


1. Oomme noJ1oKeHus

1.1. Hactosmee mnonokenue 1o aenonpomsBoactsy B KI'BIIOY
«TanbMEHCKMI  TEXHOJIOTMYECKMH  TeXHUKyM»  (mainee -  [lonoxenwue)
YCTAHABIIMBACT €AMHYIO CUCTEMY ACTONMPOU3BOICTBA B TEXHUKYME.

1.2. PyKOBOACTBO M KOHTPOJIb 32 BEACHUEM JICTOMPOU3BOJICTBA B TEXHUKYME
OCYILECTBISAET AUPEKTOP. [IUPEKTOP AAET yKa3aHWs MO BONPOCAM OpPraHU3aLUH
BEJICHUS JICTIONPOU3BOJICTBA, 0O0s3aTeNbHBIC [UIsl HMCIOJHECHUS CTPYKTYPHBIMHU
NOPa3ACIICHUSAMU TEXHUKYMA, POBEPSET COCTOSHUE NETIOMPOU3BOJICTBA.

1.3. OTBETCTBEHHOCTh 34 OPraHU3aAlMIO JCIIOMPOU3BOJCTBA, CBOEBPEMEHHOE
U KAQUECTBEHHOE MCMOJHEHHE AOKYMEHTOB, MX COXPAHHOCTb BO3J1aracTcsi Ha
PYKOBOAMTENEH CTPYKTYPHBIX MOAPA3ACICHAN TEXHUKYMA.

PykoBoauTENM CTPYKTYPHBIX NOAPA3ACICHUN NOJDKHBI TPUHAMATHL MEPBI K
COKPAUICHUIO MEPENUCKM, OOECeunBaTh MPABAJIBHOE W PALMOHAIBHOE
WCIOJb30BAHUE CPEACTB OPITEXHUKH, PACXOJOBAHUE CIYKEOHBIX OJIAHKOB M
Oymard.

1.4. HenocpeaCTBEHHOE  BEIEHME  JEJONPOM3BOACTBA B CTPYKTYPHBIX
NOPa3ACIICHUSX BO3JIAracTCs Ha COTPYAHUKOB, HA3HAYCHHBIX OTBETCTBCHHBIMH 32
3Ty padoTy, KOTOpbIC OOECHEYMBAIOT YYET M MNPOXOKJIECHUE JTOKYMEHTOB B
YCTAHOBJICHHBIE CPOKM, WH(POPMUPYIOT PYKOBOACTBO O COCTOSHUM  HX
VCTIOJTHEHMS, OCYINECTBIISIFOT O3HAKOMJICHUE COTPYJHUKOB C HOPMATHBHBIMH W
METOJMYECKUMH TOKYMEHTAMH IO JIETOMPOU3BOJICTBY.

1.5. PAOOTHHUKM CTPYKTYPHBIX MOAPA3JCIICHANA HECYT OTBETCTBEHHOCTH 34
BBINIOJIHEHHE TpeOoBanuil [lonoskeHus, 3a COXPAHHOCTh HAXOAAINMXCS y HHX
CIIy>K€OHBIX JOKyMEHTOB. OO0 yTpare JOKYMEHTOB HEMEUICHHO TOKJIAbIBAKOT
PYKOBOAMTENIO NOAPA3ACICHUS W/WIH JUPEKTOPY TEXHUKYMA.

[lepenaya TOKYyMEHTOB, WX KOMWHA PaOOTHUKAM CTOPOHHUX OpraHHU3aLMii
JOIYCKAETCS C pa3pelICHUs] PyKOBOJICTBA TEXHUKYMA.

1.6. B CTpYKTYpHBIX NOApA3ACICHUSAX, TAC MO WTATy HE NPEAYyCMOTPEH
CHECLMATIbHBIA COTPYAHHMK JJIsi BEACHUS JACIOMPOM3BOJACTBA, PYKOBOIUTEIEM
NOoIpa3AciiCHUsl HA3HAYACTCA COTPYIHUK, OTBETCTBEHHBIH 32 3Ty padoTy.

1.7. Ilpn yxone pabOTHUKA B OTIYCK, YOBITUM B KOMAaHIUPOBKY UMEIOLIMECS
Yy HEr0 JOKYMEHTHI MO YKAa3aHHIO PYKOBOAMTENS CTPYKTYPHOTO MOAPA3ACIICHUS
NEPEAAOTCS  JPYroMy paOOTHUKY, KOTOPBIA 00s3aH NPUHATH MEPhl K HX
CBOCBPEMEHHOMY MCTIOJTHEHUIO.

[Ipy yBOJIBHEHMM WM  TNEPEMEUICHWH  OTBETCTBEHHOIO 33  BEIACHHE
JEONPOU3BOACTBA NPOU3BOJUTCS TMEpefada A€l W JOKYMEHTOB, O 4YeEM
COCTaBJISIETCS MPUEMO - CIATOYHBIA aKT, KOTOPBIA YTBEPXKAACTCA PYKOBOAUTEIIEM
CTPYKTYPHOTO MOAPA3ACTICHHSI.

1.8. 3ampemaercss mepenucka MEKIAY CTPYKTYPHBIMM MOJPAa3ACIICHUSAMHA
TEXHUKYMA.

Benenue nepenucku ¢ BBIIECTOAIMMH OPraHU3alUsIMUA  OCYILECTBISETCS
JUPEKTOPOM WIIK TIO TOPYUYECHHUIO JUPEKTOPA.

Benenue nepenucki OT WMMEHUM TEXHMKYMa C JPYTUMHU OpPraHu3anusMu



OCYLIECTBIISETCA JAPEKTOPOM MM 10 WX NOPYYEHHK) PYKOBOAMUTEISIMH
CTPYKTYPHBIX ITOAPA3ICIICHUMN.

1.9. Hopmbl  [lonokeHus  pacnpOCTPAHSIFOTCA Kak Ha  TPAAMLMOHHOE
JEJIONPOU3BOACTBO, TaK W HA OpraHu3aluio  paboThl € JOKYMEHTaMH,
CO3aBAEMBIMU CPEICTBAMM BBIYMCIUTEINBHON TEXHUKH.

1.10. Bemonnenune Hacrosuero [lonokeHus 00sA3aTenbHO s KaKIO0ro
COTPYOHMKAa TEXHUKyMa, C €€ TPeOOBAHUSAMU COTPYAHUKH JOJDKHBI OBITh
O3HAKOMJIEHBI MO PACIIUCKY.

1.11. Ilopssmok  paboTel C CEKPETHBIMA JOKYMCHTaMH, JOKYMEHTAMH C
rpupom  "JICIT" (mokyMeHT s CIOy>KEOHOrO MOJIb30BaHMs), MNUCHbMaMH,
aABICHASAMHA W JKajlo0aMu  TPaXAaH  ONPEHENsIeTcss  CIECHHMATIbHBIMA
MHCTPYKLUSMHU.

2. /IOKYMEHTBI YUYPEKIACHUSI CPeAHEro npodeccHoHAIbLHOT0 00pa3oBaHus

2.1. TexHHWKYM MU3AACT CICAYIOUINE TOKYMEHTHI:

2.1.1 Opranu3anuoHHO-TIPABOBBIE JOKYMEHTBI (obecneunBaroT
OPraHU3ALMOHHO-TPABOBYIO AEATEIBHOCTh TEXHUKYMA):
- YcraB,

- JloroBop ¢ Yupenurenem;,

- CBUAETENBCTBO O rOCYAAPCTBEHHON PETUCTPALINN,
- CBUAETENBCTBO O FOCYAAPCTBEHHOM aKKPEAUTALNH,
- JInnensus Ha 00Pa30BATENBHYIO ACITEIbHOCT;

- KonnekTuBHBIN 10TOBOP;

- Tpynosoii norosop;

- JIOMKHOCTHBIE MHCTPYKIIMU COTPYAHUKOB TEXHUKYMA,
- [IpaBuna BHyTPEHHETO TPYAOBOIO PACOPIIKA,

- [lltaTHOE pacniucaHue;

- [TonosxeHnst 0 BHYTPEHHEM KOHTPOJIE B TEXHUKYME.
2.1.2. PacniopsauTeNbHbIE JOKYMEHTBI:

- PUKA3bI:

® [10 JINYHOMY COCTaBYy,

® [10 OCHOBHOM ACIATEIBbHOCTH,

® [10 JUYHOMY COCTaBY (M0 0OYYAOIIUMCS ),

- pacropsiKeHHsI.

2.1.3. UapopManmoHHO-CIPABOYHbIE JOKYMEHTHI:

- MPOTOKOJIbI, AKTHI;

- CIIPaBKH,

- TOKJIQJHBIE;

- OOBSACHUTENBHBIE 3ANTUCKH,

- CIyeOHBIE MUCHMA,

- 3a5BKH,

- (pakcorpamMmel;

- KHUTY PETUCTPALMK BXOAAIICH U UCXOAAIIEH JOKYMEHTALIHH.



2.1.4. YuebHo-negarornyeckue HHPOPMaLMOHHbIE TOKYMEHTHI:

- IMYHBIE ena 00y YaroIIHXCS;

- MOMMEHHAs KHUTa 00yYaroIuXCs,

- IMYHBIE JIeNa COTPYAHHUKOB,

- PUKA3bI IO OCHOBHOM NEATEIBHOCTH,

- MMPUKA3bI 110 JIAYHOMY COCTaBY,

- KHUTY y4yeTa OJJaHKOB M BBLAAYM CBUACTENBCTBO U AUIJIOMOB;

- )KypHAJI y4€eTa IPOBEPOK FOPUIMYECKOTO JIMIIA,

- KHUIa IPOTOKOJIOB MEICOBETOB,

- IPOTOKOBI 3acenannii MK.

2.1.5. JIOKyMEHTHI IO TPYAOBBIM NMPABOOTHOLUEHUSIM:

- MPUKA3bl O TPUEME HA PAOOTY U YBOJIbHCHUY,

- TpUKa3bl 00 W3MEHEHWM Y4eOHON Harpy3ku, YyCIIOBHH Tpyaa, oObeMma
padoThI U 11p.;

- MPUKA3bl HA OTMYCK;

- MPUKA3bl HA MOOLIPEHHUE,

- MPUKA3bI MO aTTECTALMK TIEAATOTOB,;

- MPUKA3bI O Tapu(PpuKaLnK;

- BEJICHUE TPYIOBBIX KHUKEK, KAPTOUYEK T-2

2.2. B uensx 3(p(peKTHBHOTO MCIIOJIB30BaHMsI BEIYACIUTENBHONU TeXHUKHN (BT)
B TEXHUKYME YCTAHABIMBAIOTCS €AMHBIE MPaBuiia 0(hOPMIIEHHS TOKYMEHTOB.

JUTA COKpaIeH!sl  KOJMMYECTBA MPUMEHSIEMBIX (OpPM  JTOKYMEHTOB B
TEXHUKYME MOTYT pa3pabarbiBaThCsl YHU(PUUUPOBAHHBIE (HOPMBI JTOKYMEHTOB
(YO/I), npeacraBisifOlIME€ COBOKYITHOCTb PEKBHU3HMTOB, YCTAHOBIICHHBIX B
COOTBETCTBHM C PEIIAEMBIMH B 3TOH c(pepe NEATENBHOCTH 3a1a4aMHu.

2.3. YOI Brmrovaercss B Tabenp YHUPUUUPOBAHHBIX (POPM JOKYMEHTOB
TEXHUKYMA - IEPEYCHb Pa3PEIICHHBIX K TPUMEHEHUIO (POPM TOKYMEHTOB.

Benenue tabensi, BHECEHUE B HETO M3MEHECHWMN, KOHTPOJIb 32 TPHUMEHECHUEM
OCYILECTBIISAET YIPABICHHAE ACTIAMH.

