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1. O0mue moJ10xkeHU

1.1. Hacrosimass ~ Mucrpykuus  no jenonpousBoiactsy B I'BIIOY CO  «bopckuit
TOCY/JIapCTBCHHBIA TEXHUKYM» (majmee - WHCTpYKIHMS) yCTAaHABIMBACT €IUHYIO CHCTEMY
JIEJIONPOU3BO/ICTBA B TEXHUKYME (J1ajiee — TEXHUKYM).

1.2. PykoBo/CTBO ¥ KOHTpPOJIb 32 BEACHHUEM JCIIONPOU3BOJCTBA B TEXHUKYME
OCYILECTBISET IUPEKTOp. JIUpeKTop [aeT yka3aHHWs IO BOIPOCAaM OpPraHU3alud BEACHUS
JENIONPOU3BOJICTBA, OO0sA3aTeNbHbIE JJS HCIOJHEHUS CTPYKTYPHBIMU —MOJpPa3AeIeCHUSIMU
TEXHUKYMa, IIPOBEPSIET COCTOSIHUE JEIONPOU3BOACTBA.

1.3. OTBeTCTBEHHOCTh 32  OpraHU3allMI0  JIEJONPOU3BOJACTBA, CBOEBPEMEHHOE U
KAueCTBEHHOE HCIIOJIHEHUE JOKYMEHTOB, MX COXPaHHOCTb BO3JaraeTcsi Ha pPYKOBOAMUTEIEH
CTPYKTYPHBIX ITO/IPA3/IeICHUN TEXHUKYMa.

PykoBoauTeNnM CTPYKTYPHBIX HOJpPA3ICICHU JOKHBI IPUHUMATh MEpPhl K 00ECTIeUeHHIO
MPaBUJIBHOTO M PAalMOHAIBHOTO MCIOJB30BAHUS CPEJICTB OPITEXHUKH, PACXOJOBAHUS
CITy>K€OHBIX OJJAHKOB M OyMarm.

1.4. HemocpenacTBeHHOE BeJCHHE JIEJONPOU3BOJICTBA BO3JIaraerca Ha  CeKpeTaps,
KOTOpBIH OOecreuymBaeT yd4eT M NPOXOXKICHHE JIOKYMEHTOB B YCTAHOBIICHHBIE CpPOKH,
UH(OOPMUPYIOT PYKOBOJACTBO O COCTOSHUM HMX HCIIOJIHEHHUS, OCYIIECTBIIET O3HAKOMIICHUE
COTPYJHUKOB C HOPMATUBHBIMU U METOAMYECKUMHU JTOKYMEHTAMU 10 J€JIOIPOU3BOJICTBY.

1.5. PaGOTHUKHM CTPYKTYPHBIX MOAPA3JEICHUN HECYT OTBETCTBEHHOCTH 3a BBHIMIOJHEHHE
TpeboBanuii THCTpYKIIMH, 32 COXPAHHOCTh HAXOMALIMXCS y HUX CITy)K€OHBIX TOKyMeHTOB. OO
yTpare JOKYMEHTOB HEMEJIEHHO JOKJIaJAbIBAIOT AUPEKTOPY.

[lepenaya JOKYMEHTOB, UX KONUI paOOTHUKAM CTOPOHHUX OpPIraHM3alUi JOIMYCKAaeTcs C
paspeuieHust JUPeKTopa.

1.6. Ilpu yxone paboTHHKA OTBETCTBEHHOTO 32 JICIOMPOU3BOJCTBO B OTIYCK, MMEIOIIUECS
y HEro JJOKYMEHTHI 110 YKa3aHMIO TUPEKTOpa NepeatoTcsl APyroMmy paboTHUKY, KOTOPbIM 00s13aH
MPUHSTH MEPBI K UX CBOEBPEMEHHOMY HMCIIOJIHEHHUIO.

IIpn yBOIBHEHMM WM NEPEMEUICHHMM OTBETCTBEHHOI'O 3a BEJIEHHUE JEJIONPOU3BOICTBA
MIPOM3BOJUTCS Tepefaya Jiel U JIOKYMEHTOB, O Ye€M COCTaBJIIETCS MPHUEMO-CAATOYHBIN axT,
KOTOPBIM YTBEPKAACTCA TUPEKTOPOM.

Benenne nepenucku or umenn ['BIIOY CO «bopckuii rocyqapCTBEHHBIM TEXHUKYM) C
JOPYTHMH OpPTaHMU3aLUSAMHU OCYLIECTBIISIETCA AUPEKTOPOM WM IO NOPYUEHUIO — 3aMECTUTEISIMH,
PYKOBOJUTENSAMHU CTPYKTYPHBIX IOJIpa3esieHui.

1.9. TpeboBanust ~ MHCTpYKLIMM  paclpoCTpaHSIOTCS ~ KaKk  Ha  TPaJMIIMOHHOE
JIEJIONPOU3BOJCTBO, TAaK W Ha OpraHu3aluio paboThl C JOKYMEHTaMH, CO3/1aBa€MbIMHU
CPEICTBaMH BBIUYUCIIUTEIBHON TEXHUKH.

1.10. BemonHenne HacTosmed WMHCTpYKIMKM 00s3aTeIBbHO I Ka)JI0T0 COTPYJIHHUKA
TEXHUKYMa.

2. Knaccuduxanusi 10KyMeHTOB.
2.1. Opranu3alOHHO-TIPABOBbIE  JIOKYMEHThI  (00€CHeuMBalOT OpraHU3allMOHHO-TIPAaBOBYIO

JEeSTeNbHOCTh TEXHUKYMA):

- Ycras;

- Jlorosop ¢ Yupenurenewm;

- CBUIETEIBCTBO O TOCYIAPCTBEHHON PETUCTPAITUH;

- CBUJIETENBCTBO O TOCYIapCTBEHHON aKKpEIUTAlINH;
- JIutien3ust Ha 00pa30BATENBHYIO IEATEITLHOCTH;

- KonexktuBHBIN OTOBOD;

- TpynoBo#t norosop;

- JIOTOKHOCTHBIE HHCTPYKIIUHM COTPYAHUKOB TEXHUKYMA;
- [IpaBuiia BHyTpEHHETO TPYAOBOIO PAaCIOPSJIKa;

- llItatHOE pacniucanue;



- [Tonoxxenust 0 BHyTpeHHEM KOHTPOJIE B TEXHUKYME.

2.2. PacniopsiinrenbHbIE IOKYMEHTEI:
- PUKAa3kbI:
e IO JINYHOMY COCTaBY;
e II0 OCHOBHOM JIEATCIHLHOCTH;
e TI0 JUYHOMY COCTaBY (10 00yUYarOIUMCS);
e  paACHOPSIKCHHUS.
2.3. UudopMalmoHHO-CIPAaBOYHbBIE JOKYMEHTHI:
- IPOTOKOJIBI, aKTHI;
- CIIPaBKH;
- IOKJIa/IHbIE;
- 00BSICHUTEIbHBIC 3aITNCKH;
- CIIy’)KeOHBIE TUChMA;
- 3asBKH;
- (hakcorpammsl;
- KHUTY PETUCTPALIUU BXOIIICH U UCXOASIIEH JOKYMEHTAIIUH.
2.4. YuyebHo-nmefaroruyeckue nHQOpMaIrmoOHHbIC JIOKYMEHTHI:
- IMYHBIE Jiea 00yJaronuxcs;
- IOMMEHHAsI KHUra 00y4yaronnxcs;
- TUYHBIE JIea COTPYAHUKOB;
- IPUKA3bl II0 OCHOBHOM JCSITEILHOCTH;
- IPUKA3bI 110 INYHOMY COCTaBY;
- KHUTH y4eTa OJIAaHKOB U BIIaYH CBHJICTEIIECTBO U TUTIIIOMOB;
- )KypHaJI yuyeTa MpOBEPOK IOPUINUECKOTO JIUIIA;
- KHHUTa MPOTOKOJIOB TIEJICOBETOB;
- IpOTOKOJIbI 3acenanuit MK.

2.5. Z[OKVMGHTI)I 110 TPYAOBBIM ITPABOOTHOIIICHUAM .

- PUKAa3bl O IpHUEME Ha padOTy U YBOJILHEHUU;

- IpYKa3bl 00 M3MEHEHUH Y4eOHOW Harpy3KH, YCIOBUHM Tpyda, 00bema paboThl U JAp.;
- PYKa3bl Ha OTITYCK;

- IPYKa3bl HA MTOOILIPEHUE;

- PUKAa3bI M0 aTTECTAIUH T1e1aroroB.;

- PUKAa3bI MO TapUPUKAIINH;

- BeZICHHE TPYJOBBIX KHUKEK, KapTOUeK T-2.

3. [IpaBuJia oaAroToBKYU 1 0(popMIIeHHS TOKYMEHTOB

3.1. JlokyMeHTHpOBaHHE YIPABICHYECKON NEATEITLHOCTH

JIOKyMeHTUpOBaHUE YIPaBICHUYECKON NEATEIbHOCTH 3aKitoyaeTcsl B pukcanuu Ha Oymare
WIM JPYrMX HOCUTENSAX IO YCTaHOBJIEHHBIM IIpaBWJIaM YIPABICHYECKUX JEHCTBHUM, T.€.
CO3/IaHUHU YNPABICHUYECKUX JOKYMEHTOB.

JIOKyMEHTUPOBaHHE  OCYILECTBIISICTCSI HAa  €CTECTBEHHOM  si3blke  (PYKOIHCHBIE,
MalIMHOIMCHBIE JOKYMEHTHI, B TOM UYHUCIIE TeJIerpaMMbl, Teae(OHOIpaMMBbI U T.J.), @ TaKXXe Ha
UCKYCCTBEHHBIX $3bIKaX C HCIOJb30BAaHHEM MAalIMHHBIX Hocutene. Ilpm mnoaroroBke wu
oopMIIEHUH JOKYMEHTOB HEOOXOIMMO COOJIIOATh MpaBuiIa, 00eCTIeUnBAIONINE IOPUINIECKYIO
CHIIy JOKYMEHTOB, ONEPATUBHOE M KAYECTBEHHOE MX MCIOJIHEHHE U IOUCK, BO3MOXHOCTb
00pabOTKH JOKYMEHTOB € IIOMOIIBIO CPEACTB BBIUYUCIUTENbHON TEXHUKH.

JIOKYMEHT UMEeT MIOPUAMYECKYI0 CHUJIY MpH HAJUYUU PEKBU3UTOB, O0SA3aTENBHBIX IS
JAHHOTO BHJA JOKyMEHTa (HauMEHOBaHME OpPraHU3allMM - aBTOpa JOKYMEHTa, Ha3BaHHE BHJIA
(yHuduuupoBanHoi (GopMbl TOKyMEHTa), AaTa, HHIEKC, 3ar0JIOBOK K TEKCTY, TEKCT, BU3BI,



TTOATIHCH).

