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1. O0mMe MoJI0KeHu A

1.1. Hacrosiiiass MHCTpYKUUS MO JAEIONPOU3BOJACTBY B IOCYAApPCTBEHHOM aBTOHOMHOM
npo¢ecCuOHaIBLHOM 00pa30BaTENIbHOM yupexaeHun TromeHckoil obnactu «TromeHckui
TEXHUKYM CTPOUTENBHOW MHAYCTPUHU U TOPOJCKOrO XO35MCTBa» (Hajsee COOTBETCTBEHHO -
WNHCTpyKIUs, TEXHUKYM) YCTAaHABJIMBAET €IMHYI0 CUCTEMY AEJIONPOU3BOACTBA, MOPSAOK
MOJTOTOBKH, O(GOPMIICHHS, MPOXOXKICHUS, KOHTPOJS 3a HCIOJHEHUEM, YYETOM,
XpaHEHUEM, NeYaThl0, KOMMPOBAHUEM U TUPAKUPOBAHUEM CIIY>KEOHBIX JOKYMEHTOB.
1.2. /Ienonpou3BOACTBO B TEXHUKYME OPraHU3yeTCsl B COOTBETCTBUMU C:

- 'OCT P 7.0.97-2025 «Cucrema crangapToB 1o UHGOpMaLMKU, OMOIMOTEYHOMY U
u3aTesnbckoMy aeny. OpraHu3alMOHHO-pacHOpSAUTENbHAs JOKyMeHTauus. TpeboBaHMs

K 0(hOPMIICHHIO TOKYMEHTOBY;

- TOCT P HUCO 15489-1-2019 "CUBUA. Undopmanus u HOKyMEHTALMS.
VYpaBiieHUe TOKYMEHTAMHU;

- MeTtonuyeckue peKOMEHAAINH M0 pa3pabOTKe WHCTPYKLUUN MO JEIONPOU3BOJCTBY
B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympaBiieHus, yTB. [Ipukazom
Pocapxusa ot 25.12.2020 Ne 199;

- HOPMAaTUBHBIMHM U METOJIMYECKUMU JOKyMeHTamu ['occtanaapra Poccnu;

- YCcTaBOM TEXHUKYyMa.
1.3. PykoBOACTBO M KOHTPOJIb 3a BEICHUEM JEJIONPOU3BOACTBA B TEXHHKyME
OCYILIECTBJISIET JOKYMEHTOBEN, KOTOPBIM JA€T YyKa3aHus [0 BONPOCAM BEACHUS
JeJIONPON3BOCTBA, 00sA3aTeNbHBIE IS WCIOJHEHUS CTPYKTYPHBIMU MOJIpa3AesieHUsIMU
TEXHHUKYMa, OTAEJIbHBIMU CIELUAINCTAMM.
1.4. OTBETCTBEHHOCTh 32 OpPraHU3alUI0 JIEJONPOU3BOJCTBA, CBOEBPEMEHHOE U
KaueCTBEHHOE HCIOJIHEHUE JOKYMEHTOB, X COXPAHHOCTh BO3JIAracTCsl Ha pyKOBOJUTEIEH
CTPYKTYPHBIX MOJIPA3ICIICHUN TEXHUKyMa. PyKOBOAUTENN CTPYKTYPHBIX NMOAPA3ACICHUN
JOJKHBI MPUHUMATh MEPbl K COKPALICHUIO MEPENUCKH, 00ecreyrBaTh MPaBUIbHOCTh U
palMoHaNIbHOE MCTOJIB30BAHUE CPEICTB OPITEXHUKHU, PACXOJOBAHUE CITYKEOHBIX OJIAaHKOB
u Oymaru.
1.5. PykoBoauTeNn CTPYKTYPHBIX MOAPA3ACICHU HECYT IEPCOHAIBHYIO OTBETCTBEHHOCTD
3a BhIMOJHEHUE TpeboBanuii MucTpykuuu. [lepenaya 1okyMeHTOB, X KOTU pabOTHUKAM
CTOPOHHMX OpPraHM3allMi, YYPEKICHUM JOIYCKAeTCi C paspelieHus JUpeKkTopa
TEXHUKYyMa.
1.6. Ilpu yxone paOOTHMKAa B OTIIYCK, YOBITHM B KOMAaHJIUPOBKY, UMEIOIIHUECS y HErO
NOKYMEHTBI II0 YKa3aHWI0 PYKOBOJWTENS CTPYKTYPHOIO NOJAPA3ACICHUS IEPEIarOTCs
ApyroMy pabOOTHHKY, KOTOpbIii 00s3aH NPUHATH Mepbl K HX CBOEBPEMEHHOMY
UCIIONHEHNI0. [Ipy yBOJNBHEHMM WM NEPEMELIEHUH OTBETCTBEHHOIO 3a BEICHHUE
JEJIONPOU3BOACTBA MPOU3BOAUTCA IE€penada el U JTOKYMEHTOB, O 4YEM COCTABIISETCS
[IPUEMO-CHATOYHBIN aKT, KOTOPBIA YTBEPKIAACTCS AUPEKTOPOM TexHHMKyMa. Komwms akra
IepesaeTcs TOKYMEHTOBEY.
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1.7. IlpaBuna BelIeHUs NEJIONPOU3BOJICTBA, YCTAHOBJIIEHHBbIE HacToseld MHcTpykuuei,
SIBJISIFOTCST 00s13aTENIbHBIMM JIJI1 BCEX pa0OTHHUKOB TEXHUKYMA.
1.8. MHCTpYyKIMA BBOJUTCS B IEMCTBUE MTPUKA30M AUPEKTOPA TEXHUKYMA.

2. IIpaBuy1a NOATOTOBKH U 0(popMIIeHHS TOKYMEHTOB

2.1. B TexHuKyMe M3JIaI0TCA CIEAYIOIIUE TOKYMEHTBI: MPUKa3bl, MOJOKEHUS, MPaBUIIA,
WHCTPYKITUH, TIPOTOKOJIBI, CITy>KEOHBIE TTUChMA, CITPABKH U JIP.

2.1.1. ITpu nmoaroTtoBke M OPOPMIICHHH JOKYMEHTOB HEOOXOJIMMO COOJIOJATh IMpaBUIIa,
obecrieynBaIMe PUINICCKYIO CUITy JTOKYMEHTOB, ONEPAaTHBHOE W Kauye€CTBEHHOE MX
HCIIOJIHCHHE.

2.1.2. JIoOKyMEHT MMEET IOPUINYECKYI0 CHIIy TPU HAJIWYUU PEKBU3UTOB, 00S3aTEIBHBIX
JUIsl TAaHHOTO BHUJA JOKYMEHTA: HAaMMEHOBAHHE OPTraHU3allKi - aBTOpPA, HA3BAaHHUE BUJIA
JIOKYMEHTA (BKJIFOUYast 3ar0JIOBOK K TEKCTY), JaTy, HHAEKC, TEKCT, BU3BIL, IOJIHUCH.

2.1.3. Kaxmomy Bugy AOKYMEHTOB COOTBETCTBYET OIpEAETCHHBIH (PopMymsip
(COBOKYITHOCTb BCE€X PEKBU3UTOB, TMPUCYIIUX KAXKIOMY BHAY JOKyYMEHTa U
PaCIIOJIOKEHHBIX B OMNpPEACICHHOM TMOpsake). PacronokeHne pEeKBU3UTOB Ha OJjaHKaX
JTOKYMEHTOB J0JkHO cooTBeTcTBOBaTh ['OCT P 7.0.97-2025 «Cucrtema cranaapToB 1Mo
uHpopmaruu, OMOIMOTEYHOMY M U3JATEIbCKOMY  JICIy. Oprann3aimoHHO-
pacniopsiuTenbHas JoKyMeHTarus. TpeboBanus K 0(hOPMIICHUIO TOKYMEHTOB.

B mporecce moarotoBku U opopmMIieHUs JOKYMEHTOB COCTaB PEKBU3HTOB MOXKET OBITH
JIOTIOJTHEH JPYTUMHU PEKBU3UTAMH, €CIIM TOTo TpeOyeT Ha3HaueHWe JOKYMEHTA, €ro
00paboTKa U T.I.

3. biiaHKHM 10KYMEHTOB

3.1. Ilpuka3 - OCHOBHOW pacCHOPSIAUTENbHBIA JOKYMEHT, HW3JaBAEMbI TUPEKTOPOM
TEXHUKyMa JJIsi PElIeHUs OCHOBHBIX M OlepaTHBHBIX 3anad. Ilpuka3 odopmisercs Ha
onanke (Ilpunoxenue 1) dpopmara A4 (210x297mm) mpudrom Times New Roman
pasmep Ne 14 u mmeer cieAyrolne PEKBU3UTHL: - MOJHOE HAUMEHOBAHHE TEXHUKyMa -
['ocynapcTBeHHOE aBTOHOMHOE INPO(ECCHOHAIBHOE O00pa30BaTENbHOE YUPEXKICHUE
TromeHckoit o61actu «TFOMEHCKHIM TEXHHKYM CTPOUTEIBHON HHIYCTPUH M TOPOJICKOTO
XO35MCTBAa» - IIeYaTaeTcs dYepe3 | MHTEpBal OT NEPBOrO PEKBU3UTA IPOIMCHBIMU
OykBaMmH, BBIPAaBHHMBAETCS [0 ILIEHTPY; - COKpAIICHHOE HAMMEHOBAaHUE TEXHUKyMa
(TAIIOY TO «TTCU u I'X») mneuataercs B CKOOKax MPOMUCHBIMH OyKBaMu,
BBIPDAaBHUBAETCS MO LIEHTPY; - HAaUMEHOBaHHWE BHUJAA JOKyMeHTa - cioBo «IIPMKA3»
neyaraercs yepe3 | HMHTEpBajd OT MPEABIAYIIEr0 PEKBU3UTA MPONHCHBIMU OyKBaMuU
Bpa3pAJIKy MOJY>KMPHBIM MIPU(TOM U BBIPABHUBAETCS IO LIEHTPY; - aTa, MECTO MU3IaHUS
(ropoa) M HOMEp - YyKa3aHHblE PEKBU3UTHI I[€YATAIOTCSd Yepe3 2 HWHTepBajga oT
MpEeAbIAYIIEr0 peKBU3UTA LEHTPOBaHHBIM criocoOoMm. JlaTtoil mpukasza siBisieTcsl JaTa €ro



NOJMUCAHUs, KoTopas odopmisiercs LUppoBbIM crocodboMm, Hampumep, «30.08.2020»
3aroJIoBOK JTOJKEH KPaTKO M TOYHO OTpaXkaTh COJEPKAHME TEKCTa MPUKa3a, MOy >KUPHBIM
mpudTOM IEYaTAIOTCA OT JIEBOW TI'PaHMIIBI TEKCTOBOTO MOJs, 4epe3 2 HHTepBajla OT
IPEIBIIYIIEro PEKBU3UTA MOIYKUPHBIM MIpU(PTOM M HaunHaeTcs ¢ npegiora «O (00)»,
Harpumep, «O0 yTBepKAeHUU...», «O perucrpauui...», «O cozganuu...». Touka B KOHIIE
3aroJioBKa HE CTaBUTCA. TEKCT OTAeNnseTcss OT 3arojoBka 2-3  MEXCTPOUYHBIMH
WHTEpBaJaMH, [1€4aTaeTcs OT JIEBOM T'PAaHULbI TEKCTOBOIO IOJS M BBIPABHHUBAETCS IO
mupuHe TekctoBoro noiis. [lepBas crpoka ab3ara HauMHAeTCsl Ha paccTostHuU 1,25 ¢M oT
JIEBOY TPAHULIBI TEKCTOBOTO IIOJIA.

TekcT mpuka3a MOXKET COCTOSITh U3 JIBYX YacTel: KOHCTaTUpYIoIIeH (mpeaMOyibl) U
pacnopsAaAuTENIbHOM. B KOHCTaTUPYIOIIENM YacTH KPaTKO H3JararTcs LEId W 3aayd,
GbakThl U COOBITHS, MOCTYXHUBIIME OCHOBAHMEM Uil H3laHusA MpHukaza. OHa MOXKeT
HAaYMHATBCS CIOBAMH «B LIETSAX», «B COOTBETCTBUUY, «BO UCIIOJHEHUE» U T.[.

Ecnu npuka3 uzgaercs Ha OCHOBAHHMM JIPYroro JOKYMEHTa, TO B KOHCTATHPYIOUIEH
YaCTH YKa3bIBAKOTCS HAMMEHOBAHHUE 3TOT0 JOKYMEHTAa B TBOPUTEIBHOM NAAEKE, €ro JaTa,
HOMED U 3ar0JI0BOK.

PacnopsiautenbHas — 4yacTh  OTAENAETCS  OT  KOHCTAaTUPYIOIIEH  CIIOBOM
«ITPUKA3BIBAIO» (mumercs Bpa3psAKy MPONUCHBIMH OyKBAMHM  MOJIYKUPHBIM
mpudTOM U BBIPAaBHUBAETCS HAa paccTosHUU 1,25 c¢M OT JIeBOM TpaHUIIBI TEKCTOBOTO
I10JIS ), TOCJIE KOTOPOI'O CTABUTCS IBOETOYHE.

KoHcratupyromas 4acTe MOXKET OTCYTCTBOBATh, €CIU MPEANUCHIBAEMBIE JTEUCTBUS
HE HYXXJAIOTCS B pa3biACHEHUM. TEKCT MpHKa3a B TAKUX CIy4asX HAYMHAETCS CO CJIOBa
«ITPUKA3BIBAIO» (numercs 3ariaBHbIMM OyKBaMU M BBIPABHMBAETCS HA PACCTOSHUU
1,25 cM OT J1eBOi rpaHuIlbl TEKCTOBOTO TOJS).

TekcT pacnopsauTeNbHOM YacTH JIETUTCS Ha IMYyHKTbl, B KOTOPBIX YKa3bIBAIOTCS
WCIIOJIHUTEIIN, KOHKPETHBIE IEUCTBHS U CPOKU UCIIOTHEHUS MPEINUCHIBAEMBIX JIEHCTBUM.

Ecnu npukas JOMONHSIET, OTMEHSIET WIM U3MEHSAET paHEee U3JaHHbIE NMPHUKa3bl WU
UX OTAEJIbHBIE ITYHKTHI, 3TO OTOBAPUBAETCS B TEKCTE.

B nocimengHeM IyHKTE  pacloOpsAMTENIBHONM YacTW IpUKa3a  yKa3bIBaeTCs
JOJDKHOCTHOE JIMLIO, HAa KOTOPOE BO3JAraercsi KOHTPOJb 3a HCIOJIHEHHEM IpUKa3a B
nenom. Hanpumep, « KoHTpoJIb 32 HCIOTHEHUEM MTPUKa3a OCTABIISIO 32 COO0M.

CrpykTypHble TOfApa3feneHuss (AOKHOCTHBIE JHIA), 10 CBEIAEHUS KOTOPBIX
JOBOJIUTCA MPUKA3, YKA3bIBAIOTCS B YKAa3aTEJ€ PACChUIKH.

Ecnu npuka3 BBOIUT B JEHCTBUE KaKue-IMOO JOKYMEHTBI, TO OHU O(OPMIISIOTCS B
BU/JIE IPWIIOKEHUS K ITPUKA3Y.

Crpanulpl IprKa3a U IPUIOKEHUS HyMEPYIOTCS OTIENBHO.

[Ipuka3pl MOANMMCHIBAIOTCS NUPEKTOPOM TexHukyMma. lloamuch oTaenstoTcss OT
TEKCTa TPEMsI MEKCTPOUHBIMU MHTEPBAIAMH, TIEYATAIOTCS OT JIEBOW I'PAHULIBI TEKCTOBOTO
1oJIA W BKIIOYAIOT CJIOBO «JlMpekTop», JMYHYH MOJNUCH, paclIM(pPOBKY MOJANUCU



(vauumansl, damunus). [locnenuss OykBa B pacimm@poBKe MOIMUCH OTPAHUYUBACTCS
PaBbIM TEKCTOBBIM IOJIEM.

[IpoekThl MpPUKA30B TOTOBIT PYKOBOAUTENIM CTPYKTYPHBIX TMOJpa3/eeHUuN Ha
OCHOBAHHUH MOPYYECHHUI TUPEKTOpA TEXHUKYyMa, €r0 3aMECTUTEIIeH, TH00 B MHUIIMATUBHOM
MOPSIZIKE.

[IpoeKThl MpHKa30B MO KaJIPOBBIM BOIIPOCAM IFOTOBAT pabOTHUKHU OTAeNa Kajapos. K
IpOEKTaM TPUKA30B JOKJIAJIBIBAIOTCS JUIS MOJMUCH TPU HEOOXOIMMOCTH CIPaBKU
(ToxnamHble 3alMCKH, 3asBJICHUSA), KOTOpPbIE JIOJDKHBI COJEp)KaTh OOOCHOBaHUE
HEOOXOAMMOCTU W3AaHMs NpukazoB. CCbUIKM Ha JaHHBIE JTOKYMEHTBHI MPUBOJATCA B
TEKCTe MpHKasza nociie ciioBa «OCHOBaHUE: ...», KOTOPOE IMeyaTaeTcsi OT JEBOM I'paHHUIIbI
TEKCTOBOTO TOJI.

CorylacoBaHre NpoOEKTa MPHUKa3a OCYIIECTBISIETCS IyTEM BU3MpOBaHUsA. Busupyer
MPOEKT HCIOJIHUTENIb - PYKOBOJUTENb CTPYKTYPHOTO MOJAPA3ACICHUS, a TaKKE BCE
yKa3aHHBIC B MPOEKTE UCMOJHUTENU. [IpOeKThl MPHKa30B, UCIIOTHEHNE KOTOPBIX TPeOyeT
(rMHaHCOBOTO 00ECTICUCHNUS, BU3UPYET TJIABHBIN OyXTranTep.

[ToaroToBka mpukasa BKIIOYAET B ceOs:

- U3y4YEHHUE CYIlIeCTBa BOMpPOca U cOOp HEOOXOMMBIX CBEICHMUI;

- IOATOTOBKY MPOEKTa MpUKa3a;

- COTJIACOBAHUE MPOCKTA MPUKA3A;

- IOJITUCaHUE TIPUKA3a;

- PETUCTpAINIO TPUKa3a.

[Ipuka3pl HyMEPYIOTCS MOPSAIKOBOM HyMEpaluen B Mmpeaenax KaJleHIapHOro roja,
IpU ATOM MpPHUKa3bl MO OCHOBHOM JEATEIBHOCTH, MO JUYHOMY COCTaBY PAOOTHHUKOB U
00y4aronIMXcst/CTyJIEHTOB HyMEpYIOTCSl OTAenbHO. K mopsakoBoMy HOMEpPY NpHUKa3a
gyepes aeduc 100aBIsSIOTCS CTPOYHbIE OYKBBI:

- pukasbl o yueOHomy mnporeccy - «¥Y, KH, K, KK, KC u KJII», nHanpumep,
Nel5-V;

- PUKA3bI 10 JTUYHOMY cocTaBy paboTHUKOB - «JIC, K, By, nHanpumep, Nel5-JIC;
3.2. IlpoTokon - AOKYMEHT, B KOTOpPOM (UKCHUpYyeTCsl XOA OOCYKIEHHUS BOIPOCOB U
NPUHATUSL pEUIeHWH Ha COOpaHMsIX, COBELIAHUAX, KOH(MEpEeHUUAX U 3acedaHusX
KOJUIETHaJIbHBIX OpraHoB B TexHukyme (IIpunoxenue 2).

3anucu BO BpeMs 3acedaHusl M MOArOTOBKA TEKCTa MPOTOKOJA BO3JAraroTCs Ha
cekpeTapsi KOJUIETHaJbHOTO opraHa TexHukyma. OgopMiieHue npoToKoJia JOHKHO ObITh
3aBEPIICHO HE MO3/HEE, YeM depe3 3 JHS CO JTHS 3aCEeIaHMs.

