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1 O0mume moJ10:keHU st
1.1 Hacrosmee IlonoxkeHne 10 JAEIONPOU3BOJICTBY B roCyJ1apCTBEHHOM
aBTOHOMHOM TMpodeccoHabHOM 00pa3oBaTesibHOM yupexzaeHun CaparoBcKon
obnactu «banamoBCKUM TEXHUKYM MEXaHM3alUHM CEJNbCKOro XO034icTBa» (nanee -
MOJIO)KEHUE) YCTAHABJIMBACT €IMHYI0 CHUCTEMY JEJIONPOM3BOJICTBA, MOPSIOK
MOATOTOBKH, O(QOPMIICHUS, MPOXOXKICHUSA, KOHTPOJISI 3a MCHOJHEHUEM, YYETOM,
XpaHEHUEM, I[leYyaTaHueM, KONUPOBAaHHUEM U  THPAKUPOBAHUEM  CIYKEOHBIX
JOKYMEHTOB.
[Tonoxxenne pa3paboTaHO B COOTBETCTBUM C 3aKkoHamu Poccuiickoit denepanuu,
ykazamMu u pacnopspbkeHusimMu Ilpesunenta P®, nocranoBineHussmu lIpaBurtenbcrBa
P®, rocymapcTBeHHBIMHM ~ CTaHAapTaMd Ha  YHUQUIHPOBAHHYIO  CHCTEMY
OpraHu3alMOHHO-PACHOPAIUTENBHON JOKYMEHTAIIMNA, HOPMATUBHBIMU JOKYMEHTAMHU
®denepanbHON apXUBHOM cyk0bl Poccum.
ITonoxeHne cOCTaBIEHO Ha OCHOBE THIOBOro MOJOXKEHHUS MO JEJIONPOU3BOACTBY B
MHUHHCTEpPCTBAX U BenomcTBax Poccuiickon denepanuu, yreepaeHHon PocapxuBom
06.07.92r., Cormacao I'OCT P 51141-98 «J/lenonpon3BoACTBO U apXUBHOE JIEIIO».
1.2 PykoBOACTBO M KOHTpOJIb 3a BEIECHHEM JEJIOMNPOU3BOACTBA B TEXHUKYME
OCYILECTBJIAET CHELUATMUCT 10 KaJpaM.
1.3 OTBETCTBEHHOCTh 3a OpPraHU3allUI0 JEJIONPOU3BOACTBA, CBOCBPEMEHHOE H
KAaYE€CTBEHHOE HCIIOJIHEHUE JOKYMEHTOB, HX COXPaHHOCTb BO3JIAraeTcsi Ha
aIIMUHUCTPALMIO TEXHUKYMA.
1.4 HenocpencrBeHHOE BEACHUE IEJIONPOU3BOICTBA BO3JIAracTCs Ha CIEHHUAINACTA 110
KaJpaM, Ha3HAYEHHOT'0 OTBETCTBEHHBIM 3a 3Ty paboTy, KOTOpPbII 0OeCcleunBaeT yuyert
U MIPOXOXKJEHUE JOKYMEHTOB B YCTAHOBJICHHBIE CPOKU, HH(POPMUPYET PYKOBOJICTBO
O COCTOSSHUM WX HCHOJIHEHUS, OCYLIECTBIIIOT O3HAKOMIICHHE COTPYAHUKOB C
HOPMaTUBHBIMUA U METOIMYECKUMH JOKYMEHTAMH IO JAEIONPOU3BOICTBY.
1.5 Coemnuanucr mo KaapaM HECET OTBETCTBEHHOCTb 3a BBINMOJHEHUE TpeOOBaHUM
WHCTPYKILIMH, 32 COXPAHHOCTh HAXOIAIIMXCS Y HEro CiIyKeOHbIX JOoKymMeHToB. OO0
yTpare JOKYMEHTOB HEMENJICHHO JAOKJIAABIBAET PYKOBOIAUTENSIM CTPYKTYPHBIX
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1.6 Ilepenaua TOKYMEHTOB, MX KONWM paOOTHUKAM CTOPOHHHUX OpraHu3aluii
JIOMYCKAeTCs TOJBKO ¢ pa3pelieHus: JUPEKTOpa TEXHUKYMA.

1.7 Tlpu yxonme cneuuagucra Mo KaapaM B OTHYCK, YOBITHM B KOMaHIUPOBKY
HMEIOIIUECS Yy HEro JOKYMEHTBHI MO YKa3aHWIO JUPEKTOpa MEPeHaroTcs IPyroMmy
paboTHUKY (cekpeTapio y4eOHON YacTh), KOTOPbIM 00si3aH TPUHATH MEpPhl K HX
CBOEBPEMEHHOMY U CIIOJIHEHHUIO.

[Ipu yBONBHEHWH WM TIEPEMEILIEHHH OTBETCTBEHHOTO 32 BEJICHHE JICJIONPON3BOJICTBA
MPOU3BOJAUTCS Tepenada JAel M JOKYMEHTOB, O YEM COCTaBJISIETCS MPHEMO-
CIATOYHBIN aKT, KOTOPBIN YTBEPXKIACTCS TUPEKTOPOM TEXHUKYMa.

1.8 [TonokeHust pacpoOCTPaHSIOTCS KaK Ha TPAAUIIMOHHOE JISJIONPON3BOICTBO, TaK U
Ha OpraHu3aluio padoThl ¢ JOKYMEHTaMH, CO3/laBaeMbIMH  CpPEJCTBAMHU

BBIUMCIIMTEILHON TEXHUKH.

2 IokyMeHTBI TEXHUKyMa
2.1 TexHUKYM WU30aeT CIEAYIOLIUE JOKYMEHTBI: TPUKa3bl, pPaCHOPIKEHUS,
MOJIOKEHU S, PABKIIA, UHCTPYKIIUU.
2.2 B nemsx 3d¢ekTuBHOro MCMoib30BaHUs BbUCIUTENbHON TexHuku (BT) B
TEXHUKYME yYCTaHAaBJIMBAIOTCS €JMHbIE MPaBUIa OPOPMIICHUS TOKYMEHTOB.
Jlis  cokpallieHHusl KOJIMYeCTBA NpUMEHSEeMbIX (OpPM JOKYMEHTOB B TEXHUKyME
pa3pabarbIBaIOTC YHU(DUIIMPOBAHHBIE dbopmbl JOKYMEHTOB Yo,
MPE/ICTABIISIONIME COBOKYIMHOCTh PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUM C
pelaeMbIMU B 3TOM cpepe nesaTeTbHOCTH 3aa4aMH.
2.3 YOI Brioyaercst B Tabeab YHUGULIUPOBAHHBIX (POPM JOKYMEHTOB TEXHUKyMa
NepeueHb pa3pelIeHHBIX K IPUMEHEHUIO (OPM JOKYMEHTOB.
Benenue taGens, BHeCEHHME B HEro HW3MEHEHHH, KOHTPOJb 3a MPUMEHEHUEM

OCYHICCTBJLAIOT CICHUAIIMCTHI 110 OTACIICHUAM.



