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r. CBIKTBIBKAp

O6 opranuzanuu paboThl ¢ JOKYMEHTaMH
B ®UII Komu HIJ YpO PAH

B nemnsx obecmeuenus opranusanuu padoTs! ¢ mokymentamu B UL Komu HIT YpO PAH
B COOTBETCTBHH OOIMETIPUHATHIX IIPaBIJI JOKYMEHTOO00pOTa, OOECIEeYeHUs COXPAHHOCTH,
dopmupoBanus u yuera gokymeHToB u fen B OUI] Komu HIT VpO PAH, u Tak e NOBBINEHNA
KauecTBa 0)OPMITEHHUS UCXOISAIINX U BHYTPEHHUX JOKYMEHTOB

[TPUKA3BIBAIO:

1. VYrBepmuts [lopsmox paboThl ¢ AokyMeHTaMH B DenepaabHOM TIOCYIapCTBEHHOM
OIOIKETHOM yUpexIeHun Hayku DenepalbHOM HCClIefoBaTeNbcKoM IeHTpe «Komu HaydHBIA
HEeHTp YpalIbCKOro oTAeneHus Poccuiickoll akanemun Hayk» (mpumoxenme Ne 1 K HacTosgmemy
MIPHUKA3y).

2. Vrteepmuth I[IOpsSmOK TOATOTOBKH, COTJIACOBAaHMS M IOANHCAHUSA OPraHU3aIMOHHO-
pacIopsIIUTENbHBIX JOKYMEHTOB B DefepallbHOM TOCYINAapPCTBEHHOM OIOJUKETHOM YYPEKICHUU
Hayku DenepalsHOM HCCIENOBAaTENBCKOM IIeHTpe «KoMu HaydHBIH LEHTP Y paibCKOro OTACTICHHS
Poccuiickoii akagemun Hayky (priiokeHre Ne 2 K HacTOSIIEMY [IPHKa3y).

3. [IIpuxasz Komu HI] YpO PAH «O6 oprarusamuu paboTsl ¢ JokymMeHTamu B Komu HIJ
YpO PAH» o1 19.06.2017 Ne 98 cuutaTe yTpaTUBIIUM CHILY.

4. KOHTpOIb UCTIOJHEHHS HACTOSIIIET0 IPUKa3a OCTaBIIAIO 38 COOOMH.
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Iopsinok pa6oThl ¢ JOKyMEHTaMH
B DenepaibHOM rocy1apcTBEHHOM OHOIKETHOM Y4YPeKAeHHH HAYKH
DenepaabHOM HeCJIEA0BATEIbCKOM eHTpe « KoM HayqYHBIH IEHTP
Ypannckoro otaesienns Poccuiickoii akageMuu HaAyK»

1. Hactosmui#t Ilopsnok paboTel ¢ gokymeHTamMu B DenepaqbHOM TOCyAapCTBEHHOM
Oro[KeTHOM yupexneHun Hayku DemepaabHOM HCCIENOBaTeNbCKOM IeHTpe «KoMu HaydHBIN
IEHTp YpalbcKoro oTneneHus Poccuiickod axamemMunm Hayk» (manee — Ilopsanok, LleHTp)
pa3paboTaH B meisx OOECIEeUYEeHUS COXPAaHHOCTH M ydeTa JOKYMEHTOB M JENl B CTPYKTYPHBIX
noapasneneHusx LenTpa.

2. OTBETCTBEHHBIMHU 3a JEJIOMPOM3BOJACTBO W XPaHEHHE NOKYMEHTAIUH Ha OyMa’KHBIX
U 3JICKTPOHHBIX HOCHTEISIX, HaXOISAIIEHCS Ha HCIOJHEHHH B CTPYKTYPHBIX IOIPa3IEICHHUSX,
ABJISFOTCS PYKOBOJUTEINHN CTPYKTYPHBIX ITofpasiesneHuit LlenTpa.

3. PykoBoauTens CTPYKTYPHOTO ITOApa3esieHUs Ha3HauaeT paOOTHHKA, OTBETCTBEHHOI'O
38 COXPAHHOCTh OKYMEHTOB W (OPMHPOBAaHHE KOHKPETHBIX €I, COIJACHO YTBEPKICHHOH
HOMEHKJIaType. PyKoBomWTENHM Tmonpa3feleHui ¥ ykasaHHblE paOOTHHKH O0ECIEeYHBAIOT
COXPaHHOCTb JOKYMEHTOB H JIEII.

4. Jlna obecredeHUS COXPAaHHOCTH M YydeTa JOKYMEHTOB M JeN, JOCTyla K HHM
IIPOBOIHTCS KOMILIEKC paboT:

- pacmpefelieHre WCIIOJHEHHBIX JOKYMEHTOB B JI€lla B COOTBETCTBHH C HOMEHKIIATYpOU
IeJT CTPYKTYPHBIX Iofpa3aeneHuit Lientpa;

- cosmanme paboTomaresieM ONTHMAIBHBIX TEXHUYECKMX ((QH3HYECKHX) yCIIOBHH
XpaHeHHUs TOKYMEHTOB H JeT;

- pasMelleHHe 1€ B pabounx KaOWHETaX B CIENHATPHO OTBEIEHHBIX JJIA STOH IENH
mkadax, ceidax u T.I.;

- IepUHOJMYEcKas IPOBEpPKAa DPYKOBOIHUTENEM CTPYKTYPHOIO MOAPA3[ACICHHUS HAIMINL
U COCTOSIHUSL JOKYMEHTOB H JIEIT;

- CcoOJIroJIeHHe TTOPsIIKa BBIIAYH €T,

- PacIONOKEHHE JOKYMEHTOB BHYTPH JAella B XPOHOJOTHYIECKOH, BOIPOCHO-IOTHICCKOM
II0CJICIOBATEIHLHOCTH I UX COYECTaHUH.

