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1. OO1He nosoxenus
1.1. Hacrosmas Muctpykuusa no aenonpoussoacrsy B I'BIIOY «Mo3snokckuii

arpapHo — MPOMBIILICHHBI TEXHHKYM» (fanee - MucTpykums) ycranasnupaer eaunyio

CHCTEMY MIENONPOH3BOACTBA B TEXHHKYME (IaJiee — TEXHHKYM).

1.2. PykoBOACTBO M KOHTPOJIb 33 BEICHHEM [IC/IONPOH3BOACTBA B TEXHHKYME
OCYLIECTBIISET AUPEKTOP. JIHPEKTOP NAET yKa3aHus MO BONPOCAM OPraHH3aluK BeAEHHS
JIENONPOU3BOACTBA, 00A3ATENBHBIE /1S HCMOIHEHHS CTPYKTYPHBIMH MOAPa3ieIeHHAMH
TEXHHKYMa, IPOBEPAET COCTOSAHHE NEIONPOH3BOICTBA.

1.3. OTBETCTBEHHOCTh 3a OPraHM3alHIO JENONPOH3BOACTBA, CBOEBPEMEHHOE H
Ka4YeCTBEHHOE HCIOJIHEHHE IOKYMEHTOB, HX COXPaHHOCTh BO3/1araeTcs Ha pyKOBOAHTEEH
CTPYKTYPHBIX MOJPA3JACICHHIA TEXHHKYMA. PyKOBOAHTENH CTPYKTYpPHBIX NOApa3aeneH i
JO/KHBI MPHHHMAaTh MeEpPHl K O00ECIeYeHUI0 MNPABMJIBHOIO H  PALUOHATIBLHOTO
HCIOJIb30BaHHs CPEACTB OPITEXHHKH, PACXOIOBAHHS CIYXEOHBIX 0J1aHKOB H OyMarH.

1.4. HenocpencTseHHoe BeneHUE AENONPOW3BOACTBA BO3NAraeTcs Ha CeKpeTaps,
KOTOpHIH 00ECNEYHBAET YYET W NMPOXOXKIACHHE NOKYMEHTOB B YCTAHOBJIEHHBIE CPOKH,
HH()OPMHPYIOT PyKOBOJCTBO O COCTOSHHH UX HCIIOJHEHHUS, OCYIIECTBIISAET 03HAKOMIIEHHE
COTPYAHHKOB C HOPMATHBHBIMU U METOANYECKUMH JAOKYMEHTAMH T10 IENIONPOH3BOACTBY.

1.5. PaboTHMKM CTPYKTYypHBIX IOAPA3ZENCHHH HECYT OTBETCTBEHHOCTh 3a
BHINOJIHEHKE TpeOoBaHUit THCTPYKLMH, 32 COXPAaHHOCTD HAXOMAIIMXCS Y HHX CITyKeOHBIX
nokymentoB. O0 yTpare IJOKYMEHTOB HEMEMIEHHO JOKIabIBAlOT aupekTopy. [lepenada
JOKYMEHTOB, WX KOmHi pabOTHMKaM CTOPOHHMX OpraHM3aluii HOImyCKaercs ¢
pa3peleHus JUPEKTopa.

1.6. Tlpu yxozme pabOTHMKa OTBETCTBEHHOTO 3a AENONPOH3BOACTBO B OTMYCK,
MMEIOIIMECs Y HEero JOKYMEHThl MO YKa3aHHIO JHPEKTOpa MNepenaroTcs Apyromy
pabOTHHKY, KOTOPBIH 0053aH IPHHATE MEPHI K HX CBOEBPEMEHHOMY HcNonHeHHo. IIpu
YBOJIbHEHUH MJIH TEpPEMEIICHHH OTBETCTBEHHOrO 3a BEJIEHHE JEJ/IONpPOH3BOACTBA
NPOM3BOIUTCS MIEPENAya e U JOKYMEHTOB, O YEM COCTABIAETCS IPHEMO-CATOYHBIH KT,
KOTOpBIM yTBEpXAaeTcs HUpPeKTOpoM. Besenue nepenuckd oT HMenn [BIIOY

«MO3IOKCKHI arpapHO - IPOMBILUICHHBIH TEXHHKYM» C JAPYTHMH OpraHH3auHsMH
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OCYIIECTBACTCA AMPEKTOPOM WIIH 1O MOPYHCHHIO — 3AMECTHTENSMH, PyKOBOTHTEAMHU
CTPYKTYPHBIX NOApa3/ieneHui.

1.7. TpeGopanus WHCTPYKUMM pacnpocTpaHsioTcs Kak Ha TPagMLHOHHOE
AENOMPOM3BOACTBO, TaK M HA OPraHM3alMio paboTbl C JOKYMEHTAMH, CO31aBaeMBIMH
CpEICTBAMH BBIYUCIUTEILHOMN TEXHUKH.

1.8. Brinonnenue nacrosuieii Muctpykuuu 00s3atenbHO [Uish Kax/a0ro CoTpyaHuka
TEXHUKYMa.

2. Knaccuukauus 10KyMeHTOB.

2.1. OpraHH3alMOHHO-IPABOBLIE JOKYMEHTB! (00€CTEeUMBAIOT OpPraHM3aLHOHHO-
NPaBOBYIO AEATENBHOCTh TEXHUKYMA):

- Ycras;

- Jorosop ¢ Yupenurenem;

- CBHIETENBCTBO O rOCYAAPCTBEHHOM PErHCTPALUH;

- CBHIETENBCTBO O rOCYNAPCTBEHHOM aKKPEeIUTALIHH;,

- JInnensus Ha 00pa3oBaTeNbHYIO ACATENBHOCTE;

- KonnextusHslii 1orosop;

- Tpynosoii norosop;

- JIOTKHOCTHBIE MHCTPYKIUH COTPYAHHKOB TEXHUKYMa;

- IIpaBuna BHYTpEHHErO TPy, J0BOrO pacnopsika;

- llltaTHOE pacnucaHue;

- [TonoxeHus 0 BHyTPEHHEM KOHTPOJIE B TEXHUKYME.

2.2. PacniopsAUTENBHBIE JOKYMEHTEL:

- NIPUKA3bI;

® 110 TUYHOMY COCTaBY;

® 10 OCHOBHOI JICSITEIBLHOCTH;

® 110 IMYHOMY cocTaBy (1o obyyatomumces);
® pacnopsKeHu4.

2.3. InpopManiOHHO-CIIPaBOYHbIE OKYMEHTHI:
- IPOTOKOJIBI, AKTHI;

- CIIPaBKH;
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YIpaBJIEHYECKHX AOKYMEHTOB, JIOKyMEHTHPOBAHHE OCYIUECTBIACTCS HA CCTCCTREHIIOM
s3bike  (PYKOMHMCHBIC, MAIIMHOMHCHBIC JOKYMCHTBI, B TOM UHC/IC TC/ICrPAMMbI,
TeneoHOrpaMMbl M T.J.), @ TAKKE HA MCKYCCTBCHHBIX A3BIKAX € HCHOJB30BAIMCM
MamKuHHBIX HocuTeneif. ITpu moaroroBke M OGOPMICHHH JOKYMEHTOB HCOOXOJUMO
co6moaath npasiiia, 00ecneynBaloIne IOPHIHUCCKYIO CHILY JIOKYMCHTOB, ONICPATHBHOC
M Ka4ECTBEHHOE MX HCMOJHECHHEC M MOUCK, BO3MOXHOCTL 00pabOTKH JIOKYMCHTOB €
TOMOILBIO CPEACTB BHIMHCIHTENBHON TEXHHKH, JIOKYMEHT UMCET I0PHMUCCKYIO CHILY
TPH HANKYMK PEKBU3UTOB, 00A3ATCIBHBIX JUIS AHHOTO BH/IA JIOKYMEHTa (HaUMEHOBalHE
OpraHM3aUuK - aBTOpa JIOKyMeHTa, Haspauue BHua (ynu(uumposannodt dopmbl
JOKYMEHTa), 1aTa, HHAEKC, 3aroJ0BOK K TEKCTY, TEKCT, BU3bl, 4 noanucs). B npouecce
TMOATOTOBKM M O(OPMIIEHHSI COCTAB PEKBH3WUTOB MOXCT OBITH JIOMOJHEH JPYrHMH
PEKBU3MTAaMH, ECJIH TOro Tpefyer HasHaueHue JOKyMeHTa, ero obpaborka u T.A. 3.2.
BlnaHKu JOKyMEHTOB JIOKYMEHTBI HOJDKHBI, KaK MpaBuiio, opopmiaThes Ha Onarkax
TEXHUKyMa H MMETh YCTAHOBJCHHBIH KOMIIEKC 00A3aTENbHBIX PEKBU3UTOB M
CTaOMIIBHBIH TIOPAZOK MX PACMONOXKEHHs (pacroioXeHHE PEKBM3UTOB Ha OnaHkax
OpraHM3alHOHHO - PACIIOPALUTENBHBIX J0KYMEHTOB JoikHO cooTsercTBoath [OCT P
6.30-2003 " Yuu(HIMpOoBaHHbIE CHCTEMbI JOKYMEHTALHH. YHH(HIHPOBAHHAS CHCTEMA
OpraHH3alMOHHO-PACTIOPAAMTENBHOH J0KyMeHTauun. Tpe6opanus k 0odopMmieHHIO
nokymentos". B T'BIIOY «Mo3a0KcKkuid arpapHo - NPOMBILUICHHbIH TEXHUKYM»
PUMEHSIOTCS ONaHKH:

o0wuii OnaHK;

ONaHK MUCHMa;

OJ1aHKH KOHKPETHOrO BH/JAa IOKYMEHTA.