3. IIpaBuyia NOATOTOBKHU U 0(popMIIeHHS TOKYMEHTOB

3.1. JIOKyMEHTUPOBAHUE YIIPABIEHYECKON ACATEILHOCTH

JIOKyMEHTUPOBAHUE YIIPABICHUYECKOM  JCATEIBHOCTA  3aKIIOYAETCS B
¢ukcanum Ha Oymare WM APYTUX HOCHTENSX MO YCTAHOBJICHHBIM MPABHJIAM
VIPABJICHUYECKUX JECHCTBHMN, T.€. CO3AHUH YITPABJICHUYECKUX TOKYMEHTOB.

JIOKYMEHTUPOBAHUE OCYILECTBISETCS HA €CTECTBEHHOM SI3bIKE (PYKOIUCHBIE,
MAIIMHONUCHBIE JOKYMEHTBL, B TOM YHCJIE TEJIErPaMMBI, T€IE(QOHOIPAMMBIL U T.1. ),
4 TAKXKE HA MCKYCCTBEHHBIX S3bIKAX C MCIOJB30BAHUEM MAIIMHHBIX HOCHUTEIICH.
[Tpn moaroroBke U 0QOPMICHHHA TOKYMEHTOB HEOOXOIMMO COONIOAATH MPaBUIa,
o0ecreunBarOINe  OPUANYECKYI0  CHIY  JOKYMEHTOB,  ONEPAaTMBHOE W
KQUECTBEHHOE MX MCMOJIHEHHUE M MOUCK, BO3MOKHOCTh 00OPabOTKH JOKYMEHTOB C
MOMOILBIO CPEICTB BEIYMCIIUTEIIbHON TEXHUKH.

JIOKyMEHT UMEET  KOPUAMYECKYK) CHJy TPU  HAIWMYAKA  PEKBU3HTOB,
00s3aTENBHBIX UIsl JAHHOTO BUAA JOKYMEHTA (HAaMMEHOBAHWE OPraHM3aliH -



aBTOpa JOKYMEHTA, Ha3BaHKWE BUAA (YHU(PULIMPOBAHHOH (POPMBI TOKYMEHTA), 1aTa,
WHJCKC, 3ar0JIOBOK K TEKCTY, TEKCT, BU3bI, OAIHNCH).

B npouecce moarotoBkn u 0pOpMIIEHUST COCTAB PEKBU3UTOB MOKET OBITh
JOTIOJTHEH APYTUMHU PEKBU3UTAMH, €CJIA TOTO TPEOYET HA3HAYCHHUE TOKYMEHTA, €T0
00paboTKa U T.1.

3.2. bilaHKK TOKyMEHTOB

JIOKYMEHTBI JOJKHBI, KaK MPaBUiio, OPOPMITATECS Ha OJIaHKaxX TEXHUKyMa U
UMETh YCTAHOBJICHHBIA KOMIUIEKC OOS3aTEeNbHBIX PEKBU3UTOB W CTAOWIIBHBIN
NOPAJOK WX  PACMOJIOKEHMS]  (PAacloONIOKCHHWE  PEKBM3MTOB Ha  OJIaHKax
OPraHM3ALMOHHO - PACHOPSAIUTENBHBIX JOKYMEHTOB JOJDKHO COOTBETCTBOBATH
rocCr P 6.30-2003 "YHu(uUuuMpoBaHHbIE  CHCTEMbl  JOKYMEHTALWH.
YHupuurpoBaHHas cucTema OPraHM3aLMOHHO-PAaCIOPSANTEIbHOM
JoKyMeHTalmu. TpedoBaHust K 0(hOPMIIEHUIO TOKYMEHTOB".

B TexHUKyMe MPUMEHSIOTCS ONaHKK:

oO1Iuii O1aHK;

ONaHK UCHbMA;

OJJaHK KOHKPETHOTO BHJIA TOKYMEHTA.

briaHkn 1OKYMEHTOB M3roTaBIMBarOTCs Ha Oymare gopmato A3 (297 x 420
MM), A4 (210 x 297 mm), AS (148 x 210 mm).

Ynorpebnenue O1aHKOB MPOU3BOJIBHONW (POPMBI HE paspelacTcs. 3aka3 Ha
W3rOTOBJICHHE OJIAHKOB MTPOU3BOUTCS C Pa3pelICHUs AUPEKTOPA TEXHUKYMA.

3.3. OdopmiicHUE PEKBU3UTOB JOKYMEHTOB

3.3.1. HammeHOBaHKe OpraHu3anuu - aBTopa J10OKyMEHTa

HanMeHoBaHME TEXHUKYMA YKa3bIBACTCS B TOYUHOM COOTBETCTBUU C Y CTABOM.

3.3.2. HauMeHOBaHUE BUIA IOKYMEHTA

Ha3BaHue 1OKyMEHTa JOJKHO COOTBETCTBOBATH €r0 COJAEP)KAHWIO, TAOEHO
YHU(PHUIMPOBAHHBIX POPM TOKYMEHTOB TEXHUKYMA.

3.3.3. Jlara nOKyMeHTa

JlaToli JOKyMEHTa SBISETCS Jara €ro NOANUCAHMs, Uil JOKYMEHTA,
NPUHAMAEMOTO KOJIJIETUATIBbHBIM OPraHOM, - aTa €ro NPUHATHS, Uil TOKYMEHTA,
TpeOYyIOIIEr0 €ro yTBEP)KACHHS, - Jara €ro yTBepKIcHus. Jlara mokymeHTa
NPOCTABISIETCS JAOJDKHOCTHBIM JIULOM, MOANMKUCHIBAOIIMM WM YTBEPXKAAOIIAM

JOKYMEHT.

J1ns TOKYMEHTOB, COCTaBJICHHBIX OJHOBPEMEHHO HECKOJIbKUMHU
OpraHu3alsIMu, JaTOH JOKYMEHTA SIBJISCTCS Nara MOAMUCAHUS €ro MOCJIEeAHEH
OpraHU3aIueEn.

Jlara moanvcaHusi, yTBEP>KACHUS, COTJIACOBAaHUS JTOKYMEHTA, a TAaKoKe AaThl,
coJepKaliecss B TEKCTE, JODKHBI  OQOPMIATECS LU(PPOBBIM  CIIOCOOOM.
ONeMEHTBl JAaThl TPUBOAATCS apaOCkuMu 1udpaMu B OJHY CTPOKY B
NOCTIEA0BATENBHOCTH. YHACIIO, MECSLL, TOJI.

B TekcTax MOKYMEHTOB, COJACpKAIlMX CBEACHUS (PMHAHCOBOTO XapakTepa,
MPUMEHSIETCS CIIOBECHO - IIU(POBOIA crtocod ohopMITeHHUS J1aT.

3.3.4. IToanuce DOKyMEHTA

JIOKYMEHTBI, HANIPaBIsSEMbIE TEXHUKYMOM B BBIMIECTOSIINE OPraHbl |
yIpaBcHUS, MOAMUCHIBAIOTCS AUPEKTOPOM, 1O TIOPYUSHUIO AUPEKTOPA.



JIOKYMEHTBI, HANPABISEMbIE TEXHHUKYMOM B aApEC IPYIMX OPraHu3alui,
VUPEKICHUI W NPEANPUATHI, MOTYyT MOANUCHIBATECS  PYKOBOJIUTEISIMH
CTPYKTYPHBIX TOAPA3ACTCHUA TEXHUKYMA.

B coctaB moanmucu BXOIAT. HAMMEHOBAHHE OJDKHOCTH MOMANMCHIBAKOIICTO
JOKYMEHT, JINYHAS MOANKCH U €€ pacinpoBKa.

B noxymeHTax, MOArOTOBIEHHBIX KOMHCCHEH, YKA3bIBAOTCA HE IOJKHOCTH
NOMUCABLIMX JILL, & X 00SA3aHHOCTH B COCTABE KOMHUCCHH.

[Ipu noagnucaHul JOKYMEHTA HECKOJBbKMMM JOJDKHOCTHBIMH JIMLAMH KX
NOAMWCH  pacnojlaraloT  OAHY  NOJA  JAPYro B MOCIEAOBATEIBHOCTH,
COOTBETCTBYIOILEN 3aHUMAEMOM JTOJDKHOCTH.

[Tpu noanucaHuy TOKYMEHTA HECKOJbKMMH JIMIAMU PABHBIX JOJDKHOCTEH MX
NOJMUCH PACHoNaraloT Ha OJHOM YypoBHE. Ecim AOKHOCTHOE MO, MOJAMUCH
KOTOpPOTO 3aroTOBJICHA HA MPOEKTE JOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT
JOJKEH TOJNUCHIBATBCS JIMIIOM, HCIIOJHSIOIKAM €ro OOS3aHHOCTH, WA €r0
3aMECTUTENIEM.

He nomyckaercs noanmucaHue JOKYMEHTOB € MPEMIOTOM
IPOCTABJICHAE KOCOW YEPTHI NMEPE] HAMMEHOBAHUEM JOJKHOCTH.

3.3.5. CornacoBaHue JOKYMEHTA

[Tpy HEOOXOAMMOCTH  OLEHKM  LEJIECOOOPAa3HOCTH  TOKYMEHTA,  €ro
00OCHOBAaHHOCTH M COOTBETCTBHS ICHCTBYIOIIEMY 3aKOHOJATENLCTBY H MTPABOBBIM
aKTaM MPOBOAMTCS COTIACOBAHUE AOKyMEHTa. COrjacoOBaHUE MOKET MPOBOIUTHCS
KaK BHYTPH TEXHUKYMa (MTOAPA3ACIICHUSMHU U JOJDKHOCTHBIMHA JIMAMM ), TaK U BHE
€ro (C NOJYMHEHHBIMU W HEMTOAYMHEHHBIMU OPTaHU3ALMSIMH ).

BryTpenHee cornacoBanue oQopMIsIETCS MMyTEM BU3MPOBAHMS MPOEKTA
JOKYMEHTA JOJDKHOCTHBIM JIMIIOM. Bu3a BKIrOYAeT B ce€0s JIMYHYKO MOANUCH, €€
pacm(ppoBKY, AATy BUBHPOBAHMSI, JOJKHOCTH BU3UPYIOLLETO.

3aMeuaHus M TOMOJTHEHMS K MPOCKTY JOKYMEHTA M3/1ararTcs Ha OTACIbHOM
JMCTE, O YEM IPU BU3UPOBAHUM CTABUTCA OTMETKA '3aMEUYaHUsl MPUIIAraroTCs'.
3aMeuanus 00s3aTENbHO JOKIIAABIBAKOTCS JIUILY, MONUCHIBAOIIEMY TOKYMEHT.

JUTs TOKyMEHTa, TOIJIMHHHK KOTOPOTrO OCTAaeTCs B TEXHUKYME, BH3a
OPOCTABISIETCS B HIDKHEH YacTM OOOPOTHOH CTOPOHBI TMOCJTEAHErO JIMCTa
NOJUTMHHHAKA TOKYMEHTA.

BrewmHee cornacoBanne 0(hopMIISIETCS COOTBETCTBYOILUM TPUOM.

I'pud cornacoBanus pacmoyiaracTcsi HWKE NOANWCH HA JIMLEBOH CTOPOHE
nokymenta u BkimoudaeT B ceOs cioBo COIJIACOBAHO (6e3 KaBbIuEK),
HAUMEHOBAHHWE JOJDKHOCTH JIMIA, C KOTOPHIM COIJIACOBBIBAETCS JOKYMEHT
(BKJIFOYAs HAMMEHOBAHWE OPraHu3anuu), JUYHYK [OANHCH, PacIuPpPOBKY
NOJIMUCH U JaTy COTIaCOBAHUS.