5. B ciyuae yTpaThl JOKYMEHTOB H M€l IIPOBOAUTCA CIyXeOHas IPOBEpKa,
II0 pe3ybTaraM KOTOPO# U0, BUHOBHOE B MX YTpAare, HECET OTBETCTBEHHOCTH B YCTAHOBJICHHOM
HOpSIZIKE.

6. Brimaua e, XpaHsIIUXCcs B CTPYKTYPHOM IOJPa3AEICHUH, IPYyTHM MTOpa3ieIeHUIM
IPOM3BOIUTCS C Pa3pEIICHHs PyKOBOIHUTENA CTPYKTYPHOTO IIOJPA3IENCHUs, O YeM JEIaeTCsa
3aIIUCh B XypHAaJIe BbIIauH Jell U JOKYMEHTOB.

B xypHalle yKka3biBaeTcs CTPYKTypHOE IOApa3leIeHHe, HHICKC JeNa, aTa ero BbIadH,
KOMy JIeNO BHIIAHO, JaTa €ro BO3BpAICHHsS, IIPETyCMaTPHBAIOTCA TIpadbl JUsL PacIHCOK
B IIOJIy4EHHH U IpueMe jeia. JKypHar xpaHuTcs B obmem otaene LlenTpa.

7. Ilepemaua mokymeHToB lLleHTpa HJIM HX KONMHM B CTOPOHHHME OpTaHU3allUM HIH
YaCTHBIM JIMIaM IIPOM3BOIUTCS C IFICBMEHHOIO COIJIACHSA DPYKOBOAHTENS COOTBETCTBYIOLIETO
CTPYKTypHOTro rmonpasaeneHus Llenrpa.

8. B ciyuae HCKIIOUEHHs] CTPYKTYPHOTO IOApa3JeNeHus M3 CTPYKTypel LleHTpa,
OTBETCTBECHHBIHM UCIIONHUTEI, HA3HAUECHHBIN B COOTBETCTBUH C IIyHKTOM 3 HacTosmmero Ilopsmka,
epeiaeT 3aBepLIEHHBIE B JENOIPOM3BOJICTBE JeNa IIOCTOSHHOTO CpOKa XpaHeHHs B Haydmbri
apxuB llenTpa. Bce [OOKyMEHTHI TIEPENAIOTCA II0 CHATOYHOM OIMCH, B COOTBETCTBHH
C IeHCTBYIOMIEH HOMEHKIIATYPOH, IPOIIUTEIMY U IPOHYMEPOBAaHHBIMH. JIOKyMEHTEI BPEMEHHOTO



CpOKa XpaHEHHWS MepefaloTcs II0 akTy IpHEMa-Iepefayd HaAYalbHHUKY CTPYKTYpPHOTO
HOpa3Ie/ICHAS IPUHAMAIOIIETO QYHKIIMY UCKITI0OYaeMOT0 CTPYKTYPHOTO IOAPA3IeIICHHU.

9. Tlepex yxXomoM B OTIYCK FUIM BBIE3ZIOM B KOMAaHIHPOBKY PabOTHHK (MCIIOTHHTEIND)
[0 MOPYYEHHIO PYKOBOMUTENS CTPYKTYPHOI'O MOApasfeleHus o0s3aH HaxXOMAIMUECs y HETO
Ha HUCITOJIHEHUH (Ha KOHTPOJIE) TOKYMEHTHI IIEPEIaTh APYTOMY HUCIIOIHHUTEIIO.

10. IIpu yBOMBPHEHWH WM TMEpPEXolle Ha Apyryro paboTy paboTHHK CprKTypHoro
noapasnienenus [{entpa o0s3an nepenarth:

- B TOJNHOM oOBeMe, He OCTaBisisi y ceOsd KONWM U YEpHOBBIX 3amucedl paboumx
IOKYMEHTOB, CBS3aHHBIX C €ro paboTOH, HaXOIAIIHWeCs y HEro Ha HCIOJIHEHHWH IOKYMEHTBI
U HHYIO IPOMECCHOHAIBPHYIO MHOOPMANUIO IPYroMy pabOTHHKY CTPYKTYPHOIO IIOApa3JesieHus
WM PYKOBOIUTENIO CTPYKTYPHOI'O IIOAPA3NEICHUS II0 aKTy MpUEMa-TIepeladdl JIeI C OIHCHIO
[IEpENABAEMBIX IOKYMEHTOB;

- DJJIEKTPOHHBIE zIOKyMeHTLI C BIOXEHWAMH B pa3NIH4HBIX Qopmarax, 0e3
IIpEeABapHUTEIBHOIO JOKYMEHTHPOBaHUS Ha OyMaKHOM HOCHUTEIIE;

- DIJIEKTPOHHBIE 00paslbl [JOKYMEHTOB, IIOJIy4E€HHBIE B pe3yjibTaTe CKaHUPOBAHUS
JIOKYMEHTOB U XpaHSAIIUECS B CHCTEME MJIEKTPOHHOTO TOKYMEHTO000pOTa;

- IPENOCTABICHHBIE €My TEXHUYECKHE CpEICTBA, €CIM OHH IPENOCTaBIISUIKCE,
B HaJUIEKaIleM BH/IE.

11. Opranuzanus MepoIpHUIATHH 1O OOECIEYEHUI0 COXPAHHOCTH OSJEKTPOHHBIX T
(moxymenTOB) ofecneduBaeTCs HadaJbHHUKOM  OTHela HHQPOPMAIMOHHBIX  TEXHOJOTHI
u 6e3omacHoctH LleHTpa.
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HHOPATOK
MOAr0TOBKH, COIJIACOBAHHUSA U NOANMHCAHUS OPraHU3ANHOHHO-PACIIOPSUTEIbHBIX
NOKYyMeHTOB B DeepaibHOM rocyJapcTBEHHOM OIOKETHOM YUpeXIeHUH HAYKH
®enepabHOM HCCIEN0BATEIbCKOM IeHTpe « KoM HaydHBIH HeHTp YPajibcKoro
otaejeHns Poccniickoil akageMun HayK»