BrnaHkH JOKYMEHTOB M3rOTaBIMBAIOTCA Ha Gymare gopmaroB A4 (210 x 297 mMm)
VYnotpebnenne GraHKOB NMPOM3BOIBLHOM (opMbl He paspemaercs. 3.3. Odopmienue
PEKBH3HTOB IOKYMEHTOB

3.3.1. HaumeHoBaHue OpraHusaudu - aBTopa JOKyMmeHTa HaumeHoBaHHE
TEXHHKYMa YKa3bIBAETCS B TOYHOM COOTBETCTBHH C TOJIOKEHHEM 00 YYPEKICHHH.
CoKpalleHHOe HAaMMEHOBAHHME TIOMEMIAETCs BCMEA 32 TMONHBIM HaUMEHOBAHMEM (€CiH

TAKOBOE UMEETCH).
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3.3.2. HaumeHnoBanue BHOAa JOKyMeHTa Ha3BaHue [OOKyMEHTa JOJDKHO
COOTBETCTBOBATL €ro COAEPXKaHuio, Tabemo yHHHUHPOBAHHBIX GOPM AOKYMEHTOB
TEXHHKYMa,

3.3.3. Jlara nokyMenTa JlaToii JOKyMEHTa fABJSETCA [aTa €ro MOAMHCAHHA; IUIA
JOKyMEHTa, MPHHUMAEMOro KOJUIETHAIbHBIM OPraHoM, - JaTa ero MNpHHATHSA; i
JOKyMEHTa, TpeOyIOLIero ero yTBepX/IeHus, - 1aTa ero yrsepiaeHus. Jlara 10KyMeHTa
NMpOCTABNAETCA AOKHOCTHBIM JIHLIOM, TMOAMHCHIBAIOLHM HIH  YTBEPKAAIOMHAM
JOKYMeHT. Jlata MOANHCAHHS, YTBEPHKIECHHS, COINIacoBaHHs IOKYMEHTa, a TAKKE AaThl,
COZEPIKALITHECS B TEKCTE, NOIDKHBI 0QOPMIIATECS LH(POBBIM CIIOCOGOM. DNEMEHTHI 1aThI
npuBOAATCS apabCKHMHU L(paMK B OHY CTPOKY B [IOC/IE0BATENBHOCTH: YHCII0, MECHLL,
ron. B TekcTax MOKYMEHTOB, COAEpXAUIMX CBeACHHS (DHHAHCOBOro XapakTepa,
TIPHMEHSETCSA CIIOBECHO - IM(POBO# cr1ocol odopmiIeHHs AaT.

3.3.4. Tlogmuce noxymenta JIOKYMEHTEI, HampaBisfeMble OpraHu3auuedl B
BBILIECTOALINE OPTaHbl H YNPABJEHHS, NOAMHCHIBAIOTCS AMPEKTOPOM, MO MOPYYECHHIO
aupexTopa. JIOKyMEHTEI, HanpaBifeMble OpraHU3alueli B apec APYTHX OpraHH3alHH,
yupexXIeHHi W TNpPEANPHATHH, MOTYT MONNHCHIBATHCA 3aMECTHTEIAMH IHPEKTOPZ,
PYKOBOJHTENSSIMH  CTPYKTYPHBIX TOZpasjeneHHid. B cocraB mMOANHCH BXOZAT:
HAaHMEHOBAaHHE JO/DKHOCTH MOAMUCHIBAIOLIEr0 JOKYMEHT, JIHYHAs MOANHCE H €€
pacudpoBka. B HOKyMEHTaxX, MOArOTOBIEHHBIX KOMHCCHEH, YKa3bIBAlOTCA HE
JO/DKHOCTH TONMMCABLIMX ML, a HX 00a3aHHOCTH B cocraBe KomuccHH. Ilpu
MOANMCAHHM JOKYMEHT2 HECKOJbKHMH NO/DKHOCTHBIMH JIHIAMH MX TOZMHCH
PacnoNaraioT OAHy MOJ APYTOH B NOCIEN0BATENBHOCTH, COOTBETCTBYIOIIECH 3aHHMAEMOH
HomKxHOCTH. [Ipy MOANKCAaHUH JOKYMEHTA HECKOJIBKHMH JHIAMH PaBHBIX JOJUKHOCTEH
MX MOAMHCH pacmoNiaratoT Ha OAHOM YypoBHE. EcCiH IOMKHOCTHOE JHLO, MOAMHCH
KOTOpOTO 3aroToBjieHa Ha MPOEKTEe NOKYMEHTa, OTCYTCTBYET, TO HNOKYMEHT HOJKEH
TIOMHCHIBATLCS JTHLIOM, HCTIONHSAIONIHMM €ro 06513aHHOCTH, WITH €ro 3aMmecTuteneM. 5 He
NOMyCKaeTCs TOAMUCAHHE JOKYMEHTOB C MpENJoroM "3a" HIH NPOCTaBICHHE KOCOH
4epThl NIepe] HAMMEHOBAaHHEM JOIKHOCTH.

3.3.5. CornacoBanue JoxymeHTa [Tpy Heo6X0AMMOCTH OLIEHKH LEAECO00pasHOCTH

JOKYMCHTA, €ro 000CHOBAaHHOCTH H COOTBETCTBHUS Il,CﬁCTB)’!OIIICMy 3aKOHOOATCIABCTBY H
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NpaBOBGIM aKTaM TPOBOAHTCA COITIAcoBaHHe mokymenta. CornacoBaHHe MOXKeT
NPOBOHTECA KaK BHYTPH TEXHHKYMa (NOJPasNENeHHAMH H JO/DKHOCTHBIMH JIHLIAMH),
TaK H BHE ero (C MOAYHHEHHBLIMH H HEMOAYHHEHHBIMH OpraHH3auHsAMH). BHyTpenHee
corjiacoBaHHe 0Q)opMiseTcs MyTeM BH3HPOBAHHA NMPOEKTA AOKYMEHTa JOMKHOCTHBIM
nHUoM. Bu3a Bmoyaet B ce0A THUHYI0 NOMKCH, €€ pacliH(pOBKY, ATy BH3MPOBAHMUS,
JOJKHOCTB BH3HPYIOLIEr0. 3aMEYAHHA H IOTIONHEHHA K MPOCKTY A0KYMEHTA H3NaratoTcs
Ha OTAENBHOM JIHCTE, O 4Y€M TNpH BH3HPOBAHHH CTABHTCA OTMETKa "3ameuyaHus
npunaraiorcs”. 3aMeyaHHs 00M3aTENBLHO JOKNAMBIBAIOTCS JIHILY, MOAMHCHIBAIOLIEMY
DOKYMeHT. JIng NOKYMEHTa, MOMIHHHHK KOTOPOTO OCTaeTcsi B TEXHHKYME, BH3a
MPOCTABIAETCSA B HIDKHEH 4acTH 000pOTHON CTOPOHBI MOCNEAHErO JIMCTA MOMATHHHHKA
IoKyMeHTa. BHewnee cornacoBanne o(popMIseTcs COOTBETCTBYIOWMM rpudom. I'pud
COIIaCOBAHHSA PAacMoaracTCs HIDKE MOANHCH HAa JIHUEBOH CTOPOHE NOKYMEHTa H
BrioyaeT B ceda cnoso COI'JIACOBAHO (6e3 kaBblyek), HAHMEHOBAHHE JOJIKHOCTH
JHLA, C KOTOPBIM COTIACOBLIBAETCA JOKYMEHT (BK/IIOYas HANMEHOBAHHE OPraHH3alluH),
JIHYHYIO0 MOAMHCH, PaclH(POBKY NMOANMHCH H AaTy cornacoBaHus. 3.3.6. YTBepxueHue
nokymenta OcoObiM cnoco0oM BBeNEHHS NOKYMEHTa B [JEHCTBHE SBISETCA €ro
yTBEpKIECHHE. JIOKYMEHTHl YTBEPXKIAIOTCA AHPEKTOPOM TEXHHKYMa, BBIIIECTOSIIMMH
HIH  MEXKBEJOMCTBCHHBIMH  OpraHaMH, OOLIECTBEHHBIMH  OpraHM3aUMSIMH, B
KOMMETEHLHIO KOTOPBIX BXOAHT PEILICHHE BOMPOCOB, W3JI0XKEHHBIX B yTBEPHKIAEMBIX
NOKYMEHTaX. YTBEPXKICHHE JOKYMEHTAa MNPOM3BOAMTCH MPOCTaBIEHHEM TIpHda
YTBEPKICHHSA HIH H3QHHEM PAcTOpPAIHTENBHOTO JOKyMEHTa (B TeX Clyyasx, Koraa
TpeOYIOTCS AONOJHHTENBHbIE NPEANHCAHHA H pa3bsCHEHHS). [100KEHHS O CO3IaHHU
CTPYKTYPHBIX NOAPA3AeNCHHH MOINEKAT YTBEPKACHUIO AUPEKTOPOM TEXHHKYMa M
NPHOOPETAIOT IOPHAHYECKYI0 CHIY TONBKO C MOMEHTAa WX yTBepxaeHus. Ilpu
obopmieHHH rpuda yTBepxAcHHA HeoOXomuMo cobmIOmaTe Ciexyomee: -rpud
YTBEPXKICHHS MOMEIIACTCA B NpaBOii BEpXHEiH YacTH JOKYMEHTa, COCTOMT M3 CJIOBA
YTBEPXIIAIO (6e3 kaBbuek), MOJHOTO HAWMEHOBAaHHS JOJDKHOCTH JIMLA,
YTBEPKIAIOLIETr0 JOKYMEHT, IHYHOH MOAMMCH, €€ paciii(POBKH U JATHl yTBEPXKACHHUA.
BHocuTh Kakne-nHOO H3MEHEHHs W 100aBIEHHS B MOANHCAHHBIE (YTBEPKICHHbIE)

JOKYMEHTbl 0€3 paspeleHHs JHLA, NOAMNMCABIIETO JOKYMEHT, HE MOMYCKAETCH.
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OrnercTBEHHOCTh 33 KaYeCTBO  NOMTOTOBKH  JIOKyMEHTOB ¥ JOCTOBSPHOCTS
CO/ICPAKAILUXCA B HUX IAHHBIX BO3/IAracTCA Ha JINIIA, NOArOTOBHBLINE, 3ABH3HPOBABIIHE
H MO/AIHCABILIKE JIOKYMEHTDI,

3.3.7. Anpecosanne nokymeHTa JIOKyMEHTBI alpecyiOT B OPraHHM3alldH, HX
CTPYKTYpHbIE N0Apa3acieH!s HiH KOHKPETHOMY AONAKHOCTHOMY JHILY.

