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1. OBLUMUE MNOJIOXKEHUA

1.1. HacTtoswas npoueaypa «CnyxebHaa gokymeHTaums» (B ganbHenwem — [lpoueaypa
unn MNMPO CKIY) paspabotaHa C uenbko ynpasreHust Cry>XeOHbIMW OOKyMEeHTaMm
obuwero penonpomseoacteBa B PITI Ha [IXB  «CeBepo-KasaxcTtaHckui
rocygapcTBeHHbI yHuBepcuteT um. M. KosbibaeBa» (ganee — YHuBepcuTeT).

1.2. TpeboBaHua HacTosien npouenypbl MPUMEHAKTCA K CreayllwuM  CryKebHbiM
JOoKyMeHTaM YHuBepcuteTa:

" npukas;

" pacrnopsiKeHune;

= NPOTOKON;

. cnyxebHas, JoknagHas 3anucka;
" 06 bACHUTENbHAA 3anncka;

. npeacTaBrieHue;

" MUCbMO.

1.3. Mpouenypa obAsaTenbHa 415 UCNOMHEHUA BCeMU paboTHUKaMu YHuBepcuTeTa npu
0POpPMNEHUN CY>KEOHOM AOKYMEHTALMM.

1.4. Bce pabotbl no opraHuM3aumMm OOKyMeHTOOOOpOoTa B YHMBEPCUTETE KOHTpONupyeT
OTBeTCTBEHHbIA MO Aenonpou3BOACTBY, B MoApasgeneHnsx — pykoBoguTenu
nogpasgeneHvi  wunu - nuuda,  BbiNonHAwWwMe  06s3aHHOCTM N0 BeOEeHWUto
Aenonpou3BoAcTBa (OTBETCTBEHHblE 3a [AenonpouM3BOACTBO B NOApasAeneHusix
YHuBepcuteTa).

1.5. B TMMpunoxenun [ pgna HarnggHOCTM npeacTaBneHbl Gnok-cxema v mMaTpuubl
BXO40B/BbIXOA0B npouecca «CnyxebHaa AOKYMEHTaLmMsA».

1.6. HacTtodwaa npouenypa 4BNAeTCA  BHYTPEHHUMM  HOPMAaTUMBHbLIM  JOKYMEHTOM

YHuBepcuteTa WM He MNOANEXMT NpeAoCTaBNEHUI [PYrMM CTOPOHaM, Kpome
ayouTopoB  CepTU(MKALIMOHHBIX OpraHoB nNpuv NpoBeAEeHWM MNPOBEPOK CUCTEM
MeHeKMeHTa, a Takke noTpebutensam-naptHepam (no wux TpeboBaHWIO) C
pa3spelueHnsa PekTopa YHuBepcuTeTa.
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2. HOPMATUBHDLIE CCbIJIKU
2.1. HacTosawas npouenypa pa3pa60TaHa C y4yeToM Tpe6OBaHVIl7I cneayroumx

HOPMaTUBHbIX JOKYMEHTOB!

MC NCO 9000:2005

MC MCO 9001:2008
MC NCO 9004:2009

CT PK 1037-2001
CT PK 1042-2001

[NocTaHoBnEeHne
MpasuTtenbctea PK ot 21
nekabps 2011 roga Ne 1570
MPO CKIY 401-14

MPO CKIY 502-14

Cuctembl MeHemkMeHTa kadecTBa. OCHOBHbIE MONOXEHUSA U
cnoBapb.

CucrteMbl MeHeDKMeHTa KadecTBa. TpeboBaHus.

CucteMbl MeHeKMeHTa kadecTBa. PekomeHgaumm no
yNyyLeHno OeaTeNbHOCTH.

[enonpon3eBoacTBo U apxMBHOE Aeno. TePMUHbI U
onpeaenexHus.

OpraHn3aumMoHHO pacnopsguTenbHas OKYMeHTaums.
TpeboBaHna kK 0pOPMNEHNIO AOKYMEHTOB.

TunoBble npaBuna AOKYMEHTUPOBAHUA U ynpaBneHnst
OOKYMEHTaumMen B rocygapCTBEHHbIX M HErOCy4apCTBEHHbIX
opraHmsaumsx PK.

BHyTpeHHAA HOpMaTMBHast AOKYMEHTaUuS.

AHanm3 co CTOPOHbI PYKOBOACTBA.

2.2. HacTtosiwas npoueaypa BBOAUT B AeCTBUE crieaytolime popmbi:

® CKI'y 403-01-17
® CKIy 403-02-14
® CKIy 403-03-14
® CKIy 403-04-14
® CKIy 403-05-14
® CKIy 403-06-14
® CKIy 403-07-14
® CKIy 403-08-14
® CKIy 403-09-14
® CKIy 403-10-14
® CKIy 403-11-14
® CKIy 403-12-14
® CKIy 403-13-14
® CKIy 403-14-14

Mpukas.

PacnopsixeHne.

MpoTokorn.

CnyxebHas, AoknagHas 3anucka.

Mncbmo.

XKypHan pernctpaumv npukasos.

XKypHan pernctpaunm pacnopsiKeHun.

XKypHan pernctpaumm npoToKOsoB.

XKypHan pernctpauum nexogsiien KoppecnoHaeHUUN.
XKypHan pernctpauunm BXoasiLen KoppecnoHaeHUNN.
XKypHan pernctpaunm tenedoHorpaMmm.

Bbinucka 13 npukasa.

Ob6bAcHUTEeNbHasA 3anucka.

MpeacTtaeneHue.

3. TEPMWHbI U ONPEAEJIEHUA

lNMncbmo

lMNoanMHHKUK

Mpukas

PacnopsixkeHne

MpoTokon

TenedoHorpamma
CniyxebHas 3anucka

0606LLEHHOE Ha3BaHME Pa3MIMYHbIX NO COAEPXKAHUIO
OOKYMEHTOB, nepefaBaeMblX MO pasfnnyHbIM KaHanam CBA3N,
cnyxawmx ans obmeHa nHgopmaumnen n SBNALLMXCA
NpaBOBbIMMU.

3K3eMnnsap OKYMeEHTa, 0OOPMITEHHbIN NOASTMHHBIMU
noanucaMm, UMeLLNIA NOASNTIMHHBIE PEKBU3UTLI COrnacoBaHns
yTBEpPXKAEHMS.

pacnopaanTenibHbIN AOKYMEHT, n3gasaembii PeKTopom
YHuBepcuteTa B LENAX paspeLLeHns onepaTtmMBHbIX K
nepcnekTUBHbIX 3agay YHUBepcuTteTa.

pacnopsanTenbHbIA JOKYMEHT, n3gaBaeMblin NPOPEKTOpaMu,
JekaHamMu akynbTeToB (AUPEKTOPOM MHCTUTYTA) B LieNsX
paspeLleHns onepaTmMBHbLIX BONPOCOB.

OOKYMEHT, omKCUpyoLnin xoa obCcyxaeHuns BONpoOCoB U
MPUHATUS PELLEHNI Ha COBELLaHUAX, COBpaHusIX,
KOH(pepeHUnax u T. a.

YCTHOE coobLueHne no TenedoHy.

OOKYMEHT, NCXOAALLMIA U3 nogpasaesnieHns unm ot
OO0JPKHOCTHOrO nvua 1 Hanpaensembl nobomy agpecaTy
BHYTpM YHMBepcuTeTa.
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JoknagHas 3anucka OOKYMEHT, aﬂpeCOBaHHbIVI BbILLECTOALLEMY pyKOBOAUTESO U

MHPOPMUPYIOLLMIA €70 O CRIOXUBLLENCA CUTyaLUnN, UMEBLLEM
MECTO SAABMEHUN NNn pakTe, O BbINOSIHEHHON paboTe,
coAepKaluin BblBOAbI M NPEASIOKEHNsI COCTaBUTENS.

Ob6bsAcHUTENBHAA 3anUcka AOKYMEHT, OO BACHSOLWMNA NPUYMNHBI KAKOro-nnbo cobbiTus,

drakTa, nocTyrka.

MNpencTtaBnexve OOKYMEHT, UCXOOSALNIA OT PYKOBOAUTENS CTPYKTYPHOIO

nogpasgeneHuns YHmBepcuTeTa, agpecoBaHHbIn PekTopy,
coaepxawun npocbby cnyxebHoro xapakrepa.

4. OBO3HAYEHUMA U COKPALLIEHUA
nCco MeXAyHapoaHasa opraHu3aums No ctaHgapTusaumu.
MC MEeXAYHapO4HbIA CTaHAapT.
CMK cucTeMa MeHea)XMeHTa KayecTBa.
MPO CKIy npouenypa YHuBepcuteTa.
YHuBepcuteT PI'T Ha MNMXB «CeBepo-KazaxcTaHCKMIN rocyaapCTBEHHbIN YHUBEPCUTET
nm. M. Kosbibaeay.
BHA BHYTPEHHWE HOPMATMBHbIE AOKYMEHTHI.
on OTBETCTBEHHLIN NO 4ENONPOM3BOACTRY.
OK OTBETCTBEHHbIV NO KaapOBbIM BONPOCAM.