B mpomecce moarotoBku M 0GOpPMIICHHS COCTaB PEKBU3UTOB MOXKET OBITH JOIOJIHEH
JIPYTUMH PEKBU3UTAMH, €CIIM TOTO TpeOyeT Ha3HauYeHUE IOKYMEHTa, ero 00padoTKa U T.JI.

3.2. BJIaHKM IOKYMEHTOB

JIOKyMEHTBI JOJKHBI, Kak MpaBWwiIo, oQOPMIISATHCS Ha OJaHKaX TEXHUKYMa U HMETh
YCTAQHOBJICHHBIM KOMILIEKC 0O0S3aTeIbHBIX PEKBU3UTOB W CTAaOWIBHBIA TOPSAIOK HX
pacmonoxeHus (PacloN0KEHIEe PEKBU3UTOB Ha OJaHKaX OPraHM3AIMOHHO - PACTIOPSAMTEIbHBIX
JOKYMEHTOB H0JDKHO cootrBercTBoBaTh I'OCT P 6.30-2003 " VHHGHUIMPOBAHHEIE CHUCTEMBI
JIOKYMEHTAIUH. YaubunupoBaHHas cHucTeMa OPraHU3alHOHHO-PACHIOPS TN TEIHLHOM
JokyMeHTauu. TpeboBanusd K 0POpMICHHIO JOKYMEHTOB' .

B I'BIIOY CO «bopckuii TOCyI1apCTBEHHBIM TEXHUKYM» MTPUMEHSIOTCS OJTaHKH: 00IIri

OyaHK;

OJ1aHK IIHCHMA;

OJlaHKH KOHKPETHOT'O BHJIa IOKYMEHTA.

Brankn J0KyMEHTOB H3roTaBiIMBalOTCS Ha Oymare dopmatoB A4 (210 x 297 wmm)
YnorpebiieHue 6J1aHKOB MMPOU3BOIBHOM (DOPMBI HE pa3peniaeTcs.

3.3. Odopmienne peKBU3UTOB IOKYMEHTOB

3.3.1. HameHOoBaHUE OpraHu3aluy - aBTOpa JTIOKyMEHTa

HaumMmeHnoBaHue TEXHHKYMa YKa3bIBAETCA B TOYHOM COOTBETCTBMH C IIOJIOKEHUEM 00
yupexaennn. CokpalleHHOe HaMMEHOBAHHE IOMEIIACTCS BCJIE 33 IOJHBIM HAMMCHOBAHHEM
(eciu TAKOBOE UMEETCS ).

3.3.2. HaumenoBanue BU1a JOKYMEHTA

Haspanue gokymMeHTa JOJKHO  COOTBETCTBOBAaThH  €ro  COJEp)KaHuio, Tabemro
yHH(DUIMPOBAaHHBIX (POPM JTOKYMEHTOB TEXHUKYMA.

3.3.3. JlaTa JoKyMeHTa

JlaToii nOKyMeHTa sIBIsieTcs JaTa ero MOAMHCAHWs; AN JAOKYMEHTa, MPUHUMAeMOro
KOJUIETHAIbHBIM ~ OpraHoM, - JaTa ero WpHUHITHS;, [JIs JOKyMEHTa, TpeOyroIero ero
YTBEPKIACHHUS, - JaTa €r0 yTBEep KIeHHUs. JlaTa TOKYMEHTa MPOCTABISAETCS JIODKHOCTHBIM JIMIIOM,
IO CHIBAIOIINM WIIM YTBEPKAAIOIIMM JOKYMEHT.

Jlata moamMcaHus,  YTBEPKJICHMS, COIVIACOBAHMS  JOKYMEHTA, a TaKKe  JIaThl,
CoJIepIKaIlMecs] B TEKCTE, JIOKHBI 0(QOpMIIATHCSA IM(PPOBBIM CIIOCOOOM. DJIEMEHTHI JIAThI
MIPUBOJAATCS apaOCKUMU IudpaMu B OJHY CTPOKY B MOCIEI0BATEILHOCTH : YMCII0, MECSIL, TOJI.

B Tekcrax JOKYMEHTOB, COJEpKAIIUX CBEACHHMSI (PMHAHCOBOI'O XapaKTepa, MPUMEHSIETCS
CIOBECHO - ITH(PPOBOH ctocod ohopMIIeHUS AaT.

3.3.4. Ilognuck JOKYMEHTA

JIOKyMEHTBI, HampaBiiieMble OpraHM3alMeldl B BBIIIECTOAILLME OPTaHbl U YIpaBJICHUS,
MTOAMHUCHIBAIOTCS TUPEKTOPOM, TIO TIOPYUEHUIO TUPEKTOPA.

JIOKyMEHTBI, HalIpaBJISIEMbIE OpPraHU3alMed B aJIpec IPYruxX OpraHu3alui, YUpeKICHUN U
OpeAnpUsITHi,, MOTYT TOJIUCHIBATECA  3aMECTUTENSIMH  JUPEKTOpPa,  PYKOBOAUTEISIMHU
CTPYKTYPHBIX ITOAPA3IEICHNN.

B cocTaB moanucu BXOJAT: HAMMECHOBAHHUE JIOJKHOCTHU IMOAMHCHIBAIONICTO JOKYMEHT,
JINYHAS HOANUCH U e¢ pacimdpoBKa.

B noxyMeHTax, HOATOTOBICHHBIX KOMUCCHEH, YKA3hIBAKOTCS HE JODKHOCTU MOANHCABIINX
JIMIL, 3 UX 00A3aHHOCTH B COCTaBE KOMHCCHUH.

[Ipy moanwicaHWM JOKYMEHTA HECKOJBbKMMHU JOJDKHOCTHBIMM _JIUIAMU WX IOJMNKHCHU
pacroJiaraloT OgHy IIOJ JAPYIoM B IOCIEIOBATEILHOCTH, COOTBETCTBYIONICH 3aHMMacMOi
JTOJDKHOCTH.

IIpu mojanucaHuy JOKYMEHTAa HECKOILKHMH JIMIAMH PaBHBIX JOJDKHOCTEH WX IOAINHCH
pacroJjiararoT Ha OJHOM YpoBHE. ECu J0DKHOCTHOE JIMIIO, MOANNCH KOTOPOro 3aroTOBJICHA Ha
IIPOSKTE JOKYMEHTA, OTCYTCTBYET, TO JIOKYMEHT JIOJDKSH TIOJNKCHIBATHECSA  JTUIIOM,
HCIIOJIHSIOIIMM €r0 00sI3aHHOCTH, UJIM €r0 3aMECTUTCIIEM.




He nonyckaeTcs moamucaHue JTOKYMEHTOB C IpeaioroM 'za" MM mpocTaBJcHHE KOCOHU
4epThl Hepel HANMEHOBAHUEM JIOJHKHOCTH.

3.3.5. CornacoBaHnue JOKYMEHTA

[Ipn HEoOXOaUMOCTH OLIEHKH IIEIeCOO0Pa3HOCTH JIOKYMEHTa, €ro OOOCHOBAHHOCTH U
COOTBETCTBHUSl  JICUCTBYIOIIEMY 3aKOHOJATEIbCTBY W  TPABOBBIM  aKTaM  IPOBOJUTCS
cormacoBanue AokyMeHTa. (CorjacoBaHHe MOXKET TPOBOJUTHCA KaK BHYTPH TEXHHKyMa
(mompasneneHus MU M JIOJDKHOCTHBIMH JIMIIAMH), TaK W BHE €ro (C MOJYMHEHHBIMH |
HEMOTYNHEHHBIMU OPTaHU3AIHSIMH).

BuyTtpennee cornacoBanue oQopMIIseTCS IyTEeM BH3UPOBAHMS TPOEKTa JOKYMEHTA
JOJDKHOCTHBIM JIMIIOM. Bu3a BKIItOYaeT B ceOs JHYHYIO MOANHCH, €€ PaciupoBKY, ATy
BH3UPOBaHUS, JOHKHOCTD BU3UPYIOIIETO.

3aMeuaHus U IOTIOJTHEHHS K MPOCKTY JOKYMEHTA M3JIararoTCsl Ha OTIICIIBHOM JIHCTE, O YeM
IIPU BU3UPOBAHMHM CTABUTCS OTMETKa '3aMeuaHus MpuiararTcs'. 3amMedaHuss 00s3aTeIbHO
JOKJIAJIBIBAFOTCSI JIUITY, TIOITUCHIBAIOIIEMY IOKYMECHT.

Jis noKyMeHTa, TOJJIMHHUK KOTOPOT'O OCTaeTCs B TEXHHKyME, BH3a TPOCTABISICTCS B
HUKHEH yacTh 000POTHOM CTOPOHBI OCIIEIHEr0 JIUCTA MOIJIMHHUKA TIOKYMEHTA.

BremHee cornmacoBanne 0popMISIETCS COOTBETCTBYIOIIUM Tpr(OM.

I'pud cornmacoBanus pacmojaraeTcsi HI)KE MOANKUCH HA JIMIIEBOM CTOPOHE OKYMEHTa U
BriroyaeT B cedst ciioBo COIJTACOBAHO (0e3 kaBbluek), HAMMEHOBAHUE JTOJDKHOCTH JIMIIA, C
KOTOpPBIM COTJIACOBBIBAECTCSA JOKYMEHT (BKJIOYash HAUMEHOBAHHME OpPraHU3allid), JIHYHYIO
MTOJIITUCH, PACITU(PPOBKY IMOIIKCH U ATy COTJIACOBAHMS.

3.3.6. YTBepkIeHHE IOKYMEHTA

Oco0bIM crIOCOOOM BBEJIEHUS TOKYMEHTA B ICHCTBHE SBISETCS €T0 YTBEPKICHHE.

JIOKyMEHTBl ~ YTBEpKIAIOTCA  AUPEKTOPOM  TEXHUKYMA,  BBIIIECTOSIIMMHU  WIIU
MEXXBEJIOMCTBEHHBIMHU OpPTraHaMU, OOIIECTBEHHBIMH OPTaHU3AIMSIMH, B KOMIIETEHIIUIO KOTOPBIX
BXOJHT pElICHUE BOMPOCOB, U3JIOKEHHBIX B YTBEPKIAEMbIX IOKYMEHTaX.

YTBepkaeHHe MOKYMEHTa MPOU3BOAUTCS TMPOCTaBlIeHHEM Tpuda yTBEpKICHUS WIN
W3IaHUEM PaCIoOPSIUTEIBHOTO JOKYMEHTA (B TEX Clydasx, KOTJa TpeOyrTCs JOMOTHUTEIbHBIC
MpEANUCaHUs U PA3bSICHEHUS).

[Tonoxxenuss 0 CO3@aHUM CTPYKTYPHBIX TOJApA3JICTECHUNA TOAJIekKAT YTBEPIKICHHUIO
JUPEKTOPOM TEXHHKyMa M TPUOOPETAIOT IOPUAMYECKYI0 CHJIY TOJBKO C MOMEHTa UX
YTBEPKICHHUS.

