CAHKT-IIETEPEYPI'CKOE T'OCYZTAPCTBEHHOE ABTOHOMHOE OBPA30OBATEJIBHOE YUPEXJIEHHE
BBICIIIETO OBPA30OBAHUA

«CAHKT-IIETEPBYPI'CKHIA TOCYJAPCTBEHHBIA HHCTUTYT
ICUXOJOTUN U COITUAJIBHOM PABOTBI»

(CIIGI !IICP)

Hucrpykuns
110 1eJIONIPOH3BOJACTBY

1. OOmmue MoJoXKeHHs

1.1. Hacrosmas MucTpykums mo menonpou3Boiactsy (manee — HWaerpykumsa) B Camkr-
[leTep6yprekoM rocyapcTBEHHOM aBTOHOMHOM 00pa3oBaTelbHOM YUPEeKIEHHH BBICIIEro 00pa3oBaHus
«Cankr-IleTepbyprekuit TOCYIapCTBEHHBIM HHCTHTYT IICHXONOTHH M COIMANbHOM paboTel» (namee —
WHCTHTYT) yCTaHABIMBAET eqUHEIC TpeOOBAHMS K OpraHM3alliy JENOIPOU3BOICTBA (JIOKYMEHTHPOBAHHS,
JIOKYMEHTO060pPOTa, ONEPATHBHOTO XPaHEHHS, HCIIOIb30BaHMS JJOKYMEHTOB), O(DOPMIIEHHIO CIIyKEOHBIX
JOKYMEHTOB, KOHTPOJIIO HX HCIIONHEHHA, COCTABICHHIO HOMEHKIATYPEI I H HOPAIKY (GopMUpOBaHUS
7ieT, TIOPSOOK OOpalleHus ¢ JOKYMEHTaMH, COAESPXKAIIMMH CITykeOHyI0 HH(QOPMalXiO OrpaHHYCHHOro
pAaCIPOCTPAHEHHS, MOATOTOBKY JNOKYMEHTOB K KOMIIEKTOBAaHMIO apxuBa VIHCTHTYTa, a TakKe MOPANOK
y4yeTa M XpaHeHHs [edaTel | ITaMIIOB.

1.2. Hacrosmas MucTpyKImus paspaboTaHa B COOTBETCTBHH C:

— ®epepanpHBM 3aKoHOM 0T 29.12.2012 No273 «O6 obpasosanun B Poccuiickoit Denepariy;

— ®enepansubm 3ak0HOM 0T 27.07.2006 Nel52 «O mepcoHabHEIX JAHHBIX »;

— ®@enepaneueiM 3akoHOM 0T 22.10.2004 Nel25-®03 «O6 apxusHOM nene B Poccuiickoi
Denepanun»;

— @epepanpap 3akoHOM 0T 02.05.2006 NeS9-®3 «O mopsanke paccMOTpeHHs OOpatieHui
rpaxcian Poccuiickoi @enepanuny,

— TlocranosnerueM [Ipasurensctea PO ot 15.09.2008 Ne687 «O6 yreepxnenun [lonoxenus o6
0coGeHHOCTAX 0OpabOTKM IEPCOHAIBHBIX JJIAHHBIX, OCYIIECTBIAEMOH O3 MCIONB30BAHHS CPEJICTB
ABTOMATH3AITUHY;

— Hauwonansasm ctangaprom PO TOCT P 7.0.97-2016 «CrcreMa cTaHAapTOB 110 HHGOpMALUY,
OubmMoTeYHOMY M M3JaTenbcKkoMy geny. Opranuv3alMoHHO-PacIOpAAMTENbHAS —IOKYMEHTAllHA.
TpeboBanus K 0)OPMIIEHHIO JOKYMEHTOBY, yTB. IpHKazoM DenepanbHOro areHTCTBa [0 TEXHHIECKOMY
perymupoBanuto H Metposorun ot 08.12.2016 Ne2004-cT (manee — Cranznapr);
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— Tlpukazom MunobpaszoBanus PD or 24.07.2000 Ne2286 «O6 yTBepkIeHHH HPUMEPHOH
HHCTPYKIIMH I10 JeIONPOU3BOCTBY B BBICIIEM YYeOHOM 3aBEICHUN Y,

—  Vcrasom MHCTHTYTa, HHBIMH HOPMATHBHEIME TIPABOBBIMH akTaMu Poccuiickol @enepanun 1
Cankr-Iletep6ypra, JOKaJIbHEIME HOPMaTHBHEIMH akTaMH MHCTHTYTA.

1.3. JIoKkaJIbHBIMH ~ HOPMATHBHBIMH ~ @8KTaMH  MOTYT  YTOYHATHCS  OT/JENBbHBIC  aCIIEKTHI
JeTIONPOM3BOACTBA B VIHCTHTYTe, B TOM YHCIE IO NEPCOHAIBHBIM JaHHBIM, C YYeTOM TpeGoBaHHH
Hacrosmeit MHCTpyKIHH.

1.4. TpeGoBanusi, ykazanHsle B IHCTPYKIMH, pacIIpOCTPAHAIOTCA HA IOKYMEHTEI HA OyMaKHOM H
3IEKTPOHHOM HOCHTEIIAX.

1.5. OCHOBHBIMH  NpPHHIMIIAMH TIONHTHKH B 00IacTH  yOpaBICHHS OOKYMEHTAMH H
JIeJIonpou3BoicTBa B MHCTUTYTE ABIAFOTCA:

—  CcO3/aHHE AyTEHTHYHBIX, HAJEKHBIX M TIPHTOAHBIX I HCIONB30BAHMA CITYKEOHBIX
JIOKYMEHTOB;

—  y4eT JOKYMEHTOB;

—  [paBHJILHOCTH O(OPMIIEHHUS CIIYXKEOHBIX TOKYMEHTOB,

—  CBOEBpPEMEHHAS TIOJI'OTOBKA H HCIIONHEHHE CITyKEOHBIX TOKYMEHTOB;

— ofecreueHHe COXPAaHHOCTH (3alMTa IENOCTHOCTH B TeUeHHE TpeOyeMOro BpEMEHH)
JIOKYMEHTOB H apXHBHPOBaHHA JOKYMEHTOB;

—  KOH(HICHIHAIBHOCTh HH(POPMAIHH, COAEPKAIIEHCS B IOKYMEHTAX;

—  palMOHANBGHOE WCIONB30BAHHE pecypcoB MHCTHTyTa HpH IOATOTOBKE  CIIy)KeOHBIX
IOKYMEHTOB.

1.6. ITonsTus, nenone3yemsele B MHCTpyKIHH:

1.6.1. AyTeHTHYHOCTH JOKYMEHTA — JOKYMEHT SBISICTCS ayTeHTHUHEIM €CITH OH OhOpMIIEH B
COOTBETCTBHH C YCTAHOBJICHHBIMHE NIPaBHIaMHU; OBLT CO3/IaH MJIH OTIPABJIEH JIUIIOM, YIIOITHOMOYECHHBIM Ha
3T0; OBUT CO3/IaH WITH OTIIPABIIEH B TO BpeMsl, KOTOpoe 0003HaYEeHO B IOKYMEHTE.

1.6.2. AyTeHTHYHOCTH 3JEKTPOHHOr0 JOKYMEHTAa — CBOMCTBO O3JIEKTPOHHOTO [JOKYMEHTA,
rapaHTHPYIOLIee, YTO IEKTPOHHBIA JOKYMEHT HICHTHYCH 3asBICHHOMY.

1.6.3. ApXHB — CTPYKTYpHOE mojpasjeienne MHCTUTyTa, BXOJAIINE B COCTaB OOIero otzena,
OCYILECTBISIIONIEE B CIEIHAIBHO BBIZENCHHBIX IIOMENIEHHWAX KOMIUIEKTOBAHHE, Y4€T, XpaHeHHE H
HCIIOTB30BAHUE APXUBHBIX JIOKYMEHTOB.

1.6.4. ApXHBHBIH [OKYMEHT — MaTepHAIBHBII HOCHTENb C 3a(UKCHPOBAHHOW Ha HEM
HHpOpMALKEH, KOTOPHIA HMEET DPEKBH3HTHL, IIO3BOJIIOIIHE €r0 HICHTHOHIMPOBATh, H IOUICKHT
XPaHEHHIO B CHIy 3HAYAMOCTH YKa3aHHBIX HOCHTeNs M HH(QOpMaluH Ijid TpakjaH, obmecrsa u
rocyapcTBa.

1.6.5. Baank (moKymeHT) ocoGoii oT4eTHOocTH — ONaHKH (DOKYMEHTBI), BHJ H(MJIH)
HaUMEHOBAHHE KOTOPBIX OIpENEeNseTCs JOKAIBHBIMH HOPMAaTHBHEIMH akTaMH KHCTHTyTa, K KOTOpPBIM
[PAMEHSAETCS 0COOBIN MOPAOK yueTa, 0QOPMIICHHS H XPaHEHHS.

1.6.6. BaaHK cTporoii 0T4eTHOCTH — OJaHK, B OTHOLIEHUH KOTOPOTO BEIIONMHSAIOTCS CIIEAYIOLIHE
ycnoBus: (Gopma GraHKa yTBEP)KIEHA IPABOBBIM 4KTOM YIOJIHOMOYEHHOTO OpraHa BIAcTH M B H9HCIC
IPOYMX PEKBU3HTOB OOA3aTEIBHO JOJDKHA COIEPIKaTh HOMED, CEpHIO; ONMaHK JOJDKEH OBITh H3rOTOBICH
tanorpadckuM criocoboM; 61aHK DODKEH HMETh CTENEHb 3alll|THL.

1.6.7. Bepinucka H3 J0KYMeHTa — KONHMS YacTH JOKYMEHTa, 3aBEPCHHAs B YCTaHOBJICHHOM
TIOpSIKE.

1.6.8. BpemenHoe xpaHeHHe NOKYMEHTOB — XpaHEHHE IOKYMCHTOB [0 HX YHHYTOXKEHHS B
TEUEHHE CPOKOB, YCTAHOBICHHBIX HOPMaTHBHBIMH IIPABOBLIMH aKTaAMH,

1.6.9. Ileno — JOKYMEHT WJIH COBOKYITHOCTh JOKYMEHTOB, OTHOCAIIMXCS K OJHOMY BOIIPOCY HIIH
YUaCTKY JESTEIbHOCTH, IOMEIIEHHEIX B OTAETBHYIO 00JI0KKY.

1.6.10. Jle1onpou3BOACTBO  —  IEATEIBHOCTh,  OOECHeYHBAaOmas  JIOKyMEHTHpPOBAHIE,
JIOKyMEHTOOOOpOT, OIIEpaTUBHOE XPaHEHHE H HCIIONb30BAaHHE JOKYMECHTOB.

1.6.11. JoxyMeHT0060pOT — IBHKEHHE JIOKYMEHTOB B OPTaHU3AIMH ¢ MOMEHTA HX CO3JaHHUs HIIH
MOJTYUEHHS JI0 3aBEPIICHUA HCIIOIHEHNS HIIH OTIPABKH.
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1.6.12. MokymenT — 3aduKCHpOBaHHAs Ha HOcHTeNe HMHOOpPMalMA ¢ PEKBH3UTAMH,
I03BOJISIFOIIMMY €ro UICHTH(QUIHPOBATS.

1.6.13. dyb6aukaT JOKYMeHTa — IOBTOPHBIH 3K3eMIUIAP MOATHHHIKA TOKYMEHTA.

1.6.14. 3aBepenHasi KonMusl JOKYMeHTa — KONHUs [OKYMEHT4, HA KOTOPOH B COOTBETCTBHH C
YCTAHOBJIEHHBIM MOPSIKOM IIPOCTARICHE! PEKBH3UTEI, 00ECIIEUHBAIOIIHE €€ FOPUINYECKYIO 3HATHMOCTE.

1.6.15. Konusi JOKyMeHTa — 5K3eMILUISP JOKYMEHTA, IIOHOCTHIO BOCIIPOU3BOLAIIH HHOPMAIIHIO
NOJUIMHHHKA JOKYMEHTA.

1.6.16. Jlokanbueiit HopMaTuBHbIH akT (JIHA) — BHYTpeHHHH HOpPMAaTHBHBIH IIPaBOBOH
JOKYMEHT, MPUHAMaeMbIi VIHCTUTYTOM B mpefenax ero KOMIETEHIMH B COOTBETCTBHH ¢ AEHCTBYIOMIHUM
3aKoHomarenbeTBOM Poccuiickod Qejepallil W coAepKallui HOPMBI, PETYIHPYIOIIHE OCHOBHBIE
HanpasieHus AesrtensHocTH B MHcTHTyTe (0OpasoBaTelbHBIE OTHOLICHHS, OPraHH3alHI0 U IOPSIOK
paboTel MHCTHTYTa, CTPYKTYPHBIX NOJApa3sfelNeHud U MOIDKHOCTHBIX JTHL MHCTHTyTa, ApYrHe acrneKkThl
neaTensHOCTH MHCTHTYTA).

1.6.17. OpuunanbHbIi JOKYMEHT — JOKYMEHT, CO3LaHHBI M O(QOpPMICHHBIH pabOTHHKOM
MHCTHTYTA B IOPsiIKe, YKa3aHHOM B HacTosIeld HCTPYKIUH, TOKaTbHOM HOpMaTUBHOM akTe MuCcTHTYTA,
3aKOHOJATEIFHOM HJIH HOpMaTHBHOM akTe Poccuiickoit @enepanuu uim Cankr-IletepOypra.

1.6.18. IlonTHHABIA JOKYMEHT — JIOKYMEHT, CBEIeHHS 00 aBTOpe, BpEMEHH H MECTe CO3JaHuA
KOTOPOro, COJAEPYKAIMUEcs B CaMOM [OKYMEHTE MJIH BBIABICHHBIC HHBIM IIyTEM, MOATBEPIKIAIOT
JIOCTOBEPHOCTB €r0 MPOHCXOMKIACHHS.

1.6.19. IoaiuHHMK JOKYMEHTA — IIEPBBIH WM €AMHCTBEHHEIH JK3EMILISIP TOKYMEHTA.

1.6.20. IlpasuJa, perjiaMedT, HHCTPYKLHAA (I0/KHOCTHAs HHeTpykuus) — JIHA, B xoTtopom
H3/1araeTcs KOHKPETHOE CoJepikaHue, 00BeM U IOPAIOK BBINOTHEHHS OTAEIBHEIX ONEpAIHi, NCHCTBHHA,
dyHKIHMi B paMKax peann3yeMoro B FIHCTHTYTe Ipolecca HilH JOJKHOCTHBIX 00s3aHHOCTEH paboTHHKA.

1.6.21. Ilpuka3 — mpaBOBOH aKT, H3/1aBaeMEIi PEKTOPOM UL PEIICHHS OCHOBHBIX H ONI€PaTHBHBIX
3a[a4, CTOAIMX repen MIHCTUTYTOM.

1.6.22. Ilonoxenue:

— 0 CTpyKTYpHOM noppaszenennn — JIHA, ycTaHaBIHBaIOMUHE OCHOBHEIE 3a11a9H, QYHKIHH, TIpaBa
H OTBETCTBEHHOCTE JO/UKHOCTHBIX JIHII CTPYKTYPHBIX NMOApa3felleHHH [0 peanu3alui OTACABHBIX BH/IOB
nestensHocTH MHCTHTYTA,

— PperiiaMeHTHPYIOIIEee OTACIBHBIE BHIBI ASSTETPHOCTH — CHCTEMHO CBA3aHHBIE MEKIY coboi
IpaBuIia, PeryaupyIoie IpaBOOTHOUIEHHS II0 BOIPOCAM PEalH3alliK YCTABHBIX BHIOB J€STEIBHOCTH
HucTUTyTa (obpazoBarenbHOM, Hay4JHO-HCCIIEI0BATEIbCKOH, (GHHAHCOBO-XO03HCTBEHHOH,
HH()OPMAIHOHHO-TEXHAYECKOH U JIp.)

1.6.23. TlocTossHHOe XpaHeHHe JOKYMeHTa — BEYHOE XpaHEHHE JOKYMEHTOB 0e3 IpaBa HX
YHUYTOKEHHS,

1.6.24. PexBH3MT J0KYMEHTA - 3IEMEHT O(pOpMIIEHHS JOKYMEHTA, IEpEUeHb KOTOPBIX ONpe/ieieH
CrangapToM.

1.6.25. Pemenue — pacopsiIUTENbHBIA JOKYMEHT KOJUIETHATBHOTO HIIH COBEIIATENIEHOIO OpraHa
WucTtuTyTa.

1.6.26. Cpok XpaHeHHsl JOKYMeHTa — IIEDHOJ BPEMEHH, B TEUCHHE KOTOPOTO JAOJIKHO
obecneunBaThCs XpaHEHHE JOKYMEHTA B COCTABE JOKYMEHTAIBHOTO MIIH apXUBHOrO (oHMAa.

1.6.27. Cuy:xe0HbIH JOKyMEHT — JOKYMEHT, CO3/JaHHBIH paboTHHKamu MHCTHTYTa B mporecce
TPYIOBOY JEATENBHOCTH B pPAMKAX BBIIOJHEHUS [OIDKHOCTHBIX OOS3aHHOCTEH, B COOTBETCTBHH C
JOKAIbHBIMH HOPMATHBHBEIMH aKTaMH, II0 IOPYYEHMIO PYKOBOIUTEIEH HIJIH TPETbUX JIHI IIPH
COIJIACOBAHUHM C PYKOBOJIHUTEIIEM.

1.6.28. DJIeKTPOHHAS KOMHA JOKYMEHTa — KOIIXS JOKYMEHTa B JJIEKTPOHHOMH (opme.

1.6.29. DJIeKTPOHHBIH JOKYMEHT — JOKYMEHT, B TOM 4HCIIE CIIyKeOHBIH, HHPOpMAIKs KOTOPOro
IpeacTaBieHa B QIEKTPOHHOH dopme.

1.7. Cuctema Jenonpor3BoAcTBa B IHCTUTYTe OXBATEIBAET CIIEAYIOIIHE BH/IbI JOKYMEHTOB!

— crnyxeOHble JOKYMEHTEL, B TOM YHCJIE 3JIEKTPOHHEIE;

— BXOJAIIHE JOKYMEHTEL, B TOM YHCJIE JIEKTPOHHBIE — JOKYMEHTEI, TOCTyIaouHe B IHCTHTYT OT
TPETBUX JIHI, UMEIONINE PEKBU3UTHL, KOTOPHIE ITO3BOJISAIOT MX MACHTH(UIIHPOBAT;
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— (opMmupyeMble B ycTaHOBICHHOM B MHCTHTYTE nopske nena.

1.8. BHOCHTh Kakue-THOO HCIIpaBICHUS WIH O00aBIeHHS B IMOINHUCAHHBIE (YTBEpP)KACHHBIC)
JIOKYMEHTBI HE JOITyCKaeTCsl.

1.9. Comepsxanue cryxeOHBIX JIOKYMEHTOB HE IIOUIEHKHT paslalleHHI0. B3auMomeHcTBHE CO
CpeIcTBAMH MaccOBOH HHGOpMAalMK, IPYTUMH OpraHH3alWsMH WM 9acTHBIMH JIMIAaMH, IIepenada UM
Kakoi-mu00 MHAOpMAaIlMK HIH JOKYMEHTOB M MX KOIMH JOIyckaercs TONBKO ¢ pa3pelleHHsd peKTopa
WucTUTYTa, €Clii HHOE He YCTaHOBIIEHO JIOKAIBHO-HOPMAaTHBHEIME akTaMu MHcTHTyTA.

1.10. Paborauxu WHCTHTYTAa HECYyT IOUCHUIIIHHAPHYIO, AaIMHHHUCTPATHBHYI0O H HHYIO
OTBETCTBEHHOCTh, YCTAHOBIIEHHYIO 3aKOHOJATEIECTBOM M JIOKAJIBHBIMM HOPMAaTHBHBIMH aKTaMH, 3a
Hapyuienus TpeGoBaHMH HacTosmed MHCTpyKuuM, IOp4y, YTpaTy HIH HECaHKIHOHHPOBAHHO®
YHHYTOXKEHHE CITyKeOHBIX JOKYMECHTOB.

1.11. Hacrosmas MucTpykius onpenenseT TpeboBaHUs K IOATOTOBKE, 0QOPMICHHIO, H3AHHIO
M PETHCTPALHH CIEAYIOMUX CIYKeOHBIX JOKYMEHTOB:

- Ilpuxas;

— Tlonoxenwue;

—  IlpaBuia;

— Pernamenr;

—  HMucrpyxuus;

—  JlomxHOCTHAA HHCTPYKIIHS,

—  ITuceMo (COIIPOBOAUTENEHOE THCHMO);

—  JloBEepeHHOCTS;

— IlIpotokom;

—  CuyxebHas 3alHCKa;

— 3asBieHHE.

1.12. TpeboBanusa HacToAwmed MHCTpyKIuH pacIpocTpaHseTCs Ha BCEe CTPYKTYPHBIC
nojpasnenenus MaCTHTYTA.

2. Opranusanng 1eJ0IpPOH3BOACTBA

2.1. Opraau3aius ¥ KOHTPOJE 38 ASJIOIPOU3BOACTBOM B VIHCTHTYTE BO3/IararoTcs Ha OOImui OTAET,
KOTOpBI B paMKaxX BO3T0XKEHHBIX Ha HETO 3a/1a4:

2.1.1. ompenenseT NONUTHKY YIpaBICHH JOKYMEHTaMH B MIHCTHTyTe, B TOM YHCIIE yCTAHOBIICHHE
CTaHAapTOB OGQOPMIIEHHS, IyTeM pa3paboTKH HIH H3MeHeHHs WHCTpyKIMH, IPYIHX JIOKAIBHBIX
HOPMATHBHBIX aKTOB, 3aTParMBaIOMIKX BOIPOCH AENOIIPOM3BO/ICTBA;

2.1.2. obecneynBaer pa3BHTHE U (byHKIMOHHPOBAHUE CHCTEMBI 3IEKTPOHHOIO
IIOKYyMEHT0000pOTa,;

2.1.1. opraHmu3yeTr perucTpanyio U y4eT JOKYMEHTOB B IIPe/iefiaX CBOeH KOMIIETEHIIHH;

2.1.2. naeT ykasaHMs 10 BOIIPOCAM OpPTaHM3allMy BEIECHUS JIEJ0NPOH3BOACTBA, 00s3aTeNbLHEIE I
ucnonueHns pabotaukamu MHCTHTYT];

2.1.3. obecreunBaeT BBIIA4y, Iepenady pabOTHHKaM H BO3BpaT IOOKYMEHTOB Ha MECTO HX
PAacCIIONIOKEHUS UIIH XPAHEHHUS B IIPEZeIaX CBOMX KOMIIETEHIIHH;

2.1.4. npuHuMaeT pemeHHs 00 H3BATHH M3 CHCTEMBI JIEJIONPOH3BOJACTBA JTOKYMEHTOB JUIL
YHHYTOXEHHs OO0 JUIs Nepefadd Ipyrod ymoTHOMOYEHHOH CTOPOHHEH OpraHu3allMd, B TOM YHCIC
apXUBHBIM OpraHam, Jii JaJIbHeHInero XxpaHeHus;, _

2.1.5. obecnieyrBaeT COXpPaHHOCTH MJOKYMEHTOB CTPOrOH OTYETHOCTH B IIpedenaX CBOHX
KOMIICTCHITHIA;

2.1.6. opramsyer B KOHTpOIUpyeT paboTry apxuBa MucTHTYTA;

2.1.7. ocymectBiasier oOydeHHe pabOTHHUKOB, YYaCTBYIOINHX B CHCTEME JIEJIONPOHU3BOJACTBA,
00eCTIeUnBacT UM METOUYECKYIO IIOJIEPIKKY;

2.1.8. obecneunBaeT KOHTPOIDL 38 AEIONPOU3BOJICTBOM, B TOM YHCIIC!

— KOHTPONMPYET BBIIOJIHEHHE paboTHHKamMK TpeOOBaHMH B 9aCTH IOATOTOBKH H O(QOpMIEHHs
IOKYMEHTOB;
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— KOHTPONHMpPYET ABHKEHHE JOKYMEHTOB C MOMEHTa MX PErMCTpallMd B o0IeM OTZIene [0
3aBEpIIeH s UCIOMHEH S WM OTIPABKH C IeMbI0 HACHTH(UKAIIMH HEBBIIOIHEHUS TPEOYEMBIX ICHCTBAM;

— (UKCHpYeT JaTHl IPENONIAracMOro U PEaJbHOTO BHIIONHEHAS IHCTBHM, 3aQUKCHPOBAHHBIX B
JIOKYMEHTE, C b0 OINpelelieHHs CTENCHH OTBETCTBEHHOCTH PAaGOTHHKOB 33 HApYINCHHS CPOKOB
TTOATOTOBKH WJIH UCIIOJIHEHHSA JOKYMEHTOB.

2.2. Oprann3anis M KOHTPOIL 3a JEINONPOM3BOJICTBOM B CTPYKTYPHBIX IIOJPa3feNICHHAX
BO3JIaracTcs Ha PYKOBOAWTENEH CTPYKTYPHBIX IOpa3fieleHAH, KOTOpsle 00eCIeYHBAIOT BBIIIOJHEHHE B
noapasaeieHHM [PHHLUMIOB NOMHTHKE MHcTHTyTa B 00JIacTd  ympaBIeHHS JOKYMEHTaMH H
JIETIONPOM3BOICTBA, KAYECTBEHHYIO M CBOEBPEMEHHYIO padoTy ¢ JOKYMEHTaMH, IIOJTrOTOBKY,
IPOXOXKJEHHEe W ydeT INOKYMEHTOB B YCTaHOBJICHHBIE CPOKH, COXPAHHOCTh JOKYMCHTOB M HHBIX
TpeboBaHKH, YCTAHOBJICHHBIX JTOKAJIbHBIMH HOPMATUBHBIMH aKTaMH.

