CAHKT-TIETEPBYPICKOE I'OCY JAPCTBEHHOE ABTOHOMHOE OBPA30BATEJILHOE YVUPEXJEHHUE
BBLICIIETO OEPA3OBAHHUA

«CAHKT-NIETEPBYPT CKUM FOCYL[APCT]%EHHLII“I HHCTHUTYT
IICUXOJIOTHH U CONUAJIBHOU PABOTHBI»

(CII6I'MIICP)

HUncTpyKuus no 1e;Ionpou3BoJACTBY
Cankr-ITerep6yprekoro rocygaperBeHHOro aBTOHOMHOT0 o6 pa3oBaTeibHOI0
yvupesienust sbiciero oopasopanust «Cankr-IlerepGyprexknii rocyaaperseHHbIH
HHCTHUTYT NCHXOJIOTHH H COIHAJBHONH padoTh»

1. OO0mue nmoJoxeHHs

[.1. Hacrosamaa HMucrpykuua mo aenonpousBoacTBy (fanee — VIHCTPYKIHA) yCTaHABIHBAET B
Canxr-IlerepOyprekoM rocyzapcTBEHHOM AaBTOHOMHOM 00pa3oBaTelbHOM  YUPEXKIEHHH BBICIIETO
obpazopanns «Caukr-ITeTepdyprekuil rocy1apeTBeHHEIN HHCTHTYT IICHXOJIOTHHE H COLHaNBHOM paboTei»
(mamee — MHCTHUTYT) enuHble TpeOOBaHHS K OpraHU3allMK JCIONPOM3BOACTBA (JIOKYMEHTHPOBAHUA,
JI0KYMeHT0000pOTa, OMePaTHBHOIO XpaHEHHs, HCIIOIb30BaHUA JOKYMEHTOB), O(QOPMIICHHIO CIIYXKeOHBIX
JIOKYMEHTOB, KOHTPOIIO MX HCIOJHEHHs, COCTABIEHHIO HOMEHKIATYPH! A€ H NOpSAKY (opMHPOBaHHS
Jlel1, TIOpAJIOK oOpanieHds ¢ AOKyMEHTaMH, COJAEPIKAIIMMH ClyKeOHyI0 HH(GOPMAIIHIO OrPaHUYEHHOrO
pacnpocTpaHeHus, TOATOTOBKY JOKYMEHTOB K KOMIUTEKTOBaHMIO apxuBa MHCTHTYTa, a TakKe IOPANOK
yiera H XpaHeHHs IevaTeil ¥ MITaMIIoB.

|.2. Hacrogmas Muerpyxius paipaborana B COOTBETCTBHH C:

— MemepansHBIM 3akoHOM 0T 29.12.2012 Ne273 «O6 obpasoranun B Poccuiickoit ®enepauuuy»;
— OepepanbubiM 3akoHoM 0T 27.07.2006 Nel52 «O nepcoHalbHBIX JAHHBIX

~ Me¢pepanpupiv 3akonom ot 22.10.2004 Nel25-@3 «O6 apxusnOM gene B Poccumiickoit
hejrepantnmm;

— MenepanbupiM 3akoHoM oT 02.05.2006 Ne59-03 «O mopsaxe paccMOTPEeHHs oOpamieHH
rpasan Poccnidckoit Meepalvmy,

— Tlocranopnenuem [Ipasutensctea PO ot 15.09.2008 Ne687 «O6 yreepaxnennnu [lonoxenus 0b
ocobenmocTsx 06paboTKH MEPCOHANBHBIX JAHHBIX, OCyulecTBaAseMoN Oe3 HCMONB30BAHHS CPEJICTB
aBTOMATH3ALAH;
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— HanuonaneusmM craggaproMm PO I'OCT P 7.0.97-2016 «Cucrema cTanaapToB 1o KHGopMaruy,
OuOnuoreyHoMy u u3gatenbckomy Jeny. OpraHW3alHOHHO-PacHOpSOUTENbHAs JOKYMEHTaIlHA.
TpeGoBanusa x ogopMICHHIO JOKYMEHTOBY, YTB. IpHKa3oM DenepansHOro areHICTBAa 10 TEXHUYECKOMY
perynupoBaduio 1 Metposiorud ot 08.12.2016 Ne2004-ct (nanee — Cranmapr);

— Ilpukasom MunobpazoBauus PO ot 24.07.2000 Ne2286 «O6 yTBepKIEHHH HNPHUMEPHOH
HMHCTPYKLIMH II0 JENONPOX3BOACTBY B BRICIIEM Y4eOHOM 3aBEICHHAN Y,

— Ilpuxazom ®epepamsnoro apxupHoro arenteTra oT 22.05.2019 Ne71 «O6 yrBep:xnenun [Ipasun
JIeJIONPOU3BOICTRA B OCYIapCTBEHHBIX OPraHax, OpraHax MeCTHOTO CaMOYIIPABICHH;

— [Ipukasom QenepanbHOro apxuBHOro areHTcTBa ot 31.07.2023 Ne77 «O0 yTBepKACHUHU IPABHIT
OpraHH3aliy XpaHEeHWs, KOMIUIEKTOBaHHs, y4eTa W HCIONb30BaHHA JOKYMEHTOB apxXwWBHOro (hoHaa
Poccuiickoli @enepaiun H OPYTHX ApXHBHBIX JOKYMEHTOB B TOCYJApCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYTIPaBJICHHS H OpPraHH3alMIX »;

— IlpukasoM MHMHHCTEpCTBAa HayKH M BEIcIIero obpazoBanus Poccuiickoii ®enepamuu ot
29.11.2023 Ne 1111 «O nepeuHe TOKyMEHTOB, 00pa3yOLIHXCs B TIpOLecCe AeATENBHOCTH MUHHCTEPCTRA
Hayku ¥ BEICIIEro oOpaszoBanus Poccuiickoit Qenepalni W MoJBEeXOMCTBEHHEIX MY OpraHH3allHii, ¢
yKa3aHHEM CPOKOB XPaHEHHA»;

— IIpukasom ®enepanpHoro apxusHoro areHtcrea oT 20.12.2019 Ne 236 «O6 yrtBepiaeHuu
NIEpeYHs THIIOBLIX YNPaBJICHYECKHX apXHBHBIX JOKYMEHTOB, 0Opa3yroIUXca B NPOLEcce JeATeIbHOCTH
TOCYJapCTBEHHEIX OpPraHoB, OPraHOB MECTHOTO CaMOYIIPaBIIEHHA H OPraHU3allHi, ¢ YKa3aHHEM CPOKOB HX
XpaHEHHH)};

— VYcraBoMm MHCcTHTyTa, HHBIMH HOPMaTUBHEIMHK MPAaBOBBIMU akTamu Poccuiickoit Qestepanuu u
Cankr-IlerepGypra, ToKaJIbHEIMH HOPMATHBHBIMH aKTaMi MHCTHTYTA.

1.3. JlokaneHbIMH =~ HODMATHBHBIMH ~ aKTaMH MOTLYT  YTOYHSTBCA  OTJENBHBIE  ACHEKTEHI
JEeNonpon3BozcTBa B MHCTHTYTE, B TOM 9HCIE IO IEPCOHAIBHBIM AaHHBIM, C YY€TOM TpeGoBaHHi
HacToAme# HucTpyKIyy.

1.4. Tpebopanus, ykazanusle B MHCTpYKIIHE, pacTipoCTpaHAIOTCA HA TOKYMEHTHI Ha DyMa)HOM H
3NEKTPOHHOM HOCHTEJISIX.

1.5. OCHOBHEIMH NpHHIMIAMH TIOJHTHKH B 00JacTH YIpPaBICHHS HOKYMEHTaMH K
JACJIOIPOH3BOOCTEA B HHCT’HT}’TE.‘. SBIIAKOTCH:

— CO3JaHMe AayYTeHTHYHBIX, HAJEKHBIX M NPUrOJHEIX [ MCIONB30BAHMA CIIyKeOHBIX
JOKYMEHTOB;

—  YYer JOKYMEHTOR;

—  TNpaBHIBHOCTH O(OPMICHHS CIIYKEeOHEIX TOKYMEHTOB;

—  CBOEBPEMEHHAas NOATOTOBKA H HCIIOJHEHHE CITyXKEeOHBIX J0KYMEHTOB;

— olecrnedyeHHE COXpPaHHOCTH (3allHTa LEJIOCTHOCTH B TEYCHHE TPeOYeMOro BpEMEHH)
JOKYMEHTOB H apXHBHPOBAHHUA JOKYMEHTOB;

— KoHOUASHUHATBHOCTH HHGOPMALNH, coepsKalleiics B JOKYMEHTaX;

— palHOHATBHOE WCIONb30BaHHE pecypcoB MHCTHTYTa DOpPH NOATOTOBKE CITYXKEOHBIX
JOKYMEHTOR.

1.6. ITonsTus, ucnonszyemere B MHCTpYKIHEH:

1.6.1. AyTeHTHYHOCTH JOKYMEHTA — IOKYMEHT SBISETCS ayTeHTHYHBIM €CIIM OH O(OpMIIEH B
COOTBETCTBHH C YCTAHOBJICHHBIMH ITPABHIIAME, OBLT C0O3J1aH HJIH OTIpaBJIEH JIHIIOM, YITOITHOMOYEHHEIM Ha
3TO; (33 34) CO3JaH HJIH OTIPAaBJIEH B TO BPEMHA, KOTOPOEC 0003HaYeHo B JOKYMEHTE.

1.6.2. AyTeHTHYHOCTBL 3JIE€KTPOHHOr0 JOKYMEHTA — CBOWMCTBO 3JIEKTPOHHOIO [OKYMEHTa,
rapaHTHPYIOWISE, 9TO 3JIeKTp0HHBIﬁ AOKYMCHT HACHTHYCH 38ABJICHHOMY.

1.6.3. ApxuB — cTpyKTypHOe mojpazzenesue MHCTUTYTa, BXOAAMIME B COCTAB 0obmIero orzena,
OCYILECTB/IIONMIEE B CHEHATBHO BHIIENCHHBIX MOMENIEHUAX KOMIJIEKTOBAHHE, YYET, XpaHeHHE U
HCIIOJIE30BaHHE ADXHBHBIX JOKYMEHTOB.
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1.6.4. ApXHBHEI JOKYMEHT — MAaTepHAIRHEIl HOCHTENs C 3adMKCHPOBaHHOW Ha HeM
nH(opManuel, KOTOPEIH MHMEET pPeKBU3HTHL, [IO3BOJAIOUINE €ro HIEHTH(QHIMPOBATh, W MOIIEIKHT
XpaHEHHI0O B CHJIY 3HAYHMOCTH YKa3aHHBIX HOCHTENA M HH(pOpMAUMM JUIs Trpaxiaad, oOIiecTea M
rocyzaapcTsa.

1.6.5. Baank (aokymeHT) ocoboii orderHocTH - OmaHku (JOKYMEHTHI), BHI H(MIIH)
Ha¥MEHOBAHUE KOTOPHIX ONPEJENAETCS JIOKAIBHBIMH HOPMATHBHBIMM aKTaMH WHCTHTYTa, K KOTOPEIM
npuMeHAeTCA 0coOBIH MOPANOK y4eTa, opOpMIIEHHS H XpaHEHMS.

1.6.6. Baank cTporoii oT9eTHOCTH — 0/1aHK, B OTHOIIEHHH KOTOPOT'O BEINIOHSIOTCS CIEAYIONIHE
ycnoBus: ¢popma GraHKa yTBEpXKAEHA IMPABOBBIM aKTOM YIIOJTHOMOYEHHOTO OpraHa BIACTH H B {HCIIE
MPOYHMX PEKBH3HTOB 00A3aTeNBHO MOJDKHA COIEPXaTh HOMEp, cepHlio; OmaHK Ho/KeH OBITh H3rOTOBJCH
TunorpadpckumM cnocobom; 61aHK JOIDKEH HMETh CTeNeHb 3allHTEL.

1.6.7. Beimucka M3 JOKYMEHTa — KOMHS YacTH JOKYMEHTA, 3aBEpPEHHAs B YCTAHOBICHHOM
nopsaxe.

1.6.8. BpemenHoe XpaHeHHe QOKYMEHTOB — XpaHEHHE JOKYMEHTOB J0 HX YHHYTOXEHHS B
TEYEHHE CPOKOB, YCTAHOBJIEHHBIX HODMATHEHBIMH ITPABOBEIMHA aKTaMH.

1.6.9. [leso — MOKYMEHT MIIH COBOKYMHOCTB JIOKYMEHTOB, OTHOCSIIMXCS K OJHOMY BOIIPOCY HJIH
Y4YacTKy AEATEJBHOCTH, IOMEMIEHHBIX B OTIEIBHYIO O0I0KKY.

1.6.10. Jesronpon3BoAcTBO  —  JIEATENBHOCTH,  OOECIeYMBAIOMIas  JOKYMEHTHPOBAHHE,
HIOKYMEHTOODOPOT, ONlepaTHBHOE XpaHEHHE U HCIO/Ib30BaHHE JOKYMEHTOB.

1.6.11. ToxymeHT00GOpPOT — IBIKEHHE JOKYMEHTOB B OPraHU3alMKi ¢ MOMEHTA HX CO3JIAHUS UITH
TOJIYYEeHHS A0 3aBepIIeHHs HCTIONHEHHS UITH OTIPABKH.

1.6.12. JoxymeHT - 3adUKCHpOBaHHAas HA HocHTelle HWHQOPMAalHsS C PEKBHIUTAMH,
MO3BOJISIOIIMMH €ro HAeHTH(PHLUUPOBATE.

1.6.13. IydiMKaT AOKYMEHTA — [IOBTOPHEIH 3K3eMILIAP ITOUTHHHUKA TOKYMEHTA.

1.6.14. 3aBepennas Kommsi JOKYMeHTa — KOIMHS JOKYMEHTa, Ha KOTOPO! B COOTBETCTBHH C
YCTaHOBJICHHBIM NOPAZKOM IPOCTaBIIEHbl PEKBH3HTHL, 00ECIICYHBAIOLIHE €€ IOPHANYECKYIO 3HAYHMOCTb.

1.6.15. Konug xoKyMeHTa — 3K3eMILIAP AOKYMEHTA, IOIHOCTHIO BOCTIPOU3BOAAIIMI HH)OPMAIHIO
MNOJAIHHHHKA HJOKYMCHTA.

1.6.16. Jlokaneuenii mopmaruBebiii akt (JIHA) — BHYTpeHHHH HOpPMAaTHBHBIN IIPaBOBOI
HOOKYMEHT, NPHHUMAEMbIH MHCTHTYTOM B Ipejenax ero KOMIETCHI[HH B COOTBETCTBHUHU C JEHCTBYIONIMM
3aKoHoJaTenbecTBOM Poccuiickoif ®efepauuu u coaepikamlnii HOPMEL, PErYJIHPYIOIIHE OCHOBHEIE
HanpapjieHHs aestensHocTH B WHcruTyTe (0Opa3oBaTeNbHBIE OTHOIIEHHS, OpPraHH3alMI0 H MOPSIOK
pabotsl MIHCTHTYTa, CTPYKTYPHBIX HOJAPa3[eNeHUH M JODKHOCTHBIX JHI MHCTHTYTA, ApYrHe acneKThl
JearenbHocTH MHCTHTYTR).

1.6.17. OpunuanbHblii JOKYMEHT — IOKYMEHT, CO3JaHHBIH U OQOpMIeHHBI paboTHHKOM
HHcruTyTa B mopsiake, ykasaHHOM B HacToswel MHCTpyKIMH, I0KaIEHOM HOPMaTHBHOM akTe MHCTUTYTa,
3aKOHOJATENLHOM HJIM HOpMaTUBHOM akTe Poccuiickoit ®enepauuu uin Cankr-IlerepOypra.

1.6.18. IlopimHARII JOKYMEHT — JOKYMEHT, CBEJEHHA 00 aBTOpE, BPEMEHH M MECTE CO3JaHus
KOTOpOro, cojepkalidecs B C€aMOM JOKYMEHTE W/IH BBIABICHHBIE HHBIM IYyTEM, IOATBEPKAAIOT
JOCTOBEPHOCTH €r0 MPOHCXOKICHHS.

1.6.19. IlopyIMHHUK JOKYMEHTA — [IEPBbIA HJIM €AMHCTBEHHBIN SK3EMIUIADP NJOKYMEHTa.

1.6.20. Ilpapnaia, perjiaMeHT, HHCTPYKIHA (10/12kHOCTHAs HHCTpyKnus) — JIHA, B kotopom
u3JIaraeTcs KOHKPETHOE cojiepkaHue, 00beM M MOPANOK BBIMOTHEHUS OTJEJIBHBIX ONepalui, NedcTBHH,
¢dyHKUHMI B paMKax peas3yeMoro B IHCTHTYTe nmpoliecca HIlH TOJDKHOCTHEIX 00A3aHHOCTEH pabOTHHKA.

1.6.21. IIpnka3 — 1paBOBOMH aKT, H3JaBaeMBIil PEKTOPOM JUIS PEIIEHHS OCHOBHBIX M ONIE€PaTHBHBIX
3a71a4, crosumx nepeq MHCTUTYTOM.

1.6.22. ITosioxkenue:

— o cTpyKTypHOM nozpasjenenun — JIHA, yeranapnuparommii oCHOBHBIE 3a/1a4H, GYHKIMY, IIpaBa
1 OTBETCTBEHHOCTSH JIOJDKHOCTHBIX JIMIL CTPYKTYPHBIX MOJApa3eNIeHuil 0 peanu3aly OTAENbHBIX BIUI0B
nearenbHocTH MHCTHTYTA;

— perjaMeHTHpYIolee OTAENbHbIE BHAB AEATENLHOCTH — CHCTEMHO CBA3aHHBIE MEXIY coOoH
IpaBHuia, PEryNHPYHOUIHE NPAaBOOTHOIICHHA IO BOIIpOCaM pCaM3allHH YCTaBHBIX BHAOB OCATCIABHOCTH
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Uucruryra (obpazoBarensHOH, Hay4HO-UCCIIeJ0RATENLECKOMH, (hHHAHCOBO-X03AHCTBEHHOM,
UH(OPMAIHOHHO-TEXHUIECKOH U JIp.)

1.6.23. TlocTosiHHOEe XpaHeHHe JOKYMEHTa — BEYHOE XpaHeHHe JOKyMeHTOB Oe3 mpaBa HX
YHUYTOXEHUS.

1.6.24. PeKBH3HT JOKYMEHTA - DJIeMEHT 0pOpPMIIEH U IOKYMEHTa, IIEpedeHb KOTOPEIX OIpeIesieH
CrangapTom.

1.6.25. Pemenne — pacniopaAUTENbHBIN JOKYMEHT KOJUICTHAIBHOIO HJIH COBEIATENBHOTO OpraHa
Hucruryra.

1.6.26. Cpok XpaHeHHSl JOKYMEHTAa — IMEpPHOJ BPEMEHH, B TEYEHHWE KOTOPOr0 MIOJIKHO
obecneynBaThCA XpaHeHHE IOKYMEHTA B COCTABE NOKYMEHTAILHOrO WIIH apXUBHOIO (DOH/IA.

1.6.27. CayxeOHBIH JOKYMEHT — JOKYMEHT, CO3/laHHbIit paboTHuKaMu MIHCTHTYTA B mpolecce
TPYZOBOH MEATENBHOCTH B paMKax BBIMOJIHEHHS [OJDKHOCTHBIX OO0S3aHHOCTEH, B COOTBETCTBHH C
JIOKaThbHBIMH HODMATHBHBIMH aKTaM#, MO TMOPYYEHHMIO PYKOBODMUTENEH WM TPETBHX JHIl [pH
COIJIACOBAHUH C PYKOBOJHTEIIEM.

1.6.28. JnekTpoHHas KONAS JOKYMeHTA — KOIUs JOKYMEHTAa B 3J€KTPOHHOH hopme.

1.6.29. DneKTpOHHBII JOKYMEHT — JOKYMEHT, B TOM YHc/Ie CIyKeOHBIH, HHpOpMAaIHs KOTOPOTo
IIpe/ICTaB/IeHa B 3IeKTpOHHOMH opme.

1.7. Cucrema aesnonpouspoAcTsa B IHCTHTYTe 0XBaThIBaeT CIICAYIOLIME BAABI JOKYMEHTOB:

— ciy:ebHble JOKYMEHTEI, B TOM YHCJIE JIEKTPOHHBIC,

— BXOJAIIHE JOKYMEHTEI, B TOM YHCJIE JIEKTPOHHbBIC — TOKYMEHTBI, noctymnaromue B UHCTHTYT oT
TPETHHX JIHL[, HMEIOIINE PEKBU3HTEI, KOTOPEIE MO3BOMIAIOT HX HACHTH(HIIHPOBATE;

— (opmHpyeMBbie B YCTAaHOBJICHHOM B MHCTHTYTE MOpAAKE Aeia.

1.8. BHocuTs Kakue-Tu0O MCIIPaBJIEeHUS WM J0OABNEHHs B MOANMCAHHEE (YTBEpXKJICHHEIE)
JOKYMEHTEI He JOMyCcKaeTcs.

1.9. Conmeprxanue ciyxeOHBIX NOKYMEHTOB He MOZJIEKHMT pasrialieHuio. B3aumozelicTHe co
CPECTBAMH MAacCOBOH MH(OpMALNH, APYTHMH OPraHH3alHAME HJIM YaCTHBIMH JIHIIAMH, [lepefada UM
Kaxko#-mubo uMHGOpMAlMK WIH NOKYMEHTOB M MX KOIHI JOMYyCKAaeTcs TONBKO C paspellieHHs peKTopa
HucTHTyTa, €CIH HHOE HE YCTAaHOBIICHO JIOKAJTBHO-HOPMATHBHEIMH akTaMi MHCTHTYTA.

1.10. Paboramkm MHHCTHTYTa HeCcyT MAMUCHMIUIMHAPHYIO, AaIMHHHCTPATHBHYIO H HHYIO
OTBETCTBEHHOCTB, YCTAHOBJIEHHYIO 3aKOHOIATENLCTBOM M JIOKQJIbHBIMH HOPMATHBHBIMH aKTaMH, 3a
Hapymenuss TpeGoBaHMii Hacrosineidfi MHcTpykmmm, mnopdy, yTpaTy MM HECaHKIMOHHPOBAHHOE
YHHYTOXEHHE CIyKeOHBIX JOKYMEHTOB.

1.11. Hactosmas MacTpykuusa onpenenser TpeboBaHHsA K MOATOTOBKE, 0QOPMIICHHIO, H3/IaHHIO
H pPEr’cTpalidi CIeaAyIOIIHX CIyKeOHBIX TOKYMEHTOR:

—  Ilpuxkas;

— ITonoxenwue;

— IIpaBuna;

—  Pernamenr;

—  HHerpyknus;

—  JIomKHOCTHASA HHCTPYKIHA,;

—  [IuceMo (COMpOBOAKUTENBEHOE MTHCHEMO);

—  JIOBEpEHHOCTb;

— Ilpotokom;

—  CnyxeOHas 3alKCKa;

— 3asBreHue.

1.12. TpeGosauus Hacrosmeidl WMHeTpykuum pacnpocTpaHseTcs Ha BCe CTPYKTYpHEIE
noapasneneuns UHcTHTyTA.

2. OpraHu3auus AeJ10NpPOH3BOJACTEA
2.1. Opranu3sais ¥ KOHTPOJIb 32 [AeONPOH3BOACTBOM B MHCTHTYTe Bo3IararoTes Ha obmuii oTer,
KOTDPHT?I B paMKax BO3JIOXKCHHBIX Ha HETO 3a7at:
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2.1.1. ompenensieT MOJHTHKY YIIpaBJIeHHUS NOKyMeHTaMHu B MHCTHTYTE, B TOM YHCIIe YCTaHOBIIEHHE
cTagiapToB odopmiieHHA, IyTeM pa3paboTKu MM H3MeHeHHs VHCTpYyKUMM, APYTHX JOKalbHBIX
HOPMAaTHBHBIX aKTOB, 3aTPardBalOIHX BOIIPOCH! JeJONPOH3BO/CTRA;

2.1.2. obecrieunBaeT pazBuTHE " GyHKUHOHUPORAHUE CHCTEMBI SIIEKTPOHHOIO
JOKYMEHT0000pOTa;

2.1.1. opraHu3yeT perucTPaIMIO U YUeT JOKYMEHTOB B IIpeJienax CBOeH KOMIETEHIIHH;

2.1.2. paer yka3aHHA IO BOIIPOCAM OpraHH3aLMH BEJCHUS JEI0NPON3BOJCTRA, 0013aTeNbHEIe /s
HCIOMHEeHHA paboTHHKaMH [HcTHTYTa;

2.1.3. obecneunBaeT BBHIIAYY, nepejayy paOOTHHKaM H BO3BpaT [JOKYMEHTOB Ha MECTO HX
PacoIOKeHH HIIH XPaHEHHA B NIPe/eax CBOMX KOMNCTEHINH;

2.1.4. npunuMaer pemeHHs 00 M3IBATHH W3 CHCTEMbI [JEIONPOM3BOJICTBA JOKYMEHTOB JUIS
YHUYTOKEHHA TUO0 IUIA mepefadu ApYyroil YIOJHOMOYEHHOH CTOpPOHHEH OopraHus3aluH, B TOM YHCIE
apXHMBHBIM OpraHaM, JUId JajdbHelIero XpaHeHus;

2.1.5. obecrieyMBaeT COXPAaHHOCTh ~JOKYMEHTOB CTPOTOH OTYETHOCTH B IpeleNnax CBOHX
KOMIIETCHIIHIA;

2.1.6. opranu3yeT u KOHTpoJHpyeT paboty apxusa MHCTHTYTA;

2.1.7. ocymectBiser ofydyeHne paOOTHHKOB, Y4YacTBYIOLIMX B CHCTEME JEJONPOH3BOICTBA,
oOecrneynBaeT KM METOIHYECKYIO IIOIIEPIKKY;

2.1.8. obecreunBaeT KOHTPOJIE 3a JCNONPOU3BO/ICTBOM, B TOM YHCIIE:

— KOHTPOJIUPYET BBIIOJIHEHHE PabOTHHKAMH TpeOOBaHHH B YACTH MOATOTOBKH M OdOpMIIEHHS
JIOKYMEHTOB;

— KOHTPONHPYET HBHKEHHE JOKYMEHTOB C MOMEHTa HX pEerucTpaniud B ofmeM oTaene 10
3aBepIUCHHA HCITOJHEHHA HITH OTIIPABKH C LEIbI0 HASHTH(HKALME HEBBIOJHEHHA TpeOyeMbIX AeHCTBHIH;

— (uKcHpYyeT aThl IIPeAIoIaraeMoro H peaabHOTrO BHIOJIHEHAA ASHCTBHH, 3a()HKCHPOBAHHEIX B
JOKYMEHTE, C IENBI0 ONpeJeNeHHsl CTENEHH OTBETCTBEHHOCTH pabOTHHKOB 3a HAPYIICHUS CPOKOB
IOATOTOBKH HJIH UCIIOJIHEHHUS JOKYMEHTOB.

2.2. OpraHusaliis ¥ KOHTPOJE 3a JeNONMPOM3BOJICTBOM B CTPYKTYPHEIX MOZpa3leleHHsaX
BO3/IaraeTCsd Ha PYKOBOJAMTENIECH CTPYKTYDHBIX NOJpasfie/ieHuii, KOTopble 00EeCIIeYHBAIOT BHINOJIHEHHE B
NOApA3feIeHNH IPUHIMIIOB IOAMTHKH MHcTuTyra B o00nacTH  ympaBieHHS JOKYMEHTaMH H
JICTIOTIPOM3BOJICTBA, KA4YEeCTBEHHYIO M CBOEBPEMEHHYK paboTy ¢ [JOKyMEHTaMH, IIOATOTOBKY,
IIPOXOXKIECHHE M YYET JOKYMEHTOB B YCTAHOBJIEHHBIE CPOKH, COXPaHHOCTb JOKYMEHTOB M HHBIX
TpeGoBaHui, YCTAHOBJICHHEIX JIOKATBHEIMH HOPMATHBHBIMH aKTAMH.

2.3. HemocpencTBeHHOE BEEHHUE EIONPOM3BOICTBA B CTPYKTYPHBIX Moapasaenenusx MHcTaTyTa
BO3jIaraeTcs Ha PYKOBOJMTENEH CTPYKTYpPHEIX TojpasfeneHud, nub6o pabOTHHKOB MOApasfieNeHHH B
paMKax HX JO/DKHOCTHBIX HHCTPYKLIHH.

2.4. PaboTHnkn HMHcTHTYTa IIpH yXOI€e B OTHYCK MM  YOBITHH B KOMaHIMPOBKY, O0s3aHBI
IIPeAOCTaBUTE CBOEMY HENOCPEACTBEHHOMY PYKOBOIHTENIO (BBINIECTOAIIEMY PYKOBOIHMTEIIO)
HHGOPMAIIHIO H JOKYMEHTHI, HMeIOIHe CPOK HCIOTHEHHS B IEPHO OTCYTCTBHA paboTHHKa B UHCTHTYTE
B LIe/IAX HCTIOTHEHUs TpeOyeMBIX B JOKYMEHTE AeHCTBHIl.

2.5. Ilpu yTpare WM mop4e NOKYMEHTOB pabOTHHKH He3aMeUIMTENbHO JOKJIAIbIBaloT 00 3TOM
HENOCPEICTBEHHOMY PYKOBOZHMTENIO (BBHIIIECTOANIEMY DYKOBOJHUTENO) M B OOMHMEH 0THOen, KOTOPBIH
IIPOBOJIUT SKCIIEPTH3Y H NPH HEOOXOAHMOCTH OPraHU3yeT Ci1y:KeOHOE pacclieloBaHHe HHIHEHTA.

Ecitn po3bick JOKYMEHTOB HE Ja€T pe3yjbTaTa, COCTABIAETCH aKT 0 HEOOHApYKEHHH apXUBHbIX
JIOKYMEHTOB, ITYTH PO3BICKa KOTOPBIX HcYepnaHsl (npuioxenue Nel3), B KOTOPOM YKa3bIBarOTCA JHaHHbIE
YTpadeHHOT0 JOKYMEHTa, a Takke 0OCTOATENbCTBA, MPH KOTOPBIX MPOM3ONINIa yTpara, MOcie 4Yero
NPeANPUHUMAIOTCS MEphl 110 3aMEIUIECHHIO YTPAaueHHOIo AOKYMEHTa 3aBEPEeHHOHM paboTHHKamH obuiero
OTAEelNa KONMHeH 3Toro JOKyMEHTA.