[Ipu obopmuennu rpuda yrBepxkaeHrs He0OX0IUMO COOTIOAATh CAEIYIONIee:

-Tpu( yTBEp)KJCHUS TIOMEIIAETCS B MPABOM BEPXHEHW YaCTH JOKYMEHTA, COCTOUT M3 CIIOBA
YTBEPXIAK (6e3 kaBbIuek), MOJHOTO HAUMEHOBAHUS JOJKHOCTH JIHIIA, YTBEPKIAIOLIETO
JTOKYMEHT, JINYHOU MOJIIUCH, €€ PacIIu(PPOBKHU U 1aThl YTBEPKIACHUSI.

Braocuth kakue-mmO0 W3MEHEHHST W J00aBJICHHS B TMOJNUCAHHBIC (yTBEP)KIICHHBIC)
JOKYMEHTBI 0€3 pa3pelnieHus JUIa, MOIMHUCABIIEro JOKYMEHT, HE TOTyCKAeTCsl.

OTBETCTBEHHOCTh 33 KAYECTBO MOATOTOBKU IOKYMEHTOB U JJOCTOBEPHOCTH COJIEPKAIINXCS
B HHMX JIaHHBIX BO3JIaraeTcs Ha JMIA, MOATOTOBHUBIIWE, 3aBU3WPOBABIINE W TOAMHCABIINE
JIOKYMEHTBHI.

3.3.7. AnpecoBaHue JIOKYMEHTa

JIOKyMEeHTBl aJpecyl0T B OpraHu3aludd, UX CTPYKTYpHbIE TOJpa3JeiIeHUuss WIN
KOHKPETHOMY JIOJDKHOCTHOMY JIUITY.

- [Ipu ampecoBannu TOKyMEHTA B OPTaHHU3AIMIO WU €€ CTPYKTYpHOE IMojapas/eieHue 6e3
YKa3aHUs JOJKHOCTHOTO JIMLA UX HAMMEHOBAaHUE NUITYT B UIMEHUTEILHOM MaJIeXKe.

- Ilpu HampaBieHUM JOKyMEHTa AOKHOCTHOMY JIMIly Ha3BaHHME OpraHU3alUd U €€
CTPYKTYpPHOTO MOJIpa3/iesieHusl YKa3bIBalOT B UMEHUTEILHOM Ma/iexke, a JOKHOCTh U (haMUIIHIO

aapecara - B A1aTCJIbHOM.
- JJOKYMEHT HE JIOJDKEH COJIEP:KaTh Oonee YETBhIPEX aApPeCcaToB, KaXKJIBIM SK3EMIIIP TaKOr0




JOKYMEHTa A0JuKeH ObITh moamucad. Ciaoso "Konug" mepea BTOPBIM, TPETHUM, Y€TBEPTHIM
aJgpecaTaMM HE YKa3bIBAIOT.

[Ipu HanpaBiIeHUN OJOKYMEHTa Oojiee YeM B YETLIPE aApeca COCTABIIETCS CIIMCOK Ha
PAcChUIKY, 4 Ha KaKIOM JOKYMEHTE IIPOCTABIAETCS TOJBKO OJIUH aapec.

A,leeC HEC HpOCTaBHHGTCH Ha IIOKYMGHTaX, Hanpaan{eMHx B HpaBI/ITeJIBCTBeHHBIe
YUPEIKICHUS U TTOCTOSTHHBIM KOPPECIIOHJEHTAM, B 3THUX CIydasx MOTYT IPUMEHSATHCS KOHBEPTHI
C 3apaHee HaleYaTaHHBIMU aJ[PECaMH.

IIpu agpecoBaHnU JOKYMEHTA (DM3HYECKOMY JIMIY YKA3bIBAIOT MHULIMAIEI U (PaMIIHIO
IIOJIYYaTElIs, 3aTEM IIOYTOBEIN aJipec.

3.3.8. Pe3omronus
B cocraB pe3osonuy A0DKHBI BXOJUTH CIICAYIOIINE 3JIEMEHTHI: (haMMIIAS UCIIOTHUTEIIS

(ucnonHUTENEH), COIEPIKAHUE TOPYUEHMSI, CPOK MCIIOIHEHMUS], IOJIIUCH, J1aTa.

[Ipy HATMYKMK B PE30JIIONUN HECKOJIBKHUX MCIIOIHUTEICH YKa3bIBAETCS OTBETCTBEHHBIN
HCIIOJHUTEND (KaK IPaBUJIO0, OTO JUII0, HA3BAHHOE B PE30JIIOIIMH IIEPBLIM).

Ha nokxymeHntax, He TpeOYIOMUX OMOJTHUTCIBHBIX YKa3aHWA 10 UCIHOJHEHUIO U
MUMEIOIINX THUIIOBBIE CPOKH HCIIOJIHEHHSI, B PE3OJIIOIMUA YKa3bIBACTCS HMCIIOJHUTEIb, MOJIIHCH
aBTOpa PE30JTFOINH, JIaTa.

3.3.9. OdbopmieHne OPUI0KEHHUH K TOKYMEHTY

3.4. Oco6eHHOCTH MOATOTOBKH 1 0(hopMIIeHH ST OTAeIbHBIX BUI0B IOKYMEHTOB

3.4.1. Ilpukas

[Ipuka3 - npaBOBOIl aKT, U3AABAEMBIM JUPEKTOPOM TEXHUKYyMa JIJIsl PELICHUS] OCHOBHBIX U
ONEPATHUBHBIX 33]1a4, CTOSALIUX MEPE]l YUPEKICHUEM.

[Ipuka3 Moxer ObIThb M3AaH TUPEKTOPOM WM JIMLIOM, HCIOJHSIOMINUM OO0S3aHHOCTU
JUPEKTOPA TEXHUKYMA B CIIy4ae €ro OTCyTCTBUS.

B mpukazax mo OCHOBHOM JA€ATENbHOCTH PEIAIOTCS BONPOCH! y4eOHOMH, X0351iCTBEHHOMH,
(bMHaHCOBOM N1€ATENbHOCTH, IUIAHUPOBAHUS, OTYETHOCTH, Y4€OHO - BOCIUTATENBLHOTO poliecca,
¢usnyeckoro paszButus U T.0. llpukazbl n0mKHBI OQOpMIISATbCS Ha OJaHKe U UMETh
YCTAaHOBJICHHBIH KOMILJIEKC O0OSI3aTENIbHBIX PEKBU3UTOB M  CTAaOWJIBHBIA TOPSIIOK  UX
pacnonoxkenusi B coorBerctBuu ¢ ['OCT P 6.30-2003 " VuuduuupoBaHHBIE CHCTEMBI
JOKYMEHTAIUU. YHubunupoBanHas cucremMa OpraHN3alMOHHO-PACIOPAIUTEIbHON
JOKyMeHTarmu. TpeboBaHus K 0odOpMIIEHUIO JIOKYMEHTOB". VYmorpebiieHue OJIaHKOB
MIPOU3BOJILHON (popMBI HEe Aomyckaercs. [lepenaya npuka3zoB, X KONUI paOOTHUKAM CTOPOHHHUX
OpraHu3alMi JOIyCKaeTcs TOJIBKO C paspeuieHus aupekropa. IIpoekTel mpuka3os
pa3pabaThIBalOTCsl CTPYKTYPHBIMU MOJPA3/eIeHUs MU TEXHUKyMa IO TMOPYUYEHHUIO JUPEKTOpa
WM TI0 COOCTBEHHOW MHHUIIMATHUBE.

IlonroToBka mpuKa3a BKIOYaeT B ce0s M3ydeHHE CYIIeCTBa Bompoca U cOop
HEOOXOJMMBIX CBEJCHUH; MOATOTOBKY MPOEKTa MPUKa3a; COrJacOBaHUE MPOEKTa; MOJNHCAHHUE
TUPEKTOpOM, peructpanuto. CorimacoBaHue MPOEKTa IIpUKa3a OCYIIECTBIAETCS IyTEM
BU3UPOBaHUA. BU3MPYIOT MPOEKT UCIOJIHUTEINL, PYKOBOAUTENb CTPYKTYPHOTO IOAPA3IACIICHMUS,
BHOCSILIETO MPOEKT, BCE YKAa3aHHBIE B MPOEKTE UCIOMHUTENN. [IpOEKTHI MpHKa30B, UCIIOIHEHUE
KOTOpBIX TpeOyeT (pMHAHCOBOTO oOecneueHus,, BU3UPYIOT OTBETCTBEHHbIE JIMLA (PUHAHCOBOM
ciyxObl. PacriopsiiurenbHble JOKYMEHTHI JOJDKHBI UMETh 3arojOBOK, KOTOPBIM HayMHaeTcs ¢
npensora "O (00)".

Odopmasiercss npuka3 Ha OlaHKE U JOJDKEH MMETh CIEAYIOIIUE PEKBU3HUTHI: Ha3BaHUE
BHJIa JOKYMEHTA, 1aTy, HOMEP IIPUKa3a, 3aroJIOBOK, TEKCT, IIOJIUCH, BU3bI, COTJIaCOBaHUE. TekcT
MpUKaza, Kak MpPaBWIO, COCTOUT W3 KOHCTAaTHUPYIOLIEW W pacnopsiauTeNbHOM dacTed. B
KOHCTaTUPYIOLIEH YacTH KpPATKO M3JAraroTcs LEIH WU 3aJa4d IPEANUCHIBAEMBIX JEHCTBUMH,
(akTbl WK COOBITHSA, TOCTYKUBIINE IPUUUHON U3AaHUS TPUKA3a.

KoHcratupyroniass 4acTe MOKET OTCYTCTBOBATh, €CJIM IPEANHUCHIBAEMBIE JECUCTBUS HE
HYKJAIOTCSL B Pa3bsiCHEHUU. TEKCT NPHUKA30B B TAaKUX CiIy4asX HAYMHACTCS CO CJIOBA




MpUKa3bIBalo (MUIMIETCS BPa3psAAKY CTPOUYHbIMU OykBam#). [Ipy Hamm4uu AByX YacTeil mpukasa
pacropsiIuTeNIbHAasE 4acTh OTACISICTCS OT KOHCTATHPYIOUIEH CIIOBOM «IpuKasbiBatoy. [locie
CJIOBA MIPUKA3BIBAIO CTABUTCA ABOETOUME. TEKCT pacropsiAUTEIbHON YacTU JEIUTCS HA MYHKTHI,
B KOTOPBIX YKa3bIBAIOTCS HCIIOJHUTENHM, KOHKPETHBIC JACHCTBUS W CPOKH HCITOJHCHHS
MpeAnuCchIBaeMbIX JaecTBUi. Eciau mpukas [IOMONMHSAET, OTMEHSIET WIM HW3MEHSeT paHee
W3/IaHHBIC TIPUKA3bl WM WX OTHEIbHBIC MYHKTBI, 3TO OrOBapHBAEeTCs B TEKCTE. B mociennem
MYHKTE paCHOPSAUTENIbHOW YacTU MpPUKa3a YKa3bIBAETCSA JIOJDKHOCTHOE JIMII0, Ha KOTOpPOE
BO3JIaraeTcsl KOHTPOJIb 32 UCIIOJTHEHUEM ITPUKa3a B IICJIOM.

