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MunncTepcTBO 00pa3oBaHus B Hayku Poccuiickoi ®enepaliun

tenepansHOe roCcyJapCTBEHHOE ABTOHOMHOE 00Pa30BATE/IbHOE YUPEXIECHHE BEICIIETr0 00pa3oBaHus
2 vola: «CankTt-IleTepOyprckuit HallMOHAIBHEIN HCCIIEIOBATEIBCKUM

[ Y 3
3TN YHUBEPCHUTET HHPOPMAITHOHHBIX TEXHOJIOTHH, MEXaHUKH U ONTHKH»
v (Yuusepcuter U'TMO)

YHUBEPCUTET UTMO
JloxyMeHTHpOBaHHAasI IPoLexypa

HaumenoBanue nponecca: «YpapieHUe TOKyMEHTAITHEN
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MunuctepcTBo 00pazoBaHus ¥ Hayku Poccuiickolt @epepatuu
(benepanbHOE TOCYNApPCTBEHHOE ABTOHOMHOE 00PA3OBATENLHOE YUPEKACHHE BEICIIET0 00pa3oBaHus

«Cankr-IleTepOyprekuii HalMOHANBHBIA HCCIIENOBATENbCKUH
YHHUBEPCHTET HH()OPMAIMOHHBIX TEXHOJIOTHH, MEXaHUKH H OTITUKID)
(YruBepcurer UTMO)

JloKyMeHTHpOBaHHasl MpoLeaAypa

YHUBEPCUTET UTMO

Hanmvenosanwue nponiecca: «YrpapieHue TOKYMEHTAIHEN

CMK-A11-600.03-16

OCHOBHBIE ITOJIOXKEHUA

1. CocTaBieHO B COOTBETCTBUH C (DemepaibHBIM 3aKOHOM OT 29.12.2012 Ne 273-®3
"O6 ob6pazoBanuu B Poccuiickoii @enepanuu”, a Takke B COOTBETCTBUH ¢ [lopsakom
npreMa Ha obydeHne 1Mo obpa3oBaTeNbHBIM IpOrpaMMaM BBICIIET0 00pa3oBaHMS - IPO-
rpaMMaM OakanaBpHara, IporpaMmam clielliaiuTera, IporpaMMaM MarucTparypsl (YTB.
nprka3oM MuHncTepcTBa 06pa3oBanus U Hayku PO ot 14 okTsa6ps 2015 r. Ne 1147).

2. Ilpuemnas xomuccus YuuBepcutera M”TMO obecnieunBaeT npoBeieHHE BCTYITH-
TEJBHBIX UCIBITAaHUHM i MOCTYNAIOIIUX W3 YHUCJa JUI[ C OTPaHUYCHHBIMH BO3MOXKHO-
CTSAMH 3I0POBBS U (WJIM) HHBAIUIOB (lajiee BMECTe - MOCTyNalollie C OrpaHUuIeHHBIMA
BO3MOXHOCTSIMH 3JIOPOBBSi) C Y4ETOM OCOOEHHOCTEeH HX NMCUXO(hU3UUYECKOTO Pa3BHUTHS,
MX WHAVMBHAYATHHBIX BO3MOXKHOCTEH U COCTOSHHS 3[JOPOBBS (Jajnee - WHANBUAYAIbHEIE
0COOEHHOCTH).

3. B Yuupepcurere U'TMO nommkHbI OBITH CO3JJaHBl MaTepUATEHO-TEXHHYECKHE YC-
J0BHs, 00ecTednBarole BO3MOXKXHOCTh OeCIIpeNnaTCTBEHHOIO0 JOCTyNa MOCTYAIOIHUX C
OTrpaHUYCHHBIMH BO3MOMKHOCTSIMU 37I0pOBbs B ayJIUTOPHH, TyaJIeTHBIE U IpyrHe IoMe-
IIEHHS, a TAKKe WX MpeObIBaHNS B YKa3aHHBIX IMOMENEHHUX (B TOM YHCIie HATUYKE MaH-
IyCOB, TOJEMHUKOB, IOPYyYHEHN, PaCIIUPEHHBIX JBEPHBIX IPOEMOB, JIU(TOB; IIPU OTCYT-
CTBHH JTU(MTOB ayAUTOPHUS JOJDKHA PaclolaraThCsl Ha IEPBOM 3Ta)Ke 3aHHUs).