AKT MOIIMKCHIBAETCS PYKOBOJHTENEM CTPYKTYPHOIO NOApasJeNieHHs, PyKOBOJHTENEM oOLIero
OTIEeJa K YTBEPXKAAETCHA PEKTOPOM.

2.6. Ilpm cmeHe, YBOJBHEHHH OTBETCTBCHHOIO 3a JCJONPOM3BOJACTBO B CTPYKTYPHOM
NOJAPA3JCIEHAH HIIH Iepefade JOKYMEHTOB M3 OJHOIO CTPYKTYPHOrO MOIpasJeleHHd B JpyToe,
COCTaBJAETCA aKT NpHeMa-nepeaayu aei1 (A0KyMEHTOB) (npuioxeHue Ne5).
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2.7 JlokansHble HOpMaTUBHBIE akThl MHCTHTYTA H31a0TCs B BUIE:

— HOPMAaTHBHBIX JOKYMEHTOB — IIPaBUJl, MOMOXKEHHH, HHCTPYKLIHH, B TOM YHCIIE JODKHOCTHBIX
HHCTPYKIMH, pernaMeHTOB (hajnee BMeCTe — HOpMATHBHEIE JOKyMeHTH). HopMaTuBHBIE NOKYMEHTHI
OOHOTO THIIA MOrY BKIIKOYaTh B cebs HOPMATHBHBIE OOKYMEHTBI JPYroro THIIA, 3a HCKIIHOHEHHEM
HHCTPYKIHIH H pEerIaMeHTOB, KOTOphIE HE MOTYT BKJIIOUATE B ce0s IOIOXKEHHS U IIPaBuia,;

—  pacmopsIOMTENBHBIX NOKYMEHTOB — IIPHKA30B, PEIICHHH YYECHOro coBeTa, O(OPMIEHHBIX
IPOTOKOJIAMH.

3. Ob6mmue TpeboBannsa K NOArOTOBKE
H 0hOpMIIEHHIO CITY:KeOHEBIX IOKYMEHTOB

3.1. CnyxeOHEle JOKYMEHTEI MOTYT CO3aBaThes Ha OyMayKHOM HOCHTEJIE H B 3JIEKTPOHHOM (hopme
C 00s3aTeNbHBIM COONIOIEHHEM YCTAHOBIEHHBIX NPABKIT 0(hOPMITEHUS.

Cyxe6Hble JOKYMEHTHI CO3JAIOTCH TOJBKO C HCMOIb30BAHHEM OIHOCTOPOHHEH IedaTH, 3a
HCKITIOYEHHEM JOKYMEHTOB, ()OPMBEI KOTOPHIX HIH IpaBuia O(hOPMIECHHA KOTOPHIX YCTaHABJIHBAIOTCH
JIOKaJIEHBIM HOPMAaTHBHEIMH akTamMu UHcTHTYTA,

3.2, Ina meyatu cnyxeGHBIX JOKYMEHTOB HCIob3yeTcs Oennas Oymara dopmaros A4 (210x297
CM).

3.3. Kaxnasiit nucT cinyke0HOTO JOKYMEHTA JOJIKEH HMETE ITOJIA:

— 20 MM — neBoe;

— 10 MM —npaBoe;

— 20 MM — BepxHee;

20 MM — HHDKHEe.

3.4, JloxymenTsl anurenbHEIX (cBaime 10 sieT) cpokoB XpaHeHHS JODKHEI HMETE JIEBOE NO0JIe He
Menee 30 MM.

3.5. Texer noxymeHTa oOpMISETCS Ha PYyCCKOM S3bIKE, JOJ/UKEH OBITh SCHBIM, JAKOHHYHBIM H
H3JI03KEHHBIM B O(QUIHAIBHO-]IEI0OBOM CTHIIE B COOTBETCTBHHU C NPABHUIIAMH [IPABONKCAHHUS H TYHKTYaLHH.

JIOKYMEHTBI, HanpasgeMble 3a pyOexK, MOI'YT COCTAB/IATLCS Ha A3bIKE CTPAaHBI a[pecaTa.

3.6. Ina odopmiierns JoKyMeHTOB Henonb3yeres mpugT Times New Roman, pasmep mpudra ot
12 5o 14, 3aronoBKH MOryT HCHO/B30BaTh MpHGT Honpmux pa3mepor (mm TabJIHMI U PACYHKOB MOTYT
HCIIONE30BaTh ApYrue MpPUAQTHL H HX pa3sMepsl).

MesxcTpounsiit HuETEpBat ot 1 1o 1,5.

Ab3auHBIi OTCTYI TEKCTA CiyKeOHOro JokymenTa — 1,25 oM.

3aro0BKM pa3eNioB M IIOAPa3/e/ioB MeYaTaloTcs MOIY;KUPHBIM IIPH(PTOM H HEHTPHPYIOTCH 110
IIMPHHE TEKCTa. ToYKa B KOHIIC HAMMEHOBAHMUS pasjiesia HE CTaBHUTCH.

Wuteppan mexay OyKBaMH B CJIOBAX — OOBIYHEIN, MHTEPBAT MEXIY CI0BaMM — OJIUH IpobeIL.

Texct ciyxeOHOro A0KyYMEHTa BEIpaBHUBAETCS 110 IIMPHHE JIHCTa (110 FpaHHiilaM JIEBOTO H IPaBoro
noJei).

JUIHHA caMO# JUIMHHOR CTPOKH PEeKBHM3HTA IIPH YIJIOBOM PACIONIOKEHHH PEKBH3UTOB HE JOJDKHA
HpeBbIIaTh 7,5 CM., IPH IPOJI0JIFHOM paclooKeHuH — He bonee 12 cM.

Jing ohopMmaeHHS MHOTOCTPAHHYHBIX [OKYMEHTOB — IIOJIOKEHHH, MpPaBW/, HHCTPYKIIHH,
perJaMeHTOB, JODKHOCTHEIX HHCTPYKIHH, Heronb3yeres mpudt Times New Roman, pasmep mpudra 12,
MEKCTPOUHBIHA HHTEepBan 1.

3.7. CnyxeGHble DOKYMEHTH 0QOpMIAIOTCS Ha OnaHkax, yTBepxkmaemeix MucTpykumed wnim
JIOKaJIbHEIMH HOPMAaTHBHBIMH aKTaMH.

CryxxeOHElE JOKYMEHTHI JODKHEL COJIEpXKaTh BCe HEOOXOJUMEIE PEKBU3HTEHI B COOTBETCTBUH CO
CranzapToM ¢ y4eToM ocobeHHOCTel X oopMIIeH s, ONpeIe/IeHHBIX HacTosme# MHcTpyKuue.

3.8. MHOrocTpaHM4HEIE CITyKeOHBIE IOKYMEHTHI HOJKHbI HMETh CKBO3HYIO HyMepauuio (3a
HCKITIYEHHEM HpHJ'IO}K&HHﬁ, E€CITH OHH ABIAKOTCH CAMOCTOATCIIEHEIMHA IlOKYMEHTM).

Hymepanus mpocTaBiseTcss CO BTOPOH CTpaHHILEI MOCEpPEIHHE BEPXHETO IIONA MOKYMEHTa Ha
paccTossHHM He MeHee 10 MM OT BEpXHEro Kpas JIHCTa.

Jlns nymeparuu uenonb3yercs mpaGT Times New Roman, pasmep mpudTa 10.

3.9. Maroit ciy:xeOHOro JOKYMEHTA sBJIA€TCS JlaTa, yKa3aHHad Ha JOKYMEHTE.




Ha ciryxebHOM TOKYMEHTE YKa3bIBaeTCA:

— JUIA CTy»eOHOro JOKYMEHTA, IOANUCEHIBAEMOT0 JOJIKHOCTHBIM JIHIIOM — JaTa PerHCTPallHH;

— A CITY)KeOHOr0 JOKYMEHTa, IPHHHMAEMOro KOJIIETHA/IBHEIM OPraHoM, — IaTa ero IPHHATHS;

— JUIA CIy)KeOHOro JOKYMEHTa, TPEOYIOLIEro ero yTBepK/ACHNS — IaTa ero YTBePIKACHH;

— IUis CIIyXeOHOro NOKYMEHTa, OTPAKAKOIEro (hakT cobBITHS — aTa COOBITHS, OTPAKEHHOIO B
JOKyMEHTe, TU0O0 J1aTa co3/1aHHs TaKoro CIykeGHOro JOKYMEHTA.

Jara JOKyMeHTa 3allMChIBAETCS B MOCNENOBATENFHOCTH: JEHL MECAlla, MeCdll, IoJl OJHHM M3
CIIEAYIOLIHX CII0CO00B:

— apabckuMu nHdpamMu, pasaeneHHBIMHE Toukoii: 05.06.2021,;

— ClloBecHO MppoBEIM criocobom: 5 uions 2021 r.

3.10. Maroii mocTymHBIIero J0KYMeHTA ABJISCTCA 1aTa €ro PErHCTPALIHH.

[Tucemennoe obpameHde rpaxiaH, paccMarpUBaeMoe B mopsake (PelepalpHOro 3aKoHa OT
02.05.2006 Ne59-®3 «O nopsinke paccMoTpeHHs obpamenuii rpaxgan Poccuiickoit (enmepammuy,
IOCTYyNUBIIEE B MIHCTHTYT, MOMJIEXKHT 0OA3aTeNbHOH PErHCTpalMi B TEUEHHe TPeX JHell ¢ MOMEHTa
HOCTYIJIEHHA.

Hueie nocrynaiomme B MHCTHTYT IOKYMEHTBI, HE MOJIEXKAIME PACCMOTPEHHIO B MOpSIKE
PepepansHoro 3akona ot 02.05.2006 Ne59-03 «O nopsake paccMOTpeHHsA OOpalleHWH IpakaaH
Poccutickolt @enepanumy, JODKHEI PErHCTPHPOBATLCA B I€Hb OCTYILIEHHS B MHCTHTYT 3a HCKITIOYeHHEM
JOKYMEHTOB, IOCTYNHBIIMX 34 OAHH 4Yac A0 3aBepIIeHHs paboThl IPHHIMAONIEro MoApa3/ie/icHus (B 3TOM
ciTydae JOKYMEHT MOXeT ObITh 3aperHCTPHPOBAH HA ClIeAYIOLIHIl pabodnii NeHs).

3.11. Ormerka o perncrpanus (mocTymieHHu AokymenTa B WHeTHTYT) oTpakaeTcs Ha
NIEPBOH CTpaHMIE MMOCTYNUBIIETO JOKYMEHTA B HHOKHEM [IPABOM YIIIV.

Perucrpanus ciyxefHpIX JOKYMEHTOB OCYIIECTBILETCS B I€HEL UX MOAMHUCARNS (YTBEPKICHH).

Ormerka 0 perucTpanuu (IOCTYIUICHHH JOKYMEHTa B VIHCTUTYT) BKJIFOYAET ATy PErHCTPAllMU U
PETHCTPALHOHHBIA HOMED.

Ilpn HeoOXOMMMOCTH OTMETKA O PErHCTPALlHE MOJKET JONOJHATHCA BPEMEHEM IIOCTYILUICHHS B
Jacax H MHHYTax U crocoda JOCTaBKH AOKYMEHTA.

PerucTpanHoHHEIN HOMEp IIPUCBAHBACTCA TOKYMEHTaM B COOTBETCTBHH C KYPHATIOM PETHCTPAIIAH
B IOPAZKE, onpeneinéHHOM MHCTPYKUKEH UITH JIOKANbHBIM HOPMATHBHBIM aKTOM.

YcranaBnuBaeTcs cleayOmMil obumil NopsnoK yKa3aHHd PerHCcTPAlMOHHOTO HOMEpa — HOMep
NpHCBaHBAcTCA M0 PETHCTPAIHOHHOMY #YpHay ¢ 1 ssHBaps 1o 31 nekabps HayuHas ¢ Ne 1.

OTMeTKa 0 IOCTYIIEHHH TIPOCTABIILETCS C MOMOIIBIO IITAaMIIA HAa CAMOM JOKYMEHTE, & TAaKKe Ha
€ro KOIIHH, KOTOpas BO3BPaLIaeTCs 3aIBUTEIIIO.

3.12. Cebllika HA PErHCTPANHOHHEIH HOMEP H JaTy MOCTYNHBIIETO JOKYMEHTA, COCTOAIIAs U3
PErHCTpallHOHHOIO HOMEpAa | OaThl NOCTYIHBIIET0 JOKYMEHTA., Ha KOTOPBIfI JIAETCH OTBET, MPOCTABJISIECTCA
B Buzle oTMeTKH «Ha Ne ... oT ...» B G/1aHKe nHCHMa.

B TexcT nuchMa-0TBETa CBEIEHHS O PETHCTPAlHOHHOM HOMEpE H JIaTe MOCTYIHBILIETO THCHMA He
BKJIIOYAIOTCH.

3.13. Mecro cocrapjieHHsi (H3JaHHA) JOKYMEHTA YKa3bIBACTCA BO BCEX JIOKYMEHTAX, KPOME
NETNOBEIX (CITy)KeOHBIX) MHUCEM, BHYTPEHHHX HH(OPMAaIHOHHO-CIPABOYHEIX JOKYMEHTOB.

3.14. T'pud yTeBep:kIeHHs yKa3hIBaeTCs B CIYKeOHOM NOKYMEHTE B CIIyYae ero yTBep:KACHHs
JIOJDKHOCTHBIM JIMLIOM, PEIEHHEM KOJUIETHAIBHOIO OpraHa Uil PacHopsAHTeNbHEIM JOKYMEHTOM.

I'pud yTBepxmeHHs pacronaraeTcs B NPAaBOM BepXHEM YTy IEPBOro JHCTA CIyXeGHOro
noxkyMmenTa, CTpoxku rpud)a yTBEpXKAEHHS BBIPABHHBAIOTCH 10 JIEBOMY Kpal WM UHEHTPHPYIOTCH
OTHOCHTEJIEHO caMoi JJIHHHOM cTpoKH rpuda.

OneMeHThl rpuda YTBEpHICHHS HE OTAENAIOTCA APYr OT Jpyra CTPOYKAMH, HCIIOIB3YeTCs
rapHuTypa mpudra Times New Roman, pasmep 12-14, mexcTpounsiii maTepBan 1-1,15.

[lpu yTeepicmenun NOKyMeHTa MODKHOCTHEIM JIMIOM TpH]p YTBEPNKIEHHS COCTOMT U3 ClOBa
YTBEPXJIAKD u HauMeHOBaHHA OJDKHOCTH IHIA, YTBEPKJAIOIIEr0 IOKYMEHT, €ro IIOJIMHCH,
HHULHAIOB, (PaMUIIHH H JaThl YTBEPIKICHHA.

IIpn yTBEpKIEHHH JOKYMEHTA PACIOPANHTENBHEIM JOKYMEHTOM I'pH( YTBEPIKIACHHA COCTOHUT H3
cioBa YTeepxkzeHo (YrIBepxieH, VYTBEpKIOECHBI), COIMACOBAHHOIO C HAHNMEHOBaHHEM BHa
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YTBEPKAEMOr0 JOKYMEHTa, HAMMEHOBaHUS PacIOpS/INTENILHOT0 JOKYMEHTa B TBODUTEIBHOM NAallexe,
€ro JaTsl, HOMepa.

Ilpu yTBep)KIEHHH NOKYMEHTA KOJIETHAIRHEIM OPraHOM, PelIeHHsS KOTOPOro GHUKCHPYIOTCS B
NPOTOKOJIE, B Ipude yTBEPXKICHHA YKa3elBaeTcs CIOBO YTBepXkIAeH (YTBEpKOEHO, YTBEPIKICHEI)
COTJIaCOBAHHOTO C HAMMEHOBAHHEM BHJIA YTBEPXKIAEMOr0 JOKYMEHTa, HAMMEHOBaHHE OpraHa, PeleHHEM
KOTOPOr'o YTBEPXKAEH NOKYMEHT, 1aTa H HOMep IPOTokona (B cKoOKax).

IIpumepsr:
YTBEPXIAKO YTBEPXJEHO VTBEPXJIEHO
pextop CII6I'UIICP VYuensm coserom CII6I'UIICP npuxasom CIIGI'UIICP
H.0. @amumasa | (mpotokoi oT XX XX XXXX NeXX) | or XX XX XXXX NeXXXX
{rnodnucs)
«__» 20_r.

3.15. Tpnd m Bu3BI coryiacoBanHs (IPHHATHA JOKYMEHTa) OTPAXKAIOTCH Ha AOKYMEHTax M
CBHACTENILCTBYIOT O COIVIACHM MJIM HECOIJIacHH paboTHHKAa (KOJJIETHalbHOTO OpraHa, BHEIIHEH
OpraHu3alHy, MODKHOCTHOTO JIMIIA BHIMIECTOSIICH OpraHM3alli{) ¢ codep:KaHHeM HAH ohopMIeHHEM
IOKYMEHTA.

I'pug cornacoBanus B 3aBUCHMOCTH OT BUZIA IOKYMEHTA U 0coDeHHOCTE  ero o(hopMIEHH MOKET
[IPOCTABIIATECS:

—  Ha [IepBOM JIKCTE JOKYMEHTA (€CIH JOKYMEHT HMeeT THUTYJIBHBIH JINCT, TO HA He THTYJIBHOM
JHCTE) B JIEBOM BEpXHEM YIVIy Ha ypoBHE IpH(a YTBEpIKIeHHS WM 110 HAUMEHOBAHHEM IOKYMEHTA
DIIDKe K HIDKHEMY T10JII0);

—  Ha MOCJIEJHEM JIHCTE JOKYMEHTA MOJ TSKCTOM;

—  HaJIHCTE COrIacoBaHMs, ABJIAIOMIEMCS HEOTHEMIEMOH YacTRIO JOKYMEHTA (JIHCT COTJIACOBAHUS
MOXKET O(OPMIATECA OTHOENBHBIM JIOKYMEHTOM WM ORITE YACTEIO (OPMEI  JOKYMEHTa ¢
COOTBETCTBYIOLIMMH MOJIAMH).

I'pud cornacoBanus coctout uz cnoea COI'JIACOBAHO, n10/mKHOCTH JIHIA, KOTOPEIM COTTIACOBAH
JNOKYMEHT (BKJIIOYasi HAUMEHOBAHHE OPTaHU3alH (P COrNlacOBAHHK BHEITHHMHI OPraHH3allisaMK)), ero
co0OCTBEHHOPYYHOH TTOAMMACH, HHHIHATOB, (haMHIIHK, TaThl COTIACOBAHMA.

Ecmu cornacoBaHme OCYIIECTBIACTCA KOJUICTHAIBHBIM OpPraHoM, B TIpH(E COrNacoBaHHA
YKa3pIBalOT CBelleHHA 00 opraHe, COIVIacOBABIIEM JOKYMEHT, Jare M HOMEpPEe HPOTOKOJa, B KOTOPOM
3a()HKCHPOBAHO peLlIeHHe O COTTIACOBAHUH.

Ecimu cornacoBaHue OCYIIECTBIAETCA THCLMOM BHEIIHEH OpPraHmM3allMM, YKajhIBaloT BHJL
JIOKYMEHTa, OPTaHN3alIMIO — aBTOPa JOKYMEHTA, ATy H HOMEp [THChMA.

IIpumepsoi:
COI''TACOBAHO COI'JTACOBAHO/TIPUHATO COI''TACOBAHO
pextop CII6I'MTICP Yuensm cosetom CITGIMIICP nuceMoM PocapxuBa
N.0. ®ammmus | (mpotokon oT XX XX XXXX NeXX) | ot XX XX XXXX NeXXXX
(rodnucs)
€« » 20 ¥

3.16. OrMerka o0 3aBepeHHM KONHH [OKYMeHTa oQOpMIAeTCS Ui MOATBEPIKICHHA
COOTBETCTBHS KOITHH NOKYMEHTA (BBIIHCKH H3 IOKYMEHTa) IOJHMHHHKY JOKYMEHTa.

OTMeTKa 0 3aBepeHHH KOIHH IIPOCTAaBJISETCA IO PEKBH3UTOM «IOMIHCHY» H BKIIOYAET: CIOBO
«BepHo», HauMeHOBAaHHE NODKHOCTH JIHIlA, 3aBE€PHBIIET0 KOMHIO, ero COOCTBEHHOPYYHYIO IMOJIHCH,
pacii(poBKY NOANHCH (MHALHAIBL, (GaMHIIHIO), JaTy 3aBEPCHHA KOIHH (BBIHCKH H3 JOKYMEHTA).

IIpumep:
Bepuo



Benymmuii cnenuanuct o0mero otaena
CII6I'UIICP N.0. Gamunus
« o » 20__rona

Ecnn xomus BeimaeTcsd IiA NpeACTABICHUS B IPYIYIO OPraHH3alHIO, OTMETKA O 3aBEPeHHH
KOIHKM JOMOIHSETCS HAAMUCHIO O MeCTe XpaHeHHs JOKYMEHTa, ¢ KOTOpOro OblIa H3rOTORIEHA KOMHS
(IlogmuaHKMK nOKyMeHTa HaxoauTeA B Jene Ne... 3a ... rog/ obmem otaene CIIGIMIICP u 3aBepserca
neqateio MHCTHTYTA.

Hns mpocTaBieHUs OTMETKH O 3aBEPEHHM MOKET HCIOJb30BATHCH IUTAMII, COAEpIKAluit
yKa3aHHYIO B HACTOsLIEM IMyHKTe MHCTpYKIHKA HHDOPMALIHIO.

Honyckaer nBa cnoco0a 3aBepeHHs MHOTOCTPaHHYHBIX IIOKYMEHTOB: 3aBEPEHHE KaiKIOro
OTACIBHOIO JIHCTA KOMKUH JOKYMEHTA, MO0 MPOIIMTHE MHOIOCTPAaHHYHOIO JOKYMEHTA W 3aBEPEHHE
€ro B [EJIOM.

IIpy dopMupoBaHHH CIIMBOB IOKYMEHTOB (KOmuii DOKyMEHTOB) Ha OymaskHOM HOCHTene,
NPEACTARNIAEMEIX B HAJIOTOBBIE OpPraHbl, PEKOMEHIYETCA YUUTLIBATE Cleaylolee:

— cmuB dopmupyerca obbemoMm He Gomee 150 mHcTOB ¢ yKkazaHHeM apaOCKuMH LH(paMH
CILIONIHOM HyMEepalluH JIUCTOB, HAUUHAS C eUHHIIBI,

— BCE JIUCTHI B CIIHBE NPOLIMBAKOTCA Ha 2-4 IPOKOJa IPOYHOH HHTBIO, KOHIBI KOTOPOH BRIBOJATCA
Ha 00OPOTHYIO CTOPOHY IIOC/IEIHEr0 JIHCTA U cBA3BIBaIoTCA. Ha 060poTHOI CTOpOHE IIOCHefHEro JIHCTa B
MECTe CKpeIieHHs HakIeHBaeTcs OyMarkHas HakieiKka (B BHAe NMpSAMOYTOJbHHKA PasMEPOM IIPHMEPHO
40-70 mm Ha 40-70 MM). Haknelika Do/KHA 3aKpBIBATH MECTO CKpEIIEHMA IPOLIMBKH IHMONHOCTEIO, 33
TIpeielibl HaKJIEHKH MOTYT BBIXOJUTH TOJIBKO KOHIIBI MPOIIHBHBIX HUTEH, HO He Oosee 4yeMm Ha 2-2,5 cmM;

— Ha OymMaXHOH Hakielike IpocTaBiIseTcs 3aBepHTENbHAs HAJNHCh, B KOTOPO# YKa3BIBaeTCs
KOJIHYeCTBO (apaOCKMMH HH(paMH K MNPONHCHI) MPOHYMEPOBAHHEIX JIHCTOB. 3aBEpPHTENbHAA HAIIIHCH
TIOAMHCHIBAETCA peKTOopoM MHCTHTYTa HIIH pyKOBOJHMTENEM CTPYKTYpHOro nozapaszaencHus Mucruryra ¢
yKazaHueM ero GaMHIHK H HHULHAJIOB, JOJDKHOCTH, AaThl OATHCAHUS.

Ipumeper:

Bcero MPOLINTO, Beero NpoLIKTO, Bceero NPOLLIHTO,

[IPOHYMEPOBAHO H CKpPEIJIEHO

medaTeio _ ( ) maet(_)

[MoanHuHEK JOKYMeHTa
Haxoautca B CIIGIHIICP B

NpOHYMEPOBAHO H CKpEIUIEHO

nevyatero__ | ) mmet( )

Hayanennk ofmwero oraena
CII6I' M[ICP

TIPOHYMEPOBAHO H CKPEIUIEHO

nevatbo__ ( ) mact(_)

[TonnuHHKHK JIOKYMEHTa
HaxOOIHUTCA B OTAOCNIE KaapoB
CII6I'MIICP

nene No oT

H.0. Gamuna
Pexrop CII6I'HIICP «_ » 20 T HauansHuK oTAEMa KANPOB
H.0, ®amunms H.0. damunus
«__» 20 r; «_» 20_r

- 3aBepUTENIbHAs HaAIHMCh OIEYaTHIBAETCS I€YaThl0 OpraHM3alud (HJIH CTPYKTYPHOIO
nogpazaeneHus). [ledats cTaBUTCA TakuM 00pa3oM, YToOb! 4aCTHYHO 3aXBaThiBajia OyMaKHYIO HaKJIEHKY,
3aKJICHBAIONIYIO KOHIIBI HUTH, JTHYHYIO MOJMUCH, (haMHINIO, HHHLMAIB] JTHIIA, 3aBEPHBIIET0 JOKYMEHTEI
(KOnuH JOKYMEHTOB), ATy HX 3aBEPEHHU.

ITpu GopMupoBaHHH CHIMBOB He0OXO0AuMO obecneddTh COXpaHEHHE IENOCTHOCTH JOKYMEHTOB
(Kommii JOKYMEHTOB) B CIIMBAaX, & TAKXKE BO3MOJKHOCTh UX CBOOOJJHOIO YTEHUA H KOIMPOBaHHS.

3.17. Pesoaonus COISPKHT YKa3aHHE MO UCIOIHEHHIO JOKYMEHTA.

Pezomonusa opopmmsiercss Ha cBoboiHOM MecTe paboyero 1nos JOKyMeHTa.

Pesomonus Bxmouaer: DaMHIHIO, HHMIMATHI HUCIONHUTENS (HCHONHHUTENEH), IOpy4YeHHE II0
JOKYMEHTY, NpPH HEOOXOMHMMOCTH — CPOK HCIONHEHHs, 4 TakKe MOANHChE pabDOTHHKA, BBIHECILETO
PE30JIIOLHIO, AaTy PE30IOLIH.

IIpumep:
@avumua H.0.
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Ilopyuenue (npu neobxooumocmu)
ITognuce

Pezosmrorus MoxeT OBITH YKa3aHA HEIIOCPELCTRBEHHO B CHCTEME IEKTPOHHOTO AOKyMeHTOo0b0poTa
WJIH ClIEeIMaIH3HPOBaHHOH MH(OPMAIIMOHHON CHCTEMBI, Henonb3yeMoii B MHcTuTyTE.

3.18. ChnpaBo4HBbIe JaHHBIE YKa3bIBAKOTCS B OJIaHKAX MHCEM H BKIJIIOYAIOT:

IIOYTOBBIHA ajpec;

—  Homep tencdona/dakca;

—~  aapec 37eKTPOHHOMN II0YTH;

—~ ceTeBoil asipec (aapec opUIHATEHOTO caiiTa);

—  kox no ObmepoccuiickoMy KinaccuduxaTopy npeanpusaTuii 1 opranusamuii (OKI10);

—~  OCHOBHOM rocyJapCTBEHHBIN pErHCTPAalHOHHBIH HoMep oprarn3amuu (OIPH);

—  HICHTHOHKAIHOHHBIH HOMEp HaJOromaTelblUIMKa/ KO MPHYHHEI TIOCTAHOBKH Ha HAJIOTOBBII
yuet (MHH/KIIIT). '

3.19. 3arojioBok K TekcTy (KpaTKoe comepXkaHue JOKyMeHTa) (hopMyIHpYeTcs ¢ Mpeiorom
«O» («O6») 1 0TBEYAET Ha BONPOC «O YeM?». 3ar0I0BOK K TEKCTY 0(OPMISETCS MOl PEKBH3UTAMHE O/1aHKa
CIICBa OT I'PAHHIIEI JIEBOTO IOJIA. B pacnopanuTe/IsHBIX JOKYMEHTaX 3aroj0BOK 0(OPMISAETCS Hall TEKCTOM
noceperHe pabodero Mot JOKyMEHTa H HEHTPUPYETCsS OTHOCHTENBHO CaMOoil JUIHHHOM CTPOKH.

3.20. Texer mOKYMeHTa MOXET CONEPKATH pa3jenbl, [OAPAa3feNbl, MYHKTEL, MOAMYHKTEL
HyMmepyeMEle apabckumu nudpamu. YpoBHel pyOpuKkanin TekcTa He JODKHO OBITE Goliee YeThipex.

B TexcTax NOKYMEHTOB ymoTpeGasioTes TOMbKO obwenpuuaTeie abbpesuarypsl u rpaduueckue
COKpalleHus, HeoOXoJMMO coOMofaTh MpaBUna  HAMHCAHMS OQHUHANLHEIX  HAUMEHOBAHWIA,
YHCIIHTENBHEIX H SAMHUL U3MEPEHH.

IIpu ynotpebnenyn B TekcTe GamMUINiE THI HHULUAIE! YKA3EIBAIOTCA MMOCTe (haMuInH.

3.21. OTMeTKa 0 NPHJIOKEHHH COICPKHUT CBEICHHS O MOKYMEHTE (J0KyMEHTax), I[PHIaraeMoM
K OCHOBHOMY MOKYMEHTY (B COIpPOBOAHTCIBHBIX MHUChMaX, MPETCH3HAX, aKTaX, CNPaBKaX W IPYTHX
MH(OPMaLHOHHO-CIIPABOYHBIX JOKYMEHTaXx) HIH O TOM, YTO JOKYMEHT SBJIAETCH MPUIOKEHHEM K
OCHOBHOMY JJOKYMEHTY (B JJOKYMEHTAaX - MPHJIOKECHHAX K PACIOPANAUTEIHHEIM JOKYMEHTAM, IOJIOMKEHHAM,
[IpaBHJIaM, HECTPYKIHAM, JOI0BOPaM, IJIaHaM, OTYETaM H JIp. JIOKYMEeHTaM).