2.3. HenocpeICTBEHHOE BeIeHHE A€IOIPOM3BO/ICTBA B CTPYKTYPHBIX NojpasieneHusx acTuTyTa
BO3JIAraeTCs Ha PYKOBOIMTENEH CTPYKTYPHBIX TNOZpasfieleHui, nu00 pabOTHHKOB IIOAPA3NENeHHH B
paMKax WX JOKHOCTHBIX HHCTPYKIIHH.

2.4. PabotHuku MHCTHTYTAa IIPH YXOJE B OTIYCK WM YOBITHM B KOMaHIMPOBKY, 00A3aHEI
NpEeNOCTAaBATE CBOEMY  HENOCDEJICTBEHHOMY PYKOBOJMTENHO  (BBIUECTOSIIEMY PYKOBOJHMTEIIO)
HHGMOPMAIIHIO | JOKYMEHTBI, HMEIOIIHE CPOK HCTIOMHEHHS B IEPHOJ| OTCYTCTBUS paboTHuKa B MHCTHTYTE
B IIJIX HUCIIOJIHEHHs TpeOYyEeMBIX B JOKYMEHTE JIEHCTBHI.

2.5. TIpu yTpaTe WIH HOpYE JOKYMEHTOB PaGOTHHKH HE3aMEUTUTENBHO NOKIANBIBAIOT 00 3TOM
HETIOCPEACTBEHHOMY PYKOBOAHMTENO (BBIMIECTOAIIEMY DPYKOBOAMTEMIO) ¥ B OOIIMH OTHACT, KOTOPBIH
IPOBOIAT SKCIIEPTH3Y W IPH HEOOXOMMMOCTH OPraHU3yeT CiyKeOHOE pacclieloBaHHE HHIHICHTA.

Ecnu po3bICK JIOKyMEHTOB HE IAeT DPe3yNbTaTa, COCTABIIETCA aKT 00 yTpare IOKYMEHTOB
(mpunoxenne Nel0), B KOTOPOM yKa3bIBatOTCS JAHHBIE YTPAYEHHOTO IOKYMEHTa, & TAKXKE 00CTOSTEIbCTRA,
Ip¥ KOTOPBIX IPOH30IIIA yTpaTa, IOCIe Yero MpeAIPHHAMAIOTCA MEPBI 110 3aMEINCHHIO YTPAYCHHOTO
JOKYMEHTA 3aBepeHHON paboTHHKaMH 0OIIEro OT/ela KOMieil 9T0ro JOKyMeHTa.

AKT TIOJITACHIBAETCA PYKOBOJHTENEM CTPYKTYPHOTO ITOApPa3fieIeHHs, PYKOBOJMTENEM OOIIEro
OT[eNna U YTBEPKAAETCA PEKTOPOM.

2.5. Ilpm cMeHe, YBONBHEHHMH OTBETCTBEHHOIO 3a MEIONPOM3BOACTBO B CTPYKTYPHOM
noApasfe/ieHHH WM Iepefade AOKYMEHTOB M3 OIHOIO CTPYKTYPHOIO IOApasje/ieHHs B IpYroe,
COCTaBIIETCS aKT IIpHeMa-nepeaayu el (1okymeHToB) (nmpunoxenue No5).

2.6. JloxaisHEIE HOPMATHBHBIE aKThl IHCTHTYTa H31ar0TCA B BHJIE:

—  HOPMATHBHBIX JOKYMEHTOB — IIPaBHI, IOIOKEHHH, MHCTPYKIHH, B TOM THCJIS JOKHOCTHBIX
MHCTPYKLMH, pErJaMeHToB (faiee BMeCTe — HOPMAaTHBHBIE JOKYMEHTEI). HOpMaTHBHBIE JIOKYMEHTEHI
OJHOr0 THIIA MOTY BK/IIOYare B ceOf HOpPMaTHBHBEIE JIOKYMEHTBI IPYroro THIA, 3a HCKIIOYECHHEM
HHCTPYKIMY U PErJIaMEHTOB, KOTOPBIE HE MOTYT BKJIIOUATh B Ce0s MONIOKECHUS U IPaBHIIA;

—  pACHOPSATHUTEIBHBIX JOKYMEHTOB — IIPHKAa30B, PEIICHHH YHYEHOro coBera, 0hOpMICHHBIX
IIPOTOKOJIAMH.

3. OOmme TpeGoBaHHUS K NOAr0TOBKE
H 0()OpPMIIEHHIO CITYKeOHBIX JOKYMEHTOB

3.1. Crnyxe6HEIE JOKYMEHTBI MOT'YT CO3/IaBaThCs Ha GyMa)kHOM HOCHTEIIE B B JIEKTPOHHOA (opme
¢ 00s3aTenbHBIM COOJIIOIEHAEM YCTAHOBICHHBIX IPAaBHI 0(DOPMIICHHUS.

CryxebOHble JOKYMEHTHI CO3JA0TCs TONBKO Ha JIMIEBBIX CTOPOHAX JIMCTA, 32 HCKIIOYCHHEM
JIOKYMEHTOB, (OPMBI KOTOPBIX HIIHM IIpaBHIa O(OPMIIEHHS KOTOPBIX YCTAHABIMBAIOTCH JIOKAJIBHBEIM
HOPMAaTHBHEIMH akTaMu MHECTHTYTA. |

3.2. Jng mewaTH ciy:KeOHBIX TOKYMEHTOB HCIOJb3yeTcs Gemas Gymara dopmaros A4 (210x297
cM).

3.3. KabIit THCT cTy)keOHOTr0 JOKYMEHTA JODKEH HMETH I10JIA:

— 20 MM — neBoe;

— 10 MM — nipaBoe;

— 20 MM — BepxHee;

— 20 MM — HHXKHee.
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3.4.  JlokyMeHTHI JuuTeNbHbIX (cBbIme 10 JIET) CpOKOB XpaHEHHA JO/DKHBI KIMETH JIEBOE IIOJIE HE
MeHee 30 MM MIpH PYYHOM CIIHBAHUH JOKYMEHTOB B apXHBE.

3.5. Texcr mokyMenTa ohOpMIISETCS Ha PYCCKOM f3BIKE, NOKEH OBITH SCHBIM, JIAKOHHYHBIM H
H3JIOKEHHBIM B 0()HIIHAILHO-ICIOBOM CTHJIEC B COOTBETCTBHUH C IIPAaBHIaMU IIPABONMCAHNS B IYHKTYallHiH.

JIOKYMEHTEI, HarpaBlisieMble 3a pyOesk, MOT'YT COCTaBJIATECS Ha S3bIKEe CTPaHEI ajipecara.

3.6. JIng ohopmiieHHs TOKYMEHTOB Henonb3yeTes mpudT Times New Roman, pasmep mpudra ot
12 1o 14, 3aroyoBKH MOTYT HCIIONB30BaTh MIPUGT GONMBIINX pasMepoB (IUid TaONMUI U PUCYHKOB MOTYT
HCIIOIB30BATh IPYyTrHe MPHQTH U X pa3Mepsl).

MesxcTpounsrii uuTepsai ot 1 1o 1,5.

A03a1HBIl 0TCTYI TeKeTa ciryxeOHoro qokymeHTa — 1,25 cm.

3arol0BKH Pa3fie)ioB W IIOJPA3/ENIOB [e9aTAIOTCs MONYKHUPHBIM MpUGTOM H HEHTPHPYIOTCS IO
IMUPHHE TEKCTAa. T0o4Ka B KOHIIE HAMMEHOBAHHS pa3jiella He CTaBUTCA.

WuTepBan Mexmy OykBaMH B Cl10BaX — OOBIYHBIH, HHTEPBAI MEK/IY CIOBaMH — OJMH IIpobe.

TexcT city)keOHOro JOKyMEHTa BEIpaBHUBAETCS 110 IMUPHUHE JTHcTa (110 TPaHUI[aM JIeBOT0 U IIPaBOTo
moneit).

JlnuHa caMOH NIMHHOH CTPOKH PEKBM3HTA IIPU YIVIOBOM PACIOI0EHWH PEKBH3HTOB HE JOJIKHA
[IpeBbIIaTh 7,5 CM., IPH IPOIONBEHOM paclolokeHuH — He Oonee 12 cm.

Jlng odopMIeHHss MHOTOCTPAaHHYHBIX [JOKYMEHTOB — TIONOXKECHHH, IIPaBHJ, HMHCTPYKIHH,
PErJIaMEHTOB, I0JDKHOCTHBIX HHCTPYKLHH, Heronb3yercs mprdt Times New Roman, pasmep mpudra 12,
ME)KCTPOYHBIM HHTEpBa 1.

3.7. Ciny:xebHBIE NOKYMEHTH odopmisaioTcs Ha OnaHKax, yTBep:kaeMbix MHcTpykiumed wim
JOKaJIbHBIMH HOPMATHBHEIMH aKTaMH.

CryxeGHBle TOKYMEHTHI JOJDKHBI COAEPIKATh BCe HEOOXOMUMEIE peKBH3HTEI B COOTBETCTBHH CO
CraHgapToM ¢ y4eToM ocobeHHOCTel ux odopMiIeHus, ONIpeeleHHEIX HacTosAmel MHCTpyKueH.

3.8. MuorocTpanuyHele CIykeOHbIE IOKYMEHTBI JIOJDKHBI HMETh CKBO3HYIO HyMepauHio (3a
HCKITIOYEHHEM [IPHIIOKEHHUTH, €CITH OHU SBIIAIOTCSA CAMOCTOSTENIbHBIMH JOKYMEHTAMH).

Hymepanust mpocTaBigeTcss cO BTOPOM CTpaHHIB! ITOCEPENMHE BEPXHETO IO IOKYMEHTa Ha
paccTostHMM He MeHee 10 MM OT BepXHEro Kpas JIHCTa.

Jlns mymepanuu ucrions3yerces mpudT Times New Roman, pasmep mpudra 10.

3.9. Jlaroii ciy:xedHOro JOKYMeHTa ABIIAETCA JaTa, yKa3aHHas Ha JOKYMEHTE.

Ha ciryxeOHOM TOKYMEHTE YKa3bIBAETCA:

— JUIst CITy’KeOHOTo TOKYMEHTa, TOANKUCHIBAEMOT0 JOIKHOCTHBIM JIMIIOM — JlaTa PErMCTPallky;

— JUIst CTy)XeOHOTO IOKYMEHTa, IPHHUMAaeMOT0 KOIJIETHAIBHEIM OpraHoM, — AaTa ero IPHHATHS,

— JUIs CIyKeGHOTrO NOKYMEHTa, TpeOYIOIIero ero yTBepKACH S — aTa ero yTBep/KICHHS;

— s cmykeOHOro TOKYMEHTa, oTpaxaromero (Gakt coObITus — fara coOBITHS, OTPAKEHHOTO B
NOKyMeHTe, MO0 JaTa co30aHus TaKoro CiIy:keOHOro JOKyMEHTa.

Jlata noKyMeHTa 3allMChIBACTCS B IIOCIIENOBATENLHOCTH: IEHH MeEcsAIla, MECAIl, roJ OJHHM H3
CIEeAYIOIMHX CcI10c000B:

— apabckumu nudpamu, pazgeneHHeIME Touko#: 05.06.2021;

— crnoBecHO IHGPOBREIM criocobom: 5 uroHsA 2021 1.

3.10. /daToii mocTynMBIIEro JOKyMeHTAa SBIAETCs JaTa €r0 PerucTpaluu.

[Tucemennoe ofpameHue rpakIaH, paccMarpuBaeMoe B mopsnke PenepaapbHOro 3aKoHa OT
02.05.2006 Ne59-®3 «O mopsimke paccMmoTpeHHs ofpamenuit rpaxknan Poccuiickoit ®enepanuuy,
noctynuBuiee B MHCTHTYT, MOJUISKHT 00S3aTEIbHONM PETHCTpAlld B TEYEHHE TpeX AHEH ¢ MOMEHTa
HOCTYTLIEHHA.

Wuple nmoctymaronipe B MHCTUTYT AOKYMEHTHI, HE MOMAJICKAIIHE PACCMOTPEHMIO B IIOpsIKE
Denepanbaoro 3akona ot 02.05.2006 Ne59-®3 «O mopsmke paccMOTpeHHs oOpameHuit rpakmaH
Poccuiickoit @enepaiuuy», JOTKHBI PETUCTPHPOBATHCA B ICHD IOCTYIIIEHH B IHCTHTYT 3a HCKITFOUCHHEM
JIOKYMEHTOB, TIOCTYITMBIIHX 32 OJIAH Yac JIO 3aBEPIICHHs PabOoTEl MPUHEMAOIIEro IIoApa3aesieH s (B 3TOM
ClTydae TOKYMEHT MOJKET OBITh 3aperuCTPHPOBAH Ha ClIeayouuit pabounii NeHs).

3.11. Ormerka o permcrpanuu (MOCTYIUIEHHWH JOKyMeHTa B MHCTHTYT) oTpaxkaeTcd Ha
HEPBO# CTpaHMIE TOCTYIIUBIIETO JOKYMEHTA B HHMKHEM MIPABOM YITIY.
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Perucrpanus cayKeOHBIX JOKYMEHTOB OCYLIECTBISIETCS B IEHb HX IIOJIHCAHHSA (YTBEPKICHHS).

OtMeTKa 0 perscTpanuy (IOCTYILUIEHHH OOKyMeHTa B IHCTHTYT) BKIIFOYAET JaTy PErHCTPallMH H
PErUCTPAIlMOHHEIA HOMED.

[Tpn He0OXOIUMOCTH OTMETKA O PETHCTPAllH¥ MOXKET JOIOJHATHCA BPEMEHEM ITOCTYIUICHHS B
Yacax H MHHYTax ¥ crnocoba JOCTaBKH JOKyMEHTA.

PerucrpaliioOHHBINH HOMEP IPUCBAUBAETCA JOKYMEHTAM B COOTBETCTBHH C XKYPHAJIOM PETUCTPALHE
B MOpsAJKe, onpeaensHHoM VHCTpyKIMeH WK JIOKaIEHBIM HOPMATHBHEIM aKTOM.

VYcTanaBnuBaeTcs CIeAyROMMN oOIMi MOpsSN0K yKa3aHUS PETHCTPAIlMOHHOIO HOMEpa — HOMEp
IPHCBAWBAETCS 110 PETHCTPATMOHHOMY XypHaIy ¢ 1 ssHBaps no 31 nexaOpsa HauuHasg ¢ 1.

OTMeTKa 0 MOCTYIUIEHWH ITPOCTABJIAETCA C IIOMOIIBIO IITaMIIa Ha caMOM JOKYMEHTE, a TakKe Ha
€ro KOITMH, KOTOpas BO3BpalaeTcs 3asgBUTEIIO.

3.12. Ccblika HA PerHCTPANMOHHBIH HOMEP H ATy IIOCTYIHBINEr0 JOKYMEHTa, COCTOAIIA U3
PETUCTPAIIHOHHOTO HOMEPA U 1aThl IIOCTYIIMBILNETO JOKYMEHTA, Ha KOTOPBIH JaeTCs OTBET, IIPOCTaB/IsETCS
B Bue otMeTkH «Ha Ne ... oT ...» B 6ilaHKe IMCEMa.

B TekcT NMUChMa-0TBETa CBEICHHS O PETHCTPallMOHHOM HOMEpE M JaTe IOCTYIIHBIIETO IIHChMa HE
BKJTIOYAFOTCSL.

3.13. Mecro cocraBjeHns (M3aHHN) JOKYMeHTA yKa3bIBaeTCs BO BCEX JOKYMEHTaX, KpoMe
JIENIOBEIX (CIIy:KEOHBIX) IIHCEM, BHYTPEHHUX HH(OPMAIHOHHO-CIIPABOYHBIX JOKYMEHTOB.

3.14. T'pud yTBepsKIeHHS YKa3bIBaeTCS B CIYKEOHOM JOKYMEHTE B Clly4ae €ro yTBEPIKICHHA
JOJKHOCTHEIM JIMIIOM, PEIIEHHEeM KOJUIETHABHOTO OpraHa HIIA PacIOPsSIHTEIbHBIM JOKYMEHTOM.

I'pud yTBepKOeHHS pacIolaraeTtcs B I[IPaBOM BEPXHEM YIUIYy IIEPBOTO JIMCTa CIIyXeGHOro
noxkymenrta. Ctpoku rpuda YTBEpKICHHS BBIPABHHUBAKOTCA IO JIEBOMY Kpar HIH LEHTPHPYIOTCS
OTHOCHTEIBHO CaMOi [UIMHHOM CTPOKH TpHda.

DneMeHTH Tpuda YTBEPKISHHS HE OTACIMIOTCA APYT OT Jpyra CTPOYKAaMH, HCIONB3YEeTCs
rapauTypa mpudra Times New Roman, pasmep 12-14, mexcTpounsrii uatepsan 1-1,135.

[Ipy yTBEPXKIEHHH NOKYMEHTa NO/DKHOCTHBIM IIMIOM TPH() YTBEPXKIEHHS COCTOHT H3 CIIOBa
VTBEPXJIAKD ¥ HavMeHOBAaHHSA [ODKHOCTH JHLA, YTBEPXKIAMOIIEro HOKYMEHT, €ro IONIHCH,
HHHUIMATIOB, GaMUIMK U aThl YTBEPKIACHHUS.

IIpu yTBEPXKACHAA JOKYMEHTA PACIOPSIHTENLHEIM JOKYMEHTOM IPHG yTBEPKICHUS COCTOUT H3
cimoBa YTBepkaeHO (YTBepKIeH, YTBEP)KIEHBI), COITACOBAHHOTO C HAMMCHOBaHHEM BHJA
YTBEP)KIAEMOr0 JOKYMEHTa, HAUMEHOBAHMS PAcIOPSIMTENRHOIO NJOKYMEHTa B TBOPHUTIEIBHOM HaJeKe,
€ro JaThl, HOMEpa.

[Ipu yTBEp)KIEHHH IOKYMEHTa KOJUIETHAIBHBIM OPraHOM, PEHICHHsS KOTOPOro (UKCHPYIOTCS B
IIPOTOKOTE, B Tpue YTBEpIKIEHHMS yKasblBaeTcs CIOBO YTBEepKIEH (YTBEpHKAECHO, YTBEPXKICHBI)
COIVIaCOBAHHOI0 ¢ HAHMEHOBAHHEM BHA YTBEPXK/1aeMOro JOKYMEHTa, HAHMEHOBAHHE OpraHa, pelieHueM
KOTOPOTO yTBEPIXKIEH HOKYMEHT, aTa H HOMEp IIPOTOKoA (B ckoOKax).

ITpumepsr:
YTBEPXIAIO YTBEPXJIEHO YTBEPXJIEHO
pektop CII6I'UIICP Vuensmm coBetom CITOI MIICP mpukazom CII6GTUIICP

N.0. ®amumua | (mpoTokon oT XX XX XXXX NeXX) | ot XX XX XXXX NeXXXX

(nadnucs)

«_» 20_r.

3.15. T'pud u Bu3BI cornacoBaHus (IPUHATHS JOKYMEHTa) OTPAXKAIOTCS HA JOKYMEHTax H
CBHJIETENLCTBYIOT O COTJIACHH WM Hecornacuu padoTHHKA (KOJUIErMalbHOIO OpraHa, BHEIIHEH
OpraHM3aluy, JOJDKHOCTHOTO JIMI@ BHINECTOSIICH OpTraHM3alliH) C COJAEpKaHHEM HIH O(pOpMICHHEM

JIOKYMEHTa.
I'pud coriacoBanns B 3aBHCHMOCTH OT BHIa TOKYMEHTa H 0COOEHHOCTEH €T0 OOPMIICHHS MOXKET

IIPOCTABIIATECH .
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—  Ha IIEpBOM JIHCTE JOKYMEHTa (€CIIM JOKYMEHT WMEET TUTYJIbHBIA JTHCT, TO Ha HETUTYJILHOM
JMCTE) B JIEBOM BEPXHEM YIIy Ha ypoBHE Ipuda YTBEpPKIEHUS HIH 0] HAHMEHOBAHMEM NOKYMEHTa
BrHKe K HIDKHEMY TOJIH0);

—  Ha IIOCJIETHEM JIUCTE JOKYMEHTA IO TEKCTOM;

—  HAaJIACTE COrVIACOBAHMWS, SBJIMIONIEMCS HEOTHEMIIEMOM YaCThIO IOKYMEHTA (JIMCT COTJIACOBAHMS
MOXKET OQOPMIATECS OTAEJBHBIM HOKYMEHTOM WM OHITh 4acThio  (OPMBI  TOKYyMEHTa ¢
COOTBETCTBYIOIIHMH TIOJIAMH).

I'pud cornacosanus cocTouT u3 ciopa COTJTACOBAHO, 10/mKHOCTH JIHIA, KOTOPBIM COTTIACOBAH
OKyMEHT (BKJIIOUAs HAMMeHOBAHUE OpraHu3aliy (IIPH COTACOBAHMH BHEITHUME OPTaHU3aLHSIMH)), €0
coOCTBEHHOPYYHOM TIOMICH, HHHIIHAIOB, (PaMHIIHH, 1aThl COTTTACOBAHHS.

Ecid  coryiacoBalHHe OCYIIECTBISETCS KOJUIETHAILHEIM OpPraHOM, B TIpH()e COrTacoBaHHs
yKa3bIBAIOT CBeIeHHs 06 Oprame, COITacoBABIIEM JOKYMEHT, JaTe M HOMEPE IPOTOKONA, B KOTOPOM
3a(hMKCHPOBAHO PEIIECHHE O COTTIACOBAHHH.

EclH COrTIacOBAaHME OCYIIECTBIISETCS ITHMCBMOM BHEINHEH OpraHu3alliy, YKa3bIBalOT BHI
JIOKYMEHTa, OpraHu3al[{I0 — aBTOpa JOKYMEHTa, IaTy H HOMEp IIHCEMA.

IIpamepsr:
COI'JTACOBAHO COTI'JIACOBAHO/TIPUHATO COT'JTACOBAHO
pextop CII6I UITICP Vuensm coperom CIIOI'MIICP muckMoM Pocapxuea
M.0. ®amums | (mpoTtokor oT XX XX XXXX NeXX) | ot XX XX XXXX NeXXXX
(nodnuce)
W« » 20 1.

3.16. OrMeTka 0 3aBEPeHHH KONMH JOKyMeHTa OQOpPMIIAETCS i IIOATBEPHKICHUA
COOTBETCTBHS KOITHU JOKyMeHTa (BBIIUCKH U3 TOKyMEHTa) IOUIMHHUKY JIOKYMEHTA.

OTMeTKa 0 3aBEepEHHH KOIHMH IPOCTaBISIETCS M0 PEKBU3UTOM (IOAMHCEY» H BKJIOYACT: CIOBO
«BepHO», HaWMEHOBaHHE JOKHOCTH JIAIA, 3aBEPUBIIETO KOMHIO, €ro COOCTBEHHOPYYHYIO MOMIHKCE,
pacmudpOBKY NOANACH (HHALHANE, (PAMIIIHIO), 1Ty 3aBEPEHHS KOMUH (BBIHCKH 13 JIOKYMEHTA).

IIpumep:

Bepuo

Benmymmii crieanuct obIero oTaena
CIIeI'MIICP H.0. ®amumis

« » 20__ roma

Ecnu Komus BbIAaeTcs AJs MPEACTABICHUS B OPYTyH OPraHH3allMi0, OTMETKAa O 3aBEPEHHH
KOITHH JIOIONHSIETCSA HAMITHCHIO 0 MECTE XpaHeHUs JOKYMEHTa, C KOTOpOro OblIa H3roTOBJIEHA KOMHs
(IToZIMHHHMK JOKYMEHTa Haxoures B fene Ne... 3a ... rog/ obmem otaene CIIGIMIICP u 3apepseTcs
neyathio MHCTHTYTA.

Jlis TPOCTABNEHHS OTMETKH O 3aBEPEHHMH MOMKET HCIOJIB30BATHCS INTAMIL, COXCPKAIIMH
YKa3aHHYIO B HACTOSIIEM IMyHKTe MHCTpyKnum HH)OpMAIIHIO.

JlomyckaeT aBa crmocoba 3aBepeHHs MHOTOCTPAHMYHBIX IOKYMEHTOB: 3aBEPEHHE KaxIoro
OTJIEJIbHOTO JIMCTA KOIMH JOKYMEHTa, JTHOO0 MPOIIUTHE MHOTOCTPAHHYHOTO JIOKYMEHTA H 3aBEPCHHE
€ro B LEJIOM.