5. OBLMUE TPEBOBAHUA K O®OPMJIEHUIO AOKYMEHTALIUN

5.1. [OKyMeHTbI, OTHOCSALMECH K CNyXeBHON AOKYMeHTauuu, opopMnsaoTcs nNpyM NOMOLLM
YCTPONCTB KOMMbIOTEPHON TEXHWNKM Ha BnaHke A4. bnaHkn 4OKYMEHTOB LOMMKHbI UMETb
nons:

30 MM — neBoe;
15 MM — npaBoe;
20 mm — BepxHee;
20 MM — HUXHee.

5.2. TekcT gokymeHTa nedvataetcd pasmepoMm 12 wpudgta Arial nnu Times New Roman
yepes OAMH MEXCTPOUHbIN UHTepBasn. B oTaenbHbIX cnydasx pasmep, Tvn wpudgta m
MEXCTPOYHbIN MHTEPBAN MOTYT ObiTb UHBIMM.

5.3. Agpec n cnosa YTBEPXOAK (YTBEPXOEHO, YTBEPXOEHA, YTBEPXOEHbI,
YTBEPXJEH), COl'NMIACOBAHO (COMACOBAH, COITIACOBAHA,
COITIACOBAHbI) oTpensawTca OT  OpPYrMX  COCTaBHbIX  OMEMEHTOB  [BYyMsi
MEXCTPOYHBIMU MHTEPBaNamu.

5.4. Mpy ohopmneHnn JoKyMeHTa Ha ABYX U Boree nucTax BTOPON M nocrnegyowme nmcTbl

HYMepyHTCS.
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6. nopAAOK U3AAHUA NMPUKA3OB

6.1. Mpurkasbl n3garnTca NpyM BO3HUKHOBEHUN HEODXOANMOCTH B HUX.

6.2. [MpoekT npukasa rotoB4T:

" O[l no ykasaHu1Io BbICLLErO pyKOBOACTBA YHMBEPCUTETA;

= OK anga ogopmneHus kagpoBbiX BONPOCOB;

. pyKoBoAUTENU nogpasgeneHunu,

= Apyrve oTBEeTCTBEHHble Nvua, MMeloLlne COOTBETCTBYIOLIME MOMHOMOYNA UMn
npamble yKasaHUa pykoBOACTBA.

6.3. Mpn nogroToBKe NpoekTa Npukasa cnegyer:

. ncnone3dosatb opmy ® CKIY 403-01-17;

" pykoBoAcTBoBaTbCA TpeboBaHmsiMn kK odbopmMnennto npukasa (Mpunoxenne A);

= cornacoBaTb NPaBUbHOCTb OGOPMITEHNA NpoekTa npukasa ¢ O/.

6.4. lNogroToBMBLUMIA MPOEKT Mnpukasa, Kak npasuio, OTBeYaeT 3a ero corrnacoBaHwe C
3auHTepecoBaHHbIMM nuuamun. [pu HanMuum 3amedaHun OH JormkeH obecneuntb
BHeCeHue U3MeHeHuI B rnpukas. PaccMoTpeHre NpoekToB Npukasa 1 ero cornacosaHune
OCYLLECTBIIAETCH B TedeHne ABYX AHEN.

6.5. Mocne cornacoBaHusa NpoekT npukasa nepegaetcsa Ofl, KOTOpbIA NPOBEPSET:

. Hanunyme Bcex HeobxoauMbIX BUS;

. KOMMIIEKTHOCTb 1 NPaBUIbHOCTL OPOPMIIEHNS MPUNOXEHUI K MPUKasy;

= npy HeoBXO4MMOCTM Hanmymne nNucTa pPacchisiku.

6.6. Mpukas nognucbiBaeTr Pektop uwnn nuuo, wucnomnHsawwee ero obdaszaHHocTu. B
nocnegHem  criydae  ykasblBaeTcs  peanbHas — gormkHoctb, .. O.  nuua,
nognucbiBaoLLero npukas.

6.7. B nognucaHHOM npukase ucnpaBneHUa W [OMNOSHEHUS He [OonyckawTcs, a npwu
HeobXxoaUMOCTN rOTOBUTCA APYron nNpukas.

6.8. MognucanHbin PekTopom npukas nepegaetca OL.

6.9. O[1 nocne nony4veHus npukasa:

] perncTpupyeTt npukas B XKypHane pernctpauum npukasos (P CKIY 403-06-14);

. npocTaenseT B MNpukase MNOpsOKOBbIN HOMep, onpederieHHbln no XXypHany
peructpaumm npukasos. Hymepauma npukasoB NO NUYHOMY COCTaBy
camMocCTosTenbHas, rae K MnopsigkoBOMy Homepy yepe3 geduc pgobasnserca
oykBa «K»;

= npu HeobxoammocTn obecnednBaeT O3HAKOMSIEHME 3aMHTEPECOBaHHbIX NUL C
Np1Kasom nog pocrmce;

= npyn HeobXo4MMOCTM M3rOTOBASIET U paccbinaeT KonuM npukasa, BbINMUCKN U3
npukasa (P CKI'Y 403-12-14) BceM 3avHTEpPeCOBaHHbIM nuLaM, Kak npaswuno,
pykoBOOUTENAM  COOTBETCTBYWOLWMX nogpasgeneHnn. [Ons  perucrpaumm
NONy4YeHUs1 KOMWMA NPUKa3oB UMW  BLIMUCOK W3 MPUKaA30B MOA4 POCNUCH
pekoMeHayeTCa NPUKPENnATb K NOASIMHHUKY FTUCT pacehIrnku;

= pasMelLaeT npukas B Aeno AN MOCTOSHHOrO XpaHeHus, (oTgenbHo obuime
npyvkasel W nNpuKasbl MO KagpoBbiM  BOMpOCaM), KOTOPblE  XPaHSATCS
onpeaeneHHoe KONM4ecTBO NeT B COOTBETCTBUM C 3akoHodaTenbcteom PK.

7. nopAAOK U3SAAHUA PACNMOPSXXEHUN

7.1 PacnopspkeHus nsgatoTca npopekropamu no onepaTtMBHbLIM BOMpocaM MOBCEAHEBHOM

y4eBHON, XO3ANCTBEHHOW M afMUHUCTPATUBHOM AeATENBHOCTM YHMBEpPCUTETA.
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7.2. PacnopspkeHuss MoOryT u3gaBaTbCa AekaHamu pakynbTteToB, aupektopom WAWIT,

7.3.

7.4.
7.5.

7.6.

7.7.
7.8.

7.9.

8.2.

8.3.

3aBeayloWmMn kadeapamm no onepaTtuBHbIM BOMPOCaM AEATENbHOCTM dakynbTeTa,
AW, kadegpbl.

Kak npaBuno, pacnopsikeHMe MMeeT  OrpaHWYeHHbIn CPOK  [AEWCTBUS U
pacrnpoCTpPaHSAeTCs Ha Y3KUIA KPYr UCNOMHUTENEN (CTPYKTYPHbIX NOApa3aeneHuit).

Mpun nogroTtoBke pacnopsixeHns ncnonb3yetcsa gopma e CKIy 403-02-14.
TekcT pacnopsXXeHus OOSMKEH coaepxaTb:

" KOHKpeTHoe 3agaHue (paboTy);

. OTBETCTBEHHOCTb UCMOSTHUTENS;

" CPOK UCMNOSHEHNS.

PacnopsiautenbHass 4acTb, Kak MpaBuro, HaudnHaeTcss cnoBamm  «O6sa3bIBaO»,
«YcTaHaBsnueatoy, «lpegnarato» u T.0.

PacnopsibkeHve, nsgaHHoe v nognncaHHoe npopekTopoM, nepefaetcst OL,.
O[1 nocne nonyyeHus pacnopsikeHus:

" pernctpupyeT pacnopsbkeHne B XKypHane peructpaumm pacnopsbkeHmin (¢ CKIy
403-07-14);

. NPOCTAaBJIAET B paCnopA>XeHnUn I'IOpFID,KOBbIVI HOMeEDP,
. npum HeobxoanmocTn obecneunBaeT 03HaKOMIIEHNE 3aNHTEpPECOBAHHbIX JTALL;

. npy HeobXxooMMOCTU W3FOTOBMASIET U paccChinaeT Konun pacropsikKeHns BCEM
3aMHTEpPEeCcOBaHHLIM NULAM, Kak MpaBurio, PyKOBOAUTENSIM COOTBETCTBYHOLLMX
noapasaeneHuni;

. pa3meLlaeT pacropshkeHve B Aeno AN XpaHeHus!.