3 IIpaBusa MoAroTOBKYU U 0(hopMIIeHHS TOKYMEHTOB
3.1 JlokymMeHTHpOBaHUE YIPABICHYECKOMN JESITEIbHOCTH.
JIOKyMEHTHPOBAHUE YIPABICHUYECKOW AEATENbHOCTH 3aKioyaercs B (UKcaluud Ha
OymMare WM JAPYrUX HOCUTEISIX MO YCTAHOBJIEHHBIM IIPaBUJIaM YIPABJICHYECKHUX
JNEUCTBUM, T. €. CO3JaHUU YIPABIEHYECKUX IOKYMEHTOB.
JIOKyMEHTHUPOBAHUE OCYIIECTBIIAECTCS HA €CTECTBEHHOM sI3bIKE€ (PYKOIHUCHBIE,
MaITMHOMUCHBIE JTOKYMEHTB, U T. J.), a TaKkKe Ha HCKYCCTBEHHBIX S3bIKaX C
MCIOJIb30BaHMEM MAaIIMHHBIX HocuTene. Ilpu moaroroBke u  odopmieHUuU
JOKYMEHTOB HEOO0XOAMMO cOOJIt0/1aTh MpaBuiia, 00ECIeUHBAIOLINE FOPUIUYECKYIO
CHJIy JOKYMEHTOB, OINEpParTMBHOE M KAaueCTBEHHOE MX HCHOJHEHUE U TOMCK,
BO3MOXHOCTb 00paOOTKM JIOKYMEHTOB C IIOMOILIBIO CPEJCTB BBIUUCIUTEIbHON
TeXHUKU. JIOKYMEHT HMEEeT MPUAUYECKYI0 CHJIYy MpU HAIUYUU PEKBU3UTOB,
00s13aTeNbHBIX I JAHHOT'O BHUJIa IOKYMEHTA [HaMMEHOBAHHUE OpraHU3alluu - aBTOpa
JOKYMEHTa, Ha3BaHue BUAa (yHU(PULIHMPOBAHHOW (OPMBI TOKYMEHTA), Aara, UHJIEKC,
3aroJIOBOK K TEKCTY, TEKCT, BU3bI, TOAIUCH |.
B npotiecce moarotroBku 1 0hOpPMIIEHHS COCTaB PEKBU3UTOB MOXET OBbITh JIOMOJIHEH
JIPYTUMH PEKBU3UTAMH, €CIIM TOrO TpeOyeT Ha3HaueHUe TIOKyMEeHTa, ero oopaboTka u
T. [I.
3.2 biiaHKu JOKYMEHTOB.
JIOKyMEHTBl JOJDKHBI, Kak TNpaBuiio, OQOpMIATHCS Ha OJIaHKaX U HUMETh
YCTAHOBJICHHBII KOMIUIEKC 00s13aTeIbHBIX PEKBU3UTOB M CTAOMIIBHBIA MOPSIOK HX
pacronokeHusi  (pacrojio)KeHHEe PEKBU3UTOB Ha OJlaHKaX OpraHU3alMOHHO-
pacnopsIuTENbHBIX JOKYMEHTOB JOJKHO coorBeTctBoBath ['OCT P 6-30-97
"VHuuImpoBaHHbIE CUCTEMBI JIOKYMEHTaluu. TpeboBaHus K O(QOPMIICHHIO
noKkyMeHTOB"). BiaHKM IOKYMEHTOB H3roTaBJIMBalOTCS Ha Oymare QopmaroB A4
(210 x 297 mMm), AS (148 x 210 mm). Beibop ¢opmara OGiaHka Mpu MOATOTOBKE
JOKYMEHTa ONpeNessieTcss B 3aBUCUMOCTH OT oObeMa Tekcra. Kaxaplid amct
JOKyMeHTa, 0OpMIICHHBIN Kak Ha OJaHKe, Tak M 0e3 HEero JOHKEH MMETh IO He
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2,5 - neBoe;

1,5 - mpaBoe;

20 - BepxHee;

20 - HUXKHEE.

Ynorpebiienne O1aHKOB MTPOU3BOJILHON (OpMBI He paspemiaeTcs. Jlomyckaercs
W3rOTOBJICHUE OJaHKOB B TOJPA3/IC/ICHUSX Ha CPeICTBAX MHOXHUTEIBHOU W
BBIYUCIIUTEIHHON TEXHUKH.

OOt 6J1aHK MCIONMB3YETCS AHS W3TOTOBJIEHUS JIFOOBIX BUAOB JJOKYMEHTOB, KpOME
MHUChMa CIpaBKa, MPOTOKOJ, aKT).

3.3 OdbopmieHne peKBU3UTOB JOKYMEHTOB.

3.3.1 HauMeHOBaHUE OpraHu3alny - aBTOpa JOKYMEHTA.

HanMeHoBanue TeXHHMKyMa YKa3bIBaeTC B TOYHOM COOTBETCTBHU C Y CTaBOM.
CoxkpailileHHOe HauMEHOBAHKE TTOMEIIACTCsl BCJIE] 3a MOJHBIM HAaUMEHOBAHHUEM.

3.3.2 Ha3Banue Bu1a JOKYMEHTA.

Ha3Banue 10OKyMeHTa, COCTABJICHHOTO WJM W3AAaHHOTO TEXHUKYMOM JIOJDKHO
COOTBETCTBOBATh COJEPNKAHUIO JOKYMEHTUPYEMOTO YIPABICHYECKOr0 JeHCTBUS
(mpuka3, TPOTOKOJ, aKT, INTaTHOE pacnucaHue W T. 1.). Ha3Banme noxkymeHTta
revaraeTcs MPONUCHBIMUA OYKBaMH, MOJTY>KHUPHBIM IIPUQPTOM.

3.3.3 Jlatra 1OKyMeHTA.

JlaToli TOKyMeHTa SIBJISIETCS JaTa ero MOJANUCAHUS; JJIs1 JOKYMEHTA, IPUHUMAaeMOro
KOJUUIETUAJIBHBIM OPraHOM, - JaTa ero MPUHSITHS; IS JOKYMEHTa, TPeOYIOIero ero
yTBEP)KJICHUS, - Jara ero yTBepkaeHus. Jlara 1TOKyMeHTa MPOCTaBJISETCA
JOJKHOCTHBIM JIMIIOM, MTOAMHUCHIBAIOIIUM WM YTBEPHKIAO UM JOKYMEHT.

Jlata moamnucaHusi, YTBEPXKACHUS, COIJIacOBaHUS JTOKYMEHTa, a TakXKe Jarhl,
coJiepKariecs B TEKCTE, JODKHBI 0pOPMIIITECS ITU(PPOBBIM CITOCOOOM. DJIEMEHTHI
JaThl MPUBOASATCS apaOCKUMU IUPpPaMH B OJHY CTPOKY B IOCIEIOBATEIBHOCTH:

yucino, mecsil, roa. Hanpumep: 08.03.14.