- [Ilpn anpecoBaHMH NOKyMEHTA B OPraHH3alUHIO HIH €€ CTPYKTYpHOS
noapaszicnciue 63 yKasaHds JOMKHOCTHOTO JHUA MX HAaHMEHOBAaHHE MHIIYT B
MMEHHTENIbHOM NaJIexKe.

- [p1 HanpaBneHHH JOKYMEHTA JOIKHOCTHOMY JIHIIy Ha3BaHHE OPraHH3allHH H
€€ CTPYKTYPHOTrO MOAPAa3AENEHHA YKa3bIBAIOT B HMEHHTEILHOM Made&e, a A0KHOCTh H
(hamunuio anpecara - B JaTENLHOM.

- JIOKyMEHT He IOJIKEH CofepkaTh 00Jiee YeThIpeX anpecaToB, KaKIblii IK3eMILIAP
TaKoro 6 JoKyMeHTa Jo/mkeH 61T moamucad. Cnoso "Komnus" nepea BTOPbIM, TPETHHM,
YETBEPTHIM apecaTaMy He YKa3blBaroT. [IpH HampaBleHHH JOKYMEHTa Oojee ueM B
YeThIpe aApeca COCTABIAECTCA CHHCOK HAa pAcCBUIKY, @ HAa KaXIOM JOKYMEHTE
NPOCTaBJAeTCS TONBKO OIMH anpec. AApeC He IpOCTaBNsAeTCS Ha JOKYMEHTax,
HanpaBiseMbIX B IPABUTEILCTBEHHBIE YUPEXKIAEHHS H MOCTOSHHBIM KOPPECTIOHICHTaM,
B 3THX CIy4yasX MOTYT NMPUMEHSATBCS KOHBEPTHI C 3apaHEE HAMEYATAHHBIMH AJPECAMH.
[Ipu anpecoBanuy JOKyMEHTa (GH3HYECKOMY JIHIY YKA3bIBAIOT HHHIHABI H (PAMHIHIO
IoJTy4aTens, 3aTeM MOYTOBLIH azpec.

3.3.8. Pe3omonus B cocTas pe3omonuH JOKHBI BXOAUTD CIEAYIOMHE JIEMEHTBI:
damunus ucnonHuTens (UCIONHUTENEH), COAEPXKAHNE TOPYYECHHUS, CPOK HCTOMHEHMNS,
MOANKCH, 1aTa. [Ipy HAMHYUKM B PE30JIOLMH HECKONBKHX HCTIONHHTENEH YKa3blBaeTCs
OTBETCTBEHHBI HCHONHHUTENs (KaK NpaBHIO, 3TO JIKLO, HA3BAHHOE B PE3OJIOLHH
nepseiM). Ha nokymeHTax, He TpeOyIomux OMOMHHTENbHBIX YKa3aHHH 10 HCTIONHEHHIO
M UMEIOLIMX TUMOBBIE CPOKH MCIOJHEHHS, B PE30JIOLUUH YKA3bIBAETCA HCIOJIHHTEND,
TMOAMMCH ABTOpa PE30JIOLIHH, 1aTa.

3.3.9. OopmieHHe NpUNOKEHHH K JOKYMEHTY
3.4. OcoOeHHOCTH TOATOTOBKH M O(OpMIICHHS OTAENBHBIX BHIOOB JOKYMEHTOB 3.4.1.

Hpm(as = HpaBOBOi'{ aKT, U3[1aBaEMBbIii AUPECKTOPOM TEXHHKYMa JJIf1 PEIICHHSA OCHOBHBIX
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H OMEpaTHBHBIX 3a1ay, CTOAWMX nepen yupexnenueM. ITpukas moxer ObITh H3laH
JHPEKTOPOM HJIH JIHLIOM, HCTIONHAIOLHM 0053aHHOCTH IMPEKTOPA TEXHHKYMA B Clyyae
€ro OTCYTCTBHs. B mpuKa3ax no 0CHOBHOIi AEATENLHOCTH PEILAIOTCS BOMPOCH! yueOHOH,
XO3SHCTBEHHOH, (HHAHCOBOH AEATENLHOCTH, MUIAHHPOBAHHSA, OTYETHOCTH, yyeOHO -
BOCIIMTATENBHOr0 mpouecca, (u3nyeckoro pa3ButHad M T.0. IIpHKasel JHOMKHBEI
0(OpMAATECA Ha O1aHKE H HMETh YCTAHOB/ICHHBIH KOMILIEKC 0053aTENbHBIX PEKBU3UTOB
W cTabMNbHBI MopAnoK HX pacnonoxenust B coorBercrBuu ¢ TOCT P 6.30-2003 "
VHHGHUMPOBAHHBIE  CHCTEMBI  NOKYMEHTaUMHM. YHH(UUMpOBAaHHAs  CHCTEMA
OpraHH3alHOHHO-PACTIOPSANTENbHOM JoKyMeHTauuH. TpeGoBaHHA K OGOpMIIEHHIO
noxymentoB". Ynortpebnenue OnaHkKOB mpOM3BONBHOX (OPMBEI HE JAOMycKaeTcs.
Ilepemaya mpHKa3oB, MX KonWii pabOTHMKaM CTOPOHHHMX OPraHM3alUd NOIMyCKacTCs
TOJIBKO C pa3peienus aupektopa. [IpoexTsl nprkasoB pa3padaThIBatOTCs CTPYKTY PHRIMH
TMONpa3eNCHAsAMH TEXHHKYMa II0 TIOPYYEHHMIO IHPEKTOpa HIH 10 COOCTBEHHO#
HHuLHMaTHBe. [I0ArOTOBKA NMpHKa3a BKIIOYAET B ce0f M3yYEHHE CYINECTBA BONPOCA H
cOop HeOOXOMUMBIX CBEJCHHUH; MOArOTOBKY NMPOEKTA MPHKA3a; COrNIAaCOBAHHE MPOEKTa;
MOANMMCAHHE  OHpeKTOopoM, perucTpaumio. CormacoBanue IpPOEKTa  IIpHKa3a
OCYILECTBJIAETCS yTEM BH3HPOBAaHHsA. BH3HPYIOT NPOEKT HCIIONHHUTENb, PYKOBOAUTEND
CTPYKTYPHOTO MOAPA3AENEHUs, BHOCSIIErO INPOEKT, BCE YKAa3aHHBIC B TMPOEKTE
ucrnonHuTead. IIpOEeKTHl MPHKA30B, HCIONHEHHE KOTOPBIX TpeOyeT (HHAHCOBOIO
ofecrieyeHHs,  BH3UPYIOT  OTBETCTBEHHBIE  JHIA  (MHAHCOBOH  CIyXOBI.
PacriopsauTeNbHEIE TOKYMEHTH! NOJDKHBI HMETh 3ar0jI0BOK, KOTOPBIH HAYHHAETCA C
npeanora "O (06)". Odopmisercs npukas Ha ONaHKE M JOKEH HMETh CNELYIOLIHE
PEKBHM3HTHI: Ha3BaHHE BHIA JOKYMEHTa, AaTy, HOMEp INpPHKa3a, 3arojlioBOK, TEKCT,
NOAMMCh, BH3B], COTJIACOBAaHME. T€KCT MPHKAa3a, KaK TMpaBUNO, COCTOMT H3
KOHCTATHpYIOLIeH M pacnopsAauTebHOM dacTell. B KOHCTaTHpyromeH 4acTH KPaTKo
M3NAraloTcs HENM M 3a[ayM NPEANMCHIBAEMBIX JEHCTBHH, (aKThl HIH COOBITHS,
MOCTYXUBIIME TPHYMHOM u3JaHuA npHka3a. KoHcraTHpylomas 4YacTb MOXET
OTCYTCTBOBATE, ECJIH NMPEANHCHIBAEMBIE AEHCTBHS HE HYKIAIOTCS B Pa3bACHEHHH. TekeT
TMPUKA30B B TAaKMX CIy4yasX HAYMHACTCS CO C10Ba 7 MPHKa3bIBalO (MHIIETCS BPaspsaKy

CTpOo4YHEIMHM OykBamu). IIpy HanuuuM ABYX 4YacTed NMpHKa3a pacropAAHTENbHAA 4acTh
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OTACNACTCSA OT KOHCTATHPYIOLICH CIOBOM «MpHKa3piBaion. [locie coBa NMpHKasbiBaio
CTaBHTCS ABOETOUME. TEKCT pacnopsIUTENbHOM YaCTH IEIUTCS Ha MyHKTI, B KOTOPBIX
YKa3blBAIOTCA ~ MCMOJIHMTENH, KOHKPETHBIE JEHCTBMA H CPOKH  MCHOJNHEHHS
NMPEANMCLIBAEMBIX NeficTBUi. Ecin npuka3s nononuser, oTMeHseT uiu u3MeHseT panee
H3JaHHBIC TPHKA3Bl WM UX OTHEJBHBIE IYHKTHI, 3TO OrOBAPHBACTCS B TeKCTe. B
TMOCNEAHEM MYHKTE PAcMOpAAMTENBHOH 4YacTH NpPHKA3a YKa3bIBAETCS JOMKHOCTHOE
JMLO, HA KOTOPOE BO3/AraeTCs KOHTPOJb 32 HCIOJHEHHEM NpPHKa3a B LENOM. Eciu
[IPYKa3 BBOAWT B JICHCTBHE KAKHE-THOO NOKYMEHTHI (MHCTPYKIHH, TpadHKy, NpaBuia,
TIOJI0XKEHHA), TO OHH OHOPMIISIOTCS B BUIIE NPHIIOKEHHS K IIPHKasy. B mpaBoM BepxHem
yriy TaKpX JOKYMEHTOB OT MATOTO MONOXEHHA TalylnsTopa NMIIYT CNOBO
"Tlpunoskenne” ¢ ykasaHMEM HAMMEHOBAHHUS! PACIOPAAHTENBHOTO JOKYMEHTa, €10 JaTh,
HOMepa.

