYy 00y4aromnxcs;

— TI0 JINYHOMY COCTaBY COTPY/IHUKOB.

5.2. Tlpuka3sl 1O OCHOBHOW [EATENBHOCTH W3JAIOTCS TMPU CO3JaHUM, PEOPTaHU3AIINH,
JUKBUJAIMNA OpraHU3alMd, YTBEPKJACHUHM M HU3MEHEHUH CTPYKTYpPhl M INTAaTOB, B IEAX
yTBEpKACHUS W (MJIM) BBEICHHS B JCHCTBHUE JOKYMEHTOB (MOJOXKEHHM, MHCTPYKIIMH, MpaBuUI,
pErJlaMeHTOB W Jp.), NpPH HEOOXOIUMOCTH PETYJIUPOBAHMS BOMPOCOB (DMHAHCUPOBAHUS,
MaTepPHATbHO-TEXHUYECKOTO 00ECTICUeHUs, HAyYHO-TEXHUYECKOUN MOIUTUKH, WH(HOPMAIIMOHHOTO
Y JJOKYMEHTAIIMOHHOTO 00eCTICUeHUS U Jp.

5.3. I[Ipukassl MO JTUYHOMY COCTaBY OOYYAIOIIAXCS PETYTHPYIOT NPUEM, MEPEBOJ, OTUUCICHUS
CTYJICHTOB, BBIHECEHHE B3bICKAHUI U NOOILIPEHUM, IPEJOCTABICHUE OTIYCKOB CTYIEHTAM.

5.4. ITpn HEOOXOJUMOCTH PEIIUTH OMEpPAaTUBHBIC W XO3SMCTBEHHBIE BOMPOCHI B KOHKPETHHIC
CPOKH, OTBETCTBEHHBIM HCIIOJIHUTEJIEM pa3pabaThiBaeTCs pacrnopsbkeHue. PacmopsbkeHune He
JOJKHO COJIepKaTh TIpEANUCaHU, HOCSIIIUX HOPMATUBHBIMA XapakTep.

5.5. O6s3aTenbHBIMU PEKBU3UTAMHU TIPUKa3a (pacIopsKCHUS) SBISIOTCS .

— HAWMEHOBaHHE OpraHU3aIlUH,;

— nasBanue Buaa gokymenta (IIPUKA3 /PACITIOPSI)KEHUE);

— JlaTa ¥ pEerUCTPAIlMOHHBIN HOMEp JOKYMEHTA,;

—  MECTO COCTaBJICHUS WM U3JaHUS;

—  3aroJIOBOK K TEKCTY;

—  TIOJIHKCH,

—  BHU3BI COTVIACOBAHMS JOKYMEHTA.

5.6. [11abmon mpukasa (pacnopsukeHus1) mpeacTaBiacHbl B [IpunoxkeHnsx 2, 3 COOTBETCTBEHHO.
5.7. IIpuka3 (pacmopspkeHUE) COCTOUT U3 JABYX YacTeW: KOHCTATUPYIOIICH U PACTIOPSIUTEIBHOM.
TekcT B npukazax (pacHnopsKEHUSIX) U3JIaraloT OT MEPBOTo JUIA €JMHCTBEHHOTO YHCIIa.

5.8. KoHcratupyromias 4acTh IpUKa3a MOKET HaunHaThes cioBaMu "B nemsix", "Bo ucnonnenue",
B Hel u3naraeTcss 0OOCHOBaHME, MPUYUHBI, 1IN, MOCIYXUBIIUE OCHOBAHUEM [UJISl CO3JaHUSA
MpuKasa.

5.9. Eciu ocHOBaHHMEM [Tl M3JJaHUs ITPHUKa3a (PacropsHKEHUs) MOCTY I 3aKOHOAATSIIbHBIA HITH
HOPMAaTUBHO - IIPABOBOM aKT BBIIIECTOSALIEH OpraHu3aluy WU JOKYMEHT, PaHEe M3JaHHbIA B



http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit
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VYHuBepcuTeTe, B KOHCTAaTUPYIOLIEH YacTH YKa3bIBAalOTCA €ro Ha3BaHHe, jaara, Homep. Eciu
npukas (pacrmopspkeHHe) H3JaeTCs B HWHUIIMATHBHOM TMOPSJKE, B KOHCTAaTHPYIOIICH YacTh
(bOopMyIHUPYIOTCS LIETH U 3a/1a4¥ MPEANUCHIBAEMbIX IEUCTBUIA, U31araloTcs (PakThl WIH COOBITHSA,
MOCITY)KUBIIHE IPUYINHON M3TaHUs TPHKa3a (PacropsuKEHIs).

KoHncratupyromas yacte otaensercs oT pacnopsanurensbHoro ciosa "[IPUKA3BIBAIO" — nns
npukasa u «OBA3BIBAIO» — myist pacnopsikeHusl, KOTOpOE MeYaTaeTcsi C HOBOW CTPOKH OT MOJIA
CTPOYHBIMU OYKBaMHU.

5.10. PacniopsimuTenpHast 4acTh JOJDKHA COACPKATh MIEPEUNCIICHNE TPEANICHIBAEMBIX JICHCTBHI C
yKa3aHUEM HCIIOJHUTENS KaKJIO0TO JEHCTBUS U JOMOIHUTEIBHO CPOKOB HcnoiHeHus. [Ipu atom
pacropsIuTeNIbHasl 4acTh JICIWTCS HA IYHKTBI, €CIU HWCIOJHCHHE NpuKasza (pacmopspKeHus)
MIPEANOJIAracT HECKOJIBKO UCIIOJHUTENEH U BBIIIOJIHEHUE PA3JIMYHBIX IO XapaKTepy ACHCTBHM.
5.11. Ecniu nelicTBHe, OTpak€HHOE B NpHUKa3ze (pacmopsiKEHUH), MPEIoJiaraeT KOHKPETHOTO
WCIIOJTHUTESI, COOTBETCTBYIOIIUI MYHKT JOKYMEHTA JIOJKEH HAUMHATBCS C YKa3aHUs JOJDKHOCTH
U (paMWINKA UCTIONHUTENS (MHUIMAIBI B TEKCTE CTaBATCA mociie GaMUInuu) B JAaTEIbHOM TMajieike
(mpuKasbl) ¥ B POJUTENLHOM Majexe (pacrnopsbkeHus). CeneHus o0 yrmpaBIeHYECKOM ICUCTBUU
MepelaT TIarojoM B HeolpeaeleHHOW (opMme U JOMOJHEHHEM ¢ 0003HAYeHHEM OOBEKTa
neiictBus (Hanpumep, HadyanbHUKY Y bull [lopommny A. B. moaroToBuTh TEXHUYECKOE 3aaHHE).
B kadectBe ncnonHuTeneil MOryT ObITh YKa3aHbl U CTPYKTYPHBIC OPA3ACTIEHUS.

5.12. 3aronoBok sBIsIETCS 00sA3aTENFHBIM PEKBH3UTOM TIpuKa3a (pacnopsbkenus): OH J0oiDKeH
OBITH CPOPMYIIMPOBAH YETKO, KPATKO, BbIpakasi OCHOBHOE COJIEp’KaHHUE JOKYMEHTA, U JOJDKCH
oTBe4yaTh Ha Bompoc: «o ueM?» Hamnpumep: «O co3manum sKkcnepTHOW Komuccumy», «0O0
n3MeneHuu ycrasa Cypl'V».

5.13. Ykazanue cpoka HCIOJHEHHUs MprKa3a (pacnopssKeHHs ) MmevaTtaeTcsl OTACIBHOM CTPOKOM U
odopmIIsieTcs Kak JjaTa 3aBEepIICHUS UCTIOTHEHMUSL.

5.14. B nociegHeM MyHKTE pacHoOpsAUTENIbHOW YaCTH YKa3bIBAIOT KOHKPETHBIX JIUII, HA KOTOPBIX
BO3JIaraeTcs KOHTPOJIb 332 UCMOJIHEHUEM PacHOPSAAUTENIbHOTO JOKYMEHTA.

5.15. B npuka3 He crnenyeT BkiIO4aTh MyHKT "[lpukas moBectu no cBeaeHus..." [loapasnenenus
(OJKHOCTHBIE JIMLA), O CBEACHUS KOTOPBIX JAOBOJUTCS INPHUKa3, NEPEUUCISIOTCS B yKas3aTelle
PacChUIKU, KOTOPBIN UCIIOTHUTENb TOTOBUT BMECTE C MPOEKTOM IMPUKa3a.

5.16. o mpenacTaBieHHMs Ha MOJANUCh MPOEKT TNpHKasa (pacmopsuKeHUs) BH3HPYETCS
(coryacyeTcsi) BCeMH 3aMHTEPECOBAHHBIMU MOAPA3ACICHUSIMHU U TOJKHOCTHBIMU JIMIIAaMU. BU3bI
MPOCTABIISAIOTCS HA 0OOPOTHOW CTOPOHE MOCIIETHETO JIUCTa JOKYMEHTA.

5.17. Ecnmu x mpoekry mnpukaza (pacrmopsKeHHs) HMEIOTCS MPHIOKEHHS CHPAaBOYHOIO WU
aHAJIIUTUYECKOTO XxapakTepa (rpaduku, CcXembl, TaONMIbI, CHOUCKH), B TEKCTE MpHKa3a
(pacmopsbkeHUsI) B COOTBETCTBYIONIMX IYHKTaX PacCIOPSIUTEIILHON YacTH JAlOTCS OTCHUIKH:
(«ITpunoxenue 1»), («IIpunoxenue 2»).

Ha camoM mnpusokeHMH B TMpaBOM BEpXHEM yIiay NEpBOro JHCTa II€4aTaercs CJIOBO
«IIpunoxenue» (ecnu MPUWIOKEHHE COCTOUT U3 HECKOJBKUX CTpPaHHI, OHO HYyMepyeTcs
apaOCKuMu TUPPAMU;-€CIIH TPUIIOKEHUE OJTHO — €r0 He HYMEPYIOT) M YKa3bIBaeTCs, K KaKOMY
MpPUKa3y WIK MyHKTY MpuKa3a otHocuTcs [lpunoxenue.