[Tpotokonsr odopmisitorcs Ha Oymare dopmara A4 mpudprom Times New Roman
pazmepom Ne 14 1 UMEIOT ClIeAYIOIINE PEKBU3UTHI:

- [OJHOE€ HaWUMEHOBaHME TEXHUKyMa - [OCcyZapCcTBEHHOE aBTOHOMHOE
npodeccuoHalIbHOE 00pa30oBaTelibHOE yupexkaeHue TroMeHckon o0siactu « TroMeHCKui



TEXHUKYM CTPOUTEIbHON MHAYCTPUHU U TOPOJCKOTrO XO35HUCTBA» - MPOMUCHBIMUA OYKBaMH,
BBIPABHUBAETCA I10 LIEHTPY;

- cokpameHHoe HauMeHoBaHue TexHukyma (I'AIIOY TO «TTCU u I'X»)
neyaTaeTcsl B CKOOKax MpOIMUCHBIMU OYKBaMU, BEIPABHUBAETCS 110 LIEHTPY;

- HANMEHOBaHWE JOKyMeHTa - cioBo «lIpoTokom» mneyaTaeTcsi 3ariaBHBIMH
OyKBaMH U BBIPABHHUBAETCS I10 LICHTPY;

- BHUJ 3acelaHusl, COBEIIAHMS - I€YATAeTCs 4Yepe3 MEXCTPOUHBIA HHTEpBal H
BBIPaBHUBAETCS 110 UEHTPY;

- JlaTa ¥ HOMEp MPOTOKOJIa - J1aTa 0OPMIISIETCS CIIOBECHO-IIM(PPOBBIM CIIOCOOOM U
neyaTaeTcsl 4epe3 MEeKCTPOUHBIN HHTEpBaJl HUXKE MPEIbIAYIIEr0 PEKBU3UTA.

[IpoTOoKONBI MOTYT HM3/1aBaThbCSd B TOJHOM WJIM KpaTKol ¢opme, MpH KOTOpOH
OIlyCKaeTcsi XOJ OOCYXIeHHUs Bompoca U (PUKCHUPYETCS TOJbKO MPUHATOE MO HEMY
peLieHue.

TeKCT MmMoIHOro MPOTOKOJIA, COCTOMT M3 JABYX 4YaCTEH: BBOJHOM M OCHOBHOW. Bo
BBOJHOM 4acTU O(POPMIIAIOTCS CIAEAYIOUINE PEKBU3UTHI:

- IpeJIceaTelb;

- CEKpEeTaphb;

- MPUCYTCTBOBAJIU - CIUCOK MPUCYTCTBYIOLIMX HJIM OTChUIKA K MpUIaraeMomMy
CIUCKY IPUCYTCTBYIOIIHX.

[Tpy HEOOXOAMMOCTH MPHUBOJIUTCS CIUCOK MPUTJIAIIEHHBIX, KOTOPBIM NedaTaeTcs
[OCJIE CIIMCKA MPUCYTCTBYIOIIMX WIEHOB KOJUIETMAJIBHOIO OpraHa M BBIPABHHMBAETCS IO
LEHTPY.

OcHOBHasi 4acTh NPOTOKOJA COCTOMT M3 PA3ENOB, COOTBETCTBYIOIIMX ITYHKTAM
MOBECTKH JIHS C YKa3aHUEM JIOKJIQJYUKOB.

TekcT kaxoro paszena CTpOUTCA MO CXEME: CIYIIAIHU - BBICTYIHIIN - IOCTAHOBUIIM
(peumin).

[Tpu HEOOXOAMMOCTH IPUBOJATCS PE3YIbTAThl TOJIOCOBAHUS: €IUHOTIIACHO WM 3 -
., IPOTHUB -., BO3JAEPIKAIIUCH -.

[IpoTokonam MpucBanBarOTCA NOPSAIKOBBIE HOMEpA B IIPE/eiax KaJIEHJapHOro roja
OTZIETIBHO MO KaXJI0M rpymnie NpoTOKOJIOB.

Homepa nocranoBieHuid (penieHuii), NpUHATHIX Ha 3aCeIaHUsIX, COCTOSIT U3 HOMEpa
IPOTOKOJIa, HOMEPA paccMaTpUBAeMOro BOIPOCA B MOBECTKE JIHS, MOPSAIKOBOIO HOMEPA
NOCTAHOBJICHUS (PEIICHHMs) B MPEJEIax BOIpoca.

[IpuHsATHIE pemeHust JOBOIATCS 1O UCIIOJHUTENEN B BUAE BBIIMCOK U3 IPOTOKOJIOB.

[IpoTOKOIBI MOANKCHIBAIOTCS MpeAcenareneM u cekperapeM. [loanucu oTaensroTcs
OT TEKCTa 3 MEXCTPOYHBIMH MHTEPBAJIaMH, II€YaTAIOTCSA OT JIEBOW I'PAHULIBI TEKCTOBOIO
nongs u BkioyaroT cinoBa «lIpeacemarens» u  «Cekperapb», JHYHBIE MOAIMMKCH,
pacumdpoBku noanucen. Ilocnenusas OykBa B paciiM@poOBKE MOAIUCH OTPaHUYHMBAETCS
IpaBbIM MOJIEM IPOTOKOJIA.



3.3. HHCTpyKuMs - JOKYMEHT, B KOTOPOM M3JaratoTcsi NpaBWiia, PEryIUpYIOLIne
CHELMalIbHbIE CTOPOHBI JesTeNbHOCTH TexHukyma (IIpunoxenue 3). B 3aronoBke k
TEKCTy MHCTPYKLUMU 0003HAa4yaeTcs KPyr BONPOCOB, Ha KOTOPBIE PACHpOCTPAHSIOTCS €€
TpeboBaHMUs.

TekcT HHCTPYKUHUK COCTOUT M3 Pa3llelioB, BHYTPU KOTOPBIX AEIUTCS HA IMYHKTHI U
MOJIMYHKTHL. B TEKCTe MHCTPYKLUMU HCIOIb3YIOTCS CIOBA «JIOJDKEH», «00s13aH», «HUMEET
paBo», «3amnpemaercs» U T.1. WHCTpyKUus YTBEPKIAETCS IUPEKTOPOM TEXHHKyMa U
COIJJaCOBBIBAETCSI B 3aBUCHMOCTM OT THNA MHCTPYKIMH C COOTBETCTBYIOIIUMU
TOJKHOCTHBIMU JIMIIAMH.

3.4. JlomKHOCTHAs MHCTPYKIMS - JOKYMEHT, Hapsiy C TPYJIOBBIM JOTOBOPOM SIBJISIETCS
OCHOBHBIM HOPMAaTUBHBIM JIOKYMEHTOM, PETJIAMEHTUPYIOINUM OPTraHU3alOHHO-IIPABOBOE
MOJIOXKEHUE pabOTHHKA, KBaH(pUKaIonHeie TpeboBanus k Hemy (IIpunoxenue 4).

JIOMKHOCTHAST HHCTPYKIIMSI BKJIIOYAET B C€0sI CIEAYIOLINE pa3/Iebl:

1 - O6mue mojoXKeHus - pa3fesl UMEET TUMOBYIO MHGOPMAIUIO, BKIIOYAIOIIYIO
OyHKTBl O TIOpSAJKE TMpUeMa M YBOJbHEHHMsS pab0OTHUKA, €ro IOAYMHEHHOCTH,
KBAIM(UKALIMOHHBIX TpeOOBaHUSIX K OOpPa30BaHUIO M CTaXy padOThl, JOKyMEHTaX, O
KOTOPBIX OH JOJIKEH 3HATh U KOTOPBIMU PYKOBOJICTBYETCS B paboTe.

2 - OyHK1MU HOPMYITUPYIOTCS OCHOBHbIE (DYHKIIMHM pAaOOTHHKA JAHHOU JTOJKHOCTH,
MpeIMET ero BeIeHUs, y4aCTOK PabOThl.

3 - JlomKHOCTHBIE OOS3aHHOCTH OMpPEAEIseT BHIBI padOT W O0O0s3aHHOCTEH,
BBITIOJTHSAEMBIX paOOTHUKOM

4 - TlpaBa ycTaHaBIMBAeT npaBa pabOTHHKA, KOTOPbIE CIIOCOOCTBYIOT YCIEIIHOMY
BBIMIOJIHEHHIO pa00Thl OTBETCTBEHHOCTh KOHKPETHO YKAa3bIBAET, 32 UTO PaOOTHUK HECET
OTBETCTBEHHOCTh. B3aMMOOTHOIIIEHHUSA, CBS3M IO JIOJDKHOCTH YCTAaHABIMBAET MOPSIOK
B3aUMOJICUCTBUSL pabOTHMKA C JAPYTMMH CTPYKTYPHBIMM  TOJAPA3JEICHUSIMU U
JOJDKHOCTHBIMU JIMIIaMU. B pasniene mepeuucisior Te CTPYKTYpHbIE MOJpa3ieieHUs], OT
KOTOPBIX paOOTHUK MOJIy4aeT JOKYMEHTBI, U T€, KOTOPHIM OH MepeaaeT nH(OpMaLHIo.

JIOMKHOCTHAsT MHCTPYKUUS pa3palaThiBaeTCs PYKOBOJUTENIEM CTPYKTYPHOIO
IIO/IPA3/IEJICHUS 110 BCEM JOJDKHOCTSIM, HAXOJSIIHUMCS B €r0 IOTYUHEHUU.

Ha nmocnennem nucre NTOMKHOCTHOW MHCTPYKLMHM CTaBUTCS MOJIUCH COCTaBUTEIS.
JIOJKHOCTHAsI UHCTPYKIUSI COTJIACOBBIBAETCS CO CIEHMAIMCTOM IO KaJpam, MOCIEe Yero
nepeaaeTcsl Ha MOMANUCHh JNUPEKTOPY TeXHUKyMa. PaOOTHUKHM TEXHHUKyMa JIOJKHBI OBIThH
O3HAKOMJIEHBI C TOJPKHOCTHOW MHCTPYKUMEN O] POCIIHC.

JIOMKHOCTHBIE MHCTPYKIIMM XpaHATCA B OTAeNe KaapoB. Komuu JOKHOCTHBIX
UHCTPYKUMH TOJYMHEHHBIX paOOTHUKOB, (GOPMHUPYIOTCA B JI€J0, XpPaHATCA Yy
PYKOBOIUTENEH CTPYKTYPHBIX MOApa3AeIeHUI 1151 UCTIONb30BaHUs UX B padoTe.

Buecenne W3MEHEHUMH B JIOJDKHOCTHYKO HMHCTPYKILMIO, OCYIIECTBISIETCS B
COOTBETCTBHHM C JIEUCTBYIOIIUM 3aKOHOIATEILCTBOM.



3.5. Tlonoxenue - MPaBOBOM aKT, OMPEACNAIONIMN TOPSAOK 0O0pa3oBaHuUs, 3aJauH,
00S3aHHOCTH  TpaBa, OTBETCTBEHHOCTb, OPTraHM3alMI0  pabdOThl  CTPYKTYPHBIX
NOAPA3IAEIECHUM, 4 TAKXKE IPYTHX BOIPOCOB, KACAIOIINXCS IEITENBHOCTH TEXHUKYMA.

[TonoxxeHus: MOJDKHBI WMETh TUTYJIbHBIM JucT (IIpunmoxenue 5). Ilpoekt
[Tonoxenuss (Muctpykmuu, IlpaBumi) paspabaTbiBaeTCs PYKOBOIUTEIEM CTPYKTYPHOTO
MO/Ipa3iesICHUs NN paOOTHUKOM, HA3HAYEHHBIM IMPUKA30M JUPEKTOpPa TEXHUKYMA.

TexcT moNIOKEHUST MOXKET COCTOSTh W3 CIEAYIONUX pasnenioB: «OOIme MOJOXKECHU,
«OcHoBHbIC 3a1auu U hyHKIUWY, «[IpaBay, «Opranuzamnus paboTe H T.1.

Ha nocnennen crpanuie I1oy10KeHUsT OTBETCTBEHHBIM HUCIIOJIHUTEIIL CTABUT CBOO
noanuck: Paspadoran: HaumeHoBanue nomkHocTH noanuck M.0O. damunus.

[locne paccmorpeHust npoekta [lonoKeHHs TUPEKTOPOM TEXHHKYMa, JTOKYMEHT
nepemaeTcs Uil JaibHeunero opopmieHus (MPOX0XKIACHUE MPOIEAyphl COTJIACOBAHWS,
COCTABJICHHE MPOEKTA MPHKa3a 00 YTBEPKICHUN ).

[TonmoxkeHnsT JIUTEIBHOTO CPOKa JEUCTBUSI YTBEPKIAKOTCS U BBOJIATCS B JCHUCTBUE
MIPUKA30M JUPEKTOpPa TEXHUKYMa.

[Tonoxxenusi, paspaboTaHHbIC ISl TMPOBEICHUS OTIEIBHOTO  MEPONPUSITHS,
Hanpumep, [lonoxenne o NpoBeIeHNN KOHKYpCa, YTBEpKIatoTcs 0e3 u3aaHus npukasa. B
TakoM JOKyYMEHTe B paszfenie «OOlue MoJIOKEHUs» JOKEH ObITh YKa3aH MEpPUOJ €ro
JNEUCTBUSL.

3.6. AKT - 3T0 WH(OOPMAIMOHHO-CIIPABOYHBINA JOKYMEHT, KOTOPBIM COCTaBIISICTCS IS
MOATBEPKIEHUS YCTAHOBICHHBIX (paKTOB, COObITHH Win nerictBuii ([Ipunoxenue 6).

IIo cBoemy COIEpKAHUIO U HA3HAYCHUIO aKThl MOKHO Pa3lECiIUTh HA HECKOJBKO
BHJIOB:

- O HapylUIeHUW JTUCUMUIUIMHBI TPyJa W HECOOJIOJACHUU TPaBUJ BHYTPEHHETO
TPYAOBOIO pACIIOPSIAKA;

- 00 0TKa3e OT MOJIMUCH, CBUJETEILCTBYIONIEH 00 03HAKOMIICHUH C TIPUKA30M;

- 00 OoTKa3e OT Jlayu OOBSICHEHUH 110 (haKTy HAPYIICHUS JUCITUTUTHBL;

- cllauu-TipueMKH (paboT, MaTepuaIbHBIX IIEHHOCTEH, TOKYMEHTOB);

- IpueMa-ciauu (MaTepuaibHBIX IIEHHOCTEH, TOKYMEHTOB);

- iepegavn-npuemMa (e, J0KyMEHTOB);

- o0cnenoBaHus (COCTOSIHUSI ~TEXHUKM O€30MacHOCTH, MPOTHUBOIOXKAPHOMN
0€30MacHOCTH, YCIOBUM TpyJla, pe3yJIbTaTOB AEATEIbHOCTH);

- p€BU3UH, UHBEHTAPHU3AIUY;

- pacclieIOBaHMs aBApUil, HECUACTHBIX CIy4YaeB;

- JINKBUJIALIMU OpTaHU3alul U JIp.

HekoTopble akThl AOJKHA W3/1aBaTh CHEHHAIBHO CO3J1aHHAs KOMMCCHUS, COCTaB
KOTOPOM yTBEp)KAAaeTCsl MPUKA30M (aKThl MNpHEMa-Cayd MaTEepUANIbHBIX [IEHHOCTEH,
JIOKYMEHTOB, JIeJl, a TaK’Ke 00 aKTaxX PeBU3WHU, MHBEHTAPHU3AIMU, PACCIICIOBAHUS aBapHii,



HECYACTHBIX CIIy4aeB Ha MPOU3BOJCTBE), ISl HUX CYIIECTBYIOT YCTAHOBJIEHHBIE 3aKOHOM
(dbopmbl. JIpyrue akThl COCTaBISIOTCS B MPOU3BOJIBLHON opMme.

O0s13aTeNbHBIMU PEKBU3UTAMU aKTa SIBJISIOTCS:

- Ha3BaHUE OpraHU3allly;

- HA3BaHUE BUJIA IOKYMEHTA;

- 1aTa U PETUCTPALIMOHHBIA HOMED IOKYMEHTA;

- MECTO COCTABJICHUS;

- 3ar0JIOBOK K TEKCTY (Ha3BaHUE aKTa);

- MIOJIITHCH;

- B HEOOXOJMMBIX ClIy4asix - TpU] YTBEpPXKJCHHS, OOBIYHO OH IMPHUCYTCTBYET Ha
3aKOHOJIATEIBbHO YCTAaHOBJIEHHBIX (hOpMAX aKTOB.

AKT TIOANUCHIBAETCS BCEMU JIMI[AMU, IPUHUMABIIMMH Y4aCTHE B €r0 COCTABJICHUU

6e3 ykazaHus AoykHOcTe. C akTamMu PEeBU3HM W OOCJIEIOBAHMIA 3HAKOMST BCEX JIHII,
NEATEIIbHOCTH KOTOPBIX OHMU KacatoTcs. IIpu 3ToM cTaBUTCS coriacyromas OTMETKa (C
aKTOM O3HAaKOMIJICHBI: MOJINHCH, AaTa). Ilpy Hanuuum 3amedyaHud akT BU3UPYETCS C
OTMETKOMU: «3aMEUaHMs IPUIATArOTCSD.
3.7. JokimagHas 3ammMcka - 3TO JTOKYMEHT, aJpECOBAaHHBIA PYKOBOIUTEIO OpraHU3aluu
(1aHHOW WJIM BBIIECTOSIIIEH) WM PYKOBOAMUTENIO CTPYKTYPHOTO MOApa3ieieHus
(ITpunoxenne 7). JloknaaHble 3alUCKH, aJAPECOBAHHBIE PYKOBOJUTEIIO OpraHU3alluu,
SIBJISIFOTCSI BHYTPEHHUMH JOKYMEHTAMH U MOTYT COCTaBJISTHCS HA MPOCTOM JIMCTE Oymaru
dbopmarta A4.

[To conmepkanuto TOKIAAHbIE 3aIIUCKU IMOIPA3AEISIOTCS Ha!

- UHUITMATUBHBIC;

- UH(POPMALIMOHHBIE;

- OTYETHBIE.

WuuuuatvBHas JOKJIaJHas 3alMcKa COCTABISIETCS € LEIbI0 MOOYyIWUTHh ajapecara
IIPUHATH OIPEICIICHHOE PEIIEHUE, MO3TOMY B TEKCTE 3allMCKUM HE TOJBKO H3JIararoTCs
Kakue-To (PaKThl, HO M COJEP)KATCA KOHKPETHBIE NPEIJIOKECHUS, PEKOMEHIAIIMU WM
BBIBO/IBI.

UudopmanmonHas JokiaaHas 3alKCKa COCTABISIETCS PETYJISPHO W COACPKUT
MH(}OpPMAIUIO O AETANSAX WIH METOAAX BBITOJIHEHUS paOOTHI.

OTtyeTHbIe JOKIAIHBIE 3aMUCKHM MHPOPMUPYIOT O 3aBEPIICHUH pabOThI, €€ JTamna,
BBITIOJITHEHUH YKA3aHWUM, paCTIOPSKEHUM U T.I1.

TeKCcT TOKIIaHOM 3alMCKU COCTOUT U3 JIBYX WMJIA TPEX CMBICIOBBIX YACTEH.

B mepBoit yacTu - KOHCTATUPYIOIIEH - M3JIAraroTCs MPUYUHBI, (GAKTHl U COOBITHSA,
KOTOPBIE MOCITYKUJIU TOBOJAOM JIJIsl €€ HAIMCAHUS.

Bropass vacte - aHanm3upyromas - COACPKUT aHAIM3 CIIOKUBIICKUCS CUTYyalWH,
BO3MO>KHBIE BAPUAHTHI €€ PEILICHUS.
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Tperbs yacTh - pe3rOMUpYIOLIAs - BKIIOYAET B ce0s BBHIBOABI U MPENIOKEHUS
KOHKPETHBIX JEHCTBHI, KOTOpBIE, IO MHEHUIO COCTABUTENS, HEOOXOAUMO NPEAIPUHSATS.

Bropoii yactu B OKIaHON 3alIUCKE MOXKET U HE OBITh, TOTAA JOKYMEHT COCTOUT
JIMIIb U3 ONMCAHUS CUTYallMH, BBIBOJOB U IPEJIOKEHUN aBTOPA 3aIIUCKH.

JloknaiHast 3anMcKa JOJKHA COIEPHKATh!

- HAMMEHOBAHUE CTPYKTYPHOIO MOAPA3ACIICHHUS;

- HAMMEHOBAaHUE BUJA TOKYMEHTA (JOKJIaHas 3all1CKa);

- Aaty,

- ajpecar;

-3ar0JIOBOK K TEKCTY;

- TEKCT;

- IOJIIHUCB.

