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1. O0mmue moJI0KeHUA
1.1. Hacrosmast mHCTpyknusa mo nenompousBoactBy B ['BOV I1I0O «3TTud» (mainee -
WucTpykuus) ycTaHaBIMBaeT €IUHYIO CUCTEMY AEIOIpOou3BoACTBa B TeXxHUKyMe.

1.2. PyKOBOACTBO M KOHTPOJIb 33 BEACHHUEM JICIONPOU3BOACTBA B TeXHUKYMe OCYIIECTBISET
Hupexrop Texaukyma.

Hupextop  TexHukyma [JaeT yKasaHMA [0 BOMNpPOCAM  OpPraHW3aldM  BEJEHUS
HEJIONIPOU3BOJCTBA, 00sA3aTeNIbHBIE  JUIL  HCIIOJNHEHHS  CTPYKTYPHBIMH  [OJApa3IeliCHUAMU
Texnukyma, Hopy4aeTr MpoBEpKy COCTOSHUS AENONPOU3BOICTBA OTBETCTBEHHBIM COTPYIHHKAM.

1.3. OTBETCTBEHHOCTH 32 OPraHU3ANHUIO JETIONPOU3BOACTBA, CBOCBPEMEHHOE M KAUECTBEHHOE
HCTIOJIHEHHE JOKYMEHTOB, HX COXPAHHOCTb BO3JIaraeTcsi Ha pPYKOBOAMTEIEH CTPYKTYPHBIX
nonpasneneHuit Texuukyma.

PykoBoauTeNu CTPYKTYPHBIX NOApPa3JeeHMHA NOJKHBI IIPHHAMATh MEPHl K COKpAIlCHHIO
IEPENUCKH, 00ecleynBaTh NPaBHIBHOS M PAlMOHANBHOE HCIOJB30BAHHE CPEACTB OPITEXHHKH,
pacxo0oBaHUE CITyKeOHBIX OJ1aHKOB U OyMaru.

1.4. HenocpenctBeHHOE BeACHUE JCNONMPOM3BOACTBA B CTPYKTYPHBIX IOJpa3jeNeHHsIX
BO3JIaraeTcss Ha COTPYOHUKOB, HA3HAYCHHBIX OTBETCTBEHHBIMH 3a 3Ty paboTy, KOTOpBIE
00eCrieunBalOT y4eT W MNPOXOXKJCHHE JIOKYMEHTOB B YCTAHOBJIEHHBIE CPOKH, HH(GOPMHUPYIOT
PYKOBOJICTBO O COCTOSSHMM HX HCHOJIHEHHS, OCYIIECTBIISIIOT O3HAKOMJICHHE COTPYJAHHKOB C
HOPMAaTUBHBIMU ¥ METOJUYECKIUMH JOKYMEHTAMH 110 €O POU3BOJICTBY.

1.5. PaOOTHHKM CTPYKTYpPHBIX IOJApa3/lejeHUN HECYT OTBETCTBEHHOCTh 3a BBIIOJHEHUE
TpeboBanuii MHCTpyKIIMH, 338 COXPaHHOCTb HaXOJAIIMXCA Yy HHUX CIIy)KeOHBIX AoKymeHToB. OO
yTpare JOKYMEHTOB HEMEIJICHHO MAOKIAIbIBAIOT PYKOBOIUTENIO IOIApa3IeNeHUss U COOOIIA0T
CEKpeTapio pyKoBoAMTeNs TeXHUKyMa, pYKOBOJUTENIO CIY>KObI 0€30MMacHOCTH U B IOPUINYCCKHH
OTJEI.

Ilepenaua OKYMEHTOB, UX KONMH paOOTHMKaM CTOPOHHMX OpraHM3alyil JOMyCKaeTcs ¢
pa3pelieHus pyKoBOACTBA Te€XHUKyMa.

1.6. B CcTpyKTypHBIX NOJpa3AcieHUAX, I'I€ MO IITaTy HE NPEXyCMOTPEH CIECIMAIbHBIN
COTPYOHHK [l BENEHHUS JEJIONPOU3BOJACTBA, DPYKOBOAMTEIEM IOApA3JEICHHMA Ha3Ha4YaeTcs
COTpPYIHUK, OTBETCTBEHHBIN 3a 3Ty padoTy.

1.7.1lpn yxome paOOTHMKa B OTIIYCK, YOBITHM B KOMAaHJHUPOBKY HMEIOIIMECA y HETO
JOKYMEHTBI M0 YKa3aHUIO PYKOBOAMTENS CTPYKTYPHOTO MOApPAa3ACNICHHs IepefaroTcs APYyroMy
pabOTHHKY, KOTOPBIH 00s13aH MPUHSTH MEPHI K UX CBOEBPEMEHHOMY HCIIOJIHEHHIO.

[Ipu yBOTPHEHHH WM INEPEeMELICHHH OTBETCTBEHHOIO 3a BEJCHHE JEJONPOM3BOACTBA
COTpYHHKA IIPOU3BOAMTCS Ieperaya el U JOKYMEHTOB, O YEM COCTABIIIETCS IIPHEMO - CAATOYHBIN
aKkT, KOTOpBI YTBEpXKJAeTCsi PYKOBOJMUTENEM CTPYKTYpPHOro mnozapasaeneHus. Konusa akrta
nepeaeTcs cekpeTapro pykopoaurens TexHukyma.

1.8. Benenune nepenucku ¢ BBIMECTOSANIUMHU OPTaHU3alUSIMU OCYIIECTBISETCS TUPEKTOPOM
WJIH 110 IOPYYEHHUIO THPEKTOPA.

Bejienue mepenmuckd OT MMEHM [eXHHKyMa C JAPYrMMHM OpPraHH3alHsIMH OCYINECTBIAETCA
JUPEKTOPOM HJIU IO €r0 MOPYICHUIO PYKOBOIUTEISIMU CTPYKTYPHBIX ITO/Ipa3/IeIeHUMN.

1.9. Ilonoxxenua MHCTpyKIHUH pacIIpOCTPaHsIOTCS KaK Ha TPaAUIIMOHHOE JEIOIPOU3BOJICTBO,
TaKk ¥ Ha OpraHu3anuio paboThl ¢ JOKYMEHTAaMHM, CO3JaBAa€MBIMH CPEICTBAMHU BBIYHCIUTEILHON
TEXHUKHU.

1.10. Bemonnenne Hactosmed WHeTpykunn oOs3aTenbHO AN KaKIOTO COTPYIHUKA
Texankyma, ¢ ee TpeOOBaHUSIMH COTPYIHUKH JOJDKHBI OBITH 03HAKOMIICHBI ITOJ] PACIIHCKY.

1.11. Ilopsimok pabGoOTBI C CEKpeTHBIMH JOKyYMEHTaMHU, NokymeHTamu ¢ rpudom "JICIT",
MIACbMaMH, 3asIBJICHUSMH U Kalt00aMy IpaXk/iaH ONpeaeseTcs CelHaTbHBIMA HHCTPYKIHSIMH.

2. lokymeHTBbl TexHmkyma

2.1. Yupexpenue cpeanero npodeccCHOHaATbHOrO 00pa3oBaHHs H3JaeT CleAylolne
JOKYMEHTBL:

TIpUKa3bl




pacIopsKeHUsS

peureHus

ITOJIOJKCHUSL

HHCTPYKIUI

2.2. B nemax 3¢ QeKTHBHOrO HCIIOIBb30BAaHUS BHIYUCIUTENBHOM Texuuku (BT) B TexHukyme
yCTaHaBIMBAIOTCS €NHBIC paBuia ohOpMIICHUS TOKYMEHTOB.

JUIA cCOKpalieHust KOJMYecTBAa INPUMEHSAEMBIX (OpPM JIOKYMEHTOB B TeXHHKyME MOTyT
paspabareiBaThCcsl  yHUGHUIUpOBaHHBIE  QopMBl  jgokyMeHTOB (Y®]), mpeacraBisioye
COBOKYIIHOCTh DPEKBHU3HMTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C pellaeMbIMH B 3TOH cdepe
JeSITeNIbHOCTH 3a/JadaMH.

2.3. YO/ srmovaercs B Tabenb YHU(PHIUPOBAaHHBIX (opM JTOKyMeHTOB TexHuMKyma -
HepeUeHb Pa3pelIeHHBIX K TPUMEHEHHIO (popM TOKYMEHTOB.

2.4. DnexTpOHHBIH JOKYMEHTOOOOPOT BHYTpH TeXHHKyMa OCYIIECTBISETCS IIyTEM
HaIpaBJIeHUs TOKYMEHTOB I10 3JIEKTPOHHOH IOYTE.

CoriacoBaHHBIE U IOAIHCAHHBIE JOKYMEHTBHl KOMUPYIOTCS B ToybKo ¢opmare PDF u He
IIOJITIEXKAT IOCNIeYIOIIEMY PEIaKTHPOBAHHIO.

3. [IpaBWia NOATOTOBKH M 0¢opMJICHHUS JOKYMEHTOB

3.1. lokyMeHTUpOBaHUE YIIPaBICHYECKON AESITENTbHOCTH

JIOKyMEHTUPOBAHHE yIIpaBIeHYECKONH NESITEIBHOCTH 3aKIIO4aeTcsl B (HUKcaluu Ha Oymare
WUTA JPYTHX HOCHTENSAX MO YCTAHOBJICHHBIM IIPAaBHMIIAaM YIPABJICHYECKUX ACHCTBUH, T.€. CO3JaHMU
YIIPaBICHUYECKUX TOKYMEHTOB.

JIOKyMEHTHpOBaHUE OCYHIECTBIISETCA Ha €CTECTBEHIOM SI3BIKE (pyKonuCHBIE,
MAaIIHHOIUCHBIE TOKYMEHTBI, B TOM YHCIE TeJerpaMmMsl, TeJle(OHOTpaMMBI U T.1.), @ TaKkKe Ha
HCKYCCTBEHHBIX S3bIKAX C HCIOJNB30BAHUEM MaIIMHHBIX HocuTened. Ilpm moaroroske
0OpPMJICHUN JTOKYMEHTOB HeOOXOIMMO COOIIOAATh IIpaBHiIa, OOECIEYHBAIOMIUE IOPUIMUYECKYIO
CHIy [IOKYMEHTOB, OIEpPAaTHMBHOE M KAaYECTBEHHOE MX MCIOJIHECHHE M II0OHCK, BO3MOXHOCTb
00paboTKH IOKYyMEHTOB C IIOMOIIBIO CPEJICTB BBIYUCIIUTEILHON TEXHUKH.

JIOKYMEHT UMEET IOPUAMYECKYIO CHJIy IpPH HAIAYHUM PEKBHU3UTOB, 00s3aTeNbHBIX MJIA
JAHHOTO BHIA IOKYMEHTa (HaHMEHOBaHHE OpPraHM3alli¥ - aBTOpa JAOKYMEHTa, Ha3BaHHME BUAA
(yHuunupoBaHHO# (GOPMBI NOKYMEHTa), JaTa, HHJEKC, 3arojlOBOK K TEKCTy, TEKCT, BH3BI,
MOIHUCH).

B mpornecce moaAroToBKY U 0OPMIICHHS COCTaB PEKBU3UTOB MOXET OBITh JONOJIHEH JAPYyTUMHU
PEKBH3HUTAMH, ECITH TOTO TpebyeT HazHaueHUe JOKyMeHTa, ero obpaboTka U T.7.

3.2. bnaHKH JOKYMEHTOB

JIOKyMeHTBI JOJDKHBIL, Kak IpaBmwio, odopmusrtbes Ha OnaHkax TexHMKyMa M HMMETh
YCTaHOBJICHHBIM KOMIDIEKC 00S3aTeIbHBIX PEKBU3UTOB M CTaOWJIBHBIN MOPSOK UX PACIONOKECHUSA
(pacmojioxeHre PEKBU3UTOB Ha OJIaHKaX OPraHU3allMOHHO - PaCHOPSAIUTENBHBIX JOKYMEHTOB
nomxao coorBerctBoBarb 'OCT P 6.30-2003 " VHuduuupoBaHHBIE CHCTEMBI IOKYMEHTALHH.
VHudunypoBaHHas CHCTeMa OpPraHW3allMOHHO-PACHOpPSANUTEIbHON HOKyMeHTanud. TpebopaHus K
o¢opMIIEHHIO TOKYMEHTOR".

B Texuukyme NpUMEHSIOTCS OJIaHKH:

oot ONanK;

61aHK nucema;

ONAHK KOHKPEMHO20 6U0a OOKyMeHnma.

