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(PaspaboTaHa Ha OCHOBe NMPUMePHOM VHCTPYKLUMM NO Aenonpon3BoACTBY B rocy-
[APCTBEHHbIX OpraHax, YUpeXkaeHusx, Npeanpuatuax 1 Apyrux opraHmsaumnsax
Pecnybnukn TamKuUKUCTaH, YTBepXAeHHOW [locTaHoBneHem [lpaBuTenbCTBa
Pecny6nmkn TampkunkucTtad ot 28.07.2017 r. Ne358, VHCTpyKuMn No aenonpoms-
BOACTBY MwuHMCTepcTBa 00pa3oBaHMs M Hayku Pecny6nukn TamjKukuctaH oOT
14.09.2017 1. Ne3856 1 MHCTpyKLMK MO Aenonpon3soactTsy MmnHucTepcTso obpa-
30BaHMA 1 Hayku Poccum o1 30.12.2010 r. Ne2232, 1 B cOOTBETCTBUM C [NpaBuna-
MW [e/0npon3BOACTBa (heflepasibHbIX OpraHoB MCMOMHUTESIbHOW BNacTw, YTBep-
X[AeHHbIMW  TlocTaHoBneHnem [paBuTensctBa Poccuiickoin  Pefepaummn  OT
15.06.2009 r. Ned477 v MNonoxeHnem o KaHuenapum PTCY, yTBepKAeHHbIM YYe-
HbIM coBeTOM YHMBepcuTeTa oT 30.12.2015r., npoTokon Ned n npukasom Nel79 ot
31.12.2015r.).

I. OBWKME NMONOXEHWNA

1.1. WHCTpyKUmMa No [Aenonpoun3BOACTBY B MEXIOCyLapCTBEHHOM 06pa3oBa-
TelbHOM YUpeXxeHnW BbiCLLero 06pasoBaHUs «POCCUACKO-Tamkukcku (Cna-
BAHCKWIA) YHUBepCUTET» (fanee - VIHCTPYKUMA) yCTaHaBNMBaeT npaBuia BeLeHNs
[e/10Npon3BOACTBA U pPerniaMeHTUpyeT paboTy C AOKYMEHTaMU C MOMEHTa UX Mo-
CTYN/EHWA U CO3[4aHNA L0 nepefayn UxX Ha apX1BHOE XpaHeHWe YHMBepCUTETA.

1.2. WHCTpyKuma pa3paboTaHa C Lenblo OCYLLECTB/IEHNA MPaBUIbHOIO Befe-
HUS [enonpou3BOACTBa, CNOCOOCTBOBaHME MPaBUIbHOMY Y CBOEBPEMEHHOMY Bbl-
MOSIHEHNIO MOCTAHOB/IEHNIA U NOPYYEHWI BbILLECTOALLMX OPraHoB, MPUKa3oB py-
KOBOZCTBA, CMY>XeOHbIX JOKYMEHTOB M YCTaHaB/MBaeT Ans paboTHMKOB Poccuid-
cko-Tamkukckoro (CnaBsHCKOro) yHmsepcuteTa (ganee - PTCY, yHuMBepCUTeT)
eflvHble npaswn/ia NOArOTOBKM AOKYMEHTOB, UX OOPMIEHNS, YYeTa, UCMO/b30Ba-
HUSA, KOHTPOA U XpaHeHus.

1.3. O6sa3aHHOCTM 3a cobMofeHVeM TpeboBaHW HacTosAWwen VIHCTpYKuum
BO3N1araldTcs Ha OTAeN KafpoB WM KaHLUENspumio yHuBepcuTeTa. Bce pabOTHUKM
PTCY [0/mMKHbI 6bITb 03HAKOM/IEHbI C MOPAAKOM PaboThl C JOKYMeHTaMu, 0653a-
Hbl 3HaTb W BbINOMHATL TpeboBaHMA VIHCTPYKUUM NO L4efonpon3BOACTBY. [pu
CMeHe OTBETCTBEHHbIX PabOTHMKOB annapara YHUBepcuTeTa AOKYMEHTbI U Apyrue
martepuasbl 4enonpoms3soAcTaa (neyarb, WTaMn U Apyrve) nepeaaroTca ro akTy.

1.4. Ha 0CHOBaHWW 1 B COOTBETCTBUM C TPe6OBaHMAMMN HACTOALLEN NHCTPYK-
UMein nopapasgeneHnsM YHUBEPCUTETA OCYLLECTBUTL [eATeNbHOCTb BEAEHUIO [e-
NONpPOV3BOACTBA.

1.5. Tlopsgok paboTbl C JOKYMEHTaMKW, UMEKLMMU CBeLEeHWs, COCTaB/sALo-
Lne roCyAapCTBEHHYHO TalHY, OCYLLECTB/IAETCA B COOTBETCTBMU C VIHCTpyKLUMei
Mo 06ecneyvyeHNo peXxuma CEKPeTHOCTU B Pecny6inkn TafpKuMKUCTaHa 1 Apyrumu
HOPMaTMBHbLIMW MPaBOBLIMI aKTamu B cpepe XpaHeHUs rocyJapCTBEHHON TaiHbI.

1.6. [enonpon3BoAcTBO MO 3asBfIeHMAM, 3arnpocam, NPeLIoXeHUAM W1 Xano-
6am (OM3NYECKNX U HOPUANYECKMX NI, BEAETCA B COOTBETCTBUM C 3aKOHOM Pec-
nyonukn TampknknctaH "O6 obpalleHnAxX (rU3nYecKnxX 1 rpuanydeckux nuy”, rNo-
PAAKOM [1eN0Npon3BOACTBA M CTAaTMUYECKOM YUeTe Mo obpalleHnaM (DU3NYECKUX 1
ropuandecknx nuy, 1 NMpasunammn 4enonpon3BoAcTBa (PefepaibHbIX OpraHoB UC-
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NOMHWTENbHOM BNAacTW, YTBEPXKAEHHbIMWU MOCTaHOBNEHMeM [MpaBuTenbCTBa Poc-
cuinckor ®Pepepaumm ot 15.06.2009 r. .NA7.

1.7. Tepenucka ¢ yYpexxaeHnsammn n rpaxiaHamy Ha Tepputopun Pecrnybnmnku
TaKMKNUCTaH BeAeTcs B COOTBETCTBUM C TpeboBaHMAMM 3akoHa Pecny6/imku
TapknkucTaH "O [MocyaapCTBeHHOM A3bIKe" Ha TafXXUKCKOM A3bIKe.

1.8. Mepenucka ¢ (YM3NYECKUMM N OPUANYECKUMU NLammn Poccuiickoin de-
Aepaumn u ctpaH Coapy»KecTBa He3aBMCUMMbIX TOCYLapCTB BEAETCA Ha PYCCKOM
A3bIKe.

1. MOATrOTOBKA N OPOPMJIEHUE CNY>XXEBHbIX
JOKYMEHTOB

2.1. OCHOBHbIE MOHATUA:

e NOKYMEHTUpOBaHMe - (MKcaums MHGopMauumn Ha MaTepuasibHbIX HOCUTE-
NSIX B YCTaHOB/IEHHOM MOPSAKeE;

e  [1€10NpoM3BOACTBO - AeATeNbHOCTb, ObecneymBarowlas cosgaHue ohu-
LiMaNbHbIX JOKYMEHTOB M OpraHu3aumio paboTtbl ¢ HAMK B PTCY;

e NOKYMEHT - O(MUMaNbHbIA AOKYMEHT, CO3[aHHbIA roCyAapCTBEHHbLIM Op-
raHoM, OpraHoOM MeCTHOr0 CaMoyrpaB/ieHUS, OPUANYECKM UK (IU3NYECKUM NTN-
LIOM, OPOPM/IEHHBIV B YCTAHOB/IEHHOM MOPSIAKE W BKIKOUEHHbIA B JOKYMEHTO060-
poT PTCY;

e 3/IEKTPOHHbI JOKYMEHT - AOKYMEHT, B KOTOPOM MH(OPMaUmMs npeacras-
NeHa B 3N1eKTPOHHO-LM(POBOIA hopMe;

e aBTOP AOKYMeHTa - (DM3NYECKOE UMK HOPUAMYECKOEe NNLIO, co3daBLuee A0-
KYMEHT;

e BUA AOKYMeHTa - MNPUHAQIEXHOCTb AOKYMEHTA K OMpeAeneHHOM rpynmne
[IOKYMEHTOB MO NMpu3Hakam COJePXKaHnsi U Le/IeBOro Ha3HaueHus;

e oopmnieHNe [OKyMeHTa - MPOCTaB/EHNEe HeOOXOAMMbIX PEKBU3NTOB,
YCTaHOB/EHHbIX MpPaBuIamy JOKYMEHTMPOBAHUS,

* 3/1IeKTPOHHAaA Uudgposas NOAMUCH - PEKBU3UT INEKTPOHHOIO AOKYMEHTa,
npeAHa3HaYeHHbIA A0S 3aLMUTbl 4aHHOTO 3/IEKTPOHHOIO J0KYMEHTA OT NOAAE/KM,
MOYYeHHbIN B pe3ynibTaTe KPUNTOrpauyeckoro npeobpasoBaHms MHHOPMaLK C
MCMO/Mb30BaHMEM 3aKPbITOr0 KNkoua 3M1eKTPOHHON LMMPOBOA NOAMMCA U NO3BO-
NAWUIA MAEHTUOUUMPOBaTL BNadenbla CepTUdUKaTa Knrya Noarnncu, a Takxe
YCTaHOBUTb OTCYTCTBME NUCKAXXEHMSA MH(OPMALMN B 3/IEKTPOHHOM [10KYMEHTE;

* PEKBU3UT JOKYMeHTa - 00513aTe/bHbliA 3IEMEHT OPOPMIEHUS IOKYMEHTA;

e GNaHK [OKyMeHTa - Habop PeKBM3UTOB, WAEHTUDULMPYIOLWMX aBTopa
ouUManbHOro MUCbMEHHOIO JOKYMEHTA,;

e NOAMHHWUK AOKYMeHTa - MePBbIA WM eANHCTBEHHbIA 3K3eMNAp OOKY-
MEHTa;

e KOMUA AOKYMeHTa - [OKYMEHT, MOSIHOCTbO BOCMPOM3BOAALLMNIA MH(DOPMa-
LMIO NOANMMHHUKA JOKYMEHTa U €ro BHELLUHWE NPU3HAKW, He UMEIOLWWMIA ropuanye-
CKOW CUnbI;

e 3aBepeHHass Konusl - KOMus [JOKYMeHTa, Ha KOTOPOM B COOTBETCTBUU C
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YCTaHOB/IEHHbIM MOPALKOM MPOCTaB/IAT HEOOXOANMbIE PEKBM3WTLI, NpuaatoLime
el FoPUANYECKYHO CUNY;

» ob6pallleHne rpaxxgaHuHa - Harpae/fieHHble B rOCYAapCTBEHHbIN OpraH, op-
raH MeCTHOro camoynpasfeHnss Uan LO/HKHOCTHOMY /ULy NMUCbMEHHble npeasio-
XKeHVe, 3asB/ieHne 1M XKanoba, a Takke YCTHOe 0bpalleHne rpaxaaHuHa B rocy-
[APCTBEHHbIN OpraH, opraH MeCTHOrO caMoynpas/ieHus;

* lopupnyeckas cumna LOKYMeHTa - CBOWCTBO O(MLUMAIbHOIO [LOKYMEHTa,
coobLLaeMoe eMy 3aKoHoAaTenbCTBOM Poccuiickon ®egepaumm n Pecnybnmku
TaPKNKNCTaH, KOMMeTeHUMeN 134aBLUEro ero opraHa U yCTaHOB/IEHHbIM MOpsAf-
KOM OChopM/IEHNS;

* YHU(MUMpPOBaAHHasA opmMa [AOKYMeHTa - COBOKYMHOCTb PEKBU3UTOB W
TUMNOBbLIX (PPAarMeHTOB TEKCTa [LOKYMEHTa, YCTaHOB/EHHbIX B COOTBETCTBUWN C pe-
LLIaemMbIMW B [JaHHOW chepe AeATeNIbHOCTY 3afaqyaMmn 1 PacrosioKeHHbIX B Onpeje-
NeHHOM MOpPALKE Ha HOCUTESE MH(opMaLuN;

e wabnoH 6naHka (YHU(pULMPOBAHHOW (HOPMbl JOKYMEHTa) - OnaHK [OKy-
MeHTa (YHUPULMPOBaHHaA (hopmMa LOKYMEHTA), NpeAcTaBieHHbIA B 3/1eKTPOHHOW
thopwme;

* [JOKYMEHTOO00O0pPOT - [BWXKEHME [OKYMEHTOB C MOMEHTa UX CO3[4aHus Uiun
NosyyYeHNa [0 3aBepLUeHNs UCMOMHEHWS, NOMELLEHNA B AeN0 1 (MKn) OTNPaBKY;

* 00bEM [OKYMeEHTO060pOTa - KO/MMYECTBO [OKYMEHTOB, MOCTYMWBLUMX B
OpraHn3aumio 1 Co3AaHHbIX €0 3a OnpefeneHHbI NepUoL;

* perncrtpauna AOKYMeHTa - MNPUCBOEHME [AOKYMEHTY pPerucTpalyoOHHOro
HOMepa ¥ 3anmncb B YyCTaHOB/IEHHOM MOPSAAKE CBeEeHUI O JOKYMEHTE;

* HOMEHK/atypa fen - CUCTeMaTM3MPOBAHHBIN MepeyeHb HaMMeHOBaHWI
aen, popmumpyembix B PTCY, ¢ yKazaHMEM CPOKOB MUX XPaHEHWUS;

* 3KcCnepTm3a LEHHOCTU LOKYMEHTOB - M3y4YeHWe [OKYMEHTOB Ha OCHOBa-
HUW KPUTEPUEB UX LIEHHOCTU B LieNaxX onpefeneHns CPOKOB XpaHeHNs LOKYMEHTOB
M 0T6Opa NX 419 BKNHOYEHUS B COCTaB APXMBHOIo (hoHaa Pecnybnmnkn TamKuKm-
cTaH 1 Poccuiickoin defepaunu;

* [1e/10 - COBOKYIMHOCTb JOKYMEHTOB WM OTAE/bHbIA LOKYMEHT, OTHOCALLMeE-
Cs K 04HOMY BOMPOCY WK YYacTKy aeatenbHocTh PTCY;

* (hbopMupoBaHue fena - rpynnupoBKa UCMOMHEHHbIX JOKYMEHTOB B [eN0 B
COOTBETCTBUM C HOMEHK/IATYPOW [en;

* cny>ba [enonpov3BoAcTBa - CTPYKTYPHOe NojpasfesieHne YHMBEPCUTeETa,
Ha KOTOPOe BO3/I0XKEHbI PYHKLMN MO BEAEHUIO [Ee/0NpPOmn3BOACTBA, a Takxke nnua,
OTBETCTBeHHbIe 3a BeAeHe Aenonpon3BoACTBa B APYTrnX CTPYKTYPHbIX Nojpasze-
neHnax PTCY,

e C3O/M - cucrtema 3neKTPOHHOIO AOKYMEHTOOO0pPOTA;

o COAKIT - oTKpbITas MoAy/ibHas CUCTEMA 3/IEKTPOHHOI0 AOKYMEHTO060pO-
Ta W KOHTPONA McnonHeHns nopy4veHuin. COAKI npeactaBnsetr coboit Moaynb-
HYHO0 B3aMMOCBSI3aHHYO MHOIOYPOBHEBYHO TEPPUTOPUAILHO pacrpefeneHHYo Ccu-
CTeMy MOTOKOBO 00pabOTKM pas3/IMYHOro pofa AOKYMEHTOB, AeVCTBYHOLLYHO B
cermeHTax C3/1 1 cnocobHyt0 06ecrneynTb MO/HbIA YXU3HEHHBIN LMK Pa3IMYHOI0
poja AoKyMeHTOB. CUCTeMa BK/IHOYAET B Ce0A CriefytoLme DyHKUMA: perncTpaums
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BXOASALLEN, WCXOAsLLEA, BHYTPEHHe KOPPEeCnoHAeHLMM, NUCeM W 0bpaLleHniA
rpaxgaH, HaloXeHve YKa3aHWil Mo WCMOMHEHNIO LOKYMeHTa, (JOpMMpoBaHue 3a-
[aHVn B COOTBETCTBMU C MOPYYEHMSAMUN PYKOBOAUTENEN U YKa3aHMSAMU MO UCMOSI-
HEHVIO [OKYMeHTa, (POPMUPOBaHME 3arpoCOB M aHA/IMTUYECKUX OTYETOB MO CO-
CTOSIHUIO JOKYMEHTO060pOTa.

