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NMHCTPYKLMA
110 BEAEHUIO JEJIOTIPOU3BOACTBA

1. OBILME ITOJIOXEHNWA

1.1. Hacrosimass MHCTpYKLMS O BEICHUIO JIEJIONPOU3BOACTBa (fanee mmenyercs "MHctpykuusa')
pa3paboTaHa JIsl YCTAaHOBIICHUS €IMHOTO MOPS/IKa COCTABICHUSI IOKYMEHTOB M OpraHu3aluu paboThl
c aumu B TAOY TO AIIO «TOI'MPPO» (manee umenyercs "WuctutyT") M oOs3arenbHa Ul
UCIIONTHEHMS BceMH paboTHUKamu MHcTUTyTA.

1.2.I1pu pa3paborke MHCTPYKIIMH HCIIONB30BAIUCH ACHCTBYIOIIHE HOPMAaTHUBHBIC aKThl POCCHIICKOM
®denepanuny, KOTOpbIE MPEAYCMAaTPUBAIOT COCTABIEHUE JOKYMEHTOB I10 ONPEJCICHHBIM IMPABUIIAM,
BEJICHUE HOMEHKJATyphl (CIKMCKA) Jel, CO3/J1aHHE apXMBOB B OPraHM3aLMSIX Uil OOecreyeHHs
COXPaHHOCTH HaumbOosee IIeHHBIX JOKYMEHTOB, CYILIECTBYIOIIAs MPAaKTHKA, a TakKe BHYTPEHHHE
JOKyMeHTbl MHCTUTYTA.

1.3. Tlonoxenus WHCTpYyKIMU pacmpoCTpPaHSIOTCS Ha OpraHu3alnui paboThl € JOKYMEHTAMH
HE3aBHCHUMO OT BHJAa HOCHUTENs, BKJIOYash HMX IMOJArOTOBKY, PEruMCTpalyio, y4eT M KOHTPOJb
UCIIOTHEHU S, OCYIIECTBIISIEMbIE C IIOMOIIBI0 ABTOMATU3UPOBAHHBIX (KOMITBIOTEPHBIX ) TEXHOIOTHA.
ABTOMaTU3MPOBAHHBIE TEXHOJIOTHH OO0pabOTKM JOKYMEHTHOW WH(OpPMAIMK, MPUMEHSIEMbIE B
WuctutyTe, NOMKHBI 0TBEYATh TpeOoBaHusIM MHCTpYKIIMH.

1.4. OTBeTCTBEHHOCTh 3a OpTaHU3AIMIO JIEJONPOM3BOACTBA, COOJIONCHHE YCTaHOBJICHHBIX
WHcTpykuuelt mpaBuil M HOpsiika paboThl ¢ JOKYMEHTaMHM B IIEHTpax, Ha Kadeapax u oTnenax
WHucTuTyTa BO3JIaraercsi Ha pPYKOBOAWTENEM CTPYKTypHBIX mnoapasznenenuid [AOY TO [I1O
«TOT'UPPO».

1.5. HenocpeactBeHHOE  BeAeHWE  JIEJIONPOU3BOACTBA B CTPYKTYPHOM  IOAPA3JEICHUU
OCYILIECTBIIETCS PYKOBOJUTEIIEM WIH COTPYAHHUKOM, HAa3HAYEHHBIM Ha4yaJIbHUKOM
COOTBETCTBYIOIIETO CTPYKTYPHOTO MO/Ipa3AeieHusl.

Vcnonb3oBaHe B CpencTBaX MAaccoBOW HH(pOpMalMM, MYOJUYHBIX BBICTYIUIGHUSAX M T.II.
nH(popMaIuy, coaepiKalleicss B CIyKeOHBIX JOKYMEHTaX, JOIMYCKAeTCsl TOJNbKO C pa3pelIeHHs
pykoBoactea TAOY TO IITIO «TOI'MIPPOw.

2. OCHOBHBIE ITOHATHUA
2.1. B nacrosieit THCTpyKIIMM MCTIONB3YIOTCS CIEIYIOIINE OCHOBHBIE TOHATHA:

"nokymMeHTHpOBaHMe" - Qukcanus HWHOOPMAIMH HA MAaTEPHUATHHBIX HOCUTENSAX B YCTAaHOBJICHHOM
MOPSIKE;

"IOKYyMEHT0000pOT" - [IBUXKEHHE JOKYMEHTOB C MOMEHTAa HMX CO3JaHUS WM TOJY4YEHHUS 0
3aBEPILECHUS UCTIOJTHEHUS, TOMEILIEHUS B 1€NI0 U (WUJIM) OTIPABKH;
"MOKyMeHT" - JOKYMEHT, CO3JaHHbI TOCYIApPCTBEHHBIM OPraHOM, OPraHOM MECTHOTO

CaMOYIPAaBJICHUS, IOPUIUYECKUM WIH (U3UYECKUM JUIOM, O(GOpPMIICHHBIH B YCTaHOBIEHHOM
MOpsAJIKE U BKIIOUEHHBINH B JokyMeHToo00opoT TAOY TO IO «TOI'MPPOy;

"KonMsA JOKyMeHTa'" - JIOKyMEHT, MOJHOCTBbIO BOCIPOM3BOIAIIMKA HMH(OPMAIMIO TMOAIMHHUKA
JIOKYMEHTA U €r0 BHEIIHHWE MTPU3HAKK, HE UMEIOIUHN I0PUINYECKON CUIIBI;

"MOAJTMHHMK JOKYMEHTA' - IepBbIi WM €JUHCTBEHHBIN 3K3EMIULIP JOKYMEHTA;

""PeKBH3UT JOKYMeHTA' - 00s13aTebHbBIN 3JIEMEHT 0(OPMIICHHUS TOKYMEHTA;

"perucTpanusi A0KyMeHTA' - NIPHUCBOCHUE JTOKYMEHTY PErHCTPAllMOHHOIO HOMEpAa U 3alluCh B
YCTAHOBJIEHHOM INOPSAJKE CBEACHUHN O TOKYMEHTE;

" 1e10MPOU3BOACTBO" - JIEATEIFHOCTh, 00ECIEUNBAIOIIas CO3laHNe OPHUIMATIBHBIX JOKYMEHTOB U



opranuzanuio padbotel ¢ HUMH B TAOY TO JII1O «TOTI'MIPPOy;

"mesio" - COBOKYMHOCTh JOKYMEHTOB WMJIM OTACJBHBIM JTOKYMEHT, OTHOCSIIMECS K OJHOMY BOIIPOCY
nnu yqactky aestenbHocta [AOY TO AI1O «TOT'MPPOy;

"HOMeHKJIaTypa Jea" - CUCTeMaTH3MpPOBAHHBIA INEpeYeHb HAMMEHOBAHWUU Jel, (OPMHPYEMBIX B
TI'AOY TO AIIO «TOT'NMPPO», ¢ ykazaHreM CPOKOB UX XPAHECHUS;

"JKCHepTH3a LEHHOCTH JOKYMEHTOB' - H3Y4YEHHE JIOKYMEHTOB Ha OCHOBAHMM KPUTEPUEB MX
LIEHHOCTH B LEJISIX OMpPEICIICHUsS CPOKOB XPAaHEHHUS JTOKYMEHTOB U OTOOpa MX JUIs BKIIOUYEHHUS B
coctaB ApxuBHoro (¢onaa Poccuiickoit deneparuy;

"3JIeKTPOHHBIA TOKYMEHT' - TOKyMEHTHpOBaHHas WHMOpMAIKs, IPEICTaBICHHAs B dJIEKTPOHHOMN
dbopme, TO ecTb B BUJE, IPUTOJHOM JUIS BOCIIPUSATHUS YEIOBEKOM C HCIIOJIb30BAHUEM 3JIEKTPOHHBIX
BBIUUCIIMTENFHBIX MAIIWH, a TakXKe Ui Mepefaayd 1Mo WH(OPMALMOHHO-KOMMYHHKALMOHHBIM CETSIM
nuau 00paboTKH B MHGOPMAIMOHHBIX CHCTEMaX;

")IeKTpOHHOEe coolmenue" - wuHbOpMalus, TepeJaHHas WIA IOJyYCHHAs I0JIb30BaTelieM
MH(OPMAIMOHHO-TEIEKOMM YHUKAIIHOHHOM CETH;

"31eKTPOHHAsI MoANuUch' - nHOpMaKs B AMEKTPOHHOH (popMme, KOTOpast MPUCOEIMHEHA K APYroi
nH(poOpMaIU B AMEKTPOHHON GopMe (IoanuchiBaeMol HHGOPMAIIK) WM UHBIM 00pa3oM CBSI3aHaA C
Takol WHpOpPMAMEl H KOTOpas MCIONB3YeTCs Uil OINpPENEeNICHUS JIMIA, IOIIUCHIBAIOIIETO
nHpopMaIuio;

"3JIEKTPOHHBII 00pa3 [J0KyMeHTA' - D3JIEKTPOHHAs KOMNMS JOKYMEHTa, HW3rOTOBJICHHOIO Ha
OyMa)KHOM HOCHTEIIE;

"ckaHMPOBaHMe JOKYMeHTAa'" - OJydyeHHE IEKTPOHHOTO 00pa3a TIOKYMEHTa;

"cucreMa 3J1eKTPOHHOIO JAOKYMeHTOoo0opoTa'" - mHpOpMalMOHHAs CHUCTeMa, OOeCIeuMBaIOIIas
cOOp TOKYMEHTOB (BKJIFOUEHHUE IOKYMEHTOB B CUCTEMY), X 00pabOTKY, yIpaBiIeHUE JOKyMEHTAMHU U
JOCTYT K HUM;

"3/IeKTPOHHBI JTOKYMEHTO000POT" - JTOKyMEHTOOOOpOT C NpPUMEHEHHEM HH(POPMAIIMOHHON
CHCTEMBI;

"aBTOp H0KYMeHTA'" - PU3MUYECKOE WK FOPUIUIECKOE JIUIIO, CO3/IaBIINEE JOKYMEHT;

"BUA AOKYMeHTA" - NPUHAJIEKHOCTh JOKYMEHTAa K OIPEIEICHHON TIpylIe JOKYMEHTOB I10
MIpU3HAKaM COZIEpP KaHMSI U LI€JIEBOr0 HA3HAUEHUS;

"oopmiienne JAOKyMeHTa" - TPOCTAaBICHHE  HEOOXOMUMBIX  PEKBH3UTOB  JIOKYMEHTA,
YCTaHOBJICHHBIX MPaBUIaMH JOKYMEHTHPOBAaHUS;

"O1aHK AoKyMeHTa' - HaOOp pEKBHU3MTOB, HIAECHTH(QUUUPYIOIIUX aBTOpa O(UIHAIBEHOTO
MMCBMEHHOTO JJOKYMEHTa;

"3aBepeHHass Komus' - KONHsA JOKYMEHTAa, Ha KOTOPOHl B COOTBETCTBHMM C YCTaHOBJICHHBIM
MOPSIKOM IIPOCTABIISIOTCS HEOOXOAMMbIE PEKBU3UTHL, TPUJAIOLINE €1 FOPUANUYECKYIO CHITY;
"lopuanyeckasi CWJIa JOKyMeHTa' - CBOMCTBO O(QUIMAIBLHOIO JOKYMEHTa, coolliaeMoe emy

JEWCTBYIONIMM 3aKOHOJATEIILCTBOM, KOMIETEHIIMEH W3aBIIer0 €ro OpraHa M yCTaHOBJICHHBIM
HOPSAAKOM O(OPMIICHHUS;

"yHuduuupoBannasi ¢popma J0KyMeHTa'" - COBOKYIHOCTh PEKBH3UTOB U THUIIOBBIX ()parMeHTOB
TEKCTa JOKYMEHTA, YCTAaHOBJIEHHBIX B COOTBETCTBUH C PELIAEMbIMH B JaHHOH cdepe AeaTenbHOCTH
3aJja9aMy ¥ PaCIIOJIOKEHHBIX B OMPEICIICHHOM MOPsAKE HAa HOCUTEINE HH(OPMAIINH;

"o0beM [OKYMEHT0000poTa'" - KOJIMYECTBO JIOKYMEHTOB, IIOCTYNHMBUIMX B OpraHU3alUI0 U
CO3JJaHHBIX €10 3a OIPEAEICHHBIN NePUo/,.

3. [TIPUEM, YYET, PETUCTPAITM S, ITPOXOXKIEHUE U OTITPABKA
KOPPECIIOHJIEHIINH

3.1. IIpuem 10KyMEHTOB.

3.1.1. Bes nocrynatomiasi B IHCTUTYT KOppeCTIOHACHIIMS TPUHUMAETCS M PETUCTPUPYETCS B O0IIEM
oTherne.

3.1.2. Tlpu mpueme KOPpPECIOHISCHIIUM HEOOXOIUMO TMPOBEPSITh MPABWIBHOCTh €€ JOCTaBKH.
OmubouHO JOCTaBlIEHHAss KOPPECHOHJCHIMS IE€pPechUlaeTCsl MO NpUHAANeKHOCTU. [IpuHsTas
KOPPECHOHJCHIIMA BCKPBIBAETCS (3a HCKIIOYEHHEM KOPPECHOHJEHIIMU C OTMETKOH Ha KOHBEpTe



"Jlugnro").

3.1.3. Koppecnonnenius ¢ ormeTkoi "JIMuHO" Bpydaercs JIMYHO aJpecaTy WM €ro JI0BEPEHHOMY
munty. Koppecnonaenmusi, wumeromas mnomeTky "KonduaeHmuansHo", o00pabaThiBacTcs TeM
COTPYAHUKOM, KOTOPBIA UMEET K HEW JTOIYyCK.

3.1.4. Ilpu BCKpBITMM KOHBEPTOB PaOOTHUKU OOLIEr0 OT/AENa MPOBEPSIIOT COOTBETCTBUE ajpecara,
[IEJIOCTHOCTD YIAKOBKH, HATMYME BIOKEHHBIX JOKYMEHTOB U MPHIIOKEHUN K HUM, a TaK)Ke HAIU4YUE
noanucu Ha JgokymeHte. Ilpu oOHapyXKeHHHM TOBPEXACHUS, OTCYTCTBHSI JOKYMEHTOB WJIH
MPUIIOKEHUH U T.I. HEOOXOAMMO COOOIIUTH 00 TOM OTIIPABHUTEINIO.

3.1.5. KoHBepTbl OT MOCTYNUBLICH KOPPECTIOHACHIIMY COXPAHSIIOTCS M MPUIIAraloTCs K TOKyMEHTaM B
Cllydasix, €CIM KaJeHJIapHbIH IITeMIIeh Ha KOHBEPTE JOJDKEH CIY)KUTh JI0Ka3aTeJIbCTBOM BPEMEHH
OTHpPaBKH WM TOIXYYEHHUS AAHHOTO JOKYMEHTa WM €CIH aJpec OTHpPaBUTENs yKa3aH TOJIbKO Ha
koHBepTe. O0sA3aTeNbHO COXPAHSIOTCS] KOHBEPTHI C MUCbMAMU MPETEH3MOHHOTO XapaKTepa, a TakkKe C
oOpareHus MU TpakiaH.

3.2. [lopsiiok perucTpanu BXOIAIIUX JOKYMEHTOB.

3.2.1. Bce nokymentsl, agpecoBaHHble pykoBojacTBY [TAOY TO HIIO «TOI'MPPO», nomiexar
peructpanuu B O01ieM oTene.

3.2.2. Ha mnonay4eHHBIX J[OKyMEHTaxX IMPOCTABISIETCS PEruCTPAL[MOHHBIM IITaMI, B KOTOPOM
yKa3bIBAIOTCS Jara TMOCTYIUJICHUS, MOPSAIKOBBIA BXOASIIMKA HoMmep. Eciu K IOKyMEHTy HMeeTcs
PUIIOKEHUE, TO PSIIOM C BXOISIIMM HOMEpOM jenaercs o0 3Tom orMerka. Llltamn mpocrapusercs
HA JINLIEBOI CTOPOHE MEPBOTO JUCTA JOKYMEHTA B IIPABOM HIKHEM YIITY.

[TopsinkoBble HOMEpa (UKCUPYIOTCS B KYpHAJE ydeTa PETUCTPAIIMOHHBIX MOPSIKOBBIX HOMEPOB B
cucreme «Iupextym» u Ha GyMa)KHOM HOCHTEIE.

Ha nmoxymeHTax, He MOUIEKAIIUX PETUCTPALMH, CTABUTCS INTAMII M YKa3bIBaeTCS TOJBKO Jara
MOCTYIUICHUS JOKYMEHTA.

3.2.3. Ilpu perucrtpanuy [ODKEH COONIONATHCS MPHHLIWI OJHOKPATHOCTH: KaXJIbIH JTOKYMEHT
perucTpupyercs Toibko onuH pa3 B O0mem otnene MuctutyTa.