B conpoBofMTENBHEIX MHCHMAX ¥ APYTHX HH(OPMALHOHHO-CIIPABOYHEIX JOKYMEHTaX OTMETKA O
NPUIOKEHHHA 0(OPMIISETCS N0/ TEKCTOM OT IPAHHIEI JIEBOTO MOJIS CIEAYIOLTHM 06pazoM:

—  €CJIM IPUTIOKEHHE HA3BaHO B TEKCTE:

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

— ECNTH MPHJIOXKEHWE He Ha3BaHO B TEKCTe WIM €CNH IIPHUIOKEHHH HECKOIBKO, YKA3BIBAIOT
Ha3BaHHs JOKYMEHTOB-TIPHIIOKEHHH, KOJIMYECTBO JIUCTOB M HK3EMIUIIPOB KaXKJOT0 TPHIIOKEHNU:

IIpunoxenue: 1. [lonoxenue 06 obmem otaene Ha 5 1. B 1 9K3.

2. Crpaska o xaaposom coctaBe CIIGI'MIICP na 2 1. B 1 3K3.

—  €CJIH NPHIIOXKEHHE (TIPHITOKEHUA) COPOIIIOPOBAHBL:
[Ipunoxkenune: otyer 0 HUP B 2 3k3.
: — €CIOHM JOKYMEHT, ABIAIOIIMICA INPHIOKEHHEM, HMMEET INPHJIOKEHHS C CaMOCTOATEIBHOH
HyMepalnueH cTpaHHuIL;
[Tpunoxxenne: miacemo Pocapxusa ot 05.06.2021 No(02-6/172 u npunoxeHus K HEMY, BCEro Ha
35 8

—  €CJIM NPHJIOXKeHHeM sBIsgeTca 000COOIeHHbIH 3/IeKTPOHHBIH HOCHTENb (KOMIIAKT-IHCK, usb-
(hIIeI-HAKOIIHTENb U Jp.):
[Tpunoxenue: CD B 1 3K3.
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Ilpu sToM Ha BKnagele (KOHBEpTe), B KOTOPHIH IOMEIIAeTcss HOCHTENb, YKa3bIBAKOTCS
HanMeHOBaHHs JOKYMEHTOB, 3allHCAHHBIX HAa HOCHTEb, HMeHa (paiios.

B pacnopaauTenbHeIX NOKYMEHTaX (IIOCTAHOBIICHHSX, PeIIeHHX, MpHKa3ax, PacnopsiKeHUsX),
IIOroBopax, IOJIONKEHHAX, IIPaBHJIAX, MHCTPYKUHMAX M [OPYIHX INOKYMEHTaX OTMETKA O IPHIOKEHHH
odopMIAETCS CERYIOIIM 00pa3oM:

— B TEKCT€ MOKYMEHTa IIpH IMEPBOM YNOMUHAHWUM MOKYMEHTA-MIPUIOKEHUS B CKOOKax
YKa3bIBACTCA: ...(NPHJIOKEHHE) HMIH ... (NMPHUIOKEHME 1); Nepell HOMEPOM IPHIOKEHHA JONMYCKaeTCs
CTaBHTh 3HaK HoMepa «Nexn: ... (mpunoxenue No2);

—  HaIepBOM JIHCTE JOKYMEHTa-TIPHIIOKEHHA B IPABOM BEPXHEM YIIIy YKa3bIBaeTCs:

[Ipunoxenne Ne2

k npukasy ot 01.01.2021 Nell1

58) 158

[Tpunoxenne Ne3

K [TonokxeHUIO0 O 3aIMTE NEPCOHATBHBIX JaHHBIX

Crpoku pexBH3UTa BBIPABHUBAIOTCS IO JIEBOMY Kpal0 HWIH NEHTPHPYIOTCS OTHOCHTENBEHO camoit
JJIHHHOH CTPOKH.

3.22. IMoanuek BKIIOYAST: HAHMEHOBAHUE NOJDKHOCTH JIKLE, IOAMHCHIBAIOLIEro JOKYMEHT, €ro
COOCTBEHHOPYYHYIO IOMMHCH, PACIIA(PPOBKY IOAMUCH (HHHLHATBI, (aMuins) (YkasslBaeTcs Ha CTPOYKE,
COOTBETCTBYIOIIEH MOCTETHEN CTPOUKE YKA3aHHA JODKHOCTH HIIH YIEHOTO 3BaHHA).

Honyckaercs ykasauue B IOJNMUCH y4yeHOH cTerneHu (COKpameHHO) H(MIH) YYeHOTO 3eBaHMUs
(TTOTHOCTEIO) (YKa3bIBaeTCS IIOCIIE JODKHOCTH Yepes 3araTyio Ha clleIyIomei CTpouke).

Ipamepsr:
Pextop [Toonuce 1.0. Gamumns
HIIH:
Pekrop,
npodeccop IToonuce H.O. amunus

Ilpy moxmucaHuu NOKYMEHTa HECKOMbKMMH JODKHOCTHBIMH JIMIIAMM, 3aHMMAIOIMMH pasHOe
NOJIOXKEHHE, UX NOAIHCH PACMIOJNAraloTCa OJIHA MO APYroif B IOCHEJ0BATEIEHOCTH, COOTBETCTBYIONIEH
HepapXuH 3aHHMAaeMBIX JOJDKHOCTEH (pacCTOSHHEe MEXKIY JOJ/KHOCTAMH — OJJHA CTPOYKa).

IIpumep:
Pexrop IToonuce HN.0. ®amunus
['maBHeIH OyXrantep Iloonuce N.O. Qamumus

B JOKYMEHTaX, COCTaBJICHHBIX KOMHCCHEH, B IOAIHCH YKasbIBaCTCA CTATyC JIHLOA B COCTaBe
KOMHCCHH. YIIeHBI KOMHCCHH YKa3bIBalOTCA B aJ'[EhaBHTHOM IIopAagKe.

IIpumep:
Ipencenarens koMHCCHH Iloonuce H.O. Gamunus
YieHbl KOMHCCHH ITodnucw H.0. Oamunusg
IToonuce n.0. Gamunus
Ioonuce H.0. Qamumusa
IHoonuco N.0. ®amunusg

[Ipn moanucaHWX OOKYMEHTa JHLOM, HCIONHSIOWHM OOA3aHHOCTH PYKOBOAHTENs, IOJINUCH
oopMIIsieTes ¢ yKa3aHHeM CTaTyca JODKHOCTHOTO JTHIIA B COOTBETCTBHH € NPHKA30M (PacIIOPsSKEHHEM).
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IIpamep:
H.o. pextopa IToonuce H.0. Gamunua

[Ipu momucaHuy NOKYMEHTA JTUIIOM, HMEIOIIHM ITPABO [TOJIHCH B CIIy4ae BPEMEHHOT'0 OTCYTCTRUS
PEKTOpa, HCTIPAB/ICHHA B HANMEHOBAHHH JOJDKHOCTH ¥ paciiddpoBKy paMHIIHK YKe MOATOTOBIEHHOIO U
COIJIaCOBAHHOIO INPOEKTa AOKYMEHTA BHOCATCA OT PYKH HIIM C HCIIO/JIB30BAHHEM COOTBETCTBYIOLIHX
IITaMIIOB.

He momyckaeTcs cTaBUTh KOCYIO YEPTY, HA/IUCh «3a» IEpe]l HAMMEHOBAaHHEM JIOJKHOCTH JIMIA B
TIOITHCH, €C/M JOKYMEHT IOANMKMCHIBACT HHOE NO/UKHOCTHOE JIHIIO.

3.23. Ormerka 00 3JEKTpOHHOH IMOANHCH HCIONB3YETCA NPU BU3YaIM3alMH 3J1EKTPOHHOIO
JOKYMEHTA, IOJANUCAHHOTO 3JIEKTPOHHOH NOJIHCEI0, C CODIIIIEHHEM CIIEIYOIINX TpeOOBaHHI:

—  MECTO pa3MENIEHHS OTMETKH 00 3JIEKTPOHHON IOJAMHCH JIOJDKHBI COOTBETCTBOBATH MECTY
pasMeIeHHs coOCTBEHHOPYYHOH MOANHCH B AaHAIIOTHYHOM JI0KyMeHTe Ha OyMa)KHOM HOCHTeIe;

—  JJIEMEHTBHI OTMETKH 00 JJIEKTPOHHOH MOMIHCH NOJDKHEL OBITH BHIHMEIMU H YHATAEMBIMH IIPH
0TOOpaXXEHHH JOKYMEHTAa B HATYpAIbHOM pazMepe;

— OJJIEMEHTBl OTMETKH 00 OJ3/IeKTPOHHOH NOANHCH He JO/DKHEL MEPeKpPHIBATECA WK
HaK/IaJBIBAThCH JPYT Ha Apyra;

—  DJIEMEHTHI OTMETKH 00 3/IEKTPOHHOH TOJIMMCH HE JIOJDKHEI MEPEKPEIBATh SJEMEHTH TEKCTa
JOKYMEHTA K APyTrHe OTMETKH 00 3JeKTPOHHOMH NOANUCH (TIPH HATIUYHH).

OrMeTxka 06 S7EKTPOHHOH TMOMANMHMCH B COOTBETCTBHH C 3aKoHOJATeNbcTBOM Poccuiickoit
Qenepauuy BKIOUaeT (ppasy «JlOKyMEHT MOANMHCAH 3JEKTPOHHOH NOAINMCEIO», HOMEp cepTH(uKara
KIo4Ya 3JEKTPOHHON ITOMMHCH, (GaMUIHIO, MMs, OTYECTBO Blajenblla cepTHdHKaTa, CPOK AeHCTBUA
ceprudHKaTa KmoYa 3JTeKTpOHHOH moamuch. OTMerka 00 3/MeKTPOHHOM IONHCH MOMKET BKIIOYATh
n3obpaxkenne repba, sMOneMsl MTHCTHTYTa B COOTBETCTBHH € JICHCTBYIOLIAM 3aKOHOATEIBCTBOM.

Mpumep —
Subne- AOCKYMEHT NnoanrucAH
ma BNEKTPOHHOW MNOANVCHIO
HaumeHoBaHue Oprana
RacTH H.H, Hukanaes
ROMAHOCTH Copmudssxar 1a111aaa000000000011
Bnapanay Hexonass Huconal Hukonaeany
Nefcrsarenet ¢ 01,12.2012 ne 01.12.2017

3.24. TleyaTs 3aBepdeT MNOUIMHHOCTE MOJANUCH JO/DKHOCTHOIO JHMIIA Ha JOKyMEHTax,
YIOCTOREPSIONUX MpaBa THI, GUKCHPYIOMEX (aKTH, CRI3AHHEIE ¢ (UHAHCOBRIMU CPENCTBAMM, a TAKKeE
Ha MHBIX JOKYMEHTaX, IIpeJyCMaTpHUBAIOLIMX 3aBEpEHHE IOAMMUCH IMeYaThl0 B COOTBETCTBHH C
3aKoHoAaTenscTBOM Poccuiickoit @enepanuy.

JIOKyMEHTEI 3aBepsAloT nevarTblo WHCTHTYT2 WM CTpyKTypHOro mnojpasiencHus FucruryTa.
[Tewats mpocTaBiAeTCH, He 3aXBaTHIBAsA COOCTBEHHOPYYHOH MOANHCH JIHIA, HOANHCABIIEro JOKYMEHT, HIIH
B MecTe, 0003HAYSHHOM (M.IL.» («MECTO IeYaTu»).

3.25. Ormerka o6 HCHONHHTeNE BKIKOHYaeT (aMMIINIO, HMA H OTYECTBO (IpH HaJHYHUH)
HCTIOMHUATENA, HOMep ero Tenedona. OTMerka 06 HermonHHTeNe MOXKET JOMONHATECS HAHMEHOBAHMEM
JODKHOCTH, CTPYKTYPHOTO ITOApa3e/IeH!s U JIEKTPOHHBIM a/IpECOM MCIIOIHHTEIIA.

OrMmerka 00 HcnonHutene odopmisgercs Ha JIMUEBOH CTOPOHE MOCIHCAHErO JIHCTAa AOKYMEHTa
OT TPaHUIIBI JIEBOTO TIOJIA HJIH, IIPH OTCYTCTBHH MecCTa, — Ha 000pOTHOM CTOPOHE BHH3Y ClieRa.

IIpumepsr:

Hpanos Msan Msanosuu

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

HUIH

VBaHoB VBaH VBaHOBHY, HaYalbHHUK OT/IENa HH()OPMAIIMOHHBIX TEXHOIOTHH
+7-911-111-11, ivanivii@gipsr.ru
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Ormerka 06 HcnonHuTene MOMKET O(QOPMIATECS Kak HIDKHHH KONOHTHTYN H II€4aTaThes
mprTOM MEHBILIETO pazMepa.

4. OcoberHnocTH oopmyIeHHs OT/IeJIbLHBIX BAI0B
_ 0/IaHKOB CJIyKe0HbIX IOKYMEHTOB

4.1. llabnonb1 01aHKOB cayxeOHBIX JOKYMEHTOB pa3pabareiBaioTcs pabOTHHKaMH oOIIero
OTIOela B COOTBETCTBHH CO CTaHﬂapTOM H HacTosAmeH HHCTPYKHHEQ, JOBOOATCA N0 CBEICHHA pa'SOTHHKOB
Mucruryra.

4.2. O0muii 612K cay:keOHBIX JoKyMeHTOB (nanee — O6muii 61aHK).

4.2.1.00muit 61aHK Hcnonb3yeTcs AN oQOpPMIICHHS BCEX BHAOB CIYXKeOHBIX HOKYMEHTOB, 34
HCKIIIOYEHHEM ITHCEM, TIPHKA30B, PACIIOPSHKEHU, POTOKOJIOB.

4.2.2,O6muii 61naHK BKJIFOYAET NMOJHOE H COKpallleHHOe HauMeHOoBaHue MHCTUTYTa.

4.2.3, Opranu3allHOHHO-IIpaBoBasd  ¢opma HMHCTHTYyTa yKa3slBaeTCAd IMPONMCHBIM IIPH(TOM,
pasmepom 10 Ha mepBoH crpouke «CAHKT-IIETEPBYPICKOE TOCYIAPCTBEHHOE
ABTOHOMHOE OBPA30OBATEJIBHOE YUPEXIEHHWE», Ha BTOpOii CTpOYKEe C HHTEpBAIOM 6 MIT.
«BBICIIET'O OBPA30OBAHMU S». '

4.2.4. Jlanee TIPONMCHBIM ITOJMYKHUDHBIM LIPU(TOM, pasmepoM 14 B KaBeIYKaX YKa3kIBaeTCs
HasBanue JHcTHTYTa Ha mepBoil crpouxke «CAHKT-TIETEPBYPICKUMA TI'OCYJIAPCTBEHHAIN
WHCTUTYT», Ha BTOpOH cTpouke ¢ HWHTeppatoM 6 nr. «[ICUXOJIOTUMUM U COLMAJIBHONM
PABOTBI».

4.2.5. lanee B cKkoOKax INPONMCHBIM IOMYXHDHBIM IIpH(TOM, pasmepoM 14 ykasbiBaercs
cokpaieHHoe Ha3Banue Mucruryra (CII6I UTICP).

4.2.6. MexcTpodHslit HHTEpBaN | MeXIY CTpOyeK, YKa3aHHEIX B 1/l 4.2.3, - 4.2.5.

4.2.7. Jlanee Ha 6i1aHKe MOTYT PacloarathCs CAEAYIONIHE PEKBH3HTHL

—  rpH(QE yTBepiKIeHHS, COINIaCOBaHHs, IPHHATHA J0KYMEHTA;

—  BCTYnHTENbHOE oOpamieHHe (IIpH He0OX0AUMOCTH) B TEKCT JOKYMEHTA,

~  MOAMNHCH;

- ne4yars,

—  OTMeTKa 00 HCIOJIHHTENE.

4.3. baank muckMa ¢ YrJIOBBIM pasMelmieHHeM PeKBH3HTOB (npHiokeHne Nol)

4.3.1. bnark nuceMa J0/DKEH UMETh CIIEAYIOIHE PEKBH3HTEL:

—  repb Canxr-IlerepOypra;

— HauMEHOBaHHE y4YpeIHTesd;

— HauMmeHoBaHue MHcTHTYTA;

—  CIIpaBOYHBIE JIaHHbIE;

— Jara JOKYMEHTa;

—  perucTpalHOHHBIN HOMEp IOKYMEHTa;

== CCBIJIKa Ha pEFHCTpaIIHOHHBﬁ:I HOMEpP H JaTy NOCTYIIHBIIETO JOKYMCHTA,

—  3arojIOBOK K TEKCTY;

— ajpecart;

—  BeTynuTenbHoe ofpalieHne (MpH HeoOX0AUMOCTH) H TeKCT JOKYMEHTA,;

= OTMETKA O MPHIOKEHHH,

—  TOAMHUCH;

—  TIeYarsb;

—  OTMeTKa 00 HCIIOIHHUTENE.

4.3.2. Tlognucek yKaspIBaeTCs depes JABE CTPOUKH OT OKOHYaHHA TEKCTa,

4.3.3. PekBH3UT «afpecar» IPOCTABIIAETCS B BepXHel npaBoil yacTH OraHKa nuckMa (Ha OmaHke ¢
YTJIOBBIM PacIloNIOKEHHEM PEKBU3HTOB).

CTpoku peKBH3MTa «apecaTy BeIPAaBHHBAIOTCS 110 JIEBOMY Kparo.
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Ilp agpecoBaHHM OOKYMEHTA PYKOBOJMTENIO (3aMECTHTENIO DPYKOBOJMTENS) OpraHU3alliu
VKa3belBAlOTCA B JATEIIBHOM ManackKe HAMMEHOBAHHE [OKHOCTH PYKOBOOHTENA (3amecm1‘enﬂ
p}’KOBOﬂHTEJ‘IH), BKJIIOHAKOIIEE HAMMEHOBAHHE OpraHH3alliH, 1 CI)&MHJI‘HH, HHHIIHaJBI JOJDKHOCTHOTIO JIMIIA.

IIpamep:

HPC,EECGJI&TGIIIO Komutera no COU.H&JII:HDFI MMOJIMTHKE
Canxkr-Ilerepbypra

@amunus H.0.

HPH aupeCOBaHHH IHMCBEMa B OpraHH3alii0 YKa3bIBACTCA €€ IMMOJHOE HIH COKpall€HHOE
HarMEHOBaHHE B MIMEHHTEIEHOM TajieiKe.

[Ipu afipecoBaHUM JTOKYMEHTA B CTPYKTYPHOE [0JIpa3fie/icHie B PEKBH3UTE «aIPECAT» YKA3EIBACTCS
B HMEHHTENBHOM Iajiexke HAMMEHOBAHME OpraHHM3alliM, HIKe - HaUMEHOBAaHHE CTPYKTYPHOI'O
TIOApas/eeHHs.

IlpuMep:
Komurer no connansroi nonutuke Cankr-Iletepbypra
Otzen Hanzopa

[Ipu anpecoBaHuM nUCbMa PYKOBOAMTENIO CTPYKTYPHOTO IOZpA3NeNeHUsl YKa3blBaeTCs B
HMMEHHTENBHOM TNafieke HAaMMEHOBAHHE OPraHM3allMy, HHKE — B JATENBHOM MAaJie)Ke HAUMEHOBAHHE
JO/DKHOCTH PYKOBOZHTENA, BKIIOYAIOIICE HAHMEHOBAHHE CTPYKTYPHOrO IOApasjeneHus, (GamMuiuio,
HHHULHAITEL.

[Ipamep:

Komurer no coruansHoii nonutuke Cankr-IletepOypra
HauansHuKY oTZeNna Haj30pa

@amunus H.0.

B cocTaB pekBu3HTa «AIpecaTs MOXKET BXOAKTH MOUTOBBI ajpec.

IIpamep:

KoMuTeT 10 BOCNMHUTATEILHOH ITOJIMTHKE
Myszelinas yi., a. 13,
Cankr-Ilerepbypr, 199178

[Ipu anpecoBaniy NOKYMeHTa QU3HYECKOMY JIHILY YKA3bIBAIOTCA: (haMHUIIMA HHHIIHANEL, TOYTOBBIH
ajpec.

IIpumep:

Qamunus 1.0.

Canoeag yi., 1. 5, kB. 12,

Canxr-Ilerepbypr, 191919

4.3.4.B nucemax, ampecOBaHHBIX KOHKPETHOMY JIHILY, MOJKET HCIOJBE30BAThCAd BCTYNHTEIBHOE
obpamieHHeE.

Ipumepskr:
Vsaxaemsrit Huxonaii [lerpoBn!
Veaxaemas Onera Hukonaerna!
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BerynurensHoe oOpamenue odopMisieTcs Mexy peKBH3UTAMH OJIaHKa M TeKCTOM IIOCEpEHHE
pabodero mons JOKYMEHTa M LIEHTPHPYETCS OTHOCHTEIHLHO caMOif [UIHHHOH cTpokd. BerymurensHoe
obpamenue oTjenseTcs 1 CTPOUYKo# OT PEKBU3IUTOR U OT TEKCTA JOKYMEHTA.

4.4, Ocobennoct odopmiIeHns GIaHKa NpHKA3a.

[Tpuka3 — HOpMATHBHEIH aKT, M3maBaeMblif pexTopoM HMHCTHTyTa A8 peIleHHs OCHOBHEIX H
OMEpaTHBHEIX 3a/a4, cTosAmux nepex VHCTHTYTOM.

ITpumepHas (opMa IpHKa3a OTpaXKeHa B MpUIoKeHHH Ned Kk MHCTPYKUHH.

ITo copepxaHMIO IPHKA3E] MOAPA3ACIAIOTCS Ha:

—  MpHKassl 10 JIMYHOMY cocTaBy pa0OTHHKOB,;

—  NPHKa3bl 10 JIXYHOMY COCTaBY 00y4arOmIMXCA;

— TpHKa3ssl 10 OCHOBHOI festensHOcTH MHCTHTYTA.

[Ipuxa3er mo nUYHOMY cocTaBy pabOTHHKOB PEryIHpYIOT MpHeM, NepeMelleHHe, YBOJNbHEHUe,
TIpeJIoCTaBlIeHHe OTIYCKOB, KOMaHIUPOBOK, IIPACBOEHHE pa3ps/ioB, BHIHECEHHE BILICKAHHI H NMOOIIPEeHHI
pabOTHHKOB, ZIPyTHe acIeKTHl KaJpoBoil paboTHL.

IIpukaszer mo nuMYHOMY cOCTaBY OOYHalrOUIMXCH DPEryJIUPYIOT BOIPOCH NpPHEMa M JIBHYKEHHS
KOHTHHI¢HTa 00y4aroluxcs, OTYUCICHUS, OpraHu3aniy yueGHOTO Mpolecca, APYTHe acneKTsl yueOHoH
JeATEIbHOCTH.

Ilpuka3el 10 OCHOBHOH JEATENBHOCTH PEryJHPYIOT BONPOCHI OPraHH3alUH AeATEeIbHOCTH
Hucrutyra B memoMm, (HHAHCHpOBAaHHs, MarepHAIbHO-TEXHHYECKOTO OOecHedeHHs, HaydHOH u
HCCIIeN0BaTEeNECKOMN paﬁo"rm, YTBECPXKIACHHA H BBCICHHA B IeHCTBHE JIOKAIBHBIX HOPMATHBHLIX aKTOB,
CO3JaHHA H IHKBHIOAIHH CTPYKTYPHEIX HO,I[paBI[eHeHHfI, MNpd CO3JaHHH BPEMCHHBIX H IIOCTOAHHBIX
KOJUIETHAJIIBHBIX OpraHOB; COLHAILHEIE BOIIPOCH! H cienu(uyeckue BB AesTelbHocTH MHeTuTyTa.

4.4.1. bnaHk IIpHUKa3a IMeeT NPOAOILHOE PACIOIOKeHHE PEKBU3UTOR U BKITIOYALT:

- repb Canxr-IlerepOypra;

— HAaHUMEHOBAHHE YUPEIUTEId;

— HauMeHoBanue MHcTHTYT];

= IaTta MOKyMeHTa;

- pPETrUCTPALIMOHHBIH HOMED JOKYMEHTA,

- MECTO COCTaBJIeHMS (M3/1aHHA) IOKYMEHTA;

- 3arojIOBOK K TEKCTY;

- KOHCTaTHPYIOLLYIO YacTh IIpHKa3a;

= pacnopsIuTE/IbHYIO 4acTh IIPHKa3a;

- OTMETKa O MPHUIOKEHNH;

- IIOJIMUCH;

- OTMETKA 00 MCIIOIHHUTEIIE;

= rpud cornacoBaHHA JOKYMEHTA;

= rpud 03HAKOMIEHHS ¢ TOKYMEHTOM;

= CITHCOK PacChUIKH.

4.4.2, 3aron0BOK K PHKa3y pa3MelIacTes nocepe e padovero Mol JOKYMEHTA H HEHTPHPYETCA
OTHOCHTENBHO CaMOM JTMHHOM CTPOKH MO PEKBH3HUTOM «MECTO COCTABJICHHA (M3[aHHA) JOKYMEHTa» K
OTIENAETCA OT HErO OJHOM CTPOUKOH.

Karpuky B Ha3BAHWH U TOYKA B KOHIIE 3ar0J10BKa HE CTABATCA.

3aro/I0BOK LEHTPHPYETCS OTHOCHTENBHO CaMOif JTMHHON CTPOKH, cocTOANMH M3 NBYX M Oonee
CTPOK, TevaTaeTcsd yepes 1 MEXCTPOUHBII HHTEpPBAJL.

3aroJI0BOK K TEKCTY MOJKET HE COCTABIATHCA, EC/IH TEKCT IOKYMEHTA HE MPEBBINAET 4—5 CTPOK.

4.4.3. KoncraTHpyromas 9acTh IpHKa3a coAep:KuT GopMynHpPOBKY NPHYMHBI H3JaHHA IpHKa3a —
Lenb H3JaHHS MpHKa3a H(WIM) OCHOBAaHHE H3/aHMA IpHKasa (€CnM IpHKa3 H3JaeTcd 110 NPHYHHE
MOTETIEHNA 3aABJICHHUS, CIIyXKeBHOI 3amicKy, MHCHMa HIIH APYroro obparmieHus) H(HIH) B COOTBETCTBHH
C KaKHM JOKYMEHTOM HM3[aeTCs NpHKa3 (eC/Id IPHKa3 H3/IaeTCA B COOTBETCTBHY C 3aKOHOJAATEIBHBIM HIIH
HOPMATHBHEIM AaKTOM, DaCHOPSIUTENbHBIM MIOKYMEHTOM BBIIIECTOALIMX OpraHM3alHi, JOKaIbHBIM
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HOPMATHBHLIM aKTOM), a TAKXe CONEPXKHT YKa3zaHHe Ha COOTBETCTBYIONIMH NOKyMEHT (Ha3BaHWe M
PEKBH3HTHl YTBEPKIEHHUA).

KoncraThpyiomas 9acTs pazMelnaercs OT IPaHHUIIb] JIEBOTO 10JIA ¢ OTcTynoM 1,25 1 oTmensercs oT
3aroJIoBKa IpHKaza 0gHOH CTPOYKOH.

4.4.4.Tlon xoHcTarHpyomeil udacteio wuzaer cioBo «[TPUKA3BIBAIO:», odopmisemoe
IIPOIUCHBIMHE OyKBaMM OOBIYHEIM HauepTaHHueM 0e3 OTCTyIa OT MPaHHLIBI JIEBOTO I101S.

Cnoso «ITPUKA3BIBAIO: » oTaend€TCs OT KOHCTaTHPYIOLIEH YacTH IpHKa3a OHOH CTPOYKOH.

4.4.5. lanee pasMelnaeTcs paclopsaIHTelbHas 4acTh [IPHKa3a, B KOTOPOH oTpakaeTcs colepiKaHHe
IIpHKa3a. :

Odopmienne pacnopsAAUTENBHON YacTH IpUKa3a COOTBETCTBYET TpeDoBaHHAM K 0(GOPMICHHIO
TEKCTa JOKYMEHTa.

TexcT pacnopsAIMTENEHON YacTH AENUTCA Ha MYHKTHl, B KOTOPBIX YKa3bIBAaKOTCSH HCIIONHUTEIH,
KOHKPETHBIE JIEHCTBHSA M CPOKH MCIOIHEHUS [IPEANUCEIBAEMEIX AeHCTBHH.

B npukazax TeKCT H3araeTcs OT IEepBOro JIHIA eMHCTBEHHOr0 Yucia (PHKa3kIBalo. .. ).

B mocnenreM myHKTe pacropsAMTeNbHOI YacTH IpHKasa YKaseIBaeTcs JODKHOCTHOE JIMIIO, Ha
KOTOPOE BO3NATaeTCA KOHTPOIE 34 HCIIOJTHEHHEM [IPHKAa3a B cneu}aomeﬁ CI)OPM}’JIHPOBKG <(KOHTPO.I'IL 3a
HCTOIHEHHEM HACTOAMIEr0 MPHKAa3a OCTABIISIO 32 cO00#/ BO310KuTh Ha (HomkHocTs, D.1.0.)».

4.4.6. OTMeTKa O TIPUIOXKEHHH B IpHKase pa3MellaeTcs ¢ OTICTYNOM B [B€ CTPOYKH OT
PacropsUTENbHONR YacTH MIPUKa3a.

4.4.7. Tloanuce pasMeIIaeTCa ¢ OTCTYIIOM B B CTPOYKH OT OTMETKH O NPUIIOXKEHHH WK IIPH ee
OTCYTCTBHH OT PacIOpAIUTENIbHOM JacTH MpHKa3a.

4.4.8. Ha oGopoTHoit cTOpOHE NpHKa3a (€C/IH NpHKa3 Ha HECKOJIBKHAX CTPaHHLIAX — Ha 000POTHOH
CTOpPOHE MOCHAESAHEro JHCTAa [pHKasa) pasMemaioTcs cBedeHHA o0 HcnonauTene (6e3  ciosa
«HCIONHHUTEND) — HaNMCHOBAHHE JODKHOCTH, CTPYKTYpHOro mnojpasaencHus, U.O. ®amunus, Homep
TenedoHa, IOANHCH, pud COIrNMACOBAHMA JOKYMEHTa; rpH() O3HAKOMIEHHS C JOKYMEHTOM; CIHCOK
PacCBIIKY.