IIpr (OpPMHPOBAHHH CIIMBOB JIOKYMEHTOB (KOMMH [OKYMEHTOB) Ha OyMaXXHOM HOCHTEILE,
Tpe/ICTAaBIAEMBIX B HAJIOTOBBIE OPraHbl, PEKOMEHIYSTCS yUHTHIBATE CIIEyIOMEe:

— cmuB Qopmupyercs obbemoM He Oomee 150 HCTOB ¢ yKasaHHEM apabeckumu nudpaMu
CIIOMIHOM HyMepalHy JIHCTOB, HaulHas ¢ eIMHHIIBL;

— BCE JIMCTEL B CIIMBE IPONIHBAIOTCS Ha 2-4 IPOKOJIA MPOIHOM HATHIO, KOHI[EI KOTOPOH BEIBOJATCA
Ha 0GOPOTHYIO CTOPOHY IOCIEIHEr0 JIHCTa H CBA3bBaoTCA. Ha 060poTHON CTOPOHE MOCIIE/HETO JICTA B
MeCTe CKpeIlIeHus HakenBaeTes GyMakHas Hakyehka (B BHIE IPAMOYTOJIbHHKA PaSMEPOM IIPHMEPHO 40-
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70 MM Ha 40-70 Mm). Hakrelika omKHA 3aKpEIBATE MECTO CKPETLIEHHSI TPOLIMBKH IIOTHOCTHIO, 38 IIPEEIIBI
HAKJIEHKH MOTYT BBIXO/MTH TONBKO KOHIIB! IPOITHBHBIX HUTEH, HO He Gosee yeM Ha 2-2,5 cM;
— Ha OyMakHOM HakieifKe NPOCTABIIACTCSA 3aBEpHUTENbHAd HAIMHCh, B KOTOPOH yKa3bIBaeTCH
KonmuyecTBo (apabckumy IH(paMHd W TPOMKCEHIO) IPOHYMEPOBAHHEIX JIHCTOB. 3aBepUTesIbHAs HAIIHCh
HOJIIHACHIBAETCA peKTOpoM MHCTHTYTA MM PYKOBOJHTEIEM CTPYKTYPHOTO HojpasiaeneHus MuctuTyTa ¢

YKa3aHHEM €ro (baMHHHH H MHHUIHATIOB, JOJDKHOCTH, AATHI IIOOITHCAHHA,

IIpumepsr:
Beero MPOIIKTO,
MPOHYMEPOBAHO H CKPEILIEHO

NeYaTeio | ) muct( )

Bceero MPOIIUTO,
MPOHYMEPOBAHO M CKPEIUIeHO

Meyarsio ) macT(_)

Beero IPOILIKTO,
NPOHYMEPOBAHO H  CKPEIUIEHO

meyaTso__ ( ) muact( )

IMouTHHHUK JOKyMeHTa ITomnuHHEK JOKYMEHTa
Haxogutcs B CIIGIHIICP B Hawanenux ofmero otaena HaxOAWTCHd B OTIAENE KaApoB
nene Ne o CIIoI'MIIICP CIIoT UIICP
H.0. Qavmua
Pextop CII6I'MIICP € _ » 20 T HauaneHuk oTnena KaIpoB
H.0. damunma H.0. Pammmma
« » 20 T « _ » 20 T

— 3aBepUTE/bHAS HAMNIHCh ONEeYaThIBACTCS ME4aThl0 OpraHu3allkd (WIM CTPYKTYpHOTO
nozpasenenns). [ledars cTaBUTCA TAKEM 06pa3oM, 4TOOkI YaCTHYHO 3aXBaThiBala OyMaXHYIO HaKIIeHKy,
3aKJICUBAIOLIYIO KOHI[BI HHTH, JIMYHYIO ITOAIHCE, (aMUIIHI0, HHHIMAIE! JIMIA, 3aBEPHUBIIETO JOKYMEHTEI
(KOTTHH JOKYMEHTOB), 1aTy UX 3aBEPEHHUI.

IIp GOopMHUPOBAHKH CLUIMBOB HEOOXOIMMO OOECIIEUMTh COXPAaHEHHE LEIOCTHOCTH NOKYMEHTOB
(kommil JOKYMEHTOB) B CIIIHBAX, & TAK)KE BO3MOKHOCT UX CBOOOIHOIO YTEHHS ¥ KOTHPOBAHHUS.

3.17. Pe3onwnus COASPKUT yKa3aHUE 110 UCIIOTHEHUIO TOKYMEHTA.

Pesomomms odopmiseTcs Ha cBOOOJHOM MeCTe paboyero ot JOKyMeHTa.

Pezomonus Brmoudaer: PaMUIHIO, WHHUIMAIEI WCIOTHATENSA (MCIIOMHUTENEH), NOPYYEHHE IO
JIOKYMEHTY, TpPH HEOOXOAMMOCTH — CPOK HCIONHEHHS, & TaKKe MOANACH PabOTHHKA, BBIHECILIErO
PE30IIOLHIO, ATy PE30IIIOIHH.

IIpumep:

@avumus U.0.

Iopyuenue (npu Heobxooumocmu)
Ioanuce

Pezomomus MoskeT OBITh yKa3aHa HEMOCPEICTBEHHO B CHCTEME 3IEKTPOHHOTO JOKYMEHTO000pOTa
WU CHEeNHATH3HPOBAHHOM HHPOPMAIHOHHOM CHCTEMBI, HCTIONb3yeMol B MHCTHTYTE.

3.18. CnpaBovHble JaHHbIe YKA3BIBAIOTCA B OIaHKaX [THCEM U BKITFOYAIOT:

—  TIOYTOBEBIH ajpec;

— Homep TenedoHa/daxca;

—  aapec IEKTPOHHOHU IIOYTHL;

—  ceTeBO¥ aapec (axpec oQUITMAITEHOTO caiTa);

—  koj no ObmepoccuiickoMy Kiaccudukaropy npeanpusatuii u oprasusamuit (OKIIO);

—  OCHOBHOM rOCYIApCTBEHHBIN perHCTPalMOHHEI HoMep opranusaunyu (OI'PH);

—  HAeHTH(HKAIMOHHBIA HOMEp HAJIOTOILIATEIbINUKa/KO IPHIHHEI IIOCTAHOBKH HA HATIOTOBBIH
yuet (MHH/KIIIT).

3.19. 3aroi0BoK K TekcTy (KpaTkoe cofepikaHHe NOKyMeHTa) GOpMyIHpYeTCs ¢ IMpPEeAroroM
«Oy» («O6») 1 OTBEUAET HA BOIPOC «0 "eM?». 3aroIOBOK K TEKCTY 0OpMIISeTCs IO/l PEKBU3UTaMH OllaHka
CJIeBa OT FPaHUIIE! JIEBOTO 0N, B paciiopsAIUTeTbHBIX TOKYMEHTAX 3ar0JI0BOK 0QOpMIIIeTCs Hajl TEKCTOM
TmocepeIMHe pabodero mosis A0KYMEHTa U IEHTPUPYETCsS OTHOCHTENBHO CaMOi JUIHHHOH CTPOKH.
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3.20. TekeT MOKYyMeHTa MOXET COAEpKaTh pasMelibl, [OJPa3NeNbl, IYHKTHI, MNOMIYHKTHI,
HyMepyeMble apabekumu mudpamu. YpoBHei pyOpHKAIMK TEKCTa HE T0JDKHO GBITE Gonee YeThIpeX.

B TekcTax JOKYMEHTOB YHOTPEGISIOTCS TONBKO OOIIeNpHHEATEIE ab0peBHaTypsl U rpadpudcckue
COKpalleHHs, HeobXomumMo COONIOaTh IpaBHiIa HANMCAHAA OQUUMAIBHBIX ~ HAMMCHOBAHHH,
YUCITATENBHBIX H €IHHHAL H3MEPEHHL.

[Ipu yrioTpe6ennH B TekcTe (aMuInii JIHI] MHULHAIE! YKa3bIBAFOTCS 10CTIE (aMIIHH.

3.21. OTMeTKa 0 MPHJIOMKEHHH COIEPIKUT CBEICHHS 0 JOKyMEHTe (JIOKYMEHTaX), IPUIaraeMoM
K OCHOBHOMY J[OKYMEHTY (B CONpPOBOJMTENBHBIX IHChMAX, NMPETCH3WSX, aKTaX, CIPaBKaX M NPYrUx
HH(OPMAIHOHHO-CIIPABOYHBIX TOKYMEHTaX) MM O TOM, YTO [OKYMEHT SABIACTCA MPHIOKECHHEM K
OCHOBHOMY JOKYMEHTY (B JOKYMEHTAX - IPHIOKEHUAX K PACIIOPSAIUTEIBHBIM JIOKYMEHTaM, TTOIOKCHHUSM,
IIPABHJIAM, HHCTPYKIHSM, JOTOBOPaM, IUTAHAM, OTYETaM | JIp. JIOKYMEHTaM).

B CONpOBOMTENBHBIX IACBMAX M APYTHX HH(POPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX OTMETKA O
TIPHJIOKEHIH 0(hOPMIISETCS IO TEKCTOM OT IPAHHIIE! JIEBOTO MOJIS CIEAYFOIMEM 00pasoM:

—  eCITH TIPHUJIOKEHHUE Ha3BaHO B TEKCTE:

[Ipmtokenue: Ha 2 1. B 1 9K3.

—  ecIM TPUIOKEHHE He Ha3BaHO B TEKCTE MITH €CJIH NPHJIOKEHHH HECKOJIBKO, YKa3bIBalOT
Ha3BaHMA JOKYMEHTOB-IIPHIIOKSHHH, KOMHIECTBO TUCTOB M SK3EMILLIPOB KaXKIOT0 IIPUIIOKEHHUA:

[punoxenue: 1. [lonoxenue 06 obmem oTaene Ha 5 1. B 1 9K3.

2. Crpaska o kaxposoM coctare CIIGI'MIICP na 2 1. B 1 3k3.

—  ecIH TpH/IoKeH!e (IIPHI0KEHHSA) COPOIIIOPOBAHEL:
Ipunoxenue: otger o HUP B 2 3K3.
—  eCcNE JOKYMEHT, SBJISIONIANCS [PHIOKCHHEM, HMMEST TNPHJIOKEHHS C CAMOCTOATEIBHOH
HyMEpaluen CTPaHuUIL:
IIpunoxenue: maceMo Pocapxusa oT 05.06.2021 Ne02-6/172 u mpuiioxeHHS K HEMY, BCETO Ha
5.

—  eCIIH NPHIIOXKEHHEM ABISETCS 000COGIEHHBIH IEKTPOHHEI HOCHTENb (KOMITAKT-IHCK, usb-
(ren-HaKOMUTENh U AP.):
ITpunoxenue: CD B 1 3K3.

[Ipg 5ToM Ha BKJIajmbIIe (KOHBEPTE), B KOTOPBIA IIOMEINACTCS HOCHTEND, YKa3BIBAIOTCA
HaHMEHOBAaHUs JJOKYMEHTOB, 3allACAHHbIX Ha HOCHTENb, HMEHA (akiIoB.

B pacmopsauTeTsHEX NOKyMEHTaX (IOCTAHOBJIEGHHAX, PENICHHAX, MPUKa3ax, PaclopsUKCHHSX),
JIOTOBOpax, MOJOKEHHAX, NPABHIAX, HHCTPYKIHAX H JAPYTHX MOKYMEHTaX OTMETKA O IPHIIOKCHHH
oopMmIIsIETCS ClIeAYIOIIM 00pa3oM:

— B TeKCTe NOKYMEHTA IPH IEPBOM YIOMHHAHHH JOKYMEHTA-TIPUIIOKEHHS B CKoOKax
yKa3bIBaeTcs: ...(TMPHIOKEHHE) HIH ... (IpHIoXkKeHHe 1); mepell HOMEPOM IPUIIOKECHHS JOIyCKacTCs
CTaBHTH 3HaK HoMepa «No»: ... (mpuinoxenue Ne2);

—  Ha [EPBOM JIMCTE JOKYMEHTA-TIPUIIOKEHH B IPABOM BEPXHEM YTIIy YKa3BIBACTCA:

[punoxenne Ne2

k mpukazy ot 01.01.2021 Nelll

HUTH:

ITpumoxenue Ne3

K [ToIoKEHHIO 0 3alUTe NEPCOHATBHBIX JaHHBIX

CTpPOKH PEKBH3HTA BLIPABHUBAIOTCS 110 JIEBOMY KpAlO HJIH LEHTPUPYIOTCS OTHOCHTENLHO Camoi
IUIMHHOM CTPOKH.

3.22. Tloanuch BKIIOYAET: HAMMEHOBAHHE MOJDKHOCTH JIMIA, IOAMKMCHIBAIOIIET0 JOKYMEHT, €T
COBCTBEHHOPYYHYIO HOAMACH, Paciiu(GPOBKY MOATHCH (MHUIKAEL, hamunus) (yKasbIBacTCsa Ha CTPOUKE,
COOTBETCTBYIOMmEH OCIEMHEN CTPOUKe yKa3aHHs TOIKHOCTH HITH YIEHOTO 3BAaHU).
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JlomycKaeTcsl yKasaHHe B TIOAIMCH YYCHOM CTemeHH (COKPAIIEHHO) W(WMIIM) YYEHOTO 3CBAHHA
(TTONMHOCTEI0) (YKa3BIBACTCS IOCIE JOIKHOCTH YEPE3 3aIATyI0 Ha CISYIOmel CTPoKe).

- Ilpumepsi:
Pektop Ioonucw N.0. Oamunus
HUTH:
PekTop,
npodeccop Ioonucw N.0. Gamunus

[Ipy MOANKCAHHH JOKYMEHTa HECKOJBKHMH JOJDKHOCTHBIMH JIMIAMHM, 3aHHMAIOIMMH pPasHOe
TIONIOKEH e, WX TIOMIHCH PACIIONATAIOTCS OHA MO APYTOH B IOCIEIOBATENFHOCTH, COOTBETCTBYIOMIEH
HepapXHH 3aHHMAEMBIX TOIDKHOCTEH (PacCTOSHHE MEKY MOKHOCTAME — OJIHA CTPOYKa).

IIpumep:
Pekrop Ioonuce H.0. Oamumug
['maBHbI1 Oyxranrep Iloonuce N.O. @amunus

B 10oKyMeHTaX, COCTaBIECHHBIX KOMHCCHEH, B IOIIHCH YKa3plBAaeTCS CTaTyc JHIA B COCTaBe
KOMHCCHH. UTIEHBI KOMHCCHH YKA3BIBAIOTCS B all()aBUTHOM MOPSIIIKE.

IIpumep:
[Tpencenarens KOMHCCHH IHoonuce N.0. amumis
YneHbl KOMHCCHHU Iloonuce H.0. ®amunus
Ioonuce H.0. Gamunns
IHoonuce H.0. Oamumms
IToonuce H.0. Gamumis

IIpy TOMNHCAHHH JOKYMEHTA JIMIOM, HCIONHIOMEM OOS3aHHOCTH DPYKOBOJMTEA, MOJMHCH
obopMIIsIeTes ¢ YKa3aHHEeM CTaTyca JOJDKHOCTHOTO JIHIA B COOTBETCTBHH C IIPUKA30M (PAaCIOPIKEHHEM).

IIpumep:
W.o. pextopa Hoonucs 1.0. ®amumus

IIpu MOANHCAHUH JOKYMEHTA JIHIIOM, UMEIOIIMM IIPABO MOJHCH B CITy4ac BPEMEHHOI0 OTCY TCTBHS
PeKTOpa, UCTIPABICHHS B HAUMEHOBAHHH TOIDKHOCTH U PAcIIH(pPOBKY GaMHIIMK YKE IOATOTOBICHHOTO X
COTJIaCOBAHHOTO IIPOEKTa JOKYMEHTA BHOCATCA OT PYKHM MIIH C HCIIOJIB30BaHHEM COOTBETCTBYIOIIMX
IITaMIIOB.

He momyckaeTcsi CTAaBHTH KOCYIO YEPTY, HAAIIKCE «3a» Mepe/l HAUMEHOBAaHHEM JO/IKHOCTH JIMIA B
TIOIIHCH, ECIIH JOKYMEHT IIOAMICHIBAET HHOE JOKHOCTHOE JIHIIO.

3.23. OtMmerka 00 SJIEKTPOHHON IOMNMCH MCIONE3YETCA IPH BH3yalnM3allUH SIEKTPOHHOIO
JOKYMEHTa, TIOIMHCAHHOTO 3/IEKTPOHHOM OIHICHIO, C COOIIOIEHHEM CIEAYIOIHX TPeOOBAHMIL:

—  MECTO pa3sMeIleHHs OTMETKM 00 JIEKTPOHHOM IIOJIHCH IO/DKHBEI COOTBETCTBOBATE MECTY
pasMeIeHus cOOCTBEHHOPYIHOM MOANKCH B aHATIOTHIHOM JIOKYMEHTE Ha OyMaKHOM HOCHTEIIE;

—  DIIEMEHTBI OTMETKH 00 DIEKTPOHHOMN IMOJIIHUCH JODKHBI ObITh BUIMMEIMA H YHTACMBIMH IIPH
oToGpakeHUH JOKYMEHT4 B HATYPalIbHOM pa3Mepe;

—  DJeMEHTHl OTMETKH 00 DSIIEKTPOHHOM IIOANHCH HE JOJ/DKHBEI IIEPEKPHIBATHCA —HIIH
HaKJIaJBIBAThCS APYT Ha IAPyra;

—  9JIeMEHTHl OTMETKH 00 3JIEKTPOHHOM MOANMCH HE JOIKHBEI MEPEKPhIBATh SIEMEHTBI TEKCTa
JIOKYMEHTA | IPYTHe OTMETKH 00 31eKTPOHHOH MOHUCH (TIPH HAIHYAH).
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OtMerka 00 O3IEKTPOHHOM IOANKCH B COOTBETCTBHH C 3aKOHOAATENBCTBOM Poccuiickoi
Denepanuu BmodacT Gpasy «JOKYMEHT NOANHCAH SJNEKTPOHHOH MOANMCHIO», HOMEP cepTHdHKaTa
KJTI0Ya 3JIEKTPOHHON MOANHCH, (aMHITHIO, HMs, OTYECTBO Bjajlelblla CEPTH(QHKATa, CPOK NEHCTBHA
cepruduKara Kiroda 3MEKTpoHHON mommucu. OtMmerka o0 3IeKTPOHHOH IOIMHCH MOKET BKIIOYATH
n306paxkeHune repba, oMOIeMs! IHCTHTYTa B COOTBETCTBHH € JEHCTBYIOIMM 3aKOHOIATEIECTBOM.

Mpumep —
Smbne- AOKYMEHT NOONHUCAH
Ma SNEKTPOHHOM NOAMWCHIO
HawmeHoBaHue Oprana
anncIy _ H.H. Huxonaes
SORAHOCTIA Ceprwdkar 1a11122a000000000011
Bnagenet Hmonese Huxonai Hukonasewy
OeAcravtened ¢ 01.12.2012 no 01.12.2017

3.24. Ileuars 3aBepseT IOUIMHHOCTL IIOANHCH [IO/DKHOCTHOrO JIMI@ Ha JOKyMEHTaXx,
YIOCTOBEPSIONIKX [IPABA JIKI, QUKCHPYIOIHX (hakThl, CBA3aHHbIE ¢ GUHAHCOBLIMH CPEICTBAMM, & TAKKE
HAa HWHBIX JOKYMEHTaX, MNpPELyCMaTPHBAIOIIMX 3aBEPEHHE IIOJNMCH II€YaThi0 B COOTBETCTBHU C
3aKOHOIaTebeTBOM Poccuiickoit @eneparuu.

JIoKyMEHTBI 3aBEpsIOT TedaTbio MHCTHTYTa WM CTPYKTYpPHOTO mojpasieneHus MHCTHTYyTa.
[leyaTs mpocTaBIsIETCs, HE 3aXBaThIBAsA COOCTBEHHOPYYHOM MOIITHCH JIHIIE, TOIITHCABIIETO JOKYMEHT, WK
B MeCTe, 0003HAYCHHOM «M.IL.» («MECTO MeYaTH).

3.25. OtMmetka 00 HCIOTHHTENE BKIOYACT (AMHIHIO, MM H OT4YeCTBO (IpH HAIMYMH)
HCIIOIHUTENS, HOMep ero TenedorHa. OtMerka 00 HMCIONHHTENE MOXKET AOMOJHSATHCS HAWMCHOBAHHEM
JIOTKHOCTH, CTPYKTYPHOTO ITOAPa3AeICHHA H JIEKTPOHHAIM aIpeCOM HCIIOTHHUTELA.

OtMmeTKa 06 ucmonHuTene 0hOopMIIsSeTCs HA JHIEBOH CTOPOHE IOCISIHEro JIMCTA NJOKYMEHTa OT
IPAHHUIIEI IEBOTO TIOJIsS HIIH, [IPH OTCYTCTBHH MECTa, — Ha 000POTHOM CTOPOHE BHH3Y CIIEBa.

IIpumepsi:

Hganor Mpaun MBanosuu

8 (812) 123-45-67 mob6. 111

HIIH:

WBanor Mpan MBanoBuy, Ha4aIsHUK OTENa HHOOPMAIHOHHBIX TEXHOIOTHH
+7-911-111-11, ivanivii@gipsr.ru

OtMeTka 00 HCIONHHTENE MOXET O(QOPMIIATBCH KaKk HHXKHHM KOJOHTHTYI M II€4aTarTbes
mpuTOM MEHBIIETO pa3Mepa.

4. OcobennocTH ohopMJIeHHS OT/IEIbLHBIX BHI0B
0JIAHKOB CJTy:KeOHBIX JOKYMEHTOB

4.1. IlladaoHbl 6JAHKOB CIyxKeGHBIX NOKYMEHTOB pa3pabaThIBaloTCS pabOTHHKAaMH OOIIEro
oTnela B cooTBeTcTBHH co CTaHmapToM M Hactosmeit MHCTpyKIHeH, [oBoasITCA 10 CBeJeH s pabOTHHKOB
WucrtuTyTa.

4.2. O6muii 6.1aHK ciry:KeGHBIX JOKyMeHTOB (anee — OOmmii OanK).

4.2.1.06mui 61aHK HCIONb3yeTcs IS O(GOPMIIEHHs BCEX BHIOB CIY)XeOHBIX HOKYMEHTOB, 3a
HCKIIIOYEHHEM ITMCEM, [IPUKA30B, PAaCIOPSHKEHUH, TPOTOKOIIOB.

4.2.2.O6muii 61aHK BKIIIOYAET [IOJIHOE U COKpalleHHoe HauMeHoBanue MuctuTyTa.

4.2.3. OpranusanuoHHO-NpaBoBas (GopMa HHCTHTYTa yKa3blBaeTcs IIPONMCHLIM IIpUQTOM,
pasmepom 10 ma mepsoit crpouke «CAHKT-IIETEPBYPTCKOE TOCYIOAPCTBEHHOE
ABTOHOMHOE OBPA30BATEJIBHOE VUPEXJIEHUE», Ha BTOpO# CTpoUKe ¢ MHTEpBAnoM 6 IT.
«BBICHIET'O OBPA30OBAHM ».

4.2.4. Jlanee NPOIMCHBIM HOTYXUPHBIM MpudTOM, pasmepoM 14 B KaBBYKaX yKa3bBIBAETCH
HasBague VHCTHTYyTa Ha INEpBOH CTPOYKE «CAHKT-TIETEPBYPI'CKUI T'OCYIAPCTBEHHBIN
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WUHCTUTYT», Ha BTOpoil crpouke ¢ uHTepBamoM 6 nt. «[ICMXOJIOTMH U COLIMAJILHOM
PABOTBI».

42.5. Jlatee B CKOGKAx NPOMHMCHEIM MOJNYKHPHEIM ImpudTOM, pasmepoM 14 yKasbBaeTcd
cokparmenHoe Ha3paune Vuctutyta (CII6I UTICP).

4.2.6. MeXCTpOouHBIH HHTEpBAI | MEXIy CTPOUEK, yKasaHHBIX B 1/1 4.2.3. - 4.2.5.

4.2.7. Jlanee Ha GilaHKe MOTYT PaclioaraThCs CIEAYIOLIHE PEKBU3UTHL:

rpudBl yTBEPKICHHS, COTIACOBAHMS, IPHHATHS JOKYMEHTA;
BCTYNHUTEIbHOE OOpalienue (IIpu HeoOXOIUMOCTH) M TEKCT IOKYMEHTa;
TIOATIHCE;

IeyaTh;

OTMETKA 00 UCIIOJIHUTETE.

4.3, BJIaHK IHCHMAa ¢ YIJI0BBIM pa3sMenieHneM peKBH3HTOB (mpuioxenue Nel)
4.3.1. bnaHk NUCcbMa JIO/DKSH HMETh CIIEIYIOIIHE PEKBU3HTEL

|

repb Canxr-IletepOypra;

HAaHMEHOBAHUE YUPEIUTEIS;

HauMeHoBaHKE MHCTUTYTA;

CIIpaBOYHEIE JAHHEIE,

maTa JOKyMEeHTa;

PErHCTPAI[HOHHBIA HOMED JOKYMEHTa,

CCBUIKA Ha PETHCTPAL[MOHHEI HOMED H ATy MOCTYIHBINETO JOKYMEHTA;
3aroJI0BOK K TEKCTY;

ajipecar;

BCTYIHTENIbHOE o0patieHue (MpH HeoOX0MMMOCTH) B TEKCT JOKYMEHTa,
OTMETKa O TIPHJIOKEHHH;

MIOIITHCE;

meyaTh;

OTMETKa 00 HCIIOIHHTEE.

4.3.2.TToamuce ykasbBaeTes Yepes JBE CTPOYKK OT OKOHYAHUSA TEKCTA.

4.3.3. PeKBU3HT «ajpecaTy» IPOCTaBJIsETCS B BEPXHEH NpaBol yacTu OnaHKa [mHcbMa (ma GmaHKe ¢
YIJIOBBIM PACIIONIOKEHUEM PEKBH3HTOB).

CTpoKH peKBU3UTA «aIpecaTy» BEIDABHUBAKOTCA 110 JISBOMY Kparo.