Ecnmu mnpuka3 BBOAWT B JACHCTBHE KAaKUE-TMOO JOKYMEHTHI (HMHCTPYKIUH, Tpadukw,
MpaBujia, IMOJOXKEHHUs), TO OHHU O(GOPMIIAIOTCS B BHUAC NPHIOXKEHUS K Mpukazy. B mpaBom
BEPXHEM YINIy TaKUX JAOKYMEHTOB OT IATOTO TOJOXKCHHS Ta0ylasaTopa MHUIIYT CIOBO
"[IpunoxkeHne" ¢ yka3zaHMEM HAaWMMCHOBAHMS PAaCHOPSJAMTEILHOIO JOKYMEHT4, €ro  JaThl,

HoMCEpa.

3.4.2. PacnopsbxeHue

Pacniopspkenne - pacmopsauTeNnbHBIA JOKYMEHT II0 BONpocaM HH(POPMAIMOHHO -
METOAMYECKOI0 XapakTepa, a TakkKe M0 BOIPOCAM ONEPAaTHUBHOIO YIPABJICHUS JEATEIbHOCTHIO
TEXHUKyMa (COBEllaHus, KOH(pEepeHUuu u T.O.). PacnopskeHwe He JOMHKHO COJep’KaTh
IpenrcaHuil, HOCAIMX HOPMATUBHBIA Xxapakrep. [loaroroBka u odopmiieHue pacnopspKeHui
IIPOBOJMTCS 10 TEM K€ IIpaBUJIaM, YTO U MIPUKA3.

3.4.3. IIpoTokon
[TpoToKOJ - TOKYMEHT, B KOTOPOM (PHUKCHPYETCS X0l OOCYKICHHS BOIIPOCOB U TPUHSATHS

peleHuit Ha cCOOpaHMsX, COBEIIAHNUAX, KOH(PEPEHIHIX U 3aCCTaHHSIX.

TekcT mpoTOKONA COCTOMT U3 JBYX YacTed: BBOJHOM W OCHOBHOW. B BBOIHON 4Yactu
3anonHstoTes craenyromue pekBusutThl: "[lpencenarens”, "Cekperaps", "[lpucyrctBoBann",
"lIloBectka aus". Ha OmaHke NpOTOKOJIa 3TH PEKBU3UTHI MOTYT HUMETh THUNOrpadckoe
UCIIOJIHEHHE.

OcHOBHasl 4acTb IPOTOKOJIA COCTOUT U3 Pa3JesIOB, COOTBETCTBYIOIIMX IIYHKTaM IIOBECTKH
nus.  Texker kaxpgoro pasmena crpoutrcs mno cxeme: CIIVIIAJIM, BBICTYIINIIN,
I[TIOCTAHOBWJIM (PELHWJIN). OcHoBHOe coaepXaHHWE JOKIaJ0B M  BBICTYIUICHHI
MIOMEIAeTCs] B TEKCTE MPOTOKOJIA WJIM NpUjlaraeTcsi K HEMy; IOCTaHOBJEHHE (pEelIeHHE)
[1€49aTaeTCs TOJHOCTHIO.

JIOKYMEHT, yTBEpKIaeMblii KOJJIErHaJIbHBIM OPIaHOM, ITPUJIAraeTcs K MPOTOKOITY.

Conepxanre 0coOOro MHEHMs 3alUChIBAETCSI B IPOTOKOJIE MOCIE COOTBETCTBYIOILEIO
MIPOTOKOJILHOTO PEIICHHUS.

IIpoTokos moanUCHIBaeTCs MPEACENATENbCTBYIOIMM HA 3aCEJaHUM U CEKPETapeM.

[IpoTokoiibl HyMepyIOTCS MOPSAKOBBIMUA HOMEpaMHU B Ipeieax KaJeHAapHoro roja.

3.5. CayxeOHOe MHCbMO

Bce nmenoBpie muchMa MOXKHO pa3feliuTh Ha KOHCTATHPYIOIIME CBEPIIUBIIHICS (akT U
MIPEBAPSIONINEe BO3MOXKHOCTH €r0 CBEpHICHUS. DTO THChMa - TOATBEPXKICHHS, MUChMaA -
HAaOMHUHAHUA, TUChMa - TIPEIyNpeKACHUs, TUChMa - u3BemleHuss. OHU HE TpeOYIOT OTBETa, HO
WX HAIMYHE UMEET I0PUINIECKOE 3HAYCHHUE.

EcTh muchMa, KOTOphIE COMPOBOXKIAIOT MAaTEpUATbHBIC IEHHOCTH UJIH IPYTUE TOKYMEHTHI,
TaK Ha3bIBaeMbI€ "COMPOBOAUTEIBHBIE" .

ObecneunBas npeABapUTENbHBIH 0OMEH HWH(pOpPMaluUei, MUChMO IOMOIaeT CTOpPOHAM
BBISICHUTh BO3MOXHOCTH ISl 3aKJIIOYEHMs] Pa3HOro poja JoroBopoB M akToB. [loaTomy B
COBPEMEHHOM JIEJIONPOM3BOJICTBE MUCHMO BBICTYNAET KaK JEJIOBOH JOKYMEHT, SI3bIK KOTOPOTO
MIpPE/ICTaBISIeT U3BECTHBIE TPYAHOCTH MPHU CTaHIAPTU3ALMH.

Bce mucbmMa MOXKHO pasfenuTh mo (QyHKIMOHATLHOMY IMPU3HAKY HA JBE TPYMIbBL: a)
MUChMa, TPEOYIOINE MUChMa - OTBETa; 0) MUChMa, HE TPEeOYyIOIIUe MUChMa - OTBETA.




3.6. IlopsiioK CHATHUS U BbLIaYU KOMUM C IOKYMEHTOB

3.6.1. Komuu ¢ [OKyMEHTOB BBIJAIOTCS C Pa3pelIeHUS HAYAIBHUKOB CTPYKTYPHBIX
MO/Ipa3JIeIeHUi U TOJBKO C TE€X JOKYMEHTOB, KOTOpbI€ OBLIM M3JaHbl B TEXHUKYME U KOTOpbIE
KacaroTcs CITyKEOHOH IeITeTbHOCTH JAHHOTO CTPYKTYPHOTO MOAPA3ICICHHUS.

3.6.2. IIpu BbIJa4e KOMMHU JOKYMEHT BOCIIPOM3BOJUTCS MOJTHOCTHIO (OJIaHK, HOMEp, /1aTa,
coJiepKaHue u T.1.).

B npaBom BepxHeM yrity konuu numercs ciioBo "Komus".

[Ipu BblIaue KOMMM ¢ KOonuu ciaeayeT nucath "Konusd ¢ konun".

3.6.3. Ilpu 3aBepeHun KOMHUM JOKYMEHTA BHHU3Y I1OCIJIE MOJHOTO BOCIIPOU3BEACHUS TEKCTa
numercs "BepHo", cTaBUTCS TOJKHOCTD, TOANKCH JIUIIA, 3aBEPSIOIIEro KOMHIO, €r0 MHULUAIIBI U
dbamunus, 1aTa 3aBepeHusl.

[Ipu nepecblIKe KOMUKU B IPYTUe YUPEKICHUS WM BbIJIaYe HA PYKH OT/AEIbHBIM JUIIAM Ha
HeH clieJlyeT IPOCTABIATh M1€YaTh.

3.6.4. Ha 060opoTe TOKyMeHTa JieslaeTcsi OTMETKa, KOT/Ia M KOMY BbIJJaHa KOIHS.

3.7. ABTomMaru3aius JOKYMEHTUPOBAHUSL

JUis MOATOTOBKM JTOKYMEHTOB MOI'YT NPHUMEHSATHCS aBTOMATU3UPOBAaHHBIE TEXHOJIOTHUU.
[Ipu sTomM cozmaroTcs 0a3bl AaHHBIX (KOPPECIOHICHTOB, ()OPM IOKYMEHTOB, TpadapeTHBIX
TEKCTOB U TEKCTOBBIX 3ar0OTOBOK), MALLIMHHBIE PEJAKTOPCKUE TPOrpaMMBbl U Jp.

[Topsimox pa3paOOTKH, IKCIUTyaTallid U TOJIb30BAaHHUS TAaKUMH CHCTEMaMH ONpeAeIsieTcs
CTaHJapTaMH B 00JIACTH aBTOMATU3UPOBAHHBIX HH(OPMALIMOHHBIX TEXHOJIOTH.

4. KoHTpOo.1b 32 MCIOJIHEHUEM IOKYMEHTOB

4.1. Opranusanus KOHTPOJIS

4.1.1. Bce mnocrtynaromue Ha MM JUPEKTOpa M B aJpec TEXHUKyMa JIOKYMEHTHI,
TpeOyIOIIe NCTIOTHEHUS B MTOATOTOBKH OTBETA, IMOJIEKAT KOHTPOITIO.

4.1.2. KoHTpoJIb 32 UCIIOJTHEHUEM JTOKYMEHTOB YCTAHABIMBAETCS B LIENAX 00ECIIEUEeHUs UX
CBOEBPEMEHHOTO M KaYeCTBEHHOTO MCIIOJHEHUS, TIOBBIIICHUS YPOBHS OPTaHU3aTOPCKON paboThI
Y MCTIOJIHUTEIbCKON AUCIUTITUHBIL.

4.1.5. PykoBoauTenu CTPYKTYPHBIX MOJpPA3/AEICHUI 00s3aHbl paccMaTpUBAaTh COCTOSHUE
UCTIOJHUTENBCKON JHUCHUIUIMHBI MO JOKYMEHTaM C TOPYYEHHUSMH, a TakXKe JIOKYMEHTHI,
MOCTYIUBIINE B aJIPEC CTPYKTYPHOTO MOJIPA3/IEICHUS U TPEOYIOIINE UCTIOTHEHNS U TTOATOTOBKH
OTBeETA.

4.1.6. JIOKyMeHT CYUTAaeTCS WCIOJIHEHHBIM, KOTJa pEIICeHb OKOHYATEeIbHO BCE
MIOCTaBJIEHHBIE B HEM BOIIPOCHI U COOJIIOJICHBI CIESIYIONINE CPOKH:

- €CJIM B IOKyMEHTE MOCTaBJIEH CPOK MCIIOJHEHUS - B YKa3aHHbIN CPOK,

- TOKYMEHTHI 0€3 yKa3aHHs CPOKa MCIIOJHEHUS - B MECSIUHBIN CPOK,

- €CJIM B JOKYMEHTE UMEETCS IOMETKA ""CPOYHO'", - TO B TPEXTHEBHBIN CPOK,

- Iopy4yeHHst 6e3 yKa3aHusi KOHKPETHOM J1aThl UCTIOIHEHUS - B MECAYHBIN CPOK.