B Tekcrax JgOKYMEHTOB, COACP)KAIIMX CBEICHHS (PUHAHCOBOIO XapakTepa,
MPUMEHSIETCS  CIIOBECHO-IUGpoBOi crmocod odopmieHus npar (0e3 KaBbIUEK),
nanpumep: 10 dpespans 2014r.

3.3.4 TIlognuce JOKyMEHTA.

JIOKyMEHTBI, HaIpaB/IseMblec TEXHUKYMOM B BBIIICCTOSIIMEC OpraHbl |
VIPaBJICHUS,  TOAMUCHIBAIOTCA  JUPEKTOpOM.  JIOKYMEHTBI,  HampaBisIcMbIC
TEXHUKYMOM B ajpec JPYTUX OpPraHM3allii, YUPEKIACHUNW U TPEINPHUATUH, MOTYT
MOMKCHIBATECS JAPYTMMH OTBETCTBEHHBIMHM 3a 3TO JIMIIaMHA. B cocTaB moamwcu
BXOJISAT: HAUMEHOBAHWE JIOJDKHOCTH IOAIMUCHIBAIOIIECTO JOKYMEHT, JIMYHAS TOIHCH
u ee pacuppoBKa.

B nmokymeHTaX, MOATOTOBJICHHBIX KOMHCCHEH, YKa3bIBAIOTCS HE JIOJDKHOCTH
MOJAMKMCABIINX JIMIl, @ WX OOS3aHHOCTU B COCTaBe Komwuccuu. llpm monmmmcanuu
JTOKYMEHTa HECKOJIBKUMH JIOJDKHOCTHBIMH JIMIIAMH WX TTOJAIKMCH PaCIIojiararoT OAHY
MOoJl JAPYroil B IOCIENOBATeIbHOCTH, COOTBETCTBYIOIIEH 3aHMMAaeMOUM JOHKHOCTH.
[Ipy moanmucaHuM JOKYMEHTA HECKOJBKMMH JIMIIAMH PaBHBIX JIOJDKHOCTEH, WX
MOANKUCH pacliojaraloT Ha OJHOM ypoBHe. EciM A0JDKHOCTHOE JUIO, IMOJIHCH
KOTOpPOT'O 3aroTOBJICHA Ha MPOCKTE JOKYMEHTA, OTCYTCTBYET, TO JIOKYMEHT JIOJKCH
MOMKCHIBATHCS JIUIIOM, HCIIOJHSIOIMUAM €ro OO0S3aHHOCTH WM €T0 3aMECTHUTEIICM.
3.3.5 Y1BepxkAECHUE JOKYMEHTA.

Oco0bIM ctocoOOM BBEJICHUS TOKYMEHTA B JICH CTBUE SABJISICTCS €T0 YTBEPIKICHHE.

JIOKyMEHTBI YTBEP)KIAIOTCSA JUPEKTOPOM TEXHUKYMA, BBIMICCTOSIIUMUA WJIH
MEXBEJIOMCTBEHHBIMH  OpTraHaMH, OOIIICCTBEHHBIMU  OpraHHU3aIllUsIMH, B
KOMIIETEHIIHIO KOTOPBIX BXOJMT PEIICHUE BOIPOCOB, U3JI0KCHHBIX B YTBEPIKaCMbIX
JTOKYMEHTaX.

YTBepkacHUE JOKYMEHTA MTPOU3BOAUTCS MIPOCTaBIICHUEM rpuda yTBEpIKICHUS
WM U3JaHUEM PaclopsIUuTEIbHOIO0 JOKYMEHTa (B TeX CiIydasX, Korja TpeOyroTcs
JIOTIOJTHUTEIILHBIC TPEIIMTUCAHUS U PA3bICHCHHS).

[Tpu o opmiiennu rpuda yrBepKIeHUs HEOOXOIUMO COOTIOaTh ClEAYIoIIee:
rpud yTBEpXKACHUS IMOMEIIACTCSA B MPABOM BEPXHEH 4acTH JOKYMEHTa, COCTOUT W3

cinoBa YTBEPXJIAKO (6e3 kaBbIuek), MOJHOTO HAaMMEHOBAHUS JOJDKHOCTU JIMIIA,



YTBEPXKIAIOLIET0 JOKYMEHT, JMYHOW TMOJNUCH, €€ pacluu@poBKH U  JaThl
YTBEPIKICHUS.
3.3.6.AnpecoBaHue JOKYMEHTA.
JIOKyMEHTBI aapecylOT B OpraHW3allMd, WX CTPYKTYPHBIC MOAPA3ICIICHUS WIH
KOHKPETHOMY JIOJDKHOCTHOMY JTUILY.
[Ipu agpecoBaHuM JOKYMEHTa B OPraHU3aIMIO WM €€ CTPYKTYPHOE MOApa3fesicHue
0e3 ykazaHus JOJKHOCTHOIO JIMIA, UX HAUMEHOBAaHUE MHINYT B MMEHUTEIbHOM
nazaexe. [Ipy HampaBiaeHUU TOKyMEHTA JIOPKHOCTHOMY JIMIY Ha3BaHUE OpraHU3alluu
U ee CTPYKTYPHOIO MOJpa3JejieHUs YKa3blBAalOT B HMMEHUTEIBHOM Majexe, a
JOJDKHOCTD U (DaMUIIMIO aJipecaTa - B 1aTeJIbHOM.
3.4 OcobeHHOCTH TTOATOTOBKU U OPOPMIICHUS OT/ACIBHBIX BUOB JIOKYMEHTOB.
3.4.1 Ilpukas.

[Iprka3 - mpaBOBOM aKT, M3]aBaCMbBIi TUPEKTOPOM TEXHHKYMa JUIS PEIICHUS
OCHOBHBIX U OMEPATUBHBIX 33/1a4, CTOAIIUX Mepe]] yIeOHBIM 3aBEJICHUEM.
[Iprka3 MoXeT OBbITh HW3laH JIMLOM, HCHOJHSIOMMM OO0sS3aHHOCTU AUPEKTOpa
TEXHUKyMa B CJIy4ae ero OTCYTCTBUSL.
B nmnpukazax 10 OCHOBHOM JESTEIBHOCTH PpELIAIOTCS BOMPOCHl  y4EOHOM,
XO35IICTBEHHOM, (DMHAHCOBOW NESTENbHOCTH, MJIAHUPOBAHUSA, OTYETHOCTH, Y4eOHO-
BOCITUTATENILHOIO Mpoliecca, PU3nYecKoro pa3BUTHUS U T. II.
[Ipruka3sl 10mWKHBL OQOPMIATECA Ha OlaHKe TEXHHMKyMa B IPOU3BOJIBHOU (hopme.
[lepenaya npuka3oB, UX KOMUH pabOTHUKAM CTOPOHHUX OpPraHU3alUM JOMYCKaeTCcs
TOJILKO C pagpemieHuss gupektopa. [IpoekTbl mnpHKa3oB pa3pabaThIBAIOTCA
aJIMUHHUCTpAllMed TEXHHKyMa MO TMOPYYEHUIO PYKOBOACTBA MJIM IO COOCTBEHHOMU
WHHIIHATHUBE.
[lonrotoBka mnpuka3za BKIOYaeT B ce0sd H3ydeHUE CYIIECcTBa Bompoca U cOop
HEOOXOJIMMBIX CBEJECHUN; MOJITOTOBKY IMPOEKTa IMpHUKa3a; COIIACOBaHUE IMPOEKTa;
MOJANKMCAHUE TUPEKTOPOM, pEerucTpanuio. PacnopsaurenbHble TOKYMEHTHI JOJDKHBI
HMMETh 3aroJIOBOK, KOTOphIi HaunHaeTcs ¢ npeaiora "O (06)". Hanpumep:

O6 yrBepxkaeHuu..., O perucrpanui..., O co3naHuu.