3.42. PacriopskeHME - pacHOPANUTENBHBIA JOKYMEHT IO BOMPOCAM
HH(QOPMALUMOHHO - METOJMYECKOTO XapakTepa, a TAKXKE IO BOMPOCAM OIEPATHBHOIO
YNPaBICHUA NEATENBHOCTHIO TEXHMKYMa (COBEaHHA, KOH(EpeHUMH Hu T.1.).
Pacriopsikenne He 0IDKHO coliepyaTh NPeANHCaHHi, HOCAIMX HOpMATHBHEIH XapaKTep.
IoarotoBka u oopMiIeHHE pacIOpsKEHHI IPOBOAMTCA MO TEM e TIpaBHIaM, 9T0 H
TIpHKa3.

3.4.3. TIpoToKON - IOKYMEHT, B KOTOPOM (HKCHPYeTCs X0 00CY K AEHHA BOIPOCOB
M IPHHATHSA PEINEHUH HA COOpaHUsX, COBEIIAHUAX, KOHPEPEHIIHX H 3acenanusax. TekcT
IPOTOKOJIA COCTOMT M3 [BYX 4YacTeili: BBOOHOH H OCHOBHOH. B BBOmHOIN uacTH
3aMOJIHAIOTCH CIIEYIOIIHeE DEKBU3UTHI: "I[Ipencenarens", "Cekperaps",
"I[TpucyrctBoBanu”, "TloBectka aus". Ha OnaHke mpoTOKONA 3TH PEKBHIHTHI MOTYT
UMETh TUnorpadckoe ucrnonHeHne. OCHOBHAA YacTh MPOTOKOJNA COCTOMT H3 Pa3lielioB,
COOTBETCTBYIOLINX ITyHKTaM IIOBECTKH AHS. TEKCT KaXA0ro pas/ena CTPOUTCS MO CXEME:
CJIYIIAJIH, BRICTYITUIIH, TOCTAHOBHWJIM (PEILWJIH). OcHoBHOE COnEpKaHHE
JOKJIAZIOB U BBICTYIUIEHHMH MOMELIAETCSA B TEKCTE NPOTOKOJA HIIH NPHJIATaeTcs K HEMY;
NOCTAHOBJICHHE (pEIICHHE) Me4aTaeTcs TNOJHOCThIO. JIOKYMEHT, YTBEp)KIaeMblii
KOJJIETHANIBHBIM OpraHoM, mpuiaraercs k nporokony. Conepxanne 0co00ro MHEHHs

3alUCBIBAETCA B MPOTOKOJI€ MOCJIE COOTBETCTBYIOLIErO0 MPOTOKONLHOIO PELICHHA.
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IIpoToKosN MOAMMCHIBAETCS NpEACENATENBCTBYIOIMM Ha 3acelaHHM M CEKpeTapeM.
IIpoToxons! HyMepyIOTCS MOPAAKOBLIMM HOMEPAMH B MpeAeNax KalcHAapHOro roja.

3.5. CmyxeGHoe nuceMo. Bce genoBbic mucbMa MOXKHO pa3fieiuTh Ha
KOHCTATUPYIOIIME CBEPIUMBIIMACA (AKT W  mpeaBapsiolMe BO3IMOXKHOCTb  €ro
CBEpLICHHA. OTO NUCbMA - TMOATBEPXKACHMSN, NMHUCbMA - HANOMHHAHUS, [UCbMA -
NpeAyNpexaeHUs, MUCbMa - n3BeleHus. OHu He TPeOyIOT OTBETA, HO MX HAIIMUNE HMEET
IOPHAMYECKOE 3HA4YeHHE. ECTb MHCbMa, KOTOPBHIC COMPOBOX/AIOT MATCPUAILHBIC
LICHHOCTH HWJM JpYrM€ JOKYMEHTBI, TaK Ha3bIBacMble "CONPOBOAUTENbHbIE",
OGecneunBas npeaBapuTesbHblii 00MeH HH(pOpPMAanKeli, MMCbMO NMOMOraeT CTopoHaM
BBIICHUTb BO3MOXHOCTH /151 3aK/II04EHHSA PasHOro poja JoroBopos H aktos, [loyromy s
COBPEMEHHOM MEJIONMPOH3BOACTBE MHCbMO BBICTYMACT KaK JEIOBOH JIOKYMEHT, S3bIK
KOTOpPOro MNpEACTABIACT HM3BECTHBIE TPYAHOCTH NpH CTaHuaprusauuu. Bee nucbma
MOXHO Da3sfeNuTh 10 (YHKUHOHANILHOMY NpPH3HAKY Ha JBE TpYNibl: a) MUChMa,
Tpebylolmue n1cpMa - 0TBeTa; 6) nucbMa, He TpebyIoLKMe MHChMa - OTBETA.

3.6. ITopsinok CHATHS W BBINAYH KOMHiA C JOKYMEHTOB

3.6.1. Konuu ¢ 10KyMEHTOB BBIAIOTCSA C pa3pellieH s HAYAILHUKOB CTPYKTYPHBIX
TMOApa3e/IEHH ¥ TOJIBKO € TeX NOKYMEHTOB, KOTOpbIe ObUIM M3JIaHbl B TEXHUKYME U
KOTOpBIE KacaioTcs CIyKeOHOM AesATeNbHOCTH JAaHHOrO CTPYKTYPHOrO NOAPA3IE/ICHuUS.

3.6.2. IIpu Belmaye KOMHH AOKYMEHT BOCHPOM3BOAMTCS MOAHOCTBIO (Onank, Homep,
1aTa, COlEpXXaHue U T.A.). B mpaBoM BepxHeM yriy konuu nuiuercs cioso "Konus".
IIpu BbIIa4Y€e KOMMH C KOMHH ClieAyeT nucath "Konus ¢ konuu".

3.6.3. Ilpu 3aBepeHHH KOMUH JOKYMEHTA BHH3Y N0CJIE NOJHOTO BOCHPOU3BEACHHS
TeKcTa numercs "BepHo", CTAaBUTCA AOJKHOCTH, NMOAMKCH JIKLQA, 3aBEPSIOLIEr0 KOIMHIO,
ero MHMUHANBl M (aMuiusi, nata 3aBepeHus. [Ipu nepecblike KONMH B Jpyrue
yUYpexXIEeHUs WU BBIAYe Ha PYKH OTHAENBHBIM JIMLAM Ha HEl cliefyeT NpocTaBlsiTh
Tneyars.

3.6.4. Ha obopoTe moKyMeHTa JenaeTcs OTMETKa, KOraa M KoMy BbliaHa Konus. 3.7.
ABTOMaTH3auMs  JOKYMEeHTHpoBaHuA. [Ins TNOATOTOBKH  JAOKYMEHTOB  MOTYT
NPUMEHATHCS aBTOMaTH3MPOBAHHbIE TexHONoruH. [Ipu 3ToM co3natoTcs 6asbl JaHHBIX

(xoppecnoHIeHTOB, (OpPM JOKYMEHTOB, TpadapeTHbIX TEKCTOB H TEKCTOBBIX
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3aroTOBOK), MAUIHHHEIE PEJAKTOPCKHE MPOrpamMMbl M Ap. [Topsnok paspaGorkH,
IKCILTyaTausy W MOAb30BaHHA TaKHMH CHCTEMaMH OMNpEAENAETCA CTAaHHAPTAMH B
00:12CTH aBTOMaTH3HPOBAHHBIX HH(OPMALMOHHBIX TEXHOMOIHIA.
4. KoHTpO/1b 32 HCMONTHEHHEM JIOKYMEHTOB
4.1. Opraun3aums KOHTpOJIA.
4.1.1. Bce noctynaiomue Ha HMS JMpPEKTOpa M B ajipec  TeXHUKyma
JIOKYMEHTBI, TPEOYIOIIME HCTIONHEHHS M MOATOTOBKHM OTBETA, MOIEKAT KOHTPOJIIO.
4.1.2. Kontponb 3a HCTONHEHHEM JOKYMEHTOB YCTAHABNHBAETCA B LE/IX
obecrieyeHys uX CBOEBPEMEHHOTO M KAYECTBEHHOTO HCIIONHEHHA, MOBLIICHH
YPOBHA OPraHK3aTOPCKO# paboThl ¥ HCIIOAHUTENBCKOM AMCLMITIUHBL.

4.1.5. Pyxosoautenu CTpyKTYpHBIX NOApasienenuit 06s3aHbI paccMmaTpuBaTh
COCTOAHUE MCTONHUTENLCKOM AUCUMILIMHBL N0 IOKYMEHTAM C MOPYYEHHAMH, a TaKKe
JOKYMCHTBI, TIOCTYNIMBIUME B a[pec CTPYKTYPHOro MNOApasfeNeHus M Tpebyromme
UCITONIHEHNA, U TIOIrOTOBKH OTBETA.

4.1.6. JlokyMeHT cuMTaeTcs MCTIONHEHHBIM, KOFa peleHbl OKOHYATeNbHO
BCC TIOCTABJICHHBIC B HEM BOMPOCH! U COOMIOAEHBI CEAYIOIME CPOKH: - €CIU B
JIOKYMEHTE 110CTABIICH CPOK MCIOJIHEHHS - B YKa3aHHBIA CPOK, - IOKyMEHTHI 0e3
yKasauusa CpoKa MUCIOJIHEHHS - B MECAYHBIA CPOK, - €C/IM B JIOKYMEHTE UMeeTcs
noMerka "cpouno”, - To B TPEXAHEBHBIA CPOK, - MOpydyeHus 6e3 yKa3aHus
KOHKPCTHOH J1aThl HCronuenus - B Mecaublii cpok. Cpok Hcumcisercs B
KAJICH/IApHBIX JIHAX C JIAThI NO/UTACAHHS JIOKYMEHTA.

