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O sBexenuu B aeiicTBHe UHCTPYKUHH 0 nopsiake padorsi
¢ HOY-Xay M NPaBa, KOTOPble OXPAHAIOTCH B peXnMe
KoMMmepueckoi Tailubl B TYCYPe

B nensx obecriederus HACHTHPHKALMN HOY-Xay U NOpsAaKa paboTsl ¢ HUM

[TPUKA3BLIBAIO:

L

2.

Pexrop

Bectu B neiictBie MHeTpyknmio o nopsaaxe paboTel ¢ HOY-Xay ¥ Npasa, KOTOPBIE OXPaHAIOTCS
B pekume Kommepuecko# Taitnel B TYCVYPe

O6memy otaeny: noBecTu cofepxanue UHCTpykiun o nopsake paboTel ¢ HOY-Xay M 1ipasa,
KOTOpbI€ OXPaHSIOTCA B pekHMe KoMMepueckod Taiiub!l B TYCYPe | nyrem pasmemenus ee Ha
caiire tusur.ru, 10 Bcex paboraukos TYCVYPa.

Hay4HOoMy ynpaBleHMIO PyKOBOJCTBOBaThCA NaHHOM MHcTpykied npu odopmnenun Hoy-
Xay, XpaHEHMH M Nepeadd JOKYMEHTOB COJIEPXKALIMX HOY-Xay.

KouTposb 3a HCITOIHEHUE NTPHKa3a BO3N0KUTh Ha npopekropa TYCYP no HayuHoit padore.
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YTBEPXIAIO
Pextop TYCYPA

HO.A Illypeirun

HHCTPYKIIHUs

0 nopsaKe padoThl ¢ HOY-Xay H NpaBa, KOTOpbIe

OXPAHAIOTCH B PeKHUME KOMMeEP4YeCKo#i TalHbI



1. O6mme nonoxKeHus

1.1. Hacrosimast MHCTPYKUWS yCTaHABIMBAET MOPSIOK paboThl C HOY-Xay,
npaBa Ha KOTOpbIE OXPAHAIOTCS B PEXKUME KOMMEpPUYECKOM TaiHbl, U
pacmpocTpaHsieTcsi Ha  HOy-Xay, TpaBooOJamaTeneM KOTOPBIX  SBISETCH
DenepanbHOe [OCYAApCTBEHHOE OIODKETHOE 06pa3oBaTebHOE  YupexIeHue
BBICLIEr0  TpodeccHoHansHoro  obpasoBanus «TOMCKHME  rocynapcTBEHHSBIH
YHUBEPCUTET CUCTEM YNpPABICHHMS U PaJHO3JICKTPOHUKH» (Haiee MMEHyeTcs —
TYCVYP), a Taxxe Ha HOy-Xay, MPaBO AOCTyNa K KOTOpeIM Bo3HKKI0 v TYCVYPa
Ha OCHOBAHUH JOTOBOpPA WY HA HHOM 3aKOHHOM OCHOBAHHH.

1.2. Hacrosmas MHCTpykuus paspaboTaHa ¥ IPUHSTA B COOTBETCTBUH C
rnasoit 75 T'K PO, ®enepansubiM 3akoHoM oT 29 urons 2004 roma Ne98-@3 (c
u3Menenusmu oT 2 despana 2006 roma) «O kommepdeckoii Taline» (namee
umenyercsi — ®30KT), Ycrasom TYCVYPa (mamee wumenyercs — VYcras),
[Monoxenuem TYCYPa «O6 oxpaHe npas Ha CEKpeThl NPOU3BOACTBA (HOY-Xay) B
peKMMe KOMMEPYECKOM TalHbD (Ianee umenyercst — [Tonoxenue).

1.3. [He#ctBue Hacrosmed MHCTpyKnMH pacnpocTpaHsercs Ha ro0ble
MaTepHalibHble HOCUTENN HOY-Xay, OXpaHa IIpaB Ha KOTOPHIC, OCYINECTBISIETCS B
peXuMe KOMMEpYECKOH TalHBI.