IIpy ajgpecoBaHWH NOKYyMEHTa PYKOBOMWTEIO (3aMECTHTENIO PYKOBOJMTEINA) OpraHMu3allif
YKa3bIBAlOTCS B JAaTECIBHOM TaJie)keé HAUMCHOBAHME JO/UKHOCTH PYKOBOIHTEILT (3amecTuTENA
PYKOBOAUTEIIA), BKIIFOUYAOIIES HANMEHOBAaHHUE OpraHHU3alMH, X baMuIis, HHEIHAIE JOKHOCTHOTO JTHIA.

IIpumep:

IIpencenaremo KoMuTeTa 110 COLUATBHOMR MOJTUTUHKE
Cankr-Iletepdypra

Gamumus H.0.

[Ipy anpecoBaHWM I[HCbMAa B OPraHM3alMIO YKa3blBACTCA €€ IIOJHOE HWIM COKPAIICHHOS
Ha¥MEHOBaHHe B IMEHUTEIBHOM IaIeKe.

ITpu ajpecoBaHAH JOKYMEHTA B CTPYKTYPHOE TIOIpasfieieHHe B PeKBH3HTE «aIpecaTy yKasbIBaeTCs
B MMEHMTEILHOM Tajeke Ha¥MEHOBAHME OpraHW3allMM, HIDKE - HaWMMCHOBAHHE CTPYKTYPHOTO
TTOIpa3 e/ ICHH .

IIpumep:
KomuTeT 110 comuanbHoi nonutike Cankr-IletepOypra
Otnen Haa30pa
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[Ipu angpecoBaHHH [HCbMa PYKOBOIMTENIO CTPYKTYPHOTO MOAPa3feNeHHs YKa3plBacTCsd B
HMEHHTEIRHOM Taeke HaMMEHOBAHHE OpraHuW3allid, HHXKe — B JaTeJIbHOM IaneKe HauMEHOBAaHHE
[OJDKHOCTH PYKOBOIHTENS, BK/IIOYAIONEe HAHMEHOBAHHE CTPYKTYPHOTO MOApasfeleHnus, (aMHIuio,
HHUITHAIIBL.

Ipumep:

Komurter 1o connaneroi nomutuke Cankr-IletepOypra
HavanpHUKY 0TZAena Ha30pa

®amumus 1.0.

B cocras peKBH3HTa «AIpecaTy» MOKET BXOAMTh IIOYTOBEIH ajpec.

IIpumep:

KoMuTeT 110 BOCIUTATEILHOMH IOMTHTHKE
Myaeiinas yi., a. 13,
Canxkr-Iletepbypr, 199178

[Ipu ampecoBaHMH JOKYMEHTA GH3AIECKOMY JIMITY YKA3EIBAIOTCA: (aMUIIHA MHALHAIBL, OYTOBbIA
azpec.

Ipumep:

Gamums H.0.

Canosas yiu., I. 5, kB. 12,
Cankrt-Ilerepbypr, 191919

4.3.4.B nuceMax, aJpecOBaHHBIX KOHKPETHOMY JIMIlY, MOXET HCIIOJIB30BATBCA BCTYIIHTEIBHOE
obpalenue.

Ipumepsnr:
Ypaxaemsrit Hukonait [lerposuy!
Veaxkaemas Onsra Hukonaesna!

BerynutensHoe obpanieHue 0hOpMIIIeTesl MeXK/Iy PEKBH3HTaMHU OllaHKa M TEKCTOM IOCEpeuHe
pabodero mons JOKYMEHTAa U LIEHTPHPYETCS OTHOCHTENBHO CaMOH UIMHHOH CTPOKH. BeTymuTenpHOe
obpareHne oTAeIsIeTes | CTPOUKOM OT PEKBU3UTOB M OT TEKCTa JOKYMEHTA.

4.4, Ocobennocta oopMieHHs OIaHKa IpHKa3a.

[IpuKa3 — HOPMAaTHBHBIM aKT, H3/lapacMbIi pexTopoM WHCTHTyTa M peINeHHs OCHOBHBIX H
OTIEpaTHUBHEIX 3a/1a4, CTOAIHNX nepen MHcTUTyTOM.

ITpumepHas (opMa mprikasa OTpakeHa B IpunoxeHuH Ned4 k MHCTpyKIuH.

[To comepskaHUIO IPHKa3El HOAPa3AC/IAIOTCS Ha:

—  TIpHKAas3bl 0 JHYHOMY COCTaBY pabOTHHKOB,;

—  [PHKa3El 10 JIHIHOMY COCTaBy 00yJarommXcs;

—  IpHKAa3bl [0 OCHOBHOMH AesATenbHOCTH MHCTHTYyTA.

[IpuKassl 110 JTHYHOMY COCTaBY Pa0OTHHMKOB DPETYJIHPYIOT IpHEM, MEpPEeMCINCHHAE, YBOJIBHEHHE,
TIpeIOCTaBIIEHHE OTILyCKOB, KOMAHIHPOBOK, IPHCBOEHHE Pa3Ps/IOB, BRIHECEHHE B3LICKAHMI H MOOIIPEHHH
pabOTHUKOB, JPYTHE aCHEKTH KaIpoBoil paboThL.

[Ipukassl MO JIAYHOMY COCTaBy OOyHaroINMXCs PEryJaHpyIOT BOIPOCHL IpHEMa M IBHKCHHA
KOHTHHIeHTa 00yJaloIuXcs, OTIMCIICH s, OpraHu3auy yaeOHOro npornecca, Jpyrue acnekTsl y4eOHOH
JIeSITeTLHOCTH.

[Ipukasbl II0 OCHOBHOH MIEATEIPHOCTH PEryJMpYIOT BOIPOCH OpraHH3alkM JeATEIIEHOCTH
WHCTHTYyTa B ILelIOM, (HHAHCHPOBAHHS, MATEPHalbHO-TEXHMYECKOTO OOeCHedeHus, HAyIHOH H
HCCIIeIOBATENILCKON paboThl, YTBEP)KICHHS M BBEICHHA B JICHCTBHE JIOKAIBHBIX HOPMATHBHBEIX aKTOB,
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CO3JIaHUS M JNMKBHIALMM CTPYKTYPHBIX MOJApa3JieleHHH, IpPH CO3MaHHM BPEMEHHBIX H IIOCTOSHHBIX
KOJUIErHAIBHBIX OPTaHOB; COUATBHBIE BOIPOCH! U CICNH(HIESCKUE BB I€ATeNbHOCTA HCTHTYTA.
4.4.1.braHK IpHKa3a UMEET IPOI0JIBHOE PACIONIOKECHIE PEKBH3HTOB H BKIIOIACT.

- rep6 Cankr-Iletepbypra;

- HAMMEHOBAHUE YIPEIUTELS;

—  HaWMeHOBaHHE MHCTHTYTa;

—  Jara IOKyMEHTa,

—  perncTpalHOHHBIA HOMED NOKYyMEHTa,

—  MECTO COCTaBJIeHHUS (H3aHUA) TOKYMEHTA,;

—  3aroJIOBOK K TEKCTY;

= KOHCTATHPYIOUIYIO YacTh IIPUKa3a;

—  pacnopsAAHTENIbHYIO YacThb IPUKa3a;

—  OTMETKa O IPHIOKEHUH;

—  IIOJIHCE,

- OTMETKa 00 HCITOJTHHTEINE;

- rpu¢ coriacoBaHUs JOKYMEHTA,

—  rpud 03HAKOMIICHHA C TOKYMEHTOM,

- CIIHCOK PacCHUIKH.

4.4.2.3aronoBOK K IPHKa3y pasMelnaeTcs nocepeuHe paboyero mojs JOKyMEHTa U EHTPUPYETCA
OTHOCHTENBHO CaMoil [THHHON CTPOKH IO PEKBU3UTOM «MECTO COCTaBJICHHS (M3/aHKs) JOKYMEHTa» H
OTIENSETCS OT HETO OJHOM CTPOYKOH.

KaBbIuKY B Ha3BaHHK M TOYKA B KOHIIE 3ar0JIOBKA HE CTABATCA.

34ro/0BOK IEHTPHPYETCS OTHOCHTENBHO CaMOM JTHHHOM CTPOKH, COCTOAINME M3 ABYX M Oonee
CTPOK, TTeuaTaeTcs yepe3 1 MexCTPOUHBIA HHTEPBAIL.

3aroI0BOK K TEKCTY MOXKET HE COCTABIISTHCS, SCIIH TEKCT JIOKYMEHTA HE MPEBbIIIaeT 4—5 CTPOK.

4.4.3. KoHcTaTHpyroOWas 4acTh IPHKa3a COAEPKHT (HOPMYIHMPOBKY IPUIMHBI H3[aHUs PHKA3a —
LeJdb W3J[aHHsA TpHKasa H(WId) OCHOBaHHE M3[AHHMA MpUKasa (€CIM NPHKA3 W3JACTCs IO NPHIHHE
TIOTeIIeHHs] 3asBIICHAS, CIIyKeOHOMH 3alUCKHM, TTICHMa HIIH APYTOro oOpareHHs) u(|m) B COOTBETCTBHH
C KaKMM JOKYMEHTOM H37aeTCs IPHKa3 (eClH IMPHKa3 M3aeTCs B COOTBETCTBHH € 3aKOHOMATCIIBHBIM HITH
HOPMATHBHEIM aKTOM, DPAacIOPSIMTENBHBIM JOKYMEHTOM BBIUECTOSIIHX OpraHM3allii, JOKATbHBIM
HOPMATHBHBIM 2KTOM), & TaKKe CONEPXHT yKasaHHe Ha COOTBETCTBYIOIIMH NOKYMEHT (Ha3BaHHE H
PEKBH3HUTEI YTBEPIKIACHH).

KOHCTaTHPYIOMAS YacTh Pa3MEeIIaeTCs OT TPaHHIIB] JIEBOTO T0JIs € OTCTynoM 1,25 U OTAeNAeTCS OT
3aroJI0BKa IpHKa3a OTHOH CTPOYKOH.

4.44.Tlon xoucTaTHpyromed 4uacteto uuer crnoso «IIPHMKA3BIBAIO:», odopmisemoe
MpONMCHBIMA GYyKBaMH OOBIYHBIM HadepTanueM Oe3 0TCTyna OT TPAHHUIIBI JIEBOTO MOJL.

Cnoso «[TPUKA3BIBAIO:» oTaenseTcs 0T KOHCTATHPYIOMEH YacTH IPHKa3a OHOH CTPOYKOH.

4.4.5. lanee pazMelnacTcs paclopsauTeIbHas 9acTh PHKasa, B KOTOPO# OTpaXaeTcs CONCpKanne
IIpHKa3a.

OdopMITeHHe PacOPAAUTEIBHOM YacTH IIPUKA3a COOTBETCTBYET TPEOOBAHMAM K oopMIIEHHIO
TEKCTa JOKyMEHTA.

TeKCT pacHOpSIUTEIBHOM YacTH MENHTCA Ha MYHKTHL, B KOTOPBIX YKAa3hIBAIOTCS HCIOIHUTENH,
KOHKPETHBIE JeACTBHS ¥ CPOKH HCIIOJIHEHHS IPEITHChIBAEMEIX ACHCTBHH.

B npuKa3ax TeKCT H3/IaraeTes OT HepBOro JIHLA eTHHCTBEHHOTO YHCla (IPUKA3IBAL. .. ).

B mocienHeM MYHKTE PacloOpsIUTENbHON 9acTH IpuKasa yKa3blBaeTCs JOJDKHOCTHOE JIMIO, Ha
KOTOpOE BO3JIAaraeTcst KOHTPOTIb 33 HCIIOMHEHHEM NPHKa3a B CleAyromiell GopMymupoBKe «KoHTpoms 3a
MCIIONTHEHHEM HACTOSIIEro IPHKa3a OCTABIIIO 38 cO60MH/ BO3MOXKHUTE Ha (IOKHOCTB, D.11.0.)».

4.4.6. OTMETKA O MPHJIOKCHAN B IIPHKA3c pasMEIIaeTci € OTCTYOM B JBE CTPOYKH OT
pACTIOPSIMTETLHOM JacTH MPUKa3a.

4.4.7. Tloamuck pa3MeIaeTes C OTCTYIIOM B JIBE CTPOYKH OT OTMETKH O IPHIIOKCHHH HIIH IIPH €€
OTCYTCTBHH OT PAacIIOPSANMTENBHON JaCTH IIPHKaA3a.
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4.4.8. Ha o60poTHO# cTOpOHE IpHKa3a (eciu IpHUKa3 Ha HECKOJIBKAX CTpaHHIaX — Ha 000pOTHOH
CTOpOHE TOCJEJHEr0 JIHCTA [PHKA3a) pasMemaloTcs cBedeHus 00 ucnonnutene (6e3 ciosa
«WCTIONHUTENBY) — HaUMEHOBAHHE JOJDKHOCTH, CTPYKTYpHOTro mozpasaenenus, M.0. @amunus, HOMEp
TeneoHa, TMOMMHUCH; IPUD COrNacoBaHHA NOKYMEHTa; I'PH} O3HAKOMIICHHS C HOKYMEHTOM; CIIHCOK
PACCELIKH.

Odopmienne yKa3aHHbIX PEKBU3UTOB OIpesienseTcs mabnonoM G1aHKa IprKasa.

4.4,9. JlaTo#t mprKasza SBIAETCS ara ero noanucanud. [Ipu 3ToM B COAEpKaHHHU MPUKa3a MOKET
OTIENbHBIM IYHKTOM OTOBapMBAaThCS JaTa BBEIEHHs ero B Jelicreue. B ToMm cimydae, eciu moxobHOe
yKazaHHe B TEKCTe IpPHKa3a OTCYTCTBYET, IOCIHECHHHHM CYMTAETCs BCTYIHBINUM B CHIy C MOMEHTa
IIOJITUCAHHA.

4.4.10. IMoanucanHbNi MpUKa3 MOAJIEKUT PETHCTPALMHE B IEHE TOAMHCAHHUS.

B ofbmem oThene perdCTpUpPYIOTCS MPHKas3bl IO OCHOBHOM JAEATENBHOCTH M JTHYHOMY COCTaBy
06y4aromuxcs, B OT/ENE KapoB — IPHKa3bl 110 JHYHOMY COCTaBy PabOTHHKOB.

4,4.11. DNeKTpOHHBIE KONHMHM IPHUKA30B II0 OCHOBHOHM MEATEIBHOCTH W IPUKa3bl IO JHYHOMY
cocTaBy 00y4arolIMXCs MOTYT pasMelnaTbcs paboTHHKaMH OOINEro OTAeNa Ha BHYTPEHHEM IOpTajie B
COOTBETCTBHH ¢ pazzaenoMm 8 MucTpykuuu.

4.4.12. Uadopmupopanre 00 H3JaHUM INPHKA30B OCYIIECTBIETCS IIyTeM HarpaBlIeHHA
paboTHHKamMu 06IIero oT/eNa CChHIOK Ha JOKYMEHTHI MM HAlPABJICHHS 3ICKTPOHHON KOITHH IOKYMEHTA
B COOTBETCTBHH C PACCHUIKOM uepe3 OQUIHANEHYIO CHCTeMY KOMMYHHKanun MHcTHTYyTa.

4.4.13. KoHTpOJIb CBOEBPEMEHHOTO HCIIONHEHHs paboTHHKaMH MHCTHTYTa BO3JIOKEHHBIX HAa HUX
MOpy4YeHH#l Ha PEKTOPCKHX COBEII@HHMAX, 3aCeJaHMAX YUYEHOTO COBETA, HA KOMHCCHAX JIHOO MPHKa30oM
pekropa MHCTHTYTa, OCYINECTBIAETCS JHIAMH, Ha KOTOPBIX 9Ta O0sA3aHHOCTb BO3JIOXKEHA, a TaKXKe
paboTHHKamM# 00IIEro oTAeNa.

4.5. OcobennocTr ohopMiIeHys 6JIaHKA NPOTOKOJIA.

4.6.1. TIpoToKONI — 3TO JOKYMEHT, KOTODPBIH COCTABIAETCA IO HTOTaM IIPOBEIEHHBIX 3acelaHuH
KOJLTerHaTbHBIX opranoB MHCTHTYTa, Kadeap, KOMHCCHI, TPOBEIeHHEIX COBEIaHMUM, COOpaHUH U IPYTUX
MEpOIPUATHH (fanee — 3aceJanmii) IpH HeOOXOMMMOCTH MM B COOTBETCTBHH C TPeOOBAHHUS JIOKATBHBIX
HOPMaTHBHBIX aKTOB.

4.6.2. TIpotoxon ohopMIIIeTCs B TEUEHHE OTHOrO-TPEX AHEH IOCIe IPOBEIeHHS 3acelaHus, €CiH
CPOKH €ro MOJr0TOBKA HE OTOBOPEHE! (YCTaHOBNIEHEI) 0c000.

4.6.3. TIlpumepHas hopma IPOTOKONIA OTpakeHa B IPHIoKeHHH 11 K MHCTpyKIuy.

4.6.4. PekBA3UTaMH IIPOTOKOJIA ABIISIOTCS:

— nHauMeHoBaHue MIHCTHUTYTa;

—  HAMMEHOBAaHHE BHJA JOKYMEHTa,

—  JlaTa ¥ MeCTO 3aceaHus;

—  PErHCTPAl[MOHHBIH HOMEp IPOTOKOA;

—  3arolIOBOK K TEKCTY;

—  TEKCT;

—  IIOATIHCH.

4.6.5.3aroNOBOK K TEKCTYy IPOTOKOJA OTBEYAET Ha BONPOC «YEro?» H CONEPKHUT yKaszaHHE
TIOJIpa3ie/IeHHs HITH Oprafa, AesSTeNbHOCTE KOTOPOTO IPOTOKOIHPYETCs.

IIpumepsr:
[TpoToxon 3aceanus YYEHOTO COBETA
[TpoTokon 3aceiaHns aTTECTAIHOHHON KOMHCCHH

4.6.6. JlaTo¥ MpOTOKOJA ABIIAETCA [1aTa 3acefanus (COBCIIaHu).

4.6.7. TexcT TIPOTOKONA HW3JIAraeTcsi OT TPETHETO JHIA MHOMKECTBEHHOIO 4YHC/a («CIyLIAn»,
«BBICTYITHJIHY, (IIOCTAHOBUIINY, «PEIIHINN).

TexcT IPOTOKOMA JO/DKEH COCTOAT U3 ABYX YacTeH: BBOJHON H OCHOBHOH.
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Bo BBOHOH YaCTH IPOTOKOTIA YKA3BIBAIOTCS haMHIIIK IpeaceaTes (peceIaTeNbCTBYOMIEro);
cexperaps; haMIIHE Y4aCTHHKOB, TIPHCYTCTBYIOIMUX HA 3aCeaHUH; JIUIL, IPUTTAIICHHEIX HA 3aCCHAHNC;
NOBECTKA THA.
ECIld KONHWUYECTBO NMPUCYTCTBYIOIMX HA 3aCelaHHH NPEBBIMAET 15 4eoBeK, BO BBOJHOM YacTH
IIPOTOKONA JENAETCs CCHUIKA Ha CIIMCOK, ABJLIOMMICS HEOTBEMIEMOH JaCThio IPOTOKOIA.

IIpumep:
[IpucyrcTBOBamm: 25 e, (CIIHCOK NPHUIIAraeTes).

BeomHash YacTh IPOTOKOJA 3aKAHYMBACTCS IOBECTKOH JIHS, COJEpKalleHd IepedeHb
paccMaTpHBaeMBIX BOIIPOCOB, TIEPEUHCICHHBIX B IOPSIKE HX 0OCYXIeHUS C YKa3aHHEM JOKJIaTauKa I0
KayKJIOMY paccMaTpHBa€MOMY BOIIPOCY.

Bomnpockl MOBeCTKH JHSA (OPMYIHPYIOTCS € IIPEMIOTOM «O» («0b»), meyaTaroTcs OT T'PAHHIIBI
JIEBOTO TIOJIA M HyMepytoTes apabckumu nudpama.

[ToBecTKA MHS MOKeT OBITH 0hOpMIIeHa Ha OTAEIBHOM JIACTE H MPUIIOXKEHA K IIPOTOKOIY.

4.6.8. TIpoToKoJN COAEPIKUT 3aMMCh TOrO, YTO MPOHCXOMMIO BO BPEMsl 3acelaHud, BKIIIOHAd
BOIPOCHI K IOKIAJ4UKy, OTBETHl HA HUX, BBICTYIUICHHS B XOIC oOCy)XKIeHHsT BOIPOCA, PE3YIIBTATHI
rOJI0OCOBAHHS II0 BOIIPOCY H NPHHATEIE PEIICHHS.

4.6.9. OcHOBHas 9acTh IIPOTOKOJIA COCTOMT U3 Pa3/ENIOB, MOCBSIICHHBIX BOIIPOCAM [IOBECTKH HA.
Xon paccMOTpeHHs KaKIOTO BONPOCA 3AlMCHIBAETCA B IIOCIE/I0BATCIBHOCTH: CIIVIIIAIIL -
BBICTYIINJIA -TTIOCTAHOBWJIW/PEIIMJIN.

4.6.10. TlocTaHoB/IeHHE (pelIeHHE) B TEKCT MPOTOKOIIA BHOCHTCS OJTHOCTBIO B TOH (pOPMYTTHPOBKE,
KoTopasi GblIA MPHHSTA Ha 3aCEJaHHH; NIPH HEOOXOIUMOCTH IPUBOIATCS UTOTH rOTOCOBAHHA: «3a - ...
IIPOTHB - ..., BO3AEPKAIOCH - ... 0.

Ipumep:
PEIIIWIIN:

1. Hauamenuky ormena kaapo @avumns W.O. TOArOTOBMTH MPOSKT TIpaduka OTIYCKOB
pa6otaukos UucturyTa Ha 2022 roa x 15.12.2021.

3a — 10, mpotus — 0, Bozaepxanocs — 0.

4.6.11. Tlocse MPHHATOrO PeLICHHUs, COAEPXKAIIEr0 NOPYIeHHE, YKA3BIBAIOTCS CPOK HCIIOTHCHHS H
HCTIOJHATEND (MCIONHUTEMH). [IpH HaTM9ii HECKONBKHX MCIONHUTENEH OTBETCTBEHHBIH HCIIOTHHTEND
yKa3bIBaeTCH IePBEIM WK 0603HaYaeTCA TOMETKOH «(OTB.).

4.6.12. TIpoTokon 3aceljaHHs IIOAMMCHIBACTCS TIPENCENaTeIeM (mpencenaTebCTBYIOMMM) |
CeKpEeTapeM 3aceilaHus, ECITH HHOE HE YCTAHOBIIEHO JIOKAIEHEIMA HOPMaTHBHEIMU aKTaMH.

4.6.13. TIpu HeoOXOIUMOCTH KONHM IPOTOKONIOB HJIH BBIIHCKH M3 IPOTOKOJIOB PacChUIAIOTCA
3aMHTEPECOBAHHBIM JIHIIAM B 3J1€KTPOHHOM BHJI€ B COOTBETCTBHH C YKa3aTEJIEM PACChUIKH.

4.6.14. B BBIIMCKE M3 IPOTOKONA JO/DKHBI BOCIIPOM3BOAMTHCS 3ar0JIOBOK IIPOTOKOINA, BBOTHAA
YACTH, BOIPOC [OBECTKH THS, O KOTOPOMY TOTOBHTCS BBITHCKA, M TEKCT, OTpAKarONIHMH oOcyKaeHue
BOITPOCA U IIPUHITOE PELICHHUE.

4.7. OcobeHHOCTH OopMIIeHUs 0JIaAHKA T0BEPEHHOCTH.

JIOBEPEHHOCTh — CIIy’KeOHBIH JOKYMEHT, YHOCTOBEPSIONMA (aKkT mepenadn IIOJITHOMOYHH Ha
OCYIIECTBIIEHHE KaKUX-IHOO0 AeHCTBHH (NEATENBHOCTH) OT PEKTOPa MIIM MCIOJHSHOUIETO 00s13aHHOCTH
pekTopa K paboruuxy MuctutyTa.

TIpuMepnas hopma JIOBEPEHHOCTH OTPaKeHa B IIPHIOKSHHH Nob K WHCTpYKIHH.

4.7.1.0dopmiisieTcss JOBEPEHHOCTh Ha OIlaHKE C NPOJONLHBIM DPasMEIIEHHEM DPEKBH3HUTOB M
PETHCTPUPYETCS B JKyPHAJIE BhIIa4H J0BSPEHHOCTEH.

4.7.2. Tlpu 0GOpMIEHHH TOBEPEHHOCTH B IOKYMEHTE YKa3bIBAIOTCH!

—  (amminsd, HMs, OTYECTBO peKTopa UHCTHTYTa, PEKBH3UTEI €TO [1aCIIOpTa (cepms, HOMEp, JaTa
¥ MECTO BBIIA4H), IOJHOE ¥ COKpaleHHoe HauMeHoBanue MHetuTyTa;
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—  (paMHIHSA, MM ¥ OTYECTBO JOBEPSHHOTO A, PEKBU3UTEI €0 I1acriopTa (Cepys, HOMED, Aata
M MECTO BBLIAYH)

— HaWMeHOBaHHWe JOJIKHOCTH JOBEPEHHOIO JIHIIE,

—  BHJI IEATEIHHOCTH, Ha COBEPIIEHHE KOTOPOH YyIIOTHOMOYEHO JOBEPEHHOE JIHIIO;

—  oOpasen MoAMUCH JOBEPEHHOIO JIMIIA, '

—  CpOK IeHCTBHS JOBEPEHHOCTH;

— IIOANHKCH PeKTOpa ¥ OCHOBHas neyare MHcTHTYTA.