B cnyyae wusgaHusa pacnopsbkeHus gekaHom dakynbTeTa (gupektopom  UNAul)
OTBETCTBEHHbIN 3a 4eNoNpPon3BOACTBO B AekaHaTe hakynbteTa (gupektopate UAWIT):

- pernctpupyet pacnopsbkeHne B XKypHane peructpaumm pacnopsbkeHmin (¢ CKIy
403-07-14);

. NPOCTAaBJIAET B paCnopA>XeHnUn I'IOpFID,KOBbIVI HOMeEDP,
. npu HeobxoanmocTn obecnevunBaeT 03HaKOMIIEHNE 3anHTEepPECOBAHHbLIX J1ALL;

= npu HeobXoAMMOCTM W3rOTOBNSIET M PAacCbiaeT KOMuM pPacropsikeHUs BCem
3aMHTEepPeCcoBaHHbIM NMLaM, Kak NpaBumno, 3aBeayowmm kadeapamu;

. pa3meLlaeT pacropshkeHve B Aerno AN XpaHeHus:.

NOPAAAOK MPOTOKOJINPOBAHUSI COBELLLAHUN

CoBelyaHnst (cobpaHusi, 3acefaHus) BbICLLEro PYyKOBOACTBA WU KOMfernanbHbIX
OopraHoB YHuBepcuTeTa NPOTOKONMPYHOTCS.

Kak npaBuno, npoTtokon BedeT M OOopMIIsSieT ceKpeTapb COBELLaHUs Wnu Apyroe
cneumarnbHO HasHa4YeHHoe NUL.

OTBETCTBEHHbIN 3a BeAeHNe NpoTokona:
. COCTaBMsI€T CMMCOK MPUCYTCTBYHOLLNX;
. BedeT 3annCb Xo4a COBELLaHUSA U NPUHATBIX PELUEHWUI;

" odopMnsaeT MNpPOTOKOM, yunTbiBas TpeboBaHusa [lpunoxenHuns bB. [MpoTokon
pekomeHayeTcsa opopmnsaTb Ha ocHoBe popmbl @ CKIY 403-03-14;

. obecneunBaeT cornacoBaHue 1 yTBepXXaeHne npoTokona;

. peructpupyeT npoTtokon B XXypHane peructpauum npotokonos (® CKIY 403-08-
14);
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8.4.

8.5.

9.1.

9.1.1.

9.1.2.

9.1.3.

9.1.4.

9.1.5.

9.1.6.

9.1.7.

9.1.8.

9.2.

9.2.1.

. NpoCTaBnseT B MPOTOKOME MOPSAKOBLIA HOMep, onpeneneHHbii no XKypHany
perncTpaumm NpoTOKOSOB;

. npn HeobxoanMMocTn obGecneymBaeT 03HaKOMIIEHME C NPOTOKONOM MOA, POCMUCh;

. npu HeoBXOAMMOCTM U3TOTOBIISIET U pacchinaeT KONuv NPOTokona (M BbIMUCKM
13 NPOTOKOMAa) BCEM 3aMHTEPECOBAHHLIM NULLIAM, KaK NPaBumio, PyKOBOAUTENSM
COOTBETCTBYIOLMX nNoapasgaeneHvin. [Ons pernctpaumm MosnydeHust  Komnuii
MPOTOKONOB MOA POCMUCH PEKOMEHAYETCS MPUKPENNSATb K NOASNIMHHUKY CMMCOK
pacchbIku;

. pasaMellaeT NPOTOKOJ1 B COOTBETCTBYOLWEeEe Aeno Ald NOCTOAHHOIO XpaHeHus.

lMpoToKON MNoAnNMCbIBAeT AOMKHOCTHOE MWL, HasHadeHHoe ANsi ero BedeHwus, Wnu
npeacepatens n cekpetapb (Npy Mx Hanuumm). NMpoTokon 3acedaHust pektopata u
Y4eHoro coseTa nocre corfiacoBaHus yTeepxgaet PekTop.

KonnernanbHbin OopraH CBOUM peLeHnemMm MOXeT 00s13aTb ceKkpeTapda 3HaKOMUTb
KaXaoro BbiCTynatouwiero C 3annucbld €ero  BbICTYyNNEHNUA W nonlydatb noanncb
BbICTynakouwiero, cornacHo € 3anncbio CBOEro BbICTYyNEHUA.

NWHO®OPMALIMOHHO-CNMPABOYHASA NOKYMEHTALUA

CHY)KeﬁHbIe, AOKNaAHble U 06bSACHUTESIbHbIE 3aNUuCKHU

JTrobon pa6OTHI/IK yHVIBepCI/ITeTa nMmeeT npaso HarnpaBuTb Ha UMA PyKOBOACTBA UIA
Ha NMA OPpYyrux nuy yHVIBepCI/ITeTa CJ'Iy)KGGHy}O nUnn OOKNaAgHyr 3armcky.

MocpenctBom crnyxebHOU 3anucku €e aBTop M3naraeT pekoMeHJauuu no
ynyyweHusiM, NpocbObl No 06ecneyYeHnto pecypcamu, BaxkHyo MHdopMaumio 1 T. 4.

MocpenctBom OoknadHOU 3anucku ee aBTop WH(OPMUPYET O CrOXUBLLENCS
cUTyauun, UMeBLLEM MECTO SIBNEHUU unu chakTe, O BbINOMHEHHONM paboTe, a Takke
nsnaraeT pekomeHZauuu, BbiBoAbl U npeanoxeHus. [oknagHas 3anucka roToBUTCS
Kak Mo MHULMATUBE camoro paboTHMKA, Tak U MO yKa3aHWUIo PyKOBOACTBA.

Ob6bscHUMerbHbIe 3anuckKu roToBATCs No TpeboBaHMO0 pyKoBOAUTENS, @ B HEKOTOPbIX
cnyyasx - Mo wHUUMatMBe camoro paboTHuka. O6bsicHUTENbHast 3anmcka
COCTaBnAeTca AN MOACHEHUA CNOXMBLUENCA cuTyauuu, akTtoB, OEWCTBUA Unu
NOCTYynKoB paboTHuKa.

CnyxebHas, goknagHas nnn obbACHUTENbHAA 3anucka NOANUCLIBAETCS €e aBTOPOM.
Haton cnyxebHon, AOKNagHOM MM OOBACHUTENBHOW 3anNUCKM SABMsieTCA faTta ee
noanucaHus.

TekcT cnyxebHoun, OOKNagHON UM OOBACHUTENbHOW 3anuCKU LOMKEH COCTOSATb U3
ABYX YacTeu:

. B MNEPBOM 4YacTuM [JOSKHblI M3naratbCsa akTbl, MOCMAYXMBLUME MNOBOAOM K
COCTaBJIEHUIO CNY>XeBHOM, AoKNagHON U 0O bACHUTENBHOW 3aMunCKK;

. BO BTOPOWM 4YaCTU OOSMKHbI CoaepXKaTbCsl BbIBOAbI (3@ UCKITHOYEHMEM 3anucok no
BONpocaMm, He TpebyrLnM pasbsACHEHWS, a Takke 3anncok CONPOBOAUTENbHOrO
xapakrepa).

Onsa odopmneHns  cnyxebHon wunu  [OOKNAgHOW  3anuMCKM  pekoMeHayeTcs

ucnone3soBaTb opmy ® CKIY 403-04-14.

[nsa opopmneHna o6bACHUTENBHOM 3anUCKn pekoMeHAyeTCs ncnonb3oBatb opmy O
CKIy 403-13-14.

Perncrpaums cny»e6HbiX, AOK/IaAHbIX 3aNNUCOK

Mcxopawmin Homep cnyxebHon unv JoknagHow 3anucku onpegensetca no XypHany
perncTpaumm ncxogsilen KoppecnoHAeHUMN nogpasgeneHunsi, K KoTOpoMy OTHOCUTCH
aBTOpP 3anucku. Mcxogsawmn Homep odopmnseTcsa no obpasuy: MHAEKC CTPYKTYPHOrO
nogpasgeneHnsa — Homep gerna / nopsakoBbli HOMepP OOKYMEHTA.



[aHHasa konua AoKkyMeHTa AencTBuUTeNbHa B TedeHue Tpex aHewn ¢ 08/06/2017

CeBepo-KazaxcTaHCKMI rocyaapCTBEHHbIN U3MeHeHMe NyHKTOB UspaHmue: yeTBeproe
yHuBepcuteT uM. M. Ko3bibaeBa
CnyxebHas AOKYMeHTauumA MPO CKIY 403-14 Ctp. 81318

9.2.2.

9.2.3.

9.2.4.

9.2.5.

9.3.

9.3.1.

9.3.2.

9.3.3.

9.3.4.

9.3.5.

9.3.6.

Hanpumep: CnyxebHas 3anucka Ne 02-01-18/278.

lMocne nognucaHns aBTOPOM CryXeBHOM MK SOKNagHOW 3anncku OTBETCTBEHHbIN 3a
OEenonpon3BoaCcTBO B NoAdpasferneHMm, K KOTOPOMY OTHOCUTCSH aBTOp  3amnuckuy,
pernctpupyet ee B XXypHane permctpauun mcxogdawen nHgopmauumn (¢ CKry 403-
09-14) n nepepaet agpecary.