2. llopsagok opopmiieHns HOY-Xay OTBETCTBEHHBIM JHLIIOM
CTPYKTYPHOIO NOApa3ieieHus

2.1. B memix obecnedeHHs WAEHTHOUKALMH HOY-XAy JOKYMEHTHI,
colepkaliye HoOy-xay (mamee HMeHYWTcs — JloKyMeHThl) OQOPMIISIOTCS B
cooTBeTCTBUM ¢ TpeboBaHusMu CTaHIAPTOB ¢ Y4e€TOM OCOOEHHOCTEH UX
obopmileHHs, IPeNyCMOTPEHHBIX HacTosmel NHCTpyKuuei.

3.2. JIokyMeHTBl KOMIUIEKTYIOTCS, OpOIIIOpYIOTCS U TIpeaBapsiOTCcs
TUTYJIbHBIM JIACTOM. Ha JIHIeBo# cTOpoHe THTYIbHOrO mucTa JIokyMeHTa cBepXy
BHU3 pa3MeLIalTCH:

[I0JTHOE HaMMEeHOBaHUEe MpaBoo0IaaaTens;

MEeCTO HaxOXJIeHUs npaBoodiagaTeis;

yTBepKAaroas noanucs Pekropa, nara noanucy;
PErHCTPALlMOHHBINA HOMED U 1aTa peructpanuu JlokyMenTa;
rpud «Kommepueckas TaHHay;

HOMeEp 3K3eMILIsIpa JlIoKyMeHTa,;

HaUMEHOBaHHE HOY-Xay;

CBEACHHA O COCTaBE I[OK}’MBHT& (B cliydgae, €Clin I[OKYMGHT COCTOHT H3
HECKOIBKHX CaMOCTOATCIIBHBIX I[OKYMGHTOB);

CBCACHHA O KOJIHYCCTBE JTUCTOB IIOKYMCHT&;
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KOJTUHYECTBO COCTABJICHHBIX 3K3CMITISAPOB ,H,OKYMGHTa U MECTO HaXOXICHHUA
KaXa0ro U3 HUx (HpOCTaBﬂHeTCH Ha 3K3eMINIApPE, KOTOprfI NOJAIIKMBACTCA B ,[[eJ'IO).

Ha oGopoTHoli CTOpOHE THUTYJBHOrO nucTa JIOKyMeHTa YyKa3blBalOTCH
bamusuu 1 nomxHocTH pabotHHkoB TYCVYPa, umeroux mpaso 1ocTyna K Hemy.

2.3. Kaxusli €aMOCTOSITENIbHbIM JOKYMEHT, BKIOYaeMmblii B JloKymeHT,
HAa4YMHAETCS HA OTAEJIBHOM JIUCTE,

2.4. Bropon u mocielyronme JMCTbl JIOKyMeHTa HyMEpyrTCcs CKBO3HOW
HyMmepauuedl apabckumu nubpaMu B MopsaKe Bo3pacTaHus ¢ LUGPH 2
(TUTYJIBHBIN JIUCT SBISACTCS MMEPBBIM JIUCTOM ).

2.5. JloKyMeHThl TIPOILIHYPOBBIBAKOTCS, @ OTBETBIEHHS ILUHYPOBKH
BBIBOAATCS Ha OOOpPOTHYKO CTOPOHY IIOCHEAHEro JucTa # (QUKCHpYIOTCS
HEeOONMBIIMM  JIACTKOM  3aKJEHWKM, Ha KOTOpOM  ykaseiBaercs: «Bcero
IPOHYMEPOBAHO M NPOUIHYPOBAHO _ JIUCTOB [IOKYMEHTOB, COJEPXALIHX HOY-
xay». JIMCTOK 3aKIeHKd 3aBepAETCA MOANUCHIO PYKOBOIUTES CTPYKTYPHOIO
nojipas/ieNIeHus U Ha HEM YKa3bIBaeTCs JaTa MO/IITHCH.