3.3.6. YTBEpXKACHUE TOKYMEHTA

OcoObIM crtOCOOOM  BBEACHHS JOKYMEHTa B JCHCTBHE SBISIETCS  €rO
YTBEPKACHHUE.

JIOKYMEHTBI yTBEPXKIAAKOTCS JUPEKTOPOM TEXHUKYMA, BBILICCTOSLIMMH WJIH
MEXBEJIOMCTBEHHBIMA ~ OpraHaMH,  OOLICCTBEHHBIMM  OPraHW3aLMsSMH, B
KOMIETEHIIMIO  KOTOPBIX  BXOJWT PEHICHHE BOMNPOCOB, W3JIOKEHHBIX B
YTBEPKAACMBIX TOKYMECHTAX.

" "

3a Wi



YTBEp)KAECHUE TOKYMEHTA POU3BOJIUTCS IPOCTABICHHEM rpuda
YTBEPKACHHUS WM W3JAHUEM PACHOPSIUTENIBHOTO JAOKYMEHTAa (B TEX CIy4YasX,
KOrza TpeOyrTCs TOTOJHATEIbHBIC TPEANUCAHHS U Pa3bsICHEHUS).

[Tonoxenns 0 co3gaHuu (HaKyIbTETOB, CTPYKTYPHBIX NOAPA3ACICHUN U T.1.
NOJUIEKAT YTBEPXKICHUIO JUPEKTOPOM TEXHUKYMA U MPUOOPETAIOT FOPUANYECKY IO
CUJTy TOJIBKO C MOMEHTA UX YTBEPKIACHHSI.

[Tpu opopmnenun  rpuda  yTBEpKIECHUS  HEOOXOAMMO  COOMIOIATH
CIIEYIOLLEE:

rpu( yTBEpXKACHHAS TMOMEMIACTCS B NPABOM BEPXHEH YacTH JOKYMEHTA,
coctouT u3 cioa YTBEPXJIAIO (0e3 kaBblu€K), MOJHOIO HAWUMECHOBAHWS
JNOJDKHOCTH — JIMIA, YTBEPXKIAKOUIETO  JOKYMEHT, JIMYHOM  MOANHMCH, €€
pacim(ppOBKH U JAThl YTBEPKACHHUSL.

BHocuTh kakue-mmb0  M3MEHeHUss MW 100aBieHUS B TMOJNMCAHHBIE
(YTBEP)KIEHHBIE) JOKYMEHTBI O€3 Pa3peIleHHs JIMIA, MOANMCABIIETO JOKYMEHT, HE
JOITyCKAETCH.

OTBETCTBEHHOCTh 32 KQUECTBO MOATOTOBKM JOKYMEHTOB M JOCTOBEPHOCTH
COIEP)KALIMXCA B HUX JIAHHBIX BO3JIAracTcss Ha JMUA, M[OArOTOBHBILNE,
3aBU3WPOBABIIWE U MOANMUCABIINE JOKYMEHTHI.

3.3.7. AnpecoBaHue TOKYMEHTA

JIOKYMEHTBI apeCyIOT B OPraHU3ALNN, UX CTPYKTYPHBIC TIOAPA3ACICHUS UK
KOHKPETHOMY JTOJDKHOCTHOMY JIMILY.

[Ipu anpecoBaHMM JOKYMEHTA B OPraHM3alMI0 WM €€ CTPYKTYPHOE
nojpasaeiicHue 0e3 ykazaHusl JOJDKHOCTHOIO JIMIA WX HAMMEHOBAHWE MUIIYT B
UMEHUTEIIBHOM MAJIEXKE.

[Tpu HanmpaBiaeHUH HOKYMEHTA JOJDKHOCTHOMY JIMIY HA3BAHWE OpPraHU3aLUH
U €€ CTPYKTYPHOIO NOJAPA3AC/ICHUS YKAa3blBAlOT B MMEHWTEIBHOM MAaJexKe, a
JOJHKHOCTB M (PAMUAITMIO aApecaTa - B JaTEITbHOM.

JIOKYMEHT HE JOJDKEH COJACPKAaTh OO0Jee YETBIPEX aAPECATOB, KaXKAbId
SK3EMIUIP TAKOTO JAOKyMEHTa AOJDKEH ObiTh moanucadH. Cnoeo "Komms" nepen
BTOPBIM, TPETBAM, YETBEPTHIM aPECATAMK HE YKA3bIBAIOT.

[Ipu HanpaBneHUH JOKYMEHTa 0OJee YeM B YETHIPE aapeca COCTaBISAETCS
CIHMCOK HAa PACCBUIKY, 4 HA KAKIOM JOKYMEHTE MPOCTABISIETCS TOJIBKO OJWH
azapec.

AJIpec HE  TMPOCTaBISIETCS  HA  JOKYMEHTAaX,  HaNpaBIsIEeMBIX B
NPABUTEIBLCTBEHHBIC YUYPES)KICHUS M TOCTOSHHBIM KOPPECHOHIEHTaM, B 3THX
CJly4asiX MOTYT IPUMEHSTHCS KOHBEPTHI € 3apaHee HANCYaTAHHBIMU aIPECAMH.

[Tpu anpecoBaHMr NOKYMEHTA (PU3MUECKOMY JIMIY YKa3bIBAKOT WHULUAIIBI U
(haMUIIHIO MOJTyYaTeNsl, 3aTEM MOYTOBBINA aaApeC.

3.3.8. Pezomonus

B coctaB pe3ontonuu AOKHBI BXOAMTH CIEAYIOUIME SJEMEHTHL. (paMumus
UCTIOJTHUTENSL (MCIOJHUTENEH ), COAEP)KAaHUE TOPYYEHUS, CPOK HCIOJIHEHUS,
NOJIMKUCH, 1aTa.

[Ipy HaMmMUMKM B PE30JIOLMKA  HECKOJBKAX WCHOJHUTENEH YKa3bIBACTCS
OTBETCTBEHHBIH MCIOJHUATEND (KaK MPABWIIO, 3TO JULO, HA3BAHHOE B PE30IOLUH
NEPBBIM ).



Ha nokymenTax, He TpeOyrOIMX AOMOJHUTENIBHBIX  YKa3aHWWA M0
UCMIOJTHEHUKD W MMEIOMIMX TUMOBBIE CPOKH HWCHOJNHEHUS, B PE30IHOLUHU
YKa3bIBACTCSl UCTIOIHUTEND, MOAMKUCH ABTOPA PE3OJTIOLINAN, AATA.

3.3.9. OpopmieHHE TPUIIOKEHUH K JOKYMEHTY

3.4. OCOOCHHOCTH TMOATOTOBKM M O(GOPMIICHMS  OTHCIBHBIX  BHUJOB
JOKYMEHTOB

3.4.1. ITpukas

[Tpuka3 - NpaBOBO aKT, U31ABAEMbIi JUPEKTOPOM TEXHUKyMa JJIsl PEIIEHUS
OCHOBHBIX M ONEPATUBHBIX 33/1a4, CTOSIINAX MEPE] TEXHUKYMOM.

[Tpuka3 MokeT OBITh W31aH JWUPEKTOPOM WK JIMLOM, MCHOJHSIOLIMM
00sI3aHHOCTH TMPEKTOPA TEXHUKYyMa B CIYy4ae €ro OTCYTCTBHUSL.

B npukazax mo OCHOBHOH JAEATEIBHOCTH PEIIAKOTCS BOMPOCHl YUYEOHOM,
X03HCTBEHHON, (PMHAHCOBOM ACATEIBHOCTH, MJIAHUPOBAHUS, OTYETHOCTH, YUEOHO
- BOCIUTATENBHOrO Mmporecca, (PU3NYECKOTO pa3BUTH U T.I. [IpuKa3sl AOIKHBI
opopmiiATeCcs Ha ONaHKE TEXHUKYMAa M HWMETh YCTAHOBJICHHBIA KOMIUIEKC
00s3aTEBHBIX PEKBU3UTOB W CTAOWIBHBIA MOPSAOK WX PACIOJOXKEHHS B
coorBerctBu ¢ ['OCT P 6.30-2003 " VYHu(UUUPOBAHHBIE CUCTEMBI
JOKYMEHTALHH. YHupuuupoBaHHas cucTema OpraHu3alMOHHO-
pacnopsiAMTENBHON NOKyMeHTauuu. TpeboBaHus K OQOPMIICHUIO AOKYMEHTOB'.
Ynorpebnenne OlaHKOB NPOM3BONIBHON (opMbl He npomyckaerca. [lepemaua
NPUKA30B, UX KOMUKA pabOTHUKAM CTOPOHHMX OPraHu3alyid TOMYyCKaeTCsl TOJIBKO €
pa3peliecHusl PYKOBOACTBA TEXHMKyMa. [IpOeKkThl NpHKa3oB pa3padarTbIBarOTCS
CTPYKTYPHBIMH MOJAPA3JACIICHUSIMA TEXHUKYMA IO MOPYYECHUIO PYKOBOJCTBA HJU
1o COOCTBEHHO! MHHULIMATUBE.

[ToaroroBka npukasa BKJIFOYACT B c€0s M3YUEHUE CYIIECTBA BOMpOca U cOOp
HEOOXOMMBIX CBEIACHMIA, MOArOTOBKY MPOEKTa MPHKA3a, COrNIACOBAHUE MPOEKTA,
NOJAMUCAHUE JTUPEKTOpPOM, peructpanuio. CoriacoBaHUE TMPOEKTa NPHKa3a
OCYIIECTBISAETCS MyTEM BU3MPOBaHUS. BH3UPYIOT MNPOEKT MCHOJHUTEID,
PYKOBOAMTEND CTPYKTYPHOTO MOAPA3ECIICHUS, BHOCAIETO MPOEKT, BCE YKA3aHHBIC
B MPOEKTE HCIOJHUTENH. [IpOEKTHI MPHUKA30B, MCHOJHEHUE KOTOPBIX TPEOyeT
(MHAHCOBOTO OOECIECUEHUs, BHU3UPYIOT OTBETCTBEHHBIC JIMLA (PUHAHCOBOM
ciy>kObl.  PacnopsuTenbHble TOKYMEHTHI JOJDKHBI MMETh 3arojOBOK, KOTOPBIMA
HaunHaeTcs ¢ npeaiora "O (O0)".

Odopmisiercs npuka3 Ha OJAHKE U JOKEH UMETh CICAYIOIUE PEKBU3HTHI:
HA3BaHWEC BUJAA JOKYMEHTA, JaTy, HOMEP NPHKa3a, 3arojioBOK, TEKCT, MOJIKUCH,
BU3bI, COTJIACOBAHKE. TEKCT MpUKa3a, KaK MPaBUIO, COCTOMT U3 KOHCTATUPYIOLIEH
W paclopsAMTEIbHON YacTeil. B KOHCTaTMpyromieil 4acTm KpaTrko W3Jararorcs
LEJHA U 3a1a4¥ PEANUCHIBAEMBIX NEHCTBUIM, (PaKThI UM COOBITHS, TOCTY>KUBIIUE
[IPUYNHON U3TaHUS IPUKA3a.