Cpok ucuucisercs B KaJICHIAPHBIX JHAX C JIaThl OIMCAHUS TOKYMEHTA.

4.1.7. Ecnmu 1OKyMEHT MCIIOJHEH B ONEPAaTHUBHOM IOpsAIKEe, TO KpoMme 3amucu "B nemo",
MIOJITMICH U TaTHI HCTIOJTHUTENh JIOJDKEH CIeTaTh KPAaTKYIO 3aIiCh «HCIIOJTHEHOY.

4.2. llopsnok CHATHS JOKYMEHTOB C KOHTPOJIS

4.2.1. JIoKkyMEHTbI CHUMAIOTCS C KOHTPOJISI, €CIIU PEIIECHbl IOCTaBJIEHHBIE B HUX BOMPOCHI
WJIM aBTOPAM JIaH OTBET I10 CYILECTBY.

IIpomMeKyTOUHBI OTBET, PAaBHO KaK M 3alpoC [0 HCIOIHAEMOMY JIOKYMEHTY WU
YaCTUYHOE HCIIOJIHEHHE IIOPYYEHUs, HE SBIAETCA OCHOBAaHUEM I IPU3HAHHUA JTOKYMEHTa
HCIIOJTHEHHBIM.

4.2.2. CHITb JOKYMEHT C KOHTPOJS MOTYT TOJIBKO JOJDKHOCTHBIE JIUIA, KOTOpBIE




MIOCTaBUJIU €r0 Ha KOHTPOJIb.

4.2.3. OcHOBaHMEM JJIsl CHATHUSL C KOHTPOJS JOKYMEHTOB C MOPYYEHHUSMU PYKOBOJICTBA
ABISICTCA JTOKYMEHT - OTBET, IOJAINMCAHHBIA JUPEKTOpOM, JTHOO CrIpaBka 00 HCHOJHEHUU
JOKYMEHTA 32 MOJIUCHI0 HauaJbHUKA CTPYKTYPHOTO MOpa3AeICHHUS.

5. Ilopsigok NpoxokaeHns U UCIOJHEHH NMOCTyNaueil KoppecrnoHAeHINH

5.1. Bes moctynatomiasi KOppecrnoHICHIUs MPUHUMAETCSI U PETUCTPUPYETCS CEKPETapeEM C
0053aHHOCTSIMH JICJTOTIPOU3BOAUTEIIS.

[Ipu npueme KOPPECHOHICHIIUU MPOBEPSETCS 1IEIIOCTHOCTh KOHBEPTOB, IPYTOM yIaKOBKHU
Y IPAaBWJILHOCTD aJpeCcOBaHMUSI.

OmuOouYHO 10CTaBIEHHAs KOPPECIIOHACHIINS IEPECHUIAETCS OTIPABUTEIIIO.

Koppecnonnennus, moinydaemass MOJA pPacnucKy (C HapoO4yHBbIM, 3aKa3Has H  T.IL.),
pErucTpUpyeTcs B KypHaie.

5.2. Ilpu BCKpBITHM KOHBEpTa (YHNAKOBKH) MPOBEPSIOTCS MPABHIBHOCTH aJPECOBAHUS U
HaJIM4Yue BIOKEHHBIX JIOKYMEHTOB.

[Ipn oOHapy:XeHUU MOBPEKICHHS, OTCYTCTBUS JOKYMEHTA WIHM MPUIOKEHHUS K HEMY, a
TaK)K€ HECOOTBETCTBHMSI HOMEpPA, YKA3aHHOTO Ha KOHBEPTE, HOMEPY BIIOKEHHOI'O JOKYMEHTa
COCTaBJISIETCSI aKT B JABYX OJK3EMIUISIpaX, OJWH U3 KOTOPBIX MPHIAraercsi K IMOIYYCHHOMY
JIOKYMEHTY, a APYroil HarpasJsieTcsl OTIPABUTEIIIO.

KouBepTbl 0T moOCTymuBIIEH KOPPECHOHICHIIMM COXPAHSAIOTCA M MPWIAraloTcs K
JOKYMEHTaM B CIIy4asX, €CJId aJpec OTIPaBUTENs yKa3aH TOJIbKO Ha KOHBEpTE, €ClIM JaTa
JOKYMEHTa W JaTa ero OTIpPaBKH COTJAaCHO IIOYTOBOMY INTEMIIENI0O HUMEIOT OoJbIine
pacxok/ieHus: BO BpEMEHM; €CJIM KOHBEPT HEOOXOUM B KaUECTBE ONPABIATEIbHOIO JOKYMEHTA
K pacxojaM IO OIUIaTe KOPPECIIOHAEHIIUH.

5.3. Ha Bcex BXOIMMUWX TOKYMEHTaX B TPaBOM HWKHEM CBOOOJHOM OT TEKCTa TOJe
IIEPBOW CTpaHMIbl JOKYMEHTA CTaBUTCS IITAMI C YKa3aHUEM MOPAJKOBOTO PETMCTPALMOHHOIO
HOMEpa U JIaThl NOCTYIIeHUs TokyMeHTa. [lltaMn npocTaBisercs Takke Ha BCEX MPUIIOKEHHSIX
K _JokyMeHTy. Ha koppecnoHAcHIMH, HE NOANESKANEH BCKPBITUIO, INTAMI CTABUTCA Ha
KOHBEpTE.

5.4. Ilepeqaua JOKYMEHTOB U3 OJHOTO CTPYKTYPHOTO TNOJpa3JelieHUus B Jpyroe
MIPOU3BOJIUTCS Y€pe3 OTBETCTBEHHOTO 3a JIEIONPOU3BOJICTBO.

5.5. JIOKyMeHTBI, He TpeOyIolHe JOoKJIaZa PYKOBOJACTBY TEXHHMKYMa, HAIpPaBIISIOTCS
JIEJIONPOU3BOUTENEM JIJIsl UCTIOJHEHUSI B CTPYKTYPHBIE TOApa3/AeIeHUS.

Bce mnocrynuBmive JOKYMEHTHI JIOJDKHBI JOKJIAAbIBaTbCSl JUPEKTOPY B JI€Hb HX
MOCTYTUICHUSI.

5.6. [TonmyynB JOKYMEHTHI Ha HCIIOJIHEHHE, COTPYAHUK TEXHUKYMa JIOJKEH HEMEJIJICHHO
03HAKOMUTbHCS C UX COJIEP KAHUEM, BBIJICIIUB JOKYMEHTHI, TPEOYIOIINE CPOYHOTO UCTIOTHEHUSI.

Eciy [OKYMEHT HanpaBiseTcsl HECKOJbKHMM WCIOIHMUTENSAM, TO JIMIO, YKa3aHHOE B
PE30JIIOIHNH IEPBBIM, SBJISETCS OTBETCTBEHHBIM UCHOJHUTENEM, KOTOPBIM 00s53aH 03HAKOMUTh C
JOKYMEHTOM BC€X JPYTUX B ONEPAaTUBHOM MOpAAKe (B JIEHb TMOJYYEHHUS JIOKYMEHTa) H
OpPraHHU30BaTh B YKA3aHHBIN CPOK €ro MCIOIHEHHUE.

B oraenpHBIX ciydasx Takhe JOKYMEHTBI MOTYT THPaXHUpPOBAaTbCS U IIEPENABATHCA B
COOTBETCTBYIOIIIUE CTPYKTYPHBIE MOIpa3/IeIICHUS.

5.7. Kaxnplii COTpYAHHMK TEXHUKyMa OOECIeYMBAeT  OINEPATUBHOCTb,  KadyeCTBO
WCIIOJIHEHUS! U COXPAHHOCTh JOKYMEHTOB.

5.8. [lepenaua TOKYMEHTOB OT OJIHOTO HCIIOJHUTENS K APYrOMY MOKET MPOU3BOIUTHCS
TOJIBKO Yepe3 JIHUI0, OTBETCTBEHHOE 3a JAIOMPOU3BOICTBO B CTPYKTYPHOM IO/IPa3/ICICHUN.

5.9. [locne pemieHHs MOCTABICHHBIX B JOKYMEHTE BOIIPOCOB MCIOJIHHUTENb BHU3Y HEPBOM
CTpaHUIIbl TOKYMEHTa JOJDKEH CJeNlaTh OTMETKY 00 MCIOJIHEHUH TOKYMEHTA U HAIIPaBIIEHUHU €0
B JIEJIO.
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6. [TopsiaoK MOATOTOBKH M MPOXO0:KAEHUS MCXOAAIIUX M BHYTPEHHUX JIOKYMEHTOB

6.1. [TopsimoK TOATOTOBKM HMCXOJSIIMX JOKYMEHTOB BKJIOYaeT B ceOs paboTy 1o
COCTAaBIICHMIO  TNPOEKTa  JIOKyMEHTa, COIJIACOBAHHWIO,  TOAMHUCAHHIO  (YTBEP)KICHHUIO),
TUPAKUPOBAHUIO U OTIIPABKE.

6.2. lo mepemayum JOKYMEHTa Ha TIOAIMKUCh WCIIOJHUTENb JOJDKEH IPOBEPHUTH €ro
COJlep’KaHue, TMPAaBUIBHOCTh OQGOPMIICHHS, HAIHYME HEOOXOIMMBIX BHU3 W TPHUIIOKEHUH.
JIOKyMEHT TpEeICTaBIseTCS Ha MOJIKMCh BMECTE C MaTepuallaMd, Ha OCHOBAaHHMH KOTOPBIX OH
TOTOBUJICS.

6.3. JIOKyMEHTBI, TIOANMKMCAHHBIE JUPEKTOPOM, U aJpECOBaHHBIC B  BBIIICCTOSIIHEC
OpraHU3aIlH, PETUCTPUPYIOTCS M JOCTABIIAIOTCS aJipecaTaMm.

JIOKyMEHTBI,  TOJIUCAHHBIE  PYKOBOJUTEISIMU  CTPYKTYPHBIX  IOJpa3/ieicHUH,
PETUCTPUPYIOTCS M HAITPABJISIFOTCS Y€PE3 OPTaHbI ITOYTOBOM CBSI3H.

6.4. BuyTpenHue 10KyMeHTbl O(OPMIISIOTCS U UCTIONHAIOTCS (MCTIONB3YIOTCS) B IIpeenax
TEXHUKYyMaA.

6.5. BHyTpeHHHE JOKYMEHTHI (JOKJaJHBIC 3allMCKW, CIPaBKHA, CBOJKK U Jp.)
paccMaTpUBaOTCS TEMU JIOJDKHOCTHBIMHU JIMIIAMU, KOMY OHHU HAIIPaBJICHBI.