2.6. Ina xaxaoro JlokymeHTa oTAenbHO odopmisieTcss pedepar, KOTOPBIi
ucnosib3yeTcss B cBOOOAHOM nocTyne. B pedepar BkmtouaroTcs cremyroiime
CBEJICHMS:

N0JHOE HaMMEHOBaHUe NIpaBoodnaarens;
MECTO HaXOoKISHUs npaBooOIaaaTesis;
HAUMEHOBAaHUE HOY-Xay;

yKa3aHHUE Ha TO, YTO HOY-Xay SBJISETCS MHTEUIEKTYaIbHONH COOCTBEHHOCTHIO
1 OXPaHAETCS B PEeXKUME KOMMEPUYECKOH TalHBbI;

KpaTKas aHHOTAalMs, B KOTOPOM pacKpbiBaeTcsi Ha3HaueHue, o001acTb
MPUMEHEHUSI U KPaTKOE ONUCAHUE HOY-Xay, UCII0/Ib3YeMOe B CBOOOIHOM JIOCTYTIE;

WHBIE CBENEHHS, KOTOPbIE MOTYT OblTb MCIIOJIB30BaHbl B CBOOOJHOM
A0CTYyIIE.

2.7. Ecnu HOy-xay SBISeTCS  IPOrPaMMOM A1l 3JIeKTPOHHO-
BBIYMCIUTENbHOM MallinHbl (nanee wumenyercs - [[DBM) wiau 6azol naHHBIX
(nanee umeHyercst - bJl), ToO TOKyMeHTbl O(QOPMISIOTCA € YHeTOM CAEHYIOIHX
0COOEeHHOCTEH:

2.7.1. B uensix wupentudpuxaimu [[DBM odopmisiorcs crneayromme
CaMOCTOSTENbHBIE JOKYMEHTBI, BK/IIOUaeMble B JIOKYMEHT:

pacrieyaTka HCX0IHOTO TeKeTa (TmonHoro win ¢parmentos) [19BM;

nopoxzaemsie [I9BM  ayauosusyaneHbie oTOOpakeHus B 000
BH3YaJlbHO BOCIIpHHUMaeMo# popme (3KkpanHbie GOopMmBbI).

O6mwmit 00béM uaeHTHOUUMpymUX [1DBM noxkymeHTOB npu 3TOM He
J0JIKEH npeBblats 70 cTpaHuil.
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Unenrudpurannst [I9BM B uHol (opme Homyckaercsi npu YCIOBHH, UTO
Takas Qopma B Oonblield CTENeHU, HEeM pacredartka MCXOIHOTO TEKCTa,
obecneunBaer nneHTUuKauo [IDBM.

Ilpn odopMiIeHHM pacmedaTKd MCXOIHOTO TEKCTa, COCTOSIIEH M3
(pparMeHTOB, CTPaHULIbl MOMUMO CKBO3HOH HyMepalii MOTYT UMETh YKA3aHHYIO B
CKOOKax HyMEpaluio, OTPAKAIOILYIO HUX TI0J0XKEHHe B [OJHON pacrieyarke
UCXOJHOrO TEKCTA.

2.7.2. B uensx naentadukanuu b/l opopmusiores 1oKyMeHTHI:

OTpaXkarlue OObEKTUBHYIO (OPMY TNPENCTABICHWS W  OpPTaHU3aALUH
COBOKYIHOCTH COIEPXAIUUXCA B HEH NaHHBIX (Hampumep: CTPYKTYpy, MepedyeHb
noJyieH W T.1.);

NPUHLMUILL  CUCTEMATU3allMM  JJaHHBIX, TIO3BOJSIOLINE HAXOIUTh |
o0pabaTbIBaTh WX ¢ NoMoIBI0 DBM;

TIpUMepPbI HHPOPMALMOHHOTO HANOJHEHUS TIOJIEH.

O61mui 00beM uaeHTUGUUUPYOMUX Bl ToKyMEeHTOB IIpu 3TOM He NoIKeH
npesbimarh 50 cTpaHull.

2.73. Jlna xaxpod IIOBM wmnm BJl ornensHO odopmmsercs pedepar,
CoaepKaIlMK CIeAYIOIIUe CBEIeHHUS:

M0JIHOE HAMMEHOBAHUE MPaBOOOIaIaTENs;
MECTO HaXO)KJIeHHs TIpaBooOIagaTe;is;
HauMmeHoBaHue [ [DBM wnu B/1;

ykaszauue Ha 10, 9to IIOBM mnu bJl sBnsercst cekperom mnpowsBojacTBa
(HOY-Xay) U OXPaHACTCA B PEKUME KOMMEPHECKOH TaliHblI;

aHHOTAallMsA, B KOTOPOH PacKpbIBacTCs HAa3HA4YeHUeE, 00NacTh MPUMEHEHUS U
¢yHKIMOHANBHBIE BO3MOKHOCTH [I9BM unu b/l;