[TognuceiBaeT MAOKJIAIHYIO 3alMCKy COCTAaBUTENb (C YKa3aHHEM JIOJLKHOCTH,
UHUIMaNoB, (amunuu). JloknanHas 3amucka JOJDKHA HUMETh 3arojlOBOK K TEKCTY,
packphIBarolnil €€ coaepkaHue. Pezomronus IUpeKkTopa, pacCMOTPEBIIETO JTOKIAIHYIO
3aMKCKY, SIBJSIETCS OCHOBAHUEM JJIsl PUHATUS KaKMX-TO PEIICHUI, U3JaHusl TOKYMEHTOB,
IIPOBEICHUSI MEPOIIPUATHH.

3.8. OObsicHUTENbHAS 3aMKMCKa - 3TO JOKYMEHT, OOBSCHSIOIIUNA MPUYUHBI KaKOTO-TM0O
neiictBusa, (axrta, npouciectBus ([Ipuwnoxenue 8). Ee moxer coctaBisTe 110001
pabOTHUK TEXHHUKYMa B a/IpeC BBIIIECTOALIETO JOKHOCTHOTO JIUIIA.

B ocHOBHOM 0OBsSICHUTEIbHBIE MUIIYTCS MO (PAKTy COBEPIICHUS TUCIUILIMHAPHOTO
NPOCTYNKa, a HAJIWYUE TAaKOW 3alMCKHU SBIISETCS HENPEMEHHBIM TpeOOBaHUEM st
HaJIOXKEHUS Ha COTPYAHUKA TUCHMIUTMHAPHOTO B3bIcKaHus (cT. 193 TK PD).

OOBACHUTENBHYIO 3aMKMCKY Pa0OTHUK Yalle BCErO0 MUIIET OT PYKU U B CBOOOJIHOM
TEKCTOBOM (hopme, ajipecyeTcsi pyKOBOAUTEIO, KOTOPBINA €€ TOTpeOoBal.

PekBU3UTHI 00BICHUTENHLHOMN 3aMUCKU:

- aJipecar;

- HAMMEHOBaHME BHJIa JOKYMEHTa (JOKJIaqHas 3a1UCKa, OOBSICHUTEIbHAS 3aIIUCKa);

- 1aTa, HOMEp, MECTO U3AaHUS;

-3ar0JIOBOK, TEKCT;

- IPUJIOKEHUE (€CITU €CTh);

- IOJTUC.

3.9. CayxebHas 3amucka - (opMa BHYTPEHHEW MEPENUCKH MEXIy CTPYKTYpHBIMU
MOJIpa3/IeIeHUsIMU, WIK OT JOJDKHOCTHBIX JIMII JHOOOMY ajpecaTy BHYTPU TEXHUKyMa
(ITpunoxenue 9). Ciry:keOHbIC 3aMUCKU MOTYT UMETh HHPOPMAIIMOHHBIH, HUIINATHBHBIN
WIM OTUETHBIA XapakTep, CoJlepKaTh NpochOy, mpeasoxkenue. Cam TEKCT COCTOUT U3 2-X
qacTeil: u370KeHusl (PaKToOB, BEIBOJIOB U MPEJIOKEHHH 10 U3JIaraeMoOMy BOITPOCY.

3.10. IIucemo - 000OIIEHHOE Ha3BaHUE PA3NIMYHBIX IO COJEPKAHUIO JOKYMEHTOB,
nepecbuiaeMbix 1o moute (Ilpunoxenue 10). IlucbmMo MoXkeT OBITH aapecoBaHO
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OpraHu3alliH, €€ CTPYKTYPHBIM TOAPA3ICICHUSIM, JODKHOCTHBIM WM (DU3UIECKUM
JIUTIAM.

[lucbma oQopMIISIIOTCS Ha CIEHHAIbHBIX OJIAaHKAaX JJi1 IHCEM C YIJIOBBIM
pacrojio)keHueM pekBU3WTOB Ha Oymare ¢opmara A4 mpudrom Times New Roman
pazmepomM Ne 14, moanuceiBaeTcsi AMPEKTOPOM TEXHUKYMA.

HezaBucumo oT comepkaHusi MUCHMO JOJKHO OBITh H3JIOKEHO B OQHUIIMATHHO-
JICJIOBOM CTWJIE B COOTBETCTBHU C JCUCTBYIOIIMMH TpaBwiamMu opdorpaduu wu
MyHKTYyaIuu.

TekcT mucbMa J0KEH OBITh SICHBIM, KPaTKUM, 00O0CHOBaHHBIM, 00€CTICYMBAIOIIUM
TOYHOE M OJTHO3HAYHOE BOCIIPUATHE U3JI0)KEHHOU B HEM MH(OpMAIINH.

TekcTt mmcCbMa JENUTCS, KAk MPaBUIIO, HA JBE YacTU: B IIEPBOM BBOJHOU
(KOHCTAaTUPYIOIIEW) - H3JaraeTcss MPUYMHA, 1EJb COCTaBICHUS JOKYMEHTAa, JaloTCs
CCBUIKM Ha OCHOBOIIOJATAlOIINe JOKYMEHTBI, BO BTOPOW - COJEP)KATCA BBIBOJIBI,
MIPEI0KEHHMS, TIPOCHOBI, PACTIOPSKCHUS.

TekcT nmuchbMa, Kak MPaBHIIO, JTODKEH KacaThbCs OJHOTO BOMPOCA MIIM HECKOIBKHUX
BOIIPOCOB, €CJIM OHU B3aUMOCBSI3aHbI U OYJIyT pacCMaTpuUBaThCA B OJHOM CTPYKTYPHOM
No/pa3eiIeHUN OpraHu3alluy - aapecara.

B TekcTe nmuchMa UCTIONB3YIOTCS clieaytonue GopMbl U3JI0KEHHUS:

- OT IIEPBOrO JINIIA MHOKECTBEHHOTO YHCIIa (KITPOCUM HAIIPABUThH);

- OT TIEPBOTO JIMIIa €AMHCTBEHHOTO 4YHCIa («CUUTAID HEOOXOAMMBIMY, «IIPOIIY
BBIJICTIUTDHY );

- oT Tpethero yuna eauHcTBeHHoro uucia («I'AITOY TO «TTCHU u I'X» cuuTaer...»).
TekcTbl JOKYMEHTOB OGMOPMISIOT B BHJE CIUIONIHOTO TEKCTa, TAaOJMILI WX B BHUIE
COCTMHEHMSI 3TUX CTPYKTYD.

I'padpl m cCTpokm TAOMUIBI JOJKHBI HMMETh 3arojOBKM H  I0J3arO0JIOBKH,
corJiacoBaHHbIE MEXKy coOoil. Eciu Tabnuia nevaraeTcst 0osee yeM Ha OJHOM CTpaHUIIE,
rpadgpl TAOMMIBI JOJDKHBI OBITh TPOHYMEPOBAaHBI M Ha CIEAYIOIIMX CTpaHUIAX
1eYaTarTCs TOIbKO HOMEpa CTPOK.

O0s13aTeIbHBIMU PEKBU3UTAMU IIHCHhMA SIBIISTFOTCS

- HAUMEHOBaHUE OpTraHU3alUU-aBTOPA;

- CIIpaBOYHBIC JJAHHBIE 00 OpraHU3aIuu;

- 1aTa, - PETUCTPALIMOHHBIN HOMED;

- CChUJIKA Ha JaTy U HOMEP MOCTYIHUBIIETO JOKYMEHTA;

- aJpecar;

- 3aroJIOBOK K TEKCTY (3arojIOBOK K IMHCbMY MOJXKET HE COCTaBIIATHCS, €CJIIM TEKCT
MchbMa HEOOJIBIIIOTO 00BEMA);

- IIOJIITHCH;

- OTMETKa 00 UCIIOJIHUTENE (pa3MEeNIaeTCs B JICBOM HUKHEM YIIIY);

- B COIPOBOJIUTEIHLHBIX MTMChMAaX - OTMETKA O HAJTMYHH MPUII0KESHU;
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- medaTh (B TapaHTUHWHBIX MHUCbMax, NUChbMaxX (PUHAHCOBOTO COJAEPKAHUA H
HEKOTOPBIX IPYTUX, TPEOYIOIIUX 0COOOTO YIOCTOBEPEHUS ).

4. IlpaBwia opopMiIeHUs] PEKBU3UTOB IOKYMEHTOB

4.1. B uemsx 5(PPeKTHBHOTO  WCHOJIB30BAHUS  BBIYUCIUTEIHLHOM  TEXHUKH
YCTaHABIMBAIOTCS €IMHBIC TTPaBuiIa 0)OPMIICHHS TOKYMEHTOB:

- TOKYMEHTBI B TEXHUKYME M3rOTaBIUBaIOTCs Ha Oenoit Oymare ¢popmara A (148 x
210 mMm), A4 (210x297mMm) u A3 (297 x 420 mMm) ¢ ucnionb3oBanueM mmpudta Times New
Roman pa3zmep Ne 14;

- KOXJIbIH JIUCT JOKyMEHTa, OPOpMIICHHBIN Ha OJlaHKe Ui 0€3 HEero JI0JHKEH UMETh
nosst: 20 Mum - nteBoe; 10 MM - mpaBoe; 20 MM - BepxHee; 20 MM — HUKHEE;

- JlokyMeHThI JyiuTeNbHbIX (CBblIe 10 JIeT) CpOKOB XpaHEHUS JOJIKHBI UMETh JIEBOE
nosie He MeHee 30 MM.
4.2. OtnenbHblE BHYTPEHHHE JOKYMEHTBI JOIYCKAeTCs MHCAaThb OT PYKH (3asiBICHHE,
0OBbsSICHUTEIbHAS 3aIIUCKa, CITy>KeOHas 3aMKcKa).

4.3. Ilpu co3naHuu NOKyMEHTa Ha ABYX M 0oJiee CTpaHULaX BTOPYIO M IOCIEIYIOIINE
cTpaHulbl HymepyroT. Homepa cTpaHMI] NpPOCTaBIAIOTCS IMOCEPEAUHE BEPXHErO IMOJs
NOKyMEHTa Ha paccTosHuu 10 MM OT BEpXHETro Kpas JIMcTa

HanmenoBanne opranus3anuu - aBTOpa JOKyMeHTa. HamMeHOBaHue TeXHHKyma

YKa3bIBa€TCsi B TOYHOM COOTBETCTBHM C YcCTaBoM - ['OCyJapCTBEHHOE€ aBTOHOMHOE
npodeccuoHaibHOe O0pa3oBaTeabHOE yupexkaeHue TromeHckoit obnactu «TromeHcKwHit
TEXHUKYM CTPOUTEIBLHON UHAYCTPUU U TOPOACKOIO X03siiicTBay. COKpallleHHbIE HA3BaHUS
— I'AIIOY TO «TTCHU u I'X». CokpallleHHO€ HaMMEHOBAaHHME TMOMENIAETCS BCieHd 3a
MOJTHBIM HAUMEHOBAHUEM.

Ha3Banue 10KkyMeHTa, COCTaBJIICHHOTO WJIM U3JaHHOTO TEXHUKYMOM, JOJKHO
COOTBETCTBOBATh COJICP)KAHUIO JTJOKYMEHTUPYEMOTO yIPAaBICHYECKOT0 TeUCTBUA (ITPUKa3,
MPOTOKOJI, aKT, IWITATHOE pacnucaHue W T. JA.). Ha3BaHue HOKyMeHTa mMedaTraercs
MPOMUCHBIMUA OYyKBaMu, Bpa3psiiKy, MOMY>KUPHBIM mmipudToMm. Ha3BaHue moxkymeHTa He
YKa3bIBa€TCsl HA UChMaXx.

JlaToil TOKyMEeHTa SIBJIIETCS 1aTa €ro MOAMUCAHUS; 11 JOKYMEHTA, IPUHUMAEMOTO
KOJUISTHAJIbHBIM OpPTaHOM - JaTa €ro MNPUHSITHS; 11 JOKYMEHTa, TPEOYIOIIEro ero
YTBEPXKJEHUSI - JaTa ero yTrBepkiaeHus. Jlata mojanucanus, yTBEpPKACHUS, COIIACOBAHUS
JIOKYMEHTA, a TaKXkKe JaThl, CoAepKallllecss B TEKCTE, JOJKHBI 0POpMIISIThCS TU(POBBIM
CIIOCOOOM.

JlaTa JOKyMEHTa COOTBETCTBYET JaTe MOJANMUCAHUs (YTBEPKACHHUS) JOKYMEHTA WIIU
nate coObITHSA, 3a()UKCHPOBAHHOTO B JIOKyMeHTE. J[OKyMEHTBI, M3JaHHBIC IBYMS HWJIU
OoJiee opraHu3aIUsIMH, AOJKHBI UMETh OAHY (€AMHYIO) JaTy, COOTBETCTBYIOIIYIO JaTe
MTOAITMCAHUS IOKYMEHTA MTOCICHUM JOJDKHOCTHBIM JIUIIOM.

JlaTy MOKyMEeHTa 3aluChIBAIOT B IOCJEAOBATEIBLHOCTH: JICHh MECSIa, MECSIl, TOJl
OJIHUM U3 JIBYX CIIOCOOOB:
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apabckumu 1 pamu, pa3aeieHHpMy Toukoi: 05.06.2024;
cioBecHO-1IM(ppoBbIM criocobom: 05 urons 2024 r.

IMoanucu

JIOKyMEHTBI, HalpaBIIEMbIE B AAPEC NPYTUX OPraHU3AlUN, YUYPEKICHUU U
MPEANPUATUN, TOAMUCHIBAIOTCS JUPEKTOPOM TEXHUKYMA.

Ecnu nomkHOCTHOE JIMIO, MOANMUCH KOTOPOIO 3arOTOBJIEHA HA MTPOEKTE JTOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT JOJDKEH IIOJANUCHIBATHCA JIMIIOM, HCIOJHSIOMIUM €ro
00S13aHHOCTH HJIN €T0 3aMECTUTEIIEM.

B pacmmdpoBke moanucu Mexay HWHUNMANaAMU W damuived aemaeTcss mpoOer.
Mex a1y WHALIHAJIaMU TTPOOET OTCYTCTBYET.

ITpumep

Jupexrop ITonnuce N.0. ®amunus

Ecnn AOKYMCHT O(I)OpMJ'ICH HC Ha 6J'IaHKC, B HAMMCHOBAHUEC AOXKHOCTH BKIHOYACTCA
HAaMMCHOBAHHC OpraHu3aluu. I[OHYCKaeTC}I HCHTPUPOBATE HAMMCHOBAHHEC OOJDKHOCTHU
Juna, moArnrucaBmero JOKyMEHT, OTHOCHUTCIIBHO caMOM JJIMHHOM CTPOKH.

[Ipumep

JUPEKTOP [Tognuce N.0. ®amunus
I'AIIOY TO «TTCHU u I'X»

[Tpu odopmieHnn NOKyMeHTa Ha OJaHKE OJDKHOCTHOTO JIMIA JOJDKHOCTH 3TOTO
JMIa B IOATMCH HE YKa3bIBACTCS.

[Ipumep

I[Hoanuce N.0. Gamunus

[Ipy  noamucaHMM  JOKyMEHTAa  HECKOJbKUMHU  JOJDKHOCTHBIMHM  JIMIIAMM,
3aHUMAIOIMMHU PAa3HOE IOJOKEHUE, UX IMOANMCH pacloiaraloTcs OJHA MO APYrod B
IIOCJIEIOBATEIbHOCTH, COOTBETCTBYIOIIECH HEPAPXUH 3aHUMAEMBIX JTIOJKHOCTEN.

[Tpumep
Hupextop [Toamuce N.0. ®amunus
['maBHBIN OyxTantep [Tonmuce N.0. Gamunus

[Ipn noanucaHuM JOKyMEHTa HECKOJbKHUMH JIMIAMU PAaBHBIX JOJKHOCTEH UX
MOJAMKCH PACIIONararoTcsi Ha OJHOM YPOBHE.

[Tpumep



14

3amecTuTeNb TUPEKTOpa 3amecTuTeNb TUPEKTOpa
o YIIP
Iloamce N.0. ®amunus Iloamce N.0. amunus

B JOKYMCHTax, COCTAaBJICHHBIX KOMPICCPIeﬁ, B IIOAIKMCH YKAa3bIBACTCs CTATyC JIMLa B
COCTaB€ KOMHMCCHMU.

[Ipumep
[Ipencenarens koMuccuu Iloamnuce N.0. Gamunus
YreHbl KOMUCCHHA Iloamce N.0. amumnus
Iloamce N.0. amunus
IHoamice N.0. amunus

ITpu moanMcaHuy JOKYMEHTA JIMLIOM, UCIIOJIHSAIOIINUM OOS3aHHOCTH PYKOBOJMUTEIS,
NOANUCh OQOpMIISIETCA € yKa3aHHWEM CTaTyca JOJDKHOCTHOIO JIMIIA B COOTBETCTBHM C
MIPUKA30M (PaCHOPSIKEHHUEM).

[Ipumep
H.o. nupekropa Iloamnuce N.0. Gamunus
WITH
Ucnionusronnii 00s13aHHOCTHA Iloamnuce N.0. Gamunus
IUPEKTOpa

[Ipy noanucaHuM JOKYMEHTa JIMIIOM, HWMEIOIIMM MpPaBO TMOANUCHA B Clly4yae
BPEMEHHOTO OTCYTCTBUS PYKOBOJIUTEJISA, UCIPABICHUS B HAUMEHOBAHHUE JOJKHOCTU U
pactdpoBKy (pamMmimu yXe MOATOTOBICHHOTO U COTJIACOBAHHOTO MPOEKTa JOKyMEHTA
BHOCSITCSI OT PYKH WJIHM C MUCIIOJIb30BaHMEM COOTBETCTBYIOIMIMX INTaMIioB. He nomyckaercs
CTaBUTbh KOCYIO YEPTY, HAJAMKCH '"3a" TIepe]l HAMMEHOBAHUEM JIOJIKHOCTH JIMIA B TIOJIHCH,
€CJIM JOKYMEHT IMOAIMUCHIBAET MHOE JIOJXKHOCTHOE JIUIIO.

OtmeTka 00 3JIEKTPOHHOM TOANKMCH UCTIONIB3YETCS TIPU BU3yalIU3aIliu SJIEKTPOHHOTO
JIOKyMEHTa, TMOAMUCAHHOTO SJEKTPOHHOW TMOAMKUCHIO, C COOJIOJCHUEM CIIEIYIONTUX
TpebOoBaHMI:

a) MECTO pa3MEeIICHHUs] OTMETKHU 00 AJIEKTPOHHOM MOJNUCH JTOKHO COOTBETCTBOBATH
MECTy pa3MEIIECHUs] COOCTBEHHOPYYHOW TOJMUCA B AaHAJIOTMYHOM JIOKYMEHTE Ha
OyMa>KHOM HOCHTEJIE;

0) SIeMEHThI OTMETKH OO0 DJJCKTPOHHOM IOJNMCH JODKHBI OBITh BUIUMBIMU H
YUTAEMBIMH MPHU OTOOPAKEHUHU JOKYMEHTA B HATYpaJbHOM pa3Mepe;
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B) DJIIEMEHTBHl OTMETKUA 00 3JEKTPOHHOW MOANMUCH HE JODKHBI MEPEKPHIBATHCS WM
HaKJIJbIBaThCS APYT HA Ipyra;

T') 3JIEMEHTBI OTMETKU 00 3JIEKTPOHHOU MOJAMUCH HE JTOJKHBI IEPEKPHIBATH AIIEMEHTHI
TEKCTa JOKYMEHTA U IPYyTUE PEKBU3UTHI JOKYMEHTA.

OtmeTka 00 yCHIIEHHOW KBAJIM(DPUIIMPOBAHHON M YCUJIEHHOW HEKBATM(PUIUPOBAHHON
AJIEKTPOHHOM MOJNUCH BKIIIOYaeT Ppa3y "J{oOKyMEHT MOANMCaH 3JIEKTPOHHOM MOAMHUCKHIO",
HOMEp  cepTudukaTa  KJIOYa  DJIEKTPOHHOM  moamucu (Il YCHUJICHHOM
HEKBAIM(UUUMPOBAHHOW MOANUCH - TpPU HAIWYUU cepTUdUKaTa), (HaMUInI0, UM,
OTUECTBO BJajeNblia cepTU(UKaTa, CPOK ACHCTBUS cCepTHU(PUKATA KIIIOYA SJICKTPOHHOU
MO/MHCH.