KoHcraTupyromas 4acTb MOKET OTCYTCTBOBAaTh, €CIU NPEIMUCHIBACMBIE
JNCUCTBHSL HE HY)KJAOTCS B Pa3bICHEHWU. TEKCT MPUKA30B B TAKUX CIIydasx
HAYAHACTCS CO CJIOBA MPUKA3bIBAIO (MUIIETCS BPa3PsAAKY CTPOUYHBIMHU OYKBAMH).
[Ipyn HamMuuKM ABYX 4YacTell NpHKa3a paclopsAMTENbHAs 4acTb OTACISETCS OT
KOHCTaTHPYIOIICH CJIOBOM NpuKasbiBato. [locne cioBa MpuKas3blBaKd CTAaBHUTCS
ABOCTOYME. TEKCT pacmoOpsSAMTEIbHOW YacTH JACTUTCS HA MYHKTHI, B KOTOPBIX



YKa3bIBAKOTCA MCHOJHUTENM, KOHKPETHbIC JEHCTBUS W CPOKM HCIIOJHCHUS
NPEINUCHIBACMBIX ACHCTBUA. ECM mprKa3 AOMOJIHSET, OTMEHSAET WIA U3MEHSET
paHee W3JAaHHbIE TPUKAa3bl MW WX OTACIbHBIE MYHKTHI, 3TO OTOBAPHUBACTCA B
TekcTe. B mocneaHeM NyHKTE pacmopsAMTENBHONW YacTH NPHUKa3a YKa3bIBACTCS
JOJDKHOCTHOE JIMLO, HA KOTOPOE BO3JIAracTCss KOHTPOJIb 34 UCIIOJIHEHUEM TPUKA3a
B LIEJTIOM.

Ecnu npuka3 BBOAMT B JEHCTBME KaKHE-TMOO JOKYMEHTHI (MHCTPYKLHH,
rpaduku, mpaBuia, MOJIOKEHHs), TO OHU O(OPMIISIIOTCS B BUJAEC NMPUIOKCHHS K
npukaszy. B mpaBoM BEpXHEM YINy TaKMX AOKYMEHTOB OT ISITOrO MOJOKEHUS
Tabyaaropa muimyT cjioBo 'llpunokeHue” ¢ yKa3aHHMEM HAUMEHOBAHUS
PaCTOPSIANTENBHOTO JOKYMEHTA, €0 JaThl, HOMEpA.

3.4.2. PacniopsokeHue

Pacniopsbxenue - pacropsiINTENBHBIA JOKYMEHT no BOMNpPOCaM
WHPOPMALMOHHO - METOJMYECKOTO0 XapakTepa, a TaKke [0 BOMpocaMm
OMECPATHBHOIO  YIPABJICHUS  JCATEIBHOCTBIO  TEXHHKyMa  (COBELIAHWA,
KOH(pepeHuMn ®u T.1.). PacnopsbkeHHe HE JOJDKHO COJIEP)KaTh MPEANHACAHWH,
HOCSIIMX HOPMAaTUBHBIA xapakrep. [loaroroBka u odopmicHHE PACOPSKEHUI
OPOBOAMTCS MO TEM K€ MPABUIIAM, YTO U MPUKA3.

3.4.3. ITpoTokoa

[TpoTOKOJI - TOKYMEHT, B KOTOPOM (PUKCHpYETCA X0 0OCYKACHHUS BOIPOCOB
Y TIPUHATUS PEIIEHUI HAa cOOpaHMsX, COBEIIAHUAX, KOH(DEPEHIMIX U 3aCEAAHUIX
KOJUIETHAJTbHBIX OPTaHOB.

TeKkCeT MPOTOKOJIAa COCTOUT U3 IBYX YACTEH: BBOAHOM U OCHOBHOU. B BBOAHOM
4YacTU 3alOJIHAKOTCA Cheayromme pekBusuThl "llpeacemarens”, "Cexkperaps',
"[IpucyrcrBoBanmu”, "[loBecTka nHs". Ha GnaHke MpoTOKOJIa 3TH PEKBU3UTHI MOTYT
UMETH THMOTPACKOE UCTIOTHEHHUE.

OcCHOBHas 4aCTb TPOTOKONA COCTOMT M3 Pa3lEiOB, COOTBETCTBYIOILMX
NYHKTaM TIOBECTKM [JHS. TEKCT KaKIOro pasfelia CTPOUTCI MO CXEME!
CJIIVIIAJIY, BBICTYIIMJIM, TIOCTAHOBWJIM (PELIMJIHN). OcHoBHOE
COJIEP)KAHUE JTOKIAN0B M BBICTYIUICHHIA MOMEIIAETCS B TEKCTE MPOTOKOJA WM
NPUJIATACTCS K HEMY, MOCTAHOBIIEHUE (PELICHUE) MEYATACTCS MMOJIHOCTBIO.

JIOKYMEHT, YTBEP)KIAEMBI  KOJUIETHAIIBHBIM ~ OPraHOM, NPHJaracrces K
MIPOTOKOIY.

Copnepxanne 0COOOT0O  MHEHHSI  3alMUCBIBACTCS B MPOTOKOJIE  MMOCIHE
COOTBETCTBYIOILIETO MPOTOKOJIBHOTO PEIICHUS.

[TpoTOKOJI MOANIUCHIBACTCS  MPEACEAATENILCTBYIOIIMM — HAa  3acCJaHud U
CEKpETAPEM.

[TpoTOKOJIBI HYMEPYIOTCS ~ TMOPSAKOBBIMM ~ HOMEpaMHM B NPEAENax
KaJIeHAapHOro roaa. [IpoTOKONBI COBMECTHBIX COBEIIAHMWI (COOpaHWii) MOTKHBI
UMETh COCTABHBIE HOMEPA, BKJIOYAKOIIME TMOPSIKOBBIE HOMEPA MPOTOKOJIOB
OpraHM3alWii, TPUHUMABIIMX YYaCTHUE B PA0OTE COBEIIAHUS.

3.5. Cnyke0HO€ MUCHMO

Bce nenoBple  mucbMa  MOXKHO — Pa3AciuTh  HAa  KOHCTATUPYIOLIUE
CBEPIIMBLIMICS (PAKT W MpeaBapsrOUIMe BO3MOKHOCTh €r0 CBEPLICHHS. ITO
NUChbMa - MOATBEPKACHUS, MMCbMA - HAMOMWUHAHUS, TUCbMA - MPEAYIPEKIACHHUS,



nucbMa - wu3BewmeHUs. OHM HE TpeOylT OTBETa, HO WX HAIMYME HMEET
FOPUIMYECKOE 3HAYECHUE.

EcTh nmucbMa, KOTOPBIE COMPOBOXKAAKOT MATEPHAIBHBIE LIEHHOCTH WM APYTUE
JOKYMEHTBI, TaK HA3bIBAEMBIC "'COMPOBOAUTEIBHBIC" .

OOecrnieunBast NpeIBapUTENbHBIA 00MEH HMH(POpPMALMEH, MUCHMO MOMOTacT
CTOPOHAM BBIAICHUTH BO3MOXXHOCTH AJIS 3aKJIIFOYEHHMS PA3HOTIO poAa AOTOBOPOB H
akToB. [I03TOMY B COBPEMEHHOM JEIONPOM3BOJCTBE IMHUCBMO BBICTYNAET KAk
JIEJIOBOM JIOKYMEHT, SI3bIK KOTOPOTO MPEACTABISAET W3BECTHBIC TPYIHOCTH MPH
CTaHAAPTU3ALIMH.

Bce nucbMa MOXKHO pazfenuth N0 (PyHKIMOHAIBHOMY NPHU3HAKYy HA JBE
IPYNIbL a) TUChbMa, TPEOYIIIUE NMUChMa - OTBETA, O) MUCbMA, HE TpeOyroIme
IMCbMA - OTBETA.

3.6. [TopsIOK CHATUS M BBIJAYM KOIUNA C TOKYMEHTOB

3.6.1. Kommuu ¢ JOKYMEHTOB BBIJAKOTCS C PA3PEIICHUS HAYAIBHUKOB
CTPYKTYPHBIX MOAPA3JACICHUNA M TONBKO C TEX JOKYMEHTOB, KOTOPBIE OBLIM
W3JIaHbl B TEXHUKYME M KOTOPBIE KacarOTCs CIy>KEOHOH AEITENBbHOCTH JAHHOIO
CTPYKTYPHOTO IMOAPA3ACIICHHUS.

3.6.2. Ilpu BbIIaYe KOMUU JNOKYMEHT BOCHPOM3BOAMTCS MOJHOCTHIO (OJIaHK,
HOMED, JaTa, COAEPIKaHKUE U T.1.).

B npaBoM BepxHEM YTy KONKAX MULIETCS CI0BO "Konms".

[Ipwm BBIAQYE KOIMM € KONMHA CIEAYET nUcaTh "Konus ¢ Konuu'.

3.6.3.1lpu 3aBepeHMHM KONMMM JOKYMEHTAa BHHM3Y IIOCIE  TMOJHOIO
BOCIIPOU3BENECHUS TEKCTA MUIIETCS 'BEpHO", CTABUTCS NOTKHOCTD, TOANUCH JIUIA,
3aBEPSIOLIETO KOMUIO, €r0 MHALMAIBI U (JaMWIHsS, AaTa 3aBEPEHUSI.

[Ipu nepecpiike KONMM B APYTHE YUYPESKIACHUS WM BbIJAYE HA PYKH
OTJEIBHBIM JIMLAM HA HEW CIEAYET MPOCTABIIATh NEYATh.

3.6.4. Ha o0opoTe NOKyMEHTa JAE/iacTcsd OTMETKA, KOrja WM KOMY BblJaHa
KOMUSI.

3.7. ABTomarusanus JOKyMEHTHPOBAHUS

JUTs MOATOTOBKA AOKYMEHTOB MOTYT MPUMEHSTHCS ABTOMATHU3UPOBAHHBIC
TexHonoruu. [Ipm 3TOM co3pmarores 0asbl JaHHBIX (KOPPECHOHACHTOB, (hopm
JOKYMEHTOB, Tpa(apeTHbIX TEKCTOB M TEKCTOBBIX 3arOTOBOK), MALIMHHBIE
PENAKTOPCKUE MPOTPAMMBI U JIP.

[Topsimok pa3pabOTKK, SKCIyaTalid W TOJb30BaHUS TAKAMHU CUCTEMAMHU
OTNPEACTSAETCS CTaHAAPTAMHU B OOJIACTH aBTOMATH3MPOBAHHBIX WMH()OPMAIMOHHBIX
TEXHOJIOTHH.

4. KoHTpOJBb 32 HCIIOJTHEHHEM JOKYMEHTOB

4.1. Opranuszanust KOHTPOJIS

4.1.1. Bce moctynmaronme Ha WM JUPEKTOpPA TEXHHUKYMa W B aapec
TEXHUKYMa JOKYMEHTBI, TPEOyIOMIME MCHOOJHEHWS W TOATOTOBKM OTBETA,
HOJUIEXKAT KOHTPOJIIO.

4.1.2. KoHTposIb 32 MCHOJHEHMEM JOKYMEHTOB YCTaHABIIMBACTCS B LEJAX
00EeCrieYeHUsT UX CBOCBPEMEHHOTO M KAYECTBEHHOIO HWCIOJIHEHWS, MOBBILICHHS



YPOBHSL ~ OPraHM3aTOPCKOM  pabOTBl W MCHOJHUTEIbCKOH  AMCLMILUIMHBIL,
OCYILIECTBISAETCS C MOMOLIBK) aBTOMATU3MPOBAHHONW CHCTEMbI KOHTPOJS Ha 0ase
OBM.

4.1.3. ABTOMaTu3upOBaHHOMY KOHTPOJIIO TOMJIEKAT NPUKA3BI, PELICHUS
COBETOB, 4 TAKXKE NOKYMEHTBL, TOCTYIAMINE HA UMS TUPEKTOPA TEXHUKYMA.

4.1.4. PyKOBOIUTENN CTPYKTYPHBIX MOIPA3ACIICHANA 00s13aHbI pacCMaTpUBaTh
COCTOSIHUE WCIOJIHATENBCKOW JUCLHUIUIMHBL TI0 JOKYMEHTaM C TOPYYEHUSIMH
PYKOBOJCTBA TEXHHKYMA, a TAaKKE JOKYMEHTBI, IOCTYNUBLIME B aAPEC
CTPYKTYPHOTO MOAPA3AEIICHUS U TPEOYIOIINE UCTIOTHEHUS W MTOATOTOBKH OTBETA.

