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TJIABA 1
OBILVE HOJIOXKEHILT

1. Hacroswas Muctpyxuns paspaboTana Ha OCHOBAHMM MOJOxkeHWH 3axoxa
Pecuybnuxu benapyce ot 25.11.2011 Ne 323-3 "O6 apxuBHOM felle H
Jenonpoussojctee B Pecrybnuxe benapycs”, MHCTpYKINH NO IETONPOUIBOACTRY
B TOCYJapCTBEHHEIX  OpraHax, HWHBIX  OpraHu3alufX, YTBEPXKOEHHON
nocraHoBnesMeM Munucrepersa octunun Pecrrybnuxu Benapyes ot 19.01.2009
Ne 4, HHCTpyKUMH O HoOpsafke paboThl ¢ OJIEKTPOHHEIMYU OOKYMEHTAMY B
rOCY HapCTBEHHLIX opragax, VHBIX OpraHU3allusIX, YTBEPKIEHHOR
IIocTaHOBIeHHeM MuHKcTepcTBa rocTHIME Pecydrmxn Benapyces ot 06.02.2019
Ne 19. .

Hacrosamas  MucTpykuus  ycraHaBmBaeT  obuomie  TpeGoBamus K
JOKYMEHTUPOBAHUIO YIIPABICHYECKOH MEATeNBHOCTH M OpraHu3ammu paboTel ¢
OOKYMEHTaMKH B Ydpexjesunm o0pa3opapmy <« OMENbCKUNE TOCYNAPCTBEHHBIN
YHUBepcUTeT uMeHN @paHiircka CKOpUHBD {alee - YHUBEPCHTET).

Hacroamas Muerpyxuus onpenenseT IpaBWiIa IOATOTOBKH, CQOpPMITEHUS,
y4eTa, TUPaXAPOBaHWS, KOHTPONA MCIIOIHEHUS, OIepaTHBHOIO XpaHEeHWS,
UCTIONB30BAHYA U IOOTOTOBKM K IIepeiade JOKYMEHTOB B apXUB, OCYIIIECTBIIEMbIE
C IIOMOIIBIO PYHHBIX X 8BTOMATUZHPOBAHEEIX (KOMIBIOTEPHEIX ) TEXHOIOTHH.

2. Tlonmoxewws  Hacrosmiedt  VHCTpYKIWY — pacHpOCTPaHIIOTCA  HA
OpraHM3alUOHHO-PACTIOPSIUTEIEHY0 HTOKYMEHTAllUI0 HE3aBUCMMO OT BHIOA
HOCHUTENS, B COCTaB KOTOPOH BXOJST:

OpraHU3alMOHHEIE JOKYMEHTHI (TIONOKEHUL O CTPYKTYPHBIX IIOAPA3IeIEHUIX
YHHUBEPCHTETa, CTPYKTYpa M IITAaTHasd YHCIEHHOCTh, INTATHOE paclHCaHHe,




UHCTPYKIKK, IPaBHIIA, TODKHOCTHRIE HHCTPYKIMHI PabOTHIKAM);
PACIOPAINTENEHEIE NOKYMEHTSEI (TIPHKA35], PACIIOPIKEHIIS);
CHPaBOYHO-HHGOPMALMOHERIE TOKYMEHTEL (IIPOTOKONEI, aKTEl, ITHCEMA,

HOKNajEele ¥ O0BSACHUTENBHBIC  3AITHCKH, CIPaBKH,  TeJlerpaMMBEl,

TenedOHOrpaMMBI H JIp. ).

3. Ocobennoctr odopmuenns, oOpaboTKH W XpaHeHAsS JOKYMEHTOB B
SJIEKTPOHHOM BUJ(E 3aKPEIUIEHE] B raBse 18 HacTosme? MucTpyKImua.

OcobernnocTn  mOATOTOBKHM, odopautenus, o0paborky, obecnedenud
LETOCTHOCTH, XPAHCHUS SIEKTPOHHEIX JTOKYMEHTOB, CO3MABAEMEIX IIOCPENCTBOM
aBTOMATH3MPOBAHHON CHCTEME! JOKYMEHTAMOHHOTO O0eCHedeHus YIpaBlIeHMs
(AC JIOY) Ge3 cozmamms MOKYMEHTOB Ha OYMAXHEIX HOCHTENSX, 3NEKTPOHHEIX
KOIIMH JOKYMEHTOB Ha OyMAXXHEIX HOCHUTEISX, 3aKpeIlIensl B riaBe 19 gacTosmeix
Wxerpyxunm.

Ocobenrocty moaroTosku, odopmiteHHs u (win) o6paboTKH, XpaHeHms
obpamtenuil rpaxiaH, B TOM HUCHe HHAUBUIYANBHBIX NpelNpHHUMATENel, w
FOPUIITIECKUX JIMI U JOKYMEHTOB, CBA3aHHBIX C MX PACCMOTPEHHMEM, 3agBIICHUN
3aUHTEPECOBAHHEIX JU1L, OB paIaroLUMXCsS 3a OCYIECTBICHUEM
ANMUHACTPATHBHOY  IPOUEAYpPBl, ¥  HHBIX [JOKYMEHTOB, CBS3aHHBIX C
OCYWISCTBICHHEM  aIMMHHCTPATHBHEIX IPOLENYp, PErYIUPYIOTCS — aKTaMHu
3aKOHOOATENIHCTRA,

4. llopamox paborsr ¢ JOKyMEHTaMY, CONEDKANMMY  CIYXeBHyIo
UHpOPMAIIC, OIpenerrorces ITonoKeHneM 0 NopaaKe paGoThl ¢ JOKYMEHTAM,
COIepPXAalUMU CIyKeOHyI0 MHOOPMAIIMIO OTPAHWYEHHOTO PACNpPOCTPAaHEHVsS B
[TV umenn @. Cxopunel ot 08.04.2019 Ne -28/01, yTBEpKIeHHEIM PEKTOPOM
Yupexgennsa obpazoBanus « OMENIbCKUY OCYHAPCTBEHHBIY VHUBEPCUTET HMEHH
Dparnucka Cropraeny 08.04.2019.

[onoxenus nactoguiedl MHCTPYKIIHN PacIpOCTPAHSIOTCA HA OPraHU3aIliio
paboTsl ¢ JOKYMEHTaMH, HE OTHOCSUIMMECA K CHCTEME OpraHW3aLOHHO-
pacnopafuTeNbEo  pokyMenTanmuy  (INIaHOBas, — OTYETHO-CTATHCTHYECKAA,
pacueTHO-NEHEXHAsd U APYTHUe CHUCTeMBI JOKYMEHTAIHK), HE3aBHCHMO OT BHJA
HOCUTEI, BKIIFOYas UX PErHCTPaLyr0, YIeT, KOHTPONS MCIOMHEHUS, XpAaHEHHe, B
TOM HHCJIE OCYIIECTBIEEMEIE ¢ IIOMOLIBIG aBTOMATH3UPOBAHHBIX (KOMITBFOTEDHBIX)
TEXHOIOIMHA.

5. OTBeTCTBEHHOCTH 32 OPIaHM3aIlUIO HNEJIONPOU3BOJACTBA, COOIIONCHUE
YCTAHOBIEHHEIX MpaBmyl M mopsaxa paboTel ¢ HOKYMEHTaMW B CTPYKIYPHBIX
NOApAasHeleHnIxX YHUBEPCUTETa, UX COXPAHHOCTE BO3JIATASTCS HA PYKOBOIUTENEH
ITUX IIOAPA3AeIICHUL.

. IIpuKasoM pexTopa YHUBEpCHTETa HazHauaeTcs paboTHIK, OTBETCTBEHHEBIN 34

BEJICHUE JIENONPOM3BOACTBA B  CIPYKTYPHBLIX IIOOPA3HENICHHAX, KOTOPBIH

OCYIIECTBNSET YIET M KOHTPOJEL IIPOXOMKIEHWS HOKYMEHTOEB B YCTAHOBIECHHEBIE

CPOKH, COXPaHHOCTL U CBOEBPEMEHHYIO CHaYy HOKYMEHTOB B apXHB,

THQOPMAPYET DPYKOBOIAUTENS CTPYKTYPHOTO MOIPABINENEHUS O COCTOSHUM HMX

UCIIONHEHMS ! IP.

6. PaGoTHEKM YHHBEPCUTETA HECYT [SPCOHANBHYIO OTBETCTBEHHOCTh 32
BEINIOJIHEHHUE TpeboBaHUY HacTos el VHCTPYKIMH, COXPaHHOCTE HAXOMAIUXCT ¥



HUX cIIyKeOHBIX HoKyMernTos. O6 yTpare HOKYMEHTOB HEMEINIEHHO CO0DIIaeTcs
DYKOBOIUTENKO  CIPYKTYPHOTO  IIOApa3sfeNeHrs ¥  HaJalbHHKY  OTAela
IOKYMEHTALKOHEOI0 00eCIIe e HM.

7. OpraEuMsalMsd ¥ COBEPIICHCTBOBAHME CHCTEMEl NOKYMEHTAIIHOHEOIO
obecriedeHIsI YIpaBlIeHHs B YHHBEPCHTETE, KOHTPOIL 3a COBIONeHueM
YCTAaHOBIEHHEX. NpaBuil paboTel ¢ NOXKYMEHTAMU, METOIHYECKOe DPYKOBOACTBO
paboTo#f ¢ moxyMeHTaMH U o0ydeHHEe PabOTHHKOB OCHOBAM JE/IOMpPOU3BONCTSEA,
BHEJIpEeHME U IPHAMEHEHNE COBPEMEHHEIX HH(QOPMATMOHHEIX TEXHONOrUH B paboTe
C JOKYMEHTAMH BO3JATARTCH Ha OTHEN JOKYMCHTAITHOHHOTO 00eceYeHu .

8. Ilpy yBONRHEHMY, epeMellesnH, IIepeBoie paboTHHKA BCE UMEIOIUHECT ¥
HETo HOKYMEHTHl M [ed NEepeNarTca IO PEeIieHHI0 PeKTopa YHHBEPCUTETA WIH
PYKOBOIMTENS CTPYKTYPHOTO NOAPA3IEASHHUS HApYyroMy paboTHHKY II0 akKTy
npremMa-neperad JOKyMeHTOR U JeTL.

T'JIABA 2
JTOKYMEHTUPOBAHNE YIIPABJIEHUECKOM IESTEILHOCTH

9. JloKyMEHTHPOBAHWE YIPABIEHUSCKON JIESTENBHOCTH 3aKN0YaeTcs B
CO3JIaHUU VIPAaBICHYECCKUX JOKYMEHTOB - QuUKcallUH Ha MaTepHalsHBIX
HOCHTEILIX  YHIPaBICHYECKHUX  JCHCTBHM IO  YCTAHOBJEHHBEIM  IIpaBHIAM.
JoxyMeHTHpOBaEMe YIIPAaBIEHUECKON AEATENBHOCTH MOKET OCYINECTBIATECSI KaK
PYKOIIHCHEIM ~ criocoboM, TaK M ¢ INOMOIIBK  TEXHHYSCKHX  CPENCTB.
YpaBrerHeckre JOKYMeHTHI MOTYT OBITh 3aQUKCHPOBAHEI KaK Ha OYMAaXKHOM, TaK
U HA 3JEKTPOHHOM Hocuterne (AOKYMEHTHl B BJIEKTPOHHOM BHMAE, B TOM YHUCIE
BIEKTPOHHEIE JJOKYMEHTBI).

JlokyMeHTEL B 3MeKTPOHHOM BHAE MOIYT NPHMEHITECA BO BeexX cdepax
IeSTeNbHOCTH, TJe HCIOIB3YIOTCS IPOrpaMMHEBIE, NPOTPaMMHO-TEXHWIECKAE 1
TeXHUYECKHe CpencTRd, HeoOxomumele mig co3maHus, 00paboTKH, XpaHeHwus,
nepeavy U npueMa HHGOoPMAaIuy B SJIeKTPOHHEOM BHJE.

TpeboBapus K DOXYMEHTAM B 3JCKTPOHHOM BUIE pacHpOCTpaHAIOTCS Ha
BIEKTPOHHBIE NOKYMEHTHI, €CNTU WHOE HE IPEeyCMOTPEHO 3aKOHOZATETHFCTBOM 00
BIEKTPOHHBIX JOKYMEHTaX U MISKTPOHHON IMQpOBOH TOANUCH.

DNeKTPOBHEIN NOKYMEHT COCTOHT U3 ABYX HEOTHEeMJISMBIX UacTell - olmelt u
ocoOeHHOM.

Of0imas dYacTh DJEKTPOHHOIO HOKYMEHTa COCTOMT H3 HHGOpPMAITHH,
COCTABISIOIIEH COmepskarue NOKYMEHTZ, B TOM HHCIE PEKBH3UTOB MOKYMEHTR,
GOopMHEPYSMEBIX 0 MOMEHTA BEIPa0OTKH 3NeKTpoHHOM U poroll mommuen (B1I1D).

Ocobernras dYacThk HNEKTPOHHOrO JOKYyMeHTa COCTOMT W3 ONHON WM
meckonmbkrx OIII] muna (murn), moammcaBmero (IOANHCABINNX) 2JI€KTPOHHEILA
noxkyment. Kaxpas DL  mpencrasmsier  cofoff  OoTHen:sHBIR  daiin
(uadbopmaluuoHHEI® 00BEKT), (QopMaT U CIPYKIypa KXOTOPOro yCTaHOBIIEHBI
TEXHUUECKMMU HOPMATUBHBIMU NPABOBEIMU AKTAMMU.

Ocobernag 9acTh  MOXET  CONEPXKATH  [ICIOJHUTENBLHBIE — HAaHHEIE,
Heobxommete inst nposepku D111 u naeHTHGUKALNYA SISKTPOHHOIO JOKYMEHTA,
B TOM YWCIe PEKBH3UTEL, KOTOPHIE CO3TAFOTCS IIOCHEe MOMIMCAHUA BIEKTPOHEOrO
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TOKyMeHTa ([laTa 2IeKTPOHHOTO NOKYMEHT?, PETHCTPRIMOHHEBIN HHIEKS, CBeIeHAA
O NHIE, IOANHCABIIEM 3JEKTPOHHLIM NOKYMEHT, M APYTHE pEKBU3WUTEL) U
BKIIFOYAIOTCS B PETHCTPALMOHHO-KOHTPOIBHYHO Kaprouky (PKK).

10. IlpaBo msnanus (NPHHATHA) HOKYMEHTOB, ¥X MONUCAHMA, YTBEPKICHHS,
COTTTAcOBaHUS  (BU3MPOBAHHA)  ONpeAeNsierTcs — Opolenypod  yOpaBleHus
DOKYMEHTAlMEeH CHCTeMbl MEHEKMeHTa Ka49eCTBA YHUBEPCUTETA, HACTOSIUM
IIOJIOXEHUEM, MOJOKEHUAMY O CTPYKTYPHBIX HOAPA3NENeHMIN, NOIKHOCTHBIME
HHCTPYKIMAMH pabOTHMKaM ¥ HMHEIMH JIOKATBHBIMH UPABOBEIMF  aKTAMHM
YHHUBEPCUTETA.

11. IlogroroBka nOKyMEHTa BKIIOYACT COCTABIEHNE H ODOPMIEHHE IpOeKTa
HOKYMEHT&, €ro IIOJANHCaHue, NIpUd HeoOXOOZMMOCTH -  COLNIACOBAHME
(BH3UpPOBAHKE), YTBEPIKIECHHE.

Cocrapurens JOKYMEHTa HECeT OTBETCTBEHHOCTH 3a MNPABMIIBHOCTH €ro
CONEpKaHU, OPOPMIIEHIA, CBOEBPEMEHHOCTh MONTOTOBKY, 4 TAKKE 32 JOBEICHHE
ero JO 3aMHTEePeCOBAHHBIX JIHIL,

Ilpy moxroroBke W OQOPMIECHHH NOKXYMEHTOB HeoOXOIMMO COOJONATE
npaBuia, 00ecreynBarIue OPUIUYecKy0 CIIy JIOKYMEHTa, OIIEPaTHBHOE K
Ka4eCTBEHHOE UX MCIIOHEHMEe i TOHUCK.

12. Hns npupands JOKYMEHTY IOPUFNYECKOM CHITEI HeoOXOMHEMO HAaHIHe
CHENYROINUX 0043aTeIBHBIX PEKBAZHTOR:

HaMMCHOBAHVE YHHUBEPCUTETA WIIM CTPYKTYPEOIO MOAPA3IeIeHIs;

maTa JOKYMeHTa;

PErUCTPallHOHHEI HHIEKC,

TIOJIITUCE.

HAns  OTAENBHEIX BHAOB JOKYMEHTOB [NOUIOJIEHWTENBHBIMY DPEKBH3HTAMHY,
OPHAAIOIIMMY UM JOPHAMYECKYIO CUILY, SBISIOTCA TPHQ YIBEpKIEHHSA, NEeYaTh
(1 ONeKTpOHHBIX — HOKYMEHTOR  (YHKIHIO nedaTH Bemmonmser O
OPUOMYECKOTO JIRIA), OTMETKA O 3aBePEeHNH KOIINH,

13. HoxyMeHTBI MOJDKHEI 0GOPMIITECS Ha OIAHKaX ¥ UMETh YCTAHOBIEHHBIN
KOMIUIEKC 00513aTEJIEHBIX PEKBA3UTOB X CTAOHITEHE NOPALOK HMX PACIIONOKEHHL.

JIOKyMEHTEL B 3IEKTPOHHOM BUIE OQOPMIIAFOTCS B HOPAJIKE, YCTAHOBIEHEOM
1. 183 - 185 macrosmeit MacTpyxiium.

OIEKTPOHHBIE NOKYMEHTHI OGOPMILTIOTCA B HOPAAKE, YCTAHOBICHHEOM IIaBoi
19 Hacrosmei MucTpyximm.

BryTpeHHEHe JHOKYMEHTBHl CTPYKTYPHBIX IOApas’feleHuil HOMYCKACTCA
obopMATF He Ha Onamkax, HO ¢ OO0S3aTeNbHBEIM  BOCUPOU3BEIEHHUEM
COOTBETCTBYIOUIMX PEKBU3UTOB.

[Ipn odopnoieHnN MuceM, CIPAaBOK U IPYIHMX CIPaBOTHO-HHOOPMANHTOHEBIX
JOKYMEHTOB JOIIYCKaeTCs UCIIONB30BATE YTTIOBOM INTAMIT OPrasu3aliui.

[Tpy pyxOnHMCHOM OQOPMIEHHH JOKYMEHTORB COCTAB K PACIOIOKCHHE
PEKBH3UTOB OOIDKHEI COOTBETCTBOBATEH COCTE@BY W DACIONOMKEHHMIO DPEKBU3UTOB
JIOKYMEHTOB, OPOPMILIEMBIX ¢ IIOMOIIBI) TEXHUIECKUX CPeNCTR.

14. Kaxxnpril nuct NoKyMeHTa HOJDKEH MMETh TI0J1:

neBoe - 30 Mg

[IpaBoe - He MEHee 8 MM;




BEpXHEe ¥ HIKHEee - He MeHee 20 M,

[omst ¢ yKazaHHbIMU XapaKTEePHCTHKAMM JTOIDKHBI OTOOPAXKATHCS DY BEIBOIE
IOOKYyMEHTa B 3JIEKTPOHHOM BHAE Ha YCTPOHCTBO OTOOpaxeHWs W Ha GYMasKHEBIN
HOCUTEE.

I'JIABA 3
BIIAHKY TOKYMEHTOB. YT TIOBOU HITAMIT

15. brrank noxymenTa - cTaHNAPTHEIR THCT OYMard ¢ BOCIPON3BENEHHON Ha
HEM [OCTOAHHOW uHQOpMalWed NOKyMEHTa M MECTOM, OTBENeHHBIM JUJLI
nepeMeHHOH.

16. Ha 6mankaX @3roTaBIHBAETCs TOJBKO IIEPBaS CTPAHMIIA JOKYMEHTA, JULL
U3TOTOBNEHMS MOCNSRYIOMIMX CTPAaHWI[ MHCIIONB3YIOTCH CTAHZAPTHBIE YNCTHIC
JUCTEL OyMarmy. _

[7. B yuuBepcuTeTe NCHONE3YIOTCS CIEXYIOUME OJNAHKHM NOKYMEHTOE,
pa3paboTaHHEIE B COOTBETCTBMH ¢ MEHCTpyKuMe#d IO JeNONpOM3BOACTBY B
roCcyNapCTBEHHBIX opraHax, MHBIX OpraHEM3aIlusIX, YTBEPIKAEHHEON
TOCTaHOBNeHreM MuHucTepeTBa rocTuunu Pecrrybnuxu Benapyer ot 19.01.2009
Ne 4:

OasK s MMchMa COTNACHO MPUIIOKEHMIo | K HacTostued MHeTpyruuH;

Onapk ANg NHCEMA, OTIPAaBILIEMOTC TIO SJIEKTPOHHOM I10YTEe, COrNACHO
NPUIOKEHNIIO 2 K HacToameil MuacTpykuuy;

oMt 6IIaHK COrNacHO IPHIOKEHHIO 3 X HacTosmel Macrpyxuma.

18. Ilpm paspaboTke ONAHKOB AOKYMEHTOR MCIIONB3YIOTCA CTAHAPTHEIE
nucTel 6yMary popmara A4 (210 x 297 Mm).

19. Ha 6rank 1l THChMa HAHOCSTCS PeKBUBHTEL:

HaNMEHOBAHWE YHUBCPCHTETA,;

IIOYTORBIY aIpec OTIPABUTENA;

KOMMYHHMKaIHOHHBIE U KOMMEPIECKIEe NanHble,

Ha 6mank pns mmcbMa HAHOCATCS OTPagUYUTENbHEIE OTMETKH M JIMHUH IS
PEeKBU3MUTOB: JaTa JIOKyMEHTa, pPEruCTPAllMOHHEIN WHIEKC, CCHUIKA Ha
PETUCTPAlMOHHEIN HEJIEKC B AaTy BXOISLUEr0 JTOKYMEHTA.

' 20. Ha OnmaBKH OpraHM3allHOHHO-PACIIOPIIUTEIFHAIX TOKYMEHTOB HANOCATC
PEKBU3UTHI:

HauMEHOBAHIE YHIBEPCHTETA;

Ha3BaHUE BUNa NOKYMEHTa;

MECTO COCTABJICHUS VITH W3AHUIL,

Ha OnaExyw OpraHuzallHOHHO-PACIODSAUATENGHEX MTOKYMEHTOB HAHOCATCS
OrPaHVYXTENRHEIE OTMETKY W JIMHHK [JI1 pPeKBU3HTOB: JaTa JOKYMEHTa,
PEeTHCTpallOHNHBIN HEIEKC.

Hia opopmnerns pexsuzuta "Hazpanue suna fokymenTa' Ha obuieM Onaske
OTBOZUTCA  CBOOOZXHOE  MECTO = MEeXJTy  pekBusmTamu  "Haumenopauue
yHHBepcuTeTa" M OUpaHUYMTENBHBIMUA JTHHMSME Jns  pexsusuro  "ata
poxyMenTa" u "Perucrpanuonssii mEIeKC".

21. bnaHkd H#OKYMEHTOB pa3pabaThIBAXOTCA Ha OCHOBE IIPOJIONBLHOTO




PACIIONOKEHM PEeKBU3UTOB. lIpH NpPOAONEHOM BapHaHTE DEKBU3UTHI Onanka
pACIIONATaloTes [MOCEPeNNHE JHMCcTa BIONb BEPXHETO Ionst 0e3 OorpaHudeHus
pazMeEpPOB 110 TOPHIOHTANHM, HO ¢ COONIOIEHHEM YCTAHOBIIEHHEIX PAasMEPOB IIONEH.

PeKBU3HTELL GIIaHKa PACIIONAralTCd LHEeHTPOBAHABIM CIIOCODOM, T.€. Hadalo H
KOHELl KAXIOM CTPOKY DEKBU3UTA LEHTPYOTCH (PaBHOYHANEHHl OT I'PAHMI{ 30HEI
PACIIONIOKEHAS PEKBU3UTOB).

Ilpu HeoOXOOMMOCTH Ha ONaHK MOIYT HaHOCHTHECA OTrpPAHHIUTEIBHEIE
OTMETKH [UIA IoJeldl W OTHeNBHBIX PEeKBH3UTOB B BHJAE YIOJIKOB M JIHMHHM.
JNomycxaeTca HaHOCHTh Ha OaHK OTMETKU 11 haNblOBKU U IPOOHBKM OTBEPCTHH
TBIPOKOTIOM.

22. B yHuBepcurere AOIyCKaeTCs MCIONE3IOBATE YIVIOBOM - INTAMII LA
TIHCEMA.

VruoBoil wTaMIl IIPOCTABIASTCA B JNeBOH BepxdHeld HacTH HNEepBOro JIHCTa
HOKYMEHTA.

23. CocTaR pexBH3WTOB YLIOBOTC INTaMIla, NOPIANOK HX pa3MeIleHus u
0OPMIIEHHS COOTBETCTBYIOT COCTaBY, NOPSIAKY PpasMelleHud YU OQOpMIEHHS
PEeKBU3UTOB ONaHKa.,

24. PazMep yrioBoOro [raMila He JOJDKEH IIPEBRIATE 73 MM 10 TOPU3CHTAIU
u 75 My (g mraMrior ¢ uzodpaxenneM [ocynapctBensoro repba PecrmyOmmku
Bemapych mmm osM6uemsl) wix 55 wmM (I mrammoB 6e3  M300pakerv
Tocynapereennoro repba PecnyGmuxy benapyes umu oMOIeMEl) IT0 BEPTHKAITEL.

I'JIABA 4
ODOPMIIEHUE PEKBU3WTOB JOKYMEHTOB

25. Ilpn TOXroTOBKE U OPOPMICHHH TOKYMEHTOB HCIONB3YIOTCS PEKBH3UTEL,
COCTaB M IOPJAOK PACHONOKEHMA KOTOPLIX ycTamomien Mucrpyxume#d mo
JENONPOM3BOACTBY B TOCYZapCTBEHHBIX  OpraHax, MHBIX  OpraHH3allisX,
YTBEPKIEHHON [TocTaHOoBIEHUEM MUHHUCTepCTBa FocTHIHH PecnyOmuxu benapycs
ot 19.01.2009 Ne 4.

26. Pexeuzut "HauMmeHoBanMe yHUBEpCHTETA" .

HaxMeroBaHde YHEBEpCHTETa YKAa3bIBAeTCS B TOYHOM COOTBETCTBUU C
YCTaBOM YHUBEPCUTETA.

28. Pexeusut "I1ovuTOBEIN ampec OTHpaBUTEN .

IToyToBEIA ampec OTHpaBMTENs OPOPMIAETCS B COOTBETCTBHUU C IIPaBMIIaMU
OKa3aHUA YCIyT HOYTOBOM CBS3M.

Hanpmep:
v, [ToBepzr, 2, 246000, r. 'omens

29. Pexsuzut "KoMMyHIKaIMOEHBIE ¥ KOMMEPYECKAE JaHHBIE .

KomMyyHUKaIIMOHHBIE faHHBe (HoMepa Tenedora, Tenedakca, BKIFOUIAA KOX
ABTOMATHUYECKOM  MexxayropozHe#  (MexnynapomHoil) TenedoHHOR  CBA3NY,
o UIHaNBLHEL afpec TeKTPOHHON IIOYUTE) NOMELIAaOTCS HIDKE IIOYTOBOTO afpeca
oTapasyTend. [ pymuel mudp B HOMepax TelnedoHOB AedHcOM WIM IPYTUMHM



3SHaKaMy IPElHHAHN He pasgearoTes.

Kommepueckue NagHbIe BIUOHAOT HOMEP PACYSTHOIO CYeTa, HaUMeHOBAMe
Oanxa @ T.JI. ¥ PaCIONAratOTCS HHKE KOMMYHUKAIMOHELIX TAHEELX.

30. PexBusut "Hazpanwe Buna goxymerTa",

Haspanue BHXa MOKYMEHTA ONpENeNnsercs ero HasHAYeHWeM U NOJIKHO
COOTBETCTBOBATh COINEPIKAHUIO MOKYMEHTHPYESMOTO YIPABISHUSCKOTO NeHCTRUA.
Ha nuceMax HasBanwe BHIA NOKYMEHTA He YKA3bIBAETCS.

Hassanue Buza noKymenTa ne4aTaeTcs IPOTMCHBIMY GYKBAMY 663 PaspsIKY.

Hpy  Hcnmons3cBadun  GHAHKOBR  OpraHM3AIWOHHO-PACIOPSINTENLHEX
AOKYMEHTOB C MNPOAONBHEIM DACIIOTOXKEHWEM PEKBU3UTOB HA JABYX S3BIKAX
Ha3BaHue NOKYMEHTA [IeUaTaeTCs Ha ABYX S3bIKaX.

31. Pexsusur "Jlara noxymenta". Odopmienune 1aT B JOKYMEHTAX.

JlaTo#f mOKyMeHTa gBIIETCA HAaTd ero MOIMHCaHMS (IpUKa3, NUCEMO M Ip.)
AL COOBITHA, 3aUKCHPOBARHOTO B TOKyMeHTe (IIPOTOKON, aKT); AL JOKyMEHTS,
[IPEHUMACMOTO KOMIISTHANBHEIM OpraHoM ([IOCTAHOBJICHWE, PEIeHue), - JaTa ero
UPUAHATHS;  JUIA  YTBEPHKIAEMOro HOKyMeHTa (INaH, OTHeT, MHCTPYKIIHS,
IIOJIOKEHUE U Ap.) - AaTa YTBePKACHUA.

Ilppm mofroroBke mpoekra HOKYMEHTa MOIYCKAeTCS I1e9aTaTh TONhKO
0003HAYCHAT MECSIA M TOMA, JeHb MECAIa NIPOCTABIETCA AOTDKHOCTHBM JTHIIOM,
OZMUACKIBAOIIUM MIIK YTBEPKIAOIIUM JOKYMEHT.

JaTsl TONUMCAHNA, YTBePKISHIS, COTNIACOBAHMS, a TAKKE KATHl B PEKBA3UTAX
"Texer", "CchUlKa Ha PeruCTpaiMOHHEI HEIEKC H ATy BXOALILEro MJOKyMeHTa',
"Pezomomua”, "Buza", "T'pud nprnoxenus”, "OTMeTKa 0 HANMIMH IPUIOKEHHS",
"OTMeTKa 0 MOCTYIUIEHHH (PEerMCTPAMOHHbIN ITaMIT BXOLIIINX JOKYMEHTOB)",
"OtMeTKa 00 HCTIONHEHMH JAOKYMEHTA M HaAIpaBlIeHMH ero B nemo”, "OTMeTka o
3aBEPEHUN KONUN" 0hOPMILIIOTCS UG POBEIM CIIOCOBOM.

ONEeMEHTBI JIATEl YKA3BIBAKOTCA apabCKuMu IudpaMyd B ONHON CTpoke B
CHCOYIOUIEH IMOCIEeNOBATEIBPHOCTH: JEHbL MecsIla, Mecsu, rof. JeHs Mecina u
MecAIl OQOPMISIIOTCS ABYMS IIapaMil apaOCKuX [udp, pa3aeleHHBIMI TOIKOH, IO
- YETBIPEMA apabCcKuMu TudpaMm.

Hampmmep:
07.02.2020

IIpr odopmrenyn faT B JOKYMEHTAX, COXEPKAIMX CBejledrs QHHAHCOBOTO
XapakTepa, HCIONE3YeTcs CAOBeCHO-IUdpoBoit crmocob. Ilpw HMCHoIs30BaHUU
CJIOBECHO-IUppoBOTo cocoba AeHs Mecsma ohopMivieTcs apabekoil nudpoi (ot
I mo 9) unn mapoit wuadp (or 10 mo 31), HazBaHHe MecsIa - TPONKECER, IO -

o1t

YETBIPEMA apabcKuMu DU paMy, Mocye KOTOPEIX CTABUTCH OyKBa "I ¢ TOYKOM.

Harmmpunmep:
7 ¢espans 2020 r.

B snextporHOM mokymernte pexBusuT "Jlara mOKyMeHTa" BHOCHUTCA B €r0
ocobennyro yacTs nocne noanucanus noxymenrta OLIL Jomycxaercs BrmodeHne




B OOIIYIO 9acTh HPOEKTa BIEKTPOHHOIO NOKYMEHTA COCTABHBIX YACTEH peKBU3UTA
"Jlata HOKyMEHTA", H3BECTHBIX HO HOJNUCAHMA SIEKTPOHHON NOKYMEHTa (MecsI
U Iox).

32. Pexpuzut "PerucrpaunoHsEsii naaexc”,

PerucTpaUMOHHBIN HHIEKC CO3IaBaeMbIX H  IOMYYAEMBIX HOKYMEHTOB
COCTOHUT M3 NOPAMKOBOIO PErHCTPAllMOHHOTO HOMEpa, KOTOPBEIM MoxkeT OLITh
TNOTIONHEeH HHAEKCOM 10 HOMEHKIAType Jel ¥ JAPYTEMH  YCIIOBHBIMU
0003HaAYEHUSIM.

B 2/1eKTpOHHOM JOKYMEHTE PeKBUIUT "PerHcTpannonseil HEAeKe" BHOCHTCS
B ero OCOOEHHyIo 4acTb Iocle mopmucasms pokymenrta OIII1. Jomyckaercs
BKIIFOYEHHE B OOIIYIO YacTh IPOEKTA BIeKTPOHHOI0 JOKYMEHTA COCTABHBIX JacTeil
pexBusuTa  "PerHCTpaluOHHBI — HHIOEKC", M3BECTHBRIX 10  IOAIHCAHS
JNEKTPOHHOIO JOKYMEHTa (MHIEKC DIEKTPOHHOTO JOKYMEHTa II0 HOMEHKIATYpe
nexn).

33. Pexsmsur "Ccplika Ha pervcTpallMOHHBIN WHAEKC ¥ JATy BXOJAIErO
JOKyMeHTa" .

CcpUlka Ha PETUCTPAlMOHHBIA MHAEKC ¥ JATy BXONAIEro JOKYMEHTA
pacmojaraeTca Ha OyaHKE JUIS IMUChMa ¥ BKIIOYAST B cels perucTpalHoOHHBIH
HMHJEKC H JaTy JOKYMEHTa, Ha KOTOPLIE JaeTCs OTBET.

Snavenne pexBusura "CcoplIKa Ha PErUCTPAlMOHHBIY HWHIAEKC U [aTy
BXOJNIEr0 MJOKyMeHTa" BHOCHTCA B OOIIYX0 dYaCTh HPOEKTa DBIEKTPOBHOIO
nokymeHTa i B PKK.

34. Pexsuznut "MecTo cOCTaBNEHIA MK U3TaHug",

MecTo cocTapIIeHHS WIN U3NaHUsS JOKYMEHTa YKA3EIBAETCS HIDKE PEKBH3UTOR
"Hara pgokymenra" u "Permcrpanuonnsii umngexc” Ha BCeX NOKYMEHTaX, 3a
UCKIIFOYSHHAEM ITHCEeM U 3asBIICHIMH.

35. PexBusut "Apnpecar”.

AJpecaTaMH MOTYT SBIATHCS OPTAHU3AITHI, WX CTPYKTYDHEIE IOAPA3NeleHnd,
KOHKpETHBIE NOIDKHOCTHBIE NUNA, TPaXOaHe, B TOM 4YUCHIe WHIUBUOYAILLLIE
NP EeNTPUEHMATEY.

IIpn agpecoBaryyn AOKYMEHTA OPTaHUIALMH e HAUMEHOBaHNHE YKA3hIBASTC B
VMEHHATETEHOM ITaJeiKe.

Hanpumep:

MummerepeTso obpasoBanus
Pecrnybmuku Benapycs

Ilpm  a;gpecosBamwu  JOKyMEHTa  CTPYKTYPHOMY — [OHpasmeNeHuIo B
UMEHATEIPHOM Majle)Xe YKa3blBaeTCAd HauMeHOBaHue OPTraHH3alldM, a HIKS -
HauMEeHOBaHHUE CTPYKTYPHOTO NOAPa3aeIeHHS.




Hanpumep:

MUHZCTEPCTBO DKOHOMHUKH
PecrryOnuxu Lenapycs

Yupapnennue MeTO10I0HH
OyXTaNTepcKoro y4era U OTHeTHOCTH

Ilpu HampaBlneHWM JOKYMEHTZ KOHKPETHOMY JOJDKHOCTHOMY  JIHITY
HauMEeHOBaHNE OpPTaHU3alUy YKa3bIBAeTCA B MMEHHUTEIBHOM NaAeXKe, a NOJDKHOCTh
1 (paMHIMA azpecarta - B ZaTeIbHOM.

Hanpumep:

DxoHOMuYeckHit cyx . MuHcka
Hagars sy oThena CTATUCTAKY U
aHanu3a CyfeOHO! mpakTHKA
HMBaropol E.B.