2.2. [oKyMeHTUpOBaHWe B yrnpaBieHYecKol AesATe/IbHOCTH:

2.2.1. [OKyMEHTMpPOBaHWe B YNpaB/ieHYeCKON AeATeNIbHOCTY 3aK/IHoUaeTCs B
3arnnMcu B YCTaHOB/IEHHOW (POpMe HeoOXOAMMOIN AnA ynpasfieHnsa MHHopMaLmu,
T.e. B CO34aHNN JOKYMEHTOB.

2.2.2. Komnnekc BMAOB U PasHOBMAHOCTEN AOKYMEHTOB OMpeAensitoTcs B
COOTBETCTBUU C (PYHKLMOHAIbHBIM Ha3HaYeHNEM KaXK40ro AOKYMEHTA.

2.2.3.  CornacHo CMOXMBLLENCA NMPaKTUKe B YYEOHbIX 3aBeAeHNAX N30at0TCs
opraHu3alUMoHHO-pacnopsaanTesibHble  AOKYMEHTbl  (MOCTAHOBMEHMUSA, NPUKasbl,
pacnops>KeHus, NONOXEeHUS, NHCTPYKLMMK, aKTbl, 3aKTHOYEHUS, JOKIaAHbIe 3anuc-
KW, nucemMa) W  OOKYMEHTbl, He OTHOCALMECA K OpraHn3auuoHHO-
pacnopaanTenbHbIM, T.C. CTaTUCTUYECKUE, (pMHaHCOBbIE, MPOEKTHO-
KOHCTPYKTOPCKWNe, MeguLNHCKIME 1 Ip.

2.24. CratuUCTUYecKme, (PMHAHCOBbIe, MPOEKTHO-KOHCTPYKTOPCKUE, Meau-
LUMHCKME W [p. cneunanbHble SOKYMEHTbI COCTaBMAKTCA U OPOPMAAIOTCA cornac-
HO TpeboBaHMSAM COOTBETCTBYHOLLMX HOPMATUBHBIX aKTOB.

2.25. YnpaBneH4yeckas [eATe/IbHOCTb 00pa30BaTe/IbHOr0 Y4YpeXaeHus pe-
ryNMpyeTca nyTém NPUHATUSA LOKYMEHTOB B COOTBETCTBUM C 3aKOHOM Pecny6/1u-
Kn TamkukmnctaHd "O HOpPMaTMBHbIX NPaBOBbLIX aKTax".

2.3. MpaBuna  cocTaBneHNss 1 ODOPMJIEHUSA  OpraHu3aLnoHHO-
pacnopsanTeNnbHbIX JOKYMEHTOB:

2.3.1. OpraHu3aunoHHO-pacnopaanTe/ibHble  JOKYMEHTbl COCTaBNAKTCA W
0(hopmAIAOTCA B COOTBETCTBUM C rOCYAapCTBEHHbIMM CTaHJapTaMmu. Bce opraHu-
3aLMOHHO-pacnopsanTe/bHble JOKYMEHTbI COCTaBMAKOTCA Ha efiMHbIX 6naHKax. B
C/y4ae, ecnM K cnpaBkam, CBOAKaM M ApYrvM AOKYMeHTaM COCTaB/SeTca npenpo-
BOAMUTE/IbHOE NMUCbMO, TO TOrAa 3TV LOKYMEHTbI MOTYT O(DOPMAATLCA HE Ha GnaH-
Kax. Mcnonb3oBaHue nogfenbHbiX 61aHKOB KaTeropuyecku sanpeluaercs. [oky-
MEHTbl NeyaTatoTca Ha 6naHkax Apyx ¢opmartoB: A4 (210x297mm) un A5
(148x210mMm). BnaHkn hopmata A5 NPUMEHAKOTCA TOMIbKO A/19 COMPOBOAUTESb-
HbIX NMUCEM U AN AOKYMEHTOB, TEKCT KOTOPbIX He npesbilaeT 8-10 CTPOK KOM-
MblOTEPHOro Habopa. ®opma 6naHkoB PTCY B COOTBETCTBUM IOCYAAPCTBEHHbIMY
CTaHAapTaMu YTBEepPXKAAeT PYKOBOAUTE/Ib C COr/lacoBaHWEM C rOCy[apCTBeHHbIM
apPX1BHbLIM OpraHom.

2.3.2. KaXXablil JOKYMEHT [O/HKEH MMETb ONpefesieHHbIn KOMIMNEKC PeKBU3u-
TOB N CTabU/IbHbIA NOPALOK MX PacnonoXxeHns. MakcMmasbHbIA COCTaB PeKBU3M-
TOB M UX PacnosioKeHne YCTaHOB/MEeHbl FOCYyapCTBeHHbIM CTaHAaPTOM.

2.3.3. CocTtaBneHne 1 othopmMeHne OKYMEHTOB npeanosaraeT 06a3aTesibHoe
cobnoieHne cnefytoLmx TpeboBaHNA: yKaszaHUe BMAa AOKYMEHTa, Ha3BaHUe op-
raHusaumMmM W 3aronoBka AOKYMeHTa, afpecarta, [aTUpoBaHWe [LOKYMEHTa, Mpo-
CTaB/IeHe OTMETOK O COr/lacoBaHMM TEKCTa AOKYMEHTa, YTBEpXAeHWe JOKYMEHTA
(nognucaHve 1 yTBepXAeHWe, NPOCTaB/IeHe OTMETOK O MPOXOXKAEHUU N UCMon-
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HEHUW [OKYMEHTa, NpoCcTaB/eHre neyatu (B C/lydae HeO6X04MMOCTH).

2.3.4. B cny4asx, Korga gaetcs OTBeT, OAHOBPEMEHHO C OTMETKOW Nof UCXo-
[ALLMM HOMEPOM YKasbIBalOTCA HOMEP U [laTa BXOAALLEero AoKyMeHTa. punoxe-
HUA K AOKYMEHTY [O/IKHbI NepeyvncnsaTbCs Mnoc/e ero TekcTa ¢ yKasaHuem Kou-
4yecTBa MCTOB. [JOKYMEHT He JO/DKEH COAepXKaTb 60siee LLECTU pasHbIX afpecos.
[Mpn oTnpaBneHNn LOKyMeHTa 60/1ee YeM Ha LLEeCTb afpecoB Ha OTAE/IbHOM JINCTe
Bymaru cocTaBnsieTca CrMCcOK Ha PacCbI/ky.

2.3.5. YKazaHue HavMeHOBaHMSI BMAA [LOKYMEeHTa [LO/MKHO OblTb Ha KaX[oM
NOKYMeHTe, 3a UCKNYeHnem nucbMa, Hanpumep: MNMPUKAS, NMPOTOKO/, MNMO-
CTAHOBJIEHUNE, PELLUEHWE, AOKNAOAHAA 3AMNNCKA n T.4. (3TOT 3/1eMeHT
neyaraeTca NPONUCHBIMU GyKBamK).

2.3.6. 3aronoBOK COCTaB/SETCA K IHOOOMY AOKYMEHTY, ODOPM/ISSEMOMY Ha K-
cte dopmaTta A4 HE3aBMCMMO OT €ro HazHayeHWs. 3aro/loBOK [AO/KEH ObITb MakK-
CUMa/IbHO KpaTKMM N TOYHbIM OTBeYas Ha sorpoc: "O uyem?,": "O6 N3MEHeHUMN...
", "O BblgeneHun... ", "06 oTmeHe..." ”n T.4. ECM B JOKYMEHTE OTpaXaeTcsl He-
CKO/MIbKO BOMPOCOB, 3aro/I0BOK MOXHO (hopMy/niMpoBaTb 0606LLEHHO. 3aronoBoK
He NPOCTaBNAeTCA Ha TenedoHorpammax, M3BeLLEHUAX U Ha [OKYMeHTax, TEKCT
KOTOPbIX neyvartaeTcst Ha 6naHke opmaTa A5. 3arosioBoK (hopMupyeTca COCTaBu-
Tenem LOKYMeHTa.

2.3.7. Tlpn agpecoBaHUM [OKYMEHTOB He0OXOAMMO Cob6MtodaTh CrefytoLme
npasuna:

2.3.7.1. AOKYMeHTbl aflpecytoTca opraHusaumu, eé CTPYKTYpHOMY nojpaspe-
NEHN0 UM KOHKPETHOMY [O/MKHOCTHOMY nuuy (CTPYKTYpPHOe nojpasfeneHuve
WA LO/MKHOCTHOE /IMLO YKa3blBaeTCs BO BHYTPMBEAOMCTBEHHOIN Mepenucke, re-
Penncke C NOCTOAHHLIMW KOPPECMOHAEeHTaMn N B APYrnx cnyyasx, Korga ycra-
HOB/IEHME TOYHOIO afpecaTa He BbI3blBaeT TPYAHOCTEN);

2.3.7.2. HAMEHOBaHMe opraHn3aLmm 1 eé CTPYKTypHas yacTb yKa3blBaeTcs B
NMeHNTENIbHOM Nafexe.

Hanpuwmep:

MUWHNCTEPCTBO 00pa30BaHNA 1 Hay KM
Pecnybnmnkun TagpKnkucTaH

MOY BO «Poccnicko-TamKUKCKINin
(CnaBsiHCKWIA) YHUBEPCUTET»

2.3.7.3.Npx HanpasneHWN [AOKYMeHTa [O/DKHOCTHOMY /MUY YKa3blBaeTCA
Ha3BaHWe opraHu3auny B UIMEHUTE/IbHOM Majeke, a AOMKHOCTL U haMunnsa agpe-
caTa B JaTe/IbHOM:
Hanpumep:

MwnHUCTEPCTBO TPyaa, MUrpaLmn

N 3aHATOCTM HaceneHns

Pecnybnmkun TagpKnKucTaH
HauanbHUKyY [enapTameHTa MUrpauum

(chammnus, nMs, 0THECTBO)
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2.3.7.4.npn afpecoBaHUN AOKYMeHTa PYKOBOACTBY OpraHusauun HauMeHo-
BaHWe opraHu3auun O/MKHO BXOAUTb B COCTaB HaMMeHOBaHMA JO/MKHOCTU ajpe-
cara.
Hanpumep:
MWHUCTPY KyNbTypbl
Pecnybnunkun TagpKnkucTaH

(chammnus, ums, 0THECTBO)

2.3.7.5. npv agpecoBaHUN AOKYMEHTa HEMOCTOSAHHbLIM KOPPECNOHAEHTaM yKa-
3bIBAeTCA NOYTOBbIA afpec nonyyvarens AoKyMeHTa.
Hanpumep:
[ylwaH6MHCKOe aBTOPEMOHTHOE NpeanpusaTye,
734018, r.AywaHo6e, ynuua A.Jxamu, Nel5

2.3.7.6. ecnu OOKYMeHT, adpecyeTcd YaCTHOMY /MLy, CHayana cregyeT ykKa-
3aTb MOYTOBbLIM MHAEKC, adpec, pamMuIno, NMs, 0TYECTBO.
Hanpumep:
734024, r.TypcyH3age,
ynuua C. AitHn, gom 15, k. 10
Acpop3oza kpom Bann

2.3.8. [atoil [OKyMeHTa ABNAETCA Aata ero noAnucaHus unm yTeepxxaeHus.

2.3.9. TocyaapCTBEHHbIN CTaHAAPT yCTaHaB/MBAET fiBa Crocoba HanmcaHms
[aTbl [OOKYMeHTa: nonHoe (Hanpumep, 17 okTa6pa 2007 roga) u KpaTkoe
(17.10.07).

2.3.10. bornee paunoHaIbHBIM ABNAETCA KpaTKoe HanucaHue [aTbl Tpemsa na-
pamn apabCckux Lundp, pasgeneHHbIX Toukamu (OTAe/bHbIe Napbl LUgp 03HavaroT
yncno, mecsy, rog). Ecnm umcno m nopsaakoBbiA HOMep Mecsua ABNSETCA Of4HO-
3HaYHbIM YKUC/IOM, TO Mepef LM(POM CTaBUTCS «HOMb», Hanpumep: 3 aBrycra
20018 ropa cneayet Hanucatb 03.08.18.

2.3.11. Bce cnykebHble OTMETKN Ha AOKYMEHTE, CBA3aHHbIE C €ro MnpoxoXx-
[EeHVEM, AaTUPYHOTCA M MOAMMUCLIBAOTCA CUHUMW YepHunamun. [aToi noctaHoBs-
NEeHWI, PacnopsXKeHUiA, MNPUKas3oB, MUCEM, 3aK/HOYEHWNA, [OKMNAafAHbIX 3arucoK,
CMpaBOK ABMIAETCA JaTa MX nognucaHus. [atoil NpoTOKOI0B, aKTOB CUUTAETCA fa-
Ta MeponpuATuKs.

2.3.12. [JOKYMEHTbI MNOAMNUCHLIBAKOTCA CUHUMM YepHUIamMmn ogH1M oM. [iee
nnn 6onee NOAMNMCE NPOCTABNAOTCA B TOM C/y4vae, Korja 3a Cofep)kaHue [0Ky-
MeHTa HeCyT OTBETCTBEHHOCTb HECKO/bKO finL, (aKTbl, PUHAHCOBbLIE LOKYMEHTbI U
T.M.). Vcxopawme LOKYMEHTbI NPeACTaBNAKTCA Ha NOANUCL BMeCTe C Martepua-
NamMu, Ha OCHOBaHMWN KOTOPbIX OHU FOTOBU/IUCL, U LO/MKHbI ObITb OTPeAaKTUPOBa-
Hbl, OTneyvartaHbl LWIPUPTOM YCTaHOB/IEHHOro obpa3ua 6e3 Momapok, TLlaTeslbHO
MPOBEPEHbI COCTaBUTENSMM Ha COOTBETCTBME TPebOBaHMSA HACTOALLEN HCTPYK-
L.

