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1. OBIIUE MMOJIOKEHUS

1.1. Hacrosmas UHetpykius  ycranasmupaer B KPaeBOM TIOCyJapCTBEHHOM
OIO[DKETHOM PO ecCHOHATbHOM 00pa3oBaTebHOM  yupexneHHn " KpacHosipcknii
IOpUIMYeCKuil TexHUKYyM" (majee — TEXHUKYM) €IUHYIO CHUCTEMY JIEI0NIPOU3BOCTBA,
CAIMHBIC [IPaBUIIa IIOATOTOBKH U O()OPMIICHHS JOKYMEHTOB.

1.2. Wncrpykums onpenenser HOPSIIOK: PabOTBI ¢ BXOMSUIMMH, HCXOMSIIHMH 1
BHYTPCHHUMHU NOKYMEHTAMH, PErHCTPALMH, UCIIOTHEHUS K KOHTPOJIS 32 HCIIOJIHEHUEM
AOKYMCHTOB, HCIIOJb30BAHUs JIOKYMEHTOB B CIIPaBOYHO-UH(POPMALMOHHON paGore,
XPaHCHUS M YHUYTOXKEHHS JIOKYMEHTOB,

1.3. Uncrpykuus pazpaGorana c yaerom Tpebosanuii I'ocynapereennoro CTaHJapTa
I'OCT P 7.0.97-2016 «OpFaHI/IBaIII/IOHHO-paCHOpH,Z[I/ITeJ'ILHaH MoKymeHTanusa. TpeboBanus
K O(QOPMIIEHHIO TOKYMEHTOBY.

1.4. Bemonuenue TpeboBaHMit HMucTpykiun ob6s3arensro JUIST BCeX pabOTHUKOB
TEXHUKYMa U (DUITHAIIOB.

1.5. MHCTpyKIMs npenHasHavYeHa JUIs cOCTaBIeHMs AOKYMEHTOB, MX PETUCTPALlUH,
Y4€Ta M KOHTPOJA HCIOJHEHUS C IOMOIIBIO [IEPCOHANEHBIX KOMIIBIOTEPOB M HA
OyMaXXHBIX HOCHTEJIsIX.

1.6. Meroauueckoe pykoBOACTBO MOCTAHOBKOI ACITOTIPOM3BOJICTBA M KOHTPOIIB
COOMIO/IEHM  TpeGOBaHMT  HacTosIIe Wuerpyknnm — ocymiectsiser 3aBEYIOIINMA
KaHLEJIsIpUeH.

3aBenyroImuii KaHenspuei naer YKa3aHUsS TI0 BOIPOCAM OPraHU3allUU BEICHUS
ACJIONPOU3BOLCTBA, O0s3aTebHbIe IS WCIIOTHEHHS CTPYKTYPHBIMHU MOJIpa3eIeHUSIMHI
TCXHUKYMa, TIPOBEPSET COCTOSHUE MEJONPOU3BOJCTBA M OCYIIECTBIAET 00ydYeHue
PabOTHUKOB, OTBETCTBEHHBIX 3a BeCHMUe JCIIOTIPON3BOACTBA.

1.7 OrBerctBeHHOCT 33 oBecmeuenue TCXHUKYMa  000pyJOBaHKEM,
HEOOXOMMMBIME GIaHKaMH, LITaMIIaMu, [E€YaTAMHI U KaHUEISPCKAMHU TIPHHAIEKHOCTIMHU
HECeT Ha4aJlbHUK XO35HCTBEHHOr0 OT/IeNa.

1.8. OrBercTBeHHOCTS 3a WCHONHEHME TpeOoBaHUH HacTosIIEH Huctpykimu Hecer
3aBENYIOUMH KaHLENSIpUeH, a TakKe pabGOTHHKH CTPYKTYPHBIX IOIpa3ielleHull, Ha
KOTOPBIX BO3NIOKEHA OTBETCTBEHHOCTE 38 BEACHHE JICIONPON3BOCTEA B IOApa3eIeHUsX.

1.9. Kaxnmpri PabOTHHUK OpraHM3aImu JIOJDKEH OBITh O3HAKOMJIEH C HACTOSIIIEN
HHcrpykimeit mox pacmmcky (moxmnucek u nara).

1.10. Ilpw yBonbHeHUH WM BPEMEHHOM  OTCYTCTBHH (OTITYCK, KOMAaHIMPOBKA,
OONe3Hb) BCe HEHCIONHEHHbIE AOKYMCHTBI, HaxoslIMeCs y pabOTHHKOB, COIJIACHO
TMCbMEHHOMY  yKa3aHUIO JIMPEKTOpa Iepenarorcs APYTOMY  HCTIOJHUTEIIO Yepes3
3aBEIYIOIET0 KaHIEIsIpHUei.