Ilpp  agpecoBaHumWd  AOKYMEHTA  PYKOBOAWTENIO  opraguzaiuu  (ero
3aMECTUTEN0) HAUMEHOBAHME OPraHU3allME BXOMUT B COCTAB HANMEHOBAHWA
IOJKHOCTH agpecaTa.

Hampunep:

IlpencenaTemto IpaBIeHNS
OAQO "ACE benapycbanx"
HBanosy B.M.

HpI/I HalipaBJIEHHUU [OJOKYMEHTa B HCCKOJEBKO OOHOPOIHBIX Opl"&I—II«IBaIIHfI HX
HaHMCHOBAHHAA YEKA3BIBAIOTCA O606LH€HHO B HMCHHTCIIBHOM ITaJEMKE.

Hanpnmep:

P eclly OIUKAHCKHE OpraHhsl
rocyqapCcTBCHHOIO YIIDaBTIeHIIA

Ilpu HanpasBneHWH IJOKYMEHTa PYKOBOIHUTEIAM HECKOJBKMX OIHOPOIHEIX
OpTaHM3allui HAWUMEHCOBAHWS HX JOJDKHOCTeH yKaspBaroTcs o0000menHo B
JAaTeNbHOM Iajleke.
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Hanpumep:

PykoBomuTemsM peciryOIMKaHCKIX OPrasoB
rOCYapCTBEEHOI0 YIPABICHHS

[Toyrosei# ampec, KaKk MNpaBUIIO, YKA3bIBAGTCA TONBKO HA KOHBEPTE.
IlouToBENi afipec BXOIMUT B COCTaB PEKBH3WTA "Azpecar” IIpH aApeCOBAHUM
DOKyMEHTa PA30BOMY KOPPECHOHACHTY.

ITourosrlif agpec B pexksuzure "Axpecar” oQOPMILETCS B COOTBETCTBHH C
IpaBuIaMid OKa3aHWA YCIYyT [IOYTOBOH CBI3M.

Hampumep:

QDumman Ne 514 OAO "ACH
benapycbank"

yn. Cypranosa, 47a
220100, r. Muack

IIpu agpecoBaHum JOKYMEHTa IPaXXIaHUHY, B TOM YHCIE WHIMBUIYANLEOMY
NPEIIPHHAMATENO, BHaYale YKa3pIBalOTcsd (QaMunus ¢ #HAUMansl (M
COOCTBEHHOE, OTYECTBO, €CIM TAKOBOE MMEETCH) MONYUATEINd, 3aTEM - IIOYTOBBI
anpec.

Hampuwmep:

®emopriopoit H.M.

yia. Ecennna, 1. 118, k8. 53
220025, r. Muxck

Pexsusut "Agpecatr” He RomxeH comepxarhk 0onee deThIpex ampecos. ClIoBo
"xomys" repes BTOPEIM U MOCTIeAYIOIMUME af{PeCcaTaMu He IPOCTABIIIETCS,
| IIpu wanpasnesnu NokyMmMeHTa 0oJee HeM B HeTHIpe ajpeca COCTABIAETCH
CIMCOK Ha pPacchUIKy o dopMe COrfmacHO MIPHIOKeHH:0 4 XK HacTodweH
Hucrpykmuu. Ha kaxnoM dK3eMIUIape YKasbelBaeTes TONBKO ONUH aapecaT HIIH
0000IIIeHHOE HAUMEHOBAHME adpecaToB.

Ecau 1oKyMEHT sBINEETCS OTBETHBIM, LEPBBIM ajpecaToM Ha NOKYMEHTE
YKa3bIBAETCA 4aBTOP MHHUMATHBHOIO IIHChbMa, HE3aBHUCHMO OT 3HA9HMMOCTH
OCTAJIBHBIX aJpecaToB.

IlpM HampapIeHWH JOKYMEHTa II0 OJJIEKTPOHHOH II0YTEe B PEKBU3HTE
“"Anpecar" BMECTO IIOYTOBOTO aJpeca YKasblBaeTcsl OOQHUMAaNBHBI ajpec
DJIEKTPOHHOM IIOYTHl OPraHW3allMi-apecata MM aIpec BHeKTPOHHOH NOYTEI
IpAKITAHNHA.
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36. Pexsuzur "I'pud yreepxacumna”.

YTBEpKACHHE ABIAETCA ONHMM M3 CI0CODOB YOOCTOBEpEHWsA HNOKYMEHTa
noce ero noxnwcanusd. JOKyMmeHT, NOoANexalluil YTBEpKICHWIO, NpuobpeTaer
IOPUINYECKYRO CHITY TOJBKO ¢ MOMEHTA €TI0 yTRep IeHns. [lepeyens NOKyMEHTOB,
IIOANEKANX YTBEPKIACHUIO, NPUBSOSH B NIPHIONKEHAM 5 K HAcTOAIIeH
Huctpyrupm.

HokymenT MOXKET yTBEPKIaThCA ABYMA cIIoco0aMu:  IMOCPEeRCTBOM
TIPOCTABIEHUA LO/DKHOCTHLIM JIMLIOM B IPHOGE YTBEPHKIEHMA COOCTBEHHOPYHHOMR
TOAITICH UK U3NAHMA PACIOPANUTENEHOI0 JOKyMeHTa (COCTABICHUS IIPOTOKONA).
Oba cnocoba UMEIOT 0 IUHAKOBYIO FOPUIHYECKYRO CHILY.

Ilpu yTBepKOECHMM JOKYMEHTa IOCPEICTBOM IIPOCTABJIEHHA NOIKHOCTHBIM
JUUOM B Iprade YTBEPKICHHS COOCTBEHHOPYYHON MOAMUCH I'PH( YTBEDMKIEHMS
cocrouT u3 cjosa "YTBEPAIAKO", nanMeHoBaHMA TOMKHOCTH TULA, BKIIOYAH
BUAOBOE HAMMEHOBAHWE OpragM3aldd, ero COOCTBEHHOPYYHOM  IIOIIIMCH,
pacrmpPOBKY TOAIIHCY W NATHl YTBEPKIEHIS,

Hanpumep:

YTBEPXIAIO
Hupexrop obrmectea
[Tommucs TLYL Jepepsaxo
10.04.2020

HpI’I YTBCPEKICHHK OOKYMCHTaA, COCTARJIEHHOI'0 HE Ha 6J’I8_HK6, B
HaHMCHOBAHHC NOIDKHOCTH THLE, YTBEPAUBILEIO ACKYMEHT, BIIHOYACTCA NOITHOE
HauMEHOBaHHEC OpraHM3alHH,

Hanpumep:

YTBEPXKJIATO

Pexrop Yupexnenus obpazopauns
«l'oMenbexuii rocynapcTBEHHEIN
yuusepcuTeT uMeHH Ppanumcka
CKOpEHED

IHommwics A.A JBanon

10.04.2020

B onextpoHHOM pokymenTe B pekeuzure '[pumd  yreepnemus” (upu
YTBEPXKICHHU JODKHOCTHBIM JIMIOM) B ero obmed uacTH yKas3hIBaroTCs
HAMMEHOBAHNE NOJ/DKHOCTH JIMIla, UMEOINero IpaBO YTBEPAKIOATh 3JIEKTPOHHEBIN
JOKYMEHT, €ro WHUIManel M Qammmms. Jlara yTBEPKISHUA 3JIEKTPOHHOIO
JOKYMEHTa BHOCHTCS B erc OCOOEHHYIO HacTh IOCTE TONMUCAHUS XOKYMEHTA

S




12

Hata (menr wMecsua) yTBepAAeHUA B pexemsute "['pud yreepkaeHwms"
NIPOCTABILIETCA JOJDKHOCTHBIM JIHIIOM, YTBEPAMBIIMM IOKYMEHT. Mecsn u ron
IOTTYCKAeTCs MeUaTaTh ¢ MIOMOIIBIO TEXHHUECKUX CPEeNCTR.

PacnopsauTensHBll aKT H3ZaeTcd, KaK IIpaBUIO, B CIyYae, KOrna BBEASHUE
YTBEP)KAAeMOTO  LOKyMeHTa TpeOyeT JAONONHUTENBHBIX NpeAlHuCaHuit u
PA3BIACHEHNUH, MHBIX JCHCTBAN, CBA3AHHBIX C r0 MPUMEHEHHEM,

IIpu yTBepxIeHuu JOXyMEHTa IOCPEOCTBOM M3JaHUS DPACHOpPSAHTEIHEHOrO
TOKyMEHTa WM COCTABIEHWS NPOTOXONA P YTBEPXKICHHS COCTOUT W3 CIIOBa
"YTBEPACIEHO", HazBa#XAg BHIAa AOKYMEHTA B WMEHHTEIEHOM ITANEXE, ero
IaThl ¥ perUCTPallMOHHOTO HHJIeKCa.

Harmpumep:

YTBEPAIEHO

[Tpuxaz

Pexropa Yypexnenns odpasopanud
«l"oMenbekud ToCY NapCTBEHHBIM
yHEBepcuTeT uMeHH OpaHiycka
CxopHHBD

11.03.2020 Ne 12

501050

YTBEPIEHO
Hp OTOKOII 3accHaHd
KOMHCCHH

12.03.2020 Ne 10

I'pud yTBepXIeHUA NPOCTABIAETCH B MIPABOM BEpXHEM YINIY TOKyMeHTa. [Ipn
VTBEPKACHUU JOKYMEHTA HECKONBKUMHM JOIDKHOCTHBIMH  JTHIaMH  Iprds
YTBEPXASHUS pacloNararT Ha OJJHOM YPOBHE,

Cnopa "VTBEPHKJAIO" u "YTBEPXKIEHO" negararoT IpOUMCHBIMH
OykBaMH O6e3 KaBeIMeK U MpodeloB,

HMcnonezoBanue ONAHKOB JOKYMEHTOB C TIPOJONBHBIM PAaCIIONIOKEHUEM
PEeKBUBUTOB i1 OQOPMISHHS TOKYMEHTOB, IIOIEKAIHNX YTBEPKISHHIO, HE
JIOITYCKASTCS,

37. Pexsusut "Peszomomnmsa".

Pesomronws - MHCEMEHHEOE YKa3aHWE PEeKTOpa O IIOPSIAKE HCIIOHECHHMSI HIIM
MCIIOJB30BaHUS JOKYMEHTE.

Pexsuzut "Pesomormi" BrmoYaeT (QaMWNHI0 M HHALMANEl HCIIONTHUTEI,
COmepKaHue IOpYYeHHS H CPOK MCIONHEHMA. Pesoirouus noiokHa OBITh
noprvcasa (COOCTREHHOPYYHAS IONIIUCE) ¥ JATHPOBaHA.
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Hanpunep:

Cupgoposoit Y.B.

ITporry IoATOTOBUTE OTRET
3asBUTEIIO.

Cpox - 04.04.2020.
11.03.2020 Llogmucs

Ilpy manMy¥y HECKOIBKHX HUCIONHATEeNeH NepBoi yKasbIBaeTcs (amMuiaus
OTBETCTBEHHOI0O UCITONHUTEIS.

COUCIIONHMTENIX B  DABHOW  CTENEHMM  HECYT OTBETCTBEHHOCTH 34
CBOSBPEMEHHOE M KadeCTBEHHOE WCIOJHEHHME JOKYMEHTOB W  00g3aHEI
NPEICTABHTE HEOOXOIUMBIE CREIEHMI M MaTepywanbl M0 ero HUCIOIHEHUIO
OTBETCTBEHHOMY  HCIIOJHUTENX B CpPOKH, I[O3BOILIIONIZE  CBOEBPEMEHHO
HCTIONHUTE IIOPYIEHEHE B LISIIOM.

Ecnu 1o mpoexTy IHOKYMEHT4 COMCIIOIHHUTETAMU BBRICKA3aHBI 3aMEUaHU,
OTBETCTBEHHBIH HCIIONHUTENs NPHHUMAET MEpPHl K YCTPAHEHUIO PA3HOIIACHN O
BHECEHUS TIPOSKTA LJOKYMEHTA PEKTOPY YHHUBEPCUTETA.

B ciyuae xorna B mpoluecce cornacoBaHus IPOeKTa Pa3HOTIACHT YCTPAHUTE
HE YHOaloCh, OTBETCTBEHHBIM WCIOIHHUTENb NPEACTABNINET NPOEKT TOKYMEHTA
PeKTOpY  YHHUBEpPCUTETA C  [OpUNOXeHWeM  OUCHMEHHLIX  3aMedanui
COMCIIONHUTENEH U CBOUM MOTUBHMPOBAHHBIM MHEHUEM Y10 KKIOMY 3AMEUAHMIO.
OkoHyaTe pHOE PelIeHHe NPUHIMAST PEKTOP YHABEPCUTETA.

Ha mgoxymenTe nomxuo OBITE He Oonee oxmo¥ pesonroruud. Ilocmemyrouue
PE30MIOIMY PYKOBOAHTENEH 0QOPMILIIOTCS, €CIIH B HUX AETANM3UPYETCA TOPSLOK
MCIIONHEHHA TOKYMEHTA.

OnpeneneHEre B IOCHSAYIOIIHX PE30NMIONMUAX TOPAIKA  MCIOJHEHUA,
OTJIMYHOrO OT MOPAIKA TepBOHAUANbHON Pe30NoNuy (M3MEHEHNe OTBETCTBEHHOTO
UCHIOJIHUTEIS U J(p.), He HOIyCKaeTCa. B 3TOM ciaydae oTAen JOKYMEHTAIMOHEOTO
obecliedeHuA CTaBUT MJOKYMEHT Ha KOHTPOIbE B IIOPSJKE, ONPENEJIeHHOM B
TIepBOHAYANBHOY PE30IIOIU,

Pesomronuss pacrionaraercs B IPaBoOM BEpXHeM VLAY I[EPBOrO JMCTA
OOoxyMeHTa mnepen TexcTtoM. [Ipu reobxomwmmMocTH odopMICEMS CIHOXKHOH 1O
COLEPKaHMIO PE3ONIONHN, a TAKKE HECKONBKMX Pe30FOLUNHA X HEBO3MOXHOCTH HX
pasMelIeHuss B OTBEACHHOM [N PE30NIONUX MECTe HONYCKaeTICs Halucanue
pesomonuit Ha 0o cROCOTHON IUIOMIANU JHUIEBON CTOPOHEI IEPBOIQ JIHMCTA
TOKYMEHTa, He 3aTparuBas TeKcTa (Ho He Ha IOJIX TOKYMSHTA).

ITpu orcyTcTBHH CBOOONHOrO MECTa HA JIMNEBOY CTOPOHE MEpRBOro IUCTA
IOITycKaeTcs opOopMIIEHUE PEe3OTIOLHHY Ha OTHEeNBHOM JIHCTE ¢ YKa3aHUeM Ha HeM
PETMCTPallMOHHOTO MHJIEKCA ¥ JaThl JNOKYMEHTa, K KOTOPOMY OTHOCHTCH
pesoionps. JIMCT pe30imoIuH  NPHUKpPEIUIIeTcs K JOKYMEHTY H IIOCHe ero
HCIIONHEBYsl BMECTe C HUM IIOAIIMBaeTCS B Jieno. Ha JoXKyMesTe Ha MecTe,
NPEXYCMOTPEHHOM IS Pa3MEMICHWS PEe30JIFOLMH, AelaeTCs OTMeTKa O HallMIuH
JIUCTA PE30IIFOLNHY, BKIIFOUAOIasd clloBa: "JIHMCT pesosronyuu npunaraeres”.
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V3MEHATE PE30IIOLMI0 BMeeT NPaBo TONBKO aBTOp Pe30NIOLMY JUO0 PeKTop
YHUBEDPCHTETA.

IMpu odopmieHUr AUCTA PE3ONIONMH MCIONB3YIOTCA CTaHIapTHLIE JUCTHI
Oymaru hopMmara A6 ¢ cobirroaerreM CIeNyIoMuX PasMepos IoNen:

BepxXHee U HUKHEe - He MeHee [0 MM, eBoe - He MeHee 12 MM, IpaBoe - He
MeHee 8 MM.

Jns ROKYMEHTOB B SJIEKTPOHHOM BHJIE PE30MIOUMH  OPOPMILIOTCA B
SNEeKTPOHHOM Buie nuGo Ha oTnensHoM nucTe Oymaru. llpum odopauieHuH
PE3ONIOIINM Ha OTIENBHOM JHUCTe OyMard OH CKaHUpyeIcs M IoMellaeTcs B
ABTOMATHU3UPOBAHHYK) CHCTeMY [IOKYMEHTalIMOBHOIO OOecledeHMUs YIpaRIeHus]
(AC JIOVY) mmbo tekct pezomonun meperHocurcs B PKK AC HOVY otmenom
JOKYMEHTALKOHHOTO 0GecneyeHns.

s 3IeKTpOHHOTO JOKYMEHTa PEeKBH3HT "Pezomrouns” BeIpabaTeiBaeTcs C
rcrons3oBaaueM cpecTB AC JIOY 1 moxeT oopmuraTees kax TexeT B PKK nudo
JUCTOM pesosrornuu, nomnucerBaeMmely DT ¢ mpumenenwenM IHYHOrO KNrO9a,
BNAZENbIeM KOTOPOro SRIAETCS aBTOD PE30IIONMH, COAEpPXaHUuEe KOTOpOH
neperccutca B PKIC

38. PexBuzuT "3aronoBox K TeKCTY' .

HoxymenTsl, odopmieHHble Ha Gragkax WIM CTAHNAPTHEIX NucTax OyMmaru
dopmMata A4, TOJDKHEI UMETEH 3aI'0J0BOX.

3aroJloBOX QOopMynHpyeTcs cocTaBuTeneM pokymeHTa. OH nomxeH OBITH
KpaTKAM ¥ eMKWM, TOYHO IIepeflaBaTh CMBICII TEeKcTa M I'paMMaTHHeCcKd
COIJIACOBBIBATHCA C HA3BaHMEM HOKYMEHTA.

Hanpumep:

npukaz (o "em?) "O pacOpemeneHUM O0OJ3aHHOCTEH MEXIY PeKTopoM
YHUBEPCUTETA U €T0 3aMECTHTEIIMHU'

monoxernwve (o wem?) "O6 orHere NOKYMEHTAIIIOHHOTC obecnedeHys";

MIPOTOKON (Mero?) "3aceanma KOMUCCHA'

npasria (gero?) "BHyTpeHHET O TPYAOBOIO pacropsaka';

OOJDKHOCTHAS MHCTRYKUMA (KoMy?) "IOpHCKOHCYIBTY';

akT {0 uyem?) "O BRJENCHEM K VHHYTOXXEHHIO [OOKyMEHTOB H [eJ, HE
ITOIISKALINX XPaHeHIO' ]

axT (gero?) "nposepku’;

rmuckMo (0 geM?) "0 M3MeHEeHUH CPOKOB BEIIIONIHEHUA NoroBopa’.

B 3aromoBre X TexcTy paspemiacTcs YHIOTpeOISTH COKpalleHus CJI0B U
CIIOBOCOYETAHMH, WMCIOIB3YEMBIX B TOCYIapCTBEHHBLIX cragnaprax PecrmyOnuxu
Benapyce, ofmerocynapcTBeHHsX KIaccHbuKaTopax Pecmybmuxu benapyce,
COKpALleHHbIe HANMEHOBAHIS Opragu3aiuil 1 oOIMEeTpUHEATEIE COKPalle .

Hanpumep:
00 yreepxpenun [IBTP

3arooBOK B KABGIAKK HE 3aKITIOYAETCI U HE [NOOYEPKUBAETCH. Touka B KOHIIC
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3aroJIOBKa HE CTaBUTCH.

39. PexBusut "OTMETKa 0 KOHTpone".

OTMeTKa 0 KOHTpOJIe pacliojiiaraeTcs Ha JIEBOM IIOJNE JOKYMEHTA Ha YPOBHE
3arofloBKa K Texcry u obosHagaercs cnosoM "Koutpons'. IlpocTapmgercs ¢
TTOMOIIBIO mTeMuesa. OTMeTKa MOKET OBITE LOMONHEHA KOHTPONBHON HaTo.

OrMeTKa O KOHTPOJE BIEKTPOHHOIC JOKYMEHTA BrlpabaThIiBaeTcd C
ucnoapzosanueM cpeacts AC IOV u eaocurca B PKK.

40. PexBuzutT "OTMETKA O HANUYAHN IIPHAITOKEHIA" .

OTMeTKa 0 HIMYUY IPUNOMKEHWS PACIIQAraeTes HIDKE TeKeTa JOKYMEHTa
nepex pexsusutoM "lTlommmce”. Cnose "llpunoxenue" megaraeTcs ¢ IPOIHCHOMR
OykBE 6e3 ab3allHOTo OTCTYIIA, TOCTE HErO CTABUTCS BOETOYNE.

Ecmu joxyMeHT uMeeT TIPMIICXKEHMe, Ha3BaHHOe B TEKCTE, TO B OTMETKE O
HaJIM9IHH IPAIIOKEHHA YKA3EIBAETCS TONBKO KONKYECTRO JIUCTOB M 2K3EMILLIPOR.

Hanpunep:
[Ipunoxenwne: wa 5 1. B 1 3K3.

Ecnm pgoxyMmMeHET MMeeT NpHIOKESHHWS, HE Ha3BaHHBIE B TEKCTE, TO HX
HAYMEHOBAHKA [IEPEUMCISIIOTCS ¢ YKa3aHWeM KOJMYEeCTBA JMCTOB M K3eMIUIIPOB
KaKZOr0 IpUMoKeHNs, [Ipi Hamuduy HeCKONBKUX IPIIOKEHUH OHU HyMepyHOTC
apabCKUMK I pamu.

Harmmpumep:

Hpm:o&ceﬂne 1. MHCTpYKIIUS IO HeIonpou3BoncTRY Ha 124 1. B 3 3K3.
2. OT3kIB HA IPOEKT WHCTPYKUMA Ha 3 JI. B 2 9K3.

Ecny K DOKYyMEHTY HOpUiaraeTcs JOKYMEHT, UMENONIUY IPUIOXKEHUEe, TO B
OTMETKE O HaNWYuK HIPWIOKEHUS YKasbBacTcs oO0Iee KOMWYEecTBO JIUCTOB
NIPUIIOAKEHIM.

Hanpumep:

Tlpmmoxerne: THMCbMO HoTapuanbnol koHTops! Ne 2 3aBOJCKOro paiona r.Muncka
ot 15.02.2020 Ne 04-1-12/72 v ipHAOXeHAE K HEMY, BCero Ha 3 JL. B
1 oKz,

Ecma IPIIOAKCHHC HallpapJICTCHd HE BCCM apecaTdM, TO B OTMETKE O
HATTHYAK IIDWIIOMEHMA YKAZBIBACTCH, B KAKCH aapec HallpaBIIAeTCA NIPHITOXKEHWE.
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Hanpumep:
llpunoxxernne: ga 3 . B 1 3K3., B HepBLlil aapec.

Ecnu npunosxerns cOpomropoBaHsl, TO KOJUYECTBO JIHCTOB He YKa3bIBACTCH.

B pacnmopsyuTensHEIX noxymenrtax peksuauT "OTMETKa 0 HAIMIHU
IPUIIOKEHNS" He 0QOpMISIeTCS; yYKa3aHWe O HAJIMUYUM IPUIOXKEHHS OacTcs B
TEKCTe JOKYMEHTA: "COTJIACHO MpriokeHKro", "mpunoxenune", "npunoxenne 1",
"...[[pENCTaBUTE Nepeders JOKYMEHTOB 110 Ipryaraemoit dopme” u mp.

41. Pexsuzut "Ilonrmucs".

IIpoekT ROKyMEHTa MPEACTaBJLIETCS Ha IOAIIMCH COOTBETCTBYIOIISMY
JOTDKHOCTHOMY JIHILY (MCXOO U3 €r0 KOMIIETEHIIHH) NONHOCTHI0 OhOPMISHHEIM,
IPOBEPEHHBIM, COTTIACOBAHHEIM (IPpH HEOOXOAMMOCTH) BMECTE ¢ TIPUIIOKEHIAMY U
MaTepHanaMy, Ha OCHOBAHIMH KOTOPHIX OH COCTaBJEH.

Pexpuzut "ITopmuces" pacromaraercs mociie TEKCTa W OTMETKH O HANHYUH
NPUIIOSKEHNsT B COCTOMT U3 HaMMEHOBaHUS JMO/DKHOCTH JIWNA, ITOMIMCABIIEro
AOKYMEHT, COOCTBEHHOPYYHOM NOANNCH ¥ ee pacuHMdpoBKH (MHHULMATEL
Gammnus). Mannuans: nevatarorcs nepen damunuell Ges npobenos Ha yposHe
nocneaHe CTpOKK HaUMEHOBAHWA JOJKHOCTH.

Ecma moxkymenT oQOpMIeH Ha ONaHKe WIM C WCHONL30BAHUEM YITOBOIO
MITaMia, B HAUMEHOBaHHE ZOIDKHOCTH BKIFOUAETCS

Hanpumep:
Pexrop [Moprmucs A.A.VBanos

Ilpr odopmnennu moxyMeHTa He Ha OIaHKe B HAUMEHOBAHUE NOIAKHOCTH
BRIFOYAETCH [I0JIHOS HAUMEHOBAHYE YHUBECPCUTETA.

Hanpumep:

Pekrop Vupesxnenus o0pazoBanyis

«] OMeNnBCKUH rocynapCTBEeHHEIN

YHUBEpCUTET UMeHU PpanipcKa

CKrOpUHBD Iopnmcs A.A VBaros

IIpr nomuucamMy JOKYMEHTA HECKONBKMMHM JOJDKHOCTHBIMH — IHIAMUN
HaMMEHOBAHMA NOJDKHOCTEH JIHI[, MNOANKUCABIIMX JOKYMEHT, COOCTBEHHOPYUHBIE
HONIMCH ¥ ¥X pacumdpoBky (WHWIMAaNkl, GaMuiy) paclIoNaramTcs IPYyT 3a
JPYTOM B ITOCNEN0BATEIILHOCTH, COOTRETCTRBYIOINEH 3aHUMASMBIM JOJLKHOCTSIM.
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Hanprmep:
Pextop [omnucs A.A VpaxoB
I'maBHBIN DyxXrantep [Tormucs O.M.Ionsxosa

HPH IIOAIMHMCaHHY JOKYMEHTA, IICATOTOBJISHHOTO KOMI/ICCHGfI, YRE3BIBAIOTCHA
HEe AOJDKHOCTH JHI, a HX 0DS3AHHOCTH B cOCTaBe Kommcecuu., PamMunmu yiesos
KOMHCCHH pacIrojiararoTcsa B aJIdL')aBHTHOLI IMOpsAAKE,

Hampuwmep:
Ilpencenarerns KOMUECCHM IMonmuce B.M.Yepuux
IIeHBI KOMUCCUH ! IToonuce H.M1.3akosckas

IMoonwuce O.A.CkoBuna

JOXyMEHTEl KONIErHalbHBIX OPraHOB IIOJNHCHIBAIOTCS [TpelcegaTelleM U
CEeKpeTapeM 3TOro opraHa.

Hanpumep:
[Tpencenarens ITonnwcs YI.B.Munra
Cexperaps ITommucs T.A.Crapamormy

Ilpp  nmomnumcaHuy — paclOpANMTENBHBIX U HUCXONAINUX — JOKYMEHTOB
PYKOBOICTBOM OPTaHM3AIMY IIONIHCEIBACTCA NEPBBIA IK3EMIUIAP JOKYMEHTA.

Ilpu obopMIeHHH aKTOB, NPOTOKOJIOB, COBMECTHBIX NOKYMEHTOB IIOIIUCH
[IPOCTABIISIKOTCS Ha BCEX 3K3EMIDIAPAX JIOKYMEHTA.

B pexsmaure "[lommuces", a Taxoke pexsusuTax "I pud yreepxaerus” u "Tpud
COTTIACOBAHUA' YKa3kIBAOTCA (QaKTHHecKas JONKHOCTH WA, IOIIHCABIIEro
(yTBEpAMBIIEro, COINACOBABLIESIC) MNOKYMEHT, €ro WHUIUAILL H  (DAMILIHS,
HonmyckaeTca Hcmoms3osagme cokpamlenmit  "3am."  ("samecturens”). He
JOILYCKAeTCsl CTaBUTh Ipeisor "3a" wiIm KOoCylo [depTy Iepel] HAUMeHOBAHMEM
TODKHOCTH.

Js aIeKTpoHHOre HoKyMeHTa B pekBusuTe 'lIlopmucp"  yrazpBarOTCA
HaMMEeHOBaHHE NOJDKHOCTH IIHLA, UMEIOIIErc NIpaBC DOAIIMCHBATE 3JEKTPOHHEIH
NOKYMEHT, er0 WHHIIHANE 1 hamMunus.

IToanvcaHue 3NEKTPOHHOIO JOKYMEHTA OCYINECTBIAETCS IyTeM BBIpaboTku
OUII ¢ npuMeHeHWeM NUYHOIO KIKYAE, BIAZENbIIeM KOTOPOTO SBILICTCS JIHIO,
yKazaHHoe B 00Iell YacTy 3MeKTPOHHOTO NOKyMeHTa B pexsusute "[Tonrmres".

42. Pexsusur "pud mprroxesus”.

pud npunoxkeHys pacmonaraeTcs B IpaBOM BepXHEM YIUNIY IEpBOrO JIHCTa
TIPHTTOSKEHUS.

I'pud npunoxenus cocToMT U3 cioBa "llpunoxeHne", ero NOpPSIKOBOTO
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nomepa (ykaselBaeTcs apabcxmmu Imdpamu Ge3 3naxa Ne), Hazsagug BUOa
JOKYMEHTA B NaTENBHOM IaJeKe, €r0 aBTopa, JaThl U PETUCTPAIEOHHOI0 HHISKCA.

Hanpumep:

Ipunoxerue 2

K IIpHKA3y peKTopa
YHUBEPCHUTETA
11.03.2020 Ne 9

LlopaaKOBEI HOMED IIPUIIOKEHUS He YKA3BIBAETCS, ECITH OHO OJHO.

Ha npunoxeHnax, yTBEP:XKIAeMBIX PACHOPIAUTENBHEIM JOKYMEHTOM HIIH
IIPOTOKOJIOM, TPH( NpHIMKEHEI He oQopMisercd. B 3TOM CiIyuae B IpaBoM
BEepXHEM YTIIy IMEpBOr0 JHMCTa YTBEPKIAEMOIO JOKYMEHTa HpOCTaBiseTcs Ipud
YTBEPXKACHHU.

JOKYyMEHTBI-IPATIOKEHHS OQOPMIIMIOTCA ¢ YKa3aHHEeM BCEeX He0OXOIUMBIX
pexBusuToB mokymeHTa ("Haspamme BHma moxymenra', "3aromoBox X TekcTy',
"Tloprmcs" ¥ gp.).

43, CornacopaHme JOKYMEHTOB.

JoKyMeRTE IO IpUmaHHA MM FOPUIWYECKON  cuiel  (IOMIUCaHML,
YTBEPKACHHS, perUCTpallui) B HeOOXOOUMMBIX CIYIASX T0JIEKAT COrTIacOBaAHHIO.

CornacoBaHre IIPOEKTa AOKYMEHTA NPOBOIAUTCA BHYTPH OPaHH3alMM CO
CTPYKTYPHEIMU NOAPazACICHUAME U JODKHOCTHBIMY JIANAMY.

Cornacosanue IpoeKTa SIEKTPOHHOIC JOKYMEHTa BHYTPH YHWBEPCHTETA
OCYIECTBIsIeTCA ¢ HeIonb3osanueM cpencTB AC IOV, Jnua, ocymecTrisronme
COTJIACOBAHME TIPOEKTA BNEKTPOHHOTO JOKYMEHTa, IONYYaioT HOCTYN K HEMY
IIOCie aBTOpM3alluy 1 uaeHTuQuKarmu 8 AC JIOV.

B cimydae nopaboTkd OpoexTa 3TEKTPOHHOTO MAOKYMEHTA OH IIOBTOPHO
HAIIPaBISIETCA Ha COMTACOBAHHE.

44, Pexsuzut "Buza".

Bryrpennee cornacoBaHue OoQoOpMIIETCA ITyTeM BHIWPOBAHMS IIPOEKTA
TOKYMEHTZ NOJDKHOCTHEIM JTHIIOM.

Pexsuzur "Buza" sBxmogaer B cels HamMeHOBanwe JOIDKHOCTH JIAIA,
BU3VWPYIOIIEr0  IPOEKT  JIOKYMEHTa, ero  COOCTBeHHOPYYHYIO  ITOMIIHCS,
PacIIM(QPOBKY ONITHCY U JATY.

; Hanpumep:

HavageHUK OTHENA KaHpPOR
Hopmuce W1 yToBa
11.03.2020

OTxa3sBATRCS OT BH3HMPCBAHHA, a TAICKe NENaTh Kaxue-mudo HCIIPpARJICHMA B
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TEKCTe IIPOEKTa [JOKYMEHTA He NONYCKAeTCS. 3aMeyuanus M JOMNONHESHUA
M3JIaTal0TCA Ha IIPOSKTe JOKYMEHTA HIKe NaThl BU3UpOBaHus. [Tpu 3HAYUTENBHOM
o0BeMe 3aMedaHms U JOIOJHEeBNA H3NAraroTCA Ha OTOCIBHOM NUCTE, a Ha IPOeKTe
JOKYMEHTA YKa3klBaeTcsd: "JaMedanus Ipuiararorces’,

Hanpmmep:

Heagansaux otnena kaapos
[ogmucs U lyrosa
11.03.2020

C OpOeKTOM HE COTTIACHA.
JaMedaHud NPANaratQTes

Buser npocTapnsgrores Hwke pexsmanTa "[logmkch” Ha SHNEBOE CTOpoHe
IIOCTIEAHETO  JIWCTa [EePBOIO  IK3EMINHEpa NOKyMeHTa cneBa. [IpoexTsl
PaCTIOPAUTETLHEIX JOKYMEHTOB [IOITYCKAeTCA BU3NpOBaTh Ha 0G0pOTHOI CTOPOHE
MTOCTICAHETO JIUCTA NIEPBOIO 3K3EMILIApa AoOKyMenTa. [Ipy cornacoBaHny myceM u
OPYTHEX HCXOJANUX NOKYMEHTOB BH3EI OOODPMISIOTCA Ha KOIMMAX, OCTAFOINUXCS B
Jerne.

[Ipy HeobXomUMOCTH OGOPMIIEHES HECKONBKUX BH3 OHE DACIONArdroTCs
OJIHE IO OPYTOH B IOPSJKE BU3UPOBAHU.

Hamprvep:

Haganerux otaena xafpos
Iopmucer M. yToBa
11.03.2020

HaganpHUK ROPHUIHISCKOrO OTAENA
IMognuce C.HM.ATpormienko
11.03.2020

Ilpx orcyrcTBHE CcBOOONHOrC MeCTa BH3EL OGOPMIAIOTCK Ha obopoTe
IOCHEHETC JHCTa JOKYMEHTa M IPH  PasMHEOXEHMM [IOKYMEHTa He
BOCHPOUZBOIATCH.

IlepeyeHs  COIMACYIOMMX  UHCTAHIME  ONPENEIHETCS  COCTABHUTENEM
DOKYMEHTa MCXOJAS U3 ere COAepKaHud W TpeGoBaHWH HOPMATHBHEIX IIPaBOBBIX
AKTOB.

Jlnis snexTpOHHBIX JOKYMEHTOB OTMETKA O COTJIACOBAHUM (BU3a) BRIIOUASTCS
B PKK unu odopMIgeTcs OTASTBHBIM JTUCTOM COTJIACOBAHMSA ¢ MCIOIL30BAHMEM
cpencte AC 1OV,

B cirydasx, ecn# COINIACOBaHME IIPOEKTA BICKTPOHHOIO JOKYMEHTA
OCYIIECTRILIETCA IIyTeM Iofmucanus ero obmed wactm, O[] BrmOwaroTes B




20

OCOOEHHYIO 9acTh NPOEKTa SNEKTPOHHOIO JOKYMEHTA.

45. Pexsuzut "Ileuars",

B yuueepcHTeTe IpHMERAIOTCS CACOYIOUME BUISL! NeyaTell: repbobas nedats
YHHUBEDPCUTETA, [1€9aThk OTAENA JOKYMEHTALMOHHOIO 00SCIeYeHus, IeYaTs OTASNna
KanpoB, PaxyIbTeTOB M T.IL ).