OTBETCTBEHHbIV 3a AEeNnonpon3BOACTBO B NOApa3gernieHnn agpecara npu nonyyvyeHnm
cny>xebHOM Ny AoKNagHON 3anmcku:

. perucTpupyeT cnyxebHylo unu [oknagHyto 3anucky B KypHane BxogsLuen
KoppecnoHaeHuun nogpasgenenusa (e CKIry 403-10-14);

. B COOTBETCTBMM C 3anucbio B XKypHane BXogsilen KoppecnoHaeHUun
NpoCTaBnsieT Ha CryXeGHON NNW AOKNaAHOW 3anucke BXoasLWuii HoMep 1 aarty.

Bxogsawwmn Homep ocopmngaeTcs no obpasuy: MHAEKC noapasaeneHus — HoMep
aena / nopagkoBbin Homep. Hanpumep: Bx. Ne 02-01-19/21 o1 04.01.2014;

. nepegaet cry>kebHyr 1nu JOKNaaHy 3anvcky PyKOBOAMTENO NoapasneneHus.

PykoBoauTens noapasfeneHnsi paccmaTtpuvBaeT MNofyyYeHHble cryxebHble unu
[AOKMNagHble 3anuckn B AeHb MX NocTynneHus. Mocne paccMoTpeHus crnyxebHon mnnm
[AOKNagHOW  3anuckM  pyKoBOAMTENem  noapasfeneHus U NpoCTaBreHuu
COOTBETCTBYHOLLEN PEe30nioLMM, OTBETCTBEHHbIN 3a AEeNOoNpon3BOACTBO:

= N3roTaBNMBaET KOMWUIO CNY)XeOHOM MNM LOOKNAgHOW 3anucKM C pe3ortoumnen u
nepegaeT B nogpasaesieHMe aBTopa 3arnuncku;

. nepenaet cnyxebHyl WNU [OOKMAAHYH 3anuCKy UCMONHUTENO  peELUeHus,
yKasaHHOMY B pe30ioLmnu;

. npu HeobxoaMmMocCTH pasMellaeT opurnHamn B COOTBETCTBYIOLLEE OENO.
Ob6bsAcHUTENbHAas 3anucka perncrTpaummn He NoanexurT.

NpeacraBneHuna

MpencraesneHne oopmMnaeTcs OT PyKOBOAUTENSA CTPYKTYPHOro noapasgeneHus Ha
nma PekTopa YHuBepcuteTa.

MocpencTBom NpeacTaBneHus aBTop mManaraeT oduumanbHyo Npockby creaytoLlero
XapakTepa:

. O nNpemMnpoBaHun nepcoHana,

. O ABMXXEHUN KOHTUHIEeHTa,

. O Ha3Ha4YeHun cTuneHgunn;

" O KOMaHanpoBaHU COTPYAHUKOB U T.M.

MpencraeneHne nognucbiBaeTcs ero aBTopom. [laton npeacraBneHns asndeTcs gata
€ro nognucaHus.

TekcT npeacTaBneHUs OMKEH COCTOSATb U3 [ABYX YacTeMn:

] nepsasi YacTb 4OSMKHA cofepkaTb 06OCHOBaHME NPOCLOLI, a Takke dakTbl UK
CCbIJIKW Ha gpyrme cobbITUSA UnNu JOKYMEHTbI, NOAKpennsowme npocsoy;

. BO BTOpOl7I 4YacTn AOO0JPKHa coaepXaTbCA HenocpencTBeHHO CaMa np00b6a Cc
YKa3aHuem nosiHoro MMeHu nuu, o0 KOTopbiX B NpeactaBleHnn naeT pedb.

MpencrasneHne B 6ONbLUNHCTBE Cry4YaeB SIBNSETCA OCHOBaHMEM At (DOPMUPOBaHNSA
npukasa.

[na odopmneHusa npenctaBneHnss pekomeHayetcsa ucnonb3oBaTb dopmy ¢ CKIY
403-14-14.
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10.2.3.

10.2.4.

ncxoasilAsa KOPPECNOHAEHUMA

OcdopmneHme ncxoasiuero nucbMa

Mucbma ogopmnaTca ans obmeHa nHdopmaumen YHmBepcuteTa ¢ notpeburenamu,
nocTaBlUMKaMK, rocygapCTBEHHbIMW  OpraHamu,  napTHepamu W OpYrMu
opraHusaumsiMy Ha 6naHkax, KoTopble UMEIOT YCTaHOBIEHHbIN COCTaB PEKBU3UTOB.

MpoeKTbl MMcCemM MOryT NMOAroTOBUTL PYKOBOAUTENWN NoapasnerieHnii U OTBETCTBEHHbIE
nvua YHuBepcuTeTa MO YKa3aHWKO BbICLLETO PYKOBOACTBA WM MO COBCTBEHHON
MHULMaTMBE, €CNN BO3HMKIA Takas He06XoaAMMOCTb.

Mucbma, kak npaBuno, O0QOpMAATCA OT UMEHU Pektopa wnu 0T  UMEHM
YNONIHOMOYEHHOTO MM nuua. VcknodeHne MOoryT COCTaBnsiTb MUCbMA, KOTOPbIe
paspeLleHo NOANUChIBaTb OTBETCTBEHHbIM WCMOMHUTENSAM OT MMEHW YHuBepcuteTa
WNn noapasgeneHnss Mo OorpaHWYeHHOMY Kpyry BOMPOCOB B COOTBETCTBMM C
BHYTPEHHUMUN HOPMATUBHBLIMW JOKYMEHTaMM Unn npukasom PekTopa.

Mpn nogroToBke npoekTa NUcbma criefyerT:

" ncnonb3oBatb hopmy ® CKIY 403-05-14;

. pykoBoACcTBOBaTbCA TpebosBaHUsAMN K opopmneHuto nucem (MpunoxeHue B);
. NpoBepUTb BCE AaHHble N haKTbl, O KOTOPbIX coobLLiaeTca B NMUCbME;

. N3roToBUTb ABa 3K3eMnnspa nucbma (opurinHan u CO6CTBEHHbIN IK3EMNISP).

MoaroToBMBLUMI NPOEKT MMUCbMa, Kak MNpaBuio, OTBEYaeT 3a €ero corfacoBaHue C
3aMHTEepecoBaHHbIMM nuuamn. MNpu nonyvyeHmn 3amedaHuin OH OOSKeH obecneynTb
BHEeCeHMe COOTBETCTBYIOLLNX U3MEHEHMI B MUCbMO.

Busbl cornacoBatenen npocTaBnalTCA Ha COOGCTBEHHOM 3K3eMmnnsipe nucbma
YHuBepcuTeTa B COOTBETCTBUM C NpaBuiiamMmn, CoaepKawmmMmcs B pekomeHaaumsix no
CTUIMCTMYECKOMY OOpPMIIEHNIO CcrykebHoM aokymeHTauuu. [ata nog Bu3ow
obsizaTtenbHa.

Mocne cornacoBaHUsA NPOEKT NUCbMa NepeaeTcs Ha yTBEPXKAEHUE.
Mocne yTBepxaeHusa nucbMo nepegaetcsa Of.

[AocTaBKa ucxoasiein KoppecnoHaeHUumn
McbMa/0oKyMeHTbl, NoAroTOBNEHHbIE ANA OTNpaBKu M3 YHMBepcuTeTa, nepenarTcs

opn.
O npoBepsieT odopmMneHne nNMCbMa/gOKyMEHTOB Ha Hanuume HeoOXOoaAMMbIX

noanucen, BM3 U MpUIOXeHUn. B cnyyae HapyleHus ycTaHOBMEHHbIX TpeboBaHui
NMMCbMO BO3BpaLLaeTCs UCNONHUTENO Ha JOPaboTKy.

WcnonHuutenb nucbma obsasaH npeagynpeants O O TOM, Kak MMCbMO/LOKYMEHTbI
OOIMKHO BbITb oTnpasneHo. MNMucbma MoryT ObiTb OTMpPaBfeHbl NPOCTOW, 3aKa3HOW U
3KCrpecc no4yTor. 3akas3HOM W IKCMPecc MOYTOM OTNPaBnSIOTCA UeHHble Bymaru,
TPYAOBbIE KHWXKM M T. 4. [JOKyMeHTbl 6onblworo o6bema MoryT ObiTb OTNpaBfeHbl
NOCbINKOMN.

B cnyyae otcyTtctBus 3amedanui Of:

" perncTpmpyet nuMcbMoO/OOKyMeHTbl B JKypHane perncrpaumm WCXoasLUen
koppecnoHgeHuun (e CKIy 403-09-14);

" NPOCTaBMSET UCXOOALNA HOMEP M AaTy Ha nucbme. Vcxogdawmin Homep 1 gata
nucbma onpegensetcs no YKyprany pernctpaumm ncxogsien
KoppecnoHgeHuun. KMcxogawmm Homep odopmngetcs no obpasuy: MHAEKC
CTPYKTYPHOro nogpasgeneHns — Homep gena / nopsgkoBbii HOMepP OOKYMEHTA.