OtmeTKka 00 AJIEKTPOHHOM MOJITUCH MOXKET BKIIIOYATh N300pakeHre repoa, aMOIeMbl
opraHa BJIacTU (OpraHU3allMK), TOBAPHOTO 3HAKa (3HAaKa OOCIY)KMBaHWs) OpraHU3aIliu B
COOTBETCTBHH C JICUCTBYIOIIUM 3aKOHOIATEIIHCTBOM.

B ciydae, ecim 2I€KTpOHHAss MOANMCH CONEPXKHUT METKY IJOBEPEHHOIO BPEMEHH,
OTMETKa 00 AJIEKTPOHHOM MOAMMUCH JOJKHA BKJIKOYATh MH(DOpPMALMIO O JaTe U BPEMEHU
MOANKUCAHUS 3JEKTPOHHOIO JAOKYMEHTA AJIEKTPOHHOM MOINUCHI0, BHEUITHUN BHUJ METKH
JOBEPEHHOIO BPEMEHHM YCTAHABIMBACTCSA JIOKAJIBHBIMA HOPMATHBHBIMA  aKTAMH,
IIPUHATHIMHU B OPraHU3all{ WU 110 COTJIALIEHUIO CTOPOH.

[Ipumep
AOKYMEHT HOAITMCAH
SJIEKTPOHHOMU ITOAIINCBIO

HaumenoBanune |Ceptudukar 1alllaaa000000000011 E.B. ITytpa
JIOJKHOCTH Brnanenen Ilyrpa Enena BanepbBena

HencrButenen ¢ 01.12.2023 o 01.12.2024

Harta u Bpems nognucanusa 01.06.2024 15:00

CoraacoBanme

[Tpu HEOOXOUMOCTH OLEHKH LIETIECO00PA3HOCTH JOKYMEHTA, €r0 000CHOBAHHOCTH
U COOTBETCTBUS JIEHCTBYIOLIEMY 3aKOHOJIATEIBCTBY M MPABOBBIM aKTaM MPOBOIUTCS €ro
CorjacoBaHUeE.

OTka3 OT pacCMOTPEHHUSI CIIYKEOHOTO IOKYMEHTa, OCTYIUBILIETO Ha COTJacoBaHUeE,
HE JOIyCKAETCS.

I'pud cormacoBanuss nokymenta coctout wu3 cioBa COI'JJACOBAHO (6e3
KaBBIUCK), OJDKHOCTH JIMIIA, C KOTOPBIM COIJIACOBBIBACTCA JIOKYMEHT (BKIJIIOUAS
HAaMMEHOBAHHWE OpPTaHU3AINH), JIUYHOW TMOMAMKCH, pac(PpPOBKH MOANUCH (MHUIIUAJIOB,
dbammmn) u narel corjacoBanus, Hanpumep, COI'JTACOBAHO [omxHocTs Iloamuck
N.0O. ®amunus, gara.
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Ecnm cormacoBaHue OCYIIECTBISIOT THUCHMOM, TMPOTOKOJIOM ®  Ap., Tpud
cornacoBanusi odopmisitor mo cuexaytomei  popme: COI'JTACOBAHO Ilportokon
3acenanusi CoBera TexHukyma No  oT «_ » 20 T

CornacoBanue npuKazoB OQOpPMIISIETCS IMyTEM BU3MPOBAHUSA IPOEKTA JOKYMEHTa

JOJDKHOCTHBIM JIMIIOM. Bu3a Bkifodaer B ceOsl JIUYHYIO TOMAMKUCH, €€ pacimgpoBKy,
JOJDKHOCTh BU3Upylolero, Hamnpumep, Busbel: Jlomxuocts Iloanuce W.O. damunus
Homxuocts [loanuce N.0O. ®amunus

Jluma, BU3UPYIOMIME CIYKEOHBI JOKYMEHT, HECYT OTBETCTBEHHOCTh 3a €Tro
collepKaHUE Hapsy C HCIOJHUTENIeM, MO BOMNpocaM, OTHOCSIMMCS K cdepe ux
NEATEIIBHOCTH.

OcoOble MHEHMs, 3aMeuyaHus, JOIMOJIHEHMs, KaK MpaBWiO, H3JaralTcs Ha
OTZICTTLHOM JIUCTE, O YeM JIEIAeTCsl OTMETKA Ha MPOEKTE CITYKEOHOTO TOKYMEHTA.

3ameuanus 00s13aTEIBHO JOKJIAMBIBAIOTCS JIMITY, TMOJIMUCHIBAIOMIEMY TOKYMEHT,
Hanpumep, Busbl: JomkHocts [loanuces N.O. ®@amunusg ¢ 3amedanusiMu J{OJKHOCTb
[Toanuce N.0. Gamunusi.

Bo3MoxHo odopmiieHue BHU3 JIOKYMEHTa Ha OTIEIBHOM JIMCTE COTJIaCOBAHUS.
Cpoku  corjacoBaHusi  (BU3UPOBAHUSA)  JOKYMEHTOB  JIOJDKHOCTHBIMH  JIMIIAMU
YCTAHABJIMBAIOTCSL JTUPEKTOPOM JIMOO HCIOJHUTENIEM, OTBETCTBEHHBIM 3a IOATOTOBKY
JTIOKYMEHTA.

OOmumii CpoK coriacoBaHMs (BHU3WPOBAHUS) TOKYMEHTA HE JIOJDKEH MPEBBINIATH 7
KaJICHAAPHBIX JHEH, €CIIM UHOE HE YCTAHOBJIEHO AUPEKTOPOM TEXHUKYMA.

JIuna, ykazaHHbIE B KAUECTBE COMCTIONHUTENEH, 00sS3aHbI 3aBU3UPOBATH JOKYMEHT B
CpPOK HE TMpeBblAIMK 1 padouyuii J1eHb, €CIU MHOE HE YCTAaHOBJIEHO JIHUPEKTOPOM
TEXHUKYyMa.

OTBETCTBEHHOCTh 3a COOJIFOJICHUE YCTAHOBJICHHBIX CPOKOB HECET HCIIOJHUTEIb,
OCYILECTBIISIONIUM BBIMTYCK JJOKYMEHTA.

Cpoxku cornacoBaHus (BU3UPOBAHUS) JOJKHOCTHBIMU JIUIIAMH KaJPOBBIX MPHUKA30B
(o mpueme, TmepeBojie, YBOJbHEHHH, OTITYCKE, W T.NI.) HE JOJKHBI IMPEBHIINIATH OJHOTO
pabouero JHsl.

YTBepxKaeHue

VYr1Bepxkaenue OcoObIM CIOCOOOM BBEJEHUS JOKYMEHTA B JICUCTBUE SIBISETCS €ro
YTBEPIKJICHHUE.

[IpuMepHBIli MEpeUYeHb JOKYMEHTOB, MOMJICKAIIUX YTBEPXKICHUIO, MPUBEICH B
npuioxenuu 11.

JIOKyMEHTBI yTBEPKAAIOTCS AUPEKTOPOM TEXHUKyMa. Y TBEPKAECHUE HOKYMEHTa
IPOU3BOUTCS TIPOCTABIICHUEM Tpuda yTBEPKIECHUS WIM U3JIaHUEM PACTIOPSAUTEIILHOTO
JIOKYMEHTA.

[TonoxxeHus: 0 CTPYKTYPHBIX TOAPA3ACICHUSAX, WHCTPYKUMH M T. M. MOJJIEKAT
YTBEPXKIECHUIO  TOCTe onooOpenuss  CoBeTOM  TEXHUKYyMa, MPOCTaBJIECHUEM
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COOTBETCTBYIOMIETO Tpr(a, MO0 M3maHueM nprKa3a u MpuoOPETaAIOT IOPUANIECCKYIO CHUITY
TOJILKO C MOMEHTA MX yTBEPKICHUS.
[Ipu odopmienuu rpuda yTBepkKIACHUS HEOOX0UMO COOJII0IaTh CIICTYIOIIEeE:

rpud yTBepKACHHMS pa3MellaeTcsi B IMPABOM BEpPXHEM YIUNIy MEpBOro JIMCTa
nokymeHTa. CTpOKM pPEKBU3HMTA BBIPABHUBAIOTCS IO JIEBOMY Kpal0 WM LEHTPUPYIOTCS

OTHOCHUTEIBHO CaMOM JUIMHHOU CTPOKH.
rpud yrBepxknenuss cocroutr u3z ciuosa YTBEPXIAIO (YTBEPX/EH,

YTBEPXJIEHO) ©6e3 kaBbluek, TIOJHOTO HAWMEHOBAaHUSA JOHKHOCTH  JIHIIA,
YTBEP)KIAIOIIETO TOKYMEHT, JTUYHOU TOAMKCH, €€ paciindpPOBKH U JAThl YTBEPKIACHUS,
Hanpumep, YTBEPXIAK  Hupexktrop TAIIOY TO «TTCH u TI'X»

N.0. ®amums nuyHag noanuck, nara wid Y TBEPXKJIEHO npukazom
nupekTtopa Ne 0T « » 20 1. umu YTBEPX/IEHO npotokonom 3acenanus
CoBeTa TEXHUKYMA OT « » 20 Ne....

Brocuth kakue-nmib6o m3MeHeHusI U 100aBJICHUs B MOJUCAHHBIE (YTBEPKICHHBIC)
JIOKYMEHTBI, HE JOMYCKAETCH.

OTBETCTBEHHOCTh 32 Kay€CTBO IOATOTOBKU JIOKYMEHTOB M JIOCTOBEPHOCTH
COJICPIKAIIUXCS B HUX JIAHHBIX BO3JIaraeTCs Ha JIMUII, MOJTOTOBUBIINX, 3aBU3UPOBABIINX U
MO CABIINX IOKYMEHTBI.

IHeuyatsb

[Ipn HEOOXOAUMOCTU JOKYMEHT 3aBepseTcsi TepOOBOM IMEYaThi0 TEXHUKyMa WIIU
M€YaThi0 CTPYKTYPHOTO NOAPA3ACICHUSI.

[TewaTs ¢ n300pakenueM repdba Poccutickoii deneparuy cTaBUTCS HA JOKYMEHTAX,
r7I€  BOCHPOU3BEICHHE OTTHUCKA JTOM TMEYaTh CHENUaIbHO MPEyCMaTPUBAETCS
3aKOHOJIaTEJIHCTBOM.

OTTHCK TTeUaTu CJIeayeT MPOCTaBIISITh TAKUM 00pa3oM, UTOOBI OH 3aXBaThIBaJl 4acTh
HaWMEHOBaHMUSI JIOJKHOCTH JIMIA, TTOAMUCABIIETO JOKYMEHT, U 4YacTh MOAIHUCH.

Ha nmoxyMmeHTax (pMHAHCOBOTO XapakTepa W JUILIOMax Ie4yaTh MPOCTABIACTCS Ha
CIIEMAIIBHO OTBEJIEHHOM MecTe. Kak mpaBuio, 3TO MECTO HAaHECEHUs Ie4YaTu
ob6o3nauaercs cumBoiioM «M.I1.» Oe3 3axBaTa HAUMEHOBAHUSA JTOJDKHOCTH U TTOJITUCH.

OTTHUCK MIPOCTABJISIEMOM M€YaTH JOHKEH OBITh XOPOIIIO YATAEMBIM.

[leyaTh cTpyKTypHOTO MOapa3aeieHus (He repOooBasi), MOKET CTaBUTHCS Ha KOMHUSIX
JIOKYMEHTOB, HANpaBJSIEMbIX B JPYTHE YUYPESKACHUS, PA3MHOXKEHHBIX JK3EMILISIpax
pacropsiIUTEIbHBIX JIOKYMEHTOB TMPU HX PACCHUIKE; Ha CIpPaBKax, MOJTBEPKIAOIINX
(aKThl, CBA3aHHBIE C TPYJOBOU I€ATEILHOCTHIO U 00YYEHUEM TpaXKIaH.

Anpecanus

PexBusut "anpecar" mpocraiseTcs B BEpXHEH MpaBoi 4acTH JOKyMeHTa (Ha OJlaHke
C YIJIOBBIM PaCIOJIOKEHUEM PEKBU3UTOB) WM CHpaBa MOJ PEKBU3UTAMU OJaHKa (mpu
MPOJIOJIBHOM ~ PACIONIOKEHUU PEKBU3UTOB Onanka). CTpoku pekBu3uTa "ajgpecar"

BBIPABHUBAIOTCS TI0 JICBOMY Kpar0 WM IEHTPUPYIOTCS OTHOCHUTEIBHO CaMOW JJIMHHOM
CTPOKH.
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[Ipu azapecoBaHMM JOKyMEHTa PYKOBOIUTENIO (3aMECTUTENI0 PYKOBOJUTEIIS)
OpraHu3allid  yKa3blBa€TCsl B JaTeIbHOM TaJeke HAUMEHOBAaHUE JIOJHKHOCTHU
PYKOBOJAMTENS (3aMECTUTENSI PYKOBOJIUTEN ), BKIIIOUAIOIIEe HAMMEHOBAHUE OpTraHU3aluHy,
(haMUIIMI0, MHULIUAIIBI TOJKHOCTHOTO JIMIIA.

ITpumep

PykoBoaurento @enepanbHOro
ApXMBHOI'O areHTCTBA
®amunus 1.0.

HpI/I aIpCCOBaHM IIMCbMa B OpPraHU3alMil0 YKa3bIBACTCA C€C II0JIHOC HJIN
COKpPalCHHOC HAUMCHOBAHNEC B UMCHHUTCIILHOM ITAICIKC.

IIpumep
denepanbHOE ApXUBHOE
areHTCTBO
WU
Pocapxus

[Tpu aapecanuu moKymMeHTa (HPU3UIECKOMY JIUITY YKA3bIBAIOT MHUITUAIBI U (DaMIIHIO
noJydarTessi, 3aTeM IMOYTOBBIN aapec, Hanpumep, 24 A.A. Kanununy yn. Caposas, 1.5,
kB.12, 1. JIunku, Kupeerckoro p-na, Tynbsckoit 06:1., 301264.

Ilopy4yenue (pe3osromus)

VYkazaHus Mo MCTOTHEHUIO TOKYMEHTa MalTCs B (opMe MOpydeHUs (PE30JTIOIHH )
JTUPEKTOPOM TEXHUKYMA.

[Topyuenuss odopmisitoTcs B BepXHEM CBOOOJHON OT TEKCTa 4YacTH IepBOM
CTpPaHULIbI JOKYMEHTA.

B cocraB mnopyuyeHus [OJDKHBI BXOJIUTH CJCAYIOIIAE SJIEMEHTHI: (aMuIus
UCIIOJIHUTENSL (MCHOJHUTENEH), coaepKaHUe MOPYYEHUW, CPOK HCIIOJHEHUS, JIMYHas
NOJNUCH PYKOBOAMTEIS, AaTa MOPYUEHUS.

Ha noxymeHnTax, He TpeOyOImMX NOPyYeHUM M0 UCIIOTHEHUIO U UMEIOIIUX TUIIOBbBIC
CPOKM WCHOJIHEHUS, B PE30JIIOIUU YKa3bIBAETCA HCIHOJHUTENb, MOJNUCH aBTOpa
pe30JIo1uY, AaTa.

Hpuiaoxenus

Ecoum k ciyxkeOHbIM JTOKYMEHTaM NpWIararoTcs Apyrue maTepuajibl, TO O HHX
yKa3bIBaeTCs B KOHIIE TeKcTa nocie cioBa «lIpunoxenuey.

CnoBo «llpunoxenue» mnedaraercs ¢ KpacHOW CTPOKM M TIOCIE €ro HaluCaHUs
cTtaBUTCSl ABoeToure. I[lpuiiokeHus MOMKHBI MMETh BCE HEOOXOIUMBbIE IS JaHHOTO
JOKYMEHTAa PEKBU3UTHl (HA3BAaHWE, 3aroJOBOK, IMOJIWCH JIMI, OTBETCTBEHHBIX 3a HX
COJIEpKaHUE, 1aTy, OTMETKY O COTJIACOBAHUU U T. I1.).
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Ecnmu cinykeOHbIN TOKYyMEHT UMEET MPHIOKEHUS, TO HEOOXOIUMO MEPEUUCTUTh UX
Ha3BaHUs, KOJIMYECTBO JIMCTOB M JK3EMIUIAPOB KaXKJI0ro, Hampumep, [lpunoxenue: 1.
Komnus mrratHoro pacnucanus copeta Ha 4 1. B 1 9k3. 2. CnpaBka o pabore MiBaHoBa Ha 1
1. B 1 3K3.

5. IlopsiaoK CHATHUSA M BbIAa4a KONUI JOKYMEHTOB

5.1. Konnu ¢ AOKYMEHTOB BBIIAKOTCS C Ppa3peliCHUs PYKOBOAUTENEH CTPYKTYPHBIX
NOJpa3fieicHui M TOJBKO C TEX JOKYMEHTOB, KOTOpBIE KacaroTCsl CIyXKEOHOH
JESTEIbBHOCTH JAaHHOTO CTPYKTYPHOI'O OApa3AeICHUsI.

C npuka3oB, IPOTOKOJIOB, UCXOJAIIMX MUCEM M MHBIX JOKYMEHTOB, IOJIUCAHHBIX
JUPEKTOPOM, CHATHE KOIIUI pa3peniaeTcs TOJbKO N0 YKA3aHUIO TUPEKTOpa TEXHUKyMa.
5.2. Ilpu BbIaue KOMHMHM JOKYMEHT BOCIPOM3BOJIUTCS MOJHOCTHIO (OJIaHK TEXHUKyMa,
HOMED, 1aTa, COJAEPKAHUE U T. 1.).

5.3. OrMeTka O 3aBepeHUH KOMHH OGOPMISIETCS ISl MOATBEPKACHUS COOTBETCTBUS
KOMHUM JOKYMEHTa (BBIMMCKA W3 JOKYMEHTA) IMOJJIMHHUKY JOKyMmMeHTa. OTMmeTka
0 3aBEPEHUU KOIHUHU NPOCTABISAETCS O] PEKBU3UTOM "TIOJIUCH" U BKIIIOYAET:

cnoBo "BepHo";

HAaUMEHOBAHUE JOJHKHOCTH JIMLA, 3aBEPUBILETO KOIUIO;

€ro COOCTBEHHOPYYHYIO MTOAIHNCH;

paci@poBKy MOANKUCH (MHULHAIIBL, (DaMUIIHIO);

JIaTy 3aBEPEHUS KONUU (BBIMUCKA U3 IOKYMEHTA).

[Tpumep Bepuno Uucnekrop cimyx0n1 kaapoB [loamuce M.0. ®amunus data Ecnu
KOIUS BBIIAETCS JJIsl MPEACTABICHUS B APYTYI0 OpPraHM3alMI0, OTMETKAa O 3aBEPEHUU
KOIIMU JIONOJIHSETCS HAJAIKCBI0O O MECTE€ XpaHEHUs JOKyMEHTa, C KOTOporo Obuia
miroroineHa konus  ("IlogiuHHUK  JOKyMeHTa HaxoAuTcs B (HAaMMEHOBaHUE
opranuzanuu) B gene Ne ... 3a ... rox") W 3aBepseTcs Me4aThlo OpraHu3anuu. Jis
IIPOCTABJIEHHUSI OTMETKH O 3aBEPEHHUH KOMMH MOYKET UCIOJI30BATHCS IITAMII.