1. O0mue MoJI0KEeHUS

1.1. Hactostmuii ITopsinok mOATOTOBKH, COTJIACOBAHHUS U MOAMKMCAHKS OpraHu3aIliOHHO-
PacIOpANUTENBHBIX JOKYMEHTOB B ®DeepalbHOM TOCyJapCTBEHHOM OIOJDKETHOM YUPEIKICHHH
Hayku @eznepalbHOM HCCIENOBATENbCKOM IHeHTpe «KOMH HaydHBIA IIEHTp Y PalbCKOro
otnenenus Poccuiickolt axamemuu Hayk» (mamee — Ilopsimok, LlenTp) paspaboTaH B Iensx
IOBBIIICHHs Ka4eCTBa MOATOTOBKH M O(GOPMIIEHHs IPaBOBBEIX akTOB l[eHTpa, oCyInecTBIEHHUS
KOHTPOJIA 3a COOTBETCTBHEM OPraHU3AI[MOHHO-PACIIOPSAUTENBHEIX JOKYMEHTOB IleHTpa
IeHCTBYyIOEMY 3aKOHOAATENbCTBY Poccuiickoit @epepanuy U MpaBoOBEIM akTaM MUHHCTEPCTBA
HayKH U BeIclIero oopaszoBanus Poccutickoit @enepanun (Munobprayku Poccun).

1.2. Hacrosmmuit Ilopsmok perymupyeT NOATOTOBKY K COTJIACOBAHHE CIICTYIOITHX
OpraHu3aliOHHO-PACTIOPSAUTENHHBIX JOKYMEHTOB:

- OpraHH3alHMOHHBIX: IIOJIOXXEHUH, IPaBUII, HHCTPYKIIUH, TOPAIKOB;
pacHopsiANTeIbHBIX: IPUKA30B, PACIIOPIKEHHUI;

HHGOPMANMOHHO-CIPABOYHBIX: IIPOTOKOJIOB, aKTOB, MOKJIAIHBIX H CIYXKEOHBIX

3aIHCOK.

Ilopsimox He paclpoCTpaHSeT cBOe AeHCTBHE Ha (DUHAHCOBBIC, ILIATEKHO-PACUCTHBIC
NOKyMeHTHI LleHTpa, rpa’kIaHCKO-IIpaBOBEIE TOTOBOPEL, a TaK)Ke Ha OIEpPAaTHBHBIE JTOKYMEHTEHI,
Kacaromuecd nesitenpHoctd [lepBoro otaena LlenTpa.

1.3. Hacrosmmuii Ilopsmox mpexycMaTpuBaeT psi IIOCIENOBAaTENBHBIX IEHCTBUH,
COBEpPINAEMBIX [IPABOMOYHEIMHU JINOO CIIENHATIBHO Ha3HAYEHHBIMU JOJDKHOCTHBIMU JIULIAMH [IPH
IIOJITOTOBKE M COTJIACOBAaHUM OpPraHM3allMOHHO-PACHOPSAUTENBHBIX JOKYMEHTOB (Haynee —
nmokyMeHT) [{enTpa.

[TonaroToBka MOKyMEHTa BKJIIOYAaeT B ceOs MOATOTOBKY IIPEIBAPHUTENHHOIO BapHaHTa
TEeKCTa JOKYMEHTa, YTOUHEHHE (pelaKTHpOBaHHWE H KOPPEKTHPOBaHHE) IIPEIBapUTEIHHOIO
BapWaHTa TEKCTa JOKYMEHTa, IOATOTOBKY HPHJIOKEHHH (IIpH HEOOXOAUMOCTH), OhOpMIICHHE
IpOeKTa JOKYMEHTa.

CormacoBanne TmpencraBisieT coOOH  pe3ynbTal aHaiu3a  yIOJIHOMOYCHHBIMH
JOJKHOCTHBIMHE JIUIIAMH TIpOeKTa JOKyMeHTa L[eHTpa, mpeIcTaBIsieMOro Ha IIOJIIUCh TUPEKTOPY
[leHTpa, B TOM YHCIE€ Ha €r0 COOTBETCTBHE ACHCTBYIOIIEMY 3aKOHONATENBCTBY Pocchickon
Denepanwn, MpaBoBEIM akTaM MuHoOpHayku Poccumm, Poccuiickoit akamemuu Hayk (PAH)
u Ypanbckoro otaenenus PAH (VpO PAH).

CoracoBanue 0GOPMIIAETCS MTOAMUACIMHU YIAaCTHUKOB COTJIACOBAHUS C HUCIIOIB30BAHUEM
CHCTEMBI DJIEKTPOHHOT0 ToKyMeHTooOopoTa (naiee — CO/I).

1.4. TlpaBoM coriacoBaHds IPOEKTOB JOKyMEHTOB ILleHTpa B COOTBETCTBHHU
C KOMIIETEHI[HEH O00anaroT 3aMeCcTHTeNH [gupekropa LleHTpa, pyKOBOAWMTENIH H HHBIE
YIIOJTHOMOYEHHBIE TOJDKHOCTHBIE JINIA CTPYKTYPHBIX oApaszenenui Lientpa.

1.5. TIpoekT moxyMmeHTa pa3pabaTbIBaeTCs M COCTABIAECTCS Ha OCHOBE IETAILHOIO
U BCECTOPOHHETO H3YYEHHs 3aTparHBacMbBIX B HEM BOIIPOCOB C TEM, YTOOBI COACpPIXKAIIUECH
B IPOEKTe TNPENIOKEHHS ObUIM  KOHKPETHBIMH, COOTBETCTBOBAIH  JEHCTBYIOLIEMY
3aKOHOIATeNsCTBY Poccwmiickoit @enepanuu, mpaBoBbM akTaM MuHOOpHayku Poccun, PAH
u YpO PAH, obecnieunBanvuch MaTepraTbHO-TEXHUYECKUMHU CPECTBAMU U (PUHAHCHPOBAHUEM.
TekeT JOKYMEHTa IOJDKEH coAepKaTh IOCTOBEPHYIO HHGOPMAIHIO.