4.1.5. JIOKyMEHT CUMTAETCA MCIOJHEHHBIM, KOI/A PELICHBl OKOHYATENBHO
BCE MIOCTABJIEHHBIE B HEM BOIMPOCHI U COOJTFOJIEHBI CIIEIYIOINE CPOKH:

€CJIM B IOKYMEHTE MOCTABJIEH CPOK MCITOJIHEHMS - B YKA3aHHBIN CPOK,

JOKYMEHTHI 0€3 YKa3aHUsl CPOKA UCTIOJTHEHUS - B MECSUHBINA CPOK,

€CJIM B TOKYMEHTE UMEETCA MMOMETKA "CPOYHO", - TO B TPEXAHEBHBIN CPOK,

Nopy4YcHust 0€3 yKa3aHusl KOHKPETHOM ATl HCIIOJIHEHUS - B MECSIYHBIN CPOK.

CpoOK ucUUCIISIETCS B KAJEHAAPHBIX THAX C AAThl OANUACAHUAS JOKYMEHTA.

4.1.6. Ecnmu TOKYMEHT UCNOJIHEH B ONEPATUBHOM MOPSAKE, TO KPOME 3aMUCH
"B nmeno N...", MOANUCH W AAThl HCTIOJIHATEND TOJDKEH CACTIATh KPATKYIO 3alKiCh 00
WCITOJIHEHHUH.

4.2. 11ops oK CHATHS JOKYMEHTOB C KOHTPOJIS

4.2.1. JIOKyMEHTBl CHAMAKOTCSI C KOHTPOJS, €CIIA PEIICHBI NOCTABJICHHBIE B
HUX BOIIPOCHI WJIK aBTOPAM JIaH OTBET IO CYIIECTBY.

[TpoMEXYTOUHBII OTBET, PABHO KAaK W 3arpoc MO UCHOJHIEMOMY JOKYMEHTY
WM YaCTUYHOE UCTIOJTHEHUE TTOPYUYECHUS, HE SBIISIETCA OCHOBAHUEM JUTsl IPU3HAHUS
JOKYMEHTA UCIIOJTHEHHBIM.

4.2.2. CHATh NOKYMEHT C KOHTPOJISI MOTYT TOJBKO JOJLKHOCTHBIEC JIMLA WJIA
KOHTPOJIbHAA CiTyk0a, KOTOpas MOCTaBUia €ro Ha KOHTPOJIb.

4.2.3. OCHOBaHMEM I CHATHS C KOHTPOJIA JOKYMEHTOB C MOPYYECHUSAMU
PYKOBOJCTBA YUPEKACHHAS CPEAHETO MPOPECCHOHATBHOIO 00pa30BaHUs SBISETCS
JOKYMEHT - OTBET, MOANMHUCAHHBIA AUPEKTOPOM, JHOO CHpaBka 00 KCIOIHEHUU
JOKYMEHTA 34 NOAIKACHI0 HAYAJIbHUKA CTPYKTYPHOTO MOAPA3ACIICHUSI.

S. IlopsiioK NPOXOKAECHUS H HCIIOJTHEHUS! MOCTY AL
KOppecnoHACHIHU

5.1. Bcs koppecnoHACHIMS, MOCTYNAoWAas B TEXHUKYM, MPUHUMACTCS H
PETUCTPUPYETCS CEKPETAPEM PYKOBOIUTENS.

[Ipu npueme KOPPECMOHACHUMU TPOBEPAETCA LETOCTHOCTh KOHBEPTOB,
JAPYroil ynakoBKH W MPABUIIBHOCTh aIPECOBAHUSI.

OmmOOYHO TOCTABJICHHAS KOPPECTIOHAEHIIMS MEPECHIIAETCS OTIPABUTENIO.

5.2. Ilpu BCKpBITUM KOHBEpTA (YMAKOBKM) MPOBEPAIOTCS MPABUIBHOCTH
aJPECOBAHMS U HAIMYUE BIIOKEHHBIX TOKYMEHTOB.

[Tpu oOHapy>kEHUM TOBPEKACHHSI, OTCYTCTBUSL JOKYMEHTA WM MPUIIOKEHHS
K HEMY, a TaKKEe HECOOTBETCTBHS HOMEPA, YKA3aHHOTO HA KOHBEPTE, HOMEPY
BJIO’KEHHOTO JOKYMEHTA COCTABIISIETCS aKT B IBYX AK3EMILTAPaX, OJMH U3 KOTOPBIX



MPUIATAETCS K MOJYYEHHOMY JOKYMEHTY, a APYTrOi HAIPABISAETCS OTIPABUTEIO.

KOHBEPTHI OT MOCTYNMHUBIIEH KOPPECTOHACHIIMKA COXPAHSIOTCSA U TTPUIIATAOTCS
K JJOKYMEHTaM B CIIy4asx, €CJIM aApEC OTIPABUATENS YKA3aH TOJIBKO HA KOHBEPTE,
€CJIM JlaTa JAOKYMEHTA M JaTa €ro OTIPABKM COIJIACHO IMOYTOBOMY ILITEMIIEIIO
UMEIOT OOMBIINAE PACXOXKIECHUS BO BPEMEHH, €CIIM KOHBEPT HEOOXOUM B KaUECTBE
ONPAaBJATEIBPHOIO AOKYMEHTA K PAcXoAaM MO OIUIATe KOPPECHOHIACHLMHU, €CIU
KOPPECHOHAECHIMS MOCTYTHIA U3 CYeOHBIX OPraHoB.

5.3. Ha Bcex BXOASIIMX TOKYMEHTAaX B IMPABOM HHKHEM CBOOOAHOM OT
TEKCTa TIOJIE TEPBOM CTPAHULBl JOKYMEHTA CTABUTCSA LITAMI C YKA3aHUEM
MOPAAKOBOTO PETMCTPALMOHHOTO HOMEPA M JaThl MOCTYIIEHWS JOKYMEHTA.
[[ItaMn mpOCTaBNISETCS TAKXKE HA BCEX MPUIOKEHUAX K JOKyMeHTy. Ha
KOPPECTIOHAEHIIMHU, HE TMOMIC)KALIEH BCKPBITUIO, IUTAMII CTABUTCS HA KOHBEPTE.
[Tpyn OTCYTCTBMM MITaMIIa BbILIEYKa3aHHAs WH(OPMALsE BHOCUTCS BPYUHYIO.

5.4. llepenaya AOKYMEHTOB W3 OJHOTO CTPYKTYPHOTO TOAPA3ACIICHUS B
JIPYroe MPOU3BOAUTCS YEPE3 CEKPETaps PYKOBOJUTEIIS.

5.5. IokyMeHTBI, He TpeOyrlme JAOKIaAa JUPEKTOPY TEXHUKYMA,
HAIPABJISAIOTCA CEKPETAPEM PYKOBOJIMTENS Il HWCIOINHEHUS B CTPYKTYPHBIC
ITOAPa3AEICHUS.

Bcee noctynuBIIne TOKyMEHTBI AOJKHBI JOKIAABIBATECS PYKOBOJCTBY B JICHB
WX MOCTYTUICHHS].

5.6. [lonyunB AOKYMEHTBI HAa WMCHOJHEHUE, COTPYAHUK TEXHUKYyMa IOJDKEH
HEMEUICHHO O3HAKOMUTBCA C WX COACPKAHUEM, BBIIACIUB JOKYMEHTHI,
TpeOYIOIIUE CPOYHOTO UCTIOJTHECHUSI.

Ecnu 1OKYMEHT HampasisieTCsl HECKOIBKMM  MCIOIHUTENSIM, TO  JIMLO,
VKa3aHHOE B PE30JIIOLMHU TEPBBIM, SBISETCA OTBETCTBEHHBIM MCITOJIHUTEIIEM,
KOTOpBIA 00s3aH O03HAKOMUTH C JOKYMEHTOM BCEX JAPYITMX B ONEPATUBHOM
NOPSAAKE (B ACHb NOJYYEHUSI JOKYMEHTA) U OPraHW30BaTh B YKA3aHHBIN CPOK €ro
UCITOJIHEHHUE.

B oTmenbHBIX  Cllydasx Takue JOKYMEHTBI MOTYT THPKMPOBATBCA H
NEPENABATECS B COOTBETCTBYIOIIME CTPYKTYPHBIE TOAPA3AETICHUS.

5.7. Kaxapliik  COTPYOHUMK TEXHMKYMa OOECINEYMBACT  OMEPATUBHOCT,
KAQ4€CTBO UCIOJIHEHHS U COXPAHHOCTh JOKYMEHTOB.

5.8. Ilepemaua MOKYMEHTOB OT OJHOTO MCIIOJTHUTENS K JAPYTOMY MOXKET
MIPOU3BOAMTBECS TOJIBKO 4YEpPE3 JIMLO, OTBETCTBEHHOE 3a ACIIONPOU3BOACTBO B
CTPYKTYPHOM IO APA3ACIICHUH.

5.9. Ilocne pemeHus MOCTABJICHHBIX B JOKYMEHTE BONPOCOB MCIOJIHUTEND
BHU3Y MEPBOH CTPaHULBI JOKYMEHTA JOJDKEH CAETATh OTMETKY 00 WCIOJIHEHWUHU
JOKYMEHTA W HAIIPABJICHUH €10 B JEJIO.

6. IlopsiAOK NOATOTOBKH M NMPOXO0KACHUSI HCXOASIIMX H BHYTPEHHUX
AOKYMEHTOB

6.1. [lopsa 10K MOArOTOBKKM UCXOJAIIMX JOKYMEHTOB BKJIFOUAET B ce0sl padboTy
N0  COCTaBJICHUIO MPOEKTAa  JOKYMEHTA, COMIACOBAHWUIO,  MOJNMCAHUIO
(YTBEP)KIEHUIO), THPAKAPOBAHUIO U OTIPABKE.



6.2. JIo nepegaunm JOKyMEHTa HA MOJIMUCH UCHIOJHUTEND JOJIKEH MPOBEPUTH
€ro COACPKaHWE, MPABHJIBHOCTh O(POPMIICHHS, HAMUYME HEOOXOIUMBIX BH3 H
NPUIOKEHUH. JIOKYMEHT MPEACTABISCTCS HA TOAMUCh BMECTE C MAaTEPHATIAMU, Ha
OCHOBaHUM KOTOPBIX OH TOTOBHUJICS.

6.3. JIOKyMEHTbI, TOANUCAHHBIE JUPEKTOPOM, MW  AJPECOBAHHBIE B
BBIIICCTOSIIIAE OPraHu3alWu, PETUCTPUPYIOTCS CEKPETapeM PYKOBOAMTENS W
JOCTABJIAIOTCS aApecaram B IPEAEnax ropoia KypeepoM.

JIOKYMEHTBI, TOAMMCAHHBIC PYKOBOIUTEISIMHA CTPYKTYPHBIX MOAPa3AciICHU,
PETUCTPUPYIOTCA CEKPETAPEM PYKOBOJMWTENS W HAIMPABJISKOTCS YEPE3 OpraHbl
ITOYTOBOU CBA3U.

6.4. BHyTpeHHue JOKYMEHTBI 0(OPMIISIFOTCS U VCTIOJTHSFOTCS
(MCMONB3YKOTCS ) B IPEENaX TEXHUKYMA.

6.5. BHyTpeHHHE TOKYMEHTHI (JOKJIAIHbIC 3alUCKH, CIIPABKH, CBOAKH U JIP.)
paccMaTpUBAIOTCSA TEMH JTOJDKHOCTHBIMM JTULAMH, KOMY OHW HAIPaBJICHBI.