3.3. OdopMneHne peKBU3UTOB JOKYMEHTOB

3.3.1. HaumeHoBaHme TexHHWKyMa YyKa3blBaeTcd B TOYHOM COOTBETCTBHH C IIOJOXECHHEM.
COKpaH.[CHHOC HaUMCHOBAHHUC MOMCINACTCA BCJIC/ 3a ITOJIHBIM HAMMCHOBAHUCM.

3.3.2. HaumeHOBaHHe BUAA JOKYMEHTA




Hazpanue noKyMeHTa  JOJDKHO COOTBETCTBOBATH ero CoJlep)KaHMIO,  Tabelno
YHHEQHUIUPOBAHHBIX (POPM JOKYMEHTOB yIPEXKICHHS CPEAHETO IPpodecCHOHANIBHOr0 006pa3soBaHuA.

3.3.3. Jlara nokymMeHTa

JlaTtoii NOKyMeHTa sABJIA€TICS Jara €ro IIOJIHCAHMS, JUI1 JOKYMEHTa, HIPHHHMAaeMOro
KOJUIETHAJILHBIM OPraHoM, - JaTa €ro IPUHATHS; Il JOKYMEHTa, TpeOYIOIIero ero yrBepKaeHHus, -
JlaTa ero yIBepxaeHud. Jlata ToKyMeHTa IIPOCTaBIIAETCS JOLKHOCTHRIM JIMIIOM, TIOAIMMCHIBAIOIINM
WM YTBEPXKIAIOIIAM JOKYMEHT.

H71s1 IOKyMEHTOB, COCTaBJICHHBIX OJHOBPEMEHHO HECKOJNBLKMMH OpPraHH3alMsaMH, JaToH
JOKYMEHTA SBJIACTCS aTa MOAIICAHUS €T0 [TOC/IeIHEH opraHu3aluei.

HMara moanucanus, yTBEp)KICHUS, COITIaCOBAHUS TOKYMEHTA, a TAKXKE JaThl, COJEpIKaIIMecs B
TeKCTe, JODKHBI 0QOpMIIATECS HHGPOBBIM CIIOCOGOM. DJIeMEHTHI IaThl MIPUBOIATCS apabGCKUMHU
¢ paMu B OTHY CTPOKY B IOCNEI0BATEILHOCTH: YHCIIO, MECSIL, TO/I.

B TekcTaX IOKYMEHTOB, COJIEP)KAIllUX CBEJACHHUS (PUHAHCOBOTO XapakTepa, MPUMEHSETCS
CJIOBECHO - TUGPOBOIL crtocod odopMIteHHS Jat.

3.3.4. Ilopnuck JOKyMeHTa

JIOKyMEHTEL, HanpasisieMble TeXHMKYMOM B BBIIECTOSIIME OpPraHbl M yIpaBleHUs, 1160 B
ajpec IOPYTHX OpTaHM3alMM, YUYpEXICHMH M NpeAnpusiTuii, MOANUCHIBAIOTCA IUPEKTOPOM, IO
TIOPYYEHHIO THPEKTOPA.

B cocraB moamucu BXOJAT: HAUMEHOBAHUE JOKHOCTH MOAMUCHIBAIOIIETO JOKYMEHT, INYHAS
MIOJIITUCH M €¢ paciIn(poBKa.

Hanpumep:
Oyxrantep MTOATIKCH H.N.MBanoga

B nokymeHTax, NOArOTOBIEHHBIX KOMHMCCHEN, YKa3bIBalOTCAd HE JOJDKHOCTH ITOANMCABIINX
JINII, @ UX 00A3aHHOCTH B COCTaBe KOMUCCHHU.

Ilpu moanmMcaHWM JOKYMEHTa HECKOJBKHUMHM JOJDKHOCTHBIMM JIMIIAMH HMX  IOIINICH
pacmojlaraloT OJHY IIOJ JApyrod B IOCJIEAOBAaTENbHOCTH, COOTBETCTBYIOIIECH 3aHUMacMOM
JOJDKHOCTH.

Ilpu nognucaduy JOKyMEHTa2 HECKOJIBKMMH JIMIAMH DPAaBHBIX JO/DKHOCTEHM HX MOIIMCH
pacriofararoT Ha OJHOM ypoBHe. Eciy NO/DKHOCTHOE JIMIIO, IOAIHCH KOTOPOTO 3aroToBJI€Ha Ha
IpOEKTe JOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT MOJDKECH NMOANMCHIBATHCA JIHIIOM, HUCIOIHAIOIIMM
ero 00s3aHHOCTH, HJIH €r0 3aMECTUTENEM.

He nomyckaeTrcss monnucanve JOKYMEHTOB C IpeuioroM '"3a" MM IIPOCTaBIE€HHE KOCOM
YepTHl epe]l HAUMEHOBAHUEM JOJIKHOCTH.

3.3.5. CornacoBanue JOKyMeHTa

ITpr HeOOXOMUMOCTH OLIEHKH [EIecO00pa3HOCTH JOKyMEHTa, €ro OOOCHOBaHHOCTH H
COOTBETCTBHS JCHUCTBYIOIIEMY 3aKOHOJATEIbCTBY U IPABOBLIM aKTaM IIPOBOIMTCSA COIIaCOBaHHE
noxkyMenrta. CoryiacoBaHHe MOXET MPOBOJHUTHCSI Kak BHYTpH TexHHKyMa (TOIpa3feleHUsSIMH H
JIOIKHOCTHBEIMH JIALAMH), TaK B BHE ero (C MOAYNHEHHBIMH U HEIIOJYMHEHHBIMU OPTaHU3alMsIMH).

BuyTtpeHHee cornacoBanue opopMisieTcss IyTeM BH3MPOBAaHUA MPOEKTa JOKYMEHTa
JOJDKHOCTHBIM JTMIIOM. Bm3a BkmioyaeT B cels JIMYHYIO MOANUCH, €€ PpacHIM(ppoBKY, OaTy
BU3UPOBAHUS, JOJDKHOCTh BU3UPYIOIIETO.

3aMevanus U JOIMOJHEHHs K IMPOEKTy JOKYMEHTa M3JIararoTcsi Ha OTAEIBbHOM JIHCTE, O YeM
[P BU3UPOBAaHMHM CTaBUTCA OTMeTKa '3aMedaHHs mnpuiararorca’. 3aMedaHusa 00A3aTeIbHO
JTOKJIaJBIBAIOTCS JIUILY, IIOIMUCHIBAIOLIEMY JOKYMEHT.

JIns mOKyMeHTa, TOJJIHHHHK KOTOpOTO OcTaeTcss B TeXHHKyme, BH3a IIPOCTaBIsACTCA B
HIDKHeM yacti 060pOTHOM CTOPOHBI MTOCTIEAHETO JTHCTA MOIIMHHNKA JIOKYMEHTA.

Buemnee cornmacoBanue oQpopMISETCs COOTBETCTRYIOIIKM I'PHBOM.

I'pud cormacoBanus pacrioynaraeTcsi HHXKE IIOJINCH Ha JIMIEBOA CTOPOHE IOKYMEHTa H
BrmovaeT B cebs cmoBo COI'JTACOBAHO (6e3 xaBplYeKk), HAUMEHOBAHUE JOJDKHOCTH JIHIA, C
KOTOPBIM COTIJIACOBBIBAETCA OKYMEHT (BKJIIOYas HaUMEHOBAHWE OPraHU3allMH), IMYHYIO HOMIIHUCE,
paciu@poBKY IOJIMCH U AAaTy COIIacOBAHHUS.

Hanpumep:




COI'JTACOBAHO
3amecTHTENnb MUHUCTpa 0Opa3zoBaHus
Poccuiickoit ®enepannu

JHYHas MOANKMCE HHUIUAIBI, PaMUATIHsI
05.10.2014

Ecmu cornacoBanne NPOBOJUTCS ¢ KOJUIETHATBHBIM OPTaHOM HITH TTOCPEACTBOM ITHCBMA, TO
rpu¢ corylacoBaHus 0OpMIISIETCS CIIELYIOIAM 00pa3oM:

COI'JTACOBAHO
IIpoToxon 3acenanus (HAUMEHOBaHHE

KOJUIETHAJILHOTO OpraHa)
ot 10.09.2014 N 6

COT'JTACOBAHO
ITucemo MunobpazoBanus Poccuu
ot 12.05.2014 N 06-15/1945-P

3.3.6. YTBepxeHHe JOKYMEHTa

Oco6bM ciocoOoM BBEIEHUS TOKYMEHTA B JCHCTBHE ABIIACTCS €0 YTBEPXKICHHE.

JIOKYMEHTB! yTBEpKAAIOTCS JUPEKTOPOM TexHukyma, BBILIECTOSAIIMHA HIH
MEXBEIOMCTBEHHBIMUA OpraHaMH, OOIIECTBEHHBIMH OpPraHU3allUsMU, B KOMIETEHIIHIO KOTOPBIX
BXOJIUT PEIICHUE BONPOCOB, U3JI0KEHHBIX B yTBEPXKIAEMBIX JOKYMEHTaX.

YTBepXAcHUE TOKYMEHTA IIPOM3BOAMTCS IpOCTaBicHHEM Tpuda yTBEpXKIEHUS HIH
U3JaHHEM pacIOpAOUTENHHOIO JNOKYMEHTa (B TeX Cly4asx, Korja TpeOyloTcs JONOIHUTENbHbIE
OPENITUCaHNS U PA3BICHEHHS).

Ionoxenns o co3gaHun GaxKynIbTETOB, CTPYKTYPHBIX HOJpa3leleHHH H T.I. IOAJeKar
YTBEPKACHHUIO UpeKTopoM TexHuKyma v IpuoOpeTaroT IOpUANIECKYIO CHITY TOJIBKO ¢ MOMEHTa UX
YTBEP>KICHHUSL.

ITpu opopmnennn rpuda yTBEepKIeHUS HE0OX0AUMO COOIIIOIATh cleayoliee:

rpu¢ yTBepKIIeHHs NOoMelaeTcd B MpaBod BEpXHEH 4acTH TOKYMEHTa, COCTOUT U3 CJIOBA
YTBEPXJIAIO (6e3 kaBbIuek), MOJHOTO HAHMEHOBAHHSA [ODKHOCTH JIMIA, YTBEPXKAAIOIIETO
JOKYMEHT, IMYHOMN MOJINUCH, €€ PacIIU(POBKY H JIaThl yTBEPKACHHUS.

YTBEPXIAIO
Hupektop I'BOY T1I0O «3TTud»

IMOJIHUCH M.H. llonomapépa
12.09.2014r.

I

YTBEPXJIEHO
ITpukazom gupektopa 'BOY ITOO «3TTud»
o1 00.00.2014 N

Brocuts kakue-mubo u3MeHeHuss U fo0aBieHWs B TOANMCAHHBIE (YTBEPKACHHBIC)
JIOKYMEHTBI €3 pa3pelleHus JIAIa, OINNCaBIIero JOKYMEHT, He JONyCKaeTCA.

OTBETCTBEHHOCTH 3a Ka4€CTBO MOATOTOBKU JTOKYMEHTOB M JOCTOBEPHOCTH COAEPIKAINUXCS B
HAX JAHHBIX BO3JIaraeTCs HA JIMIA, I[OATOTOBUBILIUE, 3aBU3MPOBABIINE U IIOIIMCABUINE
JTOKYMEHTEL

3.3.7. AnpecoBanne JOKyMEHTa

JIOKyMeHTBI afipecyioT B OpraHM3alliM, UX CTPYKTypHBIE MOJpa3ieiieHnsl UM KOHKPETHOMY
JODKHOCTHOMY JIHILY.

[Ipu anmpecoBaHrr OOKYMEHTa B OpraHW3allMI0 WIKM €€ CTPYKTYpHOe IojpaszzieieHue 6e3
YKa3aHus JOHKHOCTHOTO JIAIA X HANMEHOBAHHE MAIIYT B UMEHUTEIbHOM IAZIEKE.




Ilpn HanpaBleHUH JOKyMEHTa [JO/DKHOCTHOMY JIMIY Ha3BaHHE OPraHH3alUH U ee
CTPYKTYPHOTO IOApa3jeseHHs YKa3bIBalOT B MMEHUTENBHOM MAaJekKe, a JODKHOCTh M (PaMHIIHIO
ajipecaTa - B JaT€IILHOM.