3.3. IlopsAioK MPOXOXKACHHS TOKYMEHTOB.

3.3.1. 3aperucTpupoBaHHBI JOKYMEHT IE€pelaeTcsi TOMY PYKOBOAMTENIO, B aJpec KOTOPOro OH
noctynui. JIokyMeHTBI, He TpeOyrolie pacCMOTPEHUsI PYKOBOACTBA, MEPEIAOTCS PYKOBOAUTEISIM
CTPYKTYpHBIX TMojpasfeneHuii MHCTUTyTa B COOTBETCTBUM C 3aTPOHYTBIMH B JOKYMEHTax
BOIIPOCAMH.

3.3.2. Tlocne paccMOTpeHMs M HAJOXEHUS PYKOBOAUTENIEM PpE3OJIOLUUHN (PE30NIOUUs BKIHOYAET
(baMHIITUIO WCTIOJTHUTEINS, COJACpKaHWE TMOPYUYCHHS, CPOK HCIIONHEHHS, MOANNCHh M JaTy), KOTopas
MOXET SIBIIAITBCSI OCHOBaHMEM JUISI B3ATUS JOKYMEHTAa Ha KOHTPOJb, JIOKYMEHT IepelaeTcs
WCTIOJIHUTEIIO TIOJ] PACIUCKY B JXKypHaJle PETHCTPAIH BXOAAIINX JIOKYMEHTOB C IPOCTaBICHUEM
UCTIOJIHUTENIEM JaThl MoiydeHus. Eciau B pe3oonuM yKa3aHO HECKOJIIBKO HCIOMHUTENeH, To
CHMMAIOTCS JIOTIOJTHUTENIbHBIC KOTIMU JOKYMEHTA 110 YHCITY yKa3aHHBIX ucrnomHuTenei. [lommmHauk
JOKYMEHTa HalpaBisieTCs UCTIOJIHUTENIO0, YKa3aHHOMY B PE30JIIOIIMU TEPBbIM.

3.3.3. Ilpu HampaBi€eHUU JOKYMEHTA HECKOJBKHM HCIIOJHUTENISIM OTBETCTBEHHOCTH 3a MOATOTOBKY
Marepuajga HECeT HCIIOIHUTENb, YKa3aHHBIH B pe3oiouuu MepBbIM. OcTajbHbIE HMCIOIHUTEIH
00s13aHBI TIPEICTaBUTh HEOOXOAMMBIE MaTePHaIbl OTBETCTBEHHOMY HCIIOIHUTEIIO B COTJIACOBAHHBIE C
HUM CPOKH.

OTBeT M0KEH OBITh 3aBH3UPOBAH BCEMH HCTIOHUATEISIMH, IEPEYHCIICHHBIMA B PE30JTIOIINH.

3.3.4. loxymeHTHl, noctynusire u3 OOIero otnena B CTpPYKTYpHbIE MOJpa3/ieNieHHs], BTOPUYHO HE
PETUCTPUPYIOTCH.

3.3.5. JIokyMeHTBbI, 3aperucTpiupoBanHbie B O01eM oTiesne, NepelaloTcsl U3 OJHOT0 CTPYKTYPHOIO
nonpasaeneHus: Muctutyra B ipyroe Toybpko depe3 OOmwmii oTaer.

3.4. IlopsioK perucTpanuu 1 OTIPABICHHUS UCXOAALINX JTOKYMEHTOB.

3.4.1. Tlogmucanusie pykoBoactBoM [AOY TO IO «TOI'MPPO» nokymeHTHI B TOT e JACHB
JOJDKHBI ciaBarbest B OOLIMiA OTIen 1Sl perucTpalii U OTHPABKH.

3.4.2. Ilepen peructpanued JOKYMEHTA, MOCTYIMUBIIErO Ha OTHPABKY, MPOBEPSETCS MPABUILHOCTH
ero opopMIICHHS:

- Hajmuue OJlaHKa, MOATKCH, 1aThl, HEOOXOAUMBIX BU3 M CBEJCHHUI 00 UCIIOIHUTEIE;



- HAJIMYHE 3aroJIOBKa K TEKCTY, HOMEpa 1 JaThl IOKYMEHTA, Ha KOTOPHIH JaeTCs OTBET;

- MPaBUJIBHOCTD aJpeca MoydaTels;

- HaJIM4YWe YKa3aHHBIX B JOKYMEHTE NMPWJIOKEHHH, a TaK)Ke MaTepHalioB, HA OCHOBAHUU KOTOPBIX
TOTOBHJICS] ICXOJSIIUN JOKYMEHT (€CJIM 3TO OTBET Ha MOCTYIHBIIIEE TUCHMO);

(Bapwuanr:

- HaJIM4HE MIeYaTH B T€X CIydasx, KOT/a OHA IOJIaraeTcs. )

HenpaBuibHo 0popMIIeHHBIE TOKYMEHTBI BO3BPAILAIOTCS UCIIOTHUTEIISIM.

3.43. Ecnmn [OKYMEHT HampaBisieTCss B HECKOJIBKO aJpecoB, Ha OTIPABKY CIAeTCsl CTOJIBKO
9K3EMILISIPOB MOAIMHMCAHHOTO MUChbMA, CKOJIBKO HEOOXOAMMO JUIS OTIIPABKH 4Yepe3 OTICIICHHE CBSI3U
BCEM ajJpecaram, U OIUH SK3EMILISP KOIUH.

3.4.4. Ilocne npoBepku 0(hOPMIICHHUS TOKYMEHT PETUCTPUPYETCS B KYypHAJIE UCXOIAIINX JOKYMEHTOB
U Ha BCEX IK3EMIUIIPAxX JOKYMEHTA MPOCTABISAETCS UCXOIAIINN HOMED T10 TIOPSIKY.

3.4.5. KoppecnoHaeHIMS CIaeTCsl Ha OTIPABKY B OTICICHUE CBS3H MU JOCTABISETCS C KyphepaMu.
3.4.6. 3aBepeHHblE KOIMU OTIPABIEHHBIX JIOKYMEHTOB B TOT € J€Hb IEpEAaloTcsl B
COOTBETCTBYIOILIME MTOAPA3/ICIICHHS UCTIOIHUTEISM IS TIOAINBKY B JIeNa.

4. IIOPAJOK COCTABJIEHMA 1 O®OPMIJIEHUA CJIYVXXEBHBIX JOKYMEHTOB

4.1. O6mwme TpedoBaHUSI.

JIto00¥ TOKYMEHT COCTOUT W3 psga DJIEMEHTOB (J1aThl, TEKCTA, MOJIKCH), KOTOPHIE HA3bIBAIOTCA
PEKBU3UTAMHU.

Kaxxapiii Bug noxkymeHTa (IpuKas, MUCbMO, aKT U T.J.) UMEET OIpeleiIeHHbI Ha0Op PEKBHU3UTOB.
PacrionokeHne pekBU3UTOB Ha JOKYMEHTE M IMpaBuia X OGOPMIICHHUS JOJKHBI COOTBETCTBOBATH
TpeOOBaHUAM JIEUCTBYIOIINX HOPMATUBHBIX aKTOB.

K uucny naunbonee 10puanuecKu 3HAYUMBIX (T.€. AN MPUIAHUS JOKYMEHTY FOPHIWYECKOW CHIIBI)
PEKBU3UTOB OTHOCSTCS:

- TIOZIITUCH;

- laTa TOKyMEHTa;

(Bapuanr:

- 11€4arh;)

- rpu yTBEpXkKAEHUS TOKyMEHTa;

- perucTpaloHHbIN HOMEp TOKYMEHTA.

[Tognuck  siBIsieTcst  OOsI3aTeNbHBIM  PEKBM3MTOM  JIIOOOro  JokyMmeHTa. IlpaBo moxmucu
MPEOCTABIAETCA JOHKHOCTHBIM JIMIIaM B COOTBETCTBHM C OpraHU3allMOHHO-PAaCIOPSAUTEIbHBIMU
nokymeHTamu MHcTHTyTa (YCTaBOM, TODKHOCTHBIMM MHCTPYKIMSAMM U T.I1.). OT umenu MHctutyTa
JOKYMEHTBI, KaK MPaBUJIO, MOAMUCHIBAET PEKTOP MM €ro 3aMecTUTeNn (IPOPEeKTOopsl). JJOKyMEHThI
CTPYKTYPHBIX TOJpa3/eIeHNil MOANMCHIBAIOT MX pyKoBoAuTenu. [maBHbIN Oyxranrtep WHcTHTyTa
MOJNUCHIBAET TOKYMEHTHl B COOTBETCTBUM CO CBOEH KOMIIeTeHIMEH Ha ocHOBaHUHM DenepanbHOro
3akoHa "O Oyxranrepckom ydere'".

[lonnmuce cTaBUTCS Ha TEPBOM DK3EMIUISIpE JOKYMEHTa, MpPH HEOOXOIMMOCTH (HampuUMep,
MOJNMCAaHUE KOHTPAKTA, JOrOBOPA) M HA APYTUX IK3EMIUIIPAX.

Jlatra 1oKymMeHTa - OJJuH U3 HanboJiee BaXKHBIX PEKBU3UTOB. OTCYTCTBHUE aThl HA TIOKYMEHTE JeNlaeT
JOKYMEHT JTU00 HeJeHCTBUTENbHBIM (HAIMP., TOBEPEHHOCTD ), TNOO MOXKET MPUBECTU K COKPAILEHUIO
CpOKa MCKOBOI TaBHOCTH MPU JOTOBOPHBIX 0053aTeNIbCTBAX.

(Bapuanr:

[leuaTs nprUMeHseTCS B LENSIX 3aBEpEHUS OAMNCH JOKHOCTHOTO JIUIa Ha HanboJsiee BaXKHbIX (B TOM
qucie (UHAHCOBBIX) TIOKYMEHTAX, CBUJETEIbCTBYET O MOUIMHHOCTHU JIOKyMEHTA U MPOCTABIISETCS HA
JOKYMEHTaX, W3JaHUE KOTOPBIX BJIEYET IOPUAMYECKHE WIM MaTepUalibHble IOCIEICTBUS IS
WuctutyTa (peopranusaiys, nepeaadya MaTepualibHbIX [IEHHOCTEH, YI0CTOBEpEHHE MTpaBa U T.11.).)

I'pu¢ yTBep>KAECHUS CBUIETEIBCTBYET O BBEJCHHMM IOKYMEHTa B JICHCTBHME, pacIpOCTPAHEHUU €ro
NeicTBUS Ha BceX paboTHMKOB HMHcTHTyTa. OO0s3aTeNhbHOMY  YTBEPXKICHHUIO  PEKTOPOM,



npezcenaresneM NpoQpCcor3HOro KOMUTETA B IPeIeax UX KOMIIETEHIIMY TOAJIeKAT:

- ycraB MHcTHTyTA;

- KOJUIEKTUBHBIN J0TOBOD;

- IITAaTHOE PaCIMCaHUE;

- aKThl IPOBEPOK, aKThl IIpUEMa-TepeIadH;

- IOJKHOCTHBIE MHCTPYKIIMH, UHCTPYKLIUU;

- CMETbI, OM3HEC-TIJIaHbl, OTYETHI U T.II. JOKYMEHTBHI.

PerucrpanmonHblii HOMEp CBHUIETEIBCTBYET O TOM, YTO JIOKYMEHT IPOIMIEN BCE CTaauu 00pabOTKH,
3aperuCTPUPOBAH U TEM CaMbIM SIBIISETCS OQUIMAIBHBIM 10KyMeHTOM MHCTHUTYTA.

4.1.1. Tekct cimyxeOHBIX JOKYMEHTOB JOJDKEH ObITh KPAaTKUM M TOYHBIM, HE JOIYCKAIOLIUM
pa3NUYHBIX TOJKOBaHWH. B mOKyMeHTax He ciefyeT ymoTpeOssTh MaJIOM3BECTHBIE COKpAIICHUS,
0003HaueHUSI.

4.1.2. ConepxaHue CiayKeOHbIX JIOKYMEHTOB HE JIOJDKHO IIPOTHUBOPEUUTH JIEHCTBYIOLIEMY
3aKOHOJIaTENIbCTBY.

4.1.3. OTBeThl Ha NOCTYNUBLINE JOKYMEHTHI CJIEyET MOJArOTaBINBATh B MUCbMEHHOM BUJIE TOJIBKO B
Clly4asiX, €CJIM MOCTaBJIEHHBIE BOIIPOCHI TPEOYIOT 0053aTeIbHOTO JOKYMEHTAIBHOTO 0(OPMIICHHUS.
4.1.4. BHeceHue B NOJANUCAHHbIE (YTBEPKICHHBIE) IOKYMEHTBl KakuUX-THOO J00aBICHUN WU
UCIPABIECHUH, MEHSIOIUX CYIIECTBO H3JI0KEHHOI'O B JOKYMEHTE, MOXKET IMPOU3BOIUTHCS TOJBKO
JIUIIOM, TIOANKCABILNM €TO.

4.1.5. Pexomenayercs umerb [uid WHCTHTyTa, €ro CTPYKTYPHBIX HOApa3AeiIeHUN, KOHKPETHBIX
JOJDKHOCTHBIX JIUI] CIIETYIOIIE BUBI OJTAHKOB IOKYMEHTOB:

- 001U OJIaHK;

- OJIaHK ITHCHhMa;

- OJ1aHK KOHKPETHOTO BU/1a JOKYMEHTa (32 UCKJIIOUEHUEM MHUChMa).

OOmmii 6;aHK MOXKET OBITh WCIONB30BaH JUISI COCTABJICHHS JIOOBIX BHIOB JOKYMEHTOB, KpOMeE
nuceM. PekoMeH1yeTcs BKIIIOYaTh B HETO CIIEYIOIUE PEKBU3UTHI:

- aMOnemy (norotun) UHcTUTYTA;

- HAMMEHOBAHME BBIIIECTOSAIIEH OpraHu3aliy;

- HauMeHoBaHue VHCTUTyTa MOJIHOE U COKPAIEHHOE;

- FOpUIUYECKUH aJIpec;

- TpadapeTHbIe YaCTH TaKUX PEKBU3UTOB, KaK JaTa U peruCTPallMOHHbBII HOMEP JOKYMEHTA.
PexoMmeHyeTcss Takke MNPOCTAaBIATH OIPAHUYMTENBHBIE YIOJKH U CIEAYIOIUX PEKBU3UTOB
JIOKYMEHTa:

- rpu¢ yTBEpXKICHUS;

- 3ar0JIOBOK K TEKCTY;

- OTMETKA O KOHTPOJIE.

bnank nuceMa conep:KUT peKBU3UTHI:

- HAMMEHOBAHME BBIIECTOSAIIEH OpraHu3aliy;

- HauMeHoBaHue MHCTUTyTa MOJIHOE U COKPAIIeHHOE;

- OKIIO, OI'PH, MHH, KIIIT

- cripaBOYHBIE JaHHbIe 00 MHCTHTYTE (TOYTOBBIN aapec, HoMepa TenedoHoB, HoMepa (pakcoB, aapec
ANEKTPOHHOM mouThl, Web-ctpanunsl B UaTepuere) (ITpunoxenue Ne 1).

Pexomennyercss BKIIO4aTh B HEro TpadapeTHble YacTH TaKUX pPEKBU3UTOB, Kak Jara,
PETUCTPALIMOHHBIM HOMEDP JOKYMEHTA M CChUIKA Ha JaTy U PETUCTPALMOHHBIA HOMEP BXOMSIIETO
JIOKYMEHTA; a TaK)Ke MPOCTaBIATh OTPaHUYUTENbHBIE YTOJIKU JJIs CIEIYIOIINX PEKBU3UTOB!

- aJpecar;

- 3ar0JIOBOK K TEKCTY;

- OTMETKA O KOHTPOJIE.

bnank KOHKpeTHOro BUa JTOKYMEHTa (32 MCKIIIOUYEHHEM MHCbhbMa) COCTABIISIETCS Ha OCHOBE OOLIETO
O7aHKa M JOMOJHIETCS HAMMEHOBAaHHEM COOTBETCTBYIOILETO BUJa AOKyMeHTa, Hanpumep "[Ipukas",
"Pacnopsixenue" u T.II.

4.2. OcHOBHBIE IpaBUIa OPOPMIICHUS JOKYMEHTOB.

4.2.1. K Tekcry HAOKyMEHTa COCTaBJISIETCS 3arojiOBOK, OTPAKAIOUIMKA KpaTKoe COAep KaHue



JIOKYMEHTA, KOTOPBIA MUIIETCS IMepel TEKCTOM CJieBa. 3arojoBOK OOBIMHO OTBedaeT Ha Bompoc "O
yem?".

Eciu B J0OKyMeHTE OTpa)X€HO HECKOIbKO BOIMPOCOB, 3aroJIOBOK MOXKET (HOpMYIHpPOBAThCS
000011IeHHO.

3arosoBOK (GOPMYIUPYETCS HETIOCPEICTBEHHO UCIIOIHUTENIEM IIPH MOATOTOBKE JOKYMEHTA.