6. Ilopsiiox mpuema, 00padOTKH, pacnpeaeeHUus: BXOASAIUX JOKYMEHTOB

6.1. Bce moxyMeHTHI (TIOTy4YeHHBIC 110 MOYTE, MIEKTPOHHOHU MovTe, Yyepe3 (HaKCHMHUIBHYIO
CBSI3b UJIU JIOCTABJICHBI KyPhEPOM), IPUHUMAIOTCSI M PETUCTPUPYIOTCS TOKYMEHTOBEIOM.
JIOKyMEHTBI COPTUPYIOTCS Ha PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE.
6.2. K pa3psiiy HeperucTpupyembiX JTOKYMEHTOB OTHOCSITCSI:
- “H(OPMAITMOHHBIC MAaTEPUAJIbI, TPUCITAHHBIC B BUJIC KON ISl CBEICHMUS;
- peKJIaMHBIE MaTepHUaJTbI (TUCTOBKU, TPOTPAMMBI, IPOCTICKTHI, U3BEIICHUS U T.1I.);
- TO3/JpaBUTEIHLHBIC TUChMA, TEJIETPAMMBbI U OTKPBITKH;
- IPUTJIACUTEIbHBIC OUIICTHI
- MporpamMMbl KOH(EpEeHITUH, COBEIIaHUIT;
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- IeYaTHbIE U3AaHusl (KHUTH, KypHaJbl, OI0JIIIETeHN);

- KOPPECTIOHICHIIUS C TOMETKOM «JIMYHOY.
6.3. Ha Bcex BXOIsAUMX NOKYMEHTaX, MOJJIEKAIIUX PETUCTPALHH, B MPABOM HUKHEM
CBOOOJHOM OT TEKCTa I0JIe MEPBOIl CTPAHUIIbI IOKYMEHTA CTABUTCA IITaMII C YKa3aHUEM
PErMCTPAalMOHHOTO HOMEpPA M AaThl MOCTYIUIEHUs JOKyMeHTa. Ha koppecnoHaeHInn, He
MO/IJIEXKAIIEH BCKPBITHIO, IIITAMIT CTABUTCS] HA KOHBEPTE.
6.4. Kypnan perucrpauuy BXOJSIIMX JOKYMEHTOB BEIETCA B 3JIEKTPOHHOM BHJIE B
cucreme COJ1 «Iupextym» u OymakHOM Buje (Mpuiioxenue 12).
6.5. Ilpu nmpueme MNOYTOBOM KOPPECHOHACHIIMU TMPOBEPSETCS LEIOCTHOCTh KOHBEPTA
(YrmakoBKH), NpPaBWIBHOCTb aJpecaliii M HaJW4Yue BIOXKEHHBIX JOoKymMeHTOB. Ilpu
OTCYTCTBUHU NPHUIJIOKEHUN WM JUCTOB JTOKYMEHTA CTaBUTCS B M3BECTHOCTH OTIPABUTEID
MMCHbMA U JIEJIA€TCA OTMETKA Ha CaMOM JOKYMEHTE U B JKypHaJIE PETUCTPALUU BXOIALIUX
JIOKYMeHTOB B rpade «[Ipumeuanuey.

OmuboYHO OCTaBJIEHHbIE JTOKYMEHTHI BO3BpAIIAIOTCS B OTIEJICHHUE IOYTOBOM
CBSI3H.
6.6. IlosyuyeHune 3aKka3HOW KOPPECIOHJCHIIMUA OCYILIECTBISAECTCS B JEHb JIOCTaBKU B
TEXHUKYM U3BEIICHUS Ha MOJyYEeHUE YKa3aHHOW KOPPECTIOH ICHIIUH.
6.7. KoHBepTbl OT MOCTYNMBUIEH KOPPECHOHIEHILMU COXPAHSIOTCA W TMPUJIAraloTcs K
JOKYMEHTaM B CIIy4asiX, €CJIM aApec OTIPABUTENS YKa3aH TOJIbKO Ha KOHBEPTE, €CIIM JaTa
JOKYMEHTa U JaTa ero OTIpPaBKU COTJACHO IOYTOBOMY IITEMIIENI0 MMEIOT OOojbline
pacxoKJIeHUsT BO BpPEMEHUM WM B clydyae HEOOXOJUMOCTH TOATBEPKACHUS CpOKa
OTIPABKU U MOJYYECHHSI IOKYMEHTA.
6.8. Bxoasume IOKyMEHThl PErMCTPUPYIOTCS W NEPEeNaroTcsl NUPEKTOPY TEXHUKyMa B
JI€Hb UX MMOCTYIJICHHUS.
6.9. BHyTpeHHHE BXOIAIIME JOKYMEHTHI (CIy>KeOHbIE, JOKIAIHBIE, OOBICHUTEIbHBIC
3aMKUCKHU, 3asBJICHUS PAOOTHUKOB M YACTHBIX JIMI[) NMPUHUMAIOTCS U PETUCTPUPYIOTCA
JTOKYMEHTOBEIOM.
6.10. XXypHan perucrpaiuu BHYTPEHHUX JOKYMEHTOB BejeTcs B OymakHom Bujue. 1o
OKOHYAHHMIO >KypHaJI IPOIINUBAETCS IS JAIBHEMILIEr0 XpaHEHUS.
6.11. OpuruHansl BHYTPEHHUX IOKYMEHTOB, TpeOyIOIIME HCIOJHEHUA U (Wiu) OTBETa
COCTABUTENIO, XPAHATCS y JOKYMEHTOBEJAa B OTAEIbHOM jene. McmoaHuTensm,
YKa3aHHBIM B PE30JIIOLINH, TEPEAAIOTCS KOIHH.
6.12. CnyxxeOHble (JOKJIQJHBIC) 3aMUCKH COCTABJISIIOTCS TOJBKO IO TEM BOIpOCaM,
KOTOpBIE€ TPEOYIOT 00s13aTENIbHOTO JOKYMEHTAIBHOIO NoATBepkaAeHus. [lepenrcka Mexy
CTPYKTYPHBIMH TOJAPA3JEICHUSIMHA IO BOIPOCaM, KOTOPbIE MOTYT OBbITh pEUIeHbl B
OTIEpaTUBHOM IOPSAJKE U HE TPEOYIOT JOKYMEHTAIBHOIO OOPMIIEHNS, HE TOMYCKAETCS.

7. Ilopsigok 00padOTKN MCXOASIIUX JOKYMEHTOB

7.1. O6paboTKa UCXOAAIIMX IOKYMEHTOB BKJIFOYAET:
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- COCTaBJIEHHE YEPHOBOTO JOKYMEHTA,

- IOAATOTOBKY MIPOEKTa JOKYMEHTA;

- €r0 corJjlacoBaHMue (BU3UPOBAHUE);

- YIOCTOBEpEHHUE TOKYMEHTA,

- OTIIPaBKY JOKyMEHTA.

7.2. 3a TIOATOTOBKY MPOEKTA UCXOJAIIETO TOKYMEHTA OTBEYAET UCIIOTHUTE.

7.3. B mporiecce MOATOTOBKH HMCXOSIIETO JOKYMEHTA HWCIIOJHHUTENb CaMOCTOSTEIHHO
OCYIIECTBJISIET COCTaBJICHHUE YEPHOBUKA, TIOJITOTOBKY TPOEKTa JIOKYMEHTa, €ro
coriacoBaHue (BU3MpOBaHHE). VICTIONMHUTENh JOMKEH CaMOCTOSTENIbHO MPOCTaBUTh
HEOOXOUMBIC yIOCTOBEPSIONINE PEKBU3UTHI, UCXOS U3 3alMCEH B )KypHAJIe PETUCTPALIUN
UCXOAIIUX THCEM, Haxojsmierocs B mamke lMcxomsimue mucbkMa B CETEBOM OOMEHE
(mommucu, nmaThl  TOJIUCAHUS, HCXOASIIETO PErUCTPAlMOHHOTO HOMEpa, Mpu
HEeoOXoauMoCTH Tpuda YTBEPKIACHUS, TIEYaTH), a TAKKE TMPUIOKHUTH UCXOMISAIIEE MICHhMO
CO BCEMHU NPWIOKCHHUSIMHU, MPU WX HAIAYUU TIOJ COOTBETCTBYIOIIMM TOPSIKOBBIM
HOMEPOM B IaITy CETEBOT0 OOMEHa.

[TpoekT mToKyMeHTa repeaacTcsl CO BCEMHU MaTepHallaMi, Ha OCHOBAaHUHU KOTOPBIX OH
TOTOBUJICS.

B ciayuae BHECEHUs AUPEKTOPOM TEXHUKyMa 3aMeUaHHid (TIOMPABOK), UCTIOJHUTEIh
nopabaThiBa€T JOKYMEHT B COOTBETCTBHUHM C 3aMEYaHHUSIMH, BHOBb COOHUPAET BH3BI
COTJIaCOBAHUSI.

7.4. Ilpu 06paboTKe UCXOIAIUX TOKYMEHTOB 33/1a4aMU UCTIOJIHUTEIS SIBIISTFOTCSI:

- MpOBEpKa MPaBUILHOCTH OMOPMIICHHS MPOEKTa JOKYMEHTa B COOTBETCTBUH C
YCTaHOBJICHHBIMHU TTPaBUJIAMU;

- MPOBEPKA HATMYHSI YAOCTOBEPSIONINX PEKBU3UTOB,;

- MPOCTABJICHUE UCXOASIIETO PETUCTPAIIMOHHOTO HOMEPA;

- 00paboTKa JOKYMEHTa JIJIsi OTIPaBKH.

7.5. ObpaboTKa OTIpaBIsIeMON KOPPECTIOHEHIIUN BKIIFOYACT:

- COPTHPOBKY;

- BJIOXKEHHUE B KOHBEPTHI;

- aJpeCOBAHMUE;

- cJlayy B OT/ICIICHHUE CBSI3H.

7.6. IlpuaUMast TOKYMEHTHI JJISI OTIPaBKH, OTBETCTBEHHOMY HMCIIOJHUTEIIO HEOOXOAMMO
MIPOBEPHUTH:

- TOpaBWIBHOCTh O(OpPMIICHHS  JOKYMEHTOB (HAJIW4YUE TOMAMMCH, JIaThl,
PETUCTPALIMOHHOTO HOMEPAa, OTMETKY O KaTerOpHUH OTIIPABJICHHS);

- HaJIMYUE TMPUIIOKEHUM, YKa3aHHBIX B OTIPABIIEMOM JOKYMEHTE U COOTBETCTBHUE
KOJIMYECTBA K3EMIUIIPOB KOJIMYECTBY aJpecaToB;

- TIPaBUJBHOCTH aJPECOBAHUS, HAIWYUE HOMEpa 3alliCH, €CIH JOKYMEHT
OTHpAaBJISIICS 1O (aKcy.
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7.7. Bce ucxopsimuye AOKYMEHTHI, TODKHBI ObITh 00paboTaHbl M OTHPABIEHBI B TOT Ke
JIEHb WM HE MO3/IHEE CIEAYIOIIEro paboyero JH.

7.8. JIOKyMEHTBI, OTHpaBisieMble MO 3JEKTPOHHOW MOuTe, MPUHUMAIOTCS TOJBKO MpHU
HAJIMYUU COITPOBOUTENBHOTO MUChMA.

7.9. XKypnan peructpamuu ucxonsumx gokymentoB (IIpunoxxenne 13) Begercss B
AIIEKTPOHHOM U OymakHoM Buje. [1o okoHYaHMIO JXypHAJ nepeaaeTcs Uit XpaHeHusl.
7.10. Peructparus cmnpaBok (KOTOpbI€ BBIJAIOTCS HA PYKH, WIW OTIPABISIOTCS 0e€3
COTIPOBOJUTENILHOTO MUCHhMA) BEJETCS CTPYKTYPHBIM MOJAPa3JeIeHUEM, MOATOTOBUBIIUM
cripaBky (Oyxranrepus, yaeOHast 4acThb, OT/IC] KaJIpOB).

8. KoHTpo/Ib CTIOIHEHUS TOKYMEHTOB

8.1. KoHTpoib 3a HCHOJHEHWEM JOKYMEHTOB - 3TO COBOKYIHOCTb JEHCTBUHU,
00€CIEeUnBAOIINX CBOEBPEMEHHOE HCIOJHEHHE MOPYYEHHM, MJaHHBIX JIUPEKTOPOM
TEXHUKyMa, YCTAaHaBJIMBAeTCs B LENsIX OOecleyeHus: HX CBOEBPEMEHHOTO U
KaueCTBEHHOI'O  HCIIOJIHEHMS, a TaKKe IIOBBIIICHUS YPOBHSA  MCIOJHUTEIBCKOU
JUCLUIUIVHBI.

8.2. KOHTpOJIb 3a HMCIOJHEHHEM JOKYMEHTOB BKJIIOYAET: PETUCTPALMIO JIOKYMEHTA B
cucreme COJl «IupeKTym», HAJIOKEHNE PE3OJIIOLUN AUPEKTOpA TEXHUKYMa, HAIPABJICHUE
ANEKTPOHHOIO  JOKYMEHTa HCIOJHUTENII0, OTMETKa O TMOJYyYEHHH JOKYMEHTa
MCIIOJTHUTEJIEM, JINOO OTMETKA 00 MCIIOHEHUH.

8.3. OTBETCTBEHHBIM HCIOJIHUTEIEM MOPYYEHHUS SBISACTCA COTPYIAHHUK, YKAa3aHHBIM B
PE30JIOLNN TIEPBBIM, €CIM APYIOro HE YKa3aHO B TEKCTE MOPYYECHUS HIIM PE3OJIOLUU.
OcTanbHble COTPYIHUKH, YKa3aHHBIE B IOPYUYEHUH, SBIISIOTCS COUCTIOTHUTESIMHU.

8.4. OTBETCTBEHHBI UCIIOJIHUTEIb HECET NEPCOHAIBHYIO OTBETCTBEHHOCTh 3a
WCIIOJIHEHHE TIOPYYEeHUS B CpOK M, MO cymecTtBy. COHMCHOJHUTENM, YKa3aHHbIE B
MIOPYYEHUH, HECYT OTBETCTBEHHOCTh 3a CBOEBPEMEHHOCTH IPEICTABIICHHUS MaTE€pUAJIOB
OTBETCTBEHHOMY HCIIOJIHUTENIO B PAMKAX CBOEH KOMIIETEHIIUH.

8.5. B teuenme ogHOro pabouero AHS MOCIE MOIYYEHHS] MOPYUYEHHUS OTBETCTBEHHBIM
HCIIOJIHUTENIb MMEET NPaBO MPEACTaBUTh HAa HUMs JUPEKTOpa CIIYyKEOHYIO 3alHCKy C
MOTUBHUPOBAaHHOW MNPOCHOO 00 WM3MEHEHUH COCTaBa HCIOIHUTENICW MOpYy4YeHus, Ju0o
Ha3HAUYE€HHUH JPYroro OTBETCTBEHHOTO UCIOJHUTEIIS.

8.6. Ilpu HEOOXOIMMOCTH MPOJJIEHUSI CPOKOB HCIIOIHEHUS MOPYYEHUH OTBETCTBEHHBIN
HCIIOJIHUTEIb 00513aH /10 UCTEYEHHS CPOKA UCIIOJIHEHUS IPEICTAaBUTD CITYKEOHYIO 3aIllUCKY
Ha UMs JIUPEKTOpa C apryMEHTHUPOBAHHOW MPOCHOON O MPOAJICHUH CPOKA HCIIOIHEHHUSL.
Bormpoc 0 npojieHn cpoKa UCIIOTHEHUS TOPYUEHHS PEIIAETCs JUPEKTOPOM.

8.7. JIOKYMEHT cCUMTaeTcs HWCIOJHEHHBIM, KOIJa pEHIEHbl OKOHYAaTEIbHO BCE
MOCTaBJICHHbIE B HEM BONPOCHI M COONIOACHBI CPOKHM MCHOJHEHHUA. Bblmaua komwii
JOKYMEHTOB, CBSI3aHHBIX C pabO0TOH (11711 paOOTHUKOB TEXHUKYMA) - B TPEXAHEBHBIN CPOK.
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8.8. JIOKYMEHTBl CHMMAIOTCA C KOHTpPOJI, KOTJa PELIEHbl BCE IOCTABICHHBIE B HUX
BOIIPOCHI MJIM JaH OTBET, IO CcyliecTBY. IIpoMeXyTOUHBINM OTBET, paBHO KaK U 3a1poc I0
UCIIOIHAEMOMY JOKYMEHTY W/IM YAaCTUYHOE WCIIOJHEHUE IOPYYCHUs, HE SABIIICTCA
OCHOBAHUEM [UIs [IPU3HAHMS TOKYMEHTA UCIIOJIHEHHBIM. PellleHne o CHATUM JOKYMEHTA ¢
KOHTPOJISI IPUHUMAETCS AUPEKTOPOM TEXHUKYMA.

9. U3roroBieHne, HCMOJIb30BAHME M YYeT NevYaTeil ¥ ITaMIIoB

9.1. Ileyatn u mwTamnbl, HEOOXOAUMBIE ISl OOECIEUEHHUs MACSTENIbHOCTH TEXHUKYMA,
M3TOTABJIMBAIOTCS 110 COTJIACOBAHUIO C JUPEKTOPOM TEXHUKYMA.
9.2. B TexHUKyME UCHOJIb3YIOTCS:

- OCHOBHas (repOoBasi) rmeyath - OTTUCK OCHOBHOM MeYaTH CTaBUTCS HA JOKYMEHTax
I yIOCTOBEPEHUS UX MOJIJTMHHOCTH;

- BCIIOMOTAaTeNbHbIE (JIOMOJHUTENbHbIE) MEYaTH - OTTUCK BCIOMOTATEIbHBIX
nevyared MpOCTaBISAETCS [UIsl 3aBEPEHUS] CIPABOK, KOMHIM JOKYMEHTOB, BBIMHCOK W3
JIOKYMEHTOB, YYETHBIX JOKYMEHTOB U Jp.;

- PErUCTPALIMOHHBIE IIITAMIIBI.

9.3. OTBETCTBEHHOCTh 3a UCITOJIb30BAHUE U XPAHEHHUE M€YATEN U IITAMIIOB, I1OCIIE BbIIaYU
UX CTPYKTYPHBIM MOAPA3JCICHUSM, BO3Jaraercs Ha paOOTHHUKOB, MOJTYYHBIIMX TaKWe
NeYaTy U MITaMIIbl, IPUKA30M JUPEKTOPa TEXHUKYMA.

9.4. Tlewatn ¥ MWTaMIbl JOJHKHBI XPAHUTHCA B HAJEKHO 3aKpbIBaeMbIX ceidax WU
METAINTMYECKUX MIKadax, JOCTYN K KOTOPbIM MMeeT paOOTHMK, MOJTYUYMBIIUNA MEYaTh U
IITAMITBI ¥ OTBEYAIOIINIA 32 UX COXPAHHOCTb.

9.5. O06 yTpare mevyaTy UM IITaMIla He3aMeIUTETLHO CTABUTCS B H3BECTHOCTD TUPEKTOP
TEXHUKYMa.

9.6. Jlnst mpoBeIeHUs! TPOBEPOK COCTOSHUS yUeTa W XPaHEHUS MeYaTeil U MTaMIIOB MOTYT
CO3/1aBaThcs CrienuaibHble komuccuud. 1o pesynpTaTam MpoBEpKH COCTABIISETCS CIpaBKa
(axT), mpencramisiemMas TUPEKTOPY TEXHHUKyMa Il HPUHATUS Mep MO 00eCIeYeHHUIO
HaJJIeXKAILEro yueTa U yCJIOBUN XpaHEHUs MeyaTeil v ITaMIIoB.

[Tpu nepeBose UiIU yBOJbHEHUH PaOOTHHKA, OTBETCTBEHHOTO 32 YU€T U XpaHEHUE
nevyared W IITaMIIOB, HA3HAYAETCS KOMHUCCHUS U1l MPOBEPKHU (PAKTUUECKOTO HATUYHUS
nevyared W IITaMIoB. Pe3ynbTaThl MPOBEPKH OTPAKAIOTCA B aKTe IMpUeMa-Tiepeaadn
nevyareld M MITaMIIOB JIPYroMy paOOTHUKY, Ha3HaYEHHOMY MPHKa30M OTBETCTBEHHBIM 32
UX y4eT U XpaHEHHe, C IPUII0KEHUEM OTTUCKOB IledaTei U IITaMIIOB.

10. HomenkJatypa geJ

10.1. HomeHnknaTypa 1en - CHCTEMAaTH3UPOBAaHHBIA TIEpeYeHb HAWMEHOBAHHWM i,
3aBOJUMBIX B TEXHHMKYME, C YyKa3aHHEM CPOKOB HX XpaHEHUs, O(GOPMIICHHBIH IO
YCTaHOBJICHHOU popMme.
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10.2. OTBETCTBEHHOCTh 3a COCTAaBJICHHME HOMEHKJIATYpbl JI€ TEXHUKYMa U AapXuB
BO3JIaraeTcs Ha CIelMalICTa, HA3HAYEHHOTO IPUKA30M JUPEKTOPA TEXHUKYMA.