OTTHCK NEeYaTH TODKEH 3aXBaThIBATE YACTh HAUMEHOBAHWS NOIKHOCTH JHUIA,
IIOIIUCABIIETrO (YTBEPIABIIIETO) AOKYMEHT.,

46. Pexpuzut "OTMeTKa 00 ucriongurene”.

Ormerka 00 HCIIOIHUTENE PacloaraeTcs Ha JHIEBON CTOPOHE IIOCHEIHErO
JIHCTa JOKYMEHTZ B JIEBOM HIDKHEM YTIIY,

OrMeTka 00 ucmoOJHHUTENE BKIIOYaeT GAMUINMI0 KW HOMEp CIyxkeGHOIOo
TenedonHa UCHONHMTEeNs (cocraBuTens) ZoKymeHTa. MaMulug MCHOJHMATENL U
HOMED €ero cIyebHoro TenedoHa IeYaTaroTes 0e3 SHAKOB IPEIHHAH.

Hampumep:
HBanos 57 15 25

OtmMeTka 06 HCITOIHUTENE MOKET OBITh NONOTHEHA MHIESKCOM CTPYKTYPHOTO
IIOJpa3AeNeHHs, B KOTODOM IOTOBUWICS JIOKYMEHT.

Hanpusep:
02 Msanor 57 15 25

Ilpy HeoOXOZMMOCTH OTMeTKa 00 HCIIONHUTENEe MOXET OBITL AOMOTHEeHA
TaToOW COo3laHus HOKYMeHTa, uMeneM daiina W ApyruMU ITOMCKOBEIME NANHEBIMH
(Ha BTOpOH CTPOXE), KOTOPEIe OQOPMIITEOTCA TONBKO Ha 3K3eMILDIpE HOKYMEHTA,
OCTAICLIEMCS B YHHUBECPCHUTETE.

Hampumenp:
02 Msanom 57 15 25
26.03.2020 D:/Thicemo.doc

Ilpuz odopmnernn ROKyMEHTA Ha KOMIbIOTepe pekBuU3uT "OTmMeTka 06
UCIIOJMHATENE" BEIIONHAETCS TapHATYpol mpudra Times New Roman (Times
New Roman Cyr) B obpragoM HadepTaHHH, pasMmep - 9 IT, MEXCTPOYHBIHA
VHTEPBAI - TOYHO 9 MT.

' OtMerka o6 wucnonHMTene 0o0A3aTENBHO OQGOPMILETCA HA UCXOTAIIMX
JOKyMEHTaX.

47. Pexeusut "OTMeTKa 0 23aBepeHHH Komuu'.

Konusa mOoOKyMeHTa JOJDKHQ BOCIPOWM3BOIWTHE BCE DPEKBHU3UTHI 3TOIO
JOKYMEHTa, B TOM YHCNE DEeKBU3UTHI Onanka. JIa mpUnaHus KONWH NOKYMEHTA
OPHANYECKOH CHJIBI OHa JoxHA OBITH 3aBepeHa (3acBHIASTENLCTBOBAHA)
YIIOJTHOMOYEHHEIM JOIDKHOCTHEIM JHIIOM YHUBEPCHTETA.

Komusa noxyMeHTa, BOCHPOU3BOSIIAS YaCTh €0 PEKBU3MTOR, 3aBEPCHHAT B
YCTAHOBNEHHOM IOPAAKE, ABILIETCA BBIIHCKOH M3 IHOKYMEHTa. DEITHUCKU U3
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DOKYMEHTOB 0hOpMILIOTCA Ha obieM Onanke. B BBIIMCKAX W3 JOKYMEHTOB CIIOBO
"BBIIIMCKA" BrrrogaeTcs B HasBaHue BUAA JOKYMEHTA.

Hampumep: _
BBITIMCKA Y13 TIPHMKA3A

OrMeTka 0 3aBepeHNU KOOHM OGOopMIstercs Hmxe pexsuzuTa "Tlommuces" u
BIJTFOTACT CIOBO "BepHo", HanMeHoBaHHe JOIHOCTH JIUNR, 3aBEPHUBIIEr0 KOIIMIO,
ero COOCTBEHHOPYYHYHO NOAUMCH, PACIIE(POBKY [IOAIUCH X IaTy 3aBEPeHHA.

Hanpumep:

Bepro
Havyaneuyx oTnena kaapon Iopuucs .M. JyToBa

11.03.2020

Ha KomHsx mCXOmANMX HOKYMEHTOB, OCTAIOMIMXCA B Jiele YHHBEPCUTETE,
PEKBU3UTEl OJaHKa HE BOCHPOMIBOLATCS, MPOCTABIAIOTCA JaTa IIONITHCAHYS
NOKYMEHTa, €T0 PEerHCTPAIllHOBHGIA HHISKC W OTMETKA O 32BEpeHMU KOMUM, B
KOTOPOU JIONMYCKAEeTCAd HE YKa3hIBATH NATY 3aBEPEHUS W JIOIDKHOCTH JIHIA,
3aBEPHBIITETO KOIMEO.

Hanpuwmep:

Bepro
ITommuce I'.I".Mexgosud

Komuy mokymernTa, IONYYeHHBIE IIyTEM THPAKUPOBAHMS IIOJUTHHHUKA
CpeICTBaMM  OIEPATMBHOW  DOMMIpadHy,  colepKalme  (GakCHMHALHOE
BOCTIPOM3BE/ICHYE IIOANMCH ¥ NPEeHa3HaYeHHEbIE AN PACCEUIKY WY BHYTPEHHEro
[OJIE30BEHUL, HE HYXAAIOTCS B OONONHUTENSHOM  YIOOCTOBEPEHHH, 3a
HCKITFOYECHHEM CIYYaeB, IIpeAyCMOTPEHHEIX aKTAMY 3aKOHOIATENECTRA.

Pa3sMHOKEHHBIE 3K3EMIULAPEl TOKYMEHTa, IPEeLHA3HAYEHHBIE [IA PACCHITKA
WY BHYTPEHHETO MONB30BaHMSA U HE BOCINPOU3BOIANIME GakCUMUIBEYIO TOLIMCH
NONJTUHHUKA, NOIYCKAeTCS YHAOCTOBEPSTH NIeYaThI0, UPOCTABIAEMOM HAa MecTe,
OTBEJEHHOM AT COOCTBEHHOPYYHOMN TOAINCH.

48. Pexsusur "OTMeTKa 00 HCIONHEHHH NOKYMEHTA W HApaBICHHH ero B
neno".

' OrmeTka 00 HCTIONHEHWY JNOKYMEHTa W HaOpaBlIeHHH ero B  Ael0
IIPOCTABIIASTCA Ha JOKYMEHTE NOCHe €ro UCIOHEHUS K ABISIETCI CBHIETEIECTBOM
3aBepiueHus paboThl Hal HUM.

OrmeTka 00 UCHONHEHMH [OKYMEHTa U HalpaBleHHH €ro B JeNo
pacronaraercs Ha HMJKHEM IIOJIe NepBOrC JINCTA JIOKYMEHTa ClieBa M COCTOMT U3
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cros "B meno”, uHIOEKCa Iena 110 HOMEHKIATYpe Jel, B KOTOPOM OVIeT XpanuThCcy
JOKYMEHT, HAThl ¥ PerucTPallHOHHOTO WHISK A JOKYMEHTa, CBHIETeIbCTRYIOMIErD
00 HCHONHEHME, COOCTBEHHOPYYHOH NOANUCH WCHONHUTEIS HIH PYKOBOIUTEN

. CTPYKTYPHOTO IOAPAa3AeNIeHIA - UCIIONHUTENS ¥ JaTH HAIIpaBIeHus HOKYMEHTa B
ZIeIo.

Hanpmvep:

B memo 19
IIogroToBien orser
11.03.2020 Ne 01-19/17
Ioonuce

12.03.2020

Pexsusur "OrMeTka 06 HCMONHEHNHU TOKYMEHTA ¥ HANPABIEHUN €ro B Heio”
3NEeKTPOHHBIX JoxyMeHnToB BHOocHTcH B PKK cpepctamu AC JIOY ¢ yyactuem
JMLE, 3aBEPINMBIUETC MCHOONHEHHE SNEKTPOHHOrC NOKyMeHTa. [IpH  sToM
YCTaHABIUBASTCS CBA3KA OTBETHOrO JNOKYMEHTA C MHUAIWATHBHEIM. DJIEKTPOHHEBIH
JOKYMEHT CHUMAETCST C KOHTpoNA Iocae ero ucnomaerust. Cpemenus of
UCITOJIHEHHH BHOCATCS B cOOTBeTCTBYIoMMe rpads PKK.

49. Ilpr OoTCYTCTBUM AOKYMEHTa, CBUAETENLCTBYIOUIETC 00 HCIONHEHHMH, B
OTMETKE YKA3bIBAKOTCA KpaTKUe CBEJIEHWS 00 HCIONHEHWN.

Hanpumep:

B neno 03-12
IlpousBeneH nepepacuer
IIoammcs

11.03.2020

50. PexBmsur "OtrMmeTka © NOCTYIDIeHHW (pPEerUCTPAUMOHHEBIA  IIITAMI
BXOASIIHX JOKyMeHTOR)",

OTMETKa O MOCTYMIeHUH (PEerMCTPalUOHHBIN IITAMIT BXOJSIUX NOKYMEHTORB)
NIPOCTABIAETCS Ha HIDKHEM IIOJIE IIePBOrO JUCTA HJOKYMEHTa CUpaBa M COCTOUT U3
COKPAalIeHHOT0 HAaMMEHOBAHNS YHHBEPCUTETA, TAThl ¥ PErHCTPAIMOHHEOIO HHIEKCa
(HOMepa) TOCTYIUIEHUS NOKYMEHTA.

Pasmeprl oTMETKHM O HOCTyIeHUd (PerucTpamdoEHOr0 IITaMIIA BXONSIIAX
JIOKYMEHTOB) He MOIYT NpeBRInaTh 42 MM 10 TOPMBCHTANM ¥ 16 MM 0
BEPTUKATH.

Ha pmoxymernTax, TpeOyOIUIMX CpOYHOTO HCIOOTHEHWS, BMECTe ¢ Jaroi
JOITYCKALTCA YKa3bIBATE BPEMS HOCTYINIEHUS (JACH, MUY ThL).

Jnst aNexXTpOHEBIX TOKYMEHTOB peksmaut "OrMerka o mocTyrienun” (nara o
MHIEKC IocTymneHus) qopmupyercsa cpeactBamu AC JJOVY mocne ycneumHo#H
nposepku DL m BHocmres B8 PKK. Ecnu BXOXSITHI 3MEXTPOHHLIA HLOKYMEHT
SBIAETCS OTBETOM Ha MCXOJAIINN BIEKTPOHHELIN JOKYMEHT YHHBEPCHTETA, MEKIY
HAMH yCTaHABIUBANOTCA CBiI3kHU cpefgcTBamMu AC HOV.
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I'JIABA. S
TPEBOBAHIA K TEKCTAM JOKYMEHTOB

51. AssrkamMu MeNOMPOU3BOJICTBA M AOKYMEHTALMY ABIIOTCS OeNopyCCKUil &
PYCCKUH.

TeKCTH MOKYMEHTOB, HAMpaBAdeMbIX 34 HOpemeisl Pecrrybnukm bLeapycs,
MOTYT COCTaBRIATBCA Ha OENOpYyCCKOM, DYCCKOM S3BIKAX, Ha S3bIKe CTpaHEBI
afpecaTa WM Ha JPpYTOM WHOCTPABHOM S3LIKE.

52, TlpennoxeHus cTpOATCS COINAcHO OOINEIPWHATHIM IPaMMAaTHYECKHM U
opdorpadngeckrM  npasuiaM  O0eNOPYCCKOTO M PYCCKOTO  A3BIKOB,
NperMyINecTBeHHEIM SBIsieTcsa  yroTpeONeHWe MNpPOCTEIX DPAaCpOCTPAHEHHBIX
OIPePIOKEHNUN.

53. B poxymeHTax NPUMEHSIOT TEPMUHEL U ONpeleleHHs, YCTaHOBIEHHDBIS
DedCTBYOLUMMU cTaHIapTaMHu X TEePMHMHOJOTHMYECKUMH CJIOBAPSIMH.
MmuoroszHausgsle TEPMHUHB] B KAXKAOM KOHKPETHOM CIyYae AOJDKHBL YIIOTPeOIIThCS
TOJEBKQ B OJHOM U3 CBOMX 3HAHUEHMH.

54. B TexcTe NOKyMeHTa He JOIYCKAeTCs YIOoTpeOIeHue!

- IPOCTOPEYMH M SKCIIPECCUBHBIX HOPM PasrOBOPHON peyn;

- NHOA3LIYHBIX 3aMMCTBOBAHMM IPH HaNAYMY pPaBHO3HAYHEIX CIOB H
TEPMMHOB B DEIOPYCCKOM UNH PYCCKOM S35IKE;

- HEYETKMX CIIOBOcOuYeTaHuUM, 0000IIeHHBIX pacCyKACHUN, BOCKIHUIAHWHA |
NPU3BIBOB, OOPa3HEIX CpaBHEHMH, 3NMUTETOB, MeTadop;

- abOperuarTyp, Kpome OOMIEU3BECTHHIX MNU paciubpOBAHHEIX B TEKCTE
JTOKYMEHTA,,

- REHOPMATUBHOU NEKCUKH,

55. TexkcTel CHOXHBIX 10 COAEPXAHUK AOKYMEHTOB  (LIPUKA30B,
MOCTAHOBJIEHHH, [IPOTOKONOB, WHCTPYKIMHA M JAp.) ACNATCH Ha IIYHKTHI, IIYHKTHI
MOTYT NOAPA3NENATHCA Ha ITOAITYHKTHI, MONIIYHKTE - Ha ab3ansl. B Gomeuiux mo
00BEeMy IOKYMEHTaX IIYHKTEl MOTYT 00BEIUHATECA B INIAREL

I'naBel HyMmepyrorcs apadekumu uu@paMu, IIOCHE KOTOpPLIX TOYKa HE
CTaBUTCA. [NaBbl OOIDKHBI MMETE 3aTONIOBKW, TOYKA B KOHIE 3arOl0OBKa He
CTaBUTCA. ECIM 3aTCIIOBOK COCTOHMT H3 MBYX IPEMNIOKEHHHA, TO UX DPAa3TENAOT
TOYKOH. B saronoskax He ICIIyCKaeTCd IIEPEHOC CIOB HA CIASLYIOIIYXO CTPOKY,
OpUMEHeHHe PUMCKMX DD, MaTEMaTHIECKIK 3HAKOB U I'PEUECKHUX OYKB.

Hampumep:
['JIABA 2
ITOPAJOK INTAHVMPOBAHIA V1 PACXOOOBAHY CPEACTB
HA OIUTATY TPYIIA

Ilyrxrsl HyMepyroTes apabckumu mudpamu ¢ TOUKON W 3aIlUCHIBAIOTCS C
abzamgoro orcryra.

Homep NOAmMyHKTa BXIOYAeT HOMEP MYHKTA M HOMEp IOINYyHKTa, [OCcTe
KOTOPBIX CTABATCS TOYKH.




Hampumep:
2.1.
2.2,
2.3.

Hymepaumsa IIyHKTOB JOJKHa OBITH CKBO3ZHOW JNA BCEro HOKYMEHTa,
TIOAITYHKTOR - CKBO3HOM UK KAKAOr0 IyHKTA.

AB3a1p! e HyMepYIOTCS ¥ BBIFENSIFOTCS a03alHbIM OTCTYIIOM.

56. B TexcTe AOKyMEHTa Ilepel KaxNo¥ noswiweill nepedncrennd,
BEIZIETIEHHON ab3allEEIM OTCTYIIOM, Xeduc WIM MHOM 3HaK He crasuTcd. llocne
NEePEeUMCICHMA, KpOMe MOCIeAHEro, CTABUTCA TOYKA C 3alaTOH.

57. TexcTel DOKyMEHTOB O(QOPMILIFOTCS B BHIE CBS3HOTO TEKCT4, aHKETEH,
TaONHIBI KNK B BUjE coerMHeHud stux dopm. Onpemersomyy B BoiGope dhopMe
[IpeACTABIIEHIA TEKCTa ABIMETCS XapakTep MHGOpMany, CoAep/Kamenics B TEKCTE
NOKYMEHTA.

58. B pacnopsnuTeNnsHEIX DOKYMEHTaX VHHBEPCHTETA TEKCT M3/1aracTcsi OT
TiepBoro Jmna eauHcreerHoro uucna: "[IPUKAIBIBAIO", "TIPEJITATAIO" u ap.

B pacmopaauTensHRIX OOKYMEHTEX  KOJJIErHANBHBIX  OPTaHOB  TEKCT
M3/1araeTcs OT TpeTsero JaMua enmHeTBennoro uwcena: "TIOCTAHOBILAETY,
"PEHIIIA" o np.

I''IABA 6
TPEBOBAHIA K OQOPMUIEHIMIO IOKYMEHTOB,
N3TrOTOBJEAEMBIX C IIOMOILBIO TEXHWYECKUX CPEICTB

59. MexcTrpouHsiil HHTEPBal TeKCTa JNOKYMEHTOB, M3TOTOBIEHHLIX Ha
KOMUBIOTEPE M Ha Onarkax Gopmara A4, - OUHAPHEIH.

60. Ilpm mnHabope Texkcra ¢ MHCHOIB30BAHUEM TEXHWHUECKHX CPEICTB
TIpEMersercs rapauTypa mprdra Times New Roman (Times New Roman Cyr) B
0bprynoM HadepTaHHW, pasmep mmpudra - 14 nT. BripasHpmBanue TekcTa
IIPOW3BOAUTCA 110 IIMPHUHE ITUCTA.

Odopmrenre  DOKYMEHTOB OCYIIECTBIIeTCs  C  MUCIOIL30BAHUEM
[IPOTPaMMHOr0 0GeCIIeYeHNs, COOTBETCTRYIOIErO ClleAYIOLMM TPeCOBaHIsIM:

HaJlM9ie QYHKIUOHANBHOCTH, 00eCIeIHBAIOIIEl BOSMOKHOCTE OhOPMIEHNS
PEKBHU3UTOB IOKYMEHTA B COOTBETCTEBUH C TPeOOBAHUAMY 3aKOHOJATENBCTRE;

HNOAMEPIKKA TOIMYCTUMEIX OpMaToB JOKYMEHTOB B BIEKTPOHHOM BUIE;

ITOnAepAKa METOLOB M CpeAcTB 3aIOMTEl TEKCTa JIOKYMEHTa OT
pefaxkTHpoBaHus (IapobHasg 3allldTa, CO3NAHUE NOKYMEHTA, He pPelaKTUPYeMOTo
CTAHNAPTHBEIMM CPEACTBAMHE K T.J.) JUIsI JOIYCTHMBIX HOPMATOB.

61. Ilpm nopmroroexe TaONHI ¢ WCIONBIOBAHWEM TEXHUHYECKUX CpelCTB
BBIDABHHBAHNE TEKCTA IPOM3BOJAUTCI MO HEOOXOXHMMOCTH, C INEPEHOCOM CNOB.
HomyckaeTcs yMmeHsnaTs pasMep jeBoro mond o 20 MM (Korda TEKCT He
BMEIIAETCA), Pa3Mep MPU(Ta TEKCTa U MEKCTPOYHEIR MHTEepBaT - 10 11 nT.

62. IIpu odopMIeHny NOKYMEHTa Ha KOMIIBIOTEPe PEKBUIUTEL, COCTOMIIHAE M3
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HECKOJBKIUX CTPOK (Kpome pekBmzMTa "Texer"), meyataroT ¢ HHTEPBAIOM TOYHO 14
ur. CocrapHble wacTi pexBusuToB "Axpecar’, "Ipud yrsepxyenus”, "I'pud
cornacopanua", "Tpud mpumokeHHI' OTAEILSIIOTCA ApYL OT HOPYyra OAUHAPHBIM
HWHTEPBAJIOM MM AOIOJIHUTENBHBIM MEKCTPOUHBIM HHTEPRAIIOM 6 IIT.

PexBU3UTE JOKyMEHTa OTAEISIIOT APYT OT APYra oMy TOPHBIM MEXKCTPOYHBIM
naTepBanoM. JOmycKaeTcs peKBU3UTHL JOKYMEHTa OTHAeNIT: APyl OT Ipyra
npobensHolt cTpokoil, paBHOM pasMepy LIpUPTa PEKBUIUTOB.

Hanprmep:

COI'JTACOBAHO

OnouHapHBIH HETepBal
3aMecTuTeNs JUPEKTOPA I10
KOMMEPYSCKUM BOIpocaM Toaro 14 or

OnmuHapHEIN HHTEpBAT
Mopmaces B.B . Kamapusa

OnuHapHBI#A HHTEPBAT
11.03.2020
' IIpoOenpHas cTpoka
COI'TACOBAHO

OnuHapHbIl HHTEPBAN
I'masreIi Oyxrantep

OIvHapBEEIA HHTepBAT
IMogmucs O.M.ITonsxosa

OpyuapHEIN WHTEpBAT
11.03.2020

63. MaxkcumanbHas IJIHHA CTPOKM MHOTOCTPOYHBIX PEKBHU3UTOB - 73 MM Ha
KOMITBEOTEPE.

64. IIpu oQOpMIEHHH JOKYMEHTOB Hi KOMIBKTEPE MCIONB3YIOT OTCTYIIL! B
MUIDIUMETPax OT IPaHHIEL TEBOTO MOJL:

0 - rpasuiia 1€BOTO IO,

1 - oT rparxuEl neBoro OO 12,5 m;

2 - OT rpaHuIBl IeBoTO IO 40 Mu;

3 - OT rparunke! JIEBOro moas 60 MM;

4 - OT rpaHuLEl IeBoro Ooya 80 MM;

5 - ot rpanuuel negoro oy 100 mu;

6 - OT TpaHWIIl NEBOTO r1oJa 120 M

7 - OoT rpaHusl 1eBoro riona 140 mMu;

8 - OT TpasuLBl NeRoro nong 160 M.

65. Ot HyNIeBOTO NOJOKEHHS IedaTaloTCsA:

pexBu3UT "Hazparwe Bupa noxkyMmenra';

PEKBHA3UT ''3aroJI0BOK K TEKCTY';

pexBu3uT "Texer" (MCKIFOYas CTPOKY, HAMHHAIOMECs ¢ ab3aHOT0 OTCTYIA);
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croso "Tlprnoxenue" B pexpusute "OTMETKA 0 HANTUYNH NPUITOMXKEHUT";

pexsmaut "OTMeTKa 06 nenonHEUTeNe";

pexeuznT "OrMeTKa 00 UCTIOTHEHUM JOKYMEHTa U HAallpaBJIeHUy ero B 1eno";

pekBU3UT "OTMETKA O 3aBEpeHHU KOnuu";

pexsuzuT "I'pud cornacosaHMi' H HAUMEHOBAaHHWE NOJDKHOCTH B PEKBU3HTE
"Tlommucs";

cnopa "CIIYIIAJI", "BRICTYITAIIA", "PEIIMIM", "[IOCTAHOBWII",
"TIPUKA3BIBAIO", "TIPEIJIAT ATO", "OBA3BIBAIO".

OT IepBOTO IIONOKESHUS NIeYaTaeTcs Hadalo ab3ales B TEKCTe.

OT 4eTBEPTOTO TOMOKEHMS [TedaTaeTcs peKBU3UT "Apecat”,

OT [ATOr0 TONOXKEHWS IedararoTcs pekBusuTel ''Ipud orpanmyeHns
nocryna", "I'pud yreepxaenns”, "I'pud npuioxeHus".

Ot 1mecToro MONOXKeHUs nedaraeTes pacuiMdpoBKa NOIUUCH B PEKBUIHUTE
"Tlognuacs".

66. Ilpu odopmienmy DokyMmenTa Ha nucrax tdopmara A4 B amsbomHOMU
opuerTaumu (297 x 210 mM) pekBu3uTs! "I'pud orpapuwdeHns mocryna”, "I'pud
yreepxaerus’', "I'pud npunoxerws”, pacmmdpoBKa MOANNUCH B DPEKBU3UTE
"Tlogmucs" megaTaroTCS OT BOCEMOro nonoxesEns (160 mMu).

67. Ilpy mamuuuy HECKOMBKUX TPUDOB YTBEDKIEHUA H COMNACOBAHUS WX
pachonararoT OBYMA BePTUKAIBHEIMA pagamMu. 1lpu 3ToM BTOpPOH pand negaraeTcs
oT nsaroro monoxenws (100 MM OT rpasuubl AeBOTO IIONA), 4 Ipy OpOPMIEHUH
noxyMmenta Ha jucrax Qopmara A4 B ansOOMHOH OpHEHTAUMM - OT BOCBMOTO
rronoxenus (160 MM OT MpaHULIBL AEBOTO HOJL).

IIpu moanucasHuy AOKYMEHTa HECKOIBKUMU JUANAMU, He IOAAUHeHHEIMY 110
JIOIDKHOCTH, HaMMEHOBAHMS AOIDKHOCTEM B pekBusnTe 'lloanmucs' pacmoiararoT
IIBYMd BEPTUKAIbHBIMU pAAaMu. [[py 3TOM BTOpOH P IIedaTaeTCs OT IIATOIO
nonoxenus (100 MM 0T rpaHUIEl IEBOTO ITON), 4 IPU 0HOPMIEHUR JOKYMEHTA Ha
mucTax GopMaTta A4 B anp0oMHEOM OpueHTAUMM - 0T BOCHMOro rnonoxenus (160
MM OT IPaHUIE HEBOrO MIOJIL).

68. Ecnu 3aronoBOK K TEKCTY IPEeBBINAeT IATH CTPOK, erc IOIYyCKAaeTCs
MPONIEBATE A0 MpaHuIlsl mecToro nonoxesus (120 MM OT rpaHUIs! IeBOTO HOJII),
a Ipu oQOPMIIEHHH JTOKYMEHTa Ha THCcTax fopmara A4 B anmpdoMHEON opuenTauu
- 10 BochbMOro monoskerys (160 MM OT FPAHUIEL IEBOTO [TOJIS).

69. B rexcrax moxymeHTOB cioBa "llpmvewanme”, "OcHoBaHme", a Tarxe
croro '"llpunoxenme” B pexBuzuTe "OTMeTKa 0 HANWYUM IPHIIOKEHIT "
OeYaTarTCs OT TpPaHUIBl JEBOr0 IO M OCTaBIAIOTCA OTKDPBITEIMY, a
OTHOCSINAsICA K HUM WHQoOpManusa nedaraercs TOowHO 14 nT npu Habope Ha
KOMIIBEOTEPE.

B xonne pexsmsuros (kpome pexpuanTa "TeKcT") TOUKH He cTaBATCAL. B
cepeliHe CTPOK PeKBU3UTOB 3HAKY IIPETHHAHUI COXPaHIrOTCA.

70. B nmokymMedTax He JOIYCKAFOTCS TEKCTOBHIE BBHIJEIIEHHS B BHIE
TOIYEpKUBaHKS Y [edaTanus BpaspsaiaKy.

TexeT JOKYMEHTOB W MHOTOCTPOUYHBIX pPEeKBI3HTOB oOdopmirsercs 0Oe3
NepeHoca CIoB.

ITponmucHEIME OyKBaMU nedaTaroTcs: pexBusuT "Hassapuwe Bupa noxymenTa”
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(marpumep, AKT, ITPOTOKOQJ], IIPUKA3), ciora "YTBEPXIAIO",
"VTBEPXKIEHO", "COI'JTACOBAHO" - B rpudax cormacoBadus H
yreepxnenns, "TIPMKA3IBIBAIO" - B npuxazax, "[IOCTAHOBIAET™ B
noctaHopleHmWw X, "PEUIVUIL" - B pemermax, "OBA3IBIBAIOD", "TIPEJIAT ATO" -
B pacmopsKeHMsx H  ykazapusx, CJIVIHAJIH", "BbBICTYIIVUIM",
"TIOCTAHOBWIIM", "PEIIIMJIN" - B nporokonax, QaMWIHK paboTHUKOB B
TeKCTaxX IIPUKA30B IO JWIHOMY COCTaBY, Ha3BaHWA [NaB B OPraHU3AHHOHHBIX
JOKYMEHTaX.

71. Ilpu odopMIeHUM AOKYMEHTOB Ha HOBYX H Oojiee JUCTaxX BTOPOH H
OCHeNYrole JUCTH  JOJOKHE! OBITh NIpoRyMepoBanbl. Homepa TIHCTOR
MpPOCTEBISIOT B IIEHTPE BEPXHETO KOJNOHTHTYNIA apalcKuMy UHbpaMHu C
pacctosaueM 10 - 15 MM OT BepxHero kpas, rapautypa mpudrta Times New
Roman (Times New Roman Cyr) B 00BIUHOM HauepTaHHM, pasmep uwpudra - 14
nr. [lepBriil muct He Hymepyercs.

HoBriti mucTt HOKYMEHTa He AOITYCKAeTCS HAYWHATH HOCIEeHEM HemonHOH
CTpPOKOM ab3ara.

JOKYMEHTEI CO CPOKOM XpaHEeHHS J0 Tpex JIeT BKIIOYUTENLEHO AOIIYCKaeTCs
regaTaThk Ha IBYX CTOPOHAX JIHCTA.

[JIABA 7
OPOPMIIEHHME OTJAEJILHBIX B IOB JOKYMEHTOR

72. YHUBEPCUTET HU3daeT CIedyrole BUIEl PacIopSAMTENIbEBIX JOKYMEHTOB!
IIpUKa3, PACTIIOPSDKECHUE, PEOICHHE.

Ilprkas - npaBoBO# aKT, M3/laBaeMbI JANA paspelleHus OCHOBHBIX 3agad,
CTOANMX Nepel YHUBEPCUTETOM.

Pacnopsxenye ~ npaBosol axT, uznaBaeMblil pYKOBOIUTENEM YHUBEPCHUTETA
W ero 3aMecTHTENeM 1 PENIeHHS OIEepPaTUBHBIX BOIPOCOB OCHOBHOM
JIeSITENBHOCTH.

73. llpuxazel #  pacUOpSKEHUA, M3JaBaeMble B YHHBEDPCHTETE,
noipasfersroTes  Ha  TpPWM BHAAD IO OCHOBHOM  JIeATENBHOCTH, IO
aIMUHUCTPATUBHO-XO3AUCTBEHHEIM BOIIPOCaM U 110 JIUIHOMY COCTaRy.

He pomyckaerca obpenuHenye B ONHOM PaCIOPSANTEIIBHOM JOKYMEHTE
BONPOCOB IT0 OCHOBHOM LESTENBHOCTM U 10 JIMIHOMY COCTaBY.

He pomycxaercst usnanue pacropsskeduil B clydasx, Korma HeoOXOIrMo
DOKYMEHTAIBHO  OQOpMUTH  yIpaBIeHIecKoe  pelleHpe 10  OCHOBHBIM
NPWHIHUIUAIEHEIM 3a0auaM, CTOSIIUM I[epell YHUBEPCUTETOM. B 3TUX CIydasx
TOJKHBL U3ABATHCS IIPHKA3bI.

74. TekcT pacHOpAIUTENHHOrO JOKYMEHTA, KaK MIPaBUNO, COCTOHAT H3
KOHCTaTHPYROIIEH H PACIICPSAUTENBHON YaACTEN,

B xoHcTaTHpyIOmIEH HacTH W3NAraloTcs TENH, 3afady, OpHUYMEB], (QaKTH,
IIOCIYKMBIIME OCHOBAaHMEM LI M3HaHMA PaclOPAIUTENBLHOTO JOKYMEHTA.

' Koncratupyromas wacTe B pacrlopsOUTEeNbHOM — JOKYMEHTE  MOMKET
OTCYTCTBOBATD, ECIIM PACTIOPSAUTENbHAS] acTh He HyXXAaeTCA B 000CHOBAaHMUH.
B nprxazax @ pacnopsDKeHISX 110 JIFYHOMY COCTaBy OCHOBaHHME H3IAHKA
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DOKYMEHTa YKa3bIBaeTCA B KOHIE KXKAOTO IYHKTA. ECIU 0CHOBAHME AJI U3TaHUA
HECKOJIBKHX IIYHKTOB JNOKYMEHTa ABJLICTCS €JUHBIM, OHO YKa3blBAeTCsd B KOHIIE
TEKCTA.

PacriopsapuTensHad 9acTs OpuKasa HauumHaeTces crnosoM "TIPHIKA3BIBAIO",
pacriopsoxkerust - "OBASBIBAXO" unu "TIPEJIATUAIO", pemenns - "PEIIIIY,
"PEITMJIA", "PEIIIATIA".

PacriopsamuTeNbHoe CIOBO IeYaTASTCA IPONUCHBIMH OYKBAMH OT IpPaHIMLb]
7eBOT0 ToaA Oe3 KaBbrdek u npobenos. Cnoso "TIPENTIAT AIO" ucmonnsyercs B
CIydJae, eClH UCIOIHUTENS HENb3sL 0043aTh BRIIOIHATE AcHCTBIS, He BXOIAIIME B
ero 00sA3aHHOCTH B COOTBETCTBUU C 3aHUMAEMOH JOIDKHOCTEIO.

B npuKazax W pacuoOpOKEeHMAX 1O JIYHOMY COCTABY PAaCHOPSIUTENbHAS
9aCTh HAYUHAETCS CIIOBOM, TOYHO 0003HA4YalONIMM IIpelruchiBacMoe AehcTBre
("HASHAYUTDL", "VBOJIUTB" wu  gmp.). PacnopanurensEoe  CIOBO
"TTPYIKASBIBAIG" moxer MCIIONB30BATHCA B TEKCTaX CIOXKHBIX IO CTPYKTYPE
IIPUKA30B IO TUIHOMY COCTARBY.

IIyHKTHl pACTIOPANHUTENBHON HaCTH CIOXHBEIX MO CONEPKAHMIO MPUKA30B U
PACIIOPDKEHMM IO  AMYHOMY  COCTaBY  PACIONArarTCs B JIOTHYECKOH
IIOCTEeNOBATEILHOCTH: NMpueM Ha paloTy, nepeon (IepeMelIeHne), YBoNbLHEeHUE 1
T.J.

PacriopsguTenbHas 4acTh PpacIOPSIUTENHHOIO NOKYMEHTa 3aKaHuuBaeTCs
YKa3aHueM AOIDKHOCTHOIC JIMLIA, OTBETCTBEHHOID 38 KOHTPONE UCIIONHEHUS BCErO
HOKYMEHTa HIH ero OTAeNbHBIX IIyHKTOB. OTCyTCTBHE yKazaua 00
OTBETCTBEHHOM 334 KOHTPONEL JMLIE O3HAYACT, YTO KOHTPOJL 34 HCHOIHEHMEM
JOKYMEHTa OYIeT OCYIIECTBILITE PYKOBOAUTENE, OT #MEHH KOTOPOro oM manan. He
OOIIyCKAeTCs  MCroNs30BaHne  GopmMynuporku: "KOHTpons 3a HCHONHEHUEM
IpYKa3a OCTaBIsO 3a coboi”.

Ecnn pacniopaaHTensHEBIN AOKYMEHT OTMEHSeT paHee W3NAHHBIH ZOKYMEHT
MM €TI0 OTHENRHLIE TQJICKSHHH, B IOCHeNHEM IIYHKTE JAaeTcs CChUIKA Ha
OTMEHAEMBIH HOKyMeHT (IIYyHKTEl JOKYMEHTA) C VKA3aHHEM €ro JaThl,
PETHCTPANROHEOTO MHISKCa M 3arofJoBKa. 1IpH 5ToM IIPUMEHSETCS YCTONIHUBEIN
oboport: "TIpusHaTe yTpaTHBINKM CPUTY NPUKA3... OT... No..."

B pacmopsmuTensHBIE HOKYMEHT He ClepyeT BKIFOYarh IyHKT: 'Tlpuxasz
HOBECTH 10 cBeleHud..." OTMeTrka 00 O3HaKOMIIEHUW C PACIOPSAWTENLHEMM
DOKYMEHTOM oQopmigeTcd Hyoke pexem3murTa "lloammcs” Ha JueBo# cropome
IIOCHENHEr0 JNKCTa JOKyMeHTa mHOo Ha ero oboporHofl cropome nmmbo wma
OTAENBHOM  TMCTE O3HAKOMIIGHWS, NpUNaraeMoM K  PaCIOPSAHTENHHOMY
JIOKYMEHTY.

75. 1IpOeKThI pacHopsUTENbHEBIX JOKYMEHTOB MOINEKAT COTNACOBAHUIO C
MCTIONHMTENSAMY U 3aUHTEPECOBAHHBIMU JOIDKHOCTHEIME JINIIAMU,

76. JHata B Inpuxase, paclOPKEHWH IIPOCTABNAETCS NMUUOM, €ro
nopnucapmMyM. JlaTod Npukasa, pacuopsyKeHNs SBisIeTCs LaTa MOJIMCAHS.