1.11. Ilpu yBonbHEHHU paboTHMKa, YUCTAIMecs 3a HUM JOKYMEHTBI, IITaMIIbI,
Ne4aTH, OJIaHKH, CPEelCTBA OPITeXHUKHU MEPE/AIOTCs BHOBL HA3HAYEHHOMY JIHLLY 110 aKTy,
YTBEPKIaeMOMY TUPEKTOPOM TEXHHUKYMA.

2. OPTAHU3AIIUA HAOKYMEHTOOBOPOTA
2.1. O061mue nonoxkeHus.



2.1.1. Tlpuem, nocraBka u [iepenava JO0KYMEHTOB OCYILECTBISIETCS 3aBEIYOIINM
KaHIeJsSIpAEeH.

2.1.2. JloKyMeHTEI [ICPENAIOTC  HAa pACCMOTPCHUE OUPEKTOPY B JEHb WX
NOCTYIVICHUsST M HAIpPAaBIISIIOTCS HA HCIOJIHEHHe Cpasy ke IIOC/IE HMX PacCMOTPEHHs
JUPEKTOPOM.

2.1.3. Ilpoxoxnenue, PAaCCMOTPCHUC W HCIIOJHEHHE JOKYMEHTOB yIOCTOBEPSIETCS
OTMETKaMHU O IIOCTYIUIEHHH, pPerucTpallny, HaIlpaBJICHUW Ha MCIOJIHEHUE, XOJe
MCIIOJTHEHUSI, HAIIPABICHUH B JIENO, KOTOPBIE PA3MEINAIOTCI HA CaMOM JIOKYMEHTe.

2.2. Ilpuem, perucTpanus u paccMOTPEHHe BXOISLIIX JIOKYMEHTOB.

2.2.1. TlepBuunyto o06pa6orKy IIOCTYMUBIINX B OPraHU3aLUI0 JOKYMEHTOB
IIPOBOJMT 3aBEAYIOLIMH KaHIIEIIpHeEil.

222. Tlpu 1npueme NOKYMEHTOB [IPOBEPACTCS  MPaBUIIBHOCTH  JOCTaBKH,
LCJIOCTHOCTE  YIIAKOBKH, KOMIIIEKTHOCTh JIOKYMEHTa M TIPHIOKEHHH K HeMy. Bce
KOHBEPTBI BCKPBIBAIOTCS, KPOME KOPPECIIOHIEHIMH C ITOMETKOMH «JIMYHO», xoropas
BPYYaeTCs HEIOCPECTBEHHO aJ[pecary.

2.2.3. Omubo4yHo moCTABIEHHbIE JAOKYMEHTBI BO3BpAIAIOTCS B  IIOYTOBOE
oraenenue. llpu menoctaue wim mospexmeHUH AOKYMEHTOB COCTaBIIIETCS. aKT B TPeX
OK3eMIUIAPAX. TIepBBIA DK3EMIUIAP MOCHLIAETCS OTIPABUTEINIO, BTOPOU IpHOOIIaeTcs K
AOKYMEHTY, TPETUH OCTAETCs Y 3aBEYyIOLIEr0 KaHeIIPUEi.

2.2.4. B cmydae, ecnu gaTa OTNIPAaBKU W OOpaTHBIA ajpec yKasaHBl TOJBKO Ha
KOHBCPTE, NaThl TIOANMCAHUA JOKYMEHTA U €r0 HONy4eHHsS MMEIOT PacXOXIeHHe Gojee
MecALa, €CIl KOHBEPT 3HAYUTE/ILHO HOBPEXK/IEH MK Ha HEM UMEIOTCS 0COObIe OTMETKH, 4
TaKKe B ClIydae, eClid Ha KOHBEpTe OTCyTCcTBYeT rnomerka «JIMUHOy, a BrokeHue HOCHT
JIMYHBINA XapaKkTep, KOHBEPTHI He YHUUTOKAIOTCS, a IPUKPETUIAIOTCS K JOKYMEHTY.

2.2.5. Ha monmy4eHHEBIX NOKYyMEHTaX B MPaBOM HHKHEM YTJIy JIMLEBOH CTOPOHEI
TICpPBOTO JICTA TOKYMEHTA TIPOCTABIISCTCS OTMETKA O HOCTYIUIEHAN OKYMEHTA — [ITAMII C
YKasaHHEM JlaThl MOCTYIICHUS NOKYMEHTA W €ro MOPSIKOBOrO BXOAAIIErO HOMepa; Ha
MOUTOBBIX  OTIPABICHHMSX, HE TIOAJIEXKAIIUX BCKPBITHIO, IITAMII MPOCTABISIETCS HA
0OpaTHOM CTOPOHE KOHBEPTA.