T peanusyromiei OBM, xoTopbidi ykasblBaeTCsl Ha s3blKe OpHIHHAIIA.
Hampumep: Sun, Macintosh mMuxpokoutpomnep PIC16F877, wnu: IBM PC -
coBMecTuMbii 11K

A3blK OporpamMMupoBanus (s [I9BM), Bug u  Bepcus CHCTeMbl
ynpasieHus ©Oazoii maHHbiX (ans bJl), KoTopble yKa3bIBalOTCS Ha sA3bIKE
opurunana, Hanpumep: Object Pascal (B cpene Delphi), C++, Basic, Access.

BUJ U BEPCHs ONEPALMOHHON CUCTeMBbI yKa3bIBAETCS HA si3bIKE OPUTHHAJA!
Linux, Unix, nepeuncnenue ogHotunueix OC yka3plBaeTcs 4epes KOCYHO 4epTy,
Hanpumep: Windows XP/Vista;

oosem IIOBM wnu B[ B MammHouuTaemoinn dopme B kunobaWtax wWiu
merabaiiTax.

2.774. B kavecrtBe npWwiIOKeHHs K JlokymeHTaM, HAEHTHOULHPYIOIUM
I[15BM wunu BJl, MoryT OBITH WCIIONB30BaHBI MX JEMO-BEPCHH HA MArHWTHBIX,



OIITHHYCCKHUX HIIM HHBIX HOCHUTEJIAX, WIIIOCTPUPYIOIIHE WX BO3MOXHOCTU U UHBIE

XapaKTepUCTHKH. B 3TOM ciy4ae Ha TUTyabHOM JjucTe J[OKyMEHTOB ienaercs
COOTBETCTBYIOIIAsA OTMETKA.

3. Opranu3anus paGoThl ¢ IOKYMEHTAMH

3.1. Pabora ¢ oKyMeHTaM1 OpPTaHU3YETCs B COOTBETCTBUHM CO Crangapramu
C y4eTOM 0COOEHHOCTEH, NpelyCMOTPEHHBIX HacToseil MHcTpykiumed.

3.2, OrnevyaraHHbie # OQOPM/IEHHBIE B YCTAHOBIEHHOM IMOpPSAKE
HoxymenTsl nepenarorcst B OOIUHA OTAeN 1Sl perucTpauuy OTAENbHO OT WHOM

nokymeHTtauuu B XXypHane peructpaimu u yyera JlokymMeHTOB (nanee umMeHyeTCs
— Xypnan peructpaumn).

Ilpu ostoM Kaxaomy JIOKyMEHTY mpHCBaMBaeTCs COOTBETCTBYIONIUIA
PErHUCTPALMOHHBIA HOMEp, cocTosmui u3 OykB «Bu.», uubdp unmexca (xozaa)
CTPYKTYPHOTO TMOJpa3jieleHus, U3roToBMBIIETO JIOKYMEHT, jnanee, uepes 3HAK
Apobu uppaMu yKa3bIBaeTCs MOPANAKOBBIA HOMEP PeruCTPHPYEMOro JOKYMEHTa.
IlopsinkoBbii HOMmep HauuHaeTcss ¢ cumBoN0B «KT (moy-xay)», KoTopsle
O3HaYaroT, 4T0 JIOKyMEHT comepXuT Hoy-xay. Hanpumep: «Bu. 02/KT (Hoy-xay)
04».

3.4. Kaxneii uz JlokyMeHTOB (OpMHpYIOTCS B OTielbHOe 1eino. Ha
obnoxKe fesia B IpaBOM BEPXHEM yriy craButcs rpud «Kommepueckas taiinay.
Ha BHyTpeHHe#H cTOpOHE OOI0XKKH J€l1a MUILETCs CITUCOK PaBGoTHUKOB, MMEFOIIUX
IpaBo JOCTyna K 3ToMmy Jeny. Bee mucTel pena HymepyrloTcs TNPOCTHIM
KapaH/JalloM B MPaBOM BepxHeM yrily. B nauane nena noammBaercs BHYTpeHHss
ONKCh JOKYMEHTOB, COJEpXalluXcs B HeM, B KOHIle [eia TOALIMBAETCS
3aBEPUTEIBHBIN JINCT.