6.6. KonBeproBanue u OTIIpaBKa KOPPECHOHCHIIUU M JIPYTHX IMOYTOBBIX OTIPABICHHIMA
MIPOU3BOJIUTCS CTPYKTYPHBIMH OIpa3ACICHUSMHU.

7. PerucTpanusi 10KyMeHTOB
7.1. Peructpanus JOKyMEHTOB
7.1.1. Perucrpanys JOKYMEHTOB B TEXHUKYME OCYIIIECTBIISIETCS AEIEHTPAIN30BAHHO:
7.1.2. Bxoasmuiye JOKYMEHTBI PETUCTPUPYIOTCS B JICHDb MOCTYIUICHHUS, 3 HCXOISIINE 1
BHYTPEHHHUE JTIOKYMEHTHI B JCHb MMOAMHUCAHUS.

8. PaboTa ucnosiHUTeIEH € TOKYMEHTAMH

8.1. PykoBoauTenn  CTPYKTYpHBIX  TOJpa3felieHud  TeXHHKyMa o0ecreynBaroT
OIICPaTUBHOC PACCMOTPCHUC JOKYMCHTOB, IEp€aady HUX HCHOJHUTCIIO B JCHDb IOCTYIUJICHUA,
KOHTPOJIb 32 KAU€CTBEHHBIM UCIIOJIHEHUEM JOKYMEHTOB.

8.2. [Ipu paccMOTpPEHUH KOPPECHOHACHIIMU PYKOBOJUTENb MOIPA3/ICICHUS BBIACISICT
JOKYMEHTBI, TpeOyIolle CpPOYHOTO HCIMONHEHUs. Tak, JOKYMEHTBI, TPHUCIAHHBIE IS
COTJIACOBAHUS, pACCMATPUBAIOTCS B JIEHb UX MTOCTYIUICHHS.

HcnonuuTenpb moyydyaeT JOKYMEHTHI B JICHb WX PETHCTPAIMH WM Ha CIEAYIOIIUN JIeHb B
COOTBETCTBHUH C PE3OJTIONUCH PYKOBOIUTEIS.

CpouHble JOKYMEHTHI TIEPEAI0OTCsl HEMEIJICHHO.

8.3. UcronHeHne JOKyMEHTa TpeaycMaTrpuBaeT cOop © 00paboTKy HEOOXOIUMON
uHpopManuy, TOATOTOBKY TMpPOEKTa JIOKyMEHTa, ero oQopMmIeHHe, COoriacoOBaHHeE,
MIpe/ICTaBIeHUE UM TIONUCcaHue (YyTBEpKACHNUE) AUPEKTOPOM TEXHUKYMa WIIH PYKOBOIAUTEIIMU
CTPYKTYPHBIX TIOJIpa3ieNieHUH, MOATOTOBKY K TIEPEChUIKE aJpecary.

HcnomauTenb onpeenseT HeoOX0AMMOe KOJMISCTBO IK3EMILIIPOB JOKYMEHTA, IepeIacT
JOKYMEHT Ha TUpakupoBaHuWe. Ha JTOKYMEHT, pacchliaeMblii Oojiee 4eM B YeThIpe ajpeca,
HUCITOJHUTECIIb TOTOBUT CIIMCOK HA PACCBHUIKY.

8.4.Tlpu omepaTHBHOM pEIICHHH BOMPOCOB 0€3 COCTAaBIEHUS JIOMOJHUTEIBHBIX
JOKYMEHTOB HCITOJIHATENb JIeJIaeT OTMETKH Ha JIOKYMEHTe O Jare TOCTYIUICHUs (eciu
o0Opa3oBaJicsi WHTEpBAJl BPEMEHH MEXIy IOCTYIUICHHEM JOKyMEHTa B TEXHUKYM H €ro
JOCTaBKOM HCHIOJHUTENI0), O JaTaXx MPOMEXKYTOYHOTO WCIIOJHEHUs (3ampoc CBEJIEHU,
TeneoHHBIE IEPETOBOPHI U T.11.), O IaTE U PE3yIbTaTe OKOHYATEIHLHOTO UCTIOTHEHUSI.

8.5.[lpy Hanmuuuu OTBETCTBEHHOI'O KCIIOJIHUTEIS BCE OCTaJbHBIE HCIOJHUTEIN
CBOCBPCMCHHO )41 Ka4E€CTBCHHO IpoBOAAT aHaJIu3 I/IH(I)OpMaI_II/II/I u NpeaACTaBJIAIOT
OTBETCTBEHHOMY HCIIOJHUTENI0O B YCTAHOBJIGHHbIE WM CPOKH HEOOXOIMMbIE JIOKYMEHTBHI
(IpOEKTHI JOKYMEHTOB, CIIPaBOK, CBEIEHUH U T.11.).
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OTBETCTBEHHBI  WCIOJHUTENb  HECET  IIEPCOHATBHYIO  OTBETCTBEHHOCTh  3a
HEJI0OCTOBEPHOCTH MH(OPMAINH, HCIIOJIb30BAHHOM IPH MOITOTOBKE TOKYMEHTA.

8.6. UcnonHuTens  HeceT  OTBETCTBEHHOCTh 32  HEcOONoJeHHEe  TpeOOBaHMIMA
UCTIOJIHUTENBCKOW  JAWMCHMIUIMHBI, 32  HENPaBWIBHOE  HCIOJIb30BAaHHE  JICHCTBYIOLIMX
HOPMATHUBHBIX JIOKYMEHTOB B TIOJrOTOBKE, O()OPMIIEHUH U UCTIOJIHEHUH JJOKYMEHTOB B CPOK.

8.7. cnonHMTENs MIMEET IMPaBO IOJIb30BATHCS ABTOMATH3MPOBAHHBIM OaHKOM JIaHHBIX
TEXHUKYMa, CIPABOYHO - MH(MOPMAIMOHHBIMU (OHIAMH M OMOIMOTEKaAMH Ui TOJTY4eHUS
HE0O0X0 MO HH(POPMAIIHH.

9. [lewaTaHue U TUPA:KMPOBaHHE JOKYMEHTOB

9.1. IleyaTanvie  AOKYMEHTOB, HAOpPaBISEMBIX B  BBIIIECTOSIINE  OPraHU3alHU
OCYUIECTBIAETCA B CTPYKTYPHBIX IMOJPAa3JEICHUAX, TOTOBAIIMX 3TH JOKYMEHTHL. B cBs3M C
aBTOMATHU3alMeld JOKYMEHTALMOHHBIX IIPOLECCOB B TEXHUKYME M IEPEXOJOM CTPYKTYPHBIX
1ozipa3JiesieHnii Ha paboTy ¢ nepcoHalbHbIMU OBM HCIONHUTENb TOTOBUT POEKT JIOKYMEHTA U
BBIBOJIMT €0 HA IPUHTEP B CBOEM CTPYKTYPHOM IOAPA3AEICHUH.

9.2. TupaxupoBaHue [IOKYMEHTOB, KaK NpPaBWJIO, TMPOUZBOAUTCS B CTPYKTYpPHBIX
MOJpa3IeJICHUAX HA MHOXKUTEIBHBIX allllaparax s ONepaTUBHOIO KOIIMPOBAHU.

TupaxupoBaHUIO NOIEKAT  TOJBKO  JTOKYMEHTBI, OTHOCAIIMECS K  CIy)eOHOHU
JEATEIIbHOCTH TEXHUKYMA.

KoHTpousib 32 THpaXMpOBaHUEM  JIOKYMEHTOB B CTPYKTYPHBIX  NOJAPA3ACICHUAX
BO3JIAraeTcsl Ha PYKOBOJUTENEH.

10. YyeT u XpaHeHMe nevaTeil, IITAMIIOB U 0JJAHKOB

10.1. O6s3aTenbHOMY yueTy HOJUIeKAT BCe BHUJbI IeyaTeil M IITaMIoOB, OJaHKH C
VIJIOBBIMH W TPOJOJBHBIMHA IITaAMIAMH TEXHHKYMa, KOMAaHIUPOBOYHBIE M OTIIYCKHBIC
YJIOCTOBEPEHHMSI, TPYIOBbIE KHIKKH.

10.2. Y4er Bcex meyaTell M MITAMIIOB, UMEIOIIUXCS B TEXHUKYME, BEACTCS B CIIEIUAITEHOM
KypHaie.

10.3. [levaTy 1 mTaMIBI TOJKHBI XPAHUTHCS B Ce(ax MM METAIUTMYECKHUX IKadax.

10.4. OTBeTCTBEHHOCTh 3a XpaHEHHWE M MCIIOJIb30BAaHHUE IevyaTel, MTaMIIOB U OJaHKOB B
CTPYKTYPHBIX TTOJIPA3/ICICHUSX HECYT PYKOBOJUTENN CTPYKTYPHBIX MO/IPa3AeIeHUN, CEKPETapH,
JIMI1a, OTBETCTBEHHBIE 32 BeJIEHHUE Je0NPOU3BOCTBA.

[ledaTh cleyeT MpoCTaBISATh TAKKMM 00pa3oM, YTOOBI OTTHCK 3aXBATWJI YacTh CIIOB
HaMMEHOBaHMS JOKHOCTHOIO JIMIA, OIIMCHIBAIOIIETrO JIOKYMEHT, U HaYaJlo TMYHON MOMHUCH.

10.5. TlevaTy 1 mWITaMIBl YHUYTOXKAIOTCS IO AKTY.

10.6. [IpoBepka Hamuuus revyarei, MTaMIOB U OJaHKOB, a TAaKXKe MOPSJIKAa UX XPAaHEHUS U
WCTIOJIB30BAHUS TIPOM3BOANTCS KOMHCCHEH HE peke OJHOTO pa3a B TOJ] OJHOBPEMEHHO C
MIPOBEPKOM COCTOSHUS JIEIONPOU3BOICTBA.

11. CocTraBjieHHEe HOMEHKJIATYPHI A€

11.1. HomenksaTypa JAen TeXHHKyMa - OGQOpPMJICHHBI B YCTAaHOBJICHHOM MOPSIKE
CHCTEMaTU3HPOBAHHBIN NEPEUYEeHb 3aroJ0BKOB (HAMMEHOBAaHUIN) JIell, 3aBOIUMBIX B TEXHUKYME, C
YKa3aHHEM CPOKOB UX XPaHEHUS.

Homenknarypa fen npenHazHadeHa JJisi TPYIIUPOBKH HCIIOJHEHHBIX IOKYMEHTOB B JiefIa,
CUCTeMAaTH3alluM W ydera Jell, MHAEKCAlUM [l U ONPEIENIeHUsS CPOKOB HX XpaHEHHS.
Homenknarypa pgenm sBIs€TCS CXEMOW IOCTPOEHHS CIPABOYHOW KAPTOTEKH HCHOJHEHHBIX
JIOKYMEHTOB M OCHOBOM COCTaBJICHUS OMHUCEHN I TOCTOSTHHOTO U BpeMeHHOTro (cBbime 10 jeT)
XpaHEeHHUS.