5.18. Ecnu [IpunoxeHuem K mpuKasy sBJISETCS yTBEPKIAEMbI TOKYMEHT (ITOJIOKEHHE, MTpaBuia,
MHCTPYKUHUS U T.I.), B COOTBETCTBYIOLIEM IYHKTE PACHOPSAIUTEILHON YacTH JIeNIaeTCsl OTMETKA!
(npunaraercs).

5.19. [Ipuka3bl HOAMUCHIBAIOT PEKTOP WIIH MPOPEKTOP, OQUIIHATHHO UCTIOIHSIOMINMA 00513aHHOCTH
PYKOBOJUTENSI BO BPEMSI €r0 OTCYTCTBUSI (KOMaHIHUPOBKA, OTIIYCK, 0OJ€3Hb), U MPOPEKTOP IO
YMP 1o Bompocam, KacaroUuxcs JMYHOTO cocTaBa oOydaromuxcsa. PacnopspkeHus —
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MOJNUCHIBAET PeKTOp, IlepBbIil MPOPEKTOp; MPOPEKTOPHl — TOJBKO IO HANPABIECHHUIO CBOEH
JeSITEIbHOCTH (B COOTBETCTBUU C JIEUCTBYIOIIUM IIPUKA30M O JIEJIETUPOBAHUH TOTHOMOYHIA).
5.20. [IpaBo moamucu pacnopsKEHUN B Mpe/enax cBOed KOMIETEHIIMH UMEIOT TaKkKe AUPEKTOpa
WHCTUTYTOB, 3aBeaylolue Kadeapoid, TUPEKTOp ULEHTpa KOJUIEKTUBHOIO IIOJIb30BaHUS U
PYKOBOJUTENN TMPOEKTOB. PacnopsikeHue AMpeKTopa HHCTUTYTa, 3aBEIYIOIIEro KadeIpowu,
JIUPEKTOpa IEHTPa KOJUJIEKTUBHOTO TIOJIb30BaHUS, PYKOBOJAUTENS MPOEKTOB odopmiseTcss Ha
MPOJOJILHOM OJIaHKE OpraHu3allMd C yKa3aHHeM HAaUMEHOBAaHUS TOApa3/ieieHus (MHCTUTYTA,
[EHTpa, TMPOEKTa), TOANUCHIBACTCS JUPEKTOPOM HMHCTUTYTA, 3aBEAYIOIIUM  Kadeapoi,
mupektopoMm  LlenTpa, pykoBoauTeneM TpoekTa C yKazaHueMm JoibkHoctd. [IlaGnon
pacmopsbKeHust st JUPEeKTopa MHCTUTYTa, 3aBeAyromero kadeapoit, mupektopa lLleHTpa
KOJIJICKTUBHOTO TTOJTb30BaHUS, PyKOBOAMUTENS MPOEKTa mpeacTasieH B [Ipunoxennn 16.

5.21. Ecau mpuka3 (pacrmopspKeHHE) H3MEHSET, OTMEHSET WM JIOTOJHSCT paHee W3JaHHBINH
JOKYMEHT WJIM KaKue-TO €ro MOJIOKEHHUs, TO OJIMH U3 MYHKTOB PaclopsIUTEIbHON 4acTu TeKcTa
JOJKEH COJIEp’KaTh CCHUIKY HAa OTMEHSIEMBIA TOKYMEHT (ITYHKT JOKYMEHTa) C yKa3aHHUEM €ro
JaThl, HOMEpa M 3arojioBKa, a B KOHCTaTHPYIOUIEH 4YacTH TEKCTa yKa3aThb MPUUYMHY/OCHOBAHUE
BHOCUMBIX M3MEHEHUH; WM MOBTOPUTh KOHCTAaTHPYIOIIYI) 4YacTh OCHOBHOIO IpHKa3a
(pacniopskeHust), B KOTOPBI BHOCSATCS U3BMEHEHHUS. .

5.22. VI3MeHeHHS BHOCSTCS B TOM Ciydae, €CIIHM MEHSETCS Kakas-TH0O0 -M3JI0KEHHas B HEM
(daxtuyeckas uHpopmanua. Hanpumep, u3gan mpukaz O pacnpeiesieHUd MOTHOMOUMM MEXIy
PYKOBOJUTENSIMA OpPraHM3allMM, HO TII03KE MPOM3OIIIN KaJpOBble IEPECTAaHOBKHU: OIHMH
COTPYAHMK YBOJIEH, @ HA €r0 MECTO Ha3HaueH HOBBIU. B ciyuae, korna QyHKIMOHAT YBOJIEHHOTO
COTpYJIHHMKA HEOOXOJUMO IepelaTb BHOBb NPUHATOMY, 0€3 H3MEHEHHUS «OCHOBHON» CYyTH
OonblIeil yacT TEKCTa MpUKa3a, M3AAaeTCs HOBBIM JOKYMEHT, C TIOMOILIBIO KOTOPOIO BHOCSATCS
U3MEHEHHs B yxe JeicTByronmii. [Ipuka3pl, B KOTOpble BHOCITCS W3MEHEHHUs, JOKHBI UMETh B
TEKCTE OrOBOPKY: «O BHECEHUH U3MEHEHUH B IPUKA3 OT «__ » No ». Ecmm
paHee W3/IaHHbIN MPUKA3 MOMAJICKUT U3MEHEHUIO YaCTUYHO, TO B, POEKTE MpUKa3a JaeTcs HOBas
penakiys KOHKPETHOro MyHKTa, Hampumep: «IIyHKT 2 mnpHka3za H3JI0KUTh B CIEAYIOLICH
pelaKIuu: « » (1 manee maeTcsi HOBBIM TEKCT).

5.23. Ecniu co BpeMeHEM NOSIBISIIOTCS Kakue-Tu00 HOBbIE (DaKThl, KOTOpbIE HE ObUIM YUYTEHBI B
MOMEHT U3JIlaHUsl TMPUKa3a/paclopsiKeHus, To  odopmiseTcs NpUKa3/paclopsyKeHUE B
JIOTIOJTHEHHE K paHee n3laHHoMy. Hampumep, npruka3oM YTBEpIHIN CIIUCOK YJIEHOB DKCIEPTHOU
KOMHUCCHH, HO BO3HUKJIA TIPOM3BOACTBEHHAS HEOOXOIUMOCTh BKJIIOUHUTH B €€ COCTaB €Ille OJHOr0
ysieHa. B aTom cnyuyae OyaeT u3/laH HOBBIM NMPUKa3 O BHECEHUH JOMOJIHEHHUI B paHee M3/IaHHbIH
nokymeHT. OH odopmiseTcss aHaJOTUYHO IPHKAa3y «O BHECEHWH H3MEHEHUil...». [lpukassbl,
ABIISIOLINECS JIOTIOJHEHHEM K paHee W3JIaHHBIM, JODKHBI MMETh B TEKCTE OroBOpKy: «B
JIOTIOJTHEHHE K MPUKA3y OT «___ » Ne ».

5.24. JleiicTBHe mpHKa3a OTMEHSET TOJIBKO HOBBIM MpHKa3, a IEHCTBUE PACTIOPSIKEHHUS] OTMEHSET
TOJIBKO HOBOE PaCIOps/KEHHUE.

5.25. MHOrocTpaHU4HbIC NPUKA3bI (PACTIOPSIKEHMS ) HyMEPYIOTCs apabckuMu nudpamu, HadnHas
co 2 crpanunsl. Homep npocraBnsieTcs mocepeiiHe BEpXHEro Mo Ha paccTossHuu He MeHee 10
MM OT BepxHero kpas jucta. Ecnu mpukas (pacnopsikenue) ohopMIIeH Ha OJHOM JIHCTE, OH HE
HyMEpYETCsL.

5.26. latoit mpuka3za (pacrnopspkeHus ) IBIIIE€TCA JaTa MOANUCAHUs TOKYMEHTa PYKOBOAUTEIIEM.
5.27. Ilpu neobxomumoctu cotpyauuky Cypl'Y MokeT OBITH NpeaocTaBlieHa BBINHCKA U3
npuKasa, Ui MPEICTaBICHUS B MHBIC YUPEKICHUS U HHCTAHIIHH.

5.28. [Ipn odopmiieHUN BBIMUCKH W3 IMPHUKa3a MOJHOCTHIO BOCHPOU3BOIAT KOHCTATHPYIOUIYIO
yacTh IMpHUKa3a, PEKBU3UTHI OaHkKa mpukaza, npu 3ToM cioBo «I[IPMKA3» 3amensior Ha
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«BBIITMCKA N3 ITPUKA3A», perucrpaliuoHHbIA HOMEP M JAATy INpUKa3a HE U3MeEHsoT. U3
pacropsIMTeIbHOM 4YacTU MEPEeHOCST TOJNBKO HEOOXOMUMBIA MYyHKT(b) HpHKa3a, yKa3blBAIOT
HaUMEHOBAaHUE JOJDKHOCTH TOJMNMCABIIEro IpHKa3, HWHUIManbl, ¢ammwiuio. Iloanucs
PYKOBOJUTEIS B BBIITUCKE U3 IIPUKAa3a HE CTABUTCS.
5.29. OTMeTKa 0 3aBepeHUN KOMHH JOKYMEHTa 0(OPMIISIETCS ISl IOATBEPKACHUS COOTBETCTBUS
KONMM (BBIMUCKM W3 JOKYMEHTa) MOAJIMHHMUKY JOKyMeHTa. OTMeTKa O 3aBEpeHMM KOIHHU
IPOCTABIIAETCS TOJ PEKBU3UTOM «IOJNKUCH» U BKIIOYACT: CIOBO «BEPHO»; HAMMEHOBAHHE
JOJDKHOCTH JIMIIA, 3aBEPUBIIEr0 KONHUIO: €ro COOCTBEHHOPYYHYIO MOJINHMCh; PacUIM(ppOBKY
NOJNUCH (MHULMAJIBI, (aMIIINIO); 1aTy 3aBepeHus KONuu (BBITUCKU U3 AoKyMeHTa). Hanpumep,

BEPHO

Wucnekrop otaena kaapos  [loonuce H.0. Pamunusa

Jlama

5.30. Ecnu xonust JOKyMEHTa BbIIAETCA JUIsl IPEICTABICHUS B IPYT'YI0 OPraHU3alUIo, OTMETKA O
3aBEPEHUU KOMHUH JOTMOJHIETCS HAAMUChI0 O MECTE XpaHEHHUs JOKYMEHTa, ¢ KOTOpOoro ObLia
usrorosyieHa komus («IloJIMHHUK NOKyMEHTa HaxXxoIuTcs B (HaMMEHOBaHME OpTaHU3alluu) B
nene N 3a roJl») U 3aBepsAeTcs NeyaTblo oprauu3anuu. lledaTs cTaBUTCSA HUXKE TEKCTA.
5.31. Ecin xommsi TOKyMEHTa OCTAa€TCS B OPraHM3AINHU, JOCTATOYHO 3aBEpeHHE PaOOTHHKOM:
«BepHo».