3.5. Cucrematusauuss U opopmienue JIOKyMEHTOB B COOTBETCTBYIOLIME
Jienia, OCYILUECTBISAETCA COIVIAaCHO HOMEHKJIAType Jed B COOTBETCTBUU €
TpeboBanusiMu CraHaapra.

3.6. B tom ciyvae, eciy 3aroJIOBKM JIENl HECYT 3JEMEHTHI HOY-Xay, MOTYT
TIPUMEHSATbCS YCIIOBHBIE (KOJOBBIE) 3ar0JIOBKHM /1€ WM COCTABIATLCS OT/E/bHas
HOMEHKJIATYpa TOJBKO Ha ITH JIelia.

3.7. Xpausatca gena ¢ JlokymMeHTamu B CTPYKTypHOM mnoapasiaeneHuu. C
1[eNIbl0 y4eTa JBM)KEHUs JieJl OTBETCTBEHHOE JIHII0 3aBoauT JXKypHan yuera pel.
Hena ¢ Jlokymentamu M JKypHal XpaHSTCA OTIENBHO OT APYrUX JOKYMEHTOB B
HAJIeXKHO 3alMpPacMOM M ONE4YaTBIBAEMOM MeTa/uindeckoM mikade (ceiide), B
TEXHUYECKH  yKperuieHHoM  nomeuieHun.  CooTBerTcTBUME  TpeOOBaHMSM
TEXHUYECKOH YKpeNnIeHHOCTU roMeleHus onpenensercs Ciyx6oi 6e30macHocTH,
0 4eM cocTraBnsieTcs akT. Kitoun oT BXOAHBIX ABepell cAaloTcsi Ha BaxTy OTAENa
OXpaHbI B ONIEYaTaHHOM I[I€HAJIe.

3.8. Jpmxenue (Bbloada U Bo3Bpar) JloKyMeHTOB OTpakaeTcs OTHENIBHO B
AKypnane ydera nsuxenus JlokyMeHTOB (nanee uMenyercs — JKypHan qIBHKeHUs ).
JlomyckaeTcst BeJJleHHe OHOTO KypHaJla 110 y4eTy W ABuwkeHuio JJokymeHTa.
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3.9. Ilpu Beimaue JlokymenTta Pabotnuk, nonywarommit Jlokyment, o6s3aH
CBEPUTh HOMEp, 3arojI0OBOK, KOJMYECTBO JIMCTOB Tonydaemoro JlokymeHTa mo
Kypuany ABWXeHHsS W TOCTABUTH CBOK MOANKCL B COOTBETCTBYIOIIEH rpade
XKypnana nBrxKeHHUS.

3.10. Boinannsie aisi pabotsl JIoKyMeHTBbI MOAJEXKAT BO3BPATY B MECTO MX
XpaHeHus: B TOT ke JeHb. Otzensuble JIOKYMEHTBHI MOryT HaXOAWTbCA Y
PaboTHuKa B TeyeHue CpOKa, HEOOXOAWMOIO A BBIMOJHEHHs pabOThl ¢ HUMH,
NIpH YCIIOBUHM TIOJHOTO obecrieyeHns coxpaHHocTH JIoKymMeHTOB Ha ero pabodem
MecTe (HaJlHuue HaAeKHO 3anupaeMoro uikada (ceida) u 1. 1.).

3.11. Ilpu Bo3Bpare JIOKyMeHTa OTBETCTBEHHBIM JHMIIOM CBEpSETCS HOMED,
3aroji0BOK, KOJHYECTBO JIMCTOB nosy4aemoro JlokymenTa, no JXypHaiy nBUKeHUs
U, B MpUCYTcTBUHM PabOTHHKA, CTABUT CBOIO MOANKCH B COOTBETCTBYIOLIEH Tpade
JKypHana 1BHXeHUS.