He cocraBnsercs 3arojoBok K NHCbMaM, TEKCT KOTOPBIX HE IPEBBIIIAET IOJIOBUHBI CTPAHUIIBI, a
TaK)Ke B OTBETaX Ha MUChMa rpakJIaH.

4.2.2. B oTBeTax Ha MUChbMa OpraHU3alMN U MPEANPHUATHI 0053aTeIBHO JIENAETCs CChUIKA Ha JaTy U
HOMEp JTOKYMEHTa, Ha KOTOpbIi naeTcss oTBeT. Eciau qokyMeHT medaraercs Ha OJlaHKe, TO CChUIKa
YKa3bIBaeTCsl B CIIELMAIbHO OTBEICHHOM MECTe, a B JOKYMEHTE, HalledaTaHHOM He Ha OJaHKe, -
Iepe]] 3aroJI0BKOM MJIM TEKCTOM ITHMChMa.

4.2.3. Kaxaplii JOKYMEHT (3a HCKJIFOUEHHUEM ITUChMa) JOJDKEH UMETh Ha3BaHUE BHJIa, K KOTOPOMY OH
OTHOCHUTCS (IIPUKa3, IPOTOKOJI, aKT, JOKJIaJHAs 3alIUCKa U T.11.).

4.2.4. TekcT NOKYMEHTa MOXET OBITb Pa30OUT Ha pa3felibl, MOAPa3Aeibl, MYHKTHl U MOIIYHKTHI,
KOTOpBIE HyMepyloTcs apaOckumu mudpamu. Pa3nens IMEIOT CKBO3HYIO MOPSIKOBYIO HYMEpAIHIo,
OCTaJIbHbIE COCTAaBHBIE YACTH JJOKyMEHTA HYMEPYIOTCS IO MOPSIIKY B Mpeesiax KakI0oro pa3aena.

Hanpuwmep: 1.; 1.1.; 1.2.; 1.2.1.; 1.2.2.
2.:21.;22.:221.:2.2.2.

A03a11bl BHYTPHU MTYHKTA HE HYMEPYIOTCA.

[Ipu oTcyTcTBUU pa3fenoB BeCh TEKCT JOKYMEHTa MOXET OBITh pasfielieH Ha MYHKTHI, UMEIOIIHNe
MOPSIIKOBYIO HYMEPAILIHIO.

4.2.5. Tlpu W3rOTOBIEHHH TOKYMEHTOB Ha JIByX M Oojiee CTpaHHIIAX BTOpas U MOCJIEIYIOIIHEe
CTPaHUIIBI IOJKHBI OBITH TPOHYMEPOBAHBI.

Homepa cTpanuil mpocTaBistoTcsi HOCEpEANHE BEPXHETO MOJIs TUCTa apabckuMu [udpamu 6e3 cioBa
"cTpaHuLa" WK cokpauieHus "cTp." U 3HAKOB MPETUHAHUS.

JlomyckaeTcsi me4aranue JOKYMEHTOB C HCIIOIb30BaHUEM 000POTHON CTOPOHBI JTUCTA.

4.2.6. JlaToil TOKyMEHTa SIBJISIETCS JjaTa €ro MOMAMUCAHMS WIM YTBEPXKIACHUS, JUIsl IPOTOKOIA - Jara
3aceaHus, AN aKkTa - Jgara coObiTus. Ecnum  aBropamMu  JOKYMEHTa SIBISIIOTCS HECKOJIBKO
OpraHu3aIyii, TO 1aTOM TOKyMEHTA SBJSETCS HanboJiee MO3/IHss JaTa MOAIMUCaHUS.

Jlatry nokymeHTa oQOpMISIOT IU(GPOBBEIM CIHOCOOOM B CIEAYIOIIEH MOCIEIOBAaTENbHOCTH: CHb
Mecsa U Mecsn oQopMIISIOTCS ABYMsI MapaMu apaOCKux 1udp, pa3aeeHHbIMH TOYKOM, a TOJ
obo3HavaeTcst uyeTblpbMs Ludpamu, Hanpumep: 05.10.2017. Ilocne HamucaHUs IaTbl HU(POBBIM
crocoOoM He cTaBUTCS OykBa "T'" ¢ TOUKOW MITM MPOCTO TOYKA 32 UCKIIOUEHHEM CITydasi, KOT/Ia J1aToi
3aKaHYMBAETCS MPEAJIOKEHHE.

Jlonyckaetcst oopmileHHEe JaThl B CIEAYIOLIEH IMOCIEN0BATENIbHOCTU: IO/, MECHI, JAEHb Mecsla,
Hanpumep: 2017.10.05.

Jlomyckaetcst cioBecHO-IIUGPOBOM croco0 odopmileHHs] Aarbl, TPUH KOTOpOM mocie mudp,
0003HAYAIOIINX TO/1, 00s3aTeNIbHO CTaBUTCS OykBa "T"' ¢ TOUKOM MM CIIOBO "Tof", HAIpUMED:

10 oxTs10ps 2017 1.

4.2.7. Ecnu noKyMeHT HamedaTaH Ha OJaHKe, TO JaTa MPOCTaBIseTCs Ha MeCcTe, OTBEICHHOM [Tl Hee
B mTamne 61anka. Ha TakoMm e MecTe (BBEpXy CJ€Ba) CTaBUTCS Jara Ha BHYTPEHHUX JOKYMEHTAaX,
KOTOpBIE MeYaTalTcs He Ha OJIaHKax.

B noxymenTe, mojyiexkaiieM yTBEpKISHUIO, 1aTa CTABUTCS B CAMOM PEKBU3HUTE YTBEPIKICHHSI.

4.2.8. PeructpanMoHHBIA HOMEp JOKYMEHTa, COCTAaBIEHHOTO COBMECTHO JBYyMs H OoJjee
OpraHU3aMMsIMHU, COCTOUT U3 PETUCTPAIMOHHBIX HOMEPOB JOKYMEHTA Ka)XXJ0W U3 ITHX OpPTaHHU3aIlni,
MPOCTABISEMBIX YEPE3 KOCYIO UEPTY B MOPSAKE YKa3aHUS aBTOPOB B JOKYMEHTE.

4.2.9. ITpn NOATOTOBKE TOKYMEHTOB COBMECTHO C HECKOJIBKMMHU OpPraHM3alMsIMU CIEAYEeT UMETh B
BUTY, YTO BCE IK3EMIUISIPHI STUX JOKYMEHTOB JJOJKHBI OBITh MOATHHHUKAMH.

4.2.10. B xadecTBe ajapecara MOTYT OBITb OpraHU3aIlMU, WX CTPYKTYpHBIC TIOApAa3ACIICHUS,
JOJHKHOCTHBIC WM YacTHBIC ((u3udeckue) auma. HanMeHoBaHUS OpraHU3ald U €€ CTPYKTYPHOTO
MOJpa3/ieieHNs YKa3bIBalOT B UMEHUTEILHOM MaJieke, HallpuMep:



00O "Pomamxa"
Otaen kanpoB

HpI/I aApCCOBAHUN JOKYMCHTA PYKOBOIUTCIIIO (SaMCCTI/ITCHIO pyKOBOILI/ITCHH) OpraHvs3alnun yKa3bIBalOTCA B
AATCJIbHOM IaJCK€ HAMMCHOBAHUC NOJDKHOCTHU PYKOBOJAUTCIIA (BaMCCTI/ITeﬂﬂ pyKOBOI[I/ITGJ'IH), BKJIIOYAromice
HaMMCHOBAaHUC OpraHnu3aluv, 1 (1)3MI/IJ'H/I$I, WHUOHUAJIBI JOJDKHOCTHOIO JIMIAa, HAIIPUMCP!

Hupekropy Jlemapramenta oOpa3oBaHuUs
u Hayku TromeHckoi obmacTu

Paiinepy A.B.

[Tepen dhamMunueld TOJKHOCTHOTO JIUIA JOITYCKACTCS YIOTPEOISTh COKpalieHue "T-Hy" (rocoiuny),
€CJIM aJipecaT MY>KUMHa, WK "T-5ke" (TOCIOoXKe), €CIIM aJipecaT KEeHILMHA, HAllpUMEp:

1. r-uy UBanosy 1.O.

2. r-xe Upanosoit 1.0.

Ecnu nokyMeHT aipecyroT B HECKOJIIBKO OJHOPOJIHBIX OPraHU3AlMNA UM B HECKOIBKO CTPYKTYPHBIX
no/ipa3ieJICHUI OJJHOM OpraHu3aInu, TO UX CIIEAYeT YKa3blBaTh 0000IICHHO, HAITPUMED:

PykoBoguTensiM MyHUIIATIATBEHBIX
OpTaHOB yIIPaBJICHUSI 00pa30BaAHUS

TAOY TO «®Dusnko-mareMaTnyeckas
IIIKOJIaY
H.A. ®omuuesoit

B cocraB pexBuszuta "Azapecar" MokeT BXOAUTH MOYTOBBIA aJIpec. DJIEMEHThI aipeca YKa3bIBalOT B
MOCJIeI0BAaTEIbHOCTH, YCTaHOBIECHHOM [IpaBriiaMmu oka3zaHus yCIIyT MOYTOBOM CBS3H.

JIOKyMEHT He JOJDKEH coaepkarb Oosee yerblpex ajpecaroB. Crnoo "Komus" mepen BTOPBIM,
TpEThUM, YETBEPTHIM aJpecaTaMu He YKa3bIBatoT. [Ipu agpecoBannu JoKkyMeHTa 0oJjiee YeM B UEThIPEe
aJpeca, UCIIOTHUTENEM COCTABIIAECTCS CIHMCOK HAa PACChUIKY M Ha KaXJOM HK3EMIUISIpE JTOKYMEHTa
YKa3bIBa€TCs TOJIBKO OJHMH aJipec.

4.2.11. Ecam 1OKyMEHT ajpecyercs OpraHu3allliM, YKa3blBalOT €€ HaUMEHOBAHHUE, 3aT€M MOYTOBBIN
azpec, HarpuMep:

Penaxmus sxypuana "[1aBOyx"

B. CyxapeBckuii niep., a. 2/24
. Mocksa, 127051

Ecnun mucemo anpecyroT yacTHOMY ((pu3nueckomy) JHITy, TO YKa3bIBAIOT CHaudaja (amuius
HWHHUIINAJIbI, 3aTCEM ITOYTOBBIN anpec, HalpuMep:

WBanosy A.b.
yn. PecriyOnukwy, 1. 4, kB. 25,
r. Tromens, 625000

4.2.12. Tpud yTBEepkKACHUS TNPOCTABISAETCA HA JOKyMEHTaX, TpPEOYIOIIUX IOMOJHUTEIHHOIO
YAOCTOBEPEHUSI UX MOMNIMHHOCTH U JOCTOBEPHOCTH. JIOKYMEHTBI MOTYT YTBEpPkKAAThbCs
pykoBoauteneM MHcTuTyTa, €ro 3aMeCTUTENSIMU M JIPYTMMM JOJKHOCTHBIMH JIMLAMH, KOTOPBIM
JIeJIETUPOBaHbl COOTBETCTBYIOIUE ITOJIHOMOYHSL.



[Ipu yTBepkIEeHMM MOKYMEHTa IOJDKHOCTHBIM JIMIIOM Tpu( YTBEpXKACHUS TOKYMEHTa JOJDKCH
coctoath u3 cinoBa YTBEPXKJIAIKO (06e3 KkaBblueK), HaMMEHOBAaHHUS JIOJDKHOCTH JIMIIA,
YTBEP)KIAIOMIETO JOKYMEHT, €ro TMOANKWCH, WHHUIMAIOB, (QaMuWIMK ¥ JaThl yTBEPKICHUSA
(mpoctaBisercs OT pyKH), HallpuMep:

YTBEPXJIAIO

PexTop

TI'AOY TO AITO «TOI'IPPO»
MOIIHNCH O.B. PoiitOnar
ara

[Ipu yTBEepKIE€HUU TOKYMEHTA HECKOJIbKUMU JTOJHKHOCTHBIMU JIMIIAMU MX MOANKCH PACcHoiaraioT Ha
OJTHOM YpOBHE.

[Ipn yTBepkIE€HUU TOKYMEHTAa MPHKa30M, IPOTOKOJIOM, IIOCTAHOBJICHHEM, pEIICHHEM Tpud
yrBepxkaenus coctouT u3 cinosa Y TBEPXK/IEHO (YTBEPXIEHA, YTBEPX/IEH 6e3 kaBbiuek),
HAaUMEHOBAHMS YTBEPXKJAIOIIETO JOKYMEHTa B HMEHUTEIIbHOM IMaJieke, €ro Jarbl U HOMepa,
Harpumep:

YTBEPXJIEHO

[IpoToxon obmero

cOOpaHusI TPYIOBOTO KOJUICKTHBA
OT jara N

I

YTBEPX/IEHO

IIpuka3 Pextopa TAOY TO AITIO «TOI'MPPO»
OT jara N

I'pu¢ yTBepkaeHus JOKyMEHTa pacioaratoT B IPaBOM BEPXHEM YITTy JOKYMEHTA.
4.2.13. Ecnu AOKYMEHT HMMEET MpPHJIOKEHUS, TO OTMETKY O HaJU4YMM NPUIOKEHUS O(QOPMIISIIOT
CIIEIYIOIINM 00pa3zoM:

[Tpunokenue: Ha 3 1. B 2 9K3.

Ecmu JOKYMCHT HMCECT IPHUIIOKCHUEC, HC HA3BAHHOC B TCKCTC, TO YKAa3bIBAKOT €ro HAaMMCHOBAHMUC,
KOJIMYECTBO JIMCTOB M KOJUYCCTBO OK3CMINIAPOB. HpI/I HaJIn4Ynn HCECKOJIBKHX HpI/IJ'IO)KeHI/II\/’I Hnx

HYMEpPYIOT, HallpUMED:

[Ipunoxenne: 1. Popma N 2 Ha 2 1. B 1 3K3.
2. [osicuuTenbHas 3anucka Kk popme N 2 Ha 1 1. B 1 9K3.

Ecnm x AOKyMEHTy NpuiararoT APYyrol ITOKYMEHT, TaKK€ HMMEIOIUN IPWIOKEHHE, OTMETKY O
HAJIMYUH TPUIIOKEHUS 0(OPMIISIOT CIIETYIOIIUM 00pa3oM:

[Mpunoxenne: muceMo MHC Poccun ot 25.04.1999 N 03-58/45892
¥ IPUJIOXKEHHE K HeMY, Bcero Ha 15 1.



Ecnu npunoxeHre HampaBisSOT HE BO BCE yKa3aHHBIE B JIOKYMEHTE aJpeca, TO OTMETKY O €ro
HaJU4Iuu OPOPMIISIIOT CIIETYIONTUM 00pazoMm:

[Tpunoxenue: Ha 5 1. B 3 5K3. B IEPBBIU ajpec

Ecnu npuitoskeHust cOpONTIOPOBaHbI, TO KOJHUYECTBO JINCTOB HE YKA3bIBAIOT.
4.2.14. Tpud cormacoBanus nokymenra cocrout u3 cioBa COITIACOBAHO (6e3 kaBbIueK),

JOJHKHOCTH JIMLA, C KOTOPBIM COIIACOBBIBAETCS JOKYMEHT (BKJIIOYash HAMMEHOBAaHUE OPTraHU3alliN),
JUYHOM MOAMUCH, pacIN(POBKH MOANKUCH (MHULIHUATIOB, (haMUJIMK) U AaThl COTJIACOBAHMSI, HAIPUMED:

COI'NTACOBAHO
Pextop TAOY TO AITO «TOI'MIPPO»

Jlvunas noamuce  UM.O. dhamunus
Hara

Ecnu cormacoBaHue OCYIIECTBISIOT MUCHMOM, MPOTOKOJIOM H JIp., Tpu) cormacoBaHus 0(GOpMIISIOT
o cueayromieit popme:

COITTACOBAHO

[Iporokon 3acenanus
VYyenoro Cogera
ot 00.00.0000 N

Fpn(p COITIaCOBaHUA paclojiaraloT HHIKXE PEKBU3HUTA "HO,Z[HI/ICL" WJIKM Ha OTACIbHOM JIMCTC

coriaCoBaHMUs.
JIucTt cornmacoBaHus COCTaBIIIECTCA B ClIyvdasax, Kora COACPIKAHUC NOKYMCHTA 3aTparuBacT NHTCPCChI

HECKOJIbKMX OpraHM3allii, 0 YeM JielaeTcs OTMETKa Ha MecTe Tpuda coriacoBaHusl, HalpuMep:

JlucT cornmacoBaHus MpUIaraeTcs.
Ilommucs, mara.