77. PacriopanuTensHeId DOKYMEHT BCTYIIACT B CHIY C MOMEHTA €r0 W3IAHWA
(IpWHESATHL), €CIU B HEM He YKa3aH MHOM CPOK.

78. IIpoTokon - AOKYMEHT, B KOTOpOM (GUKCHPYETCH X0 OOCYXKIeHHUS
BOHIPOCOB U MPUHSTHAA DEIlIeHUN Ha 3aCeNAHUSX,
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79. TIpoTOKONBI IIO NOJHOTS OCBEIIEHHS XO0Ja 3aceladud JeNdIcs Ha
[IPOTOKONBI OTHOM, KPpaTKOH M COXpalle sl hopMBlL.

80. IIpoToKONI cOCTAaBISIeTCs CEKpeTapeM 3acelanus (CeKperapeM IIOCTOSHHO
OeACTBYIOMErO  KOUIETHaJbHOIO  OpraHa) Ha  OCHOBaHMM  PYKOUMCHBIX,
cTeHOTrpaQUUeCKMX, ayuo3anycedl WX APYTHX 3alIMCEH X0Oa 3acelaHus, a TakxKe
JOKYMEHTOB, ITOJrOTOBIEHHBIX K 3acefaHuio (IOBECTKH HHA, TEKCTOB W TE3UCOB
LOKJIAJIOB, MIPOSKTOB peIIeHuH 1 ap.).

81. 3arcIOBKOM K TEKCTY NMPOTOKOIA SIBIAIOTCA Ha3BaHUE KOHKPETHOTO BHIA
3aCeIaHUs, HAMMEHOBAHYE KOIJIErHATRHOTG opraHa {(eciy 0prad He MMEEeT CBOEro
faHKa) U BOIPOC {TeMa) 3acelanysl, eI OH OJUH.

82. Martofi npoTOKONa SBIAETCS JaTa I[IPOBEINCHMA 3acejaHud. [ekcT
IIPOTOKONA ASNHTCS Ha BBOJHYIO ¥ OCHOBHYIO YACTH.

Bo BBOMHOW wacTH YKa3bIBAIOTCS WHUIUAATE M (QaMWIMM IpencemaTens,
ceKpeTapa ¥ IPUCYTCTBOBABINNX WIECHOB KOJUIETHAJIBHOIO OpraHa, HauMeHOBAHHUI
NOIDKHOCTEH, (GaMIIAW W UHUMUANBl I[PUTTIAIICHHBIK JIML, HE ABITHOLIAXCH
YleHaMy — KoJulerdanbgoro  opraga.  @QamMuiuy  NPUCYTCTBOBABOIUX U
NPUTNANMIEHHBIX YKA3bIBAOTCA B aNdaBuTHOM TIOPSIKE.

Ecnu xonu4yecTBo IpUCYTCTBOBABIIMX Ha 3acefaHuy YWICHOB KONIETHATbHOro
opraga fonee 15 genoBex, TO CIMCOK NPHACYTCTBOBABIIKIX COCTABIALTCS OTHAEIEHO
Y IIPHTIAraeTCA K POTOKONY C IIPOCTaBIeHIeM COOTBLTCTRYIOIEH OTMEeTKHY.

Hanpnmep:
IIpucyTcTRORAM - 19 4enoBeK (CIUCOK IPITAraeTCs).

CIIHMCOK IpUITIalIeHHBIX COCTaBIILeTCA OTHENPHO U IIPUNATaeTCs K NPOTOKOIY
C NpPOCTaBNEHUEM COOTBETCTBYIOIIEH OTMETKH, eCNU KOJIHIECTRO IIPUITIAIEHHBIX
Gonee 10 yenoBek.

B mpoToxonax — JAOMOTHUTEIRHO  MOXET  YKa3bIBATHECH  KOJMYECTBO
IPUCYTCTBYIOIIMX, HECOXOAUMOe I IPaBOMOUHOCTH IPUHATHS PerIeHus!.

B pporoxonax HONHOW (OpMBI IOCNe YKA3EAHWS IPUCYTCTBOBABIIHNK U
OpUDIAIEHHBIX CJIEyeT ITOBeCTKa JHA., B IoBecTKe OHA I[IepeYUCIAIOTCS
BOIIPOCHL, IIOAJNISKAIUE PACCMOTPEHUID, YKA3BLIBAXOTCA (POPMEI HMX HIIOKEHUS
(moxmanm, otder, coofimende, w#HHQOpPMAIKsS), HaUMEHOBAHUS JNOJDKHOCTER
JOKJIATIUKOR, MX MHHIIHATE B QaMHINA.

Hanopumep:
006 wrorax gesTenbHOCTY opranuzanuu 32 2019 rop.
Wndopmanus nayansrnka otaena xanpor V.M. yTosa.

Ilpy BRIHECEHWM Ha 3aceianye IBYX W OONee BOIPOCOB OHH HyMEPYHOTCS
apabcxumy  uugpamu.  [TocrenosarensHOCT, BONPOCOB B IIOBECTKE  JIHA
ONIPENENIETCH CTENEHBI0 UX BAXXHOCTH.

OcHoBHa 9acTh [MPOTOKON4 TOJHOX (QOpMEI  CTPOHICA IO CXeme

"CIIVIIAJIM - BRICTYTIAI - PENIVII (IIOCTAHOBIIJIM)" otmenkHO 110
KaZOMY paccMaTpuBaeMOoMy BOIIPOCY.
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B pazmene "CIIVIITAJIN" ykasersaroTesa GaMUTHL M HHATHANE! JOKIaTIUKa 1
HABNAraeTesd KpaTKoe CoOepKaHue BRICTYIUIeHU. TeKeT BRICTYIUIeHUS (coobIenus,
HOKJIaa) MOKeT MpUITarathead K IMPOTOKOIY, O 9eM HEeNaeTcs COOTBETCTBYHOIIAL
OTMETKA.

Hanmpumep:
CIIYIIATI:
Paxumpanosy V.B. - TexcT BRICTYIIICEHMSA NpRAIIaracTes.

B paszpere "BBICTYIIAIIM" TexkcT oQopMILIETCS AHANOIUYHO pazaeny
"CIIVIIIAJI". B »TOT pa3gel 3alXdChIBAKOTCS BOIPOCH! K JOXKNANYUKY U OTBETE
Ha HUX.

B pasnene "PEINIATIM (TIOCTAHOBWIIA)! 3anuceiBaroTcs IPHHATHIES
PEIIEHUS 10 BOIIPOCY.

B nporoxone xpatkod (opmpl IoBecTka NHA He odopmigercs. OcHoBHAA
YaCTh IIPOTOKONA KpaTkoll ¢opMsr crportes no cxeme "CIIVIIAIIY - PENAIINA
(TIOCTAHOBWJIN)" ©6es Tekcra BeICTymneHmE. B pasgene "CJIYIIAJIA"
3ANIMCHIBAIOTCA BOIIPOCEI OBECTKH ITHS, B pasnene "PEITIJI
(TIOCTAHOBIUIIM)" - npussATIe pelieHys.

' B cnyYae BO3HUMKHOBEHWS NPUHIMIVANBHEIX PasHOIVIACHM B IIPOTOKONAX
KpaTKo¥ GopMel HomyckaeTcs GUKCUPOBATH OTACHbHEIC BRICTYILNCHUA YIACTHUKOB
3acenaHus.

B nporokxone coxpanmieHHON (GOPMEI ITOCTE Ka¥KAOIC BONPOCa ITOBECTKU J(HS
3alUCHIBAIOTCS IPUHSTHIE TI0 HEMY DEIlIEHUSL.

83. IIporokon COBEIIaHHS IO IITHCEIBAETCS IIpecenaTeseM
(MpenceNaTeNbCTRYIOMUM Ha BACSIAHNN) U CEKPETAPEM.

84. AKT ~ JOKYMEHT, COCTaBIIeMbIil KoMuccrel (YIOIMHOMOYSHHBIMY JAUITAMU
WM OOJKHOCTHEIM JIMLIOM), NOITBEPIKIAIOIIMI yCTaHOBIEeHHBIE (PaKTHl (aKTEI
[POBEPOK,  WHBEHTApPU3AMM,  HECYaCTHHIX  CIy4YaeB,  IIpueMa-lepenayu
MaTepUallEHEIX NEHHOCTEHR U Ap.).

85. 3aronoBKOM K TEKCTY aKTa SBILETCA CONEPKAHNE aKTUPYEMOTC COOBITH.
3aroJiOBOK aKTa JOJKEeH COTIIACOBBIBATHCA C Ha3BaHMEM RBHUAa OOKyMEHTa H
GhOpMyTMPOBATECA ¢ MOMOIIBIO OTIIATOIBHOIC CYIIECTBUTENEHOIC B IPeITOKEOM
(axT - 0 "eM?) MM pOANTENEHOM Iazene (aKT - gero? ).

86. Iara axrta IOIDKHA COOTBETCTBOBATH JaTe AaKTUPYEMOTO COOBITHA H
NPOCTABIATECA AOJDKHOCTHBIM JIHIIOM, TOANACABIIMM JOKYMEHT.

87. TexcT aKTa COCTOUT U3 BBOJHOMN U KOHCTATUPYIOIIEH YacTeH.

Bo BBOZHOX dYacTH YKa3BIBASTCS OCHOBAHHWE JJIA COCTABICHHA aKTa H
MEPEYUCTISTOTCS TUT(A, COCTABWBNTHE aKT M IIPUCYTCTBOBABIIME IIPU 3TOM.

OcHoBangeM AN COCTaBICHWA aKTa MOXKEeT SBIITHCS HOPMATHBHBIA
NpaBOROY aKT, pACHOPSAUTENBHEIN JOKYMEHT PYKOBOIMTENS OpPraHM3aluu
(rpuxas, pacIopsKenye U 1p.), IAH0BOE 3aJaHue 1 Jp.

[lpy mnepewucnenwy NHI, BXOMAIMIMX B COCTaB KOMHCCUM, BHayaye
YKa3bIBAIOTCS HaMMEHOBaHHME NOJUKHOCTU, WHUIWANE M (QaMHAMI IIpefcenaTeis
KOMHCCHH, 4 3aTeM HAWMEHOBAHWS NOIDKHOCTEH, MHUUMANE U (QaMUIUA YJIeHOB
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KOMHCCHY B anpaBUTHOM mopsike. B ciydae y4acTHZ B paboTe KOMUCCUM
npefcTaBuTene’ CTOPOHEMX OpPraHM3allid B aKkTe NpH HAIHCAaHWM JOJUKHOCTEH
VKa3hIBAIOTCS HAaHMEHOBAHUS OpraHu3aliiif, KOTOPSLIE OHU IIPEACTABILIIOT.

JomKHOCTY, WHAUWATEl MU (QaMMIuE 7RI, [IPUCYTCTBOBABIINMX  TIpU
COCTAaBJEHMH aKTAa ¥ HE BXOIJANMX B COCTAB KOMUCCHUU, YKA3bIBAXOTCS B
arhaBATHOM TIOPSAKE OTHAEIBHO.

B xoncraTupyromedl JacTy aKTa HM3JararoTcd UenM M 3aKadd aKTUpPOBAHWI,
Jaercs KpaTkKoe onmcanwe npoieraHHoM padoTel {ee CyN{HOCTh, XapaKTep,
METOABL, CPOKK), GHKCUPYIOTCS YCTaHOBIEHHEIR (QaKThL

B xoHcTaTUpyromet 9acTy akTa MOTYT H37JaraThcs BEIBOJIEI, PEKOMEH AN U
MPeNIOKEHUsT COCTABUTENEH II0 YCTAHOBIEHHBIM dakTaM (aKThl UPOBEPOK IO
BOIIPOCAM, CBA3AHHBIM C OCYILECTRIeHHEeM (HUHAHCOBO-XO3SUCTBEHHEIX OUepalllii,
aKTBl [POBEPOK, aKTs! npuema OOBEKTOR B 3IKCIUIyaTaUMiO 4 Ap.). BrIBOXBL U
IPeIOKeHUsT MOTYT OBITH U3NOXKEHB! B PACHOPANUTENLHON (QOopMe ¢ yKazaHUeM
CPOKOB WCIIOTHEHUS TIPEITUCEHIBAEMBIX LeHCTBHIH.

Ecnu B axTe oTpaxkaetcs psy GaKkTOR, TEKCT aKTa HeNHTCs Ha IYHKTEL.

B KoHIle TeXcTa YKa3bIBal0TCA CBEACEHMSA O KOJIMUECTRE AK3EMIUIAPOB aKTa.

Hanpumep:
Coctarnes B 3 aK3eMIUIIpax:
1- oK3. - B geno Ne 06-10
2-¥ 3K3. - NUPEKTOPY OpraHu3alliy
3-1 3K3. - B OyXTraNTepro OpTraEu3auu

Yrcno 3K3eMIDIIpOB aKTa ONpefeaeTcs HOPMaTUBHEIMH IPAaBOBEIMY aKTaMy
¥ (MITH) MpaKTHIecKod HeoHX0 IUMOCTRED.

88. AKT NONNUCHIBAETCS BCEMW NMILIAMHY, NPUHMMABIIMMH YYacTHe B ero
coctanienuy. [Ipy nonmHucanuy aKTa yKassIBaeTes pacupenenernve obasannocTel
YWIEHOB XoMuccuH Ge3 ykazauusa ux goskHocTed. [lepBoit IpocTaBIseTCs IONTUCH
Opencenaress KOMMCCHHM, [NOAIMCH WIEHOB KOMHCCHH pacloNaraloTces B
andaBUTHOM NOPSIKE.

Jlara, pMeromye zaMeyasud 0O COLNEPKAHMIO axTa, NOMITHCHIBAXOT €ro ¢
oTMeTkoM "3ameuanusa npunararorca'. TekcT 3aMedaHWM  W3llaraeTcs  Ha
OTACIBHOM JHCTe, HeOONbIIHe Mo 00BeMy 3aMedaHus ToIycKaeTes QUKCHpOBaTh
Ha CamMOM akTe.

89. AXTEI, UpPeNNXCHIBAIOIIVE BBIICNHEHHUE OIPENENeHHBIX NedcTBUl,
TIOJIEXAT YTBEPKIASHUI). AKT YTBEDKIAACTICS JOJDKHOCTHEIM JIMIIOM, deH
PacCUOPSIAMTENbHEH JOKYMeHT (YCTHOE PAaCHOpsSDKeHMe) SBUICA OCHOBaHUEM I
COCTABIEHMUA aKT4.

90. JoxnagHas 3amycKka - WHGOPMAITMOHHBIM JOKYMEHT, anpecyemMbli
PEKTOPY YHHBEPCHTETA WIH ero 3aMeCTHTETIO M COomepKammil oOCTOATENBHOE
H3NOMKEHUE KAKOTO-THO0 BOIIPOCa ¢ BEIBOJAMHU U IIPEATIOKEHHMIAMY COCTABUTEIS.

01. B 3aBUCHMOCTM OT CONEDIKAHHS U IIEJIEBOTO HASHAYCHWUI HOKJIaIHBIE
3aMIMCKY  [ENATCAd Ha WHHNMATHBHBIC (BHECeHHEe NIPEINOKEHUH, M3JI0XKeHHe
pockOsl, GAKTOB, ABIEHNH) U OTHeTHEIE (O XOJe, COCTOAHMM, 3aBeplieHun paboT,
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BEIOJIHEHHHU MOPYYeHHH, IIIaHOB, O DPE3ysNhTaTaX KOMAHIWPOBKEH, IMPOBEPKH H
T.I0.)-

92, Jlokmanmele 3alMCKH OQOPMIBIOTCS Ha CT2HNApTHRIX AVCTaX GymMaru
dopmara Ad. Perumcrpupyrorcs B oTHele MOKYMEHTAIHOHHOIO obecnedeHus B
JYpHAle PEervcTpallid BHYTPeBHHX HokyMenros. I[locme paccmorperms ux
DEKTOPOM WK TMPOPEKTOPOM, OpPUTHHAl ¢  DE30JIIOLMEH BO3Bpal(aercad B
CTPYKTYpHOE TNofapazfeNerne (aBTOpY NOKNAJHOH 3alUCKW) JUd  HapPaBIeHHSI
MCIIQTHUTENSIM, OIIPENSIeHHBIM B PE30JFOLMUH.

Joxmamaeie 3ancKy MOINHUCHIBAIOTCH UX COCTABHTEIAMY,

Joxsanagad 3alucKa HAa KMS DPEKTOpa YHMBEPCUTETa IIOAIMCEIBAETCS
PYKOBOIUTENAEM CTPYKTYPHOIO TIOAPa3AeNeHuA.

Haroll poxnanHod 3alTUCKU ABJLISTCS JaTa e [TOITHCasHs.

93. TekcT DOKIALHOM 3anucKy COCTOUT M3 BBOOHON M OCHOBHOM JacTeir. B
BBOJHOM YACTH HM3NATrdaeTcs coCTodnme Bolpoca, GaKkThl, IOCIY KUBIIHE IIPUIHHOH
IUIS COCTABJIEHKI IOKYMEHTa, IPOBOAWTCA WX aHalnM3. B OCHOBHOK vactH
DOKIAIHON 3aITHCKY H3NATArOTCS BEIBOEL, TPEIICKEHNA, TPOCchOEI.

94. Cupaska - #HQOPMAaLMOHHEIN JOKYMEHT, COAepIXalui onucarue ¥ (Miu)
IIOATREPKICHNE TeX WIW WHBIX (aKTOB CIyKeOGHOTO HIH OHOrpadgpuyecKoro
xapaxrepa. CIpaBKa COJEPXUT KOHCTATAlMIO Kakux-mubo ¢axTos 0e3 MHEHMA
aBTOPA O CYIECTBE H3NAraeMBbIX BOIIPOCOB.

95. B 3aBUCUMOCTH OT COAEPKAHUA U [{ENEBOTI0 HAZHAYEHHUS CIPABKU NETITCH
Ha CIIy/KeOHEIE U JIMIHEIC.

Cryxebnas cnpaBka - 0QUNUATEHEI OKYMEHT, CONEpIKaIIuil CBefeHus 00
OCHOBHOY NEATENBHOCTH OPraHu3aldy (O MTaTHOW YHCISHHOCTH, O BBIMTONHEHWH
TI@HOB, 3aJlaHuR 1 1p. ).

Jluyunag cnpaBka - oQUUMaNBHEIM OOKYMEHT, IIOATBERKIAIOLIMH CBEIEHUS
Omorpaduueckoro # (MIm) ciryKebHOTo XapakTepa X BEABaeMEIN TpakaaHuHy (0
MecTe paboTEl M 3aHUMaeMoil JOIDKHOCTH, O Iepuoje paboTe, © pasMepe
3apa®oTHON INaTkl I OP.).

96. B zapucuMOCTH 0T ajapecaTa CIPaBKM JelITcsl Ha BHYTPSHHUE U
BHELIHYE.

BuyTpennue cripaBKu aXpecyroTCs PEKTOPRY YHUBEPCUTETA UMK IPOPEKTOPY U
o(pOPMIIIOTCA Ha CTaHIAPTHEIX JUCcTax OyMaru gopmMara A4,

Bremnre cnpaBku afxpecyroTCs CTOPOHHEH Opranusanuy WX GU3HIEeCKOMY
Ty W odhopMIgioTcs Ha ofmieM OlaHke WK CTAHAAPTHBIX JTHCTaxX OyMaru
dopmaTta A4 ¢ HCIIONE30BAHIEM YITIOBOTO IIITaMIIA.

97. Tekcr ciayxeOHOH CIpaBKA MOXET OQOPMIATECA B BHAE TabIUIIE,
IeNuThCS Ha IMyHKTEL, TOMITYHKTE], UMEeTh II0SCHEeHUA H CCBUIKU.

[lepron BpeMeHy, K KOTOPOMY OTHOCATCH IIPMBOIUMEIE B CIPaBKe CBEICHINA,
BKJOYUAETCS B 3aTONOBOK K TEKCTY IHO0 MOMEIIaeTCs Neper TeKCTOM.

Hanprmep:
[To coctosumto Ha 10.04.2020
TLTH
3amepuom ¢ 01.01.2019 mo 31.12.2019
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B muMHBIX CIIpaRKax 3aroJXOBOK JOILYCKAEeTCS HE YKa3blBaTk.

98. Bremrmue cnpaBK® IIOANHMCEIBAIOTCA DPEKTOPOM YHUBEPCUTETa HIM
IPOPEKTOPOM, COTTIACHO HX KOMIETCHLUMM U pachpeleleHHro o0A3aHHOCTEH,
BHYTPEHHUE - WX cocTaBuaTe sMd. CIpaBKHM, 3a COAEpPXKAaHUE KOTOPBIX HECYT
OTBETCTBEHHOCTh HECKOIBKO JIULI, MOITUCHIBAIOTCS BCEMHA COCTABUTEIAMM.

09. HaTol COpaBKA ABJISECTCA JaTa €€ NONIMCAHN.

100. PasmoBummoCcThro chyxeGHpIX CHpaBoK ABIIOTCE  CBOAOKU (06
HCUIOJHEHUH JOKYMEHTOB, CBOJKA Nperioskenuil 1 T.1.). CBOJKH 0hOpMIIIIOTCS B
Buge tabiaun, rpadikos.

101. TITwcsmo - obobmewHoe Ha3BaHWE pa3IMYHBIX IO  COJEPRKAHHIO
DOKYMEHTOR, BBIIIENsieMOe B CBs3u ¢ 0cobbIM crIocoboM Nepefadu TeKcTa
(repechinKa o NoYTe ¥ [PYTUM KaHaTlaM CBA3H).

102. B 3aBUCHMOCTH OT COIEPKaHHA PAasnuyarorcs  CIemyromue
PA3BHOBHJHOCTH CITyXeGHBIX HUCEM: MUCHhMA-3aIPOCK, IMChMA-OTBETHL, MHCHMA
CONPOBOAUTENRHEIE, PEKIIaMAIIHOHHEIE, TApaRTHHHbBIE, HAIIOMIHAHNS, U3BEIEHNAA,
OpUINalIeHus | Ap.

103. TIlucema cocTaBIsSOTCS B CIPYKTYPHBIX  IOApasfeleHUIX, B
KOMITETEHITMIO KOTOPEIX BXOIHT PEIIEHUE COOTBETCTRYIOIIUX BOTIPOCOB.

104. llvcepma IIOLIIUCHIBAIOTCS PEKTOPOM YHUBEPCUTETa, NUPOPEeKTOPOM,
COITACHO MX KOMIETEHIIMN M paclpeleNeHuro 0O0jg3aHHOCTeH, 3aKpeIUIeHHEIX B
JIOKATIBHBIX [IPABOBBIX AKTAX YHUBECPCHUTETA.

105. JlaTol muceMa SBIIETCS JATA €0 TOTHCAHMI.

106. IluceMO B 3NMEKTPOHHOM BUAE, OTIPABILEMOE IO 3MEKTPOHHON mouTte,
oopMigeTCd 110 GopMe COITIACHO NPMIIOKCHHIO 2 K HacTosIel MHCTpyKImm.

I'JTABA 8
OPI"AHM3AIIA PABOTEI C JOKYMEHTAMM

107. Opranuzanus NoKyMeHT00G0opoTa:

JIOKyMEHTO0O0POT - 9TO IBYIKEHHE HOKYMEHTOB B OPTAHM3AI[HH C MOMEHTA
UX TIONYYeHHI MM CO3LaHWA JO 3aBeplleHus HUCIOJNHEHHd, OTIpPaBKMA MIN
HANPABICHUS B NENO;

JBHJKCHHWE 3IIEKTPOHHBIX JOKYMEHTOB B OpragMzaluM ¢ MOMEHTA uX
CO3NaHus WNYW DONYYSHMs [0 3aBEpIUeHUS MCIOAHCHUA, OTHPaBKHA WM
[IOMEIIEHUA B 2JEKTPOHHOE Heyno ofpasyeT SAEKTPOHHEIM HOKYMEHT00O0pOT
OpTraHu3aluY;

OpragHzallig TOKyMeHTo000poTa ocyraecTBIeTe:a ¢ npraverermneM AC IOV,
KoTopas obeclednBaeT ONEPATHBHOCTE NMPOXOKICSHNS NOKYMEHTOB, COOIONCHME
MaKCHMAaIbHOTO eNrHOO0pasnus IMOpAAKa NpOXOKAeHus U obpaboTKM OCHOBHBIX
KaTerOpUY TOKYMEHTOB, CBOSBPEMEHHEIN KOETPONE UCIIONHEHNUS JOKYMEHTOB.

108. Permcrpanya HOKyMEHTOB:

108.1. perucTpaLys HOKYMEHTOB - 3aIlMCh YYETHEIX JIaHHEBIX O JOKYMEHTE B
pETHUCTpaIMOHHONH dopMe ¢ TPUCBOSHUEM eMy pPerUCTpallHOHHOIC MHIeKca,
duxcupyowas QakT ero Co3gaHnisd, IOIYUeHsT WIK OTIPABKY;

108.2. permcrTpanmuu NOMIIEKAT BXOIAINUE, HWCXOAINAE M BHYTPEHHHE
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IOKYMEHTBI, TpeOyronuye yaeTa U UCIIONHSHI,

[Iprem m perucrpanys BXOAAINEX AOKYMEHTOB NPOU3BOASLTCS [IOCPEICTEOM
AC JIOVY;

108.3. perucrpanus BXOASINUX, HCXONANIMX W BEYTPEHHUX ICKYMEHTOB
OCYIIIECTBIIETCA B OTIOeNe JOKYMEHTAlMOHHOTO obecreueHMI. JIOKYMEHTEHI,
3aperucTpMpOBaHHLIe B 0TAENEe JOKYMEHTAIIMOHHOTO obecnedeHus, He [ToLIexaT
TIOBTOPHON PEruCTPAIlHY B CTPYKTYPHEIX ITONpa3 eHeHusX.

ITpuKassl II0 NHYHOMY COCTABY, B TOM YHCIEe NPHKA3Bl ¢ KOMAHJIMPOBKAX
PEeKTOpa YHMUBEPCHUTETA 3a TpaBHLy, IpHKazhl O KOMaHIUAPOBKaxX paboTHHUKOB
yruBepcuTera 1o Pecniybnuxe benapycs u 3a rpaHuIly, perucTpUpPYIOTCH B OTHelNe
KaIpoB;

108.4. mma perucTparuy BCeX KaTeropuil BXOAAIMK, WCXOOAMUX U
BHYTPEHHHX DoKyMeHToB 3anonuseTcs PKK Ha

DIEKTPOHHOM HOCHTENe, COoIepikallas COBOKYNHOCTR PEryMCTpallMOHHO-
YYETHBIX CBENEHUN O NOKYMEHTE,

ITpumep zanonHeHus o0S3aTENBHBIX M IOIOJHUTENHHBIX pexkBH3uToB PKK
onpenenen B IpUIoKeHuH 6 K HacTosuwed UueTpyxiun;

108.5. w3 PKK dopMupyroTes aBToMaTH3upoBanusie 6a3el (6anky) JaHHbBIX, C
IIOMOIIBI0 KOTOPBEIX OCYMIECTBISIOTCS CHparovyHas pabora I0 JOKYMEHTAM WU
KOHTPOJNE 38 CPOKAMY WX WCIIOTHEHMS;

108.6. nmpu  perdeTpalyy  KOXOOMY — JOKYMEHTY  IPMCBAMBAaETCA
PEruCTPalMCRHBIN HWHIGKC, KOTOPBIA mnpercraBiier coboll nudpooe mmu
OykeeHno-mupposoe obosmadenwe. On  Brmowaer B cebd  HOPSOKOBBIH
PeTUCTPallMOHHEIM HOMEp, INPUCBOSHHBIN JOKYMEHTY IIpH CO3JAHAW WIIH
TIOJIY9eHUY, KOTOPBIH MOXeT OpITh NONONHESH HEIEKCOM Iena II0 HOMEHKNIaType
Jiedt.

109. TTpuen, perveTpaid ¥ UCHOIHECHNES BXOUTIIHX JOKYMESHTOB:

109.1. Bxomsiue NOKYMEHTH! AOIDKHBI OBITH 3aperdcTpUpOBaHbl B IEHE
NOCTYIIIEHHUS. PEeTrHCTpallioOHHBIM WHIEKCOM BXOIAMETO JOKYMEHTA SABISETCH
NOPAAKOBBIN  DErUCTPALMOHHLIN  HOMEP, UPHUCBAUBACMBIM B HOperenax
JENOTIPOU3BOJICTBEHHOIO  FOJia, KOTOPBIY IOCHe UCHONHEHWA JOKYMEHTA
JIOTIONTHACTCA HMHIISKCOM JIeNia 110 HOMEHKIIATYPE MIe)l B COOTBETCTBHH C OTMETKOH
00 UCIIOITHEHUHN IOKYMEHTA W HallpaBIeHUH eIo B IO,

Hanpunmep:
512/1-29

109.2. mpw perucTpalid IIOCTYHAOIIAX B OPraHU3anuio JOKYMEHTOB Ha
OyMaKHOM HOCHTENE:

- ZI0 BCKPBITHS KOHBEPTOB (IIAKETOBR) POBEPAIOTCS NPAaBUNBHOCTE AOCTABKA
(o axpecy Ha KOHBEPTE), IETOCTHOCTE YIAKOBKY, COXPAHHOCTD IIeJaTeH.

Onmbo9HOo HocTaBlieHHAdS KOPPECHOEISHINS HATPABILICTCA 10 HA3ZHAYEHHIO,
a TIpYW HEBO3MOXXHOCTH YCTAHOBIEHMA ajpecaTa BO3BPAILAETCS OTHPABUTEIIO C
rtoMeTkoH "Ommbo9Hso JocTaBneHo'";

- MOCTYIHUBIIXE KOHBEPTHl (MMAKeThI) BCKPHIBAIOTCHA, 34 HCKIFOICHHEM
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NPUCIAHHBIX B afpec OOIMIECTBEHHBIX OpraHu3aluil WA HMEHONMX IIOMETKY
"JlerHO", KOTORBIE IEPENAOTCS ampecaTy.

YoaxoBka HOKYMEHTOB, NOCTYNUBIINK HAa CHEMHBIX MAIIMHEHBIX HOCHTEIAX
(muckax, GIeI-HaKONWTeNsIxX W JIp.), HEe BCKpBIBaeTcd, o0paboTke NOIJIEKUT
TOJIEKC COTMPOBOJIUTENBHAA JOKYMEHTALM;

~ TIOCTe BCKPBITHA KOHBEPTHI ([IaKeThl) YHUYTONKAKTCS, 3a HCKIFOHeHUEM
cny4daes, XOrja Jata Ha OTTHCKE KalleHAapHOIo IUTeMIens HeoOXoXuMa Kak
CBUIETENHCTBO JaThl OTHPABKA WK ITIONYYEeHUT JOOKYMEHTa, Ha JOKYMEHTE
OTCYTCTBYeT pekBu3uT '"Jlata 1moxymeHTa", JaTa [OOKyMEHTa CYLIECTBEHHO
OTNMYAETCS OT JAThl €0 TONYIeHHd, B NOJYyIeHHOM HOKYMEHTe HeT o0paTHOIo
afpeca OTIIPABUTEIS.

B ykasagHBIX CIyd9as¥ KOHBEPT IPUCOSHUHSETCS K JOKYMEHTY U IIOCIHE
UCTIONHEHUS JOKYMEHTA IIOIINBASTCS BMECTe ¢ HUM B EJ10;

- Ha BCeX TIOCTYIIMBINNX JOKYMEHTaX B IIPaBOM HUXHEM YIIIY MEepBOro JIMCTa
IIPOCTABISIETCS OTMETKA O IIOCTYIUIeHNY (PervcTPalMOHHEBIH IMTaMIl BXOIALIMX
nokymeHToB). [lIrammm  npoctasnsercs Ha  KoHBepre  (rakere),  eclu
KOPPECIIOH IR He BCKPBIBACTC.

JIOKYMEHTEI, NOUIeXKAlIMe PEerdcTpallMd B CTPYKTYPHBIX IOIPa3IeIeHUSX,
[IepeJaloTCs M0 HA3HAYEHMIO MCIOJHMTENSM ¢ I[IPOCTaRJIeHHMEeM Ha HHX
PEeTrHCTPallHOHHOTO ITaMIIa, B KOTOPOM HNPOCTABIAeTCs Harta nocTymieHwd. Ha
HEPETUCTPUPYEMEIX  HOKYMEHTax,  IedaTHBIX  U3JaHudX,  JOKyMEeHTax-
NPMIOKEHMAX,  OlaHKaX  JOKYMEHTOB  DETUCTPAlMOHHBIH  IITamm  He
MIPOCTABIACTCS;

109.3. perucrpanys NOCTYIAXOWIMX B YHWBEPCHTET HAa JNEKTPOHHYIO IIOYTY
JOKYMEHTOB OCYILECTBISIETCS Mo OOMIMM MpaBWiaM B COOTBETCTBHU ¢ m. 112
HacTosmel MucTpyKumy;

109.4. 3aperucTpupoBaHHbIe BXOJAINE AOKYMEHTBI IIEPENar0OTCd OTHEIIOM
JOKYMEHTALMOHHOIO obecnedeH s Ha PACCMOTPEHME peKTopy. J{oxymeHTsl, He
TpeOyromue pelnreHys peKropa, OepefaroTcsl HMCIOIHUTENSM COTIACHO WX
KOMITETeHIIY,

JIOKYMEHTEI paccMaTpUBAXOTCH, KAK TIPABUIIC, B JEHb WX OCTYILICHHL.
CpoyHble ZOKYMEHTH IepeJatoTCs PEKTOPY IO MEpe TTOCTYTUISHMS;

109.5. pesynsTarTsl pacCMOTPEHMS MOKYMEHTOB OTPAKAIOTCH B PE30JIOLMM.
Pezomronus nepenocurcs B PKK, JoxymerT ¢ oguuM ax3emiisspom PKEK otnenom
NOKYMEHTaIIMOHHOTO obecederHus HAIIPABASETCS UCIONHUTEO0, a8 TIPH HATUIMN
HECKOJIBKIX UCIIOIEHUTENEH - BCEM;

109.6. nmpy HeoOXOAMMOCTH CPOYHOTO HCHONHEHUS HUAU O3HAKOMIIEHHI C
TOKYMEHTOM HECKONBKUX CTPYKTYPHBIX IIoOpasmencHull (IOJKHOCTHBIX JIAIL)
OTHEN AOKYMEHTAUWOHHOTO obecrnedeHus ONHOBPEMEHHO HallpaBlsieT Ha
HUCIIOITHEHWE BCEM;

109.7. ama ycKOpeHHS IpPOIECCOB MCHONHEHMS HNOKYMEHTOB, a4 TarKkKe B
CHPaBOYHO-HHGOPMATIMOHHEIX [eNsIX JOKYMeHTHl Ha OyMaKHBIX HOCHTENAX,
IIOCTYIIAX0IUE B YHUBEPCATET, MOIYT IIEPEBOJUTHCS B 3MEKTPOHHEELIA BHJ IIyTEM
CKaHUPOBAHUS WU WHBIM criocoboM. Hamuyue 31eXxTpOHHOU KOIIAY OKYMEHTa Ha
OYyMaKHOM HOCHTENE HE OTMEHSeT HeoOXOIUMOCTH OCYIIeCTBIEHUA C
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MOCTYNUBIIMM JOKYMEHTOM Ha OyMaXXHOM HOCHTENE HeJONPOU3BOCTBEHHBIX
onepalyil, YCTAHOBISHHBIX HacTodmeld MHCTpyKUHe#, B TOM YHCIE B YacTH
bopMUpPOBAHUS €TC B IEO0;

109.8. mBmxenHe NOKYMEHTa B IMpoIecce ero HCIONHEHHS (QUKCHPYETCs B
PKX

109.9. HOKyMEHT C MOMEHTA [IOCTYIUIEHHA IO 3aBEeplUeHMd HCHOJHEHHMA
HAXOIUTCA ¥ UCIIOHUTENS U B AEJIC He NIOMEINAeT s,

109.10. wa UCIIONHEHHOM AOKYMEHTE HCIIONHUTEIEM HIH DPYKOBOLATEIIEM
CTPYKTYPHOTO [OIpasfielleHus - HCIOJNHHUTEN IPOCTABILETCS OTMeTKa of
HMCIOJHEeHNHY NOKYMEHTa 1 HAIlpaBICHUH ero B Le0 ¢ YKa3aHUeM HHJEKca Jiella, B
KOTOPOe HOKYMEHT OYALST MOMEIEH.

OTBETCTBEHHBI 33 NENONPOM3BOACTBO IEPEHOCHT OTMETKY 00 HCIIONHEHWH
IOKYMEHTA W HapasleHrd ero B Jel0 B PErUCTPAallMOHHYIY QOpMY, IIOCHE Yero
TOKYMEHT IIOALIMBALTCS B HEJO.