Hanpumep: Ucx. Ne 02-01-15/278 ot 04.01.2014;
" npyv He0H6XOANMOCTU KOHBEPTUPYET NMUCBLMO;
" npyv HeOHXOANMOCTU MapPKUPYET KOHBEPT;
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11.
11.1.

11.1.1.

11.1.2.

11.1.3.

11.1.4.

11.1.5.

11.1.6.

. opraHu3yeT OTnpaBKy NCbMa/[OKyMEHTOB.
[lonyckaeTcsa nepegava nMcem/AOKYMEHTOB Yepes:
. npeacraBuTenein YHUBepcuteTa, OTNPaBnsoOLMXCA B KOMAHOUPOBKY;

. npeactaBuMTeNnen Tex OpraHusauui, Kyda agpecoBaHa [AOKyMEHTauus, U
oKasaBLUMXCA B Npeaenax YHusepcuteTa.

B nepeBom cnyyae npeacTtaButens YHuBepcuteTa o0643aH B3STb OT CTOPOHHEMN
opraHu3aLmm pacnucky B nofy4eHun Nucbma/goKyMEHTOB, a NO BO3BpaLLEHUN cAaTb
aty pacnucky O[l, koTopbiM OyaeT caoenaHa COOTBETCTBYOLWAn oTMeTka B XKypHane
perncTpaumm ncxoasawen KoppecnoHgeHUnn.

Bo BTOpom crniyyae, korga npeacTtaBuTENb OPYro opraHvMsauuMm yBO3UT C cobol
NMMCbMO/OOKYMEHTbI YHMBepcuTeTa, OH 0bsi3aH caoenatb Ha KOMWM MUCbMa 3arnuchb:
«Monyynn npegcTaBUTENb opraHusaumm , noanuce,
AaTa», O YeM Takke [penaeTcs oTMeTka B JKypHane perucrpauum ucxoasiien
KOpPPECMNOoHOEHLMN.

[lokymeHTbI, Tpebyolwme oTnpaBkn B cdopme GaHaeponu, MOCbIfKWM, Kak NpaBumo,
nepeaarTcs Kypbepy MouyTbl, KOTOPbLIA BbINMUCLIBAET KBUTAHUMIO HA MONyYeHHble
AOKYMeHTbl. Konuu KBUTaHUWUIA Ha OTMNpaBKy MOALIMBAKOTCA B AENo C UCXOAsLUen
KOPPEeCrnoHAeHUMEN, a OpuUriHanbl NnepeaarTcs B Oyxrantepuio.

|_|pl/l HeobxoanMocTK paspellaeTca ncnornb3oBaTb nobble cyliecTByoLimne cpeacrtea
CBA3N, rapaHTnpyrowine cCBoeBpeMeHHOCTb N Ka4eCTBO AOCTaBKW.

BXOoAALLAA KOPPECIMOHAEHLUUA

O6paboTka Bxoaslen KoppecrnoHAeHLUN

Bca Bxogsdwas [okyMeHTauud, NOcTynMBLUAA OT CTOPOHHUX MWL, M opraHvsauum,
He3aBMCUMO OT BMAA AOCTaBKW, OOrMKHA noctynatb k O[], Kpome KoppeCnoHO4EHLMN,
NMOSTlYYEHHOM MO JIMYHOM SMIEKTPOHHOM no4vTe U akcam, Haxogswmmcs B
noapasgeneHusix.

MocTtynuBLlasa koppecnoHaeHumsa paccmatpmBaetca O] Ha LenoCcTHOCTbL KOHBEPTOB U
nakeToB, a Takke Ha NpPaBUITbHOCTb odhopmMneHnsi. KOHBEpPTbI BCKpbIBalOTCA (Kpome
nncem, LOKYMEHTOB, aApeCOBaHHbIX NIMYHO paboTHUKaMm YHuBepcuteTta). [JoKyMeHTbI
pasgenstoTtca Ha Tpebytoumne n He Tpebytowme oTeeTa.

Ecnn npu BckpblTUM kOHBepTa OyaeT o6HapyXeHO MoBpexaeHue, OTCYTCTBUE
OOKYMEHTa WUnn NpUoXeHus K HEMy, a Takke HeCOOTBETCTBME HOMepa, YKa3aHHOro
Ha KOHBepTe, HOMepy BIIOXXEHHOro JOoKyMeHTa, To 06 aToM nHdopmupyeTca agpecat
1 Npu ero ogobpeHnn Takke NHPOPMUpyeTCa OTNpaBUTESb.

Bca koppecnoHaeHums, noctynatowada Kk Ofl, obpabaTbiBaeTca B A€Hb €€ MOnyYeHus.
KoppecnoHaeHuus ¢ nometkon « CpoyHO» — B NEPBYIO o4vepeab.

OwnboyHo [gocCTaBneHHbIe OOKYMEHTbl B yHI/IBepCI/ITeT nepecblaroTca no
NPUHAANEXHOCTUN U BO3BpALLAOTCA OTNpPaBUTEISIO.

Mocne BCKpbITUS KOHBEPTOB KOPPECTNOHAEHUMSI COPTUPYETCS Ha crneaytoLme rpynnbi:
. KoppecnoHaeHuus, He peructpupyemas OL;:

— €o006LLEeHUs 0 3acefaHusix, COBELLIaHUSX 1 NMOBECTKaX OHS;

—  CBOAKM M MHpOpMaLMs, NPUCTaHHble ANs CBeAeHUS;

— y4yebHble nnaHbl, Nporpammel;

— peknamMHble W3BELLEHUs, NrakaTbl, NPOrpaMMbl COBELLAHWUIA, KOHEPEeHLMN,
npebbiBaHNA U T.4.;

— NpenckypaHTbl, NPanc-nncThbl;
— TEeXHUYEeCKuNe yCrioBUS;
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— HOPMbIl 1 HOPMATMBbI PacXxo40B MaTepuaros;

— no3gpaBuUTenbHble NMCbMA;

— npurnacutenbHble OUneTbl;

— nedvaTtHble n3gaHus (KHUMn, XXypHanbl, OlonneTeHun, katanorn);
—  (oOpMbl CTAaTUCTUYECKON OTYETHOCTMU;

— KOppecnoHAeHUusi, agpecoBaHHasi paboTHWKaM NpeanpusiTus C MOMETKON
«NUYHOY;

. KoppecnoHgeHuus, permctpypyemas Ol B >KypHane perucrtpaumm BXogsLlen
koppecnoHgeHumn (e CKIry 403-10-14).

Ha pernctpupyemom gOKyMeHTe, nocTynuelLuem B YHmBepcuteT, Ol npocTaBnaroTes:

. BXOASALMIA HOMEpP M Aata B COOTBETCTBMM C 3anucbio B XKypHane perncrpaumm
Bxoaswen koppecrioHgeHumn (& CKIY 403-10-14). Bxogswun Homep
odopmMmnseTca no obpasuy: MHOEKC KaHuenspun — Homep gena / nopsaKoBbin
HoMep.

Hanpumep: Bx. Ne 01-00-14/194 o1 04.01.2014;
. haKTM4YecKoe KONM4eCcTBO NIMCTOB ANA AOKYMeHTOB 6e3 nepennera.

Mepegadya [OKYMEHTOB Ha pacCMOTPeHue unuM ucnonHeHme npoussogutca Of,
NCXOO4A W3 BaXHOCTM [AOKYMEHTa, KpOMe [AOKYMEHTauuu, aapeCcOBaHHOW JIMYHO
paboTHMKY YHuBepcuteTa. B aTOM cnydae koppecnoHaeHUuus nepegaeTca agpecary
(vnn B cnyyae ero oTCyTCTBUSI €r0 PYKOBOAUTENIO).

B cnyyae nocTynneHuss koppecroHAeHuuM Ha umsi PekTopa, OH paccmaTpuBaeT
NOCTYNMBLUME OOKYMEHTbI, MULIET Ha KaXAOM U3 HUX pe3onoumio 1 BosspaluaeT O[]
Ha UCMONHEHNE N KOHTPOIb.

Ol paccmaTtpvBaeT pesoniounto PyKOBOACTBA Ha AOKYMEHTe, Aenaet OTMEeTKM B
KypHane peructpaumn Bxogswen koppecnoHaeHumn (© CKIY 403-10-14) wu
nepegaet [AOKYMEHT MOA4 pPacrnucKy OTBETCTBEHHbIM WCMONHUTENSAM, KOTOPbIX
HasHauumn PekTop B CBOEWN pe30nioLmn.

Ecnv OOKyMEHT nOANeXWUT WCMNOSMHEHUIO HECKOMbKUMW MOApa3genieHnaMn  unm
NUCNONHUTENSIMA, TO OTBETCTBEHHbIM WCMOMNHUTENEM SABNAETCS nuuo, amunus
KOTOPOro YykasaHa B pesonoumm nepBor. [OKyMeHT oOTnpaBnisdeTcd nepsomy
ncnonHutento. OTBETCTBEHHbIN NCNONHUTENb 0683aH OpraHn3oBaTb O3HAKOMIEHUE C
pesontoumen Bcex Apyrnx UCnonHUTenemn.