Odopmnsercs mnpuka3 Ha OJlaHKE W JODKEH HUMETh CIEJYIOLUe PpPEKBU3UTHI:
Ha3BaHHE BUJA JOKYMEHTA, 1aTy, HOMEP NpUKa3a, 3arojIoBOK, TEKCT, OAMKCH.

Tekcr mpukaza, Kak MPaBUIIO, COCTOMT M3 KOHCTATHPYIOIIEH W pacnopsIUTENbHON
yacrei. B KOHcrarupyromen YacTu Kparko M3JIAraloTcs LeMu U - 3a7a4yu
MPEANUCHIBAEMBIX JCHCTBUN, (aKThl WM COOBITHUS, TOCITY>KUBIIHE TPUUYUHON
W3IaHUS TPUKa3a.

KoHcrarupyromass 9actb MOXKET OTCYTCTBOBATh, €CIM IPEINHCHIBAEMBIC
NEUCTBUS HE HYXKIAIOTCSI B Pa3biICHEHUM. TEKCT NPUKA30B B TaKUX CIydasx
HauuHaetcsa co ciaoBa [IPUKA3BIBAIO (numiercs Bpa3psiiKy CTPOYHBIMUA OyYKBaMHM ).
IIpy Hamuuuu JBYX 4YacTed IpUKa3za pacnopsAUTENbHAs 4YacThb OTAEISIETCA OT
koHcratupytomein cinoom [IPUKA3BIBAIO. Ilocne cnoBa IIPUKA3BIBAIO
CTAaBUTCS JBOETOYME. TEKCT pacnopsOuTENbHONM YacTU JEJIUTCS Ha IYHKTHI, B
KOTOPBIX YKa3bIBAIOTCSI MCIOJIHUTENN, KOHKPETHBIE IEUCTBUS U CPOKH HCIIOJHEHHUS
MPEANNCHIBAEMBIX NEWCTBUM. EciM mNpuka3 OMOJHSAET, OTMEHSET WM H3MEHSET
paHee U3IaHHbIE TPUKA3bl WM UX OTAEJBHBIE IYHKTHI, 3TO OTOBApUBAETCS B TEKCTE.
B nocnenHeM nyHKTe pacriopsiAUTENBHON YacTH MPUKa3a YKa3bIBAETCS JOHKHOCTHOE
JUI0, HAa KOTOPOE BO3JIaracTcs KOHTPOJIb 3a HUCIOJIHEHUEM IIPUKa3a B LIEJIOM.
Hanpumep, "KoHTponb 3a ucnonHeHreM nprkasa oCTaBJIsiio 3a cooon".

Ecmu mpukas BBOOUT B JEWCTBUE KakUe-IMOO JOKYMEHTHI (MHCTPYKIIHH,
rpaduku, NpaBuiia, MOJOKEHUs), TO OHU O(GOPMIISIIOTCA B BHUJE MNPUIIOKEHUS K
npukady. B mpaBoM BEpXHEM yriy TakhX [IOKYMEHTOB, OT MSTOTO MOJOKEHUS
tabymsgropa numyr ciaoBo llpuwnoxkeHwe" ¢ ykazaHueM ~HaMMEHOBaHUS
pacnopsiANTENBHOIO JTOKYMEHTa, €ro aarbl, HoMepa. [lpu perumcrpauum mnpukasbl
HYMEPYIOTCSI TTOPSKOBBIMA HOMEpPAMH JIOMYCKAaeTCsd HyMmepalus 4epe3 Ipo0b eciu
MPUKA3bl U3aHbI OJTHOM JAaTOW B IpeesiaX KAICHIApHOro roaa:

- MPUKa3bl MO0 JIMYHOMY COCTaBY, NPUKa3bl MO TEKYyUIEH AEATEIbHOCTH HAYMHATh
HyMEpAIMIO C HaJaJla ros1a;
- IPUKAa3bl IO TEKYIIEN NEATEIbHOCTH CTYAEHTOB;

- IIpUKa3bl O TIOOIIPCHUU U B3bICKAHUU CTYACHTOB,



- MpHUKa3bl, PACIOPSHKEHUST MO OpraHu3aliu y4eOHO- BOCIMTATENbHOIO Ipolecca
HauMHaTh HyMEPaIUIO C Hayaia y4eOHoro roja.
3.4.2 PacnopsokeHue.
PacnopsbkeHue -  pacnopsiIUTENbHBIM  TOKYMEHT, H3[aBaeMblii  JIHPEKTOPOM
TEXHUKyMa MO BOMpocaM MH(OPMAaIMOHHO-METOJUYECKOr0 XapakTepa, a Takxke 10
BOIIPOCAM ONEPATHUBHOTO YIIPABJICHUS JACSATEIbHOCTBIO TEXHHKyMa (COBEIaHUs,
KoH(pepeHuun U T. 1.). PacnopsokeHwe He JODKHO colaepKaTrh IpelNUCaHui,
HOCSIIMX HOpPMaTUBHBIA Xapakrep. lloaroroBka u odopmieHre pacnopsKeHUn
MPOBOAMUTCS IO TEM e MpaBuiam, 4To U MpUKa3za.
3.4.3 IIpoToko.
[IpoTokon - JOKYMEHT, B KOTOPOM (UKCUpYeTCs XOi OOCYXIEHHUsS BOINPOCOB U
NPUHATUSA pelIeHU Ha coOpaHUAX, COBEUIAHMSIX, KOH(PEPEHIUSX U 3aceTaHHsIX
KOJUIETHAIbHBIX OPTraHOB.
TekcT MpOTOKOIa COCTOUT U3 JIBYX YacTeW: BBOAHOW U OCHOBHOW. B BBOJIHOM YacTu
3allOJIHSIOTCS CIAEAYIOIINE PEKBU3UTHI:
"TIpencenarens”, "Cekperapp","IIpucyrcrBoBamm"”, "lloBectka aus". Ha Omanke
MPOTOKOJIA 3TU PEKBU3UTHI MOTYT UMETh THUHorpadckoe wucrnoiaHeHue. OCHOBHas
4acTh IPOTOKOJIA COCTOUT U3 Pa3/I€JIOB, COOTBETCTBYIOIIMX MYHKTaM MOBECTKU JIHS
Tekct kaxporo paszpena crpoutcs 1o cxeme: CIIVIIHAJIM, BBICTYIINIIN,
ITOCTAHOBUWJIN, PEIINJIN. OCHOBHOE COAEpPKAHHUE IOKJIAAOB U BBICTYIJIEHUM
MOMEIaeTCd B TEKCT€ MNPOTOKOJA WM MpUilaraercss K HEMY; IOCTaHOBJIEHUE
(peuieHue) meyaraeTcss MOJHOCTBIO. JlOKYMEHT, yTBEpKIaeMblid KOJUIETHaIbHbIM
OpraHom, mnpuiaraercs K npotokoiny. Coaepikanre 0co00ro MHEHHS 3allUChIBACTCS B
MPOTOKOJIE TOCIE COOTBETCTBYIOIIETO IMPOTOKOJIBHOrO pemieHus. I[Iporokon
MOJMKCHIBAETCS MPEACeNaTeNIbCTBYIOIIUM Ha 3aceJaHuu U cekperapeM. [Iporokosb
HYMEPYIOTCS MOPSIIKOBBIMU HOMEpPaMU B Tpejiesiax KaJleHIapHoro roja.
3.5 CnyxebH0€e MUChMO.