4, BCTYHI/ITGJIBHBIG HUCIIBITAHUA AJIS ITOCTYITAIOIMUX C O'paHUYCHHBIMH BO3MOXXHO
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MunncrepctBo 00pa3zoBanus U Hayku Poccuiickoit Deneparun
(enepanbHOE TOCYIAPCTBEHHOE ABTOHOMHOE 00pa3soBaTeNbHOE YUPEKACHHE BHICIIETO 0Opa3oBaHus

.-, «Canxkr-IleTepOyprekuii HaMOHAIBHBIN HCCIEOBATEIIECKHIMA

e .0 vy
H N YHHBEPCHTET HHPOPMAIMOHHBIX TEXHOJIOT UM, MEXaHWKH U OTITHKI
* (Yuupepcurer UTMO)

YHUBEPCUTET UTMO
JloKyMeHTHpOBaHHasI poLeaypa

Hammenosanue mporecca: «YpaBneHue JOKyMEHTAI[HEH

CMK-III-600.03-16

CTSAMH 3[IOPOBBSI TIPOBOJSTCS B OTHENBHON ayauTOpuu. YHCIO MOCTYIAIOMINX C OTpaHU-
YeHHBIMH BO3MOXHOCTSIMH 3JOPOBbS B OJJHOM ayJJUTOPUHY HE JOJKHO NPEBBIIIATE:

- TIpH cAjaue BCTYMUTENBHOIO UCTIBITAaHNS B TUCBMEHHOM (opMe - 12 yernoBek;

- IpU ciaye BCTYNUTEILHOTO UCIIBITaHUS B YCTHOW (opMe - 6 UeTloBexK.

JomyckaeTcst MPUCYTCTBUE B ayIUTOPHH BO BpeMsI CIaYH BCTYIMUTENHHOTO HCIIBI-
TaHHs OOJIBIIIET0 YKMCIia TOCTYNAIOIMINX ¢ OTPaHUYEHHBIMH BO3MOXXHOCTSIMH 37I0POBBS, &
TaK)Ke MPOBEJEHUE BCTYIIUTENBHBIX UCIIBITAHUN UL [TOCTYTIAIOIINX C OTPAaHUYEHHBIMU
BO3MOKHOCTSIMH 340POBbS B OJHOW ay AUTOPHUUA COBMECTHO C MHBIMHU ITOCTYTAIOIINMH,
€CJIM 3TO He CO3IaeT TPYAHOCTEH JIsl MOCTYNAIOMUX IPH c/lade BCTYNIUTEIHHOTO UCIThI-
TaHUS.

JlotmyckaeTcsi MPUCYTCTBHE B Ay JUTOPUM BO BpEMS CIAa4H BCTYIUTEIBHOTO UCITBI-
TaHUs aCCHUCTEHTa U3 YKCla pabOTHUKOB OpraHM3allMK WK ITPUBJICYEHHBIX JIUII, OKa3bI-
BaIOIIEro TIOCTYIAIOIIMM C OIPaHUYEHHBIMU BO3MOXKHOCTSIMU 3J0POBbSI HEOOXOIUMYTO
TEXHHYECKYIO TIOMOIIh C YIETOM UX MHAUBUYallbHBIX 0cOOeHHOCTEH (3aHATE pabodee
MECTO, IIepeABUTATHCS, IPOUUTATh U 0OPMHUTH 3a/JaHKe, OOIIATHCS ¢ PENOAABATEISIMH,
TPOBOASIIMMH BCTYIIUTEIBHOE UCTIBITAHHE).

5. IIpogomXUTeNbHOCTh BCTYITUTENBHOTO HCIIBITAHUA JIIs] IOCTYMAIOMIUX C OTrpa-
HAYEHHBIMY BO3MOXXHOCTSIMH 3[I0POBbS YBEJIMUMBAETCS 110 PEILICHUIO IPUEMHOM KOMHUC-

cuu Yuusepcurera UTMO, Ho He 6onee ueM Ha 1,5 gaca.
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MunwucTepcTBO 00pazoBanus u Hayku Poccuiickoit @enepanuu
(I)CJIC]JMBHOC rOCyAapCTB€HHOEC aBTOHOMHOE 06pa30BaTeJ'[I>HOC YUYPCKIACHHUE BBICOICTO 06pasona.|mx