4.7.3. TopnucaHHbI MOKYMEHT MOUICKHT PETHCTpallMd B OOIIEM OTHeNe, e 3aBepsercs
ocHOBHOH neuaTsio MHCTHTYTA.

4.7.4. Cpok ne#cTBUsI JOBEPEHHOCTH HE MOJKET MPEBBIIATE TPEX JIET.

4.7.5. TTomIMHHAEK IOBEPEHHOCTH BBIJAeTCd Ha PYKH NOBEPEHHOMY JIHILY, KOIHS XPAaHUTCS B
ob1eM oTzene.

4.8. CnyxeOHasi 3amucKa — JOKYMEHT, SBJAIONIMHACS ONHHM M3 BHJIOB KOMMYHHKallWH,
MPOUCXOIAMEE BHYTPH CTPYKTYPHBIX MOJpa3aelIeHHH

[TpumepHas popma ciryxeOHOH 3aIicKH oTpaxkeHa B mpruitoxenuu Ne3 k MacTpyxiuy.

4.8.1. CiyxebHasd 3amWcKa COCTAaBIIETCS PYKOBOAMTEIAMH OJIHHX IOJpas[eNeHuil Ha HMi
PYKOBOJMTENEH APYTHX IOApa3elle i VIHCTHTyTa My Ha uMsl pektopa MHcTUTyTa.

4.8.2. CryxebHas 3alHCKa MOXKET COEPKaTh Kakoe-THO0 pabodee IpemIoKeHne, IPocs0y HiIH
IPYTYIO ClTykeOHyI0 HHOPMALIHIO.

4.8.3. OcHOBHEIE BOIIPOCH, 10 KOTOPEIM COCTaBJIAETCs ClyKeOHas 3almucKa:

—  BOIPOCKI, CBA3AHHEIC C MATCPHATBHO-TEXHHYECKHM 00eCIIEUeHHEM;

—  BOMpOCH HHOOPMAIIMOHHOTO XapaKTepa;

—  BOIIPOCHI TI0 OpraHu3aluy padbodero mnpouecca;

—  XO34MCTBEHHBIE BOIIPOCHL

4.9. 3asiBeHHe — JOKYMEHT, SBJIAION[HMCS OGUUIHATbHEIM OOpaleHHeM pabOTHHKA HIH
ofpamaromerocss K peKTopy WIH APYroMy JO/KHOCTHOMY JuIy WHCTHTYTa 10 aJMHHHCTPATHBHBIM,
KaJpOBEIM, HOPMATHBHBEIM BOIIpOCaM, M TpeOyIOIIMH pACCMOTPEHHS H MNPHHATHA PEHICHHA
COOTBETCTBYIOIIUM JOHKHOCTHBIM JIMIIOM.

ITpumepnas Gopma 3asBIEHHUs OTpaXkeHa B IpuioxkeHun No2 k MHCTpyKuu.

OcobenHocTd u (GOPMEI 3asBJIeHHM, a TakKe MOPANOK MX II0[a4YH, PACCMOTPEHHS W NPHHATHA
PEIIeH S OTIPEIEIIAIOTCS] 3aKOHO/IATENECTBOM HIIH JIOKATHHEIME HOPMATHUBHEIMY akTaMu MHCTHTYTA.

4.9.1. YcranaBiuBaercsl CIENyIOUHE OOIMMH IOPAJOK II0Ja4d, PacCMOTPEHHS M TNPHHATHA
pelIeHus 3asBIeHUH.

OGyuaromuiics odopmiiseT 3asBICHHE H IIEPelaeT ero B OTAE] CONPOBOXKICHHS y4eGHOTO
mporecca 6o JeKaHy COOTBETCTBYIONIEro (paKyIbTeTa.

PaGoTHUK HEpeacT 3asaBIeHHe, Kacalolleecs TPYIOBbIX OTHOINEHHH, B OTAEI KaapoB.

B o61mit 0T/AeN MOCTYHAIOT 3asBIeH s pabOTHHKOB U 00ydaromuxcs, He Kacafomuecs yueOHbIX 1
KaJIpOBLIX BOIIPOCOB.

3asgBIEHHE perucTpupyeTcs paboTHHKAMH COOTBETCTBYIOINETO CTPYKTYPHOIO IOZPa3[CIeHHI B
JIEHB TTOTy4YeHH.

3asBlieHHE PACCMAaTPHBAETCSA JO/DKHOCTHBIM JIHIIOM M BH3HDYETCS, IPH HEOOXOJUMOCTH
HA3HAYACTCS HCIIOTHHUTEb.

Pe3yspTaThl paccMOTPEHHUS TOBOAATCS 10 CBEICHHA 3aABHTENS B CPOK He mo3Hee 30 KaleHAapHBIX
IHEH ¢ 1aThl PETHCTPALUH 3asBICHHUSL.

4.10. JlomyckaeTcs oopMJieHHe CIEIyIOLTHX BHIOB JOKYMEHTOB Ha TNPOOJbHOM O/1aHKe
nucbma (mprioxenue Nel6 x MucTpykumn):

— OnaromapHOCTh;

— I03/paBlICHHE;

— pelleH3Hsl Ha IIporpaMMy/aBTopedepar u T.II.

— pEeKOMEHJAIHH;

— OT3BIBBL
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5. PerjaMeHT MOJAroTOBKH, COIJIACOBAHHSA, PACCMOTPEHHS
U NpuHATHS (YTBepsKIeHHs) JOKAJILHBIX HOPMATHBHBIX AKTOB H J0r0BOPOB

5.1. JloxanpHEIe HOpMaTHBHBIE akThl MHCTHTYTa (Hanee — JTHA) 1 0roBopsI (anee — COBMECTHO
— JIOKYMEHTBI) TPHOOPETAIOT IOPHIHYECKYIO CHITY:

— IIPUKA3bl — MOCIE MIPOXO0XKICHHUS IPOLENYPhl COINIACOBAHUS OTBETCTBEHHBIMM 3a HaIlPaBIICHHE
JIEATENIbHOCTH JODKHOCTHRIMH JIHIIAMH | TIOATIACaHus pexTopoM HMHcTuTyTa;

— TONOKEHHS ¥ TIPABHIIA — IIOCTIE IPHHATAS Y 9eHBIM COBETOM H YTBEPKICHHS IPHKa30M PEKTOPOM
WuctutyTa;

— perjiaMeHThI ¥ MHCTPYKIHH, B TOM YHCIE NOJDKHOCTHBIC HHCTPYKIIMM — IOCIE MPOXOXKICHUA
TIPOIEAYPHI COTIACOBaHHS OTBETCTBEHHBIMH 3& HANPABJICHHE NEATENIPHOCTH MO/UKHOCTHBIMH JIHIAMHA U
yTBepKIeHuUs (TToIKcaH ) peKkTopoM MHCTHTYTa;

— pemenHs Y4eHOro coBera — nocie oopMISHUs B TOIMCaHHs TIPOTOKONA 3aCeJaHus Y 9eHOr0
COBETA,

— JIOTOBOPEI — TOCTIE TIPOXOXKICHNS IPOIEAYPhI COTIACOBAHUS OTBETCTBEHHBIMHU 32 HAIPABICHHE
NESTENPHOCTH JO/DKHOCTHBIMH  JIMIIAMH W [OJNMCAaHUA peKTopoM MHCTHTYTa WIH HHBIM
YIIOJTHOMOYEHHBIM JIMLIOM.

5.2. PyxkoBomwrens CTPYKTYpHBIX TIOJApa3JeleHHi He BIpaBe H3[aBaTh JIOKAIIbHBIC
HOpPMAaTHUBHBIE aKThI.

5.3. JIHA noxymeHT paspabaTsiBaeTcs (aKTyaIH3UPyeTcs) B Cilydae, ECIIH:

—  HOSBIAIOTCS 3aKOHOZATeIbHEIE TpeBGOBAHUS 10 PETYIMPOBAHHIO OTAEIBHBIX BOIIPOCOB PabOTEI
UM nesteabHocTa MHCTHTYTa;

— ©MeeTcs ydacTok paboTel (BOIPOCHI JAEATENBHOCTH), HYXIAIOIMMACS B HOPMaTHBHOM
peryIHpOBaHNH,;

— TpebyeTcs BHECEHHE U3MEHEHHH) B paHEe IPUHATHIA JIOKAIBHBI HOPMATHBHBIH aKT;

—  BBLIABIIEHO HECKOILKO JIOKAIBHBEIX HOPMATHBHBIX aKTOB, PETYJIMPYIOIIHX CMEKHBIS BOIIPOCEHI,
KOTOpBIE Ieeco00pa3Ho 00bEIMHATE B OHUH JOKYMEHT;

— B WHBIX CIy4asix.

5.4. AKTyanu3anusa paHee NPUHATHIX JIOKAIbHBIX HOPMATHBHBIX aKTOB OCYIIECTBIIAETCA IMYTEM
BHECEHHUs B HUX M3MEHEeHHi wiy npuHsaTus JIHA B HOBOH (aKTyalH3MPOBAHHOM) peNaKIlam.

5.5. Pazpaborka (akryanmsanus) JIHA mpowsBomuTcs 10 IOPYYEHHIO PEKTOpa HIH
KOJUIETHAJIBHOTO oprada MHCTHTyTa OTBETCTBEHHBIMH JIMIIaMH I10 HAIIPABJIEHHIO CBOESH [EATEIIBHOCTH.

5.6. Kontponb 3a cpokoM aeficTBHS JOroBOpOB, pabora ¢ 00y4arOIMMHCS W KOHTpareHTaMH,
HOATOTOBKA M IOJIy4eHHE [IOTOBOPOB, BHECEHHE B HHUX HEOOXOIMMBIX DPEKBH3HTOB, IPOH3BOMUTCS
OTBETCTBEHHEBIMH JIHIIAMH CTPYKTYPHBIX NoApa3aeaecHul MHcTHTyTa.

5.7. MOTHBHPOBaHHOE MpPEJIOKEHHE O pa3paloTKe IpOeKTa HOBOTO MM H3MEHCHHH
CYIIECTBYIOIINX JIOKATBFHBIX HOPMATHBHEIX aKTOB B COOTBETCTBHH C TPeOOBAHHAMH 3aKOHOAATENIBCTBA
WM IERCTBYIOIINX JOKATBHBIX HOPMATHBHBIX aKTOB MOJKET BHOCHTHCH PYKOBOMHTENIEM CTPYKTYpPHOI'O
T0/Ipas eJIEHKs WK HHBIM TOJDKHOCTHBIM JIIIOM B HHHIIMaTHBHOM IOPAIKE peKTopy MHCTUTYTa B yCTHOH
HIIM THCEMeHHOM (opme (B dopMme crmyxeOHOH 3allMCKH, B KOTOPOH M371aracTcs BOIPOC, IPHYMHBI U
HOCJIECTBHS MPUHSATHS HOPMaTUBHOTO JOKYMEHTA, IIEPeYeHb paHee H3[aHHBIX JIOKATbHBIX HOPMAaTHBHBIX
aKTOB, MOJIEHKAIMX H3MEHEHHUIO HJIH OTMEHE B CBSI3HM C H3[JaHHEM HOBOIO HOPMATHBHOT'O JOKYMEHTA,
IpennaraeMplii CpoK Juis pa3paboTkH IpoeKTa HOpMaTHBHOTO nokymeHTa). CiyxeOHasd 3amucka He
IIPEIOCTABIISIETCS, ECITH Pa3padoTKa I U3MEHEHHE JOKYMEHTA OCYIIECTBIIAETCA [0 MMOPYYEHHIO PEKTOpa
WM KOJUIETHAIBHOTO oprana MHcTuTyTa.

5.8. CornacoBanne  mnpexacTaBinser coboif  SKCHEpTH3y  MOATOTOBJIEHHONO  JAOKyMEHTa
OTBETCTBEHHBIMH J0JKHOCTHBIMHU JTHIAMH VHCTHTYTa IO HAalIPaBIIEHHIO CBOEH JeATEIEHOCTH.

5.7.1. CornmacoBaHHe MJOKYMEHTOB OCYILIECTBIIETCS B IEIAX OIEHKH HX COOTBETCTBHUSA
sakoHojarenbeTBy Poccuiickoit  ®epepanuu u  Cankr-Ilerepbypra, AeHCTBYROIIMM  JIOKAIBHEIM
HOpPMaTHBHEIM aKtaM MucruTyTa, TpeGOBAaHMAM M 3aJa4aM JOKYMEHTa, SKOHOMHYECKOH M (haKkTHIeCKOH
1enecoobpasHoCcTH B OMHAHCOBOW U XO3SHCTBEHHOH [eATeIbHOCTH MHCTHTYTa, KOHTpOJIS pacdeToB



20
yKa3aHHBIX B HHX CyMM, COOTBETCTBHS TpeOOBaHHSIM K CTHIHCTHKe, opdorpadHM H IIyHKTyalWH,
oopMIIeHHIO TIOKYMEHTA.

5.7.2. PaspaGoranusiit IHA noanuceiBacTcsa pyKOBOJUTEIEM CTPYKTYPHOIO IIOApa3Ie/IeH s HIIH
HHBIM  paspaborasmumM ero paboTHukoMm (ucmonmHuTeneM). PexBusur «[lommmce»  comepxuT
HaHMEHOBaHHE JIOJDKHOCTH, THIHYIO TOAMHCH, PACIIH(POBKY MOAIKUCH U JaTy.

5.7.3. TlommucaHHBIH HCHOONHUTENEM MAOKYMEHT II€peJacTcsi Ha COINIACOBAHHME IOPYTHMH
JIOJIZKHOCTHBIMHE JIHIIAMA. XOI COTJIACOBAHMA (BU3MPOBAHHs) IPOEKTa JOKAIbHOIO HOPMATHBHOTO aKTa
odopmisieTcss peKBH3UTOM COTTIACOBAHHS, SIBIIFOIIMMCS HEOTBHEMJIEMOM YacThIO IIPOEKTa JOKAJILHOIO
HOPMaTHBHOIO aKkTa. Bu3a coriacoBaHHS CONEPAKHMT HAaMMEHOBaHHME MNOJDKHOCTH, JIMYHYIO IIOJIHCE,
pacmupoBKy IOAMKUCH U JaTy.

5.7.4. TumnoBoii NopsIOK BKIIOYaeT NOAMUCAHUE JOKYMEHTA HCIIOIHUTENEM H COMCIIOIHUTEIIMH
(IpH WX HAIWYHH), W COTJTACOBAHUS OTBETCTBEHHBIMH JOIDKHOCTHBIMH JIHI[AMH B COOTBETCTBHH C
COZIepIKaHHEM JOKYMEHTa, HX JIOJDKHOCTHBIMH 00S3aHHOCTAMH, KOMIIETEHIIHEH, IOTHOMOYMSIMH H 30HOH
OTBETCTBEHHOCTH.

5.7.5. 3a comepXaTeNbHYD YacTh OTBETCTBEHHOCTh HECET MCIONHHMTENb JOKYMEHTa H €ero
HETOCPEICTBEHHBINH PYKOBOIHTEND. JIFOOOH MPOEKT JOKATBHOTO HOPMATHBHOTO aKTa [0 €r0 yTBEPKICHHS
IOJDKeH OBITh IPOBEPEeH Ha COOTBETCTBHE ITPaBHIaM PYyCCKOTO A3bIKa U IMTEPATYPHBIM HOPMaM.

5.7.6. 3a peanmzaunmio mnporecca corimacopanps npoekra JIHA (xoHTponb 3a coOMHONEHHEM
ITPOLEAYPhI B OOIIHMX CPOKOB COTTIAaCOBAHHA, YUET 3aMEUYaHHWH COTJIACOBBIBAIOINIMX MOJAPA3JEIeHHH | HX
OTpa)KeHHe B TEKCTE IPOEKTa) HECET OTBETCTBEHHOCTh PYKOBOAMTENIb CTPYKTYPHOI'O IMOApA3leNIeHHS,
ITOTOTOBHBINETO JIOKYMEHT.

5.7.7. JlokyMeHTBl  COIJIAaCYIOTCS  HEIOCPEACTBEHHBIM  PYKOBOIHMTEIEM  CTPYKTYPHOIO
MOApasfe/ieHuss HMCIOJNHUTENs, pPYKOBONUTEIAMH CTPYKTYPHBIX IIOJApa3[eNcHHH, HalpaBIeHHs
JESITEIBHOCTH KOTOPBIX 3aTPardBalOTCS B IIPOEKTE JOKYMEHTa — Ha COOTBETICTBHE TpeOOBaHHAM
3aKoHOzaTensCcTBA W Apyrux JIHA MHCTMTYyTa 1O HampaBlIeHHIO JEATENBHOCTH CTPYKTYPHOIO
1oipasienienus, mpopekTopaMu MHCTUTyTa, KypUPYIOIIMMH 3aTPOHYTEIE B IPOEKTE JIOKYMEHTA BOIIPOCEL,
U FOPHCTOM.

5.7.8. B ciydae OTCYTCTBUS pYKOBOIHMTENS MOAPA3NECNEHUS MIPOSKT TOKYMEHTAa BH3UPYET JIUIIO,
BPEMEHHO HCIIOJIHSIOIIEE €ro 00s3aHHOCTH TM00 cTapIuee 1Mo JOKHOCTH.

5.7.9. PyKOBOIWTENH CTPYKTYPHBIX HOJpa3ieIeHUil B IPOPEKTOPEL, KypHPYIOIIHE AeATEIbHOCT
CTPYKTYPHBIX MOIpPa3[IeNieHUH M0 CHCTEME JeIETHPOBaHMs IIOTHOMOYHH, OTBEYAIOT 3a BBIABICHHE H
OILIEHKY PHCKOB [0 3aKpelUIEHHOMY 332 HUMH BHIY HEATENBHOCTH K JO/UKHOCTHBIM OOS3aHHOCTSM, 3a
KOHTPOJIb COOTBeTCTBUSA MpoekToB JIHA TpeboBanusaM crenuanbHOTo (0TpacieBoro) 3aKOHOAATENbCTBA B
KOHTPOJIMPYIOIIHX/PETyIAPYIOIINX OpraHoB, 3a COOMIOJEHNHE BHYTPEHHHX HOPMATHBHBIX JOKYMEHTOB
WHcTUTYTa, pernaMeHTHPYIOIIHX COOTBETCTBYIONIHE BUIBI EATENLHOCTH.

5.7.10. Bce mpoektsl JIHA, pernmaMeHTHpyiommue (QUHAHCOBO-XO3SHCTBEHHYIO AEATENBHOCTH
WHCTUTYTa, IPOXOAST COrNIACOBaHUE C [NIaBHBIM OyxranTepoM MHCTUTyTa Ha COOTBETCTBHE TPeOOBaHUAM
VYerasa, apyrux JIHA Muctutyra, 3akoHomarensctBa PO u Cankr-IleTepOypra B 06macTH 3KOHOMHKH,
coOMIoIeH s IIaHOBOM, Or0KETHOH H BHEOIODKETHOM MOMUTHKY MHCTHTYTa, HAJIOTOBOTO, OI0/KETHOTO
¥ OyxranTepckoro ydera, GuHaHCOBOTO oOecnedeHus AesTenbHocTd MHCTUTYTA.

5.7.11. HagansHUKOM aJIMWHUCTPATUBHO-XO3IMCTBEHHOIO YNPAaBJIEHHA COTJIACYIOTCS BCE
JIOKYMEHTEI, periaMeHTHpPYIOIie MpuodpeTeHne, 3KCILUTyaTalldi0 M BBIOBITHE MMYINECTBA, JOTOBODEL
peanusyemble B pamkax DenepansHoro 3akona oT 18.07.2011 Ne223-@3 «O 3axynkax ToBapos, paboT,
YCIYT OTHAENBHBIME BHIAMU FOpuaudeckux aumy, @exepansHoro 3axoHa oT 05.04.2013 Ned4-®3 «O
KOHTPaKTHOM cucTeMe B cdepe 3aKyloK TOBapoB, paboT, yciayr i oOecledeHHs rocyNapCTBEHHBIX H
MYHHUIUITATBHBIX HYA/1», H HHbIE JOKYMEHTHI 110 HallpaBICHHIO 1eSTEIbHOCTH.

5.7.12. HagansHuKOM OTaea yueOHO-MeTOIUIecKoro obecneueHHs 00pa3oBaTeIbHOTO IIpollecca
cornacyemsle JIHA mposepsrotes Ha cooTBeTcTBHE TpebosanmsM PenepanpHoro 3akona ot 29.12.2012
Ne273-@3 «O6 obpazoranuu B Poccuiickoit Denepanyuny, HOPMAaTUBHBIX IIPABOBBIX aKTOB MUHOOPHAYKH
Poccun, Ycrasa MHCTHTYTA W HHBIX JIOKQJIBHBIX HOPMATHBHEIX aKTOB MIHCTHTYTa, perimaMeHTHPYIOLIHX
y4eOHYIO HeSTeNbHOCTb.
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5.7.13. HagansHUKOM OTZENA KaIpoB IIPOBOAMTCA dKcrepTusa IpoekToB JIHA Ha cooTBETCTBHE
TpeGOBaHMAM TPYHOBOIO 3aKOHONATENLCTBA M HOPMATHBHBEIX JOKYMEHTOB B 00JacTH TPYAOBOTO
38KOHO/IaTENbCTBA.

5.7.14. HauanoaukoM ofmero otaena — KOHTponb Haglexamero odgopmienus JIHA B
COOTBETCTBHH ¢ HacTosAmeH MucTpykiuy,

5.7.15.TloAroTOBNEHHBIH TOKyMEHT, TpeOyOmUi CHeLHANBHEIX IOPHIAMYECKH IIO3HAaHMH,
HaIpaBJIieTca IOPUCTY Ha IPeIBapUTebHOE H3ydeHNe, BHECEHH H3MeHeHnH (pu HeoOxommmocTH). Ha
TMCEMEHHOE COIVIACOBAHME IOPHUCTY MPEIOCTABISAETCS IIOMHOCTRIO IOATOTOBIEHHEIH B OQOPMIICHHBIH B
COOTBETCTBHH C YCTAHOBJICHHBIMH B MHCTUTYTe TpeOOBaHHAM [IPOEKT JOKYMEHTA IIOCIIE BHECEHHA B HETO
BCEX IIPABOK (3aMeyaHuii, JOMOTHEHHH) i COTIacOBaHMs BCEMH OTBETCTBEHHEBIMH MODKHOCTHBIMH JTALIAMH
Hucturyra. IOpuer mposepsier mpoektsl JIHA Ha coOTBETCTBHME 3aKOHOJATENLCTBY Poccmifckoit
®enepauuu u Canxt-Iletepdypra u YeraBy MucTuTyTA.

5.7.16. B xo/e cornacoBaHHs MPOEKTa JOKYMEHTa paOOTHHUK, COTTIAaCYIOIIHH NOKYMEHT, IIPHHHMAET
OJIHO M3 CJIETYIOIIMX PEIICHHH:

—  COIJIacoBaTh IIPOEKT NOKyMeHTa 0e3 3aMedaHui;

—  COrJlacoBaTh MIPOEKT JOKYMEHTA C 3aMEYaHHAMH;

—  OTKJIOHHTb IIPOEKT JOKYMEHTa,;

—  yKa3aTh, 4TO HE MMEET OTHOLIEHUs K IPOEKTYy NOKyMEHTa (PacCMOTpEHHE BOIMpoOca, II0
KOTOPOMY IIPUHEMAETCS PelICHHe, HE BXOIHUT B 0053aHHOCTH pabOTHHKA).

5.7.17. TIpoeKT JOKyMEHTa OTKJIOHAETCS JIMI[OM, COTJIACYIOIINM TOKYMEHT, B CIIyqasx:

—  HaJIM4YHA CYIIECTBEHHBIX 3aMEYaHUH 110 IIPOEKTY HOKyMEHTa,

—  HECOTJIACHS C IIPOSKTOM JOKYMEHTA.

5.7.18. Bozpaxkenus no npoexry JIHA, BosHHKaromKe IIPH COTJIACOBAHWH, M3/IaraloTCs B CIIPaBKe,
KOTOpasi IPUIIAraeTcst K MPOEKTY.

5.7.19. TIpoeKT IOKAIBHOr0 HOPMATHBHOTO aKTa MOJIEKHT HOBTOPHOMY (M IPH HEOOXOIUMOCTH
IIOCIIEIYIOLIEMY) COTJIACOBAHUIO, CITH IIPH AOPabOTKEe IIPOEKTA 110 BO3HUKAIOIIKM B XOIE COTJIACOBAHHS
3aMEYaHHSM B HETO BHOCSATCS CYLIECTBEHHBIC H3MEHEHHS.

5.7.20. IIpoekT DOKyMeHTa He MOKET OBITh Ilepe/iaH Ha YTBEPIKICHHE C 3aMeUaHHAMH.

5.7.21. YcraHaBiauBaeTCs THIIOBOM CPOK COIIACOBAHHUS JIOKANIBHBIX HOPMAaTHBHBIX akToB — 1-3
pabouux IHS.

5.7.22. OdbopmieHre  pe3yJbTATOB  COIVIACOBAHMs  JIOKAJTbHBIX  HOPMATHUBHBIX  aKTOB
OCYIIECTBIISIETCS B BHJIE BU3, IPOCTABIIIEMBIX COTIACYIONMMHU Ha IOC/IEIHEM JIHCTE MPOSKTa JOKYMEHTa
(Ha ero JHIEBOH WM 0OOPOTHOH CTOPOHE) MM Ha OTJAEIBHOM JIMCTE COIJIACOBAHHS, ABJISIOIIEMCS
HEOTHEMJIEMON YacThi0 MoKyMmeHTa. [IOITHHHHKE JIMCTOB COITIACOBAHHS NIPHOOINAIOTCS K JOKYMEHTY
(JTHA, sx3emrumipy moroBopa MHCTHTYTa M T.JI.) M XpaHATCA B CTPYKTYPHBIX IOAPasIECHHUIX B
COOTBETCTBHH C HOMEHKIIATYPOH JIEIL.