2.2.6. Perucrpanusi NOKYMEHTOB [IPOH3BOIUTCS OJHOKPATHO  3aBEMYFOLLHMM
KaHLENSIPUEH TIyTeM 3aHeceHus aaHHbix B <« KypHai perucTpanuu  BXOIsIei
KOPPECIIOHICHIINM.

2.2.7. Peructpanus BXOISIMX JOKYMEHTOB [IPOBOJMTCS B IEHb UX MOJyYEHUS.

2.2.8. Bcnm K mocTynmBLieMy AOKYMEHTY HMEETCSl MPHIOXKEHUE, TO PIIOM C
BXOJISIIIIAM HOMEpPOM 00 9TOM Jenaercs OTMETKA, Hanpumep.
Ne 45 + npunoocenue na 1 x.

2.2.9. Tlocne perucrpanuy BXOISIIIE JAOKYMEHTBI IepeHaroTCs Ha paccCMOTPEHHE
AUPEKTOPY. EcIu momy4eHo NHCbMO-OTBET, kK HEMy HEOBXOIUMO IPUKPENHUTh KOITHIO
WHULHMATUBHOTO IIHCHMA.

2.2.10. B pesymbrate paccMOTpeHHs JOKYMEHTa JUPEKTOpP IPOCTABILET HA HEM
PE30JIIONHIO, COACPKAHUE KOTOPOH (HCIOJHUTENL(H), COAep)KaHUEe MOPYUCHHS W, pu
HEOOXOIMMOCTH, CPOK MCIIONHEHHs) 3aHOCHTCS B «)XKypHan perucrpaumu Bxomsmieit
KOPPECIIOH/IEHIIHW.



Eciu nokymeHT HanpaBisiercs HeckoIbKIM UCTIOJTHUTENSIM, TO JIMLIO, YKA3aHHOE B
PC3OJIIONMHA  [IEPBBIM,  SBISETCS OTBETCTBEHHBIM HCIIONHUTEIEM, KOTOpBI  00s3aH
OpPraHM30BaTh B YKA3aHHBIN CPOK €ro UCIIOJHEHHE.,

OpI/IFI/IHaH BXOs1eln KOPPECIIOHJACHIIMU MOXKET OCTaBJISTh cede JAHUPEKTOD,
3aMECTUTEIIN AUPEKTOPA.

2.3. OpraHu3salys UCIIONHEHUS B KOHTPOJb UCTIONHEHHSL JIOKYMEHTOB.

2.3.1. CtaBUTh JOKYMEHTHI Ha KOHTPOJIb UMEET MPaBO JAUPEKTOP U 3aMECTUTENTH
JUpeKTopa.

2.3.2. OrMeTKa O KOHTpOJE — IITaMmIl «Kourtponb» — mpocrasnsieTcs B mpaBom
BCPXHEM YTy NMEPBOTO JINCTA JIOKYMEHTA.

2.3.3. KOHTpOJIb CPOKOB HCHONHEHHS! MOKYMEHTOB BO3IATACTCS JAPEKTOPOM Ha
OTBETCTBEHHBIX UCITOIHUTENICH.

2.3.4. Cpok MCIOTHEHHUS UCYMCIACTCSI CO JHS, CJICYIOIIETO 3a IaTOU HAaIOKEHHS
pesomonuu. Tlpu OTCYTCTBUM B pe30sonuu KOHKPETHOTO CpOKa WCIIOJIHEHUS TOKYMEHT
UCIojHseTCs B 10-1HEeBHEBIN CPOK.

23.5. Ecim B pe3omolMM  YKa3aHO HECKOTIHKO UCITOJIHUTENIEH, JOKYMEHT
ICPENIaCTCA  Ha HCIHOJNHEHHe [IE€PBOMY HA3BAHHOMY B  PE30JIIOLHH paboTHHUKY
(OTBETCTBEHHOMY HCIIOMHUTENIO). OCTANLHBIM COMCIIONHHTENSM IepPearoTCsl  KOITHH
JIOKyMEHTA.

OTBETCTBEHHOCTH 3a Ka4eCTBEHHOE W CBOCBPEMEHHOE HCIIOJHEHHE JOKyMEHTa B
PaBHOM CTENECHH HECYT BCe pabOTHIKH, yKa3aHHBIE B PE30JIIOLHH.

2.3.6. Mcnonmaurens (OTBETCTBEHHBIH MCTIOJIHUTENh) O0S3aH JaBaTh 3aBe/yIONeMy
KaHLEJIIpUen OTBETHI Ha BCE BOIIPOCHI, CBSA3AHHbIE ¢ XO0M HCIIOTHEHHUS JOKYMEHTOB.

2.3.77. JoxyMeHTBl (KCEepOKOITHU JOKYMEHTOB), HaXOJSIIUecs Ha HCIOJHEHHUH,
XPaHATCS y HCMONHUTENEH B [OpsiIKE, UCKIIOYAIOIINM MX yTpary. B ciydae yTEPU WU
Mponaxu  NIOKyMEHTA HCIONHUTEL HEMEJICHHO H3BeIlaeT 00 93TOM 3aBeAyIOLIero
KaHIesIpueH.