10.3. HoMeHknarypa JieJ1 TEXHUKYyMa COCTaBIISIeTCS [0 YCTaHOBIEHHOM (opMme.

10.4. HomenknaTypa A€l OpraHu3aluy BU3UPYETCS PYKOBOAMUTENIEM apXWBa WUIIU JIMIOM,
OTBETCTBEHHBIM 32 apXUB, IMOANUCHIBACTCS PYKOBOAUTEIEM CIYKObl WM JIMIIOM,
OTBETCTBEHHBIM 3a JOKYMEHTAI[MOHHOE OOECIeueHUE YIMpaBiICHUs, U TOCIe 0J00peHUs
2K (OK) opranuzanuu Hampapisiercs Ha coriiacoBanue ¢ JOIIK cooTBercTByrOIIEro
aApPXMWBHOTO YUYPEKIEHUS, TIOCIIE YETO YTBEPKAAETCS PYKOBOIUTEIEM OPraHU3aLUu.

10.5. Ilocne yTBepkA€HUS HOMEHKJIATYphl J€Jd  OpraHu3alid  CTPYKTYpHbIE
MO/Ipa3/IeNICHUs MOJIYy4alOT BBIMMMCKU COOTBETCTBYIOIIUX €€ Pa3/JeioB JUIsl UCTIOIb30BaHUS
B paborTe.

10.6. Homenkiatypa Jen Ha MPEACTOSIIMN KaJeHJapHbI roji COCTABIAETCS B MOCIEAHEM
KBapTaJie TEKYIIEro roja.

10.7. CornacoBanHas ¢ apXUBHBIM YUPEKJICHHEM HOMEHKJIATypa JieJ B KOHIIE KaJ0To
roJla YTOUHSETCS, YTBEPKAAETCS PYKOBOJAUTEIEM OPraHU3alMA U BBOJUTCS B JIEUCTBUE C
1 stHBaps clieyronIero KajieHJapHoro roja.

10.8. HomeHkaTypa JieJ1 COTJIACOBBIBAETCS C APXUBHBIM YUPEKICHUEM HE PEKE OJHOTO
paza B 5 ner. B ciydyae KOpeHHOro M3MeHEHUs (DYHKIMH U CTPYKTYphl OpraHu3anuu
pa3pabaTbIBaeTCsl HOBasi HOMEHKJIaTypa Aedl.

10.9. OcHoBO#l 111 onpeneneHus CTPYKTypbl HOMEHKJIATYPhl JAEN SIBISETCS CTPYKTypa
(lwratHOE pacnucaHue) opranu3anmu. Pazgenamu, nmoapasnenaMu U APYTUMH JE€JIECHUSMU
HOMEHKJIATypbl JIeJl SBISAIOTCS HAa3BaHWUs MOAPA3ACICHUA (IpUMEp: KaHUEISpHS,
OyxranTepusi, OT/ie]l KaJpOB U T.IL.).

10.10. I'padgpl HOMEHKIATyphl J€l OpraHU3alMH, €€ CTPYKTYPHBIX MOApPA3ACIICHUN
3aMoJHAIOTCS cieayomuM obOpa3oM. B rpadge 1 HOMEHKIATypbl J1el MPOCTaBISIOTCA
MHJEKChl KaXKJOro Jeljla, BKIIOYEHHOr0 B HOMEHKIaTypy. MHIEKC naena COCTOUT U3
YCTaHOBJICHHOT'O B OpraHu3aluu HU(PpoBOro 0003HAYEHUs CTPYKTYPHOTO MOApa3/IeICHUs
Y MOPSAKOBOTO HOMEpPA 3aroJioBKa Jiejia 10 HOMEHKJIAType [l B IPEJEIax CTPYKTyPHOIO
noapasnenenus. MHaekcsl nen o0o3Hayarorcs apadckumu 1ubpamu, Hanpumep, 02-03,
rae 02 - uHAeKC CTPYKTYPHOTO noapasnaeneHus, 03 - mopsaKkoBblii HOMEp 3aroJIoBKa Jieiia
0 HOMEHKJaType nen. B rpady 2 HOMEHKIATyphbl Jel BKIIOYAIOTCS 3aroJIOBKU el
(tomoB, uyacreii). Ilopsgok pacronoXeHusi 3arojioOBKOB J€1 BHYTPH pasliejioB U
MO/PA3/IeIOB HOMEHKIATYPbl JI€Jl OMNpPEAENAeTCS CTENEHbIO BaKHOCTH JOKYMEHTOB,
COCTABJSIIOLIMX JIeJIa, U MX B3aMMOCBS3bI0. BHauane pacrnosiararorcst 3aroyIoBKM JE,
coJlep KalliX OPraHU3alMOHHO-PACTIOPSAUTENBHYIO JOKYMEHTALUIO.

[Ipu 3TOM 3aroJ0BKH JI€JI, COAEPKAIMX [TOCTAHOBJICHHS U IPUKA3bl BBIIIECTOSIINX
OpraHu3alliii, pacrojaraloTcsl Mepeja 3aroJioBKaMu el C MpPUKa3aMUu PYKOBOAMTENS
opranuzauui. /lanee pacrnosiararoTcsi 3arojIoBKH JieJl, COAepPKAIIHUX MJIAHOBbIE U OTYETHBIE
JOKYMEHTBHI.
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3arooBKU i€, 3aBEJEHHBIX MO TeorpauyeckoMy U IO KOPPECTIOHAECHTCKOMY
IpU3HAKaM, BHOCSTCSI B HOMEHKJIATypy /€l 10 ajngaBuTy reorpapuyeckux Ha3BaHUN WU
KOPPECIIOHECHTOB.

3arojIoBOK Jiena JOJDKEH 4YEeTKO M B O0OOLIEHHOM (opMe OTpakaTb OCHOBHOE
CoZiepKaHUE U COCTaB JOKYMEHTOB jena. He momyckaercss ynorpeOieHHE B 3arojloBKe
7ieJia HEKOHKPETHBIX (DOPMYITHPOBOK («pa3Hble MaTepUasbl», «00Ias mepenucka» u T.11.),
a TaK)Ke BBOJHBIX CJIOB U CIIOKHBIX CHHTaKCUYECKHX 000POTOB.

3aroyioBKU JI€71 MOTYT YTOUHSTHCS B Ipoliecce (OPMUPOBAHUS U OPOPMIICHHUS €Il
CocraB 371€MEHTOB 3arojOBKa JEJa, PACIOaracMbIX B IIPUHATOW IIOCIEN0BATEIBHOCTH,
OIIPENENAETCS XapaKTepOM JOKYMEHTOB JENa.

B 3aronoBkax [men, coaepKalMxX JOKYMEHTBI IIO OJHOMY BOIIPOCY, HO HE
CBA3AHHBIX IOCJIEOBAaTEIBHOCTBIO  JIEJIONPOU3BOJICTBA, B KAuyeCTBE BHJAA JEa
yIoTpeOsieTCs] TEPMUH «JOKYMEHTBhD», @ B KOHIIE 3arojioBKa B CKOOKax yKa3bIBalOTCS
OCHOBHBIE Pa3HOBUIHOCTH JOKYMEHTOB, KOTOpbI€ IOJKHBI ObITh B jene. [lpumep:
«/IlokyMEeHTBI O IPOBEJECHUH HAYYHBIX KOH(MEPEHIHMH U CUMIO3UYMOB (TIaHBI, CIUCKH,
noknaabl)y». TepMUH «TOKYMEHTBD) TPUMEHSETCS TAaK)KE B 3aroJIOBKax JIeJ, COAEpKalluX
JOKYMEHTBl - TPWIOKEHUS K KakoMy-InOo 1okymeHTy. Ilpumep: «JlokyMeHTBI K
IIPOTOKOJIAM 3aCeaHusl KOJUIETUH MUHUCTEPCTBAY.

3aroyoBKM JIeJl 110 BONPOCaM, HE Pa3pelIeHHbIM B TEUEHHUE OJITHOTO TOAa, SBIIIOTCS
«MEePEeXONAIIMMI» U BHOCATCS B HOMEHKJIATYPY J€] OPraHU3aluy CIEAYIOLIEro roja c
TEeM e HHJEeKcoM. Ecnmu neno OyAeTr cocToATh U3 HECKOJbKMX TOMOB WJIM 4YacTeH, TO
COCTaBJIsieTCsl OOLIMM 3arojJioBOK Jeja, a 3aTeéM IpH HEOOXOAMMOCTH COCTaBJISIOTCS
3aroJIOBKH KayKA0ro ToMma (4acTh), yTOUHSIOLIUE COAEpKaHUE 3aroJIoBKa Jea.

B rpage 3 HoMeHKnaTyphl €N yKa3bIBaeTCA KOJIMYECTBO /i€ (TOMOB, yactei). OHa
3aI0JIHAETCS 110 OKOHYAHNUN KAJIEHJAPHOTO ro/Ia.

B rpade 4 yxa3pIBalOTCS CpPOK XpaHEHHUs JieJla, HOMEpa CTareld IO MEpPEHHI0
(TUIIOBOMY, BEJOMCTBEHHOMY), a MpPU €ro OTCYTCTBHHM - IO THUIOBOM MM MPUMEPHOM
HOMEHKJIaType nen. llpu BKIIFOUEHHH B HOMEHKIIATYpPY 3aroJIOBKOB, JOKYMEHTOB, CPOK
XpaHEHHUsI KOTOPBIX HE NPEIYCMOTPEH THUIIOBBIM WM BEIOMCTBEHHBIM IEPEYHAMHU
JIOKYMEHTOB, CPOK MX XpaHeHus ycrtaHaBiuBaercs OIIK cooTBeTCTBYIOLIEro apXWBHOIO
yupexaeHus no npeacrasienuto apxusa u LIOK (OK) opranuzanumu.

B rpade 5 «IlpuMeuanue» B TEUEHHE BCEro CpOKa ACHCTBUS HOMEHKJIATYPbI
IIPOCTABJISIFOTCS OTMETKM O 3aBEACHUU 1N, O MEPEXOAAIMX AeiaxX, O BBIAEICHUU JIEN K
YHUUTOXEHUIO, O Mepeade 1l B APYTYI0 OPTaHU3ALUIO IS IPOJOJKEHUS U JIp.

9.11. Tlo oOKOHYaHMM [JEJIONPOU3BOACTBEHHOIO TroJa B KOHLE HOMEHKJIATYphl Jell
3aMEHSIeTCSd MTOroBasl 3alKMch O KOJMYECTBE 3aBENCHHBIX el (TOMOB), OTIEIbHO
MOCTOSIHHOT'O U BPEMEHHOT'O XpAHEHHUSI.

CBenenns, coaeprKalnecss B UTONOBOM 3allMCH HOMEHKJIATYyphl J1€]l OpraHu3aluu, B

00s13aTeIbHOM NOPSAAKE COOOLIAIOTCS apXUBHOMY YUPEKIEHHIO, O YEM B HOMEHKJIATYype
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Jel TPOCTABISIETCS OTMETKA C yKa3aHWEM JIOJDKHOCTH JIMIlA, CAEJABIIETO OTMETKY, U
pactippOBKHU €ro MOAMKCH.

11. ®opmupoBanue aeia. Opopmienue aeJ.
Ilepenaua nes Ha apX¥MBHOE XpPaHEHHUE

11.1. ®opmupoBaHueM €1 Ha3bIBAECTCSA TPYNINUPOBKA UCTIOJTHEHHBIX JOKYMEHTOB B Jiefia
B COOTBETCTBHHM C HOMEHKJIATypoiul aen. B neno momemaroTcst JOKYMEHThI, KOTOpbIE 1O
CBOEMY COJEpP>KaHHUIO COOTBETCTBYIOT 3aroJIOBKYy Jejla, MpU OTOM 3alpeliaercs
rpynnupoBaTh B JieJa YEPHOBbIE U AYOJEeTHbIE SK3EeMIUIAPbl JIOKYMEHTOB (3a
HCKIIFOUEHHEM 0C000 IIEHHBIX), a TAKKE TOKYMEHTBHI, MOJJIeKAallle BO3BPATY.

11.2. lena ¢popMupyroTcs CTPYKTYPHBIMHU MOJpa3ACICHUSIMH (JUIAMH, OTBETCTBEHHBIMU
3a  JIETONPOU3BOJCTBO), TOJ HEMOCPEJACTBEHHBIM METOAHYECKHM PYKOBOJCTBOM
JOKYMEHTOBE/a, a MpH HEOOXOIUMOCTH - U COOTBETCTBYIOLIETO TOCYJAapCTBEHHOI'O
apxuBa.

11.3. Ilpu dQopmupoBaHun €1 HEOOXOJUMO COOJIOAATh CICAYIOIIME OCHOBHBIC
TpeOoBaHUS:

- JOKYMEHTHI TTOCTOSTHHOTO W BPEMEHHOTO XpaHEeHHsI He0OX0IMMO TPpyNIHUpPOBaThH B
OTJICNbHBIE JIeTIa;

- BKJIIOYATH B JIEJIO 110 OJJHOMY 3K3EMILISIPY KaXkI0Tr0 JOKYMEHTA,

- TPYIIIIUPOBATH B JIEJIO JOKYMEHTHI OJTHOTO KaJICHIApHOTO TO/1a;

- UCKJIFOUEHHUE COCTABJISIOT: JIMYHBIE JIeIa, KOTOPbIEe (POPMUPYIOTCS B TEUEHHE BCETO
nepuojia padboTel (yueObl) TaHHOTO JHIa B TEXHUKYME;

- TOKYMEHTBI, KOTOpbIE (POPMUPYIOTCA 32 YUEOHBIN TOJT;

- JIeJI0 IOJIKHO cojiepKaTh He Oosee 250 MMCTOB, MpH TOJIIUMHE HE Oosiee 4 CM.

- MPOBEPATh HAIWYNE HEOOXOAWMBIX MOMANUCEH, BU3, JaT, HOMEPOB, OTMETOK 00
VCIIOJTHEHUH, 3aBEPUTEIbHBIX MOAMUCEN U T.1.

- YAQIIATh U3 JIe]T METAJUIMYECKUE CKPETUICHHUS;

- IOKYMEHTHI BHYTPH JIeJia pacrojiaraTh CBEpXy BHU3 B XPOHOJOTHYECKOM MOPSIJIKE,
0 JJaTaM COCTAaBJICHHS WUJIU TOJTYUICHUS;

- TOKYMEHTBI-OTBETHI TOMEIIATh 32 3alPOCaMHU.

11.4. BuyTpu nena JOKYMEHTHI JOJKHBI OBITh PACHOJIOKEHBI TaK, YTOObI OHHU MO CBOEMY
COJICP)KAHUIO TIOCJIEIOBATEIbHO OCBEIAIN  OMpeiesieHHbIe BOMpochl. [Ipum 3TOM
JOKYMEHTBl pacrojiaralorcs B XPOHOJOTHYECKOM TMOpsiKe (BXOHALIUME - IO JlaTaM
MOCTYIJICHU S, UCXOJISIITUE - [10 JaTaM OTIIPaBICHUS).

[Ipunoxxenus K JOKyMEHTaM, HE3aBUCUMO OT JaThl WX YTBEPXKICHUS WU
COCTaBJICHUSI, IPUCOEIUHSAIOTCS K IOKYMEHTaM, K KOTOPbIM OHU OTHOCSTCS. [Ipumnoxenus
o0BbemMoM cBbIme 250 JIMCTOB COCTABNISIOT OTACIBHBIA TOM, O YeM B JJOKYMEHTE JIeTacTCs
OTMETKaA.
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11.5. PacnopsinutenbHble JOKYMEHTHI TPYNIUPYIOTCS B J€jia MO BUJIAM U XPOHOJOTHH C
OTHOCSAIIMMUCS K HUM MPUITIOKESHUSIMU:

- YCTaBbl, TIOJIO)KCHUS, HMHCTPYKLIMH, YTBEPKACHHbIE PaCHOpAIUTEIbHBIMU
JOKYMEHTaMHU, SBJISIFOTCS MPUJIOKEHUSIMU K HUM U TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMU
NOKyMeHTamMu. Eciu ke OHM YTBEP>K/I€HBI B KaU€CTBE CaMOCTOSITEILHOIO JIOKYMEHTA, TO
UX TPYIIUPYIOT B OTJIENIbHBIC JIET1a;

- TIpUKa3bl 10 OCHOBHOU JEATEIIbHOCTH TPYIIHUPYIOTCS OTIAEIBHO OT MPHUKA30B IO
JUYHOMY COCTaBY;

- MpUKa3bl MO JUYHOMY COCTaBy TIpPYNIHUPYIOTCS B Je€jda B COOTBETCTBUHU C
YCTAHOBJICHHBIMM CpOKaMH uX XpaHeHus. llenecooOpazHo mnpu OosbInX oObeMax
JOKYMEHTOB TNpPHMKa3bl [0 JMYHOMY COCTaBy, Kacalolluecs pa3InyHbIX CTOPOH
NeATEeNPHOCTH OpraHm3anuu (mpueM Ha paboTy, YBOJBHEHHE U TEepeMElIcHHE,
KOMaHAUPOBKHU U T.[1.), [PYIIIUPOBATH B OTJIEIbHbIC J€Ta;

- TOPYYEHHUS BBIIIECTOSIIUX OpPTraHU3alMii W JIOKYMEHThl MO HUX HCIOJHEHUIO
TPYHIUPYIOTCS B Ji€Ia IO HAITPABICHUSIM €S TEIbHOCTH OpraHU3allly;

- YTBEP’XKJICHHBIC IUIaHbI, OTYEThI, CMEThI, JTUMUTHI, TUTYJIbHBIC CIUCKH U JAPYTHE
JOKYMEHTBI TPYIIUPYIOTCS OTACIBHO OT UX MPOEKTOB;

- JIOKyMEHTHI B JIMYHBIX J€JIaX PacrojliaraloTcsi B XPOHOJIOTHYECKOM TMOPSJIKE IO
Mepe UX MOCTYIICHUS;

- JINIIEBBIC cueTa paboyuxX M CIyXalluX MO 3apaO0THOW IUiaTe TPYNIUPYIOTCS B
OTJIETIbHBIC JIeTIa ¥ PACIIOaraloTcs B HUX M0 an(aBuTy (paMuiImii;

- IPEITIO’KEHUSI, 3asBIICHUS U KAJIOOBI TPaXK/IaH 1O BOMPOcaM pabOThl OpraHU3aAINH
U BCE JOKYMEHTHI MO WX PACCMOTPEHHMIO M WCIOJHEHHUIO TPYIIUPYIOTCS OTIAEIBHO OT
3asBJICHUM TpakJiaH 1o JIMYHBIM BOMIPOCAM;

- M[epenucka TpyNmupyercs, Kak MpaBWio, 3a KaJlGHJapHbIH TOI U
CHUCTEMAaTU3UPYETCSd B  XPOHOJOTMYECKOM  MOCIEN0BATEIbHOCTH, JOKYMEHT-OTBET
MOMeEIIAeTcs 32 JOKYMEHTOM-3aIIPOCOM.

[Ipn BO30OHOBJIECHHM TEPENMHUCKU IO OMPEEICHHOMY BOIPOCY, HauyaBIIEHCS B
MPEABIAYIIEM IOy, JOKYMEHTHI BKJIIOYAIOTCS B JEJNO TEKYLIEro roja € YKa3aHueM
MHJIEKCa Jiesa MPEebIIyIIero rojaa.

11.6. B 3aBucMMOCTH OT CpPOKOB XpPAHEHHUS MNPOBOAUTCS TMOJHOE WJIM YACTUYHOE
odopmiIeHUE JET.

11.7. ITonnomMy odopMIIEHHUIO TTOIEXKAT Jieja MOCTOSHHOT0, BpeMeHHOro (cBbiiie 10 set)
XPaHEHU U 110 JUYHOMY COCTaBY.

[TonHOE OpopMITEHME AEIT TTPEAYCMAaTPUBACT:

- MOJILIMBKY WJIM MEPEIUIET JIEIa;

- HyMepauuto JUCTOB JIENIa;

- COCTaBJIEHUE JINCTA-3aBEPUTEIS;

- COCTaBJICHUE, B HEOOXOIUMBIX CIy4dasiX, BHyTPEHHEN OMUCH JOKYMEHTOB;
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- BHECEHHE HEOOXOAUMBIX YTOUHEHHUW B PEKBU3UTHI OOJOXKKH Jena (yTOUYHEHHUE
Ha3BaHUSl OPraHU3alMHU, PETUCTPALIMOHHOTO UHEKCA JieNla, KpalHUX J1aT Jielia, 3arojoBKa
nena).