Bce nenoBbie mruchMa MOXHO Pa3ieiuTh HA KOHCTATUPYIOIIKE CBEPIIUBIIHICS

(1)aKT H IIPCABAPAOIINEC BO3ZMOKHOCTD €TI0 CBCPIICHUS. 910 MU CbMa-ITIOATBCPIKACHU A,



MKMChbMa- HAINlOMUHAHUS, NUChMa-PEAYINPEXKIACHHS, NHUcbMa-u3BemeHus. OHu He
TpeOyIOT OTBETA, HO UX HAJIMYKE UMEET IOPUINYECKOE 3HAUCHHE.

Ecth nucbMa, KOTOphIE COMPOBOXKIAIOT MaTE€pUAIbHbIE IEHHOCTH WM JIPyrue
JOKYMEHTHI, Tak Ha3bIBacMbIE "conpoBOUTEILHBIE". OOecrieunBas
MpeIBapuTEIbHbI OOMEH HHQoOpMalueld, TUCbMO MOMOIraeT CTOPOHAM BBIICHUTD
BO3MO)KHOCTH JUISl 3aKJIOYEHHUsI Pa3HOTO poja JI0roBOpoB M akToB. llosTomy B
COBPEMEHHOM JIEJIONPOU3BOACTBE MUCbMO BBICTYIAET KaK JEIOBOM JOKYMEHT, SI3bIK
KOTOPOrO MPEJACTaBIISIET U3BECTHBIE TPYIHOCTH MpU CTaHAapTu3auuu. Bee mucbMma
MO>KHO pa3AeNuTh Mo (YHKIMOHATILHOMY MPU3HAKY HA ABE T'PYIIIbIL:

a) nucbMa, Tpedyrolre NucbMa-0TBETa;

0) nucbMa, He TpeOyrole TUChMa-0TBETA.

Jlis cocTaBieHUs CIIYKEOHBIX MUCEM MCMOJIB3YIOTCS OJlaHKH IIKOJbI (hopmaroB A4;
AS

3.6 ConepxaHue U CTpyKTypa TEKCT.

3.6.1 Copepxkanue | CTPYKTypa TEKCTa CTPOSTCA B 3aBUCUMOCTH OT €TO0
(GYHKIIMOHATBHOTO Ha3HAYeHUs (BUIA).

Texct  AOKymMeHTa  JOJDKEH  OBbITh  SICHBIM,  KpaTKUM,  OOOCHOBaHHBIM,
o0ecreynBalolMM TOYHOE M OJHO3HAUYHOE BOCHPUITHE W3JI0KEHHOHM B HEM
uH(popmaIuu.

Texct nomkeH OBITh M3J0XKEH B O(UIIMAIBLHO-IECIOBOM CTHJIE B COOTBETCTBUM C
JIEUCTBYIO MU MpaBuiiaMu opporpaduu U MyHKTYaIUU.

3.6.2 JlomyckaeTcsi HayuMHaTh TEKCT NHUChbMa C YBAXKHUTEJIBHOIO OOpalleHus K
anpecary, KOTOpOe neyaraeTcs LHEHTPUPOBAHHBIM CIocoooMm.
3.6.3TexkcThl TOKYMEHTOB ODOPMIISIIOT B BUJI€ aHKETHI, TAOJUIIBI, CILIONTHOTO TEKCTa
UJIM B BUJI€ COEMHEHUS STUX CTPYKTYD.

I'padbr U crpoku TaOIMLBI JOJDKHBI MMETh 3arojIOBKM W TOJ3aroJIOBKH,
corjiacoBaHHble Mex1y coboi. Ecimu Tabmmua neuyaraercs Oosnee yeM Ha OAHOU
cTpanulie, Tpadbl TaOIUIBI JOLKHBI OBITh MPOHYMEPOBAHBI M HACIEAYIOIIMX

CTpaHUuIlax 1eYaTaroTCAg TOJIbKO HOMCPA CTPOK.



3.6.4 CopepxaHue W31aBACMbIX PACHOPSAUTEIbHBIX JTOKYMEHTOB HE JIODKHO
MIPOTUBOPEUUTH U3TaHHBIM paHee WK 1yOJupoBaTh UX.

3.6.5 Tekcr NOKyMEHTa JAENWTCS, KaK MPABUJIO, HA JBE YacTU: B IEPBOW BBOJHOMN
(KoHCTaTUpyIOIEH) M3IaraeTcsl NMpUYMHA, 1eldb COCTABJICHUS JTIOKYMEHTA, JaroTCs
CCBUIKM Ha OCHOBOINOJIArarolIue TOKYMEHTBL, BO BTOPOM - COJEpXkAarcs BBIBOABI,
MIPEJIOKEHU ST, TPOCHObI, PACTIOPSKEHHUSL.

3.6.6 B nokymMeHTax ucnosb3yercs cienyromas Gpopma u3oKeHus: 0T MepBOro JMia
B EIMHCTBEHHOM YHUCJIE - TEKCT NPUKA30B, PACHOPSHKEHUHM U T. M., a TAKKE
JOKYMEHTBI, UCXOASLIME OT KOHKPETHBIX JHI[ (3asBJICHHS, JOKJIAJHBIC 3aUCKH):
MPUKa3bIBal0, MPOIIY BBIACIUTb, CUUTAI0 HEOOXOJUMBIM; OT MEPBOro JIMIA
MHOXKECTBEHHOr0 4ucia (Mepenucka): MpPOCHUM HalpaBUTh, HalpaBisieM Ha
PacCMOTpPEHUE; OT TPETHETO JIMIla MHOKECTBEHHOI'O 4UCJa HOPMAaTHUBHO-ITPABOBBIC
aKThl (MMPOTOKOJIbI): CAYIIAIHU, BRICTYIUIM, PEIIUIH.