1.6. IlpukazamMu U pacHOpsSOKEHHUSIMH OpraHU3allMOHHO-PACIIOPSIIUTENBFHOIO XapaKTepa
OQOpPMIISIOTCS  pEIIeHWs 10 OCHOBHOM JI€ATENPHOCTH, II0 BOIPOCaM AaCIHUpAHTYPBI,
aIMUHHUCTPATHBHO-XO35IMCTBEHHBIM, KaJpOBBIM M JAPYTHM BOIpOCaM BHYTPEHHEH pabOTHI
[lenTpa.

IIpoexTsl  MpHKa30B ¥ pAaCHOpPsDKEHHM [0 OCHOBHOM  J€STENHHOCTH,
[I0 aIMUHHUCTPAaTUBHO-XO3SMCTBEHHBIM BOIPOCaM TOTOBST M BHOCST MOJpa3fielieHUs Ha
OCHOBaHMH IIOpy4eHUH nqupekropa LleHTpa, ero 3amectuteneil 1160 B MHUIIMATUBHOM MOPSIIKE.

ITpoexTsl mpHKa30B IO KaApOBBIM BOIpocaM (II0 JHYHOMY COCTaBY) W IO BONPOCaM
aCIIMPaHTYPhI TOTOBAT M BHOCST COOTBETCTBEHHO OTJEN KaapoB LleHTpa m OT[eN aciupaHTyphI
U JOIOJIHUTENBHOro obpa3zoBaHus l[eHTpa Ha OCHOBAaHHH COOTBETCTBYIOIMUX IIPEACTABICHUMN
WJIN WHBIX TOKYMEHTOB.

IIpuka3sl W pacHOpsKEHUs IONIUCHIBAIOTCS JAUpekTopoM IleHTpa wim jmiom,
HCITOJIHSFOIIAM €0 005S3aHHOCTH.

ObecnieueHne KaueCTBEHHOM IIOATOTOBKH, TPaBUIBHOCTH OQOPMIICHHS IPOEKTOB
[IPUKA30B, PaCIOPKEHUN U UX COTJIaCOBAHUE C 3aWHTEPECOBAHHBIMH CTOPOHAMM BO3JIAracTCsI
Ha PYKOBOAMTEIEH CTPYKTYPHBIX ITOAPA3IETICHHIM, KOTOPBIE TOTOBSAT M BHOCST IMPOEKT.

1.7. Tlporokxonm odopmisieTcsi Ha OCHOBAaHWH 3allceld, IMPOU3BEIACHHBIX BO BpeMs
coBelaHMs (3acelaHus), IPEICTaBICHHBIX TE3UCOB JOKJIAJOB W BBHICTYIUICHHWH, CIPaBOK,
IIPOEKTOB PEIICHUN B TPEXTHEBHEIM CPOK CO JHS MPOBEJCHHUS COBCIIAHMUS (3aceqanus).

1.8. AKT cocTaBisieTcss ~ HECKOJIBKMUMH JIMIaMu  (JIMIIOM) HJIH  KOMHUCCHEH
U TOITBEPXKIAET YCTaHOBIECHHBIE (aKThl WM COOBITHS (KT PEBU3UH, aKT INPOBEPKH, aKT
IPUEMKH U Op.).

1.9. Tlonoxenue, npaBuia, HHCTPYKIHUS, IOPSAOK.

[TonoxxeHWe NpUHUMAETCS B TOM Cllydae, €clidi B HEM YCTaHABIHMBAIOTCS CHUCTEMHO
CBSI3aHHBIE MeXIy cob0il mpaBuiIa 110 BOIIpocaM, OTHECEHHBIM K KoMIleTeHIuu LlenTpa.

B mpaBuiax ycraHaBIHBAIOTCS HOPMBI H TpeOOBaHUsI, 00S3aTeNIbHBIE 171 BHIIOTHEHHUS.

B wmHCTpYKIMH m3naraercs MOPSIOK OCYIIECTBICHUS KaKOM-THOO HESITeIbHOCTH WM
MIPUMEHEHUS [TOJI0KEHUH IIPAaBOBBIX aKTOB.

[Topsimox ompenenseT MOCIeq0BaTeNbHOCTh [EICHAIPAaBICHHBIX NEHCTBUN U1 PEIIECHUS
OTIpeNIeICHHOM 3a1aun. JleTanbHO OMUCHIBAET IPOLIEAYPY, MOXKET CONEPIKATh CPOKH.

[Tonoxxenue, mpaBwiia, HHCTPYKIUS M IOPSJIOK NPHUMEHSAIOTCS KaK CaMOCTOSTEJIBHBIE
[IPABOBBIC aKTHI. Y TBEPXKICHHE IOJOXXEHHMS, [IPaBHJI, HHCTPYKIMM M TOPSAIKa OQOpMILIETCS
B dopme rpuda YTBEpKICHHUS WM IyTeM H3JaHUS PACHOPSAAUTEIBHOIO JOKYMEHTa
00 UX yTBEPXKICHUH.

1.10. loxmamuple 3amiCKH M CIy)XKeOHBIE 3alUCKU  SABJAIOTCA  BHYTPEHHHMH
JMOKYMEHTaMH, pealTM3yIOMMUME B IIpenenax LleHTpa, oTHOIIEHHS CyOOpIMHAIMH CTPYKTYPHBIX
[MOpa3fecHU C pPYKOBOJACTBOM M IIpeIHA3HAa4eHbl [UII KOODAMHAIMM JEATEIEHOCTH
CTPYKTYPHBIX [TO/Ipa3fiesieHu .

B okmamHeIX HW  CIyKeOHBIX 3ampckax B IPOM3BOJNILHOH (opMe H3IararoTcs
IIPEIIOKECHUS, 3aMEYaHMsI, OTYETBl, JOKJIAAbl, CBEACHHUS, 3aKIIOYCHHS, INOSACHEHWS, MHCHHS
U WHas yIpaBlieHueckas MH(OpMalks, CBA3aHHAS C HCIIOJHEHHEM IIOJTHOMOYHMHM KOHKPETHBIX
CTPYKTYPHBIX NoapazfencHuii Lientpa.