2.3.8. He mosniHee ykas3aHHOIO B Pe30JIOLMH CPOKA HCTIONHUTEND 0OS3aH nepenarh
3aBelylomeMy KaHLENspuel HHpopMaluo 00 HCIOJHEHHH JOKYMEHTd, a Ha CcaMoM
JIOKyMEHTe OQOPMHUTE OTMETKY 06 HCIOJHEHHH JOKYMEHTa U HalpaBJIeHHH €ro B JIEJIO.
Ormerka nomemaercs B IeBOM HUKHEM YTITy [IEPBOTo JIHCTA JIOKyMEHTA.

B ormerke crenyer ykasath HauMeHOBaHHE JOKYMEHTA, CBHJIETENILCTBYIOLIETO 00
HCTIOTHEHMH TIOPYYCHUS, ero JaTy U HOMep. Eciu Takol [oKyMeHT oTcyTCTByerT, maercs
KpaTKas HH(QOpMaIus 06 HCIIONHEHHH.

2.3.9. 3ananue CHUMAETCS C KOHTPOIIS TONBKO € pa3pelIeHus JUPEKTOpa TEXHUKYMa
(4nm, B €T0 OTCYTCTBHE, JIULIA, €T0 3aMelaroLero).

2.3.10. McronnenHble IOKYMEHTBI C MPHIOKEHHEM HEOOXOMUMBIX JTOKYMEHTOB
IIEPEHAIOTCA 3aBEAYIOIIEMY KaHLEISIpUe B I0A00paHHOM [IIsl IIOAIIKUBKHY BHIIE.

2.3.11. McrionHeHHble JOKYMEHTB U KONUK THCEM-OTBETOR JIOJDKHBI ITOIIHBATHCS
B JI€J1a HE MO31HEEe CIEJYIOIIEero NHsI [OC/Ie UCIIONHEeHHUS WK OTIPABKH OTBETA.

2.3.12. Ecnu JIOKyME@HT He MCIIOJIHEH B CPOK, TO UCIIOJIHUTEND 06s3au JIO UCTEYEHUS
KOHTPOJILHOTO  CpOKa  MPEeJIOCTaBUTh  MHOPMALMIO O  [pUYMHE  3aJepXKKIL.



OTBETCTBEHHOCTh 34 HEHCIIONHEHWE JOKYMEHTa HeceT HCIIONHHTENb (OTBeTCTBEHHEIH
UCIIOJIHUTEITH ).

2.3.13. Ecmum wucnomuutens (OTBETCTBEHHBIN HCIIOJIHATENIb) COTJIACOBAll C
AUPEKTOPOM HM3MEHEHME CPOKa UCIIOJHEHHUs JOKYMEHTa, UCIIOJHUTENE (OTBETCTBEHHBIN
UCTIONTHUTEIIB) 00513aH COOOIIHTE 06 3TOM 3aBeIyIOIeMy KaHLEIsApUeH.

2.4. IToaroroBka UCXOISAIIETO JIOKYMEHTA.

2.4.1. TlpoekT wucXOASILIETO JAOKYMEHTa TOTOBHAT PabOTHUK TEXHHKyMa —
UCIIOJTHUTENb NOKYMEHTA. [lJist IOArOTOBKY MPOEKTa CIIOMKHOTO JOKYMEHTA MOKET OBITh
IpUBIIEYCHA IPyIINa pabOTHUKOB (pabouast rpymma).

2.4.2. IIpoekT HOKyMeHTa BH3MDPYETCS HCIOJHUTENeM W/WIH PYKOBOIHTEIEM
CTPYKTYpPHOrO MOJpAa3lieNIeHNs, B KOTOPOM TOTOBUIICS IPOEKT JOKyMeHTa (BH3a
[IPOCTABIIACTCS. HA KOMNMM HCXOSILIEr0 [OKYMEHTa) ¥ IepefaeTCs 3aBelyIoleMy
KaHIEeNspUeH JUIs TPOBEPKU IIPABUIIBHOCTH €r0 0(OpPMIICHUS.

2.4.3. 3aBenyrommii KaHuenspueil IpoBepsieT HaTM4YMe ajpecara, 3aroioBKa K
TEKCTY, OTMETKH OO0 HCIOJHUTENe M INPABUIBHOCTH OQOPMIIEHHS BCEX PEKBHU3HTOB
JOKYMEHTA.

244. llocme mpoBEpKH  HUCHONHUTENs  COTJIACOBLIBAET JOKYMEHT ¢
3aMHTCPECOBAHHBIMH JIOJDKHOCTHBIMU JIMIIAMH TeXHUKyMa (IIpH HEOOXOJUMOCTH — C
JAPYTUMU OPTaHU3ALUSIMH).