6.6. JIoKyMEeHTBl AJi1  OTHOPABKM B JAPYrM€ OPraHu3aluy  JTOJDKHBI
NEPENABAThCA COTPYIHUKAMU CTPYKTYPHBIX MOAPA3ICICHAN, OTBETCTBEHHBIMH 32
JETONPON3BOACTBO, CEKPETAPIO PYKOBOAMUTEIS.

OTBETCTBEHHBIE 32 ACTIONPOM3BOACTBO NEPEI CAAUEH KOPPECHOHICHIMN HA
OTIPAaBKy JOJDKHBI 0O0S3aTEIBHO MPOBEPUTH MPABUIIBHOCTH €€ OQOPMIICHUS H
anapecoBanus. KOHBEpPTOBaHME KOPPECHOHACHUMM M JIPYTHX  HOYTOBBIX
OTIIPaBJICHUH TPOU3BOUTCS CEKPETAPEM PYKOBOJAUTENSI TEXHUKYMA.

7. PerucTpanusi J0KyMeHTOB

7.1. Perucrpanusi JOKyMEHTOB

7.1.1. Peructpauys JOKYMEHTOB B TEXHUKYMEOCYILECTBIAETCA
JELNEHTPAIN30BAHHO!

VY cexperapst pyKOBOIUTEIS PETUCTPAPYIOTCA:

- BXOJIIAst KOPPECIOHACHIMSA, aAPECOBAHHAA HA UM IUPEKTOPA;

-JIOKyMEHTBI, aJPECOBAHHBIC B TEXHUKYM 0€3 YyKa3aHUsi KOHKPETHOTO
agpecara;

- BXOJSII[as IPaBUTENBCTBEHHAS KOPPECIIOHAEHLINS,

- UCXOIA1Iast OT UMEHHU PYKOBOJCTBA TEXHUKYMA JOKYMEHTALINS,

- IPUKA3HL,

- pacnopsLKEeHHUS,

- IPOTOKOJIBI;

- TOKYMEHTHI K 3aCE€JaHUI0 YYEHOT'0 COBETA.

HanOonee panMoHanbHOR SBISETCS PETHCTpalMsl B KOMIBIOTEPE WU B
JKypHAJIaX pErucTpariu.

7.1.2. Bxogsume AOKYMEHTBI PETMCTPUPYIOTCS B JCHb NOCTYIUICHUS, a
UCXOAIINE U BHYTPEHHUE TOKYMEHTHI B IEHb MOANMUCAHUS.

8. PaGora ucnosiHuTeNN€eH ¢ AOKYMEHTAMH

8.1. PykoBoUTENM CTPYKTYPHBIX MOAPA3ACICHUN TEXHUKYMa 00€CICUNBAIOT



OMEPaTHBHOE PACCMOTPEHHE MOKYMEHTOB, MEPEAAYy HMX HCHOJHUTEN0 B JEHBb
NOCTYIUICHUS, KOHTPOJIb 32 KAYECTBEHHBIM UCIIOJTHEHUEM TOKYMEHTOB.

8.2. IIpn paccMOTpPEHMH KOPPECHMOHACHIMN PYKOBOAMTENDL MOAPA3ACIICHUS
BBIICTIIET JOKYMEHTBI, TPEOYIOUIME CPOYHOrO MCIONHEHUA. Tak, JAOKYMEHTHI,
NPUCTIAHHBIE JJIs1 COTJIACOBAHUS, PACCMATPHBAIOTCS B ICHD UX MOCTYIUICHMSI.

HcnonmHuTens momy4aeT OOKYMEHTbl B JICHb WX PErHCTpalUM WM Ha
CIIEAYIOINI JE€HD B COOTBETCTBUU C PE3OJIIOLUEN AUPEKTOPA.

CpouHBIE TOKYMEHTHI EPENAIOTCS HEMEJIEHHO.

8.3. UcnonHeHue JOKyMeHTa MpeaycMaTpuBacT cOOp U 00padOTKy
HEO0OX0MMOM MH(pOPMALMK, MOATOTOBKY MPOEKTa AOKYMEHTA, €ro 0QOopMIICHUE,
COMIACOBAHUE, MPEACTABICHUE WIH MOANUCAHUE (YTBEP)KACHHUE) IUPEKTOPOM
TEXHUKYMA WM PYKOBOIUTENSIMU CTPYKTYPHBIX MOAPA3ACICHUM, TOATOTOBKY K
NIEPECBIIKE aIpecary.

HcnonauTens onpenenser  HEOOXOAMMOE  KOJMYECTBO  SK3EMIUISIPOB
JOKYMEHTA, MepeaacT JOKYMEHT Ha TUpaXUpoBaHue. Ha TOKyMeHT, pacchbuiacMblii
Ooree 4eM B UETBIPE aipeca, UCIOJHUTENb TOTOBUT CIIUCOK HA PACCHUIKY.

8.4.1lpu  omepaTMBHOM  pENICHWM  BOMPOCOB  0O€3  COCTaBJICHUS
JOTOJIHUTENBHBIX JOKYMEHTOB MCIIOJHHUTENbL JIEIACT OTMETKH Ha JOKYMEHTE O
JaTte MOCTYIUICHHs (€CIH 00pa30BajICs MHTEPBAI BPEMEHU MEXKIY MOCTYIUIEHUEM
JOKYMEHTA B TEXHHMKYM MW €ro JOCTAaBKOW WCIOJIHMUTEND), O Jarax
IPOMEKYTOUYHOTO MCIOJIHECHUS (3aMpOC CBEACHWM, Tene(OHHBIE TEPErOBOPHl U
T.J.), O AaT€ ¥ Pe3yJIbTaTe OKOHYATEIBHOTO UCTIOJTHEHMSI.

85.1lpy HanuuMM  OTBETCTBEHHOI'O  MCIOJHUTENS  BCE  OCTAIIbHBIC
WCTIOJTHUTENM CBOCBPEMEHHO M KAYE€CTBEHHO MPOBOAAT aHAIW3 WH(POPMALMH U
OPEICTABISIFOT OTBETCTBEHHOMY HCIIOJIHATEI) B YCTAHOBJICHHBIE MM CPOKH
HEOOXOMMBIE JOKYMEHTHI (ITPOEKTHI JOKYMEHTOB, CIIPABOK, CBEICHUH U T.1.).

OTBETCTBEHHBIN UCTIOJHUTENb HECET TEPCOHATBHYD OTBETCTBEHHOCTH 34
HEAOCTOBEPHOCTh MH(POPMALIAN, UCTIONB30BAHHON IIPH MOATOTOBKE JTOKYMEHTA.

8.6. McnmomHuTENh HECET OTBETCTBEHHOCTh 34 HECOOMIOACHHUE TPeOOBAHMMNA
VCIIOJTHUTENIBCKON TMCUUIUIAHBI, 32 HEMPABUJIBHOE UCIOJIB30BAHNE JACHCTBYIOLIMX
HOPMATHBHBIX JOKYMEHTOB B MOATOTOBKE, OGMOPMIEHMM W HCIOJIHEHUU
JOKYMEHTOB B CPOK.

8.7. McnommHuTENh NMEET MPABO MOIB30BATHCS ABTOMATU3UPOBAHHBIM OaHKOM
JAHHBIX TEXHUKYyMa, CIIPABOYHO - HH(HOPMALMOHHBIMUA (POHIAMKU U OMONMOTEKAMHU
JUTS TOJTyYEHUsT HE0OXO0MMON MH(OpMaLUK.

9. IleyaTanue U THPA)KUPOBAHHE TOKYMEHTOB

9.1. Ileyaranue TOKyMEHTOB, HANPABIIIEMBIX B BBIIIECTOSLIME OPraHA3ALIMY,
OCYILECTBISAETCS B CTPYKTYPHBIX NOAPA3ACTEHUAX, TOTOBALINX 3TH JOKYMEHTHI. B
CBA3M C AaBTOMATM3aUMEl JOKYMEHTALIMOHHBIX MPOLECCOB B TEXHUKYME W
NEPEXOIOM CTPYKTYPHBIX MOApPA3ACicHU Ha padoTy ¢ mepcoHanbHbeiMH DBM
WCTIOJTHUTENb TOTOBUT MPOCKT JTOKYMEHTA W BBIBOJUT €TI0 Ha MPUHTEP B CBOEM
CTPYKTYPHOM IO APA3ACIICHUAN.

9.2. TupaxupoBaHUE NOKYMEHTOB, KaK IMPABUIIO, IIPOU3BOAUTCS Y CEKpETaps



PYKOBOJMTENS, 4 TAK)KE€ B CTPYKTYPHBIX MOAPA3ACICHUAX HA MHOKUTEIBHBIX
annaparax s OneparuBHOrO KOIUPOBAHHSI.

TupaKupOBaHUIO MOAJIEKAT TOJIBKO JOKYMEHTBI, OTHOCALIMECS K CITY>KEOHOM
JNEATENBHOCTA TEXHUKYyMa. KOHTpOJIb 32 TUP@KUPOBAHHUEM JOKYMEHTOB B
CTPYKTYPHBIX NOAPA3AEICHUSAX BO3JIAracTCs Ha PYKOBOIUTENEH.

93.ns  TUpaXUpOBaHUST  MPUHUMAKOTCS  CIYXKEOHBIE  JOKYMEHTHI,
W3rOTOBJICHHBIE ~ MAIIMHOMUCHBIM  criocoOoM,  cpeactBamu  [IOBM.  Ha
TUPAKUPOBAHAE JOKYMEHTOB 3alOJHAETCS 3aKa3, KOTOPBIA MNOANKCHIBACT
PYKOBOJMTEND MOAPA3AETICHUS.

PactupaxupoBaHHBIE TOKYMEHTHI BBIJAOTCS 3aKa3YUKY IO/ PACIIMCKY.

9.4. PacTUpa)XMPOBAaHHBIE SK3EMIUISAPBI JOKYMEHTOB HA MOCIEAHEN CTpaHULE
JOJKHBI MMETh BBIXOJHBIE JAHHBIE (HOMED 3aKa3a, TUPaXK, Aara).

9.5. OpuruHanel  pPaCTUPLKUPOBAHHBIX  JOKYMEHTOB  BO3BPALIAKOTCS
3aKa34MKY MPU NOJYYECHUH TUPAXKA.

10. Y4er u xpaHeHue nevyareii, liraMnoB U OJIAHKOB

10.1. O0si3aTeNIbHOMY YYETY MOAJICKAT BCE BUJBI MEYaTeid W IITAMIIOB,
OJlaHKA C YITIOBBIMH W MPOJOJIbHBIMM INTAMIIAMH TEXHHKYMA, YAOCTOBEPCHUS
JIMYHOCTH, KOMAHAUPOBOYHBIE U OTIIYCKHBIE YAOCTOBEPEHHUS, TPYAOBBIE KHUKKH.

10.2. Y4er Bcex medvareii ¥ INTAMIOB, MMCIOMIMXCS B TEXHUKYME (KpOME
NeYarei ¥ ITaMIOB CIIEHUATBHOIO OTENA), BEACTCS B CIEUUAIIBHOM >KYPHAJIE.

10.3. Bergaua nevareii, mramMnoB U OJIAHKOB MPOW3BOAMTCS MO PACIIHACKY B
COOTBETCTBYIOIIUX KypHAIAX y4eTa.

10.4. )KypHasibl yuera BKJIKOYAKOTCA B HOMEHKJIATYpy JAen. JIucTel ux
HYMEPYIOTCS, MPOIIMBAKOTCSA U ONEYATHIBAOTCS.

10.5. Ileyatn m mwraminsl AOJHKHBI XPAaHUTBCA B cei(ax WM METANIMYECKUX
mkadgax.

10.6. OTBETCTBEHHOCTh 34 XPAHEHUE U MCIOJIB30BAHUE NIEYATEH, IITAMIIOB U
OTaHKOB B CTPYKTYPHBIX MOAPA3ACICHUSAX HECYT CEKpPETapu WM JIMLA,
OTBETCTBEHHBIC 34 BEACHUE JCIIONPOU3BOICTBA.