6. IIpoToxo.sI

6.1. ITpoTokon cocTaBisieTcsl O pe3yJibTaTaM MPOBEACHHS COBelIaHus, 3aceqanusi CoBeta uiu
paboueii rpymnmbl. [[1abmoH npoTokona npeacrasieH B [Ipunoxenuu 4.

6.2. ITpoTokon oopmiisieTcst B MOTHON U KpaTKoil popme.

6.3. TekcT MpoTOKOJIa COCTOUT U3 ABYX YacTeil — BBOJHOW U OCHOBHOMW. BBOTHAS YacTh B MOJTHOM
U KpaTKoil ¢opMax MpoTokojia opopMisieTcss AeHTUYHO. B He#l ykaspiBatoTcs: pamuinu, ums,
OTUYECTBO MpeJCceaTeNs U CEKpeTaps 3aceanus (COBEIIaHms).

6.4. Ecnu KOoIM4ecTBO MPUCYTCTBYIOMIMX MPEBBIMIAET 15 YenoBek, BO BBOJHOW YaCcTH MPOTOKOJIA
JIeNaeTcsl CChUIKAa Ha CHUCOK, SIBISIONIMHCA HEOTHEMJIEMON YacThlO MPOTOKOJIA, HAIpUMED:
[IpucyrcTBoBanm: 25 yen. (CIUCOK MPHUIIaraeTcs).

6.5. BBojiHas dYacTh TMPOTOKOJIAa 3aKaHYMBAETCS IIOBECTKOM JIHS, COJEp)Kalled IepeyueHb
paccMaTpuMBaeMbIX BOIPOCOB, IMEPEUMUCICHHBIX B TMOPSAKE HMX 3HAYMMOCTH, C YKa3aHHEM
JOKJIaTYUKA TI0 KaXJOMY pacCMaTpUBaEeMOMY BOTIPOCY.

Bomnpocwr moBectku mHa Gopmymnupyrorcs ¢ npemsorom «Oy», «O0», meyaTaroTcss OT TpaHHUIIbI
JIEBOTO TOJIS M1 HYMEPYIOTCS apaOCKuMu 1udpamu.

He pexomenyeTcsi BOPOC WK TPYIITY BOMPOCOB (hOPMYITHPOBATH CIIOBOM «Pa3zHoey.

6.6. OcHOBHasl 4YacTh TEKCTa MPOTOKOJIA COCTOMT W3 Pa3feiioB, COOTBETCTBYIOIIUX IyHKTaM
MoBeCTKH AHs. TeKCT KaxXa0ro pasjiena CTPOUTCS MO CXEME:

CJIYIIAJIN:

BBICTYITUJIA:

ITOCTAHOBWJIN (PEHINJIN):

6.7. B paznene «CIIYIIAJIV» npuBoasiTcs: haMuiusi 1 MHUITHAIBI JOKJIATIHKA, COJEPKaHUEe €ro
nokiana (coobuenus, nHpopmaiuu, ordera). Eciam TekeT qoknana mpeacTaBieH TOKIaI9UKOM B
MACbMEHHOM BHJIE, JIOMYCKAETCS MOCJE YKa3aHUs TEMbI BBICTYIUIEHUS JI€JIaThb OTMETKY: «TEKCT
noknaaa npunaraetcs». [lepen ciosom «CIIVIHAJINY mpocTaBisieTcss HOMEP B COOTBETCTBHUH C
MMOBECTKOM JTHS.
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6.8. B paznene «BBICTYIINJIN» yka3wiBatoTcs (haMWIMKA W MHHUIHAJIBI JIAL, BBICTYNUBIIUX B
00CYXXJIEeHUH, a TAaK)KEe WX BBICTYIUICHMS, BKJIIOYasi BOMPOCH! K JokIaauuky. [lpu Heooxoaumoctu
nociie (haMUIIMK BBICTYIUBIIETO YKA3bIBAETCS €0 JOKHOCTb.

Kaxnayro ¢amunnio ¥ MHMLIMAIBL BBICTYMAIOIIMUX ME€YaTal0T ¢ HOBOW CTPOKH B MMEHUTEIBHOM
Najexe, 3aKUCh BHICTYIUICHUS OTAEISAIOT OT PaMMIUU Je(PUCOM.

6.9. B pasznene «IIOCTAHOBWJIN (PELLJIN)» 3anmuckiBaeTcsl MPUHITOE pelieHne, KOTOPoe
dbopMynupyeTcsi KpaTKO, TOYHO, JIJAKOHMYHO BO M30eXkaHUE IBOSKOro TosikoBaHus. Hapsgy c
PELICHUEM YKa3bIBAETCSI KOJUYECTBO I'OJIOCOB, MOJAHHBIX «3a», «IIPOTHUBY, «BO3IEPKABIIUXCS,
a Tak)Ke CIIMCOK JIML, HE YYaCTBOBABIIHUX B FOJIOCOBAHUH.

Pelienne MoxeT cofepkaTh OJUH UM HECKOJBKO IMYHKTOB, OHU PAcIioararoTcs 1Mo 3HaYUMOCTH,
KaXJbI U3 HUX HyMEPYETCHL.

6.10. Conmeprxkanne 0coOOTO0 MHEHHS, BBICKA3aHHOTO BO BpeMsl OOCY)KIEHHS, 3alHCHIBACTCS B
TEKCTE MPOTOKOJIA MTOCJIE COOTBETCTBYIOIIETO MOCTAHOBIICHUS (PEIICHNUs).

6.11. B xpaTkoM TpOTOKOJIE YKa3blBaeTCs HOMEp BOMpPOCa B COOTBETCTBHHM C MOBECTKOM MIHS,
CoJIep’KaHHEe BOIIPOCA U MPUHSTHIE PELICHUS.

6.12. [IpoTokou 3aceanusi MOJIMUCHIBAIOT MIPeIceaTeNlb U CEKpeTaph. B 0c000 BaXHBIX CiTydasx
MIPOTOKOJI TOJKHBI BUBUPOBATh BHICTYIMABIINE. BU3bI MPOCTaBISAIOTCS Ha JIEBOM M0OJIE€ IOKYMEHTA
Ha YPOBHE 3aIIMCH BBICTYIIJICHUS.

6.13. Jlatoii mpoTOKOJIa SIBJISIETCS JaTa COOBITHS (3acedaHwsi, COBEMAaHUS W T.A.). Eciu OHO
MIPOJIOJXKAJIOCH HECKOJIBKO JHEMN, TO TOCPEICTBOM «THPE» YKA3bIBAIOT AAThl Hauajaa U OKOHYAHUS
3acenanusi. Hanpumep, 16 - 17.03.2018 r.

6.14. [IpoTokoyiaM NMpUCBaWBAIOTCS MOPSAKOBbIE HOMEpPA B Mpe/eNax KaJeHAapHOTO roja.

6.15. Konuu npoToKoJIOB MpU HEOOXOIMMOCTH PACCHIIAIOTCS 3aMHTEPECOBAHHBIM CTPYKTYPHBIM
MOJIpa3JeIeHUSIM U JTOJDKHOCTHBIM JIMIIAM B COOTBETCTBHUU C YKAa3aTEJEM PAaCCBUIKU; yKa3aTellb
COCTaBIIIET W TOJINUCHIBAET OTBETCTBEHHBIM HWCIIOJHUTEIb TMOJPAa3/eIeHNs, TOTOBUBILIEIO
paccMoOTpeHHUe BOIpoca.

6.16. Beimucka W3 MpOTOKOJIA MPEACTABISIET COOONH TOYHYIO KOMHIO YacTH TEKCTa MOJJIMHHOTO
IIPOTOKOJIA, OTHOCSILIETOCs K TOMY BONPOCY ITOBECTKH JIHS, II0 KOTOPOMY I'OTOBSAT BHIIUCKY. OHa
BOCIIPOM3BOJUT BCE PEKBU3UTHI OJaHKa, BBOAHYIO 4YacTh TEKCTa, BOIPOC IMOBECTKU [IHSA, MO
KOTOPOMY TOTOBHUTCSI BBIITUCKA, M TEKCT, OTpa)karollui OOCYXXJAEHHE BOMpPOCa MU MPHUHATOE
pemenue. [llabnoH BBIMHCKU W3 MpOTOKONa mpexactaBieH B [lpunmoxkenun 5. Beimucky u3
MIPOTOKOJIAa MOJNUCHIBAET CEKPETAPb.

6.17. Bemmucky u3 npotokosia Yuénoro Coeta, nmoanuceiBaeT [Ipeacenarens Yuénoro Cosera u
VYuensnii cexperapb. [1labmoH BBIMKMCKM M3 TNPOTOKOJIA YYEHOTO COBETa NPEJACTABIECH B
ITpunoxenun 15.

7. CnipaBKku

7.1. CripaBKkH, OTpaKaIOLIKE OCHOBHYIO JIEATEIBHOCTh OPTraHU3aI[lH, MOTYT OBITh:

—  BHEIIHHUMUY;

—  BHYTPEHHUMH.

BHemHue cnpaBku COCTaBISIOTCA Ui TMPEACTABICHUS B JAPYTYI0 OpPraHU3allMi0; CHpPaBKU
BHYTPEHHHUE COCTABJISIFOTCS JJIsl IPE/ICTABIICHUsI PYKOBOJICTBY YHUBEPCHUTETA.