JlokmamHas 3amuCKa COCTABIIAETCS OT IIOAYMHEHHOTO K DPYKOBOLHUTEIIO C ILENBIO
WH(GOPMHUPOBATE PYKOBOACTBO IlleHTpa MM pYKOBOAUTENS CTPYKTYPHOTO IOAPAa3[IC/ICHHUS
O CJOXHBIIEHCS CHTyallMd, WMEBIIHX MecTo (akTax, mnpobieMax ¢ MeJbo HTOOyIHTh
pykoBoacTBO IleHTpa WM pPYKOBOAUTENS CTPYKTYPHOIO IOAPA3lENeHUs K TMPUHITHIO
OTIPEIEIICHHOTO PEIIeHHUS.

Ha ums mupexTopa [[eHTpa momaroTes TONBKO JOKIagHbIE 3allUCKH. JJoKmanHas 3ammcka
nupekTopy L[eHTpa COriacoBBIBAETCS C 3aMECTHTEILIMH AupeKTopa LleHTpa ¥ pyKOBOAUTEILSIMH
CTPYKTYPHBIX IIOJpa3eiIeHHUil, HEIIOCPEACTBEHHO IIOJYMHEHHBIX pyKoBoauTeENO [{enTpa.

CinyxeOHas 3alpCcKa COCTAaBIIETCS M HANpPaBAETCA OT PYKOBOJUTENA OJHOTO
[OApa3AeNICHUs] PYKOBOAUTEIIO APYTOrO IS PEIICHHs ONEPATUBHEIX BOIPOCOB, BO3HUKAIOIINX
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B YIIPaBJIEHYECKOU JEATENFHOCTH CTPYKTYPHBIX IOAPa3IeleHUH (3alIpOCkl, yTOUHEHUE 3aJaHHi,
rH(GOPMANUH 0 3alIpocaM, Pa3bsACHEHHUA).

CryxebOHast 3amicKa COCTaBISIETCS TOJIBKO IO TEM BOIPOCAM, KOTOPBIE TPeOyIOT
0053aTEIPHOTO TOKYMEHTATIBHOIO MOATBEpKIeHUS. llepenncka MexIy NOApa3IeeHUsIMHU II0
BOIIPOCAaM, KOTOpPBIE MOTYT OBITH pEIIEHHl B OIIEPAaTUBHOM INOpsAKE U He TpeOyroT
TOKYMEHTAIBHOTO 0(OPMIICHHUS, HE HOIIyCKAaeTCA.

1.11. Bece moxyMeHTH OGQOpPMIITIOTCS B COOTBETCTBHH C TpeOoBaHUSAMH IIyHKTa 4
VHCTpYKIIMM 110 OpraHM3alliy JeloNpou3BOACTBa B DenepalbHOM TOCYIapCTBEHHOM
OIOKETHOM yupexXJeHUuN Hayku DelepalbHOM HCCIIefoBaTelnbckoM LeHTpe «Komu HaydHBIN
[EHTP Y palbCKOIo OTENEHUs Poccuiickol akagieMuu HayKy.

2 CorJyiacopanue OpraHU3allHOHHO-PACIIOPAAUTE/IBHBIX TOKYMEHTOB

2.1. CornacoBaHue JOKYMEHTa IIPOBOAUTCS IO €0 IOANUCAHUS WX YTBEPKICHHUS.

2.2. Bmza cormacoBaHHs JOKyMEHTa (Jajiee - BH3a) - PEKBHU3HT JOKYMEHTA,
YKa3bIBAIOIIAK Ha COIJIACHE WM HEecorjache JOJDKHOCTHOro jmna lleHTpa (BHyTpeHHee
COIJIACOBAaHUE) C €0 COAEP’KAaHMEM, COOTBETCTBHUE €0 IPABOBHIM aKTaM W paHee MPHHITHIM
pEIIeHUSIM.

2.3. Busupyrorcs Bce JIOKYMEHTBL, COJEp)Kalllie YIpPaBIEHUYECKOE pEIICHUE,
IpUHUMAaeMOoe eINHONIUYHO qupeKkTopoM LleHTpa.

2.4. BwusupoaHue JOKYMEHTa IIPOBOIUTCS BCEMU 3aHHTEPECOBAHHBIMU
JIOJKHOCTHBIMHY JIMLIAMH.

2.5. Kpyr 7um,  BH3UPYIOIIMX  JOKYMEHT,  OIPEHENIETCS  HCIIOJHHUTEIEM
(OTBETCTBEHHBIM HCHONHUATENEM). K BH3WpPOBaHWIO IIPOEKTa JOKYMEHTA IIPHUBIIEKAFOTCS
JOJDKHOCTHBIE JIHMIla, KOMIIETEHTHBIE B PAaCCMOTPEHHM IIOCTABICHHBIX BOIPOCOB, U IIHIIA,
KOTOpPBIE OyIyT UCIIONHATE IPUHSTHIC PEIICHHS.

2.6. Jluma, 3aBH3MpOBaBIIME (TOAMUCABIONE) OOKYMEHT, HECYT OTBETCTBEHHOCTb
3a coZiepKaHue TeKCTa: Kbl B paMKaX CBOEH KOMIIETEHITHH.

2.7. Busbl M0/DKHOCTHBIX JHIl I[eHTpa mpocTaBisfioTcs (B ciiydae HEOOXOIUMOCTH
IIOIMTUCAHUS JOKYMEHTA OKUBOH» MOAIIHUCHIO):

- TpPH COTJIaCOBAHWU IPUKA30B, PACIOPSIKECHUH, MOMOXKEHHH, IPaBHJI, HHCTPYKIIMM:
Ha JIFCTE COTJIACOBAHHUS, KOTOPBIM SIBJISIETCS OOOPOTHON CTOPOHOH IOCIEIHEro JHCTa TEKCTa
TIOKyMEHTa;

- TIpH COTJIACOBAHUY IIPOTOKOJIOB U aKTOB: HA JIULIEBOH CTOPOHE IIOCIETHETO JINCTA.