Hanpumep:

MmuHuCcTEpCTBO 00pa3zoBaHus
Poccuiickoit ®enepanuu

YpasneHue nenamu

I'maBHOMY crienmanucty
B.I".MIBanoBoit

5R)15 0

3aMECTHTEIIO JUPEKTOPY
IO.I". IletpoBy

JIoOKyMeHT He [OJDKEH coiep)kaTh OoJiee UYeThIPEX aapecaToB, KAXKABIA 3K3EMIUIAP TaKoro
JIOKyMeHTa J0bkeH ObiTh mnoxamucadH. CrmoBo "Komus" mepes BTOpBIM, TPETbUM, YETBEPTHIM
ajpecaTaMi HE YKa3bIBaroT.

[Tpu HampaBiieHNM JOKyMeHTa Oojiee 4yeM B UeTBIpe ajapeca COCTaBJISETCS CIHHUCOK Ha
PacChUIKY, a Ha KQXI0M TOKYMEHTE [TPOCTABJISIETCS TOJIBKO OJHH aJIpec.

AlIlpec HE TpOCTaBJIseTCs Ha JOKYMEHTAaX, HaIpaBIsieMbIX B INPaBUTEIHCTBECHHBIC
Y4peXI€HUS U MMOCTOSTHHBIM KOPPECIOHJEHTaM, B 3THX CIy4asX MOTYT NPHMEHSAThCS KOHBEPTHI C
3apaHee HaneYaTaHHBIMH aJpecaMH.

[Ipu ampecoBanuy JAOKYMEHTa (PU3MUECKOMY JHMIY YKa3blBAIOT HHHULMAIBI M (HaMHIIHIO
IToJTy4atelis, 3aTeM MOYTOBBIHN aapec.

A.A Kanmuauny

yn. Canosas, 1. 5, kB. 12,
r. 3MaToycT
Yensbunckoi 06i., 456200

3.3.8. Pezomonust

B cocraB pe30dionMH JO/DKHBI BXOJIMTH CJICAYIOIIHE 3JIEMEHTBL: (aMHUIMs HCHOTHHTENS
(ucnoauuteneil), CoxepKaHue MOPYUSHHS, CPOK MCIIOTHEHMUSI, TIOAIHUCh, 1aTa.

[Ipy HATMYIMA B PE3OJIIOIIMM HECKOJBKAX HCIIONHUTENCH yKas3bIBa€TCs OTBETCTBEHHBIH
HCITOTHUTENE (KaK MPaBHIIO, 3TO JIUIO, HA3BaHHOE B PE30MIOIUHU IIEPBBIM).

Ha noxyMeHTax, He TPeOYIOIUX MOMOTHUTENBHBIX YKa3aHUH 0 MCIIOJHEHUIO U MMEIOMINX
TUIIOBBIC CPOKH MCHOJHEHMS, B PpE30JIONMH YKa3bIBAE€TCS MCIIONHUTENb, IIOJIINCH AaBTOpa
PE30MIoNWH, aTa.

3.3.9. OdopmileHHE NPHIOKEHHUH K IOKYMEHTY

Ecmu moKyMeHT MMeeT NpPHIIOKEHHs, Ha3BaHHBIE B TEKCTE, TO OTMETKAa 0 HUX odopMistercs
o cnenyiomieid popme: '

IIpunoxenue: Ha 10 1. B 3 3K3.

Ecnu mpuiiokeHuss B TEKCTe HE Ha3BaHBI, TO HEOOXOAMMO II€PEYHCIIMTh WX Ha3BaHUS,
KOJIMYECTBO JIACTOB ¥ 3K3EMILIIPOB KAXKJIOTO.

IIpu HaMMYUU HECKOJIBKUX MPHIJIOXKEHUH OHH HyMEPYIOTCSL.

IMpunoxenus: 1. llltaTHoe pacriucanve... Ha 4 JI. B 3 5K3.
2. CmeTa pacxomoB... Ha 4 1. B 3 9K3.

3.4. OcoOeHHOCTH MTOATOTOBKH M 0QOPMIICHNS OTAEIBHBIX BUAOB JJOKYMEHTOB




3.4.1. Ilpukaz

[lpuxas - npaBoBolt axT, u3naBaeMblli qupexTopoM TeXHHKYMa 1715 pellleHHs] OCHOBHBIX U
OIEPaTUBHBIX 3aJa4, CTOAIIMX [IEPE] YIPEXKICHUEM CPEIHETO MPOodecCHOHATEHOTO 0Opa3oBaHus.

Ilpukas moxxeT OBITH H3JAaH [AUPEKTOPOM WIJIM JIMLOM, UCIONHSIOMMM 0OS3aHHOCTH
aupekropa TexHuKyMa B cilydae ero OTCYTCTBHS.

B mpukasax IO OCHOBHOH JAeATENbHOCTH DEINAIOTCS BOIPOCH! y4eGHOM, XO3SiCTBEHHOMH,
¢uHaHCOBOM NEATENBHOCTH, IUIAHHPOBAHHS, OTYETHOCTH, Y4eOHO - BOCIHTATENLHOIO IIPOIecca,
¢usnyeckoro passutusg u T.I1. IIpukassl JODKHEI opopMiLThes Ha Gnanke TeXHUKyMa M HMeETh
YCTAHOBJICHHBIA KOMILIEKC 0043aTeIbHBIX PEKBA3UTOB ¥ CTAOUIIBHEIM MOPSIOK MX PACIIONIOXKEHNUS B
coorserctBun ¢ I'OCT P 6.30-2003 " VHuGUIUPOBAaHHBIE CHCTEMBI JOKYMEHTAIHH.
VHuduimpoBaHHas CHCTeMa OpPraHH3alliOHHO-PACIIOPSMTENBHOM NoKyMeHTauud. TpeGoBaHus K
opopMIIeHHIO TOKYMEHTOB". YmorpeOiieHue GIaHKOB IPOM3BOJBHOM (JOPMBI HE JOMYCKaeTcs.
[Tepenava mpuxa3oB, MX KOIHHA pabOOTHUKAM CTOPOHHHX OpPTaHU3AlME JOMYCKAETCS TONBKO C
paspelleHuss pykoBoacTBa TexHukyma. IIpoeKTBl NpHKa30B pa3pabaThbIBalOTCS CTPYKTYPHBIMH
nojpasjeneHusIMH TeXHHKyMa o MOpYUYCHHIO PYKOBOJICTBA MK 110 COOCTBEHHON MHUIUATUBE.

[lonrororka npukaza BKIO4aeT B ce0sl M3ydUeHHE CYMECTBA BOMPOCA U cOOp HEOOXOAUMBIX
CBEICHUH; IIOATOTOBKY IIPOEKTa IIpHKa3a; COIVIACOBAHME IIPOEKTA; IIOJITMCAHHE IHPEKTOPOM,
peructpanuto. CoriacoBaHue IMpoeKTa IIPHKa3a OCYIIECTRISETCS IyTeM BH3MPOBaHHA. BU3upyroT
IPOEKT HCIOJHUTEND, PYKOBOIUTENb CTPYKTYPHOrO MOJpA3/eiCHUs, BHOCSAIIETO0 IPOEKT, BCE
yKa3aHHble B IIPOEKTe HCHOJIHHUTENH. I[IpOEKTH! NpHKa3oB, HCIOJIHEHHE KOTOPHIX TpelyeT
¢uHaHCOBOro  obecmevueHus, BHU3HPYIOT OTBETCTBEHHBIE JMIAa (UHAHCOBOH  CITyKOBI
PacriopsnuTenbHble TOKYMEHTHI JOJDKHBI UMETh 3ar0JIOBOK, KOTOPBIN HauWHaeTcs ¢ npeyrora "O
(0O6)".

Hanpumep: O6 yrBepxnennu.., O perucrpanun.., O co3iaHum...

Odopmnsercsd npuka3 Ha OaHKe U JOJDKEH HMETh CIEAYIOIIHME PEKBU3HTHL Ha3BaHUE BHAA
JOKYMEHTa, JaTy, HOMep IIpHKa3a, 3arojIoBOK, TEKCT, IOIINChb, BH3BI, corjacoBaHHe. TeKcT
IpUKa3a, Kak TNPaBHJIO, COCTOMT W3 KOHCTAaTUpYIOIIEH M pacmopsauTenbHOR wactedl. B
KOHCTATHPYIOUIEH 4acTH KPaTKO M3JIaraioTcs IeJIH U 3a71add NpeITUCBIBACMBIX AeHCTBHUH, (HaKThI
UM COOBITHS, TOCITYKUBIIHE MPUUUHON U3JAHUSA IIPHKA3A.

Koncratupyromas 4acTh MOXET OTCYTCTBOBAaTb, €CIH INpPEANHUCHIBAGMBIE JEHCTBUA HE
HYXIAIOTCs B pa3bACHCHUH. TEKCT MPUKA30B B TaKUX CJIydasx HAYMHAETCs CO CJIOBA IPUKA3BIBAIO
(numercs  BpaspsAAKy crpoyHbiME  OykBamu). Ilpm Haymuuu [OBYyX dacTell IpuKasa
pacmopsiiuTeNIbHAs YacTh OTHENsIeTCs OT KOHCTAaTHPYIOWIEH CIIOBOM IpuKasbiBaro. [locne ciosa
MPUKA3bIBAI0 CTABUTCSA JBOCTOUME. TEKCT DACHOPAAMTENIBHOM YacTH [EIUTCA Ha IYHKTHL, B
KOTOpPBIX  YKa3hIBAIOTCA WCIOJNHHUTENH, KOHKPETHBlE [EHCTBHSI M CPOKH  HCIOJIHEHHA
IpeIUChIBaeMBIX JeHCTBHHA. Ecny mprKa3 JOMONHAET, OTMEHSET WU U3MEHAET paHee U3IaHHEIC
IPUKa3kl MM HUX OTHENbHBIE IIYHKTBI, 3TO OrOBapHBAaeTCs B TEKCTe. B mocienHeM IyHKTE
pacropsAANTELHOM YacTH IpHUKa3a YKa3blBae€TCsl JOJDKHOCTHOE ML, Ha KOTOPOE BO3JjaracTcs
KOHTPOJIb 32 UCIIOJIHEHHEM IIPUKa3a B IEIIOM.

Eciu npuka3s BBOIAUT B JeifcTBHEe Kakue-THOO JOKYMEHTH (MHCTPYKUHH, IpadHKy, IpaBuia,
MIOJIOJKEHHS), TO OHH O(QOPMIISIIOTCS B BHJE IPHIOKEHHs K IIpUKazy. B mpaBoM BepXHEM YIiy
TaKUX JIOKYMEHTOB OT IIATOTO MOJOXeHHs Tabynaropa NHyT cioBo "[Ipunoxenue” ¢ ykazaHHeM

HAaMMCHOBAHHA pacCIlOPAIUTEIIBHOIO JOKYMEHTA, €T0 1aThbl, HOMEpA.
Hanpumep:
[Ipunoxenue
K npukazy gupekropa 'OV [TOO «3TTud»
o1 00.00.2014 N

KpoMme npuka3oB 10 OCHOBHO# A€SITEIBHOCTH, B KapoBo# cityx06e uznarorcs npukassl (JIC,
JIC-2) mo nM4YHOMY COCTaBy C HCIOJIb30BAHUEM YHUGHUUIUPOBAHHOH (OpPMBI YTBEPKIACHHOU
[Tocranosnenuem Nel IN'ocyaaperBennoro komuteta P® mo cratucruke ot 05.01.2004 roaa.

3.4.2. Pacniopsikenue

PacriopssxeHue -  paclOpsAAMTENbHBI  TOKYMEHT IO BOMpocaM MHGOPMAIMOHHO -
METOJHYECKOr0 XapakTepa, a Take O BOIPOCaM OIEPATUBHOTO YIPABIEHHUS IEATENHLHOCTHIO
Texnukyma (coBemianusi, KoHQepeHUMH U T.J.). PacmopsikeHue He MODKHO COnepKath
NpeUCaHNN, HOCAIINX HOpMaTuBHBIA Xapakrtep. IloarotoBka m odopMicHHE pacnoOpsXKECHHH




IIPOBOAMTCS II0 TEM K€ IIpaBUjIaM, YTO U IIpUKa3s.

3.4.3. IIporokon

[IpoTokom - TOKyMEHT, B KOTOPOM (UKCHpYyeTcs XOA OOCYXKIEHHS BOIPOCOB M IPUHSTHS
pemenuit Ha cOOpaHMsAX, COBELIaHUAX, KOH(EPEHIUX U 3aCeaHUAX KOJUIETHABHBIX OPraHoB.