2.4.5. JlokyMeHT mepenaercs Ha IOANMCH JMPEKTOPY 4Yepe3 3aBeIyIOLIero
KaHIemspren. K JOKyMeHTy NpHIararoTcss Marepualibl, MOCTYKUBIINE OCHOBAHUEM IS
€ro COCTaBIICHHS.

2.4.6. JlokyMeHTBI IOJNKMCHIBAIOTCS JMPEKTOPOM TeXHHMKyMa. llOAIHCHIBaeTCs
HEOOXO0UMOE KOJIMYECTBO SK3EMILIAPOB JOKYMEHTA.

2.4.7. VcnonHeHHble JOKYMEHTbI C MPHIOKEHHEM HEOOXOMMMBIX JOKYMEHTOB
NIepeIatoTCs 3aBelyIOLIeMY KaHLENIpHen B [10J00paHHOM JUIst OTIIPABKH BHUJIE.

2.5. Perucrpanus uCXomsmmx JIOKYMEHTOB.

2.5.1. Peructpanuio UCX0JISIMIMX JOKYMEHTOB IPOBOJUT 3aBeIyIOLHiT KaHlespuein
B JIEHb UX IIOJIUCAHUSI.

2.5.2. Ha mnoanuuHuKe M Ha KOMHMH HCXOMMAIIErO JOKYMEHTa MPOCTABILIETCH
MCXOJAIIMH HOMEp [0 OKypHaly peTHCTpaldy HCXOAAIMX JOKYMEHTOB M JaTa
perucTpanum.

2.5.3. HcxonsmmMm HOMEPOM [OKYMEHTA SIBJISETCS ero IMOpPSIKOBBIH HOMEpP B
npefenax  KajgenjgapHoro roxa. Opwurunan (1u00 KCEpOKOMHs) JOKyMeHTa B JI€Hb
OTIPABKU MOJILUBACTCS B JIENIO, KOTOPOE XPAHUTCS B KAHIIEISIPUH.

2.5.4. lannbie 06 uCXojis11eM TOKyMEHTE 3aHOCSTCS 3aBelylOMM KaHIespUei B
«KypHas perucTpauu UCXOIAIIENH KOPPECITOHACHIIINY.

2.5.5. Ilepes OTHPaBKOI MCXOJSIIErO JOKYMEHTA TIPOBEPAETCS MIPABHIBHOCTD €ro
otopmiteHHs. 3aBeyIONIMI KaHIe s[prell TPoBepseT HATMUMe PErHCTPALIMOHHBIX JAHHBIX
(HOMep M JaThl) Ha 00OMX 9K3eMIIAPax JOKYMEHTa, HATUYHE MOITHCH IApEKTOpa U, Mpu
HEOOXOIMMOCTH, OTTUCKA [IEYaTH Ha MOJTMHHUKE JOKYMCHTA.



2.5.6. HOI[FOTOBJIGHHBIG K OTIpaBKEe HNOKYMEHTHI IO mouTe PocCuM WIM II0
SHGKTpOHHOﬁ IIOYTE IOJKHBI OBITh PeAOCTaBICHBl 3aBEAYIOIIUM KaHHeHHpI/Ieﬁ HE
HO3AHEE OHS, CIICAYIOLIEr0 3a JHEM 10 ITUCAHUS.

2.6. Obecnieuenne COXPaHHOCTH JIeN B JOKYMEHTOB

2.6.1. 3aKoHYeHHbIE JIETONPOU3BOACTBOM Jella XPAHSITCS B KaHIESIPUU B TEUEHUE
OJIHOTO ToJIa.

2.6.2. Jlena xpansrcs B 3alUPaIOmXcs mKadaxX B BEPTHKATLHOM MOJIOKEHHIHN.

2.6.3. Ilo wucreyenuu omHOro roma jeina [IEPEBONSATCS HA XPaHEHWE B apXUB
TeXHUKyMa. OTBETCTBEHHOCTD 38 COXPAHHOCTH JJOKYMEHTOB HECET apXuBapuyc.

2.64. B cmywae yrparsl WM I[OpYM el WIH JOKYMEHTOB 3aBEIYIOIIHH
KaHUEIAPUEH HEMEICHHO JOKJIa/blBaeT 00 5TOM AMpeKTOpy. IIo pacropspkeHMio
AMPEKTOpa B TAKUX CJIydasX INPOBOIUTCS ClyKeOHas IPOBepKa, [0 Pe3yabTaTaM KOTOpPOil
K BUHOBHBIM IPUHUMAIOTCS MEPBI IUCIMIIMHAPHOTO MM HHOTO XapaKkTepa.