4.1.7. Eciv 10KyMEHT UCIIONIHEH B ONIEPATHBHOM TOPAAKE, TO KPOME 3aMHCH

"B j1en0", nounMen uopathl MCIONHUTENL HOMKEH CHEnaTh KpaTKyl0 3anuchk

UHCTTONHEHOY,

4.2. TIop#/10K CHATHS JIOKYMEHTOB € KOHTPOJIS

4.2.1. JlokyMenTnl cHUMAIOTCS C KOHTPOJISI, €CIM PELICHBI MOCTAB/ICHHBIE B
HHX BONPOCHI MIIK aBTOPAM J1aH OTBET 110 cyiuecTsy. [IpomesxyTounslii 0TBET, paBHO
KaK W 33npoc 10 MCHONHAEMOMY HOKYMEHTY HWIH YacTHYHOE MCIONHEHHe

NOpYHCHHUS, HE ABJISCTCA OCHOBAHUEM JUIS NpA3HAHUA NOKYMEHTA UCITOJTHEHHDIM.
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4.2.2. CHATb JOKYMEHT C KOHTPOJIS MOIYT TO/NBLKO AOKHOCTHBIC NHUA,
KOTOpBIE 9 MOCTaBHIIH €10 HA KOHTPOJb.

4.2.3. OcHOBaHHEM JUIA CHATHA C KOHTPONS JIOKYMCHTOB C MOPYUCHHAMH
PYKOBOJACTBA ABNACTCA HOKYMEHT - OTBET, MOANHCAHHBIT AHPEKTOpOM, nnbo
cnpaBka 00 HCMOMHEHHH MOKYMCHTA 3a MOAINHCHLIO HAYAILHHKA CTPYKTYpPHOTO
NOApPa3NCNCHHA.

5. [MopsAAOK MPOXOMKACHHSA H HCMIOMHEHHA NOCTYNAIOLIEH KOPPECTIOHACHILIH

5.1. Beg noctynaronas KOppecnoHACHUHS NPHHHMAECTCH H PErHCTPHpPYETCS
cekperapeM ¢ = o0s3aHHOCTAMH  jeionponssoautens.  [lpw  npueme
KOPPECMOHAEHLMH NPOBEPSETCA LIENOCTHOCTH KOHBEPTOB, APYroii YNAKOBKH H
npaBWIbHOCTh afpecoBaHHA. OwuOOUHO JOCTAaBNCHHAS KOPPECMOHACHUHS
nepecsuUiaeTcs oTnpaButemo. KoppecnonaeHuus, nojyvaeMas nox pacmucky (¢
HApOYHBIM, 3aKa3Has H T.N.), PETHCTPHPYETCA B XKYpHAJE.

5.2. Ilpn BCKPBITHH KOHBEpTa (YNaKOBKH) MPOBEPAIOTCA NPaBHIBHOCTD
apecoBaHHS M HANHYUE BIOXEHHBIX JAOKyMeHTOB. [lpn  oOHapyKeHHH
NMOBPEXIACHHS, OTCYTCTBHS JOKYMEHTa HJH NpPHIOKEHUS K HEMY, & TaKKe
HECOOTBETCTBHA HOMEpPA, YKA3aHHOrO Ha KOHBEPTE, HOMEPY BJIOXKCHHOIO
JOKYMEHTA COCTaB/ISIETCH aKT B IBYX 3K3EMIUIAPAX, OJIMH H3 KOTOPBIX NPHIIAracTcs
K MOJyYEHHOMY JOKYMEHTY, a Apyroii Hanpasnsiercs ornpasutenio. Kouseprs ot
MOCTYNHUBLIEH KOPPECIIOHAEHUMH COXPAHAIOTCA H MPHJIAraloTesl K JIOKYMCHTAM B
ClIyyasx, €ClH alpec OTNpaBHTENsA YKa3aH TOJNILKO HA KOHBEPTE, €C/IH JaTa
JIOKYMEHTA 1 []aTa ero OTNPaBKH COrIACHO IIOYTOBOMY LITEMNEINO HMEIOT Oonblune
PacxoxaeHUs BO BPEMEHH; €CITH KOHBEPT HEOOXO0/IUM B KAUECTBE ONPaBAATE/ILHOTO
JOKYMEHTa K pacxoJiaM 10 OIUIaTe KOPPECOHACHLHH.

5.3. Ha Bcex BXOASLIMX JOKYMEHTAX B [IPaBOM HHMCHEM CBOOOLHOM OT TEKCTa
NnoJe NepBoi CTPaHMLI AOKYMEHTAa CTABUTCS IUTAMM C YKA3aHWEM MOPSAKOBOIO
PEerMCTPAllHOHHOTO HOMepa M  JaThl MocTyivienus jokymenrta, Ilramn
NPOCTABIIAETCS TAKXKE HA BCEX MPHIIOKEHHAX K JJOKyMeHTy. Ha koppecnonieHumy,

HE NMOJUIeKaIeH BCKPBITHIO, LITAMI CTABUTCA HA KOHBEPTC.
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5.4. Tlepenaya NOKYMEHTOB M3 OAHOTO CTPYKTYPHOTO MOAPA3feNeHHA B
APYroe NPOM3BOJHTCSA YEPE3 OTBETCTBEHHOTO 32 JAC/N0NPOU3BO/CTBO.

5.5. Jloxymeutsl, He TpeOylomme a0Knana pyKOBOACTBY TEXHHKYMa,
HaMpaBlslOTCA  LENONPOM3BOAMTENEM JUI  MCNOJNHEHHS B  CTPYKTYpHBIC
noxpasaeneHHs. Bce NOCTynHBLINE NOKYMEHTBI JOMKHBI  JOKNANbIBATHCA
IUPEKTOpY B ACHBb HX MOCTYIUICHHS.

5.6. [lomyynB NOKYMEHTBI Ha HCMOJIHEHHE, COTPYAHHK TEXHUKYMa JOMKEH
HEMEITIEHHO 03HAKOMHTBCA C HX COJEPKAHHEM, BBIIEIUB NOKYMEHTHI, TpeGyIomue
CPOYHOr0  HCTMONHEHHA. [Eciam  1NOKyMeHT  HampaBnsercsi — HECKONBKUM
HCIIOJIHHTENAM, TO JIMLO, YKa3aHHOE B PE30JIOUMM TEpPBBIM, SBISETCS
OTBETCTBCHHBIM HCMOJIHUTEIEM, KOTOPBIH 0053aH 03HAKOMHUTS C IOKYMEHTOM BCEX
ApYTHX B ONEPATHBHOM NMOPAAKE (B AEHb OMYYEHHUS JOKYMEHTA) U OPraHH30BaTh B
YKa3aHHbIH CPOK €ro MCIONHEHHKE. B OTAENBHBIX ClTyyasx Takue JOKYMEHTEl MOTYT
THPQXXHPOBATbC M IEPENABATECS B COOTBETCTBYIOLIME  CTPYKTYpPHBIE
NoJApa3AeICHUs.

5.7. Kaxneii COTpyAHHK TeXHHKyMa o0ecneyuBaeT OIepaTHBHOCTb,
Ka4€CTBO HCIIOJIHEHHS H COXPAaHHOCTh JOKYMEHTOB.

5.8. Tlepenaua MOKYMEHTOB OT OJHOTO HCIOJHUTENS K APYTOMY MOMKET
MPOU3BOAMTECA TOJIBKO 4YEPE3 JIMLO, OTBETCTBEHHOE 32 IENONPOM3BOACTBO B
CTPYKTYPHOM NOJpa3eNeHHH.

5.9. Ilocne pemeHUs MOCTAaBICHHBIX B JJOKYMEHTE BOIPOCOB MCIOIHHTEND
BHU3Y MEPBOH CTPAHHIIBI JOKYMEHTA JOJKEH CAENaTh OTMETKY 00 MCMOJIHEHHH
IOKYMEHTA U HaNpaBJICHHHU €T0 B JIENO.

6. Ilopsmox NOArOTOBKM M TNPOXOXKICHHS HCXONAIMX M BHYTPEHHHX
JIOKyMEHTOB.

6.1. Ilopsnok NOArOTOBKH HCXOASIIHX JOKYMEHTOB BKJIIOUaeT B cebs1 paboty
0  COCTaBICHHIO MpPOEKTa  NOKyMEHTa, COTJIaCOBAHHMIO,  MOJMHCAHHIO
(YTBEPKIEHHUIO), THPAKHPOBAHUIO H OTIPABKE.

6.2. Jlo mepenaun JOKyMeHTa Ha MOAIKMCH HCTIOIHUTENb AOKEH NPOBEPHTE

€ro ConcpKaHMue, NMpaBHJIBHOCTH O(IJOPM.HCHPI}I, HaJIHYHC HGOGXOIU/IMBIX BU3 H
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npunoxeHHi. JIokyMEHT NpeACTaBIseTCs Ha MO/ANKCH BMECTE C MATEpUAliaMH, Ha
OCHOB2HHH KOTOPbIX OH FOTOBHJICS.

6.3. JIOKyMCHTBI, MOANHMCAHHLIC JIUPCKTOPOM, W  Q/PECOBAHHBIC B
BBIUIECTOAIME OPraHM3alUMH, PErHCTPUPYIOTCS W JIOCTABISIOTCH ajipecaram.
JIOKyMEHTBI, TMOAINHCAHHLIE PYKOBOJAUTCIAMH CTPYKTYPHBIX TOJpa3fieneHui,
PErHCTPHPYIOTCS W HATPABJIAIOTCA YEPe3 OPraHbl MOYTOBOMH CBA3M,

6.4. BHyTpeHHHe  NOKYMCHTHI  OQOPMISIOTCS M HCHOMHSAIOTCA
(Mcnonb3yloTCA) B peaenax TeEXHHKyMa.

6.5. BHyTpeHHHE JOKYMEHTBI (LOKIaHbIE 3aMUCKH, CIPABKH, CBOAKH H JIp.)
paccMaTpMBalOTCA TEMH JOMKHOCTHBIMH JIML[AMH, KOMY OHH HaIpaBJIeHBI.

6.6. KonseproBanue u oTnpaBka KOpPPECNOHAEHLMH M APYTHX TOYTOBBIX
OTNpaB/IeHHH NPOU3BOJMTCS CTPYKTYPHBIMH MOAPA3IEICHUAMH.