7.2. Buemaue cnpaBku oQOpMIISIFOTCS Ha 00mIeM OJlaHKe YHUBEPCUTETa; BHYTPEHHHE — Ha
CTaHJAPTHOM JMCTe OyMaru, aHaJIOTMYHO BHYTPEHHEH CI1y>)KeOHOH 3aIucKe.

7.3. O6s13aTeIbHBIMU PEKBU3UTAMU CIIPABKU SIBJISIOTCS:

— HAaUMEHOBaHHWE OpraHu3auuu (Uid BHYTPEHHEH — HaUMEHOBAaHHUE CTPYKTYpPHOTO
NO/Ipa3/JIeeHHUs ),
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— HaMMEHOBaHWE BHUJA JOKYMEHTA,;

— JlaTa ¥ perucTpalvOHHBIA HOMED;

—  MECTO COCTaBJIeHHUs (/7151 BHEIIHEH CIIPaBKH);

— ajpecart, 3arojIoBOK K TEKCTY;

—  IOJIUCH;

— OTTHUCK neyaTu (i crpaBKu 6uorpaduueckoro u ((MHAHCOBOTO XapaKTepa).

7.4. 3aroj0BOK K TEKCTY CIpPaBKU JOJKEH OTBeYaTh Ha Bompoc «O ueM?» U MOXKET BKIHOYaTh
yKa3aHHe Ha IepuoJi BpEMEHHU, K KOTOPOMY OTHOCSITCSI U3JI0’KEHHBIE B CIIPABKE CBEJICHUSI.

7.5. TekCcT crpaBKH, Kak IMPaBUJIO, COCTOMT M3 JBYX 4YacTeil: B MepBOil — m3nararorcs (akThl,
MOCJY’)KUBIIIME OCHOBAHMEM WJIM TOBOJAOM Uil €€ COCTaBJIEHUS, BO BTOPOH — IPUBOISATCS
KOHKPETHBIE CBEJICHHUS, OTPAXkAIOIIUE CYIIIECTBO BOIIPOCA.

TexcT cripaBKU MOXKET TaKKe COCTOSATH TOJIBKO U3 OJHOI (BTOPOIL) yacTu.

7.6. Ecin cmpaBka COJEPKUT OJHOPOIHYIO CHCTEMATH3MPOBAHHYIO HH(POPMAIHIO, €€ TEKCT
opopmisiercst B Buje Tabmuubl. Eciv B cHpaBKy BKIIIOYAIOTCA CBEAEHUSA IO HECKOJIbKUM
BOIPOCAM, €€ TEKCT MOXKET COCTOSITh U3 HECKOJIBKUX Pa3fesoB.

7.7. BHenHMe cpaBKH MOANUCHIBAIOT PYKOBOAUTEIh OpPraHU3ANK WM JIMLA, UMEIOIIIE IIPaBo
MOJANUCHA Ha OCHOBaHUM NpHKa3za O JAEJIETUPOBAHUU MOJIHOMOYMM. CHpaBKy,' COJEPKALIYIO
CBEJCHUS] (PUHAHCOBOTO XapakTepa, IMOANHUCHIBAIOT PYKOBOAWUTENb OpPTraHU3alMM M TJIaBHBIN
Oyxrairep M 3aBepstoT nedarbio. [leyaTh mpocTaBisieTcs, HE 3axBaTbiBasi COOCTBEHHOPYYHOMH
MOAMMUCH JIMIlA, TOJIUCABIIETO JIOKYMEHT, WiIu B Mecte, obo3HaueHHOM «MID» («Mecto
TeYaTmn»).

7.8. BHyTpeHHHe cripaBKU MOJMHUCHIBAIOTCS PYKOBOJAUTENIEM CTPYKTYPHOTO IMOApa3JeNeHus] Win
CHEIUAIINCTOM-COCTAaBUTEIIEM.

7.9. CnipaBku, cocTaBisieMble ISl TOATBEPKICHUS CBEICHUN OMOTpauiuecKoro Uiu Ciy>kKe0HOro
XapakTepa, MOJIMUCHIBAIOTCA JABYMS JIMLUAMU: PYKOBOJAMUTEIEM U TIJIABHBIM OyXrajaTepoMm WIH
PYKOBOJUTENIEM U 3aBEAYIOIIMM OTEIOM KaJpOB U 3aBEPSAIOTCA N1€YATHIO.

7.10. CnpaBka, cojeprkaiasi CBeJIeHUs O 3aMHTEPECOBAHHOM JIMIIE, JO0JKHA UMETh CIIEIYIOIINe
JaHHbIE:

— (hamMuInIo, UM, OTYECTBO JIUIIA, KOTOPOMY OHA BBIJAHA;

— yKa3aHue, B yIOCTOBEPEHUM KaKUX CBEICHU BbIJaHa;

JUIS KaKUX IIeJIe UM B KaKyl0 OpraHU3aIiio BbIIaHa;

MOJNUCH U YKa3aHUE JOJKHOCTH JIMIIA, BHIAABIIETO CIIPABKY;

JIaTy COCTABIICHUS;

OTTHUCK TI€YaTH.

Texkct cmpaBKku JIMYHOTO XapakTepa CieayeT HauuHaTh C (aMHIuM, MMEHH M OTYeCTBa
COTpYyJIHMKA B UMEHHUTENBbHOM najexe. 111abnon cnpaBku npeacrasied B [Ipunoxkenun 14.

7.11. He pexomeHnayeTCcs HCHOJb30BaTh apxanyHble 000poThl Tuma: «Hacrosimas crnpaBka
naHa...», «HacTtosmmum noarsepkaaercs, 4ro ... AeMCTBUTENbHO paboTaeT...» U T.1I.

8. Cay:keOHas1, JOKJIAAHASA M 00BSICHUTEIbHAS 3aNIMCKH

8.1. Cnyxebnas 3anucka (IIpunoxeHun 6) cocTaBisieTcsi OTBETCTBEHHBIM HCIOJHUTEIEM C
LIEJIBIO BEICHUS MEPENUCKU MEXKAY CTPYKTYPHBIMU ITOAPA3AEICHUSAMHU, TOJKHOCTHBIMU JIMLAMU
WM UHQOPMUPOBAHUS PYKOBOJUTEIS 110 CJIETYIOIIMM BOIIPOCAM:

—  MaTepUaIbHO-TEXHUYECKOI0 00eCIIeUeHUS;

—  XO35HCTBEHHOTO 00eCIeYeHHUS;

—  OpraHu3alMOHHOTO O0eCHeUYeHHUS.
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8.2. Tekct cimyke0HOM 3aNUCKH, KaK MPABUII0, COCTOUT U3 ABYX Pa3CiiOB:

— o0OocHOBaHME (M3JI0KEHUS PUUHH COCTABIICHHUS );

— MpelioKeHHe, Mpocb0a, 3asBKa U T.I1.

8.3. O0s3aTeNbHBIMHA PEKBU3UTAMU CITY)KEOHOM 3aIMCKU SBIISTFOTCS

— HAaMMEHOBaHHUE CTPYKTYPHOIO MOAPA3/IEICHUS;

—  JaTa;

—  perucTpanuoHHbBIN HOMED;

—  3aroJIOBOK K TEKCTY;

—  TEKCT;

—  TIOJMHKCH.

8.4. JlaToii cimy:keOHOM 3aITUCKH SBIISIETCS AaTa €€ COCTABJICHUS U TTOAITHCAHMUS.

8.5. CmykeOHyI0 3aITUCKY MOAMUCHIBAIOT CIICITUATUCT WM PYKOBOAUTEIH ITOAPA3ICIICHUS.

8.6. loxmannas 3anucka (IIpunoskenune 7) cocTaBisieTcsi OTBETCTBEHHBIM HCIIOTHUTEIEM C
1enbl0 MHGOPMHUPOBAHUS PYKOBOJACTBA 00 MMEBIIUX MECTO COOBITHSX, (paKTax, SBICHHSIX,
CJIO)KUBILICHUCS CUTYAINH, TPEOYIONIUX MIPUHATHUS PEIICHUSI.

8.7. B noknagHOM 3anucke yKa3bIBaeTCs Cleayrolas uHpopMaus:

— HaMMEHOBaHHUE CTPYKTYPHOTO MOApa3IeICHUS;

—  JlaTa JIOKYMEHTa;

—  PETHUCTpPALMOHHBIN HOMED;

—  TOJMHCH COCTABUTENS.

8.8. O0bsacuuTenbHas 3anucka (IIpunoxkenue 8) cocTaBisieTCsl OTBETCTBEHHBIM HUCIIOHUTEIIEM C
HEBI0 Pa3bsICHEHUS CIIOKHUBIICHCS CUTYAIH, OTPAKAIOIINE KaKhe-In0O0 MPOUCIIIECTBUS.

8.9. TekcT 0OBSICHUTENBHOM 3aIIMCKN COCTOUT M3 JABYX YacTel: MmepBasi 4acTb COAEPKUT (PaKThl,
MOCTY)KUBIIIME TMOBOJIOM K €€ HAlMCaHUI0, BTOpasi — MPUYUHBI, OOBSICHSIIOIMINE CIIOKUBIIYIOCS
CUTYAIHIO.

8.10. O6s13aTenbHBIMU PEKBU3UTAMHU OOBICHUTEIHHOM 3aMTUCKHU SIBIISTFOTCS :

— HaMMEHOBAaHUE OpPTaHU3AIINH;

— HavMMEHOBaHHWE BUJA JIOKYMEHTA, J1aTa,;

— PETUCTPALMOHHBIA HOMED;

— MECTO COCTaBJICHMS,

— 3aroJIoBOK K TEKCTY;

— ajpecar;

— TIOJIHUCH.

8.11. OOBSACHUTETBHYIO 3aMUCKY TOIICHIBAET €€ COCTABUTEb.

8.12. JlaToii 00BSCHUTEILHOM 3aIIUCKU SBIISICTCS aTa €€ COCTABIICHUS M IOAIMMCAHMUS.

9. IlpenJio:xxenune

9.1. llpennoxenue ([Ipunoxxkenne 9) sABIsIETCS PA3HOBUJIHOCTHIO JIOKJIAJHOW  3aIUCKH,
cojiepxalie nepeueHb KOHKPETHBIX MPEIJIOKEHUN 10 ornpeerneHHoMy Bonpocy. CocTaBisiercs
aHAJOTUYHO JIOKJIaIHOM 3aMHUCKe, U MOAMUCHIBAIOTCS aBTOPOM JIOKYMEHTA.