2.6.5. B TedyeHue nenonpousBOACTBEHHOIO OfA B3aMEH BBIIAHHBIX COTpYyAHUKAM
At paboThl JOKYMEHTOB B IO BKJIAJBIBAIOTCS WX KOMUH. Ilocie BO3BPAILICHUS
JOKYMEHTA KOIHS YHHYITOKAETCS.

2.6.6. [To oxOHYaHHH JETOMPOM3BOACTBEHHOTO TOJIad H3BSITHE U BBINAYA KAKHX-THO0
AOKYMEHTOB M3 AeJ1 He paspernaercs. [Ipu neobxomumocTu yis paboThl BBLIACTCS IO
LIEJTUKOM.

2.6.7. 3aBenyromuil KaHIEIApHeH He peke ABYX Pas B TOJ IIPOBOIUT BEIOOPOUHYTO
NIpOBEPKY HATMYHs JI€]1 U JOKYMEHTOB, O pe3yJibTaTax KOTOPOH HHMOPMHUPYET AUPEKTOpa
TEXHUKYMa.

2.6.8. [lonnas nposepka HaJIWM4Ms €] U JOKYMEHTOB IPOBOIUTCS €XKErOIHO IO
3aBEPILIEHHIO JEIO0NPOU3BOICTBEHHOIO 014,

3. HOPAJAOK COCTABJIEHUSI U O®OPMJIEHUSA
CIYXEBHBIX JOKYMEHTOB

3.1. Obuure TpebGoBaHMs 110 OGOPMIIEHHIO JOKYMEHTOB.

3.1.1. Obwmme Tpeboranus 1m0 OGOPMICHHUIO JOKYMEHTOB IIPHMEHSIOTCS B ciaydJae,
€CJIM MHOE HE YCTAHOBIIEHO MOJIOKEHUSIMI MHCTPYKITHH. -

3.1.2. JIOKyMeHTBI Ie4aTaroTCs:

¢ npumeHennem ¢opmara MS Word 2003/2007/2010 nuGo B apyrux dopmarax,
COBMECTHUMBIX C JIAHHBIM, ¢ UCNONIb30BaHueM ipudra Times New Roman pasmepom 13,
14 nT — 1y opopmitenus Tekcra u ¢ npuMenenneM popmara MS Excel 2003/2007/2010
nmibo B Apyrux Gopmarax, COBMECTHMBIX C IaHHBIM, pasmepom 10, 12, 14 ot g
o(opMIIEHHSI TabIIHII;

C UCIIOJIb30BaHMEM 1-1,5 MEKCTPOUHBIX HHTEPBAIOB;

PeKBU3KUTBI TOKYMEHTa OTHEILIIOTCS APyYT OT Jipyra 1-3 HHTepBaTaMu.

PeKBU3HTBI OKyMeHTa, COCTOAIIME M3 HECKOJIBKUX CTPOK, MedaTaroTcsi uepe3 1
MEXCTPOYHBIN UHTEPBA.



Jlomyckaercst u3sMeHeHHe pasMepa LIpH(TA, HHTEPBANOB H  MEKCTPOYHBIM
MHTEPBAOB, a TakkKe O(OpPMIEHHWE BHYTPEHHHX JOKYMEHTOB  (3asBIICHHE,
OOBSACHUTENbHAS 3AITHCKA) OT PYKH.

3.1.3. Kaxipl#i HarieqaTaHHBIH JIHCT J0KyMeHTa, 0OPMIICHHBIH KaK Ha OJylaHke, Tak
u Oe3 6l1aHKa, HMeeT CIIeAyIOIe pa3Mepb! MOJIeH:

neBoe — 20 MM., npaBoe — 10 mm., BepxHee — 20 MM., HIDKHEE — 20 MM.

HoxymenThI mirenbHBIX (cBbire 10 JeT) CpoKOB XpaHEeHHs IO/DKHBI HMETh JIEBOE
nosie He menee 30 MM,

3.2. O0uue cBeaeHu.

3.2.1.  JlokyMeHTHI ~TexHHKyMa OQOPMISIOTCS C y4eTOM PpeKOMEHIAllHi
["ocynapcTBeHHOIO cragaapra I'ocT P 7.0.97-2016 «Opranu3anoHHO-
pacropsainuTe/IbHasl NOKyMeHTalus. TpeboBaHusi kK O(OPMIIEHHIO JOKYMEHTOB» U B
COOTBETCTBHH € (popMamu ¥ 00paslaMu JOKYMEHTOB, [PUBEAECHHBIMU B NIPHIIOKEHAH K
HacrosAwme MHcTpyKmm.