3.12. Ilepenaua JloxymeHTOB Mexay PaboTHUKaMM NPOM3BOAMTCS TOJBKO
obs3aTenbpHOM 3amuchio 00 2Tom B JKypHaie nuxenns JlokyMeHTOB.

3.13. B cBa3u ¢ paboro¥ ¢ Jloxkymentamu PaboTHuKaMm 3arpeliaercs:

u3bIMaTh JIOKyMEHTBI U3 [1e]1 uiu repemeltath JlokyMeHTsl U3 0HOro 1ena
B Ipyroe 6e3 cOOTBETCTBYIOIIMX 3anuceii B JKypHane ydera;

obcyxnatb conepxanue JIoKyMeHTOB 110 kaHanam TeieOHHOW U HWHOMH
CBSI3H;

HCII0Jb30BaTh UHMopMaluio K3 JloKyMEHTOB B OTKpPLITOM 000poTte (B
OTKPBITBIX JAOKJIaaX, COOOIIEHHAX, NePENCKe, PEeKJIAMHBIX U3/1aHHUSX U T.IL.);

octaBnaTe JlokyMeHTsl €3 npucMoTpa;

COBepIlaTh  HWHbIE  JIEHCTBHMs,  KOTOPbIE  MOTYT  MPUBECTH K
HECaHKIIMOHMPOBAHHOMY pa3rialieHH0 HOY-Xay.

4. Bepenue 1es10npor3BoOACTBA HA COBELIAHMSAX NPH 00CYKAEHUN HOY-Xay

4.1. HeoGxonuMocThb, MECTO ITPOBEACHHUS U COCTAB YYaCTHUKOB COBENIAHUH
Mo  OOCYXAEHUID  HOY-Xay  OnpeaeisieT  PYKOBOAMTENL  CTPYKTYPHOTO
MoApa3ie/ieHus, OTBETCTBEHHbIN 3@ €70 OPTaHH3aLMIO U NIPOBE/ICHHE.

4.2. JlokymeHTaM, pa3pabOTaHHbIM ¥ MIPUHATHIM HA TAKUX COBELLAHUAX U UX
MmpoeKTam (MOBECTKaM, [POTOKOJAM, PpELIEHHWAM, CTEHOrpamMMaMm W JApPYyrHM)
npucBauBaeTcs rpud «Kommepueckas Taiinay.

Peructpauusi, y4er, XpaHeHHe H 000pOT, yKa3zaHHBIX JIOKYMEHTOB,
OCYLIECTBISAIOTCS B yCTAHOBIEHHOM IMOPSIJIKE.

4.3. 3anpemniaercs MPOHOCUTb Ha COBEIIAHMS NpU OOCYXIEHHHM HOY-Xay
doro, ayano, Buaeo o0OpyAOBaHHE, MOOUIbHbIE TelnedOoHBbI, paaronepenarnme
YCTPOMCTBA, APYTrUe TEXHUYECKUE CPEJICTBA C BO3BMOKHOCTAMM 3allUCH U Nepeiadu
uHdopmaluu.



5. 3aki0uHTeIbHBIE T0JI0KEeHUH

5.1. Kourpons 3a cobmoaeHuem TpeboBanuii Hactosmed WHCTpyKIMu
BO3JIaraeTcsi Ha aBTOPOB HOY-Xay.

5.2. Hapyuenue tpeGoBanuii Hacrosuied Muctpykuum Bieder 3a coboi
IOUCLUIIIMHAPHYIO, IPaXXAaHCKO-IIPaBOBYIO, aIMAHUCTPATUBHYIO U/ YTOJIOBHYIO
OTBETCTBEHHOCTH B COOTBETCTBHH € 3aKOHOaTENLCTBOM Poccuiickoit denepaumu.

5.3. I'pudbl, HaHeceHHble Ha JIOKYMEHTBI 10 BCTYIJIEHWS B JEHCTBHE
HacTosleil MHCTPYKIMM, M YKa3blBalOIIME Ha COJEpXKaHUE B HUX HOY-Xay,
COXpaHAIOT CBOe JeHCTBUE MPH YCIOBUHM, HYTO Mephl [0 OXpaHe Hux
KOHQUAEHIMATBHOCTY OyAyT TMpPHUBEIEHbl B COOTBETCTBHE C  HACTOSILEH
WUuctpykuuei.