3.6.7 B nokyMeHTax JOMYyCKarTCSA COKpPAIICHUS, YCTAHOBJIEHHBIE IEKCTBYIOUIUMHU
npaBmwiamMu opdorpaduu, HIM KOTrjJa COKpAlleHUs! SBISIOTCS O(UIIMATbHBIMU
HAa3BaHUsAMM YUPEXKACHHUS, MPEANPUATHUS, opraHusauuu, Hanpumep: «I'HUBII»,
«CbepOanky, "Bomoxanan".

3.7 Iopsimox CHATUSA 51 BbIIa4YU KOITU U v JIOKYMEHTOB.
3.7.1 Konuu ¢ TOKYMEHTOB BBIIAIOTCA C Pa3peICHUs] aIMUHUCTPALMUA U TOJBKO C
T€X JOKYMEHTOB, KOTOpble OBbUIM HM3aHbl B TEXHUKYME M KOTOpPbIE KacaroTCs
CIIY>kKeOHOM JeSTeIbHOCTU JAaHHOTO CTPYKTYPHOIO MO pa3AeeHUsI.

3.7.2 llpm BblAAa4€ KONUU JIOKYMEHT BOCIPOU3BOAMUTCS MOJHOCThIO (OiaHK
TEXHUKyMa, HOMEp, /1aTa, COACpKaHue u T. 11.).

B npaBom BepxHem yray konuu numercs cnoBo "Konus". Ilpu Beimaue xomuu c
KOITUM cleyeT nucarb "Konus ¢ kornuu'".

3.7.3 Ilpu 3aBepeHHUM KONHUHM JOKYMEHTA BHU3Y MOCJE MOJIHOTO BOCIPOU3BEINECHHUS
Tekcra numercs "BepHo", cTaBUTCA AOKHOCTb, MOANUCH JIAIA, 3aBEPSIOLIETO
KOIUIO, €r0 MHUIMAIIBI U paMUIINs, 1aTa 3aBePEeHHUSL.

IIpn mepecpUike KONMM B JIPYTHE YUPEKACHUS WIM BbIIAYE HA PYKU OTAEIbHBIM

JJMIIaM Ha Heu CJIICOYCT IPOCTABJIATH IICYATh.



4 KoHTpoO/Bb 32 HCIIOJTHEHHEM JOKYMEHTOB
4.1 Opranu3sanus KOHTPOJIS.
4.1.1 Bce mocrynamomue Ha UMs JUPEKTOpa U B agpec TEXHUKyMa JTOKYMEHTHI,
TpeOyIolue UCTOIIHEHUS U MOATOTOBKU OTBETA, MOJJIEKAT KOHTPOIIIO.
4.1.2 KoHTponp 3a HCIOJHEHHMEM JOKYMEHTOB YCTAHABJIMBAETCS B LEIAX
o0ecriedeHus: UX CBOEBPEMEHHOTO W Kaue€CTBEHHOTO WCIOJIHEHUS, IOBBIIICHUS
YPOBHS  OpraHu3aTopckoil  pabOThl M HCIOJHUTENbCKOM  JUCUUILIMHBI,
OCYUIIECTBJISIETCSl C TOMOIIBIO aBTOMAaTU3MPOBAHHOM CHUCTEMBI KOHTpOJA Ha Oaze
OBM.
4.1.3 ABTOMaTM3MpPOBAaHHOMY KOHTPOJIO MOZJIEKAT MPUKa3bl, PELICHUS COBETOB,
MTOJIOYKEHM S, @ TAKKE JOKYMEHTBI, OCTYNAOIINAE HAa UM AUPEKTOPA TEXHUKYMa.
4.1.4 JIOKyMEHT CUMTAacTCi HWCIOJHEHHBIM, KOIJla PENIEHbl OKOHYAaTEIbHO BCE
MOCTaBJICHHBIE B HEM BOIPOCHI U COOJIIOJIEHBI CIENYIOIUE CPOKHU, €CITU B IOKYMEHTE
MIOCTABJIEH CPOK MCIOJHEHHUS - B YKa3aHHBIA CPOK; JTOKYMEHTHI 0€3 yKa3aHus CpOKa
HCIIOJIHEHUS - B MECAYHBIN CPOK; €CIIM B IOKYMEHTE UMEETCS IOMETKA ""CPOYHO", - TO
B TPEXJHEBHBIM CPOK; MopydeHus 0e3 yKa3aHUs KOHKPETHOM JaThbl MCIOJHEHUS - B
MECSYHBIN CPOK.

CpOK NCUYUCILICTCA B KAJICHAAPHBIX THAX C JAThI IOAIINCAHNUA TOKYMCHTA.

S Ilopsaaok NpoOXoKAEHUA M UCIIOJTHEHHUSA MOCTYN A KOPPeCIOHAeHIUU
5.1 Beca KOppeclOHAEHIHWs, IMOCTYNAKomas B TEXHUKYM, MPUHUMAECTCA U
PETUCTPUPYETCS CIIELUATIUCTOM I10 KaIpaM.

IIpu npueme KOppeCHOHAEHIIMU IPOBEPSIETCA LETOCTHOCTh KOHBEPTOB, APYTOi
YIIAKOBKU U IIPABUIILHOCTH aJPECOBAHUS.

OmunboyHO JOCTaBIEHHAs KOPPECIOHJACHIMS BO3BpAIlacTCs B OTICIECHUE
cBsA3u. KoppecnoHeHus, noaydyaemas 1moJ pacnucky (C HapoOyHbIM, 3aKa3zHas U T.
1.), PETUCTPUPYETCS B KypHAJIE.

5.2 Tlpu BCKpbITMU KOHBEpTa (YMaKOBKH) MPOBEPSIIOTCS MPaBUIBHOCTD aJpeCcOBaHUs

U HAUIMYHC BJIOKCHHBIX TOKYMCHTOB.



[Ipu oOHapyxeHUH MOBPEXKICHUS, OTCYTCTBUS JOKYMEHTA WM MPUIOKEHUS K
HEMY, a TaKK€ HECOOTBETCTBUS HOMEpA, YKA3aHHOIO Ha KOHBEPTE, HOMEpPY
BJIO)KEHHOT'O JTOKYMEHTA, COCTABJISIETCA aKT B JIBYX AK3EMILUISIPAX, OAUH U3 KOTOPBIX
MPUJIAraeTcs K MOJy4eHHOMY JOKYMEHTY, a IPYroil HalpaBIISIETCS OTIPABUTEIO.

5.3 Ilepenaya NOKYMEHTOB H3 OJHOIO CTPYKTYPHOIO IOIPA3sACICHUS B IPYroe
IIPOU3BOJUTCS YEPE3 CIECHUATNCTA I10 KaJpaMm.

5.4 JIokyMeHTbI, HEe TpeOyloUe J0KjIaaa PyKOBOACTBY TEXHUKYMa, HAIPaBJIAIOTCS
CHENUATMCTOM IO KaJpaM JIJIsl UCITOJHEHHS COTPYAHUKAM TEXHUKYMa.

Bce mocrynuBmIME TOKYMEHTBI JOJIKHBI JTOKJIAABIBAThCS PYKOBOJACTBY B JEHb UX
MIOCTYIJICHUSI.