11.8. Hena BpemenHoro (10 10 jeT BKIIOUMUTENBHO) XPAHEHHS IMOJJIEKAT YaCTUUHOMY
0 OpMIIEHHIO: TOMYCKAETCA HE MPOBOAUTH CUCTEMATHU3AIMIO JOKYMEHTOB B JI€J€, JTUCThHI
JieJIa HE HyMEPOBaTh, 3aBEPUTEIIbHBIE HAJIIUCH HE COCTABIIATD.

11.9. JIokyMeHTbI, COCTaBIISIOIIME J€7a, MOJUIMBAIOTCS HAa S5 MPOKOJIOB B TBEPAYIO
00JIOXKKY M3 KapTOHA WIM MEPEeIIeTaloTCsl ¢ YYeTOM BO3MOXKHOCTH CBOOOJHOTO UTEHUS
TEKCTa BCEX JOKYMEHTOB, JaT, BU3 M pe3ojouuid Ha HuUX. [Ipu moaroroBke nen kK
MOIIMBKE (MEPeIIeTy) METANIMUYECKUE CKperuieHus (OyIaBKu, CKPENKH) U3 JTOKYMEHTOB
YAAIAIOTCS.

11.10. [lena moCTOSSHHOTO XpaHEHHUsS, COCTOSIIME M3 0CO00 IIEHHBIX JOKYMEHTOB WIIU
He(hOpMaTHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITHIX TBEP/IBIX MAaINKaX ¢ TPEMs KJIallaHAMH C
3aBsI3KaMU WJIM B KOPOOKax.

11.11. Ilpn Hamuuyuu B Jnelie HEBOCTPEOOBAHHBIX JMYHBIX JIOKYMEHTOB (YIOCTOBEpEHUMN
JUYHOCTH, TPYAOBBIX KHUXKEK, BOCHHBIX OWJIETOB) 3TH JOKYMEHTBHI BKJIQJbIBAIOTCS B
KOHBEpT, KOTOPBIA NoAamuBaercsd B aeno. [Ipy Hamuyuu OGOJIbLIIOTO KOJWYECTBA TAKUX
JOKYMEHTOB MOCIEAHUE M3bIMAIOTCA W3 JIeJl M Ha HUX COCTABIISIETCS OTJEIbHAsl OMKCH.
11.12. B xoHIIe Ka)X70T0 Jieia TIOAIMUBAETCS YUCThIN OJIaHK JINCTa-3aBEPUTEIS, a B HAYaJIe
aena (I1sl yuera 0co00 IEHHBIX JOKYMEHTOB) - OJIaHK BHYTPEHHEH OIUCH JTOKyMEHTOB
nena.

11.13. B mensx oOecnedeHHs COXPAHHOCTH W 3aKPEIUICHUS TMOPSIKA PACIIOIOKEHUS
JOKYMEHTOB, BKJIIOYEHHBIX B JIEJI0, BCE JIMCTBI ATOr0 Jieja (KpoMe JMCTa-3aBEpUTENs U
BHYTPEHHEW OMKCH) HYMEPYIOTCS apaOCKuMH IudpamMu BaJIOBOM Hymepalueil B MpaBoM
BEPXHEM YIJIy JHUCTa MPOCTHIM KapaHAAIlOM WM HyMepaTopoM. JIMCThl BHyTpeHHEH
OMKCH IOKYMEHTOB JIeJIa HyMEPYIOTCS OTJEIBHO.

11.14. Jluctel nen, COCTOSAIIMX M3 HECKOJbKUX TOMOB WJIM YacTei, HyMEpYyHTCS IO
KKJIOMY TOMY HJIM IO KaXA0W YaCTH OTIENBHO.

11.15. ®ororpadum, yepTexku, AUArpaMMbl U JAPYTUE WIUTFOCTPATUBHBIC JOKYMEHTHI,
MPEACTABISIIONIME CAMOCTOSITENbHBINA JIUCT B JI€JIe, HYMEPYIOTCS Ha OOOPOTHOM CTOpPOHE
Ha BEpXHEM I10JI€ JIKCTA.

11.16. Cnoxennblii nuct (popmara A3, A2) pa3BopauyuBaeTcs U HyMepyeTcsl B MpPaBOr
4acTH BepxHero nosis jucta. [Ipu sTom nuct mobdoro ¢popmara, moAMIMTHINA 3a OUH Kpaii,
HyMepyeTCs KaK OJIMH JIUCT; JIUCT, CJIOKCHHBIM M NOAIIMTHIN 332 CEpeuHY, MOIJIEKHUT
MIEPEIINBKE U HyMEPYETCs KaK OJMH JIUCT.

11.17. Jluct c Harayxo HaKJIEEHHBIMH JOKyMeHTamu (¢ororpadusiMu, BBIPE3KAMH,
BBIITMCKAMH U T.I.) HyMEpYyeTcsl KaK OJIMH JIUCT. Eclii K TOKYMEHTY MOJKJIEEHbl OJHUM
KpaeM Jpyrue JIOKYMEHTbI (BCTaBKHM TEKCTa, MEPEBOJAbI, BBIPE3KU U T.M.), TO KaKIbIHA
JOKYMEHT HyMEpYETCs OTJIEIbHO.
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11.18. IlogmmTeie B J€10 KOHBEPTHI C BIOKEHHSAMU HYMEPYIOTCS; IPU 3TOM BHayale
HYMEpYyeTCsl caM KOHBEPT, a 3aT€M OuYepeIHbIM HOMEPOM KaXk/10€ BIOKEHHE B KOHBEPTE.
11.19. TloamuTeie B A€NO AOKYMEHTBI C COOCTBEHHOW Hymepalued JUCTOB (BKJIOYAs
neyaTHble W3/IaHMUs) MOTYT HYMEpOBaTbCs B OOIIEM TMOPSAKE WM COXPaHATh
COOCTBEHHYIO HYMEpAIIUIO, €CJIM OHa COOTBETCTBYET TMOPSIKY PACIOJOKECHHS JINCTOB B
nee.
11.20. B ciyvasx oOHapykeHHsI OOJBIIOTO YMcia OMMUOOK B HyMEpalluu JIMCTOB Jeia
MPOBOAUTCSA UX mepeHyMmepaius. I[lpu mnepeHymepanuud JIUCTOB CTapble HOMEpa
3aUEpPKUBAIOTCA W PSAJIOM CTaBUTCS HOBBIM HOMEp JIMCTA; B KOHIE JieJla COCTaBIIAETCS
HOBBII JIMCT-3aBEpUTENb, IPU OSTOM CTapblii JIMCT-3aBEPUTENIb 3aYEPKUBAETCS, HO
coxpansiercs B gene. IIpu HanuMuuu OTIEIBHBIX OMIMOOK B HyMEpallUud JIUCTOB B Jeiax
MIpU MOATOTOBKE MX apXMBOM OPraHU3alMM K MEepeadye Ha rocyJAapCTBEHHOE XpaHEHUE
JIOITYCKAETCs M0 COTJIACOBAHUIO C TOCY/IapCTBEHHBIM apXMBOM YIOTPEOJICHUE JTUTEPHBIX
HOMEPOB JIUCTOB.
11.21. JIuct-3aBepuUTeNh COCTABJISIETCS B JieJie HAa OTJCIBbHOM JIUCTE, B KHHMTax - Ha
000pPOTHOM CTOPOHE MOCJEAHEr0 YUCTOrO JIUCTA, B KaPTOTEKax - Ha OTACIHHOM YHUCTOM
nucte ¢dopmara KapTouku. JlucT-3aBepuTenb Jella COCTaBISETCS IO YCTaHOBJICHHOM
dbopme, B KOTOpOH yKa3bIBalOTCS HUPpPaMU U MPOIMUCHI0 KOJIMYECTBO MPOHYMEPOBAHHBIX
JUCTOB JieJla, KOJHMYECTBO JIMCTOB BHYTPEHHEH OMHCH, OTOBApUBAIOTCS OCOOCHHOCTH
HyMepalul HOMEPOB Jiefia (HaJInuue JUTEPHBIX HOMEPOB JieJia, MPONYIIEHHBIX HOMEPOB,
HOMEPOB JINCTOB C HakKJieeHHBIMHU (hoTOorpadusMu, HOMEPOB KpyMmHOGOPMATHBIX JHCTOB,
KOHBEPTOB C BJOXKECHUSIMH M KOJHMYECTBO BIJIOKEHHBIX B HHX JIMCTOB), a TaKke
YKa3bIBa€TCSl HAJIMYKME B JIeJie TUIMOTPAPCKUX SK3EMIUISIPOB OpOIIIOP € KOJUYECTBOM
JIUCTOB B HUX, €CJIU OHU HE ObUIM OTMEYEHBI B OOIIIEH BAJIOBOW HyMEpalluu B JeIie.

Jluct-3aBepuTenps Jena MOANMUCHIBAETCS €ro cocraButeneM. Bce mocnemyroniue
W3MEHEHHS B COCTaB€ M COCTOSHUM Jiefla (TOBpPEXKACHUS, 3aMeHa MOJIMHHBIX
JIOKYMEHTOB) OTMEUAIOTCS B JINCTE-3aBEPUTEIIE CO CCHUIKOM HA COOTBETCTBYIOIINM aKT.

3anpeniaercs BHIHOCUTH JIMCT-3aBEPUTENh HA OOJIOKKY JeJia UM YUCTBIA 000pOT
JIMCTA MOCIETHETO IOKYMEHTA.

Ecnmu peno moammro wunum meperieTeHo Oe3 OJlaHKa JIMCTa-3aBEpPUTENS, OH
HaKJICMBAETCS 32 BEPXHIOIO YaCTh JINCTA HA BHYTPEHHEH CTOPOHE OOJI0XKKH Jiea.
11.22. BHyTpeHHSII ONMCh JTOKYMEHTOB JI€JIa COCTAaBIISIETCS [JIsl y4yeTa JIOKYMEHTOB
MOCTOSIHHOTO W BpeMeHHOro (cBeimie 10 JeT) XpaHEHUs, y4eT KOTOPBIX BBI3BIBACTCS
cnenu@UKoN JTaHHOM TOKyMeHTaluu (0co00 IeHHbIE, TUYHbIC, CY/IeOHbIC, CICICTBCHHBIC
Jena W T.J.), a TaKXKe JJIs ydeTa el MOCTOSIHHOTO M BpeMeHHOTro (cBbimie 10 JeT)
XpaHeHusi, COPMUPOBAHHBIX MO PA3HOBUIAHOCTAM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX HE
PaCKpbIBAIOT KOHKPETHOE COJICP’KaHKUE TOKYMEHTA.

BHyTpeHHss onmuch COCTaBIISIETCSl HA OTAEJIBHOM JIMCTE M0 yCTaHOBJIEHHOU (hopme,
B KOTOPOW COJIepkKaTCid CBEICHUS O TOPSIAKOBBIX HOMEpax JJOKYMEHTOB Jiefla, HX
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MHJIEKCAX, JaTaxX, 3arojoBKax M HOMepax JucToB Jena. K BHyTpeHHEH omnucu
COCTABJISIETCSl MTOTrOBasl 3aluCh, B KOTOPOM YyKa3bIBalOTCA IUGpaMU U MPOMHUCHIO
KOJIMYECTBO BKJIOUEHHBIX B HEE IOKYMEHTOB U KOJMYECTBO JUCTOB BHYTPEHHEH OMHCH.
BHyTpeHHSs OMUCh TOANKUCHIBAETCS €€ COCTAaBUTEIIEM.

Ecmm neno mepemnereHo winum  mommmto Oe3 OnaHKa BHYTPEHHEW OMHUCH
JIOKyMEHTOB, TO COCTaBJICHHAs IO YCTAHOBJIEHHOW (opMEe OMUCh TOJKICUBACTCS K
BHYTPEHHEH CTOPOHE JINLIEBOM OOI0KKH Aea.

N3MeHneHust coctaBa IOKYMEHTOB Jena (U3bsTUS, BKIIOUCHUS! JOKYMEHTOB, 3aMEHa

UX KONMUAMM M T.a.) oOTpaxawTcsi B rpade «lIpumedyanus» co ccbUIikamMu Ha
COOTBETCTBYIOIINE aKThl. [Ipr HEOOXOAMMOCTH COCTaBISETCS HOBask MTOrOBas 3alUCh K
BHYTPEHHEH OINKCH U 3aBEpUTEIbHAS HAIUCH Jea.
11.23. O6noxka jAena MOCTOSHHOTO, BpeMeHHoro (cBbime 10 JeT) XpaHeHuss U 1O
JUYHOMY COCTaBY COCTaBJISIETCS U OQOPMIISETCS MO YCTAaHOBJICHHOW (opme, B KOTOPOI
YKa3bIBAIOTCS HAMMEHOBAHUE OpPTaHU3allUU, CTPYKTYPHOTO MOApa3AeiIeHNs, MHACKC Jiena,
apXWBHBIA QD Jena, HoMep Jena (ToMa, 4acTh) 1Mo TOJOBOMY pa3zeily CBOJHOMN ONMUCH
JIeJ1, 3aroJIOBOK Jea.

Ha o0050kKe Jei1 MOCTOSHHOTO XpaHEHWs MpeaycMaTpUBaeTCs MECTO JUIs
HaMEHOBAaHMSI TOCYJApCTBEHHOIO apXWBa, B KOTOPBIA Jejla OpraHu3aiuu OyayT
MPUHSATHI, 0003HAYECHHSI KOJIOB TOCYJAPCTBEHHOTO apXMBa U OpTraHU3AIIHH.

[Ipn u3MeHeHWrM HAMMEHOBAHUS OpraHW3alud (CTPYKTYPHOTO MOApAa3NIeNieHUs) B
TE€YEHHUE TIEPHOJIa, OXBATHIBAEMOTO IOKYMEHTAMU Jieja, WK TP Tiepeiaye Jesia B APyTyIo
opraHuzanuio (B Jpyroe CTPyKTypHOE MOApa3/eiieHrne) Ha OOJIOKKE Jena yKa3bIBaeTCs
HOBOE HaMEHOBAHME HTOW OpraHU3allUy WM OpraHU3alMKU-IPABONIPEEMHUKA, a IPEKHEE
HAaVMEHOBAaHME OpraHu3aluu (CTPYKTYPHOIO MOAPA3/ICIICHUS) 3aKI0YAETCs B CKOOKHU.

3aroioBoK Jena Ha OOJIOKKE Jel TMEePEHOCUTCS U3 HOMEHKIATyphl el
OpraHu3alyu, COTJIACOBAHHOM € YKCIEPTHO-TTPOBEPOUYHON KOMUCCHUEN COOTBETCTBYIOIIETO
apXMWBHOTO yupexacHHs. B HEOOXOIMMBIX ClIydasX B 3aroJIOBOK BHOCATCS yTOYHEHUS
(HOMEpa mpUKa30B, TPOTOKOJIOB U JIP.).

B tex cimyuasx, Korjaa J1eJ0 COCTOMT M3 HECKOJIbKMX TOMOB (YacTeil), Ha OOJIOKKY
Ka)XJI0ro ToMa (4acTH) BBIHOCUTCS OOIIMI 3aroJIOBOK Jiejla U 3arojOBOK KaXKJIOr0 TOMa
(dactn).

B 3aronoBkax nen, coaepikamiux KOMUu JOKYMEHTOB, YKa3bIBACTCS UX KOMUHWHOCTD.
[loaIMHHOCTH JOKYMEHTOB Jl€la B 3arojioBKe He oroBapuBaercs. Ha oOrioxke nena
YKa3bIBAIOTCA apaOCKUMU IudpaMu KpaifHUE JaThl Jiena - rof(bl) 3aBeICHHS] U OKOHYAHUS
nena.

Ecnu B 1emo BKIIFOYEHBI TOKYMEHTHI (ITPUJIOKEHUS U T.11.), 1aThl KOTOPHIX BBIXOJST
3a KpallHUE AaThl JieJia, TO MOJ JaTaMHU Jejla C HOBOM CTPOYKH JesiaeTcs 00 3TOM 3aIHCh:
«B JI€JIe UMEIOTCS JOKYMEHTHI 32 ... TOJI(BI)».
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JlaThl nema MOTYT HE YKa3bIBaThCS Ha OOJIOKKE JIEJI, COMEPIKAIINUX TOAOBBIC TIIIAHBI
U OTYETHhI, TaK KaK OHM OTPAXKAIOTCS B 3arojioBkax jaei. KpailHumu patamu Jei,
coAepkKalliX OPraHU3alMOHHO-PACTIOPAIUTEIBHYIO, TBOPUECKYIO U HHYIO TOKYMEHTALIUIO
(IPOTOKOJIBI, CTEHOTPAMMBI, TTUCbMa, JIOKJIAJbl U T. [I.), JUIsl KOTOPBIX TOYHAs JIaTUPOBKA
MMEEeT BaXHOE 3HAYCHHUE, a TaKXKe JeJl, COCTOSIIUX M3 HECKOJBKMX TOMOB (YacTei),
MPOCTABIIAIOTCS KpailHUuEe JaThl JOKYMEHTOB Jieia, T.€. aThl PErUCTpalluu (COCTaBICHUS )
CaMOr0 PaHHETO U CAMOTO MO3JHETO JOKYMEHTOB, BKIIFOUEHHBIX B JIEJIO.

Ecnu nenoM siBisieTcst )KypHaJl PETUCTPALMU MPUKA30B, PACIOPSIKEHUN U T.II., TO
naTou nena OyayT TOYHBIC KaJeHAapHbIC JaThl IEPBOM M MOCJIEIHEH 3amucel B KypHae.
Kpalinumu paramu  fena, CoAepiKamlero MPOTOKOJbl 3aCeJaHUM, SIBJISIIOTCS  J1aThl
YTBEPKIEHUsI (1711 TOKYMEHTOB, KOTOpPbI€ YTBEPHKAAIOTCS) WM COCTaBJIEHUS MEPBOTO U
MOCJIETHETO MPOTOKOJIOB, COCTABIISIIOIINX JIEJIO.

KpaitHumu natamu TUYHOTO Aena SABISIOTCSA 1aThl HOANMCAHUS IPUKA3a O IPUEME U
YBOJIBHEHHH JIMLIA, HA KOTOPOE 3TO JIEJIO 3aBEICHO.

OO0s3aTeIbHBIMIA PEKBHU3UTAMH OOJIOKKH JIeJIa SBIISIIOTCS KOJWYECTBO JIMCTOB B
Jiefie, KOTOpOEe MPOCTABISICTCS Ha OCHOBAaHWM 3aBEPUTEIBHOW HAINWCHU Ji€jia, U CPOKHU
XpaHeHus jeiia (Ha JejiaX MOCTOSHHOTO XPaHCHHS IMUIICTCS: « XPAHUTD IMTOCTOSHHOY).

12. OnepaTuBHOE XpaHeHHE JOKYMEHTOB

12.1. C MoMeHTa co3aaHus (TOJy4deHHUs) U JO0 Tepelladyd B apXUB WM YHUYTOKCHHS
JOKYMEHTBI XPAHSITCS B CTPYKTYPHBIX TOJIpa3/ICICHUSX TEXHUKYMA.

12.2. PykoBoIUTENU CTPYKTYPHBIX MOAPA3EIECHUNA W COTPYAHUKU, OTBETCTBEHHBIE 32
JOKYMEHTALMIO, HECYT MEPCOHAIBbHYIO0 OTBETCTBEHHOCTD 33 COXPAHHOCTb, HAXOIAILUXCS Y
HUX CIIy’>kKeOHBIX JTOKYMEHTOB U Jiei. B ciydae ux yTparbl pabOTHUK 0053aH HEMEIJICHHO
JOJIOKUTh HEMIOCPEACTBEHHOMY PYKOBOJIUTENIO U JJOKYMEHTOBELY.