5.9. TIpu NpHHATHH JOKAIBHBEIX HOPMATHBHBIX aKTOB, 3aTParHBalOIIMX IIpaBa 00ydarloIHMXCcs H
paboTHUKOB MIHCTHTYTa, B YCTAHOBJIEHHBIX 3aKOHOM H/HIH Y CTaBOM MHCTHTYTa CilydasX, yIUThIBACTCA
MHEHHE BEIOOPHBIX IIPEICTABUTENBHBIX (KOJUIErHANBHEIX) opraHoB Muctutyra — OOmmero cobpanus
paboTHHKOB ¥ 00y4yaromuxcs MHcTHTyTa, YUEHOT0 COBETa, COBETa 00yJarOIUXCs M JIp.

5.10. TlpuHsATHE IOKATLHBIE HOPMATHBHBIE aKThl, YTBEPXKIEHHBIE pekTopoM MHCTHTYTA rpudoM
YTBEPKIEHHS JOKYMEHTA « Y TBEPK/Ial0» BCTYIIAIOT B CHITy/ BBOIATCS B JIEHCTBHUE C IATHI MX YTBEPKICHHUS.

C »Toli ke JaThl JJOKAJIbHEIM HOPMATUBHEIH aKT B IIPeXHEH penakuuy (IIpH HaJIM4YMH) yTPAYABACT
CHILY.

5.11. JloxanbHEII HOPMAaTHBHBIM aKT, YTBEPHKICHHBIA IIyTeM H3JaHHMs IIPHKasa BBOJUTCA B
NeiCTBHE C YKa3aHHOM B IpUKa3e NaThl MMM C JaThl IOAMACAHNS IPHKasa 06 yTeepxaeHun JIHA.

B stoM ciryuae JIHA B npekHel peakiMy yTpaduBacT CHILY € JaThl, yKa3aHHOH B IPHKAa3e, WK C
JaThl MOANHUCaHKs NpHKa3a 00 yreepxaenun JIHA B HOBOH (M3MEHEHHOH) PeNaKIIUK.

5.12. HopMBI NOKAIbHBEIX HOPMATHBHBEIX @KTOB, YXYAINAIONIHE IMOJOKEHHEe pPabOTHMKOB WM
0ByJaromMxcs MO CPABHEHWIO ¢ YCTAHOBIGHHBIM 3aKOHOJAATENLCTBOM, JIMOO IPUHATEIC ¢ HApyIICHHEM
YCTaHOBIIEHHOTO 3aKOHOAATENLCTBOM MiH Y cTaBoM MHCTHUTYTa MOps/aKa, He NPUMEHSIOTCSA M IMOIJIeXKaT
OTMEHE.
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5.13. JIHA, nopiexamue  OQHUIHAIBHOMY  ONyONHKOBAaHWIO B HH(QOPMALHOHHO-
TeleKOMMYHHKAIIHOHHON ceTH «VHTepHEeT», pasMernaiTcs Ha odHIHankHOM caliTe/ydefHOM IopTaie
Hucturyra He nosguee 10 (necstn) pabouux maHeH co MHA HX H3faHus 6€3 MCTa COrIacOBaHHS.
5.14. KouTpoib 3a MHOPSOKOM W CpOKaMH pa3paboTKH, OQOpMIIEHHS, COTIACOBAHHA |
YTBEP)K/IEHHs JIOKAJILHEIX HOPMATHBHBIX aKTOB OCYyIIecTBIAeTcs paboTHukamu OOwero oraena WM
paboTtHuKoM MHCTHTYTa, Ha3HAYeHHEIM IIPHKAa30M B PAMKax JIOJKHOCTHBIX 00S3aHHOCTEH.

6. Ilopspok pa6oTsl ¢ JOKYMEHTAMH OrPAHHYEHHOr0 PacnpocTpaHeHns,
He co/IepsKaIIUMH Iocy1apCTBEHHYI0 TaiHy

6.1. K cnyxebHoit MHpOpPMAMH OTPaHHMYEHHOIO PpAaCIPOCTPAHEHMA OTHOCHTCA HECCKPETHAS
uHpOpMAalns, COAepKAINas CBEIEHMs, Kacalol[Mecs JeATeNbHOCTH Kak MHcTHTyTa B 1enoM, Tak H
B3aUMOJIEHCTBYIOIINX ¢ HAM B IIPOLIECCE NIPOBEIEHHS COBMECTHEIX pabOT OpraHW3alyi, IPEAIPHATHHR 1
YUIPEKACHHUH.

Ha [mOKyMeHTax OTpaHUYEHHOTO PACHPOCTPAHEHMHA, COAEPKAIMMX KOHQHICHIHATLHYIO
uHGOpMaIKIO, yKa3hBaeTCs I'PU( OrpaHHYeHHs IOCTYIa K ITOKyMeHTY (momerka «[lna cmyxebHoro
nons3oBausy («ICII»), «Koudunenimansuoy, rpud «KomMepaeckas TaiiHay).

6.2. OTBETCTBEHHOCTh 38 OTHECEHHE CBEIEHMH, COAEpKAIUXCA B INOKYMEHTE, K CBEICHHSIM
OrPaHUYEHHOTO PACTIPOCTPAHEHHS, BO3JIATacTCs Ha HCIOJIHUTENS JOKYMEHTa M JOIDKHOCTHOE JIHIIO,
MOAMUCHIBAIONIEE HITH YTBEPKAAIOIIEE TOKYMEHT.

6.3. ITocTynHBINAS KOPPECTIOHASHIIMSA C TPA(OM OrpaHUYEHHS NOCTYyIa K JOKYMEHTY IIPHHUMAETCA
W BCKpbIBaeTcs paboTHUKAMH OOIIEro OTe/Ia C yUETOM CIIEAYIOIIEro:

6.3.1. Ilpu npHeMe KOHBEPTOB (TAKeTOB) C TIpU(OM OrpaHHYEHHs HOCTYyNa K IOKYMEHTY
IIPOBEPSIETCS IPABUIBHOCTD JOCTABKH KOPPECIIOHICHLUH II0 aJpecy, LEJIOCTHOCTh YIIaKOBKH, OTTHCKOB
neyaTeil i HalH4Ke YKa3aHHBIX B JOKYMEHTaX IIPHIIOKEHHH, a TAK)KE COOTBETCTBHE HOMEPOB 10Ty YE€HHBIX
JIOKYMEHTOB, YKa3aHHBIX Ha KOHBEPTaX.

6.3.2. PerucTpanus HCXOAAIUX/BXOMAIIMX JOKYMEHTOB BHOCHTCA B JKypHAlle PETHCTpalldH
JIOKYMEHTOB OIPaHHYEHHOr0 pacrpocTpaneHus (punokenue Nel4).

6.3.3. Ha BxomsiieM HoKyMeHTe (COIpPOBOOUTENLHOM ITHCHME) B IPaBOM HHIKHEM YTy IEPBOH
CTpaHHUIIBI IPOCTABJIAETCS IITAMIT, B PEKBU3UTHI KOTOPOTO BXOAHUT: aTa PETUCTPALlHH, TOPSAAKOBEIH HOMED
I10 JKYPHAJLy PETHCTPAIMH (PErHCTPAllMOHHBINA HOMED), TPU( OrpaHUYEHHS JOCTYIIA K JOKYMEHTY.

6.3.4. TlopsakoBele HOMEpa NPOCTABJISIOTCS IO JKypHAILy PETHCTPAllMM B IIEPHOM KaJIEHIapHOIO
roga. C Hayaia HOBOTO KallEHIAPHOTO T'Ofa IOPSIKOBEIE HOMEPA B JKypHale perucTpalud HeoOXoIuMo
BectH ¢ nepsoro Homepa 1 JICII, 2 K.

6.3.5. JIHCTBI JKYypHAJIOB pErHCTpalldd HyMEpYIOTcA, Ha IOCIENHEH CcTpaHHIE KypHala
YKa3bIBAETCA KOJNMYECTBO COACPI/KAIMXCS B HEM JIMCTOB, KOTOpOE 3aBEepsAeTcsS IOAIMCHI0 pabOTHHKA
obmero otaena u neuatsio MHCTHTYTA.

6.3.6. Peructpanuu ¥ ydeTy HOJUIEKaT BCE BXOIAIIME M MCXOUALIME JOKYMEHTEBI, COJEPKAIIHE
rpud orpaHUYeHHs NOCTYyINa K JOKYMEHTY, TOoCTynuBIue B MHCTHTYT.

6.4. TTonroToBKa JOKYMEHTa, coOJepiKallero WHQGOpPMAalUI0 OTPaHMYEHHOTO DPAacIpOCTPaHEHH,
OCYIIECTBIIACTCS HHUIIHATOPOM.

6.5. Pa3sMHOKEHHE H OTIIPaBKa JOKYMEHTOB OCYIIECTBIIseTCs paboTHUKOM 00Imero oTaena.

6.6. I'pud orpanuyenus nocTyna K JOKYMEHTY IIPOCTaBIISETCA B IIPABOM BEPXHEM YIUIY IIEPBOTO
JTHCTA JIOKYMEHTA OT IPaHHIIbl BEPXHEro MoJs.

6.7. JokyMeHTHI ¢ TpHdOM OrpaHHYEeHHs IOCTYyNa INepelaroTcs pabOTHHKAaM IIOJl POCHHCH B
JKypHae perucTpanu J0KyMEHTOB OrpaHHYeHHOT0 PaclipoCTpaHeHUs B 00IIEM OTIEIE.

6.8. JlokymeHTsl ¢ TpH(OM OrpaHHMYEHHUs MOCTYIA IIEPECHUTAIOTCS CTOPOHHMM OpraHH3alHIM
9KCIIPECC-IIOYTOM, 3aKa3HBIMH YJIM [EHHBIMH IOYTOBBIMH OTIpPaBIeHHMAMH. B mpaBoM BepxHEM yIiry
MaKeTa MPOCTaBIIAeTCs COOTBETCTBYIOMKH rpud OrpaHHYEHHUs JOCTYIA.

6.9. Ilepenava JOKYMEHTOB ¢ IpudOM OIpaHMYEHMs JIOCTYIA 110 KaHajlaM 3JIEKTPOHHOH CBS3H
OCYIIECTBIIETCS TOJNBKO C MCIONB30BAHHEM CPEICTB KPUIOTOTrpadHyYecKoi 3ammThl HHGOOpMaIuH,
HIMEIOIUX HeoOX0IUMBIe CEPTH(HMKATEI COOTBETCTBUS (TIPH HATHYHH TEXHUIECKOH BO3MOKHOCTH).

6.10. VHHYTOKEHHE JOKYMEHTOB ¢ TpHGOM OrpaHHYEHHS MAOCTYIA, YTPATHBIOHX CBOE
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NpaKTHYECKOE 3HAUYEHHE H HE MMEIOIIHX HCTOPHIECKOH IEHHOCTH, IIPOU3BOIUTCS B OOIIEM MOPSIKE.
He pomyckaercs HEMONHOE YHHYTOXKEHHE [JOKYMEHTOB C TPHGOM OrpaHHYEHHS JIOCTYIIA,
[03BOJISIONIES BOCCTAHOBHTE MX COZIEpIKaHHUE.

7. A3roToBJieHHe, yIeT, HCIO0/Ib30BAHHE H XPAHEHHE
nevaTei, MTaMIIOB, HOCHTe el 3JIeKTPOHHBIX IOANHCEH

7.1. B WHCTUTYTE WCTIOIB3YIOTCA OCHOBHAs IevyaTh ¢ u3obpaxennem repba Cankr-Iletepbypra, a
TAKIKe IeYaTh CTPYKTYPHBIX IOApa3/IcICHUH, TeUaTH UL OT/AENbHEIX KATErOpUi JOKYMEHTOB, IITAMIIBL.

7.2. TlewaTw ¥ INTAMObl OpPraHW3AlMH H3TOTABIMBAIOTCS B KONMMYECTBE, HEOOXOAMMOM I
OCYIIECTBIIEHHS MOAPA3IeICHAAMU OPraHH3alliy U e¢ pabOTHUKAMHU BO3/IOKEHHBIX Ha HUX QYHKUMH.

7.3. Pemenne 00 H3TOTOBICHHH H KOJHYECTBE SK3EMIUIAPOB IedYaTell M IITAMIIOB IPUHHMAeT
pektop MHCTHTYTa Ha OCHOBaHHMHM CIIyeOHOH 3alMCKH PYKOBOMMTENA CTPYKTYPHOIO NOJpasJeiIcHus ¢
yKa3aHHEM NIPHYHHBI H3TOTOBIICHHUS.

Ecnu medaTs OpraHW3aldé UCIIONB3YETCs B HECKOJIBKMX IK3EMIIApax, HOMEP dK3eMIUIApa IeYaTH
YKa3bIBACTCA B KJIHIIE [I€YaTH IPH €€ U3rOTOBJIEHHH.

7.4. OCHOBHOH IEUATBHIO 3aBEPSIOT IOUTMHHOCTH MOAIIHUCH PEKTOpa, NPOPEKTOPOB M TIIABHOIO
OyxranTepa, a TAKKe JHI, HCIIOMHIIOMMX UX 0043aHHOCTH, Ha JOKYMEHTAaX ¥ KOIHAX JOKYMEHTOB.

7.5. TleyaTw W INTaMITBl BBINAFOTCS U HCIIOJIB30BaHMs pabOTHHKaM, OTBETCTBEHHEIM 33 HX
HCIIONB30BAHME M XPAaHEHHUE 110 OAIKCH B XypPHAIE OTTHCKOB IledaTel, IITaMIIOB H (GaKCHMHIIE.

7.6. Vder medateif ¥ IITAMIIOB OpraHU3aIMH BEIET 00IIMH OTIEI.

7.7. Tlpu wucmosib30BaHHM B paboTe MeYaTH ¥ INTAMIBI XPAHATCA B 3alMpaloIuxcs mKadax
pabOTHUKOB, OTBETCTBEHHBIX 33 XPAHEHHE U MCIIONB30BaHHUE NTedaTel U IITaMIIOB.

7.8. Ilepemava medareil W INTAMIIOB IIOCTOPOHHHM JIMIIAM HE JOIycKaeTcsd. BeiHOc meyared u
[ITAMIIOB 3a TIPEIENbl OpPraHU3allMH BO3MOMKEH B HCKIIOYHTEIBHBIX CIydasX IO DEIIEHHI0 PEKTOpa
Wncruryra.

7.9. OOCImmi OTHEN SXKErogHO IpoBepseT cobmoaeHue pabOTHUKAMH YCIIOBHH HCIIOIB30BaHMS H
XpaHeHHs reyareif ¥ MTamMIIoB B CTPYKTYPHBIX [TOApa3IeIeHUSX.

7.10. Tpumeniye B HETOOHOCTE U YTPAaTHBIIHE 3HAYEHHUE IIEYATH M IITAMIIBI IIOJICKAT BO3BPATY B
obImuit OTIEN A/ HEHTPATH30BaHHOTO YHUITOKEHHUA.

7.11. TleyaTn yHu9TOXar0TCH 110 AKTY 00 YHHUTOKESHUH IedaTed M IITaMIIOB (IpHuioxeHue Nel2).

7.12. Jins o6MeHa 3JIE€KTPOHHBIMH JOKyMEHTaMH, paboThl ¢ HHGOPMAlMOHHBIMH CHCTEMaMH B
COOTBETCTBHH C TpeOOBaHUAMHM 3aKOHOAATENbCTBA B MHCTHUTYTE NOIKHBEI HCIONB30BATECH YCHIICHHEIE
KBATH()UIIMPOBAHHBIC OSNEKTPOHHBIE IIONIMCH, YCHJIECHHBIE HEKBAIH(HIMPOBAHHBIE 3JIEKTPOHHEIE
TIOJIIIMCH W/HITH TIPOCTEIE MEKTPOHHBIE OATHUCH (Jasiee BMecTe — DLII).

7.13. CocTaB JOKHOCTHBIX JHII B paOOTHUKOB opraHu3auuu — BiajgensueB OLII ompenengercs
npuKasoM pektopa Muctutyra. O6mmit otaen BexeT ydet DLIII B xKypHaie ydeTa 37eKTPOHHBIX IIH(QPOBBIX
[IOATIHCEH (mpunoxenne Nel5), ocymecTBisieT Beady U IpHeM MaTepHalbHBIX HocHTeneHd LI
nox pocnuck paboraukam MacTHTYTA.

7.14. Oprauuzanus npouecca Bbimycka ST Bosnaraerca Ha o0l OTAEN, KOTOpas IPUBJIEKAET K
3TOMY Mporeccy paboTHHKOB CTPYKTYPHBIX ITOJIPA3/IeNIEHHH B COOTBETCTBHHU C MX KOMIICTCHIHEH.

Hacrpotika u momnepskanne pabotocmocobHocTd D111 Ha KoMIbIOTepaX pabOTHHKOB BO3JIAracTCs
Ha 0TAe1 HHYOPMAIIMOHHBIX TEXHOIIOTHH.

7.15. Coszpmanue mapolied Ui IIPOCTOH JJIEKTPOHHOM NONIHMCH OCYIIECTBIAETCS B IOPAIKE,
OTIpeesIeMOM OTIEIOM HHPOPMAIMOHHBIX TEXHOJIOTHH.

8. Ilopsimok MCMOAB30BAHUA JIEKTPOHHBIX CHCTEM
KOMMYHMKAIHH H XpaHEHHs JOKYMeHTauuu pabotiakamu MacTHTYTA
8.1. K 371ekTpoHHBIM cHCTeMaM KOMMYHHUKALIHH H XPaHEHHS JOKYMEHTAIHH OTHOCATCS:
8.1.1.BuyTtpuBy3oBckuit moptan MucTHTyTa http://portal.gipsr.ru — eIWHEBIH NEHTP IIyONMKalKK 1
XPAaHEHHs 3JIEKTPOHHBIX [IOKYMEHTOB, WH(QOPMAlHUH O BHYTPHBY30BCKHX MEPONPHATHAX (Hanee —
BHYTPEHHUH IOPTAI);
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8.1.2.TToutoBas cuctema Ha Oase TexHomoruu MS Exchange u MS Outlook - odwuuuampras
cHcTeMa KOMMYHHKaNuy 1 oOMeHa qokyMeHTanuel (nanee — [loura);

8.1.3. Vuebuerii moptan http://edu.gipsr.ru — KOMIOHEHT 3JE€KTPOHHOH HHGOPMAIMOHHO-
obpaszoBaTenbHOM  cpenbl  MHCTHTYTA, OpHEHTHpPOBAHHBIM Ha  B3aMMOICHCTBHE  YyYaCTHHKOB
obpasoBarenbHOr0 Imponecca (paboTHukoB, oOydarommxcs) 1nocpeactsoM cetd «lHTepHETY,
ABTOMATH3aIUI0 YIeOHEIX U OpraHU3allHOHHBIX IIPOIECCOB, TIOCTAHOBKY M KOHTPOIb 33/1a4 U IOPYYCHHAH,
oOMmeH oduimansHON HHQOpPMALHEH, XpaHEHHE 3IIEKTPOHHBIX JOKYMEHTOB (fanee — Y 4eOHBIH nopTai).

8.2. OCHOBHBIMH IIPUHIIUIIAMH CHCTEM B IHCTHTYTE SBISIOTCS:

— obecnedenue 6e30maCHOr0 XpaHEHUS 3NIEKTPOHHOM TOKyMEHTAllHH;

—  CO3JaHHE apXWBa HOPMATHUBHEIX M PACIOPSIIATEIBHBIX JOKYMEHTOB;

—  pasrpaHMueHHe IIpaB JOCTyIa K 3JIEKTPOHHOH NOKyMEHTALUH;

— IIOCTAaHOBKA 3ajJaya ¥ NOpy4eHHH;

—  KOHTpOJIb 32 BBIIOJHEHHEM 3a1ay U [IOPYyYEHUH;

— uHpopMupopasue paboTHUKOB MHCTHTYTa O BHYTPHBY30BCKUX COOBITHAX U MEPOIIPUATHAX

— ofecnedyeHHe ONEPATHBHOM KOMMYHMKAIlMH, Tepefadyd JOKYMEHTOB M COBMECTHOH paboThl
paboraukoB MHcTuTyTA.

8.3. BroasaTcs cnenyiomue GyHKIHOHATBHBIE OIOKH BHYTPEHHETO IIOpTaNa:

a. «llenTp nokyMmMeHTOB» — 0aza HaHHBIX JIOKATLHBIX HOPMATHBHBIX H pPaCIOpIHTEIHHBIX
NOKyMeHTOB MHCTHTYTa, TOCTYTIAIOIIUE | OTIPaBIIIEMBIE JOKYMEHTEL.

b. «TenedoHHbI CIPaBOYHUK» — BKIIFOUAET HH(POPMAIIHIO 0 CTpyKType MHCTUTYTa, pabOTHHKAX
W UX JOJDKHOCTAX, pabo4ux TenedoHax U 3JIEKTPOHHBIX ajpecax.

c. «Kamenmapuy — 3JI€KTPOHHBIE KaJIEHIApU 10 Pa3HbIM HaIpPaBJICHHSIM, BKIIOUAeT KaleHAaph
3aHATOCTH aKTOBOTO 3aJia, KaeHIaph MeponpusaThil MHCTHTYTA.

d. «JloxkymeHTauus oTaenoB» — pabodas obgacTh Ui XpaHEHHS M COBMECTHOM paboThl Haj
3JIEKTPOHHBIMH JOKYMEHTaMH paboTHMKOB MHCTHTYTa, BKIIOHAET Mojpasjien 0QUIHaTbHEIX MadlIoHOB
noKyMeHTOB MuctuTyTa, pabounii mogpasnen XpaHeHHs JOKYMEHTOB UL aBTOMAaTHYECKOH IMyOnuKaluu
Ha caiite MHCTHTYTA.

8.3.1.OTBercTBEHHOCTS pabOTHUKOB 3a BEIEHHE COOTBETCTBYIOIIMX pa3leloB BHYTPEHHETO
noprana:

8.3.1.1. Buecenue wundopmammu B «LleHTp [HOKYMEHTOBY peryIUpyercs JIOKaJIbHEIMH
HOPMaTHBHBIMH aKTamu VHCTHTYTA.

8.3.1.2. 3a BHeceHHMe aKTyanbHOM HH(OpMAIUK B paslell «TelIe(OHHBIA CIPABOYHHK» HECYT
OTBETCTBEHHOCTh HayaJbHHUK OT/IeNIa KaJpOB H HaYalbHUK OTea HHYOPMAallMOHHBIX TEXHOIOTHii.

Hudopmanus 1omkHa pasMemaThes He no3aHee 1 (oaHoro) pabodero IHA ¢ MOMEHTA IOSBISHUS
HW3MEHEeHUH B JAHHBIX, ITyOITHKYEMBIX B pa3zene.

8.3.1.3. B pasgen «Kanenmapu» BHOCHTCA HH(POPMALHA O 3aHATOCTH CIEHHAIBHBIX ayIAMTOpPHH
WM IOMEIEHUH B yCTaHOBIEHHOM HOPSIKE.

8.4. [louta siBisieTCs OGHIMATBHON CHCTEMOH KOMMYyHHKaMu paboTHukoB WHCcTHTYyTa, 0OMEHA
JNOKYMCHTaMH, TTOJYICHHAS YBEIOMICHHH 1 3aIaHHH.

8.4.1.3a xaxnemM paboTHUKOM VHCTHTYTa 3aKperifeTcs HHIUBUIYATLHBIM aJpec 3IeKTPOHHOH
IIOYTHI HAa IOYTOBOM CEpBEpe Zipsr.ru.

8.4.2. InnuBHAyanbHEIN apec 3JEeKTPOHHOI IOYTH! CIIy:KHT I BHYTpeHHEH KOMMYHUKAIIUH.

8.4.3. Anpec 3akperuisercs pabOTHHKaMH  OTHeNla WHGOPMAIMOHHBIX TEXHONOTHH W
yCTaHABIMBAETCH B [IOYTOBOM cucTeMe Ha paboyeM KOMIIBIOTepe paboTHHKA.

8.4.4.Tpu odurmansHoM odopMiIeHUH Ha paboTy HOBBIX paboTHHMKOB MHCTHTYyTa paboTHHKaMu
oTHeNa KaIpoB B TedyeHue 1 (oHoro) pabodero nus uHbopManys 0 HOBOM pabOTHHKE IIepeaeTcs B OTIEN
HHQOPMAITMOHHBIX TeXHONOTHH M o0mmit oTzmen — (aMumms, UM OTYECTBO, (paMUIMs JTAaTHHCKHMHE
OykBaMH, JOJDKHOCTL, CTPYKTYypHOe IonpasneneHue. [Ipu yBonmbHEHMH pabOTHHKA OTHEN KaJpoB B
teyenue 1 (ogHOro) pabouero nHa HHGOPMHEpPYET 06 3TOM OTAET HHGOPMALMOHHEIX TEXHOIOTHH H o0muil
OTIEN.