3.2.2. DneKTpoHHbBIe MA0NOHE! JOKYMEHTOB U IPUMEpPBI HX 3aMOJHEHHS XPAHATCS B
KOMIIBIOTEpE CeKpeTaps.

3.2.3. JIOKyMEHTBl TeXHHKyMa IPHOOPETAIOT HOPUIMYECKYI0 CHIy C MOMEHTA
MOJITUCAHUS UJIH YTBEPIKICHUS UX TUPEKTOPOM.

3.2.4. I'pud) yTBEpXKAEHHUS NPOCTABISCTCS B [IPABOM BEPXHEM yIUIy II€PBOTO JIHCTA
JOKYMEHTA.

Ilpumep odopmienus rpuda yTBepKIAeHHs HOKyMEHTa, NOATOTOBICHHOrO Ha
OnaHke:

VTBEPXJIAIO

Hupexrop KI'BIIOY «KpacHosipckmii
IOPUANYECKUN TEXHUKYM»

Ilopgnmucy M.O. Gamunus

Hata

3.3. IlonroroBka u opopmieHue NPUKa3zoB

3.3.1. Ipuka3s — mpaBoBOH aKT, U3/laBaeMblil IUPEKTOPOM TEXHUKYMA.

3.3.2. lns oopmIIeHHs MIPHKA30B UCHIONB3yeTest Oank npukasa (Ipunoscenue Ne
1). TexkcT IpUKasa COCTOUT U3 JBYX YacTeil: KOHCTATUPYIOMWIEH U pacTIOPsIANTEILHOT.

B koHcTaTUpYIOMIEH YacTy U3/1araloTesi OCHOBAHUS IS U3JaHKS JOKYMEHTA.

3.3.3. PacmopsauTenbHas dacTh OTAEISIETCS OT KOHCTaTHPYIOIIEH YacTH
pacnopsautTensHbiM - ciioBoM  «I[IPUMKA3BIBAIO». CnoBo mewaraercss NPONUCHBEIMH
(3arnaBHBIMK OyKBaMH) Ha OTAEIBHOM CTPOKE HENOCPEACTBEHHO OT JICBOTO IIOJS MU C
KpacHo# ctpoku. He momuepkuBaercs, He Oepercss B KaBbIUKA. MoxkeT OBITH BBIIEIECHO
IIOJIY >KUPHBIM HauepTaHUEM.

3.3.4. PacmopsaauTensHas 4YacTh JOJKHA COJEPXKATh KOHKPETHBIE 3ajaHusd,
NOPYYEeHH U MEPOTIPUATHS C YKa3aHUEM HCIIOIHUTEIeH W CPOKOB MCITOJIHEHHS.

3.3.5. TlpoekT mnpukasza, B 3aBUCHMOCTH OT COJEP)KaHWs, COITACOBBIBACTCS C
3aMECTUTEIISIMU JJUPEKTOPA, FOPUCKOHCYIILTOM, HAYaJIbHUKOM X03SHCTBEHHOTO OT/Iea.



Buser cormacosanus oopMIISIOTCS Ha TEpPBOM JIHCTe TpHKasa JHG0 000pOTHO¥
CTOPOHE IIOCIIEIHEr0 JINCTa MTPUKa3a.

[IprmMep ohOpMIIEHHSs BU3EI COIIACOBAHUA:

COI''TACOBAHO
IOpuckoHCYy BT
[MTognuce M.O. @amunus
Jara

3.3.6. Perucrpaims NpuKazoB OCYHIECTBISETCS CIELHAIUCTOM 10 KaJipam.
Peructpanns npukazsoB 1o 00yd4aroLmMMCs OCYLIECTBIAETCS 3aBEIyHOLIei yueOHOU
YacThIO.

[Iprkasel HyMepyIOTCs B IIpejieNiax KajleHIapHoro roja.

3.3.7. Ha mnociegHeM JmcTe mNpWKasa WIM Ha 00OpOTE IIOCIEIHEr0 JIMCTa
O(hOPMIIAIOTCS BU3bI O3HAKOMJIEHUS C ITPUKAZOM.

IIpumep opopmiieHuUs] BU3 O3HAKOMIIEHUS:

O3HAKOMJICHBI:
Ioamuce N.O. ®amunus

Jarta

3.3.8. IlomMHHUKK NpuKa3oB (QOPMHUPYIOTCS B COOTBETCTBYIOIME JeNa Y
CIICHMAIIMCTA 110 KaJpaM U B y4eOHOU 4acTH, KONHM IPHKA30B OTAAIOTCS B OyXrairepy
TLIb, samecTuTensm IMpeKTOpa, 3aBeIyIOIUM OT/Ie/ICHUAME U 3aBeyIOIell (UIHATaM.