Texcr mpoTokoa cocToMT M3 OBYX dYacTei: BBOAHOW K OCHOBHOW. B BBomHON dacTu
3anonHsroTes  cenytomme pexsusuthl:  'Ilpencenarens”, "Cekperaps", "llpucyrcTBoBanm”,
"IToBectka qua". Ha GnaHke MpoTOKOJIA 3TH PEKBH3UTHI MOTYT UMETh THIOTPA(CKOE HCIIOIHEHHE.

OcHoBHAs YaCTh IIPOTOKOJA COCTOMT M3 Pa3JeNiOB, COOTBETCTBYIOUIMX IYHKTaM MOBECTKU
masa. Texct kaxgoro pasmena crpoutcs mo  cxeme: CJIVHIAJIM, BBICTYIIUIY,
ITOCTAHOBWJIN (PELINJIN). OcHOBHOE COACpKaHHE AOK/IAJIOB H BEICTYIUICHHH [TOMENIAETC B
TEKCTE IIPOTOKOJIA MIIM MPHJIaraeTcsi K HEMY; IIOCTaHOBJIEHHE (PEIICHUE) NTeYATaeTCs MOJIHOCTLIO.

JIoKyMeHT, yTBep>KJaeMbIi KOJUTETHAIBHBIM OPraHOM, IIPUJIaraeTcs K MPOTOKOIY.

Conepxanre 0co00Oro MHEHHS 3alMCHIBA€TCA B MPOTOKOJIE TIOCJE COOTBETCTBYIOIIETO
IIPOTOKOJBHOTO PELICHUS.

[IpoTokon noanuckIBaeTcs MpeaceaaTeNbCTBYIOMUM Ha 3aCE€JaHIH U CEKPETapeM.

[IpoToKOnBI HyMEPYIOTCS MOPAJKOBBIMM HOMEpaMH B Ipejeliax KaJleHJapHOro roja.
IIpoTOKONBI COBMECTHBIX COBeIIaHui (coOpaHuil) OOKHBI HMMETh COCTaBHBIE HOMEpa,
BKJTIOYAIOIINE HOPAAKOBBIE HOMEpa MMPOTOKOJIOB OpraHU3aluii, NPUHUMABIIUX ydacTHe B pabote
COBEIIaHUSL.

3.5. CiyxebHoe THChMO

Bce menoBele MUChMAa MOXHO Pa3IEUTh Ha KOHCTATHPYIOIIME CBEpIUHBINMiicE (akT U
IPENBAPSAIONIHE BO3MOXKHOCTB €ro CBEpIIeHHs. JTO MHCbMa - MHOATBEPXKACHHUs, MHChMa -
HAIIOMHHAHUS, TIChMa - TIPEeIYIPEeKIACHUS, TUChMa - u3BenieHus. OHU He TpebyIoT OTBeTa, HO UX
HaJTAYHe UMEET IOPUINYECKOe 3HAUCHHUE.

EcTs nmucbMa, KOTOphie COMPOBOXIAIOT MaTepHalIbHbIe HEHHOCTH WM JPyTHe JIOKYMEHTHI,
TaK Ha3blBacMbI€ "COMPOBOJIUTEIBHEBIE" .

Ob6ecneuynBas IpeIBapUTENbHBI  00MeH HMHpopManueH, IHUCBMO IIOMOTaeT CTOPOHAM
BBIICHHTH BO3MOJKHOCTH Ul 3aKJIFOYEHHS pPasHOro pojia AOrOBOpPOB M akToB. [lostomy B
COBPEMEHHOM JETONPOU3BOJCTBE MHUCBMO BBICTYNAET KaK JEJIOBOH JOKYMEHT, SI3bIK KOTOPOTO
IPEeJCTABISIET U3BECTHBIE TPYIHOCTH MPH CTAaHIAPTU3ANUY.

Bce mucpMa MOXKHO pa3esuTh 1Mo (PYHKIMOHAIBHOMY TIpU3HAKY Ha JIBE€ IPYNNbL: a) MHChMa,
TpeOylolye nuckMa - 0TBeTa; 0) IMICchMa, He TpeOyrolye NUchMa - OTBETA.

3.6. [lopsimok CHATUS ¥ BBIAAYU KONUM C JOKYMEHTOB

3.6.1. Koriux ¢ JOKYMEHTOB BBIJAIOTCS C pa3pelieHUs HaYaJbHUKOB CTPYKTYPHBIX
IOApa3e/ieHHi M TONBKO C Te€X JOKYMEHTOB, KOTOpbI€ OBUTH HM3JaHbl B TeXHHKyMe H KOTODEIE
KacaroTcs CIIy>KeOHOH NeATeIbHOCTH JAHHOTO CTPYKTYPHOIO MTOApa3AeICHHS.

3.6.2. Tlpu Bplgaye KONHH JOKYMEHT BOCIIPOH3BOAUTCA IIOJIHOCTBIO (OJIaHK, HOMEp, JaTa,
coliep>KaHue U T.1.).

B mpaBoM BepXHeM yrily KOIuu numiercs cioso "Komus".

[pu BBIZAYE KOIIMU C KOIIWY cliefyeT nucath "Komus ¢ xonuu".

3.6.3. [Ipu 3aBepeHHH KOIHMHM JOKYMEHTa BHH3Y IIOCJIE IOJHOIO BOCIIPOHM3BEICHUS TEKCTa
nuniercs "BepHO", cTaBUTCS JOKHOCTB, MOANKCH JIMLA, 3aBEPAIOIIETO KOIMHMIO, €r0 MHHIMAIEI H
¢damuys, nata 3aBEpeHusl.

IIpu mepechbUIKe KOMHMH B APYTHE YUPEKIEHHS WM BblIade HA PYKH OTAENBHBIM JIMIAM Ha
Helt crneyeT MpoCTaBIsATh MeqaTh.

3.6.4. Ha obopote 1oKyMeHTa qenacTcs OTMETKa, KOTJa ¥ KOMY BbIJaHa KOIIHS.

3.7. ABTOoMaTH3aUs JOKYMEHTHPOBAHUS

JI/ist NOArOTOBKK JOKYMEHTOB MOTYT NMPUMEHATHCS aBTOMATU3UPOBAaHHBIE TexHonoruu. [Ipu
3TOM CO3Jar0Tcs 0a3bl JAHHBIX (KOPPECMOHAEHTOB, GOpPM JOKYMEHTOB, TpadapeTHBIX TEKCTOB U
TEKCTOBBIX 3ar0TOBOK), MaIIMHHLBIE peJaKTOPCKHE IIPOrpaMMBI U JP.

[Mopsimox pa3pabOTKH, 3KCIIyaTallMM M II0Jb30BAHHSA TaKHMH CHCTEMAaMH OIPEIeIIIeTCH
CTaHAapTaMu B 00JJacT aBTOMATH3UPOBAHHBIX HHGOPMAITIOHHBIX TEXHOJIOTHIA.

4. KoHTpOJb 32 HCTIOJTHECHHEM TOKYMEHTOB

4.1. Opranu3zanusi KOHTPOJIs




4.1.1. Bce noctynaromue Ha uMs JupekTopa TexHukyma u B agpec TexXHHKYMa JOKYMEHTHI,
TpeOyronue HCIONHEHNU ¥ IOATOTOBKM OTBETA, MOJUIEKAT KOHTPOJIIO.

4.1.2. KoHTpOJb 32 UCIIOTHEHHEM JIOKYMEHTOB YCTAHABIIMBAETCS B IEASX oOecledeHus uX
CBOEBPEMEHHOIO M Ka4eCTBEHHOTO HCITOIHEHHS, IIOBBILICHHS YPOBHS OPraHU3aTOPCKOM paboThl H
HUCIOJIHUTEIBCKOMN TUCIUTIINHEL

4.1.3. KoHTpOJIO NoJIeKaT IPUKA3kl, PEICHHS COBETOB, a TAKXKE JOKYMCHTBL, TOCTYNAIOIHE
Ha UMs qupeKkTopa TexHuKyMa.

4.1.4. PykoBoAUTENH CTPYKTYPHBIX IOJpa3ieleHnii o0s3aHBl paccMaTPUBAThL COCTOSIHHE
UCTIOIHUTENLCKOR JUCHMIUIMHBL [0 JOKYMEHTaM ¢ MOPYYEHWSIMM PYKOBOACTBA Texuwkyma, a
TAK)X€ JOKYMEHTBI, IIOCTYNHBINIHE B aJpec CTPYKTypHOTO TOApa3feieHUus M Tpelyroiue
HCIIOJIHEHHS ¥ IOATOTOBKH OTBETA.

4.1.5. IoKyMEHT CUMTAETCS HCIIONHEHHBIM, KOT/Ia PeEeHbl OKOHYATEIBHO BCE TIOCTABIIEHHBIE
B HEM BOIIPOCHI ¥ COOTIOICHBI CIIEIYIOIINE CPOKH:

€CIIM B JOKYMEHTE MOCTaBIIEH CPOK HUCIIONHEHHUS - B YKa3aHHBIA CPOK,

JOKYMEHTHI 0€3 YKa3aHHUs CpOKa UCIIOJHEHUS - B MECSUHBIN CPOK,

€CITY B JIOKYMEHTE UMeeTcs OMETKA "CPOYHO", - TO B TPEXAHEBHBIN CPOK,

nopy4yeHus 6e3 ykazaHUS KOHKPETHOH AaThl HCIIONIHEHUS - B MECSYHBIH CPOK.

Cpok ucuncnsercs B KaJIeHAAPHBIX JHSIX C JAaThl MOANUCAHUS JOKYMEHTA.

4.1.6. Ecmu 0OKyMEHT HCITOJTHEH B OIEPATHUBHOM MOpsAIKe, TO KpoMme 3anuce "B meno N...",
HMOAINUCH U JaThl UCIIOJHUTENb JJOJIXKEH CeNaTh KPaTKYIo 3auCh 00 HCIOTHEHUH.

4.2. Tlopsok CHATHS JOKYMEHTOB C KOHTPOJIA

4.2.1. JlokyMEHTBI CHUMAIOTCS ¢ KOHTPOJISI, €CJIH PEIICHBI IIOCTAaBJIEHHBIC B HUX BOIIPOCH! HIIH
aBTOpaM JIaH OTBET IO CYIIECTBY.

[TpoMeXXyTOUYHBIH OTBET, paBHO KaK M 3alpoc IO UCHOTHAEMOMY JTOKYMEHTY WM YaCTUIHOE
UCIOTTHEHHE TIOPYYEHUs, He ABJISETCS OCHOBAHHUEM Ui MPU3HAHUS JIOKYMEHTa UCIIOTHEHHBIM.

4.2.2. CHATb AOKYMEHT ¢ KOHTPOJIS MOTYT TOJBKO JIOJDKHOCTHEIE JIUIA, KOTOPBIE OCTABHIH
€r0 Ha KOHTPOJIb.

4.2.3. OcHOBaHHEM [UIsI CHATHS € KOHTPOJNS JOKYMEHTOB C INOPYUYEHUSMH pPYKOBOJCTBA
TexHukyma SBISETCS IOOKYMEHT - OTBET, NOAIUCAHHBIA JUpekTopoM, JubO crpaBka o0
UCHOJHEHUH JOKYMEHTA 32 MOAIKUCHIO HAYAIBHHKA CTPYKTYPHOLO 10/Ipa3/ICIeHHUS.

5. TlopsinoK NPOX0KIeHUS H HCIOJHEHHS NOCTYIIA0 el KOppecnoHAeHIHN

5.1. Best xoppecnoHieHIHs, OCTynaomas B TeXHUKyM, NPUHUMAETCS W PErUCTpUpyercs
CEeKpeTapeM pyKoBoauTess TexHukyMma.

[pu nprueme KOPPECIIOHIEHIIMK TIPOBEPSIETCS LEIOCTHOCTh KOHBEPTOB, APYroi YIaKoBKH H
IIPaBUIBHOCTE a/IPECOBAHUS.

OmurbovHO JOCTaBICHHAS KOPPECIOHICHINS IIEPECHUIAETCS OTIIPABUTEIIO.

KoppecronaeHuus, mony4yaemass IO pacmucKy (C HApo4HBIM, 3aKasHal M T.L),
pETHCTPUPYETCs B XKypHAJIE.

5.2.Tlpu BCKpHITHH KOHBepTa (YINAKOBKM) IIPOBEPSAIOTCS IPABHILHOCTH aJPECOBAHMSA U
HAJIN4Ye BJIOKECHHBIX JOKYMEHTOB.