110. PerucTpauysa ¥ OTIpaBKa UCXOASIIUX JOKYMEHTOB:

110.1. WCXOIAIMMeE JIOKYMEHTEL PETHCTPUPYIOTCA OTAESIOM
NOKYMEHTAIMOHHOTO  obecledeHHMs  IIOCe KX IOANHUCAHUI  PEKTOPOM
YHUBEPCUTETAa VUIM WHBEIMW YIIONHOMOYEHHBIMH IIHIAMH B COOTBEICTBHMH C HX
KOMIIETEHLMEH;

110.2. TemerpaMMbl W  CpOYHaAs KOPPECIOHIAECHUUSA  OTHPaBISIOTCH
HeMeJIeHHO,

110.3. ucxomsimue JOKYMEHTH ASIATCS Ha MHAITMATABHBIE X OTBETHEIC.

WHaexc MHAIMATUBHOTO UCXOMAUIETC AOKYMEHTA BEIIOYAST MHAEKC [eya 1O
HOMEHKJIAType Jel, B KOTOpoM OYyAeT XpaHHTHCA KONMA OTIpPABILIEMOIO
NOKyMeHTa, W depe3 aApobh - TOPSOKOBBIM pErUCTpaldOHHBEIM  HOMED,
nprcBayBaeMblil MCXOISIIIIMM NOKYMEHTaM B Ipejenax IelIONPOU3BOICTBEHHOIO
oL,

Hamprmep:
06-11/57

Ha xaxpeii mHHUMATUBHBIA NOKYMEHT, Tpelyroumiuii oTBeTa, 3alloiHIeTCH
PKK B gByx sxzeMmuspax. OfuH 3K3eMIUIIp IIOMEL@eTcs B CIPABOYHYIO
KapTOTEKy, BTOPOX - B KOHTPOJBHYK. IIpM HENOCTYIIEEMM OTBETAa B CPOK
KOPPECNIOHACHTY HaAIIPABIAETCA HAIlOMUMHAHYE.

Peructpanus oTBeTHBIX AOKYMeHTOB ocymiectsisercs Ha PKK, Ha xoTopbx
OBLTH 3aperuCTPUPOBAHEl COOTBETCTBYIOINE MHUIIMATUBHEIE NOKyMeHTEL. B PKK
uadopManus o0 OTBETHOM [JOKYyMeHTe 3ammchipaercs B rpady "Ormerka ob
wcriongerwy pokymerTa". Ha oTBeTHOM AOKYMEHTE IIPOCTABRIAETCS CCHUIKA Ha
UCKOMSINUY PEruCTPaliMOHHRIN WHACKC U AaTy JOKYMEHTa-3alIpoca;

110.4. NOXyMEHTE, MOCTYITUBIIHE B OTAEN JOKYMEHTAITUOHHOTO odecneyenus
IJISL OTIpaBKH, 00padaTslBaroTes ¥ OTHPABILTIOTCA B TOT K& OeHE MK He Mo3JHee
cnenyrouero padboyero L.

Otnenr  moKyMeHTAUMOHHOTC  obecnedeHus  00f3aTenpHO  [IPOBEpAET
OPAaBUIBLHOCTE OGOPMIEHMS HMCXONSIUK JOKYMEHTOB: HaJuiMe HeoOXOIMMEIX
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PEKBU3UTOB, NPUIOKCHAN, COOTBETCTBHE KONWYECTBA 3K3eMIUISPOB MOKYMEHTA
KOJIIECTBY apecaToB, IPaBUIBHOCTE aIpeCOBAHMES U Ip.

Henpaeunbno odopmienssle 1 HEKOMIUICKTHBIE MOKYMEHTSI K OTIPaBKe He
IIPAHIMAIOTCH U BO3BPAIIAFOTCA HCIIOJHUTENSIM.,

OTnpasnsgeMele  JOKYMEHTBI Ha OyMaskHbIX HOCHTENSX  IIEpeNaroTcs
CEKPpeTaplo MPUEMHON YHUBEPCHUTETA B HE3aKOHBEPTOBAHHOM BHAE ¢ OTMETKOM O
KaTerOpUH OTHpaBiIeHHs (MpU HeoOXOIUMOCT);

110.5. nOKYMEHTBEI HA CHEMHBIX MANIMHHEBIX HOCHTEITX (muckax, duemnr-
HAKOUMTENAX W Hp.) NPHHMMAIOTCA K OTIPABKE B YIAKOBKE, COOTBETCTRYIOINEH
TEXHUYECKUM TpeOOBaHHAM, UpPHA HAIWYUM CONPOBOIUTENBHOTO  IMCHMA,
O(QOPMIEHHOIO ¥ 3aperMCTPUPOBAHHOIO B YCTRHOBJIEHHOM IOpsOKe. Koms
COTIIPOBOAUTEIBHOIC MUCEMA ITIOMEIIaeTCs B IS0 Ha 00X OCHOBAHMIX,

110.6. noxyMenTs!, HanpasigeMsle foee YeM B YETLIpE aIpeca, NepelaroTes
JJsL OTIP@BKU CO CIKMCKOM HA DACCBUIKY, O(GOPMISEMBIM B COOTBETCTBHH C
TpeboBarAMU II. 35 HacToawel MucTpyKim;

110.7. oTnipaska AOKyMeHTa B 2JIeKIPOHHOM BHAe Gojlee YeM B ONMH afpec
OCYIIECTBIIAETCH IIyTeM IPUKPEINIEHMA ero K COOOUISHMIO BJIeKTPOHHOM ITOYTH],
YKa3aHUs B COOTBETCTBYIOLEM IIOJIE BBOAA BCeX OQUIIHATBHBIX alpecoB COTJIACHO
CIUCKY PACCHUIKM,

110.8. ormerxa 06 ormpaske (IITaMIT OTIPaBKH) 37EKTROHHOM KOIHM
JOKyMEHTa pa OyMaKHOM HOCHTeNe IO BIeKTPOHHOM II0YTe MpOCTaBIIeTCs Ha
HCXOIIIIEeM MOKyMeHTe Ha OyMakKHOM HOCHTEINE, OCTAOINeMcs B YHUBEPCHUTETE,
TOJIBKO TIOCHIE €70 (PAKTHYECKOH OTNPABKY II0 BIIEKTPOHHOY [IOYTE;

Ilp 3TOM Ha COOTBETCTBYIOIIUX HOKYMEHTAX WCIIONHUTEIH IIPOCTABIIIOT B
BEpXHEM NpaBoOM yriy maunumchk 'sakaspas”. Hagnuce "3akasnasn" repeHOCHTCS U
Ha KOHBEPT.

KompBepTel ¢ 3axa3HOH KOppeCNOHACHUMEH Pper#cIpUpyrOTCA B OTHENE
JOKYMEHTAIMOHHOIO 00eCIeYeHUs B TOYTOBEIX PEeCTPax, COCTARIIEMBIX B OJJHOM
3K3EMIIIPE, KOTOPLIM XpaHWMTCA B OTHENe NOKYMCHTAIIHOHHOTO OO0eCIIeYeHus.
OpuruHanel  peecTpoB  CIYXaT  JIOKAa3aTeNbCTBOM  OTIPABKH  3aKa3HOl
KOPPECIOHASHITHH.

111. Perucrpanms ¥ ¥coNHEENS BEYTPEHANX NOKYMEHTOB.

Pa6ota ¢ BEyTpeHHMMU NOKYMEHTAMM Ha 3TallaX IOATOTOBKY U O(QOpMIeHNT
BEIEeTCA 10 NIPAaBUNIAM, YCTaHOBIEHHBIM JULL paboTEl ¢ HCXOMANIAMY JOKYMEHTAMY
B AC JIOV yrusepcurere.

BuyrpenHue AOKYMEHTE], B TOM HYHCIE NOKYMEHTHI B IJIeKTPOHHOM BHIIE,
perucrpupyrores Ha PKK.

Perucrpauns pacnopsmgTenbHBIX INOKYMEHTOB (pelleHUs, DaCHOpSIKEHHUs,
IPHUKA3sl) OCYIIECTBIAETCA OTHENbHO IO KAKAOMY BUAY B COOTBETCTBYFOIIMX
JKypHallaxX Oprasu3alii.

Pacnopsaurensable TOKYMEHTE! [0 OCHOBHOM JESTENHLHOCTH YHUBEPCUTETA
PETUCTPUPYIOTCA B OTHAENe NOKYMEHTAITHOHHOTO 0Oecneye ud.

[Ipwkaspl 0O JIMGHOMY COCTaBY, B TOM HHCNE MPHKA36l O KOMAHIMPOBKAX
PeKTOpa YHUBEpPCUTETa 3@ [paHMIly, NPUKAa3hl O KOMaHIMPOBKAX pabOoTHHKOB
opranu3anui 1o Pecrnybnuxe benapycs u 3a rpaBuly, perucTpupyrOTCS B OTAETE
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KaNpOB YHHUBEPCUTETA OTHENBHO IO KaKIOMY BUJY NPUKa30BR (0 OpedoCTaBlIeHHI
OTIYCKOB U JIp.) II0 QOPME COrNIACHO NMPHIIIOKEHUIO 7 K HacTosed MHCcTpyKium.

PerucTpaliioEHBIM  HHOSKCOM IPHKAa3a 1O OCHOBHOW  NeITEILHOCTH,
MIPOTOKOIIA SIBTIAETCA TOPSAKOBEIN PETUCTPAITHOHHBIN HOMED, TIPHCBANBACMEIH My
B IIpejesax JelCIpor3BOACTBEHHOIO I'OLA.

PerucTpanwoHHBIM HHAEKCOM IIpHKa3a 0 JIUYHOMY COCTaBy SABISIETCH
MOPAAKOBBIH PErHCTpalMOHHBIN HOMep, I[IpUcBauBaeMsIlll eMy B IIpegenax
IEeTOTIPOU3BOACTBEHHOTO TONA, AOMONHEHHBIN IUTepanMu:

"k" Ons DOKYMEHTOB 75-IETHErO CpoKa XpaHeHMI: [IPHKa30B O NpHeme
(HasHaYeHUH Ha  JOIDKHOCTH), I[EPEeBONEe, IIepeMelleHHM,  YBOIBHEHHH
(ocBOGOKEHUN OT HOIDKHOCTH), HATPaXJICHWH, MOCIIPEHUH, IPEMUPOBAHUH,
IDOANICHUH TPYXOBBIX HOrOBOPOB (KOHTPAaKTOB), 3aKIIFOYEHHM HOBBIX TPYIOBBIX
TOTOBOPOB  (KOHTPaKTOB), Ilepepcde Ha KOHTPAakTHYX  QopMy  HaliMa,
YCTAaHOBIEHUN HaAOaBOX, NOIJAT, BPEMEHHOM 3aMECTUTCNLCTBE, IPUCBOCHUU
KBanHuUKAIMOHHBIX KATeropuil, pa3spsnoB, KJIACCOB, I[IOBBIIEHUN TAPH(QHEIX
OKIIafoB, JUHTeNpHbX (Bonee Mecsaia) cyxeOHBIX KOMAaHIHUPOBKAX B Ipeienax
Pecniybnukxu Benmapychk W 3a T'paHUITYy, IPENOCTABNEHWH CONMANBHBIX OTILYCKOB,
U3MEHEHUN dhaMunuH, cOOCTBEHHOTO UMEHHU, 0TIeCTBa PabOTHUKOB;

“1" g MOKYMEHTOB  3-JIETHETO CpOKa  XPaHSHWs: IIPUKa30B O
TIPENOCTABIEHIH TPYAOBEIX OTILYCKOB, OT3bIBE U3 TPYJOBOTO OTITYCKA, HAJIOMXSHIT
OUCIHUIUIMHADHBIX  B3LICKAHUM,  HasHauUeHMM  ASXKYPHEIX, cITyKeGHBIX
KOMaHAUPOBKax B npenenax Pecoybnuxu benmapyck W 3a IpaHHILy, OKA3aHWH
MAaTepUaneHO¥  NOMOIUM, HaopasjJeHUM Ha IOBBIISHWE KBaTuUKAL(WU
(IepenoTOTORKY, CTAXAPOBKY ).

PeructpalioHHEIMU HMHIEKCAMU JOKTAJHBIX 3AMUCOK, CIIPABOK H APYTHX
UHQOPMANHOHHO-CIPABOYHEIX ~ AOKYMEHTOB  ABILIIOTCS  MX  [TOPSIKOBBIE
pPEerucTPalOHEbIE HOMEPa, IIPUCBAUBAEMEIE B Ipeaenax AeNoiIporu3BOLNCTBEHHOTO
rojia, KOTOpkle MOTYT AOIOTHATHCS WHASKCAMHE JIeN 110 HOMEHKIIATYpe JeN.

112. Yuer obrema 1oKyMeBTO000pOTA:

112.1. obpeM JOKYyMEHT0O00POTa B OPTraHu3allyy ~ KOIHIECTBO JOKYMEHTOR,
IIOIYIEHHBIX  (BXONAmMuUe) W CO3OanpbX  (BHYTpPEeHHME, UCXOOAUIYE) 324
OTIpeNIeNIeHHEIN IepHO T BpeMeHy;

112.2. DOLCYeT KONM4YecTBa TOKYMEHTOB TPOU3BOAUTCS B
ABTOMATUM3MPOBAHHOM CcHCTeMe BEISHHA AEIOMPOU3BOJCTBA IO OIPEelelIeHHBIM
hopmMam.

3a eAWHUIYY y4ueTa IIPUHUMAESTCA OJWH OK3EMIULAp JIOKyMEHTa 0e3 ydera
KOITHI, CO3MaBaeMBIX IIPH TedYaTaHuy X pasMHOXKeHMHM, Kaxnplf TOKyMEHT
YHUTHIBACTCS OAUH pas. [IpUiIoykeHus K OOKYMEHTY YYUTHIBAIOTCS BMECTE ¢ HUM
KaK OJUH JOKYMEHT.

OTnensHO  YIWTHIBAOTCS — TIONYYeHA®le  (BXOIAIMUAE) W CO3JIAaHHBIS
(BHYTpEeHHHE W HCXONAIVE) HOKYMEHTBI, 0OpalleHUsi TpaXiaH, B TOM YHCIe
HUHIUBUTy IBHBIX [IpeArpUHIMAaTee!, U FOPUINISCKAX JINLI,

112.3. B YyHUBEPCUTETE MOKET IIPOBOAUTHCA IIOJMHBIM M BEIOOPOYHLIA yueT
o0peMa  HOKyMeHToOOopoTa (IO YHUBEDPCHTETY, 1O  CTPYKTYPHEIM
ONPA3ASNESHIMSIM, ITO TPYINayM JOKYMEHTOB U T.1.).
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VueT v aHam3 00beMa JOKYMEHT0000p0Ta B YHHBEPCUTETE OCYIIECTBILACTCSA
bmemM IOKYMEHTAITHOHHOTO 00eCeYeHmsl.

Pesynprarsl  ydera  o0peMa  HOKyMeHToOOOpOTa  IPEACTaBIIAFOTCH
DPYKOBOACTBY YHMBEpCUTeTa Al BRIpabOTKH Mep 110 COBEPIIEHCTBOBAHUIO PabOTE
¢ MOKYMEHTAMHY. '

['JIABA © _
KOHTPOJIb UCTIOJTHEHWA NOKYMEHTOB WU ITOPYYEHM

113. 3agaun XOBTPOIS ACIOIHEHHSL:

113.1. wemsro XOHTpONL sBIseTcs ofecliedeHHWe CBOEBPEMEHHOTO U
KAYeCTBEHHOT0 HCIONHEHUS TopyYeruil, 3aQUKCAPOBAaHHEIX B JOKYMEHTaX.

KouTponro momnekaT Bce 3apeTUCTPHpPOBAHHBIE NOKYMEHTBI: BXOOALIUE,
HCXOIAIIME M BHYTPEHHHME, KOTOpble IO CBOEMY XapakKTepy TpebyroT pelueHHs
(orsera). Ha xorTpoms MoOryr OBITH IIOCTARIEHE! TAKXKE YCTHBIS MNOPYYEHUS
PYKOBOJICTBA. _

OTBEeTCTBEHHOCTL 33  CBOCBPEMEHHOE  HCIIONHEHME  JNOKYMEHTOBR U
COZEKAMXCs B HUX NOPYYEHMI BOZJIaraeTcs Ha PYKOBOJACTBO YHUBEPCHUTETE,
PYKOBOAHUTENEH CTPYKTYPHBIX NOApa3meseHUMH, OTBETCTBEHHEBIX MCIOIHUTENEH,
YKa3aHHBIX B PE3CTIOLHY NOKYMEHTA.

OtTxpen AOKYMEHTAUMOHHOIC ofecHedeHWs OCYIIECTBIIET KCOHTPOs B AC
HJOV 3a cBOSBpEMEHHBIM UCIONHEHWEM IOPYYCHUM, YUeT M aHAIM3 pe3yIBTaToB
UCIIONIHEHHS B YCTAHOBIIEHHBIE CPOKU, €XKeHeJeNbHoe NHQOPMUPOBaHUe peKTopa
YHUBEPCUTETA O COCTOAHUHN UCIIOIHUTENBCKON IHCURIIIXHEL,

113.2. HeoOXOIUMOCTH ITOCTAHOBKH JOKYMEHTAa H& KOHTPOIbL, CpPOKH
HUCIIOJIHEHUS, MCIIONHUTENN U AOIDKHOCTHBIE JIHIE, OTBETCTBEHHEIE 32 KOHTPOJE,
YCTaHaBIMBAIOTCA COTIACHO PEe30NIOLUY PYKOBOJCTBA YHUBEDCHTETE WU B TEKCTE
IOKyMeHTa (IpUKasza, IPOTOKOoNa | JIp. ).

Wndopmamms o kouTpone BeoauTesa B PKK noxymenTa;

113.3. B opraHusanyy IOCTAHOBKE Ha KOHTPOJL TOIEKAT CleXyroNlne
JIOKYMEHTEI:

- PEIEHVS KOJIEraNbHOr0 Oprama;

- obpallleHust TpaskJiaH, B TOM HHCle HHIMBUAYANBHBIX IpeIpUHEAMATeNel, |
FOPUAYECKIX JIULT;

- OpyrHe OOKYMEHTHI, KOTOPBIE IO CBOEMY XapakTepy TpebyroT perteHus
(oTBeTa).

114. Cpokd MCOOTHEHUSA TOKYMEHTOB:

114.1. cpoxu UCHONHEHHS OOKYMEHTOB MCHUMCISIOTCS B KAJCHIAPHBIX AHAX C
JTaThl HOAMUACAHWS (YTBEPIXKISHUI) JOKYMEHTa, a JUH HOCTYHNWBIIUX - CO JIHA,
CACAYIOLIEr0 3a JHEM DPEerucTpalyu JOKYMEHTa B YHHBEDCUTETEe, €CIIH MHOE He
YCTaHOBIIEHO aKTaMW 3aKOHOJATENbCTRA;

114.2. ecnu KpalHsad OaTa UCIONHEHUS JOKYMEHTA (TOPYYeHWs) IpUXOIUTCA
Ha HepadouyuM JA€Hb, OH JOUKeH OpITE NCIONHEH HE IIO3JHEE IIepBOro
CTeYIOIEero 3a HuM pabodero nus. B cnygae Korfa CpOK MCIOJHEHUA JOKYMEHTa
onpeneNsieTCs ¢ UCIONb30BanneM Ipeyora "ao" win "K", ykasaHHgas 3a HUM JaTa
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SIBIISIETCS KpaWHel NaToOW UCHONHEeHUS NOKYMEHTA;

114.3. nomyckaercs W3MEHEHHE CPOKOB  HCIOJNHEHHS  HTOKYMCEHTOB
(mopyuenutt). HMameneHuwe  cpoxa  UCHONHEHWA  NPOUIBONUTCA  JIMLIOM,
YCTaHOBUBINUM ero. ApryMeHTHpPOBaHHasA Ipochkba HCIONHMTEIS O IepeHoce
CpOKa HaMpaBlsgeTcs [UCEMEHHO (B dopMe JOXTamHON 3alUCcKA) WM YCTHO JIHILY,
YCTAaHOBMBILIEMY CpDOK, He MeHee 4eM 3a ILITh JHell 10 HCTedeHHMsS CpoKa
UCIIONHCHUS MM Ccpa3y ke I[ocle IIONyYeHus  3ananus, L3MedeHue
DOKYMEHTHPYETCS - OPOCTABJIAIOTCE HOBBIM CPOK, JaTa W3MEHEHWS W IIOIIHCE.
M3neneHus BHOCSTCA B peTUCTPAIMOHHEBIE (OPMBL

115. Hcnonnenve poxkymeHTa (IopydeHHMS) MOXeT OBITh TOPYUISHO
HECKOJIBPKUM HCHIONHUTeIAM. VCHonHuTens, YKa3aHHBIM MEpPBBIM, SBISETCH
OTBETCTBEHHELIM MCIOJHUATENEM K OTBEYAeT 32 CBOSBPEMEHHOES M KadyeCTBEHHOE
UCIIONHEHUE 3afaHus B 1enoM. OTBETCTREHEOMY HCIONHUTENO NPeiOCTABIICTCS
NpaBo KOOPAWHMPOBaTE X KOHTPOIUPOBATH JeHCTBHUS HUCIONHUTENEH: IaBaTh
IIOPYYEHUs, CO3BIBATE COBEINAHMS, TpeboBaTh HeoOXOAUMBIE JOKYMEHTEL B JIp.

116. Opranuzarnust KOHTPOIJIA HCIOTHEHIS:

116.1. crcTrema KOHTPONIS UCIONHEHMA BKIIOYALT:

- YYET KOHTPOIHPYEMBIX AOKYMEHTOB (IIOPYHEHHM) W HX CBOEBPEMEHHOE
DOBEICHUE [0 UCIIOIHUTENCH;

- KOHTPOJIb 38 CPOKaM¥ HCIIOTHEHH;

- [IPOBEPKY M PperylupOBaHME XoJa HCIIOIHEHVs, CHITHE NOKYMEHTOB C
KOHTPOJS;

- Y4eT ¥ OTYETHOCTD O Pe3yJIBTATAX UCIIONHEHUT;

- OIIEHKY COCTOSHMSA UCIIOIHUTENBCKON NUCIIMIUTHER];

116.2. yueT XOHTpONMPYyeMBIX JNOKYMEHTOB (IOpYYeHMil) W KOHTPONE
HCIIOJHEHHS CTPOSTCS HAa OCHOBE DErUCTPALMOHHEIX NAaHHBIX, OTPaKEeHHLIX B
PKX.

Ha onun KOHTpOIMpYEMBIH JOXYMEHT MOXET OBITH 3AII0NHEHO HECKOIBKO
PKK B cOOTBETCTBUM C YMCIOM HCIONHUTENeH, 3aNaHuil WM pasIadHBIMU
CPOKaMU UCIIOITHEH A,

116.3. dbopMupoBanue HAUOMMHAHHN O NPUOTEDKEHUH U UCTEYEHMHM CPOKOB
VICTIOJIHEHMA AOKYMEHTOB OCYINECTBIIIETCS eXXKETHEBHO aBTOMATHYECKH B CHCTEME
AC JOV.

ABTOMATH3UPOBAHHEIN KOHTPOJIb UCIIONHEHNS JOKYMEHTOR CTPOMTCS Ha Daze
OAaHHBIX  aBTOMATU3UPOBAHHONM  CHCTEMEBI BEJEHUSA  JelONPOU3BOACTBA X
obecreyusaeT onepaTuBHEOe HHOOPMUPOBAHME UCIIONHUTENEH O COCTOSHUU BCEX
BUIOB HOKYMEHTOB, a TaloKe IIpeiBapUTeNsHBI KOHTPONb IIOATOTOBKHA H
HCTIONHEHMA JOKYMEHTOB, aHANM3 UCIONEMTENbCKON TMCIMIUIMERL. HanoMuHamus
HCIIONHATENIM © CpOKaxX HCIIONHEHWs, CBOXKA COCTOSHES HCIIONHEHMS M Ap.
UMERTCA Y KaXAOTO UCIIONHUTENS CTPYKTYPHOIC NOIpa3IeNeH .

HoxyMeHT (mopyderue) CHUMAETCS C KOHTPOML LIOCHE er0 HCIONHEHIS,
NOATBEPKIEHHOTO oThnpaskoid oruera B cucreme AC JIOV o6 ucnorHeHHM
TOKYMEHTA ¢ IPHMCOSTUHEHUEM OTBETHOTO IOKYMEHTA.

Ha uycnonHensoM HIOKYMEHTE MCUONHMTENeM ogdopmisercs oTrMmerxa 00
UCIIONHEeHHY JOKYMEHTA ¥ HAIIPABICHUM €TI0 B IEJO0.
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CBHIETeNsCTBOM — WCIIONHEHHS — HOKYMEHTa  (LOpYHYeHHH)  sBifeTcs
NOATOTOBICHHbLN HCIONHUTENEM ¥ MOATNMCAHHBIM DPEKTOPOM YHMBEPCHTETA MM
€r0 BaMECTHTEILIMM, MM HHBIM YIIOJHOMOYEHHLIM JIMIOM HCXONAIUN MK
BHYTPEHHHH JOKYMEHT: OTBET Ha 3arpoc, U3BEINEHHE 3a4BUTENIO O HPHHATOM
pelenus, IpuKas 1 Op. B ciaydae oTCYTCTBUA LOKYMEHTH, CBUNETE/LCTBYIOIIETO
00 WMCTIONHEHNH, KPATKHAE CBENESHMA 00 UCIIONHEHUH QHKCHPYIOTCS HCIOTHUTENEM
B okHe "TexcT oTuera”.

Ha ocnosanmu oteeror B AC OV 06 WCHONHEHHH KOHTPONBHBIX
TOKYMEHRTOB, CHEeTaHHBIX OTBETCTBEHHBIMH UCIIOIHUTEISMU, OTHeN
DOKYMEHTAIMOHHOrO oOecHeuesmsa eXeJHEeBHO KOHTPONUpYeT WCHOTHEHHe
HoxyMmenTos (nopy4eruii) 8 AC JIOV.

I'JIABA 10
COCTABJIEHME HOMEHKIIATYPLI JEJI

117. Homenknarypa pen yHUBEPCHTETa - 3TO CHOTEMATH3MpPOBAHHBIHN
NepeveHkb 3ar0I0BKOB ST, 32BOJMMBIX B YHUBEPCHTETE B AEIONPOU3BOACTBEHEOM
(xaJleHIapHOM) TOXY, C yKasaHHEM CPOKOB WX XpadeHHs M OGOPMICHHLI B
YCTAHOBIIEHHOM IIOPSIKeE.

B nenonpousBoacTBE HOMEHKIATYpa el YHUBEPCUTETa MCIIONBIYETCS I
IPYIIMPOBKY UCITOTHEHHBIX JOKYMEHTOB B J(€J4, CHCTEMATHIANNM, MHISKCALIMY |
ydera [eJ, ONpeleNeHHs CPOXOB MX XpaHeHH]. HoMeHKNaTypa [en ABisercs
OCHOBOM IS COCTABIEHWUS ONMCEH Hell IIOCTOSHHOTO H BpeMeHHOro {ceerme 10
JIET) XpaHeH s, a TakKe aKTOB O BEIASTEHHN X YHHUITOKEHHIO JOKYMEHTOB U Hel,
He TOJIeXKAalUX XPaHSHUTO.

' 118. CaomHas HOMEHKJIATYpa Temn COCTABIIAETCS OTHCIIOM
DOKYMEHTAMOHHOTO 00eCleyeHrs Ha OCHOBE HOMEHKIATYP HET CTPYKTYPHEIX
[OOpasaesIcHwii.

119. CBomnas HOMEHKIATYpa HEN COCTABISETcs B IBYX 3K3EMIULIpaX.
[TepBrif 3K3eMIUIAD HOMEHKIATYPHI A&l XPaHUTCS OTAeNe JOKYMEHTAITHOHHOTO
obecriedenys, BTOPOY NepefaeTes B apXUB YHHBEPCHTETa B KAYeCcTBE YIETHOIO
NOKYMEHTA.

llocme  yTBepkneHHMS  cBODHad  HOMEHKNATYpa Hel B Hadale
DETOTIPOU3BOJICTBEHHOTO I'oJa B SJEKTPCHHOM BUJXE BHOCHTCH B cucreMy AC
HOV.

120. HomenxnaTypa men CIPYKTYPHOTO IIOIPa3sieleHHS COrNACOBEIBAETCS
THAIIOM,  OTBETCTBEHHBIM 33 apXuB  YHHUBEPCHUTETA, U  HOAIIHCHIBACTCA
PYKOBOIMTENEM CTPYKTYPHOrO MOApa3aeIeHHs.

121. Ilpu cocTaBlIE€HMK HOMEHKIATYPEI Hell UCIONB3VIOTCA TIONOKEHUL O
CTPYKTYPHBIX MOApaszAelIeHUAX, MITATHOS PACIMCaHIe, NOJDKHOCTHEIE HHCTPYKIIAH
paboTHMKaM, HOMEHKIATYPEI Jell 33 NpelbIayLIMe TOAE, IMEPEUHH JOKYMEHTOB C
YKazaHueM CpPOKOB XpaHeHnd. M3ydaroTcs cocTaB, KONWYECTBO M COLSP/KAHHE
JOKYMEHTOB U Jell, 00pazyronmxcs B IpoLecce eI TeIbHOCTH Oprasu3al(yi.

122. B HomMmeHKNATypy &N BKNIOYAOTCS Aena (JOKYMEHTHI) ITOCTOSHHOTO,
BpemeHHOTo (cBrime 10 net) u spemenHoro (no 10 et BKIOIUTENSHEO ) XpaHeHHS.
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B HoMmeHwyaTypy HOen Takke BKIIOYAIOTCS JOKYMEHTH, 00pa3ylouidecs B
IEeATEeILHOCTH BPEMEHHO JENCTBYIOIINX KOIUIETHAIBHBIX OPraHOB YHUBEPCUTETA.

B HOMEHKIATYpy Aell He BKIIIOUAIOTCH COOPHUKU HOPMATUBHEIX IPABOBBIX
AKTOB, IeJyaTHble M3AaHusg (OpOLUOpPEL, CPaBOIHUKH, HHOOPMAITMOHHBIE THCTKH,
BronneTeHy U T.4.), YKA3aTeNu U ApyTrye BCIOMOTaTelnbHbIe JOKYMEHTEL.

123. CpogHad HOMEHKIATYpa JeJl YHUBEPCHTEeTa COCTABIIETCS IO
CTPYKTYPHOMY IPHHIUITY (B COOTBETCTBUU C YTBEPKJIEHHON U OTpaKeHHO# B
IITATHOM PACTIMCaHMH CTPYKTYPOY YHABEPCUTETA).

124. CTpyKTypHBIMH 3IeMEHTAMH HOMEHIUIATYDPEI el ABJLIIOTCS Pasfelsl,
KOTOPBIE MOTYT JeNMThCSA Ha IIOAPa3IeTbL.

125. Cgaonuas HOMEHKIATYpa Jel odopMIISeTCd Ha THCTOM JucTe OyMard
bopmara A4. |

126. I'padrl HOMEHKIATYPEl €N 3allONHAIOTCS B COOTBETCTBUU C HOpMOH,
YCTaHOBJICHHOM  3aKOHOAATENHCTBOM B cepe  apxXuMBHOIO  jAela u
JeTONPON3BOLCTRA:

126.1. B rpade | HOMEHKNATYPHL JeII YKA3BIBAXOTCS HHAEKCH! Aen., Kupexc
Jlefla COCTOMT W3 YemoBHoro obo3HadweHWMa (WHJEKca) pasfena (moipasnena)
HOMEHKIIATYDPEL KEN U HOPAAKOBOIO HOMEpa JeNa B IIpefellax NAaHHOTO paszjena
(nogpasgena). Ilpu HeoOXONMMOCTHM COCTABHBIE HACTH MHAEKCA  MOIYT
JIOIIOJTHATECA I dpoit "0".

Hanpmmep:
01-01, 01-02; 02-01, 02-02, 02-03

B CBOOHOM HOMEHKIATYpEe Hell OOHOPCIOHEBEIM HIEJlaM, BEIIIOUEHHBIM B
PAa3lII9HLIC pa3aeiIbl (HOﬂpaBJIGHBI), NPUCBAXBaOTCA OJJHHAKOBEIC 38T 0JIOBKH.

Hanpumep:
IIprKa3sl peKTopa YHHUBEPCUTETA 10 OCHOBHOM JearensHocTy, Konuu

Hena, B KOTOpEIe IPYIIUPYIOTCS JOKYMEHTEl IO BOIIPOCaM, paspeIuasMbiM B
TeUeHHE IBYX U Oonee ner (Mepexofdiye Jena), BKIFOYAIOTCS B HOMEHKIATYRY
JIeJl CIIeIYIOIIEro IONa MO TeM JXXe HHISKCOM.

B  xomHme xaxporo pasmena (moapaspmena)  HOMEHKIATYpBl el
IpedyCMaTPUBAIOTCA PEe3epBHBIE WHJIEKCH! IS He3aINIaHUpOBaHHEBIX e,
3aBOOHMBIX B TCHCHHE 1044,

126.2. B rpade 2 HOMEHKIATYPHl Jell YKAa3BIBAIOTCS Ha3BaHUS pPA3NeiioB
(oapa3aenor) U 3aroiIOBKY Dell.

JaromoBoK Jeda JIOMKEH COOTBETCTBOBATE COREPXaHHIO MU COCTaBY
BIJIKOYAEMBIX B HETO TOKYMEHTOB, OBITH KPATKUM, KOHKPETHBIM U JOCTYIHBIM IS
BOCIIPHUSATHA.

B cocraB 3arosoBka BKJIIOYAIOTCA YKa3zaHHWE pojJa 38BOOAMMOIO [Iena
(HIOKYyMeHTEBI, IIepelncKa, Je0) WM Pa3HOBHIHOCTY HNOKYMEHTOB (IIPHKAa3b,
IPOTOKOBL, TUTAHSB!, OTYETHY, KTl K Jp.) ¥ HazBaHue TeMel (cofepxaHue) fena.

B 3aroyioBxu onpeneneHHEIX KaTeropuit e JOMORHUTEIPHC BKIIFOYAOTCA:
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YKazaHue aBTOpa JOKYMEHTOB (IIONHOE, COKPAleHHOE WM BHAOBOE
HaUMEHOBAHME OPTAHUIAMM, CTPYKTYPHOTO IONPAZAeISHUs WUIH JOIDKHEOCTHOTO
JIHATIR);

Hampunmep:
IIpvikaskl peKTOpa YEMBEPCHTETA 110 OCHOBHON JESTeNBHOCTH

YKA3aHHE Ha KOTIUMUHOCTH HTOKYMCHTOB, BEJIHOUEHHBIX B JI€JI0.

Hanpumep:
[Iprxasel peKTOpa YHHBEPCHTETA IO OCHOBHOM nedarelbHocTH, Ko

Tepmun “JoxyMeHTE" UCIOIB3YETCA B 3aT0JIOBKE:

IpY TPYNIMPOBKE B [AE0 pPAa3IMYHBIX BHIOBR IOOKYMEHTOB IIO OJHOMY
BOUPOCY, HE CBI3GHHBIX IOCIENOBATENRHOCTHIC JENONPOM3BOLCTRA. B KoHIe
3aroNoBKa B CKOBKAX YKa3BIBAKOTCS IBa-Tpd OCHOBHBIX BHOA JOKYMEHTOB,
BKJFOUSHHEBIX B J[EJ0;

Hampunep:
HOKYMEHTEI O COCTOAHMH YCIOBHH U OXPaHbl TPYAA, TEXEMKH GE30MacHOCTH
(HOKIIaHBIE 3AIMCKH, HHPOPMAINS, CIIPABKA U Ap.)

npu O0BeNMHEHNH B OJHOM Jelle HOKYMEHTOB-IIPUIOKEHI K KakoMy-TrGo
HOKYMEHTY WU I'PYIIIC JOKYMEHTORB.

Hanpuwmep:
HOKYMEHTBI K MPOTOKOJIAM 3aceNaruil KOMUCCUY 10 3aKynkaM 3a 2019 rox

Tepmunm "Meno" memome3yeTcs B 34rONOBKE Tpu oOBEIMHEHAW B Jele
Pa3sNUYEBIX  BHIOB  JOKYMEHTOB  IJO  OJHOMY  BOHOPOCY,  CBS3aHHBIX
[IOCNEN0BATEIBHOCTEIO €0 PEIUCHHS.

Hanprvep:
Heno o paccmotpernuu xanobel Huxonaesoit B.K.

B 3arojoBkax, cofepialiux IUIAHOBYI HIHM OTYETHYIO JOKYMEHTAIIHIO,
YKAa3BIBAFOTCS YHMCIO, MECAl, XBapTal, I'od, Ha (3a) KOTOpPEIH COCTAaBIEHEI
OOKYMEHTEL,

Hanpmmep:

[Irans! paOoTE] CTPYKTYPHBIX NOOpa3aenerut yausepcutera Ha I k8. 2019 .