11.2. HomeHkmatypa €1 TEXHHKyMa COCTAaBJSETCS PYKOBOIUTEISIMU CTPYKTYPHBIX
MO/IPa3AEJIEHUI IPU METOINYECKON ITOMOIIY OTBETCTBEHHOIO 32 apXUB.

Homenknatypa pen TeXHHKyMa, MpeIBapUTENIbHO COTJacOBaHHAs C O3KCIEPTHOM
komuccueit (OK) TexHHKyMa, COrfIacOBBIBACTCS C SKCIIEPTHO - MpoBepouHoil komuccueit (DIIK)
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rOCyJapCTBEHHOT'O OpraHa yIpaBJI€HHs apXUBHBIM JICJIOM U YTBEPHKAAETCS JUPEKTOPOM.

11.3. IIpu cocTaBieHMM HOMEHKJIATYpbl A€l TEXHUKyMa CIENyeT pPYKOBOJCTBOBAThCS
YCTaBOM TEXHUKYMa, MOJOKECHUSAMHU O CTPYKTYPHBIX MOJPA3JEICHUSIX, IITATHBIM paciCaHuEeM
TE€XHUKYMa, IUNIaHAaMH U OTYETaMH O paboTe, MPUMEPHONH HOMEHKIATypol €] TEXHUKyMa.

11.4. B HoMeHKNATypy el TEXHUKyMa BKJIIOYAOTCS 3aroJIOBKU [I€J, OTPa)karolhe BCeE
JOKYMEHTUPYEMbIE YUaCTKU PaOOThI OAPA3ICJICHUH, Pa3INYHOr0 poJa KapTOUKH U T.JI.

11.5. Ha3zBanussMu pa3ze’oB HOMEHKIATypbl Jiel1 TEXHHUKyMa SIBIISAIOTCS Ha3BaHUs
CTPYKTYPHBIX IOJpa3JelIeH; pa3enbl paclojaraloTcsi B COOTBETCTBHM C YTBEP)KIECHHOM
CTPYKTYPOM.

11.6. I'padpl HOMEHKNATYpPHI J€J TEXHUKYMa, €ro CTPYKTYPHBIX IOJpa3AcIICHUMA
3aIOJIHSIOTCS CIAEAYIOUUM 00pa3oM:

B rpade 1 npocraBifroTcs HMHAEKCHl KaXJOro JieNa, BKIOYEHHONO B HOMEHKIATYpY.
WHpekce nena COCTOUT U3 YCTAaHOBICHHOTO B TEXHUKYME H(POBOTO 0003HAUYEHUS CTPYKTYPHOTO
MOJIpa3/ieIeHusl M IOPSAAKOBOIO HOMEpa 3arojioBKa Jiela IO HOMEHKJIAaType B Ipenenax
CTPYKTYpPHOTO Tozipa3ieieHus. MHaeKcsl aen 0603HaqaroTest apabCckuMu udpamu.

B rpady 2 3akiarodarorcs 3aroyioBKH 1€ (TOMOB, 4acTeid).

[Topsimok pacnosokeHus 3aroJIOBKOB BHYTPHU pa3JesioB U MOApa3e/eHU HOMEHKIIATyphl
JIeTT OTIPENIEISIETCS] CTETIEHBI0 BAXKHOCTH JIOKYMEHTOB, COCTABIISIONIUX JIe)Ia, UX B3aUMOCBSI3bIO U
cucTeMaTu3anuei T0KyMeHTOB BHYTpPH Jeja.

B nauvane pacmomararorcs  3aroJioBKM €N,  COAEpXKAIlUX  OpraHU3alMOHHO-
pacropsIuTeNbHY0 JOKyMeHTaluio. J[lamee pacrnonaratroTcs 3arojOBKH JIeN, COJEpIKalIuX
TUTAHOBBIE M OTYETHBIE JOKYMEHTBI, IEPEIHICKY H T.1.

3arosoBOK Jiejia J0JKEH 4eTKO B 00001IeHHOM GopMe OTpaxkaTb OCHOBHOE COJIEp)KaHUE U
COCTaB JOKYMEHTOB JIeNa.

He nomyckaercss ynorpeOieHue B 3arojioBKax [Jell HEKOHKPETHBIX (HOpMYyITUPOBOK
("paznble maTepuainbl”, "obmas nepenucka" u T.1.).

3aroJ0BKH JIeJ1 MOT'YT YTOUHSATBCA B Iporiecce popMUpOBaHUS U 0OPMIICHHS JIEII.

I'pada 3 3amonHsETCS 10 OKOHYaHUH Y4EOHOTO To/Ia.

B rpade 4 ykaspiBaeTcsi CpOK XpaHEHUs Jiesia, HoMepa cTaTe.

B rpape 5 '"lIpumewanue" yKa3blBalOTCA Ha3BaHUSA IEpPEYHEW JIOKYMEHTOB,
UCIOJIb30BAHHBIX MPU ONPEAETICHUH CPOKOB XPAaHEHMs JIeN, IPOCTABISAIOTCS OTMETKH O
3aBEJICHUM JIeN, TIePEeXOMSAIIMX JejlaX, BBIACICHHHM JIel K YHUYTOXKEHHIO, O IIUIaX,
OTBETCTBEHHBIX 3a oOQopMJeHHEe Jel, O Imepeaade Jesl B JPYTyl0 OpraHu3alio  JUls
MIPOIOIDKEHHS U JIP.

12. ®opmupoBanue e

12.1. ®opmupoBaHue Jea - TPYINIUPOBKA WCIIOTHCHHBIX JIOKYMEHTOB B Jiela B
COOTBETCTBUH C HOMEHKJIATYPOH JIe] U CUCTeMaTH3aliel TOKyMEHTOB BHYTPH JIeTl.

Jllema B TeXHHKyMe (OPMHUPYIOTCS JICIICHTPAIU30BaHHO, T.€. B CTPYKTYPHBIX
MO/Ipa3/IeNICHUSX JINI[aMHU, OTBETCTBEHHBIMU 32 JEIOMPON3BOACTBO.

MeToaudyeckoe PYKOBOJCTBO M KOHTPOJL 3a MPaBWIbHBIM (OpMHpOBaHHEM JieT B
TEXHUKYME OCYIIECTBISIETCS JINIIOM, OTBETCTBEHHBIM 32 BEJICHHUE apXHBa TEXHUKYMa.

12.2. Tlpu dopmupoBaHUU el HEOOXOTUMO COOIIOJIATh CIICAYIOIIHE OOIIUe IpaBHIIA:
MOMEIIATh B JENIO TOJBKO UCIIOJIHEHHBIE, TPABUIILHO 0(hOpMIIEHHBIE JOKYMEHTHI B COOTBETCTBUU
C 3aroJIOBKaMH JeJl TI0 Pa3pelieHHI0 OJHOTO BOIPOCA; TPYIIIHPOBATh B JCIO JOKYMEHTBI
y4eOHOro Toja, 3a UCKIIYCHHEM TepeXOsIIuX [el; pas3leiabHo (QopMHpOBaTH B Jeia
JIOKYMEHTBI TTOCTOSIHHOTO M BPEMEHHOTO CPOKOB XpaHEHMs. B 1emo He JOIDKHBI MOMENAThCs
JOKYMEHTBI, TOJJICKAIINE BO3BpPATYy, IUIIHHE D3K3EMIUISIPHI, YEPHOBHKH; JEII0 HE MOKHO
npeBbImaTh 250 TUCTOB.

12.3. Homep nena, B KOTOpOE TOJKEH OBITh MOJIIUT JOKYMEHT, ONpeeNsieT UCTIOTHUTENb
nmo HoMmeHkJatype. Ha mokymenTte mpocraBmsitorcs: ormerka "B gemo N...", mara, moamuck
WCTIOJTHUTEIIS WA PYKOBOIUTENS CTPYKTYPHOTO MOAPA3ICIICHHUS.
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12.4. JlokyMeHTBl BHYTPH [ieJla PACIOIaraloTcsi B  XPOHOJOTHYECKOH, BOIPOCHO -
JIOTHYECKOM MOCIIeIOBATEIPHOCTH WIIM UX COYCTAHUHU.

PaCHOpHZ[I/ITeJIBHbIe AOKYMCHTBI TI'PYIIIUPYIOTCA B J[€JIa IO BUAAM B XPOHOJIOTMYCCKOM
MOPSIKE C OTHOCSAIIMMUCS K HUM TIPUIIOKCHUSMHU.

VYcraBbl, NOJIOKEHUS, UHCTPYKLUHU, YTBEPKICHHBIE PACIOPSAUTEIbHBIMU JOKYMEHTAMU,
SIBJISTFOTCS TIPHJIOKEHUSIMA K HUM M TPYIITUPYIOTCSI BMECTE C YKa3aHHBIMHU JIOKyMeHTaMu. Ecin
K€ OHHM YTBCPKACHBI B Ka4YCCTBC CAMOCTOATCIBHOIO AOOKYMCHTA, TO HUX TIPYHIIMPYIOT B
CaMOCTOSITEIILHBIC JIeIa.

IIpuka3sbel 10 OCHOBHOM AEATEIBHOCTU IPYHIIUPYIOTCSA OTAEIBHO OT MPUKA30B I10 JINYHOMY
COCTaBYy.

[Ipukazsl 1o JMYHOMY cocTaBy (0 KOMAaHJIMPOBKAaX, OTIYCKAaX, B3bICKAHUSX)
(bopMHpYIOTCS B OTACTBHOE JIEIO.

[IpoTokombl B Jene pacrojiaraloTcsi B XPOHOJOTHYECKOM TOpPSIKE IO HOMEpam.
JIOKyMEHTBI K IMPOTOKOJaM, CTPYIIIHPOBAHHBIC B OTIEIIbHBIC Jea, CUCTEMAaTH3UPYIOTCS IO
HOMEpaM IPOTOKOJIOB.

YTBep)KI[eHHI)IG IUIaHbl, OTYCTbI, CMCTbI, JIMMHUTBLI, TUTYJIBHLIC CIIMCKHU W OPYIUc
JOKYMEHTBI TPYIIITUAPYIOTCS OTACIBHO OT IPOCKTOB.

JIOKYMEHTBI B JIMYHBIX JIeJaX PAcIloararoTcs 10 MEpe UX MOCTYIUICHHUS.

JluneBbie cyera pabOYMX M CIYXKaIMX TPYIIUPYIOTCS B CAMOCTOSTEIbHBIC Jeia |
pacmojiararorcd B HUX B IIOPSAAKE aJI(baBI/ITa 110 (1)aMI/IJ'II/I$IM, HUMEHAM U OTUYCCTBAM.