Jluct cormmacoBanus ohopMIISIETCs 1O Clieaytolie hopme:

JINCT COI'JTACOBAHUA
Ha3BaHUE JIOKyMEHTa
COI'NTACOBAHO COI'NTACOBAHO
HauMEHOBaHUE JIOJHKHOCTH, HAaUMEHOBaHUE JIOJDKHOCTH,
OpraHu3alun OpraHu3aIuu
TTOJIITUCh, WHUITUAIIBI, (haMILTUS MOJIINCh, MHUIHAIIBI, (haMILTUS
00.00.0000 (mara) 00.00.0000 (mara)

4.2.15. BHyTpeHHee comnacoBaHHE AOKYMEHTa O(QOPMISIOT BU30H, KOTOpas BKJIIOYAET MOIMKCH
BH3UPYIOIIETO, pacmu(poBKy MOANMHUCH (MHULMANGI, (pamwimsi) W Aary; TpH HEOOXOAUMOCTH -

JOJIKHOCTH BU3UPYIOLLIETO.
[Ipu HanmuuMK 3aMeYaHUii MO TOKYMEHTY BU3Y O(POPMIISIOT CIETYIOIIUM 00pa3oM:



3aMedaHusl mpuIararoTcs
JInanas nogmuce  W.O. pamumus
00.00.0000 (mata)

Bu3pl mpocTaBisgIOT Ha SK3EMILIApax JOKYMEHTOB, OCTAIOIIMXCS B OpraHU3alluy, HUXKE MOIMUCH Ha
JULEBOM CTOPOHE IIOCIIEIHEr0 JINCTA JOKYMEHTa. I[IpOeKTbl MOCTAaHOBIEHUN, PpaCHOPSKCHUM,
pelIeHn KOJIErHalbHBIX OPTaHOB BU3UPYIOTCS Ha MEPBOM 3K3EMIUIsIpe Ha OOOPOTHOW CTOpOHE
MOCJIETHETO JIUCTA JOKYMEHTA.

4.2.16. B cocraB pexBusuta "[lognuce" BXOIAT: HAUMEHOBAHUE JOJDKHOCTH JIMIA, MOIMUCABIIETO
JOKYMEHT, €T0 JIMYHAs TIOANKCH U paciupoBKa MOIMUCH, COCTOSIIA U3 MHUIIHAIOB ¥ (haMuITuu.

B nmokxymenrax, odopmisempix Ha Omankax [AOY TO AIIO «TOI'MPPO» (mpukas3, muchmo),
JOJIKHOCTh YKa3bIBAETCsl COKpalieHHo: pektop, ciioBa [TAOY TO IITIO «TOT'MPPO» ne neuaratorcsi.
B nmokxymentax, odopmisembix He Ha Omankax [AOY TO AIIO «TOI'MPPOy», B cocraB moamucu
BXOJUT HAMMEHOBAHUE JOHXKHOCTH U OpPraHU3aliu.

[Ipu odopmiieHnn TOKyMeHTa Ha OJIaHKE JTOJKHOCTHOTO JIHMIA (€ClU CYIIECTBYET) MOMKHOCTh 3TOTO
JIUIIA B TTOANKUCH HE YKa3bIBAIOT.

[Ipy moamucaHuu AOKYMEHTa HECKOJBKUMH JOJDKHOCTHBIMHU JIMLIAMH UX MOJIMUCH PACIONararoT
OJIHY TIO/] IPYTO B MOCIIEA0BATEILHOCTH, COOTBETCTBYIOIIEH 3aHUMAeMON JTIOJKHOCTH, HAIIPUMEp:

Pekrop JMYHAas NOANUCH N.0. pammmus

I'maBHbI Oyxrantep JIUYHAs TOAMNNCH N.0. pamunus

HpI/I noAnmruCaHnn JOKYMCEHTA HCCKOJBKHMU JIMIIaMHU  PAaBHBIX JOJDKHOCTEH UX IOAMUCH
pacrojiararoTrcd Ha OAHOM YPOBHC.

B JOKYMCHTAX, COCTABJICHHBIX KOMHCCHeﬁ, YKa3bIBAlOT HE JOJIKHOCTHU JIMIL, MNOAIHCBIBAIOIINX
AOKYMCHT, a X 0053aHHOCTH B COCTaBE KOMHMCCHH B COOTBETCTBUHM C pacrpeacii€CHuEM, HaAIIpuMeEp:

IIpencenarens komuccun JIMYHAas OAIUCh N.0. pamunust
YieHbl KOMUCCHU JIMYHAas MOAIINCH N.0. pamunus
JIMYHAs! MOIITHCH N.0. pamumus
JIMYHAs! MOIITHCH N.0. pamumus

JIOKYMEHT MOXET ObITh MOJINMCAH UCTOIHSIOMIMM OOS3aHHOCTH JO0JKHOCTHOTO JIMIA C yKa3aHUEM
ero (Qaxkruyeckoil momxHOCTH M Qamuiauu. [Ipuy 3ToM He AomyckaeTcst CTaBUTH mpemior "3a',
HAJIMCh OT pyKH "3aM." WA KOCYIO 4epTy Mepe] HAMMEHOBAHUEM JOJKHOCTH.

(Bapuanr:

4.2.17. llewarp 3aBepseT MNOJJIMHHOCTb MOANUCH JIOJDKHOCTHOTO JIMIIA Ha JOKYMEHTaXx,
IIPEYCMOTPEHHBIX CHEUAJIbHBIMM HOPMAaTHUBHBIMH aKTaMU M YAOCTOBEPSIOIIMX IpaBa JIUL,
¢bukcupyroumx (HaxTel, CBsI3aHHbIE C PUHAHCOBBIMH CPEICTBAMHU.

JlokyMeHTHI 3aBepstoT nedarbio MHcTuTyTa. [leuars ciemyer mpocTaBisTh TaKUM 00pa3oM, 4TOOBI
OHa 3axBaThlBaJla YacThb CJIOB HAMMEHOBAHUS JIOJDKHOCTH JIMIA, MOIMHMCABILErO JOKYMEHT, WJIH B
yKa3aHHOM MECTE.)

4.2.18. Ilpu 3aBepeHUN COOTBETCTBHS KONMU JOKYMEHTAa NMOJUIMHHUKY HUXke pexkBusuta "[lonmuce"”
MPOCTABJISIIOT: 3aBEPUTENBHYIO HAANMUCH "BepHO"; MOMKHOCTE JinIla, 3aBEPUBIIETO KOIMHIO; JIMYHYIO

MOJMHKCH; pacIU(PPOBKY MOANUCH (MHULIKAIBI, (paMuiIns); 1aTy 3aBepeHHsl, HalpuMmep:

IMonmuce



Bepno
CrenuanucT O0IIEero oTaeia JInyuast moamnuce, D.N.0.
Jara

4.2.19. OrMerka 00 wucCHoJHUTENE BKIOYaeT daMunuto (Wid ¢GaMUIUI0, HWMs, OTYECTBO)
UCTIOJIHUTENS JIOKYMEHTa W Homep ero tenedona. OTMETKy 00 HCIOTHHUTENE pPAacHojiararoT Ha
JIMIIEBOH MK 00OPOTHOM CTOPOHE MOCIIEIHEr0 JIUCTA JOKYMEHTA B JICBOM HIKHEM Iy, HAIPUMED:

Cunopos I1.1. HTH Cunopos Ilerp MBanoBuq
(3452) 3258 79 325879

B nokymenTax, umeronmx rpu¢ OrpaHUyYeHHUs IOCTYIa, OTMETKa 00 HCIIOIHUTENE J00aBIseTCs
CBEJCHUSIMU O KOJMYECTBE OTIIEYATAHHBIX OJK3EMIUISIPOB JOKYMEHTA C YKa3aHHUEM aJpecaros,
HanpuMep:

Ucn. Cunopon

325879

OrtreuaraHo 2 3K3.

Ok3. N 1 - agpecary
OK3. N 2 - B IeN0 oTaena

Ileuaraercs Ha O60p0THOI>i CTOPOHC MMOCJICAHETO JINCTAa JOKYMCHTA.

4.2.20. OrmeTka 00 HCIOJHEHUWU JOKYMEHTA W HAIPaBICHUWU €r0 B JENO BKIOYAET CIEAYIOIIHNE
JAHHBIC: CCHUIKY Ha JIaTy ¥ HOMEp TOKYMEHTA, CBUJIETEIHCTBYIOIIETO O €ro UCIOIHEHUH, WIH TpU
OTCYTCTBHH TaKOTO JOKYMEHTa KpaTKHUe CBEACHUsS 00 MCIONHEHUH; ciioBa "B memo"; HoMep nena, B
KOTOPOM OYZIeT XpaHUTHCSI IOKYMEHT.

OTtmeTka 00 WCMONHEHUH AOKYMEHTA M HAMpaBICHUHM €r0 B JIEJO JOJKHA OBITh TOJIMHCAaHA U
JATUPOBaHA UCIIOJIHUTENIEM JJOKYMEHTA.

5. IOAT'OTOBKA 1 O®OPMJIEHME OPTAHU3ALIMOHHO-PACTIOPAIUTEJIBHBIX
JOKYMEHTOB (ITPUKA30B, [TIPOTOKOJIOB CJIY>KEBHBIX COBELLIAHNI)

5.1. TekcT mpukasa medaTaeTcsl Ha CHEIMaIbHOM ONaHKe W, KaK MPaBHIIO, COCTOUT M3 ABYX YaCTEM:
KOHCTaTUPYIOLIEN U PACIIOPAIUTEIBHOMN.

B koHCTaTupylomiei yacTi KpaTko M3NararoTcst GakThl U COOBITHS, TTOCTYKUBIIHE OCHOBAHHEM JIISI
W31aHuA MpUKa3a.

Ecnu npuka3 u3naercss Ha OCHOBAaHMM JIPYToro JIOKYMEHTa, TO B TEKCTE YKa3bIBAIOTCS J1aTa, HOMeEp,
MOJTHOE HA3BAHWE W M3JIAraeTcs COJIEpKAaHHME ATOTr0 JOKyMEHTa B 4HacTH, Kacawmieiica [AOY TO
HAIIO «TOT'UPPO».

3aro0BOK K TEKCTY 0(OpMIIIETCS MO PeKBU3UTAMU OJIaHKa CJIeBa cpa3y OT TPaHUIIBI JIEBOTO MOJISI.
OH numercst OOBIYHBIM MIPU(PTOM (HE KUPHBIMY») O€3 TOUKH B KOHIIE.

5.2. PacnopsiautensHas yacth npukasza HaunHaeTcs ciioBoM [IPUKA3BIBAIO, kotopoe neuaraercs
MPOMUCHBIMU OyKBaMU OTJIEIBHON CTPOKOH.

PacnopsiauTenpHas 4acTh JOJDKHA COAEP)KATh KOHKPETHBIE 3aJaHUs C YKAa3aHUEM HCIOJHUTENECH U
CPOKOB MCITOJIHEHUS.

Cpoxu TOJDKHBI TaBaThCs peasibHbIC, UCXOM M3 00heMa MOJIJISKAIIEeH BRIMTOTHEHUIO padOTHI, a TaKKe
C Y4eTOM BpEMEHH, HEOOXOMUMOTO I THPAXKHPOBAHHS, PACCHUIKH TOKYMEHTOB U JIOBEICHUS
3a/IaHMS 10 UCIIOJIHUTEIIS.

He nomyckaercsi M3MEeHEHUsI CPOKOB, YCTAHOBJIICHHBIX B JOKYMEHTaX, Ha OCHOBAaHHMHM KOTOPBIX
M3/1aeTcs MpUKas.



TekcT pacniopsIuTENbHON YaCTH pa3aenseTcs Ha MyHKTHI U MOAMYHKTHI.

B kaxnom nyHkTe (MOAMYHKTE) OJDKHO M3JIArarbesi TOJIBKO OJHO 3aJaHUE C OJHUM KOHKPETHBIM
CPOKOM HCTIOJTHEHHSI U YKa3bIBAIOTCSI KOHKPETHBIE UCTIOTHUTEH 3aJaHHUS.

B nmocneanem myHKTE mpHKaza yKa3bIBa€TCS CTPYKTYPHOE IMOAPA3EICHUE WIH JIOJDKHOCTHOE JIMIIO,
Ha KOTOpPOE BO3JIaraeTcs KOHTPOJIb 3a ucnojaHeHueM npukasza. (IIpunoxenue No 2)

5.3. Ilpu mnepeducicHUH WCIOTHHUTENCH B TMPUKA3ax IO OCHOBHON JEATEILHOCTH (haMUIiH
JOJHKHOCTHBIX JIMI MTUIIYTCS 0€3 MHULIUAJIOB.

B mpukazax o Ha3HauCHUSAX, MEPEMEIICHUSX W YBOJBHEHHSX PAOOTHHKOB, O TOOIIPEHHIX, O
HAJIOKEHUU aJMUHHCTPAaTUBHBIX B3bICKAHWM, O Ha3HAYCHUM IIEPCOHAJBHBIX OKIAJO0B M T.II.
YKa3bIBalOTCS aMUINK, UMEHA U OTYECTBA JIULI, IEPEUYHUCIICHHBIX B PUKA3aX.

Ecnu 3amanme B mpukase aJpecyercs CTPYKTYPHOMY IMOIAPa3ACICHUI0, TO (paMHIIus PYKOBOTUTEIS
MUIIETCS B UMEHUTEIBHOM MaJIeXkKe U NeuaTaeTcsl B CKoOKax, Harmpumep:

OO6mmit otaen (IlerpoBa) MOATOTOBUTS ...

Ecnu 3amanue agpecyercsi KOHKPETHO PYKOBOIMTEINO, TO (aMUJIMS MHUINETCS B JaTCILHOM IaJIekKe
0e3 CKoOOK, HarpuMep:

Hauansauky O61uero oraena IleTpoBoil moAroToBUTS ...

5.4. Panee wuznaHHble NpPUKa3bl NPU3HAIOTCS YTPATUBIIMMHU CHUJIy IIOJIHOCTBIO WM YacTUYHO
OJTHOBPEMEHHO C M3JIaHUEM HOBOTO JOKYMEHTa 10 TOMY k€ Bompocy. IlepeyeHp yTpaTuBIIUX CHUITY
JIOKYMEHTOB MOKET OBbITh JIaH KaK B TEKCTE, TaK U B MIPUJIOKEHUH K IIPUKA3Y.

Ecnu npuka3 moanexutT 4acTHYHOMY M3MEHEHHIO, B IPOEKTE JAaeTCs HOBAsl PelaKlMs U3MEHIEMOTO
IIyHKTa JJM0O 4acTH paHee U3JaHHOTO IIpHKa3a.

[Ipuka3, SBIAIOMIMACA [OMOJHEHHEM K paHee U3JaHHOMY, JIOJDKEH HMETh B  TEKCTe
COOTBETCTBYIOIIYIO CCHUIKY, HAI[PUMEp:

B nononnenue k npukazy pexropa " "ot 25.02.2017 Ne 45

5.5. VI3meHeHust U JOTIOJIHEHUS B paHee W3/IaHHBIN MTPUKa3 MOTYT OBbITh BHECEHBI IIPHUKA30M TOJIBKO 32
MIOAIKUCHIO PEKTOpA WM JIMLA, €r0 3aMEHSIOLIETO.

5.6. Ecnu x npuka3y uMeeTcs NpuiIoKeHre, TO Ha IEPBOM €ro JIMCTE B PAaBOM BEPXHEM YIVIy MUILIYT
cioBo "[IpunoxeHne" ¢ ykazaHMEeM paclopsIUTENbHOIO JOKYMEHTA, €r0 JaTbl U PEruCTPALlMOHHOIO
HOMeEpa, HaIlpuMep:

[Ipunoxenune
k npukazy pexropa [AOY TO AIIO «TOT'IPPO»
25.02.2016 Ne 23

Ecnm npunoskeHnii HECKOIBKO, YKa3bIBa€TCI HOMEP Kaxaoro (6e3 3Haka No).

5.7. 3aroyoBOK K IpHKa3y MevaTaeTcs Ha OTBEJICHHOM B CHEIIMAaIbHOM OJIaHKE MecTe, CIIeBa.

K mpukazam 1o TMYHOMY COCTaBY 3ar0JIOBKH HE COCTABIISFOTCS.

5.8. lo mpencTaBineHust Ha MOAMUCH MPOEKT MPUKa3a BU3UPYETCS MPOPEKTOPAMU IO HaIllpaBICHUSIM
NesITeIbHOCTH, IJIaBHBIM OyXrajaTepoM OTjiena OyXraiaTepckoro yuera u ((MHaHCOBOTO o0ecreueHus u
JIPYTUMH 3aUHTEPECOBAHHBIMU CTPYKTYPHBIMH MOJIPA3/IEIECHUSMH.

IOpucThl mpu BU3MPOBAaHWM TPOEKTA JTOKYMEHTA IPOBEPSIOT €ro COOTBETCTBHE JIEHCTBYIOIIEMY
3aKOHOJIATEJIbCTRY, & TAK)KE MPABUILHOCTh CCHUIOK HA HOPMATHBHBIE IOKYMEHTHI.