[Tewars cneayeT IpOCTaBISTh TAKMM 00OPa3oM, YTOOBI OTTUCK 3aXBaTHJI YaCTh
CJIOB HAMMEHOBAHUS JOJKHOCTHOTO JIMLA, MOAMUCHIBAOIIETO JOKYMEHT, U HAYAJIO
JIAYHOM TTOIUCH.

10.7. Ileyatn 1 mramnsl YHUUYTOXKAKOTCS 110 AKTY.

10.8. IIpoBepka HaTMums MeyaTei, MTaMIOB U OJIAHKOB, a TAKXKE MOPSIKA UX
XPAHECHHMSI U UCTIOJIb30BAHMS POU3BOIUTCA KOMUCCUEN HE PEXE OHOTO Pas3a B roj
OTHOBPEMEHHO € MPOBEPKOH COCTOSHUS AETOMPOU3BOJACTBA.

11. CocTraB/ieHHE HOMEHKJIATYPbI A€/

11.1. HomeHkmarypa nen TEXHHMKYMa - OQOPMIICHHBIA B YCTAHOBIIEHHOM
NOPSAJKE CHCTEMATU3MPOBAHHBIA MEPEYCHb 3arojIOBKOB (HAMMECHOBAHWIA) HET,
3aBOJMMBIX B TEXHUKYME, C YKA3aHUEM CPOKOB MX XPAHECHHSI.

HomeHnknarypa nen  npeaHasHadyeHa Ui TPYNIUPOBKM — MCHOJHEHHBIX



JOKYMEHTOB B JI€Jla, CUCTEMATH3alMM M ydyeTa JAcl, WHACKCAMH JeI W
ONpPEACTICHUST CPOKOB HMX XpaHeHus. HomeHknarypa Jen sBISETCS CXEMOM
NOCTPOCHHUSI CIPABOYHON KAPTOTEKM MCIHOJHEHHBIX JOKYMEHTOB W OCHOBOH
COCTaBJIEHUS ONUCEH ISl MOCTOSIHHOTO U BPEMEHHOTO (CBbIlIe 10 J€T) XpaHeHus!.

11.2. Homenknatypa  JeJl  TEXHUKYMa  COCTABIIETCS  CEKPETApPEM
PYKOBOAMTENS HA OCHOBE HOMEHKJIATYP JACN CTPYKTYPHBIX MOAPA3ACICHUMA MPU
METOMYECKON MOMOLIN ApXHBA TEXHUKYMA.

Homenknarypa nen  TexHWKyMma, TPEABAPUTENBHO  COMIACOBAHHAs €
akcnepTHoil komuccuei (OK) TEeXHUKyMa, COIVIACOBBIBACTCS C JKCHEPTHO -
npoBepouHoii  komuccueit (OIIK) rocymapcTBEeHHOro opraHa yOpaBJICHUS
APXUBHBIM JIEJIOM U YTBEPKIAETCS TUPEKTOPOM.

11.3.1Ipu  COCTaBJICHUM HOMCHKJIATYPBl  JE€I  TEXHUKyMa  CIICAYET
PYKOBOJACTBOBATbCA YCTAaBOM TEXHMKYMA, TMOJIOXKEHUSAMH O CTPYKTYPHBIX
NOPA3ACIICHUSAX, ITATHBIM PACHMCAHAEM TEXHUKYMA, TJIAHAMW M OTYETAMHU O
padore, [IPUMEPHON  HOMEHKJIATYpPOW  OEI  YVUPEKIACHUS CPEMHETO
Mpo(EeCCUOHATTBHOTO 00pa30BaHMUsI.

11.4.B HOMEHKNATypy JAel TEXHUKYMa BKJIKYAKOTCA 3arojloOBKU €N,
OTP@XKAKIIME BCE JOKYMEHTHPYEMBIE YYacTKM pabOThl  NOAPa3JCIICHUH,
PA3IAYHOTO POJIA KAPTOUYKH U T ..

11.5. Ha3paHussMH pa3fenioB HOMEHKIATYPbl JACN TEXHUKYMA SIBJISIFOTCS
HA3BAHWs CTPYKTYPHBIX MOAPA3ACIICHUN, Pa3aeibl pacnoaraloTcs B COOTBETCTBUU
C YTBEP)KICHHOMN CTPYKTYPOH.

11.6. I'padpl  HOMEHKJIATYPBl €T TEXHHKYMa, €ro  CTPYKTYPHBIX
NOIpa3AcIICHUH 3aOHSAOTCS CIEIYOIAM 00pa3oM:

Brpape 1 mnpocraBnsitoTcs WHASKCH KaXKAOrO Jeja, BKIOUYEHHOTO B
HOMEHKJIATypy. HMHOEKC JAema COCTOMT W3 YCTAHOBIEHHOIO B TEXHHKYME
nu(poBOro 0003HAUYEHUST CTPYKTYPHOTO MOAPA3JACIICHUS U MOPSIKOBOrO HOMEPA
3arojioBKa Jejla M0 HOMEHKJIAType B MPeAesiax CTPYKTYPHOrO MOAPA3ACIICHUS.
HHnekcwl aen 0003HavyaroTcst apabCcKumu 1udpamu.

B rpady 2 3axiarovaroTcst 3aroJoBKH €N (TOMOB, 4acTei).

[Topsimok pacmonoKeHnsl 3aroJIOBKOB BHYTPH PA3ACIOB W TNOAPA3IACIICHUI
HOMCHKJIATYPbl ~ JI€1  ONPEACHSETCS  CTENECHBID  BAKHOCTH  JOKYMEHTOB,
COCTaBJISIFOIIMX €A, UX B3aMMOCBSI3bI0 U CHCTEMATH3alMEN TOKYMEHTOB BHYTPH
Aena.

B Hauasie pacnonararotcst 3arojOBKM €N, COACPKAIMX OPraHWU3alMOHHO-
PACTIOPSIMTENBHY0 JOKYMEHTauuro. Jlajee pacrnonararTcs 3arojiOBKA JIEN,
COJIEPKALINX TUTAHOBBIE U OTUETHBIE JOKYMEHTBI, IEPENUCKY H T.J.

3aroyloBOK Aena JOJDKEH YETKO B 00OOHICHHOH (opMe OTpaskaTb OCHOBHOE
COJIEP’KAHUE M COCTAB TOKYMEHTOB JEIIA.

He nomyckaercss  ynmoTpeGiiecHME B 3arojOBKax J€1  HEKOHKPETHBIX
(dopmynmupoBoK ("pazHble MaTepraiel’, "oOmas nepenucka’ u T.1. ).

3aroyIoBKM € MOTYT YTOUHATECS B mporecce popMupoBaHust U 0(POPMIICHHS
aedt.

['pada 3 3anonHseTCS M0 OKOHYaHUH y4€OHOTO oA,

B rpade 4 ykazpiBacTcs CPOK XpaHESHHUS Je]ia, HOMEpa CTaTei.



B rpage 5 "llpumeyanue" yka3plBaOTCs HA3BAHUS MEPEUHEH NOKYMEHTOB,
MCITOJIb30BAHHBIX MPU ONPEACIICHUA CPOKOB XPAHEHUs J€J, NPOCTABIISKOTCS
OTMETKH O 3aBEJACHUU ACII, NEPEXOAAMIMX AENAX, BEIACICHUN AN K YHUUTOKECHHUIO,
O JMUAaX, OTBETCTBEHHBIX 3a O(OpMIECHME [1el, O mepeaade Aeid B JIPYTYHO
OpraHu3aurIo I MPOJOIDKEHUS U JP.

12. ®opmupoBanue aeJ

12.1. ®opMupoBaHKE €N - TPYNIAPOBKA UCIIOJTHEHHBIX JOKYMEHTOB B €l
B COOTBETCTBHM C HOMEHKIIATYpPOH J€N M CUCTEMATH3AUMEH JOKYMEHTOB BHYTPH
JEIL.

Jlena B TexHUKYMe (POPMUPYIOTCS JELUEHTPAIU30BAHHO, T.€. B CTPYKTYPHBIX
NOPa3ACIICHUSX TUIAMH, OTBETCTBEHHBIMH 34 ACTOMPOU3BOICTBO.

MeToanueckoe pyKOBOACTBO M KOHTPOJb 34 MPABHIBHBIM (POPMUPOBAHUEM
JIe]T B TEXHAKYME OCYLIECTBIISIFOTCS YIPABICHUEM ACTIAMU U APXUBOM YUPEKICHUS
cpenHero npoheCCUOHAIBHOTO 00pa30BaHMSI.

12.2. Ilpu ¢popmupoBanuu Aesl HEOOXOAMMO COONIOAATH CIAEAYIOUIME O0Ime
NPaBHJIA. MOMEIATh B JIENO TOJIBKO HCIOJHEHHBIC, MPABUIBHO O(POPMIICHHBIE
JOKYMEHTBI B COOTBETCTBHH € 3aroJIOBKaMU JEJT MO Pa3pELICHUIO0 OJHOTO BOITPOCA,;
IPYNIHAPOBATh B A0 JOKYMEHThI Y4EOHOTO IO/, 3a UCKITFOUEHUEM TIEPEXOISIINX
JEIT, pa3aeibHO (POPMHUPOBATH B J€ha JOKYMEHTHI MOCTOSHHOIO M BPEMEHHOTO
CPOKOB XpaHeHWs. B 1eno He NO/DKHBI MOMEMATHCS JTOKYMEHTBI, MOAJIEKALIUE
BO3BpATy, JIMIIHUE HK3EMILUISAPBI, YCPHOBUKM, JEJI0 HE JOJDKHO MpeBbIATh 250
JIMCTOB.

12.3. Homep aena, B KOTOPOE AOJDKEH OBITh MOJIINAT JOKYMEHT, ONPEACISIET
WCIIOJTHUTENb IO HOMEHKIaType. Ha 1okyMeHTe npocTapmstores: oTMeTKa "B neno
N..", nmara, mnOANUCHh WCIOJHUTENS WM  PYKOBOJUTENS  CTPYKTYPHOIO
NOIPa3ACIICHUSI.

12.4. JIOKyMEHTBI BHYTPM JI€JIa PACHOJIATAKOTCA B XPOHOJOTHYECKOM,
BOMPOCHO - JIOTUYECKOM MOCIEA0BATETBHOCTH WM UX COUCTAHUH.

PacniopsinTenbHbIE JOKYMEHTBl TPYNIUAPYOTCS B J€ida MO BUAAM B
XPOHOJIOTUYECKOM MOPSIKE ¢ OTHOCSIIAMUCS K HUM TTPUATIOKEHUSIMHU.

VYcTaBbl, NONOKEHUS, WHCTPYKIUM, YTBEPKIACHHBIE PACHOPSIUTEIILHBIMU
JOKYMEHTAMHU, SIBJISIFOTCS MPUJIOKEHUSMU K HUM M TPYHIIUPYIOTCI BMECTE C
VKa3aHHbIMM  JOKyMeHTamMH. Eciu k€ OHM yTBEP)KIEHBI B  KAyeCTBE
CaMOCTOSITENTBHOTO TOKYMEHTA, TO UX FPYNIUPYIOT B CAMOCTOSITENIbHBIC AETA.

[Tpukassl N0 OCHOBHOW AEATENBHOCTH FPYNIUPYIOTCS OTACTBHO OT MPUKA30B
10 JIMYHOMY COCTaBY.

[Tpukassl O JIMYHOMY COCTaBY (O KOMAaHIMPOBKAxX, OTMYCKAX, B3bICKAHHUSIX )
(OpMUPYIOTCS B OTAEIBHOE AETIO.