Buza BkmouaeT B ce0sS HaMMEHOBaHHWE IOJDKHOCTH JIMIIA BH3UPYIOIIETO IOKYMEHT,
JMYHYIO TTOAITKCH, pacimi(POBKY NOAIHUCH (MHUIMAIEL, GaMUJIHIO) U JIaTy.

2.8. He momyckaeTcs IMOAMUCHIBATH JOKYMEHTEI C IIPEIIOrOM «3a» MM IIPOCTaBIEHHEM
KOCO# 4epThI Iepe/l HanMEHOBaHUEM JOJDKHOCTH. ECIM JO/DKHOCTHOE JIMIIO, IOAMUCE KOTOPOTO
odopMiieHa Ha MPOEKTE TOKYMEHTa, OTCYTCTBYET, JOKYMEHT IIOANUCHIBAET HHOE HODKHOCTHO®
JIAI0, UMEIOINEE MTPAaBO MOJIIUCH B COOTBETCTBUH C IIPHKA30M O paclpefeleHiH 00I3aHHOCTEH,
IIpH 5TOM yKa3biBaeTcs hakTHaecKas TODKHOCTD JIHIA, IIOJMHICABIIETO JOKYMEHT, €r0 (haMuITus,
UMs1, OTYECTBO.

2.9. TloaroToBKy IIpOEKTa [TOKYMEHTa OCYIIECTBIET HcHONHMTENb. OOmee
PYKOBOJICTBO  IIOATOTOBKOX  IpOEKTa  JOKYMEHTA  BO3JIaracTcsi Ha  PYKOBOJIHUTEI
COOTBETCTBYIOIIETO CTPYKTYPHOTO IoApasaencHus LieHTpa.

2.10. IIpoekTs! BCEX JIOKyMEHTOB COTJIACOBBIBAIOTCSA 3aUHTEPECOBAHHBIMHU
IIOJDKHOCTHBIMH JIMIAMHE U IIOIITHCEIBAIOTCS aupekTopoM Llentpa B CO/I.

2.11. TTogroToBNeHHBI Ha IOMNHCH JOKYMEHT BHocuTcs B COJ] HMHHIMATOPOM
JIOKYMEHTA U IOJIIIChIBAETCS:

- PYKOBOIHTENIEM CTPYKTYPHOTO IIOAPA3AEICH s, BHOCIIINM IPOEKT;

- 3aMmecTuTeNleM OupekTopa LleHTpa, KypHUpPYIOLUIHMM CTPYKTypHOE IIOApa3felicHHE,
BHOCSIIIEE ITPOEKT;



- PYKOBOIMTENSIMHU IIOAPA3JIEICHUH, KOTOPBIM B IIPOEKTE IIPEAYCMAaTPUBAIOTCS 3aJaHMs
U TIOPYYCHUS;

- HaYaJbHUKOM OTJella IIPaBOBBIX ¥ UMYIIIECTBEHHBIX OTHOIIICHUH.

2.12. HavaypHUK OTZENa MPaBOBBIX M MMYIIECTBEHHBIX OTHOIIEHUH COTIacOBBIBAET BCE
OpraHU3alMOHHBIC U PACTIOPSIATENbHBIE JOKYMEHTEI, 0003HAYEHHBIE B IYHKTE 1.2. HACTOSILETO
[Topsinka. Buza (moamuch) HadalbHUWKA OTHENa IPAaBOBBIX M HMMYIIECTBEHHBIX OTHOIICHUMN
MTOTBEPXKIACT OTCYICTBHE B IPOEKTE OPraHU3AlMOHHBIX M PACHOPSIIUTENBHBIX JOKYMEHTOB
IIPOTUBOPEUHH JIEHCTBYIOIIEMY 3aKOHOIATENbCTBY Poccuiickoit @enepanuu u mparo [lentpa
Ha H3[aHHE COOTBETICTBYIOLIETO0 IOKYMEHTa. B ciydae ero BpEeMEHHOIO OTCYTCTBHS IIPaBO
COIVIACOBAHMUS TaKUX JOKYMEHTOB BO3JIaraeTcs Ha JIUIO0, HCIIOJHSIOIEE ero 00S3aHHOCTH.

2.13. IloaroToBNEHHBIN MPOEKT MpUKa3a, PACIOPSIKEHHS II0 OCHOBHOM IESTEIHHOCTH
WY aIMUHUCTPATUBHO-XO3IMCTBEHHBIM BOIIpPOCaM JOJKEH OBITh coTjlacoBaH (IIOMIHCAH)
B COJI cnemyromeil mocie10BaTETbHOCTH:

- HCIIOJIHUTENb, OTBETCTBEHHBIM 3a IIOATOTOBKY IIPOEKTa IIPHKAa3a, pPACHOPSKECHUS
(BHOCHUT noKyMeHT B COJI);

- DYKOBOIWTENIb CTPYKTYpHOIO IIOAPA3JEIEHHUs, BHOCAIIETO TIIPOEKT MpUKa3a,
pacnopsbKeHHs, HauanbHUK 001mero otaena (1 sTam coriaacoBaHus);

- HAYIBHUK  [IPaBOBBIX W  HMYINECTBEHHBIX  OTHOIIEHHH,  pPYKOBOAMUTEIU
3aMHTEPECOBAHHBIX CTPYKTYPHBIX IoApasneneHuit [{entpa (2 sTam coritacoBanms);

- 3aMecTUTeNH pyKoBomurTens LleHTpa, KypHpyOIue COOTBETCTBYIOIIEE HAIPABICHUE
IESTENBHOCTH (3 3Tall COrVIaCOBAHHUS).