... «Cankr-Tlerepbyprckuit HAIMOHATBLHEBIN HCCIICIOBATEILCKUIN
T YHHBEPCHUTET HHOOPMAITHOHHBIX TEXHOIOTHH, MEXAHUKH H OIITHKH)»
I

(Yrusepcurer UTMO)

YHWBEPCUTET UTMO
JlokyMeHTHpOBaHHAasI Mpoleaypa

Hammenoranue nponecca: «YpasieHne JOKyMEHTaHEH»

CMK-AI1-600.03-16

6. IlocTynaromuM ¢ OrpaHU4EHHBIME BO3MO)XHOCTSIMH 3J0POBBS [IPEAOCTABIISIETCS
B JIOCTYITHOM 11 HUX (opMe HH(GOpMAIHs O TIOPAAKE IPOBEAECHUS BCTYIHUTENBHBIX UC-
IBITaHUH.

7. IlocTynaromue ¢ OrpaHUH4E€HHBIMU BO3MOXHOCTSIMU 3JOPOBBSI MOTYT B IIPOIIECCE
CIa4y BCTYNHUTENBHOIO UCTIBITaHUS NOJIb30BATHCS TEXHUYECKUMH CpeICTBaMH, HEOOXO-
JUMBIMH UM B CBSI3U C X HHAUBUAYAJIBEHBIMU OCOOEHHOCTSIMH.

8. IIpu npoBeicHUM BCTYNIUTEIbHBIX UCIIBITAHUIN 00eCTIeYnBacTCA BEITIOJIHEHHE
CIIEAYIOUINX AOMONHUTEIbHBIX TPEOOBAaHUN B 3aBUCUMOCTH OT WHIMBHIYJTBHBIX 0CO-
OEHHOCTEH OCTYNAIOIIUX C OTPaHUYEHHBIMH BO3MOXKHOCTSMH 3/I0POBBSI:

1) mns cnembIx:

- 33/1aHK UL BBIIIOJIHEHHS Ha BCTYIIUTEIbHOM UCIBITAHUU O(QOPMIISIOTCS pelbedHO-
TOYEeYHBIM HIprudTOM bpaiiing uiu B BUle SNIEKTPOHHOTO JOKYMEHTA, JOCTYIIHOTO C I10-
MOIIBI0 KOMIIBIOTEPA CO CIIELUATN3UPOBAHHBIM IPOIPaMMHEIM 00eCIIeYeHHEM IS Clie-
MBIX, TUOO 3a4UTHIBAIOTCS aCCUCTEHTOM;

- IICbMEHHBIE 33/1aHHs1 BINONIHAIOTCA Ha OyMare penbe(pHO-TOueHYHBIM MpudToM bpaii-
7151 WM Ha KOMIIBIOTEPE CO CHELUAIN3UPOBAHHBIM IPOIPAMMHEIM 00eCTICUeHHEM JIJIS
CJIETIBIX TNOO HaJUKTOBHIBAIOTCSA ACCUCTEHTY;

- MOCTYMAOIIMM JUIsl BBIIIOJIHEHUS 3aJaHus PYU HEOOXOAMMOCTH IPENOCTABIIAETCS KOM-
IUIEKT DUCBMEHHBIX IPUHAAIEXKHOCTeH U Oymara U1 HUchMa pelbe(pHO-TOYEUHBIM
mpudToM bpailis, KOMIBIOTEP CO CIEHHAATAZUPOBAHHBIM IPOrPaMMHBIM OOecIIeYeHHEM

JJIS CIICIIBIX,
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MunucrepcTso obpa3oBanus U Hayku Poccuiickoii @eneparmu

GenepansHoe roCyapCTBEHHOE ABTOHOMHOE OOPA30BATE/NBHOE YUPEKACHHE BHICIIErO 06Pa3sOBaHus
e, «Canxr-IleTep6yprexuii HalMOHANBHBIN HCCIIENOBATEBCKHMN
-oegesets YHEBEPCUTET HHPOPMAIMOHHBIX TEXHOIOTHM, MEXAHHKH H OIITHKH»
et (Yuusepcurer U”TMO)

YHUBEPCUTET MTMO
JloxkyMeHTHPOBaHHAas NpoLeaypa

Hanmenopanue nporecca: «YnpasieHue JOKYMEHTAIHEH»