Ocopmienne yKa3aHHBIX PEKBU3UTOR OMpezernseTcs mabdioHoM GllaHKa IpHKa3a.

4.4.9. JlaToH npHKasa sSBJIAETCA JaTa ero rnoamucanus. [Ipu 3TOM B cOlepXaHUH MPHKA3a MOXET
OTHENBHEIM ITYHKTOM OTOBapHBATBCS HaTa BBEJEHHs ero B jJelicTBHe. B ToM ciydae, ecnu nomobHoe
yKa3aHWe B TEKCTE€ IpHKa3a OTCYTCTBYET, IMOCNEIHHMH CUHTAETCA BCTYMMBIINM B CHJIY C MOMEHTA
IIOANHACAHHUA.

4.4.10. IToanucaHHBIA MPHKa3 MOAIEKHT PETHCTPALIMH B ACHb MOANHCAHHU.

B obmeM oTaene perHcTpHpYIOTCS IPHKA3bl [0 OCHOBHOH JEATeNLHOCTH H JIMYHOMY COCTaBY
ot‘iyqalomnxca, B OTACJIC KaApOB — IIPHKA3EI I10 JIHYHOMY COCTaBY paﬁU'I'HHKOB.

4.4.11. DnexTpOHHBIE KOMWHM TPHKA30B 10 OCHOBHOM MESTENHOCTH M MPHUKa3bl MO JIHYHOMY
cocTaBy o0ydaromHMXcs MOTYT pasMemarscs paboTHHKaMH 00IIero oTAena Ha BHYTPEHHEM IMOpTaje B
COOTBETCTBHH C pazzenoM 8 Muctpykuuu.

4.4.12. UnpopMupoBanne 00 H3JaHMM IPHKA30B OCYIIECTBIAETCA IIYTEM HAaIpPaBICHHs
paboTHHKaME OOILIEro OTAea CChUIOK Ha JOKYMEHTbI MITH HAIIPaBJICHHUS JJIEKTPOHHOH KOIHMH JOKYMEHTa
B COOTBETCTBHH C pacChUIKOH Yepes opUIHaNbHYIO CHCTeMY KOMMYyHUKanu| MHCcTHTYTA.

4.4.13. Kontpons cBoeBpeMeHHOro HcronueHus paboTHukamu MHCTHTYTa BO3JIOKEHHBIX HAa HUX
IIOPYYCHHH Ha PEKTOPCKHX COBCLIAHHAX, 3aCENaHHAX YYCHOIO COBETa, HA KOMHCCHAX JHOO HpHKa3oM
PEKTOpa HHCTHTYT&, OCYIICCTBIIACTCA JIHLIAMH, Ha KOTOPBIX 3Ta 00s13aHHOCTD BO3JI0KEHA, a TakKe
paboTHHKaMHK 00IIero oTzena.

4.5. Ocobennoctu opopmieHHd 61aHKAa NPOTOKOA,

4.6.1. TIpoTokost — 3TO JOKYMEHT, KOTOpBIH cOoCTaBIseTcs 110 HTOTaM IIPOBEACHHBIX 3acelaHHi
KOJUICTHANBHBIX opraHoB MHCTHTYTa, Kadeap, KOMUCCHH, TPOBEACHHBIX COBEMIanuH, coOpaHuil H ApyTruX
MeponpHATHH (nanee — 3acefaHyil) MpH HEOOXOIMMOCTH HJIH B COOTBETCTBHH ¢ TpeOOBAaHHA JIOKANbHBIX
HOPMATHBHEIX aKTOB.

4.6.2. TIpotokon odopmigeTcs B TeUEHUE OJHOTO-TpeX AHEH IOC/e MPOBEICHUA 3acCeNaHus, €CllH
CPOKH €ro I0ArOTOBKH HE OTOBOPEHBI (YCTaHOBIEHE!) 0C000.

4.6.3. IIpuMepHas popMa NpOTOKOJIA OTPaKEHA B NIPHI0KEHHH 19 K MHCTpYKIHH.
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4.6.4. PexBusuTamu IpOTOKOJIA ABIAIOTC:

= HauMCHOBAaHHC HHCTHT}’T&;

— HaHMCHOBaHHE BHIA NOKYMCHTA,

— J1ara 1 MecTO 3acelaHus;

—  PEeruCTpallHOHHEINA HOMEp MPOTOKOINA,

—  3arojIoBOK K TEKCTY;

—  TeKCT,

—  TIOMMHCH.

4,6.5.3aro0BOK K TEKCTY IMPOTOKOJA OTBEYAET HA BONPOC «YEro?» H COUEPIKHT YKazaHHe
NOApa3IeICHUS UK OpraHa, AeATebHOCTh KOTOPOro MPOTOKOIMPYETCA.

Ipumepbr:
ITpoTokon 3aceiaHns YYEHOro copeTa
[TpoTokon 3acegaHns aTTECTALHOHHON KOMHCCHH

4.6.6. IlaToii mpoTOKOJIa ABJISETCA JIaTa 3aceaHus (COBEIIaHus).

4.6.7. TekCT MPOTOKONA M3NMAraeTcs OT TPEThEro JIMla MHOXECTBEHHOro 4ucia («Cmymanuy,
«BBICTYTTHJINY, <TIOCTAHOBHIIHY, (PEIIHITHY),

Texer npoToKoIa HO/KEH COCTOATh M3 IBYX YacTeil: BBOAHOH M OCHOBHOM.

Bo BBOAHO# 9acTH NMpOTOKOIA YKa3bIBalOTCA haMuInu nmpeceaatess (IpeaceaaTesCTBYIONIEro);
cexpeTapd; GaMHIMK y4aCTHUKOB, IIPHCYTCTBYIOIIMX HA 3aCeAHMK; JIHLI, IPUTIAIIEHHBIX Ha 3acenaHue;
IIOBECTKA IHA.

Ecnu KonHYecTBO MPHUCYTCTBYIOMIMX HA 3acelaHHM IpeBbIaeT 15 uemoBek, BO BBOAHONH YacTH
IIPOTOKOJIA JEAETCS CChIIKA Ha CIUCOK, SBIAIONIUICS HEOTheMIEMON YaCThIO MPOTOKOIIA.

IIpumep:
[IpucyTcTBOBAIH: 25 Yen. (CHHCOK IIPHIAracTcs).

BBonmHad 49acTep TMpPOTOKONA 3aKaHYMBACTCA TIOBECTKOH JHS, COAepXkamied IepeyucHs
paccMaTpHBaeMBbIX BONPOCOB, IIEPEYHCICHHBIX B NOPAJKE MX 00CY)KJIEHHS C yKasaHMeM JOKIaJuMKa 110
KaXXIOMy paccMaTpHBacMOMY BOIIpOCY.

Bonpockr noeectku AHE GOPMYNHPYIOTCS € NpeanoroM «o» («ob»), medaTaroTcss OT IPaHUIbI
JIEBOTO IIOJISA ¥ HYMEPYIOTCS apabCKUMH L PaMH.

[oBecTka qHA MOKET ObITH 0OPMIICHA HA OTAEIBHOM JIHCTE ¥ NIPUIIOKEHA K IIPOTOKOJY.

4.6.8. IIpoTOKON COAEPXKHT 3alHCh TOTO, YTO HPOHCXOAHJIO BO BpeMA 3acelaHHsA, BKIIOYasd
BOMNPOCEI K OOKJIaAYHKY, OTBETEl Ha HHX, BEICTYIUJICHHA B XOIE€ OGCYH{,E[EHHH BOIIpoca, pPe3yJabTaTkl
rOJI0COBAHMS 10 BOIIPOCY U IMPHHATHIC PELICHH.

4.6.9. OcHoBHasA 4acTh NpOTOKOJa COCTOHT U3 PasfeioB, NOCBALICHHEIX BOIIpOCaM IIOBCCTKH JHA.
Xol paccMOTpeHHS KaXJIOro BOMpoca 3amuckiBaercs B TnocnepoBarensHocTH: CIIVIIIAJIM —
BBICTYIINIIN -ITOCTAHOBWJIW/PELIHIIN.

4.6.10. ITocTanoBeHue (penIeHne) B TEKCT MPOTOKOJIa BHOCHTCA MOTHOCTHIO B TOH (OpPMYJIHPOBKE,
KoTopasi Oblla IPUHATA HA 3aCeJaHKH; TIPH HEOOXOJUMOCTH NMPHBOMATCS HTOTH IOJIOCOBAHHA: «3a - ...
IPOTHB - ..., BO3AEPXKAIOCE = ...».

ITpamep:
PEIIHWJINA:

1. Hawanenuky otmena Kaapoe ®ammms HW.O. MOAroTOBHTH MpPOEKT rpaduka OTIYCKOB
pabotnukoB MHctuTyTa Ha 2022 rop k 15.12.2021.

3a — 10, npotuB — 0, Bo3pepxkanoce — 0.
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4.6.11. TTocne npuHSATOrO penIeHus, coAepkaIiero nopy4eHue, yka3blBaloTCs CPOK HCIIONMHEHUS U
HCTIONHUTENb (UcTonHuTeMH). [IpH HATHYHE HECKOJIBKUX HCIIOJHHUTENEH OTBETCTBEHHBIH HCIIONHHTEND
VKa3bIBaeTcs IEPBEIM HIH 0003HadaeTcs IOMETKOH «(OTB.)».

4.6.12. IlpoTokon 3acelaHus IIOANKMCHIBAETCA HpejcelarTeneM (IpeacelaTelIbCTBYIOMMM) H
CEeKpeTapeM 3acelaHH, €C/IH HHOE HE YCTAHOBJICHO JIOKATbHEIMY HOPMATHBHEIMH aKTaMH.

4,6.13. ITpr HEOOXOMMMOCTH KOMHHM IPOTOKOJIOB HIM BBITHCKH H3 IIPOTOKOJIOB PacChUIAIOTCA
3aHHTCPECOBAHHBIM JIMLAM B JJIEKTPOHHOM BHIE B COOTBETCTBUH C YKa3aTCJICM PAcChUIKH.

4.6.14. B BhInHMCKEe M3 MPOTOKONA JAO/DKHBI BOCIPOM3BOIAMTBCHA 3ar0JI0OBOK IIPOTOKOJIA, BBOJHAsA
4acTh, BOIPOC MOBECTKH IHS, 10 KOTOPOMY TOTOBHTCS BBIMNCKA, H TEKCT, OTpaxkalolui obcyxaeHue
BOIIPOCA H MPUHSTOE pelIeHHe.

4.7. OcobenHocTH ohopMIIeHHA OJIAHKA JOBEPeHHOCTH.

JIOBEPEHHOCTh — CIYKEOHBIH MOKYMEHT, YIOCTOREPSIONMI (AaKT meperayd IMOJHOMOYMHA Ha
OCYIIECTBJICHHE KaKHX-IH00 HEHCTBHI (JEATENBHOCTH) OT PEKTOPa H/IM HCIOJIHSIOLIEro 0043aHHOCTH
pekTopa K paboTtHuky HMHCcTHTYTA.

[Ipnmepnas dpopma JOBEpeHHOCTH OTpaXkeHa B punoxeHur Neb6 x MHCTpYKIHH.

4.7.1.OopmnseTcs HOBEpEHHOCTs Ha ONaHKE C MPOJONBHEIM pasMEILIECHHEM pPEKBH3HTOB H
PETHCTpHpYeTCA B JKYpHaJle BEIAYH JOBEPEHHOCTEH.

4.7.2. Ilpn oopmITeHHH OBEPEHHOCTH B JOKYMEHTE YKa3bIBAIOTCA:

- damunusg, uMs, oT49ecTBO pekTopa MHCTHTYTa, peKBU3UTHI €r0 Macnopra (cepHs, HOMep, JaTa
M MECTO BBIIa4H), I0JIHOE ¥ COKpalieHHOe HauMeHoBanue Mucturyra;

—  (damunug, UMS ¥ OTYECTBO JOBEPEHHOTO ITHIIA, PEKBU3UTHI €r0 macrnopra (cepus, HoMep, 1ara
H MECTO BELIAYH)

—  HauMEHOBAaHHE JOJDKHOCTH JOBEPEHHOIO JIHIIE;

—  BHJl ICATENBHOCTH, HA COBEPILICHHE KOTOPOH YIIOJIHOMOYEHO AOBEPEHHOE JIHIIO;

— o0pasel MOAMHCH JOBEPEHHOTO JINLIA;

—~  CpOK JICHCTBHSA JIOBEPEHHOCTH;

— TNOANHCH PEKTOpa U OCHOBHAs nevarts MHCTHTYTA.

47.3. IlognucaHHbli JOKYMEHT IIOMJIENKHT DErucTpanuu B oOlieM oTaene, rae 3aBepsercs
OCHOBHOI#t nevareio MHCTHTYTA.

4.7.4. Cpok HeHCcTBHA JOBEPEHHOCTH HE MOKET NPEBLIMATh TPEX JIET.

4.7.5. IloIMHHUK MOBEPEHHOCTH BBINAETCS HA PYKH JOBEPEHHOMY JIMILY, KOIIHA XPAaHHUTCH B
obmieM oT/ene.

4.8, Cayxkebuas 3anHcKa — JOKYMEHT, SBISIIONIEHCE OJOHHM H3 BHIOB KOMMYHHKAILHH,
NPOHCXOANIEeH BHYTPH CTPYKTYPHBIX MOJpa3aeIeH i

[TpuMmepHasg popma cryxeOHOH 3aNHCKH OTpaskeHa B npuiiokennu Ne3 Kk MHCTpyKIHH.

4.8.1. Cny:)xeOHaa 3alHCKa COCTABIACTCA PYKOBOIMUTEIAMH OJHHMX IOApAasAeNeHHMH Ha HMA
pykoBoauTeneit Apyrux nogpasgenenuit Muctutyra mim Ha ums pekropa Uucruryra.

4.8.2, Cny:xeGHas 3aIHMCKa MOXET coAepkaTs Kakoe-THO0 pabouee IpeUIoiKeHHE, IPOCEOY HiH
APYTYIO ciyke0HyI0 HHHOPMAIHIO.

4.8.3. OcHOBHBIE BOIPOCHI, 10 KOTOPBIM COCTAaBIACTCA CIIyxKeOHAas 3aTMCKa:

—  BOIPOCEHL, CBA3aHHBIE C MATEPHANBHO-TEXHHYECKUM 00€CIICYCHHEM;

—  BONpPOCH HH(MOPMAITHOHHOIO XapaKTepa;

—  BONpOCHI MO OpraHU3aluH paboyero mnporecca;

—  XO34iiCTBEHHEIE BOMPOCEHL.

4.9, 3asiBNeHRe — JOKYMEHT, SBISAIOMiics OQHUHATLHBEIM oOpamenueM pabOTHHKA HIIH
o6palaromerocs K pekTopy HIHM APYroMy AOMKHOCTHOMY JMUy MIHCTHTYTa IO aaMHHHCTPATHBHEIM,
KaNpoBhIM, HOPMATHBHEIM BOIIpocaM, H TpeOYIOIIMHA pacCMOTPEHHMS M TIPHHATHA PCIICHHA
COOTBETCTBYIOILMM JODKHOCTHEIM JIMLIOM.

I[IpuMepHas Gopma 3asBIeHHS OTPaXKEHA B IpuiIoxeHHy No2 k THCTpyKIuH.

Ocobennoctr U (hopMEl 3asBICHHH, a TaKKe MOPAAOK MX ITOAAYH, PACCMOTPEHHA H NMPHEHSTHA
pelleHus ONPeIeIOTCS 3aKOHOIaTeNECTBOM HITH JIOKAThbHBIMH HOPMAaTHBHBIMHA aKTaMu MIHCTHTYTa.
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49.1. Ycranapnupaercs cleaylomui oOMmui MOpPSIOK MOAAa4d, PacCMOTPEHHS H TNPHHATHSA
peLIeHHs 3asiBIEHHUH.

Obyuarommiics odopMiIseT 3asBleHHE H [epefaeT ero B OTAEN CONPOBOXKIACHHA Y4eOHOro
npolecca 100 eKaHy COOTBETCTBYIOIIETO (aKy IbTeTa.

PaboTHuK nepenaeT 3asBlieHUe, Kacatolleecs TPYLOBLIX OTHOIIEHHH, B OT/IEN KaApOB.

B obmwmit oTen nocTynaior 3asBiIeHHs pabOTHHKOB H 00y4alOMMXCs, He Kacaloluecs y4eOHbIX U
KaJpOBbIX BOIIPOCOB.

3agBleHHEe PerHCTpHpyeTCAd pabOTHHKAaMH COOTBETCTBYIOLIETO CTPYKTYPHOTO NMOAPA3JCICHUA B
AeHb IIOTYYeHHUS.

3asBlleHHe pacCMaTpPHBAeTCHd MO/DKHOCTHBIM JIMLIIOM H BH3HpYETCd, INPH HE0OXOAMMOCTH
Ha3Ha49aceTCA HCIIOJHHTEI.

PesyneTaThl paccMOTpeHHs JOBOAATCS [0 CBEJIEHU 3asBHTENA B CPOK He no3nHee 30 kaneHIapHBIX
AHEH C aThl PETHCTPAITHH 3aABICHHUS.

4.10. Homyckaercs odopMiIeHHe CIEIYIOMKHX BHIOB JOKYMEHTOB HAa NPOJ0JLHOM OjaHke
nuceMa (npunoxkenue Ne29 k Mactpykuum):

O1arofapHOCTh;
IIO03IpaBICHHE,
peleH3us Ha rnporpammy/astopedepar u 1.1
PEKOMEHIANH;
OT3BIBEL.
5.  PersiaMeHT MOATOTOBKH, COIIACOBAHHS, PACCMOTPEHUSI
H NPHHATHA (YTBEP/KIeHHs) JJOKAIbHLIX HOPMATHBHBIX AKTOB H IOTOBOPOB

5.1. Jlokanbuble HOpMaTHBHBIE akThl MHCTHTYTA (Hanee — JIHA) u moroBops! (aaiee — COBMECTHO
— IOKYMEHTBI) IPHOOPETaIOT IOPUAMYECKYIO CHITY:

— MPHKAa3bl — MOCJIe MPOXOXKACHHS IIPOLeAYphl COTacOBaHUA OTBETCTBEHHLIMU 32 HallpaBleHHE
JEATENBHOCTH JOKHOCTHBIMHU JIMLAMH U OANKCaHuA pekTopoM MHCTHTYTA;

— MNOJIOKEHHUSA U [TPABKIIA — [TOCJIE IPHHATHS Y YEHBIM COBETOM U YTBEPKIEHUS IIPUKA30M PEKTOPOM
HHctutyTa;

— peri1aMeHThl U MHCTPYKIHH, B TOM YHC/IE JODKHOCTHBIE MHCTPYKIMH — IOCTe NPOXOXKIEHHUS
NpPOLEYpBl COINIACOBAHMS OTBETCTBEHHBIMHU 32 HAMPABICHHE IESATENBHOCTH OJKHOCTHBIMH JIMIAMH U
yTBepXkKIeHHA (moanucanns) pekropoM MHCTHTYTA,

— pelleHHsA Y4eHOro coBeTa — nociue oGopMIeHHS H TOANHCAHNS MIPOTOKOIA 3aceaHisd Y YeHOro
CoBeTa;

— JOrOBOPEI — HOCJIE MPOXOKACHHSA MPOLEAYPHl COrJIacOBaHHA OTBETCTBEHHBIMH 3a HalpaBJICHHE
JEATENEHOCTH JO/DKHOCTHEIMHM  JIMIAMHM ¥ [OANHMCAHHA pekropoM VIHCTHTYTa HIHM  HHBIM
YIOJHOMOYEHHBIM JIHITOM.

5.2. PyxoBomuTenH CTPYKTYPHBIX [OJpaslieNcHHil He BIpaBe H31aBaTh JIOKAILHEIE
HOPMAaTHBHEIE aKTEIL.

5.3. JIHA mokyMeHT pa3pabaThiBacTcs (aKTYalM3HPYeTCs) B CIIydae, €CIIH:

—  NOSBJAOTCA 3aKOHOJATENbHBIE TPeGOBaHHA 110 PETYJIHPOBAHHIO OT/IEJIBHBIX BOIPOCOB paboTHI
HIIH JesiTelibHocTH MHCTHTYTa;

— MMeeTcA YydacToK paloTel (BONPOCHI JAEATEILHOCTH), HYKIAIONIMACS B HOPMaTHBHOM
PeryIMpOBaHHH;

— TpebyeTcs BHECEHHE H3MEHEHHH B paHee NMPHHATHIA TOKAIBHBIA HOPMAaTHBHBIH aKT;

o BEISIBJIEHO HECKOJIEKO JIOKAJIBHBIX HOPMATHBHEIX aKTOB, PEryAHPYIOUIHX CMENHBIE BOMPOCHI,
KOTOpBIe Lenecoo0pazHo 0ObeIMHUTD B OZIHH JOKYMEHT;

— B HHBIX CIIy4asx.

5.4. AKTyanu3alys paHee MNPHHATHIX JIOKATBHBEIX HOPMATHBHBIX AKTOB OCYINECTBIISETCS MYTEM
BHECEHHs B HUX U3MeHeHHiT win npuuaTaa JIHA B HOBOH (aKkTyanu3HpoBaHHOM) PEIAKIIHH.

5.5. Paspabotka (akryanmmsauust) JIHA mpoHsBoguMTCA II0  INOPYYEHHIO PEKTOpa  HIH
KOIUIETHAJIPHOI'O OpraHa HHC‘I‘HTYI‘&. OTBETCTBEHHBIMH JTHIAMH 110 HATIPABICHHIO cBOeH JCATECNIEHOCTH.

|
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5.6. KorTpoms 3a cpokoM JeffCTBHS J0roBopoB, paboTa ¢ 0OydarOIMMHCS M KOHTpPAareHTaMu,
NOATOTOBKA W TIONYYEHHE JOTOBOPOB, BHECEHHE B HHX HEOOXOAMMBIX PEKBH3HTOB, IPOU3BOIMTCH
OTBETCTBEHHEIMHU JIMIIAMH CTPYKTYPHBIX NoapasneneHuii MHcTHTYTA.

5.7. MOTHBHpPOBaHHOE TMpE[IOKEHHE O pa3padOTKe MpoeKTa HOBOTO HIH H3MEHEHHH
CYLIECTBYIONIMX JIOKAIBHEIX HOPMATHBHBIX aKTOB B COOTBETCTBUH ¢ TpeOOBaHHAMH 3aKOHOAATE/ILCTBA
WK JEACTBYIOIIHX JIOKAJIbHEIX HOPMAaTHUBHEIX aKTOB MOXKET BHOCHTBECS PYKOBOJIHTENEM CTPYKTYPHOTO
NO/pa3/ie/ICHHA HIH HHBIM JOJDKHOCTHBIM JIMLIOM B HHHLIMATHBHOM NOpAKe pekTopy MHCTHTYTa B yCTHO#R
HJIH NHCbMEHHOH (opme (B dopme cimyxeOHOH 3amMCKH, B KOTOPOH M3/araeTcs BONPOC, MPHYHHBI H
NOCJIEICTBHSA IPHHATHS HOPMaTHBHOIO JOKYMEHTA, TIepeueHb paHee H3IaHHBIX JIOKATbHBIX HOPMATHBHBIX
aKTOB, IOJUIEKAKMX H3MEHEHHIO HJIH OTMEHE B CBA3H C M3JaHHEM HOBOIO HOPMATHBHOIO JIOKYMEHTa,
npeularaeMeiii CpoK uIf pa3pabOTKH IpOeKTa HOPMATHBHOIrO mokyMmeHTa). Cny:keOHas 3amucka He
NPEIOCTaBIIAETCS, €C/IH pa3spaboTKa MM H3MEHEeHHe JOKYMEeHTa OCYILeCTRISeTCS M0 IOPYYeHHIO PpeKTopa
HIIH KoJUleruaibHoro opraga MHCTUTYTA.

5.8. Cornacopanie  mpeicraBiser  co0of  SKCIEpTH3y  [OJArOTOBIEHHOIO  JIOKYMEHTa
OTBETCTBEHHBIMH JO/KHOCTHBIMH JTANAMH MHCTHTYTA 10 HaIpaBlIeHHIO CBOEH JeATeIEHOCTH.

5.7.1. CornacoBaHue JOKYMEHTOB OCYIIECTBISeTCS B LENAX OLIEHKH HX COOTBETCTBUS
3akoHomarenscTBY Poccuiickod @emepauus u  Cankr-IlerepOypra, JAeHCTBYIOLIMM  JIOKAMbHBIM
HOPMATHUBHBIM aKTaM MHCTHTYTa, TpeGoBaHUAM H 3a71advaM JOKYMeHTa, SKOHOMHYECKOH U pakTHIecKoit
1e/1ecoo0pa3HoCTH B (HHAHCOBOH M XO3AHCTBEHHOH AeATeNbHOCTH MHCTHTYTa, KOHTPOJA pacyeToB
yKa3saHHBIX B HHX CYMM, COOTBETCTBHA TpeOOBaHHAM K CTHIIHCTHKE, opdorpadMH M IyHKTYallHH,
o(hOpMIIEHHIO TOKYMEHTA.

5.7.2. PaspaGorannsii JIHA noanucsiBaeTcs pyKoBoAKTENEM CTPYKTYPHOTO MIOAPA3ACICHIS WK
HHBIM paspaboTaBmuM ero pabGoTHukoM (ucnomuutenem). Pexsmsur «llommues» comepxut
HAaUMEHOBaHHE JOJLKHOCTH, TMYHYIO MOAMKCE, paclIi(pOBKY MOAIUCH H AaTY.

5.7.3. TlognucaHHBEIA HCHONHUTENEM MOKYMEHT IiepefaeTcd Ha COIJJacOBaHHE JIPYTHMH
JIOJDKHOCTHBIMHM JIHIaMH. XOJI COrJIacOBaHHs (BH3MPOBAHUA) MPOEKTA JOKAIBHOTO HOPMATHBHOIO aKTa
O(QOPMIIAETCS PEKBU3UTOM COTJTACOBAHMSA, ABJIOIIMMCS HEOTHEMJIEMOH YacTBIO IPOEKTA JIOKAIBHOrO
HOPMAaTHBHOTO akTa. BH3a cOrylacoBaHHA CONEP)KHT HAHMEHOBAHHE MJOIDKHOCTH, JIHYHYIO IOZIHCH,
paciiGpoBKY MOANKCH U JIATY.

5.7.4. Tunosoii NOPI0K BKIIOYAET MOANHCAHUE JOKYMEHTA MCIIOIHHUTENEM H COMCIIOIHUTEISIMHI
(IpM UX HANMYWK), M COIVIACOBAHMS OTBETCTBEHHBIMH JOJDKHOCTHBIMM JHIIAMU B COOTBETCTBHHU C
coaepKaHHeM NOKYMEHTA, HX JOKHOCTHBIMU 00A3aHHOCTSAMH, KOMIIETEHIHEH, TOJTHOMOYHAMHU H 30HOH
OTBETCTBEHHOCTH.

5.7.5. 3a conepKaTeIbHYIO 9YacTh OTBETCTBCHHOCTH HECET MCIOJHHTENb MOKYMEHTa H €ro
HETIOCPEICTBEHHEIH PYKOBOIKTE NS, JIFODO#H MPOEKT 10KaJIbHOTO HOPMATHBHOI'O aKTa JI0 €ro YTBEPIKIeHU
JIOJKeH OBITH MPOBEPEH Ha COOTBETCTBHE IPABHJIaM PYCCKOTO S3BIKA M JINTEPATYPHEIM HOPMaM.

5.7.6. 3a peanuszaumio mpouecca corimacosanus npoexkta JIHA (koHTposnb 3a cobmoaenuem
HpoLeAypEl H OOIMX CPOKOB COTTIACOBAHMA, yYeT 3aMeyuaHHil COTJIaCOBBIBAIOIIMX IOAPA3/ICeHHHA H HX
OTpaKE€HHE B TEKCTE IIPOEKTa) HECET OTBETCTBEHHOCTH PYKOBOAMTENb CTPYKTYPHOIO MOApA3/ACICHHA,
MOArOTOBUBLIETO JOKYMEHT.

5.77. JlokymMeHTBl  COrJacyiOTCs  HENOCPEACTBEHHBIM  PYKOBOZHTENEM  CTPYKTYPHOIO
NoApas’feNeHus HCIOMHHUTENA, PYKOBOAMUTEISIMH CTPYKTYPHBIX I[OApa3jie/ieHHii, HalpaB/ieHHs
NeATeNLHOCTH KOTOPHIX 3aTPardBaloTCA B IIPOEKTE JOKYMEHTa — Ha COOTBETCTBHE TpeOOBaHHAM
sakoHozatenscTBa M Apyrux JIHA MucTHTyra no HampasiaeHHIO JEATENBHOCTH CTPYKTYpPHOIO
HOpa3eNeHHs, npopekTopaMu MHCTHTYTA, KYPHPYIOUIUMH 3aTPOHYTHIE B IPOEKTE AOKYMEHTA BOIIPOCEI,
H FOPHCTOM.

5.7.8. B cinydae OTCYTCTBHA PYKOBOAHMTENA MOApa3jc/IeHHsA NPOEKT JOKYMEHTa BH3HPYET JIHIIO,
BpPEMEHHO HCHOJHAIOIIEE €ro 0013aHHOCTH JHOO cTapiuee 110 J0/DKHOCTH.

5.7.9. PykoBomuTeny CTPYKTYPHBIX MOIpa3ae/IeHH U IPOPEKTOPEl, KYPUPYIOLIHEe NeATeIbHOCTh
CTPYKTYDHBIX TOApasAeiICHAN IO CHCTEME AEJICTHPOBAaHHA IOTHOMOYHH, OTBEYAlOT 3a BLIABJICHHE H
OLIEHKY DHCKOB IO 3aKpEIUIEHHOMY 3@ HHMH BHIY AESTEIbHOCTH M JIOJUKHOCTHBIM 00A3aHHOCTSM, 3a
KOHTpOJIb cOOTBEeTCTBHA NpoekToB JTHA TpeGoBaHHAM ClIEIHaIBHOTO (OTPacI€BOro) 3aKOHOAATEIECTBA H
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KOHTpPOMPYIOMUX/PEryIUPYIONIHX OPraHoB, 3a COOMIONEHHE BHYTPEHHUX HOPMATHBHBIX JIOKYMEHTOB
WHcTuTyTa, pernaMeHTHPYIONIMX COOTBETCTBYIONIHE BH/IbI AeATEIbHOCTH.