Kpapransueie oT9eTH 0 pabore CTPYKTYPHLIX NOoApasHelleHni YHHBEPCUTETA
3a 2019 rox

He JOIOYCKAeTCd MCIIONB30BATE B Ka4YCCTBE 3ArCNIOBKOB CpOpJ.\fy.IIHpOBKH, HE
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OTpaKarolue CcOoCTaR M COJIepXKaHue JOKYMEHTOB, BKIIOUEHHLIX B IEJ0
("Matepuans”, "HoxyMmMeHTansHble MaTepuansl”, "Pasnbie  gOKyMEHTHI",
"@unancopbie AoxyMerTe", "OO0mas nepernmcka' ® T.IL), H OIpemeNenmd, B
KOTOpPBRIX  BHO  HOOKyMmMeHTa  3ameHeH  gedicteuem  ("Hecnenosamupe...",
"PaccmoTpenue...", "AERyIMpoRanKe..." ¥ T.1L).

B nporecce HopMHEpOBaAHMA ET 3ar0XOBKY MOTYT YTOIHITECAL.

3Jaronosxu B paszenax (moppasgenax) HOMEHKIIATYPEI Jen
CHCTEMATUIHPYIOTCA IO IPYINaM B 3aBMCHMOCTH OT 3HAUUMOCTH M B3aWMOCBI3H
JleTl B CHeXYROIIEM IIOPAIIKE:

HOPMATHBHBIE IIPABOBEIC aKTEI (ZEKpeThl, ykassl [Ipeswpenta Pecrybmmxu
Benapyce, 3akorsl, nocrarosrenus Cosera MumucTpos PecrryGnuku Benapych u
ap.);

VIpeIUTEeNbHbIE — JAOKYMEHTBl  OpraHuzalmu  (YCTaBBl,  IIONOIKEHWS,
CBHJETENLCTBA O FOCYNAPCTBEHHON perucTpauu u ap.);

PacHOpAOHUTENLHLIE M METOOMYECKHE  NOKYMEHTBI  BBIUIECTOLIINX
opraxuzanuil (OCTAHOBJICHUS, NPUKA3E!, VKA3AHHA 1 AP. );

PacCIOPANUTENSHBIC NOKYMEHTEl YHUBEpCATETA (TIPUKA3b], PACITOPSIKEHHUS);

OpraHU3allMOHHEIE  HOKYMEHTHl  (INTaTHBIE  DPACIUCAHWS, IOIOKEeHMN,
MHCTPYKUMH, IPaBUIa X J(p. );

OPOTOKOIIEI;

[IN8HE;

OTYEeTEI;

JOTOBOPHI;

CIPaBOYHO-UHQOPMAUVOHHBIE JOKYMEHTEI (AKTHI, CHPaBKH, MHGOOpMAIus,
CBOIKH H IIp.);

IIepeIUCKa;

YIETHO-PErUCTpalliOHEEEe (BOPMEL.

Ilopgoox  cmcremarM3alMM — HMHBIX — 3aroJIOBKOB  Jell  ONpeaeiseTcs
COCTaBHUTENEeM HOMEHKNATYPHL.

CucremMaTuzanysg 3aroJOBKOB JeN BHYTPH KaKIOM IpyNnsl ONpemenieTes B
COOTBETCTBHU CC 3HAYMMOCTBI JOKYMEHTOB M CPOKAMU HX XpaHEeHHs: IPHKa3El
II0 OCHOBHOU JAEATSNBHOCTU pAaCHOJIAraloTcd Iepeld MpHKazaMH II0 JNUIHOMY
COCTaBY, TOJ0OBBIE TUIAHEL ¥ OTYETE] - Iepel KBapTANBHbIMUA U MECAIHBIMA 1 T 1.

CucremMaruzanusi 3aroI0BKOB ONHOPOLHEIX Aell, CORCPKAIMK HANMEHOBAHMUS
KOPPECIIOHAIEHTOB WK reorpapuaeckue Ha3Batis, OCYIISCTBIIISTCS 10 al(paBuTy;

127. B xoHUe cBOAHOH HOMEHKIATYPHL Zen meped pekBuzutrom "lloarmcs"
YKa3BIBAIOTCS HazBaHHI HOPMATUBHBIX IIPABOBEIX aKTOB, MCIOIL30BAHHBIX MpU
OIIpeNeNeHuy CPOKOB XpaHeHHU Ael.

128. Ilo oxoH4aHUW JEJIONPOU3BOJCTBEHHOIO TIONa B KOHIE CBOJHOHR
HOMEHKJIATYPHL JEeJ COCTABISESTCS WTOroBas 3aIUCh O KATETOPHAX U KOIHIEeCTBE
3aBEJICHHEBIX JEN.
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I'IABA 11
DOOPMIPOBAHME JIEJI

129. ®opmuposanue fell - IpyNIMpORKa HCIONHEHHBIX OKYMEHTOR B AeNa B
COOTBETCTBHH ¢ HOMEHKJIATYPOH Nen 1 cucTeMaTu3auns JOKYMEHTOB BHYTPH Hell.

JIOKyMEHTBI TPpYNNUPYIOTCS B [ena pabOTHUKAMH, OTBETCTBEHHRIMU 3a
JeJIOIPOA3BOACTBO B CTPYKTYPHBIX IIOpa3neeHIAX.

130. JHoKyMeHTB! ITPYNIUPYIOTCA B [iefla COIVIACHO OTMETKaM 00 UCITOITHEHUHM
noxymentor "B zmemo N". Tlpum sToM NpoBepstoTcs IPaBHIBHOCTE OQopMIIeHU
JOKYMEHTOB, Hajluyue IojnMced, pmaT, OTMETOK o0 WCHONHEHWH M IPYIHX
HeOoOXOAUMEIX PEKBU3UTOB NOKYMEHTOR.

131. B fgena rpynnupyroTcs NOKYMEHTBI OJHOIO IETOIPOM3BOMCTBEHHOIO
roja, 3a UCKIIOYEHUEM NepexXoqaIlmX, JUIHEX Je.

LloKyMeHTEI TocTostHEOr0, BpeMeHHOTo (cBbie 10 net) u spemenyoro {(mo 10
JeT BXJIOYUTEIIBHO) XpaHeHWs IPYIIMPYIOTCS B OTACHbHBEIE Aena, JomycKaercs
BpeMEHHAas IPYIIIMPOBKA B OJHOM Hene NOKYMEHTOB C PasNIYHBIME CPOKaMH
XpaHeHUd, CBJA3AHHBIX  pENIeHHeM  QJHOro  Bompoca. Ilo  oxoHYaHuy
OENOUPOU3EBOACTBEHHOTO IOMa TakMe Hena pachOpMUPOBBIBAIOTCS, 4 JOKYMEHTHL
IrPpYNMUPYIOTCA B CAMOCTOATENBHBIE NENa B 3aBUCUMOCTH OT CPOKOB UX XpaHEHWs,
B nmeno BRIOWaeTCA TONBKO OOMH BSKIEMIULIP KaXKIOI0 JOKyMeHTa. He
IOILyCKAEeTCsT BKIOYATh B Jela JOKYMEHTHI, IIOANEXKaINUe BO3BPATY, 1EPHOBEIC H
Ty OJIETHEIE BK3EMIIISIPEIL.

IlpunoxenHns GOpMUPYIOTCS B Aefla BMECTE ¢ JOKYMEHTAMH, K KOTOPEIM OHH
orHOCATCA. IIpH 3HauuTeneHoM o0BeMe IPUIOKEHUN OHH IPYIIUPYIOTCS B
OTHENbHBIE IeTia.

132 O6reM nena ne pomxer upersiuarhk 300 THCTOB MpH ToNMKKe He Hosee
4 cy. [Ipu Oonpmrem odBeEME NOKYMEHTOR €0 JENIT Ha CaMOCTOATENbHEE TOMA,
NOKYMEHTBI KaXKI0I0 TOMa ABIIOTCS TIPOLOIDKSHEEM IPEIBIIYIIETO.

133. JloKyMEeHTEl B [Nl CHCTeMATUSHUPYIOTCA II0 CIASHYIOLIHM IIPHHI{ATIAM
WU WX COBOKYIHOCTH: BOIIPOCHO-JIOIHYECKU, XpOHONOIMIecKyH, amdaBuTHbIH,
HyMEPaUMOHHBIN U Op.

PacnopsgureneHele OOKYMEHTHI IPYyLIIHPYXOTCE B Jena 1[I0 BHIAM U
CHUCTEMATH3UPYIOTCS B IIOPSIKE BO3PACTAHIS HOMEPOB. :

[Tprka3el 10 OCHOBHOM NEATEIBFHOCTH Y MO IWYHOMY COCTABY IPYIIHPYIOTCS
B OTAENBHEIE Nela ¥ CUCTEMATHZHPYIOTCS B IIOPSAKE BO3PACTAHIA X HOMEPOB.

[IpuKassl IO NAYHOMY COCTABY IPYNIMPYIOTCI B OTJIENBHEIE JleNa COTNACHO
UX PETUCTPalliK ¥ B 3aBUCUMOCTH OT CPOKOB UX XPaHeHHI.

Pacnopsaurenshsie JIOKYMEHTBI onpeneseHE0N PA3HOBUIHOCTH,
PETUCTPHPYEMEIS OTIAENBHO, TPYIIMPYIOTCI B OTACIBHEIE LeTa.

' IIpoToKOIEI B JeNax CUCTEMATH3UPYOTCA IO XPOHOJIOTMM B MOPAAKE
BO3pacTasms HOMEPOR.

IInanel, OTYETHI, CMETBI, TUTYNBHEIE CIUCKHA IPYIIUPYIOTCIS OTHEeNNHHO OT
PacyeToB K HUM.

IInaner u oTHeTHl TPYNMUPYIOTCS B Jelda TOro rojia, K KOTOPOMY OHHU
OTHOCATCA IO CBOEMY COJAEpP)KaHUIO, HE3aBUCUMO OT BPEMEHU WX COCTABICHUS.
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IInags], pacCIATAHHEIE Ha HECKOIBKO JET, GOPMAPYIOTCS B HeNia M0 HayaTbHOMY
TOJIy X AeHCTBUA, OTHETH] O BBINOTHEHNM TaKWX IINIAHOR QOPMUPYIOTCS B Oeia 110
nocnefHeMy IOy NeHCTBHS IIaHa.

Hena ¢ mepenmuckoy, IOpYYeHMIMM H OOKYMEHTaMH 00 HX BBIIOTHEHUH

(GOpPMHPYIOTCS IO BOIPOCHO-TOTHHECKOMY NPUHIIY, NPEeNyCMaTpHUBAOIIEMY
PACIIOAOKEHNHE [OKYMEHTOB B JIOTHMYECKOM IIOCIeAOBATENBHOCTH —PEINeHES
BOIPOCA: JNepBBIM ITOMEIJaeTcs HHEMUUATHBEBIM ITOKYMEHT (3alpoc IH
IIOPYYeRHE), 32 HUM ~ JOKYMEHT-OTBET.
‘ OOfpamenns rpaXkaaH, B TOM YUCIe HHIUBANYAIBHEIX IpeAlpHHUMaTeNef,
U IOPUINYeCKUX JUIl M JOKYMEHTEI, CBS3aHHBIE C HX PaCCMOTpEHHEM,
ITPYDIMPYIOTCS B CaMOCTOSTENBHBIE  Jella W CHCTeMAaTH3UPYIOTCI B
XPOHOJIOTHYECKOM HIIM ali(aBUTHOM nopsanke. Kaxpoe obpallleHue o TOKYMEHTEL,
CBsI3aHHBIE C Y0 PACCMOTPEHMEM, COCTABRIIIOT B [AENe CaMOCTOATENBHEYIO IPYIIILY.
IToBTOpHEIe 00pallleENUs ¥ TOKYMEHTBI 110 MX PACCMOTPEHUI) CUCTEMATHIUPYIOTCA
B JIe7€ BMECTe C NPeIbI Iy IIHMH.

Jlumessle cueTa rpyNNIUpPYIOTCS B CaMOCTOATENBHEIE Aella B IIpeeliaX rojia i
CUCTEeMaTU3UPYIOTCH 10 AParuTy GaMUIni.

['TTABA 12
SKCIIEPTU3A IEHHOCTH JOKYMEHTOB

134 BxcnepTrsa HEHHOCTH NOKYMEHTOB - 3TO OIPEMASICHUE UCTOPHYECKO,
HAYYHOM, COLMaJbHON, OKOHOMIYECKOHN, IIONMTHYEeCKOH, KYJBTYPHOW w
[IPAKTUYECKOH 3HAYMMOCTH JOKYMEHTOB C LeNbI0 YCTAHOBISHHS CPOKOB HX
XpaHeHHd 1 oT6opa Ha XpaHeHue.

135. Dxeneprrza UEHHOCTH AOKYMEHTOB B YHHBEDCHTETE OCYINECTBIICTCH
TIOCTOSTHHO feficTryromeit SK.

OK pedictByer Ha ocHoBanuu [IONOKEeHHS © IIOCTOAHHO JelcTBYrOmEt
SKCIEPTHOR KOMHUCCHH B YHHUBEPCUTETE, YTBEPKASHHOI0 PEKTOPOM YHHBEPCHTETA.

136. 9K cosgaeTcs B cocTaBe He MeHee Tpex deloBex.  [lepCOHaIbHBIN
coctas DK yTBepKIaeTCs NPUKa30M PeKTOpd YHUBEPCUTETA.

137. Ocroprpivu pyarumsMia DK SBIAIOTCA:

IIPCBEJIEHNE SKCHEPTH3El LEHHOCTU OOKYMEHTOB M OIPEIEeNICHHE CPOKOB WX
XpaHeHHs B COOTBETCTBUU C 32KOHOAATEIBCTBOM;

eXEerofHel 0TOOP ZOKYMEHTOB Ha XpaHEeHUe ¥ YHUITOXEHUE,

COTTacoBagye onMcei esn IMOCTOSHHOIO XpaHeHnd, BpemeHHoro (capuue 10
JIeT) XpaHeHUs | 110 JIHYHOMY COCTaBY;

COIIACOBAHKE aKTOB O BBLICICHWH K YHWITOXKEHWIO NOKYMEHTOB W JEN, He
NOIIEXKaIINX XPaHeHUO;

NUPHHATHE PEIISHHH 10 BOIIPOCaM COBEPIIEHCTBOBAHIS JJIOIIPOU3BOCTBA U
paboTE! apXyBa YHUBEPCUTETA.

138. BOK sABIAETCA COBEIATENBHBIM  OpPTAHOM, PEIIEHMSI KOTOPOTO
YTBEPXKIAKOTCI PEKTOPOM YHUBEPCHTETA.

Jacepanua DK w npuHvMaeMble penreHus 0QOPMILTIOTCS TPOTOKOIaMHU.

139. Henocpencteennusiit ortdop MOKYMEHTOB HA XpaHeHWe B apXuB
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YHUBEPCUTETa U BbIIENEHUEe K YHHYTOXEHHUIO NIPOU3BOIAATCS paboTHHKAMU
CTPYKTYPHBIX IONpasHeNeHHl YHHBEPCHTETa, B JNSATENLHOCTH KOTOPOIO OHM
OpIu 00pazoBaHEL.

IpHHOHOE], XpUTEPHE ¥ IOPSKOK IPOBENEHUS OKCIEPTH3Ll IeHHOCTH
JOKYMEHTOB OIPEAENSIOTCS aKTaMH 3aK0OH0IaTeIHCTRA.

140. Ilo pesymeTaTaM SKCHEPTH3LI LEHHOCTH U oTOOpa JOKYMEHTOB
COCTABTLAEOTCA OIIUCH JIeJ MIOCTOAHHOTO, BpeMesHoro {ceenmne 10 jeT) xpanenysa u
IO TUIHOMY COCTABY, a TaK¥e aKThl O BEIIENCHUN K YHHYTOKEHNIO TOKYMEHTOB 1
LeJ1, He MOANEHKAIINX XPaHeHO.

TJIABA 13
OPOPMIIEHUE IEJ]

141. Henma yHMBEpCHTETa HOIJIEXAT ODOPMIEHVIO IIpY WX 3aBENeHVH U TI0
3aBEPIIEHUH JENONPOU3BOACTBEHHOTO Trofa. OdopMmiende el  MpOBOIATCS
paboTHMKaMK CTPYKTYPHEIX ITOApa3eleHuii, B KOTOPIX OHY (GOpMHIPYIOTCS,

142, B 3aBHCHMOCTH OT CPOKOB XpaHEHMS IIPOBOJHICS IONHOE WIH
YacTHYIHOE OQOpMIIEHHE eIl

YactuunoMy oQOpPMIIEHIIO NOINEXAT BCE XeNa Ipd MX 3aBENeHMM B
menonpouspoacrse. llonHoMy OQOpPMICHMIO TOINENKAT NENE NOCTOSHHOIO M
BpeMeHHOTO  (cBpume 10 jeT) xpaHeHHs roclie  HX  3aBepIUEHUA
OETIOIIPOU3BOICTROM.

143. UYacrrunoe oQopMIIeHHE JeNa UPHM 3aBSISHWH B JEJIONPOM3BOACTEE
[IpeyCMaTpuBaeT O(GOPMIICHUE PEKBU3UTOB OOJOKKM Jela B COOTBETCTBUH C
HOMEHKIaTYpo# nen. Ha obnoxke gena yKazbIBaroTCS:

HaHMEHOBAHE BRIIUSCTOAINEH OPranu3alli;

HaVMEHOBaHUE YHUBEPCHUTETA,;

Ha¥MCHOBaHHE  CTPYKIYPHOIC  IOApa3fefieHud B COOTBETCTBHH  C
HOMEHKIATYPOH Iern;

' UHJ(EKC Jella II0 HOMEHKAAType e,

3aroJIOBOK Hena;

T'OM, B KOTOPOM 3aBOANATCS IEJIO;

CPOK XpaHEHUA AeTa.

144. ITonHoe odopMITeH e nena IpeyCMaTpUBAET:

ITOMIIUBKY WX IIEPereT Lea;

HYMEpAaLUIO JIUCTOB B Jlee;

COCTaBjleHHe BHYTpeHHEH ONMCH JOKYMeHTOB jena (B8 cioydasx,
omnpenenesHsIx i1 149 nacroswet MacTpyKImm);

COCTaBJICHHE NUCTA-32BSPUTEILT JENIA,;

OQOPMICHHUE PEKBUZUTOB OOIOXKKY AeNa;

CHCTEeMATH3AIHIO TOKYMEHTOB ejla B COOTBETCTBUY ¢ TPpeOOBAHHAMY TIIABEI
11 mactosuest MECTpyKIWH.

145. Jena, nmomiexaliye TONHOMY OQOPMICHUIO, TTOAIIKBANOTCS He MeHee
YeM B UETHIpE MPOKOJAa B TBEPAYIO OOTOXKKY MM HCPEIUIETAIOTCS C YUeTOM
BOSMOXKHOCTH CBOOOIHOrO YTeHHMS TEKCTa BCEX JOKYMEHTOB, AT, BU3 U
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pe3omouni Ha HuX. JoxyMeHTEl, oQopMIeHHBIE Ha mncTax bymary dbopmarta A4 B
ans0OMHOH OpHeHTalMy, ITOMIIMBAIOTCS (MEpervieTaoTcs) 3a JEBOE Moje uU
cxrmansiBarored. [Ipu moproroske fmen K mMofmBie (MeperuieTy) METaInYecKue
npeaMeTe! (0yTaBKH, CKOBBL, CKPENKY U Ip.) M3 JOKYMEHTOB Y IATAIOTCH.

Hena 1DOCTOAHHOTC XpaHEHUs, COCTOSUIME M3 JOKYMEHTOB ocofol
HUCTOPHIECKON, HAYIHOM, XyOOKECTBEHHON M MHOM IIeHHOCTH JUTH He(hOPMATHEIX
HOKyMEHTOB (4epPTEMXH, PYKOIUCH U T.A.), XPAHIATCE B MATKAX ¢ TPeMs KIIallaHaMI
U 3aBI3KAMM FIIH B KapTOHHBX QyTipax {KopobKax).

146. JlucTer B gene, KpoMe IHCTa-3aBepUTENs Oella ¥ JINCTOB BHYTPEHHEH
OIKCH, HYMEPYIOTCA B IIPaBOM BEPXHEM YTy apabckumy IHPppaMH HepHbIM
rpaUTHEIM KapaEAalioM. Verons3oBasme YepHU ¥ NBETHRIX KapaHpameil iy
HyMEpauwi TUCTOB He HoITyckaeTcs. JIMCTEl BHyTpeHHeH OnucH JOKYMEHTOB Nela
HYMEPYIOTCA OTHENBHO. JIMCTEI KaXA0ro ToMa Jeila HyMEPYIOTCA OTAEILHO.

CroXeHHBI! THCT pa3sBOpavNBaeTCs U HYMEPYETCS B IIPABOM BEPXHEM YTIIY.
Jmer moGoro gopmMata, MOMLUTEIL 32 OMWH Kpail, HyMepyeTcs KakK OJHH JIACT.
Jluct, crnoxesEbl HonolaM KW UOOIUIMTEIE 3a cepeluHy, HyMepyeTcs Kak IBa
JTHCTA.

Yeprexu, nuarpammsl, boTorpaduw U apyrue croelmupHIecKie JOKYMEHTH,
NPELCTABIMIONINE CAMOCTOATENBHEIA JIMCT B Zene, HyMepylTcs Ha 0B00pOTHOM
CTODOHE B JIEBOM BePXHEM YTIIY.

JIveT ¢ HArmyxo HaKIeeHHBIMH NOKYMEHTamu (hoTorpadusMu, BBIpE3KamMy,
BBEIIMCKaMH U T.I1.) HyMepyeTcs KakK OfVH JIKMCT. JJOKYMEHTHI, HONKISSHHBIE OIHIM
KpaeM, HYMEpYIOTCA OTIEIBHO.

HOKyMEHTBI, KOTOpEIE HEBO3MOXHO TONWMTE B HEI0, BKIANLIBAIOTCA B
KOHBEPT, KOTOPHIE UOAMIMBAECTCA B JEJ0. BIIOKEHUS HYMEPYIOTCS OTHEILHO OT
KOHBEPTOB: BHAYANE HYMEPYETCA KOHBEPT, 4 3aTEM OUSPEeIHEIM HOMEPOM KaskIoe
BIIOKEHUE B KOHBEPTE.

[Topmmreie B fell0 DOKYMEHTEI ¢ COOCTBEHHOM HyMepalnel nucTos (BKI0Tasd
IIEYaTHEE WU3JaHKA) HyMepyrorcs B obmem nopsake., CoGcTBeHHAA HyMepanus
COXPaHACTCA, €CNIHM UMEIOIIMM ee TOKYMEHT COCTARMIAST OTASILHOS HeNo.

Ilpy mamgauu OONPIIOr0 KONIMYECTBa OMMOOK B HYMEpalUM IHCTOB [eNa
MIPOBOJATCS KX IIEpEHYMEpallUs: CTAPEIA HOMEp 3aUepKUBASTCS OIHON HAKIOHEOH
HepTOH, PANOM CTaBUTCA HOBBIA HoMep jucTa. Ecmm obHapy:xerHBIe OIMHOKM B
HYMEpaluy HE3HAYUTENBHEL, TO NCIIOIB3YIOTCH IUTEPHbIE HOMEPA JINCTOR,

Hampumep:
15a, 156

147. K penaM, y9eT KOTOPEIX BBI3LIBACTCA CHENHOUKON JOKYMEHTAI[VN
(ocobo 1merHEle, JMYHEIE Jena, nena, CQOPMHPOBAHHLIE 110 BUIAM U
PasHOBUIHOCTAM HOKYMEHTOB, 3alOJOBXM KOTOPBIX HE IIOJIHOCTBIO DaCKPBIBAIOT
KOHKPETHOE COMEePXKaHMe JOKyMEHTOB Jie)la), COCTABIISTCS BHYTPCHHSS OINHCH
IOKYMEHTOR fera.

Bo BuyTpemnelt onmcu yKa3bIBArOTCS MOPSIAKOBRIE HOMEPA JOKYMEHTOB B
JeTe, OaThl, WHIEKCHI, 3aroJIoBKM HOKYMEHTOB W HOMEpa JIMCTOB, Ha KOTOPBIX
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PacIloNIO’KeH — KaXABIA  JOKyMeHT. Bo  BayrpeHHel  omucu  gex  c
PaCTIOPAAUTENLHEIMYA SOKYMEHTaMU II0 JHYHOMY COCTABY B Ka4eCTBE 3arONIORKA
YKa3BIBAIOTCA NPEANVChIBAEMEIE JIeHCTBNA (IpHEM, IEPEBOL, YEONbHEHE | ApP.) ©
ykasapueMm QaMwiu#, cOGCTBEHHBIX HMeH, OTYECTB (ECNH TAKOBLIE HMEIOTCA)
KOHKPEeTHbIX DPabOoTHHKOB. Ecng B ONHOM pacCHOPSOUTENBHOM JOKYMEHTE II0
THYHOMY COCTaBY COAEPKUTCS HECKONBKO AeHCTBUN, KaKI0€ U3 HUX OTPaKasTCs
BO BHYTPEHHEH OMMCH IO CAMOCTOATEIIBHBIM IIOPIAKOBLIM HOMEDOM.

BryTpeHHss oruck JOKYMEHTOB JHUYHOIO ZeNa COCTABIAETCH B IIPOIEcce
BEJEHNS JTUTHOTO JIENa.

B xonue BHyTpemseH OmMCH JeNaeTcs MTOTOBas 3aluch, B KOTODOH
YKAa36IBaeTCa  IHQpPaMy M TNPONHCBE) KOJMYECTBO BKIIOYEHHBIX B HEJO
JOKYMEHTOB M KOJIMYECTRO JINCTOB BHYTPEHHEH OIIMCH.

BryTperHas OIHCh NOANMMCEBACTCS COCTABUTENEM C YKAZaHUeM AOIDKHOCTH,
PacIQpPOBKY TOAIIHCH, NAaTEl COCTABICHUA ¥ ITOMENIAeTcs B Hagane mena. Bemu
geno nogmmTo (meperureteHo) Oe3 BHyTpeHHERH ONMCH, COCTABISHHAA II0
YCTAHOBIECHHON (POpPME BHYTPEHHSA ONMCH TOAKISHBACTCS K BHYTPEHHEH CTOpPOHE
obnoXKY Hena.

Wamenenusa cocTaBa NOKYMEHTOB Iena (M3BATHE, BKIIOYEHVE NOKYMEHTOR,
3aMeHd MX KONUEMM M JIp.) OTPaKaloTcs BO BHyTpeHHeH omnucu B rpade
"TIpuMmedanue"” co CCBUIKAMY H4 COOTBETCTBYIOUIME aKTHL IIpH HEOOXOIMMOCTH
COCTABILIIOTCA HOBBIE MTOTOBBIE 34lMCH K BHYTPeHHe! ONWCH W 3aBepuTelbHas
HaJITHCh,

148, Ina ydera KommdecTBa IIMCTOB B Jiejle, (QHKCAIIMH ocoBeHHocTel ux
HyMepaluy U (QU3IMEECKOT0 COCTOSHEA COCTaBIISETCS 3aBepHTelbHAd HaIIIHCh.
3aBepuTeNbHad HAAIIACh COCTARISIETCS Ha OTAENHHOM JIMCTE-3aBEPHTENE JeNa II0
(hbopMe COINacHO NPUIOXEHWFO 8 K HacTosmed VIHCTpYKUMH H IOMeINaeIcs B
xomue nena (ToMa, wactu). Ecnm gemo mopmuro (mepemneTeno) 6es nucTa-
3ABEPUTeNs, COCTaBIEHHBIY 110 YCTaHOBIEHHOW dopme JHCT-3aBepUTeNs
[IOAKJICUBACTCA K BHYTPEHEHEH CTOpOHe 0ONOKKHM [ea.

B 3aBepUTENBEHON HAITMCH UMQPaMI ¥ OPOMTUCHIO YKA3BIBAIOTCA KONMUYECTBO
IPOHYMEPOBAHHEIX JHCTOB, KOJIHYECTBC JHCTOB BHYTPeHHEeH ommcw (pu ee
HANNYKYH), BAJIMIHAE NMUTEPHBIX U IPONYINEHHEIX HOMEPOB IIHCTOB, HOMEPA JTUCTOB
C HaKJIeeHHBIMM (OTOrpad@yAMU X JOKYMEHTAMH (32 MCKNIOYEHUeM JIMIHBIX He),
HOMEpA KOHBEPTOB C BIIOWKEHUAMU ¥ KOJIWYECTBO BIOKEHHBIX B HUX JIHCTOB.
KonrraecTBo nucTOB BHYTPEHHESH OIMCH YKA3BIBAETCA B 3aBEPUTENBHON HajlIHuCH
rocre ofLIero KoJIMYecTBa IHCTOB JeNa yepes 3uak "+ (mmoc),

3aBepUTENbHAA HANIIUCH NOANMUCHLIBAETCA COCTABUTENEM C VKA3aHUEeM
TOIDKHOCTY, PachIiQPOBKY TTOAINCH ¥ DATEL COCTABIEHMA.

Ilpx mepemymepand JIHCTOB B KOHIE [ela COCTABIAETCH  HOBas
3aBEPUTENBHAS HAMIMCE, CTapas HalIACh 3a9ePKHBASTCS, HO COXPaHIeTC S B JleTe.

149. Obnoxiu nen oGopMisoTes 10 GopMe COIIACHO IPMIOKEHHK 9 K
Hacroaned Mmerpyxumu. Ilo oxkongamuu  JelONpOMIBOLCTBEHHOIO I'OJA
PEKBU3MTEI 00JIOKEK Aell, HOIeXalIMX IOTHOMY OQOPMIIEHII0, YTOTHAFOTCS:

TP U3MEHEHMH HAaVMCEHOBAaHWS CTPYKTYPHOrO NOApasfeNieHys, MOpu
mepefade fAella B APYIYH) OPTEHUBAIMIO WIIH CTPYKTYpHOE IIOApasjeNeHue B
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nepuok GOpMHUPOBAHUS mena Ha OOJIOKKE YKa3bIBaeTCS HOBOE HAWMEHOBAHME, a
IpeXxXHee 3aKII04aeTCsS B CKOOKM;

B 3arONI0OBKax JeJl ¢ pPaclopsguTeNbHLIMKM HOKYMEHTaM¥, NPOTOKOIAMH,
COCTOAINMX U3 HECKOJIBKUX TOMOB, YKa3BIBAIOTCA WX HOMEDE;

Ha OOJIOXKE Zella IIPOCTaBIAeTCs fara mena (KpaiEue AaThl JOKYMEHTOB,
BEKJIFOYEHHBIX B HEJIO);

€C¥ B JeNI0 BKIFOUEHEBI JOKYMEHTHI 32 OoIee paHHUM [IEepUuok, YeM TOX
dbopmupoBarus Jfena, TO 104 Hartofi merma jnenaercss ormerka FimeroTcs
JTOKYMEHTEI 32 ... Ton(s1)";

H3 JHCT2-3aBepUTeNd HA OONOXKKY Zena BHIHOCUTCH KOIHYECTBO JIMCTOB B
nene;

[I[pH BHECEHHUU jefla B CBONHYK OIMCH Ha OOJNIOKKE JEeNa IIPOCTABIIAETCS
apxuBHEH wudp (Homep Gorpa, OIHCH U Hesa IO OIUCH).

Harta Ha obnoxke nena obozxavaercs apabcekumu mumdpamu. Jater mex ¢
[JIAHAMM, OTYeTaMHM, IUTATHBIMH PACOMCAHISIMY, JIWIHBIMHE  KapTOUYKAMH
YBONEHHEIX pa0OTHHKOB, JHIUEBLIMK CYeTaMM, HAell, COOPMHPOBAHHELIX U3
HECKONILKUX JIAYHBIX €1 YBONEHHEIX pPaOOTHMKOB, M M€, COJEPKAN{HMX OIUH
JOKYMEHT, BIJIFOYAKOT TOJBKC rofA. KpalHuMM JaTaMM JIMYHOTO Meila ABJISOTCH
JaThl IPUKA30B O MpUeMe ¥ YBOJbHEHUH paboTHUKE, Ha KOTOPOTO 3aBeIEHO N0,

Hagmucn Ha o0I0xKKax JEeNarTcs YeTKO CBETOCTORKUME YEPHIIAMMY, TYIIBIO
WM IIApHKOBOM pydxkoHd. [Homyckaercs odopmiieHHe PeKBH3UTOB OONIOKKH C
IIOMOINBIO TEXHMYSCKUX CPEJCTB Ha OTHENBHOM JHCTE C© IOCIeXyromel
HAKIEUKOH ero Ha OOJIOXKKY Aena.

150. JHena Bpemegpore (mo 10 &eT BKTIOUUTENHHC) XPAaHEHHS IIOCTE
3aBEPIUEHHA  JEIIONPOM3BOACTBOM  OCTAlOTCH  9acTHIHO  OQOPMIICHHBIMHE:
JOKYMEHTBI ~ XPaHATCA B  CKOPOCIUMBATEIX, JIMCTEI HE  HYMEPYHOTCH,
NepECUCTEMATH3aAMS NOKYMEHTOB B [l He IIPOBONUTCS, BHYTPEHHYE OUHMCH X
3aBEPUTEIBHEIC HAJIHCH He COCTABIIAIOTCA.

I'JJABA 14 _
COCTABJIEHUME OITMCEM JEJI
151. Onuce zen - ApPXUBHBIN CIPaBOIHHUK, CoNepIKaruit

CHCTeMATH3UPOBAHHEEIA IIEpEYCHB 3arollOBKOB JeJl, NpeJHazHaueHHBIH I
PACKpPEITHA COCTaBa U COACPIKAHMS eI, UX YIeTa W CHCTCMATHIAI(AH.

152, OnucH  COCTaBISTIOTCS — @XErCNHC  Ha  Jeia,  3aBeplieHHbE
IEeNOIpON3BOCTBOM, CPOK XpaHeHus KoTopeix npesbimaeT 10 mer. Omwcu nen
COCTaBIIAIOTCA OTACIIEHO Ha Jella IIOCTOSHHOIO, BpemMeHHoro (cpwime 10 mer)
XpaHeHMd, o JIMYHOMY COCTaBYy, Aella CO CHelUaNbHON JoxyMmenTayel (Hayaapre
OTYEeTHl IO TeMaM X T.I1.).

Ha b>aexTpoHHBIE [ena COCTaBISIOTCS OTACHBHBIC ONUCH B IIOPSIKE,
yeraHosnegHoM MHECTpyKImelt o nopsyxe padoThl ¢ SJeKTPOHHBIMYA TOKYMEHTAMUI
B TIOCYJapCTBEHHBIX  OpraHax, HHEIX  OpraAu3aliaX,  YTBEPKISHHOH
mocraHeBiernenM MugucTepeTra roctunnn Pecriydnuku Bemapycer ot 06.02.2019
No 19, u Ilpasunmamu paGoThl ¢ AOKYMEHTAMH B BJIEKTPOHHOM BHAE B apXHBax
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roCyapCTBEHHBIX OpPrasos, WHBIX OpTaHu3anui, YTBEPKICHHBIMA
nocranosrenneM Munucrepersa roctuuun Pecnybnuxn benapycr ot 06.02.2019
Ne 20 (¢ maMeHERHSIMH ¥ TOIIOIIHESHIISIME ).

153. Omwiewr Ae COCTABNISIOTCS B CTPYKTYPHBIX Mozpasfenenusx (OmuacH aer
CTPYKTYPHBIX TIOPa3elIe M} M B apXHBe YHUBEPCHTETa (CBOJHBIC OITMCH AL).

154. B CcTpyKTypHBIX IIOHpa3feNeHusX ONHCH JeNl  COCTaBILIROTCSA
CIIEIIAIMCTOM, OTBETCTBEHHBIM 34 apXuB, M0 ¢opme cortacyo npunoxeruro 10 x
HacTosmel Muerpykiun.

155. OnmcH ges CTpYKTYPHBIX MOApasfeneHuil NOIKHELL OBITh COCTABNEHEl U
ohopMITeHsl B YCTAHOBNEHHOM IIOpSAKe He Imo3gHee 31  jgexabps roxa,
CHEIYIOUIETO 3a TOJOM 3aBEPIISHHS Jel NeNONpPOM3BOACTBOM, U NPEJCTABIEHB] B
apXUB YHUBEPCHTETZ B TEUCHWE CJEYIOMEero AeNONpOU3BOACTBEHHOTO TOIA.
(OTBEeTCTBEHHOCTh 38 CBOEBPEMEHHOE M KA4eCTBEHHOE COCTAaBJICHHE OIIHCEH Ael
CTPYKTYPHEIX IIOJIpa3felleHwii HecyT pPYKOBOJUTENH OTHX IOApa3lelleHuid
(paboTHUKY, OTBETCTBEHHEIE 34 COOTBETCTBYIOLUWE HAIpaBlIeHUs AESTEeNFHOCTYU
VLT BEITOIHEHMe QYHEKLIHHT).