5.9. Busbl mpocTaBisiioTcs Ha 000pOTe MOCIENHEro JUCTa MOJIMHHUKA TMpHUKa3a Mo Ccleayromen

dopme:

[IpoekT mpukasa MoAroTOBIIEH (Ha3BaHWE TIOJIIICH PYKOBOIUTEIIS
CTPYKTYpPHOTO CTPYKTYPHOT'O OApPAa3ACICHUS
TOAPA3/ICIICHUS ) Jata



COI'NTACOBAHO:
IIpopexTop TTONITHCH nmata, W.0. bamumus

3aBenyromuii Kadenpoit TTONIITHCH nmara, W.O. pamunms

3aMedaHus IO MPOEKTy IMPHUKa3a U3JIararoTcs Ha 00OpOTe IMOCIENHEro JINCTa WM Ha OTACIbHOM
JIUCTE, O YEM Ha ITPOEKTE JEJIACTCs COOTBETCTBYIOIAsI OTMETKA.

B ciryuae BHeCEHUS MCIOIHHUTENIEM IOIPABOK M JONOIHEHUH MPOEKT MPHUKa3a CIeLyeT CONIacoBaTh
CO BCEMH, KTO BU3UPOBAJ JOKYMEHT paHee.

5.10. ®amunusa u TeneOH HMCIOTHHUTENS I€YATAIOTCS HAa JIMIEBOM CTOPOHE MOCIETHEro JIHCTa
MOJUIMHHYUKA BHU3Y CJIEBA, €CJIU HET MECTa - Ha 000pOTE MOCIEAHETO JINCTA [O/VIMHHUKA.

Pacchlika mprka3a yKa3bpIBaeTCsl TAK)Ke Ha 00OPOTHOM CTOPOHE MOCIIEAHET0 JIUCTa MOATHMHHUKA HIDKE
BH3 COIVIACOBaHMUS.

5.11. Ilpuxka3bl, u3gaBaeMble COBMECTHO C IPYIMMH OpraHU3alUsIMH, [1€4aTaloTCsl HE Ha OJlaHKE U
IIOJIUCBIBAIOTCS B HECKOJIBKHMX JK3EMIUIAPAX IOMAJUHHUKOB COOTBETCTBEHHO 4YHCIY aBTOPOB
JOKyMEHTA.

PykoBonuTenu CTpyKTypHBIX NMOAPA3AEICHUM BU3UPYIOT COOTBETCTBEHHO TOT JIK3EMIULP IIPHKa3a,
KOTOpBIA XpaHutcs B IHcTUTYTE.

5.12. Iloanuce B mpUKa3ax COCTOUT U3 COKPALICHHOIO HAUMEHOBAaHUS OJDKHOCTH, TMYHON MOIIIUCH
U ee pacu(poBKH, HATIPUMeEP:

Pexrop JINYHAas TIOAINUCH N.0. pamunus

5.13. TloagnucanHbie pyKOBOACTBOM IMPHUKA3bl B JICHb MOAMHCAHUS TiepenaroTcss B OOmmil otaen s
pETUCTpaLMK B CIIELUATIBHOM SKYPHAJIE U THPAXKUPOBAHUS.

[Ipuka3pl U31aI0TCA B CTPOTO OrPAaHUYEHHOM KOJIMYECTBE SK3EMIUIIPOB U PACCHUIAIOTCS TOJIBKO TEM
CTPYKTYPHBIM MO/Ipa3/ieleHUsM, KOTOPBIM OHU HEOOXOMMBI.

OTBETCTBEHHOCTh 3a ONpEAENeHUEe THpaka U IPaBUIBHOCTb COCTABJICHMSI PACCBHUIKM JOKYMEHTa
BO3JIaraeTcsl Ha HAYaJIbHUKOB CTPYKTYPHBIX I1OJIPa3/1€IEHHH, TOArOTOBUBIIUX MTPUKA3.

5.14. IIpoekThl MpUKa30B MO JUYHOMY cOocTaBy rotoBsTcss O6mum otaenom MHcTuTyTa.

B nmpukaszax 1o JMYHOMY COCTaBy BBOJAHAs YacTb MOXKET OTCYTCTBOBaTh. PacmopsauTenpHas 4acTb
IpHKa3za HadyuMHaeTcs 0003HayalolUM JEWCTBHE IVIarojoM: Ha3HAuuTh, OCBOOOJIUTH, INEPEBECTH,
HalpaBUTh, 3aT€M YKa3bIBalOTCS (aMHUIUS, UMs, OTUYECTBO JIMIIA, Ha KOTOpOE M3JaeTcs IpHKas,
NOJDKHOCTh, HAMMEHOBAaHUE CTPYKTYpPHOTO TMojpa3aeneHus. TekCcT 3akaHYyuBaeTCsl yKa3zaHUEM
OCHOBaHUS AJIs U3JaHUs NIPUKa3a.

@OopMyTUPOBKH B MpHKa3ax IO JUYHOMY COCTaBY JOJDKHBI TOYHO COOTBETCTBOBAaTh 1pyaoBOMY
konekcy P®. B cinyuasx, npeqycMOTPEHHBIX 3aKOHOAATENbCTBOM P®d, MOKyMEHTHI IO y4yeTy Tpyaa
COCTABJISAIOTCA MO YHUGUIUPOBAHHBIM (hopMaMm.

B npukazax mo JMYHOMY COCTaBYy COIVIAcOBATENIbHBIE BU3bl (PMKCHUPYIOTCS Ha JIMIIEBOM CTOpOHE
JNOKyMeHTa, HWke pekusuta "[lognuce".

5.15. Ilpuka3ssl 10 JUYHOMY COCTaBY PErMCTPUPYIOTCS, GOPMUPYIOTCS B JieNa OTIACIBHO OT JPYrux
MPUKA30B M HMMEIOT CAMOCTOSATENIbHYI0 HYMEpalUIO: K PErucTpaliOHHOMY HOMepy A00aBisieTcs
Oyksa "K".

5.16. IloqMMHHUKKM NPHUKA30B IO OCHOBHOM JEATEIBHOCTH W IO JUYHOMY COCTaBY XpaHATCA B
OOmem otzexne.

5.17. IlpunATHEe yOpaBICHUECKUX PEIICHUH W CaMU PEHIEHUS TOKYMEHTHPYIOTCS MNPOTOKOJIAMH
IIPOU3BOACTBEHHBIX coBellanuil y pykoBoactsa (IIpunoxenue Ne 3).



TekcT MpOTOKOIa COCTOUT U3 JIBYX YaCTEH: BBOJHOW U OCHOBHOM.

BBomHas 4YacTh COAEPKHUT TMOCTOSHHYIO HHpoOpManuio (clIoBa: TMpeacenareib, CEKperaph,
MPUCYTCTBOBAJIM) M TMEpPEMEHHYI0 (MHULMAIBI W (aMWIMKA Tpeacenarelis, CceKkperaps u
npucyrctBytomux). [Ipu OonblIOM KOMMYECTBE YYAaCTHUKOB COBELIAHUS COCTAaBJISETCS CIUCOK
MIPUCYTCTBYIOLINX, KOTOPBIA MpUJIaraeTcsi K MpoTokoiry. BBogHas 4acTh MpOTOKOJIA 3aKaHYMBAETCS
noBectkoi aHs. [locne cmoB "TIOBECTKA JIHA" craButcs nBoeroume. Bompochl moBecTku JHS
Hymepytorca. IlocienoBarenbHOCT  PACIONOKEHUS BOIPOCOB  OMpPENENsieTcs CTENEHBI0 X
BOXHOCTU. Bompockl mepeuucnsitoT B HMEHUTEIBHOM MaJieke, HAMMEHOBAHHE JOJKHOCTH U
(baMuIHIO TOKJIaAYUKa - B POAUTEIHLHOM MaJeKe.

OcHOBHasi 4acTb CTPOMUTCS B COOTBETCTBHUHU C BOIPOCAMM IOBECTKU IHS MO CXEME: CIyIaiu -
BBICTYIHJIN - TOCTAHOBWJIH (PEIIIIN).

[IpumeHsroTCs KpaTkasi 1 coOKpalieHHas (opMbl IPOTOKOJIOB, KOT/Ia He TpeOyeTcsl HOAPOOHOM 3amucu
Xoa OOCYXJEHHS BOIPOCOB. B mpoTokone kparkoil (OpPMBI YKa3bIBAlOTCS TOJIBKO CIHUCOK
MPUCYTCTBYIOILIUX, pacCCMaTPUBaEMbI€ BOIIPOCHI U MPUHSTHIEC PEILICHUSI.

5.18. Ilopsinok moaAroToBKy, 0(hOPMIIEHHMS, 3aKIIOUEHHS], PETUCTPALlUU U KOHTPOJIS 32 UCIOJHEHUEM
JIOTOBOPOB perntameHTupyercs npukazom pekropa FTAOY TO AITO «TOT'TPPO».

6. COCTABJIEHUE HOMEHKJIATYP JEJI U ®OPMUPOBAHMUE JIEJI
B JIEJIOITIPOU3BOJICTBE

6.1. CocraBnenrue HOMEHKIIATYp J1eJI.

6.1.1. B nensax mnpaBuibHOro (GOpMHpPOBAaHUS Jel B TEKYIIEM JeJIONPOU3BOACTBE, HX YueTa,
00eCIeYeHns] COXPAHHOCTH M OBICTPOrO MOWCKA JOKYMEHTOB CTPYKTYPHBIMH IOApPA3IesICHUSIMA
MHCcTHUTyTa €KEroJHO COCTABIIAIOTCS HOMEHKIIATYPBI JIeJl IO CTPOro yCTaHOBICHHOH (GopMme.

6.1.2. HomeHnknarypa fen - 3TO CUCTEMAaTU3UPOBAHHBIN MepeueHb KOHKPETHBIX HAaUMEHOBAHUU Jel,
3aBOJUMBIX Ha KaJEHAAPHBIA TOJ, C YyKa3aHMEM CPOKOB MX XpaHeHHs, O(OpMIICHHBIH B
YCTaHOBJIEHHOM HOPSJIKE.

6.1.3. Homenknarypa J1ei1 CTpYKTypHOTO HOJPA3AEICHUSI COCTABIIAETCA JIMIIOM, OTBETCTBEHHBIM 3a
JIeJIONPOU3BO/ICTBO, € TIPUBJICUYEHUEM cCleUUamucToB. OTBETCTBEHHOCTh 3a MPAaBHIBHOCTh
COCTABJICHUSI HOMEHKJIATYphI J1€]1 HECYT HAYaJIbHUKH CTPYKTYPHBIX ITOAPA3IEICHUMN.

6.1.4. Ha ocHOBaHMM HOMEHKJATyp Jel CTPYKTYpHbIX mnoapasaeneHuid OOummm  oTaesom
COCTaBIIIETCS CBOJHAs HOMEHKJaTypa Jen MHcTuTyra, KOTOpas B YCTaHOBIEHHBIE CpPOKH
COIVIACOBBIBAETCS C APXUBHBIMU OpraHAMH.

6.1.5. CBoHas HOMEHKJIAaTypa A€l COCTABIISETCS B COOTBETCTBUU CO CTPYKTypoi MHCTHTYTA.

6.1.6. B HOMEHKIATypy Jed CTPYKTYPHOTO TOApa3JeiIeHUs] TOJDKHBI ObITh BKJIIOUYEHBI BCE Jiefla U
JOKYMEHTBI, 00pa3yroliecs B 1eATebHOCTU TO/pa3/ieleHus. B HOMEHKIaTypy BKITIOUAIOTCS TaKxkKe
BCE€ CIIPABOYHBIE KAPTOTEKH, KYPHAJIbI U JPyTHe yueTHbIE (POPMBI.

6.1.7. Bce nena 10MKHBI UIMETh MHEKC, KOTOPBIM COCTOMT M3 YCIOBHOTO HH(POBOro 0603HaYEHUS
CTPYKTYPHOTO MOJpa3/IeieHHs], TOPSIKOBOIO HOMEpA JieJia IO HOMEHKJIaType.

6.1.8. B HOMeHK1aType yKa3bIBAalOTCSI HAMMEHOBAHUS (3ar0JIOBKH) JIElT.

3aroJoBOK JieJla B HOMEHKJIAType JIOJKEH OTpakaTh COJIEp)KaHuEe TOKYMEHTOB B HEM, ObITh KPaTKUM
Y KOHKPETHBIM.

3arojoBKM eI B HOMEHKJIAType pacrojararoTcs [0 CTENeHH BaXHOCTH BKIIIOYEHHBIX B HHUX
JOKYMEHTOB: OpraHU3alMOHHO-PACIOPSAIUTENbHbBIE JOKYMEHTHl OPraHOB T'OCYIapCTBEHHOM BIIACTH,
npukassl pykoBoactsa [AOY TO IIIO «TOI'MPPOy, nnaHel, OTYETHI, MPOTOKOJIBI, COIPABKA U T.J.
Jlena, cocrosimye U3 AOKYMEHTOB OJHOPOJHOTO COJEP/KaHUs, MOMELIAIOTCS PSIIOM: KBapTaJIbHbIE
OTYETHI CIIEAYIOT 33 TOIOBBIMH, MECSIYHBIE 32 KBAPTAIbHBIMHU.

IIpu cocraBneHMM 3aroJioBKa Jeja HAaUMEHOBaHHE TeMbl (TpeaMeTa, BONpPOCa) JOMOJIHAETCS
yKa3aHHEM poJa 3aBOAMMOIO Jiena (Marepuaibl, Mepenucka M T.J.), a TaKkke YTOUHSIOUIUMU
Cofiep’KaHue JaHHBIMU O KOPPECIIOHJEHTAX, AaTaX COOBITHI, YKa3aHHEM O MOJUIMHHOCTU UM KOITHH
JOKYMEHTOB U T.1.

Tepmun "Marepuansl" ynoTpebisieTcs B 3aroJIoBKe, Korja rnpeanosaraetcs 00beJHHEHUE pa3IMyHbIX
10 CBOMM BHJaM JOKYMEHTOB, OTHOCSIIMXCS K OIHOMY Bompocy. Tepmun "Marepuansl" momxeH



OBITh PACKPBIT MEPEYNCIIEHUEM OCHOBHBIX BUJIOB IOKYMEHTOB, U3 KOTOPBIX COCTOUT JIEIO.

Tepmun "Marepuansl" NpUMEHSAETCS Takke NpU OOBEIUHEHWH B OFHOM Jielie JOKYMEHTOB,
SBIISIOIIMXCA TPUJIOKEHHEM K KaKOMy-JIHOO Jpyromy JOKYMEHTYy, Hampumep: "Marepuanbl K
IIPOTOKOJIaM 3acefaHuil Y4eHoro cosera'.

Tepmun "Jleno" ynotpe0OisieTcsi B 3arojIOBKe MPH 3aBECHUN JTUYHBIX WA apOUTPaKHBIX JIE]I.

6.1.9. Cpoku xpaHeHHs JeJl 1 HOMepa CTaTell yKa3bIBalOTCS B COOTBETCTBHHM ¢ llepeuHeM THIOBBIX
VIOpPaBICHUYECKUX  apXHUBHBIX  JOKYMEHTOB, OOpa3yloluxcs B  Ipolecce  JesTelIbHOCTH
rOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBIECHHUS W OpraHu3aluid, C yKa3aHUEM
cpokoB xpanenus (yrBepxaeH [Ipukazom MunkyasTypsl Poccun ot 25.08.2010 N 558).

Cpoku xpaHeHusi neji, He ykazaHHbIX B [lepeuHe, ycTaHaBIMBAIOT CHELMAIUCTBI CTPYKTYPHBIX
MOJPA3ACICHUI COBMECTHO C 0OBEIMHEHHBIM apXUBOM.

6.1.10. Jlema, oOpa3oBaHHBIE B TNIPOIIECCE JEIONPOU3BOJACTBEHHOTO TOJa M HE BOIICAIINEC B
HOMEHKJIATYpy J€JI, BHOCATCS JIOIOJHUTEIBHO B COOTBETCTBYIOLIMI ee paszaen. C 3Toi Lenbplo B
Ka)XIOM pazjiesie HOMEHKJIaTyphl OCTABIISIOT HECKOJIBKO PE3ePBHBIX HOMEPOB.

6.1.11. HomeHknarypa Aen €XKErogHO IMEepPecMaTPUBACTCSA: YTOUHSIOTCS 3aroJIOBKH /€T M CPOKH
XpaHeHus, BHOCATCS HOBBIC Jiela, 3aBEICHHbIC B T€UeHUE Tofa. B aTux ciaydasx HOMEHKIIaTypa Jei
3aHOBO IE€PENEYaThIBACTCS U BBOAUTCS B IEHCTBUE C | sIHBaps TEKYILEro roja.

[lepBbiii 5K3EeMIUISIp HOMEHKJIATYPHI €T JOHKEH OBbITh 3aBHU3UPOBAH HauyaJbHUKOM CTPYKTYPHOTO
MOJpAa3/IEICHHUS.