7. Perucrpauus JOKyMEHTOB

7.1. Perucrpauus 10KyMeHTOB

7.1.1.  Perucrpauuss JOKyMEHTOB B TEXHUKYME OCYIIECTBISETCS
AELEHTPATH30BAHHO:

7.1.2, Bxopsiuue MOKYMEHTBI PETHCTPUPYIOTCS B JEHb IOCTYIUIEHHS, a
HCXO/IAIME U BHYTPCHHHUE JI0KYMEHTBI B JICHb MO/MHCAHMSL.

8. Pabota ucnonuurenei ¢ J0KyMeHTaMH

8.1. PyKkoBOAHTE/IH CTPYKTYPHBIX MOAPA3ACTIECHHN TEXHUKYMA 00€CTIEYHBAIOT
ONepaTHBHOE PACCMOTPEHHE [OKYMEHTOB, MEpenayy MX HCIOJIHHUTENI0 B NEHb
MOCTYI/ICHUS, KOHTPOJIb 32 KAYECTBEHHBIM HCIIONHEHHEM JIOKYMEHTOB.

8.2. Ilpn paccMOTpeHUH KOpPPECIIOHACHUMH PYKOBOAUTEND MOApAa3AEIeHUS
BBIJICJISICT JIOKYMCHTBI, TpeOyIOIME CPOYHOTO MCHOJHEHHA. Tak, JOKYMEHTEI,
MPUCIAHHBIC JUIA COIJIACOBAHMA, PACCMAaTPHBAKOTCA B JEHb HX IOCTYIJICHHS.
WUcnonnurens nonyyaer 10KyMEHTH B IEHb X PETUCTPALMM HIIH Ha CIICAYIOLHi
JICHb B COOTBCTCTBMU C pe3ojonueil pykoBoautens. CpodHble JOKYMEHTEI
TnepealoTes HeMeIeHHO.

8.3. Hcnonuenwe poxymenta mnpegycMarpuBaeT cOop M 00pabOTKy

Heobxoumoi MH(opMalUK, NOATOTOBKY NMPOEKTa JAOKYMEHTa, €ro 0(OpMIICHHE,

CkaHupoBaHo ¢ CamScanner


https://v3.camscanner.com/user/download

COIVIacOBaHHE, MPEICTABJICHHE WM MOANHCAHHE (YTBEpKK/ICHHE) AMPEKTOPOM
TEXHHKYMA WIH PYKOBOAMTE/SIMH CTPYKTYPHBIX TOJpa3/ieneHni, MOArOTOBKY K
nepecblike aapecary. Hcnonuurens onpeaensier HeoOX0AUMOE KOIHYECTBO
3K3eMIIAPOB JOKYMEHTA, NEpEeNacT NOKYMEHT Ha Tupakuposatue. Ha nokymenr,
pacceinaeMblif Goniee yeM B YETBIpE ajapeca, MCMOJHUTENb FOTOBHUT CIMCOK HA
PacChIKY.

8.4. Ilpu onepaTHBHOM peElIEHKH BOMpPocoB ©Oe3  cocraBieHHUS
JIOTIOHUTENBHBIX JOKYMEHTOB HCMOJIHHUTEND [ENaeT OTMETKH Ha JOKYMEHTE O JaTe
nocrymieHus (ecnd 00pa3oBaics MHTEPBAJ BPEMEHH MEXIY TMOCTYILUIEHHEM
AOKYMEHTA B TCXHHKYM H €r0 J0CTaBKO# UCMOIHHTENIO), O JaTaX MPOMEKYTOYHOTO
MCTIONIHEHHUS (3ampoc CBeJEHMH, TeneOHHEIE NMEPEroBOpsl M T.A.), O JaTe H
pe3yJIbTaTe OKOHYATENBHOTO HCIIOHEHHSI.

8.5. Tlpn Hamuyuu OTBETCTBEHHOr0 MCMOJHHMTENS BCE OCTAIBHEIE
HCIIOJHHMTENM CBOEBPEMEHHO W KAYECTBEHHO MPOBOMAT aHAIU3 WHQOPMALMH H
MPEACTaBNSIOT OTBETCTBEHHOMY HCHOJHUTENI0 B YCTAaHOBJEHHBIE MM CpPOKH
HEOOXOAMMEIE IOKYMEHTHI (IIPOEKTHI IOKYMEHTOB, CIIPABOK, CBeAeHHH U T.1.). 11
OTBETCTBEHHBIH HCIIONHUTEND HECET MEPCOHANBHYI0 OTBETCTBEHHOCTH 3a
HE0CTOBEPHOCTb HH(HOPMALIMH, HCTIOIB30BAHHOH NPH MOArOTOBKE JOKYMEHTA.

8.6. McronHuTens HECET OTBETCTBEHHOCTh 32 HECOOJIHONEHHE TPeOOBAHMIA
HCTIOHUTENBCKOM IUCLIMILIUHEL, 33 HENPABUIEHOE HCIONB30BAHKE JEHCTBYIOMHUX
HOPMATHBHBIX JOKYMEHTOB B TMOATOTOBKE, O(OPMIEHHH M HCIOJIHEHHH
JIOKYMEHTOB B CPOK.

8.7. Hcnonuutenb MMEET NPaBO MONB30BATHCS ABTOMATU3HPOBAHHBIM
0aHKOM [HaHHBIX TEXHHKYMA, CIPABOYHO - MH(OPMALMOHHBIMH (OHAAMH H
Oubnuorekamu 11 MOMyYeHHs HEOOXOMUMOI HHDOPMALIHH.

9. [euaranue U THPAXKUPOBAHHE IOKYMEHTOB

9.1. Tleuaranue 1OKYMEHTOB, HANPABJIAEMBIX B BHIIECTOSILE OPTaHH3ALMUH,
OCYIIECTBIIAETCA B CTPYKTYPHBIX MOAPa3NeNeHHAX, TOTOBALIMX 3TH JOKYMEHTHL. B
CBA3W C aBTOMATH3aLMEH JOKYMEHTALMOHHBIX INIPOLECCOB B TEXHHKYME U

NEPEXOAOM CTPYKTYPHBIX HOApasiencHuii Ha paboty ¢ nepcoHansHeIME OBM
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HCTIOJTHHTEJb TOTOBHT MPOEKT AOKYMCHTA M BBLIBOAMT €r0 Ha TNPHHTEP B CBOEM
CTPYKTYPHOM NMOAPA3ACNCHHH.

9.2. TupaxupoBaHHC JOKYMCHTOB, KaK MpaBwio, MNPOM3BOJIUTCH B
CTPYKTYPHBIX MOAPA3NENCHHAX HA MHOMHTEIBHBIX annaparax Juis onepaTHBHOro
KOMHpOBaHHA. THPaXHPOBAHHIO MOIEKAT TOJBLKO AOKYMEHTBI, OTHOCAILIMECS K
cinyxeOHOi IeATeNBHOCTH TEXHHKYMa., KOHTpPOb 32 THpaXHPOBaHHEM JIOKYMEHTOB
B CTPYKTYPHBIX NOAPA3ACNEHHAX BO3NATACTCS HA PYKOBOAUTENCH.

10. Yuer u XpaHeHHe neyareii, WTaMmnoB H O1aHKOB.

10.1. Ob6sizatenbHOMY Yy4eTy MOMJIEXAT BCE BHIbI MeyaTeif M LITAMIOB,
OJIaHKH C yTJIOBBIMH U MPOAOJIBHEIMH IITAMNAMH TEXHHKYMA, KOMAHAHPOBOYHBIE H
OTITyCKHBIE YIOCTOBEPEHHS, TPYIOBBIE KHHXKKH.

10.2. Yder Bcex meyaTeii H IITaMIIOB, KMEIOLIKXCA B TEXHHKYME, BEJETCH B
CIIELIMATIEHOM XKypHae.

10.3. IleyaTu 1 WTAMNBI JOJKHEI XPAHUTHCA B Celiax MM METAIHYECKHX
mkadax.

10.4. OTBeTCTBEHHOCTH 3a XpaHEHHE M MCIIOJB30BaHHE MeYaTeH, ITAMIIOB H
OnaHKOB B CTPYKTYPHBIX MOAPA3[ENEHUSX HECYT PYKOBOIMTENH CTPYKTYpPHBIX
MOJPA3AENECHHUM, CEKPETAPH, JIMLA, OTBETCTBEHHBIE 3 BEJCHUE HEIONPOH3BOICTBA.
ITevats cneqyer npocTaBnsATh TAKMM 00pa3oM, YTOOBI OTTHCK 3aXBATHI YaCTh CJIOB
HaHMEHOBAHHA IOJDKHOCTHOrO JIML@, NOAINHMCHIBAIOMIETO NOKYMEHT, H HAyalo
JIMYHOM MOJIMTUCH.

10.5. ITeyaTn ¥ TaMNBI YHUYTOXAIOTCA TIO AKTY.

10.6. [poBepka HalM4us NEYATEH, ITAMIIOB U GIAHKOB, 4 TAKKE NOPSAKA HX
XPpaHeHHs H UCIONIb30BAHHMS IIPOM3BOAUTCS KOMUCCHEH HE peXe OJHOIO pasa B roj
OZHOBPEMEHHO C IIPOBEPKOH COCTOSHHS AENONPOU3BOCTBA.

11. CocraBnenue HOMEHKIATYPHI A€

11.1. Homenknatypa men TexHHKyMa - OQOPMJICHHBIH B yCTaHOBJIEHHOM
NOpANKE CHCTEMATH3UPOBAHHBIA IEPEYEHb 3arojioBKOB (HAaMMEHOBAHHMit) g€,
3aBOAMMBIX B TEXHHUKYME, C YKa3aHHEM CPOKOB MX XpaHeHus. HoMenknaTypa men

Npe€aHasHa4yeHa Ajid FPYNIHPOBKH  HCMNOJMHCHHBIX JOKYMEHTOB B J€na,
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CHCTEMATH3alHH H yuera Jeld, HHIACKCAUHH Jle1 H ONpefie/ieHHs CPOKOB HX
xpaHeHns. HomeHknatypa el SBISCTCH CXEMOil NMOCTPOCHHS  CNPABOMHOIN
KapTOTEKH HCMOJHCHHBIX JOKYMCHTOB H OCHOBOIl COCTAaBICHHA OmMCeii ans
MOCTOSHHOTO H BpeMeHHoro (cabiue 10 net) Xpanenus.