2.3.13. CornacoBaHue ABMISETCA CNOCOO0OM NpeABapuUTe/IbHOro PacCMOTPEHUA
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M OLEHKWN MpoeKkTa foKymeHTa. CornacoBaHue o6ecreymBaeT npasuibHOE U BCe-
CTOPOHHEee peLleHne BOMPOCOB: KayeCTBO MOArOTOB/IEHHONO MPOeKTa AOKYMEHTA,
ero LenecoobpasHoCTb, CBOEBPEMEHHOCTb, MOMUTUYECKYHD, 3KOHOMMUYECKYHO U
Hay4YHO-TEXHUYECKYO 0OOCHOBaHHOCTb €ro COAepXKaHWs, COOTBETCTBME MOATO-
TOB/IEHHOr0 NPOeKTa OKYMeHTa Ae/CTBYOLWUM HOPMATUBHBLIM MPaBOBbIM aKTaMm.

2.3.14. CornacosaHuve NPOEKTOB LOKYMEHTOB NPOM3BOAUTCA KakK BHYTpPU Op-
raHmsaunm (Co CTPYKTYPHbIMW MOApa3AeNleHUsaMN, LO/MKHOCTHbIMU NnLaMn 1
NPOJCOKO3HLIM KOMUTETOM), TaK U BHE eé (C ApyrvMu opraHusaumsamm).

2.3.15. ®opmOil BHYTPEHHEro COrnacoBaHus NpPOeKTa [OKYMeHTa AB/AETCA
ero Bu3vpoBaHue. Busa BKIOYaeT B cebs pa3dbopumByto IMYHYIO MOAMUCL BU3N-
PYIOLLEro 1 Aaty BU3npoBaHus. INpu He0OX0AMMOCTM MOTYT ObITb YKa3aHbl 4O/K-
HOCTb, (hamunns, Ums, 0TYECTBO BU3UPYHOLLIETO.

Hanpumep:

["NaBHbIA Gyxrantep noanmch thamunmns, Mvsi, 0TYECTBO
15.05.18.

2.3.16. 3ameyaHua UM QOMNOSTHEHUA K OOKYMEHTY, eCnn TakoBble UMEKOTCA,
npunaratTca Ha OTAeNbHOM JICTe, a Ha NPOeKTe LOKYMEHTa [enaetca cnepyto-
LL|adA BM3a:

[ naBHbIA OyXrantep noAnuch (haMmnnsa, nms, 0TY4eCTBO
3ameyaHus npunaratoTcs. 15.12.18.

2.3.17. Kak npaBwio, BU3bl NPOCTAB/AKTCA Ha HWKHEM MOJe MEPBOro 3K-
3emMnadpa npoekTa AOKYMeHTa, nocse peksusuTa "noanuck”. Ecnn gOKYMEHT BU-
3MPYETCS HECKOMIbKUMUW NINLIAMK, BM3bl pacrofiaratoTca 0fHa nog Apyrou B nopsag-
Ke X NpoCTaB/IeHNS.

2.3.18. BHeluHee corniacoBaHWe OMOPM/IAETCA FPUKOM COriacoBaHuA WUam
CMNpaBKOI 0 COrnacoBaHuN.

2.3.19. Tpud BHELIHero cornacoBaHUsi BK/HOYaeT B Cebsi crefdytolime ane-
MeHTbl: cnoBo «COIMNMMTACOBAHO», HanmeHoBaHWe [AO/MKHOCTU, NIMYHYIO MOA-
MUCb, hamnInIio N MHULKaNbI, C KOTOPbIM LOKYMEHT COr/iacoBbIBaeTCA W Aaty Co-
rnacoBaHus.

Hanpumep:

«COINMACOBAHO»

MUHUCTP 06pa3oBaHNsA U HayKu
Pecny6nunkun TagKUKUCTaH
HypunaanH Cang
20 anpensa 2018 roga

nnn
CornacoBaHo ¢ MYHUCTEPCTBOM 06pa30BaHUA N HAyKU
Pecnybnunkun TagpkmkucTtaH (nucbmo ot 20.04.18. Nel124-1)
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2.3.20. [pud BHELWIHero corsacoBaHUs CTaBUTCHA Ha TUTY/IbHOM JIUCTE AOKY-
MeHTa.

2.3.21. Tlognucb - 06a3aTe/NbHbIN 3IEMEHT LOKYMEHTa, 03HAYatoLLMin OTBET-
CTBEHHOCTb NOAMNUCABLLEr0 JOKYMEHT 3a €ro CoAepXaHue 1 3aKOHHOCTb.

2.3.22. Vicxofawmi [OKYMEHT MOAMUCHIBAETCA TONbKO PeKTopoM. B oTcyT-
CTBUWN peKTopa AOKYMEHT MOXKET MOAMNUCLIBATLCA ero 3aMecTutenem. Ha uHaH-
COBble AOKYMEHTbI CUHMMK YepHWIaMu NpoCcTaBnsaloTcA nognucu pektopa PTCY
W FNaBHOro byxranTepa.

2.3.23. B fOKyMeHTe NoAnncb NpPOCTaBASAETCA TOMILKO Ha NepBOM 3K3eMn/isfpe
CUHUMW YepHUNaMu. B cnydyae paccbUiKM AOKYMeHTa B afpec MepBbIX nL, opra-
HOB W rOCYyAapCTBEHHbIX OpraHu3aunin uam 3apybeXkHbIX OopraHm3auuia, BTOPOW
3K3emMnnap NOA/MHHMKA XPaHUTCA B Aiefle COOTBETCTBYHOLLErO CTPYKTYPHOro noa-
pasfefieHns opraHusauMm B COOTBETCTBYHOLLEe HOMEHK/IATYpHOe [eno, a nepsblii
akseMnnap (MOANMHHUK) KaHLUEeNspued yHMBepcuTeTa OTNPaB/seTca B UHANBUAY-
a/IbHOM nopsafKke. B cnyyae MHOXECTBa afpecoB, JOKYMEHTLI MO aapecaM OTnpas-
NAKTCA B BULE KOMUW, UX NOAJIMHHUKMA COXPAHAKTCA B CTPYKTYPHbIX Noapasze-
NEeHNAX U ToCyAapCTBEHHbIX OpPraHM3auusaX B COOTBETCTBYHOLLMX HOMEHKNATYp-
HbIX Aen.

2.3.24. B coctaB Moanucu BXOAAT: 0003HayeHue LO/MHKHOCTU mua, nognu-
CaBLLEro JOKYMEHT, MOAMUChL, hamuansa, Nms, 0TYECTBO N MHULMAbI.

Hanpumep:

PekTop noannchb H.H. Cannxos

2.3.25. Tlpy nognucaHMn [OKYMeHTa COCTaB/leHHOro KOMMWCCUEWN, YKa3blBa-
IOTCA He JO/MKHOCTM JIL, COCTaBMBLUMX [OKYMEHT, a pacrnpefeneHne ux obsasaH-
HOCTein B Komuccumn. damunus npegcefarens KOMUCCUN 3anncbiBaeTcs OTAENbHO,
a hammnanm YneHoB KOMUCCUN MepPeyncnsatoTcs B aiiaBUTHOM MOPSALKE.

Hanpumep:

[Mpeacepatenb KOMUCCUM noanuncb Canmmos P.K.

UneHbl KOMUCCUN:

noanmncb AHgpees HO.b.
noanuncb bosopos A.A.
noanmncb "optoHoB B.I1.

2.3.26. TIpOTOKO/MbI 3acefaHuii  KonernanbHbIX OPraHoB MOAMUCHIBAKOTCS
npeacenarenemM KosneruaibHoro opraHa.

2.3.27. YTBepXAeHue - 0Ccob6blii cnocob yTBEPXAEHMSA OOKYMEHTA MOC/e ero
MOAMMCaHNSA, CaHKLMOHMPYIOLMIA pacnpoCcTpaHeHNe ero AencTBus Ha [O/MKHOCT-
Hble mua.

2.3.28. [1OKYMeHT, noaniexxalimii yTBep)KaeHo, NPUoOpeTaeT HOPUANYECKYHO
CUNy TONbKO C MOMEHTA ero YTBEPXKAEHNS.

2.3.29. [JOKYMEHTbI YTBEpPXKAAlTCA PEeKTOpOM WM MPOPEKTOPOM, ecin pe-
LLIEHME BOMPOCa, U3/T0XKEHHOT0 B IOKYMEHTEe, BXOAUT B €r0 KOMMETEHUMIO.
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2.3.30. OnemeHTamMu rpua yTBepXAeHUA ABNAKOTCA CNOBO 'YTBepxiar",
HaVIMeHOBaHWe [O/HKHOCTU, NNYHAasA MNOAMUCH, hamMuana n MHALManbl nnua, yTeep-
OMBLUIEro AOKYMEHT, AaTa YTBEPXKAEHMS.

Hanpumep:

«YTBEPXOAH»

PekTop Poccuincko- TamKUKCKOro
(CnaBsiHCKOro) yHMBEpPCUTETA
H.H. Cannxos

15 nrona 2018 ropa

2.3.31. Tpwu yTBEPXKAEHUN LOKYMEHTa NpaBoBbIM aKTOM, Ha AOKYMEHTe Mpo-
CTaBNAKTCA FPUM Mo hopme.
Hanpumep:
YTBepXaeHo NprKasoM pekTopa
Poccritcko-TamKUKCKOro
(CnaBsiHCKOr0) yH/BepcUTETA
oT 5 maa 2018 roga, Nel10

2.3.32. Ha gokymeHTax, TpebyroLumx 0cob0oro yaocToBepeHns nx noaInHHo-
CTW, KPOME NOAMMUCK, CTaBUTCA Neyartb.

2.3.33. [leyaTb CTaBUTCA Ha JOKYMEHTax maTepuasibHO-PUHAHCOBOro Xapak-
Tepa, CnpaBKax, YAOCTOBEPEHUSX, TPYAOBbIX KHUXKaX, a TakKKe B He0OXOANMbIX
Cnyyasax U Ha apyrux fokymeHtax. OTTUCK neyaTn OO/MKEH 3axBaTbiBaTb HanMe-
HOBaHVe LO/MKHOCTM U NINYHYIO nofnuck. MpumeHeHve repboBoii nevaT He06Xo-
[AIMMO BO BCeX C/ly4vasx YAOCTOBEPEHUS MpaB rpaxkaaH v lopuandeckux nuL, noa-
TBEPXXAEHNS pacx0ofoBaHWs CPeACTB U MaTepuasibHbIX LIEHHOCTEN, a Takke Ha [0-
rosopax, AoBepeHHoCTAX. [leyaTb, BOCMPOM3BOAALLAA HaMMEHOBaHWe OpraHusa-
LN U ero CTPYKTYPHOIO NoApasaeneHuns, CTaBUTCA Ha KOnuax pacnopsaguTenb-
HbIX JOKYMEHTOB, Hanpas/iseMbIX B ApYrve yUpeXaeHusa npu nx paccoiike. NMepe-
YeHb JOKYMEHTOB, KOTOPble HEOOXOAMMO CKPennAaTb repboBOM MeyaTbio, a Takxke
NOpPSAOK U3rOTOB/EHUS, UCMO/b30BaHNA U XPaHeHUs MneyaTeil Onpeaensercsa py-
KOBOAWTENEM BYy3a.

2.4. TpeboBaHUA K AOKYMeHTaM, M3roTOBMSEMbIM CpPeAcTBaMW KOM-
NbIOTEPHOro 060pyA0BaHUSA:

2.4.1. NI3roToBfieHNe JOKYMEHTOB MaLUMHOMUCHBLIM CMOCO60M WM CpeacTBa-
MU 3/IEKTPOHHON TEXHWKN MPOU3BOANTCA B COOTBETCTBUU C TPeGOBaHMSAMM rocy-
[lApCTBEHHOr0 CTaHAapTa.

2.4.2. B [OKyMeHTax BCe PEKBU3UTHI JOMKHbI pacnonaraTeCa B Npeaenax rpa-
HWL, YCTaHOB/IEHHbIX (DOPMY/IAPOM-06pa3LI0OM rocyAapCTBEHHOMO CTaHAapTa.

2.4.3. TEKCT JOKYMEHTOB neyataeTca Yepe3 OANH UM MONTOPa MEXCTPOUHbIX
NHTEepBasa.

2.4.4. TlepBas CTPOKa KaX4oro ab3alia TeKCTa rneyaraeTca ¢ KpaCHOM CTPOKW.

2.4.5. Tlp UCNONHEHWMM W OTMNpaBKe AOKYMEHTOB [AO/DKHbI 00s3aTe/IbHO CO-
ontofaTbCa crefytoLLme npasuia u paMepsbl Mosein v wpngra:
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2.4.5.1. nucbMa AO/MKHbI 0TPaBNATLCA B KOHBEPTAX;
2.4.5.2. wpndtom Times New Roman Tj, pasmepom wpugta 16 Ha nma lMpe-
3npeHTa Pecny6imkn TafknknctaH v wpugptom 14 MpasuTenscTBy Pecny6imku
TampKNKUCTaH, MUHUCTEPCTBaM W BEAOMCTBaM,;
2.4.5.3. NpoHyMepoBath, ec/in JOKYMEHT 60/1ee OAHON CTpaHULbI;
2.4.5.4. Wpn(T JO/MKEH ObITb 06bIYHBLIM, 6€3 BblAeNeHNs;
2.4.5.5. nons 6naHka:
cBepxy - 1,5 cm;
cneea- 2,5 cwm;
CHM3Y, ans opmarta A4 - He MeHee 4 CM,
a anga opmarta A5 - He meHee 1cm

2.4.6. Mpn HEOOGXOAMMBIX CyYasiX C AOKYMEHTaMu MOTYT ObITb MPeACTaBNeHb
1 3NEKTPOHHbIe BEPCUN.
2.5. MopsAfoK COCTaBEHUS 1 0DOPM/IEHUS NPOTOKO/IOB:

2.5.1. O6s3aTe/IbHOMY MPOTOKONIMPOBAHUIO NOA/IEXAT NPOBOAVMbIE 3acefaHus
KONNernasibHbIX OpraHoB, COBELLAHNn U cobpaHunii. MPOTOKO/bI 3acefjaHNin Konse-
rMasibHbIX OpraHoB HyMepyrTCA B npefenax y4ebHoro (KaneHaapHoro) roga.

2.5.2. TekCT NpPOTOKONa JO/HKEH COCTOATb U3 ABYX YacTell: BBOAHON U OCHOB-
HOW.

2.5.3. B BBOJHOWM YacCTW NPOTOKOMA 3aceflaHNs KOernasbHoro opraHa, cose-
LAHNA YKa3blBaeTCA 00Llee KOMMYECTBO Y4YacTBOBaBLUMX W KOMMYECTBO Mpurna-
LUEHHBIX Ha 3acefaHue ML, NOBECTKa AHA C NepeyHeM BOMPOCOB, COCTaB Mpesu-
AMyma, (hamuamnsa, Ums, 0THeCTBO MpefcedaTenis U cekpetaps cobpaHus, nepeyveHb
BOMPOCOB, MOAJ/IEXalMX PacCMOTPEHUIO, C YKa3aHWeM [AO/HKHOCTeW, hamuamn,
MMeHa 1 0TYecTBa AOKIa44YMNKOB.

2.5.4. ECnv KONMYeCTBO NpuUrnawleHHbIX Ha 3acefaHne KosnernasbHoro opra-
Ha, COBellaHus, cobpaHus NpPeBbIWAeT 5 YeNoBeK, TO COCTAB/IAETCA MX CMMUCOK B
BUAe OTAe/IbHOro OKYMeHTa npuiaraemMoro K npoToKony.

2.5.5. OCHOBHasa 4acTb MPOTOKO/IOB 3acefaHns KOMJeruasibHoro oprada, co-
BELLaHWIA 1 cobpaHunin fO/MKHA COCTOATb M3 Pa3fe/ioB, COOTBETCTBYHOLLMX MyHKTaM
MOBECTKN [HS.