6.1.12. B TedeHue Bcero cpoka NEHCTBUS HOMEHKIIATYpHI JIe] B HEl CBOEBPEMEHHO MPOCTABIISIOTCS
(B rpade "IIpumeuanus") OTMETKH O 3aBEICHUU LI, O IEPEXOA[IIUX JeNax (T.€. O IPOIOIDKSHUH 1T
C MPOILIOr0 TroAa Ha HOBBIA TOM), O BBIICICHHH K YHHYTOXKEHHUIO eI C UCTEKIIMMH CPOKaMH
XpaHEHus U JIp.

6.1.13. Ilepexomsmue (HE3aKOHUEHHBIE) JeNla CTPYKTYPHOTO TMOApPA3JEICHUS TMEPEHOCATCS B
HOMEHKJIATYpy J€Jl CIIEAYIOLIEro roja ¢ COXpaHEHHEM IE€PBOHAYAIBLHOIO JEIONPOU3BOJCTBEHHOIO
uHaekca. Hampumep, 101rocpovHbIe MIaHbL, Aefia O CTPOUTENbCTBE OOBEKTOB U T.1.

6.1.14. ITo okoH4YaHMU TOJ]a B KOHLIE HOMEHKJIATyphl )l IeJaeTCsl UTOroBas 3aluCh O KaTeropusx
KOJIMUECTBE 3aBEACHHBIX JIeJ, OTAEIbHO IOCTOSIHHOTO, J0JroBpeMeHHoro (cBeimie 10 ser) u
BpeMeHHOro (710 10 jieT BKIIIOUMTEIBHO) CPOKOB XpaHeHHs. MToroBas 3amuch 3aBepsieTcs, U OTH
CBEJICHHsI COOOIIAIOTCS B apXUB.

6.2. ®opmupoBaHue Jie7l.

6.2.1. Jlenma B TeKyleM JAEJIONPOU3BOJACTBE (OPMHUPYIOTCS B CTPOIOM COOTBETCTBHUH C
HOMEHKJIaTypO#l Jel.

6.2.2. Bce NOKYMEHTHI I'PYNIUPYIOTCA B JIeNa U XPAaHATCA O NEpelayd B apXWB B CTPYKTYPHBIX
noznpasaeneHusx Muacruryra.

B neno monmmuBaroTCs TOJIBKO MCIOJIHEHHBIE JOKYMEHTBI. VICIIONHUTENb CHUCBHIBAET MCIIOIHEHHBIE
nokymeHTsl "B neno N ", monaTBepikaasi 3TUM, 4TO BOIIPOC, OCTABJIEHHBIN B MHCHME, PEILEH.
Konuu 1oKyMeHTOB, IOAIINBAEMBIE B JI€NIA, 3aBEPSIOTCA.

6.2.3. HcnonHeHHbIE AOKYMEHTHI IOIIIMBAIOTCS B JE€JI0 B NOPSAJIKE PEIEHUs BOIPOCOB IO
XPOHOJIOTUH, aJ(aBUTy, HHACKCAIUN (HyMEpaluu), MpUYeM JTOKYMEHT-OTBET JOJDKEH CJIeJ0BaTh 3a
JOKYMEHTOM-3aIPOCOM.

6.2.4. B nena rpynnupyroTcs JOKYMEHTHI OHOIO JAEJIONPOU3BOJCTBEHHOIO I'0/ia, 33 UCKIIOUECHHEM
MEePEXOASIINX J1e], HEOOXOAUMOCTh POIOJKUTENILHOTO (POPMHUPOBAHHS KOTOPBIX O0JIee OIHOTO roja
BBI3BIBAETCSI XOJIOM PELICHHUs BOIIpOca (HapruMep, epCreKTUBHBIE TUIaHbL, JIMYHbBIE eNa U T.I1.).
JIOKyMEHTBI TOCTOSTHHOTO ¥ BPEMEHHOTO CpOKa XpaHEHUs CIIeyeT IPYIIUPOBATh B OTAENbHBIE Jiea.
6.2.5. Ilpu hopMupoBaHuu Aena He TOMYCKAIOTCS:

- HECOOTBETCTBHME 3arojioBKa Jiejla U €ro CpoKa XpaHEHMs HAa3BaHUIO U CPOKY XpaHEHHs IO
HOMEHKJIATYpE;

- HECOOTBETCTBUE COJIEpKAHUS TOKYMEHTOB 3aroJIOBKY Jena;

- 00beTMHEHNE B OTHOM JieJie JOKYMEHTOB C Pa3IMYHBIMU CPOKaMU XPaHEHHUS;

- MOAIIMBKA B JieJa HEUCIIOJIHEHHBIX JOKYMEHTOB, a TaK)Ke HE3aBEPEHHBIX KOMUM JOKYMEHTOB WM
Pa3pO3HEHHBIX IK3EMILUIIPOB JOKYMEHTOB;

- MOAIIMBKA B JieJIa ABYX WK 0ojiee 3K3EMIUIPOB OJHOTO U TOTO )K€ JOKYMEHTA, 32 MCKIIOUYEHHEM



T€X JOKYMEHTOB, KOTOpbI€ HMMEIOT KaKHe-TUOO pe30dI0IUU, BH3bI, OTMETKH, OTOJHSIOIINE
COJIEpKaHME TEPBBIX IK3EMILISIPOB;

- pa3oO01IeHue B JIeax 3alpocoB U OTBETOB;

- MO/IIIMBKA COMTPOBOAMTEIBHBIX TUCEM 0€3 MPHIIOKEHUH JINO0 06€3 OTMETOK O HHUX;

- TOJIIIMBKA JOKYMEHTOB C TOMETKOH '"MOIJICKHT BO3BpaTry" (MCIIOJIHEHHBIC JTOKYMEHTBHI C TaKOMH
MTOMETKOM JTOJIKHBI OBITH BO3BPAILEHBI B COOTBETCTBYIOIUE OPTAHU3AIIHH).

6.2.6. Kaxxmoe neno momkHO comepxkarb He Oosee 250 muctoB (TommmHa nena 30 - 40 mm). Tlpu
00NbIIOM 00BEME JIOKYMEHTOB IPOMU3BOIAAT JHOO XPOHOJOTHMYECKOE [EIICHHE KOMILIEKCa Ha
CaMOCTOSITEINIbHBIE JIeN1a, JTU00 JIeJIeHHEe BOIPOca Ha MOIBOIPOCHI.

6.2.7. O6n0oxKa Mpu 3aBEACHUM JeJ JOKHA OBITh OpOopMIIeHA B COOTBETCTBUU C YCTAHOBIIEHHBIMU
MpaBUJIaMHU.

6.3. Cucremaru3anus OTAEIbHBIX KATETOPHU TOKYMEHTOB.

6.3.1. IlopyueHust OpraHoB rocy1apCTBEHHON BIacTu (JOPMHUPYIOTCS B JIeNIa MO BHIAM JOKYMEHTOB U
KOpPECHOHJEHTOB. JIOKyMEHThI BHYTPH JIej1a PACcojaraloTcs B XpOHOJIOTHUYECKOM MOPSIIKE.

6.3.2. [Ipukassl rpynmupyroTcs B Jeia 10 HOMEpaM U XPOHOJIOTHH.

[Ipuka3bl 10 OCHOBHOM JIEATENBHOCTHU TPYIITUPYIOTCS OTAEIBHO OT MPUKA30B MO JTUYHOMY COCTABY.
6.3.3. IIpoTokosbl (hOPMUPYIOTCS B €TI0 B XPOHOJOTHICCKOM MOPSIKE U 110 HOMEPaM WIJIH OTICIIEHO
KaXXIbIH TIPOTOKOJI, B 3aBUCMOCTH OT €ro 00beMa U IOKyMEHTOB K HEMY.

JIOKyMEHTBI K 3aceaHusM TOMEIIAIOTCS TIOCJIE MPOTOKOJIOB B MOCIEIOBATEIIBHOCTH PaCCMOTPEHUS
BOIPOCOB HWJIU TPYIIIUPYIOTCS B OTJIEIBHOE JEIIO0 [10 HOMEPaM MPOTOKOJIOB 3aCEIaHUN.

6.3.4. [Inanbl, OTYETHI, CMETHI TPYIIIUPYIOTCS OTJAEIBHO OT MIPOEKTOB 3TUX JIOKYMEHTOB.

[1naHbl, OTYETHI, CMETHI JIOJKHBI OTKJIAIBIBATHCS B J€JIaX TOTO ro/a, K KOTOPOMY OHHM OTHOCSTCS,
HE3aBHCHUMO OT BPEMEHH MX COCTABJICHUS WJIM JAThI MOCTYIUICHHUS.

Hanpumep, otuer 3a 2016 ron, cocrapnennsiii B 2017 rogy, nomkeH ObITh moamuT B Aeno 2016 rona,
aH"e 2017 rona.

[Tnan Ha 2017 ron, cocraBienusiit B 2016 rony, dopmupyercs B nena 2017 roga, a ve 2016 rona u
T.II.

[lepcriekTHBHBIE TIJIaHBI, PACCUUTAHHBIE HA HECKOJIBKO JIET, (OpMUPYIOTCS B JeNie TIEPBOrO rojia ux
nevictBus. KoppeKTHBBI K TEPCIEKTUBHOMY IUJIAaHY OTHOCSATCS K TOMY TOMy, Ha KOTOPBIM OHU
cocTaBiieHbl. OTYETHI MO BBHIMOJIHEHUIO MEPCIEKTUBHBIX IJIAHOB (OPMHUPYIOTCS B J€Nie MOCIETHETO
roja IeWCTBUS ITHUX IIJIAHOB.

6.3.5. [lepenucka rpynnupyercs B Jieiia 3a Mepruo/i KaJIeHJapHoro roja.

B neno mepenucku mMOMEMIAOTCS BCE JOKYMEHTHI, BO3HHMKAIOIIME B XOJIE PEUICHHUs BOIMpPOCA.
[lepenucka cucreMaTu3upyeTcss B XPOHOJIOTHYECKOW MOCIEN0BATEIbHOCTH, MPU 3TOM JOKYMEHT-
OTBET IMOMEMIAETCS 32 IOKYMEHTOM-3aIPOCOM.

3anpoc 1 OTBET JOHKHBI OBITH MOAIIUTHI B OJTHO JEIIO.

6.3.6. JIoOKyMEHTBI B JIMYHBIX JI€JIaX PAcIoyiaraloTCs B CIEAYIOLIEM MOpSAIKe: BHYTPEHHSISI ONKCH
JOKYMEHTOB; 3asBIICHHE O MpHeMe Ha paboTy WU TPYIOBOW KOHTPAKT (IOTOBOp); HAIlpaBlIEHUE MU
MPE/ICTABJICHUE;, aHKETa; JIMCTOK MO Yy4YeTy KaJpoB; JOKYMEHTHI 00 0Opa30BaHWH; BBINMUCKU W3
MPUKA30B O HA3HAUYEHUH, MEPEMELIEHUHU, YBOJbHEHHUH, JONOJHEHUE K JUYHOMY JIUCTKY IO YYeTy
KaJIpOB, JOMOJHEHUE K JUYHOMY JENy IO Y4YeTy TMOOIIPEHHH, CIpaBKH W JIPYrHe TOKYMEHTHI,
OTHOCSIIIIUECS K JAHHOMY JIUILY.

Komnuu mpukaszoB 0 HallO)KEHNUH B3bICKAHUSA, O TTOOMIPEHUAX, 00 M3MEHEHUH ()aMUJIMU U T.JI. B CBSI3HU C
BHECEHUEM HTHX 3allHMCel B JOMOJHEHUE K JIMYHOMY JIMCTKY IO Y4YEeTy KaJpOoB B JIMYHOE JIENIO HE
TTOMETIIAFOTCHI.

6.3.7. CopaBku C MecCTa >KMTEJIbCTBA, MEIULMUHCKUE CHPAaBKU O COCTOSHHM 3I0POBbS U JIPYrue
JIOKYMEHTBI BTOPOCTENIEHHOTO 3HAaYCHUST (DOPMHUPYIOTCS OT/ICTBHO OT JIMYHBIX JIe]I.

6.3.8. JluneBble cueTa paboYnX U COYXKAIIUX TPYIIUPYIOTCS B CAMOCTOSTEIbHBIC JIeNia B TIpeaesax
rojia ¥ pacrojyiaratloTcsi B HUX Mo aln@aBuTy paMIIAi.

6.3.9. IlpennoxkeHusi, 3asBICHUS U KAJIOOBI TPaXKJIaH M OpraHu3anuii GOpMUPYIOTCS pa3eibHO.
Kaxmoe 3asBrnenue (okamoba) W JOKYMEHTHI IO €r0 PAacCMOTPEHHIO COCTABJISIOT B JIele
CaMOCTOSTENIbHYIO Tpynny. B ciiydae monydeHus B Te€UE€HUE OAHOTO AEJIONPOU3BOACTBEHHOTO To/ia
MOBTOPHOTO 3asBIC€HUsA (3Kajo0bl) MJIM BO3HUKHOBEHHUS JIOTOJIHUTEIbHBIX JOKYMEHTOB OHH



MTOMIIITMBAIOTCS B JAHHYIO TPYIITY JOKYMEHTOB.

6.4. lcnonb3oBaHue ¥ XpaHEHUE JOKYMEHTOB B TEKYIIEM JIEJIONPOU3BOICTBE.

6.4.1. JIoKyMEeHTBI U J€Ja C MOMEHTa WX 3aBEICHUS B JEJIOMPOU3BOACTBE W JO CIa4M B apXUB
XPaHATCS B CTPYKTYPHBIX MOJIPa3AeiCHUsIX B 3aKPBIBAIOIINXCA MKadax. B 1ensx ymydmeHus moncka
HY)KHBIX JIOKYMEHTOB Ha BHYTPEHHEH CTOpPOHE NBEpKH INKada IMOMEIaeTcs HOMEHKIIaTypa Iel.
XpaHeHue Jien B CTojlax He JOIMyCKaeTcsl.

6.4.2. 3psaTHE DOKYMEHTOB W3 JEJl TEKYIIETrOo ACIIONPOU3BOJICTBA MPOU3BOAUTCS C pa3pelICHUS
PYKOBOJICTBA CTPYKTYPHOTO Toipa3aesieHusi. JJokyMeHThI U3 /1€ BBIAAIOTCS MOJ1 PACIIUCKY B "JIHCTKe-
3amMeHuTene", KOTOphIid XpaHUTcs y cnernuanucta O61ero otaena.

6.4.3. Jluna, OTBETCTBEHHBIE 3a BEJICHHE JEIOMPOU3BOJCTBA, 00CCIIEUNBAIOT YYET M COXPAHHOCTh
JIOKYyMEHTOB. V3bsiTHE NOKYMEHTOB M3 JI€J MOCTOSHHOIO CpPOKa XPAHEHHs MOCJE 3aBEpUICHUS HX
JIEIOTIPON3BOACTBOM 3aMpPeIIaeTCsl.

7. IOAI'OTOBKA JOKYMEHTOB K ITOCJIEAVYIOHIEMY XPAHEHUIO
N NCITIOJIB3OBAHHMIO

7.1. DKxcnepTu3a Hay4HOH U MPAKTUUECKOM LIEHHOCTH JI0KyMEHTOB.

7.1.1. DkcnepTh3a UEHHOCTH JIOKYyMEHTOB - 9TO OINpeAeTeHHe MOIUTUYECKOro, HapOAHO-
XO3SHUCTBEHHOTO, COIMAIBHO-KYIBTYPHOTO W MHOTO 3HAYEHUS JIOKYMEHTOB B LIEIAX MX OTOOpa Ha
XpaHEHUE ¥ YCTAHOBJICHHS CPOKOB XpaHEHUSI.

7.1.2. DxcnepTr3a EHHOCTH JOKYMEHTOB OCYIIECTBIISECTCS MOCTOSHHO JEHCTBYIOIICH KCIEPTHOM
komuccueit TAOY TO ATIO «TOTUPPO» (OK).

7.1.3. IlepcoHanbHbI cOcTaB DKCIIEPTHOM KOMHMCCHUU YTBEp)KIAeTcsl MpUKa3oM pekTopa. B cocras
OK BKJIIOUAIOTCS CHEIUAIMCTHI CTPYKTYPHBIX Moapasaenenuit MuctutyTa.

B cBoeit pabore DK pyxoBoactByercst OcHoBamE 3akoHozarenbcTBa Poccuiickoit @eneparym 06
ApxuBHom ¢onae Poccuiickoit ®deneparnuu, I[lonoxxennem 006 ApxuBHOM (oHme Poccuiickoii
®denepaiiy, HOPMATUBHO-METOJUYECKUMH JOKyMeHTaMu PocapxuBa, NpuKa3aMH U YyKa3aHHUSIMU
pekropa TAOY TO AITIO «TOI'MTPPOw.