11.2. HomeHknatypa A€l TEXHHKYMA COCTABJICTCH PYKOBOAHTENIAMH
CTPYKTYPHBIX MOAPA3NCNCHHIT NPH MCTOAMYECKOIl MOMOUH OTBETCTBCHHOrO 3a
apxuB. HomeHknatrypa e TEXHHKYMAQ, [PCABAPHTENBHO COrNACoBaHHas C
akcnepTHOH KomHccHel (OK) TEXHHKYMQ, COIJIaCOBBLIBAETCH € DKCIEPTHO -
nposepouHoii komuccHeii (JIIK) rocynapcrBeHHoro oprana ynpasjieHHS
apXHBHBIM JIENIOM H YTBEPXAAETCH JHPEKTOPOM.

11.3. Tlpm cocraBneHHH HOMEHKNATYpbl J€1 TEXHHKYMa Cleayer
PYKOBOJACTBOBATbCS YCTABOM TEXHHKYMa, TMOJOXKEHHAMH O CTPYKTYPHBIX
NOAPA3AEICHHAX, IITATHEIM pPAcHCaHHEM TEXHHKYMa, MJIAHaMH H OTYETaMH O
paborte, MPUMEPHOH HOMEHKIATYPOii A€ TEXHHKYMa.

114. B HOMeHKnaTypy JHeNl TEXHHKyMa BKJIIOYAIOTCS 3aro/IOBKH M€,
OTPDXAIOMIME BCE JOKYMEHTHDYEMBIE Y4YacTKH paboThl noJpasiesCHHH,
Pa3IHYHOIO pO/ia KAPTOYKHU H T.J.

11.5. Ha3panusMH pa3nenoB HOMEHKIATypbl JEN TEXHHKYMa SBISIOTCS
Ha3BaHUA CTPYKTYPHBIX NOAPA3AENEHHUI; pa3nensl pacnoaraloTcs B COOTBETCTBHH
C YTBEPXKAECHHOH CTPYKTYpPOH.

11.6. Tpadsl HOMEHKIAaTypsl Jel TEXHHKyMa, €ro CTPYKTYpPHBIX
TMOZApPa3ICICHNH 3aMOIHAIOTCS ClexyromumM obpasom: B rpade 1 mpocrasnstorcs
HHJIEKCBI Ka)K/I0T0 JIe/1a, BIJIFOYEHHOTO B HOMEHKIIATYpy. MIHAEKC JeNa COCTOMT H3
YCTaHOBJIEHHOTO B TEXHHKyME ILHM@POBOro 0003HA4UEHHS CTPYKTYPHOrO
nopa3sfeneHis M MOPSAKOBOrO HOMEpA 3arojioBKa Iena MO HOMEHKJAType B
npenenax CTpyKTypHoro noapaszaenenus. Munexco nen 0603HauaoTcs apabCKHMH
uu¢ppamu. B rpady 2 sakmouatorcs 3arofioBku nen (Tomos, uacteit). ITopamok
PacnosoxeHUs 3aroioBKOB BHYTPH Pa3ZIENiOB U NoJApa3ieNieH i HOMEHKIATYPHI Je
ONpEACNACTCA CTCMEHBI0 BAKHOCTH JOKYMEHTOB, COCTaBJAIOMIMX JENa, HX

B3aHMOCBS3bI0 M CHCTEMATH3allMEH NOKyYMEHTOB BHYTPH 1ena. B  Hawane
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pacnoiaraloTcs  3aroj0BKH  JIGN,  COJACPXKAUIMX  OPralu3aluonno -«
pacnopsauTENbHYI0 JoKyMeHTauuio. Jlasee pacnonaraiorcs  3arojionku  jiei,
COZICPKALLMX [JIAHOBBIC H OTHCTHBIC JIOKYMCHTDI, NEPCIHCKY U T.JL 3arofonok Jiena
NOJDKEH YeTKO B 00001eHHOit opme oTpaxaTh OCHOBHOE COJCPKAHHE H COCTAN
noKymeHtoB aena. He pomyckacrcs  ynorpebnenue B 3arojiopkax jie
HEKOHKpETHBIX opmynuponok ("pasibic Matepuanst”, "o6mas nepenucka” v T.1.),
3aronoBKH ieN MOTYT YTOUHATLCS B npoecce (hopMuposatus U ohopMiIcHHs JIEN.
I'pada 3 3anonusercs no okoHuaHHHu yueObHoro rozaa. B rpade 4 ykasnipaercs cpok
XpaHeHus aena, Homepa crareil. B rpade 5 "[Ipumeyanne"” yka3biBaioTcs HazpaHHs
nepevHeil AOKYMEHTOB, HCTOIb30BAHHBIX MPH ONpPEACICHHH CPOKOB XpaHEHHS JIC),
NPOCTABJIAIOTCA OTMETKH O 3aBEACHHH A€, NEPEXOAALINX JACNaX, BbIACICHHH ACI K
YHHYTOXXEHHIO, O JIMIAX, OTBETCTBEHHELIX 3a oopMIeHHE NEMd, O nepefaye e/l B
IPYTYIO OPTraHH3aLHIO [UIsl IIPONOJKEHUS | Jp.

12. ®opmupoBaHue aen

12.1. ®opmMHUpOBaHHUE €N - rPYNNHPOBKA HCIIOMHEHHBIX IOKYMEHTOB B JIC/a
B COOTBETCTBUM C HOMEHKJIATYpOH Hen M cHCTeMaTH3auuel NOKyMEHTOB BHYTPH
nen. Jlena B TeXHUKYME GOPMUPYIOTCS [ELEHTPATM30BAHHO, T.€. B CTPYKTYPHBIX
M0/IpasneNeHUsX JMLAMH, OTBETCTBEHHBIMH 3a JIEONPOU3BOACTBO. MeTonHyeckoe
PYKOBOACTBO M KOHTPONb 33 MpaBWJIBHBIM (QOPMUpPOBAHHEM €N B TEXHHKYME
OCYIIECTBIAETCS JIMLOM, OTBETCTBEHHBIM 3a BEICHHE apXHUBA TEXHHKYMa.

12.2. Tlpu GopMHPOBaHHH HeN HEOOXOAMMO COOMIONATE CNefytomue o0Lmue
MpaBWIa: MOMELIATh B AeI0 TOJbKO MCIHOJHEHHbIE, MPABUILHO O(OPMIEHHEIC
JAOKYMEHTBI B COOTBETCTBHH C 3ar0JIOBKaMU JIEJ N0 Pa3pelICHHIO OZHOTO BONpPOCa;
rpyNnupoBaTh B AEN0 JOKYMEHTBI yueOHOro rozia, 3a HCKIOUEHHEM TMEPEXONALIHX
N, pa3fenbHo (OpMHpOBaTh B JENa JIOKYMEHTB! MOCTOSHHONO H BPEMEHHOIO
CPOKOB XpaHEeHus. B neno He A0MKHBI MOMEIATECS JIOKYMEHTBI, NOJIEKALIHE
BO3BPATY, JIMUIHKE JK3CMILISAPLI, YCPHOBHKH; JIEJI0 HE NOMKHO npeBblmats 250
JICTOB.

12.3. Homep zena, B koTopoe sosnieH ObITh MOAUINT JOKYMEHT, ONpeaensier

UCIOJHUTEND 110 HOMCHKJIATYPC. Ha JIOKYMCHTC MPOCTABJIAOTCA: OTMETKA "B neno
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N..", nara, [OMINCH  HCHOJNHHTENS WM PYKOBOAMTEHA  CTPYKTYPHOIO
NOAPA3JICICHIA,

12.4. JIOKYMCHTBI BUYTPH Jie/Ia  PAcnonaralorcs B XpoHOJOrH4ECKoi,
BONPOCHO = JIOPHYCCKOH  nociesoBare/bHOCTH  WIM WX COYCTAHHK.
Pacniops/IMTEILHLIC  JIOKYMCHTBI  IpYNIMPYIOTCS B jicha 110 BWlaM B
XPOHOJIOMHYCCKOM TIOPA/IKE C OTHOCHAILMMHCH K HHM NPHIOKCHHAMHK. YCTanbl,
NOJNOXKCHNSA, HHCTPYKIHH, YTBEPHJCHHBIC PACHOPSAUTEALHBIMU IOKYMCHTAMH,
ABJIAIOTCA NPHIOKEHHAMH K HHM MW TPYNIHPYIOTCH BMECTE € YKa3aHHbIMH
NOKyMeHTamMH. EcnH e oM yTBepiICHBl B KayecTBE CaMOCTOATEAbHOIO
NOKYMEHTa, TO HX IPYNNUPYIOT B caMocToATeNbHbIC Aena. [Ipuka3sl no 0CHOBHO#M
IEATENbHOCTH TPYNIHPYIOTCA OTAECALHO OT MPHUKA30B MO JHYHOMY COCTaBy.
[lpuka3sl MO JHYHOMY cocTtaBy (0 KOMaHAMPOBKAX, OTIYCKaX, B3bICKAHWAX)
GopMHpylOTCI B OTAenbHOE Jeno. IIpoTokonsl B Aene pacnonaralorcs B
XpPOHOJIOTHYECKOM  mopsake Mo Homepam. JIOKyMeHTBI K MPOTOKOJaM,
CTPYNIHPOBAHHLIE B OTACNbHbIE JEMa, CHCTEMATHU3MPYIOTCA [0 HOMEpaMm
NPOTOKOJIOB. Y TBEPXKAEHHbIE [IAHBI, OTYETHI, CMETHI, IMMUTBI, THTYJIbHbIE CIIHCKH
M Jpyrde€ NOKYMEHTBI TPyNNUPYIOTCA OTAENBHO OT MNPOEKTOB. JIOKYMEHTHI B
JIHYHBIX IENaX pacnojaraoTcs N0 Mepe UX noctynneHus. Jiunessie cuera pabounx
H CNYXalUX TPYNNUPYIOTCS B CAMOCTOSTENBHBIC IeNa U PACoNaraloTcs B HHX B
nopszake andasuTa No GaMuUIHAM, UMEHaM U oTyecTBaM. [Ipennoxenus, 3aaBaeHns
H kano6bl rpakaaH 1o y4eOHO - NPOU3BOACTBEHHBIM BOMPOCAM H BCE JIOKYMEHTbI
MO0 UX PACCMOTPEHHIO U UCMONHEHHUIO IPYNNUPYIOTCS OTAE/BHO OT NMPEUTOKEHH,
3asBJIEHMI M kan00 rpaxaaH mo Ju4HeIM Bonpocam. [lepenucka rpynnupyercs,
KaK TMpaBuio, 3a IEPHOJ KAICHAAPHOTO Troja M CHCTCMATH3HPYETCS B
XPOHOJIOrHYECKOM MOCNENOBATCIBHOCTH, JOKYMEHT - OTBET NOMeulaercs 3a
JIOKymMeHTOM - 3anpocoM. [lpu BO30OHOBNCHHH NEPENHCKU [0 ONPEACNCHHOMY
BOIPOCY, HAuaBLueiCs B MPEABIAYIIEM TOJy, JNOKYMEHTBI BKJIOHAIOTCS B N0
TEKYILIEro rofa ¢ yKasaHueMm HHIAEKCa JIesia NPEAbIYIero roaa.