2.5.6. TeKCT Kaxaoro paszena OCHOBHOM YacTu AO/MKEH COCTOATL U3 MO3NLNIA;
CNyLwann, BbICTYNUAN, PELLUN.

2.5.7. Mepep cnosom "C/TYLLUAJTIN" cTaBUTCA NOPALKOBLIN HOMep BOMpoca Mo
MOBECTKe [OHS.

2.5.8. Crnoso "CNYLLUAJIN" nevyaTaeTcs NPOMNMUCHbIMKM OGyKBaMK OT rpaHUUpbl
NeBOro noss, nocne Yero CTaBuUTCA ABOETOUME: Ha CNefytoLlein cTpoke (C ab3aua)
yKasblBatoTCA (hamunmnsa, 1UMs, OTYECTBO [OK/MIafuMKa M B CKOOKax YKasblBaeTcs
(aoknag npunaraetcs).

2.5.9. B pasgene npotokona "BbICTYTINNIA™ n3naratoTca coaep’kaHne Bcex
BbICTYTN/IEHWNIA, BONPOCOB, OTBETOB Ha HWX M CMPaBOK.

2.5.10. Tlocne OKOHYaHWA M3M0XEHWS BbICTYMIEHWIA 3aMN1CbIBAETCA PeLleHre
Mo NepBoMy BOMPOCY NMOBECTKU AHA.

2.5.11. TIpoTOKONbI 3acefaHWin KONMernanbHOro opraHa, COBELLaHWI Takxe
MOTYT OPOPMAATLCA KPATKO.
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2.5.12. B KpaTKkoil (hopmMe NMPOTOKO/IAa B OCHOBHOW €ro 4acTu He n3faraetcs
COAepXKaHue BbICTYMNIEHWUIA, a AaeTCa NWLb MepeyeHb paccMaTpyBaeMbIX BOMPO-
COB C YyKasaHueM amwuaun, WUMeHW, OTYeCTBa [LOK/aAYMKOB, BbICTYMUBLUMX U
MPUHATBIX PELLEHWIA.

2.5.13. TIpOTOKO/bI 3acefaHnii KOMJErnasibHOro OpraHa, rMevararTcs Ha
GnaHkax, MOAMMCLIBAKOTCA MpefcefaTeNieM KOMernaibHOro opraHa, NpoTOKO/Ibl
COBELLAHWNIA, MOAMUCHLIBAOTCA IMLOM, MPOBOAMBLUMM COBeELLaHve, a MPOTOKO/bI
cobpaHuii npefcefaTesiemM 1 CeKpeTapem cobpaHus.

2.6. MopAfOK  cocTaBneHMA M ODOPMJIEHUS  Pacnops>XeHUN
(npnkasos.):

2.6.1. Ha3BaHWe pacnops>keHua AO/MKHO KPaTKO u3fnaraTb ero cogepXkaHue u
pacrnonaraeTcs B cepeanHe 6/1aHKa pacropsXXeHus.

2.6.2. TEKCT pacrnopskeHWsa COCTOUT M3 [ABYX YacCTell: YCTaHOBUTE/IbHON W
pacnopsauTenbHOn. B yCTaHOBUTENBbHOM YacTW M3naratoTca (hakTbl, MOCNYXXUB-
LLINe OCHOBaHWEM [N1S U3[aHWs PacropsKeHUs, a B pacnopsanTe/ibHOM - nepeync-
NAKTCA MpeanucbiBaemble AeincTBus. ECnn pacnopsikeHns M3LaeTcsa Ha OCHOBa-
HAWM COOTBETCTBYHOLLEr0 JOKYMEHTA BbILIECTOALLEr0 opraHa, T0 B YCTaHOBUTE/b-
HOW YacTW NPUBOAUTCA Ha3BaHMe, HOMep, JaTa U Ha3BaHWe 3TOro [AOKYMEHTa.

2.6.3. PacriopagutensHad  4YacTb  pacrnopsbkeHue  HayMHaeTcda  C/10BOM
«MPNKA3BIBAKD», KOTOpOe neyaTtaeTcs MPOMNMCHbIMKM OyKBaMKu, He MnpepbiBas
TEKCTa, M B KOHLe CTaBUTCA ABoeTouMe. Hameyaemble MeponpuaTua pacrnonara-
IOTCA MO NMYHKTaM, KOTOpble HYMepyrTCa apabckumy umppamun. Kaxabld myHKT
cneflyeT HauyuMHaTb C YKa3aHUA KOHKPEeTHOro WCMonHuUTens. 3aTteM usnararorcs
NpeanuncbIBaeMble JeNCTBUSA U YKa3blBaeTCs CPOK UCMONMHEHNS.

2.6.4. T1pOEeKT pacnopsXXeHus COrnacoBbIBaeTCA C 3aMHTepecoBaHHbIMU CTPYK-
TYPHbIMX NOAPa3AeNeHNAMU UM AO/IHKHOCTHBIMU iMuamn. Busbl cornacoBaHus
MPOCTaBNAKTCA Ha NMEPBOM 3K3eMN/ApPe NPoeKTa. B OKOHYaTeIbHO MOArOTOB/EH-
HbIA NPOEKT M3MEHEHNA MOXXET BHOCWUTb TOJ/IbKO [LO/DKHOCTHOE NNL0, MOAMMUCHI-
BatoLLee pacnops>xeHne U 0JHOBPEMEHHO NMPOCTaBAeT AaTy.

2.6.5. PacnopskeHuns (npukasbl) Mo IMYHOMY COCTaBY U OCHOBHOI [eATeIbHO-
CTW YHMBEPCUTETA B TEYEHME KalleHJapHOro roja HyMepyrTCs OTAE/I0M Kajpos U
KaHuenspvein. K Homepy npukasa rno MYHOMY COCTaBy Yepe3 Tupe fobasnsercs
oyksa "nc".

2.7. MopAfoK cocTaB/ieHUs CPaBoK U panopToB:

2.7.1.  TeKcT cnpaBKu 1 panopTa [O/HKEH COCTOATb U3 [IBYX OCHOBHbLIX Ya-
CTeil. B nepBOi YacTU yKasblBatOTCA OCHOBAHWA /11 COCTaB/IEHWUA CMpPaBKUA UK
panopTa, a BO BTOPOI YacTy 3aK/OUEeHUS U NPeLIOXKEHNS.

2.7.2.  [arta nnn nepuof oxsaTbiBaloLlee BpeMs, OTpaXXeHHOe B CripaBKe niu
panopTe, AO/HKHA 0TPaXkaTbCA B 3arnaBum JOKYMEHTA.

2.7.3. Hanpumep: «O noAroToBke KaapoBbix cneumannctos o 10.06.18».

2.7.4. Vcxofsduwpme cnpasky v panopTa neyararoTca Ha ouumaibHbIX 6/1aH-
Kax 1 noanucbiBakdTCA PEKTOPOM WM NPOpPeKTopaMy B npefenax MX KOMMETeH-
Lmn. BHYTpeHHWe CnpaBKu 1 panopTa neyararoTcA Ha YNCTOM nmncte popmara A4
1 NOANNCLIBAKOTCA UCMOSTHUTENEM.

2.7.5. CnpaBkK, BblgaBaeMble MO TPebOBaHWMIO rpaXkaaH, OOpPMAAOTCA Ha
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GnaHke v NMOATBEPXKAAOTCA MOANUCHIO U NeYaTbi PYKOBOACTBA.

2.8. MopsafoK cocTaBeHNS U 0OPOPM/IEHNA aKTOB:

2.8.1. TeKCTbl aKTOB AO/HKHbI COCTOATb U3 ABYX YacTeil: BBOLHOW W yCTaHO-
BOYHOW.

2.8.2. B BBOJHOM 4aCTV YyKa3blBae€TCA OCHOBaHWE A1 COCTAB/IEHUS aKTa U
nepeyncnarTca COCTaBUTENN W nNpucyTcTBytowme. [locne cnosa «OCHOBaHME»
yKa3blBaeTCs pacnopaanTebHbIA LJOKYMEHT UM YCTHOe NpeanucaHne o npoeefe-
HAM aKTupyemoro wmeponpuatua. llocne cnosa «CoOCTaB/eH» MnepeyvncnaroTes
OO/MKHOCTU, (PaMunns, MMs, OTYECTBO JINLL, MPUCYTCTBYIOLIMX MPU COCTaB/IEHMM
aKTa.

2.8.3. B ycTaHOBOYHOW YacTW M3naratoTcs LeN U 3afa4vm COCTaB/IEHNS aK-
Ta, CYLLECTBO M XapakTep NpoBeAeHHOW paboTbl, YCTAHOB/EHHbIE (haKTbl, a TakKXe
BbIBOAb! 1 MPeinoXeHus.

2.8.4. 3aronoBOK aKTa B KpaTKOW (hopme [0/HKEH OTpaxkaTb COAepyKaHne aK-
TUPYEMOT0 COBLITUA UMK (hakTa U hopMyNMPOBaTLCA O0TBEYass Ha BONpoc «O yem».,

2.8.5. AKT noAnucbIBaeTcA BCEMU nLUaMu, NMPUHUMABLUMMU yyacThe B ero
cocTasneHun. Mpu opopmaeHUn NOAMMUCEN LOMKHOCTU He YKa3blBatoTCS.

2.8.6.  Jlnyo, npnHMMaBLLee yyacTue MNpu COCTaB/IEHMM aKTa U He COracHoe
C MHEHVEM [pYrux y4aCTHWKOB, MOANUCLIBAeT AOKYMEHT M MMEET MpaBO BbICKa-
3aTb CBOE MHeHMe B NMMCbMEHHOM (DOpPMe, KOTOPOe MpuiaraeTcsa K akTy.

2.9. MopAfoK cocTaBNneHUsA U 0hOPMIIEHNA CNYXEOHbIX MUCeM, Tese-
rpaMmm n TesiepoOHOrpamm

2.9.1. Cny>KebHble NUCcbMa COCTaBNAKTCA A1 U3M0XKEHNS NPOCLOLI (3anpoca),
OTBETa Ha NPocbLOY, a TakxXe COo0OLEeHNIA MHDOPMALMOHHOIO XapaKTepa.

2.9.2. MNpenpoBoAuTe/ibHble MUCbMa COCTaBMAKTCA /MWL B TOM C/ly4vae, Korga
OHM cofepXXaT MOACHEHWA OTHOCUTESIbHO XapakTepa WCMOAHEeHWa WAn  Lenu
Hanpas/ieHa Npuaaraemoro JOKyMeHTa.

2.9.3. TeKCT nucbMa JO/MKEH COCTOATH M3 ABYX NIOMMYECKUX CBA3AHHbLIX MeXay
co60i YacTeldl. B nepBoi YacTu NPUBOAUTCS ONuUcaHne hakToB UM COBLITUIA, NO-
CNY>XMBLUMX OCHOBaHWEM AN COCTaB/eHWs MuUCbMa. Bo BTOPOI M3naratoTcs Bbl-
BOAbI, MPeANoXeHWs Un npockoa.

2.9.4. TNepenncka MNOCPeAcTBOM Tenerpada BefdeTCs TOIbKO MO BOMpocam
CPOYHOro xapakrtepa. [Mpn 0TBeTe Ha 3anpoc nepes TEKCTOM Tenerpammbl yKasbl-
BatOTCA HOMep 3TOro 3anpoca. B KoHUe TekcTa (4O NoAnucK) CTaBUTCA UCXOAA-
LLIMiA HOMEP.

2.9.5. Tenerpamma neyartaetca B ABYX 3K3eMmnifgpax v BUSUPYHOTCA UCMOMHU-
Tenem. Nocne nognucu TenerpaMmmMa nepeaaeTca KaHuenapumn Ang oTnpasieHns.

2.9.6. TenedpoHorpamma 1cnonb3yeTca A1 nepefayv CBeAeHWin no Tenedioxy.
[Mpun nepepayve TenedoHOrpaMmbl YKasblBaeTCA: KOMY OHa afjpecoBaHa, LO/HKHOCTb
N (hamMuans, UMs, 0TYeCTBO N1LA, MOAMNMCABLLErO ee, faTa M Yac nepegayv, Homep
TeneoHa, aMuans, UMs, OTYECTBO NMepesaroLLLEero 1 NosyyaroLLero amua.
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1. OPrAHUSAUMNA OOKYMEHTOOBOPOTA

3.1. MopAAOK NPOXOXKAEHMUA N UCNOSTHEHNA BXOAAWMNX LOKYMEHTOB:

3.1.1. MNpriem ¥ NepBoHavasbHas 06paboTKa NOCTYNUBLLENA KOPPECMOHAEHLMM
OCYLLLeCTBNAETCA CTPYKTYPHbIM MoApasfeneHnsaMm no Aenonpon3BoACTBY - KaHLe-
NApuen YHUBepCUTETA.

3.1.2. TepBoHaYyasibHad 06paboTKa MOCTYMNUBLLEN KOPPECMOHAEHLUMM 3aK/to-
4aeTca B MPOBEPKE MPaBWUIbHOCTU AOCTaBKU WM LENIOCTHOCTM B/IOXKEHWIA, MOArO-
TOBKE KOPPECNOoHAEHL MM K nepegaye no HasHauyeHuto.

3.1.3. OWwmMbOYHO [0CTaB/IEHHAsA KOPPECMOHAEHUMA MepecblnaeTca no npu-
Ha/1eXKHOCTMW.

3.1.4. Bce KOHBeEpPTHI, 3@ UCK/IHOYEHNEM NTIMYHON KOPPECMOHAEHLMN N NUCEM B
agpec Mpodpcoto3HOro KOMUTETA, BCKPbIBAOTCA. [1py 3TOM NpoBepseTcs LeNocT-
HOCTb KOHBEPTOB U Ha/IMuMe BNIOXEHHbLIX B HMUX AOKYMEHTOB. B cny4yae nospe-
XAEHMA NMakKeToB, PACX0XAEeHN HOMEPOB Ha KOHBEPTAx U JOKYMeHTaX, CoCTaBs-
eTcs aKT B Tpex ak3emnsiApax. OfMH 3K3eMnasp OCTaeTCcAa B KaHUeNapun, BTOPOi
BMeCTe C [OKYMEHTOM MepefaeTcs Mo Ha3Ha4yeHWto, a TPeTuid BO3BPALLaeTCa OT-
npasuTento. KoHBepTbl, Kak MpaBuio, YHUYTOXaKTCA, KPOMeE Cny4yaeB, Korpa
TONbKO MO KOHBEPTY MOXHO YCTaHOBUTL afpec OTnpaBuUTeNs WUnn Aatbl OTNPaBKM
N NONyYeHNs LOKYMEHTA.

3.1.5. Ha Bcex BXOAAWMX AOKYMeHTaX, B 0653aTe/IbHOM MOpsaKe, faxe ec/in
CTpaHMLa 3aHATa TEKCTOM, B HWKHEM MpPaBOM Yr/y /INLEBOA CTOPOHbI MEepBOro
NNCTa NPOCTaB/SETCS PEMMCTPALMOHHDIN WTamn (MpuoXxeHve 1).

3.1.6. Perncrpauus npon3soanTca B AeHb NoyyYeHNsa JOKYMEHTa.

3.1.7. Hepeructpupyemble AOKYMEHTbI, LOKYMEHTbl, MOCTYMNuBLUNE B afpec
[MpoCOO3HOro KOMUTETA U C NOMETKOM "NIMYHO™, NepefatoTcs HenocpeacTBEHHO
Mo Ha3HaYeHWI0.