9.2. llpeaniokeHUsT MOTYT TPEJCTABIATHCS B BBIMIECTOAIIME OPTaHW3allMM IO BOIMPOCAM,
pelIeHnue KOTOPhIX HAXOJIUTCA B KOMIIETEHIIMU 3THUX OpTraHU3alui.

10. IIpencraBienune

10.1. IlpeacraBnenue ohopmiIsieTcss Ha CTaHIAPTHOM JIUCTE Oymaru.
10.2. TekcT mpeacTaBICHHS CONEPIKUT CIASAYIONTYI0 HHPOPMAIHIO O MPEICTABIIEMOM YEIOBEKE:
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— (amunuio, UMsi, OTYECTBO;

— JIaTy POXKICHWSI,

— o0pa3oBaHue;

— 3aHUMAaeMYyIO JI0JKHOCTH;

— HavMMEHOBAaHUE CTPYKTYPHOTO MOJIpa3/IeIeHHUS;

— cTax paboTsl (00U B JAHHOM IMOJpa3/eJICHUN; B TAHHON JOJKHOCTH);

— OIICHKY CITY’)K€OHOU IeITeTbHOCTH;

— TOBBIIIICHUE TPO(HECCHOHATHFHOTO YPOBHS,

— OIICHKY JIETIOBBIX KAYECTB;

— wmHpOpMAIUIO 00 y4aCTUH B OOIIIECTBEHHON padoTe;

— MOTHB Ha3HAYEHUS, IEPEMEIICHHS HIIM TOOUIPEHHUS,

— HaWMEHOBaHUE JOHKHOCTH, Ha KOTOPYIO MpeIaracTcsl Ha3HAYUTh WITH TICPEMECTHUTH;

— CTPYKTYpHOE MO/pa3iejicHIe, B KOTOPOE Mpe/jIaraeTcss Ha3HAYNUTh I TEPEMECTHTD.

10.3. O6s13aTENIbHBIMU PEKBU3UTAMH MPEACTABICHUS SIBIISIIOTCS:

— HaMMEHOBaHUE MOJIpa3JIeICHHUS;

— HaUMEHOBaHHWE BUJA JJOKYMEHTA;

—  JaTa;

—  PETHUCTPAlMOHHBIN HOMED;

— aJpecar;

—  3aroJIOBOK K TEKCTY;

—  TEKCT;

—  TOJIHUCH.

10.4. IlpenactaBnenue (IIpunoxkenne 10) mogmUChIBaeTCs PYKOBOJIUTENIEM CTPYKTYPHOTO
MO/Ipa3/ICIICHHsI M aIPECyeTCsl pYKOBOJCTBY OpraHu3anvm. JlaToi mpeacTaBieHus SBISETCS aaTa
€ro TOJIMUCAHUSI. |

10.5. [1labmoH mpencTaBiaeHUsT Ha COTPYAHHMKA, KOTOPBIM HAmpaBiseTcs Ha aTTeCcTalulo,
npeactaBieH B JI1-5.1.2-15 «Artrtectamnusi pyKOBOIANIUX PAOOTHUKOB, CHCIUATUCTOB H
CITY KaIIHX».

10.6. ®opmbl mpeacTaBiIcHUA (M0 YyUeOHOM NEATENBHOCTH) pacmoioxeHbl Ha caite Cypl'Y mo
anpecy: http://www.surgu.ru/Y yebHo-mMeTomuueckoe yrpasieHue/o0pasiisl JOKYMEHTOB.

11.AKT

11.1. Akt (Ilpunoxenue 11) odopmisercs Ha obOmem OnaHKe OpraHU3alMM WIM Ha OJaHKe
YCTaHOBJIEHHOT'0 00pa3ua.

11.2. O0s3aTeIbHBIMU PEKBU3UTAMHU AKTA SIBIISIFOTCS:

— HAMMEHOBAHHE OPraHU3alIiy;

— HAaMMEHOBaHHUEe BHJa JOKYMEHTa;

— JlaTa ¥ perucTpanvoOHHBI HOMEP JOKYMEHTAa;

— MECTO COCTaBJICHUS WM U3JaHHsI TOKYMEHTA,

— 3aroJIOBOK K TEKCTY;

— TEKCT IOKyMEHTa;

— TIOJIITUCH;

— rpud yrBepxkaeHus (eciu 3to Heooxoaumo cM. 1. 11.19 nacrosmero CTO ).
11.3. AKTbI 10 CBOEMY Ha3HAYEHUIO U COJIEPKAHUIO IIOPA3IEISIIOTCS Ha:

— caauu-npuéMku (paboT, MaTepuanbHbIX HEHHOCTEH, JOKYMEHTOB);
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— o0cnenoBaHusl (COCTOSIHMSI TEXHHUKM O€30MAaCHOCTH, HPOTUBONOKAPHOW O€30MacHOCTH;
YCJIOBUH TpYJa, pe3yJIbTaTOB JIEATEIIBHOCTH);

— HUCIbITaHui (00pa3loB, CUCTEM, TEXHOJIOTUI);

— BBIJICJICHUS K YHUUTOXEHUIO (MaTepuaIbHBIX IEHHOCTEH, JOKYMEHTOB);

— mepenaun (CTPYKTYPHOTO IMOAPA3ACIICHUS U3 OJHON OPTaHU3aluHU B IPYTYIO);

— HapYIIEHUS yCTAaHOBJICHHBIX MPABUIL;

— PEBU3UH, MHBEHTAPU3ALINH;

— paccliieJoBaHUs aBapHil, HECYACTHBIX CIyYaes;

— JUKBHJIALIMW OpTaHU3allUU U T.]I.

11.4. B HEKOTOPBIX CIydasiX aKThl HE TOJbKO (UKCUPYIOT YCTAaHOBJICHHBIC (DAKTBI M COOBITHSI, HO
¥ COZIEPIKaT BBIBOJIBI, PEKOMEHIAINHU U TPEATIOKEHUS (aKThI TIPOBEPOK, 0OCIETOBAHUH, PEBU3UIA
U T.OL).

11.5. AKTBI COCTaBJSIIOTCS KOJUIETHAIBHO (HE MEHee JBYX COCTaBUTeNeH). AKTbI MOTYT
COCTaBJIATHCSA CIIEIUANBHO CO3/IaBa€MBIMA KOMHUCCHSIMH WM TOCTOSHHO JCHCTBYIOIIMMHA
KOMHCCHSIMH, COCTaB KOTOPBIX YTBEPIKIAETCS MPUKA30M PEKTOpA.

11.6. 3aros0BOK K aKTy JOJIKEH COTJIACOBBIBATHCS CO CIIOBOM «AKT», HAPUMEP: «AKT MPOBEPKU
(MHAHCOBO-XO3SUCTBEHHON JESATEIBHOCTH MHCTUTYTa», «AKT CHUCAaHUS MaTepUaTbHBIX
LEHHOCTEN» U TIp.

11.7. laToii aKTa SBIISIETCS JaTa COOBITHS (TIPOBEPKH, 00CIETOBAHNUS, SKCTICPTH3HI U T.11.).

11.8. TekcT akTa COCTOMT M3 ABYX YacTei: BBOJHOM U OCHOBHOM (KOHCTAaTUPYIOIICH).

11.9. BBoaHas 4acTh CTPOUTCS IO CXEME: OCHOBAHHME — COCTaBJIEH KOMHCCHEN — IpejiceaaTelb —
YJIeHBl KOMUCCHU — MTPUCYTCTBOBAJIH (€CIIM aKT COCTABJICH B YbEM-TO MPUCYTCTBHH).

11.10. OcHoBaHME IS COCTABJICHHUS aKTa — PaCIOPSATUTEIBHBIA JOKYMEHT, JIOTOBOp,
HOPMAaTHBHBIN JTOKYMEHT C yKa3aHUEM HOMEepa U JaThl.

11.11. Tlocne cnoBa "cocTaBieH" yKa3bIBalOTCSI HAUMEHOBAHME KOMUCCHUH, JOIKHOCTH, (haMUITUN
Y WHUILUAJBI JIUIl B UMEHUTEIBHOM IMaJieXKe, COCTaBUBIIMUX aKT. DaMUIIUU YJICHOB KOMHCCHH
pacnionaratorcst B andasutHoMm nopsake. CnoBa «OcHoBanue», «llpencenarens», «YUneHs
KoMuccum», «IIpucyTcTBOBaNM MULIYTCS C 3arIaBHON OYKBBI.

11.12. B OCHOBHOM YacTH U3J1araroTCsl CYIIHOCTh, XapakKTep, METOAbBl U CPOKH MPOJETaHHOM
paboThl, yCTaHOBJICHHBIE (DAKTHI, @ TAKXKE BBIBOJIBI, IPEIOKEHNS U 3aKITIOUCHHUS.

11.13. Conmepxanue axkTa MOXXET OBITh pa3leNeHO Ha MYHKTBl, MaTephal MOXET OBITh
MPECTABIICH B BUJIC TAOIUIIHI.

11.14. B xoHIlE TEKCTa aKTa YKa3bIBaIOTCS KOJIMYECTBO COCTABJIEHHBIX 3K3EMIUISIPOB M HX
MecTOoHaxoxJaeHne.  KonaumuecTBO  IK3eMIUIIpOB  akTa  ONpenessieTcs  KOJIMYECTBOM
3aWHTEPECOBAHHBIX B HEM CTOPOH WMJIM HOPMAaTUBHBIMU JoKyMeHTamu. Hampumep: CocraBieH
B 2 9k3: 1-ii 9k3 — Oyxranrepusi, 2-il 3k3 —IOpUIUYECKUIN OTIE.

[Tocne OTMETKHM O KOJNMYECTBE HK3EMIUIIPOB aKTa CIEAYeT OTMETKAa O HAJIWYHH MPUIIOKCHHH K
aKTy (€CIu OHU UMEIOTCH).