KoHTpONb MCnosiHeHUs pe3ontoumnin
O[1 oTBeYaeT 3a KOHTPOIb UCMOSTHEHUS PE3OSTHOLUA.

OTBETCTBEHHbIV UCMOMNHUTENb NOCIE UCMOMHEHNS PE30NIoLUN BO3BpaLLaeT AOKYMEHT
O, «koTopbi, caoenaB COOTBETCTBYWOLWYK OTMETKy B XXypHane perucrpaumm
Bxogawen koppecnongeHummn (® CKIY 403-10-14), noawmBaeT WUCMNOMHEHHbIN
AOKYMEHT B COOTBETCTBYHOLLEE A€eNO.

B cnyuyae, korga ucnonHuTenb pPe3onioumMmM He OTBETMN B YCTaHOBIEHHbIN cpok, O
0b6s3aH emMy HamnoMHUTb, a B TMOBTOPHOM crny4yae — Jonoxutb PekTtopy o
HEeUCMNOITHEHUN.

TenecdoHorpamMmmbli

WHdopmauusa, nepepaBaemas YCTHO NO TernedoHy, AOMKHa perncrpupoBaTbCs B
XKypHane tenedoHorpamm (¢ CKIY 403-11-14). UcknoyeHne cocTaBnsgioT fUYHbIE
Co0bLLEHNS, peKNamMHble COOOLLEHMS, NO3OPaBIIEHUS U Tak garnee.

TenedgoHorpammbl  06bIMHO  peructpupyet O wunuM  nNUUO  HENnoCpeaCTBEHHO
npuHsaBLLee TenedoHorpaMmmy.
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11.3.3. O[] no noctynuewMM TenedoHorpaMMmam WHGOPMUPYET 06 UX coaepXaHuu nuu,

KOTOPbIM OHU ObInn agpecoBaHbl.

12. AENONPON3BOACTBO B NOAPA3AENNIEHUAX

12.1. B uensax obecneyeHuns ynpaBndaeMoCTu JOKYMEHTOB BHYTPU no,u,paa,u,eneHMVl BeOyTcCA.
. CcBOM XypHan perncrtpauuun BXoasLen KoppecnoHaeHLUUN;

. CcBOM XypHan perncrtpauuun nexoasien KoppecnoHaeHUnu;
. CBOW XXypHan perucrpauum tenedoHorpaMmm.

12.2. PacnopspkeHusa pekaHa dakynbteta (gupektopa UAul), cnpaekm obydatomxcs u
T.N. OTHOCATCHA K Mcxoasdiien KoppecnoHaeHunn nogpasgenexHus, perVICTpVIpyeMOVI B
cneuunanbHbIX XypHanax.

12.3. B nogpasgeneHun He perucTpupyeTcs Kak mcxogsawasi KoppecnoHOeHUNA MpOoeKThl
paccMmaTpmnBaeMbIX JOKYMEHTOB (I'IOJ'IO)KeHVIVI, npasun, nnaHoB " T.I'I.), mMeToaunyveckue
pa3pa60TKV|, nnaHbl, BbINUCKN N3 MNIMAHOB.

12.4. Bxopswas KoppecnoHaeHuuna, noctynmellaa OT CTOPOHHUX NUL U OpI'aHVI3aLI,VIl7I B
nogpasgeneHne, B obsizatenbHOM Mnopsiake ormkHa ObiTb npegoctaerneHa Of aons
permcrtpauun.

12.5. D,OKyMeHTbI, nocTtynawwine B nogpasgernieHne cC cyulectBylollemMm peructpauMoHHbIM
HOMepOM (KOI‘IVII/I NPUKa30B, BbIMUCKU, pacnopsaXeHns, NonoXxeHusa un T.I'I.) MoryTt ObITb
3aperncTpmpoBaHbl B XKypHane peructpauun Bxogswen koppecnoHgeHumm (e CKIy
403-10-14) 6e3 NnpocTaBneHnsa Ha HUX BXOAALLEro permcTpaumMoHHOro Homepa.

13. NMOKA3ATEJIN PE3YJIbTATA NPOLIECCA U METO1bl UX NSMEPEHUA

Hopmatu
No Mokasatens EavHnua BHOE MeTopn MIGTOMHMK AaHHBIX PacueTHble Mepuog
N3MEPEHUsI | 3HaYEHN |  U3MepeHUs cdhopmyrbl OLIEHKM
e

1 | KonnyecTtBo nprka3os no LT. PacueTHbIn >KypHan peructpaummn 1rog
OCHOBHOW eSiTENbHOCTU npukasoB

2 | KonunyectBo npukasos no LT, PacuyeTHbI XKypHan peructpauum 1rog
Kagpam npukasoB

3 | KonuuyecTtBo npukasos LT, PacuyeTHbIn XKypHan peructpauum 1rog
JINYHOMY COCTaBy npukasoB

4 | Konu4yecTtBo npukasos LT. PacuyeTHbIn >KypHan peructpaummn 1rog
[OHEBHOMY OTAEeNeHUo npukasoB

5 | KonuuyecTtBo npuka3os no LT. PacuyeTHbIn >KypHan peructpaummn 1rog
3a04YHOMY OTAENEHMIO npukasoB

6 | KonunyectBo npukasos no LT, PacuyeTHbIn XKypHan peructpauum 1rog
npakTuke npukasoB

7 | KonunyectBo npukasos no LT, PacuyeTHbI XKypHan peructpauum 1rog
OCHOBHOW AesiTENbHOCTU npukasoB

8 | KonuuecTtBo npuka3os no LT. PacuyeTHbIn >KypHan peructpaummn 1rog
WHCTUTYTY NEpenoaroToBKv 1 npukasos
MOBbILLEHNIO KBanUdMKaLmm

9 | KonuyectBo BxoasiLen KOn-BO PacueTHbii | XKypHanbl peructpaumn 1rog
KoppecnoHaeHuun BXoAsLLen

KoppecnoHaeHuumn

10| KonunyecTtBo mcxoasien KOn-BO PacueTHbii | XKypHanbl peructpaumn 1rog

KoppecnoHaeHuun nexoasLen
KoppecnoHaeHuumn
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TPEBOBAHUA K O®OPMJIEHUIO NPUKA30B

3aronoBokK npukasa JOoMmKeH BbiTb ChOpPMYnMpPoOBaH NPeaernbHO KPpaTKo U TOYHO, OTpaxaTb ero
OCHOBHOE cofepXaHMe W HauumHaTbCa TakMuMmu cnoBamu, kak: «O HasHadeHun ...», «O
BblaeneHun...», «O6 onnarte...», «O BHeceHun...», «Ob6 oTMeHe...» U T. A.

TekcT npukasa Mo OCHOBHOW OEeATENbHOCTW COCTOMT M3 OBYX YacTeln: KOHCTaTUpPYHLLENn u
pacnopsanTeNbHON.

B koHcmamupyrowel 4Yacmu TekcTa Mpukasa wuanaralTcs Uenu, KoTopble Heobxoaumo
OoCTUrHyThb. KoHCTaTupylolwas YyacTe npuka3a MOXeT OTCYTCTBOBaTb, €CNW Lenu npukasa He
TpebytloT pa3bACHEHWIA.

PacniopsidumenbHass 4Yacmb npukasa HauvMHaeTca co crnoBa «[MPUKASbLIBAKD», koTopoe
neyataeTcs NponucHbiMu BykBamu. TeKCT pacnopsAauMTeNnbHOW YacTu npukasa OOfKeH MMeTb
noBenuTensHyo hopMy M3noxeHus. B Hem nepeuncnaoTcs UCNonHUTENW, NpeanucbiBaemble
UM OEVCTBUS U CPOKM UCTIONTHEHUS.

MyHKTBI HymepytoTca apabckumn umdpamm (1, 2, 3,...). Kaxgbli NyHKT npukasa MoXeT
HauMHaTbCs NMBO C MpeanucbiBaeMoro encteums, nNnbo C ykasaHusi KOHKpeTHoro nuua (c
MOSTHBIM HaUMEHOBAHWEM €ro OIMKHOCTHN).

Cpok ncnonHeHus npuBoanTcs Nubo B KaXAOM NyHKTe npukasa, nubo BbigensieTcs B oOuH
060O6LLEHHBIN NYHKT AN BCEX NPEANUCHIBAEMbIX AEACTBUN.

B nocnegHem nyHKTe pacnopsigMTenbHOWM YacTu NpuKasa ykasbiBaeTcs AOSMKHOCTHOE nuuo(a),
Ha KOTOPOE BO3MOXEH KOHTPOIb 32 UCMIONIHEHNEM OaHHOTO NpuKasa.

Ecnu npuka3 BBOAWT B OENCTBUE KakMe-NMOO AOKYMEHTbl (MHCTPYKLMM, MOSNOXEHUS U T.4.), TO
OHM 0POPMNATCSA NPUITOKEHMEM, CChISIKa HAa KOTOPOE O0SMKHA BbITb B MYHKTaX npukasa.