[Tpu 06HapyKEHUH TOBPEKACHNUS, OTCYTCTBUS JOKYMEHTA WIH MPHIJIOKEHHS K HEMY, a TaKxKe
HECOOTBETCTBUSA HOMEPA, YKa3aHHOIO HAa KOHBEPTE, HOMEPY BIJIOJKEHHOTO TOKYMEHTA COCTABIIAECTCA
aKT B JIBYX DK3eMIUIIpaX, OJMH U3 KOTOPBHIX Ipuiaraercs K IOJYy4eHHOMY NOKYMEHTY, a ApYyroi
HaIIPaBIAETCs OTIPABUTEIIO.

KoHBepTHI OT MOCTYIMHUBIIEH KOPPECTIOHIEHIIUA COXPAHAIOTCS U MPUIIAraroTcs K JOKyMEHTaM
B CIIyyasx, €ClIM aJpec OTIIPABUTENS YKa3aH TOJIBKO HAa KOHBEPTE, €CIIU JaTa JOKYMEHTa U JaTa €ro
OTIIPaBKM COTJIACHO IOYTOBOMY IITEMIENIO HUMEIOT OONBIIHE PACXOXKACHUS BO BPEMEHH; €CIIH
KOHBEPT HeoOXOQMM B KadyecTBe ONpaBJaTEIBHOTO JOKYMEHTAa K pacXoZaM IO OIUIaTe
KOPPECIIOHICHIINH.

5.3. Ha Bcex BXOOSIIMX JOKYMEHTaxX B IIPaBOM HIDKHEM CBOOOAHOM OT TEKCTa IOJIE NEPBOH
CTPaHMILI JOKYMEHTa CTABUTCS INTAMIT C YKa3aHHEM IIOPSAIKOBOTO PEerucTpalliOHHOIO HOMEpa U
JaThl MOCTYIUIeHHs JokyMmenTa. llltamm mpocTaBisieTcs Tak)Ke Ha BCeX IPHIIOKEHHAX K
ROKyMeHTy. Ha KoppecIoHIeHINH, He MOUIEXKAIEH BCKPBITHIO, LITaMIT CTABUTCS. HA KOHBEPTE.

5.4. Tlepemaya [JOKYMEHTOB M3 OJHOIO CTPYKTYPHOTO MOApa3fieleHdus B  JIpyroe



MPOU3BOIUTCA Yepe3 ceKpeTaps pyKoBoAuTeNs TeXxHukyma.

5.5. loxymeHTEI, He TpeOylompe JOKiaja pyKOBOACTBY TEXHHKYMa, HANPaBISIOTCA
CeKpeTapeM pyKOBOAMTEINA TeXHUKyMa JUIA HCIIOIHEHNS B CTPYKTYPHBIC MIOAPA3ICICHUS.

Bce moctynmBimme  OKyMEHTBI JOJDKHBI JOKJIAIbIBATHCS PYKOBOACTBY B JCHb HX
IIOCTYIUICHHS.

5.6. IlomyquB AMOKYMEHTHI Ha WCIIOJIHEHHE, COTPYIHHK TEeXHHKyMa MOJDKEH HEMEIJICHHO
O3HAKOMHTECS C MX CONEpIKaHUEM, BBIICINB JOKYMEHTBI, TPEOYIOIINE CPOUHOrO UCIIOIHEHHUS.

Eciu JOKyMeHT HampaBiisieTcss HECKONBKMM HCIONHMTENSAM, TO JIMIO, YKA3aHHOE B
PE30MIONMK TIEPBBIM, SBIAETCA OTBETCTBEHHBIM HCIONHUTENEM, KOTOPHIA 00S3aH O3HAKOMWTL C
JAOKYMEHTOM BCeX JAPYTHX B OIEpaTHMBHOM HOpAake (B J€Hb IOJYYEHHS [AOKYMEHTa) H
OPraHM30BaTh B YKa3aHHBIM CPOK €0 MCIIOTHEHHUE.

B oTnenbHpIX crly4yasx Takpde JOKYMEHTHI MOTYT THPAXHpPOBAaThCA M IEpelaBaThes B
COOTBETCTBYIOIIUE CTPYKTYPHBIE MO Ipa3IeJICHUS.

5.7. Kaxaplit coTpynauk TexHukyMa oOecrieunBaeT ONepaTuBHOCTh, KAYECTBO UCIIOIHEHUS U
COXPaHHOCTh JOKYMEHTOB.

5.8. [lepenaya NOKYMEHTOB OT OJHOTO HUCIONHUTENS K APYTOMY MOMXKET MPOU3BOIAUTHCS
TOJIBKO Yepes JIMI0, OTBETCTBEHHOE 3a JEJIOMPOU3BOJCTBO B CTPYKTYPHOM MOAPA3/IEICHHUH.

5.9. Tlocne pemieHust MOCTaBICHHBIX B JOKYMEHTE BOIPOCOB HCIIOJIHHTENb BHH3Y MEPBOH
CTpaHUIBI TOKYMEHTA JOJDKEH clelarh OTMETKY 00 MCIONHEHUH JOKYMEHTa M HallpaBJICHHH €To B
Jeno.

6. IopsaaoK MOArOTOBKH U NPOXO0KICHHSA HCXOISINX H BHYTPEHHUX JOKYMEHTOB

6.1. [lopsanok MOATOTOBKH HUCXOJALIMX [JOKYMEHTOB BKIIOYaeT B ceds padoty 110
COCTaBJICHWIO  IIPOEKTa  JIOKyMEHTAa,  COTJIaCOBAaHMIO,  IIOANHCAHUIO  (YTBEPKACHUIO),
THPaKUPOBAHUIO U OTIIPaBKE.

6.2. Jlo mepegaun AOKyMEHTa Ha IMOAIHUCH HCIIOJIHUTENb JOJIKEH [IPOBEPHUTH €0 COIEpIKaHHe,
OPaBHIBHOCTE  O(OpMIIEHHA, HaJHdde HEOOXOMMMBIX BH3 M NpHIOKeHHH. JIoKyMeHT
MPEeJCTaBIIeTCA Ha IOIIICH BMECTE ¢ MaTepHajaMy, Ha OCHOBAaHHH KOTOPBIX OH TOTOBHJICS.

6.3. JIOKyMeHTBl, IOIIHCAHHBIC JUPEKTOPOM, U  aJpeCOBaHHBIE B  BBIMICCTOSIIME
OpraHM3allMd, PETUCTPUPYIOTCS CEKpeTapeM pyKoBOgUTeNss TexHUKymMa M  JIOCTaBJIAIOTCA
ajzipecaraMm B IIpeJiefiaXx ropojia KypbepoM HIH HAIPaBIISTIOTCS Yepe3 OpraHbl MOYTOBOU CBS3H.

6.4. BuyTpeHHHEe AOKYMEHTH O(QOPMISIFOTCS M HCIOIHSIOTCA (HCIONB3YIOTCSA) B Ipeaesiax
TexHUKyMa.

6.5. BHyTpenHHe JOKYMEHTHl (HOKJIaAHbIE 3alMCKH, CHOPaBKH, CBOJAKM H  Jp.)
paccMaTpUBAIOTCS TEMH JIOMKHOCTHBIMH JIMLIAMH, KOMY OHU HallpaBJICHEIL.

6.6. lIokyMeHTBl JUI1 OTHpaBKH B JpyrHe OpraHusallid JO/DKHBI  IlepeaaBaThCs
COTPYAHHKAMHM CTPYKTYPHBIX IOApA3NEICHUH, OTBCTCTBEHHBIMH 3a JEIONPOM3BOJACTBO, B
yIpaBJeHue JellaMHu.

OTBETCTBEHHBIE 32 JICJIONPOU3BOACTBO Iepes; cladell KOPPECHOHIOCHUWH Ha OTIPaBKY
JOJDKHEI 0053aTeIBHO IPOBEPUTH IPaBIIBHOCTE ee odopMileHU U aapecoBaHus. Konseprosanue
KOPPECIIOHJACHIIMA M JIPYTHX IOYTOBBIX OTIPABICHUN IPOM3BOJUTCS CEKpETapeM pPyKOBOAUTENA
Texnukyma.

7. Perucrpanuusi JOKyMEeHTOB

7.1. Peructpanysi JOKyMEHTOB

7.1.1. Peructpanus TOKyMEHTOB B TEXHUKYME OCYLIECTBIIACTCS AELCHTPAIN30BAaHHO:

CekperapeM pykoBoguTens TeXHMKyMa PETHCTPHUPYIOTCS BXOoJsAUIas KOPPECIOHACHUMS,
aJpecoBaHHas HA HMMs AMPEKTOpa, JAOKYMEHTBI, aJpecoBaHHbIE B TexXHHKYM O0e3 yKaszaHHA
KOHKPETHOI'O ajjpecara, BXOJAINas IIPaBUTEIbCTBEHHAsA KOPPECIIOHACHIH, HCXOAAas OT NMEHH
pykoBoAcTBa TeXHHKyMa OOKyMEHTallHsd, NPHUKAa3bl, PaclOpsHKEHHs, MPOTOKOJBI, JOKYMEHTBHI K
sacenanmio Cosera Yupexaenus. Hanbonee pannoHanbHOM ABIIETCS PETUCTPAIUS B KOMIBIOTEPE
HJIH B )XypHaJax. '

7.1.2. Bxoasiuue MOKYMEHTBI PETHCTPUPYIOTCS B JE€Hb IIOCTYIUICHHSA, a HCXOIAIIHEe M
BHYTPEHHUE JOKYMCHTEI B ICHb noaArnucCaHus.




8. PaGora ucnosiHuTe 1€l € JOKYMEHTAMH

8.1. PyxoBomuTenu CTPyKTypHBIX HoApasfencHuil TexHnkyma 00ecneuMBalOT OHEpaTHBHOE
pPacCMOTPEHHE NOKYMEHTOB, II€pelady HX HCIOJIHUTENIO B JCHb IMOCTYIUICHHS, KOHTPONL 3a
Ka4E€CTBECHHBIM UCIIOJTHEHHEM JTOKYMEHTOB.

8.2.Tlpn pacCMOTpEHHH KOPPECIOHACHIMH pPYKOBOJMTENb IMOAPA3ICICHUS BBIACIAET
JOKYMEHTEHI, TpeOyIOIME CPOYHOTO HCIONHeHHS. Tak, [OKYMEHTHI, IIpUCIaHHBIE JJId
COIJIaCOBAaHMs, PACCMaTPUBAIOTCS B JIEHb UX MTOCTYIUICHUS.

WcnonHuTens morygaeT JOKyMEHTBI B JeHb UX PETHCTpallid MM Ha CICXYIONHH JEeHb B
COOTBETCTBUHU C PE3OJIIOLUEH PYKOBOIUTEIS.

CpouHble JOKYMEHTHI [I€PEeAIOTCs HEMEIJICHHO.

8.3. UcnonneHne JOKyMeHTa IpexycMaTpuBaeT cOop W  06paboTky HeoO6XomuMoi
nHbOpPMaNNH, TOATOTOBKY IIPOEKTa TOKYMEHTa, ero ohOpMIIEHHE, COTIACOBAHHUE, TPEICTABICHUE
WM ToAnKcaHue (yTBEpxJIEHHE) NUPEKTOpoM TeXHHMKyMa WM PYKOBOOUTEISIMH CTPYKTYPHBIX
noApasAesieHNH, IOATOTOBKY K NEepPEChUIKE ajipecary.

Hcnonuutens onpenenser HeoOXOIMMOe KOJIHYECTBO 3K3EMILIIPOB JOKYMEHTA, TNepe/lacT
JOKYMEHT Ha THpaxupoBaHue. Ha nokymeHT, pacchliaeMblii Goyiee 4eM B dUeThIpe ajpeca,
UCIIOJIHUTEIb TOTOBUT CIIMCOK Ha PaCCBUIKY.

8.4. Ilpu onepaTHBHOM pELIEHUHU BOIIPOCOB 0€3 COCTABJICHHUS JOMOJIHUTENBHEBIX JOKYMEHTOB
UCIIOJIHUTENb JENAaeT OTMETKU Ha JOKYMEHTE O JaTe IOCTYIUIeHHUS (eclid oOpa3zoBalics MHTEpBal
BPEMEHH MEXIy NOCTYILIEHHEM JOKyMeHTa B TeXHHKyMe U €ro JOCTaBKOH MCIIONHUTEIIO), O 1aTax
MPOMEXKYTOYHOTO HCHOJHEHHs (3aImpoc CBeNeHUi, TejaepoHHbIE NMEpPeroBOphl U T.J.), O JaTe U
pe3yJIbTaTe OKOHYATENBHOrO HCIIOIHEHHUS.