11.15. AKT cudTaeTcs MPUHATHIM, U BCTYMaeT B JEHCTBUE TMOCJEe €ro MOAMHCAHHUS BCEMHU
YJIeHAMH KOMUCCHH WM BCEMH JIMLIAMH, YYaCTBOBABIIMMHU B €TI0 COCTaBJICHUU.

11.16. [Moamucu pacnojiararoTcsi B TOM K€ MOCIEIOBATEILHOCTH, KaK M (paMuiInd BO BBOJHOUN
yacTu, HO 0€3 yKa3aHHs JTO0JKHOCTH.

11.17. JIumo, He corjgacHOE C COAEpKaHUEM aKTa, 00s3aHO MOJIUCATh €r0 C OTOBOPKOM O CBOEM
HECOTJIACHH.

11.18. Ocoboe MHEHUE YIeHa KOMHCCUU ClenyeT o(popMIIsTh Ha OTACIHLHOM JINCTE U TMPUIIaraTh
K aKTy.



http://www.edou.ru/courses/referer.php?course=razdel2&chapter=razdel22&lesson=rasp1
http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel11&lesson=rekvizit21

..:""!”,M’"% CypryTckuii rocyiapcTBeHHblii CMK CypI'¥ CTO-5.13.2-16
H 3 HHUBEpPCHTET
% “ £ y P PacnopsaureabHbie H HHPOPMALHOHHO- Penaxuns Ne2
.y CrcTemMa MEHEKMEHTA Ka4eCTBa CIpaBoOYHbIe JOKYMeHThI. TpeGoBanus crp. 14 u3 36

11.19. B HeoOXoaMMbIX ciy4asx (ecaum 3TOro TpeOyIOT HOPMATHBHBIE JOKYMEHTHI) AKTHI
YTBEPKJIAIOTCS. PYKOBOJIUTENIEM AAHHOM WJIM BBIIIECTOSIIEH OpraHU3allM, M0 PaCHOPSLKEHUIO
KOTOPOI'0 MPOBOJWINCH JEUCTBUS, 3aBEepIIMBIIMECS cOCTaBleHHMEeM akra. Hampumep: «AKT o
JUKBUJIALUN YUPEXKACHUS», «AKT O BBIJEICHUM K YHMUYTOKEHHMIO JOKYMEHTOB M Jel C
HCTEKIIUMU CPOKaMU XPAHEHUSD.

12. IMucsma

12.1. [Tucbma cocTaBIsAIOTCS Ha CHEIMAIbHBIX OJaHKax mucem ¢opmata A4.
12.2. O6s13aTeNnbHBIMHA PEKBU3UTAMU MHCHbMa SIBIISTIOTCSI:
— HaMMEHOBAaHHE OPTaHU3AIINH;
—  CIIpaBOYHBIE IaHHBIE 00 OpraHu3aIny,
—  KOJl OpraHu3alluu;
— OCHOBHOM rocyaapcTBeHHbIN peructpaunoHHbiii Homep (OI'PH) ropunnyeckoro iuua;
—  UACHTU(UKAIIMOHHBIN HOMEP HaJOTOIIATEIbIINKA/KOI MPUUHNHBI TOCTAHOBKU HA YYET;
— JlaTa, pEruCTPalMOHHBIN HOMED;
—  CCBUIKA Ha PEeruCTPallMOHHBIA HOMED U JaTYy;
— aJpecar;
—  3aroJIOBOK K TEKCTY;
—  TIOJIHNCH,
— OTMeTKa 00 UCIIOJIHUTETE.
12.3. TekcT mnHUChMa JODKEH OBITH JIOTMYHBIM, TIOCJIEIOBATEIIbHBIM, YOCAUTEIbHBIM |
KOPPEKTHBIM 10 (popMe. DakThl U COOBITHSI JOJKHBI U3JIaratbCsi OOBEKTUBHO, JAKOHUYHO, SCHO.
TekcT nuchbMa He JOJIKEH J0MYCKaTh Pa3IMYHOTO TOJIKOBAHUS.
12.4. TIlucbmMO TOTOBAT MO OAHOMY BoImpocy. Ecium HeoOXoaumMo oOpaTUTBCS B OpPraHHU3aLUIO
OJTHOBPEMEHHO TII0 HECKOJIBKUM pa3HOPOJHBIM BONPOCAaM, pPEKOMEHIYETCS COCTaBIAThH
OT/IeJIbHBIE TUChMA 110 KaXKIOMY U3 HHUX.
12.5. B 3aBUCHUMOCTH OT THIMa MHCbMa U €r0 COJAEPKAHMSI TEKCT MUChbMa MOKET OBITh MPOCTHIM
WM CIIOKHBIM.
12.6. IIpocThie MUCHEMa COCTOSIT U3 OJTHON-IBYX YacTEW: BCTYIUICHUS U 3aKITFOYCHHS.
12.7. CnoxHbple B KOMIIO3UIIMOHHOM IIJIaHE MHUChbMa COJIepKaT BCTYIUICHHE, OCHOBHYIO YacTh
(moka3aTenbCTBO) U 3aKITIOUYCHUE.
Bo BcTymiennn maercs oOOCHOBaHHME BOIPOCA: MPUYMHA BO3HUKHOBEHHS BOIIPOCAa WM €rO
KpaTKasi UCTOPHS; €CIIU MOBOJIOM JIJISi COCTABJICHHSI MMUChMA MOCITYXUJI KaKOW-THOO0 TOKYMEHT,
JIaeTCsl CChUIKA Ha HETO.
B ocHOBHOW d4acTu (ZOKa3aTenbCTBE) M3Jaraercs CyIEeCTBO BOIpPOCa, MPUBOJIATCA
JI0Ka3aTebCTBA WM OTPOBEPIKECHUS, OCHOBHASI YacTh JIOJDKHA OBITh yOEIUTEIBHOUM, YTOOBI HE
BO3HMKAJIO COMHEHUM B MPaBUIBLHOCTU U OOOCHOBAHHOCTH Mpe/jlaraéMbIX PEIIeHUN.
B 3akntouenun Gpopmynupyercs OCHOBHas 11eJib MUChMa.
12.8. PexBH3UT «ajpecar» MPOCTABISIECTCS B BEpXHEH MpaBoil YacTh JOKyMeHTa (Ha OJiaHke ¢
YIJIOBBIM PACMONOKEHUEM PEeKBU3UTOB). CTPOKM PEKBU3UTA «aJpecaT» BBIPABHUBAIOTCS 10
neBomy kpato. I[lpu anpecoBaHuM JOKYMEHTa PYKOBOAMTEIIO OpraHM3alliy, BKIOYArOIIee
HAaUMEHOBaHWE oOpraHu3anuu, GaMuins, WHULKAIBL JOKHOCTHOTO JIMIIA YKa3bIBaeTcs B
JaTEeJIbHOM MaJiexke

Hanpumep,
PykoBonutento @edepanvroco
apXueHO20 areHTCTBA
Damunua HU.0.
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[Ipu ampecoBanmM MUChMa B OPraHU3AIMIO YKa3bIBACTCS €€ IMOJHOE WM COKpalleHHOE
HAaUMEHOBAaHUE B UMEHUTEIILHOM Ta/IeKe.

DedepanvHoe

apxugHoe azeHmcmeo

Pocapxus
12.9. TekcT mpocToro MuchMa HE JOJDKEH MPEBBIIATh OJHOM-IBYX MAIIMHOMHCHBIX CTPAHUII,
CJIOKHBIE TUChMA MOTYT COJIEPKaTh J0 MSATH CTPAHUIL TEKCTA.
12.10. B nuchMax UCHONB3YIOT cleayromue (OpMbI U3JI0KEHUS TEKCTA:
— OT TMEepBOTO JIMI[a MHOXKECTBEHHOTO 4YHCia («IIPOCHM HAMpPaBUThY», «HAIMpaBisieM Ha
paccMOTpeHUE»);
—  OT MEPBOTO JIMIIA SAUHCTBEHHOTO YHCa («CUUTAI0 HEOOXOAUMBIMY, IIPOIILY BBIICIUTHY);
—  OT TPEThEro Juila eIUHCTBEHHOTO yncia («PocoOpHan3op He Bo3paxkaeT», «Cypl'Y cuntaer
BO3MOKHBIM).
12.11. ITpu ynoTpebiieHNH B TeKCTEe PaMUTUH JTUI] MHUIIAATBI YKa3bIBAIOTCS MTOCIE paMUTUH.
12.12. ®opma u310KEeHHS TEKCTa OT TIEPBOTO JIUIIa MHOKECTBEHHOTO YHclIa (IIPOCHM, COOOIIIaeM,
HampaBJsieM, HAITOMUHAEM, BBICBUTAEM U T.J.) IPUHSITO UCTIOIH30BATh B JIETOBOW MEPEMHCKE, TaK
KaK TOJDKHOCTHOE JIUIIO0, TIOJITUCABIIIEE TTCHMO, BHICTYIIAET OT HIMEHU OpPTaHU3aIlNH.
12.13. U3noxeHne TeKcTa MUChMa OT MEPBOTO JIMIA €IMHCTBEHHOTO uncia (polly, mpejyiarato,
HaMpaBJISIO U T.J.), BOSMOKHO B IBYX CIyJasiX:
— nucbMo oopmisieTcst Ha pUPMEHHOM OJIaHKE;
— MHACHMO HOCUT KOH(MUIECHIIMATBHBIA XapakTep WM COJIEPKHUT MEePCOHAIBbHOE OOpalieHue K
azpecary.
12.14. TTucemo, odopmneHHoe Ha pupmenHoM Onanke Cypl'Y, HOKHO HMMETh 3arojoBOK K
TEKCTY, OTBedaromidi Ha Borpoc «O yem?» («O HapyIIEeHUH JOTOBOPHBIX 00s3aTenbCTB», «O0
OKa3aHWH HAyYHO-TEXHUYCCKOU TTOMOIIINY).
12.15. Iucbma Ha pupMEeHHOM OJIaHKE OPTaHMU3AIUH MMOAMKUCHIBAIOTCS PEKTOPOM, IPOPEKTOPAMU
Y TJIaBHBIM OyXTaJlTepoM B paMKax MPEIOCTABICHHOW UM KOMITETEHITUH.
12.16. ITucbMO AOMKHO MMETh OTMETKY OO0 HUCIMOJIHHUTENE, KOTOpas MPOCTaBIACTCS B HIDKHEH
YaCcTH MOCJIEIHETO JINCTA JOKYMEHTA OT TPaHHUIIbI JIEBOTO TOJIS WM MPU OTCYTCTBUM MECTa — Ha
00OpOTHOM CcTOpOHEe BHU3Y ciieBa. OTMeTKa 00 HCIIOJHUTENE MOXKET MedaTaThCsl IMIPUPTOM
MEHBIIIETO pa3Mepa.
12.17. B compoBOAMUTENBHBIX MUCbMAaX W JAPYTUX HH(DOPMAIIMOHHO-CIPABOYHBIX JOKYMEHTaX
JIeJIaeTCsl OTMETKA O MIPWIIOKEHUH B 0()OPMIISIETCS TIOJT TEKCTOM OT TPaHUIIBI JIEBOTO TOJIS:
Hanpuwmep,

- €CJIH MPHUIJIOKEHUE Ha3BaHO B TEKCTE:

[Tpunoxenue: Ha 2 1. B 1 3K3.