12.3. JIOKyMEHTbl JOJKHBI HaxXxOAUTCS B pabouMx KaOMHETaX WM B CHEHHUAIbHO
OTBEACHHBIX JIJISl ATOM LEIM MOMENICHUSX, PACIOIaraloTcsl B 3amuparomumxcs mkadax u
CTOJIaX, 00ECMEeYMBAIOIINUX IMOJHYIO COXPAaHHOCTh JOKYMEHTOB. [[ns ydera u ObICTpOro
nmoucka Jena B 1mKadax pacroyiaraloTcsi BEPTUKAIBHO, KOpPEUIKAMH  HapyxKy.
[TocnenoBaTeabHOCTh PACHOIOKEHUS €N JOKHA COOTBETCTBOBATH MTOCIIEI0BATEILHOCTH
pPacnoJIOKEHUS 3ar0JOBKOB JIeJl B HOMEHKIIaType. Ha kopenike kaxaoro fena yKa3blBarOT
€ro MHAEKC B COOTBETCTBUM C HOMEHKJIATypou Aes. HomeHkaTypa Aesl Wik BBIHCKA U3
Hee MOMEIIAETCsl Ha BHYTPEHHEN CTOpoHe miKada.

12.4. Beigaua J1e1 CTOPOHHUM OPTaHMU3ALMUSAM MPOUZBOIAUTCS C Pa3pPEUICHUS TUPEKTOpa
TexHukyMa. Ha BbIIaHHOE J1€710 3aBOJIUTCA KapTa - 3aMECTUTENb Jea.

12.5. U3bsiTHE AOKYMEHTOB W3 JeJ, MOJJIeKAllUX Iepenadye B apXHB, JIONMYCKAETCsS B
WCKIIFOUATENIBHBIX CIIy4YasXx M IPOU3BOAMTCS C PA3pELICHHs] JUPEKTOpAa TEXHHKyMma C
OCTABJICHHMEM B JI€JI€ 3aBEPEHHOM KONMM JIOKYMEHTa M COCTaBJIIEHHEM aKTa O BbLaaue
MO/VIMHHUKA C OOBSICHEHUEM IIPUYMH BBIJIAYH.
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13. DkcnepTH3a HEHHOCTH JOKYMEHTOB

13.1. DkcnepTr3a LIEHHOCTH JAOKYMEHTOB - 3TO HM3y4YE€HHE JOKYMEHTOB HAa OCHOBaHUU
KPUTEPHUEB UX LIEHHOCTU B LIEJISAX OMPEJEICHUSI CPOKOB XPAHEHUsI JTOKYMEHTOB M 0TOOpa
UX Ha XpaHeHue. J[Ji1 opraHuzanyu M MPOBEICHUS SKCIEPTU3bI IIEHHOCTENW JOKYMEHTOB
MPUKA30M JUPEKTOPA TEXHUKYMa CO3Ja€TCs SKCIIEPTHAS KOMUCCHSI.

13.2. DOkcneprr3a HEHHOCTH TOKYMEHTOB ITOCTOSIHHOTO M BPEMEHHOI'O CPOKOB XPaHEHUS
OCYUIECTBJISIETCS ~ €XEroJHo  paOOTHUKAMHM  OTBETCTBEHHbIMM  3a  BEJICHUE
JETONPOU3BOCTBA B TEXHUKYME COBMECTHO ¢ JK.

13.3. Tlpu nipoBeeHUM SKCHEPTU3BI IIEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS OTOOP Jel
MIOCTOSIHHOTO U BpeMeHHOro (cBbiiie 10 jieT) cpokoB XpaHEHUs ISl Mepeaydl B apXuB;
BBIJICTICHHE K YHHYTOXXEHHUIO Jed 3a MPEAbIAYyIIUME TOJbl, CPOKHU XPAHEHUS KOTOPBIX
HCTEKJIN.

13.4. Tlo pe3yabraraM SKCHEPTU3bI IIEHHOCTU JIOKYMEHTOB COCTABJISIFOTCS OMUCH el
MTOCTOSIHHOTO, BpeMEeHHOr0 (cBbilIe 10 JIeT) CPOKOB XpaHEHHs, JeJ [0 JIMYHOMY COCTaBy, a
TaKXe aKThl O BBIJICJICHUU K YHUUTOKEHUIO JIeJI, HE MOICKAIINX XPaHEHHUIO.

13.5. Kareropuueckn 3ampemiaeTcss YHHYTOXKAThb JOKYMEHTBI, MHUHYS DKCIEPTHYIO
KOMHCCHIO TEXHUKYMa.
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[Tpunoxenue 1

T'ocyoapcmeennoe agmonommnoe npogeccuonanvroe odpazosamenbnoe yupexicoeHue
Twmenckoit oonacmu
«TIOMEHCKMH TeXHUKYM CTPOMTEIbHOU HHAYCTPUU
U FOPOJICKOr0 X03HCTBA)
(FATIOY TO «TTCHU u I'X»)

IIPUKA3

00.00.0000 r. Ne 00

r. TromMmeHb

(naumenosanue npukasa)

B nensx (cormacHo..., Ha OCHOBAaHHUM... U T.1.)

ITPUKA3BIBAIO:

1. ...
2. KoHTpoub 32 UCIIOJHEHHEM MIPUKA3a OCTABIIAIO 32 COOOM (BO3JIOKUTH HA ...)

JAupexTop E.B. IlyTpa

OBOPOTHA CTOPOHA
[IpoekT mpuka3a BHOCHT:

JIOMKHOCTH MOJIMUCH 0)4(0)

O3znHakomiieH (b1):

0)5(0)
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[Ipunoxenue 2

Tocyoapcmeennoe aemonomnoe npogheccuonanvhoe 0opazosamenvroe yuperxncoeHue
Twomenckou oo6racmu

«TrOMEeHCKNH TEXHUKYM CTPOMTEIbHON HHAYCTPUH
U FOPOACKOr0 X035iCTBAa»
(FATIOY TO «TTCHU u I'X»)

ITPOTOKOJI Ne 00
3aCeIaHus ...

r. TromeHsn ot 00.00.0000

IIpencenarens:
Cexperaps:

IIpucyrcTBOBaNM:
IHHOBECTKA: ...

CJIYHIAJIA: ...
PEIINJIN: ...

[Ipencenarens 014(0)

CekpeTapb 0)4[0)
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[Tpunoxenue 3

COI'JTACOBAHO YTBEPXIAIO
IIpencenarens nepBUYHON Hupexrop 'AIIOY TO «TTCHU u I'X»
PO COIO3HON OpraHU3aIuu E.B.ITytpa
I'ATIOY TO «TTCH u I'X»
OUO 00.00.0000 r.
00.00.0000 r.
HNHCTPYKIUA
1o. ..

1.001mme moJI0KeHu s

1.1. ...
2. ...

2.1. ...
3. ...

3.1....
4. ...

4.1. ...

5. IlepecmoTp UHCTpYKIUM
WHcTpyKunsa MOANEKUT MEPEecCMOTPYy B cliydyae M3MeHeHUs (YHKIUN paOOTHHKA H3-3a M3MEHEHMUS

CTPYKTYpbI 00pa3oBaTeIbHON OpraHU3alliy, MITaTHOTO PACHUCAHUs, TepepacnpeaeaeHus 00a3aHHOCTel
B CBSI3U C IPOU3BOACTBEHHONW HEOOXOIUMOCTBIO U T.JI.

JlomkHOCTHAsT MHCTPYKIUA pa3padorana Ha ocHoBanuu ['OCT P 7.0.97-2016. HanmmonanbHbIN

cragnapt Poccuiickoii  ®Penepanmu. Cucrema craHmaproB 1o wHGOpMAWK, OHOIMOTEYHOMY U

H3JaTeIILCKOMY eay. OpraHn3allMOHHO-PACIOPSINTEIIFHAS JIOKYMEHTAIIMA. TD66OBaHI/I$I K O(bODMJ'IeHI/IIO

TOKYMEHTOB, EMMHOTr0 KBaIM(HUKAIMOHHOTO CIIPAaBOYHHMKA JOJDKHOCTEH PYKOBOAMTENIEH, CIIEHUAINCTOB
U cayxammx - pazzaen "KpanudukannoHHbIE XapaKTEPUCTUKU JOJDKHOCTEH paOOTHUKOB 00pa3oBaHus",

YTBEPKACHHBIM IIpUKa3oM Mun3apascoupaszsutusa Poccun ot 26.08.2010 Ne 7611.

COI''TACOBAHO

JomxHOCTD 0)5(0) v 20 1.

C uHCTpyKLMEH 03HAKOMIICH(a), THCTPYKIIUS MOJIy4YeHa:

/®..0. N0IHOCTBIO/ /monuce/

« » 20 T.



http://www.consultant.ru/document/cons_doc_LAW_216461/c4890645115a7e1cb46fa14ac06c7906d8febf2f/
http://www.consultant.ru/document/cons_doc_LAW_216461/c4890645115a7e1cb46fa14ac06c7906d8febf2f/
http://www.consultant.ru/document/cons_doc_LAW_216461/c4890645115a7e1cb46fa14ac06c7906d8febf2f/
http://www.consultant.ru/document/cons_doc_LAW_216461/c4890645115a7e1cb46fa14ac06c7906d8febf2f/
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[Tpunoxenue 4

l'ocynapcTBeHHOE aBTOHOMHOE YTBEPXIAIO

npodeccroHanbHOE 00pa3oBaTeIbHOE Hupexrop FATIOY TO «TTCHU u I'X»
yapexaenue TroMmeHcko# 0011, «TroMeHCKui E.B.ITytpa
TEXHUKYM CTPOUTEIILHON UHIYCTPUU U

TOPOJICKOTO XO3SMCTBaY 00.00.0000 r.

JOJKHOCTHASA HMHCTPYKIUSA
JIOIDKHOCTD

1.00mme mo1oKeHUust
1.1.
2. JI0J1I2KHOCTHBIE 00A3AHHOCTH
2.1. ...
3. IIpaBa
3.1....
4. OTBETCTBEHHOCTH
4.1. ...
5. lIepecmorp UHCTpYyKUMHU

WHCTpyKIMSA TOUICKHUT NEPEeCMOTPY B CiIydae M3MEHEHHs (YHKUMHA paOOTHHKA H3-3a U3MEHEHHUs

CTPYKTYpPBI 00pa3oBaTeIbHON OpraHU3alliH, MITaATHOTO PACIUCAHUS, TIepepacpeie]ieHus 00s3aHHOCTEH
B CBSI3U C NMMPOU3BOACTBEHHOW HEOOXOIUMOCTBIO H T.JI.

JlomxHOCTHAs MHCTPYKIUsl pa3padborana Ha ocHoBanuu ['OCT P 7.0.97-2016. HanmoHanbHbIH

cragnapt  Poccuiickoii  @enepanuun. Cucrema craHmaproB 1o uHbopManuu, OUOIMOTEYHOMY H

H3JaTelILCKOMY eay. OpraHn3allMOHHO-PACIOPSINTEIIFHAS JIOKYMEHTAIIMA. TD66OBaHI/I$I K O(bODMJ'IeHI/IIO

IOKYMEHTOB, EnMHOTO KBanu(uKalMOHHOTO CIIPaBOYHUKA JOJIKHOCTEH PYKOBOAUTENEH, CIIEUANINCTOB
U cmyxamux - pasaen "KpanudukarmoHHble XapaKTEePUCTUKHU TODKHOCTEH pabOTHUKOB 00pa3oBaHus",

YTBEPKJI€HHBIM ITpukazoM Mun3znpascoipa3sutus Poccun ot 26.08.2010 Ne 761H.

COI'NTACOBAHO

Cnenuanuct no kKajapam DUO " " 20 1.

C IOMKHOCTHOM MHCTPYKIIMENH 03HAKOMIIEHA, HHCTPYKIIUS TOJTyYEHa:

/®.1.0. nonHocThI0/ /moanuce/

« » 20 T



http://www.consultant.ru/document/cons_doc_LAW_216461/c4890645115a7e1cb46fa14ac06c7906d8febf2f/
http://www.consultant.ru/document/cons_doc_LAW_216461/c4890645115a7e1cb46fa14ac06c7906d8febf2f/
http://www.consultant.ru/document/cons_doc_LAW_216461/c4890645115a7e1cb46fa14ac06c7906d8febf2f/
http://www.consultant.ru/document/cons_doc_LAW_216461/c4890645115a7e1cb46fa14ac06c7906d8febf2f/
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[Tpunoxenue 5

JIoKabHBINA aKT

T'ocyoapcmeennoe agmonomnoe npogheccuonanvroe 00pazosamesibHoe yupexcoenue
Tiomenckonu odracmu

«TrOMEeHCKHH TEXHUKYM CTPOMTEIbHON HHAYCTPUM U IOPOACKOI0 X035 CTBA»

(FAIIOY TO «TTCH u I'X»)
PACCMOTPEHO YTBEPXIAIO
Ha CoBeTE TEXHUKyMa Hupexrop 'AIIOY TO «TTCH u I'X»
ITporokoi Ne E.B. ITyTpa
oT [Tpuka3z Neo oT
MHNOJIOKEHUE

0...
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0000 (roxm)
1. O0mme MoJ10KeHus

1.1....

2. ..
2.1. ...

3. ..
3.1....

4. ..
4.1.0O...

Pazpaborain: HaumeHnoBaHue HOKHOCTH TtoAnuck N.O. @amums
[Tpunoxenwue 1, 2, 3
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[Tpunoxenue 6

T'ocyoapcmeennoe aemonomnoe npogheccuonanbHoe oopazosamenvhoe yupexrcoenue
Tromenckoit oonacmu

«TIOMEHCKHI TEXHUKYM CTPOUTEJIbHOU UHAYCTPHUHA

U FOPOJACKOr0 X03HCTBA)
(FATIOY TO «TTCH u I'X»)

AKT Ne
0 (00) ...
r. TromeHsn Jjara

Komuccus B coctase: (PHO)

CocTaBHian HACTOSIIIUM aKT O TOM, 49TO ...

JIOKHOCTB MHOJIUCH dUO

JIOKHOCTB HOJIUCH dUO

JOJKHOCTD MOJIMHUCH 0)5(0)
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[Tpunoxenue 7

Hupextopy I'AIIOY TO «TTCH u I'X»
E.B. Ilytpa

014(0)

JOJIDKHOCTD

JlokitagHas 3anucka

JaTa MMOJIHCH
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[Tpunoxenue 8

Hupextopy I'AIIOY TO «TTCH u I'X»
E.B. Ilytpa

014(0)

JOJDKHOCTD

OOBsgcHUTENbHAS

JaTa MMOJIHCH
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[Tpunoxenue 9

Hupextopy I'AIIOY TO «TTCH u I'X»
E.B. Ilytpa

014(0)

JOJDKHOCTD

CnyxeOHas 3ammcka

JaTa MMOJIHCH



T'ocyoapcmeennoe agmonomnoe
npogeccuonanvroe obpazosamenvroe yupencoeHue
Tomenckoi odoracmu

«TroMeHCKNH TEXHUKYM CTPOUTEIbHOM
HHAYCTPHUHU M TOPOJACKOI0 X0351iiCTBAa»
TAIOY TO «TTCH u I'X»)
yi1. DHepreTukos, 45, r. Tromens, 625013
Ten: (3452) 68-52-80
E-mail: tci72@obl72.ru
OKTIO 02524345

202...r. Ne

Ha Ne oT

(KpaTkoe HaMeHOBaHHE- TPH HEOOXOAMMOCTH)
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Anpecar
DdOUO

Yeasicaemwvuii (as)...!

[Tpunoxenue 10

I'ATIIOY TO «ToOMEHCKHN TEXHUKYM CTPOMTEIBHOW HHIYCTPUM W TOPOJCKOIO

XO035IMCTBay HampasisieT Bawm...

[Tpunoxenue: Ha 1 1. B 1 3K3.

JAupexrop

HUcnomaurens: PUO, Tem.

E.B. IlyTpa


mailto:tci72@obl72.ru
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[Tpunoxenue 11

MMPUMEPHDII IEPEYEHD
JTOKYMEHTOB, NOUVIEXKAIIMX YTBEPKJIEHUIO

1. AKTBI (mpoBepok U peBU3UI; TpHeMa, epeJadu J1ej; JUKBUIAUNN OpraHu3ail 1
T.1.).

2. BAJAHUS (TexHuueckue u T.1.).

3. UHCTPYKIHNMU (npaBunia) (OJDKHOCTHBIE, 11O JEIOMPOU3BOCTBY; TEXHUKE
0€30MacHOCTH; BHYTPEHHETO TPYIOBOTO paclopsiaKa U T.J.).

4. METOANYECKHUE PEKOMEHIALMU, METOAUYECKNUE YKA3AHMAL.

5. HOMEHKIJIATYPA JJEJI OPTAHU3ALINN.

6. HOPMbI 1 HOPMATMUBBI (pacxona celpbs, MaT€pUaioB, 31€KTPOIHEPIHH;
YUCJIIEHHOCTU PAOOTHUKOB H T.1.).

7. OIIMCH pen (mOCTOAHHOIO, BpEMEHHBIX (cBbIIE 10 JIeT) CPOKOB XpaHEHUS U 1O
JUYHOMY COCTaBY).

8. OTUETHI (o mpou3BoICTBEHHOH JAEATEIbHOCTH, KOMaHAUPOBKAX U T.1.).

9. IIEPEYHU (nomxHOCTEN paOOTHUKOB C HECHOPMHUPOBAHHBIM pabOYUM JTHEM; TUIIOBBIX
JOKYMEHTAJIBHBIX MaTEPHUATIOB, OOPa3yIOLIMXCs B ACSITEIBHOCTA OPraHU3aLMH, C
yKa3aHUEM CPOKOB XpaHEHUSI MaTEPUAIIOB U T.1.).

10. IUTAHBI (npon3BoACTBEHHBIE; pa0OTHI U T.11.).

11. TIOJIOXKEHU S (06 opranuzanuu; 0 CTpyKTYpHOM IMOAPA3AEICHUN; O IPEMUPOBAHUU
U T.J.).

12. [TPABUJIA.

13. [TPOI'PAMMBI (poBenenust paboT U MEPONIPUATHM; KOMaHIUPOBOK H T.1I.).

14. PETJTAMEHTDI.

15. CMETHI (pacxonoB Ha coaep:kaHue 3/1aHUi, IOMEIICHUN, COOPYKEHUI; Ha
KalUTAIbHOE CTPOUTEIBCTBO U T.1.).

16. CTAHJAPTDI (opranuzaiuu, oTpaciieBsbie).

17. CTPYKTYPA 1 ITATHAA YNCJIIEHHOCTD.

18. YHUOUIIMPOBAHHBIE ®OPMbI JJIOKYMEHTOB.

19. YCTAB.

20. IITATHBIE PACITMCAHHM S 1 nu3sMeHeHus: K HUM.
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[Tpunoxenue 12

T'ocyoapcmeennoe agmonommnoe npogeccuonanvroe oopazosamenbnoe yupexicoenue
Tomenckoi oonacmu
«TroMeHCKMH TEXHUKYM CTPOUTEIbHOM HHIYCTPUH
U FOPOACKOr0 X0351iiCTBAa»
(FATIOY TO «TTCH u I'X»)

KYPHAIJI

perucrpanvn BXOAIIMUX JOKYMCHTOB
Tom

Hauat « » 20 T.
OKOHYEH « » 20 T.

Cpok xpaHeHUs




46

BxogAwmm AaTta Bua foKymeHTa
HOMep perucrpaumm Otnpasutess KpaTkoe cogeprkaHue (3arosioBokK)
1 2 3 4
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ITpunoxxenue 13

T'ocyoapcmeennoe agmonommnoe npogeccuonanvroe odpazosamenbnoe yupexicoenue
Tomenckoit oonacmu
«TroMeHCKHH TEXHUKYM CTPOUTEIbHOM UHIYCTPUH
U FOPOCKOr0 X03S1iCTBAa»
(FATIOY TO «TTCH u I'X»)

KYPHAIJI

perucrpanmrn UCXOAAIIUX JOKYMCHTOB

Tom

Hauat « » 20 T.
OKOHUYEH « » 20 T.

Cpok xpaHeHUs
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Ncxoaawme JlaTa
HoMep OKVMEHTa KpaTtkoe cofeprkaHue AOKYyMeHTa Komy OHO ucnonHutens Mprmevarme
JOKYMeHTa AOKY,
1 2 3 4 5 6
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