OK Opranuzanuu ocyuiecTBiIsIeT cieayromue QyHKIUM:

- paccMaTpHUBacT MPOEKTHl HOMEHKJIATYP J€JI CTPYKTYpPHBIX noApasaenennii Macturyra;

- OpraHu3yeT €XXEroAHbINA 0TOOP TOKYMEHTOB Ha XpaHEHUE U YHUUTOKEHHUE;

- paccMarpuBacT ONMCH Ha J€J1a TIOCTOSIHHOTO XPAaHEHHUs, 110 JINYHOMY COCTaBY M JOJITOBPEMEHHOTO
(cBbitie 10 neT) xpaHeHus;

- paccMarpuMBaeT M YTBEP)KIAET aKThl O BBIJCICHWHM K YHMUTOXCHHMIO J€JI, HE IOMJIEKAIUX
JalbHEHIIEMY XPaHEHUIO;

- paccMaTpuBaeT MPeUIoKeHNUs 00 N3MEHEHUU CPOKOB XPaHEHUS OT/IEJIbHBIX KaTeropuil JOKyMEeHTOB,
YCTaHOBJICHHBIX JEHCTBYIOIMMU MEPEYHSIMU JOKYMEHTAIBHBIX MaTepUaIOB CO CPOKAMU XpaHEHUS U
BBIHOCHUT PELLIEHUS O MPEICTaBICHUN ITHX IIPEUIOKEHUI HAa pACCMOTPEHHUE aPXUBHOTO YUPEXKICHUS;
- y4yacTBYeT B TIIOATOTOBKE U PACCMOTPEHHUU TIPOEKTOB NEPEYHEH [IOKYyMEHTOB, THUIOBBIX H
IPUMEPHBIX HOMEHKJIATYp AEN U JPYTrUX METOAMYECKUX MOCOOMH MO JIeTONpOM3BOACTBY M padboTe
apxusa [AOY TO AI1O «TOI'MPPO»

7.1.4. Ynensl OK c ydacTueM Apyrux CHELHUAINCTOB IPOBEPSIOT MPAaBUIBHOCTh IPOBEAECHHOTO
oT0Opa TOKYMEHTOB Ha XpaHEHHWE M YHHUYTOXEHHE IyTeM MPOCMOTpa OMHCEH, aKTOB U TOKyMEHTOB.
HenocpencrBenHbli 0TOOp JOKYMEHTOB MPOU3BOAUTCS paOOTHUKAMH CTPYKTYPHBIX MO/pa3/ieieHuH,
OTBETCTBEHHBIMHU 3a JIEIONPOU3BOACTBO, U paOOTHUKAMH apXHBa.

7.1.5. OT60p TOKYMEHTOB H JIeJl K YHUUTOXKEHHUI0 opopmMisieTcs akToM. AKThI paccmarpuBatores JK,
MIOMMKUCHIBAIOTCS TIPE/IcearTesieM, €€ WICHaMH W YTBepkaaroTcs pykoBoiactBom [AOY TO MAIIO
«TOT'UUPPO».

7.1.6. Jlena, mnoxanexamye YHUYTOXKEHUIO, OPraHU30BaHHO CHAIOTCA Ha TepepaboTKy WM
YHUUYTOXKAIOTCS C TOMOIIBI0 CHeluanbHbIX MamuH Ttuma "Shreder" He MeHee YeMm JByMs
pabotHukamu MHCTUTYTA.

CamoBonpHOE, 0e3 BeZJOMCTBA apX1Ba, YHUUTOXKECHUE JTIOOBIX KaTErOPHi TOKYMEHTOB COTPYIHUKAMU
HNucturyra He nomyckaetcs. B coorBercTBHM co cT. 27 denepanpHoro 3akoHa "OO apXUBHOM Jieje B



Poccuiickoit ®enepanuu’ 3a HapylIeHHE 3aKOHONATENbCTBA, B TOM YHCIE 3a YHUUYTOXXCHUE
JIOKYMEHTOB B HapyIllIeHHE YCTaHOBIEHHBIX [lepedHemM CpoKOB XpaHEHHS JOKYMEHTOB, JOKHOCTHBIE
JIUIa, OTBEYAIOIME 32 COXPAHHOCTh JOKYMEHTOB, HECYT YIOJIOBHYIO, a AIMUHUCTPATUBHYIO U UHYIO
OTBETCTBEHHOCTb, YCTAHOBJIIECHHYIO 3aKOHOIATEIBCTBOM PD.

7.2. Odopmienue aen.

7.2.1. Odopmienue nena BKIOYAET B ceOs KOMIUIEKC pabOT MO ONUCAHMIO JielNa Ha OOJIOXKKE,
OpOILIIOPOBKE, HyMEPAaLlUU JIUCTOB M COCTABJICHUIO 3aBEPUTEIHLHON HAIMKCH.

7.2.2. Jlena mOCTOSITHHOTO U JIOATOBPEMEHHOTO XpaHeHus (cBbiiie 10 JieT) MoAIIMBaOTCS B TBEPAYIO
OOJIOXKKY, JINCTHI HYMEpYIOTCS. B KOHIIE Jie/1a Ha OTJEIbHOM JIUCTE CTAaBUTCS 3aBEpPUTENbHAS HAAMKCh
(popmar nucra A4). B Heli ykasbiBaeTcs mudpaMu U MPONHCHI0 KOJMYECTBO MPOHYMEPOBAHHBIX
JUCTOB, OrOBApUBAIOTCA OCOOCHHOCTH HyMepaluH, (U3MYEeCKOr0 COCTOSHUS JIOKYMEHTOB.
3aBepuTenbHAasl HAAMKCH MMOJMNUCHIBACTCA JIMIIOM, COCTABUBIINM €€, C yKa3aHUEM JOKHOCTH U JaThl
(ITpunoxxenue Ne 4).

Jlena BpemeHHOro XpaHeHus (10 10 neT BKIIOUMTENBHO) O(OPMIISIOTCS YIPOILIEHHO: OHU HE
MIePETIETAOTCS, JIUCTHI B HUX HE HyMEPYIOTCS, 3aBEPUTEIIbHAS HAAMMNCh HE COCTABIISAETCS.

7.2.3. B mporuecce TpynmupoBKHA IJOKYMEHTOB B Jiejla MOCTOSHHOTO XPaHEHHUS PEKOMEH]yeTcs
COCTaBJIAITh BHYTPEHHIOIO OINKCHh JIOKYMEHTOB, HAaXOASIIUXCAd B Jeie. BHyTpeHHSs onuch
MoMelaeTcsi B Hayane Jena. B Hell ykas3plBaloTCA Jarbl UM HMHAEKCHl JOKYMEHTOB, KpaTKoe
cofiepaHue, HOMepa JUCTOB B jeje. JIMCThl BHYTPEHHEW ONUCH HYMEPYIOTCS OTIENbHO, HX
KOJTMYECTBO 00O3HA4YaeTCs B 3aBEPUTEIBHONW HAIMUCH IOCNIE OOIIEr0 KOJIMYECTBA JIMCTOB Jiena
(ITpunoxxenne Ne 5).

7.2.4. Jluctel B Jiene TMOCTOSIHHOTO U JIONTOBpeMEeHHOro (cBwimie 10 5eT) XpaHeHUss HyMepyroTcs
YEepHBIM rpapUTHBIM KapaHIAIIOM C COOIIOACHNEM CIISTYIOIUX MTPABUIT:

7.2.4.1. Homep nucTta mpocTaBisieTCs B MPAaBOM BEPXHEM YLy, HE 3aeBas TEKCTa JOKyMEHTa
(0OGopoTHasi CTOPOHA JIMCTA HE HYMEPYETCS).

7.2.4.2. @®otorpaduu W Apyrue UIUIIOCTPUPOBAHHBIE MaTepuajibl HYMEpYIOTCS Ha OOOpOTHOM
CTOPOHE B JIEBOM BEPXHEM YIIIY.

7.2.4.3. TlonmwuTele B Jena JOKYMEHTbI, MMEIOUIMEe COOCTBEHHYIO HYMEpalUio, B TOM 4YHCIE U
NevaTHbIe U3JaHNs], HyMEpPYIOTCS B 0011IeM TOpSIKE.

7.2.4.4. Hymepanusi JIMCTOB J€J, Pa3lEIE€HHBIX Ha TOMA, MPOU3BOAUTCSA Pa3[ebHO MO KAXKIOMY
TOMY.

7.2.4.5. O00KKH A€ TOJIKHBI ObITh O(OPMIICHBI B COOTBETCTBHM ¢ 00pasioM (ITpunokenue Ne 6).

7.2.4.6. Ha o0s0oKy nieia ¢ JOKyMEHTaMM MOCTOSHHOTO WJIM JIOJITOBPEMEHHOTO CPOKOB XpaHEHMs
(cBpimre 10 7eT) BEIHOCSTCS CIEYIONTNE CBEICHUS:

- Ha3BaHue MHCTUTYTA;

- HAMMEHOBaHHE CTPYKTYPHOTO MO/Ipa3eeHUS;

- UHJIEKC JIeJla IO HOMEHKJIaType eIl

- 3aroJIOBOK JIea;

- HOMEp TOMa, €CJIU JIEJIO COCTOUT U3 HECKOJIBKHUX TOMOB;

- KpaliHue JaThl Jena (1aThl Hayaia U OKOHYaHHUS JIelia);

- KOJIMYECTBO JIMCTOB, HAXOSAIIUXCS B JIETE;

- CPOK XpaHEHHs.

Hagmucu Ha 0070kKax 1ed MOCTOSHHOTO U JOJITOBPEMEHHOTO XPAHEHHsS CIEAYeT MPOU3BOIUTH
YETKO, CBETOCTOMKIUMH YEPHUITIAMHU.

OOnoXKHU J1el1 BPEMEHHOTO XpaHeHUs] 0OPMIISIOTCS TaK K€, KaK M MOCTOSHHOTO XPaHEHUs, C TOU
pasHuIeH, 4TO Ha 00JI0’KKY BBIHOCUTCSI KOJIMYECTBO JIMCTOB B JIEJI€ U HE YKa3bIBAIOTCS KpaliHUE JaThl
3aBeJICHUS] M1 OKOHYAHUS Jiea, a 0003HAYAETCS TOJIBKO T (POPMHUPOBAHUS JieTIa.

7.3. [lepenaua nen Ha xpanenne ['AOY TO IIIO «TOTI'IPPO».

7.3.1. B apxus '”AOY TO AIIO «TOI'MPPO» nepenatorcs Aena MNOCTOSHHOTO U JOJITOBPEMEHHOIO
(cBbimie 10 yieT), BpEMEHHOTO CpOKa XpaHEHHsI HE MEHEe YeM uYepe3 T'oJl MOcje 3aBepUIeHHs WX B
TEKyIIIeM JeJIONpon3BoACTBe. Jlena BpeMeHHOTro cpoka XpaHeHus (o 10 yiet) mepemaroTcsi B apXuB
[0 YCMOTPEHHIO PYKOBOJICTBA U CTENIEHU 3arpyKEHHOCTH apXUBOXPAHWIIUIIIA.

7.3.2. Cnaya nen B apxuB [AOY TO IO «TOI'MPPO» ocymecTBisieTcss IO YTBEPKICHHOMY



rpaduxy.

7.3.3. ApXuB IpUHUMAET TOKYMEHTHI Ha XpPAHEHHUE MO CAATOUYHBIM OIHUCSAM OTAEIBHO IOCTOSHHOIO U
BPEMEHHOI'O CPOKOB XPAHEHUS B 2-X DK3EMIUIAPaX.

Ecnu otnenbHble nena HEOOXOOMMO OCTaBUTh B JICJIONPOM3BOACTBE JUISI TEKyIIeW padoTHl,
cneupanucet OOmero otnena odgopmiser BblJady 3TUX [l BO BPEMEHHOE II0JIb30BaHHE
CTPYKTYPHOMY I10/Ipa3AcICHUIO.

CrienmanucT pacyChIBAacTCs B IIPUEME €Il Ha BCEX DK3EMILIAPAX CIATOYHBIX OIUCEH, yKa3bIBas ATy
IIpYUEMa U KOJIMYECTBO MPUHATHIX AEII.

OnuH 5K3eMILISIp ONMUCE BO3BpAIlACTCsl CAATYMKY, OCTaldbHble ocTaloTcs B apxuse [AOY TO AIIO
«TOT'UPPO».

7.3.4. Bpimaua Jen BO BPEMEHHOE IIOJIb30BaHHE PAOOTHHKAM CTPYKTYPHBIX MOApa3eeHHUN
HMHucTuTyTa NpOM3BOAUTCS HA OCHOBAaHUM CIIELUAIBHOIO 3aIpoca.

Beinaua gen opopmitsiercs pacnuckoid pabotHuka MHCTUTYTa M COOTBETCTBYIOIIEH 3alMChIO B KHUTE
ydeTa BbIIauH )l U3 apXHUBa.

Jlena BBIAIOTCSI HA CPOK HE OoJiee OAHOTO Mecsna. PaOOTHUKHM CTPYKTYpHBIX MOAPA3ACICHUNA HECYT
OTBETCTBEHHOCTh 3a CBOEBPEMEHHBI BO3BpaT JOKYMEHTOB, BBIIAHHBIX APXUBOM BO BPEMEHHOE
I10JIb30BaHUE.

7.3.5. CoTpygHMKaM OpraHM3aluil U NPENIPHUATHH, a TAaKKe YacTHBIM JIMIAM O3HAaKOMIICHHE C
JOKYMEHTaMH, XpaHALIUMUCS B apxuBe, paspemaercs pykoBojactsoM [AOY TO JIIO «TOI'MPPO»
II0 CONIACOBAHMIO C HAYaJIbHUKOM COOTBETCTBYIOLIETO CTPYKTYPHOTO INOAPA3AEICHUS U TOJIBKO I10
[IMCbMEHHOMY 3a1pocy.

7.3.6. ApXMBHBIE CIIPaBKHM, KOIMH JOKYMEHTOB M BBIIMCKM M3 JIOKYMEHTOB BBIIAIOTCS IIO
MMCbMEHHBIM 3allpOCcaM YUPEKJIEHUHN U rpakJIaH.

7.3.7. Cneumamuct obmiero otaena ['AOY TO IO «TOT'MPPO» 00s3aHbl KOHTPOIMPOBAThH
COCTOSIHME U MOPSAJIOK XPaHEHHUsI J1eJ1, BbIIaHHBIX BO BPEMEHHOE I10JIb30BaHUE.

7.4. ObecnieueHre COXPAaHHOCTH JOKYMEHTOB.

7.4.1. CoTpyaiHUKH, OTBETCTBEHHbIE 3a BEJEHHE JEJIONPOU3BOJICTBA, JODKHBI 00ECIIEUUTDH
COXPaHHOCTb IOKyMEHTOB.

Jlena ¢ MOMEHTa 3aBEe/IEHUs UX B JIEJIONPOU3BOACTBE U /10 CAAYM B apXUB WJIM YHUUTOKEHHUS MOTYT
XpaHUTbCS Kak B pabouyux KOMHAraX, TaKk M B CIHELHUAJbHO OTBEJCHHBIX MPUTOJHBIX H
3aKpBIBAIOLINXCS TOMEUIeHUX. Jlea moMenaroTesl KopelKkaMu HapyXy B 3aKpbIBarOIIUXCs MmKadax,
NPEJOXPAHSIOMUX JTOKYMEHTBI OT BO3JEHCTBHS IMbUTH U COJIHEYHOIO CBETAa U 00ECHEeUMBAIOIIUX HUX
COXPaHHOCTb.

7.4.2. N3psiTHE U BBIJaYa KaKUX-TMOO JOKYMEHTOB M3 JIeJl IOCTOSHHOTO XpaHEHUs He pa3pelaeTcs.
B UCKITIOUUTENBHBIX CIy4yasX TaKoe M3BATHE MPOU3BOAMTCS C paspemieHus pykoBoactsa [TAOY TO
JATIO «TOT'UPPO» c oOs3aTenbHBIM OCTAaBICHHEM B Jiejie TOYHOM 3aBEPEHHOH KOMHHU H3BSATOTO
JOKYMEHTA U BJIOXKEHHEM aKTa O MPUYMHAX U3bITUS MTOJIMHHUKA.

7.4.3. B TeueHue AeI0MPON3BOICTBEHHOTO I0/1a Ha BBIJIAHHOE MPU CITY)KEOHOH HEOOXOIUMOCTH €TI0
3aloJIHAETCS KapToyka-3aMecTuTesb. B Hell yKa3bpIBalOTCsl CTPYKTYpHOE IMOJpa3/ielieHue, HOMEp
Jienia, ata ero BbIAa4M, KOMY BBIIAHO JIEJI0, JaTa €ro BO3BpAIleHUs, IpelycMaTpUBatOTCs rpadbl Is
PacmuCcoK B MOJIyYEHUH U pUEMeE JieIa.