Ewe Hnxe ykasbiBatoTca gormkHoctu, . ®. nuy B crnegytowen nocnegoBaTenbHOCTY:

. noanuceiBaroLLero npukas (Pektop nnu UM ynoriHoMoYeHHoe Nuuo);
. BHOCSILLIEro npukas (nog rpucom «lpukas BHOCUT: »);
= BM3UpytoLLero npukas (nog rpudom «lprkas BUSNPYIOT:»).

MpunaraemMble NPUNOXEHNS AOMKHbI COAepPXaTb:

. HOMep NPUMOXEHNs, CCbINIKY Ha HOMep 1 AaTy npukasa B hopme:
MpunoxeHne /Homep/
K npukasy Ne OT « » 20 T.
" HaMMeHOBaHWe NPUINOXEHNS;
" HeobOxo4vMble NOAMNUCH U BU3bI.

Ecnu npunoxeHue ogHo, TO HOMep eMy He npucBanBaeTcs.

Ecnn un3paBaembll OOKYMEHT OTMEHsieT paHee W3[aHHbl Mpukas, B MocrnegHem nyHKTe
ykasbiBaetca: «[llpukad ot 00.00.00 Ne 00 cuyutate yTpaTMBWMM Cuny (cyutatb
HedencTBUTENbHbLIM)». ECnv npukas oTMeHsIeT TOMbKO OAUH (MMM HECKOMbKO) MYyHKTOB paHee
N34aHHOTO, TO OTMEHSAIOTCA COOTBETCTBYIOLUMNE NMYHKTbI.

HavanbHnk KC uwnu paboTHuK, Begylwuin kagpoByld OOKYMEHTauuio, AOIDKEH O3HAKOMUTb
Kaxxgoro coTpygHuka ¢ npukasom. COTpyOHMK OOSDKEH NocTaBuTb CBOK BM3y: «C npuka3om
O3HakomreH, /nodnucsl, |dama o3HakomneHusll.
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MpunoxeHune Al

A2. PErNTAMEHT BHECEHNSAA U BUSUPOBAHUA NMPUKA30B

Buabl npuka3sos:

1. Tlo nuyHomy coctaBy (JIC) 5. Mo npaktuke (I)
2. o komaHngupoBkam (K) 6. [lo ocHoBHOM aesitenbHocTu (Of1)
3. Mo otnyckam (O) 7. Mo WIMMK (UMNMK)
4. Tlo gHeBHOMY/3a04HOMY 06y4eHuto ([O/30)
Bupg Mpuka3 BHOCUT Mpukas BusnpyroT
npukasa
JIC, K, O = PykoBoautens CYT1 = PykoBoauTenb annapara pekropa

= Nupextop A3MN®-rnaBHbIN Gyxrantep

= Nupektop ANOwu3 (Pykosoautens
FOO/KOpurCKOoHCYNbT)*

lMpu Heob6xodumocmu:

= [1popeKTop, KYpUPYLLMA AeATEeNbHOCTb
nogpasfeneHns, ynoMsHyToro B npmkase

= [lnpekTop AenapTameHTa, 4eATeNbHOCTb KOTOPOro
3aTparvBaeTcs B MNpuKase

[0O/30 = PykoBoautenb otaena = [1popekTop no CuMC
JenaptamMeHTa no = PykoBogutenb annapaTa pekropa
akagemmyeckom = [npextop O3MN®P-rnaBHbIN Oyxrantep
AeATenbHoCTH, = Nupektop AMNOwul3 (Pykosoautens
NoAroTOBUBLLEro Npukas FOO/KOpuUCKOHCYNbT)*

= [lekaH cbakynbTeTa = Nupektop OA

Foundation

M = Pykosogutens OMNMuT = [1popekTop no CuMC

= PykoBoauTenb annapaTa pekropa

= Nupextop OA3MN®-rnaBHbIN Gyxrantep

= [OupexTtop JA

lpu Heobxodumocmu:

= Nupextop OMNOulI3 (PykoBogutenb
KOO/KOpurckoHeynbT)*, B criyyae Bble3ga Ha NpakTuKy
rpynnbl CTYy4EHTOB

UMK = Onpektop AMMK = PykoBoauTenb annapaTa pekropa

= [npextop O3MN®P-rnaBHbIN Oyxrantep

= Nupektop ANOwu3 (Pykosogutens

FOO/KOpUCKOHCYNbLT)*
= PykoBogutens CYI1
oa = PykoBoauTtenb = [IpopekTop, KypupyoLLniA AeaTeNbHOCTb
noapasgenexHus / aupekTop noapasfeneHuns, BHOCSILLLEro npukas
JenapTameHTa, = PykoBoauTenb annapara pekropa
NnoaroToBMUBLLIErO MpuKas = Nupextop OA3MN®P-rnaBHbIN Gyxrantep
= Nupextop OMNMOul3 (PykoBogutenb
KOO/KOpuckoHeynbT)*

lMpu Heob6xodumocmu:

= [popeKTop, KYpUPYIOLLMIA AeSTENbHOCTb
noapasaeneHns, ynoMsiHyToro B npvkase

= [lpekTop genapTameHTa, AesiTENbHOCTb KOTOPOro
3aTparvBaeTcs B Npukase

» [lupekTop AenapTameHTa, KOTOPOMY NOAYUNHSIETCS
noapasfeneHune, BHocsLLee Nprkas

= PykoBoautenu nogpasaeneHunin, 4esTenbHOCTb
KOTOpbIX 3aTparMBaeTcsi B Npvkase

* B cooTBeTCTBMM C npukazom Ne O[1-185 ot 31.05.2017 O pacnpegeneHum noriHOMOUUN
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TPEBOBAHUA K O®OPMJIEHUIO NMPOTOKOJ10B

[daton npoTokona sBnsieTcs gaTta nposefeHus 3acefadHus (Hanpumep, 12.03.2014). Ecnu
3acefjaHve MNpoJoSKaeTcs HECKONMbKO AHeW, TO yKasblBaloT daTy Hadana u yepes Tupe -
OKOHYaHusA 3acefaHus (12 -14.03.2014).

Homep npoTokona - NopsiAKoBbIA HOMEP, KOTOPLIA MPOCTaBMAOT B TEYEHNE KaneH4apHOro Unm
y4yebBHoro roga.

3aronoBoK NMPOTOKOMA COAEPXUT yKaszaHWe BuAa KomnnernanbHoW OesiTenbHOCTU (3acedaHus,
cobpaHus, coBellaHust), a Takke Ha3BaHWe KONNerManbHOro opraHa B poauTeNibHOM Nagexe.
Hanpumep: “NMPOTOKOJT Ne 2 3acegaHus pektopaTta’.

TekcT NPOTOKOJ1a COCTOUT U3 ABYX YyacTen: BBOAHOW N OCHOBHOM.

B BBOAHOWM YacTW MPOTOKOMNAa YyKasbIBAOTCA MHUUMAnNbLI, (paMUnun npeacenaTensCTBYOLLErO,
cekpeTapsi, NPUCYTCTBYIOLUX, NPUrNaLleHHbIX U NOBECTKa OHS.

WHnumnansl u d)aMI/IJ'IMI/I NPUCYTCTBYKOLWKNX pacnonaraknTt B aJ'I(*)aBI/ITHOM nopsagke, 4epes
3anATyro, B CTPOYKY. Ecnn konuyecteo NPUCYTCTBYHOLLMNX 6onbwe 10 yenosek, TO YKa3blBakoT
nx obLLee KONMYecTBO 1 pagoom B cKkobkax — «Crnmcok npunaraeTcar».

BBogHasi yacTb NMpOTOKOMNa 3akaH4YMBaeTCsl MOBECTKOM AHSA. 3anucb MyHKTOB MOBECTKU OHS
HaYMHaOT C KPACHOW CTPOKU, HYMEpYHT ux apabckumu undppamu. Bonpockl pacnonaratoT no
CTerneHn BaXXHOCTU U CNOXHOCTU.

OcHoBHas 4yacTb MPOTOKOMA CTPOMTCH MO CXeme: ChylianM — BbICTYNWMU - MOCTaHOBWUMM
(pewwmnu), npruyem Anst KaKOoro Bonpoca rno oTAeNbHOCTU.

B paspgene «CITYLWAJIN» ykasbiBatoT pamMuIivio U MHMUManbl Aoknagynka (B UMEHUTENbHOM
nagexe), u ganee, 4epes TMpe ¢ NPONUCHON BYKBbI, — KPaTKYy, YETKYIO 3anuChb BbICTYMNNEHUS.
Ecnn TekcTt goknaga 3acTeHorpadupoBaH WNKU NpeacTaBreH OOKNagvYMKoM, TO Mnocre Tupe
nponucHbiMM BGykBamu nuwetca — «[oknag npunaraetcsa». Joknag gomkeH 6bITb noanucaH
aBTOPOM.