5.5 TlonyuynB JOKYMEHTHl Ha HWCIOJHEHUE, COTPYOIHHK TEXHUKyMa JOJIKEH
HEMEJIJICHHO O3HAaKOMHTBLCS C MX COJEP>KaHUEM, BBIICIUB JOKYMEHTHI, TpeOyrolue
CPOYHOI'O UCIIOJHECHUS.

5.6 Kaxnplii COTpyAHUK TEXHHKyMa OOECIeUMBAET ONEpPAaTUBHOCTh, KAaYeCTBO
WCIIOJIHEHUS U COXPAaHHOCTh JOKYMEHTOB.

5.7 llepemaya JOKYMEHTOB OT OJHOIO MCHOJHUTENS K JPYTOMY MOMKET

MMPOU3BOAUTHCA TOJIBKO UCPEC3 JIMIO, OTBETCTBCHHOC 3a ACJIOIIPONU3BOJCTBO.

6 IlopsiioK MOATOTOBKHU M NMPOXO0KACHUS MCXOAAIIMX U BHYTPEHHHUX
JOKYMEHTOB.

6.1 Tlopsgok MOATOTOBKM MCXOMSIIMX JOKYMEHTOB BKJIIOYaeT B ceOs padoTy Io
COCTaBJICHUIO TPOEKTa JOKYMEHTA, COIJIACOBAaHUIO, MOAMUCAHUIO (YTBEPKACHUIO),
TUPAKUPOBAHUIO U OTIIPABKE.

6.2 Jlo mepenaun JOKYMEHTa Ha IOJINKUCH HCHOJIHUTEIb JOJDKEH MPOBEPUTH €ro
CoJep)KaHWe, NPAaBWIBHOCTh OG(OPMIICHHS, HaIM4YME HEOOXOAMMBIX BH3 U
MpUIOKEHUN. JIOKYMEHT MPENCTABISACTCS Ha MOANKUCh BMECTE C MarepualaMH, Ha
OCHOBAHMUU KOTOPBIX OH TOTOBHJICS.

6.3 JIOKyMEHTbI, MOAINHUCAHHBIE JIUPEKTOPOM H JOKYMEHTHI, MOJNNCAHHBIC

aﬂMHHHCTpaHHeﬁ, AaAPCCOBAHHLBIC B BBIICCTOAINC OPraHHU3allun, pCTUCTPUPYIOTCA.



6.4 BayrpeHHHe TOKYMEHTHI OQOPMIISIFOTCS M HCHOJHSIOTCSA (MCIOJB3YIOTCS) B
npeaenax TEXHUKyMa.
6.5 BHyTpeHHUE IOKYMEHTHI (JIOKJQJHBIC 3allUCKU, CIPaBKH, CBOJAKU H JIp.)

pacCMarpruBarOTCA TCMHU JOJDKHOCTHBIMU JIMIIAMHW, KOMY OHH HAIIPABJICHLI.

7 Y4eT u XpaHeHHe NeYaTeil, ITAMIOB U 0JIAHKOB

7.1 O0s3aTepHOMY YUeTy MOJJIeKaT BCE BUJIBI IIeYaTei U MTaMIIOB, YIOCTOBEPEHUS
JUYHOCTH, KOMaHIUPOBOYHBIE U OTIYCKHBIE Y OCTOBEPEHHUS, TPYIOBbIC KHUKKHU.
7.2 TleyaTu U 1ITaMIIbl JOJKHBI XpPAaHUTHCS B ceidax MM METaIMYECKUX IKadax.
7.3 OTBETCTBEHHOCTD 3a XpaHEHUE U UCIIOJIL30BaHUE MT€YaTeH, IITaMITOB U OJIAHKOB B
CTPYKTYPHBIX MOApPA3AEICHUSIX HECYT CEKpPETapu WJIM JIMIA, OTBETCTBEHHBIC 32
BEJICHUE JEJIONPOU3BO/ICTBA.

[ledars crieayer MpOCTaBIATh TAKUM 00pPa3oM, YTOOBI OTTUCK 3aXBaTHJI 4acThb
CJIOB HAMMEHOBAHHUS JIOJDKHOCTHOTO JIMIIA, MOAINKCHIBAIOIIETO0 JOKYMEHT, U HAdaJlo
JIMYHOM IOJITHUCH.
7.4 TleyaTu u MITAaMITbl YHUYTOXKAIOTCA 110 AKTY.
7.5 TlpoBepka HaiMuyus TMe4arTei, IITAMIOB M OJIAHKOB, a TaKXe MOpsSAKa HX
XpaHEHUS U MCIOJIb30BAHUS ITPOU3BOAUTCS KOMHUCCHEN HE PEXKE OAHOrO pasza B roj

OOHOBPCMCHHO C HpOBepKOﬁ COCTOAHUA OCIIOIIPON3BOACTBA.

8 ®opmuposanmue gen

8.1 ®dopmupoBaHue Aen - TPYNIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B Jelax
COOTBETCTBMM C HOMEHKJIATYpOM JIe] U CUCTEeMaru3aluel JOKYMEHTOB BHYTPH JIEIL.
8.2  JloKyMeHTBl  BHYTpU  Ji€jJa  paclojaraloTcsi B XPOHOJOTHYECKOH
IIOCJIEI0BATEIbHOCTH.
PacnopsiauTensHble  JOKYMEHTBI  TPYNIUPYIOTCS €  Jeja 10 BUAaM B
XPOHOJIOTMYECKOM MOPAJKE C OTHOCIIIMMHUCS K HUM MPUIOKECHUSIMU.

YcraBpl, MNONOXKEHUSA, WHCTPYKUHUHU, YTBEPKICHHBIE PaCHOPAIUTEIbHBIMU

HOKYMCHTaMH, SABJIAKOTCA IMPUIOKCHUAMHU K HHUM HW TPYIHIIHUPYHOTCA BMCCTIC C



yKa3aHHBIMU  JOKyMeHTamMu. Ecinum ke OHM  yTBEpXKIEHBI B  KadecTBE
CaMOCTOSITEIbHOTO JOKYMEHTa, TO HX TPYINIUPYIOT B CaMOCTOSTEJbHBIE Jea.
[Iprka3pl O OCHOBHOM JE€ATENbHOCTH TPYINIHUPYIOTCA OTAEIBbHO OT IMPUKA30B IO
JUYHOMY cocTaBy. IIpOTOKOIIBI B €€ paclonaratoTcss B XpOHOJIOTHYECKOM TOPSIKE
no HoMepaM. /[OKyMeHTHI K IpPOTOKOJaMm, CrpYINIHUPOBAaHHbIE B OTIEIbHBIC [ea,
CHUCTEMaTU3UPYIOTCS MO0 HOMEpaM MPOTOKOJIOB. YTBEpP)KICHHBIC IJIaHbI, OTYET, U
ApYrue JOKYMEHTBI TPYNIUPYIOTCS OTIEIbHO OT MPOEKTOB. JJOKYMEHTBHI B JIMUHBIX
JieJlax pacnojiararoTcs Mo Mepe uX nocrymieHud. Ilepenmcka rpynnupyercs, Kak
IIPaBWJIO, 33 IEPHUOJ KAICHIAPHOIO I'ojla U CUCTEMATU3UPYETCS B XPOHOJIOTHYECKOU
IIOCJIEJOBATENBHOCTH; JOKYMEHT-OTBET IIOMEIIACTCS 3a JOKYMEHTOM-3anpocoM. [Ipu
BO300OHOBJIGHUM TEPENUCKH [0 ONpeNelieHHOMY BOMNpPOCY, HauyaBliedcs B
MPEABIAYIIEM TOAY, JOKYMEHTBI BKJIIOYAIOTCSA B AEJNO TEKYIIErO roja C YKa3aHUEM

HUHACKCA JCJa IMMPCAbIIYIICT O I'oA4d.