8.4.5.]ln1 BHeImHEH NEpPEeNHUCKH 38 KaXIbIM CTPYKTYPHBIM II0Jpa3/elIeHHEM 3aKpelieTcs
CHeLHMATBHBIN apec 3JeKTPOHHOM II0YTHl Ha TIOYTOBOM CEpBEpe gipsr.ru.
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8.4.6. PacipeneneHue npas I10JIb30BaHKS TaKHM aJpecOM BHYTPH CTPYKTYPHOTO NOApAa3/ENeHUS
OIpeeNnseTcs PYKOBOMUTENEM CTPYKTYPHOTO MOApPas[CNeHHA M Y4YHTHIBAETCS pabOTHHKAMH OTAena
HHGPOPMAIMOHHBIX TEXHOIOTHH IIPH HACTPOHKE.

8.4.7.TeKCTBl 3JIEKTPOHHBIX NMHCEM BHYTPEHHEH M BHENIHEH KOMMYHHKAIIMH TOJDKHBI HOCHUThH
ohHIHATLHO-TET0BOM XapaKkTep, HMETh €IHH000pa3sHoe 0hOpMIIEHHE.

VcraHaBnuBaloTes cleayonme TpeboBanus K 0()OpMIIEHHIO 3TEKTPOHHBIX ITHCEM H IOIIHCH:
IpugT Calibri;

—  pasmep mpudta 11-12;

— ¢opMaTHpoBaHHKE 10 IEBOMY Kparo;

— oTctyn nepen/nocne 3-6 1t.;

— lIBeT TekcTa — YEpHBIHU.

8.4.8. Bee 2IeKTpOHHBIE THCHMA IODKHEI COIIPOBOKIATHCA MOAIKCHIO, BKIIOYAIOIIEH CIIeIyTOIHe
DJIEMEHTEL:

—  tpasy «C yBaxkeHneM,» (OTHEIACTCA OT OCTAIBHBIX PEKBH3UTOB IOIKCH OHOH CTPOYKOM);

—  ®HO nDonHOCTRIO;

—  JOJDKHOCTB C yKa3aHHWEM I10Jipa3/elIeHus,

— CII6 TAOY BO «Cankt-ITetepOyprekuii rocyapCTBEHHBIH HMHCTHTYT IICHXOJIOTHH H
COUMANTLHOH paboThIy; ;

— renedon B popmare §(812) XXX-XX-XX 106.XXX;

— anpec caiita B popmMate www.psysocwork.ru

|

[Ipumep:
C ypaxeHHUeM,

WpanoB MBan MBanosuy

Croenuamuct oTea HHPOPMAMOHHBIX TEXHONOTHH

CII6 TAOY BO «Cauxt-IletepOyprekuii rocy1apcTBEHHBIH
MHCTHTYT [ICHXOJIOTHH H COIIHATILHOH paboTEI»

8(812) 323-07-84 no6.111

www.psysocwork.ru

8.4.9. OCHOBHEIM DJIEKTPOHHEIM azpecoM Mucturyra sBisercs info(@gipsr.ru, KOTOPBIA
YCTaHABIMBAETCS B IIOYTOBYIO CHCTEMY Pab0odMX KOMIIBIOTEPOB B OOIIEM OTHENE.

8.4.10. 3ampernaercs HCIIONB30BATh B JIENIOBOH Iepenucke MO0y 3JEKTPOHHYIO MOYTY, Kpome
obHIHATIEHOH.

8.4.11. YcranapnuBaercs cheayiomas obssaTenpHas WHGoOpManus IS pacchUlKd 4epes Iloury
obmrero otmena:

—  CCBHUIKM HA KOIIHH IPHKA30B, PACHOPSHKEHUH W APYToH HOPMATHBHOW H PacIOPSAWTEIBHON
JNOKYMEHTAIIHH, €CJTH OHH Pa3MeIeHEl Ha Y4eOHOM IopTalle /M BHYTPEHHEM IIOPTANE UIIH IIEKTPOHHEIE
KOITMH YKa3aHHBIX JOKYMEHTOB — I10 CIIMCKY PACCHUIKH;

— CCHUIKM Ha KONWMH IIOCTYNAMOIIHX IHCEM, PAasMELIEHHBIX Ha BHYTPEHHEM IIOpTalle HJIH
VueGHoM mopraie, 100 SIEKTPOHHBIE IHChMa C OCHOBHOIO 3JIEKTPOHHOTO aipeca OTBETCTBEHHBIM
THIAM;

—  CCBLUIKH Ha KOIIMH HJIA KOIIHH IIPOTOKOJIOB PEKTOPCKOTO COBEIIAHMS — Y4AaCTHHKAM COBEIaHUA.

8.4.12. CBoeBpeMeHHOE O3HaKoMiIeHHe ¢ uHObOpManuel, pacrmpocTpaHsemoil depes Iloury,
ABJIACTCS JUIA pabOTHMKOB 00s13aTEIBHOH.

8.5. Mcnons3oBanue YueOHOro moprana pabOTHWKAMH  CTPYKTYPHBIX — IIOApasfeiIcHHH,
3aHUMAOINUXCsl OprafmM3anueit yueOHOTO Ipomecca M NPodecCOpPCKO-TIPEnOaBaTeIbCKHM COCTaBOM
(manee — npenojaeartesi) MucTHTyTA SIBNAETCS 0043aTENBEHEIM.

8.5.1. Tlopsamox paGoTHI ¢ OTAENEHEIX OM0KOB (GyHKIMOHANA Y4eOHOrO moprajia peryiupyercs
JOKaIbHBIMH HOPMATUBHLEIMHA aKTaMH MHCTHTYTA.
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8.5.2. Paborauku MHCTHTYTA JOJKHEI 3AIIOHMATH 10T IMYHOr0 Mpodud o Y4uebHoM moprae,
pPa3MECTUTE CBOKO MOPTPETHYIO hoTorpaduio AeI0BOr0O CTHIIA.

8.5.3. KoMMmyHHKanms 4epe3 CpeIcTBA KOMMYHHKANMH Y4eOHOro IopTana sBSeTCs
00s3aTeNBHOM 171 paGOTHHKOB CTPYKTYPHBIX NOZpa3eIeHHH|, 3aHAMAIOMIXCs OpraHu3aluel yueGHoro
mpoliecca | IperoaBaTeei.

OTBeTHl Ha BOMNPOCH! (3AMPOCHI), MOCTYIHBIINE OT OOYYArOUIMXCSs MIM JPYTMX PabOTHHKOB
CcpeIcTBaMM KOMMYHHKAIMH Y ueGHOro opTrana, HeoOX0IuMO 1aBaTh CBOEBPEMEHHO, HE M03/iHee 3 (Tpex)
paboumx mHel co AHA 0OpalleHus.

Ha obpamenus o6ydaroimxcss HeoOXOIUMO aBaTh PAa3BepPHYThle M MOJPOOHBIE OTBETEHI, IIPU
nepesanpasiieHns K ApyruM pabotHikaM VHCTHTYTa HeoOXoaumMo ykaseBaTh uX OMO u n0/mKHOCTE.

8.6. Hapymenne tpeGoBaHHM MOpsaKa, YKa3aHHOTO B HacTOSIIEM paszene MHCTpykuuy,
paboTtaukamy HCTHTYTA SBIISIETCS IOJDKHOCTHEIM HAapyIIEHHEM M MOKET II0BJIeYb 38 COOO0H NpUBIeYeHIe
K JIMCLUIUIMHAPHON OTBETCTBEHHOCTH B YCTaHOBJIEHHOM 3aKOHOM ITOPSIKE.

8.7. ITopanoK, yKa3aHHBIH B HACTOSAINEM pa3jielie MHCTPYKIIHH, ABIETCS 00A3aTeIBHBIM UL BCeX
pa6oTHUKOB MHCTHTYTA, HCIONB3YIOIMX B CBOEH NEATENBHOCTH NEPCOHAIbHEIE KOMITBIOTEPE! HITH YbH
0053aHHOCTH BKITFOUAIOT paboTy ¢ NePCOHAIBHBIM KOMIIBIOTEPOM.

9. ®opmupoBanne ToKyMeHTaAbHOrO (honaa Mucruryra

9.1. OneparuBHOEe XpaHEHHE JOKYMEHTOB MHCTHTyTa IO mepemayd WX Ha XpaHeHHE B apXuB
VHCTHTYTa HIIH YHHYTOXKEHHE OCYIIECTBIIETCS B CTPYKTYPHBIX HoApasaeneuuiax Mucturyra.

9.2. B mensx XpaHEHHS, [OMCKA H HCIONB30BaHMS IOKYMEHTHl Ha OyMa)XHOM HOCHTENEe |
3IIEKTPOHHEIE TOKYMEHTEI QOPMHPYIOTCS B J€JIa B COOTBETCTBHY C HOMEHKIIATYPOH JIEII.

HoMeHKIaTypa Jen 3aKperviseT KiaccuuKaluio (TPYIIHpPOBKY) HCIONHEHHBIX JOKYMEHTOB B
mena (SIEKTPOHHBIE Jefa), CHCTEMaTH3alU0 M HHIEKCALHIO JIe], CPOKH HMX XPaHCHHsA U SBIACTCA
OCHOBHBIM YUETHBIM JOKYMEHTOM.

HoMeHKknaTypa [l SBIsSeTCs OCHOBOM IS COCTAaBIICHMS ONMCEH e MOCTOSHHOTO, BPEMEHHBIX
(cepime 10 7eT) CpOKOB XpaHEHHS M II0 JIMYHOMY COCTaBy, aKTOB O BBIICJICHHH K YHHYTOXKEHHIO
JOKYMEHTOB C HCTEKIIMMH CPOKAMH XpaHEeHMs, a Takie JId ydeTa Jel BpeMeHHBIX (no 10 yer
BKJIFOUMTEJIBHO) CPOKOB XPAHEHHS.

9.3. Homenknarypa men MHCTHTYTa cOCTaBIAETCA Ha OCHOBE H3YYEHHS COCTaBa H COMCPIKAHHS
JOKYMEHTOB, 00pa3yrolMxcs B JeSTENbHOCTH, BKIIOYasd JOKYMEHTHI, IIOCTYNAIOINME H3 JPYTHX
OpraHH3aIui.

9.4.B HOMEHKJIATypy JMel BKIIOYAIOTCS BCe JOKYMEHTBHI, OTPaXKalolllWe eATEIBHOCTh
CTPYKTYPHBIX TIOAPA3IEIeHHI U IIOCTOSHHO WM BPEMEHHO JeHCTBYIOIINX OPraHoB (KOMUCCHHM, COBETOB,
KOMHTETOB), B TOM YHCIIE JOKYMEHTHI OrPAaHHYEHHOTO JI0CTYyIa, pSTHCTPAllMOHHBIE H YUETHBIE JKYPHAIIBI
M KapTOTEKH.

He BK/IIO9AIOTCSA B HOMEHKIATYPY Je/ MePHOANIECKIe H3JaHUs, KHUTH, OPOIIIOPEL.

9.5. Homenkiatypa [en cocTaBiIsfeTcss OOIIMM OT/JEJIOM Ha OCHOBAHHH HOMEHKIATYD HeI
CTPYKTYPHBIX mojpaszienenuii no ¢opme npunoxenus Ne9 x Hactosmel MHCTpyKIKA.

9.6. HoMeHKIaTypa Jell COCTaBJISIETCS B IOCIEIHEM KBapTalle TEKYINEro roja Ha MPeacTOSIIHH
KaJIeHIapHBIA TOI.

9.7. Bce 3aroiioBKHM JieN, BKIIIOYEHHBIE B HOMEHKIATYPY €] U HOMEHKJIATYPY Jell CTPYKTYpHOTO
[I0/Ipa3IeICHHs, HHAEKCUPYOTCS.

Wunexe nena ykassBaeTcs B rpade | HOMEHKIATYpBhl JEJl M COCTOHT H3 HHIEKCA CTPYKTYPHOTO
T0Ipa3/ieIeHUs ¥ IOPAAKOBOrO HOMEDA JIeNa B pa3ziesie HOMEHKIATyphl Aell. MiHIeKcH qen 0003Ha9aroTes
apabckumMu LH(paMH.

Hanpumep: 01-05, rze:

01 - xoJ1 CTPYKTYPHOTO MOAPA3IETIeHHS;

05 - mopsAAKOBLINH HOMED [leNla B pa3jielie HOMEHKIIATypPhI ACI.

Ecnu B TeyeHMe KaIEHAApHOrO Toja B IesTenbHOCTH MHCTHTyTa 00pa3yroTcs HOKYMEHTHI, HE
[IpEeAyCMOTPEHHbIE HOMEHKIATypol J[ej, 3arolOBKH HOBBIX J€1 JOMOJHHTENBPHO BKIIIOYAIOTCA B
HOMEHKJIAaTypy Jeln. B KaxaoM pasfene HOMEHKIATYpel Jel [UIi BHOBR 3aBOIMMBIX  Jiell
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IIpeIyCMaTpHBalOTCA PE3ePBHEIE HOMEpA.

3aronoBok Jena A0mKEeH B 0000ImMeHHON (opMe OTpakaTh OCHOBHOE COJEpXKaHHWE H COCTaB
JIOKYMEHTOB JIeNIa.

He nomyckxaercs ymoTpeOneHme B 3arojoBKe Jena HEKOHKPETHEIX (OPMYITHPOBOK («pa3HbIe
MaTepHalbl», «o0Inas Iepernucka»), a TakkKe BBOIHBIX CJIOB H CJIIOKHBIX CHHTAKCHYECKHX 00OPOTOB.
3aroJIOBKH JIe] MOTYT YTOYHATHCS B TEYEHHUE rojia B ponecce popMupoBanus U ohopMIIeHUS el

[TopAnoK pacoyioKEeHHs 3ar0JOBKOB A€ BHYTPH pa3[ejOB HOMEHKJIATYpPhI JIEJ ONpPENeIaeTCs
CTENEHbIO BaKHOCTH JOKYMEHTOB, BKITIOUEHHBIX B €A,

B wmawame pasmena pacmonararoTcs  3arOJIOBKH €T, COASPKAIUX  yYpedUuTeNbHEIE,
OpraHU3allMOHHO-TIPABOBBIE W PACHOPAIUTENbHBIE JOKYMEHTBI, 3aT€M 3aroJIOBKH [Iell, COIAEepIKaIluX
IUTAHOBEIE, OTYETHBIE, WH(QOPMALMOHHO-aHATUTHUECKHE JOKYMEHTBI, JOKYMEHTEI, OTpaKaroIIue
JeATeTbHOCTD ITOpa3/IeNieH s, IEPEUCKY, B KOHIIE pa3/iesia - PETHCTPAI[HOHHBIE W YYETHBIE JKYPHAIEL,
KapTOTEKH, 0a3el JaHHBIX.

B 3aronoBkax [es, COAEpKAIMMX JOKYMEHTBI II0 OJIHOMY BONPOCY, HO HE CBS3aHHBIX
IIOCTIEI0BATEILHOCTRIO PEIIeH s BOIIPOCca, B KaYeCcTBE BUA Jelia yroTpebiieTcs TEPMUH «JIOKYMEHTBI,
a B KOHIIE 3aroJIoBKa B CKOOKaX YKa3bIBAIOTCS HA3BAHUS BHUIOB JOKYMEHTOB, HAaHOOJIEE IIPEACTABIEHHEIX
B JIEJIE.

IIpumep:
JIOKYMEHTBI O IPOBEICHHH COBELAaHWH H CEMHUHAPOB (IIPOrpaMMBbl, CITHCKH, JOKJIAIbI)

TepMHH «IOKYMEHTBI» IIPUMEHSETCS TaKK€ B 3arojIoBKax [Jell, COACPKAHX JOKYMEHTHI-
IPHIIOKEHHUA K KAKOMY-JIHOO TOKYMEHTY (BHABI JOKYMEHTOB-TIPHIIOKEHUH HE TIEPEIUCIITIOTCS).

IIpumep:
JIOKyMEHTHI K IIPOTOKOIIAM 3acelaHiil YJeHoro coBera

B 3aromoBxax ACI, MIPpEOIHa3sHAYCHHBIX IJIA IPYIINMHPOBKH OJHOTHIIHBIX HOKYMCHTOB, 3Ta I'PYIIia
JOKYMECHTOB YKa3bIBAC€TCA BO MHOKCCTBCHHOM YHCIIC.

IIpumep:
ITpoTokoIbl 3acenanyii pekTopaTa

[Ipu dopmupoBanuu Jena U3 HECKOJIBLKUX TOMOB (4WacTel), kpome oOIIero 3arojioBKa Jiejia mpu
HeO0OXOJIMMOCTH COCTABIIAIOTCS 3aro/IOBKM KaXKA0ro ToMma (4acTd), YTOYHSIOIIME COIEp)KaHHEe TOMOB
(vacTeit) nena.

9.8. Cpoku XpaHEeHHS [ell U HOMEpa CTaTel yKa3bIBalOTCA II0 THUIIOBOMY WM BEIOMCTBEHHOMY
TIePEeYHIO JOKYMEHTOB C YKa3aHHEM CPOKOB XpaHCHUS.

9.9. B rpade «[Ipumeyanue» CBOAHON HOMEHKIATYPEI [EJT IPOCTABISAIOTCA OTMETKH O 3aBEJICHHH
nen («3aBeeHOY), 0 mepexoaaux geax (Hanpumep, «Ilepexomsinee ¢ 2021 rogay), o BEIAEACHHH A€ K
YHUYTOXKEHHIO, O JIULaX, OTBETCTBEHHBIX 3a (JOPMHUPOBAHHUE JIET, O NIepeaade el B APYTYIO OPraHH3aIHIO
JUTSE TIPOJOJIKEHHSL.

9.10. Homenknatypa Iesl NOIIHCHIBAETCS Ha4YaJIbHMKOM OOINEro OTAeNna W apXHBapHYCOM,
COTJIacCOBBIBAETCS C IKCIEPTHOH KoMuccuedt MHcTHTyTa W OmMH pa3 B 5 JeT IpelacTaBiseTcs Ha
COTJIaCOBAaHME COOTBETCTBYIOILIEH SKCIIEPTHO-IIPOBEPOUHOM MeToaudeckod komuccuu lleHTpampHOTO
rocynapctenHoro apxusa Cankr-IlerepOypra (manee LII'A CII6).

[Tocne atoro HOMeHKIATypa AeNl YTBep)KIaeTcs IpHUKa3oM pekTopa MHCTHTyTa W BBOOUTCS B
IEHCTBHE.

9.11. CornacoBaHHas ¢ COOTBETCTBYIOILIEH 3KCIEPTHO-IIPOBEPAIOLIEH METOIUUECKOH KOMHCCHEH
HOMEHKJIaTypa JeJl B KOHIle Ka)K[O0ro roja yTO4YHseTCs, IepeledyaThiBaeTCsl, YTBEPIKIAeTCS PEKTOPOM
WucTUTyTa M BBOAUTCS B IeficTBHe ¢ | SHBaps KaJIeHIapHOTO rofa.

9.12. llepBBIi »SK3eMIUIAp YTBEPXKACHHOH HOMEHKJIATYypEl Jel SBILIETCS JOKYMEHTOM



28
MOCTOSHHOTO CPOKA XPAHEHHS M BKIIOYAETCS B HOMEHKIATYDY el OOLIEro OTHENa, BTOPOH IK3EMILLIP
nepepaercs B [{I'A CII6, HCTOYHHKOM KOMIUIEKTOBAHHA KOTOPOTO ABISETCS IHCTHTYT.

9.13. HomeHnkiarypa Jel CTIPYKTYpHOro mojpasjeneHus odopmiagercas 1mo  ¢dopme
npunoxernd Nel3 x MucTpykuun paGOTHHKOM OOINEro OTZea Ha OCHOBAHHH YTBEPXKICHHOH CBOIHOH
HOMEHKJIaTyphI Jel.

B  03HAaKOMIIGHHH yKa3hIBa€TCd pPYKOBOOHWTENIb CTPYKTYpHOro mnojapaszenenus. Ilocie
03HAKOMJIEHHs] HOMEHKIATYpBl M€l CTPYKTYPHBIX IIOJApa3sfeleHHii pasMEIalTcs B 3JICKTPOHHBIX
cucremax kommyHukanuu CIT6I UTICP.

BHOBE cO3/aHHOE HJIM PEOPTaHM30BAHHOE IOApa3jielieHHe JOJDKHO COBMECTHO C apXHBOM
MHCTHTYTa B MECSYHBI CPOK pa3paboTaTh HOMEHKIATYPY JeJ H IIPEJICTABUTE €€ B 00U OTHEN.

9.14. Jlns nposeeHus paboThl MO 3KCOEPTH3E LIEHHOCTH JOKYMEHTOB B MHCTHTYTE co3maeTes
[OCTOSHHO AeiCTBYyIOIas sKcnepTHas komuccus (ganee — JK).

3amaym, QyHKUUH, IpaBa, opraHuzanus paboTel DK OIpenenstoTcs I0I0KEHHEM O MOCTOSHHO
JEHACTBYIOIIEH 3KCIIEPTHOM KOMHCCHH.

9.15. OcuouemME (QyHxnusMu DK SBIFOTCS:

—  OpraHU3aLus eKerofHoro otéopa el Al XPaHEHHUs H YHHYTOKEHH,

—  pacCMOTpPEHHE W COTJIACOBAHHE IPOEKTa HOMEHKIATypbl nen MHCTHTyTa, OmuCed nern
TIOCTOSIHHOI'O ¥ BpeMeHHEIX (cBeime 10 eT) CpOKOB XpaHEeHHs, B TOM YHCIIE [0 JINYHOMY COCTaBy, aKTOB
0 BEIIETIEHUH K YHHYTOKESHHUIO JEN, HE MOANEKAIHX XPaHEHHIO.

9.16. Ilo pesymbTaTaM SKCIEpPTH3BI IIEHHOCTH IOKYMEHTOB IIPOBOIUTCA O(QOpMIICHHE [el H
COCTABJISIIOTCS OIMMCH JIEN IIOCTOSHHOIO XpaHeHHs, BpeMeHHBIX (cBpmme 10 71eT) CPOKOB XpaHEHHs H II0
JIAIHOMY COCTaBY, & TAK/KE AKTHI O BBUICICHUH K YHHUTOKEHHIO JIEII, HE MOIJIEKAIINX XPAHEHHUIO.

9.17. Od¢opmieHHe Ael MPOBOIUTCS B CTPYKTYPHBIX IIOApasfeNeHusx MHCTHTYTa IO MECTy
thopMHpOBaHHS JOKYMEHTOB B JI€/A.

9.18. OdopmiieHue aena Ha OyMax)HOM HOCHTEJIE BKIIIOYACT:

—  HyMEpaIuio JHCTOB B JIEJIE;

—  COCTaBJICHHE JIUCTA-3aBEPUTEILA €TIa;

—  COCTaBJIEHHE B HEOOXOAUMEIX CITy4asX BHYTPEHHEH OIMCH JOKYMEHTOB JEla.

JIucT-3aBEpHTENH Jlella, BHYTPEHHSS ONHCh JOKYMEHTOB J€jla COCTABIIIOTCA B COOTBETCTBHH C
npunokenneM Ne7 u npunoxeHueM Ne8 x HacToamer MHCTpyKIua.

9.19. Jlena Bpemenubx (1o 10 €T BKIIOYHTEIBHO) CPOKOB XPAHEHHU, IOUICIKAIIAE YACTHIHOMY
ohOpMIIEHHIO, JIOMYCKASTCS XPAaHWTh B IIATKaX, B KOTOPHIX Jela XPaHUIKCh B IEIONPOU3BOJICTBE,
TIEPECUCTEMATH3AIMA JOKYMEHTOR B JIeNe HE IPOBOJMTCHA, JIHCTHI Jefla HEe HYMEpYIOTCs, JIHUCTHI -
3aBEPUTEITH Je]la HE COCTABILAIOTCA.

9.20. B menax obecmeveHus COXpAaHHOCTH U 3aKpEIUICHH NOPsIKa PacoI0OKEeHH JIOKYMEHTOB,
BKITIOUEHHBIX B JI€JI0, BCE €r0 JIHCTHI, KPOME JIUCTa 3aBEpUTENd M BHYTPEHHEH OIKCH, HyMEpYyrTCs
apabckuMu 1udpaMu BanoBod Hymepauuei. JIMCTBI HyMepYIOTCS TpaQUTOBBIM KapaHIAIIOM HIIH
HYMEpPATOpOM CBEPXY BHHU3, IH(PHI IPOCTABISIOTCA B IIPABOM BEPXHEM YTIIy JIHCTA, HE 3a/ieBasd TEKCTa
JoKyMmeHnTa. JINCTEI BHYTpeHHE! OucKH HyMEpYIOTCs OTAEIBHO.

9.21. [leno, BKIIOHAIOMEE MOKYMEHTHI Ha OyMasKHOM HOCHTeNle, MO0 00BEMY HE JOJDKHO
npeBsImaTh 250 JHCTOB NIpH TONIHHE He Gomee 4 cM (TONIIMHA JIefl CO cpokamu xpanenus 10 10 ner ve
NoJDKHa mpeBsmmath 10 cm).

[Ipu IpeBBIIEHUH JaHHOTO 00BbeMa 3aBOJMTCS BTOPOH M IOCIENYIOIHEe TOMa; Ha KaXKIOM TOME
IPOCTABIIAIOTCS HHIEKC H 3arolOoBOK Jena ¢ JobaBieHMeM 0003Ha4YeHHst HOMepa TOMa H, NPH
HeoOX0IMMOCTH, 3ar0JI0BKa TOMA;

JIOKYMEHTBI BHYTpH Jielid DAcIoNaraloTcsi B XPOHONOTHYECKOH (CBEpXy BHH3), BOIPOCHO-
NOrHYECKOM MOCIeI0BaTEIEHOCTH HIIM MX COYETaHHH.