5.7.10. Bce mpoexts: JIHA, pernaMeHTHpYyIOIIHEe (HHAHCOBO-XO3AHCTBEHHYIO IeATEIbHOCTH
WHCcTHTYTa, IPOXOAAT COrJIacOBaHHE C IIABHBIM OyXxrantepoM MIHCTHTYTa Ha COOTBETCTBHE TPeOOBAHMAM
Ycrasa, apyrux JIHA WuctutyTta, 3akoHonatenscTBa PO u Cankr-IlerepOypra B 00acTH 3KOHOMHKH,
COOMIOICHHA 11aHOBOH, OI0/UKETHOH H BHEOIOUKETHOH IoJmMTHKH MHCTHTYTa, HAJIoTOBOro, OIODKETHOrO
H OyXraaTepckoro ydera, HHaAHCOBOro ofecnedyeHH JAesTeNbHOCTH MHCTHTYTA.

5.7.11. HayanpHUKOM aJMHUHHCTPATHBHO-XO34HCTBEHHOTO YNpaBJIEHHA COIJACYIOTCH  BCE
JOKYMEHTHI, periiaMeHTHpPYIOIUe NpHOOpeTeHHe, 3KCIUTyaTalldio W BEIOBITHE HMYIIECTBA, JOTOBOPEI,
peanmusyeMmele B pamkax @exepanbHoro 3akoHa ot 18.07.2011 Ne223-®3 «O 3akynkax ToBapos, pabort,
YCIYT OTHENbHBIME BHAAGMH IOpPHAHYECKHX JHI», PenepanbHoro 3zakoHa oT 05.04.2013 Ne44-@3 «O
KOHTPaKTHOH cHcTeMe B cepe 3aKylmoK TOBapoB, paboT, ycsyr ans obecrnedyeHus rocyaapCTBEHHBIX U
MYHMIIHIIATEHEIX HYXK/I», H HHBIE JJOKYMEHTE!I 110 HANPABICHHIO IS TeTbHOCTH.

5.7.12. HaganpHHKOM OTAena yueOHO-MeToAH4ecKoro obecnedeHust obpa3oBaTesIbHOrO Ipolecca
cornacyemsle JIHA mporepsiorcs Ha cooTBeTcTBHE TpeGomanusm DenepansHoro 3akona ot 29.12.2012
Ne273-03 «O6 obpazoBanuu B Poccuiickoi Menepannuy, HOPMAaTHBHBIX ITPABOBEIX aKTOB MuHOOpHAYKH
Poccun, Yerasa MHCTHTYTA H HMHBIX JOKAIBHBIX HOPMATHBHBIX aKTOB MIHCTHTYTa, periaMeHTHPYIOIIHMX
y4eOHYIO NeATeNbHOCTD.,

5.7.13. HagansHuKOM OT/IENa KaJpOB IIPOBOANTCA dKcnepTHsa npoektoB JIHA Ha cooTBeTcTBHE
TpeOOBaHUAM TPYAOBOTO 3aKOHOZATENBCTBA W HOPMATHUBHEIX JOKYMEHTOB B 00NacTH TpPYHOBOrO
3aKOHOJATENbCTBA.

5.7.14. HaguanpaukoM oOmero otaena — KOHTponb Hamiexamero odopmuenda JIHA B
COOTBETCTBHM ¢ HacTosmel MucTpykuuu,

5.7.15. IloaroToBN€HHEIA  NOKYMEHT, TpeOYIOIMHA CrenHanbHbIX FOPHAWYECKH [IO3HaHUMH,
HalpasiseTcs IOPHCTY Ha NpeABapHTENbHOE U3yyeHHe, BHECEHHS H3MeHeHuH (npu HeoOxonumoctH). Ha
MUCPMEHHOE COrNacoBaHHE IOPHCTY MPEJOCTABMSIETCA MOJTHOCTRIO MMOArOTOBIECHHBIN U O(OPMIIEHHBIH B
COOTBETCTBHMHU C YCTAHOBJIEHHBIMH B VIHCTHTYTE TpeOOBaHUAM MTPOEKT JOKYMEHTA [TOC/Ie BHECEHUS B HErO
BCEX ITpaBOK (3aMe4aHu i, JONOIHEHHWH ) H coTJIacOBaHKisA BCEMH OTBETCTBEHHEIMH JOJLKHOCTHREIMH JIHLIAME
Wucruryra. HOpuct mnposepser mnpoextst JIHA Ha cooTBercTBHE 3aKoHoHaTenbcTBY Poccuiickoi
Qenepanuu H Caskt-IleTepOypra u Ycrasy HuctutyTa.

5.7.16. B xone cornacoBaHus MPOEKTa AOKYMEHTA pabOTHHK, COTTIACYIOIIHI TOKYMEHT, IIPUHAMAET
OJIHO M3 CJIEAYIONIMX PeIleHMUH:

—  corjacoBaThk IIPOEKT AOKyMeHTa 6e3 3ameuaHni;

—  corjlacoBaTh IPOEKT JOKYMEHTa C 3aMeuaHHsIMH;

—  OTKJIOHHTB MPOEKT JOKYMEHTA;

— yKa3aTh, YTO He HMMEET OTHOIIEHH: K IPOEKTY NOKYMEHTa (pacCMOTpPEHHE BOIIPOCa, IO
KOTOPOMY IIPHHHMAETCS PelIeHHE, HE BXOJUT B 0013aHHOCTH pabOTHHKA).

5.7.17. IlpoeKT HOKYMEHTA OTKJIOHACTCS JIHIIOM, COTTIACYIONIMM JOKYMEHT, B ClIy4asx:

—  HAQJIHYHA CYIIECTBEHHBIX 3aMEYaHHU 110 [IPOEKTY JOKYMEHTA,

—  HEecorjiacus ¢ NpoeKTOM NOKyMeHTa.

5.7.18. Bospaxkenus no npoekty JIHA, Bo3HHKaOIIHE IPH COTNIACOBAHHH, H3/IaraloTcs B ClIpaBke,
KOTOpas IpHiaraeTcs K mpoeKTy.

5.7.19. IlpoexT MOKATEHOTO HOPMATHBHOTO AKTa MOJJIEXUT MOBTOPHOMY (M IIPH HEOOXOIUMOCTH
HOCIEAYIOMEMY) COrJIACOBAHHIO, €CITH NPH J0paboTKE MPOEKTa 110 BO3HUKAIOIIUM B XOZI€ COINIacOBAaHHS
3aMeYaHuAM B HErO BHOCATCS CYILECTBEHHBIC H3MEHEHHS.

5.7.20. ITpoekT mOKyMeHTa He MOXKET OBITh Mepe/iaH Ha yTBEPKIEHHE C 3aMEUAHUAMH.

5.7.21. YcranasnuBaeTcs THIIOBOH CPOK COTJIACOBAHMS JIOKATLHEIX HOPMATHBHBIX aKTOB — 1-3
pabo4ux nHA.

5.7.22. Odopmienue  pesynbTaTOB  COIVIAaCOBAHHMA  JIOK&IBHBIX  HOPMAaTUBHEIX  aKTOB
OCYIIECTBIACTCA B BH/E BH3, IPOCTABIAEMBIX COIVIACYIOIIMMH Ha MOCJICAHEM JIHCTE MPOCKTa JOKYMEHTa
(Ha ero nmueBo¥ Wi 00OpOTHOH CTOPOHE) WIM Ha OTACIBHOM JIHCTE COIVIAaCOBaHMA, ABJAIOLIEMCH
HEOTHEMIEMOH YacTBIO JOKYMeHTa. IIO[UTHHHHMKH JIHCTOB COIJIACOBaHHMA MPHOOINAIOTCH K JOKYMEHTY
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(JTHA, »sk3emruispy Jjgororopa MHCTHTYTa M T.I.) M XpaHATCS B CTPYKTYPHBIX [OJApa3sfielieHHsIX B
COOTBETCTBHH C HOMEHKIATYPOH Ne.

5.9. TIlpu mpHHATHH JIOKATBHBIX HOPMATHBHBIX aKTOB, 3aTParHBAIONIMX NpaBa 00ydYalOUMXCH H
paboTHHKOB MHCTUTYTA, B YCTAHOBIEHHBIX 3aKOHOM H/uiau YcraBoM MHCTHTYTA claydasx, YIMTEIBAaeTCS
MHEHME BBHIOOPHBIX NpEACTAaBHTENBHBIX (Ko/mernanpHbIX) opraHoB Mucertutyra — OBmero cobpanus
paboTHHKOB K oOyuaromuxcsa Mucturyra, Yuenoro cosera, coBeTa 00yUarOMMEXCS U JIP.

5.10. IlpuHATHIE JIOKAJIBHBIE HOPMATHBHBIE aKThl, YTBEPKIEHHbIE PEKTOpOoM MHCTHTYTA rpud oM
YTBECPXKIOCHHA JOKYMEHTA <<Vmepmnam » BCTYIIAKOT B CHJI}’f BBOIOATCA B IelficTBHE C IAaThl HX YTBEPKIOCHHA.

C aT0# ke IaTHl JIOKAIBHEIN HOPMAaTHBHEIH aKT B NpexHeH pelakuu (IIpH HATHYUH) yTPa4HBaeT
CHITY.

5.11. JlokaybHEIH HOPMATHBHEIH aKT, YTBEPKIECHHBIA IIyTeM M3JaHHA MpPHKA3a BBOIMUTCA B
JEHCTBHE C YKa3aHHOM! B IMPHKA3€ JaThl MM C OaTHI IOAMHCAHHS [IpHKasa o0 yTeepxkacHuu JIHA.,

B srom ciyuae JIHA B npekHeli pelakuyu yTpaqyHBaeT CHIIY ¢ JaThl, YKa3aHHOH B IIPUKa3e, HIH C
JaTel NOANMHCaHK NMpHKasa 00 yreepxaeHuH JIHA B HOBOH (M3MEHEHHO!H) pelaKIiH.

5.12. Hopmsl NOKanbHEIX HOPMATHBHBEIX aKTOB, YXYJAIIAIONIME IONOXKEHHE PAabOTHHKOB HIIH
Oﬁyan-OE[HXCH 110 CPaBHEHHIO C YCTAHOBJICHHEIM 3aKOHOJATENECTBOM, mub6o NIPpHHATBIE C HAPYIIEHHEM
YCTAHOBJIEHHOT'O 23aKQHOOATEIIECTRBOM HITH VerasoMm I’IHCTHT}’T& MopaaKa, HEe NMPHUMEHAIOTCA U IMOIISKaT
OTMEHE.

5.13. JIHA, nomrexamue  oQUUHATEHOMY  ONYyONMKOBAHHIO B HH(OPMALHOHHO-
TEJTeKOMMYHHMKALIMOHHON ceTH «VIHTepHeT», pasMeniaoTcs Ha ofHuUHaIBEHOM calite/yyeGHOM mopraie
Mucrutyra He noznxee 10 (necsatu) padouux JHeil co AHSA UX W3AaHug 6e3 THUCTA COTITACOBAHHUS.

5.14. KonTpomp 3a MNOpANKOM H CpoKaMu pa3pabOTKH, O(OpPMIEHHMS, COIJIACOBAHUS U
YTBEPKIECHUA JIOKAILHBEIX HOPMATUBHBIX aKTOB ocymiecTBisercs paborHukamu OOwiero otnena Hiu
pabotHHKoM MHCTHTYTa, Ha3HAYEHHBIM IIPHKA30M B pPaMKax JOJDKHOCTHBIX 00s3aHHOCTEH.

6. TIlopsmok paGoThI ¢ AOKYMEHTAMH OrPAHHYEHHOT0 PACHPOCTPaHEHHS,
He COJep/KAIMMH rocy1apCeTBEHHYI0 TAlHY

6.1. K cmyxebHoli uHGOpMalHH OrpaHHYECHHOrO PACIPOCTPAHESHHUS OTHOCHTCA HECEKpeTHas
HH(OpMauus, colepkaiias CBEIEHHs, KACaloluecs IeATeNbHOCTH Kak WHCTHTYTa B LENOM, Tak H
B3aHMOJICHCTBYIOIIUX C HHM B IIpOIleCCe NMPOBEJIEHNS COBMECTHBIX padOT OpraHu3alMi, npeanpHIThi 1
yUpeKIeHHH.

Ha noxkymMeHTaX OrpaHMYeHHOTO paclpOCTPaHEHHS, COJAEPXKAUMX  KOH(UIEHIHATLHYIO
HH(pOpMaIuIo, yKa3elBaeTcs IpH(p OrpaHMYeHHs JOCTyIa K JOKYMeHTy (momerka «Jlnsa ciayxebHoro
nonb3oBanus» («JICII»), «KonpuaeHumansHo», rpug «KomMmepueckas taliHa»).

6.2. OTBETCTBEHHOCTL 3a OTHECEHWE CBeJeHMH, coJiepiKamuxcsd B JOKYMEHTE, K CBEJCHHAM
OrpaHUYEeHHOIr0 paclpoCTpaHEHHUs, BO3/1araeTcss Ha MCIOJHUTENs MOKYMEHTa M IOJKHOCTHOE JIHILO,
MIOJTNIUCEHIBAONIEE HITH YTBEPKIAIOIIEE JOKYMEHT.

6.3. ITocTynuBIas KOPPECHOHAEHIMA ¢ TP oM OTpaHHYEHUS JOCTYIIA K JIOKYMEHTY IIPUHHMAETCA
¥ BCKpbIBaeTCA pabOTHUKAMH OOIIEro 0T/eNa C y4eTOM CJIEyIOMEro:

6.3.1. [Ipz npueMe KOHBepTOB (HMAKeTOB) C TpH(OM OTpPaHHYEHHA JOCTYNAa K JOKYMEHTY
IIPOBEpAETCS NPaBHIIBHOCT JOCTABKH KOPPECIOHACHIIMH IO aIpecy, 1IeJIOCTHOCTh YIIAaKOBKH, OTTHCKOB
revarteii H HATHYHE YKa3aHHEIX B JOKYMEHTAaX IIPHIIOKEHHIH, 8 TAKXKE COOTBETCTBHE HOMEPOB MOJTYYEHHBIX
JIOKYMEHTOB, YKa3aHHBIX Ha KOHBEpPTaXx.

6.3.2.Peructpanus HCXOIALIMX/BXOJANIMX /OKYMEHTOB BHOCHTCS B JKypHAlIe pPErHCTpaIMH
ZIOKYMEHTOB OFpaHHYEHHOr0 pacnpocTpaHeHus (nmpunoxenne Ne22).

6.3.3. Ha Bxopsmem noKyMeHTe (CONMPOBOAMTENEHOM IHChME) B NIPABOM HHMKHEM YTy MEpBOif
CTPAHUILIBI IPOCTAB/IAETCA IITAMII, B PEKBH3UTHI KOTOPOTO BXOAHUT: JaTa PErUCTpallii, MOPAIKOBEIH HOMEp
110 JXYPHAJIy PErHCcTpaiuy (PerncTpalHoHHbIN HOMEp), TPU( OrpaHHYeH s J0CTyNa K JOKYMEHTY.

6.3.4. IlopsaxoBsle HOMEpa NMPOCTABNIAIOTCA MO JKYypPHAIY PETHCTPAllMH B MEPHOJ KaleHIAapHOro
rofa. C Hayama HOBOTO KaJeHIApPHOro roja MOpAAKOBBIe HOMEpA B JKyPHaJIE PErHCTpallii HEOOXOAUMO
BecTu ¢ nepeoro Homepa 1 JICIL, 2 K.

6.3.5. JIHCTBl JKYpHAJIOB PpETHCTpallHH HYMEpYIOTCs, Ha IIOCHeAHell CTpaHHLe JKypHasa
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VKA3hIBAETCH KOJIHYECTBO COIEPKAIIMXCA B HEM JIMCTOB, KOTOPOE 3daBCPACTCA IIOOIHCHIO paGOTHHKa
obmero otaena u ne4arsio MHCTHTYTA.

6.3.6. Perucrpanuu u y4yeTy MOMJIEKAT BCe BXOJASAIUIME M UCXOAAIINE MOKYMEHTEI, COIep:Kallue
rpH} OrpaHHYEeHHs NOCTyNa K IOKYMEHTY, IIOCTyNuBIINE B IHCTUTYT.

6.4. [logroToBka AOKyMEHTa, cofepxkatiero UHOOPMALUI0 OTPAaHWYEHHOr0 pacnpocTpaHeHHd,
OCYIIECTBNAETCA HHULIUATOPOM.

6.5. PasMHOXKEHHE H OTIIpaBKa JOKYMEHTOB OCYIIECTBIAETCS PAaOOTHHKOM OOILErO OTAENA.

6.6. ['pu¢ orpanmyeHns HOCTyna K JOKYMEHTY IPOCTABISAETCS B MIPABOM BEPXHEM YNy IIEPBOTO
JMCTa JOKYMEHTa OT TPAaHHLIBI BEPXHEro MOJIA.

6.7. TokyMeHTBl ¢ TpU(OM OrpaHMYeHHA JOCTyla NepefaioTci pabOTHHKaM MOJ POCIHCH B
Kypurane perucrpanuu JOKyMEHTOB OTPAaHHYEHHOTO pacmpoCTpaHeH!s B 00IIeM oTAere.

6.8. lokymeHTsl ¢ rpH(oM OrpaHHYeHHs JOCTyIA IMEPeChUIAlOTCA CTOPOHHHUM OpraHH3alHAM
9KCIPECC-TIOYTOH, 3aKa3HbIMH MM IEHHBIMH IOYTOBBIMH OTIpPaBICHHAMH. B IpaBoM BepXHEM YIiy
NaKeTa MpoCTaBIACTCA COOTBETCTBYIOIMH rpu() OrpaHHIEHUA JOCTYTIA.

6.9. Ilepenaya 1okyMeHTOB ¢ rpuoM OrpaHMYEHHS JOCTYNa IO KaHanaM 3/IEKTPOHHOH CBA3H
OCYIIECTB/IAETCA TONBKO C HCIIOJIb30BaHHEM CpEeACTB KpHOTOorpaduyeckoi 3amuTtel HH(opMaluu,
MMEIOIUX HeoOX0AUMBIe cepTH(HKATHl COOTBETCTBUS (IIPH HATHUKY TEXHHUECKOH BOZMOXKHOCTH).

6.10. VHuYTOKEHHE MOOKYMEHTOB ¢ TIpuH(OM OrpaHMYEHHs JOCTYyIa, YTPaTHBIIMX CBOE
NpaKTHYECKOE 3HAYCHHE U HE UMEIOMINX HCTOPHYESCKOH LIEHHOCTH, MPOU3BOIUTCS B 0OLLEM HOPsKE.

He nomyckaercsi HeNnoiHOe YHHYTOXKEHHME JOKYMEHTOB ¢ TpH(OM OIpaHHYEHHS JOCTYIA,
TNO3BOJIAIONIEE BOCCTAHOBHTE UX COAEPIKAHUE.

7. H3roroBJieHHe, y4eT, HCNO/1L30BAHNE H XpaHeHHe
mevyareH, ITAMIIOB, HOCHTE el 2JIeKTPOHHLIX MOANHCell

7.1. B HMHcTHTyTe HCNONB3YIOTCA OCHOBHAA neyaTh ¢ uzobpaxenuem repba Canxr-Ilerepbypra, a
TaKKe Ne4aTd CTPYKTYPHBIX 1I0Jpa3/Ie/IEHHIA, ITe4aTH JUIA OTASJIBHBIX KATErOpHiA JOKYMEHTOB, [ITAMIIBL.

7.2. Iledatm M WTaMIbl OpraHU3alHM H3TOTABIHBAIOTCA B KOJIHYECTBE, HEOOXOAMMOM JUIS
OCYJ.U,EC'I'BJ'IE.'.HHH noapasnciiCHHAMH OPraHH3allHl H €€ paﬁOTHHKaM.'H BO3NMOCHHBIX Ha HHX QJ}"H.KU.HI‘?I.

7.3. Pemenne 00 M3rOTOBJICHHH M KOJHMYECTBE 3K3EMIUIAPOB NeYaTed M IITAMIIOB IPHHUMAET
pextop MHCTHTYTa Ha OCHOBaHMH CNY:KeOHOH 3allHCKH PYKOBOJMTENS CTPYKTYPHOIO MOJApPa3/EIEHHs C
yKa3aHUeM [pUYUHE! H3TOTOBJICHUS.

Ecnu neyars opraHu3allMi HCIOJB3YETCS B HECKOIBKHX IK3EMILIIpaX, HOMEp IK3EeMIUILpa IeyarH
YKa3bIBaeTCs B KIIUIIE N€YATH NPH €€ U3TOTOBIEHUH,

7.4. OcHOBHO# II€YaThIO 3aBEPAIOT MOIIMHHOCTb IOANKUCH PEKTOPa, NPOPEKTOPOB H TJIABHOIO
Oyxranrepa, a TaKXkKe JIHIL, HCIOTHAIOMUX HX 00S3aHHOCTH, HA JOKYMEHTaX H KOMUAX JOKYMEHTOB,

7.5. Tlewatm ¥ WITAMIBl BBIJAIOTCS [UIA HCIONb30BaHUS PabOTHMKAaM, OTBETCTBEHHBIM 3a HX
HCIIO/IE30BaHHE U XpaHEHHE I10/1 IIOJINKCH B )KypHA/Ie OTTUCKOB IledaTel, IITaMIIOB U (pakCUMHIIE.

7.6. VYder neyaTei W MITAMIIOB OPraHU3allHU BeleT 00K OT/Iell.

7.7. Ilpu ucmONB30BaHMM B paboTe me4aTH W INTAaMIIBI XPaHATCS B 3alMPAIONIMXCS IIKagax
pabOTHHUKOB, OTBETCTBEHHBIX 3a XpPaHEHHE H HCIOIb30BaHHE NeYaTed ¥ IITaMIIOB.

7.8. Ilepenaya medaTedfl W IITAMIIOB IIOCTOPOHHHMM JIHIIAM HE NOMyckaetcs. BeiHOC medatelt u
IITAMIIOB 32 TpeJeNbl OpPraHU3allMH BO3MOXKEH B HCKIIIOYHTENBHBEIX CIy4asX [0 pPEIIeHHI0 pPeKTopa
UnucTutyTa.

7.9. OO6mmit oTHEN ©XEroJHO Nnposepser cobioJeHHe pabOTHHKAMU YCIOBHI MCIIONB30BaHHA U
XpaHeHHd IeJaTell i IITAMIIOB B CTPYKTYPHBIX I0/Ipa3/IEIeHHAX.

7.10. Ipumeamie B HETOAHOCTE H YTPATHBIINE 3HAYCHHE IIEUATH M [ITAMITBI [IO/UIEIKAT BO3BPATY B
oOmuit oTAeN U1 eHTPAIM30BAHHOI0 YHHYTOKEHHL.

7.11. Tleyatn yEHuTOX)ArOoTCA M0 AKTY 06 yHHUTOKeHHH nevaTeil H mTammnos (npunoxenne No21).

7.12. Ina obMeHa JNEKTPOHHBIMH JOKYMEHTaMH, paboTel ¢ HH()OPMAIMOHHBEIMH CHCTEMaMH B
COOTBETCTBHH ¢ TpeOOBaHHMAMH 3aKoHoAaTenbcTBa B MHCTHTYTE HOJIKHBI HCIIOMB30BATECH YCHIICHHBIC
xnanncl:mmposaﬂﬂme JICKTPOHHEIE TIOAMHCH, YCHICHHBIC HBKBE!.JIHC{}HL[HPDBEIHHBI& SJIEKTPOHHEIC
NOAIMCH H/HIM NPOCTHIE 3MeKTPOHHEIE moanucH (nanee emecte — D1IIT).
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7.13. CocTaB JOMXKHOCTHBIX JTMIl H pabOTHHKOB opraHu3amuy — Branensies DI onpenensercs
nprkazoM pexkropa MacTuTyTa. O6muit oten Beet yuet D11 B xxypHanie y4era 2IeKTPOHHBIX IHPPOBIX
noanuceit (upunokenue Ne23), oCymIecTBIAET BBAAYY ¥ NpHeM MarepHanbHbIX HocHTeneH DLIIT mox
pocnuck paboTHukam UHCTHTYTA.

7.14. Opranusauus npouecca Beirycka JLII Bosnaraercs Ha 0OIHHA OTHEN, KOTOpAs NMPHBIEKAET K
3TOMY IIpolieccy pabOTHUKOB CTPYKTYPHBIX NOAPA3eIeHH B COOTBETCTBUH C HX KOMIIETEHIIHEHH.

Hactpoiika u mopnepxanue paborocnocobuoctu DI Ha koMNbOTEpax pabOTHHKOB BO3J1araeTcs
Ha OTJIe)l HHOPMalHOHHEIX TeXHOJIOTHIA

7.15. Co3ganue maponed UIs TIPOCTOM 3MEKTPOHHOM IONMMCH OCYLIECTBISAETCS B IOPSIKE,
ompenenseMoM OTAeIOM HHPOPMAlHORHBIX TEXHOIOTHH.

8. Ilopsaok HEMONB30BAHHUSA 3JIEKTPOHHBIX CHCTEM
KOMMYHHKAIHH H XpaHEHHA A0KyMeHTanHu paboTnnkamu Hucturyra

8.1. K anekTpoHHBIM cHCTEMaM KOMMYHHKALHH H XpaHECHHA JOKYMEHTALHH OTHOCATCA:

8.1.1. Buyrpusy3oBckuii nopran MucTuTyTa http://portal.gipsr.ru — equHeli nenTp nyOaHKalHH K
XpaHEeHHS DSIIEKTPOHHBIX JOKYMEHTOB, HH(pOPMAllMH O BHYTPHBY30BCKHX MEpONpHATHAX (namee —
BHYTPEHHHI nopran);

8.1.2.Tlo4roBas cucrema Ha Oase TexHosorud MS Exchange u MS Outlook - oduuuansnas
cHCTeMa KOMMYHMKAIKK B oOMeHa nokyMmeHTauueii (nanee — [loura);

8.1.3.VueOnblit mnopran http://fedu.gipsr.ru — KOMIIOHEHT 3JIE€KTPOHHOH HH(pOPMaIHOHHO-
oOpasoBatensHONH cpeasl VIHCTHTYTa, OpHEHTHpPOBAaHHBIH Ha  B3aUMOJCHCTBHE  YYAaCTHHKOB
obpaszoBatensHOro nmpouecca (paboTHMKOB, oOywaromuxcs) mocpefcTBoM cetH  «MHTepHeT»,
aBTOMaTU3alMI0 y4eOHbBIX H OPraHU3alHOHHBIX MMPOLIECCOB, TOCTAHOBKY M KOHTPOIIL 3a71a4 ¥ MOPyYEHHH,
obmeH oduuHanbHOM HHbOpMAaIIHEH, XpaHeHHe SNIeKTPOHHBIX JOKYMEHTOB (fanee — Y4eOHEIH mopTai).

8.2. OcHoBHBIMM NpHHELIHKIIAMH cucTeM B MHCTHTYTE ABIAIOTCA:
obecnieuenue 6€3011aCHOr0 XpaHeHUA NCKTPOHHOH JOKYMEHTAINH;

—  CO3JlaHHe apXHBa HOPMATUBHBIX H PAcOPSIUTENbHEIX JOKYMEHTOB;

—  pasrpaHHYEHHEe NpaB JOCTYIa K 3JIEKTPOHHOM! 1OKYMEHTALIUH;

— IIOCTAHOBKA 3a/a4a ¥ MOpY4YEeHHH;

—  KOHTpOJb 32 BBEIIIOJTHEHHEM 337124 U [IOPYYCHUH;

— uHbopMupoBaHHe pabOTHUKOB UHCTHTYTA O BHYTPUBY30BCKMX COOBITHAX U MEPOIIPHATHSAX;

- obecreueHre ONEpaTHBHOH KOMMYHHKALUH, epeJadd NOKYMEHTOB M COBMECTHOH padoThl
pabotaukoB MuHCcTHTYTA.

8.3. BrogaTcsa cneayromue QyHKIHOHATbHEIE OJI0KH BHYTPEHHETO MOpTaa:

a. «lleHTp MOKYMEHTOB» — 0a3’a NAHHBIX JIOKAJIPHBIX HOPMATHBHBIX M PaclOpANHTEIbHBIX
JIOKYMeHTOB VIHCTHTYTa, IOCTYNAIONKE H OTIIPABIsLEMbIE JTOKYMEHTEL.

b. «TenedoHHblH CIPaBOYHUK» — BKIKOYAET MH(opManuio o cTpykrype MHCTHTYTa, paboTHHKAX
U KX JO/DKHOCTAX, pabounx TenedoHax H 31eKTPOHHBIX apecax.

c. «KaneHmapu» — 3NMeKTPOHHBIE KaJE€HIApH 10 pa3sHbIM HAlpaBICHHAM, BKIIOYACT KalCHAAPb
3aHATOCTH aKTOBOTO 3a/1a, KajleHaapb Meponpusatuit MucTHTYTA.

d. «JloxymenTauus oTaenoB» — paboyas obnacTh JUI XpaHEHHS M COBMECTHOH paboTHI Han
3NIEKTPOHHEIMH JOKyMEHTaMH paboTHHKOB MHCTHTYTa, BKIIOYAET ToZpas3ieN OPHIMANBHEIX WAGI0HOB
moxkymentoB UucTHTYTa, paGo4nii moapasaen XpaHeHus A0KYMEHTOB Il aBTOMATHYECKON MmyOIuKaiuu
Ha caiite MHCTUTYTA.

8.3.1.0TBeTcTBEHHOCTs pabOTHHKOB 3a BeJE€HHE COOTBETCTBYIOIIUX pa3jieioB BHYTPEHHETo
noprana:

8.3.1.1. Buecenne wuHpopMammH B «lleHTp JOKYMEHTOB» pErYIHPYETCSs JIOKAIbHBIMH
HOpPMATHBHEIMH aKTaMH MHCTHT}’TE..

8.3.1.2. 3a BHeceHHe aKTyalTLHOH HMH(OpMALME B pasfen «Tele(OHHBIA CIPABOYHHKY» HECYT
OTBETCTBEHHOCTh HAaYaAJIBHHK OTACIAa KaApOB H HaYalIbHHK OTIOC/Ia HHCl)OpM&LIHOHHbIX TEXHOJOTHH.