8.5.1lpm HanuuuM OTBETCTBEHHOIO HCIOJHUTENS BCE  OCTAIBHBIE  HCIOJHUTENH
CBOEBPEMEHHO U KaUeCTBEHHO IIPOBOJAT aHAIN3 HHPOPMALUHN U NPEICTABIAIOT OTBETCTBEHHOMY
HCIIOJIHUTEIIO B YCTAaHOBJICHHBIE UM CPOKH HEOOXOIHMBbIE JOKYMEHTHI (IPOEKThl JIOKYMEHTOB,
CIIPaBOK, CBEJACHUH H T.1.).

OTBETCTBEHHBIH HCIOTHUTENb HECET MEPCOHANBHYIO OTBETCTBEHHOCTH 34 HEIOCTOBEPHOCTH
HH(POpMaLUH, UCIIOIH30BAHHOH NPH MOATOTOBKE JOKYMEHTA.

8.6. McnonHUTENb HECET OTBETCTBEHHOCTH 32 HECOOIIOICHHE TPeOOBaHUH HCIIOIHUTEIBCKON
JICITUILTAHBI, 332 HENpaBUWIBHOE HCIIOJb30BaHUE ACHCTBYIONIMX HOPMAaTHBHBIX AOKYMEHTOB B
HOJTrOTOBKE, 0(OPMIIEHUH U UCTIOJHEHUHU TOKYMEHTOB B CPOK.

8.7. UcnonHuTeIs HMMEET MpaBO IIOJB30BaThCs aBTOMATU3HPOBAHHBIM OaHKOM JIaHHBIX
YUPEXKIECHHS CpeIHEro Npo(ecCHOHATLHOrO 00pa30BaHMSA, CIPAaBOYHO - HH(GOPMAIMOHHBIMH
dboHTaMu ¥ GuOIMOTEKaMH [T ITOJIy4eHHS HE00X0AUMOH HHPOPMAIIHH.

9. IleuaTanue 1 THPAKHPOBaAHUE JOKYMEHTOB

9.1. [leyaranue  JOKYMEHTOB,  HAaIpaBlsSE€MbIX B  BBIIIECTOAINME  OPraHU3ALMNH,
OCYIIECTBIIIETCS B CTPYKTYPHBIX IOJpa3AeleHUsX, TOTOBSLIMX 3TH JIOKYMEHTHL. B cBA3m ¢
aBTOMaTh3anuedl JOKYMEHTAllMOHHBIX MpoLeccOB B TEXHHKYME M IEpEXOAOM CTPYKTYPHBIX
HoJIpasJielicHui Ha paboTy ¢ nepcoHaTbHBIMH DOBM HCIONHUTENs FOTOBUT MPOEKT JOKYMEHTA U
BBIBOJIUT €T0 HAa PUHTEP B CBOEM CTPYKTYPHOM IOAPA3ACICHUH.

9.2. TupaxupoBaHue NOKYMEHTOB, KaK MNpPaBHJIO B CTPYKTYPHBIX IIOJpa3JeNicHUsX Ha
MHOXKHTEIBHBIX alnaparax AJIs ONepaTUBHOTO KOMUPOBAHUS.

TupaxxupoBaHHIO TTOUICXKAT TOJBKO JOKYMEHTHI, OTHOCSIIUECS K CIIy>)KEOHOH JESITENIbHOCTH
Texuwmkyma. TupakuposBanue JOoKyMeHTOB ¢ Trpudpom "Jng ciyxeOHOro noONb30BaHUA"
IPOHM3BOJUTCA B PEIAKIMOHHO - H3JATENILCKOM OTJENE C pa3spelleHUs PYKOBOJIHUTENS CIIyKObI
6e30I1acHOCTH.

KoHTposb 32 THpaXUPOBAaHUEM IOKYMECHTOB B CTPYKTYPHBIX MOApa3JC/ICHHAX BO3J1araeTcs
Ha pyKOBOIUTEIEH.

9.3. 18 THPAKUPOBAHUS INPUHUMAIOTCS  CIY>XeOHble JOKYMEHTBI, H3TOTOBJICHHBIE
MAaIIHHOMUCHBIM criocoboM, cpeacrsamu [I9BM. Ha TupaxupoBaHue JOKYMEHTOB 3allOIHACTCS
3aKa3, KOTOPhIH ITOIIUCHIBAET PYKOBOAUTEIND IIOAPa3IC/ICHHS.

PacTupaxxupoBanHbie TOKYMEHTHI BBLIAIOTCS 3aKa34HUKY IO/ PACIIHCKY.

9.4.B penakuMOHHO — W3AATENBCKOM OTHENE BEAETCs JKypHal Yy4YeTa THPaKMpPOBaHUS




OOKYMCHTOB.

9.5. Opurunanel  pacTUPaKHUPOBAHHBIX JOKYMCHTOB BO3BPAIUAIOTCA 3aKa3uMKy MOpH
MIOJIy4YeHUH THpaXKa.

10. Y4er u XpaneHue nevareii, IraMnos U 6,1aHKOB

10.1. O6s3aTenpHOMY yueTy HOAJISKAT BCe BUIBI IleUaTeil U IITaMIIOB, OJIAHKH C YIJIOBBIMH U
OPOJOJIBHBIMM  INTaMIaMH TeXHHKyma, YAOCTOBEPEHHS JIMYHOCTH, KOMaHIAWPOBOYHBIE U
OTIIyCKHBIE YJIOCTOBEPEHUS, TPYI0BbIE KHIKKH.

10.2. Y4er Bcex meuyaTedl B IITAMIIOB, UMEOIUXCS B TeXHUKyMe(KpOMe Ieyareil U ITaMIIOB
CIIEHUAIBHOTO OTHENa), BeAeTCs B CIIEUAIBHOM XypHae.

10.3. Beigaua neuaTel, mTamMmoB W OJNAHKOB NPOU3BOMUTCS TOJX  PAacUCKy B
COOTBETCTBYIOIIUX XypHAaIaX ydera.

10.4. XKypnanel ydera BKIIOYAIOTCA B HOMEHKIATYpy Jeil. JIMCTBI HX HYMEpYIOTCs,
IIPOLIMBAIOTCSI ¥ OTIEUATHIBAIOTCS. ‘

10.5. IleyaTn 1 mTaMibl JOJDKHBI XpaHATHCS B celihax WM MEeTAIUTMYECKUX HIKadax.

10.6. OTBETCTBEHHOCTh 3a XpaHEHHWE W MCIOJIB30BaHHUE Ieuareil, ImTaMIoB W OJIAHKOB B
CTPYKTYPHBIX TOApA3JICICHUSAX HECYT CeKpeTapyu WM JUIla, OTBETCTBCHHBIE 3a BEICHHE
TIENIOTPOU3BOJICTRA.

[levaTs cienyer nNpoCTaBIATE TakuM 0OOpa3oM, YTOOBI OTTHCK 3aXBaTWi 4YacTb CIIOB
HaMECHOBAHHA JOJDKHOCTHOTO JIMIIA, TOANMUCHIBAIOIIET0 JOKYMEHT, 1 Hauaslo JIUYHOM MOIIHCH.

10.7. Ileyatn ¥ mTaMIbl YHUYTOXKAFOTCS IO AKTY.

10.8. IIpoBepka HanuuMs IevarTei, WITAaMIOB K OJaHKOB, a TAKXXe MOPSIKAa UX XPAHEHHS U
UCIIOJIb30BaHUsI IPOU3BOAUTCS KOMUCCHEN HE peXke OJHOTO pasa B roJl OTHOBPEMEHHO C IIPOBEPKOH
COCTOSIHMSI JIEIONPOU3BO/CTBA.

11. CocTaBiieHHEe HOMEHKJIATYPBI €T

11.1. Homenknarypa pen TexHukyma - OQOPMIICHHBII B YCTaHOBJICHHOM MOpSJKE
CHUCTEMAaTU3UPOBAHHbIN [IEPEYEHb 3aroJIOBKOB (HAaMMEHOBAHUM) Jieli, 3aBOAMMBIX B TexHHKyMe, C
YKa3aHHEM CPOKOB UX XPaHEHHS.

Homenknatypa en npeaHasHayeHa IS TPYNIHPOBKH UCIOIHEHHBIX JOKYMEHTOB B JI€NA,
CHCTEMAaTH3alli W Yyd4eTa Jiell, HHIEKCcallMh JeJ1 M OIpeNelieHHS CPOKOB HX XpaHEHHs.
Homenknarypa Jnen sBASETCA CXEMOH IIOCTPOCHHS CIPAaBOYHOH KapTOTEKH HCIOJHEHHBIX
JOKYMEHTOB W OCHOBOHM COCTaBIICHHS OMHCEH IJIS MOCTOSHHOTO W BpeMEHHOTro (cBbime 10 1er)
XpaHeHUs.

11.2. Homenkarypa gen TexHukyma cocTaBisS€TCs CEKpeTapeM pyKOBOAWUTeNsS TexHHMKyma
Ha OCHOBE HOMEHKJATyp el CTPYKTYPHBIX MOApa3[esIeHUui NP METOAMYECKOH MOMOIIHM apXuBa
TexHHKYMa.

Homenknatypa nen TexHHKyMa, [IpeIBapUTENILHO COINIACOBAHHASA € JKCIIEPTHOM KOMMCCHEN
(OK) TexHukyma, COTJIACOBBIBAETCS C 3KCIEPTHO - TnpoBepouHoit komuccuei (OIIK)
rOCYJJapCTBEHHOrO OpraHa yNpaBicHUs apXUBHBIM JEJIOM H YTBEPKAACTCS TUPEKTOPOM.

11.3.Ilpu cocTaBneHUM HOMEHKIATYpHl JAen TexHuKyma clenyeT pyKOBOIACTBOBATHCS
ycTaBoM TeXHHKyMa, MOJIOXKEHUSMU O CTPYKTYPHBIX IOApa3/Ie]ICHUsX, IUITATHBIM pPacCIHACAHHEM
TexHukyma, MjIaHaMH U OT4YeTaMd O paboTe, IPUMEPHOH HOMEHKJIATYPOH JeJ Yy4pexacHUs
cpenHero npodeccuoHaILHOro 06pa3oBaHusl.

11.4. B HoMeHknaTypy Jnaen TexHuKyma BKJIIOYAIOTCS 3arojOBKH €, OTPa)Karollve Bee
JIOKYMEHTHpYEMBbIE YJacTKH paboTe! HoApa3aefieHuH, pa3IMiHOro pojia KapTO4KH M T.1.

11.5. HasBaHusAMHA pa3zieloB  HOMEHKJIATypel JAel TeXHHKyMa SBISIFOTCS Ha3BaHUA
CIPYKTYPHBIX TIOApa3lefieHul; pas3fenbl pacloaraloTcs B COOTBETCTBHH C YTBEPXKICHHOM
CTPYKTYpOH.

11.6. I'padpr  HOMeHKIaTypbl naen TexHUKyMa, e€ro CTPYKTYPHBIX IOJpa3jeIeHHUR
3alONHAIOTCS CIEYIOMIUM 00pa3oM:

B rpade 1 mpocTaBistOTCS HHAEKCH KQXIOTO0 Jesa, BKIIOUEHHOIO B HOMEHKIAaTypy. MHaekc
JIeia COCTOUT W3 YCTAHOBJICHHOTO B TexHukyMe mU(poBoro oO003HAYEHHUS CTPYKTYpHOTO
nonpasfieNieHuss W IOPSAKOBOIO HOMEpa 3arojoBKa Jejla 10 HOMEHKIAType B Ipelaelax




CTPYKTYpHOTO noapasaeneHus. MHaekcel aen o6o3HavaroTes apabCcKuMu nuGpaMu.

B rpady 2 3akmogarotcs 3arooBKH Jeli (TOMOB, yacTeit).

[TopsiioK pacmosioKeH s 3ar0JJ0BKOB BHYTPH Pa3felIOB U MOAPa3/ie/ICHHH HOMEHKIIATY B IeI
ONpPENENAETCA CTENEHBPIO BaXXHOCTH JOKYMEHTOB, COCTABIIAIOUIMX Je/id, HX B3aUMOCBS3BIO U
CHCTeMaTU3aluel JOKYMEHTOB BHYTPH JeJa.

B mavane  pacrnonaraiorcs 3aroJOBKH  Jed, COZepKAIIIX OpraHU3aIMOHHO-
PacIopAIMTENIbHYIO TOKyMeHTanuio. Jlanee pacmonararoTcss 3aroJIOBKH €N, COAEpPIKaliuX
IIJJAHOBBIE U OTYETHBIE JOKYMEHTBI, IEPETIUCKY U T.]I.