156. Ilepen BHeceHHEM 3aroNIOBKOB NIEN B OIIUCH IIPOBEPAETCA COOTBETCTBUE
KOJHYECTBa [iell, BHOCHMBIX B OIHCE, KOJIMYIECTBY 3aBEeNEHHBIX el IO
HOMEHKJIATYpe Aell YHUBEPCUTeTa, IPOU3BOIUTCS NOIMCTHEIA npocMoTp aert. Ipu
[IpOCMOTPE Jlella TPOBEPAOTCS COOTBETCTBHE 3arCNIoBKa IeNd COHLSPKAHUIO
NOKYMEHTOB B feJle, IPaBMWIBHOCTE O(QOPMIICHMI M TPYIIIUPOBKHM IOKYMEHTOB,
BKIFOUEHHBIX B JIeNI0, KAaYecTBO ITOAIIMBKY MJIM IHeperviera, HyMepauus JIMCTOB
Iena, HaJluune ¥ HPaBUNBHOCTE OOPMIEHNS BHYTPEHHEH ONUCH ela, Haludue u
IPaBUIBHOCTE  OQOPMIIEHHs  3aBepHUTeNbHON  HaammcHw.  OOHApYKeHHbIe
HAapyIIeHMWsS YCTAHOBIEHHEBIX TIpaBmwi (GOpMHUpORAHWS U odopMIeHus pei
YCTPaH4HTCH B CTPYKTYPEBIX TIOIpasieeHUsIX.

IIpu OTCYTCTBUHM MeT, TUCTANIUXCS IO HOMEHKNATYDPE e, CTPYKTYPHBIM
IonpaszfeleHreM NPUHUMAIOTCA Mephl IO MX po3bicky. OOCHapyieHHBIE ena
BKJXOUAKOTCA B ONMCE. ILCIUM I[OHCK O©OKazancs Oe3pesynbTaTHBEIM, TO Ha
OTCYTCTBYIOIIUE Jiea COCTaRAeTCa CIpaBKa C© M3IOKEeHHeM IPHYMH MX
orcyrcTBud.  (CHopaska — ITOAIMCEIBAeTCS — PYKOBOJUTENEM  CTPYKTYPHOIO
noapazaenesus (paboTEUKOM, OTBETCTBEHHEBIM 32 COOTBETCTBYIOIIEE HallpapleHUe
NEeATEeIBHOCTH WK BHUIONHEHWe QYHKUKH) U NepenaeTcs BMECTe ¢ OIIKCHIO JeN B
ApXUB YHUBEPCUTETA.

157. 1lpu cocTaBIeHHUW OMHCH JAell CTPYKTYPHOIC MOApasfelleHus NOJDKHE]
CcOOMOAATECI CSAYIONTHE TPeboBaHU:

Kaxngoe Jpmelo (TDl\/I, T-IBCTB) BHQCUTCA B OQIIMCE II0OA CaAMOCTOATEIILHBIM
IOPSAKOBBIM HOMEPOM;

OPSAZIOK HyMEpalluy e B ONUCH - BaJIOBEIH;

3arCNIOBKU JIET BHOCATCS B ONKMCH B COOTBETCTBMM C INPUHATON CXEMOM
CUCTEeMATH3AIMH Ha OCHOBE HOMEHKJIATYDE] AEJ;

rpadsl ONUCH 3aMONHAIOTCA B TOYHOM COOTBEICTBUM C TEMH CBEACHWSIMU,
KOTOPBIE BEIHECEHS! Ha OOIIOKKY [ENa;

Npy BHECEHWM B ONHMCEH IIOADPSL HECKOIBKMX XEn ¢ OJUHAKOBBIMUY
3aTOJIOBKAMM 3aroliOBOK IMEPBOTO fela YKa3biBacTCA NOMHOCTHI0, a 3aTr0JI0BKHU
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MOCTEeIYIOMMX Jel 0003HaTarTC s CIoBaMu 10 xe', Ipu 5ToM Apyrue cBeJeHns
O Jenax BHOCATCS B ONMCH MOJHOCTRIO (Ha KaKAOM HOBOM JIMCTE OIUCH 3aroJIOBOK
Jlelia BOCIPOUIBOIUTCS TIOITHOCTEIO);

UepexonailEge  Jerna, CcoAepiKantie JOKYMEHTBI 3a HECKOIBKO  JIeT,
BKJFOYAOTCS B ONKWCE M€l 110 TOAY 3aBEACHMA; HpH COCTABIEHUM OIMcell nen
TOCIEeYIOMINX JIET, B TEUSHUES KOTOPHIX (POPMUPOBAHUE MepeXoasiiux el 0BT
IPONOIDKEHO, B HHX 32 IIOCNeAHeV OIUCATEeNbHON CTPOKOH KaXKIoro roaa
JMEeJaroTCs CCBUIKA Ha HOMepa Jell I OMHCH TOTO Toja, B KOTOPYI 3TH
nepexoasauIie aemna ObLTHA BKIIFOUSHBI;

Hampumep:
Hoxynentsr 3a 2019 rog, ov. Taxke B ompen Ne 3/2018 3a 2018 rox, mena
Ne 5,7, 15

rpacda onucu "[lpumedanue" ucnoms3yeTcs UIE OTMETOK O Ilepenade neil B
apXMB  YHHBEPCHTETa, O Jelax, IpUHEATEIX U3 JPYTHUX CTPYKTYPHBIX
IIOApasfeNenuii B TeyeHue AeNONPOM3ZBOACTBEHHOIC rofa, 00 0CcobeHHOCTIX
dUINYECKOT O COCTOSHIA JeT U T.11.

158. OmucH fen cTpyKTYPHBIX NoapasneneHud uMeroT Homepa. Homep onmucn
COCTOMT ¥3 MHJEKCA CTPYKTYPHOIO I[OAPasAelNeHHI II0 HOMEHKJIATYype Jell
YHMBEPCUTETa, [OJa, 32 KOTOPHIY Jiena BKIXOQar0TCs B onuchk. K HOMepy omucw
JIen 110 THIHOMY cocTary fobasigercs OykepenHoe o0o3HadgeHue "Ic", a K HoMepy
OIIMCH J1eJl BpemeHHoTo (cspimre 10 net) xpargeHus - "B".

159. B xoHIle OIHCH JAeI CTPYKTYPHOIO IOAPAa3fesIeHMs COCTABIIETCS

UTOTOBAsl 34llHCh, B KOTOPOH mudpamMy ¥ IPOXMCEI YKA3BIBAIOTCS KOJIHIECTBO
&N, BKJIIOYEHHEIX B ONUCH, NEpBBIN U NocaegHud HoMepa Jen 1o OIIHCH,
OTOBapMBalOTCS OCOOEHHOCTH HyMepaluy nejl B OmucH (JUTepHBIE U
NpOITYILeHHEIE HOMEpa).
_ 160. Omuecs  flen  CTPYKTYPHOIO — IOApa3feleHHus  IONUMCHIBACTCS
COCTaBUTENEM C yKa3zaHueM JOJDKHOCTY, paciuudpoBKY IMOZIHCH M O4Thl
COCTaBIIEHHs, COITIACOBEIBACTCA CO CHELWANMCTOM, OTBETCTBEHHBIM 3a apXHB
YHHBEDCUTETA, U YTIBEPKAaeTcsa PYKOBOAUTENEM CTPYKTYPHOTO HOAPAa3Ne e HU.

161. OnmcH Jen CTpYyKTYpPHBIX [IOApasfeNieHuil COCTABIAIOTICI B JBYX
sKzeMIuLIpax. OIUH SK3eMITIAD 0CTaeTCst B CTPYKTYPHOM IOAPa3feneH s, BTOPOH
[IepelaeTCa B APXUB BMeCTe ¢ HeNaMy.

162. Ha ofnoxkax [en, RBHECEHHBIX B OINCH Hell CTPYKTYPHOTO
NoApasfese s, MATKUIM HEpPHBIM TIPaduTHBIM KapaHAallloM [pPOU3BOIUTCH
BpeMeHHad IMHM(POBKA Jell B COOTBETCTBHU C OIUCHIO JEN CTPYKTYPHOIO
Io(pa3ieneHus. '

163. ITo ommesM gesn CTPYKTYPHBEIX DOIpPa3OeNeHuH NOKYMEHTB! CHArOTCS B
apXuB yHUBepcuTera. Ha ocxose ommcell neN CTPYKTYPHBIX NOIpasielcHUN B
apXMBE YEMBEPCUTETA COCTaBILIOTCA TOAOBEIE PA3ZIeNbl CBOLHBIX ONMCEN Hell.

I"omoBo#l pazmen cBomHOH omMcy mell BpeMmeHHOro (cpime 10 meT) XpaHeHUS
COCTABNIACTCS B JIBYX DBK3eMIUIIpaX, cormacossiBaetcss OK yHuBepcutera
YTBEPKIACTCH PEKTOPOM YHUBEPCHTETA.
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I'TABA 15
HEPEJAYA JEJI B APXJIB YHUBEPCHUTETA

164. Jena mnocTogHHOro, BpeMeHHOrO (cBsime 10 Jer) xpaHeHWs X IO
TWYHOMY COCTaBY MOAJIEXKAT IIepeflade B apXVUB YHUBEPCUTETA.

Hena pomxHsl OBITE NepeflaHbl B apxuB YHHUBEPCUTETA ¥ BKIIOYEHB! B
CBOZHYIO OMUCEH fe)l (TOM0BOM pasien CBOMHON OMUCH AeN) [0 HCTeYeHHUH Toa, HO
He [TO3IHEE IBYX JeT IIoCHe UX 3aRePINeHHS NSO POKU3BOICTROM.

Ilepemaga fnen B apXyB YHHBEpPCHTETA OCYIIECTBIAETCS IO OIHUCIM Hel
CTPYKTYPHBIX IOJpasfeNeHul, COCTaBIAEeMBIM B COOTBETCTBHHA C TpeGOBaHHAMHU
r11aBsl 14 ractogmieit Muecrpyxumu.

165. Hena spemernoro (no 10 yer) XxpaHeHHS B apxXWB He IepefarOTCS U IO
HCTECUCHUN CPOKOR BPEMEHHOIO XpaHEeHMA MOIJexaT yHUHUTOXeHwro. Ilepemaua
nen BpeMmeHHOro (mo 10 JeT) XpaHeHHI B apXuB YHMBEPCHTETA AOIYCKASTCH B
WCKIFOYMTENBHBIX CIydasx II0 PEIeHUIo PeKTOpa yHUBepcuTeTa. [lepenava Takux
Jiell B apX¥B MOXET OCYIUECTBILATHCA TIO COITIACOBAHUIO ¢ apXABOM YHHBEPCUTETA
IO HOMEHKJIATYpe Je.

166. Jena nepenatorest B apxuB 1o rpaduxy. I'paduk COCTARIAETCS JIHIOM,
OTBETCTBEHHbIM 3a aPXWB, COINIACOBBIBAETCA C PYKOBOAHTEISIME CTPYKTYDHBIX
NOApa3AeNIeHni ¥ YTBEPIKIALTCA PEKTOPOM YHUBEPCUTETA.

IIpu npueme-nepenade mHel B apXuBe IIPOBEPSETCS  IIPABHIBHOCTE
(hopMMpOBaHUS B OPOPMICHUS e, COOTBETCTBUE KOJMIECTBA JeN, BHECSHHBIX B
ONUCEH el CTIPYKTYPHOTO IIOApPA3feNeHHs, KONMJIeCTBY Mell, 3aBeleHHBIX B
COOTBETCTBUM C HOMEHKIATYPOH Oe yHHBEpCUTeTa. BEIIBICHABIE IPU IPOBEPKE
HEZOCTATKH YCTPAHOTCA paboTHUKAME CTPYKTYPHBIX IOApasAeHe st

Jema nepemaroTcs B apXMB B IPHCYTCTBHH pabOTHHKAa CTPYKTYpPHEOTO
nojgpasfenesud. B ofoux sxzeMIiunipax omncd B rpade OpuMedapme KaxIoro
3aroJ0BKa JeJla IPOCTABISIIOTCS OTMETKH O HANYUM eI

CpepeHHBIE C ONHCBIO HeNa TOAGUPAIOTCS W YBS3BIBAIOTCS B APXUBHEIS
CBAZKH TOMUKHON 1o 20 oM. Hena yKIaIBIBA:OTCS IO BO3PACTAHUIO HOMEDOB B
Onycy Ha 00e CTOPOHSL.

167. Ilepemaga HOKYMEHTOB B 3IEKTPOHHOM BHJE B apXWB YHUBEPCHTETA
OCYILLECTBILIETC B TIOPSAKe, YCTaHOBHeHHOM IrnasoM 4 IlpaBun paboTel ¢
OOKYMEHTAMHE B 3JIEKTPOHHCOM BMAE B apXMBaX I'OCYILAPCTBEHHBIX OPraHOB, MHBIX
Opragu3alii, YTBEPKAEHHBIMY IIOCTaHOBIeHWeM MMHHCTEPCTBA —FOCTHUNM
Pecny®muxu Benapyers or 06.02.2019 Ne 20.

168. OnexrtporHBle pema BpeMenmoro (ceeime 10 yer) B NOCTOSHHOTO
XpaHeHus IepefaroTcs B apXHB YHUBEPCHTETZ B CPOKHM, YCT2HOBJICHHSBIE Ui
TOKYMEHTOB Ha OyMasKHRIX HOCHTEIX.

169. B memax coxpameHus MOPHIMYECKOH 3HAYUMOCTH 3SNEKTPOHHOIO
JOKYMEHTA II0 pEeIleHUIo peKTopa YHUBEPCUTETa [OIIYCKASTCS IOCPOYHAS
nepefada SIEKTPOHHEBIX el BpeMeHHOro (cBeimie 10 J5eT) ¥ TOCTOSHHOTO
XpaHeHUs B apXdB YHUBEDCUTETa, a TakoKe Iepefada B apXHB YHUBEpPCUTETa
SIEKTpOHHBIX Aen BpemeHHoro (mo 10 met) xpareHus.
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['JIABA 16
YHUYTOXEHME JOKYMEHTOB C
MCTEKIIIMMIM CPOKAMY XPAHEHIA

170. Otbop nex K VHWYTOXKEHUIO OCYNIECTBIASTCA I10 PEe3YIBTATAM
3KCIIEPTUREl LIEHHOCTH JOKYMEHTOB IIOCTE IOATOTOBKM CBOMHBIX OIMCel nen
TTOCTOSHHOI O, BpeMeHHOTo (ceeiie 10 5eT) XpaHeHWI U 110 IMYHOMY COCTaBy H
opopMIgeTca axKTOM O BBIJCICHMH K YHHYTOKEHUIO [TOKYMEHTOB M JIeN, He
TTOIeKAININX XPAHSHMIO.

HenocpencTeernslii 0TO0p HOKYMEHTOB K YHUYTOXEHUI) B CTPYKTYPHBIX
TIOMpa3feIeHUsIX OCYIUEeCTBIEOT OTBETCTBEHHEIE 38 IeIOIPOH3BOJCTBO IIHIE.
ITporepKy NpaBHIEHOCTH IPOU3BENEHHOr0 0TOopa ocyuectrIseT DK,

171. Henma BxIOYarOTCA B aKT O BRIIENEHHN K YHUYITOXEHUIO, €CHH
YCTAHOBJICHHBIM CPOK UX XpaHEHHUS HMCTEeK K | AHBapA Tola, B KOTOPOM COCTABJIEH
AKT.

172. AXT 0 BBIIENIeHUH K YHHITOXKEHHIO TOKYMEHTOB U JeJ, He IO Ay
XPaHEHHUI0, MOYKET COCTaBIATHCH KaK Ha Jiea BCero YHUBEPCHUTETa, TaK M Ha Jeid
ero OTIeNBHOIO CTPYKTYPHOIO IoApasfielleHus. Ha IOKYMEHTHI C OTMETKOM
"OIIK" cocraBnseTcs oTHeNbLHEM aKT.

173. AKT 0 BBIASNCHUHM K YHUYTOXEHHUIO TOKYMEHTOB | JeJI, He OISR AIIIX
XPaHEHUI0, COCTaBIeTcad no dopme corracHo npunoxenwro 11 x HacTogmieH
Huctpyxuun. B akTe yKa3bIBaroTCA:

3arQJIOBKH OTACIBHEIX A6l WK IPYIIIIOBEIE 3ar0NOBKA OTHOPOHELX HE);

Hanpumep:
IDram padorer yaebroro otnena Ha 2018 rox
281871
[Trmaner paboTe! CTPYKTYPHBIX NMOpa3IeeHud YHUBEPCUTETA

JaTd HIIH KpaﬁHHC AaTEI ACT;

Hamprmep:
2018
15820%1
2014 - 2018

HOMEpa HOMEHKJIaTyp JMell, B KOTOpPEIX OBLIM YUTEHBl BBIAENSeMEBIE K
YHUYTOXEHUIO Jena WIM HOMepa OMUCEH €N BPEeMEHHOIO XpaHeHusd, B KOTOpEIe
OBUIM BKIJIFOYEHB! BBINEISIEMBIE K YHUYTOXEHU:O Jena (AIf JEeT CO CpPOKOM
xpaHenus donee 10 mer, B TOM ucHe IO TUIHOMY COCTABY), HOMEpa OIMced nien
MOCTOAHHOTO XpaHEHHUs, U3 KOTOPBIX B XOJ€ UX MepepaboTKH OTHSNbHbIE Nena YiIu
JOKYMEHTB! BhIAENEHE] K YHUYTOXKECHHKIO;

YHAEKCE el IO HOMEHKIATYpe Jell Wi HoMepa Al IO OIHUCH;

KOJIWIECTBO Jien (KK 61N TOM YIUTHIBASTCS KAK OTASIRHOS Ie10);

CPOKH XpaHeHXs Jel ¥ HoMepa cTaTell (IIyHKTOR) IO IIePeTHSIM.
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Hamprmep:
5n., 1. 461

174. AXT 0 BEIJIENEHUN K YHAYTOXEHUIO JOKYMEHTOB U JIel, He TONIeKallIX
XpAHEHUIO, TIONIMCHIBACTCA JIMIOM, NPCBONWBIINM 3KCHNEPTH3Y IIEHHOCTH
JOKYMEHTOB, ¥ PACCMATPUBAETCH Ha 3acefanuu OK 0ZHOBPEMEHHO CO CBOIHBIME
ONMCAMM JeJ.

175. OrobpaHHple K YHHYTOXEHUK) M BKIIOUEHHBE B AKT HOKYMEHTHI
NEpefIAalOTCA  OPraHu3alisId, BEJAXOMMM  3arOTOBKOHM  BTOPHYHOIO  CHIDhS.
Mcrmonezopanne 2THX OOKYMEHTOB ML XO3SHCTBEHHBIX HYK[ 3anperneno. Choadua
HOKYMEHTOB O(QOpMIIIeTca NpHeMo-cOaToIHoR Haxmanzoi. Jarta cradm u nomep
HaKJIaJHOM yKa3bIBAKOTCIH B AKTE,

YHUYTOXenHe [OOKYMEHTOB, COICPKallHX CBeJEeHds, OTHECEHHBIE B
YCTAHOBIIEHHOM IIOPAJIKE K IOCYJapCTBEHHBIM CeKpeTaM, KOMMepYeckod u (M)
WHOH OXpaHgeMOM 3aKOHOM TaMHe, OCYINecTBIHEETCA B COOTBETCTBMM C
3aKOHONATeNECTBOM.

TJIABA 17
OIIEPATUBHOE XPAHEHWE JOKYMEHTOB

176. C momeHTa 3aBefleHHs U OO TIepeflady B apXUB YHHBEPCUTETa MIHA
YHUYTOKCHUA TOCNE MCTEYEHHS CPOKOB BPEMEHHOIO XPaHEHUS JIeNa XPaHaTCs B
CTPYKTYDHBIX HOAPANENSHUAX (Y JOIDKHOCTHEX JIML) IO MECTY boOpMUpPOBaHUA.

Hena xpaparcs B paboumx KOMHaTaX B 3addpaeMplx  mmxadax,
obecneyuBamUX HX NONEYI0 COXPAHHOCTH, TPEHOXPAHSIOUINX JOKYMEHTEI OT
IBUIM B BO3ZIEACTBUSA COJHEYHOTO CBETA.

177. B Iemix NDoBIIEHHS OIEPAaTHBHOCTH IIOWCKA OOKYMEHTOB Jjena
pacrojaraloTca B mKadax B BEPTHUKAIBHOM IOJOXEHWH KOpELIKaM¥ HADPYXY B
COOTBETCTBUM C HOMEHKNATYpo# nen. Ha xopemkax olnoxex pen yKa3bIBAKOTCS
HHJIEKCHI 10 HOMEHKIATYpe.

178. JOKyMEHTHI U Jiella, HaxXOmAIIiecs Ha ONepaTUBHOM XpaHeHHM, MOTYT
BBIIaBATHECA B NONL30BAHUE B IpelJeiaX YHUBEPCHTETa IOPYTUM CTPYKTYRHBIM
IoApasfeNenyaM, CTOPOHHMM OpPTaHM3alMsM ¥ B CIOydadX, OIpeNelNeHHBIX
OEACTBYIOIINM 3aKOHOATENECTBOM, Tpask/IadaM.

Brimaga IOKYMEHTOB ¥ Jel B IIOJE30BAHHE JIPYrOMY CTPYKTYDHOMY
MORpa3eNleHuio YHUBEPCUTETA IPOM3BOAMUTCK C paspelleHus pyKOBOIWTEIS
CTPYKTYPHOI'O HOApa3/ieIeHIA.

Beimaga NOKYMEHTOB M A€l CTODOHHEH OpraHusaidi NpOU3BOLUTCA Ha
OCHOBaHHHK IMCHMEHHOIQ 3alIpoca 3TOH OpraHy3alyuy W pPe3CsIOLMHM peKTopa
YHUBEDCHUTETA.

Brinaua noxymenToB M meN TpaxpaHaM OCYINSCTRIIETCS B COOTBETCTBHHU C
338KOHOLATENHCTBOM.

JoxyMenTsl, HaxomAmMecs Ha ONEpPaTHBHOM XpaHEHUHM B YHHBEPCHTETE,
MOTYT OBITH H3BATEl B XOHE NPEeOBapMTENEHOTO PACCIeIOBAHMA, CYAeGHOTO
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pa3bupaTensCTBa, UCIONHEHEAS PelleHMd oprana yroJIOBHOTO NPECIeNOBaHua U
Cyla 10 YrONOBHBIM JAeNaM B IOPLfKe, YCTAHOBIIEHHOM 3aKOHOAATEIHCTBOM.
VI3paTye JNOKYMEHTOB W3 [l IICCTOAHHOIO XPaHeHWs NIpOU3BONUTICS C
003aTeNBHEIM BKIIIOUSHHEM B (€TI0 3aBEPEHHON KONWH H3BATOIO NOKYMEHTA.

179. [ns KOHTPONS 3a BO3IBPATOM H& MECTO BBLIAHHOIO (M3BATOrO) M3 Jena
ZOKYMEHTA [IOMEINAeTCs TUCTOK-3aMeCTUTENb, 0POPMIIIEMEIH 10 PopMe COTTACHO
npunoxeHmo 12 K zHacrogmied MucTpyxumu. Jns KOHTpONI 3a BO3BPATOM JEN
COCTABISAETCA KapTa-3aMeCTHTENs Jena, odopmugemas 1o GHOpME COIJACHO
TpwIokKeHnio 13 K HacTosmeld MHcTpyXImy.

T'JIABA 18
OCOBEHHOCTHM PABOTEBI C JOKYMEHTAMI B BJIEKTPOHHOM BHUAE

180. PDopMarel ZOKYMEHTOB B 3NSKTPOHHOM BHjE, a TakKe BHJEL
WCIIONE3YEMBIX MaTepHalNbHEIX HOCHTeNel I HX XpaHeHHd OIIPeNeILIrOTCs
Opragusanye.

181. Henmonezyemele dopmMaTsl OOMKHEL  obecneduBaTh ITONIUHHOCTS,
JIOCTYTHOCTE, UETOCTHOCTE WHMOPMAIIUY NOKYMEHTOB B 3MCKTPOHHOM BHJIE H
TIONIHOTY CBedeHMH o crocofax MX CO3JaHUs, TPaHCHOPTUPOBKM (IIOIyYeHUS,
OTHIPABKM), XPAHEHI C MOMEHTa UX CO3JaHus (IONYUeHHA) 10 Nepefadl B apxXus
WM YHUYTOXEHM, B TOM YHCIe IPHY OCYIECTRISHUI KOHBEPTAIWY JJOKYMEHTOR B
HOBEIE (POPMATEI, MUTDPALMU B HOBLIE ABTOMATUZMPOBAHHEIE CHCTEME], 3KCIIODPTE
U3 3JIeKTPOHHONY TOYTOBON CHCTEMBL 1 AIP.

HomyetunMeivu GopMaTaMy JOKYMEHTOB B DIEKTPOHHOM BUAE SBIITIOTCS:

Portable Document Format / A (PDEF/A);

Office Open XML (DOCX);

OpenDocument Format (ODT).

HonycTumbini dbopmaTaMy T IEKTPOHHBIX 0ToOpakeHU TOKyMEHTOB Ha
OyMaXHBIX HOCHUTEIIIX SBISHOTCA:

Portable Network Graphics (PNG);

Tagged Image File Format (TIFF);

Joint Photograph Experts Group (JPEG);

Portable Document Format / A (PDF/A).

Honycrumbre HopMaTel 3NMEKTPOHHBIX KOMHMM TOKYMEHTOB Ha OyMaXKHBIX
HocuTenax omnpeneneHsl MucTpyxumedl o nopsnxe paboTsl ¢ SIEKTPOHHBIMU
HOKYMEHTAMH B [OCYLAapCTBEHHERIX OpIraHax, UHEIX OPraHu3alliax, YTBEPKICHHOU
nocTanoBNeHHeM MuHucTepeTsa ety Pecrrybmiku Benapyces ot 06.02.2019
Ne 19.

182, TlooroToBka W cOTTACOBaHHE NPOEKTOB AOKYMEHTOB B BIIEKTPOHHOM
BMIE OCYIECTBISIIOTCS MO IpaBHIaM, YCTAHOBIECHHBIM HacToguwled Mucrpyximmei
B OTHOIIEHUM aHATOTHYHAIX JOKYMEHTOR Ha OyMaXXHOM HOCUTENE.

183. JIoKyMeHT B 3JIEKTDOHHOM BHIOE IOJUKEH IWMETh BCE PeKBU3UTEL
YCTAHOBIEHHEIE AN AHATNOIMYHOTO JOKYMEHTa Ha OyMakHOM HOCHTENE, 32
HCKIIOYEHMEM OTTHCKOB IedaTeld Xy [rraMroB. Pacmonoxenne m oQOpMIeHUe
PEKBU3UTOB B (QOpMYJIpe HOKYMeHTa B DBIEKIPOHHOM BHAe (00IUel vacTh



57

SNEKTPOHHOTO JOKYMEHTA).

184. B poxymMeHTax B 3JIEKTPOHHOM BHIE NpU OQOPMIICHUM PEKBH3UTOB, B
COCTaB KOTOPBIX BXOXUT COOCTBEHHOPYYHAS IIONITHCH, BCE 3JEMEHTEl TAKKX
PEKBH3UTOB, 3a MCKJIIOYEHHMEM COOCTBEHHOPYYHON MNOIUHMCH, IPH BHEIIHEM
IpencTaBIeHU: JOKYMEHTA JOJUKHB! OBITH OTPaKEeHBl HEOCPENCTBEHHO B
bopmynspe moxyMeHTa. B xadecTBe sKBUBaNEHTZ COOCTBEHHOPYYHOW IIOMIMCH
ncroneayercs S1IT1.

Hcnonezopanre OIII ocylrecTsiaseTcs B COOTBETCTBUMM ¢ TpeboBamusiMu
3aKOHOLATENBCTBA, B TOM YUCIE HPeIbABLIEMBIMU K CPEACTBAM BBIPAOOTKHM H
nposepry D11

185. IlpueM ¥ oTIpaBKa JOKYMEHTOB B 3JEKTPOHHOM BUIE OCYIIECTBIAIOTCH
OTHENOM JOKyMeHTanuoHHoro odecnedenus (OJ10).

HomyckaroTess IpueM M OTHpaBKa JOKYMEHTOB B BIEKTPOHHOM BHIE
CTPYKTYPHBIMHK IoApasfencHusMy (paboTHEUKAMH) YHHBEpCHTeTa 0e3 ydacTud
OJO mnocpencTBOM  HMCHONB30BAHUA — 3JNEKTPOHHOM  HOYTHl  CTPYKTYPHOrO
IIOnpa3 e eHM.

Tlocme oTnpaBKH HOKyMEHT2 B 3JEKTPOHHOM BHIE, YHOCTOBEPEHHOIO B
COOTBETCTBUM ¢ TpeboBaHwAMM racrosiueld IHCTPYKIIAM, HTOCBIIKA €ro
IK3eMIApa Ha OyMaKHOM HocuTeNne He TpeOyeTcsd, eCiIu 3aKOHOMATENLCTBOM He
YCTaHOBIIEHO HHOE.

Ilpp rnomydennn OOKYMEHTOB B DIEKTPOHHOM BHOE, B TOM YHCTE
noamucarHex DL, nposepsercs X MOIMHEOCTE U NEXOCTHOCTE, HaIM9Ile BeeX
YKa3aHHBIX [PUICKEHWH, BO3MOXHOCTP HX BOCIPOU3BEAEHUS, OTCYTCTBHE
KOMIBFOTEPHBIX BEPYCOB U T.X.

Ilpp  DOTOKUTETHHOM  pEe3y/IbTATE IIPOBEPKH  JOKYMEHTBl  IOJIEXAT
nanpHe#men o6paboTke.

B cioygae obmapyxerus ommOOK (OTPHUIATENBHBIX PE3YNBTATOR IIPOBEPKH
SLIL, oTcyTeTBUA NpUIICKEHNWH, HEKOPPEKXTHOTO BOCHPOU3BEICHU CONEPIKALNL,
HaMA9yWd  KOMIBIOTEPHBIX BHPYCOB W T.JA.)  OpPTaHU3AlUM-OTIPABUTEIIO
HAITPaBILASTCS YBEIOMIICHYE.

186. JJokyMeHTE! B ONEeKTPOHHOM BUAE IOLIEKAT PETHCTPAIIHH.

JIOTIONHUTENSHO NPY PErUCTPAIMH JOKYMEHTOB B 3NIEKTPOHHOM BULE MOTYT
YCIONL30BATECA  PEeKBU3UTE "JlOIDKHOCTH, WMHMUIHAATEI U (QaMWIHAS JIHIIA,
rnognydcaswere gokyment', "Hamuvne npunoxenwii k apoxkymenty", "Crnocob
JIOCTaBKH OOKYMEHTA" U IIp.

187. Bo BXOASIIEX X BHYTPEHHUX JOKYMEHTaX HH(POPMAIS, COAepKallasics
B pexsusuTax "Pezomrorws", "Ormerrka o xkorTpone”, "OTMeTKa 00 MCUOTHSHMN
NOKyMEHTa W HampasneHuw erc B fgeno”, "OIMeTKa O UOCTYILUIeHHH
(perucTpallMOBHEIN [ITAMIT BXOIIIINX AOKYMEHTOB)", OTMETKe 00 03HaKOMIIEHMH
C OOKYMEHTOM, HHBIX CIyXKeOHBIX OTMeTkax, mpu paboTe ¢ HOKyMEHTaMU B
STEKTPOHHOM BUJIE HE BHOCHUTCA B UX (HOPAMYTIAP.

Hapras madopmarmsa otpaxactcd B PKK Ha GyMaHOM MM 3IEKTPOHHOM
HOCHTENe W Tpu HeoOXOIUMOCTH TNPHKPEIUIeTcs B BUAE OTHESNBHBEIX (aiinos
(MEQOPMAIMOHHLIX OOBEKTOB) K PErvCTPpUpYeMOMY (YIUTHIBAEMOMY) JOKYMEHTY
B 2JIEKTPOHHOM BHJE.
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188. PerucTpalMoHHO-YYeTHEIE JaHHble O JOKYMEHTaX B 3JIEKTPOHHOM BHAE
Y CBE3W MEXIY HUMM M CAMMMU JOKYMEHTAMH COXpaHAITCd B HEM3MEHHOM H
TOCTYIHOM IJIsi BOCIPOU3BENeHIA M BOCIPHUATHS JEJIOBEKOM BUE Ha MPOTSHKEHUN
BCErO KWSHEHHOrO I[HKIA JIOKYMEHTOB. [lpd Iiepefiade JOKYMEHTOB B
BIEKTPOHHOM BHJI€ BHYTPH OpPTaHM3Zaldd MK IpU OTIPABKE 3a TNPEJENbl
OpraEU3aIlid BMECTe C HUMH IepefaroTcs UX PerdCTpallHOHHO-YIETHRIE JaHHEBIE.

189. Tlpx mepechlike 1O 3NEXTPOHHON NMOoYTe NOKYMEHT B 3IEKTPOHHOM BUIE
ohopMIgeTcs IO IpaBullaM, YCTAHOBNEHHBIM HacTosiued MucTpyxuue, n
IIPUKPEIISeTCS B BUJE IpIioKeHus (paftna) K 3IeKTPOHHOMY MHCHMY.

190. OKyMeHTB! B 3DNEKTPOHHOM BUIE, B TOM HHCIE OTIIPABISCMEIS
(momydyaemple) IO KaHalaM 3JIeKTPOHHOM IIOUTH, JOIYCKaeTCA:

JKCIIOPTUPOBATE BC BHEITHWE 10 OTHOWICHMIC K IIOYTOBOH cHcTeMe
2JIeKTpOoHHEBIe Qaliibl

akcnmoptrpoBats B AC JIOV;

pacreyaThBaTh Ha OyMakKHOM HOCHUTEIIE.

191. Ilpu sxcropre INOKYMEHTA B DSNEKTPOHHOM BHJE, OTHPABIEHHOLO
(ImoNyueHHOro) 1o KaHanaM 3JeKTPOHHOU TOYTHI, BO BHEUIHUH IO OTHOIIIEHHIO K
noyroodt cucreme dain wan AC OV ¢ DOKYMEHTOM 3KCUOPTHPYETCS
(pacrieuaTbIBaeTCA)  COMPOBOAWTENBHOE  DJIEKTPOHHOE  ITMCHEMO,  BKIHOUAS
VHQOPMAITHIO, COASPKAITYIOCS B 3aroJOBOYHOX YacTH 3NEKTPOHHOIC IIHCHMA
(ceenenus 00 HNEKTPOHHOM agpece OTUpaBuTeNs (IOonyJyaTend), ZaTe OTIPaBKH,
laTe MONYUYeHHs, TeMe THChMa, O MyTAX MPOXOKISHUA 3JMEKTPOHHOTO ITUCEMA IT0
YHQOPMAITIOHHO-KOMMYHUKALMOHHEBIM KaHalaM CBI3M, MACHTUPUKATOPE MUCHMA
B MHPOPMALIMOHHOM CHCTeME W Jp.), €Cd JOKYMEHT He CONEPXHUT PEKBH3UT
"Iara", B MHBIX choydasx, KOI/la yKazaHHas uHpopmanus HeoOXOoIrMa [
MOATBEPXACHUA (axTa U yCIoBUY OTHpaBKU (TONydeHUd) MoKyMenTa # (WUIg)
MOXeT OBITh UCIIONL30BaHA B CIIPABOYHDBIX U JOKA3ATENHLHBIX [eTITX.

192. Ilpy XpaHeHUU W UCMONB30BAHUN IOKYMEHTOB B ANEKTPOHHOM BUIE, B
TOM YHCJE OTIpPaBIEHHBIX (MOJYYEHHBIX) IO KaHalaM 3AeKTPOHHON IIOYTEH,
obecrieuuBaeTcd WX JOCTYIHOCTH JUIL BCEeX 3AWHTEPECOBAHHBIX pabOoTHUKOB
YHUBEPCHUTETa B COOTBETCTBUH C YCTAHOBICHHBIMU OOA3aHHOCTAMM K ITpaBaMHM
JOCTYIIA.

193. KoHTpone HCIOJNHEHWS JOKYMEHTOB B DJIEKTPOHHOM — BHLE
OCYLIECTBIIAETCS ¢ Y4eTOM TpeboraHuil ranasel 9 gacrosmeit MacTpyxouu.

194. JoxyMeHTEl B SJISKTPOHHOM BHIE IIOCHE WX HUCIOJNHEHHA IIOJIEXAT
XPaHEHWIO B TeYCHUE CPOKOB, YCTaHOBIEHHBIX JJI aHAJIOTMYHBIX JOKYMEHTOB Ha
GyMasKHOM HOCHUTETE.