Mugopmanus f0mKHa pasMemaTses He nosaHee 1 (oanoro) pabodero JHA ¢ MOMEHTA HOSBJICHUA
H3MCEHEHHH B JaHHBIX, ITyOIHKYEMBIX B paszene.
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8.3.1.3. B pazpmen «Kanengapu» BHOCHTCS HMH()OpPMAIMA O 3aHATOCTH CIELHAIBHEIX ayIUTOPUH
HJTH NIOMEILEHUH B YCTaHOBJICHHOM HOPAJIKE.

8.4. TTouta gBnseTcs opHIMANTEHOH CHCTeMOH KOMMYHHKauuu padorHukoB MHCTHTYTA, 0OMeHa
JOKYMEHTaMH, NOTy4eHHs YBeIOMIICHHH 1 3aIaHui.

8.4.1.3a kaxaeiM pabotHuKOM HMHCTHTYTA 3aKperuiieTcs MHAMBHAYANBHBINA afpec dNEeKTPOHHOH
TIOYTHI Ha IIOYTOBOM CEpPBEPE ZIPSr.Iu.

8.4.2. UnguBHayansHbIi aipec 3I€KTPOHHOM MOYTHI CITYKUT /JIA BHYTPEHHEH KOMMYHHUKAIIHH.

8.4.3.Anpec  zaxkpennsercs paboTHEKaMH OT/Zena WHGOPMAIHOHHBIX TEXHOIOTHH H
YCTaHABJIMBAETCA B MOYTOBOM cHCTeMe Ha paboueMm KoMmnbioTepe paboTHHKA.

8.4.4.1Ipu odunmansHoM odopmieHHH Ha paboTy HOBBIX paboTHHKOB MHCTHTYTAa paboTHUKaMU
OTJIeNa KaJipoB B TegeHue 1 (ogHOro) pabouero nus HHGOpPMAaLKI 0 HOBOM pabOTHHKE NepeiacTes B OTAel
HH()OPMALHOHHEIX TEXHONOTMHA M oOmmMA oTaen — (aMHIUsd, UMsS OTYECTBO, (DaMHIHMs JIATHHCKHMH
OykBaMH, NODKHOCTB, CTPYKTYPHOE moapasnenexue. [IpH yBonmbHeHMH paGOTHHMKa OTAEN KaupoB B
Tedenue 1 (oxHoro) paboyero aus nHbOPMHPYET 00 3TOM OTAEN HHPOPMATHOHHBIX TEXHOIOTHI K 00N
OTZEIL

8.4.5./Ina BHEmHEH MNEpPENUCKH 3a KaXABIM CTPYKTYPHBIM IIOZIpasjelieHHeM 3aKperuisfercs
CIIEIHATBHEIH aapec 3MeKTPOHHOH IOYTHI Ha MOYTOBOM CEePBEpE gipsr.ru.

8.4.6. PacripesiesieHye npas MOJb30BaHKUA TaKUM aZpecoM BHYTPH CTPYKTYPHOTO IMOApa3aeNeHUsT
OIPEACHACTCA PYKOBOOHTEIEM CTPYKTYPHOrO IMNOoJpa3iC/IicHHA H Y4YHTBIBACTCA paﬁDTHHKﬂMH OTOcia
uHGOPMANMOHHEIX TEXHOIOTHH IpH HAaCTpOHKe.,

8.4.7. TexcThl 5IEKTPOHHBIX MUCEM BHYTPEHHEH H BHeEIIHeld KOMMYHHKAIHH JOJDKHBI HOCHTEH
o(HIHANEHO-IEIOBOH XapaKTep, HMeTh eaquHoobpa3zHoe odopmiieHu e,

YcTaHaBIMBAKOTCA Cleflyrolie TpeOoRaHus K 0(OPMIIEHHIO 3eKTPOHHEIX MTHCEM U TTOITHCH:
UlpudT Calibri;
pasmep mpudra 11-12;

(opMaTHpOBaHHE IO JIEBOMY Kpaio;
OTCTYyN nepen/mocne 3-6 mr.;

— 1IBeT TexcTa — YePHBI.

8.4.8. Bce anekTpoHHBIE ITHCEMa JOJGKHEL CONMPOBOMKAATECS OANHCEI0, BKIIFOYAIOIIEH CIIEIYIOIHE
JNEMEHTHL:

—  (Qpa3y «C yBaxxeHueM,» (OTIEISIETCS OT OCTAIBHBIX PEKBH3HTOB MOAIHCH OJHON CTPOYKOM )}

—  OHO nonHOCTHIO;

—  JIOJDKHOCTh C YKa3aHHeM MoJpa3/ieeHus;

CII6 TAOY BO «Canxt-IleTepOyprekiii rocyaapcTBEHHbI HHCTHTYT IICHXOJIOTHH H
colHanbHoR paboThin;

— TenedoH B Gopmarte 8(812) XXX-XX-XX nob6. XXX;
—  ajpec calita B popMaTe www.psysocwork.ru

|

Ilpamep:
C yBaxeHHeM,

HBanos MBan MBanoBu4

Crnenmamict oTaena HHGOpMalHOHHEIX TeXHONIOTHH

CII6 TAOV BO «Canxr-IlerepOyprekuii rocy1apcTBeHHBIH
MHCTHTYT [ICHXOJIOTHHE H COIHAIBHOM paboThl»

8(812) 323-07-84 no6.111
www.psysocwork.ru

8.4.9. OCHOBHBIM 3JIEKTPOHHBIM azpecoM HHctuTyTa ABIAeTca gipsr@ksp.gov.spb.ru, KoTopeIi
yCTaHABJIHBAETCA B MIOYTOBYIO CHCTeMY pabounX KOMITBIOTEpOB B 001eM oTaee.
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8.4.10. 3anpemaercs HCIOJB30BaTh B MENOBOI Nepenucke MIO0YIO 3IEKTPOHHYIO MOUTY, KPOME
odHUIHATEHOH.

8.4.11. Ycranasnupaercsa ciaexyromas oOs3aTenpHas HHGOpManua Il pacchUikd depes [louty
ofmero oTmena:

—  CCBUIKM Ha KOIMHMM IIPUKA30B, PACIOPSIKEHHMM W IPYroil HOPMATHBHOU M pacmopsaUTENbHOM
JOKYMEHTALMH, ECJIH OHH pa3MelleHbl Ha Y4eOHOM NopTane Uid BHYTPEHHEM IIOPTase HIIH 31eKTPOHHbIE
KOINKH YKa3aHHBIX JOKYMEHTOB — 10 CIIHCKY PacChUIKH;

— CCBUIKM Ha KOIIMH IOCTYHNAKOIIHX MHCEM, Pa3sMELIeHHBIX HA BHYTPEHHEM MOpTajle Ui
YueOHOM moptanie, JTHOO 3NMEKTPOHHBIE MHCBMa C OCHOBHOTO 3JIEKTPOHHOTO aipeca OTBETCTBEHHBIM
JHIIaM;

—  CCBUIKH Ha KOIIHH H/IH KOITHH NPOTOKOJIOB PEKTOPCKOr0 COBEIIAHMA — Y4aCTHUKAM COBEIIaHHI,

8.4.12. CBoeBpeMeHHOE O3HaKOMJIEHHE ¢ HH(OpMaUHe#, pacrmpocTpaHseMoit uepes Iloury,
ABNIAETCA 11 paOOTHHKOB 0053aTEIbHOM.

8.5. Mcnonb3oBanue YueOHoro moprana pabOTHHKAMH  CTPYKTYPHBIX — NOJpa3leseHHi,
3aHHMAIONMXCA OpraHu3auuei ydedHoOro mpouecca U NpoheccopcKO-IPENoIaBaTe/IbCKUM COCTaBOM
(nanee — mpenonasarenn) MHcTHTYTa ABIAETCA 00513aTEIBHBIM.

8.5.1. Tlopsnox paboThl ¢ OTAENBHEIX ONOKOB (yHKUHOHANAa YUeOHOro MopTana perylHpyercs
JIOKaJIbHEIMH HOPMaTHEHBIMH aKTaMH HHCTHT}’TE..

8.5.2. Pabotuuku MHCTHTyTa HO/DKHBI 3aMI0IHUTE MO IMYHOTO poduid mo YueGHoM nopraie,
Pa3MeCTHThL CBOIO MOPTPETHYIO doTorpaduio IeI0BOro CTUIA.

8.5.3. KomMMyHHKanud 4Yepe3 CpeicTBA KOMMYHHKauHu Yd4eOHOro rmoprana sBIsfeTcs
o0sa3aTensHOM 1A pabOTHUKOB CTPYKTYPHBIX ITOJpas/eleHHi, 3aHAMaIONIHXCs opranusanueil yueGHoro
Ipolecca M IpernojaBaTenei.

OtBeTsl Ha Bompochl (3ampockl), MOCTYMHUBIIME OT OOYYArOMIMXCS MM JPYTHX pabOTHHKOB
CpelacTBAMH KOMMYHUKAIHK Y4eOHOro noprana, HeoOX0IHMO JIaBaTh CBOEBPEMEHHO, He mo3aHee 3 (Tpex)
paboqux aHeit co gHg obpameHns.

Ha obpamenus ofyyaiomuxcs HeoOXOIMMO JaBaTh Pa3BEpPHYTHIE M MOAPOOHEIE OTBETHI, IIPH
[IEpeHalpaB/IeHHH K IpyruM pa0oTHHKaMm MHCTHTYTa HE00X0MMO yKa3biBaTh uX @O u J0IKHOCTS.

8.6. Hapymenue tpeGoBaHWil TmMOpsjAKa, YKa3aHHOTO B HAcTOSIIEM pasfene MHCTPYKIHH,
pabotHukamu HCTUTYTa ABNAETCA JO/DKHOCTHBIM HAPYIICHUEM M MOXKET IOBJICYb 3a c000it IpuBIedYeHHE
K JMCLHMIUTHHAPHOH OTBETCTBEHHOCTH B YCTAHOBICHHOM 3aKOHOM IMOPSIKE.

8.7. Ilopsinox, ykazaHHEIH B HacTosIeM pasaene Muerpykuun, sBisiercs: o0sA3aTeIbHBIM JIUISL Beex
paboTHuKOB MHCTUTYTA, UCMONB3YIONIMX B CBOE JIEATENRHOCTH TEPCOHANBHBIE KOMIBIOTEDPHl HIHM YbH
0053aHHOCTH BKITIOYAIOT paboTy ¢ MEPCOHATBHEIM KOMITBIOTEPOM.

9. @opMHpOBAHHE JOKYMEHTAALHOI0 ponaa MHeTHTYTA

9.1. OnepatuBHOe XpaHeHHEe NOKYMEeHTOB MHCTUTyTa [0 Ilepelladyd MX Ha XpaHEHHE B apXHB
HHCTPIT}FI'E, HITH YHHUYTOKECHHE OCYHIIECTBIACTCA B CTPYKTYPHBIX ITOAPa3aC/ICHHAX HHC‘IHT}’TH.

9.2. B mensx XpaHeHHS, IOHCKA M HCIONBL3OBAHUS JOKYMEHTEl Ha OYyMaXHOM HOCHTENE H
9JIEKTPOHHEIE JOKYMEHTHl (JOPMUPYIOTCS B JIejla B COOTBETCTBHH C HOMEHK/IATYPOH Jiet.

Homenxknarypa e 3akperviser Kiaccu(uKanuio (IpyNmupOBKY) HUCIIOIHEHHBIX TOKYMEHTOB B
Jena (NMEKTPOHHBIE feNa), CHCTEMATH3AIHUI0 M HMHASKCAMIO JEJ, CPOKH HMX XPaHCHHS M ABIACTCA
OCHOBHEBIM YYETHBIM JOKYMEHTOM.

HomeHknarypa men SBiseTcs OCHOBOH Ul COCTABJICHMSA OIHCEH e IOCTOSHHOrO, BpeMEHHBIX
(cBeime 10 Jyer) CpoKOB XpaHEHHS H IO JIHYHOMY COCTaBy, aKTOB O BBHIJIEIEHHH K YHHUYTOXEHHIO
JNOKYMEHTOB C HCTEKIIMMH CPOKAMH XpaHeHHdA, a TaKKe Ul ydyeTa Jel BpeMeHHBIX (o 10 yer
BKJ'II{)‘-IHTBJII:HD) CPOKOB XpaHCHH.

9.3. Homenxnarypa aen MuctuTyTa cocTaBiseTcs Ha OCHOBE M3YUYCHHS COCTaBa H COJACPXKaHHA
JAOKYMCHTOB, 06Pa3}’IOI.L[,HXC$I B JIeATEJIbHOCTH, BKJIHHYad JAOKYMEHTEI, MNOCTYIAlIHE H3 OpYyTrHX
OpraHH3aLyH.

9.4.B HoMeHKIAaTypy Jel BKIIOYAIOTCA BCE JOKYMEHTBL, OTpaykalollHe JeATE/IEHOCTE
CTPYKTYPHBIX NOJIpa3/ic/IeHHil M TIOCTOAHHO HJIH BPEMEHHO JEHCTBYIONIMX OPraHoB (KOMHCCHH, COBETOB,
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KDMHTETOBJ, B TOM 4YHCHIE JOKYMEHThEI OrPaHMYEHHOr0 NOCTYIIA, PETHCTPALHOHHEIE H YUETHEIE XY PHATIBI
H KapTOTEKH.

He BrIrOYarOTCs B HOMEHKIIATYPY A€ NepHOAMYECKHe H3AaHHsl, KHHUTH, OpOIIIOpPEI.

9.5. HoMenkaTypa Jen COCTaBifgeTcs - OOIMUM OTHENOM Ha OCHOBAaHMM HOMEHKIATYp Jel
CTPYKTYPHBIX Ioapa3neneHuit no popme npunoxerns Nel8 k Hactosuel HHCTpYKIHH.

9.6. HoMmeHKIIaTypa JeN cOCTaBIsfeTcs B MOC/IEHEM KBapTalle TEeKYIIero roJa Ha IPeICTOSIIHI
KaJIeHAapHBIH roj.

9.7. Bce 3aronoBku e, BKIIOYEHHbIE B HOMEHKJIATYPY JeJl ¥ HOMEHKIATypy Oejl CTPYKTYPHOTO
TIOJpa3ieIeH s, HHAEKCHPYIOTC.

Hupekc gena ykaseiaercs B rpade 1 HOMEHKIATYpE! Je1 H COCTOMT M3 MHIEKCa CTPYKTYPHOIO
Hofipa3fieieH s H MOPAIKOBOr0 HOMEpA JIENa B pa3jiesie HOMEHKIATYpHI fAell. MHeKCsl el 0003HadaroTes
apaOckuMu 1uQpaMH.

Hanpumep: 01-05, rae:

01 - xon CTPYKTYpHOrO NOApa3AeTIeHHA;

05 - nops/iKOBEII HOMEp JZieNla B pa3jie/iec HOMEHKIATyphl JIelL.

Ecnu B TeweHHe KaleHZapHOTO roja B AeATensHOCTH MHCTHTyTa 00pasyloTcsl NOKYMEHTEI, HE
TIPEeAyCMOTPEHHEIE HOMEHKIATYpOH Jell, 3aroJIOBKH HOBEIX JIel JONOJIHHTEIBHO BKJIKOYAIOTCH B
HOMEHKIATypy Jdel. B xaknoMm pasfene HOMEHKIATYpsl Jel IS BHOBB  3aBOAMMBIX [
Tpe/lyCMaTpHBAOTCA pe3epBHEIE HOMEpA.

3aronoBok Aenma go/ukeH B 0bobmienHo# ¢opMe oTpaxkaTh OCHOBHOE COJIepHaHHe H COCTaB
JOKYMEHTOB Jiejia.

He pmomyckaercs ymoTpeOieHHe B 3arolioBKe Jella HEKOHKPETHBIX (HOPMYIHPOBOK («pasHble
MaTepHanbl», «o0mas Mepenuckar), a Takke BBOAHBIX CIOB H CJIOXKHBIX CHHTAKCHYECKHX 0GOPOTOB.
3arosioBKH Jel MOTYT YTOYHATECSA B TEUEHHE rojia B npoliecce GOpMHPOBAHHA B 0(OPMIEHHS JIET.

TTops/IoK pacnoio¥eHHsl 3ar0JIOBKOB JIeJl BHYTPH pa3/ielloB HOMEHKJIATYpPhI JIENl ONpPEAEIAeTCs
CTENEHBIO BAJKHOCTH JOKYMEHTOB, BK/IIOYEHHBIX B JIENA.

B magane pasgena pacmonaraloTcs  3arOfOBKM €N, COAEpKAlllUX  YUpeJuTe/bHBIE,
0prann3aunonn0-npanonme H pacnopann"renumle AOKYMCHTEI, 3aTeéM 3aroJIOBKH [OCJI, COOCpMKalllHX
MJIaHOBble, OTYEeTHbIe, HHGOOPMALMOHHO-AHATHTHYECKHE JIOKYMEHTBL, JOKYMEHTBI, OTpakalollHe
ZIeSTENLHOCTE TIOApa3ielieH s, IepenucKy, B KOHIE pa3jieNla - PErHCTPAllMOHHEIE M YIETHEIC JKYPHAIBI,
KapToTeKH, 0a3bl JaHHBIX.

B 3aronoBkax Jej, cOIepKAILMX JOKYMEHThl II0 OJHOMY BOIPOCY, HO He CBS3aHHEIX
NOCJIeIOBATEIEHOCTBIO PEeLlIeH|s BOIPoca, B KayecTBe BUIA JIesa yrnoTpedIseTcs TEPMUH «JIOKYMEHTEIY,
a B KOHIIE 3ar0JI0BKa B CKOOKaX yKa3blBAIOTCs Ha3BaHHMs BHJIOB JOKYMEHTOB, HanboJiee MpeICTaBICHHBIX
B JieJe.

IIpumep:
JIOKYMEHTSI O TIPOBEJIEHHH COBEMAHHH H CEMHHAPOB (IIPOrpaMMBbl, CIHCKH, J1OKJIALb)

TepMHH «IOKYMEHTBI» NpPHMEHAETCA TaK)Ke B 3aroJIoBKax JEJ, COJAEPXKAIlUX [IOKYMEHTHI-
NPH/IOKEHAA K KaKOMY-THG0 JOKYMEHTY (BHAB! JOKYMEHTOB-TIPHIIOKEHHH HE IIEPEYUCIIAIOTCA).

Hpumep:
JIOKYMEHTBI K TPOTOKOJIaM 3acelaHuil YUeHOro CoBeTa

B 3aronoBkax e, IpeaHa3HauYeHHBIX JUIA IPYIIHPOBKH OJHOTHIIHBIX NOKYMCHTOB, 3Ta Ipynmna
JOKYMEHTOB YKa3bIBAETCS BO MHOXKECTBEHHOM YHCIIE.

[Ipumep:
[IpoToKombI 3aceqanuii peKTopara

[Ipu hopMHpOBaHMH Zefla U3 HECKOJIBKHX TOMOB (dacTeii), kpome 0OIIero sarosioBKa Aenia IpH
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HeOoOXOIUMOCTH COCTABJISIOTCS 3arojIOBKM KaXIOro ToMa (4acTH), YTOYHSIONIHE COIep)KaHHe TOMOB
(4acreit) nena.

9.8. Cpoku xpaHeHHS Hen M HOMepa CTaTel YKa3bIBAIOTCS IO THIIOBOMY MM BEIOMCTBEHHOMY
IEepeYHIO JOKYMEHTOB € YKa3aHHEM CPOKOB XpaHEeHMUs.

9.9. B rpade «IIpumeuanue)» CBOIHON HOMEHKIATYpPHI ZeJ IPONHUCHIBAETCA HH(OPMALUA €cln
JEN0 BeJETcs B JIEKTPOHHOM BHIE, IPOCTABIAIOTCS OTMETKH O 3aBeleHHH Jen («3aBefeHo»), o
nepexoaanmx Aenax (Hanpumep, «Ilepexonsmee ¢ 2021 roga»), 0 BBIACIACHUH A€ K YHHYTOKEHHIO, O
NHNaX, OTBETCTBEHHEIX 3a (QOpMHpOBaHME Jell, O Mnepejade Jejl B JPYryl0 OpPraHH3alHIO UIsd
IPOJODKEHHS.

9.10. Homenxnatypa pmen MDOANMUCHIBAETCA HAYATBHUKOM OOLIEro OTHeNa M apXHBApHYCOM,
COTJIACOBBIBAETCA C IKCIEPTHOM KoMuccHeH MHCTUTYTa M NpeacTaBiiaeTCa Ha YTBEPKIACHHE SKCIIEPTHO-
TIpOBEPOYHOMN MEeTOAUYECKOH KOMHCCHHU Canxr-IleTepdyprekoro rocyapcTBeHHOTO
Ka3eHHOTO y4peKIeHHs «LlenTpansHblit rocynapcTBeHHBIH apxuB CaHkT-IleTepOypra»
(manee LII'A CII6) omuu pa3 B 5 JeT.

ITocne sTOr0 HOMEHKIATypa JeNl YTBEPKAAeTCA NMpHKa3oM pekropa MuHCTHTYTa M BBOAMICA B
JeHcTBHE,

Ecin npomsomni mM3MEHEHHS B CTPYKTYpe, NOsBMICS HOBBIH [lepeueHs, Takke HE0OXOIMMO
TIEpEYTBEPAIATh HOMEHKIATYPY C TOCY1apCTBEHHBIM apXHBOM.

9.11. VTBepIeHHasd COOTBETCTBYIOUIEH SKCHEPTHO-MPOBEPSIOMIEH METOAMYECKOH KOMHCCHEMH
HOMEHK/IAaTypa el B KOHIE KaXKJO0ro rofia yTOYHSeTCs, NeperedaThBacTCs, YTBEpXKIaeTcs PEeKTOPOM
Wuctutyta ¥ BBOAMTCSA B JeiicTBHe ¢ |1 sHBaps KajleHJapHOrOo roja.

9.12. IlepBeiif 5K3eMIUIAP YTBEpXKASHHOH HOMEHKJIATYPHl Jej ABJA€TCA JOKYMEHTOM
TIOCTOSHHOIO CpOKa XpaHEeHUs W BKIIIOYAETCs B HOMEHKIATYpy Zel oOIiero otaena, BTOPOH 3K3eMILLIP
nepenaercs B LII'A CII6, HCTOYHMKOM KOMILIEKTOBaHHA KOTOpOro apiserca MHCTHTYT.

9.13. HoMenxnatypa JOen CIPYKTYPHOro mnozpasiencHus odopmiusercs 1o  (opme
npumoxenus Ne2l x MHcTpykuuu paboTHukoMm ofmiero oTaena Ha OCHOBAHHH YTBEPXKIECHHOH CBOJHOM
HOMEHKJIATYPHI el

B o03HakOMJICHHH YKa3blBacTCi pPYKOBOJAHMTEIb CTIPYKTYpHOro mompasacicHus. Ilocie
O3HAaKOMJICHHA HOMEHKIATYPhl Jel CTPYKTYPHBIX IIOJpa3fieNieHHil pasMemlaloTcsi B 3JIEKTPOHHBIX
cucteMax koMMmyHukauu CIIOI'UIICP,

BHOBE co3maHHOE WM DPEOPraHH30BaHHOE NOAPA3JENCHHE O0JDKHO COBMECTHO C apXHBOM
Hucruryra B MecaunbIi cpok paspaboTaTh HOMEHKJIATYPY J€J H IIPEJICTABUTE €€ B 00IIMHA OT/IEI.

9.14, [Ina npoBeneHu:A pabOTHI 110 3IKCNEPTH3E IEHHOCTH JOKYMEHTOB B MHCTHTYTE Co3zlaercs
IOCTOAHHO JEHCTBYIOIIAA 3KCIEepTHAsA KoMuccus (Haniee — 2K).

3amaun, QyHKIMH, paBa, opragu3anua padotsl DK onpemessioTcs MOJ0KEHHEM O MOCTOAHHO
JeHCTBYIOMIEH 3KCIIEPTHOH KOMHCCHH.

9.15. OcnoBubIMH GyHKIMAMH DK sBISAIOTCH:

—  OpraHM3alMs eXeroJHOro oToopa aes IS XPaHEHUS H YHHITOXKEHHS,

— paccMOTpEHHME M COIJIacOBaHME IIPOEKTa HOMEHKNaTypsl Jen MHcTuTyTa, omuced nen
TIOCTOSHHOTO M BpeMeHHBIX (cBbime 10 1eT) cpoKoB XpaHeHHs, B TOM YHCJIE [0 JIHIHOMY COCTaBy, aKTOB
O BBIAETECHHH K YHHYTOKEHHIO JIeN, HE MOJISHKAIHX XPAHCHHUIO.

9.16. Ilo pesynbTaraM 3KCHEPTH3Hl LEHHOCTH AOKYMEHTOB IIPOBOIHUTCA O(OpMIEHHE el H
COCTABJIAIOTCA OIIHCH JIeJ1 IIOCTOSHHOTO XPAaHEHHUs, BpeMEHHBIX (CBbie 10 JIeT) CPOKOB XpaHEHHS M IO
JIFTHOMY COCTaBY, @ TAK)Ke aKThl O BBIACACHHH K YHHYTOKEHHIO JIe]I, He MOUISIKALIUX XPaHEHHIO.

9.17. OdopmineHne nen MPOBOJUICA B CTPYKTYPHBIX MojpasjeneHusx MHCTHTyTa mo MecTy
¢bopMupOBaHus IOKYMEHTOB B Jena.

9.18. Odopmnenue fena Ha OyMaXKHOM HOCHTE/E BKIIIOYAET:

—  HYMEpAIHIO JUCTOB B JIEIIE;

—  COCTaBJICHHE JICTa-3aBEPUTENIA AcNa;

—  COCTaBJIeHHE B HEOOXOOMMBEIX CIydasx BHYTpPEeHHel ONMUCH JOKYMEHTOB Jea.

Jlucr-3apepuTens fAena, BHYTPEHHSAS ONHCH JOKYMEHTOB JElla COCTABIAIOTCS B COOTBETCTBHUH C
npuiokeHneM Nel6 u npunoxenuem Nel7 k HacTosmel MHCTpYKIHA.
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9.19. [lena ppemeHHsIX (0 10 IeT BKIIOYHTENEHO) CPOKOB XPaHEHHS, OIEKAIINE YACTHUYHOMY
othOpMIEeHHIO, MOTYCKAaeTCd XPAaHHTH B MAamKaXx, B KOTOPHIX Jlefla XPaHUIHCh B JIEJIONpPOH3BOJICTBE,
MEepPECHCTEMATH3aHA NOKYMEHTOB B [e/leé HE IPOBOJHTCH, JIHCTHI Jela HE HYMEpYIOTCS, JHCTHI -
3aBEPUTENIH JENIa HE COCTABJIAIOTCH,

9.20. B memnsax obecrneueH s COXPAHHOCTH W 3aKPeIICHHS TOPAAKA PACIOI0KEHUS TOKYMEHTOB,
BKJIIOYCHHBIX B HEJO, BCE €0 JIMCTEI, KPOME JIHCTA 3aBEPHTEA H BH}preHHBfI OMHCH, HYMEPYIOTCA
apabckuMu LudpamMu BaloBOi HyMmepauueH. JIMCTBI HyMepywoTcs TIpaHTOBBIM KapaHAALIOM HIIH
HYMEPaTopOM CBEpPXY BHH3, HH(PEI IPOCTABILSIOTCS B IPABOM BEpXHEM YTIIy JIMCTA, HE 3a[eBas TeKCTa
NOKyMeHTa. JINCTEI BHYTpEHHEH ONTUCU HyMepYIOTCS OT/IENBHO.

9.21. [leno, BrmOvaromee JOKYMEHTH Ha OyMakHOM HOCHTENE, M0 00BEMY He HOIKHO
npespiaTh 250 JUCTOB NpH TONMIKUHE He Gonee 4 cM (TONIIMEA e co cpoKaMu XpaneHHs 10 10 et He
JOJDKHA NpeBhIaTk 10 cMm).

ITpw npessIIeHHH JaHHOrO 00BEMa 3aBOAMTCA BTOPOH W MOCNEAYIOIIHE TOMA; Ha KaXJOM TOME
MPOCTABIAIOTCA HMHAEKC H 3arojioBOK jena ¢ jgo0apineHHeM 0003HaueHHS HOMEpa ToMa H, IpH
HeoOXO0IHMOCTH, 3ar0JIOBKa TOMA;

JIOKYMEHTB! BHYTPH JeNla pacroNararoIcss B XPOHOJOTHYECKOH (CBepXy BHH3), BOIIPOCHO-
JIOTHYECKOH Mocne10BaTeIbHOCTH HITH UX COUETaHHM.

JIMCTBI en, COCTOAIMX H3 HECKOIBKHX TOMOB HJIH 4acTeif, HyMEepYIOTCA M0 KaXI0MY TOMY HITH
YaCTH OTICIIBHO.

JloxyMeHTBI ¢ cOOCTBEHHOH HyMepanuei JIHCTOB HyMEpPYIOTCs B 00LIEM IOPSIKE.

JIuer moboro dopmara, HOMIMHTEIH 3a OAHH Kpad, HYMepYeTCs KaK OJMH JIUCT B IIPABOM BEPXHEM
yriy. CIO)KeHHBIH JTUCT pa3BOPaYHBAETCS W HYMepyeTcs B IIpaBOM BepXHeM yriy. JIHCT, CIOKeHHBIH 1
NOJULIMTEIHA 33 CEPEeUHY, ITONNEXKUT IepEeNINBKe H HYMepYeTcs KaK OJIMH JIUCT.

Ecmm B 1eno moaMmAT KOHBEPT € BIOMEHHEM, CHaYalla HyMepyeTcst KOHBEPT, & 3aTeM OuepeaHbIM
NOPAAKOBBIM HOMEDOM KaXKIIO€ BJIOXKEHHE B KOHBEPTE.