CMK-/11-600.03-16

2) nns cnaboBUAAIINX:

- obecrieurBaeTCsl MHAUBUTyallbHOE paBHOMEPHOE ocBelleHre He MeHee 300 Jrokc;
IIOCTYTIAOIIKM IS BEIIOJIHEHUS 3aJ1aHUs IIPA HEOOXOAUMOCTH IIpeIOCTABIIAETCH YBEIU-
YUBAIOLIEe YCTPOMUCTBO;

- BO3MOXHO TaK)X€ UCIIOJIb30BaHNE COOCTBEHHBIX YBEITMIMBAIOIINX YCTPOMUCTB;

- 3aJJaHMS J1s BBITIONHEHHS], @ TAKXKe HHCTPYKIIHS 10 MOPSIIKY MTPOBENEHHUS BCTYITUTEb-
HBIX UCIBITAaHUH O(OPMILIIOTCS YBEIHYEHHBIM PG TOM;

3) [ MIyXuX ¥ cnabocibllaix o0eceunBaeTcs HaTHYHe 3BYKOYCHINBAOILEH arma-
paTypsl KOJJIEKTUBHOIO HONb30BaHMsA, IPH HEOOXOIUMOCTH IIOCTYIAIOIIAM NIPEI0CTAB-
JseTCsl 3ByKOYCUIIUBAIOIasl annapaTypa HHAMBUYTEHOTO I10Ib30BaHHT;

4) Uit CIETIOTITYXUX MPENOCTaBISIOTCS YCIyTd TUGIIOCY pAONepeBOAIHKA (TIOMHAMO Tpe-
O0BaHUH, BBINOIHAEMBIX COOTBETCTBEHHO JJIS CHIETIBIX U IITyXHX);

5) Ui U1 C TSOKENBIME HapyIIEHUSIMH PEYH, TIYXHUX, CIa00CITBIIANIMX BCTYIUTEILHEIE
HCIIBITaHUs, IPOBOAUMEIE B YCTHOM opme, MpoBOASTCS B MUCEMEHHON dopme (monod-
HUTENIbHBIE BCTYNHUTEIbHbIE UCIIBITAHUS TBOPUYECKOH U (MIIK) PO eCCHOHATBEHOM
HalpaBJICHHOCTH, BCTYyNIUTEIbHBIE HCIIBITAHUS IIPU TIPUEMe B MarucTparypy - 1o pelie-
HUIO OpTaHU3aliN);

6) U1 ML ¢ HapyIIEHHAMH JBUTATCIIbHBIX (DyHKIIMN BEpXHUX KOHEUHOCTEH MM OTCYT-
CTBHEM BEPXHUX KOHEYHOCTEH:

- IUCBMEHHBIE 331aHUS BBINIOJIHAIOTCS Ha KOMIIBIOTEPE CO CIIEIMATU3UPOBAHHBIM TIPO-

rpaMMHBIM of0ecIieyeHHEM HIIH HaJIUKTOBBIBAIOTCH ACCHUCTCHTY,;
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YHUBEPCUTET UTMO

MunrctepcTBo 00pa3oBanus ¥ Hayku Poccuiickoit Deepariuu

Cl)CJIepa.lILHOG roCyaapCTBEHHOC aBTOHOMHOE oGpasoaaanHoe YUPCIKICHHE BBICIIETO 06pa303an1
«Canrkr-IleTepOyprckuii HaIHOHANBHEINA HCCIIEA0BATENHCKHM

°te’ o
I YHUBEPCHUTET HHOOPMAIIMOHHBIX TEXHOJIOTHH, MEXAHHKH ¥ OIITHKH)
°°.

(YuuBepcurer U”TMO)

JloxyMeHTHpOBaHHasI IpoLeaypa

HanmenoBanue nponecca: «Yupasienue JoKyMeHTaueH»

CMK-11-600.03-16

BCTYNUTEJIbHBIE UCIIBITAHUSA, IIPOBOJMMBIEC B IUCEMEHHOU (hopMe, I OBOJISITCS B YCTHOH
2

(opMe (DOMONIHUTENbHEIE BCTYUTENbHbIE UCIIBITAHMS TBOPYECKOH 1 (MIIH) Ipodeccro-

HaJIbHOW HANpPaBIE€HHOCTH, BCTYIIUTENEHbIE HCIIBITAHUS [IPY IIPHEMe B MarkicTpaTypy -

10 pPeLIeHNI0 OPraHUu3aIiH ).