- eClli TPWIOKEHHWE HE Ha3BaHO B TEKCT€ WM WX HECKOJBKO, YKa3bIBAIOT Ha3BaHUS
JIOKYMEHTOB-IIPUIIOKEHHM, KOJIMUECTBO JJUCTOB U HK3EMIUISIPOB KaXKI0TO MPUIIOKEHHUS.
[Tpunoxenwue: 1. [Tonoxxenue 06 ornene Ha 81.B1 IK3.

2. CpaBKa 0 KaJipoBOM cocTaBe YmpaniieHust Ha 1 1. B 1 9k3.

- €CIIU NpUJI0KEHNE (TIPUII0KEHNUS) COPOIIIOPOBAHBI:
[Tpunoxenue: oruer o HUP B 2 3k3.

- ©CITH TIPHJIOKECHUEM SIBJISICTCS 00OCOOJICHHBINH JJIEKTPOHHBI HOCHTENh (KOMITAKT-IUCK.
usb-daem-nakomnuTeNp U ap.):
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[Tpunoxenne: CD B 1 3Ko.

12.18. BHocuUTh Kakue-TMOO HWCMpaBJICHHUS WM J00aBJICHHS B TOJMHUCAHHBIC THChMa HE
JIOITYCKAeTCHI.

12.19. JlaToii muchMa SBIIIETCS JIaTa ero noamnucanus. Jlata JOKyMeHTa 3allHChHIBACTCS B
MOCJIeIOBATEIbHOCTHU: ICHh MECSIIa, MECSAII, TOJ OJHUM U3 JIByX CIIOCOOOB:

apaOckuMu nEdpamu, pasaeiacHasMu Toukoi: 17.07.2017T;
cioBecHO-IIMGPOBBIM criocobom: 17 uroms 2017r.

12.20. [ToanucanHble PYKOBOJIUTEIIEM MUChMa PETHCTPUPYIOTCS B AIMUHUCTPATHUBHOM OTJICIIC.
[InceMy mpucBamBaeTCs UCXOASIIMKA HOMEDP, COCTOSIIMN M3 MOPSAKOBOTO HOMEpa M HHAECKCA
MoApa3ACIICHHs, pYKOBOJIUTENb (COTPYAHUK) KOTOPOTO €0 MOATOTOBHUIL.

12.21. ITucbma ¢GUHAHCOBOTO XapakTepa, a TakkKe IHChMa, COJACpKallue O00s3aTeIbCTBA,
3aBEPSIOTCS TICYAThI0 Y HUBEPCUTETA.

12.22. [lla6non nuchma mpenacrapieH B [lpunoxkenun 12, miis MEXIYHAPOIHBIX MEPENHCOK - B
[Tpunoxennn 13.

13. OTBeTCTBEHHOCTDH

13.1. OTBETCTBEHHOCTh 3a MPABWIBHOCTH (JOCTOBEPHOCTH) TPEAOCTABICHHOW WH(HOpMAIUN
HECET aBTOp AOKYMEHTA (PYKOBOAMUTEIb CTPYKTYPHOIO MOAPA3/IEICHUS).
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[Tpunoxenue 1
IlepeyeHb JOKYMEHTOB, HA KOTOPBIX CTABUTCH rep0oBasi ne4atb

— AxThI (mpuémMa 000pyI0BaHUs, BBIMIOIHEHHBIX PabOT, CIIMCAHUs, SKCIIEPTU3HI, TTepeaaun e
U T.0.);

— JIOBEpEHHOCTU (Ha MOJy4€HHE TOBAapHO-MAaTEPHUANIbHBIX IIEHHOCTEH, BBEACHHUE JENI B CYJE,
apOUTpaKHOM U TPETEHCKOM Cyzax, MPEeJCTaBICHUE HHTEPECOB 10 YTOJIOBHBIM JIeJiaM U T.11.);

—  JIOKYMEHTBI TOCYIapCTBEHHOTO 00pa3iia (IUIIIOMbI, CBUACTENICTBA, YIOCTOBEPEHUS U T.1.);
—  JIOKYMEHTBI, HEOOXOoauMble Uit OGOpMIICHUS AaTTECTAlMOHHBIX JeN IO MPUCYKICHUIO
YYEHBIX CTEIIEHEW U YUEHBIX 3BaHUN;

—  JOJKHOCTHBIE MHCTPYKIIHH;

— 3a7aHus (Ha TPOCKTUPOBAHHE OOBEKTOB, TEXHUYECKHUX COOPYKEHMM, KamluTalbHOE
CTPOUTENBCTBO, TEXHUYECKOE U T.11.);

— 3asBKH (Ha 000pyAOBaHUE, U300PETEHUS U T. 11.);

— 3aKJIIOYEHUsS U OT3bIBBI OpraHM3allMii Ha JUCCEepTallid U aBTopedeparsl, HampaBisieMble B
BBICHITYIO aTTECTAIMOHHYIO KOMHUCCHIO;

—  UHbIE JOKYMEHTBI, 3aBEPEHHBIE JIUIOM C IIPABOM MOINUCH Ha repOOBOii II€YaTH.

— KOMAaHJIUPOBOYHBIEC YAOCTOBEPEHHUS,;

—  HarpajHble JUCTHI; ;

— oOpasmpl OTTHUCKOB IeyaTeid W TOAMHCEH paOOTHUKOB, HMMEIOIIUX TIPABO COBEPIICHUS
(MHaHCOBO-X035MCTBEHHBIX ONEepalUii;

—  OMHCH JIeJI TOCTOSTHHOTO XpPAHEHUS;

— orMmetku «CkperieHo», «[IpommuTo» Ha JOKyMeHTaX TMpU HAIWYUU  TpeOOBaHUS
3aKoHoJaTesbeTBa PO mium ucxoas U3 couepkanus T0KyMEHTA,

— TIACIOPT apXUBa;

— TIMChMa rapaHTUHHBIE (Ha BRITIOJHEHUE PadoT, YCIYT  T. 11.);

— mopydeHus (Ot KETHBIC, 0AHKOBCKHE; IEHCUOHHBIC; IJIATEXKHbBIE (CBOJIHBIC, B 0aHK));

— TPOTOKOJIBI U BBIMKMCKHU U3 HUX (3acegaHust Yuénoro Cosera U T.11.);

—  peecTpbl (UeKOB; OIOJIKETHBIX TIOPYUYEHUH, PEICTABISIEMBIX B OaHK);

— CMETHI pacxo/ioB (Ha COJEpKaHKE afnmnapara yrnpaBJIeHUs; Ha TIOJATOTOBKY U OCBOCHHUE
MIPOM3BOJICTBA HOBBIX W3JCNINI; Ha KaJbKYJSAIHMIO K JIOTOBOPY; Ha KamUTaJIbHOE CTPOUTEIHCTBO,
Ha U3bICKaTeIbHbIE pa0OTHI U T. 11.);

— CHOpaBKH (JJUMUTHBIC, O BBIJIATE CTPAXOBBIX CYMM; WCIHOJIb30BAHUHU OFOJDKETHBIX
ACCUTHOBAHUW Ha 3apIuiaTy, O HAYKMCICHHOW M MPUYMTAIONIEHCS 3apIuiaTe MO OpraHU3aIusM,
COCTOSIIIUM Ha OIO/KETE U T. 11.);

— crneuudukanuu (U3AeIUl, TPOAYKIMH U T. 11.);

—  TUTYJIbHBIE CIIUCKHU;

— YcraB YHUBEPCUTETA; MOJIOKEHUS O CTPYKTYPHOM MOAPA3ACICHUN; HUHCTPYKIUHU, TPaBUIA,;
— IITaTHBIC PACIIMCAaHUS U U3MEHEHUS K HUM.
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IIpunoxenue 2
I1a6s0H npuka3za
u‘)\)y“"""‘"
()
4 i
BIO/KETHOE YYPEXKJIEHUE BBICIIEI'O OBPA3OBAHUSA
XAHTBI-MAHCHUMCKOI'O ABTOHOMHOI'O OKPYTA - IOI'PBI
«CypryTckuii rocy1apcTBeHHbIi YHHBEPCHTET»
IMPUKA3
« » 20 1. Ne
Cypryt
O (uem?)
Koncrarupyromias yacte
IMPUKA3BIBAIO:
PacnopsinurensHas yactp
Pextop N.O. ®amunus
Hen.: ®.1.0

K. (BHYTpEHHHUI)



YHHBEpPCHTET

CypryTckuii rocyaapcTBeHHbIH

Cucrema MCHCIPDKMCHTA Ka4€CTBa

CMK Cypl'Y CTO-5.13.2-16

PacnopsigurenbHble 1 HHGOPMATUOHHO-
crpaBoYHbIe T0KyMeHTbI. TpeGoBanus

Penmakmus Ne2

ctp. 19 u3 36

Bussbl coryiacoBanus:
JoaxkHocTh

AO
©.1.0.