3aronoBoK Aena JOMKEH YeTKO B 0000INEHHOH dopMe OTpaxkaTh OCHOBHOE COIEPKAHHE U
COCTaB JJOKYMEHTOB JieIa.

He nonyckaercs ymorpeOeHue B 3arojloBKax Jell HEKOHKPETHBIX (GopMyTHpoBok ("'pas3Hbie
Matepuanbt”, "o01mas nepenucka” U T.1.).

3aro0BKH A€ MOTYT YTOUYHAThCA B IIponiecce GopMUpoBaHHs 1 0QOPMIICHHS e

I'pada 3 3amonnseTcs Mo okoHYaHUH y4eOHOTO roja.

B rpade 4 ykaszpiBaeTcs CpoK XpaHEHHs Aejla, HoMepa cTarei.

B rpade 5 "IIpumeuanne” yka3pIBaloTCsi HA3BaHUS MepeYHEH NOKYMEHTOB, HCIIOIB30BAHHBIX
IIPK ONpEJENCHUH CpPOKOB XpaHEHHs Jel, IPOCTaBISIOTCS OTMETKM O 3aBEJCHUH e,
NEPEXOAALIUX J€NaxX, BIICICHUH A€l K YHHUYTOXXEHHUIO, O JIUIaX, OTBETCTBEHHBIX 3a 0(OpMIICHHE
Jiell, 0 Tiepejave Aei B ApYTYI0 OpraHU3aluio st IPOAOIDKEHUS U Ap.

12. ®opMupoBaHue e

12.1. ®opMupoBanue e - rPynIHpPOBKa UCIOJHEHHBIX JOKYMEHTOB B Jiejia B COOTBETCTBUY
C HOMEHKJIaTypoH A€l U cHCTeMaTu3alMeld JOKYMEHTOB BHYTPH J€El.

Henmas  Texumkyme  ¢opMupylOTCS  JNENEHTPAIM30BAaHHO, T.6. B  CTPYKTYPHBIX
HoJipa3/ieNieHUAX JHLAMH, OTBETCTBEHHBIMH 33 JEJIONPOU3BOACTBO.

Mertoaudeckoe pyKOBOACTBO H KOHTPOIIb 32 IPaBHJILHEIM GOpMUPOBaHHEM JieT B TeXHUKYMe
OCYIIECTBIISIFOTCS AUPEKTOPOM TeXHUKyMa ¥ apXxuBOM TeXHHKyMa.

12.2. Tlpu ¢$opMUpOBaHUH Je HEOOXOOUMO COOMIOAaTh CleAyrompe oOle IpaBua:
IIOMEIIATE B 110 TOJBKO HCITOJIHCHHEIE, TIPaBUIILHO O(OpPMIIEHHBIE JOKYMEHTHI B COOTBETCTBUU C
3aroJIOBKamy JIeI 0 pa3pelIeHHIO OJJHOrO BOIIPOCA; MPYMIHPOBaTh B €0 JOKYMEHTHI y4eOHOro
roja, 3a HCKIIOYCHHEM I[epexXO[sIuX Jel; pa3feinbHo (OpMHpOBaTh B Jielna JOKYMEHTHI
IIOCTOSIHHOTO M BPEMEHHOTO CPOKOB XpaHEHHs. B neno He MOJDKHBI IOMEINATHCS JOKYMEHTHI,
MOJUIC)KAL[MEe BO3BPATY, JIHIIHHE 3K3€MIUIAPH], YEPHOBUKH; [€I0 HE HOJDKHO HpeBbimnaTh 250
JIMCTOB.

12.3. Homep nena, B KOTOpOE JOJDKEH OBITh MOMIUINT JOKYMEHT, ONPEAE/IAeT HCIIOIHUTEND 110
HOMeHKIaType. Ha moxyMente mpocraBisitoTcea: oTtmerka "B gmemo N..", mata, moamuchk
UCTIOJTHUTEJIS YJIH PYKOBOIUTENS CTPYKTYPHOTO NOAPA3IeIeHHUS.

12.4. JIokyMeHTEI BHYTpPH JieJIa pacloaraloTcsl B XpOHOJIOTHYECKOH, BOIIPOCHO - JIOTHYECKOH
[IOCIIEAOBATEIBHOCTH HIIA UX COYCTAHUH.

PacriopsauTensHble JOKYMEHTHl TPYNIHUPYIOTCA B Jiela 10 BHJAM B XPOHOJIOTHYECKOM
HOPAAKE C OTHOCSAIIMMUCS K HUM IIPHIIOKEHUSIMHU.

VYcTaBel, MOJOXKEHUA, HHCTPYKIUH, YTBEPXKACHHbIE pacHOpPANUTENIBHBIMH JOKYMEHTAMH,
ABJISFOTCS TPHIIOKCHUSAMH K HUM H TPYIIIHPYIOTCS BMECTE ¢ YKa3aHHBIMU JOKyMeHTaMu. Eciu xe
OHH YTBEP)KACHBI B KaueCTBE CAMOCTOSNTEIBHOTO JOKyMEHTa, TO HX T[pPyNNHPYIOT B
CaMOCTOSITETIbHBIE AeIIa.

[1puka3pl MO0 OCHOBHOH JEATENEHOCTH TPYIIMPYIOTCS OTACIBHO OT MPHKA30B IO JIMYHOMY
COCTaBy.

IMpukase! O TUYHOMY cOCTaBy (0 KOMaHAMPOBKAX, OTIYCKAaX, B3BICKAHUX) GOPMHUPYIOTCS B
OTJIENIBHOE JIEJIO.

[TpoTOKOJIEI B fejle pacioararoTcs B XpOHOJIOTHYECKOM NOPsAIKe 10 HoMepaM. JIOKyMEHTEI K
MPOTOKOJNaM, CTPYNIIMPOBAHHBIE B OTJACNBHBIE Jefa, CHCTEMATH3UPYIOTCA MO HOMEpam
IIPOTOKOJIOB.

VTBepKIeHHbIE IUTaHbl, OTYETHI, CMETHI, JIUMHUTBI, THTYIBHBIE CIIMCKH U APYrHe AOKYMEHTEI
IPYHIUPYIOTCA OTACIBHO OT MPOEKTOB.

JIOKyMeHTBI B JIMYHBIX JIeJIaX paclioylaratoTcs 0 Mepe UX MOCTYILICHHS.




JluneBble cyeTa pabodmx H CIOyXaUIMX TPYOIHAPYIOTCS B CAMOCTOSATENBHBIE Jeja H
pacroJiaratoTcs B HUX B MOpsaKe apaBuTa 1Mo GaMuInsIM, UMEHaM U OTYECTBAM.

[Mpennoxenus, 3a1BIeHUS U XKaTOOBI IPAXKAAH 10 yYeOHO - IPOU3BOACTBEHHBIM BOIIPOCAM M
BCE JIOKYMEHTBI [10 MX PACCMOTPEHHIO U UCIOJIHEHHUIO IPYIIHPYIOTCS OTACIBHO OT MpeIoKeHHH,
3afBICHUH U XaN00 rpaKAaH Mo JTMYHBIM BOMIPOCAM.

Ilepenvcka rpynnupyercs, Kak [paBWIO, 3a IEPHON  KalleHAapHOro roja H
CHCTEMATU3HUPYETCS B XPOHOJOTHYECKOH OCIIEI0BATENHHOCTH; JOKYMEHT - OTBET IIOMEIIAETCS 3a
JOKYMEHTOM - 3ampocoM. IIpH BO300HOBIEHHMH IIEPENIUCKH II0 ONpPENEIeHHOMY BOIPOCY,
HAYaBLICHCA B NPEOBIAYIIEM IOy, JOKYMEHTBI BKIIOYAIOTCS B JEJI0 TEKYHIEro roja ¢ yKasaHueMm
HHJIEKCA JIeNa IpeAbLAYIIero roaa.

13. Odopmiaenue aen

13.1. lena Texankyma mnoznexar opopMIIEHUIO IPH WX 3aBEACHUM U T10 3aBEPIICHHH 0.
OdopmireHre nenm BKIIOYAaET KOMIUIEKC palOT IO TEXHHUYECKO 00paGoTKe M IIpOBOIUTCS
COTPYIHUKaMH COOTBETCTBYIOLIMX CTPYKTYPHBIX IOApa3leiICHUN MPU METOAMYESCKON IMOMOILIA U
HOJT KOHTpOJIeM apxuBa TexHHKyMa.

13.2. B 3aBUCHMOCTH OT CPOKOB XpaHCHMsI IPOBOAUTCS IIOJHOE UM YaCTHUHOE O0(OpMIICHHUE
Jer.

[TomHOMY OpopMIIEHHIO TOJNEXKAT Jefia MOCTOSHHOro, BpeMeHHoro (cBeimme 10 7er)
XpaHeHus 1o JIMYHOMY cocTaBy. IlonHoe odopmiieHHe fena IpeaycMaTpHBacT:

IOJIIUBKY UJIM MEpeIIeT Jeiia;

HYMEPALUIO JINCTOB B JEJIE;

COCTaBJICHHE 3aBEPUTEILHON HAJNKCH J€Na;

COCTaBJIEHHE B HEOOXOUMBIX CIIydasx BHyTpEHHEH OIUCH JOKYMEHTOB Jena;

BHECEHUE HEOOXOTUMBIX YTOYHEHHUIl B PEKBH3UTHI OONOXKKH Jeja (YyTOYHEHUE Ha3BaHHUsA
OpraHu3alu{, UHACKCA U 3ar0JIOBKa [ena, JaThl IeNna U ap.).

Jlena Bpemennoro (mo 10 mer BKIIOYMTENBHO) XpaHEHHWS MOAJNEXAT YaCTHUYHOMY
oopmiieHHIO;  Oena  JOIMYyCKaeTcss  XpPaHWTh B CKOpPOCHIMBATENsX; HE  IIPOBOJAHTHL
IePeCUCTEMATH3AIUIO JOKYMEHTa B JieJie, IUCTHI /iela He HyMEPOBaTh, 3aBEPUTENbHbIC HAAIUCH HE
COCTaBJIATh.

B nensax obecriedyeHuss COXpPAaHHOCTH W 3aKPEIUICHUS IMOPAIKa PACHOJIOXKEHHs JOKYMEHTOB,
BKIIIOYEHHBIX B JIEJI0, BCE JUCTHI HYMEPYIOTCSA apabCKuMu M pamMu BaJIOBOH HyMEPAIMH B IIPABOM
BEpXHEM YIJy, He 3aJeBas TEKCTa JOKYMEHTa, IpPOCThIM TIpaUyYecKUM KapaHJALIoOM WM
HYMepaTopoM.

13.3. OGnoxKa Jena MOCTOSHHOrO ¥ BpeMeHHoro (cBbie 10 yieT) XpaneHus ohopMiIseTcs 1no
yCTaHOBJIEHHOH (opMe.

ITo okOHYaHUH roJla B HaJAMHUCH Ha 00JOXKaX JeJl MOCTOSHHOrO W BpeMeHHoro (cppmue 10
JIeT) XpaHEeHHUS BHOCATCS YTOYHEHHS: IPOBEPSETCS COOTBETCTBHE 3aroJIOBKOB JeJI Ha OOJIOKKE
COIEP)KAHUIO IOAIIMTHIX JOKYMEHTOB, B HEOOXOMUMBIX CIIy4dasX B 3arojOBOK Je€jla BHOCATCA
JIOTIONTHATENIbHBIE CBEJICHUS (IIPOCTABISIOTCS HOMEpA IPHKAa30B, BUAbI U (HOPMBI OTYETHOCTH H
T.IL.).

14. OnepaTnBHOE XpaHeHHE JOKYMEHTOB H e

14.1. C MoMeHTa 3aBEICHHS U 10 IepeAaul B apXuB TeXHHKyMa JeJia XpaHsITCs 110 MECTY HX
dhopMUPOBaHHS.

PyKOBOIUTENH CTPYKTYPHBIX  IIOJApa3sAENeHUH M COTPYJHHKH,  OTBEYAOIIHE 34
JEeNONPON3BOICTBO, HECYT OTBETCTBEHHOCTH 34 COXPAHHOCTD AOKYMEHTOB M JIEN.