Mocne cnosa BbICTYTUIW ¢ kpacHOM CTPOKM NULLYT hamMUnuIo MU MHMLmMansl Aoknagyuka (B
UMEHUTENBHOM Magexe), u pJanee, 4epe3 TUpe C NPONUCHOW OyKBbl, BbLICTYNalOWNX B
UMEHUTENBHOM Nagexe (B cKobkax MOXHO yka3aTb Ha3BaHWe [AOMMKHOCTW), nocrie Tupe C
6onbLio ByKBbI MULWYT CoaepKaHWe BbICTYMNEHNS.

Ecnn BbICTyI'Ia}OLLLVIVI npeaocrtaBndeT TEeKCT BbICTYNJieHuA, TO nocne Tupe 3anucbiBaroT —
«BbICTyI'IﬂeHVIe npunaraeTcar». BbICTyI'IJ'IeHVIe AOJPKHO ObITb NoAnMcaHo aBTOPOM.

Bonpocbl K OOKNaguuky M OTBETbl Ha HUMX BKMOYalTCAd B pasgen «BbicTynunm» u
0POpMIIATCA NO TOW Xe cxeme (BMECTO CIOB «BOMPOC» U «OTBET» nuweTca damunus u
VMHULUMAnNbI CNpallnBaoLLEero u 0TBEYatoLLEero).

Pasgen «[MOCTAHOBWUIMW» nnn «PELUUIINY cTpoutca no cxeme: AenctBne — UCMNOMHUTENb
—> CpOK.

NcnonHutenem MoXeT OblTb CTPYKTYpHOE NoapasfderieHe UMM KOHKPETHOE [OO/MKHOCTHOE
nuuo.

Ecnu noctaHoBneHne Mo kakomy-nmboO BOMPOCY MOBECTKM [OHSI COAEPXWUT pasnuyHbie Mo
XapakTepy OeyCTBMS, TO ero crneayeTt pa3duTb Ha NYHKTbI U NOANYHKTbI.

MpoTokon MoXeT (pMKCMpoBaTb pelueHne 06 yTBepKAeHUM Kakoro-nnmbo AokymeHTa. B atom
cryyae MNpoTOKON AOSKEeH WMEeTb CCbIIKy Ha AaTy U HOMep [OKyMeHTa, a camM [OOKYMEeHT
crieayeT NPUNOXUTb K NPOTOKONY.

Mpwu BeIGOpPax B NPOTOKOME yKa3blBaOT pe3ynbTaTbl FONOCOBaHMSA MO KaXaon kaHamaaTtype.

Ecnu k npoTokony npunaratoT cTeHorpammy, To 06 3TOM AenatoT 3anuch nocrne nepeoi YacTu
npoTokona - 3aceaaHue ... cTeHorpadgupyeTcs. CTeHorpamma npunaraeTcsi.
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TPEBOBAHUA K O®OPMJIEHUIO NMNCEM

Vcxogawme nucbma oopMisoTCs Ha OnaHkax, KOTOpble MMEKT YCTaHOBIIEHHbIA COCTaB
PEeKBM3NTOB, 0becneyvmBaloLLnX ero PUONYECKY0 CUny.

CTtunb nucbMa gormkeH ObiTb KOPPEKTHbIM, OefnioBbIM B COYeTaHUu C I'IpOCTOTOl7I N TOYHOCTbIO
N3NOXEeHUA.

3aronoBoK K TEKCTy (KpaTkoe coaep)kaHwe) nucbMa AOMmKeH ObiTb MakCUMaribHO TOYHbIM Y
cxaTblM, pacrnonaratbCs crieBa Hag TEeKCTOM nucbMa. 3arornoBoK OopMynuMpyeTcsi OOHOM
obuwen gpason U gOrmKeH oTBeYaTb Ha BOMPoOC «0 Yem?». Hanpumep, «O6 yTBEpXOEHUW...»,
«O HanpaBneHuu...».

Ecnun ncxogswee nMcbMO NOArOTOBMNEHO B OTBET Ha BXOAsLLEE MUCbMO, B 3arofioBKe Takke
YKa3blBaeTcAa HOMep U gata BXxoadliero nucbma.

npl/l agpecoBaHMn  OOKYyMeHTa  OopraHmsauuu, CMPYKMYyPHbIM nodpasdeneHunM nx
HanMeHOBaHNA YKa3blBalOTCA B WMEHUTENIbHOM nageXxe, AOOJMKHOCTb Jnua, KOToOpOoMy
agpecoBaH OOKYMEHT - B AaTeJIbHOM naaexe.

I'IpV| agpecoBaHn [OOKyMeHTa pyKosodumenio opeaHu3ayuu ee HammeHoBaHme BXOoAUT B
COCTaB HanmMmeHoBaHUA OOJIKHOCTU agpecarta.

Ecnu pokymeHT agpecyetcsi 8 HECKOSIbKO OOHOPOOHbIX Op2aHu3ayuli, OHW YKasblBalTCA
0bobueHHo. [lokymeHT He gormkeH cogepxaTtb bonee 4deTbipex agpecatoB. Cnoso «Konusa»
nepea BTOPbIM, TPETbMM, YETBEPTLIM agpecaTtaMmun He ykasbiBaeTcs. [Mpu 6onbLiom KonuyecTee
agpecaToB COCTaBMSIETCA CMUCOK (PeecTp) pacChlfikM OOKYMEHTA, M Ha KaXAoM 3dK3emnnsipe
[OKyMeHTa yKka3blBaeTCs OQuH agpecar.

Mpv agpecoBaHWM OOKYMeHTa rpudUYECcKOMY JTUYy MOXET YKasblBaTbCs NMOYTOBLI agpec. MNpu
aflpecoBaHnN [OKYMeHTa (bu3uyeckoMy Jluyy YKasblBaloTCs TMOYTOBbIA agpec, a 3aTem
hamunus u MHMUManbl nonyyaTens.

Ecnnm nucbMo 0OOHOIO CcoaepXaHus HanpaBnseTcas HECKOSbKMM agpecaTam, BHavane yka-
3blBAETCA afpec OCHOBHOMO Momy4yaTens, 3aTem nepeducnsoTca apyrve. Ecnu OokymeHT
HanpaBnseTcs bonee YeM TpeM agpecaTaM, COCTaBMAETCA CMUCOK PaCChINKW, U Ha KaXOoMm
3K3eMMNnsape YyKkasbiBaeTca INUllb OOWH agpecaT, KOTOPOMY HanpaBnaeTcs KOHKPeTHbIN
aK3eMnnsap.

Ecnu nucbmo HanpaBnsieTcsl B OOMOJIHEHUE K paHEe MOCMaHHOMY, TO B HEM CriefyeT ykasaTb
HOMep 1 AaTy paHee NocnaHHOro nNucbMa.

TeKCT nMcbMa, Kak NpaBumno, COCTOUT N3 TPEX YacTen: BBOLHOW, OCHOBHOM M 3aKINIOYUTENbHOWN.

Bo 8800HOlU Yacmu nuCbMa yKkasblBalOTCA (aKkTbl MM COObITWUS, MPUYMHBI, MOCAYXMBLUME
OCHOBaHMWEM A5 COCTaBMEHUs AaHHOro NUcbma.

B ocHosHoU Yacmu nncbma nsnaraeTtcs CyLecTBO paccMaTpmnBaemMoro soripoca.

B 3akmroyumersnibHOU Yacmu w3naratoTCsa BbIBOAbI, NPEANOXEHWs, NpocbObl, BapuaHT(bl)
peLleHmns, NOrMyYeckn BblTEKaoLMe N3 CoaepXKaHus nucbma.

Mucbma pekomMeHOyeTCa COCTaBlATb NO KaXAOMy BOMNpPOCy OTAeNibHO And YCKOpeHuAa wu
ynpoweHna nx UCNOoJIHeHnA n O6pa6OTKVI.

B neBoM HWxHeM yrny nocnegHero nucra nucbma Unm Ha obpaTHONM CTOPOHE NCTa yKasblBatoT
damMunnilo  UCNOMHUTENA M KOHTaKTHY MHAdOpMauuo Ans CBA3M C  HuM  (Homep
TenedoHal/dakca, e-mail).

I'Ipvl Hanm4ymm npunoxeHma K nNUCbMy nMNocsie OCHOBHOIo TeKCTa nucbMa YyKa3bliBaeTCA
KONn4ecTBO JINCTOB MO cbopme «I'IpmnomeHme Ha __ nncrtax». Ecnu I'IpMﬂO)KeHMVI HECKOJ1bKO,
TO NepeyvyncnarTCca HauMeHOBaHuUA npunaraemMmblXx AOOKYMEHTOB W KONMYecTBO JIMCTOB OJ1A
KaXXaoro AOKyMeHTa.

B BepxHeM MpaBOM yriy KaXgoro NpUoXeHUst ykasblBaeTCs HOMeEpP MpUIoXeHus no dgopme
«[lMpunoxeHue Ne K nucemy Ne oT«___» 20 r.

I'Ip|/| Pa3HbIX OOJMKHOCTAX NOoANUCKU pacnonararoTcd B nNocrenoBaTesibHOCTH, COOTBeTCTByIOLLI,€|7|
3HaYMMOCTU 3aHMMaEMOW AOSMKHOCTH.
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