ITpy HanMMYMK OTAENBHEIX OMIHOOK B HYMEPAIMH JTHCTOB JI0MYCKAeTCs YIOTpedIeH e THTePHEIX (¢
OyKBEHHBIMH JOIIOIHEHHAMH ) HOMEPOB JIMCTOB.

Ecnu B HyMepanuu n1ucToB gonyiieHo Gonee 10 omuboxk, Bee €10 HymepyeTces 3aH0B0. [Ipu atom
CTaphble HOMEpa 3a4€PKHUBAIOTCH, U PAJOM CTABHTCS HOBHIM HOMED JIHCTA.

9.22. Ilocne 3aBepIleHUs HyMEpAaIlMH JIHCTOB COCTABISETCS JIHCT-3aBEPHTENE JeNa, KOTOPHIH
pacnonaraeTcs B KoHIe Jiena. B nmcre-3aBepuTenie HHppaMH U HNPONHCHEIO YKA3BIBAKOTCS KOJHMYECTBO
JTUCTOB B JaHHOM Jie]le, OCOOEHHOCTH OTHAENILHBIX JOKYMEHTOB (HEeSCHBIA TEKCT, pa3phIBEL, CKIEHKH).

JInCT-3aBEpHUTEND [€1a IOAMHCHIBAETCS Er0 COCTABUTENIEM ¢ YKa3aHHEM JOKHOCTH, HHHITHAIIOB H
¢amMHITHHU, JATHI COCTABICHHA,

9.23. Jlena nepeparorcs Ha XpaHeHHe B apxuB MHCTHTYTa B COOTBETCTBHHU ¢ IpaHKOM Mepeiayu
IOKYMEHTOB, YTBEPIKJIEHHBIM pekTopoM MucTHTYTA.

9.24. ApxusapHyC NpoBepsAeT NPABUILHOCTE 0QOPMIICHUSA H (OPMUPOBAHUA A€, IPaBHIbHOCTE
COCTaBJIEHHS OMHUCEH JeNl, COOTBETCTBHE KOJMYECTBA MeJ, BKJIIOUEHHBIX B ONHCh, KOIHYECTBY Jell,
c(pOPMHPOBaHHEIX B COOTBETCTBHH ¢ HOMECHKJIATYPOii ael.

BriiBneHHBIE NpH TIPOBEpKE HEAOCTAaTKM B (opMupoBaHMW H O(QopMaeHHH Aen paboTHHKH
CTPYKTYPHOIO IOApasfeieHHs 0043aHb! YCTPaHUTh B ABYXHEACIBHEIH CPOK.

9.25. Ilpuem Kakaoro nena B apxuB MHCTHTYTa NpPOHM3BOJMTCA B NPHCYTCTBHH pPabOTHHKA
CTPYKTYPHOTO IIOJIpa3esIeHHs 110 aKTy NpHeMa-Iiepeiads Jel (J0KyMeHTOB) (mpunokeHne Ne3).

9.26. [lanwueiimee odopMIIeHHE H KOMIUIEKTOBAHHE JeJI, a TaKXKe COCTaBIEHHE apPXUBHBIX
omucedf MOCTOSHHOTO W BPEMEHHOTO CPOKOB XpAHEHHS pPErlaMeHTHPYIOTCA HHBIMH JIOKaJIbHBIMH
HOpPMaTHBHBIMH aKTaMH, Kacarolliecs JesTelIbHocTd apxuBa MHcTHTYTA.

COlI'JIACOBAHO
MpoTOKON 3KCNERTHO-NPOBEPOYHONA
METOLUHECKDA KOMUCTHN
LIrA CM6

o0 A 0. A
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[Tpunoxenne Nel
K MHCTPYKUMH 110 JAEJIONPOU3BOIACTBY

KoMmuTter no coupansHo i nonuTHke
Caukr-Ilerepbypra

Cangr-TletepByprekoe rocy1apcTBeHHOE aBTOHOMHOE
o0pasoBaTcABHOE YUPEKICHHE BRICIIEr0 00pasoBaHus

«CAHKT-TIETEPBYPICKHIl TOCYAAPCTBEHHBII
MHCTHTYT NCHXO0JOI'HH H CONHANBLHOH PABOTBI»

(CII6I' UIICP)
12 muuua B.O., .13 nutepa A, Cankr-ITerepGypr, 199178

Ten.(thaxc) 323-07-84
E-mail: gipsre@ksp.gov.spb.ru www.psysocwork.ru
OKITO 23048825 OI'PH 1027800518492
HHH 7801009047 KIIIT 780101001
Neo
Ha Ne oT

Komy

O uem?

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

IIpunoxenue: Ha2 1. B 1 3K3.

Pexrop H.0. Qamunus

®amunusa Ums OtaecTBo, MODKHOCTE, HAMMEHOBAHHE CTPYKTYPHOTO MOZpasae/eHns (npy HeoOXONUMOCTH)
8(812)323-07-84 no6.111
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[Ipunoxenue Ne2
K IHCTPYKIHH 1O [eONPOH3BOJICTBY

Pextopy CIIGI'MIICP
,[Ea'ra H(}Mep Dammnua U.0.
oT
Gamunua Hma OtyecTso
3asgBieHne
JlomkHOCTE IToonuce N.0. ®amunus

JaTta
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[Tpunosxernne Ne3
K VIHCTPYKIIHH N0 AETONPOH3BOACTBY

Komy

Damunua H.0,

oT

Damunun Muma Otuectso

Cny:xebuas 3amucka

JlomxHOCTE IToonuce N.0. Gamunua

« » 20 &6




[MTpunoxkenue Nod
K MHCTpYKIMHK 110 JEI0NPOH3BOLACTBY
Hauano doxymenma

KOMHUTET ITO COLIMAJIBHOM ITOJIUTUKE CAHKT-TIETEPBYPTA

CAHKT-IIETEPEYPI'CKOE N'OCY JAPCTBEHHOE ABTOHOMHOE OBPA3OBATEJILHOE VUPEXJIEHHE
BBLICHIEIO OGPA30OBAHW A

«CAHKT-IIETEPBYPI'CKUI T'OCYJAPCTBEHHBIN HHCTUTYT IICUXOJIOTHH H
COLIMAJILHOM PABOTBI»
(CIIGI' UIICP)

INPUKA3

Canxkr-ITetepbypr

O yem
AR ORI . <. s oo s S S T R SR O A
ITPUKA3BIBAIO:
; KoHTpons 3a HcnonHeHHeM NpHKa3a OCTaBIsfI0 3a CO00H.

PexTop H.0. Oamunns



Benymmii cneranuct OCVII

CornacoBaHo:

IIpopexTop nmo yueGHoii pabote
['naBHb1# Oyxrantep

Opucr

JlexaH dakynsTeTa HaumeHoBaHue
Haganmsrux OCVII

C mpuKa3oM 03HaKOMJIEHa:
Gamumua U.0.

Paccoinka:
Opuruaan: 8 00
3n. xonuu: OCVII

34

1.0. Gamunus

H.0. Gamunusg
N.0. ®amunug
HN.0. damunus
H.0. Gamumnus
H.0. Damunug
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[Tpunoxenue Ne5

K MHCTPYKLKH TI0 JeI0IPOH3BOACTBY

CAHKT-TIETEPBYPI'CKOE I'OCYNAPCTBEHHOE ABTOHOMHOE OEPA30OBATEJIbBHOE YVUPEXKJIEHHE
BBICIIET'O OBPA30OBAHNM A

«CAHKT-IETEPBYPI'CKUM I'OCYJIAPCTBEHHBLIA HHCTUTYT
IICUXOJOTUHA U COIUATBHOM PABOTHI»

(CIIGTHIICP)

AKT
npHema-nepenaun en (10KyYMEeHTOB)

Canxkr-Iletepbypr

Hacroammuii akT cocTaBiieH B TOM, YTO HAUMEHOBANUE CIMPYKIMYPHO20 n0Opasdenerus B JIAIE
doascrnocms @amunua Hms Omyecmeo Nepesiaet, a HauMeHosanue omoeaa B JIALe doavicHocms Davunus

Hmsa Omvecmeo NpUHUMAET CEAYIONIHE TOKYMEHTSI:

Ne HaumenoBanue aena (IokyMeHTa) Komuuectro [Ipumeuanue
/o
1.
2,
3.
4,
JlaHHEIT aKT COCTaBJIEH B IBYX IK3EMILIAPAX, 10 OMHOMY IK3EMIUIAPY IS KaXKJ0H U3 CTOPOH
[IEPEJIAJI: I[TPUHAJT:
H.0. ®amunus H.0.
damMunus
(moanwuce) (moanues)
20 T.

»

« » 20 r. «
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[Tpunoxenne Neb
K MHCTpYKIMH 10 JeNOIPOH3BOJACTBY

KOMUTET 1O COLIMAJIbHOM [TOJIMTUKE CAHKT-TIETEPBYPT'A

CAHKT-TIETEPEYPI'CKOE N'OCY JTAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIBHOE YUPEXJEHHUE
BBICIIEI'O OEPASOBAHUA

«CAHKT-IETEPBYPT CKUIf TOCY JAPCTBEHHBIIl HHCTUTYT IICHXOJIOI'MH 1
COIIMAJIBHOM PABOTBI»
(CII6THIIICP)

12 nuuna B.O., .13, nurepa A, Cankr-Iletepbypr, 199178
Ten.(daxe) 323-07-84
E-mail: gipsr(@ksp.gov.spb.ru www.psysocwork.ru

OKIO 23048825 OTrPH 1027800518492 MHH 7801009047 KITIT 780101001

JOBEPEHHOCTH Ne
Canxr-IletepOypr 1IecToe
HIOHA
JIB€ THICSAYH JBaLATh MEPBOTO
roaa

Cankr-IlerepOyprckoe rocynapcTBeHHOE AaBTOHOMHOE O0pa30BaTENIbHOE YUYpPEKIACHHE
Belclero obpaszopanus «CaHkT-IlerepOyprekuit rocyZapcTBEHHBIH HHCTHTYT ICHXOJOIHH —H
counansHoit padortery, MHH 7801009047, B mune pexropa ®amunus Mms Otyectso (macmopr Ne
0000 000000, sermam JUIMMLITIT, XX oM XXXXXXXX paitona Cankt-Ilerepdypra),
JeHCTBYIOIEr0 Ha OCHOBAaHHHM YCTaBa, OOBEpAET JOJDKHOCTh, HAHMEHOBAaHHE CTPYKTYPHOI'O
noapasaenenus ®amunus Mms Otuectso (macmopt Ne 0000 000000, seman JJIMMITTT, TII
NeXX Otrgema YOMC B XXXXXXXX paitone Canxrt-IletepOypra), mNOIy4HTH
.................................. B OPTREMBAINE K o coinvivivunnennsmansodt

HacTosmasn 1oBepeHHOCTD BbLIaHa CPOKOM IO « » 20 roja.
OGpasen noanucH N.0. Gamunus yaocTOBEPALO.
Pextop 1.0.

Damunus



ITpunoxenune No7
K MHCTpYKIHH 110 IETOIIPOH3BOACTBY

O6nokKa aeaa

L g
IO
N D

CAHKT-IIETEPEYPI'CKOE I'OCYJJAPCTBEHHOE
KA3EHHOE VUPEXJIEHME
«IIEHTPAJIbHBIM 'OCYJTAPCTBEHHbBIN APXIB

CAHKT-ITETEPEVYPI A»

(LICA CII6)
CAHKT-IIETEPEYPI'CKOE 'OCYITAPCTBEHHOE ABTOHOMHOE OEPA30BATEIILHOE
VYPEXIEHHME BBEICHIEI'O OBPA3ZOBAHHKA

«CAHKT-IIETEPBYPI'CKHUH I‘OCYIIAPCTBUEHHBIPI WUHCTUTYT
[ICMXOJIOTUH Y COLIMAJIBHOM PABOTBI»
(CII6THIICP)

JEJIO Ne TOM Ne

(3aro/loBoK aena)

(kpaiiHue aTel)

Ha JHCTax
XpaHHuTh

d, Ne
On. Ne
M. Ne




[MTpunoxenne No8
k MHCTpYKUHHM 110 JJEJIOIPOU3BOICTBY

Onuce A€JI MOCTOAHHOIO0 XpaHCHHH

Cankr-ITeTepOyprekoe rocy1apcTBEHHOE
aBTOHOMHOE 00pa3zoBareibHOe
YdpesAeHHE BBICIIEro 00pa3oBaHus
«Cankr-Iletepbyprekuit
rOCYZapCTBEHHEIH HHCTUTYT MCUXOIOTHH
U cOLUanbHOR paboThin

YTBEPXIAIO

(HauMeHOBaHME JOKHOCTH PYKOBOANTENA HIN

@onp Ne HHOTO YIOTHOMOUYEHHOTO HM JTHLIA)
OITHCH Ne
Jel, TOKYMEHTOB IIOCTOSSHHOTO XPaHeHHs (noanmcs) (paciumdposka
MOJNMHCH)
3a rox
(nara)
Ne | MEnexc Kpaiirue | KomnuecTBo
3aroyIoBoK aena IIpumedanus
n/n fiena JIaThl JTUCTOB
1 2 3 4 5 6
Ha3ssaHue paszgena

B naunpmi pasJen onmucH BHECEHO

(undpamMn ¥ NPONIHCEHID)
aen

c Ne

JTHTEpHEIE HOMepa:

mo Ne , B TOM 4YHCJIe

IpOIYILEHHEIE HOMEpa:

HaumeHoBaHHE T0KHOCTH COCTABUTENA OIIMCH

(nara)

HaumenoBanue JOJIKHOCTH PYKOBOOHTEA

APXHEBA (B cnyuae, ecld 33 OPraHU3aLUMI0 aPXHEHOTO XPAHEHMHS
OTBEYaET PYKOBOIMTENL OPraHu3alli{, ONHCE [OANHCHIBACTCA

JIMLOM, OTBETCTBEHHBIM 34 APXHB)

(nata)

COI'JTACOBAHO
[Tpotoxon 9K CII6I' UTICP

oT Ne

(moanucek) (paciundpoBKa NOANHCH)
(noanuce) (paciundpoBka NOANHCH)
VTBEPXKIEHA

[Tporokon [[2ITK ApxuBHOr0 KOMHTETA
Cankr-IletepOypra

oT No
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[Tpunoxenue Ne9
K WHCTPYKIIMH 110 eI POU3BOACTBY

Onuekb 2IeKTPOHHBIX JOKYMEHTOB CTPYKTYPHOI0 NOApa3ae eHus

Cankr-IlerepOyprekoe rocy1apcTBeHHOE
aBTOHOMHOE 00pa30BaTE/IEHOE YUPEIKIACHHE
BBICLIIErO 00pa3soBaHus
«Cankr-IleTepOyprekuii rocynapcTBeHHBIH
HHCTHTYT IICHXOJIOTHH U COUMAIBHOM paboThI»

(HaMMEHOBaHHE CTPYKTYPHOTO TOpazIeNIeHus )
Qona Ne

OIIHCB Ne

37EKTPOHHEIX TOKYMEHTOB

(mocrostHHOTO XpaHeHHs/BpeMenHoro (cBEIme 10
JIeT) XpaHEeHHA/TIO JIHYHOMY COCTaBY)

3a roa
Konuue
3aromoBo Bug u CTBO
Perucrpanu ®
K . 3aroJioBo ¢aitnon
N OHHBIH 065
o | Iux | anmexTpoH K Hara Cpox | (komuue
HOMEp eMm B | [Ipumeu
m/ | ekc | HOTO Jena 3]EeKTPOH | IOKYM | XpaHe | CTBO ..
EKTPOHHO OaliT | aHna
mn | gena | mo o HOTO eHTa HHUSA (hatinos 9
HOMEHKI JOKyMeH B
JIOKYMEHTa B
aType Ta KOHTeiH
epe)
1 [2 3 4 5 6 7 8
B naHHEBIH pa3aen OMHCH BHECEHO
(undpaMu 41 MPONUCHIO)
IEKTPOHHBIX
JIOKYMEHTOB
c Ne o Ne
obBeMoM Oaiit. B ToM uncie

JHTEpHEIE HOMepa:
TIPONYILEHHEIE HOMepa:
K 371eKTpOHHBIM JOKYMEHTaM COCTABJIEHBI PEECTPHI (aiiios.

Hanmenosanue AOJDKHOCTH COCTABHTEIIA OITHCH

(moxnuck) (pacmudpoBKa MOITTHCH)

(nara)

HaumeHnoBaHME TOIKHOCTH PYKOBOUTENS apXHBa
(B ciydae, ecnd 3a OpraHH3alldi0 apXHBHOIO
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XpPaHCHHA OTBEYAET PYKOBOJMUTCIIE OPraHHU3aIliu,
OIIHCH MOAIMHCHIBACTCA JIHLIOM, OTBCTCTBCHHBIM 3a

apxuB)
(moamuce)  (pacmmdpoBKa IIOANKUCH)
(nata)
COI'JTACOBAHO COI'TTACOBAHO
Hanmenosanue JOKHOCTH ITpotokon 2K CTPYKTYPHOTO
pykoBoauTens cayxosr JIOY nofapaseIeHHs
(moarmucs) (pacumdporka
TIOJIITUCH) oT Ne

Jlata
Ilepenan 3JIEKTPOHHBIX JOKYMEHTOB

(uudpaMy H NPONHCHIO)
o0BbeMoM GaiiT

(mudpaMu ¥ IPONUCEHIO)
HaumeHnoBanue JIOJDKHOCTH paboTHHKa
CTPYKTYPHOIO MOJIpa3fieeHns

(moamucs) (pacmupoBKa MOIITHCH)

(mara)
[Mpunsn MEKTPOHHEIX JOKYMEHTOB

(uudpaMyu U NPOMHUCEIO)

OafT

(umdpamu ¥ IPOMKUCEHIO)

Hanmenoranue nomkHOCTH paboTHHKA apXHBa
(JiMna, OTBETCTBEHHOIO 3a apXHB)

(moamnuce)

(nara)

Peectp ¢aitnioB 2NeKTPOHHOTO JOKYMEHTA

(pacmudpoBKa ITOTHCH)

Ne | Ne Hawmmenosanue (aiina
I/TI | 3NEKTPOHHOIQ

JOKYMEHTA 110

OITHCH

Hara u | O6wem (B | Dopmar
BpeMsi Oaiitax) | (Qaiina
MOCJIEIHETO
H3MEHEHH

thaiina




[Ipunoxenue Nel0
K MHCTpyKIMH 1O J€TI0MPOH3BOJICTBY

Onnce gen BpeMeHHbIX (eBbIme 10 j1eT) cpoKOB XpaHeHH

Cankr-TleTepOyprckoe rocyaapcTBeHHOE VTBEPXJIAIO
ABTOHOMHOE 00pa30BaTelIbHOE YUPEKIeHHe
BEICIIEr0 06pa3oBaHis
«Cankr-IlerepOyprekuii rocyiapcTBEHHBIH
HHCTHTYT IICHXOJIOTHH H COLHAJIBHOH

paboThI»
(HaHMEHOBaHHE JOMMKHOCTH PYKOBOOMTENA HITH
Qony Ne HHOTO YIIOJTHOMOYEHHOTO UM JIMLIA)
OITUCE Ne
JielT, JOKyMEHTOB BPEMEHHBIX (moanucs) (pacumdposka
(cBemre 10 51eT) CPOKOB XpaHEHUS OJHCE)
3a rof
(nara)
Ne | Mupexc Kpaiinue Cpok Komuecteo
3aroJjIoBOK Jeia [Tpumeyanus
n/m | nena JIaThl XpaHeHHsI JIHCTOB
1 2 3 4 5 6 o
Haspanue paspena
B nanuei pasgen onucH BHECEHO
(uncppamMu ¥ NpoONKCHED)
zen

c Ne mo Ne , B TOM YHCJIe
JIMTEPHBIE HOMEpA!
IIPOIYILEHHBIE HOMEpa!
HanmMenoBanmne J0KHOCTH COCTABUTENA OITHCH

(moamnuce) (pacwudpoBKa NOAMHCH)

(nara)

HaumeHoBaHHE TOKHOCTH PYKOBOANTEIIA apXUBa
(E clyyae, eclH 33 OpraHH3alMic ApXHBHOTD XpaHeHHA OTREYaeT
PYKOBOOHTC/Ib OpraHd3audd, ONOKHCE TOANMCEIBACTCA  JTHLIOM,
OTBETCTBEHHBIM 32 apXHB)

(moanmce) (pacumdpoBKa NOAMHEH)

(mara)
COI'JTACOBAHO YTBEPXJIEHA
IIporokon DK CII6T'MIICP IMporoxon STIMK II'A CTI6

oT Ne oT Ne




[Tpunoxenue Nell
K MHCTpYKIMH 1O IeTONPOH3BOJICTBY

Onuck IJMEKTPOHHBIX TOKYMEHTOB

Canxrt-IlerepGyprexoe
rocyliapcTBeHHOe
aBTOHOMHOE
obpa3oBartebHOe
Y4peiKICHHE BRICIIETO
obpa3opanus
«Canxrt-IleTepOyprexuii
rocyJapCTBEHHBIH
UHCTUTYT IICHXOIOTHH U
coLHalibHON paboThI»

VTBEPXJAIO

(HaMMeHOBaHHE J0IKHOCTH
PYKOBOIHTENA WIH HHOIO

Donx Ne YIOMHOMOYEHHOTO M JTH1IA)
OITHUCE Ne
3IEKTPOHHBIX (monnucs) (pacuudposxa
JIOKYMEHTOB MOIMHCH)
(mOCTOAHHOTO
XpaHeHHA/BPeMEHHOI 0
(cemre 10 ner)
XPaHeHHA/TIO JTHIHOMY
COCTaBy)
3a roja
(zata)
3aronoBo Bunu Komssem
Ne | Hupe | ane DBI-IHKO BoraoTpazmmy 3amn‘ilmmc Jlara Cpok ool i
o/ Kél ro Kga no Wit BeueR 3NEKTPOHHO OKYMEH | X EHBH Lhtmisecta | SN - | e
A 3NEKTPOHHOTO ? & 13.':1 pHH o ¢aiino B | Oaiir us
" Aela. | BENGHRICTY NOKYMEHTA Ly KOHTEHHEep ax
pe JOKYMeHTa )
1 2 3 4 5 6 7 §
B TaHHBIH pa3feil OITHCH BHECEHO
(umpaMi ¥ NPONHCLIO)
MEKTPOHHBIX
JOKYMEHTOB

¢ Ne 1o Ne
o0BEMOM GaiiT. B TOM uncne

JIUTEPHBIE HOMEPA:

MpOIyIIEeHHEIe HOMepa:

K nmenam cocTaBiIeHE! BHYTPEHHHE OIMHUCH (PEECTPERI) el

HammMeHnoBaHHe JOKHOCTH COCTABUTENL OITHCH

(noanuHee) (pacndpoBka NOANNCH)
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(mata)

HaumMenoBanue JOIIKHOCTH PYKOBOIHTEIIA

apXHBa (B coyyae, eC/H 33 OPraHH3aLMIO APXHBHOTO XpaHEeHHA
OTBEYAET PYKOBOJAMTENL OPraHM3alMH, OMHCh MOAMHCHIBAETCA
JHLIOM, OTBCTCTBCHHEIM 32 apXHB)

(moznuchk) (pacwndposKa noanHcH)
(nara)
COTI'TACOBAHO YTBEPXJIEHA
ITporokon K CII6I'UIICP [Iporoxon LISIIK ApxuBHOro KOMHTETa
Cankr-ITerepGypra
oT Ne oT Ne
Peectp ¢aiinos 3neKTPOHHOI0 TOKYMEHTa
Ne n/mm Ne anexTpoHHOTO Haumenopanue JlaTta u BpeMs ObneM (B ®opmart

JOKYMEHTA I10 OIHCH (aiina [OCJIEIHETO QaiiTax) (aiina

N3MEHEHHS
thaiina
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IIpunoxenne Nel2
K MHCTPYKIIMH 110 JIEIOIPOH3BOICTBY

Onuce e mo JHYHOMY COCTaBY

Canxkr-Iletepbyprekoe rocyapcTBeHHOE VTBEPXIAIO
AaBTOHOMHOE 00pa3oBaTeIbHOE
YUYpEKACHHE BhICIIEro 00pasoBaHHs
«Cankr-Iletep6yprekuii rocyiapcTBeHHBIH
MHCTHTYT IICUXOJIOTHA
H COLHANBHOH paboThI»

(H&I—lM EHOBAHHE NOMKHOCTH PYKOBOIWTENT HITH

Donpg Ne HMHOTO YIOJIHOMOYEHHOTO MM JIHLA)
OITHUCD Ne
JieN, IOKYMEHTOB 10 IHYHOMY COCTaBY (noanuce) (pacumdposka
TOJINKHCH)
3a ron
(nara)
Ne | Mapexc Kpaiinue Cpok Konuuectso
3arooBOK aena [TpuMeyaHus
/i Jena HATEI XpaHEHHs JIHCTOB
1 2 3 4 5 6 7
Ha3spauue pazgena
B naHHEBIH paszen onmucH BHECEHO
(undpamMH ¥ NPOIKCHID)
el

c No 1o Ne , B TOM YHCIIe
JIMTEPHBIE HOMEpa:
MPONYIIEHHEIE HOMEpa:
HanMeHnoBanue HJOJKHOCTH COCTaBHTEIA OITHCH

(noanuce) (pacmmndpoBKa NOANKCH)

(mara)

Hanmenopanue JOKHOCTH PYKOBOIHTEA apXHBa
(B Cly4yae, €ClIH 33 OpPraHH3alHKD apXHBHOTO XpaHCHHA OTBEEYMacT
PYKOBOJIHTENE OpradHH3aLHH, OMHCH NOANHCBIBASTCA  JIHIOM,
OTBETCTBEHHBIM 32 APXHB)

(noanucs) (pacmrdpoBKa MOAMKHCH)

(nara)
COT'JIACOBAHO YTBEPXKIEHA
ITporoxon DK CIT6I'UIICP ITporoxon SIIMK II'A CII6

oT No oT Ne
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[Tpunoxenue Nel3
K VMHCTPYKIHHE 110 AETONPOH3BOICTBY

AKT 0 Heoﬁﬂapymenﬂn APXHBHBIX JOKYMEHTOB, NYTH PO3bICKA KOTOPLIX HCYEePIIAHLI

Cankr-IlerepOypreckoe rocyiapcTBeHHOE YTBEPX/IAIO
aBTOHOMHOE 00pa3oBaTebHOE YUpeKICHHE
BBICIIEr0 00pa3oBaHus
«Cankr-IlerepOyprexuii rocyiapcTBeHHBIIH
HHCTHTYT [ICHXOJIOTHH
H COLMAIBHON paboTeI»

AKT (HAaMMEHOBAHHE A0JIKHOCTH PYKOBOAHTEA HIH HHOTO
YMONHOMOYEHHOTO HM JIHLE)
Ne
(nata)
0 HeOOHApY)KeHHU apXUBHEIX JOKYMEHTOB, (moamucs) (pacmndposka noanncH)

ITYTH PO3BICKA KOTOPLIX HCYCPIIAHEI

(nara)
Hasanue u Ne gponna
B pesynsTarte
YCTaHOBIIEHO OTCYTCTBHE B (DOHJE NepeuHCIIeHHbIX HHXKe Aesl (HOKYMEeHTOB), peNpHHSITEE apXHBOM
MEpEI 10 PO3BICKY €] NOJI0KHUTENBHBIX PE3YIBTATOB HE JaJIH, B CBA3H C YEM CUMTAaeM BO3MOKHBEIM CHATE
C yyera:

Ne | Onmcs Enxp. | 3aronosoxea.xp. | Kpaitnme | Kon-o nuctos | Ilpegnonaraemeie | ITpumeuania
n/n Ne Ne (apxHBHBIX aaTel (Bpema TNPHYHHBL
NOKYMEHTOB) 3BY4aHH, OTCYTCTBHA
MeTpax, 0aiiT)
1 2 3 4 3 6 7 8
Hroro el. Xp. (ApXHMBHBIX JTOKYMEHTOR

(undpamMy ¥ NPOMHChID)

Copeprxanue yTpaueHHBIX JOKYMEHTOB MOKET ObITh YaCTHYHO BOCHOIHEHO CAEIYIOMIUMHE 1. XP.
(mOKyMeHTaMH):

(NoNe ef1. Xp. M HX FPYNNOBbIE 3ArON0BKH)

HaumeHnoBaHue HJOIDKHOCTH PYKOBOIHUTCIIA

apxXHBa (p cayuae, €cTH 32 OPraHH3AUMIO APXHBHOIO
XPaHEHHA  JOKYMEHTOB  OTBEYAeT  PYKOBOJMTENE

OpraHH3alHHM, aKT NOANHCBEIBACTCA NTHOOM,
OTBETCTBEHHEIM 3a E[JJ(HB:I

(noanwce) (pacLundpoBKa NoANHCH)
(nara)
YTBEPXJIEH COI'JTACOBAHO
(npu HeoOHapyxweHMM [Oen ApXHBHOro (QoHza
Poccuiickoii ®enepatiin)
ITporokon IIDIIK ApxuBHOro KOMHTETA ITporoxon DK CIT6I'MITCP
Canxrt-Ilerepbypra
oT Ne oT Ne

W3meHeHus B y4eTHEBIE JOKYMEHTEI BHECEHBI
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HaumenoBanue nomkHocTH paboTHHKa

(noanuce) (pacmmn(poska noanucH)

(mara)
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[Ipunoxenue Neld
K HHCTP}’KT_[HH 10 OeJIOIIPOH3BOIOCTBY

AKT 0 BBIIeJIEHHH K YHHUYTOXKEHH K0 (APXHBHEBIX) JOKYMEHTORB, He IO/LJIeKAIMHX XPAHEHHI0

Cankr-Iletepbyprekoe rocynaperpeHtoe VTBEPXJIAIO
aBTOHOMHOe 00pa3oBaTenbHOe YUpeKIeHHe

BBICILIEr0 0Opa30BaHHs
«Cankr-IleTepOyprekuii rocyiapcTBEHHBIH

HHCTHUTYT IICHXOJIOTHH

H COIMAILHOH paboThI»

AKT (HauMeHOBaHHE HOKHOCTH PYKOBOAUTENA HIH HHOTO
YIONIHOMOYEHHOr0 UM JIHLIA)
Ne
(nara)
O BBIZIEIEHHHU K YHHUTOMKEHHIO (ApXHBHBIX) (noanuce) (paciugposka noamic)
JOKYMEHTOB, HE IMOUIeKALMX XPAHEHHIO
(nara)

Ha ocHOBanuH

(Ha3BaHHE M BBIXOHbIC 1AHHBIC NEPEUHA JOKYMEHTOB C YKa3aHHEM CPOKOB UX XPaHCHMA)
DTOGPaHBI K YHHYTOIKCHHIO KaK HC HMCIOILIHC HaY‘iHO-HCTopH‘ICCKOﬁ LICHHOCTH H YTPATHBIIHE
NpaKTHYECKOe 3HaYeHHue NoKyMeHThI ponaga Ne

(N u HazBaHue oHa)

NaeNe
OITHCH
(mpu C
BBIJCNCHHH K POKH
3aroyIoBoK GHEATO No en.xp. mo XpaneHi
ena OMHUCH
Ne A & e i Komuuectso | 1 NeNe
(rpynnosoit | I'oxsr npH (MHIEKC 110 . | Ilpameganus
n/n NOArOTORKE en.xp. (mem) cTaren
3aroI0BOK ek HOMEHKJIATYpe 4
JIOKYMEHTOB) nepenase 8 nen)
i TIEPEYHIO
OpraHH3aluxy,
rpada He
JATNOJHACTCH)
1 2 3 4 5 6 7 8
Hroro el.Xp. (e, 3eKTPOHHBIX JIEN) 33 FOIBI.