JIHCTHI ZieN, COCTOAIIMX U3 HECKOIBKHX TOMOB MJIM YacTeH, HyMEPYIOTCH IO KaXKIOMy TOMY HIIH
9acTH OTIIENBHO.

JToKyMeHTEI ¢ COOCTBEHHOM HyMepanueli THCTOB HyMEpPYIOTCs B 00IIEM HOPSIIKE.

JIuct mo6oro dopmara, MOAIMKTEIA 33 OMUH Kpal, HyMEPYeTCs KaK OJJUH JIUCT B IIPAaBOM BEPXHEM
yriny. CTOKeHHBIH JTHCT Pa3sBOPAYUBACTCS M HYMEPYeTCs B IPABOM BEPXHEM yriy. JIMCT, ClIOKEHHBIH H
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HOIIKMTEIA 38 CEpeIHHY, TIOUIE/KHT NIEPEIIMBKE H HYMEPYCTCs Kak OJIHH JIHCT.

Ecnu B [€10 TOAMIKMT KOHBEPT C BIOJKEHHEM, CHaJgala HyMepyeTcsl KOHBEPT, a 3aTEM OUEPEIHBIM
HOPSIIKOBBIM HOMEPOM KaX10€ BIIOXKEHHE B KOHBEPTE.

IIpH HaIM9HE OTAENBHEIX OMAOOK B HyMEPAIlHH THCTOB J0IYCKAETCs yIOTpebIeHHe TUTEPHBIX (C
OYKBEHHBIMH JIOTIOTHEHHSIMH ) HOMEPOB JIHCTOB.

Eciu B HyMepallis JTucToB gomyiieHo 6onee 10 omubok, Bee 1e10 HyMepyeTcs 3aHoB0o. [Ipu sToM
cTapble HOMEpa 3a4epPKHUBAIOTCA, U PAIOM CTABUTCS HOBBIH HOMED JIHCTA.

9.22. Tlocne 3aBeplIEHHs] HYMEpALMH JIHCTOB COCTABIISAETCS JHCT-3aBEPHTEND I€Na, KOTOPHIA
pacrnonaraeTcsd B KOHIE Iena. B ymcTe-3aBepuTene UH(paMH M MPONKCHIO YKA3BIBAIOTCS KOIHMYECTBO
JUCTOB B JaHHOM Jejle, 0COOEHHOCTH OTAEIBHBIX JOKYMEHTOB (HESICHBIH TEKCT, Pa3phIBbl, CKIECHKH).

JIMcT-3aBEPHTEN Je/Ia MOAMUCHIBAETCS €r0 COCTaBUTENIEM C yKa3aHHEM J0/KHOCTH, HHHIHAJIOB H
(haMHUIINH, TaTHI COCTABIEHHUS.

9.23. Jlena mepenaroTcs Ha XpaHeHHE B apxuB MHCTHTYTa B COOTBETCTBHH C IpadHKOM Hepeadu
JIOKYMEHTOB, YTBEP)KICHHBIM pekTopoM MHCTHTYTA.

9.24. ApxmBapuyc NpOBEpSET NPABUIBHOCTE 0QOPMIIEHUS H (HOPMHUPOBAHHMS JIE]], IPABHIBHOCTE
COCTABJIEHHS OIIMCEH Jell, COOTBETCTBHE KOJIMYECTBA e, BKIIOYEHHBIX B ONMCh, KOJHYECTBY eI,
chOpMHPOBAHHEIX B COOTBETCTBHH C HOMEHKJIATYPOH el

BrISBICHHEIE TIPH TIPOBEPKE HENOCTaTKM B (OPMUPOBaHHUM H OGOpMIECHMH el pabOTHHKH
CTPYKTYPHOTO Mo ipa3/ieNieHus 003aHbl yCTPaHHTD B ABYXHE/IENLHBIA CPOK.

9.25. Tlpuem Kaxmoro jena B apxuB VHCTHTyTa NpOM3BOAMTCA B HPHCYTCTBHM paOOTHHKA
CTPYKTYpPHOTO TIOApa3IeNeH s [10 aKTy IIpueMa-nepeaadn Jei (I0KyMEHTORB) (puioxenne NeS).

9.26. Jlanpueiimmee odopmieHHE M KOMIUIEKTOBAaHHE €N, & TakKe COCTaBJIeHHE APXHBHBIX
Onuceld IOCTOSHHOTO M BPEMEHHOrO CPOKOB XpAHEHHS PETNIaMEHTHPYIOTCS HHBEIMH JIOKAIBHEIMA
HOPMATUBHEIMH aKTAMH, KacaloIuecs AesSTeIbHOCTH apxuBa Mucruryra.
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KoMuTeT mo couMansHOH MoNUTHKE
Canxr-IletepSypra

Cankt-TletepOyprekoe rocy1apcTBeHHOS ABTOHOMHOS
ofipazoBaTeNsHOE yupesk/ICHHE BRICIIETO 0Gpa30oBaHHs

«CAHKT-TIETEPBYPI'CKHI FOCY,[[APCT‘%EHHLIFI
HHCTHUTYT IICUXOJIOTUH W COITHAJIBHOH PABOTBD»

(CIIeI'HIICP)
12 nunua B.O., 1.13 nurepa A, Cankr-IletepGypr, 199178

Ten.(daxc) 323-07-84
E-mail: info@gipsr.ru www.psysocwork.ru
OKIIO 23048825 OI'PH 1027800518492
MHH 7801009047 KIIIT 780101001
Ne
Ha Ne oT

O uem?

Komy

[Tpunoxenue Nel
Kk MHCTpYKUIKH 1O JETI0IPOH3BOICTBY

VBAKACMAT ©vvvnriinerereneiienensn !

......................................................................................................................

ITpunoxxenwe: Ha 2 1. B | 3K3.

Pexrop

1.0. Gamunus

Damvuis Ums OTHECTBO, A0/KHOCTE, HAHMEHOBAHHE CTPYKTYPHOIO MO/pasieNeHus (Ipu Heo6X0MHMOCTH)

8 (812) 323-07-84 no6.111
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[Mpunoxenue Ne2

K MIHCTpYKIIHH 11O IETONPOU3BOACTBY

Pextopy CITI6I' TICP
Hara Homep Pammnita 1.0,
oT
damunus Mma OTdectso
3asBICHUE
JomKHOCTD IToonuce N.0. Gamumnus

Hata
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[Tpunoxenue Ne3
K MHCTpYKIIHH 110 1€T0IpOH3BOACTBY

Komy

Damunna H.O.

oT

damunua Uma Otaectso

CnyxebHad 3aIHCKa

JlomKHOCTE Ioonuce N.0. ®amunus

« » 20 L.
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[Mpunoxenue Ned

K MHCTpYKIIUH 11O AETIONPOU3BOACTBY
Hauano ooxymenma

KOMMTET I10 COLIMAJIbHOM TIOJIMTUKE CAHKT-TIETEPBYPI'A

CAHKT-IIETEPEYPTCKOE IOCYJAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIbHOE VUPEX/IEHHE
BLICILIEI'O OBPASOBAHMA

«CAHKT-TIETEPBYPI'CKHI TOCYJIAPCTBEHHBIA HHCTUTYT
MNCHUXOJIOTUH U COIMUATTBHOMN PABOTHI»

(CTIGTHIICP)

IIPUKA3

Canxr-IleTepbypr

O geMm
A OCHOBAHEE «. v evneeveseesassssssssneesesassasssssssneesesnsenessesestuesaenasanesresestassaanssnns
ITPUKA3BIBAIO:
1.
2. KOHTpOIb 32 HCTIOMHEHHEM IPHKa3a OCTABILAIO 38 COOOM.

Pexrop N.0. ©amumus



Benymuit cnenuanuct OCYII

CornacoBaHo:

I[TpopexTop mo yueGHOM paboTe
I'maBHBINA OyXranrep

Opuct

Jlexan dakyabTeTa HAUMEHOBAHUE
Hawaneruk OCVIIL

C npuka3oM 03HAKOMJIEHA:
Gamvunug U.0.

Paccruika:
Opurunan: 8 OO
2. kormu: OCVII

34

H.0. ©amumns

HN.0. Gamunus
H.0. ®amunus
N.0. damunus
N.0. Gamumus
N.0. Oamunus



[Mpunoxenne Ned
K VIHCTPYKIHH [0 IEJONPOU3BOACTBY

CAHKT-TIETEPBYPI'CKOE 'OCYJAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIBHOE YUPEXIEHHE
BBICILET'O OBPASOBAHWA

«CAHKT-TIETEPBYPICKU T'OCYTAPCTBEHHBIA HHCTUATYT
IICHUXO0JIOTUHA U COITMAJIBHOM PABOTBI»

(CII6THAIICP)

AKT
npHeMa-Tiepeaadn aen (JOKyMEHTOB)

Canxkr-IleTepOypr

HacTosmuii akT cOCTaBICH B TOM, YTO HAUMEHOB8AHUE CMPYKMYPHO20 noapas()eﬂemw B JIHIE

donoicnocms Pamunus Fms Omyecmso TIEPeIaeT, & HAUMEHOBAHUE 0OMOend B ITAIIE 00CHOCHb Damunus
Hms Omuecmeo NIPUHAMAET CIIEIYIOIIHE TOKYMEHTBL:

Ne
/i

1

HaumeHoBanue aena (10KyMeHTa) KonuuectBo [IpuMeuanue

3.
3
4,

JIaHHBIH aKT COCTABIIEH B IBYX DK3eMIUIIPaX, 110 OAHOMY SK3eMIULIPY IUI KaX IO U3 CTOPOH.

ITEPEJAJL [TPUHSLIL:

1.0, ®amunus 1.0, Gamunmg
(monnmes)

(moAnKes)
« » 20 T

« » 20 iy
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[Mproxenue Neb
K VIHCTPYKIIHH 10 AETOIPOH3BOJICTBY

KOMMWTET I10 COLMAJIEHOM TTOJIMTHKE CAHKT-TIETEPEYPI'A

CAHKT-ITETEPBYPI'CKOE T'OCYJIAPCTBEHHOE ABTOHOMHOE OBPA30OBATEJIHOE VUPEX/IEHHE
BBICLLIET'O OBPA30BAHMS
«CAHKT-IIETEPBYPTCKUH FOCYI[APCTQEHHBIFI HHCTUTYT
IICUXOJOI'M U COITUAJIBHOU PABOTbI»

(CTIGTAIICP)

12 nuaums B.O., 1.13, nutepa A, Cankt-ITetepbypr, 199178
Ten.(paxe) 323-07-84
E-mail: info@gipsr.ru www.psysocwork.ru
OKITO 23048825 OTPH 1027800518492 MHH 7801009047 KIIII 780101001

JOBEPEHHOCTD Ne

Canxt-Iletep6ypr IIeCTOE HIOHS
JIBE THICAYH JBaLaTh IEPBOTO rosia

Cankt-ITeTepOyprckoe rocy(apcTBEHHOE aBTOHOMHOE 00pazoBaTeNbHOE YIPEK/CHHE BBICINErO
obpazoanms  «Cankt-IleTepGyprekuii roCyAapCTBEHHBIH MHCTHTYT IICHXOJNOTHH — H COIHAIBHOM
pa6oTsy, MHH 7801009047, B e pekropa @amumuis Mmst OTdecTBo (Macnopt Ne 0000 000000, Berman
JUIMM.ITIT, XX o/M XXXXXXXX paiioHa Cankr-IleTepOypra), IeHCTBYIOINEro Ha OCHOBAHHH
VcTaBa, 10BepsieT JOTKHOCTh, HAUMEHOBAHHE CTPYKTYPHOTO ofpasjeneHis DaMims Mms OTgecTBO
(macmopt Ne 0000 000000, Berman JULMM.ITTT, TII NeXX Otnena YOMC B XXXXXXXX paiione

CaHKT-T1eTepOypra), HOTYTHTD ..vvvvrerenrnrnnraeeestsarnn B OPTAHHBAIMAM (e ieievonsoversnmnaonomnseone .
HacTosmas J0BEPEHHOCTh BbIIaHa CPOKOM M0 « » 20 ropa.
O6pazer HOATHCH 1.0. ®aMunus ya0CTOBEPSIO.

Pextop N.0. ®amunus
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[Tpunoxxenue Ne7

Kk MHCTPYKIIHH TIO JeTONIPOU3BOICTRY

JIUCT-3ABEPUTEJIb JIEJIA Ne
B Jziee moaImuITO W NPOHYMEPOBAHO JIUCTOB,
(umbpaMu | POIHCEIO)
B TOM HHCJIE:
JIMTEPHBIE HOMEPA JIACTOB :
IPOMYIIEHHbIE HOMEPA JIHCTOB
+JIHCTOB BHYTPEHHEH OIIHUCH
OcobeHHOCTH (DH3UYECKOr0 COCTOSIHNS ¥ (QOPMUPOBAHHS [eNa Homepa 11cToB
1 2
JIOJKHOCTD,
CTPYKTYpHOE IIOJpa3jie/icCHAe Ioonuce N.0. Oamunus

«_» 20 T




BHYTPEHHSIS OITACHh TOKYMEHTOB JAEJIA Ne

JoxymeHTOB em.xp. Ne
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ITpunoxenne Ne8

K MHCTPYKIIHAH 1IO JEIOIPOH3BOIACTRY

Haumenosanue 0oKymenmos

Homepa
Wnnexce Jlara
Ne n/m 3aro/10BOK J0OKyMEHTA jucroB  |IIpumeuanue
JMOKYMEHTA | JOKYMEHTa
eI.Xp.

1 2 3 4 5 6
HUTOI'O: JIOKyMEHTOB
KoIH4ecTBO THCTOB BHYTPEHHEH ONHCH

(i pamMur ¥ IPOIHCEIO)
JomKHOCTS,
Ioonuce N.0. ©amunug

CTPYKTYPHOE NOJpa3IeIcHuIe

«_»

20

T.
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IIpunoxenne Ne9
K MHCTPYKIHH IO JEeNONIPOU3BOIACTRY

CAHKT-TIETEPEYPI'CKOE I'OCYJJAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIBHOE VUPEXIEHHWE
BBICLIETO OEPA3OBAHNMA

«CAHKT-IIETEPBYPI' CKHAM FOCYI[APCT]%EHHBIFI HHCTUTYT
IICUXOJIOTUHU U CONUAJIBHOU PABOTBI»

(CTI6TUIICP)
YTBEPXJIAIO

HOMEHKJIATYPA JIEJI Pextop CIIGTUIICP

Ha rox 1.0. Gamuust
«__» 20 r.

WUnnexc 3aronoBOK Jena Kon-Bo Cpox xpaHeHuUs
nena nen nena u Ne crateif mo IIpumedanue
IEPEUHIO
1 2 3 4 S
Haszsanue paznena

Hagampank ob1mero otiena Iloonuce N.0. ©amunus

ApxuBapuyc Iloonucy N.0. Gamunus

K » 20T

COI'JTACOBAHO COT'JIACOBAHO

npotokosom IK CIIGIUIICP npotoxorom DIIMK LII'A CII6

OT«___» 20 1. Ne OT«  » 20 r.Ne




[Ipunoxenne NelO
K MHCTPYKIIMH IO LEIOIPOU3BOICTBY

CAHKT-TIETEPBYPI'CKOE 'OCYJIAPCTBEHHOE ABTOHOMHOE OEPA30BATEJIBHOE YUPEXIIEHHE
BBICILEI'O OBPA3SOBAHHMA

«CAHKT-IIETEPBYPTCKUI TOCYIAPCTBEHHBIA HHCTATYT
IICUXOJOTUHA W COIIUATBHON PABOThI»

(CTI6THIICP)
YTBEPXJIAIO
Pexrop CIIGI'MIIICP
N.0O. ®amunus
« _ » 7.3 [ o
AKT
00 yTpaTe J0OKYMEHTOB
Canxkr-IletepOypr ' «__» 200 m

B pesyiabTaTe IpPOBEPKH YCTAHOBIEHO OTCYTCTBHE B HAUMEHOBAHUE CMPYKMYPHO20
nodpasodeieniis TEPEUHCICHHBIX HUXKE JOKYMEHTOR!

Ne HaumeHoBaHHE JOKYMEHTa ObcTosTeNnBCTBA, IIPH 3amemenue
n/m KOTOPBIX IIPOH30IIITIA KOIHeH
yTpara
1 2 3 4
Utoro (urdpamMu H IPOIHCHIO) €. XP.

HOCKOIU::KY BCE BO3MOXKHBIE MEPEI MO PO3BICKY NN IIONOKHUTEIBHBIX PE3YJILTATOB HE HaJIH,
TIPOH3BEACHO 3aMEIICHHE YKa3aHHBIX BBIIIC JOKYMCHTOB 3aBCPCHHBIMH KOITHAMH.

HaganpHHK CTPYKTYPHOTO NOAPa3IeIeHUs Iloonuce N.0. Gamumms

Hauansuuk o01ero otaena IToonucy H1.0. damunusg
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[Tpunoxenune Nell

K I/IHCprKI.IHH oo JeIO0IpPOU3BOACTBY

CAHKT-TIETEPEYPI'CKOE I'OCYJTAPCTBEHHOE ABTOHOMHOE OBPA3OBATEJILHOE YUPEXJIEHHE
BBLICHIET'O OEPA3OBAHMA

«CAHKT-TIETEPBYPI'CKHI I'OCYTAPCTBEHHBIA HHCTUTYT
IICUXOJIOIUH A COITAAJIBHON PABOTBI»

(CII6I' IIICP)
NDPOTOKO.JI
Ne
Cankr-IleTepOypr
[pencenarenbCcTBYOMMH:
Cexpetaps:
[IpucyTeTBOBaIM: XX YETOBEK (COHCOK MPHJIAraeTes)
IOBECTKA JJHA:
1. O Mepax Mo peammsaudy (enepanbHOH IeneBol IporpaMMel (ZOKJIan MPOPEKTOpa IIo
yuebHoit padore @amumua 1.0.).
i s

1. CIVIIAJIN: ®amumsa HM.O. - TexcT HoKiiana npuiaraeTes.

BBICTVYIIWUJIN:
®@amunus M.0. - KpaTKas 3aITHCh BEICTYILICHHS.
@amumis WU.0. - KpaTkast 3allUCh BRICTYILICHHS.

PEIWJIN: (TTOCTAHOBUWJIN)
1.1. ChopMupoBaTb BpEeMEHHBIE TBOPYECKHE KOJUICKTHBEI 10 pEalH3allid  I[POCKTOB

denepaTbHOH 11e1eBOH IPOrPAMME ...
1.2. [ToAroTOBHTE ¥ YTBEPIUTS IUIAHBI PaGOTHI TI0 IIpoeKTaM (e/lepaTbHOM [ENEBOH MPOrpaMMBbl

2. comres

[TpencenaTenbCTBYOMIMH Ioonuce N.0. Gamunus

Cekpertaps Ioonucw N.0. @amunus
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[Mpunoxenue Nel2
k MHCTpyKIMH IO AETIOIIPOX3BOICTBY

CAHKT-TIETEPBYPI'CKOE 'OCYJIAPCTBEHHOE ABTOHOMHOE OBPA3OBATEJIbHOE YUPEXTEHHUE
BBICILETO OBPA3OBAHMA

«CAHKT-IETEPBYPI' CKHUI FOCYI[APCT]%EHHLII‘/‘I HHCTHUTYT
IMCUXOJOI'n 1 CONUAJIBbHOU PABOTBI»

(CIIGTHAIICP)
YTBEPXJIAIO
Pexrop CII6I'MIICP
N.0. Gamumus
«__» 20 »:
AKT

00 YHHYTOKEHHH MevaTell H MTAMIIOB

Canxkr-IlerepOypr « » 20 ropma

DKcIepTHas KOMHUCCHS TI0 TIPOBEICHMIO SKCIIEPTHU3EI IIEHHOCTH JOKYMEHTOB B COCTaBE!
IpeceaTeb KOMUCCHH:

— nomxHocThe ®amumusg MUms OTtaectBo,

9JIeHBl KOMHCCHH:

— pomxHOocTh @amumis MUmsa OTaecTBo,

— nomxaocTs @amunus Mmsa OTaecTBo,

— pomxHocTh @amumusg Umsa OTuecTBo,

— pomxHOcTh Pamunusg Mms OTuecTBO

B CBSI3H C MPUHUHA YHUHMONCEHUSA,

COCTABWJIA HACTOAIOWH aKT O TOM, 4TO & » 20 r. B q MHH. IPOH3BEIECHO
YHUYTOKEHHE IyTeM paspe3aHis Ha MEIKHE YacTH CIIE/YIONUX IeYaTeii i ITaMIIOB:

Ne HaumeHoBaHue OTrHCK

n/o

1.

3KCII€pTHaH KOMHCCHS TIPHIILIA K 3aKJIHOYEHHIO, UTO IpEANpHHATEIE MEPEL IIPUBEIH K HOIHOMY
PA3pYLICHUIO MEeYaTarOmHX HOBerHOCTeI;'I medareit W mMTAMIIOB, HE JOIIYCKaIIMEMy BO3MOKHOCTH HX
BOCCTAHOBIIEHHS H JalbHEHIIIEr0 UCII0Ib30BaHMA.

[TpencenaTens KOMUCCHH: IToonuce N.0. ®amunus
UjieHBI KOMHUCCHH! Hoonuce N.0. Gamunus
Ioonucw 1.0, ®amunug
Ioonucw M.0. ©amumnusg

Ioonuce

H.0. ®amunusa
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Ipumnoxenue Nel3
K MHCTPYKIMH 10 AETOIPOU3BOLCTBY

CAHKT-IIETEPBYPI'CKOE 'OCYIAPCTBEHHOE ABTOHOMHOE OBPABOBATEJIbHOE YUPEXIEHHME
BEICIIETO OBPA3OBAHKA

«CAHKT-IIETEPBYPI CKHA I“OCY,[[APCT]%EHHBII& HHCTUTYT
MNCHUXO0JOTINA U COIUAJTIBHOU PABOTbD»

(CII6TAIICP)

Homenkiatypa aen
HAQUMEH08AHUE omoend

(YTBepKaeHa IIPUKa30M OT No )

" Cpoxr
HopmaTtupHEI#i p Mopsgox
XpaHeHHS B

Nupexce
- 3aroJioBOK Aea CpPOK XpaHeHHd Noxpaseenn nepexavd B
JAOKYMeHTAa " apxuB
1 2 3 4 5
14-01
14-02
14-03
14-04
14-05
14-06
14-07
14-08
14-09
14-10
14-11
14-12
14-13
14-14

OsnaxkomieH(a):

JIOIKHOCTB,
CTPYKTYpHOE TTOAPa3eeHIe Ioonuce 1.0. Gamumnns

« » 20 r.




[Tpunoxerne Nel4

K MIHCTPYKIIHH IO ETONPOU3BOJACTRY

CAHKT-TIETEPBYPI'CKOE I'OCYIAPCTBEHHOE ABTOHOMHOE OBPA30OBATEJIbHOE VUPEX/EHHE

BBICILIETO OEPA3OBAHIA

«CAHKT-IETEPBYPI'CKHIA TOCYJIAPCTBEHHBIA HHCTUTYT

(CTIGTHIICP)

MICUXOJIOT UM U COIIMAJIBHOU PABOTbI»

KypHai yyera BXOASIIHX/HCXOASIIIHX JOKYMEHTOB
IS CJTY2KeOHOTr0 M0JIb30BaHHA

Ne Hata Iara Kpatkoe conepxanue Konugec | Otmerka o | Mcnonau
/I | TTOCTYIUIEHHS | MCXOJIIETO JOKYMEHTa TBO TOJTy4eHH TENb
JIOKyMEHTa JTOKYMEHTa JIUCTOB | W/BO3BpAT
€
HcnomeuT
esieM
1 2 3 4 5 6 7
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[Tpunoxenue Nel5

K MHCTpYKIIMH 110 JEIONPON3BOACTBY

CAHKT-TIETEPBYPI'CKOE T'OCYTAPCTBEHHOE ABTOHOMHOE OEPA30OBATEJIbHOE YUPEX/JEHHE
BBICIIET'O OBPA3OBAHHMA

«CAHKT-TIETEPBYPI'CKUH I“OCYI[APCT]%EHHLII?'I UHCTHTYT
ICUXOJIOTUU U COIIMATTBHOU PABOTEI»

(CI6T'MIICP)

’KypHnan yueTa 3/1eKTpOHHO-UH(POBLIX NoANHUceil (Karoyei)

No Tun Kon-Bo GamMunus Pocnuce B Jlata Pocnuces | /[larta
/T | HOCHTES, daiinos OJTy4aTensd HOJyYEHUH | TOMY4YEeHHs | Bchade | Coadd
ero
YUETHBIH
HOMED

1 2 3 4 S 6 i) 8




[Mpunoxenne Nel6
K MHCTpYKLKH IO IEIONIPOU3BOJICTBY

KOMMTET I10 COLIMAJIBHOM TTOJTUTHKE CAHKT-TIETEPBYPI'A

CAHKT-ITETEPEYPI'CKOE ['OCYJAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIbHOE YUPEXIEHHE
BBLICILIET'O OBPA3OBAHUA

«CAHKT-IETEPEYPICKUI TOCYJAPCTBEHHBIA HHCTUTYT
IICUXOJIOTUA A COIMAJILHOM PABOTbI»

(CII6THIICP)

12 nuuaus B.O., 1.13, nutepa A, Cankr-Iletep6ypr, 199178
Ten.(dpakc) 323-07-84

E-mail: info@gipsr.ru www.psysocwork.ru
OKTIO 23048825 OTPH 1027800518492 HH 7801009047 KIIIT 780101001