2.14. JlokyMeHT, HE 3aBU3UPOBAHHBIN JTUIIaMH, YKa3aHHBEIMH B IMyHKTe 2.11. HacTosIIEero
[Mopsinka (3a HUCKIFOYEHHEM HWHGOPMAaIMOHHO-CIIPABOYHBIX  JIOKYMEHTOB), IPU3HAETCS
HEMOJTOTOBJICHHBIM 1 HE MOXET OBITh IIepe/iaH Ha IOANUCH nupeKkTopy LleHTpa.

2.15. 3auHTEepECOBAaHHBIMH CTPYKTYPHBIMHA MOApa3AeICHUIMHA CUUTAIOTCS
[Topa3IeNICHUsI B TEX CIIydasx, KOor/a:

- B JIOKyMEHTax COJAEp)KaTcsi BOIPOCHI II0 HANPABICHUIO JEATEIBHOCTH 3TUX
IIOApa3AeIICHUH;

- B HX aJIpec JAI0TCs IOPyUCHUS;

- W3 YHCiIa JOJDKHOCTHBIX JIMI 3THX IOJpa3/IeeHut co30at0TCs KOMUCCUH WIH pabodne
TPYIIITEL

2.16. Ilpm  corymacoBaHMH  pPYKOBOAWTENH  3aWHTEPECOBAHHBIX  CTPYKTYPHBIX
MOJIpa3CNICHHH  ONMPENeIIIOT — I[e1eco00pa3sHoCTh  OQOpMIIEHHS ~ OaHHOTO  BOIIpoca
OpraHHU3allMOHHO-PACIOPSAUTENLHBIM ~ JOKYMEHTOM, €ro OOOCHOBaHHOCTb, COOTBETCTBHE
MIPOEKTa JOKYMEHTa paHee U3IaHHBIM IIPaBOBBIM aKTaM.

2.17. CornacoBaHHEe MPOEKTOB OPraHU3aLMOHHO-PACIIOPSAUTENBHBIX  JTOKYMEHTOB
B CTPYKTYpPHBIX ToJpazaeneHusx [[eHTpa ocymmecTBiseTcs B Cpok He Ooiiee Tpex pabodux AHEH
C MOMEHTa UX IMOCTYILUICHHs, IIPH CPOYHOM COTJIACOBAaHHH B CPOK He Ooiee oxHOro pabodero
ITHSL.

2.18. Tlpoekr noxymeHta, noxamucaHHbli B COJl pyKOBOAMTENEM CTPYKTYPHOTO
mojpasnenieHns, HampaBimsercs mo COJI Ha cormacoBaHume B obmui ormen Llentpa
110 MapuIpyty, cormacio CTAPTOBOM ®OPME KOMITJIEKCHOT'O MAPIIIPYTA.

JomkHocTHOE Jjumo obmero otnena lleHTpa, HcmonHsomee GYHKIMHM perakTopa
(maytee - pemakTop), pacredaThBaeT MPOEKT JOKYMEHTa, B ICUATHOM 3K3EMIIIIPE KapaHIalloM
OTMEYaeT IMOTPELIHOCTH B TEKCTe JOKyMeHTa U HampasisieT o COJl HCIIONHHUTENO CKaH
TOKYyMEHTa JUIS HUCHOpaBieHHS OpdorpaduuecKux, TyHKTYallMOHHBIX M CTHIMCTHYECKUX
OomubOK, IS YCTPaHEHHWS HapylIeHH# ImIpaBUI OGOPMIICHHS PEKBU3UTOB, YCTPAaHEHU:
HECOOTBETCTBHS IIOJIOKEHUSIM TPAaBOBBIX aKTOB B c(epe IeIONpOM3BOACTBA, & TAKKE MHEIX
3aMEUYEHHBIX UM HEJOCTATKOB.

2.19. Ilpu corjmacoBaHWM NOKyMEHTa, B Clly4ac HaIW4Msd 3aMeYaHHH, PYKOBOIMTEIIH
3aMHTEPECOBAHHBIX CTPYKTYPHBIX [TOJIPa3IeIICHHH OTKIIOHSIOT corylacoBanue JokymeHnTa B CO/I,
C yKazaHHEM TIpEIUIOKCHHH ¥ 3aMeuaHWM B KOMMCHTapuUsiX K JOKYMEHTy. JIOKyMeHT
Bo3Bpammaetcs mo COJ] Ha 1opaboTKy UCIOTHUTEIIO.



2.20. Bce 3ameuaHuss B MPEIUIOKEHHUS TEXHUKO-IOPHAMYECKOrO0 MM PEHaKIIHOHHOIO
XapakTepa COTJIACOBBIBAIOTCS C PEOAKTOPOM H HCIONHHUTENEM, IIOJHOMOYHBIM O0O0CYXKIaTh
¥ BHOCHTB IIOIIPABKH B TEKCT.

2.21. IIpoekT opraHu3allMOHHO-PACIOPAAUTEIHHOTO JOKYMEHTa IIPEACTABISIETCS Ha
COTJIACOBAaHHWE  PYKOBOOUTENSM  3aWHTEPECOBAHHBIX  CTPYKTYPHBIX  IIOJpa3leNieHuit
c 00s3aTeNnbHBIM IIPHJIOKEHUEM BCEX HOPMATHBHBIX W HHBIX IIPAaBOBBIX AaKTOB, & TaKXKe
IIOPYYCHHUH BBIIECTOAINMX OPraHOB M HHBIX JOKYMEHTOB, HA OCHOBAaHHH M BO HCIIOJTHECHHE
KOTOPBIX M31AETCS TOKYMEHT.

K mpoextam IOKYMEHTOB, KacaroIIMXCsl PE3yJIbTAaTOB INPOBEACHHUS IPOBEPOK, JOJDKHBI
IPUJIAraThCs MaTepUabl JaHHBIX IPOBEPOK.