9. DT YCJIOBUS IIPEAOCTABIIAIOTCA MOCTVYIIAIONIAM Ha OCHOBAHUH 3asBJIEHUSA O

NpHUEME, COACPKAIICIO CBEACHUA O HCOﬁXOI[I/IMOCTI/I CO31aHus COOTBETCTBYIOITHUX CIIE-

IHAQIBHBIX YCJIOBHUM.

10. Opramnamm MOXKET IIPOBOAUTH MJIA MOCTYNAIOIINAX C OTpaHUYCHHBIMHU BO3-

MOXHOCTAMH 3J0pOBbsl BCTYITUTCIIBHBIC UCITBITAHUS C UCIIOJb30BAHUEM TUCTAHITUOHHEBIX

TEXHOJIOTUH.
Honxcnocmeo Damunua/ Iloonuce > Jama
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MunnctepcTBo 06pazoBanus u Hayku Poccuiickoit ®enepanun

(eaepatbHOE rOCYAAPCTBEHHOS ABTOHOMHOE 00pa30BaTENbHOE YUPEXKACHHE BHICIIET0 00pasoBaHus
i «Cankr-IleTepOyprekuii HaMOHAIBHBIN HCCIEN0BATEILCKHAM
sees: YHHBEPCHTET HHGOPMALMOHHBIX TEXHOJIOTHH, MEXaHUKH ¥ OIITHKI»
i (Yuupepcurer UTMO)

YHUBEPCUTET UTMO

JlokymMeHTHpOBaHHAs Nponexaypa

HammeHoBanue mporiecca: « Y mpaBieHde JOKyMEHTAIUEN»

CMK-11-600.03-16

JIUCT COI'JTACOBAHUSA
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MuHuctepcTBo 06pazoBanus B Hayk Poccuiickoit @eneparun

(enepanbHoe rocyIapCTBEHHOE aBTOHOMHOE 0OPa30BATENBHOE YUPEHICHHE BBICIIETO 00Pa30BaHuUs
«Cankt-IleTrepOyprekuii HAIMOHATLHELA UCCIIEIOBATEIBCKHM
YHHBEPCHTET HHOOPMAIIMOHHBIX TEXHOJIOTHIA, MEXAHUKH M OIITHKH)

(Yausepcurer UM TMO)

YHUBEPCUTET UTMO

JOKyMeHTHpOBaHHAasl Mpoueaypa

HanmenoBanwue nponecca: «YpaBiieHHe JOKYMEHTAIHEH»

CMK-/11-600.03-16

JINCT YYETA I3SMEHEHUU

Kaxxnpnii uct ganHoro Ilonoxxenns nmeer ckBo3Hylo Hymepanuto. [lepen Homepom

CTpaHHUIIBI YKa3aHa JaTa BEPCUH, HAa KOTOPYIO H3/laHa JJaHHas cTpaHuna(Bepcus ...

om ).

KoppekTypa TekcTa (4aCTH TeKCTa) MOO0H W3 CTPaHHI] OCYIIECTBISETCS TONBKO ITy-

TEM 3aMeHBI BCEH CTpaHHUIIbI. COOTBETCTBEHHO M3MEHAETCS U JaTa BSpCHH. Ecou IIPpH BHE-

CCHHUH HU3MCHCHMHA I[OG&BJ'DHOTC}I CTpaHI/IHBI, TO OHM HYMCPYIOTCA HOMEPOM 3aMeHsIEMOH

CTpaHHIEI C 6YKBCHHBIM HHICKCOM

, '6" u T.0. mo andasuty. Madopmanus o Koppek-

Type (3aMeHe JHCTOB) BHOCUTCS B Ta6Jmuy ydeTa UsMeHeHul. Jlata mocienHed BepcHH

XapaKTepu3yeT COBPEMEHHOCTh BCETO JOKYMEHTA.

IIpu BHecennu Gonee 3-x U3MEHEHHH B TaOIIHILy, BEITYCKACTCS HOBBIM JOKYMEHT C
noBbIteHreM Bepeun (1.0 Ha 2.0, 2.0 Ha 3.0 m 1.1.).
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