[Ipemtoskenus, 3asiBICHUS M KOOI TPaXk/1aH 10 y4eOHO - MPOU3BOACTBEHHBIM BOIIPOCAM
H BCC IOOKYMCHTBI IIO0 HX PpaCCMOTPCHUIO W MCIIOJIHCHHUIO TPYHIIUPYHOTCA OTACIBHO OT
MPEUIOKEHUH, 3as8BJICHUN M KaJI00 TPasKIaH MO JIMYHBIM BOIIPOCAM.

[lepermcka Tpymmupyercs, Kak MpaBWIO, 3a TEPUOJa KAJICHIAPHOTO Troja U
CUCTEMAaTHU3HPYETCS B XPOHOJIOTHYECKON MOCIEA0BATETHbHOCTH; JOKYMEHT - OTBET MOMEIIaeTcs
32 JOKYMEHTOM - 3ampocoM. [Ipm BO30OHOBIEHHH TMEPENHCKH IO ONPEAEICHHOMY BOIPOCY,
HayaBLIEHCS B MpEeAbIAyIIEM TIOAY, JOKYMEHTBI BKJIKOYAKOTCA B JEI0 TEKYyIEro roaa ¢
yKa3aHHEM MHJEKca Jiea MPeAbLAYIIero roja.

13. Odopmiienue e

13.1. [lena TexHuKyMa MO/AJIEKAT 0(OPMIICHHUIO TIPU MX 3aBEACHUU H IO 3aBEPIICHUH TO/a.
Odopmrnenne aen BKIIOYAET KOMIUIEKC pabOT MO TEXHUYECKOM 00pabOTKe U MPOBOAMUTCA
COTPYTHUKAMHU COOTBETCTBYIOIIHUX CTPYKTYPHBIX MOPA3CIICHUH TTPU METOINYCCKON ITOMOIIN U
MOJ1 KOHTPOJIEM JIMIIa, OTBETCTBEHHOTO 32 BEJCHHE apXHUBa.

13.2. B 3aBUCUMOCTH OT CPOKOB XpaHEHHUS MPOBOIUTCS TOJHOE WJIA YaCTHIHOE
odopmiieHue aed.

[MostHOMY 0(hOPMITEHHIO TIOJUIEKAT JIeJIa TIOCTOSIHHOTO, BpeMeHHOoro (cBbimie 10 jer)
XpaHeHUs 10 IMYHOMY cocTaBy. [ToHoe odopmMieHue jiea npeaycMaTpruBaeT:

MTOJIITUBKY WJTH TIEPEeIIIEeT JeIa;

HyMEpaIIO JICTOB B JICTE;

COCTABJICHHE 3aBEPUTEIIHHON HAJIIMCH JIENa;

COCTaBJICHHE B HEOOXOUMBIX CITydasx BHYTPEHHEW OMHUCU JOKYMEHTOB JIeJia;

BHECEHHE HEOOXOJMMBIX YTOYHECHHUU B PEKBH3UTHI OOJIOKKH Jieia (YyTOYHEHWE Ha3BaHUS
OpraHM3alliy, HHACKCA W 3aroJIOBKa Jela, IaThl JeNa U Jp.).

Jena BpemenHoro (mo 10 jer BKIIOYHTENBHO) XpaHEHHUs IOJUIEKAT YACTUYHOMY
opopmileHHIO;  Jenla  JIOMYCKAaeTCs XPAaHWTh B CKOPOCHIMBATENAX; HE TPOBOJUTH
IepecucTeMaTH3aluIo JIOKYMEHTA B JIeJe, JIUCTHI Jlella He HyMEpOBaTh, 3aBEPUTENIbHbBIC HAANUCU
HE COCTaBJISITh.

B nensix obecnieueHusi COXpaHHOCTH U 3aKpEIUICHUS MOPsI/IKa PaCHOIOKEHUS TOKYMEHTOB,
BKJIFOUEHHBIX B JIEJIO, BCE JUCTHI HYMEPYIOTCS apaOCKuMu nudpamMu BaJoBOW HYMEpalud B
MIPaBOM BEPXHEM YTy, HE 3a/ieBasi TEKCTa JJOKYMEHTA, POCTHIM rpaduuecKUM KapaHJalioM HIn
HYMEpaTOPOM.
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[To oxoHYaHWU TO/1a B HAJMUCH HA O0JIOKKAX JIe] TOCTOSTHHOTO M BpeMeHHOTro (cBbitie 10
JIET) XpaHEHHsI BHOCSATCS YTOUYHEHHMS: MPOBEPSIETCS COOTBETCTBUE 3ar0JOBKOB JIeJ HA OOJIOKKE
co;[epxcaHmo IIOAIINTBIX I[OKYMGHTOB, B HCO6XOI[I/IMLIX cnyqaslx B 3aroJIOBOK J¢€JIa BHOCATCA
JOTIOJTHUTEIBHBIE CBEICHUS (IIPOCTABIIAIOTCS HOMEpA MPUKA30B, BUIBI U ()OPMBI OTYETHOCTH U
T.IL.).

14. OnepaTnBHOE XpaHeHHe JOKYMEHTOB H J1eJ

14.1. C moMeHTa 3aBeieHUs U A0 Mepeadyn B apXUB TEXHUKyMa Jeja XpaHsATcs M0 MECTY
ux (POpMHUPOBAHHUS.

PykoBoauTenu CTpyKTYypHBIX MOJApa3f€lI€HUH M COTPYAHUKH, OTBevarollue 3a
JEJI0NIPOU3BOCTBO, HECYT OTBETCTBEHHOCTh 3a COXPAHHOCTD JJOKYMEHTOB U JIEI.

Jlena HaxonsATcsi B paOouMX KOMHATaxX MM B OTBEICHHBIX JUI HHUX IOMEIIECHUSX,
pacrionaratorcsi B mkagax, 00ecreuynBaromrX UX MOJHYI0 COXPAHHOCTh. B LensxX MOBBIIICHUS
OIIEPATUBHOCTHU IOMCKAa JOKYMEHTOB JieJla PaclojararTcsi B COOTBETCTBUU C HOMEHKJIATYypou
nen. HomeHkaTypa Jien uiiu BBIITHMCKA U3 Hee MOMEIIaeTcs Ha BHYTPEeHHEH cTopoHe mKada.

Ha xopenikax 0010kKeK el yKa3bIBalOTCS HHIEKCHI 10 HOMEHKIIATYPE.

14.2. Boinaua fenn mojpas/ieNieHusiM WM CTOPOHHHUM OpraHU3alMsM IPOU3BOAUTCS C
paspeuieHuss pykoBoacTBa. Ha BbljaHHOE [Jeio0 3aBOAMTCA KapTa - 3aMECTUTENb Jea.
CTOpOHHUM OpraHMU3aLUAM JIeJ1a BBIIAKOTCS 110 aKTaM.

W3paTue AOKYMEHTOB W3 JIed MOCTOSHHOTO XPaHEHMs JOIYCKAeTCsl B MCKIFOUMTEIbHBIX
cllyyasix M TNPOM3BOJUTCSA C pa3pellieHHs AUPEKTOpa ¢ 00s3aTelbHBIM COCTaBICHUEM B Jelie
3aBEpEHHOM KOIMUU JOKYMEHTA U aKTa O MPUUYMHAX BbIJA4YU MOJIMHHHKA.

15. [lepenaua nes B apXuB TeXHHKYMa

15.1. Jlns obecrieueHus: COXpaHHOCTH JJOKYMEHTOB CO3/1a€TCsl apXUB TEXHUKYMA.

15.2. B apxuB nepemaroTcs jea MOCTOSIHHOTO, BpeMeHHOro (cBbiie 10 yeT) XpaHeHus u
JieJ1a TI0 TMYHOMY COCTaBYy.

15.3. B cBoeil AeqATenbHOCTH apXWB TEXHHKyMa PYKOBOJICTBYETCS HOPMATHBHBIMH U
METOAMYECKUMH JOKyMeHTamMu PenepanabHOM apXuUBHOW ciyxkObl Poccuu, monoxeHuem o0
apXuBe TEXHUKYMa.

15.4. Jlena nocTOSSHHOTO CpOKa XpaHEHUs EPEJAIOTCS B apXUB IO OMUCSM.

Jlena BpemeHHoro (10 10 yieT BKIIOYUTENBHO) XpAHEHHUs Mepeaayde B apXuB, KaK MpaBuio,
HE IOAJIEXKAT, OHM XPAHATCS B CTPYKTYPHBIX TMOJPA3AEICHUSAX M 10 HCTEYEHHH CPOKOB
XpaHEHUs MOJUIekKAT YHHUUTOXKEHHIO B YCTAHOBJIEHHOM MOPAJKE; B HCKIIOUUTENbHBIX CIydasx
10 PELIEHUIO PYKOBOJCTBA MEpEAAIOTCs B apxuB. VX nepenada ocymecTBiIsieTcs 10 OMUCIM WU
HOMEHKJIaTypam JIell.

15.5. [lepenaua fen B apXUB OCYLIECTBIISIETCS MO Ipad UKy, COCTABICHHOMY apXHUBOM.

[Ipuem kaxmoro nena MNPOU3BOAMTCSA JIMIIOM OTBETCTBEHHBIM 32 BEJIEHHUE apXuBa B
NPUCYTCTBUM pabOTHHKA CTPYKTYPHOTO mojpasaeneHus. Ha sk3eMIuisipax oONHUCH TNPOTUB
KaXJ/I0T0 JieJa, BKIIIOUEHHOTO B Hee, JeNaeTcsi OTMETKa O HaIu4uuu jAena. B KoHIEe Kaxaoro
9K3EMIUISIpa OMUCH YKa3bIBAIOTCS HU(PpPaMH U MPOMUCHI0 KOJINYECTBO (PaKTHUECKH NMPHUHSATHIX B
apxuB Jiel, HOMEepa OTCYTCTBYIOIMX JIeJI, Jara IMpuemMa - Iepefadd Jesl, HOJANHCH JIHLA
OTBETCTBEHHOTO 32 BEACHHUE apXUBa U COTPYAHHKA, IEPEAABILIETO AEa.

Jlena B apXuB JOCTaBIISIFOTCS] COTPYIHUKAMH CTPYKTYPHBIX TMOJpa3/ieieHUH, YBI3aHHBIMU
B CBSI3KHU.

Bmecre ¢ nenamMu B apXuB TEXHHKyMa IE€pPEAArOTCSl PETUCTPALlMOHHbIE KAPTOTEKH Ha
JOKYMEHTBI. 3arojIoBOK KaXJ10M KapTOYKH BKIIIOYAETCS B OIKUCH.

CoryacoBaHo

IOPUCKOHCYJIBT O.B.bpeycosa

«

» 2022
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JInceT o3HaKOMJIeHUSA

¢ Uucrpykuueii no neaonpousoacrsy B IBIIOY CO «bopckuii rocyiapcTBeHHbIH

TCXHUKYM»

NoNe

JOJIDKHOCTB

(dhaMuIus, UMs, OTYECTBO

POCIIUCH

nara
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