Jlns moxyMeHTOB B 3TEKTPOHHOM BHAE BpeMeHHOro (no 10 meT) XpaHenws,
VKa3aHHBIX B IIepedHe COTNACHO NpMioxesuro 14 x HacTogmed MrucTpyxiuy,
XPAHEHNE MIEHTHIHBIX [0 CONePKAHUI0 NOKYMEHTOB Ha OyMaXHOM HOCHTENE He
TpebyeTcs.

195. ®opmupoparue ¥ oGOpMIEeHHE 3JICKTPOBHEIX Jell OCYIIECTBIAETCI C
yaeToM obmux TpeboBaruil GopMUpOBaHUI U OQOPMIIEHUS AEN C JOKYMEHTaMY
Ha OYMaXHBIX HOCHTEIAX, VKa3aHHEIX B I1asax 11 u 13 HacTosgmed MBCTpyKIym.

O6BeM 2IEKTPOHHOTO Neia He mosbker npesplmartek 500 moxymenToB. llpu
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bonmpmieM oOOBEME JOKYMEHTOB HeNC HOelIT HA CaMOCTOSTeNbHBIE TOMA,
DOKYMEHTRI KaKLOTC TOME ABIAIOTCS [IPOAODKEHHEM IIpeIbIY IIero.

B nesrenrnocTy yHMBEpCHTETa AOIIycKaeTes QOPMUPOBABME THOPUILBIX JE
B TOM CII[y4ae, KOrha B IpefenaX OLHOIO Ziena 00beIHHIIOTCS JOKYMEHTE], YacTh
KOTOPBIX MOCTYIINAA B YHUBEPCUTET [0 KAHAIAM BIEKTPOCBI3M MK GBLIa CO3IaHa
B YHHBEPCHUTETE B BHUIE JOKYMeHTa B BIEKTPOHHOM BHIE, & YACTh AOKYMEHTOB
IIOCTYNUNA B YHMBEPCUTET HNHU OBLNa CO3J@HA B VHUBEPCHTETe Ha OyMAKHOM
HOCHTENE.

I'mOpuHOE [eno CyLecTBYeT TONBKO Ha CTAMK ONEPATUBHOIO XpaHEeHM.
I'ubpurnueie nema Bpemendoro (mo 10 JeT) XpaHmenws Iocie OKOHYAHUA
JENOTPOU3BOACTBEHHOIO TOA HEe MOIekKaT HOMHOMY 0QOPMISHIIO U XPABSITCS B
TE€UEHWE YCTAHOBIEHHBIX CPOKOB.

I'mOpuIHEle fema IIOCTOSHHOI0 ¥ BpeMeHHOoTo (cBeiie 10 Jer) XpaHeHnsa npn
NOATOTOBKE K IIepeiavie B apxHUB YHUBEPCUTETA ITOANIEXAT TOTHOMY O(QOPMISHIIO
B J[Ba CAMOCTOATENBHEIX Jella: JOKYMEHTH! Ha OyMaKHOM HocHTeNe hOpMUPYIOTCA
B €0 C JOKYyMeHTaMU Ha OyMaXHOM HOCHTENe, NOKYMEHTE B 3NeKTPOHHOM BH/E
dopMUpYIOTCA B OJNEKTPOHHOE Jelio. YKA3aHHEIM JIellaM IPUCBAMBAETCA
ONMHAKOBBIN WHISKC 10 HOMEHKIATYPE JeN U 3ar00BOK.

196. DOxcpeprHza IEHHOCTH  INOKYMEHTOB B  DIEKTPOHHOM  BHUIAE
OCYILISCTRIIIETCS B MOPsIKe, YCTAaHOBIEHHOM Iasol 12 gacrosimeit MucTpyxwm,
a TAK/Ke MHBIMHU aKTaMU 3aX0HOAaTeIbCTBA.

197. Ilepegada B apXuB U BRLIENICHUE K YHHUTOXKEHHIO BIEKTPOHHBIX Hell K
JOKYMEHTOB B 3JIEKTPOHHOM BUAE OCYILUSCTBIAIOTCA B  COOTBETCTBUM C
TpeboBaHuAMY HacTOsSeH VHCTPYKITHY W HHBIX aKTOB 3aK0H0LaTeNIbCTRA.

[I'IABA 19
OCOBEHHOCTHU PABOTEI C SJEKTPOHHBIMU TOKYMEHTAMI

198. IlpoexTrl 3MeKTPOEHEIX TOKYMEHTOB 0hopMIIaroTest B hopmarax:

Office Open XML (DOCX);

Open Document Format (ODT).

Ilocne zaBeplIeHMs] MIOJATOTOBKHU IIPOEKTa 3JEKTPOHHOO NOKYMeHTa, A
KOTOPOTO YCTaBOBIICH CPOK XpaHeHws cBeIme 10 jeT (B TOM 4ucle IIOCTOSHHO)
unu ¢ ormetkoir "OIIK", ero o6uryro gacTsk (BKIIOUAS MPHICKEHHS) IpeobpasyoT
B dopmat Portable Document Format (PDF/A1).

199. IIpoeKTBl 3JEKTPOHHBIX JOKYMEHTOB COTTIACOBBIBAIOTCH BHYTPH
YHUBEPCUTETA:

npu nomona cpenetB AC JJOV. OTMeTka 0 comacoBasEuu (Bu3a) B JAHHOM
cirygae Brnrogaercs B PKK;

IyTeM NoAnHcanud ob6med YacTH BNeKTPOHHOTO JIOKyMeHTa. B Ia'nHOM
ciydae D111 BrmogaeTes B 0coOSHHYIO 9aCTh IPOEKTa 3NIEKTPOHEOIO JOKYMEeHTA.

200. Cpoxm XpaHeHWs 3IeKTPOHHBIX JOKYMEHTOB HICHTUYHBl CpOXKaM
XpaHEeHUA aHATIOTUIHBIX JOKYMEHTOB Ha OyMakKHOM HOCHUTENE.

Tlpu HeOOXOOMMOCTH MOXKET CO3MaBAThCA JK3eMIuiap onucd 3 Ha
6YMaKHOM HOCHTENE.
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201. Ilpm mogroroBke I K mepefade B apXUB YHHMBEPCHATETa B IO COCTAR
BKIIIOYAIOTCA (PalIpl cO BCEMM PEKBU3UTaMH OCOOEHHOM YacTH 3JIEKTPOHHOIO
JOKYMeHTa, KOTOpBle paHee nopaepxkuBanuck cpencrBamu AC OV (Bximrogas
OLII, obszatensuple  pexpmauTel PKK @ 1npr  HeoOXOIMMOCTH  JHCTHI
COTTIACOBAHUS UMY O3HAKOMIICHVA), X (QOPMUPYIOTCA METafaHHBIE HA KaMIIBIX
3NEKTPOHHBIN MTOKYMEHT, IIpelycMoTpeHHbIe [IpaBumamMu paboTel ¢ AOKYMEHTaMHU
B NIEKTPOHHOM BHUJE B apXHMBaxX IOCYAApCTBEHHBIX OPraHOB, MHBIX OpPraHA3aIii,
YTBEpKACHHBIMU  [IOCTZHOBNEHWeM MuHucrepcrsa rcTurun  Pecnybruku
Bemapycs o1 06.02.2019 Ne 20.

HavansHuk oTHena
IOKYMEHTAIMOHHOTO / e,
obecrieuerus H.B.ITanui
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Ipnnosxenne 1

Dopna OIaHKa It IEChEMa

MIHICT2PCTEA ALYKAIBI PRCIIYEIIK] BENAFYCE MUHHUCTEPCTRO OFFA3OBAHRA PECITYEIHIEH BETAPYCE
VYéragosa axyRamnii

Yupesxuenne oGpazosaurn
«CONMEINGHCRT JIIAPEAVHELL

«IOMEJILCEKHA TOCYIAPCTBEHHBIA

VHIBEPCITDT
ias1 DPAHOBICKA. CKAPLIHLL:

mym. Capemrad, 104, 246019, @ Thaem.

Tam +(375 232) 51 06 73

fax H375 232) 51 00 71

=-mail; rnai 1.y
p/p BY 31 ARBE36320000001903000000
BY19AKBB36042000005223000000
Dimian 300,TAY AAT «AAB BeapycSanor

EIK AFBBBYZ1300 YHIT 400011039

Ne

Ha Na M Vi ¢

YHHBEPCHTET
uvieHy DPAHITHCEA CKOPUHE

wi. Cosercoxan, 104, 246019, . Touens
e, HI75 232) 51 00 73
fax +{375 232) 51 00 71
e-mails mails
ple; BY3LAKBR3G3I29000001 903000000
BY19AKBBIG049000005223000000
duman 300 COY OAD «ACE BenapycGammos
EHE AKBBEY21300 YHIT 400011095

Aax, 120-5000



TIpunoxennue 2

dopmMa OnaEKa NI TMCHMa, OTIPAaBIAEMOro II0 2JIEKTPOHHOU I0YTe

MIHICTAPCTRA AJVHAILI P3CITYENIK] BEJAPYCH

Yerasosa agykanbli
«TOMEJILCKI J3APKAYHEI
VHIBEPCITAT
ima OPAHITBICKA CKAPBIHBD

pya. Cascrkat, 104, 246019, r, lomene
Tan: + (375 232) 51 00 73
Fax:+(375232) 510071

E-mail; mail@gsu.by
p/p BY31AKBRB3I6320000001903000000
BY19AKBB36045000005223000000 dinian 300
TAY AAT « AAD Benapycbanky
BIK AKBBBY21300 YHI1 400011099

Nu

Ha oT

MUHUCTEPCTBO O5PAIOBAHMA PECIIYEBJIHKH BEJIAPYCE

YapexgeHue oGpazopanns

«TOMEJBLCKHIA TOCY AAPCTBERHLIA

YHIBEPCHTET

upenn QPAHIIMCKA CKOPHHEDy

ya1. Cosetokan, 104, 246019, r, Tovens

Tem:+ (375232351 00 73

Fax;+ (375232) 5100 7]

E-mail; mail@gsu.by
pfe BY31AKBR36329000001903000000
BY19AKBB36049000005223000000
$unnan 300 IT'OY OAO «ACE Benapycbaliey

BUK AKBBBY21300 YHIT 400011099
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IIpunoxenue 3

Dopma OnaHKa nprukasa

MIHICTIPCTBA ADYKAIBI POCITVEITIRL BETTARY Ch MHIRCTEFCTRO OEPAIUBAHRLA PECIIYE/IFEH BENAPY L

VYeraHoBa apyKauesi Yupexgenue oGpasosayng
T OMEJLCKI H3APRA VAR «COMEJTLCEINA TO CYIIAPCTBEHHLIE
VHIBEPCITOT VYHHBEPCHUTET
v DPATATITBICKA CHAPHIHLDs HMeRH GPAHNHCKA CKOPHHELLy
Ne
i Tomens r, Tomene

a, 2175-15000



64

[MTpunoxenue 4

(I)opma CIHMCKa Ha paCcCBUIKY JOKYMEHTOB

(nazeanue, Oama, UHOEKC DOKYMEHNA)

Havvenoranue opranuzaimu v (i) | [lourorend | KonmwectBe | Ilpumeduanne
CTPYKTYPHOTC NOApa3HeNe M, ajpec 3K3EMITLAPOB
JMONMKHOCTHOIO JIMLIa - afpecaTa

1 2 3 4

HeamveHEoBaHHE TOJDKHOCTH
PYKOBOTUTEILS

CTPYKTYPHOTO IIO/pa3ielIe I Tlopmuce  PacmmdpoBka MOATHCH

[Tpunoxenne 5

IIEPEHYEHDL JOKYMEHTOB, TIOJIEXAITMX YTBEPKAEHMITO

1. AxTel (BEIIOIHEHHBIX paloT, CIUCAHUA, IKCIEPTHU3R], NpHeMa-Iepeaadn
el U T.4.).

2. I'paduru (oTIryckoB, paboT (CMEHHOCTH) U T.1I.).

3, 3amanws (Ha KOMaHIHPOBKY, Ha 3aKyIKy TOBAPOB U T.A.).

4. Wuctpykumm (pasuia) (AOIDKHOCTHEIE, MO JAETOTPOU3BOACTRY, TEXHUKE
6e30MacHOCTH, BHYTPEHHEIO TPYIOBOIO PACIOPIIKA U T. M. ).

5. Hopmarussl (pacxola ceIpbi, MaTepHaJIOB, SIeKTPOIHEPTHH, YHCIEHHOCTH
pabOTHUKOB U T.1.).

6. OT4eTH (0 IPOM3BOACTREHHOR NesTeNbHOCTH, KOMaHAUPOBKAX U T.1.).

7. Iepeamm (momxHOCcTeY pabOTHUKOB ¢ HEHOPMHUPOBAHHBIM padoduuM JHEM,
NOKYMEHTOR, 00pasyroIIMXCa B NeITeNbHOCTH OpraHusaluil, ¢ yKa3aHHeM CPOKOB
XpaHeHus U T.J.).

8. opMEI JOKYMEHTAIMY y4eTa B OTIETHOCTH.

9. CMeTBI pacxooB.

10. CtpykTypa ¥ I0TaTHASL TUCIEHHOCTD.

I1. Irareeie pacnucaHus.

12. Tonoxenus.
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Ipunoxenwne 6

HpHMep 3aI0IHEHUs 0093aTeNBHBIX U JOIIOIHHUTCIEBHEIX DCKBM3HTOB

PErHCTPAIIOHHO-KOHTPONEHON KapTouKy

PexBM3UTEL

Tlosgcuenus K 3al0IHEHUIO

2

Hazearne suna

JamnonHEgeTca B COOTBETCTBUM C HA3BAHUEM BHJIa PETUCTPUAPYEMOIO

TOKYMEHTA NOKYMEHTA
ABTOp Ilpu  perucTpanyud  BXOOAIIEIC  AOKYMEHTA  3allUCBIBAETCA
(KOppeCIIOHIEHT) |HANMEHOBAHHE  OpraHmzalmMe  (aBTopa  AoKyMmeHTta). = llpm

PETHCTPAIINE UCXOALINETO OKYMEHTa 3aUCHIBAETCS HAaUMEHOBAKIE
OpIraHU3AlMNA-KOPPECIOHICHTA. Jomycraercs IpUMeHeHTe
COKpAINEHHOT0 HAMMeHOBAKNS OPrala3alii

JlaTa 1 HHISKC
IIOCTYILIEHIA

3anoNHAeTCSA IPY PETUCTPAITIH BXOLSIEIO JOKYMEHTA.
3aruCEIBAIOTCA AT U HHASKC, IPUCBOEHHEIE AOKYMEHTY
Oprafu3alped-ronyqdareneM

JlaTa 1 HHJEeKC

3aIIuCEIBAIOTCS LaTa U HHIEKC, IIPYCROCHERIC JOKYMCHTY

TOKYMEHTA OpraHu3alne-aBTOpOM; IEPEHOCATCA C BXOMAUIEr0 HIIH
UCXOIAIIEr0 JOKYMEHTA

3aronoBox Ilepenocures 3aronoBOK, COOPMYIHPOBAHHEEIN Ha JOKYMEHTS

(xparxoe

COIEPIKAHHE)

CocTtas KommyecTro cTpanul B JOKYMEHTS

Crocet mocTaRKu

[Tourta, daxce, Kypsep, dIEKIPOHHASL II0YTA

Croucox IIponece IpOXOXKAESHMA NOKYMEHTA: OTHeN AOKYMEHTAUUOHHOIO
cooOmenyid 0 | 00eCIIeueHUs - PEKTOp - OTAEN NOKYMEHTAUMOHHOrC 00eCeueHnd -
JOKYMEHTY UCTIONTHUTEE

Cpox [TpocTaengercs maTa (4UCHO, MECAI, TOM), K KOTOPOH JOKYMEHT
UCIIOJTHEHHA JIOJDKEH OBITE UCTIONHEH

Ormerra 06

Hpocram‘merca HHACKC Acna I1I0 HOMEHEKIIATYpE €M, B KOTOPOM

HCIIGIIHCHMH 6)’£[CT KPaHHTECA AOKYMECHT IIOCIE HCIIOJIHEHIA, KPAaTKO

JOXYMEHTA JAIMHACRIBAOTCA PCLUCHHE BOIIPOCA II0 CYIICCTRY, JaTa M MHIOCKC
JOKYMCHTAa-OTBETA

HG.TIO Ne HpOCTaBJDIBTCH HHICKC Jefia, B KOTOopOoe ITOMEeIleH JOKYMEHT I10CIIE

UCIIONHEHNA B COOTBETCTBUN C HOMEHKIATYPOU Jel




66

[ punmoxernue 7

QopMa KypHAJA PerucTPaly [IPHKa30B 110 JHYHOMY COCTaBy

Honep Hara Kpatkoe Ilpumeganue INommmce
JOKYMEHTa | TIpPHHATUSL collepxanye HACTIOTHUTE
DOKYMEHTa :
1 2 3 4 5

Ipunoxenue §

o© OpMa JIMCTA-3aBCPHUTCIIA OCIIa

JNCT-3ABEPUTEIDL OEJIA Neo

B pene moammTo (BIOXKEHO) W IPOHYMEPOBAHO

(yuchpamu u nporuceio)

TcT(0B), B TOM THCIIE:
NUTEepHBIE HOMepa:
TTPOITYIIIEHHbBIe HOMEpA:

+ JIUCTOB BHYTPEHHEH OTUCU:

OcobernocTy QU3NTECKOTO COCTOAHIA M (POPMUPOBAHIS Iena Hoxepa nmcTon

| 2

HanMeroBaHKe TOIKEOCTY JIUIA,
COCTaBUBIIIET0O 3aBEPUTEILHYIO
HaITACH [MTopnucs Pacmmmdposxka mommacy

Hara
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Ilpunosxxenue 9

®opma 00IOKKHE ena

(HOUMEHOGUHUE GLIULECITHORUCH OPEaHUIAHUL)

(Haumeroganue opeanuzayuy)

(Haumenoganue cmpyrmypro20 nodpazdenerus (0bujecmeeHnoll opzanyusayuLy),

GYHRYUU WU HONPAGACHUA JeAMENbHOCHIL)

Hemo Ne Ton Ne

(3azonosox dena)

(0ama (rpaiinue damet))

Ha JIUCTAX
XpasuTh

D. Neo
Om. No
. Ne

e
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Ipriaoxerue 10

@opma OMMHUCH AeJl MIOCTOAHHOT 0, BpEMEHHOT'0
(cepimie 10 neT) XpaHeHUs U 110 JIMYHOMY COCTaBy
CTPYKTYPHOIrO INOApasAelIeHud YHUBEPCHTETA

Vapexperue 00pa3zoBanus « OMENECKUA YTBEPXJIAIO
rOCYIApCTBEHHLIA YHUBEPCUTET
InMeHH CDpaHuHCKa CKOPHHBD} (}IQILWBHOSQHI(E Oomf'cuocmupyxoeoaumeﬂﬂ
(rnauMenoganue CRpYKmMypHO20 no0pa3oeneHs) CMPYKIMYPHO20 nOGPG30eReH )
Onuce Ne
Tlen Ilopnuce Pacuumdposka noamucy
(nanvienosanYe Ramezopul Oe) ara
3a TON
Ne | Mupmexce Hazpanne Hara nema | Komuuecteo Cpox IlpuMevanue
' | nmena pasuena, (ToMma, JMUCTOB B JIeTie | XpaHEHWd
{ToMma, 3ar0JIOBOK YACTH) (Tome, gacTr) | mena (Toma,
gacTy) | mema (Tona, YACTH)
YACTH)
1 2 3 4 5 6 7

B namnyio ornuck BHECLHO

(yugpamu u npOnNUCHIO)
nen ¢ Ne 1o Ne , B TOM 4ucie:
JTATEPHBIE HOMEPA:
TPOIIYIIEHHEIE HOMEDA!
Haumenosadue JOIKHEOCTH
COCTaBUTENSA OTIUCH Tlopmuce Pacnmdporka noanucu

JTara

3aB. apXUBOM N.C.JIamroxoBa
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Tpunoxenue 11

CDOPM& 4KTa O BRIENEHHH K YHHYTOXCHUIO OOKYMCHTOR

H Aell, HE IMOANCHKAIINX XpadCHUH

Yupexnerue odpazoBarus « oMenpexuid
roCyIapCTBEHHBIA YHUBEPCUTET
umenn Opannucka CKOPHHBD

AXKT
Ne

r. [omens

O BRIACIICHUH K YHUYTOMEHHIO

AOKYMCHTOB H €I, HE IO AKX

XpaHEeHHIO (IaThH)

Ha ocHoBanmM

VTBEPK AR

{(HOUMEHOGANUE OONNCHOCHI
DYROGOOUMENA OP2AHUZAYHY)

ITopmucs PacmmmudpoBka moamucu

ara

(Haseanuﬂ U BRIXOOHDBIE OUHHBIE HOPMOMUBHBIX HPASOEHIX ORINOEG,

HCNONTBI0GUORKBIX BDU HPOSBG‘EHHI{ IRCHREDINU3LI Z{{?H,'-!OC.T??H)

OTO6paHT:»I K YHHYTOXEHHIO KaK HE UMEIQIIHE H&WHO-HCTOPH‘IGCKOﬁ IDEHHOCTH H
YTPaTUBINHE TIPAKTHYCCKOC ZHAYCHHUE CNIENYIOHE NJOKYMEHTERL

Ne | 3aromo Hara Homepa Hunexe | Kox-so Cpox [pumega
BOK ZIeJIa | feNa WIK | HOMEHKIaTy | nena (ToMa, |  gen XpaHeHUS Hpe
ni Wwid | kpaifaue | p (omuceli) | wacty) mo | (TOMOB, | rena (ToMa,
IDYNNO |ZaTel gest| 3arom(bl) | HOMEHKIA | YacTed) | YacTu) ¥
BOM TYPS WIH HOMEDA
3arono Ne nemna no [IYHKTOB
BOK JIeN OIUCH {cTareit) o
HepedHI0
1 2 3 4 5 6 7 8
I
Htoro IIel 3a roa(er).

(yupanu u npoNUCHIR)
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HaumeHosaHue JOJCAKHOCTH paﬁOTHHKa apxHed

AXT COCTABUI:
JomxHOCTE HOIIMCE

COTJIACOBAHO:
[TpoTokon 3acenanus
3KCOEPTHOH KOMUCCHH

Vupexnenusa 00pasoBanus

«l oMersCcKHil ToCYapCTBEHHBIN
YHUBEPCUTET UMEHHT

GOpanamucka CKOPUHBDY

Ne oT

Pacmmmdposka nonnuck

O.1.0.

[punoxenue 12

(I)opMa JUACTKA-3aMECTHTEIIA JOKYMEHTA

JIMCTOK-3AMECTUTEIJIL JOKYMEHTA

Burn noxymenrta Harta

HHnekc

Koppecnionnent

'3ar0II0BOK (MU KPaTKOe COOepKatnue NOKYMEHTA)

Bripan

(0ama guidauu)

Brrgan Iomyaun

{(HAUMEHOBOHUE QONNCHOCHTU, OONUCE,

(HGMWBHOSGHMB @o,rz:);mfocmu, HO@HHCE,

pacwuposka ROONUCY TUYaq,

PACHIUGPOSKA HOORUCU JUYd,

gu10aauiezo QOKYMeRM)

KOMOpoMy ebldan 0OKYMeHn)
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IIpunosxernue 13

Cbopma KapTheI-2aMECTUTEIL Neia

Yupexgernue obpaszoparus «l oMeNbLCKAK
TOCYapCTBEHHBIN YHUBEPCUTET
umenn Opannucka CKOPUHBDY

(HaUMEHOBAHUE CIPYRNIYPHOZO

nodpazderenus)

KAPTA-BAMECTUTEJIL JEJIA

Heno Ne

(UHOEKC NO HOMERKIIOMYPE el Wil HOMED 16 ORUCH U 30201060K)
BBI}I&HO BO BPCMCHHOC IICNE30BaHHC OO

(dama emdaun) (oama sozspama)

Brinan [omygun

(HauMeRO8aRUE JOMJICHOCHIL, HOONUCS, (Haumeroaanue JORNCHOCMU, NOGNUCE,

PACUIUDPOBKA NOORUCH AL, pacuiugposra nodnucu muyaq,

guidasiuezo deno) KOMOpOoMY 86I0aH0 3eno)




Ipunoxxkenue 14

TIEPEYEHL JOKYMEHTOR, XPAHEHUE KOTOPBIX MOXET BbITh
OPTAHM3OBAHO B OJIEKTPOHHOM BHUAE

1. Ilporokonsr cobpasuit pabOTHUKOB CTPYKTYPHBIX NOApa3LeIeHHMH
YHUBEPCUTETA.

2. IIpoTOXONEl OIEepaTHBHBIX COREINAHWY Y PYKOBOACTBA YHMBEPCHTETA H
JOKYMEHTEI K HUAM.

3. TlpoexTsl TpHKa30B, PacHOpPsDKEHHH, YKa3zagMM  pyKOBOICTBa
YHUBEPCHTETE.

4. TIpoexTsl yCTaBOB YHWBEPCHTETa, [OKYMEHTHI II0 WX paspadoTke
(moxyagHBle 3aIIMCKH, CIPAaBKH, CBEASHMS, OT3BIBEL U Op.).

5. IlpoexTe! pernaMesToB, HHCTPYKIIUH, IpaBull, IONCKESHUN, METOIUYECKIX
YKazaHWI 1 peKOMEHIAIIH.

6. Ilepenncka o paspaboTke, NMPUMEHEHUH U PasbiICHEHUM PETIIaMEHTOB,
WHCTPYIUMHA, OpaBMl, OJNOKECHAH, METOAWYECKIX YKA3aHAM 1 PEKOMEH Jarliil.

7. JlOKyMEHTBI O  pa3bsICHeHUM  IOPAAKA  IPpUMEHeHWUs  aKTOoRB
3aKOHOJaTENbCTRA (MEQOPMAIIIH, CIIPABKY, CBEJICHIA, ITepellicKa | JIp. ).

8. Ilepenucka O 3aKMIOYEHMY ¥ HUCHONHEHUM [IOTOBOPOB, KOHTPAKTOB IIO
brHAHCOBO-X03SIHCTBEHHOMN AeATENEHOCTH.

9. JKypmanmsl perucrpaudyu AOTOBOPOB, KOHTPaKTOB II0 (DMHAHCOBO-
XO034MACTBEHHOH JIESITENFHOCTH,

10. IlpereH3nonnas mepeicka,

11. >Kyprane! yuera IpeTeH3NH W HCKOBBIX 3asBleHui,

12. HoMeHKIaTyphl fell CTPYKTYPHBIX TOApa3fAeleHu YHUBEPCUTETA.

13. Beimuckn w3 HoMeHKNIATYp Hell YHEBEPCHUTETA.

14. HoxyMeHTE! 00 aHany3e ¥ KOHTPOJE UCIOJHEeHNI JOKYMEHTOB {CIpaBKy,
HOKIANHEIE 3AIMCKY, TPpaQUKH, CBOIKH, KOHTPOIbHEIE IUCTEL X AP. ).

15.  PerucTpalXOHHO-KOHTPOJNBEHBIE  (QOpPMBI  perucTparnuy  OpPHKa30B,
PElLIeHNI:

15.1. mo aIMUHHCTPATHBHO-XO3LHCTBEHHBIM BONIPOCaM;

15.2. 0 npenocTaBICHUH TPYAOBEIX OTITYCKOB, OT3BIBE U3 TPYAOBOIO OTIYCKA,
HAIOXEHMY AMCUNIUIMHAPHBIX B3BICKAHUN, HA3HAYEHWU MEKYPHBIX, CIY:KeOHBIX
KOMAHAWPOBKax B Hpenenax PecryOnuxu benapyck W 3a TPAaHUIY, OKAZaHUN
MaTEepHaIbHOH IIOMOINM, HaNpasJIeHWHd Ha NOBBILEHHe  KBaNWQUKaIlMXA
(nepenoAroToBKy, CTaKMPOBKY ).

16. PerncrpauvoHHO-KOHTPOJBHEIE (OPMBI  PETUCTPalM  BXOISIIIMX,
HCXOASIINX ¥ BHYTPEHHUX JOKYMEHTORB.

1'7. PeecTpsl Ha OTHPABICHHYIO XOPPECIOHACHITUIO.

18. OnucH nen cTpyKTYPHBIX ITOApa3ieeHni YHUBEPCUTETA.

19. Ilnassl paboThl YHEBEpCHUTETA {KBapTaNbHEIE).

20. Ilmags! paboTel CTPYKTYPHBIX ITOAPazIeIeHNHA YHUBEPCUTETA.,

21. MapusupyarsabIe TOIAHE! pabOTHUKOB.

22. llepenucka 1ic BOIIpPOCaM INIAHUPOBAHHMA.
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23. OT4eTsl O BBRIUONHEHHH IITAHOB pa®oThl CTPYKTYPHEBIX NOApa3feleHui
YHUBEPCUTETA.

24, CraTUCTUYECKHE OTYETHI [10 BCIIOMOTATENBHEIM HANIPABIEHMSIM M BUIAM
LesSTeIbHOCTH YHHBEDCUTETA.,

25. JloKkyMEHTEI O COCTAaBIEHHNH CBOMHEIX CTATHCTHYECKUK OTYETOR (TabIHIbL,
pacyeTsl, CIIPaBKY ¥ Jp. ).

26. OnepaTRBHBIE OTYETHl (CBENEHHS) O BHIMONHEHUH ONEPATUBHEIX MITAHOB
IO  HAOPABICHHSIM  JEITeNbHOCTH  YHHUBEPCHTET2 U ee  CTPYKTYPHBIX
IIOAPa3aeIeHUH.

27. Ilepenyicka 0 COCTABICHUM, IIPENCTABISHUM M IPOBEPKE CTATHCTHISCKOH
OTYETHOCTH.

28. byxrantepckas (burancoBas) OTUYETHOCTH (KBapTAlbHAL, MECIIHAA ).

29, OKypmaner  perucTpanuM = JOKYMEHTOB IO  OCYIIECTBIEHUIO
aIMMHYCTPATHBHEIX NIPOLSOYP.

30. I'paduxu pador (cmenrocTH).

31. HoxymerTr! 06 ydere paboduero BpeMenn (CBOOKHM, CBEICHNS, AOKIAIHEIS
BALUCKH M Ip. ).

32. KanengapHsle IUIaHBI 3aMeHB! U IEPECMOTPa HOPM TPYIA.

33. Ilepenucka mmo BolpocaM HOPMHMPOBAHWS W OIUTATHl TPyAa, TapudHoH
CHCTEMBL.

34. Gororpadun pabodero BpeMeHmM.

35. @oTorpaduy BpeMeHU UCIOIB30RAHNUS 000Dy NOBANKA.

36. JOKyMEHTEI 0 pe3yIsTaTax NPOBEACHMS  XPOHOMETpAXKA
(doroxpoHOMETpaXKa) TPYHAOBOIO Ipouecca (IUTAHLY, OTYETHI, CIPABKHM, KapTHI,
pacyeTHsle Ta0NHIUE 4 Ap. ).

37. llepenmcka © npuMeHeHHH pasnudHBx (OpM OINaThl Tpyha, ob
YCTAHOBIEHUN JOJDKHOCTHBIX OKJAJOB, O IIPUMEHEHWM TapUGHBIX CETOK, O
CO3JAHUY, PEIYINPOBAHNHN U UCIIONB30BaHUY (OHIa 3apaboTHON IIATHL.

38. JlokymenTs!l 06 OpraHM3alliM M IpOBeAeHHY O0YYeHUs 110 OXpaHe TPyAd
(y1ebHBIe ITaHbl, yaeOHbIe OporpaMmMbl, CITUCKH, IIEPEINCKa | JIp. ).

39. Hoxymentsr o6 oprapuzanyun 4 padoTre KabWHETa OXpaHbl TpyHa (IUIaHEl,
OTHETEI, MHPOPMAIIUN, CBEICHUS U Ip. ).

40. Tlepenucka of yiuaTe 00A3aTeNbHBIN CTPAXOBEIX B3HOCOR.

41. Ilnager paboThl 10 BEHEHUWIC BOWHCKOIO VdeTa H OPOHMPOBAHHSI
BOEHHOOOA3aHHEIX.

42. JloxymeHTEI O BeNeHUM BOMHCKOIO y4eTa ¥  OpPOHUDPOBAHEL
BOEHHOOOA3aHHEIX (OTYETH], CIIHCKY, CIIPABKY U JP. ).

43. Ilepemmcka 0 BeAeHUM BOHUHCKOIO ydera M OpoHUpOBaHMA
BOEHHOOOA3aHHDBIX.

44, JKypHamnsl IPOBEPOK COCTOAHUS BOHHCKOTO y49eTa W OpOHUpPOBAHUA
BOEHHOOOA3aHHEIX.

45. JKypmamer  yuera paboTHHKOB, BRIOBIBAIOOMIX B CIyXKeOHBIE
KOMaHIUPOBKH.

46. JXypHans! perucTpaii KOMaHIUPOBOIHAIX YIOCTOBEPEHUIL.

47. I'paduxy TpyOOBBIX OTIIYCKOR.
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48. WTOroBele CBOJKH, CBENEHUS, BEJOMOCTH O IIDOBEICHMK ATTECTAlMH,
YCTAHOBICHUY KBATTH(QUKAIWH.

49. Tleperucka o TPOBEIEHIH aTTeCTAINH, YCTAHOBICHIY KBJIAPUKAIIH.

50. JoxyMeHTBl O HOTpeOHOCTM B CHIphEe, MaTepHalaX, KOMIIIEKTYFOIINX I
MHBIX TORapax (paforax, ycayrax) (CBOXHEIE BEJOMOCTH, TabIMIIBl, pacdeThl X
Ap-).

' 51. HoxyMmeHTH! 00 YCIOBUIX H OPOPMIEHUH TOCTABOK CBIPBA, MATEPHANIOR,
KOMIUISKTYIOIIMY M MUHBIX ToBapoB (pabor, ycnyr) (CIpaBky, CBeIEHMS, 3asgBKI,
34KA35], IepervcKa 1 ap. ).

52. I'pabuku OTIPY3KH CRIPES, MATepUAIOB, KOMIUIEKTYIOIHX ¥ HHBIX
TOBApPOB NOTPEOUTENAM.

53. JlokyMeHThl O BBIAAYS CEIPBS, MATEpUalIOB, KOMIUISKTYIOUWIMX M HMHBIX
ToBapoB (00OCHOBAHIL, HAPSIEL U . ).

54. KypHanel ydeTa ChHIphI, MAaTEPHANIOB, KOMIUIEKTYIOIINMX 1 UHBIX TOBAPOB,
OTIPABIAEMBIX TOTPEOUTENAM.

55. Or4eTs! 06 OCTATKAX, HOCTYIUIEHUY U PACXOMOBAHVH CRIPE, MaTEPHallOB,
KOMIIEKTYIOIITX ¥ WHBIX TOBapOB.

56. JIOKyMEHTBI O JIOIycke B ciyxeCHble moMelenys B Hepabodee BpeMs U
BBIXONIHEIE JHK (3aIBKU, CBEEHUT, TepeIucKa ’ Ip. ).

57. Tpaduxy nesxxypoeTB paboTHHKOB, XKypHAIE! YIeTa NeKYPCTB PaOOTHIKOB.

58. Joxymentsl 06 oGhOpMIEHMH CIIyKeOHBIX MpOe3HEX JOKYMEHTOB,
GpPOHMPOBARUK MECT B POCTHHHIAX {CITUCKH, CBEJEHNS, Iepelucka A Ip.).

. 59. Inanpl, rpadguky TPOQUIAKTHIECKMX OCMOTPOB W TEKYUIEro peMOHTa
obopynoBaHEUA.

60. JOKyMEHTH © TEeXHHYECKOM COCTOSHWE 3flanud  (TToMelleHni),
3aHEMaeMBIX Oprafusaudell (0TIeTsi, ClpaBKy, CBENEHHS U [p. ).

61. JloKyMeHTEl O TOATOTOBKE 3/abud (IIoMemeHuH) W obopynoBamus K
SKCILTYaTalUA B OCEHHe-3UMHHI nepuol (IaHsl, TpaduKy, Iepenrcka 1 Ip. ).

62. JKypHamel perucrpauuy IOTOBOPOB O KOMMYHAIBHOM OOCIYKMBZHHMA
3HaHus (COOPYKESHUI).

63. Ilepermcka 0 KOMMYHBATBEOM 0GCIyXHBAHAN 30AHAA (COODYKEHUH).

64. Tlepermcka o COMEpKaHUM 3aHUs (COOPYXEEMHA) U TPUIETAIOMEeH K HIM
TEPPYTOPHUH B HAJIEKANEM TEXHIUECKOM ¥ CAHUTAPHOM COCTOAHIH.




