IIpunoxenue Ne 5
k npukazy UT'® YpO PAH
o1 20.11.2024 r. Ne 78-01

HHOJIOKEHHUE
0 Mepax Mo HEJOIMYIIEHUIO COCTaBIEHUsI HeO(UIIUATLHON OTYETHOCTH
Y WCIIOJIb30BAHUS MOAJIEIBbHBIX JOKYMEHTOB
B DejiepaibHOM roCy/1IapCTBEHHOM OIOIKETHOM YUPEKIACHUN HAYKU
HNuctutyt reopusuku um. FO.I1. bymnamesnua
VYpanbsckoro orneneHust Poccuiickon akageMun HayK

I. O0mme moJ1oKeHUA

1. Hacrosimee Ilonokenue ompeaenseT MOPSAAOK ACHCTBUI  paOOTHUKOB
denepalibHOTO TOCYJaPCTBEHHOTO OIOKETHOTO YUpexkAeHU HayKu HCTUTYT Treodu3uku
uM. FO.I1. bynameBuua VYpansckoro otneneHus Poccuiickoil akagemMun Hayk (manee —
WNHCTATYT) 1NpU  BO3HMKHOBEHUM COMHEHMI B NOJJIMHHOCTH  NPEICTaBICHHBIX
JIOKYMEHTOB.

2. TepMUHBI U OIIPENEIICHNUSA:

JOKYMEHT — MaTepHaJIbHbII HOCUTENh C 3a()MKCHPOBAHHOM Ha HEM B JIt000i Gopme
uHpopManueil B BUAE TEKCTa, 3BYKO3ANMCH, W300pakeHHs W (WIM) HMX COYETaHus,
KOTOPBIM UMEET PEKBU3UTHI, IO3BOJISIOLIUE €r0 UACHTU(PUIMPOBATh, U IPEIHA3HAUEH IS
nepenay BO BPEMEHU M B NPOCTPAHCTBE B LENSAX OOIIECTBEHHOI'O HMCIOJIb30BAaHUS WU
XpaHEHMS;

3JIeKTPOHHBbINA JOKYMEHT — JOKYMEHTHPOBaHHAasl MH(OpMaIYs, PEACTaBICHHAs B
AIIEKTPOHHON (opMe, TO €CTh B BHJI€, NPUTOJHOM [UJIi BOCIHPHUSATHS YEIOBEKOM C
MCIIOJIb30BAHUEM DJIEKTPOHHBIX BBIYMCIUTENIBHBIX MAIIMH, a TakXe Ui Hepeladyd [0
MH()OPMAIIMOHHO-TEJIEKOMMYHUKAMOHHBIM CETSM WM 00pabOTKM B MH(POPMAaLMOHHBIX
CUCTEMAX;

IK3eMILIAP JOKYMeHTa — 00pasel] TUPaKUPOBAHHOTO TOKYMEHTA, WJIEHTHUYHBIHI
OpUTHHAY;

OTYETHOCTh — COBOKYIIHOCTh KOJIMYECTBEHHBIX W KAay€CTBEHHBIX IIOKa3arelei,
XApaKTEPU3YIOLIUX AESITENBHOCTh IHCTUTYTA 332 ONPEAEIEHHBINA IEPUOJ BPEMEHHU.

3. OT4eTHOCTH COCTABISAETCA IS MOJIYYEHUsI OpraHaMu roCylapCTBEHHOM BIIACTH,
PYKOBOZCTBOM U (MJIM) YUPEAUTENEM aKTyalbHBIX CBEICHUN O TEKYIIEM IOJIOKEHUU Jel
n1u60 uHboOpMaIuK IO UTOTaM ACSTEILHOCTU (OTIIECIbHBIM HAMPABICHUIM JCSATEILHOCTH)
Kak MIHCTUTYTa B LIENIOM, TaK ¥ CTPYKTYPHBIX MOAPA3IEICHUM.

4. Bwunapl OTYETHOCTH:

— TOCYIapCTBEHHAsA, COCTaBJsieMass HA OCHOBE YTBEP)KICHHBIX B YCTaHOBICHHOM
nopsiJike YHUPUIMPOBAHHBIX (JOPM U B COOTBETCTBUHU C YTBEP>KIEHHBIMU HOPMAaTHBHBIMU
npaBoBbIMU akTaMu Poccuiickor denepanuuy;

— BEJOMCTBEHHAas, COCTaBjsieMas Ha OCHOBAaHUM TPeOOBaHUM, MUCEM, 3allPOCOB O
NpEICTaBICHUH HHPOpPMAlMU B CBSI3U C OCYIIECTBIEHHEM MMHHUCTEPCTBOM HayKH U
BbIcHIEro oOpazoBanusi Poccuiickoit denepannu GyHKIUN U TOTHOMOYMMA YUpETUTENS;

— BHYTpEHHSIs, pa3paboTaHHas ¥ yTBepxkaeHHas THCTUTyTOM.

5. OOs3aTenbHBIMM  PEKBU3UTAMH OTYETOB SBIIAIOTCS: HAMMEHOBAHHME OTYeTa
(IoKymMeHTa), HAMMEHOBAHUE OpraHU3ali, HAMMEHOBAHUE CTPYKTYPHOTO TOApPA3AEIEHUs
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(ecmm 3TO OTYET WM CIpaBKa O paboTe MmoapasaeieHus), ara, HOMEp JOKYMEHTa,
3arojIOBOK MO TEKCTY, MOAMKUCH OTBETCTBEHHOI'O JTOJPKHOCTHOTO JIMIA, TPU( YTBEPKIACHUS
(mpy  HEOOXOIMMOCTH) WJIM PE3OJIONHsS (pPCIICHHE) PYKOBOJAUTEIS OpraHu3aIuu
(HayaIbHUKA CTPYKTYPHOTO MOJIPA3ICICHHUS).