(umdpamu ¥ NPONHUCHID)

OnmcH el IOCTOAHHOTO XpaHeHH 3a roae! yreepikaens! 11K

(HauMeHOBAHUE APXUBHOTO YIPeKAeHH)
MIPOTOKON OT Ne

HaumeHOBaHEHE AOIKHOCTH PYKOBOIOHTENA apxHBa
(B cnyuae, ecnu 3a OPraHHIAUMIO APXMBHOTO XPAHEHMH OTBEHAET
PYKOBOAHTEIIB OpraHv3aln-, aKT NOJANHCBIBACTCH JHLOM,
OTBETCTBEHHBIM 33 APXHB)

(rmoanuce) (paciun(porxa NOAMHCH)

(mara)



49

COI''TACOBAHO VTBEPXJIEH
[Ipotoxon 3K CIT6I'MIICP [Tpotoxon LIDTIK ApXHBHOrO KOMHTETA
Cauxr-IletepOypra
oT Ne oT Ne
JIOKYMEHTEI B KOJIUYECTBE en.xp.(men, 3NeKTPOHHBIX AeN):
- Ha OyMa)XHOM HOCHTEJIE BECOM KT. CIaHBI Ha YHHUYTOKEHUE

- Ha JJICKTPOHHOM HOCHTEJIE CAaHbl HA YHHYTOMKCHHE

(cnocoG yHHUTOXKEHNA)

HaumeHopaHue NOMKHOCTH pabOTHHKA,
CIaBIIEro JOKYMEHTEI

(noanuce) (paciundposka MOAMUCH)
(nata)
W3menenus B ydeTHBIE JOKYMEHTEI BHECEHEI
Haumenoranue HOMKHOCTH paboTHHKA
(noaruce) (pacuudpoBka NOAMHCH)

(nara)
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IIpunoxenue Nel5
K MHCTPYKIMH O JENONPOH3BOLACTBY

AKT npueMa-neperavd apXuBHBIX JOKYMEHTOB Ha XpaHeHHE

VTBEPXJIAIO YTBEPXIAIO
(HauMeHOBaHHE JOMKHOCTH PYKOBOIHTEINS HITH (HanMeHOBaHKe NO/KHOCTH PYKOBOANTE/A HIH HHOTO
MHOr0 YIIOTHOMOYEHHOTO MM JTHLA YNOJAHOMOYEHHOI0 HM JTHLIA OpraHH3alny,
OpTraHH3alLHH, Nepenarolle J0KyMEHTEI) NpHHUMAIOILE] TOKYMEHTBI)
(noamnucs) (pacumdpoBKa NOAMHCH) (noanuce) (pacLum¢poBKka NOLNHCH)
(nara) (meuaTr) (mara) (meuarts)
AKT
Ne

(narta)
[IpHeMa-Tnepeaays apXHBHBIX
JOKYMEHTOB Ha XpaHeHHe

(ocHOBaHME Niepenavun)

(Ha3aHue nepenasaemoro doHaa)

cal,
(HasBaHMe OpraHU3ALMH, Nepeialolel! J0KYMEHTbI)
IPHHAI
(Ha3zBaHHe OpraHM3aLMK, NPUHUMAKOLIEH TOKYMEHTHI)
[TpuHHMaeT Ha rocyaapcTBEHHOE XPaHEHHE JTOKYMEHTHI 3a
(roabi)
H CIIPaBOYHBIH annapar K HUM:
Konunuectro
KomuuecTtso
Ne /i | Hazpanue, No orucu Aen, JOKYMEHTOB | 3K3eMIUISPOB S [Tpumeuanus
OITHCH AR
1 2 3 4 5
Hroro npunsto eI.Xp.
(uudpamu 1 NPONUCEIO)

[Tepenauy nponssenu: [Tpuem mpoussen:

(momuxHOCTE) (noxnucs) (paciundposka (mom#HOCTS) (moanuce)  (paclumdgpoBka

MONMCH) NOATNHCH)
(nara) (nara)
@oHay NpHCBOEH
Ne
W3meHeHHA B yYeTHBIE JOKYMEHTHI BHECCHE]
HaumenoBanue TOIKHOCTH pabOTHHKA
(noanuce) (pacwndposKa NOANUCH)

(nara)
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[Tpunoxenue Nol6
k WHCTpYKLHHM 110 JeIONPOH3BOICTRY

JIner-3 ABEPHTEIb aeJ1a

JIUCT-3ABEPUTEJIb JIEJIA Ne

B nmene mommuTo B NpoHYMEPOBAHO JTUCTOB,
(uudpamu ¥ MPOOKUCEHIO)

¢ No o Ne , B TOM YHCe:

HHTC]JHE[@ HOMEpDAa JIMCTOB

2

[MTponyuieHHBIe HOMEpPA THCTOB

+ INCTOB BHYTPEHHEH ONUCH

OcobeHHOCTH DU3HUECKOTO COCTOAHHS H (JOPMHPOBAHUS €A Homepa nucros

1 2

HaumeroBaHME JOIKHOCTH pabOTHHKA

{(noanuce) (paclundpoBka NOAMNUCH)

(nata)
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[Tpunoxerue Nel7
K HHCTPYKH,HH 1o ACIOIIPOH3BOACTBY

BHYTPEHHEH OIMHCHL MOKYMEHTOB JeJia

BHyTpenHsas onuck TOKyMeHTOB aejia No

Ne n/n Perucrpanuonusiii Jdara 3aronoBok NeNe maeros 1TV r——
B Ne noKkymeHTa AOKYMEHTA JAOKYMEHTA aena P
1 2 3 4 5 6
Hroro: JOKYMEHTOB.
(undpamu 1 Nponucko)
KonugecTBo nucTOB BH}/TDEHHEFI OITIHCH JUI.
(uudpamu 1 MPOTIHCEIO)
HanMeHoBaHNe H0/DKHOCTH JINIA,
COCTABHUBIIEr0 BHYTPEHHIOIO
OMHCH JOKYMEHTOB JIeNIa
(noanucs) (pacwndpoBKa NOAMTHCH)

(mata)
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[Mpunoxenue Nolg
K MHCTpYKIIHH ITO AETONIPOH3BOACTBY

HomenkaaTypa aes oprannsanun

CaHkT-ITeTepOyprckoe rocyapcTBeHHoe aBTOHOMHOE

obpasoBaTesibHOE yupeKIeHHe Bbiciiero 06pazosaHius

«Cankr-IlerepOyprckuii rocy1apcTBeHHBIH HHCTHTYT
MNCHXOJOrHH H CDHP{aJ'JbHDﬁ paﬁom»

YTBEPX/IAKO

Pexrop CII6GI'MTICP

(nauMeHoBaHHe rocy1apcTBEHHOrO OPrana, opraHa MecTHOro
CaMOYTpaB/IeHHs, OPraHu3alHu)

(HanMeHOBAHHE NOIKHOCTH PYKOBOINTENA HIIH HHOTO

YNOIHOMOYEHHOIO HM JTH ua)

HOMEHKIJIATYPA JIEJI
Ha rof,
(noanucs) (paciungpoBKa MOIMHCH)
(nata)
U Koa-so Cpok xpaHeHH:A
HIEKC -
3aroyIoBOK ziea TOMOB u Ne crareit mo [Ipumeuanus
Jena
(qacTeii) [IEPEHHIO
1 2 3 4 5
Hazpanue pasnena
I I | |
Havansuuxk obmero otnena TTodnuce H.0. Gamumusa
ApxuBapuyc IToonuce H.0. Gamunus
«_» 20__r.
COTI'TACOBAHO YTBEPXJIEHA
ITporoxon 3K CIT6I'ITICP ITporokon DIIMK III'A CII6
OT«__ » 20 r. Ne OT «___ » 20 r.Ne




Hrorosas 3anuck 0 KaTeropHsX H KOJHYECTBE JIell, 3aBE/ICHHBIX B roJly B OpraHu3anHu

B Tom uncne

ITo cpokam xpaHeHHs Bceero

[Tepexomsmux C ormetxkoit «IITK»
1 2 3 4

Ha 6ymakHoM HOCHTENE
(npu mamuuuu rubpuauex gen, ToM(a) va GymMamHOM HOCHTeNe yuHTHLIBAIOTCS B paziene Tabmuusr «Ha Gymasxuom HocuTeney,

TOM(a) Ha JNCKTPOHHOM HOCHTE/Ie YUMTHIBAIOTCH B pasaene Talauiel «DIeKTpoHHEIXY)

IlocTosnHOTO

Bpemenroro (cesire 10 net)

Bpemennoro (mo 10 net
BKIIIOYHTEIIEHO)

DIeKTPOHHBIX
(NpH HAMMYAM rUGPUIHLIX fef, ToM(A) HA GYMAKHOM HOCHTENE YYWTLIBAIOTCA B pasjiene Tabmuuel «Ha GyMakHOM HOCHTENEN,
TOM(a) Ha DEKTPOHHOM HOCHTENE YHUTHIBAIOTCA B pazjiele Tabauuel «IIeKTPOHHEIXY):

ITocTossHHOTO

Bpemennoro (cermie 10 set)

Bpemennoro (o 10 net

BKJIFOUHUTEIBHO)
WTOI'O:
Havansruk obuiero otiena
(nonnuce) (paciuudposka moanucu)
(nara)
{TOTOBBIE CBEIEHHS nmepenaHel B apxue
ApxuBapuyc
(noanuce) (paciumdpoBka noanucH)

(nara)
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[Tpunoxenue Nel9

K MIHCTpyKLMH 110 [eIOTIPOH3BOICTBY

CAHKT-TIETEPEYPI'CKOE TOCYIAPCTBEHHOE ABTOHOMHOE OEPA3OBATEJIEHOE VUPEXIEHHUE
BBICIIEIO OBPA3OBAHHA

«CAHKT-IIETEPBYPI'CKHI T'OCYJIAPCTBEHHBIM HHCTHTYT
IICUXOJIOT'MH U COLIMAJIBHOM PABOTBI»

(CIIGCUIICP)
IMPOTOKOJ
Ne
Cankr-IlerepOypr
IIpencemarenbeTBYIOMMIA:
Cexperaps:
ITpucyrcrBoBann: XX yenoBek (CHHCOK IIpUIaraeTcs)
INOBECTKA JIHSI:
1, O Mmepax mo peanusauuu (eaeparbHOH IeTeBOH mporpaMMbl (AOKNaZ MpopekTopa Mo
y4ebnol pabore @amunus H.0.).
2

1. CJIVIHAJIN: ®amvunmusa KU.O. - TekeT moxsana MpuiaraeTcs.

BBICTYTIHJIH:
Qamunua H.0O. - kpaTkas 3anHCh BRICTYIUIEHUS.
®amunua M.O. - KpaTkas 3anHCh BEICTYIUICHHA,

PEHIHJIN: (IIOCTAHOBUJIN)

1.1. ChopMupoBaTe BpeMeHHbIE TBOPYECKHE KOJUIEKTHBBEI [0 pEalH3allMH IPOEKTOB
(henepanbHO 1ENEBOI MPOrpaMMBHI ...
1.2. IToAroTOBHTS ¥ YTBEPAUTH IUIaHEl pabOTHI 10 MPOeKTaM (hefepanbHOM LEIeBOH POrpaMMBl

2.

IIpemcenaTenbCTRYIOMIHI IToonuce N.0. Gamunus

Cekpertapb Ioonuco H.0. Gamumus
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[Mpunoxenue Ne20
K MHCTpYKUHH 110 AE/I0NPOH3BOACTBY

CAHKT-IIETEPEVPI'CKOE I'OCY JAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIBHOE VUPEXTIEHHE
BBICIIET'O OBPA30BAHKAA

«CAHKT-IIETEPBYPI'CKHM I'OCYIAPCTBEHHBIH HHCTHUTYT
IICUXOJIOTHA U COUUAIBHON PABOTBI»

(CIIGTUIICP)
YTBEPXJIAIO
Pextop CITIOI' ITICP
H.0. ®amunus
« » 20 r.
AKT

00 YHHUTOKEHHH MedaTeil H ITAMIOB

Cankr-IletepGypr « » 20 ropa

JKcnepTHas KOMHCCHS 10 MPOBEJSHUIO SKCIIEPTH3EI LIEHHOCTH JOKYMEHTOB B COCTaBe:
npezicesiaTeb KOMHCCHU:

— pomkHocTh Pamunug Mma OTtaectBo,

YJIeHBl KOMHCCHH

— momxaocTs Gamunus Mma Otuectso,

— poinxHOCTh Pamunus Mmsa OtuecTrO,

— momkHocTh Pamunus Mma OtdecTBo,

— pomkHocTh Pamunusg Mmg OrtdectBo

B CBSI3H C NPUYUHA YHUYIMOICEHUA,

COCTaBHJIA HACTOAIIME aKT O TOM, 4TO «__ » 20 r.B q MHH. TIPOU3BEICHO
HHYTOXKECHHE H}"I'EM paSPE?.ﬂHHH Ha MCJIKHE 9aCTH CICOYIONIHX nevyarei H IITAMITOR:
Ne Hanmenosanue OrrHCK
n/m
L.

DKenepTHas KOMHCCHS TIPHIIIA K 3aKIFOYEHHIO, YTO IPEANPHHATHIE MEPEI NPHBENH K MOJIHOMY
PaspYIIEHHIO TIEYaTAOIKX OBEPXHOCTEH MeYaTeil M IITAMIIOB, HE JOMYCKAOIEMY BO3MOKHOCTH MX
BOCCTAHOBJICHHS U JANBHEHIIET0 HCITONB30BaHHUS.

Ilpencenarens KOMHCCHH: IToonuce H.0. Gamunus
Y1eHBI KOMHCCHH: Hodnuce H.0. Gamunus
Hoonuce H.0. ®amunus
Hoodnucw H.0. Gamunus

Hoonucew H.0. Oamunusg
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[Ipunoxenue Ne21
K MHCcTpyKIuy no aenonpou3BoacTBy

HomenkaaTypa JeJ CTPYKTYPHOTO MoApasae/ienns OpraHu3amnu

Cankr-Tletep6yprekoe rocyiapcTBeHHOE aBTOHOMHOE YTBEPXAIO
obpa3sopate/ibHOE yupeKISHHE BBICILEro 00pa3oBaHus
«Cankr-ITerepGyprekuii rocyaapeTBeHHbIH HHCTHTYT Pexrop CITSTHIICP

MCHXOJIOTHH H COLLHEUH:HO.ﬁ paGOTb[}}

(HaHMCHOBAHKE rOCY1aPCTBEHHOTO OPraHa, OpraHa MeCTHOro
CAMOYTIPABICHHs, OPraHU3aLHH)

(HamMeHOBAHNE JOHKHOCTH PYKOBOAMTE/A MIH HHOTO
YIIOJHOMOYCHHOTD MM IIHL[&)

HOMEHKIJIATYPA JIEJI
Ha rox
(moanuck) (paclun(poBKa MOIMHCH)
(nara)
Watisic Kon-Bo Cpok XpaHEHH
e 3aroyoBOK mena TOMOB 1 Ne crareii o [Tpumevanus
(4acreit) TIEPEYHIO
1 2 3 4 5
Hazpanue paszena

Haumenoranue JAOJDKHOCTH PYKOBOJMTEILA
CTPYKTYPHOTIO MOIpa3aeIeHHs Iodnuce HU.O. damunusa

«_» 20 r.

COT'TTACOBAHO
ITporokon 3K CIT6I'UIICP
OT« » 20 . Ne




[Ipunoxenne Ne22
K MHCTpYKIHH 1TO ASIONPOH3BOACTBY

CAHKT-IIETEPEYPI'CKOE 'OCY JAPCTBEHHOE ABTOHOMHOE OBPA3OBATEJIBHOE YYPEXKIEHHE
BBICIHEIO OBPASOBAHHA

«CAHKT-IIETEPBYPI'CKHM I'OCYJIAPCTBEHHBIN UHCTUTYT
IMCHXOJOTHHA U COIUAJTBHOM PABOThI»

(CIIGTAIICP)

Kyphnaa yuera BXOAAUMHX/HCXOAAMMNX JOKYMEHTOB
AJIM1 CJIY;KeOHOTo NMoJIL30BAHUS

Ne Hara Hara Kpatkoe conepxanue Komuuec | OrMerka o | Mcnonnu
/Tl | MOCTYIJICHHs | HMCXO/AIIEro JIOKYMEHTa TBO NOJyYEeHH TENb
JNIOKyMEeHTa IIOKYMEHTa JUCTOB | W/BO3BpaT
e
Hcenonunut
enem
1 2 3 4 5 6 &
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[Npunoxenune No23
K MHCTPYKIMH 10 JEIOIPOU3BO/ICTBY

CAHKT-TIETEPBYPI'CKOE IN'OCY JIAFCTBEHHOE ABTOHOMHOE OBPA3OBATEJIEBHOE VUYPEXJEHHE
BBICLIET'O OBPA30OBAHMSA

«CAHKT-TIETEPBYPI'CKHH I'O CYI[APCTP:_EHHBIﬁ HHCTUTYT
IICUXO0JIOTUHU U COHUAJTBHOU PABOTbI»

(CTI6T ITICP)

Kypnan ydera 3/1eKTPOHHO-UH(POBLIX NoAnHcei (KiIoyeii)

Ne Tun Kon-go damunus Pocruce B Hara Pocnucs | [lara
n/n | Hocutensa, | daittos HoIy4aTe’s NOJNyYeHHU | TMONydYeHHA | BCAade | caaud
ero
YYETHEBIH
HOMEp

1 2 3 4 5 6 7 8




[Tpunoxenne Ne24
K UHCTpyKIMH 1O He10NPOH3BOACTRY

CAHKT-TIETEPBYPI'CKOE I'OCYJAPCTBEHHOE ABTOHOMHOE OBPA3CBATEJIBHOE YUPEXKJIEHHWE
BBICHIETO OBPA3SOBAHWA

«CAHKT-TIETEPBYPI'CKH I'OCYJIAPCTBEHHBIM HHCTUTYT
IICUXOJOIUH U COIIMAJIBHOM PABOTEI»

(CIIGTAIICP)

OGpa3sen HTOroBoO¥i 3alIHCH 0 KATEropHAX U KOJIHYeCTBe Je,
HAXOASIIIHXCH B IPOH3BOJACTBE B COOTBETCTBYIOIIEM IOy

"(aMuHs, UM, OTYECTBO (IIPH HAJTHYHHN) HOTAPHYCA, €ro JJOJDKHOCTS;
HaUMEHOBAHHE HOTAPHAILHON MalaThl ¥ HOTAPHATLHOTO OKpYra HITH
HaHMEHOBaHHE TOCyJapCTBEHHOH HOTapHAIbHOH KOHTOPHI)"

Hrorosas 3anuch K HOMEHK/JIATYpe €1

ITo cpokam xpaHeHUs Beero B Tom umcne rnepexonsumx

1 2 3

Tloctoauuoro

Bpemennoro (ceenue 10 ner)

Bpemennoro (a0 10 ner
BKJIIOYHTE/IBHO)

Cpok XpaHeHHs KOTOPBIX He
YCTAHOBJIEH

Hroro:

HacnencTReHHBIX nen

HaumenoBanue 10/DKHOCTH JIHLIA,
COCTABHBIIIETO HTOTOBYIO 3aIUCh

(nmoanuce) (pacumdposka moANHCH)

(nata)
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[Ipunoxenue Ne25
K IHCTPYKIIMH 110 A€A0MPON3BOICTRY

IIpumepHbIii NepeyeHb J0KYMEHTOB, NOAJIEKAIHX YTBEPKIEHHIO

1.LAKTBI (nmpoBepox ¥ peBH3Mi; IIpHeMa 3aKOHYEHHBIX CTPOMTENBCTBOM OOBEKTOB,
obopyoBaHHA; IKCIICPTH3BI; ICpeladn Je/; JTUKBHIOAUKA OpraHUu3alui, yIpeKAcHNH, NPeATpHATHH 1
T.4.).

23AJJAHMS (Ha npoexTHpoBaHHe OOBEKTOB, TEXHHYECKHIX COOPYKEHHH, KaIHTalIbHOE
CTPOMTEINRCTBO;, Ha [POBEACHHE HAYYHO-HCCICSHOBATENBCKHX, [MPOCKTHO-KOHCTPYKTOPCKHX H
TEXHOJIOTHYECKHX paﬁ OT, TEXHHYCCKHE H T.I. )

3. MHCTPYKIHHU (npasuia) (10KHOCTHEIE, IO JRJIONPOH3BOJACTBY; TeXHHKE 0€30MacHOCTH;
BHYTPEHHETO TPY/JOBOT0 pacropsaka | T.m.).

4 METOJJUMYECKHE PEKOMEHJIALIMW, METONUYECKHE YKA3AHUAL
5.HOMEHKIJIATYPA JIEJI OPTAHHU3ALIUA

6.HOPMbBlI W HOPMATHUBBI (pacxonga ChIpbS, MAaTEpHAIOB,  3JEKTPOIHEPTHH;
TEXHOJOTHYECKOT0 IPOEKTHPOBAHUS; YHCIEHHOCTH PabOTHHKOB M T.11.).

7.0ITUCH nen (mocrossHHOro, BpeMeHHBIX (cBbimie 10 1eT) CpOKOB XpaHEHHS H IO JTHYHOMY
COCTaBY).

8.0OTYETDI (o npou3BoAcTBeHHOMH AeATeIbHOCTH, KOMAHIKPOBKaX, HAy4HO-HCCIIeJ0BaTEIbCKHX
pabotax u T.11.).

9.IIEPEYUHU (momxHocTeH paboTHHKOB ¢ HEHOPMHUPOBAHHBIM pabouuM JHEeM; NPeAnpHATHH, Ha
KOTOPLIB PEI.CHPOCTPE.HSIIOTCR OHPC,I[EJ'IEI—IHBIG JIBIOTEI; THIIOBBIX ,&OK:{MEHTGJIBHBIX MaTepHﬂ.J’IOB,

ofpa3syiomuxcs B IeqTelbHOCTH MHHHCTEPCTR, BeZIOMCTB M APYTHX OPraHu3aIuil, ¢ yKa3zaHueM CPOKOB
XpaHeHHs MaTepuaioB 1 T.1.).

10.IINTAHBI (mpou3BOACTBEHHBIE; CTPOUTEIBHO-MOHTAKHBIX, MPOEKTHO-H3BICKATENECKHX,
Hay4HO-HCCIIENOBATENbCKUX paboT; BHEAPEHHS HOBOH TEXHUKH; pAacCHpeleeHdus NPOAYKLHH 10
YCTAHOBIIEHHOM HOMEHKJIATYPE; JOXOJOB IO JKHIHIIHO-KOMMYHAIEHOMY PEMOHTY; paboTEl KOMIErHH,
Hay4YHO-TEXHHYECKOI'0 COBETA, YUCHOI'0 COBETA U T.IL).

11.ITOJIOXXEHMSI (06 opraHu3aiiy; 0 CTPyKTYpPHOM II0Apa3ie/IeHHH; O MPEeMHUPOBAHHK H T.1I.).
12.ITPABUIJIA

13.ITIPOTPAMMGBI (npoBeaerust paboT H MEPONMPHATHIT; KOMAHIUPOBOK U T.11.).

14 PET'JIAMEHTHI (B T.4. pernaMeHThl OM3HeC-IIpOLIECCOB).

15.CMETBI (pacxomoB Ha cojep/kaHHe anmaparta yOpapieHHs, 3JaHMH, [OMCLICHHIL,
COOpPYIKECHHIH; HCMOIB30BaHHA CPEACTB (DOHMA MPENPHATHS; Ha IOArOTOBKY H OCBOCHHE MPOH3BOJICTBA
HOBBIX M3/I€JIHii; Ha KAIHTAJIbHOE CTPOHTEIRCTBO H T.11.).

16.CTAHJIAPTBI (rocynapcTBeHHbIE, HALMOHAIBHBIE, OPraHH3alKdH, OTPACIIEBEIE).
17.CTPYKTYPA U IUTATHAA YACITEHHOCTD.

18. VHUOUITMPOBAHHEIE ®OPMLI JOKYMEHTOB

19.YCTABBI.

20.IIITATHBIE PACITMCAHIS u u3MeHeHUA K HHM.
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[Ipunoxenue Ne26
K VIHCTpYKIHH 110 JAETONPOH3BOACTBY

Hpumepumii nepe4yeHb BHAOB JOKYMEHTOB, HA KOTOPLIX IPOCTABJMETCH OTTHCK
nme4YyaTH

1LAKTEI (mpuema 3aKkOHHYEHHBIX CTPOHTENBCTBOM OOBEKTOB, 00OpYHOBaHHS, BBIIOIHEHHEIX
paboT; crMcasus; SKCIEPTU3bI H T.1L.).

2.APXHBHBIE CITPABKH.

3.JIOKYMEHTBI HAJIOTOBOH OTYETHOCTH.

4, 3AKJIIOYEHH A U OT3BIBEI Ha agTopedepars.
5.3ASBJIEHUS (ua akkpeanTHB; 00 OTKa3e OT aKLENTa u T.1. ).
6.MCIIOJIHUTEJIbHBIE JIUCTBI.

7.HOPMBI pacxona.

8.OBPA3Ibl orTHckoB newareif ¥ noanmuceif paGOTHHKOB, MMEIOLIHX IIPABO COBEPLICHHS
(HMHAHCOBO-X03AMCTBEHHBIX OTIEpAIlHH.

9.IIMCBbMA rapanTuiinsie (Ha BbIIOJIHEHHE paboT, YCIyT).

10.ITopyuenus (GromkeTHele, GaHKOBCKHE, IIEHCHOHHBIE, IIIATEXKHbIE, HHKACCOBBIE B OaHK HA
II0JTy9€HHE HHBATIOTHI CO CYETOB, IEPEBOJL BAIIKOTHI).

11.ITPEACTABJIEHHWA n xonataiicTBa (0 HarpaXIeHHH OpICHAMU U MENANAMH; MPEMHUAMH U
T.L.).

12.PEECTPLI (uekoB, nopyuenuit, npeacTaBiseMbIX B 0aHK).

13.CMETHBI pacxonos (Ha cozep:kaHue anmapara yrnpapieHHs; Ha KalbKyJISALHIO K TOTOBOPY H
T.A.)

14.COT'JIAIIIEHH L.

15.CTIPABKHM (1HMUTHBIE; O BBIILIATE CTPaxXOBBIX CyMM; 00 HCIIONBE30BAHHH OIOIMKETHBIX
ACCHTHOBAHHIH Ha 3apIIiaTry; 0 HAYHCIIEHHOI H MpHYATaromeiics 3apiaTe 1 T.A.).

16.CIIEHM®UKALINHA (i3aenuii, TpOLYKIMA | T.1.).
17.TUTYJIEHBIE CITUCKMH.

18. Y JOCTOBEPEHHA.

19.YCTABEI opranu3zaruii.
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[Tpunoxenue Ne27
K MHCTpYKIMHM 110 Je0IPOU3BOICTRY

Cxema npHMeHeHHs YIVIOBOIO PACIIOJIO/KEHHs] PEKBH3HTOB H IPAHHUIL 30H Ha GaHKe
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Komurer no counansHoil noauTHke
Cangr-Tlerepdypra

Cankr-ITerepGyprekoe rocylapeTBeHHOE ABTOHOMHOE
ofipazosarensHoe yUpemIeHne Beicuiero oGpazonanns

«CAHKT-NIETEPBYPTCKHiil TOCYIAPCTBEHHBIII
HHCTHTYT NCUXOJOIMH H COUMAJTBHOH PABOTBI»

(CII6I UTICP)
12 numma B.O., 1.13 nurepa A, Cankr-TTerepGypr, 199178
Ten.(daxc) 323-07-84
E-mail: gipsr@ksp.gov.spb.ru www.psysocwork.ru
OKIIO 23048825 OT'PH 1027800518492
HHH 7801009047 KIIIT 780101001

No
Ha Ne aT

ExxeMecsaunas nHGoOpMaLys 10 BaKaHCHAM
PYKOBOIHTENEH

[Ipnnoxenne Ne28
kK MHCTPYKUHY 10 AETOIPOH3BOACTBY
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[punoxenue Ne29
K VHCTPYKIIHH 110 J€JIOIPOU3BOJICTBY

KOMMTET 10 COLIUAJIbHOU ITOJIUTUKE CAHKT-IIETEPEVPTA

CAHKT-TIETEPBYPI'CKOE I'OCYIAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIBHOE
VUPEXJIEHUE
BBICITIETO OBPA3OBAHUS
«CAHKT-TIETEPBYPI'CKHII TOCYIAPCTBEHHBII HHCTHUTYT IICHUXO0JOI'HA U
COIIMAJIBHOM PABOTBI»
(CIIGTHUIICP)

12 muans B.O., x.13, nutepa A, Cauxr-TlerepOypr, 199178
Ten.(pakc) 323-07-84

E-mail: gipsri@ksp.gov.spb.ru www.psysocwork.ru
OKIIO 23048825 OTPH 1027800518492 MHH 7801009047 KIITT 780101001