3.1.8. lNocTtynuBLINe AOKYMEHTbLI MOCNE UX PerucTpaumn B XXypHanie BXoAs-
LLMX LOKYMEHTOB (NpUIoXKeHue 2) nepefaroTcs Ha pacCMOTPEHNE PYKOBOACTBY.

3.1.9. IoKyMeHTbl [JO/MKHbI NnepefaBaTbCa PYKOBOACTBY Ha pacCMOTpeHue B
[eHb NX NOCTynneHns. Tenerpammbl, Tene)OHOrpammbl U Apyrve CPOYHbIe OOKY-
MeHTbI nepefaroTca Ha pacCMOTPEHME N UCMOJSTHEHWE B NEPBYIO 0Yepe/b.

3.1.10. Ecnu B NOCTYNMBLLEM AOKYMEHTE MMEeTCA CCbl/iIKa Ha Apyrue AOKy-
MEHTbI, MOC/eAHMe MoAbuparoTCs U nepeaaroTca PyKOBOACTBY BMeCTe C MOCTY-
MNUBLLUMMW JOKYMEHTaMU U COOTBETCTBYHOLLEIA CrIPaBKOIA.

3.1.11. [loKyMeHTbI, nocTynarowme B Hepaboyee BPeMs, BbIXOAHbIE M Mpa3f-
HWYHbIe OHW, MPUHUMAKOTCA AEXYPHLIMU YHUBEPCUTETA, AOKIabIBAKOTCA PYKO-
BOACTBY M MOC/ME PacCMOTPEHUA nepefaroTca ANnd perucrTpaunn B KaHLEensapuio
PTCY.

3.1.12. HenopgnwucaHHble UM NoanucaHHble He YNOHOMOYEHHbIM Ha TO J1n-
LIOM, C Hepa3bopymBbIM TEKCTOM WM He cofepxKaliye Heo6XO0AMMbIX PEKBU3NTOB
NOKYMEHTbl BO3BpPaLLatOTCA OTMPaBUTENO KaHLUEeNsapueid € yKasaHWMeM NPUYMH
BO3Bparta.

3.1.13. PesynbTaTbl PacCMOTPEHUS OTPaXarTCA B Pe3onoumax, KOTopble
MPOCTaBNAKTCSA, KaK MpaBu/io, B BEPXHEN NpaBoi 4acTu LOKYMeHTa WM Ha Nio-
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6om CBOGOAHOM MecTe OT TeKCTa, /iMb6O Ha OTAe/bHOM OeryHke. Pesontouuns
[O/IKHa coAepXaTb ACHOE W UcCYeprbiBalOLLEee yKasaHMe O MopadKe U XapakTepe
NCMOJSIHEHNSA AOKYMEHTOB U UCNONHUTENEN. [JOKYMEHTbI JO/MKHbI ObITb paccMOT-
peHbI B AeHb NOCTYN/IEHNS.

3.1.14. TlocTynuBlUMEe [OKYMEHTbl, MOC/e MX PacCMOTPEHNS PYKOBOACTBOM
BO3BpaLLat0TCA B KaHLeNapuio ANa NepeHeceHnsa TekcTa pe3oniiouum B COOTBET-
CTBYHOLLYIO Tpadly >XypHana BXOAALEN KOPPeCcnoHAeHUMW U [OCTaBMSKTCA MO
HasHaYeHuo.

3.1.15. OTBETCTBEHHbIM 33 WUCMOMHEHNEM [LOKYMEHTOB ABNAETCA NNLO, YKa-
3aHHOe B pe3ontoumm nepsbiM. OTBETCTBEHHOMY WCMOJIHUTENIO NPeLOCTaBNsAeTCS
MpaBo CO3blBa COMCMONTHUTESIE.

3.1.16. ComcnonHuTenn oKyMeHTa 0653aHbl Mo TpeboBaHMIO OTBETCTBEHHO-
ro UCNONHUTENSA MPefoCTaBUTL eMy BCe HeobXoauMble martepuabl. COMCNONHU-
Te/IM B paBHO Mepe HeCyT OTBETCTBEHHOCTb 3a CBOEBPEMEHHYIO M KaYeCTBEHHYHO
MOArOTOBKY NPOEKTOB AOKYMEHTOB.

3.1.17. KcnonHeHHble AOKYMeHTbI nepefaroTca Ana MOALWMBKM B [ieN0 B Te
CTPYKTYPHble MOApa3fenieHns uam 1eM paboTHMKaM, KOTOpble MPOM3BOAAT (Pop-
MWPOBaHME [ieN N0 COOTBETCTBYIOLLMM BOMpPOCcaMm, COrfiacHO HOMEHKNAType Aen.

3.2. MopALoK NPOXOXKAEHNA NCXOAALLNX U BHYTPEHHUX LOKYMEHTOB B
npouecce UX NOArOTOBKU:

3.2.1. o nepefayn NOArOoTOB/NEHHOrO0 AOKYMEHTa Ha MOAMUCL WUCMOJIHUTESb
LO/MKEH MPOBEPUTL €ro COAepXKaHue, NpPaBuIbHOCTbL OOPMIEHUSA, HanYme npu-
NOXEHWA. [JOKYMEHT npefCcTaB/seTcs Ha MNOANNCL BMECTe C MaTepuasaMu, Ha oc-
HOBaHUN KOTOPbIX OH FOTOBUJICA.

3.2.2. NoanuncaHHble PyKOBOACTBOM AOKYMEHTbl MepefatdTcs B KaHLenapuio
YHUBEpPCUTETA ANS PErnCTpaLMm B XXypHae perncrpaumm NcXogawmnx n BHyTpeH-
HUX LOKYMEHTOB (NpunoXeHue 3) 1 OTMNpaBKW.

3.2.3. [JoKyMeHTbI MepefaroTca A/1A OTNpPaBKM MOMHOCTLHO O(OPMIEHHBIMM.
KaHuenapuna npoBepsieT npasuibHOCTb ONOPM/IEHNS AOKYMEHTOB, Han4yme npu-
NOYEHWI, YKa3aHHbIX B OCHOBHOM [OKYMEHTEe, OPOPM/ISET B KOHBEPT U B TOT XKe
[€eHb CAAeT B COOTBETCTBYHOLLMIA OpraH CBA3N.

3.2.4. BHyTpeHH/e [OKYMEHTbl TOTOBATCHA, OOPMAAKTCA U UCMNOSHAKTCS
(ncnonb3ytoTcs) B Npefenax annapara ynpasieHns.

3.2.5. T1poeKTbl JOKYMEHTOB MocC/ne NOArOTOBKW WM COrfacoBaHuUa C COOTBET-
CTBYHOLLMMMN PabOTHMKAMWN YHMBEPCUTETA MepefatoTcsl Ha PacCMOTPEHME UM Ha
noannce PyKoBOACTBY. [locne nognucaHna ykasaHHble AOKYMEHTbl PerucrTpupy-
FOTCA B XXYpPHa/Ie perncrpaumm UCXoaawmnx n BHYTPEeHHUX LOKYMEHTOB U nepeaa-
FOTCA O4/19 UCMOTHEHUS.

3.2.6. [loknafHble 3annCKN Ha UMA PYKOBOACTBA, CMPaBKW, CBOAKW U Apyrue
NOKYMEeHTbI OnepaTMBHOIO XapakTepa nocne ux pacCMOTPeHUs U UCNOJIHEHUS MNo-
MeLLakTCa B COOTBETCTBYIOLLEE AEeNO.

3.3. MopsagoK npuemMa n nepejadmn JOKYMEHTOB:

3.3.1L [Mprem 1 nepefaya BXOAALNX, UCXOAALMNX U BHYTPEHHNX OOKYMEHTOB
Ha BCeX aTanax WX MpoX0oXAeHWa OCYLLEeCTBNAETCA Mo pacnucky. lNepepava fo-
KYMEHTOB M3 O[JHOr0 CTPYKTYPHOro noApasfiefieHnsa B Apyroe uam ot ofHOro pa-
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OOTHMKa K Apyromy B 0653aTe/lbHOM MOpsAAKe MPOU3BOAUTCS Yepe3 KaHLEeNsputo,
PerucTpupys B XXypHasie peructpauum ABMKeHNsa JOKYMEHTOB.

3.4. Perncrpayna LOKYMeHTOB:

3.4.1. Peructpauma OOKYMEHTOB OCYLLECTBNAETCA LIeHTPa/IM30BaHHO KaHLe-
nAapvein yHmeepcuteTa. He nognexar pernctpaumu AOKYMEHTbI, YyKazaHHble B
NpUNoXeHUu 4.

3.4.2. KaXablii JOKYMEHT perucTpupyeTca TONbKO OAMH pa3. Bxopsawme go-
KYMEHTbI PErucTpupyroTca B [AeHb MNOCTYM/NEHUA, UCXOAALINE U BHYTPEHHUE B
[eHb noanucaHus.

3.4.3. 'HOeKC BXOAALLEro, UCXOAALLEr0 WU BHYTPEHHEro [OKYMeHTa COCTOUT
N3 NOPSALKOBOr0 PerucTpalMoHHOro HomMepa JOKYMeHTa W MHAEKCa Aena Mo Ho-
MeHKnaType.

Hanpumep:

No 14/12 ot 05. 01. 18

MUHNCTEPCTBO 00pa30BaHNA U HaYKM
Pecnybnmnkun TagpKnkucTaH

OTYET
06 yuebHoi aeAatenbHoOCcTV Ha 2018 rog,

PekTop noanncb damnnng, nMa, 0TYECTBO

rae 14 - nopsiAKOBbI PErMcTPaLMOHHbIA HoMep, 12 - MHAEKC [Aena No HOMeHKNa-
Type.

3.4.4. Ansa peructpauuy BXOASALLMX, NCXOASALMX N BHYTPEHHNX [OKYMEHTOB
MPUMEHAOTCA CNefyHoLLMe PerncTpaLnoHHble KHUMM (KypHan):

* XKYpHan permcTpaLmm BXoAALWMX 4OKYMEHTOB;

* KYpHan permcTpaummy BHyTPEHHNX AOKYMEHTOB;

* XKYPHan permcTpaLmm NCXoasLmnx 40KYMEHTOB;

* KYpHan permcTpaummn obpatleHnii hn3nYecKnX 1 PUANYECKNX NNLL;

e KYpHan permcTpaLmmn npaBnTeNbCTBEHHbIX TeNerpamm;

* XKYpHan permcTpaLmmn Bo3BpaLleHHbIX AOKYMEHTOB.

IV. OPTAHN3ALUNA KOHTPOJIA 3A NCTNOJIHEHVNEM AOKYMEHTOB

4.1. bepyTcAa nojg KOHTPO/b BCe BaXKHbIE FOCYAapCTBEHHbIE JOKYMEHTbI, KO-
TOpble LO/MKHbI ObITb UCMO/HEHbI, B TOM YWC/E 3aKOHbI, HOPMaTVBHbIE NPaBOBbLIE
akTbl MNpe3ungeHTa Pecnybnunku TamkukucTaH (Mpe3ngeHTta P®P), MNMpaButenscTea
Pecnybnukn TamkukuctaH (PP), nopyyeHus lNpeMbep-mMuvHUCTpa Pecnybnmku
TaKMKNCTaH 1 ero 3amectutener, Pykosoautens VICnonHUTENBHOIO annapara
Mpe3ngeHTa Pecny6imkn TafpKUKMUCTaH M ero 3aMecTuTesiei, 3anpockl, nopyue-
HWNS BbILLIECTOALLMX OPraHOB U YKa3bl U pacrnopskeHusa pyKOBOACTBa YHUBepCUTe-
Ta.

4.2. KOHTpOMO TaKkxke MOANEXMUT UCMOMHEHWE Hanbo/ee BaXXHbIX BHYTPEH-
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HNX [JOKYMEHTOB.

4.3. Tlpouecc MCNONHEHUS LOKYMEHTOB W UMEKOLWMXCA B HUX MOPYYEHWUIA
PYKOBOZCTBO KOHTPONMPYeT 4Yepe3 KaHuenapuio PTCY wnnu oTAeNbHbIX OTBET-
CTBEHHbIX /1L,

4.4. B3atve noj KOHTPO/Sb KOHTPO/MUPYEMbIX AOKYMEHTOB OCYLLECTBNSAETCA
yepe3 KOHTPO/IbHbIE KapTOUKM YCTaHOB/IEHHOW (hopMbl A5 pasmepa 148x210 mm B
COOTBETCTBUU C MPUTOXKEHUEM 5.

4.5. C uUenblo opraHmMsauun KOHTPONA 3a WCMOJIHEHMEM KOHTPOMNPYEMbIX
NOKYMEHTOB Ha MMsS COOTBETCTBYIOLLEro CTPYKTYPHOro nopgpasgeneHus B ABYX
3K3eMnaapax 3anonHAETCA KOHTPO/IbHAA KapTouka 3a MoAMnuCcbid pPyKOBOAUTENS
KaHLUenapum nnm 0TBETCTBEHHOr0 JO/MKHOCTHOIO /LA,

4.6. B KOHTPONbHOM KapTOuKe LO/MKHbI OblTb KPaTKO OTPaXXeHbl BCe HEeOO-
X04MMble AaHHble O MpoLecce UCMOHEHUA KOHTPOIMPYEMOTr0 AOKYMEHTA.

4.7. CpoOK UCMNONHEHNs [OKYMEHTa WUCYMUCNIAETCA C MOMEHTa ero noctyne-
HWUA B yupexxaeHue.

4.8. Ecnn BO BXOAALEM JOKYMeHTe yKa3aH CpOK, K KOTOpOMY npefnonara-
eTCsA NONYYNUTL OTBET, 3TOT CPOK AO/IKEH CTPOro cob/1oaaThbes.

4.9. J[JOKYMeHTbl JO/MKHbI ObITb MCMOMHEHbI (PACCMOTPEHbI) B CPOKM YKa3aH-
Hble B NPUIOXEHUN 6.

4.10. Ecnn B akTax [lMpe3ngeHTa n lNpasutensctea Pecnybnvkn TamKuku-
CTaH, a TaKXXe NPoTOKoNax 3acefdaHuns NMpaBuTtenscTea Pecnybnmnkn TamKnkKucTaH
N 3acefaHus y Pykosogutens MicnonHuTenbHoro annapara MpesungeHta Pecny6-
NNKN TaIKMKUCTAH KOHKPETHO He OnpejeneH CPOK MUCMOMHEHUS YKa3aHWiA, nopy-
YeHWIA, MepPONPUATUNIA, NMYHKTOB, TO B KOHTPO/IbHOW KapTOuKe B 3aBUCUMOCTU OT
COAepXKaHusi MopyYeHUs KOHTPO/bHbLIA CPOK MCMOMIHEHUS MO COr1acoBaHMO Co
CTPYKTYpHbIMW noApasgeneHmamm icnonHnTensHoro annapata lNpesngeHTa Pec-
NyonnKn TapKNKUCTaH YCTaHaB/IMBAETCA CleAyHoLWMM 06pa3oM:;

eyKasbl pe3ngeHTa Pecny6nmkn TampKUKUCTaH - eXeKBapTa/ibHO, Kaaoe
Nnonyrogune u eXxerofHo;

* pacnopsbkeHns MNMpesngeHTa Pecny6imky TaKUKUCTaH - eXeKBapTa/IbHO;

* rnocTtaHoB/fieHuUs NMpaBuTenbcTBa Pecrnybnmkn TaMKMKUCTaH - eXXeKBapTa/ib-
HO;

* pacnopsbkeHus MpasuTenbcTBa Pecnybnmky TaMKUKUCTaH - eXXeKBapTa/ib-
HO;

*MPOTOKO/bI coBewaHnin y Mpe3ngeHTa Pecnybnnkn TafkKMKUCTaH - exe-
KBapTa/1bHO;

*IPOTOKO/bI 3acefaHunin MNpe3nanyma n MpasutenscTea Pecny6nvkn Tamku-
KUCTaH - €XXeKBapTa/lbHO;

*MPOTOKO/IbI 3acefaHunii npy PykosoauTene icnonHuTeibHOro annapata MNpe-
3naeHTa Pecny6/imkn TampKUKNCTaH - eXXEMECAYHO;

*MporpaMmbl, KOHLEMNUMK, CTpaTerMn v naaHbl MeponpuATUI - KaXKaoe rnosy-
rogve, eXerogHo;

* WCNONHEHMe NyiaHa MeponpuATUiA, yTBepxxaaembix MNpesngeHTom Pecny6-
JIMKN TagKUKNCTaH - KaXaoe Nonyroauve, eXXerofHo;
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* ICMOSIHEHNe paboyero nnaHa lMpasutensctBa Pecny6nmMkn TamKUKUCTaH -
[Ba MecsLa 0 YKa3aHHOro Mecaua.