8. TIOPAJOK INTPUMEHEHU A [TEYATU 'AOY TO AIIO «TOTUPPO»

8.1. Kpymoii neuarsto TAOY TO AIIO «TOI'MMPPO» nonreep:kaaeTcst MOANNUCH PYKOBOIUTEINS, €TI0
3aMECTUTENs], UCTIOIHSIOMIETO OOs3aHHOCTH, PACHOPSAUTENS KpeauTa WIM JIML, UMEIOUIUX IMpPaBo
COBEpIIEHHS (PMHAHCOBO-XO3AWCTBEHHBIX ONEpaluii M0 HAIPaBICHUSAM JEITEIbHOCTH, U 3aBEPSIIOTCA
OTJEJIbHbIE BU/IbI IOKYMEHTOB.
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O6pasen opopmiteHUs CITy’)KeOHOTO TUChMa™®

JlemapTaMmeHT 00pa30BaHUsl M HAYKH Hupekropy Jlenapramenra

TroMeHCKOM 00J1acTH

0o0pa3oBaHus U HAyKH TIOMEHCKON

I'ocynapcTBeHHOe AaBTOHOMHOE 00pa30BaTeIbHOe o0acTu

yupexnenne TromeHckoi o0acTn

JAOTOJTHUTEIBHOT0 MPogecCHOHAIBLHOTO 00Pa30BaHUs .
o N " A.B. Paiinepy **
«TlOMeHCK](ll/I OﬁﬂaCTHOI/l FOC)’I[apCTBeHHbII/I b py
HHCTHTYT Pa3BUTHS PETHOHAJBLHOI0 00Pa30BaHU»

(FAOY TO AITO «TOI'UPPO»)
Coserckas yi1., 1.56, Tromens, 625000

Ten./pakc: (3452)39-02-27

E-mail:info@togirro.ru; http://www.togirro.ru

OKIIO 44715645/ OI'PH1037200575653
WHH 7202068371 /KIIIT 720301001

No

Ha Ne oT

*kk

YBakaembIii Anekceit BnagumupoBua! **

TroMeHckuit 00J1aCTHOM TOCYAapCTBEHHBIM WHCTUTYT Pa3BUTHSA PETHOHAIBHOTO

o0pa3oBaHUs HamNpaBIseT MPEIIOKEHUS Il (GOPMUPOBAHUS TOCYAAPCTBEHHOTO
3aganusg ['TAOY TO JI10 «TOI'MPPOy» na 2017 ron.

[Ipunoxenue: Ha 10 1., B 1 2K3.

C yBaxeHHEM,
PexTop

*

Jokyment neuaraercs 13 win 14 pazmepom
mpudTa Times New Roman uepe3 oxunapHbIii
WJIM TOJYTOPHBINH MeKCTPOYHBbII HHTepBaJI.
MuHuMaJbHBIH pa3mep noJjen

aokymenra: 20 MM —JjieBoe; 10 MM — nipaBoe;
20 MM — BepxHee; 20 MM — HMKHee.

*%k

Jomyckaercs ¢pamuianio agpecara

1 UMsl, 0TYeCTBO B 00pPaIleHUH NMeYaTaTh
NMPONMCHBIMHU OYKBaMHU:

A.B. PAWIJIEPY;

AJIEKCEN BJIAJJUMUPOBHY

(He KomyckaeTcsi NPUMeHeHHe MOy KHPHOTo
WJIH KYPCHBHOT0 Ha4YepTaHus).

O.B. Poiironar

*k*k

CchlIKY Ha AaTY M perucTpauuoOHHBIN

HOMep T0KYMeHTa, Ha KOTOPBIi AaeTcs OTBET,
MO’KHO YKa3aTh B TEKCTe MUCbMA WJIM IIePeHeCcTH
€ HOCTYNHBILEr0 JOKYMEHTa BPYYHYIO
(Hame4yaTaTh HA KOMIIbIOTEpe) Ha OJIaHKe

HHZKe PEKBU3UTOB «JlaTa nokymeHTa»

U «PerncrpanuoHHbINA HOMep JOKYMEHTay.


mailto:togirro@tmn.ru

Mapuenko Mapuna OpreBna
3452 59-83-98

[Tpunoxxenune Ne 2 k 1. 5.2.
Oo6pa3zen mpukaza™

['ocynapcTBeHHOE aBTOHOMHOE 00pa3oBaTelibHOE YUpekIeHne TIoMEeHCKOW 00macTu
JOTIOTHUTEIBHOTO MPO¢deCCUOHATBFHOTO 00pa3oBaHus « TFOMEHCKHI 00JaCcTHOM
rOCYJapCTBEHHBI MHCTUTYT Pa3BUTHSI PETHOHAILHOTO 00pa30BaHUS
I'AOY TO AITIO «TOI'TPPO»

[TPUKA3

Tromedb
O npoBeIeHUU MEPOTIPUSITUIA

B cBsa3u ¢ nposenenuneM Mepomnpusituii «lllkona CoBpemennoro PykoBomutens», VIII-oit
Bceepoccuiickoit  HayuHo-mpakTHueckoil — koHpepeHiuu — «Crenuduka — 1MeIarorudeckoro
oOpazoBanus B peruonax Poccuny», nocesamennoi 70-neturo TOI'MPPO

[NTPUKA3BIBAIO:

1. TIIpoBectu 16-17 pexabps 2015 roma wmeponpusituss «lllkona CoBpeMeHHOTO
PyxoBonutens» u VIII Bceepoccuiickyto HaydHO-mpakThyeckoil koHpepenuuio «Crnenuduka
nejaroruyeckoro oopa3zoBanus B peruoHax Poccumny, nocssiennyro 70-neruto TOI'MIPPO.

2. Co3gaTb OpraHM3allMOHHBIN KOMHUTET AJsi MOATOTOBKH M TIPOBEACHUS MEPONpPUATUI
(ITpunoxxenue Ne 1).

3. YTBepauTh 11aH NOATOTOBKU U TipoBeaeHuto MeponpusaTuil (IIpunoxenne Ne 2).

4. KoHTponb 32 UCIIOJIHEHUEM HACTOSIIIIETO MPUKa3a OCTABIISIO 32 COOOM.

Pexrop O.B. Poiit6mar

JloxkymenT neuaraercs 13 uanl4 pazmepom
mpudra Times New Roman 4epe3
OAMHAPHBINA — MOJYTOPHBII MeKCTPOYHBIN
HHTEpPBaJ.

Kaxablii a03an HaunHaeTcs

¢ KPaCHOI CTPOKH — OTCTYNA NePBOi CTPOKH
a03ana Ha 1,25 cM oT JIeBOro moJisi.
MuHuMaJbHbINA pa3mep nmoJiei

nokymenTa: 20 mm — JjieBoe; 10 MM — npaBoe;
20 MM — BepxHee; 20 MM — HIKHee.

Mapuenko Mapuna FOpreBHa
59-83-98
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k npukazy [TAOY TO AI1O «TOT'UPPO»
oT 2017 Ne

CocraB oprromuteta Meponpusatuil «llIkona CoBpemennoro PykoBogutens», VIII-oii
Bcepoccuiickoii HaydHO-TIpakTudeckoi koHpepeHunn «Crennduka negaroruyeckoro
obOpazoBanus B peruoHax Poccuny», mocssmennoi 70-neturo TOI'MPPO

[Ipencenarens:

MunosanoBa H.I'., 3amectuTenps pexropa;

YiieHBI OPTKOMUTETA!

KyckoBa M.B., nmpopekTop;

OGomunbix S.B., miaBHbeIil Oyxrantep oTaena OyXraiaTepckoro ydeta W (HUHAHCOBOTO
obecreyeHus;

Mapuenko M.IO., HauanbHUK 0011IETO OT/ENA;

Jlyues C.1O., navanpHuk LleHTpa OlleHKH KadecTBa 00Opa3oBaHus;

JbsikoBa T.W., 3aBenyromui X0391MCTBOM aJMUHUCTPATUBHO-XO3SIMCTBEHHOTO OT/ENA;

JlonmakoB C.H., HauanbHUK HH(OPMALIMOHHO-U3/1aTEIbCKOTO OTAENA;

IIporaceBuu A.B., Ha4aIbHUK OT/I€JIa MOHUTOPUHTOBBIX HCCJICIOBaHUIT;

UynakoBa JI.B., HauanpHUK oOTHena y4eOHO-OPTaHHM3ALMOHHOTO U JUCTAHIIMOHHOTO
o0OecrieucHus;

Qaitzynnnna A.P., noueHT kadeapsl meaaroru U MCUxXoJI0TuH;

Mununa E.I1., HauanpbHUK OTIE€]Ia OpraHU3alui MEPOIPUATHUHM.



ITpunoxxenue Ne 2

k npukazy [TAOY TO AI1O «TOT'PPO»

oT

2017 Ne

[1naH NOATOTOBKM M NMPOBEAEHUS MEPOIIPUATUI:
«IIxona CoBpeMeHHOTO PyKkoBOAUTESY,
Hayuno-npaktuueckas konpepenus «Crnenuduka negaroruaeckoro 00pa3oBaHusi B peruoHax

Poccun»
Ne /i | Coneprxanue MeponpusTHs Cpok OTBETCTBEHHBIE [Topnuce
OTBETCTBEHHOI'O
1. 1 Opopmnenue npukaza «O | 25.11.2015 Mapuenko M.IO.
POBEICHUHT
MEPONPHUATHI U
O3HAKOMJICHHE
OTBETCTBEHHBIX
2. | CocraBnenune nporpammel | 04.12.2015 MunoBanosa H.T.
MEPONPUSATHM:
«ICP», Konpepenuuu; @anzymnuHa A.P.
3. | CocraBieHue CMEThI 08.12.2015 ®omunbix A.B.
pPacxo/l0B Ha MPOBEICHNE
MEPONPHUITUI
4. | Coop marepuaioB u 07.12.2015 Munosanosa H.T.
MOJrOTOBKA COOpHUKA IS QaiizyninuHa A.P.
MaKeTHPOBAHHUS
5. | UsrotoBnenne meuatnoit | 14.12.2015 Jlonmaxos C.1.
MPOAYKIUHU (Getimxm,
IPOTPaMMBl,
NPUIIIAIICHMS)
6. | OdopmieHne aHIILTarOB 14.12.2015 Mapuenko M.1O.
JUTSL YYaCTHUKOB
meponpustuii (VIP-
MIEPCOH)
7. | Bponupoanue roctunuusl | Jo 13.12.2015 Mununa E.I1.
bymmanosa O.P.
8. | TpancnoptHOe 15-18.12.2015 Jlynes C.10.
o0ecrnieueHue.
Paccenenne yuacTHUKOB
KOH(epeHInn
9. | Texanueckoe ocHamenue | 16-17.12.2015 SAxosnes O.B.
MEpOIPHUATHI CazontoB B.C.

Bynbirun  C.
COIIACOBAHMUIO)

(o




10.| Odopmiienne muchMa Ha no 28.11.2015 Mapuenko M.IO.
apeHjy 3ajia

11.| IToaroroBka u o 16.12.2015 Yynakosa JI.B.
odopmIieHne Jlonmakos C.1.
cepTuhHUKATOB

12.| Peructpanus yuactaukoB | 16-17.12. 2015 | Mapuenko M.1O.
KOH(pepeHuu Bbymimanosa O.P.

13.| Odopmienue nucem- 1o 04.12.2015 Mapuenko M.1O.

npuniamenuit aus VIP-
MIEPCOH U UX PACChLIKA

Munosanosa H.T.

14.

KomrmnekroBanue  mamok
IS YYaCTHUKOB
KOH(EepeHIIUU
(mporpamma,
pyKa)

OJIOKHOT,

no 15.12.2015

JbsaxoBa T.H.

15.

OrnosenieHne aclmupaHToOB,
COHMCKareJieH,
pykoBoauteneit OY mist

1o 10.12.2015

MusnoBanosa H.I.
daiizyHa A.P.

yuactug B LLICP u
KOH(EepeHIIUU

16.| Paccruika 1o 05.12.2015 [IporaceBuu A.B.
MH(OPMALMOHHBIX THCEM Yurpuna JLIL

B 00pa3oBareybHbIC
YUPEKACHUS PaiOHOB O
ITPOBEJICHUU MEPONPUATHI

Yexkanona O.B.

17.| OcBemenne 8 CMU 04.12.2015 3arirtesa O.C.
16-17.12.2015

18.| Kode-nay3a 16-17.12.2015 | JIpsixoBa T.1.

19.| Oopmiienue 10roBopos 16-18.12.2015 Knanona JI.b.

20.| Opranwuzaius paboTs 16-17.12.2015 Bapaxcuna T.E.

KHH>XXHOI'O KMOCKa

Yekanona O.B.
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O6pa3zen oopmIIeHHS TPOTOKOIA

I'ocynapcTBEHHOE aBTOHOMHOE 00pa30BaTEIbHOE YUpekIeHne TroMEHCKOM 00IacTi
JONOJIHUTEIBHOTO MPO(ECCHOHATBHOTO 00pa30BaHus
«TroMeHcKHi 00IaCTHOM TOCYAapCTBEHHBI NHCTUTYT PAa3BUTHUS PETMOHATBHOTO
00pa3oBaHUs»

IIPOTOKOIJ
COBEIIaHUs PYKOBOJIUTEIICH CTPYKTYPHBIX TOIpa3ieICHUM
or 29.05.2017roma Ne 4

ITPEACEIATEJIb - O.B. PoiiT6nar
CEKPETAPbH - M.IO. MapueHnko

[TPUCYTCTBOBAJIN: AnnpusinoBa T.A., bosipkuna 10.A.

(u m.o. 6 angasumnom nopsoke)

OTCYTCTBOBAJIA: Her

(npu HanUYUU OMCYMCMBYIOWUX COCMABTISICMCS CRUCOK 8 ANha8UmMHOM NOpsoKe)

[TPUTJTAIIEHHBIE: IlerpoB B.K., HauanbHUK OoTHENa

(nepeuucsaomes amunuu, UHUYUAIbL NPULTAUIEHHBIX 8 AL(ABUMHOM NOPAOKE C YKA3AHUeM
O0JdICHOCIElL)

NOBECTKA JIHA:

OTBETCTBEHHBIH

OTBeTCTBEHHBII
1. CJIVIHAJIA: Jlynesa C.1O., HayanbHUKA [IEHTpa

BBICTVYIINJIN: Munosanoa H.I., mpopekrop.

(u m.o. 6 angpasumnom nopsoxe)
PEIIJIN:

1.1.

OTBETCTBEHHBIH
Cpok:



1.2.

OTBETCTBEHHBIH
Cpok:
2. CJIVIIIAJIN:
BBICTVYIINJIN:
(u m.o0. 6 angpasumuom nopsioxe)
PEILINJIN:
2.1.
OTBEeTCTBEHHBIN
Cpok:
2.2.
OTBETCTBEHHBIMN
Cpok:
[Ipencenarens O.B. PoiitOnar

Cexkperapp

M.IO. Mapuenko
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JIMCT-3ABEPUTEJIb AEJIA Ne

B nene nogmmro U npoHyMepoOBaHO

JINCTOB,

(undpamu 1 IPONUCHIO)
B TOM YHCJIC:
JUTCPHBIC HOMEPA JIMCTOB

MPOMYIIEHHbIE HOMEpa JTUCTOB

+ JIMCTOB BHYTPEHHEMN ONMCHU

HaumenoBanue nomKkHOCTH
paboTHHKA [Tonmuce

[ara

Pacmmdposka noamucu



IIpunoxenne Ne 5 k 1. 7.2.3.

BHyTpeHHsIA onuCh
JOKYMEHTOB, Haxoaamuxcs B geue No

3a rog 1 TOM
Ne Hara Nupexe 3aroi0BOK JIOKYMEHTa Howmepa
I/ | JOKYMEHTa | JIOKyMEHTa JUCTOB
1 2 3 ) 6
Bceero B OITHCH BHECEHO JTOKYMCHTOB
Ha JUCTaX .

(TiporuchIo M IMdpamu)

KonnuecTBo 1MCTOB BHYTPEHHEN ONKMCH

Onuce COCTaBUII:

( JOJIDKHOCTD, q)aMI/IJ'II/Iﬂ 1 MHUIIUAJIbI pa60THI/IKa, COCTaBUBIICTO OIIUCH,

€ro MOJIKUCH C YKa3aHHUEM JIaThl)




[Ipunoxenne Ne 6 k 1. 7.2.4.5.

[ocynapcTBeHHOE aBTOHOMHOE 00pa30BaTeIbHOE YUpekieHne TroMeHCKoM 00acTu
JIOTIOTHUTENIBHOTO TPO(heCCHOHAIBHOTO 00pa30BaHus
«TromeHckuit 0071aCTHOM TOCYIapCTBEHHBIN HHCTUTYT
Pa3BUTHS PETUOHAIBHOTO 00Pa30BAHUS
(TAOY TO AITO «TOT'MPPO»)

L[GHTp BOCIIUTAaHUA B COMAIN3all

JIEJO  Ne 06-05 TOM Ne 1

[IpoTOKOIBI 3aCeaHUM LIEHTPA

N JOKYMCHTbI K HUM

10 suBaps 2017 r.
26 urons 2017 1.

Ha 242 nucrax

XpaHUTb NOCTOSTHHO
CcT. 463



bokoBas CTOpPOHa Acjia

06-05
T.1

WHH M [9LHOIWAMOY U

edIHOII UMHERITAORE 19r0M0LOd] |
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