Jena HaxomssTcss B pabodux KOMHATaX WIM B OTBEACHHBIX M1 HHUX [OMENICHUAX,
pacnojararorcsa B mKa(bax, O6€CIIC‘II/IBaIOH_II’IX X IIOJIHYIO COXpPaHHOCTbD. B OeJIAX ITOBBIIICHHA
OIIEPAaTHUBHOCTH IIOMCKA JTOKYMEHTOB JI€JIa PAcIOJIaraloTcs B COOTBETCTBHU C HOMEHKIATYPOH J€.
HoMmeHkaTypa e WM BEIIUCKA U3 Hee IIoMellaeTcs Ha BHYTpeHHel cTopoHe mKkada.

Ha xopemkax 00103eK aeJT yKa3bhIBalOTCsA HHIEKCHI 110 HOMEHKJIAType.

14.2. Beigaua Jen mHoApasfeNeHHsM MM CTOPOHHHMM OpraHM3allMsM ITPOM3BOJMTCA C
paspeitieHus: pykoBojAcTBa. Ha BBIIaHHOE €710 3aBOJUTCA KapTa - 3aMecTUTeNb Aena. CTOpOHHUM




OpraHH3aIMAM JIeJIa BBIAAIOTCS 110 aKTaM.

W3bsaTHe JOKyMEHTOB M3 Jel IOCTOSHHOIO XpaHEeHHs HOIYCKAETCs B HCKIIOUATENBHBIX
Clly4asdX M IPOU3BOIUTCS C pPa3pelIeHUs] PYKOBOAMTENSA ¢ 00A3aTeNbHBIM COCTaBIECHHEM B JEIIE
3aBEPEHHOH KOMHU AOKYMEHTA U aKTa O NPUYMHAX BBIIAYM ITOUTMHHUKA.

15. Ilepenaua xea B apxXuB y4pesKAeHHs CPEIHEr0 NPo¢eccCHOHATBEHOr0 00pa3oBaHus

15.1. ina obecriedeHUsT COXpaHHOCTH JOKYMEHTOB B TeXHHMKyMe CO3/aeTCid AapXuB
YUPEXAEHHUS CPeHET0 NpodecCHOHaNBHOTO 00pa30OBaHus.

15.2. B apxuB Texnmkyma nepefarorcs Aeja IOCTOSHHOTO, BpeMeHHoro (cBoime 10 yet)
XPaHEHUs U Jena I10 INYHOMY COCTaBy.

153.B cBoe#l nesarensHOCcTH apxXuB TeXHHKyMa pPYKOBOJACTBYETCA HOPMATUBHBIMU U
METOAMYECKUMHU AOKyMeHTaMHu DenepaibHOl apXUBHOI cinyxObl Poccun, monokeHneM o6 apxuse
TexHHKyMa.

15.4. [lena noCTOSSHHOTO CPOKA XPAHEHHS MIEPEJAIOTCS B APXHUB I10 OITHCSM.

Hena Bpemernoro (o 10 ner BKIIOUMTENHHO) XPaHSHUs TIepeaaue B apXuB, Kak MpaBuiio, He
MOJJIC)KAT, OHM XPAaHSATCA B CTPYKTYPHBIX MOJAPA3ACICHUSX H 10 UCTEYCHHHM CPOKOB XpaHEHHS
MOJJIEXKAT YHHUYTOXKEHHUIO B YCTAHOBJICHHOM IOPAIKE; B UCKIFOUMTENBHBIX CIydasxX IO PEIICHHUIO
PYKOBOJCTBa NepeaaroTcs B apxuB. VX nepeayda OCyLIECTBIAETCS [0 OIUCIM HIIH HOMEHKIIATypaMm
Jern.

15.5. Ilepenaya gen B apXUB OCYILECTBIIAETCS IO rpa UKy, COCTABICHHOMY apXHBOM.

[IpueM kaxxaoro nena IPOM3BOAUTCS 3aBEAYIOIIMM AapPXHBOM B IIPUCYTCTBHH PabOTHHKA
CTPYKTYpHOTO mojpaszaeneHus. Ha 3k3eMIuispax ONHCH IPOTHB KaXKJOTO Jeia, BKJIIOYEHHOIO B
Hee, Je/IaeTCs OTMETKA O HaIM4MM jelia. B KOHLle KaXJ0ro HK3eMIUIIpa ONUCH YKa3blBalOTCH
nudpaMy U IPOMUCHIO KOJIAYECTBO (GaKTHUECKH MPUHATHIX B apXUB JeJI, HOMEpPa OTCYTCTBYIOIIHX
AeJ, jaTa IpueMa - Iepefadn Jejl, NOANUCH 3aBEAYIONIETO apXUBOM U COTPYAHHKA, NE€PEAABLICrO
Jena.

Jlena B apXuB JOCTABJIAIOTCS COTPYAHHUKAMHM CTPYKTYPHBIX IOApa3sAeiICHUll yBSI3aHHBIMU B
CBSI3KH.

BMmecre ¢ menmamu B apxuB TeXHHKyMa ME€peNalOTCid pPErucTpallMOHHBIE KapTOTEKHM Ha
JIOKYMEHTBL. 3aroJIOBOK KaXJ10# KapTOYKH BKJIIOYAECTCA B OIIUCH.




[Tpunoxxenue 1

K HHCTPYKLIMHU

10 AEJIONPOU3BOACTBY

B I'BOVY I10OO «3TTud»

OBPA3EIL]
OBLIEI'O BJIAHKA OPTAHU3AILIMN

Munucrepcerso o6pa3zoBannsa 1 Haykn YensaouHckoi ob61acTu
rocyiapcTBeHHOe OH0/)KeTHOE 00pa3oBaTe/bHOE yIpexxaeHHe NpodeccHoHATLHAS
o0pa3oBaTelbHAas OPraHU3ALUSA
«31aTOyCTOBCKHIT TEXHUKYM T€XHOJOTHIl K IKOHOMHKID)

T'BOY ITOO «3TTud»)
[Ipunoxenue 2
K HHCTPYKLIUK
IO JICTIOIPOU3BOJACTBY
B 'BOY I1OO «3TTud»
OBPA3EIL]

VYI'JIOBOI'O BJIAHKA TTHCbMA OPI'AHM3 ALV

MHUHUCTEPCTBO OBPA3BOBAHUSA U HAYKH
YEJABUHCKON OBJIACTH

rocyaapcTBeHHoe 6i0keTHOe 00pa3oBaTe/ibHOE YUpEKACHHE
npogeccHoHabHas 06pa3oBaTe/IbHAasl OPraHu3alus
«3/1aTOYCTOBCKHII TEXHHKYM TEXHOJIOTHI H IKOHOMHMKI)
T'BOY ITOO «3TTud»)

456211, Yenabunckag obnacTs, T. 31aT0YCT,
yn. uM. Kapa Mapkca, a. 37-6,
Ten./ daxc: (3513) 67-42-62
E-mail: zIt metal@mail.ru, UaTepuer: www.zlat-mk.ru
OKTIO 00189983, OI'PH 1027400589006
WHH/KIIIT 7404009185/740401001

oT Ne

Ha Ne



i IIpunoxenue 3
| K UHCTPYKIIHH
I10 JIeJIOPOU3BOJICTBY

B 'BOY T100 «3TTud»

OBPA3EI]
BJIAHKA PACTIOPSIIUTEILHOI'O JJOKYMEHTA
(ITPUIKA3A)

MunucrepcTso o6pa3oBanusa 1 Haykn YensaOuHckoii o61acTu
rocyapcTBeHHoe 00aKeTHOe 00pa3oBaTe/bHOE YIpekaeHue npodeccnoHa bHaA
o0pa3oBaTeIbHasl OpraHU3aNHsA

«31aTOYCTOBCKHIT TEXHUKYM TEXHOJIOTHII H JKOHOMHKI
TBOY OO 3TTud»)

ITPUKA3

00.00.2014r. } Ne

Hupextop 'BOY 100 «3TTud» ©.1N.0.

OBPA3EL[ 3AITOJIHEHUA OBPATHOM CTOPOHBI ITPUKA3A

[TpoekTt BHOCHT:

Hcmonuurens:
Tell.
CornacoBsaHo:

Homxuocts PO noanucey
Jomxaocts PO noanmuck




[Tpunoxenune 4

K MHCTPYKIIMH

IO JAEIONIPOU3BOJCTBY

B ['BOVY ITOO «3TTud»

OBPA3EL] PACIIOPSDKEHM A

MunucrepcTBo o0pa3oBanus H Hayku Yenabunckoii o61acTu
rocyJapcTBeHHOe 010uKeTHOe 00pa3oBaTe/ibHOE yupexIeHue npodeccHoHaLHAs
o0paszoBaTeIbHASI OPraHU3aNMsd
«371aTOYCTOBCKHII TEXHHKYM TEXHOJIOTHH H IKOHOMHKI)

(T'BOY OO 3TTud»)
PACIIOPSDKEHUE
00.00.2014r. Ne
O Ha3Ha4YeHUH
Hupextop 'BOY I1OO «3TTud» ®.1.0.

OBPA3EI] 3ATIOJIHEHU S OBPATHON CTOPOHBI PACITOPSDKEHW A

IIpoexT BHOCHT:
HcnonauTens:
TeJL



[Tpunoxenue 5
K HHCTPYKIIHH
IO JE€JI0NIPOU3BOJCTBY

B 'BOY T10O «3TTud»
MMHUCTEPCTBO OBPA30BAHUS U HAYKH OBPASEL ITMCBMA
YEJSABUHCKOM OBJIACTH 3amecturemo MunucTpa obpasoBaHus
n Hayku YensiOunckoit o6mactu
1014 (0)

rocyaapcTBeHHOE 010keTHOE 00pa3oBaTebHOe
yupe:xkaeHne npodeccnoHaJbHas o0pazoBareabHas
OPraHH3aIHA
«3J1aTOYCTOBCKMIT TEXHHKYM TEXHOJIOTHI H YJKOHOMHKH
T'BOY 1100 «(3TTuld»)

456211, Yenabuuckas 061acTh, r. 31aTOYCT,
ya. um. Kapna Mapkca, 1. 37-6,

‘ tes./ pakc: (3513) 67-42-62

E-mail: zlt_metal@mail.ru, Uurepuer: www.zlat-mk.ru
OKMO 00189983, OFPH 1027400582006
WMHH/KNN 7404009185/740401001

oT Ne

B cooTBeTcTBHH ¢ MHCBEMOM MHHHCTEpCTBAa 00pa30oBaHUs U Hayku YenssOWMHCKON 00acTH OT
02.12.96 N 11-35-272un/11-13 "O rocynapcTBEHHBIX aTTECTAI[MOHHBIX KOMHCCHUAX'" HallpaBIIsieM
Bam Ha yTBepXJeHHE COCTaB MpejacelaTeslell FOCYNapCTBEHHBIX aTTECTAIMOHHBIX KOMHUCCHI Ha
2000 ron.

IIpunoxenue: Ha 4 1. B 2 3K3.

Jupextop 'BOY ITOO «3TTud» ©.1N.0.



[Ipunoxenue 6

K UHCTPYKIIUH

TI0 J1eJIOTIPOU3BOJICTBY

B I'BOVY I10O «3TTud»

MHJIEKCBI CTPYKTYPHBIX ITOPA3JIEJIEHUM

IIpunoxenne 7
K HHCTPYKUUH

T10 JACJIONIPOU3BOJICTBY
B I'BOVY I1IOO «3TTudD»

OBPA3EI] OPOPMIJIEHHM A OBJIOXKHW JEJIA

MuHncrepcerBo 00pa3oBannus H Haykn YeassOnuckoii odJacTu
rocy1apcreeHHoe 010:keTHOe 00pasoBaTebHOE yupexIeHue npodeccHOHAIbLHAS
00pa3oBaTe/IbLHAA OPraHU3AIUSs
«31aT0YCTOBCKHIT TEXHIKYM TEXHOJIOTHIl ¥ 3KOHOMHKI)

T'BOY OO 3TTuI»)

JAEJIO 10-17
VY4eOHO - MPOH3BOACTBEHHBIE KAPTOYKH CTYICHTOB,
okoHuMBIINX B 1999 roxy, rp. 2/94

Ha 50 nucrax
Xpanuts 75 ner



[Ipunoxenue 8
K HHCTPYKIIMH
1O JAETOIPOU3BOICTBY
B ['BOY 1100 «3TTud»

OBPASEL O©POPMIJIEHUA TUTYJIBHOI'O JIMCTA
OITMCH ITOCTOAHHOI'O CPOKA XPAHEHUA

E (Ha3BaHuMe KpaeBoro, 00JaCTHOTO, TOPOACKOTO apXuBa ) <*>

®ona N

OIIMCb N
o

(Ha3BaHHe OIHCH)

Kpaiinue nate! nein