4.11. JOKYMEHT CUMTaeTCA MUCMOJIHEHHbLIM TOrfa, Korja peLleHbl Bce MocTaB-
NEeHHble B HEM BOMPOCHI U aBTOPY AaH MCUYePnbIBatOLLNIA U NPaBU/bHBIA OTBET.

V. COCTABJIEHVNE HOMEHK/TATYPbl N ®OPMWNPOBAHWE OEJ

5.1. CocTaB/ieHMe HOMeHKNaTypbl den:

5.1.1. [OKyMeHTbl Nnocsne ux UCnonHeHUa (UCNoNb30BaHWA) rpynnupyroTcs B
[ena, NpefcTaB/sAoLWmMe cob0i COBOKYMHOCTb JOKYMEHTOB, OTHOCALLMXCS K Orpe-
[eNNeHHOMY BOMpPOCY, NOALUNTON B OTAENbHYIO 00M0XKY.

5.1.2. B uenax npasuibHOrO (hopMUpoBaHuA Aen, obecreynBaroero obICcT-
PbIi MOVCK [JOKYMEHTOB MO UX COAEPXaHWIO U BUAAM, COCTaBISETCA HOMEHK/ATY-
pa [en, ABNSALWANACca CUCTEMATM3MPOBAHHbIM CMIMCKOM HauMeHOBaHWUIA Aen, 3aBO-
AUMbIX B A€N0MNPOU3BOACTBE C YKa3aHWEM CPOKOB UX XpaHeHUs.

5.1.3. HomeHknatypa fien coctaBnseTcs OTBETCTBEHHbIM PabOTHUKOM OTAeNa
KaflpoB COBMECTHO C MpPeACTaBUTENAMU CTPYKTYPHbIX NOAPa3AeNeHNin YHUBEPCH-
TeTa. CoCTaB/eHHaA HOMEHKNaTypa fAen COrsacoBbIBAaeTCA C COOTBETCTBYHOLLMM
rocyapCTBEHHbIM apXMBOM, YTBEPXXAETCA PEKTOPOM U BBOAMTCA B AelcTBMe C 1
AHBaps HOBOrO roga (NpuaoXxeHue 7).

5.1.4. YTBepXieHHasas HOMeHKNaTypa AeACTBYeT B TeueHue paga net n nog-
NEXUT NEPECOCTAB/IEHMIO N NEPEYTBEPXKAEHUIO B C/yYae U3MEHEHUA CTPYKTYpbI
06pazoBaTe/ibHOr0 yupeXxxaeHus. Ecim Takmx M3MeHeHUn He Npou3oLio, HOMeH-
KnaTypa fie/1 B KOHLE KaxXXaoro rofa vilib TONbKO YTOUHAETCA U NnepeneYvartbiBaeT-
cA.

5.1.5. B HOMeHKnatypy [fen BKIK4aeTca BCA LOKYMeHTauus, KaK co3faBae-
MbIM CaMUM YHUBEPCUTETOM, TaK U Nnony4vaemas U3BHe.

5.1.6. B HOMeHKnaTtypy [en He BKIOYakOTCA NOJyvyaeMble nevyaTHble m3ja-
HWSI, GPOLLIKOPLI, CNPaBKK, OKO/INIETEHN U ApYrie NoL0OHbIE U3AaHNS.

5.1.7. VHpeKcobl fen B HOMEHKIAaType COCTOAT U3 00603HAYeHWUIA CTPYKTYPHbIX
nofpasfeneHnii U NopsiaKoBOro HoMepa Aenia B npefenax CTPYKTYPHOro noppas-
LeNleHns W HanpaeeHns LeaTeIbHOCTU (NPUIoXKeHWe 8).

5.1.8. 3aronoBku fen pacrnonaratoTcd B COOTBETCTBYHOLMX pasgenax HOMeH-
KNaTypbl Mo 3HAYMMOCTU [LOKYMEHTOB, (DOPMUPYEMBIX B [efa.

5.1.9. 3aronoBOK fena A0/MKeH YETKO M B 0606LLEHHOM (hopMe OTpaXkaTb OC-
HOBHOE cofiepXXaHune 1 CoCTaB JOKYMEHTOB Jena.

5.1.10. 3aronoBkn fen no Bonpocam, He paspelléHHbIM B TeYeHue roga, fAB-
NATCA 'nepexogamMMn’ 1 BHOCATCA B HOMEHKNATYPY [eN yUpexxaeHua cnemy-
lOLLEro roga ¢ Tem e UHAEKCOM.

5.1.11. Ecnun B TeyeHme rofa B AeATeNbHOCTM annapaTa BO3HUKaKT HOBbIE [10-
KYMEHTVpYyeMble y4acTKu paboTbl M HenpeayCMOTPEHHbIE fefia, OHW LOMOHU-
Te/lbHO BHOCATCS B HOMEHKaTypy fen. C 3Toil Lefiblo B KaXX/A0M pasfene HOMEH-
KNnaTypbl OCTaBNAKTCA pe3epBHbIE HOMEpA.

5.1.12. o OKOHYaHMW OeNoNpPOU3BOLACTBEHHOIO rofa B KOHLE HOMEHKNATYpbI
[ie/1aeTCs UTOroBas 3anucb 0 KO/IMYeCTBe 3aBefleHHbIX aen (npunoxeHwve 9).
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5.1.13. MWHWCTEPCTBA, BELOMCTBA, LleHTpaslbHble OpraHbl 00LLECTBEHHbIX Op-
raHu3aumin paspabatbiBatOT TUMOBbIE HOMEHKIATYPbl Aen A/ OAHOTUMHbLIX NOJA-
BEJOMCTBEHHbIX YYPeXXAeHWI, opraHn3aunii n npeanpuatnia. Hanpumep: "Twuno-
Basi HOMEHK/aTypa Aen cpefHnx o6LeobpasoBaTe/ibHbIX YUpexkaeHnin", "Tunosas
HOMeHK/aTypa fe/l FOpoACKMX (PanoHHbIX) LLeHTPOB 340p0BbA™ U Ap.

5.2. dopmMupoBaHue gen:

5.2.1. WcnonHeHHble M COOTBETCTBEHHO O(OPM/IEHHbIE AOKYMEHTbLI Fpynmnu-
pyroTCs 1 hopmumpytoTea (bpolutopyroTes) B aena. PopMmpoBaHue aen B COOTBET-
CTBAM C HOMEHK/ATYpOi OCYLLECTBNAETCA B CTPYKTYPHbIX MOApasfeNieHnsax rno
MeCTY UCMOSIHEHUSA LOKYMEHTOB.

5.2.2. OfHO 13 OCHOBHbIX TPebOBaHUN K (DOPMUPOBAHMIO [OKYMEHTOB pas-
[efbHoe (hopMUPOBaHMe B fena LOKYMEHTOB NOCTOAHHOIO M BPeMeHHOro XpaHe-
HUS.

5.2.3. Tlpn dopMmpoBaHUKN Oen TpebyeTcst CTporo cobnogatb MX 06beM U
COCTaB [OKYMEHTOB, KOTOpbIe AO/MKHbI MOMELLATLCA B JaHHOe Aeno. BkntoyeHve B
[leNI0 JOKYMEHTOB, He OTHOCALUMXCA K HEMY, a TakKXe 4epHOBMKOB, BapMaHTOB,
Pa3MHOXKEHHbIX KOMWIA He AonyckaeTcd. Kaxgoe Aeno LO/MKHO cofepXkaTb He 60-
nee 250 N1CTOB.

5.2.4. [1OKyMeHTbI BHYTPU [iena pacnonaralorca B NopsaKe paspeLleHuns Bo-
MPOCOB, MO XPOHOMOrMN U HAEKCALNN.

5.2.5. TlpuKasbl N0 NMMYHOMY COCTaBYy rPYNMNUPYOTCA OTAEbHO OT MPUKA30B
MO OCHOBHOW AEATE/IbHOCTM.

5.2.6. TlnaHbl, OTYeTbl, CMeTbl TPYMMUPYIOTCA OTAENbHO OT MPOEKTOB 3TUX
LOKYMEHTOB.

5.2.7. [IOKYMEHTbI B IMYHbIX [lenax pacnosiaraloTcs B CnefyroLLem Nnopaake:

*  BHYTPEHHSAS OMNUCb JOKYMEHTOB, UMEIOLLMXCA B IMUHOM [efie;

*  3adBfIEHME O NpUeme Ha paboTy, Harpas/ieHNe UV NPeLCTaB/eHNE;

*  aHKeTa, IMCTOK MO YYeTy Kafpos;

e aBTOOMOrpagus;

e [IOKyMeHTbl 06 06pa3oBaHuy;

*  BbINUCKA U3 PacnopsXKeHW 0 Ha3HaYeHNK, NePEMELLIEHNN, YBO/IbHEHUN.

52.8. Kaptouks opmbl T-2 (NMyHas KapToyka paboTHMKA - [AOKYMEHT
YHUULMPOBAHHOW (DOPMbI, KOTOPbI 3aMo/IHAETCA HA OCHOBaHUWN pacropsKeHns
PEKTOpa YHUBEPCUTETA O MNPUeMe Ha paboTy pabOTHMKOB BCEX KaTeropwuii, obpa-
3eL, KOTOpbI YyTBEpXKAaeTca CTaTUCTUYECKMM OpraHoM) pacroniaratorca B anda-
BUTHOM MOPSALKE.

5.2.9. Tlepenucka rpynnupyeTca B Aena 3a nepuog KaneHaapHoro roga.

5.2.10. B pgeno c nepenuckor NOMeLLaloTCA BCe AOKYMEHTbI, BO3HUKLUME B
X0[e pelleHus Bonpoca. Mepenmncka cMcTemMaTuU3nMpyeTcs B XPOHO/IOTMYECKON Mo-
CefoBaTe/IbHOCTU: AOKYMEHT-OTBET MOMeLLaeTcs 3a JOKYMeHTOM-3anpocom. MNpu
BO30OHOB/IEHNW MEPENUCKIN MO OnpeaeieHHOMY BOMPOCY LOKYMEHTbI BKIHOYatOT-
CA B [leN10 TEeKYLLEero rofa C ykasaHvem MHAeKca Aena 3a npeaplayLlini rod, B Ko-
TOPOM XPaHATCA MpefLlecTByoLMe JOKYMEHTbI M0 3TOMY BOMPOCY.

5.2.11. Tlepenucka C BbIWECTOAWMMN OpraHu3aunsaMm rpynnmpyeTca no
KOHKPETHbLIM BOMPOCaM.
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VI. MoArOTOBKA AJOKYMEHTOB K INOC/IEAYHOWEMY
XPAHEHWIO, NCTOJIb3OBAHUIO N NMOPAAOK UX YHNUTOXEHWNA

6.1. 3KcnepTmsa Hay4YHON N NPaKTUYeCKON LEHHOCTU AOKYMEHTOB:

6.1.1. OKkcnepTn3a LLEHHOCTN JOKYMEHTOB - 3TO OMpejesieHne NoUTUYECKoro,
HapOAHOXO03AMCTBEHHOM0, COLMAaIbHO-KY/IbTYPHOrO N UHOIO 3Ha4YeHUs [OKYMeH-
TOB B Lie/IAX MX 0TOOpa Ha MocnefytoLlee XpaHeHVe U BbigeNIeHNe K YHNUYTOXe-
HUIO.

6.1.2. OKcnepTn3a LEHHOCTM [OKYMEHTOB OCYLLECTB/ISETCA pPabOTHUKaMMU
CTPYKTYPHbIX MoApa3fenieHnin Mnof MeTOAMYECKMM PYKOBOACTBOM MOCTOSHHO
AEeNCTBYIOLLEN sKcnepTHOM Komuceun (SK) 06pa3oBaTenlbHOr0 yUpeXxXaeHus.

6.1.3. OTOOP [OKYMEHTOB K YHUYTOXXEHWUIO O(hOPMJISETCA aKTOM MO ornpefe-
NEHHON (hopme. AKTbl pacCMaTpVBaKOTCA 3KCMEPTHON KOMUCCKERN, NOLANUCHIBAIOT-
cA npefcefartesieM M YjeHamy 3TOM KOMUCCUK, YTBEPXAAKTCA PYKOBOACTBOM
YHUBEpPCUTETA.

6.1.4. YHUUTOXEHME BK/IHOYEHHLIX B aKT [JOKYMEHTOB U [eN MpPOnU3BOAMTCS
TO/IbKO MOC/IE TOr0, KaK OnucKn aen nocTosHHOro M BPEMEHHOI0 CPOKOB XpaHeHUs
3a COOTBETCTBYIOLLMIA NepUos BpeMEHU YTBEPXKAEHbI OpraHamu rocyaapCTBeHHO-
ro apxmea.

6.2. OmopmneHue gen:

6.2.1. B Hayane rofa B KaKA0M CTPYKTYPHOM NoApasfeneHnn B COOTBETCTBUM
C HOMEHKNATYPOin fenl 0hopMASKOTCS 001I0XKKM (POPMUMPYEMOro Jefa.

6.2.2. OhopmieHne Aen BKIOYaeT B cebs paboTy No onvcaHuio 06/1I0XKKN fe-
na, ero 6poLUopoBKa, HyMepauuy IMCTOB N COCTaB/IEHNE 3a BEPUTE/IbHOW HaAMW-
cn.

6.2.3. [lena NnocToAHHOr0O M A0NTOBPEMEHHOr0 CPOKOB XpaHeHus (0T 10 net u
BblILLE) MepenneTarTcs ¢ TBEPAOM 06M0XKKOW, MUCTbI HYMEPYHOTCA. B KoHUe aena
Ha OTAe/IbHOM /INCTe COCTaB/IAETCA 3aBEpPUTE/IbHas HaAMUCh.

6.2.4. [lena BpeMeHHOro xpaHeHus (0o 10 neT BKAHOUUTENLHO) ODOPMAIAKOTCA
YNPOLLEHHO: OHW He NepennieTalTcs, IMCTbl B HAX HEe HYMEPYHOTCS, ONUCKU Aen He
COCTaB/IATCA, YUET BEAETCA N0 HOMEHK/ATYPE Aen.