[TpopexTop (yka3bIBaeTcs MO
HaIpaBJICHUIO)
®.1.0.

I'maBHBIN Oyxrantep
©.1N.0.

T;1aHOBO-?KOHOMUYECKHI OTHEN
®.1.0.

IOpunnueckuit oraen
®.1.0

Pacnpeneanrs:
Hanpuwmep,
YBY — 1 k3.
AXO -1 3k3.

JIuct cornacoBaHus

CoriacoBaHo

MOJIUChH

paciipoBKa MOAIHCH

TIOATIHCH

pacmipoBKa MOAMHCH

TIOATIHUCH

paciidpoBka MOAIHCH

TIOATIHUCH

paciidpoBka MOJMHCH

TOAITHCh

pacimppoBKa MOINUCH

IMpumeyanue

OO6opoTHasi CTOpOHA MOCIEAHETO JUCTa IPUKa3a
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Cucrema MCHCIPDKMCHTA Ka4€CTBa

CMK Cypl'Y CTO-5.13.2-16

Penmakmus Ne2

PacnopsigurenbHble 1 HHGOPMATUOHHO-
crpaBoYHbIe T0KyMeHTbI. TpeGoBanus ctp. 20 u3 36

[Tpunoxenwne 3

I1a6J10H pacnopsizkeHUs

BIO/KETHOE YYPEXKJIEHHUE BBICIHIEI'O OBPA3OBAHUA
XAHTBI-MAHCUCKOI'O ABTOHOMHOI'O OKPYTA — IOI' PbI

«Cypryrcknii rocyiapcTBeHHbIH YHUBEPCHTED)

« » 20 .

O (uem?)

Koncrarupyromas yacte

OBA3bIBAIO:

PacnopsimurenpHast 4acTh

Pextop

Hemn.: ©.1.0
K. (BHYTpEHHHUI)

PACHOPAKEHUE

Cypryr

N.0. damunusa



A T — CMK Cypl'V CTO-5.13.2-16
- HHBEPCUTET
g; y P PacnopsaureabHbie H HHPOPMALHOHHO- Penaxuns Ne2
.y CrcTemMa MEHEKMEHTA Ka4eCTBa CIpaBoOYHbIe JOKYMeHThI. TpeGoBanus crp. 21 u3 36

Obopomnas cmopona nocieoHe2o IUCma pacnopsiCeHus

JIuct cornacoBaHus

Bu3bl corjiacoBaHnmusa:

JoKHOCTD CoruacoBano IIpumeyanue
AO
@ . I/I . O . TIOAIHNCH

pacuHppoBKa MOIIUCH

IIpopekTop (yka3biBaercs 10
HaIlpaBJICHUIO)
q)I/IO pacudpoBKa MOIITHCH

MOJIUChH

MOJIHNChH

I'naBHbIN Oyxranrep
@.1.0.

pacuMgpoBKa IMOIMHCH

I111aHOBO-3KOHOMUYECKUI OTAEN
d.1.0. nozICh

pacm(ppoBKa MOIIUCH

Pacnpenenuts:
Hamnpumep,
VBY — 1 3x3.
OO -1 3x3
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[Tpunoxenue 4
HIabs0H nmpoTokosa
«r‘or““.u%r
° ? v
BIO/IKETHOE YUPEXK/JIEHUE BBICIIIETO OBPA3OBAHUS
XAHTBI-MAHCHUIICKOI'O ABTOHOMHOI'O OKPYT'A — IOT' PbI
«Cypryrcknii rocyiapcTBeHHbIH YHUBEPCHTED?
MHMPOTOKQOJI Ne
3aceiaHusl (KOMUCCHU) OT 20 T
Cypryr
[Ipencenarens:
Cexperaps:
IIpucyrcTBOBaNM:
IloBecTka qHst:
Caymanu:
Boictynuiu:
IMocranoBuiu:

[Ipencenarens:  noamnvch oo

Cexperaps: TMOJIIHCh Nood
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Y CypryTrckuii rocyiapcTBeHHbIH
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[Ipuioxenue 5
HIa610H BBINUCKH U3 MPOTOK0J1A 3acelaHUsA (KOMHCCHM)
BIO’KETHOE YYPEKJIEHHUE BbICHIEI'O OBPA3OBAHUA
XAHTBI-MAHCHUHCKOI'O ABTOHOMHOTI'O OKPYTA — IOT'PbI
«CypryTckuii rocy1apcTBeHHbIH YHUBEPCUTET»
BBIIINCKA U3 ITPOTOKOJIA Ne
3aceiaHusl (KOMHCCUU) OT 20 T
Cypryr
[Ipencenarens
Cexpetapb
IIpucyrcrBOBaNM:

IToBecTKa NHA:
(Yka3bIBaeTCs TOJIBKO TOT IMyHKT MOBECTKHU, IO KOTOPOMY JI€JIaeTCs BBITIUCKA)

Caymanm:

Pemenne 3acenanusi (KOMMCCHH): B TOYHOCTH BOCIIPOU3BOJIUTCS ITYHKT U3 TPOTOKOJIA.

Bepno

Cexkpertapb MOJIMHUCH WHULIMANBI, (DaMUITHS
naTa
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[Tpunoxenwue 6
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AKT cocTaBjIeH KOMHCCHEHN

HpeHCGHaTCHB KOMHUCCHH
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YiieHBI KOMHUCCHH:
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AKT COCTaBJIEH B 3 HK3eMILIspax:
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YiieHbl KOMUCCHUHU: N.0. ®amunus
1.0. ®amnnns
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BIO/KETHOE YYPEXKJIEHUE BbICHIEI'O OBPA3OBAHUSA
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«Cypryrckuii rocyiapcTBeHHbIH YHUBEPCUTET)
(BY BO «Cypryrckuii rocy1apcTBeHHbIl YHUBEPCUTET»)

IIpocnexr Jlenuna, 1. r. Cypryr,
XanTteI-MaHcuickuit aBTOHOMHBIH okpyT — FOrpa, 628412
Ten. (3462) 76 29 00, daxc (3462) 76 29 29
e-mail: rector@surgu.ru
http://www.surgu.ru
OKITIO 27387694
OI'PH 1028600609180
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Surgut State University [SurSU]

Lenin Av.,1, Surgut
Khanty-Mansiysk Autonomous Okrug — Ugra
Russia, 628412
Tel. +7 (3462) 762-900, Fax +7 (3462) 762-929
e-mail: rector@surgu.ru
http://www.surgu.ru
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[Ipocnekr Jlenuna, 1. r. Cypryr,
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Beinucka u3 MMPOTOKOJIA 3aCCAaHUL YuyeHoro cosera
BIOJKETHOE YUYPEXJAEHHWE BBICIHIEI'O OBPA3OBAHMUSA
XAHTBI-MAHCHICKOI'O ABTOHOMHOTI'O OKPYTA - IOT'PbI
«CypryTckuii rocy1apcTBeHHbIH YHUBEPCHTET»
YUYEHBIU COBET
BBIIIMCKA U3 ITPOTOKOJIA Ne 01
3aceaHus OT 20 1.
Cypryr
HpI/ICYTCTBOBaJ'II/I Ha 3aC€JaHUN: n3 YJICHOB YTBCPIKACHHOI'O COCTaBa YueHoro coBeTa u

MIPUTJIAIICHHBIX PYKOBOJIUTENEH MOApa3ieTICHUM

IIpencenarens YueHoro cosera:
Y4eHblii cekpeTaph:

CJHYIIAJIA:

Ha ocHOBaHWU U3I0KEHHOTO .
PEHINJIN:

Pe3ynbTaTsl rogocoBanus: «3a» —...; «lIpotus» — ... ; «Bo3aepkaBmuxcs» — ....

[Ipencenarens YueHOro COBETA,
pEKTOp C.M. Kocenok

Cekperapb Y4eHOro coBeTa H.B. Ky3pmuHa
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z 3 YHHBEPCHTET

Z! Ei PacnopsinuresibHbIe H HHPOPMALUOHHO-
b CucTeMa MCHEUKMEHTA KaueCTBa CIpaBoOYHbIe JOKYMeHThI. TpeGoBanus

ctp. 34 u3 36
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HIa0Jsi0H pacnopsizkeHUsI TUPEKTOPA MHCTUTYTA, 3aBeaAy0Inid kadeapoii, TUpeKTOpa

HEeHTPAa, PYKOBOJAUTEJIS MPOEKTOB

BIO/KETHOE YYPEXKJIEHHUE BBICIHIEI'O OBPA3OBAHUSA
XAHTBI-MAHCHUCKOI'O ABTOHOMHOI'O OKPYTA - IOI'PbI
«Cypryrckuii rocyiapcTBeHHbINH YHUBEPCHTED»

HanmenoBanue nHcTuTyTa (1IEHTPA)
(HaMMEHOBaHUE TIPOCKTA)

PACITIOPAKEHUE
« » 20 T * Ne
Cypryr
O (uem?)
Koncrarupyromas yacte
OBA3BIBAIO:
PacniopsiqurenbHas yacth
JlupekTop HHCTUTYTA N.0. ®amunus

(PyxoBoauTens mpoekTa)

Hcn.: 1.0
K. (BHYTpEHHHUIA)
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JIMCT perucTpanuu U3MeHeHH
Cpok
Ne Conep:xanue U3MeHEHUS U Homep P
Jara IMoanuck BBeJCHUA
n/n €ro KOOpANHATbI npuKasa
H3MEHEeHUs
1 Jluct BHeceHus U ITporoxon CK | 26.02.2020r. Xsan E.JL. 28.02.2020r.
coryiacoBanus n3mMeHeHu Nol No29




CypryTckuii rocyaapcTBeHHbIH
YHHBEPCUTET

CMK Cypl'Y CTO-5.13.2-16

PacnopsigurenbHble 1 HHGOPMATUOHHO-

Penmakmus Ne2

g Cucrema MCHE/DKMECHTA Ka4ecTBa CIpaBoOYHbIe JOKYMeHThI. TpeGoBanus ctp. 36 u3 36
JIuceT o3HaKOMJIeHU S
Ne JloskHOCTH dPUO Jdara IMognucek

n/m.