6. Ilon HeneMCTBUTENBHBIMU JOKYMEHTAMU CIIEYET TOHUMATh:

— TMOJHOCTBIO  M3TOTOBJICHHBIE TMOJJACIbHBIE JOKYMEHTbl WJW  TOJJMHHBIC
JOKYMEHTHI, B KOTOPhIE BHECEHBI M3MEHCHUS MTyTeM MOTYUCTOK, JOMUCOK, HCTIPABICHUM
WM YHWYTOKEHUS 4YaCTH TEKCTa, BHECEHUS B HETO JIOMOJHUTEIBHBIX JaHHBIX,
MIPOCTABJICHHS OTTUCKA MOEIHHOTO MITAMITA UM TIeYaTH | T.IT.;

— (paKkTUYECKH SBISIONMIMECS TOMJIWHHBIMH, HO COJACpIKAIhe CBEICHUSA, HE
COOTBETCTBYIOIIUE JEHCTBUTEILHOCTH. OHU COXPaHSIOT BHEIIHUE MPU3HAKUA U PEKBU3UTHI
HaJUIeKAUMX JIOKYMEHTOB (M3rOTaBIMBAIOTCA Ha OQUIMAIBHOM OJlaHKe, cojlepKar
HAaUMEHOBAHUsSl JIOJDKHOCTEW W (QaMWiIMM JIMI, YIOJHOMOYEHHBIX MX TOJIUCHIBATS),
OJTHAKO BHECEHHbIE B HEro cBeleHUs (TEKCT, UU(MPOBBIE JIAHHBIE) SIBISIIOTCS
chanbcuPUIIMpPOBaHHBIMU;

— BBIJIaHHBIE C HApYIIEHHEM YCTAaHOBJICHHOIO TMOPAJIKA, TO €CTh B pE3yilbrare
3II0YTIOTPEOICHHS TOJDKHOCTHBIM JIMIIOM CITY’KEOHBIM TTOJIOKCHUEM WUIA COBEPIIICHUS UM
XaJaTHBIX JIEMCTBUM MPU BbIIAY€ 3TOTO TOKYMEHTA.

II. lelicTBMsi pAa0OTHUKOB NPY BO3SHUKHOBEHUU COMHEHUM
B NOAJIMHHOCTH NPEACTABJIECHHbIX JOKYMEHTOB

7. llpu mnpoBepke JOKYMEHTOB HEOOXOAMMO YYHUTBIBaTh, YTO IOAJUHHOCTD
IIPEACTABICHHBIX JOKYMEHTOB  YCTAHABIMBACTCA IIyT€M IIPOBEPKHM  PEAIBHOCTU
MMEIOLIMXCS B HHUX INOANKMCEH JOJDKHOCTHBIX JIMI U COOTBETCTBHUS COCTABJICHUSA
JOKYMEHTOB JlaTaM OTPaXCHUs B HUX oNepanuid, uHpopMmaiuu, (akroB U T.1.

8. JlocTtoBepHOCTh MHpOpMaLMH, 3a(PUKCUPOBAHHON B JOKYMEHTAaX, MPOBEPSAETCS
M3YYEHHEM YKAa3aHHBIX JOKYMEHTOB M B3aUMOCBS3aHHBIX C HUMH JTOKYMEHTOB.
3aKOHHOCTbh OTPAKEHHBIX B JOKYMEHTAX OINEpAldi yCTaHABIMBAECTCS MYTEM ITPOBEPKH UX
COOTBETCTBHS 3aKOHOAATENbCTBY Poccuiickoit denepanuu.

9. Ilpy BO3HMKHOBEHHWU COMHEHUW B MOMJIMHHOCTU JOKYMEHTa pabOTHUK 00s3aH
HEe3aMeIJIMTEIBHO COOOIUTh 00 3TOM CBOEMY HEMOCPEICTBEHHOMY HayaJbHUKY.

10. B ciyyae BO3HUKHOBEHUS OOOCHOBAaHHBIX COMHEHUN B TMOMJIUHHOCTH
MPEICTABICHHBIX JOKYMEHTOB M JIOCTOBEPHOCTH COJEpKalleiicss B HUX HHPOpMaluu
WHcTUTyT 00fi3aH MNpEennpUHATH MEpbl, HAaIlpaBlICEHHbIE Ha YCTPAaHEHHE BO3HUKILINX
COMHEHHUH M Ha IOJy4YEHHUE JONOJHUTEIBHBIX CBEICHHW, B TOM 4YHUCJIE HAlpPaBUTh
COOTBETCTBYIOLIMH 3aIIPOC JIUILY, BBIJABIIEMY JOKYMEHT.

11. B ciiydae yka3zaHusi B OTBETE Ha 3alpoc MH(OPMALUU O TOM, YTO JOKYMEHT He
MOJTOTABIMBAJICI W HE BblJaBajcs JHOO €ro coJep)KaHue HE COOTBETCTBYET
NEUCTBUTEIBHOCTH, PYKOBOAMUTENbL IHCTHTyTa NPUHHMMAET pELICHHE O HaIpaBICHUU
COOOIIEHUS B IPABOOXpPAHUTEIbHBIE  OpPraHbl O  MpPU3HAKaX  COBEPILIEHHOIO
IIPABOHAPYILICHUS.

12. IIpencraBnennble B MHCTUTYT HENEWCTBUTENbHBIE JOKYMEHTHl M (WJIM) HX
KOIIMM HE TMOJJIeKar BO3BpATy B CBS3M C  BEPOSTHOCTBIO WX  BBIEMKHU
IIPABOOXPAHUTEIIBHBIMU OPTraHAMH.