[TpoToKOJIBI B fI€N€  pacloiaraloTcss B XPOHOJOTMYECKOM MOPSAKE 0
HOMEpaM. JIOKYMEHTbl K MPOTOKOJIaM, CIPYNIUPOBAHHBIE B OTACIBHBIE JEIA,
CUCTEMATHU3UPYIOTCS 110 HOMEPaM MPOTOKOJIOB.

YTBEP)KICHHBIC TUTAHBI, OTYETBI, CMETHI, JMUMHUTHI, TUTYJbHBIC CHOUCKA H
APYrue JOKYMEHTBI TPYIIHPYIOTCS OTACIBHO OT MPOEKTOB.



JIOKYMEHTBI B IMYHBIX J€JIaX PACMOIAraroTcs Mo MEPE UX MOCTYIUICHUS.

JluneBeie cueta pabouMX M CAYXKAMIMX TPYNIHPYIOTCS B CAMOCTOSATEIBHBIE
Jella U PAcHoJiaratoTcsl B HUX B MOpsAke andaButa nmo (pamuinvsIM, UMEHAM W
OTYECTBAM.

[Ipennoxxenus, 3asBIeHUsT W SKIOOBl  TpaXkaaH 1o  yu4eOHO -
OPOU3BOJACTBEHHBIM BOMPOCAM M BCE JOKYMEHTBI MO MX PACCMOTPEHHIO M
WCIIOJTHEHUIO TPYMIHPYIOTCS OTACIBHO OT MPEUIOKECHHIA, 3asBIICHUA W Kasiol
I'PaX/J1aH MO JMYHBIM BOITPOCAM.

[lepenucka rpynnupyeTcs, KaKk MpaBWIO, 33 MEPUOJ KAEHAAPHOTO ToAa |
CUCTEMATHU3UPYETCA B XPOHOJIOTHYECKOHN MOCIIEA0BATENBHOCTH, JOKYMEHT - OTBET
NIOMELIAETCS 3a JOKYMEHTOM - 3ampocoM. lIpw BO30OHOBICHMM NMEPENMMCKH IO
ONPEACTIEHHOMY BOIMPOCY, HAYaBIICKHCS B MPEABIAYIIEM TOAY, JOKYMEHTHI
BKJIOYAKOTCS B JIEJI0 TEKYINErO rojla ¢ YKa3aHWEM HMHJICKCA JENIa MPEABIAYLIEro
rozaa.

13. Ogpopmiienne geu

13.1. Jlena TexHMKymMa MOJUIeKaT O(QOPMIECHUIO NPH WX 3aBEACHUHM W 1O
3aBepieHUH rofa. OdopmieHHue AN BKIOYACT KOMIUIEKC PA0OT MO TEXHUYECKOH
00pa0OTKE ¥ MPOBOJUTCS COTPYAHHKAMH COOTBETCTBYIOIIUX CTPYKTYPHBIX
NOAPa3JCICHUH MNP METOJMYECKOW TMOMOIIM M TOJ KOHTPOJEM apXuBa
TEXHUKYMA.

13.2. B 3aBMCMMOCTM OT CpPOKOB XPaHEHUs MPOBOJWTCS TOJIHOE WU
YaCTUYHOE OPOPMJIEHUE ACIT.

[TonmHOMY O(OPMIIECHHIO MOAJIEKAT ACNA MOCTOSHHOTO, BPEMEHHOIO (CBBILIE
10 ner) xpaHeHuss no JMyHOMY coctaBy. [lonmHoe odopmieHue aena
PEyCMATPUBAET:

NOJUINBKY WM TIEPEIUIET JENa;

HYMEPALUIO JINCTOB B JICTIE;

COCTAaBJICHUE 3aBEPUTEIILHON HAAMKUCH JIENA,

COCTaBJICHUE B HEOOXOAMMBIX CIIy4astX BHYTPEHHEN ONMUCU TOKYMEHTOB €A,

BHECEHUE HEOOXOAMMBIX YTOUHEHHUI B PEKBU3UTHI OOJIOKKH JAcia (YTOUHEHUE
HA3BaHMs OpPraHU3aly, MHAEKCA U 3aroJIOBKa JIea, JaThl ACTa U 1P. ).

Jlena BpemeHHOro (10 10 JeT BKJIKOYMTENBHO) XPAHEHMS IOJUIEKAT
YACTUYHOMY O(OPMIICHUIO; JA€Na JOMYCKAETCS XPaHUTh B CKOPOCIIMBATENSX, HE
IPOBOAMTH MEPECUCTEMATU3ALMIO JOKYMEHTA B JIENIC, TUCTHI J€JIa HE HyMEPOBATh,
3aBEPUTENIBHBIE HAIITUCH HE COCTABIIATD.

B nensix obecnieueHusi COXpaHHOCTH M 3aKPETIIIEHUS MOPsIIKA PaCOIOKEHUS
JOKYMEHTOB, BKJIFOUEHHBIX B JIEJNO, BCE JTUCTHI HYMEPYIOTCS apaOCKUMU LU paMu
BaJIOBOM HyMEpALlMA B MPABOM BEPXHEM YIJy, HE 3aJ€Bas TEKCTa JOKYMEHTA,
IPOCTBIM IpapUUECKUM KapaHIalloM I HyMEPaTOPOM.

13.3. O6nokKa zena MOCTOSSHHOTO M BpEMEHHOTO (CBbIlE 10 JIeT) XpaHEeHUs
o opMIISIETCS IO YCTAHOBJICHHOU (popMme.

[To OKOHYaHMKM TOJAa B HAANUCHM HAa OOJOXKKAX JEI TMOCTOSHHOTO M
BpEMEHHOr0 (cBoimie 10 JIeT) XpaHEHHs BHOCATCS YTOYHECHHS: IPOBEPICTCS



COOTBETCTBHUE 3aroJIOBKOB €T HA OONO0XKKE COACPIKAHUIO MOAIIMTHIX JOKYMEHTOB,
B HEOOXOJMMBIX CIIyYasX B 3ar0JIOBOK JIE€Na BHOCSATCS JOMOJIHUTENBHBIE CBEICHUS
(MPOCTABIISAIOTCS HOMEPA TPUKA30B, BUBI X (POPMBI OTYETHOCTH | T.11.).

14. OnepaTtuBHOE XpaHeHHE JOKYMEHTOB H €1

14.1. C momeHTa 3aBeAcHUS W 10 MEPeladyd B apXUB TEXHUKyMa Jeia
XPAHATCS IO MECTY UX (POPMUPOBAHMUSI.

PykoBoauTenM CTPYKTYPHBIX TIOAPA3IAECICHUN U COTPYAHUKH, OTBEYAOIIUE 32
JEJIOMPOU3BOACTBO, HECYT OTBETCTBEHHOCTD 34 COXPAHHOCTh JOKYMEHTOB M JIET.

Jlena Haxomarcss B padoyMX KOMHATax WM B OTBEACHHBIX JJI HHX
MOMENICHUAX, PpacnojlararoTcs B mkadax, oOeCneunBalONIMX WX MOJHYIO
COXPAHHOCTb. B 1ENsAX MOBBIMIECHUS ONMECPATHBHOCTH TMOUCKA JTOKYMEHTOB JEna
pacnonararoTcs B COOTBETCTBMM C HOMEHKIATYpoil nen. Homenknarypa nen winm
BBINTMCKA U3 HEE MOMEIIAETCS HA BHYTPEHHEH cTOpoHE nikada.

Ha kopemkax o010KeK AeN YKa3bIBAKOTCS HHIEKCHI 10 HOMEHKIIATYPE.

14.2. Bermaua Jen  MOAPA3JCICHUSIM WM CTOPOHHMM  OpPraHU3alUsM
MIPOU3BOAMTCS € pa3pelieHuss AUpPEKTopa. Ha BeIIaHHOE AEN0 3aBOAMTCS Kapra -
3amMecTUTENb ena. CTOPOHHUM OPraHU3alysIM JIE€1a BBIIAKTCS M0 aKTaM.

H3baTHE TOKYMEHTOB W3 JACNI TMOCTOSHHOTO XPAHCHUS JOMYCKACTCS B
WUCKIIFOYMTEIBHBIX CIIy4asX W TMPOU3BOAUTCA C PA3PCUICHUS JUPEKTOpa C
00s3aTEIBHBIM COCTABJICHUEM B JICJIE 3aBEPEHHOM KOMMM JOKYMEHTA M aKTa O
MPUYNHAX BbIAAYM MOJIMHHUAKA.

15. Ilepenaya nes B apxXuB TEXHHKYMA

15.1. lna oGecnieyeHns] COXPAHHOCTH JOKYMEHTOB B TEXHHKYME CO3AETCS
apXUB TEXHUKYMA.

15.2. B apxuB TEXHHKyMa IEPENAOTCA AENa IMOCTOSHHOTO, BPEMEHHOTO
(cBbitie 10 nieT) XpaHeHUs U Iena 10 JIAYHOMY COCTaBYy.

153. B cBoell ACATENBPHOCTM apXWMB TEXHUKyMa PYKOBOJCTBYETCS
HOPMATUBHBIMA W METOJWYECKUMHU JOKyMEHTaMu @DenepanbHOil  apXWBHOM
ciy:kObl  Poccum,  mosokeHmeM 00 apXMBE  YUPEKACHHS — CPEIHETO
npo(EeCCUOHATTBHOTO 00pa30BaHMsl.

15.4. Jlena moCTOSSHHOTO CPOKa XPaHEHUS MEPENAOTCS B APXUB IO OTHCSIM.

Jlena BpeMeHHOTO (10 10 NIET BKITFOUMTENLHO) XPaHEHHS MEPEAAYE B APXHMB,
KaK MPaBWJIO, HE TIOJUIEKAT, OHU XPAHATCS B CTPYKTYPHBIX MOAPA3ACICHUIX U IO
UCTECYCHUM CPOKOB XPAHCHUS TOJUICKAT YHUYTOKCHHIO B YCTAHOBJICHHOM
NOPSAJKE;, B MUCKIIFOUMTENBHBIX CAy4YasX MO PEMICHUI0 PYKOBOICTBA MEPEAAOTCS B
apxuB. Mx nepenava ocyniecTBISCTCS O OMUCIM WM HOMEHKIIATypam JIEN.

15.5. llepenavya nen B apXWB OCYILIECTBISETCA MO TpaduKy, COCTABICHHOMY
apXUBAPHYCOM.

[Tpuem kaxmoro Jena MOPOU3BOAMTCS —APXMBAPUYCOM B MPUCYTCTBUHU
pabOTHHKA CTPYKTYPHOro mnojpasacicHus. Ha sk3emmisgpax ommcu OPOTHB
KQKIO0r0 JI€Na, BKIFOUEHHOTO B HEE, JEJIACTCA OTMETKA O HAIMYMK Jena. B koHIe



KOKIOr0 3K3EMIUISIPA OMKMCH YKA3bIBAKOTCS LU(PPaMUA M MPOMUCHI) KOJUYECTBO
(haKTUYECKN TPUHATBIX B APXUB JIEJI, HOMEPA OTCYTCTBYIOLIMX JIEN, 1aTa MpreMa -
nepeaayuu Aell, MOANKUCH APXUBAapUyCca U COTPYAHUKA, IEPEAABILETO JETA.

Jlena B apXWB JOCTABIISIFOTCS COTPYJHUKAMHU CTPYKTYPHBIX MOAPA3ACTICHUIMA
YBSI3AHHBIMH B CBSI3KH.

Bmecte ¢ genamMum B apxXMB TEXHMKyMa MEPEAANOTCS PETUCTPALMOHHBIE
KApTOTEKH HA JOKYMEHTBL. 3ar0ojOBOK Ka)KI0M KQpPTOUKH BKJIFOYAETCS B OTHCH.