9 Odopmienue aeJ

9.1 Jlena TexHukyMma mojyiexxar opopMICHUIO TIPU UX 3aBEJCHUU U IO 3aBEPUICHUU
roga OdopmiieHre €7 BKIIOYAET KOMILUIEKC paboT MO TEXHUYECKOW 00paboTke U
MPOBOAUTCS CHEUATMCTOM IO KaJlpaMm.

9.2 B 3aBUCUMOCTH OT CpPOKOB XpaHEHHUsI TMPOBOJUTCA IOJHOE WM YacCTUYHOE
opopmnenue nen. IlomHomy odopmiIeHHIO TOIJEKaT JejJa MOCTOSIHHOIO,
BpeMeHHOro (cBbimie 10 15eT) XpaHeHUss M MO JHUYHOMY cocTaBy. [lonHoe
oopmieHue nena mpeaycMaTpuUBacT: MOAUIMBKY WJIM MEperieT J1eia; HyMepaluio
JIMCTOB B JIeJIE; COCTABJICHUE 3aBEPUTEIbHON HAIIUCH Jea.

Hena BpemenHoro (mo 10 JeT BKJIIOYUTENBHO) XpaHEHUS MOJJIeKaT
YaCTUYHOMY OQOPMIICHHUIO; Jejla JIOMYCKaeTCs XPaHUTh B CKOPOCIIMBATENSAX; HE
MPOBOAUTH NEPECUCTEMATU3AMIO TOKYMEHTOB B JIeJie, JIMCTHI JieJla He HYMepOBarh,
3aBepUTENbHBIC HA/ITUCU HE COCTABJIATh.

B nenax obecrieyeHusi COXpaHHOCTH U 3aKpEIJICHUS MOPSAIKa PacloOKEeHUS

JOKYMCHTOB, BKIIFOUCHHBIX B IACJIO, BCC JIMCTbBI HYMCPYIOTCA apa6CKI/IMI/I L[I/I(I)paMI/I



BaJIOBOM HyMCcpalnun B IIPAaBOM BCPXHCM VYIJIy, HC 3aACBasA TCKCTAd AOKYMCHTA,

IMPpOCThIM Fpa(i)I/IIICCKI/IM KapaHaanoM Uik HyMCparopoM.

10 OnepaTuBHOE XpaHeHHE JOKYMEHTOB H J1eJI

10.1 C MoMeHTa 3aBelleHUS U 10 MEPEeAayu B apXuB Je€a XPaHATCA MO MECTY UX
(bopMHpOBaHUSL.

Crenuanict mo Kaapam HeceT OTBETCTBEHHOCTh 32 COXPAaHHOCTh JOKYMEHTOB
u gaen Jlema, HaxomsTrcs B paOouyMX KOMHATaxX, WJIM B OTBEACHHBIX JJIS HHX
MOMENICHUSIX, pacmojararorcs B mKadax, o0O0eCneYyuBalONUMX HMX IMOJHYIO
COXpPaHHOCTh. B 1eNX TMOBBIIICHUS ONEPATUBHOCTU TOMCKA JOKYMEHTOB Jielia
pacrmosiaraloTcss B COOTBETCTBUM C HOMEHKJarypod nen. HomeHknarypa nen uiau
BBITIMCKA U3 HEE MMOMEIIACTCsl Ha BHYTPEHHEN CTOpoHE miKkada.
Ha xopenikax 00105KeK J1eJ1 YKa3bIBalOTCsl UHACKCHI IO HOMEHKJIaType JIeI.
10.2 Brigaua men moapasfaesieHUusIM WM CTOPOHHUM OpTraHU3aIlUsIM TTPOU3BOIUTCS C
paspelnieHusi pykoBojcTBa. Ha BbaHHOE 71710 3aBOJIUTCS KapTa - 3aMECTUTEIIb Jiefia.
CTOpOHHUM OpraHu3aIysIM Jejia BBIIAIOTCS 110 aKTaM.

N3bsiTHe JOKYMEHTOB W3 JIeJ TIOCTOSHHOI'O XPaHECHUsS JOMYyCKaeTcs B
HCKIIIOUUTEIBHBIX CIydasX M TPOU3BOJUTCS C Pa3pelICHHUs] PYKOBOAUTENS C
00s3aTeNIbHBIM OCTaBJICHUEM B JEJie 3aBEPEHHOM KOMMU JOKYMEHTa M aKTa o

NpuiYnHax BblAa41 IMMOJJIMHHUKA.

11 Ilepenaua nes B apxus
11.1 JIna obGecriedeHuss COXpaHHOCTH JTOKYMEHTOB B y4€OHOM 3aBEJICHUU CO37aeTCs
apXuB.
11.2 B apxuB mnepenaroTcs Jeia IOCTOSHHOro, BpeMeHHOro (cBeime 10 1er)
XpaHEHUs U JieJia 10 JUYHOMY COCTaBY.
11.3 B cBoell [AesATENIbHOCTH AapXUB PYKOBOACTBYETCS HOPMATHBHBIMU U
MEeTOANYECKUMH JoKyMeHTaMu DenepabHoi apXuBHOM ciiyk0b1 Poccum.

11.4 I[eﬂa IMOCTOAHHOI'O CPOKaA XpAHCHUSA ICPCAAOTCA B APXUB IO OIIUCAM.



Hena BpemeHHoro (10 10 5eT BKIIOYUTENBFHO) XpaHEHUS Mepeflaye B apXHB,
KaK MPaBHJIO, HE MOAJEKAT, OHU XPAHATCSA B CTPYKTYPHBIX MOJApA3JEICHUSAX U IO
UCTEYCHUU CPOKOB XpaHEHUs MOMAJIEKAT YHUUTOXKEHHUIO B YCTaHOBJICHHOM IOPSIKE;
B UCKJIIOYMTEIBHBIX CIIydasX MO PEHICHUI0 PYKOBOACTBa NepenaroTcs B apxuB. Ux

nepeaada, oCymeCTBICTCA IO OIMUCAM UM HOMCHKIIATYpaM JICJI.

11.5 Ilepenayda nen B apXuB OCYLIECTBISIETCS MO rpadUKy, COCTABICHHOMY apXHUBOM.