6.2.5. Hagnucn Ha 0610)Kax fefl NOCTOSHHOrO M [JO/ITOBPEMEHHOIO XpaHe-
HUSA CnefyeT NPOV3BOAUTL YETKO, CBETOCTOMKUMU YepHUIAMU U TYLLHO.

6.2.6. ['l0 CNoXHbIM BOMNpocaM, CBfA3aHHLIM C OOpMIeHWEM Aef, MoAnexa-
WMX nepegade Ha rocyfapCTBeHHOE XpaHeHWe, HeOOXOAMMO KOHCY/bTUPOBATLCA
C COOTBETCTBYHLUNM rOoCyAapCTBEHHbLIM apXUBOM.

6.3. OnucaHune JOKYMEHTOB MNMOCTOAHHOIO 1 AOJ/ITOBPEMEHHOIO XpaHe-
HUNA:

6.3.1. 0 OKOHYaHUWM [enonpPOn3BOACTBEHHOIO roja No pesynbTatam Mnpose-
AEHHOI 3KCMEPTU3bl LEEHHOCTU [OKYMEHTOB OCYLLECTB/IAETCA OTOOP e/ MOCTOSAH-
HOro CpoKa XpaHeHWs, KOTOpble MoA/exar BK/IKOYEHUIO B onnch (npunoxxexue 10).

6.3.2. ONuCb COCTaBNIAETCA KaHUeNspuen yHWBepcuTeTa Mpu MeTOAMYECKOn
MOMOLLIM COOTBETCTBYHIOLLLEr0 rOCYy[apCTBeHHOro apxvea. [0foBble onucu pen
MOANEXAT YTBEPXKAEHNIO 3KCMEPTHO-MPOBEPOUHOIN Kommuccrein (AMK) opraHusa-
LMK rOCYAapCTBeHHbIM apXUBHbLIM OpraHoM.
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6.3.3. OnucK cocTaBnATCA pasfe/lbHO Ha Aena NoCTOAHHOro, A0/roBpeMeH-
HOro CpoKa XpaHeHUA 1 Ha Aena rno IM4YHOMY COCTaBy.

6.3.4. Kaxxgoe neno(TomM) UMeeT Mo OMMCU CamMOCTOATE/bHbIA NOPSAKOBbLIN
Homep. [ena B OMMcAX CUCTEMATU3NPYIOTCA B COOTBETCTBUWM C HOMEHKNATYPOWA
nen.

6.4. OobecneyeHne COXPaHHOCTU JOKYMEHTOB:

6.4.1. 3a coxpaHHOCTb JOKYMeHTOB PTCY HecyT OTBETCTBEHHOCTb KaHLens-
pUsi N PYKOBOAMTENIN CTPYKTYPHBIX NOAPA3LAEeNeHWiA.

6.4.2. [lena c MOMEHTA 3aBefleHna X B 4eN10NPOMU3BOACTBE U A0 CLAYM B apXUB
PTCY vnn yHUUTOXXEHNA XPaHATCA B paboumx KOMHAaTaX, B 3aKpblBaeMbIX LLKa-
(hax 1M cneymanbHO 0TBEAEHHbIX 3aKPbIBAOLLNXCA NMOMELLEHUNAX.

6.4.3. N3baTue 1 BblJaya Kaknx-mbo AOKYMEHTOB M3 [eN MOCTOAHHOIo Xpa-
HEHWUA He pa3speluaeTcs. B UckounTenbHbIX cnyyasax (Hanpumep, no TpeboBaHuIo
CyAebHO-CeACTBEHHbIX OpraHoB) Takoe W3bATME MPOU3BOAUTCA C paspeLleHus
PYKOBOACTBA C 00s13aTe/lbHbIM OCTaB/IEHWEM B fefile TOYHOW 3aBEPEHHON Konuu
N3BATOrO JOKYMEHTA U B/IOXKEHNEM aKTa 06 U3bATUMN NOAJIMHHMKA.

6.5. Mepepaya gen B apxme PTCY:

6.5.1. B apxus PTCY nepefaioTca fena NOCTOSHHOINO W [0/r0BPeMeHHOro
CPOKa XpaHeHNs Yepe3 rof rnocne 3aBepLUeHns X B Ae/I0NPOU3BOACTBE CTPYKTYp-
HbIX MoApasaeneHnin. [lena BpeMeHHOro cpoka xpaHeHus (go 10 neT) B apXuB He
nepefaroTcs, a XpaHATCA B CTPYKTYPHbIX NoApasaenieHusX.

6.5.2. Apxus PTCY npuvHUMaeT fena no onucam Uam HoMeHKaTypam aen.

6.5.3. Ecnu oTgenbHble fena HeobxoanMmo oCTaBUTL B AeN0npon3BOACTBe A1
TeKyLe paboTbl, apxns OPOPMSISET Bbldayy 3TUX AeNl BO BPEMEHHOE MoJib30Ba-
Hue.

6.6. MopAAOK YHNUTOXEHUSA LOKYMEHTOB:

6.6.1. CNNCOK YHUYTOXKEHUA [OKYMEHTOB COCTAB/ISETCA KaHUenspuein coB-
MECTHO C ApyrvMun paboTHMKaMu yHMBepcUTeTa. B TO e BpemMs COCTaBNeHHbIN
CMUCOK YHUYTOXXEHNA [OKYMEHTOB COr/1acoBbIBaeTCA C COOTBETCTBYIOLLMM rOCy-
[APCTBEHHbLIM apXMBOM W1 YTBEPXKAAETCA PYKOBOLCTBOM.

6.6.2. YHNUUTOXEHNE [OKYMEHTOB [O0/KHO COOTBETCTBOBaTb C/efyHoLnm
npasuiam:

* 0(hOPM/IATLCA FOPUANYECKN (AKT 06 YHUYUTOXKEHUN);

* ObITb HafEXHbIM Y KOH(IMAEHUMANbHBIM (MCK/THOYaTb BO3MOXKHOCTL BOCCTa-
HOB/EeHNA);

*M0/Ty4eHNe NMUCbMEHHOIO pa3peLleHns Ha YHUYTOXKEeHME OT 3KCMEepTHOW Ko-
MUCCUKN opraHunsaunu;

*  MPOBOAUTLCS B MPUCYTCTBUM 3KCMEPTHOM KOMUCCUMN,

6.6.3. YHMUUTOXATLCA LO/IKHbI TONLKO Te AOKYMEHTbI, KOTOPbIE MPOLLIN 3KC-
NepTu3y LEHHOCTN Ny KOTOPbIX UCTEK CPOK XpaHeHus.

6.6.4. OCHOBHbIM METOAOM YHUUTOXEHUSI OYMaXKHbIX [LOKYMEHTOB SB/IAETCA
LpeavpoBaHme (M3MeibYeHre) B 3aBUCMMOCTM OT CTENEHN KOH(MAEHLNaIbHOCTY
NN COXOKEHNS.

6.6.5. Ipn YHNUTOXEHNM JOKYMEHTOB BHE TEPPUTOPUN OpraHmn3aLmn LoCTaB-
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Ka X K MECTY YHNUYTOXEHNA MPOMNU3BOAUTCA Ha CJ'Iy)K96HOM TpaHcnopTe, N nNpun-
HUMaKOTCA Mepbl, NCKNKoYaroLwmne A0CTYN K AOKYMEHTaM MOCTOPOHHUX /TN,

VII. NCIMOJIbSOBAHNE TEXHNUYECKNX CPEACTB
BO BPEMA NMOAINOTOBKW JOKYMEHTOB, PASMHOXEHWA
N MATHUTHBIX 3ATIMCEN

7.1. B npouecce paboTbl C AOKYMEHTaMW B rOCYAapCTBEHHbIX OpraHax u op-
raHM3aunax Ucnonb3yrTca KOMMbIOTEPLI U Apyrue TeXHUYecKne CpeacTsa, B TOM
yucne Ucnonb3yeTca ayamo N BUAeo TeXHUKa. MeToanyeckoe pyKOBOACTBO pas-
pPaboTKN AOKYMEHTOB C WCMO/Mb30BaHNEM TEXHUYECKUX CPEACTB OCYLLECTBASET
OTBETCTBEHHbIM PAabOTHNKOM OpraHmn3aLmu.

7.2. Pa3MHOXeHWe KOMuin JOKYMEHTOB OCYLLECTBNAETCA MO CTPOrMM KOH-
TPONEM PYKOBOAUTENS CTPYKTYPHOro noapasfeneHuns. PasMHOXEHUS Hecnyxeo-
HbIX JOKYMEHTOB UM NMERLLNX FPU CEKPETHOCTY 3arpeLLeHo.

7.3.  OTBETCTBEHHbIA CNEUNaIUCT KaHUENspuM yHUBepPCUTeTa OTBETCTBEHEH
3a COXpaHeHWe CBeAeHU PasMHOXEHHbIX JOKYMEHTOB, 3a NpefoTBpaLleHns n3-
JINLLIHETO W HE3aKOHHOr0 pasMHOXeHUs, He nonajaHne Konun AOKYMEHTOB B PyKU
APYTrnX nn,

7.4. MarHntohoHHas 3annucb MeponpuAaTuiA, KOTOpble NPOBOASATCS B OpraHu-
3aUmu, 3aBepLUAeTCA CO CTOPOHbI COOTBETCTBYIOLLUMX CTPYKTYPHbIX OpraHu3auui.
PaclumpoBKa 3anmcy MeponpuaTuii B HEOOXOAMMbIX C/ly4yasix OCYLLECTB/ISETCS C
paspeLLeHns PyKOBOANTENSA OpraHu3aLni.

7.5.  MarHnto)oHHas 3anunch 3acefaHnui, Apyrux MeponpuaTUin CoXpaHsaeTcs
B MopsiaKe, YCTaHOBNEHHOM A/19 AOKYMEHTOB, MMEKOLWNX rpud «ns cny>xebHoro
MONb30BaHUA.

7.6. TlopAdoK MCMNoNb30BaHUA KOMIMbIHOTEPOB, MPUHTEPOB, CKaHepoB, [0-
CTYMHOCTb K HaKOM/IEHHbIM MH(POPMaLNOHHLIM MaTepuanam, 3almuTa OT He3aKOoH-
HOro MCMNoJIb30BaHUA JOKYMEHTOB OMpe/ensaeTca B 0TAEIbHOM NOpsAKe.

7.7. Tlpn NpUHATMM Ha paboTy COTPYAHUKA paboTodaTenieM NPOBEPSETCS ero
3HaHWA N HaBbIKOB MO/Mb30BaHUA PaboTbl C TEXHUYECKMMM CPEACTBAMM.

VI, SAKNTKOYUTENBHBIE MNMOJTOXEHWA

8.1.  3mMeHeHWA W [OMOMHEHUA B HACTOALLYHO WMHCTPYKLUWMIO BHOCATCA My-
TeM COCTaB/eHNA VIHCTPYKUMM O BeAeHMM [enonpou3BOACTBa B HOBOW pefakuum
NN60o 0thopMNEHNSI U3MEHEHWIA (AONOMHEHWNIA) B BUAE MPUNOXKEHWNIA K HACTOSLLEN
MHCTpYKUMM Ha OCHOBe peLleHns YdeHoro coseta PTCY v foBoaAaTca 40 CBeje-
HUSA PabOTHNKOB Y 3aMHTEPECOBAHHbIX LO/IHKHOCTHBIX /1ML, BY3a.

8.2.  OpwurunHan HacToswen NHCTpyKumn xpaHutca B CekpeTapuare Y4yeHo-
ro coeeta PTCY.
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MNMpunoxeHwne 1
K VIHCTpYKU1KM 0 BeAeHUN
fJenonpoussofctea B PTCY

dopma perncTpaumMoHHOro wramna

Poccuiicko-TamKNKCKNii
(CnaBsiHCKMIA) yHUBEpCUTET
Bxogawmin No
OT « » 20 r.

20 Mm

50 Mm
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lNpnnoxkeHwne 4
K VIHCTpYKUUKM 0 BeAeHUN
fJenonpoussofcTtea B PTCY

MepeyeHb AOKYMEHTOB, He MOANEXaLLMX PerucTpauun KaHuenspue

[Mncbma, NpucnaHHbIe B KONWUK ANa CBeAeHWs.

TenerpamMmmbl 1 NUCbMa O pa3peLleHn KOMaHAMPOBOK U OTMYCKOB.
Co00LeHMs 0 3acefiaHnAaX, COBELLAHNAX U MOBECTKE [HS.

["padkn LexypcTBa, Bble3[0B, y4acThe Ha MepOnpUATUAX, 3asBKW.
CBOAKW, NpUCNaHHbIe AN CBeAeHUS.

YuebHble nnaHbl, NporpamMmbl (Konuw).

PekiaMHble U3BeLLEeHUS, NiaKaTbl, NMPorpaMmbl COBELLAHWIA, KOH(EPEHLNIA.
[Mo3apaBuTeNbHbIE MUCbMA M MPUTNACUTENIbHbIE OUNIETDI.

[MeyaTHble U34aHNA (KHUTW, XXYPHa/bl, OIONIETEHN).

10 MecsauHble, KBapTa/ibHbIE, MONYTOA0BbIE OTUETHI.

11. PopMbl CTATUCTUYECKOW OTUYETHOCTM.

12. Byxrantepckue OOKYMEHTbI.

©ONOTHAWN
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INpunoxkeHne 5
K VIHCTpYKU1KM 0 BeAeHUN
flenonpoun3sojcTsa B PTCY

dopma perncTpaLmoHHON KapTouKu
JlnueBas cTopoHa

OTnpaBuTeNb

[aTa nocTynneHns n perncTpalmoH- [laTta 1 perucTpaumoHHbI HOMEP
HbliA HOMEp

KpaTkoe cofepxxaHue
Komy Hanpas/fieH JOKYMEHT

OTMeTKa 06 UCNOMHEHNUN [JOKYMEHTA

O6opoTHasA CTopoHa

®oHA Ne Onuck Ne [eno Ne
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MpunnoxeHwue 6
K VIHCTpYyKuuKn o BeaeHUA
flenonpoun3sojcTsa B PTCY

anMeprlﬁ nepeyeHb JOKYMEHTOB C YKa3aHWUEM CPOKOB UCMOJ/IHEHUNA

1 3akoHbl Pecny6nvkn TamkukucTaH, ykasbl lNMpe3ngeHTta Pecny6ivku
TapKnkncTaH; 3akoHbl Poccuiickoin depepaumn, ykasbl MpesngeHTa POCCUIACKON
defiepaumm - B COOTBETCTBUN C TPeOOBAHUAMMW 3aKOHOAATENbCTBA;

2. [MocTaHoBMIEHNA 1 pacriopskeHUs MNpaBuTensCcTBa Pecny6imky Tamku-
KuncTaH; octaHoBNeHNA 1 pacropsbkeHus MpaBuTenbcTBa Poccuiickon defepa-
LN - cOrnacHo yKasaHHOMY B HUX CPOKY;

3. COBMECTHble MOCTaHOBNEHMA Mamxancu Muanm u Magpknmcu Hamo-
aHparoH Magpxknncyu Onm Pecny6nvkn TampKUKUCTaH, NocTaHOBIeHUA Mamkincu
MU U 1 Maknmen HamoaHgaroH Mamknvnen Onn Pecnyonmnkn TafyKMKUCTaH,
yKasbl 1 pacnops>xeHuns MpesngeHta Pecny6nmkn TagpKUKUCTaH, NOCTaHOBEHNSA
N pacriopskeHus MpaBuTenbcTBa Pecnybnmnkn TafKUKUCTaH - B CPOKW, yKas3aH-
HbIE B HUX;