2.22. IIpoexTsl BceX MOKYMEHTOB IPEACTaBILIIOTCS Ha MOANHMCH AUpeKTopy LleHTpa
yepe3 obmuit otnen LleHTpa, KOTOPBII HECET OTBETCTBEHHOCTH 3a COONIOAEHHE TpeOOoBaHMMA
HacTosmero llopsnka HHUIIMATOPaMHU U UCIIOTHUTEIIMH TOKYMEHTOB.

2.23. Ilocne moxnucaHus TUPEKTOpoM [leHTpa Bce JMOKYMEHTHI IEpemaroTcs B OOIMMi
oraen LleHTpa [ perucTpanuy, YTBEpXKISHHWs IOINWUCH JAWpeKkTopa Iedareio IleHTpa
U II€pEeNaYy YIIOJIHOMOUYEHHBIM JOJDKHOCTHBIM JIAIaM [[eHTpa B yCTaHOBIEHHOM IOPSIIKE.

2.24. BHeceHNe U3MEHEHUHU B NIPUKa3, PacIIOPsDKEHUE, a TAK)KE B COTJIACOBAHHEIN IIPOEKT
JIOKYMEHTA OCYIECTBIIETCS B yCTAHOBICHHOM IIOPSIKE.

2.25. OcoOblif MOPSIOK COIVIACOBAHUS YCTaHABIUBACTCA U1 NPHKA30B II0 JINYHOMY
COCTaBy, TaK KaK Ka)KIbId ITYHKT IpHUKa3a OOOCHOBBEIBAETCS HAJIWMYHEM IPYTOTO TOKYMEHTa
(3astBIIEHME IOJDKHOCTHOTO JIMIA, TOKJIagHAs 3allicKa, TpauK OTIIYCKOB, JIUCT U3YUEHHUS, JIUCT
COIJIACOBAHHUS, TPYHOBOH JOTOBOP H T.HI.), KOTOPHIM YyXK€ 3aBU3UPOBAH WU IIOAINHCAH
mupekTopoM lleHTpa, €ro 3aMecTUTEISIMU HIM PYKOBOTUTEISIMH IPYTHX IOApa3feleHuH
10 IIPUHAJUIEKHOCTH.

2.26. llpuka3pl 1O JHYHOMY COCTaBy TOTOBST [OJDKHOCTHBIE JHIIAa OTZAENIa KaapoB
[leHTpa B COOTBETCTBHUH C YCTAHOBICHHBIMU TPEOOBaHUAMH.

BusupyroT mpuKasbl IO JIMYHOMY COCTaBy: 3aMECTHTeNb IJIaBHOTO Oyxranrepa -
HAUabHHAK OTHela OyXTalTepCKOro yd4eTa ¥ OTYETHOCTH, HAdaIbHUK (HHAHCOBO-
OKOHOMHYECKOTO oTnaena (TpH  BH3WPOBAHWH  IPUKA30B, HMMEONMX  (DUHAHCOBYIO
COCTaBJISIONIYI0), HAUAJBHHK OTHeNla IIPAaBOBBEIX M HMYIIECTBEHHBIX OTHOWICHUH (Ipu
BHU3HPOBAHUH IIPHUKa30B 00 YBOJILHEHUN).

Cpok coriacoBaHHs IIPHKa30B II0 JIMYHOMY COCTaBy A KaXKZOTO BH3UPYIOLIETO:
He OoJyiee OHOTO pabouero JHs.

ITocne mopmucanus mupekTopoM lleHTpa mpUKasbl MO JIMYHOMY COCTaBy IIEPENAIOTCS
B OTEJ KaapoB IS PETHCTPAINH, PACCHUIKY U XPAaHEHHUS B yCTAHOBIICHHOM IIOPSIIKE.

3. PaCCMOTpeHI/Ie 3aMeYaHHil K JOKYMEHTaM, MOAJIeKaIHUM COIJIaCOBAHHIO

3.1. Ecmm B mpollecce COIIaCOBaHUS IOKHOCTHBIMH JiMIaMH LleHTpa B IIPOEKT
JIOKYMEHTa BHOCSITCS M3MEHEHMs NPHUHIMIIMAIBHOIO XapaKTepa, TO OH IOJICKHUT IIOBTOPHOMY
BH3UPOBaHUIO. [[OBTOPHOrO BH3HPOBaHHUsS He TpeOyeTcs, eclu yCTpaHeHEl opdorpaduueckue
U CTHJIMCTHYECKHE OIMHUOKH, 38 HCKIFOUECHUEM IIPUKA30B I10 JMYHOMY COCTaBY.

3.2. 3ameuanus, ocoOble MHEHUS U JOIOJHEHHUs K IIPOEKTY IIPABOBOT'O aKTa U3JIaratoTcs
B BHJI€ KOHKPETHO C(hOpPMYIMPOBAHHOIO IIyHKTa B HOBOM pENAKIUH HIH MOTHBHPOBAHHOTO
NPEUIOKEHNS HA OTHCTBHOM JIMCTE U IIpUIAraroTcsd K JOKyMeHTy. Ilpu sTtomM Ha mucte
COIJIACOBaHMs [ENAlOT 3alliCh «3aMeYaHHs IMPUIararoTci», ¢ yKa3aHHEM JIMYHOM ITOAIHCH
BU3UPYIOLIETO.

OTka3 B BU3UPOBAHUHU ITPOEKTA JOKYMEHTA HE JOILyCKAECTC .

3.3. B ciuywae, korma 3aMedaHMs CTPYKTYPHBIM IIOApa3JeICHUEM-HUCIOTHUTEICM
He MPUHKMAIOTCS, BCE 3aMEYaHWs pacCMaTpHUBAIOTCA 3aMECTHTeNeM aupekropa lleHTpa,
KypUPYIOIIUM JaHHBIH BOIPOC, JUIL IPHHATHSI OKOHYATEIFHOIO pelleHud. Eciu 3amecTuTeneM
mupekropa LleHTpa pemeHne He NPUHATO, TO 3aMEYaHHUs MPEICTABIAIOTCS UL pacCMOTPEHUS
nupexropy LlenTpa.