13. Oopmiienne pen
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13.1. Jlena TEXHHKyMA MOUIEXAT O(GOPMIICHHIO NPH HX 3aBCICHHH H M0
3aBepicHHu rofa. OopmneHne e BKIIOYAET KOMILIEKC paboT 110 TeXHHUECKOI]
06paGoTke H MNPOBOAMTCHA COTPYAHHKAMH COOTBETCTBYIOUIMX CTPYKTYPHBIX
nojpasfeicHuil pH  METOXHYECKOH MOMOMM M 110]I KOHTPOJIEM JIHua,

OTBETCTBCHHOI'O 34 BE/ICHHC apXHBa.

13.2. B 3aBHCHMOCTH OT CpPOKOB XPAHCHHSI MPOBOJHTCA TMOJHOC HIIH
yactiyhoe odopmneune aen. [lomsomy odopmaeHHio nopiexar aena
nocrosHHoro, BpeMeHHoro (csbiwie 10 j€T) XpaHEHHs MO JIHYHOMY COCTaBy.
[lonxoe odopmieHHe Aena MpeayCMATPHBACT: MOALUIMBKY HJIH MEpPEIUIET jena;
HyMEpallHI0 JIMCTOB B JieNie; COCTaBJEGHHE 3aBEPHUTENLHONH HAAMUCH Jea;
COCTaBNICHHE B HEOOXOAMMBIX CiyyasX BHYTPEHHEH OMHCH JOKYMEHTOB JENa;
BHECEHHE HeoOXONUMBIX YTOYHEHHH B PEKBH3UTHI 00M0XKH Jena (yTOUHEHHE
Ha3BaHWS OpraHM3alliH, WHIAEKCA M 3aroJioBka Jena, Aatel Aena H ap.). [Jlena
BpeMeHHOro (o 10 ner BKIIOYHTENBHO) XpaHEHHS TMOAJEKAT YACTHUHOMY
odopMIIeHHIO; fena AOMyCKAaeTcs XpaHUTh B CKOPOCLIMBATENSX; HE MPOBOAMTH
MEpECHCTEMATH3aLMI0 JOKYMEHTa B JieNie, JIHCTHl Jiela He HYMEpOBarTh,
3aBEpHUTENBHBIE HAAMHMCH HE COCTaBATh. B nensx obecreyeHHs COXPaHHOCTH H
3aKpEIUIEHUS MOpAAKA pAaCHOIOXEHUS JAOKYMEHTOB, BKIIOYEHHBIX B €0, BCE
JTHCTBI HyMEPYIOTCA apabckuMy uu(pamMu BaloBO HyMepalnu B TIPaBOM BEPXHEM
yIily, HE 3ajieBas TEKCTa NOKYMEHTa, MPOCTBIM rpadHuecKuM KapaHAamoM HIH
HyMepatopoM. 110 okoHYaHHH rofa B HAAMKCH Ha 00JI0XKKAX el MOCTOSHHOTO
BpeMeHHOro (cBbime 10 JIeT) XpaHEHMs BHOCATCS YTOYHEHMS: MNpPOBEPAETCS
COOTBETCTBHE 3ar0JI0BKOB JIE/I HA 00JI0XKKE COAEPKAHUIO MOAUIMTHIX JOKYMEHTOB,
B HEOOXOAMMBIX ClIydasX B 3ar0JIOBOK JieJia BHOCATCS JONOJHHTENbHBIE CBeACHHS
(MpocTaBAIOTCA HOMEpA NPHKA30B, BUABI H HOPMBI OTYETHOCTH H T.IL.).

14. OnepatuBHOE XpaHEHHE JOKYMEHTOB H 1€

14.1. C momenTa 3aBeleHHs W [0 NMEPENaun B apXHB TEXHHKYMa Jena
XpaHATCA 10 Mecty HuX (OpPMHPOBAaHHS. PYKOBOAHTENH CTPYKTYpPHBIX
TMOAPa3NENEHUH W COTPYJHMKH, OTBEYAIOUIME 3a JEJONPOM3BOACTBO, HECYT

OTBCTCTBEHHOCTh 33 COXPAHHOCTh JAOKYMCHTOB H ACIIL. Ilena HaXO0AATCA B pa60lmx
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KOMHATaxX HIH B OTBEICHHHIX 118 HMX NOMEMCHMNX, PACHOIArB0OTes 3 mxadax,
oDecneyHBAOMMX HX NOAHY0 COXPAHHOCTL. B neasx nosumenns oncpammasoct
NOKCKa A0KYMCHTOB €12 PacnoiaraloTcs B COOTBCTCTRIN C HOMCHRIATY PO 2ea.
Homenkaarypa A€ HAH BHIMHCKA H3 HEC NOMCINACTCS HA BHYTPCHHSH CTOpONS
mkada. Ha kopemkax 06:107%ex 1€ YKa3uBAIOTCH HHICKCH MO HOMSHKIATYPL.

14.2. Boiaaua ae1 MOJpa3’iCICHHSM HIH CTOPOHHHM OpTaHW3ammsu
NPOH3BOAHTCA C paspeieHHs pykoBoAcTea. Ha BhlaaHHOE 1€30 3230IMTCH K2pTa -
3amecTHTeb Ae1a. CTOpOHHHM OpraHH3alHaM Je1a BhIaioTCs no axtaM. Hinsmie
JOKYMEHTOB H3 1€ MOCTOSHHOMO XPaHEHHS IOMYCKaCTCH B HCKTHOYHTEILHBIX
Cy4asX H MPOH3BOAHTCA C Pa3pelmeHHs AHPEKTOPA C 00F3ATEILHBIM COCTARTICHHEM
B JI€JI€ 3aBEPEHHOH KOMHH JOKyMeHTa H aKTa O MPHYHHAX BH1a4H NOLTHHHHKA.

15. Ilepeaaya ae;1 B apXHB TEXHHKYMA

15.1. Jlaa obecneyeHHs COXPaHHOCTH JOKYMEHTOB CO312CTCS apXHB
TEXHHKYMa.

15.2. B apxuB nepeaaioTcs aena NOCTOSHHOrO, BpeMeHHOro (cauime 10 aeT)
XpaHEHHS H /IeJ1a 110 THYHOMY COCTaBYy.

153. B cBoed [eATEIbHOCTH apXHB TEXHHKyMa pPYKOBOICTBYETCS
HOPMATHBHBEIMH H METOAMYECKHMH A0KyMEHTaMH PeepaTbHOi apXHBHOIT C.TY#OB
Poccuu, nonoxkeHneM 00 apxHBe TEXHHKyMa.

15.4. Jlena NOCTOAHHOTO CPOKA XPaHEHHs MEPENal0TCs B aPXHB M0 OMHCIM.
Jlena spemensoro (10 10 jieT BKIIOYHTENPHO) XpaHeHHs Mepeaadye B apXHB, Kak
NpaBWIO0, HE MOAIEKAT, OHH XPAHATCS B CTPYKTYPHBIX MOAPA3ACACHHSX H MO
MCTEYEHUH CPOKOB XPAHEHHS NIO/UIEXKAT YHHUTOKEHHIO B YCTAHOBRIEHHOM NMOPSIKE;
B HCKJIFOYHTENBHBIX CTy4asx M0 PEIEHHI0 PYKOBOACTBA nepenatorcs B apxuB. Hx
nepeaaya ocyLIECTBIAETCA 10 ONMCAM HJIM HOMEHKIIATypaM Jiedl.

15.5. Iepenaya nen B apxuB OCyLIECTBASETCA MO rPadHKy, COCTABNEHHOMY
apxuBom. [Iprem kaxioro aena npou3BOAMTCS JIHLIOM OTBETCTBEHHBIM 3 BEICHHE
apXHBa B IPUCYTCTBHH pabOTHHKA CTPYKTYpHOro nozapaszesienus. Ha sxsemmuspax
OMHCH NMPOTHB KAX/I0r0 J€Na, BKAIOYEHHOrO B Hee, AENAaeTCd OTMETKA O HAJIHYHH

fiena. B KOHIE KaIoro 3K3eMILIApa OMMCH yKa3bIBAIOTCS H(ppPaMH H NPOMHCHIO
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KOJIHUEeCTBO (haKTHYECKU NMPHHATBIX B APXHMB Jie/l, HOMEpa OTCYTCTBYIOLIHMX Je,
JlaTa pHeMa - Tiepeiavy Aer, MOAMHCH JIHLa OTBETCTBEHHOr0 3a BEICHHE apXHBa U
COTpY/JHHKA, MEepeAaBlIEro jaena. Ilena B apXHB JIOCTABNISILOTCS COTPY/JHUKAMH
CTPYKTYPHBIX MOApa3/ie/ieHHii, yBs3aHHBIMH B CBA3KH. BmecTe ¢ Zienamu B apxuB
TEXHHKyMa MepealoTcs PerHcTpallHOHHBIE KAPTOTEKH Ha IOKYMEHTBI. 3arooBoK

KaXX oM
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