4, 3anpocbl U nNucbma 4YneHoB Mampknucu Munnn, genytatos Mamximcu
HamMoAHAAroH N MecCTHbIX MaX/1MCOB HapOAHbIX AenyTaToB B 3aBUCUMOCTU OT UX
[enyTaTCKoN feaTeNlbHOCTU A0 OAHOro Mecsaua, ecim TpebyroT AOMOHUTENbHOMO
N3yYeHUs N KOHTPOSIA - 6e30Tnarate/bHo;

5. Mopy4eHuns Mpembep-MuHUCTPa Pecnybnnkun TampKUKUCTaH U ero 3ame-
ctutenein, Pykosogutens VcnonHutensHoro annapata pe3ngeHTa U ero 3ame-
CTUTENEN, - B TeYEeHMEe O4HOr0 MecsLa UM B CPOKW, YKa3aHHbIE B HUX;

6. Mncbma, 3a9BN1eHNs 1 XKanobbl (U3NYECKNX U HOPUANYECKUX NNL, - B COOT-
BETCTBUW C 3aKOHOM Pecnybnmkun TampknkmnctaH «O6 o6palLeHnsaX (hU3nYecKnx n
FOPUANYECKNX NNLLY;

7. T10CTaHOBNIEHMA KONNErnn, KONNernasibHoro opraHa u pacnops>xeHns pykKo-
BOANTENA OpraHM3aunn - B CPOKK, YKa3aHHbIe B HUX;

8. Muncbma, 3anpochbl M MOPYYEHUS BbILLECTOALLMX OpraHu3aunin - 00 LecATu
AHEN UM B CPOKW, YKa3aHHbIe B HUX;

9. MNpwuka3sbl pekTopa PTCY - cornacHo ykasaHHbIM B HUX CpOKawm;

10. TeneoHorpaMmbl - B CPOKW, YKa3aHHbIe B HUX UK B 3aBUCUMOCTU
0T CPOYHOCTIM BOMpOCa.
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INpunoxxeHne 7
K MHCTPYKUUK 0 BeaeHUU
fJenonpoussofctea B PTCY

dopMa HOMEHKNATYpPbl AeN CTPYKTYPHbIX nogpasaeneHnii PTCY

Kopa cTpyK-
TYpHOro

NoNe  noppaspe-

n/n  neHnst n Ne

fena (va-
cTn)

1 2
1 01-05 Ne01
2 01-05 NeQ2
3 01-05 NeO3
4  01-05 Ne04
5  01-05 Ne05
6  01-05 NeO6

HomeHknatypa gen Ha 2018 rog

oTaena Kagpos PTCY

(HammeHOBaHMe CTPYKTYPHOrO NoApasfeneHns)

3aronoBoK fena

3
lMocnaHua Jlvgepa Haumm, OCHOBO-
NOMNOXHUKA MUPa eANHCTBA HaLUMn
Mpe3ungeHTa Pecny6inmkn TafKnku-
CTaH SmomManu PaxmoHa u NMpe3u-
AeHTa Poccuitckoin depepauyun B.B.
MyTnHa
3aKoHbl Pecny6nnkun TagpKUKUCTaH,
yKasbl [pe3naeHTa Pecny6nmkun Ta-
[PKUKUCTaH; 3aKOHbl POCCUICKOIA
®epepaunn, ykasbl NpesngeHTa
Poccuiickoii ®eaepauum
lMocTaHOB/IEHUA U pacMOPAXeHWS
MpaBuTenbcTBa Pecny6ivku Ta-
[IKMKKCTaH; MocTaHOBEHNA 1 pac-
nopsbxkeHus MNpasutenscTBa Poccuin-
ckoin Pepepaumm
YKa3bl MUHUCTpa 06pa3oBaHns 1
Hayku Pecny6/imkn TapKUKNCTaH U
MwuHMCTpa 06pa3oBaHNs U HayKu
Poccuiickor ®eaepayunm
PelueHna YueHoro coseta PTCY

MpoTokonbl pektopata PTCY

MNHCcTpyKumMsa o BefleHUU Jenionponssoactea B PTCY

Kon-
BO fen

cTein)

1

«

1

«YTBEPXOAHO»
PekTop Poccnicko-TamkKnKCKoro
CnaBAHCKOro yHMBEPCUTETA
H.H. Canuxos

MoctosHHo  [na no-
CTOSH-
HOro
nonb30-
BaHWS

» 2018 .
Cpok IMNpumeya-
XpaHe-
HUST HUA
5 6
[MocTosAHHO
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7  01-05 NeO7
8  01-05 Ne08
9  01-05 NeO9

10  01-05 NelO

HavanbHuK
OTtpena Kagpos

[ata

WHCTpYKLMA No Aenonpov3BOACTBY,
HOMeHKNaTypa, nonoxeHus (PyHk-
LIMOHa/IbHble 0643aHHOCTM) CTPYK-
TYPHbIX nogpasgeneHnii PTCY

MpoToKoNbl 1 0TYeThLI (KBap-
Ta/IbHble, NONYro40BbIE U rOf0-
Bble) O0TAena kagpos PTCY
MprKasbl 0 NpuemMe Ha paboTy,
YBO/IbHEHWI 1 NepeBodax

(HavmeHoBaHwMe [OMKHOCTW PYKOBOAWTENS CNYXObl [€/10MPON3BOACTBEHHOTO 0OCNYXMBAHWSA)

MNHCcTpyKumMsa o BefleHUU Jenionponssoactea B PTCY
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Kog
CTPYK-
TYPHOrO
noapas-
AeneHuns

01

01-01
01-02
01-03
01-03-01
01-03-02
01-04
01-05
01-06

02

02-01
02-01-01
02-01-02
02-01-03

02-01-04

02-02
02-03
02-03-01
02-04

03

03-01
03-01-01
03-01-02
03-01-03
03-02
03-03

04

04-01
04-02
04-03

MpunoxeHwne 8
K VIHCTpYyKuuKn o BeaeHUA
flenonpoun3sojcTsa B PTCY

KognukaTtop CTpYKTYpHbIX nogpasgeneHnin PTCY

HanmeHoBaHMe CTPYKTYPHOro nojapasaeneHus

PekTop

CekpeTapuaT Y4yeHoro coseta PTCY

KOpucT yHMBepcuTeTa

YnpasneHve MHaAHCOB, yyeTa U OTYETHOCTH

OTpgen cTpaTernyeckoro niaaHMpPoBaHNa U OTYETHOCTU

Otpgen 6yxranTepckoro y4yeta U OTYETHOCTU

KaHuensapus

OTpaen Kagpos

Cny»6a 6e30MacHOCTH

MpopekTop No y4yebHOM paboTe

YuebHO-MeTOANYECKOE YNpPaB/eHNe

Y4ebHbIin oTAeN

OT1gen y4ebHO-NPOM3BOACTBEHHbIX NPaKTUK U TPYA0YCTPONCTBA
OTaen No MHHOBALUMOHHBLIM TEXHOJIOTMAM U KPeAUTHO-PEUTMHIOBOM
cucTeme 06y4yeHus

OT1Aen KOHTPoNs 3a KauecTBOM (MOHUTOPUHI 3HaHWIA) obpa3oBaTe/ib-
HOW [eATeNbHOCTN, aTTecTaLumn 06pa3oBaHMsA U MarucTpaTypb!
VHCTUTYT NOBbILLEHNA KBAMPUKALUKN YUNTENENA

LleHTp agMUHUCTPUPOBaHKA U TECTUPOBaHNS

OT1aen NHHOPMaLMOHHbIA TEXHO/OM A

CpefHsist obweobpasosatenbHas WKona PTCY

MpoeKTOp Mo HayKe U MHHOBaLUAM

YnpaBneHne HayKn 1 MHHOBaLWIA

OTaen HayKn u MHHOBaLUMiA

OTphen no NoAroToBKe Hay4YHO-neAarorMyecKnX KaapoB B acnupaHType
PelakLIMOHHO-M3aTeIbCKNIA OTAEN

Tunorpadus

BubnmoTteka

NMpopeKTOp N0 BOCNUTaTe/IbHOW paboTe

LIeHTp KynbTypbl

OT1aen BocnUTaHMA 1 MOJIOAEXKHOW MOMUTUKM

Oo6wexunTune
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05 MpopeKTop N0 MEXAYHAPOAHbLIM CBS3SIM

05-01 OT1fen No MeXayHapoAHbIM CBA3AM

05-02 OTgen no KoopavHauuu rnporpaMm, NPOEKTOB U rpaHTOB B 06/1acTu
06pas3oBaHnsa 1 HayKu

06 MpopeKTOop N0 PUHAHCOBO-X03ANCTBEHHOW AeATENIbHOCTH

06-01 XO035MNCTBEHHbIN OTAEN

06-02 Komnsiekc 06LeCTBEHHOr0 NMTaHus

06-03 Komniekc yuebHOM NpakTUKN 1 CNOPTUBHO-0340P0BUTESbHbBIN LEHTP
ANA CTYIEHTOB 1 COTPYAHMKOB

06-04 Cny»x6a rnaBHoOro MHxeHepa

06-05 O340p0OBUTENbHBIA KOMM/IEKC

07 MpopeKTOp MO CBA3AM C 06L,eCTBEHHOCTLIO M MPaBOBbLIM BOMPOCaMm

08 dNNOMOrNYecKnin hakynbTeT

08-01 JekaHat mnonornyeckoro akynbteTta

08-02 Kadhegpa pycckoro a3bika

08-03 Kadheapa TeopeTryeckoro 1 npuknagHoro A3bIKo3HaHMA

08-04 Kadegpa aHrnvinckoin ounonorum

08-05 Kadheapa BOCTOUHbIX A3bIKOB

08-06 Kadegpa pomaHo-repMaHCKmX A3bIKOB

08-07 Kadeapa mmupoBoit nuTepaTypbl

08-08 Kadhegpa TafXUKCKOro f3blka

08-09 Kadheqpa 0Te4eCTBEHHON U MeXAyHapPOAHOMW XYPHA/IUMCTUKN

08-10 Kadegpa neyatHbix CMU 1 PR

08-11 Kadegpa aHrminckoro a3bika (Mexxak)

08-12 Kadhegpa TenesmaeHns v pagunoseLLaHns

08-13

09 dPaKybTeT NCTOPUN N MEXAYHAPOLHbIX OTHOLLUEHWIA

09-01 [JekaHat (hakynbTeTa UICTOPUM N MeXAYHaPO4HbIX OTHOLLEHWIA

09-02 Kategpa mexxgyHapoAHbIX OTHOLLEHWIA 1 AunaiomMaTum

09-03 Kadheapa oTe4eCTBEHHON UCTOPUM

09-04 Kadheapa BceobLuen nctopum
09-05 Katheqpa KynbTyponorum

09-06 Katheapa qomnocogmm n nosmTonornm

09-07 Kadegpa aHrnunitckoro sasbika (PIMO)

09-08

10 OKOHOMUYECKNIA (haKybTeT

10-01 [ekaHaT 3KOHOMUYecKoro akynbTerta

10-02 Kadheapa 3KOHOMUYECKOM TEOPUN 1N MUPOBOIA 3IKOHOMUKM
10-03 Kadhegpa prHaHCOB 1 KpeanTa

10-04 Kadegpa yyerta, aHanusa n ayguta

10-05 Katepa sKOHOMUKN NpeanpuaTuii n nNpegnpyHUMaTeIbCTBO
10-06
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11

11-01
11-02
11-03
11-04
11-05
11-06
12

12-01
12-02
12-03
12-04
12-05
12-06
12-07
12-08
12-09

14

MNHCcTpyKumMsa o BefleHUU Jenionponssoactea B PTCY

®PakynbTeT ynpaBneHns n MHPOPMALMOHHbIX TEXHO/IOMNA
[ekaHat (hakynbTeTa yrnpasieHus 1 MHHOPMaLMOHHBLIX TEXHONOT A
Kadegpa MmeHegpkmeHTa 1 Typr3ma

Kadhegpa H(popMaTUKM 1 MHOPMALMOHHBIX CUCTEM

Kadhegpa matematvkn n usnku

Kadhegpa ectecTBeHHOHaYUHbIX AUCLUNIVH

FOpuanyvecknin pakynoteT

[lekaHaT ropnanyeckoro akynbTera

Kadegpa mexxgyHapoAHOro npasa 1 CpaBHUTE/IbHOrO NPaBoBeAeHMS
Kadegpa rocynapctseHHO-NPaBoBbIX AUCLMMNIIVH

Kadeapa yronoBHoro npotecca v KpUMUHaIMCTUKM

Katheapa yronosHoro npasa

Kadhegpa rpaxgaHckoro npasa

Kadegpa npegnprvHMmareibCKoro npasa

FOpuanyeckas KnMHuKa

Kadheqpa negarornku, ncuxonornum n MeETOANKM npenogasaHus
Kathepa m3nyeckoro BocnmraHms



MpunoxeHwne 9
K VIHCTpYyKuuKn o BeaeHUA
flenonpoun3sojcTsa B PTCY

dopma UTOroBoi 3annucu K HomeHknatype gen MOY BO PTCY

IToroeas 3anucb 0 KaTeropusax U KoNn4ecTse [er, 3aBelEHHbIX B

rogy BPTCY
Mo cpokam Bcero B TOM uncne
XpaHeHus
Mepexopawmx  C oTmeTkon AlMK 1
[MoCTOAHHOrIO

[0/roBpeMeHHoro (cebiwwe 10 nieT)

BPeMeHHOro (8o 10 net BKAKOUYMTENLHO)

NTOIO:

HavmeHoBaHWe [O/MKHOCTU
PYKOBOAUTENS CMY>KObl pacLLMgPOBKa 4e/10NPON3BOACTBEHHOIO 06CNYXMBaHNSA
[arta nognuck

ToroBble cBefleHMs NepeaaHbl B apX1B OpraHu3aLmm

HavMeHoBaHme [LO/HKHOCTU
nepesaBLUEro CBefileHNa pacLungpoBKa

[ata nognuck
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MpunoxeHwue 10
K VIHCTpYyKuuKn o BeaeHUA
flenonpoun3sojcTsa B PTCY

dopma onucK fen NocToAHHOro CpokKa XpaHeHus

®oHp Ne

Onucb Ne [len NOCTOAHHOI0 CPoKa
XpaHeHua 3a rog

Ne PernctpaymoHHbIi HanmeHoBaHue
n/n HoMep Jena

B faHHbI pa3gen onmcy BHECEHO

«YTBEPXOAHO»
PekTop

noAnucb paclunpoBKa
noanucb 1 ata

Jata gena  KonuyectBo [MpumeyaHume
NNCTOB

nen

(Lmcppamu 1 nponucebio)

¢ Ne Mo Ne

NUTepHble Homepa:
MpOnyLLEeHHble HOMepa:

HavmeHoBaHWe LOMKHOCTH

COCTaBMTENS ONWCK NOANMCH PacLLN(pPOBKa

, B TOM 4YUNCTIE:

3asegytowmii apxmsom PTCY nognuce paclumppoBka

MpoTtokon AMK apxuBHoOW opraHuzauun Mpotokon IK PTCY

«OOBPEHO» «YTBEPXAEHO»

oT No oT

MNHCcTpyKumMsa o BefleHUU Jenionponssoactea B PTCY

No



VicnonHuTens:
HavyanbHWUK oTena Kagpos
Anves A.IK.
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