3.4. I[logroroBka 1 opopmileHUE CIIYKEOHBIX IHCEM

3.4.1. Cnyxebubre mucsMa odopmisiiores: Ha Orankax juist uceM (Ipunooicerue Ne
2).

3.4.2. CnyxeOHble MUCbMa JJOJDKHBI ObITH HAIMCAHBI KPATKO, SICHO ¥ 000CHOBAHHO.
@opMyIUPOBKYU B IIMChbMaX HE JOJIKHBI JIOMYCKATh Pa3IMYHBIX TONKOBAHHI.

Ilucbma, Kak mpaBuio, MO/DKHBI 3aTParuBaTh TOJIBKO OJMH BOIPOC, HTO
obecrieunBaer Ooyiee ONEPaTMBHOE pPACCMOTPEHHWE HX B OPraHH3ALHH-IOTyHaTele
Aokymenra. B kpalinem ciydae, ciykebHoe nIHMCLMO MOXET OCBEIIATH JIBa
B3aMMOCBSI3aHHBIX BOIIPOCA.

3.4.3. BHeceHue B MOJJIMHHUK CIIY)KeOHOro MUChbMa JT00aBICHWH HIIH M3MEHEHHI
II0CJIE €r0 MOANUCAHUS HE IOMYCKAETCH.

3.4.4. Ilucema nepejnaroTcs Ha [OANNCH JUPEKTOPY Yepe3 3aBeyIOLIEro
KaHLEeJIApUeH, KOTopasi BIpaBe BEPHYTh JOKYMEHTBHI UCIIONHUTENIO Ha J0paboTKy, eciu
OHH O()OPMIIEHBI C HAPYIICHUEM CYIIECTBYIOMIUX TPABUIL.

3.4.5. HanmenoBanue ajjpecara 1 OYTOBBIH apec MPOCTABISIOT B IPaBoil BepxHeil
JacTu OaHKa.

3.4.6. JlokymMeHT He JIOJDKeH cosiepkars Gonee 4 agpecaros. Citoso "Korms" nepes
BTOPBIM, TPETHMM M 4YETBEPTHIM aJ[pecaroM He IpocraBiusercs. [lpu HampasieHHn



JIOKyMeHTa OoJlee uem 4-M afpecaTaM COCTABIISETCS CIHCOK PacChlkd, B 5ToMm cllydae Ha
KaXIOM OK3EMILIAPE JOKYMEHTa 10O Clie/lyeT yKasaTh TOIBKO OMH aJpec.

3.4.7. Jlata mOKyMeHTa M €ro MCXOISIIHii HOMED IIPOCTABISIIOTCSI HA OTBEIEHHBIX
JUIA OTUX PEKBU3UTOB MECTAX:
No

IIpu cocranennn 0TBETHOro MUChMa JOJKEH GBITH 3aMOHeH pekBU3UT "CehlLTKa
Ha HOMEp U JlaTy HHUIUATUBHOIO JIOKyMeHTa":
Ha Ne oT

3.4.83. B 5meBoM HIDKHEM yIuly MOCIeHEH CTpaHUIbI NOKyMeHTa 0ohopMIIseTCs
OTMETKa 00 WCIIOJHUTENe, BKIIOYAOWas (QaMUIHIO, HMS, OTYECTBO HCIIOTHHATENS
AOKYMEHTa ¥ HOMEp ero ciy:xebHoro TenedoHa (Ipu OTCYTCTBHU CBOOOIHOTO MeCTa Ha
JIMLEBOH CTOPOHE OTMETKA O(OPMJILETCS B HHIKHEM JIEBOM YTy OGOpPOTHOH CTOPOHBI
IOCJITHETO JIMCTA JOKyMEHTa), Halpumep:

Wcnonuurens:
Wsanos MBan MBanosuu
Ten. 8 (391) 222-55-66

3.5. [logroroska 1 odopmileHHE JIOTOBOPOB.

3.5.1. loroBop - NOKyMEHT, GUKCHPYIOLIMH COINAleHNe IBYX MM HECKOIbLKHX
ml, 00 YCTaHOBNEHHH, W3MEHEHHH WM TIPEKPAIlEHHH TI'PaXIAHCKHX IpaB "
00513aHHOCTEH.

3.5.2. TekcT norosopa oGopMIIIETCs eIMHBIM JOKYMEHTOM C Ha3BaHUEM «IOTOBOP»
(«cornaiienne») M HMEET MPOCTYIO MHUCBMEHHYIO (GOPMy, I[PH 5TOM  OJDKHBI
COOJIIOZaThCSA CTPYKTYPA, CTHIIh M3IIOIKEHHUs], [IPHCYTCTBOBATh HEOOXOUMbIE PEKBH3HTEL,
00s3aTebHBIEe [JIS JIOrOBOpa JaHHOM IMPYIIIIbL.

3.5.3. Teker joroBopa nedaraercs Ha Jiictax Gpopmara A4 B IByX 9K3eMIIISPaXx.

Ecin TexeT 1orosopa cogepKuTes Ha HECKOJIBKUX CTPAHMIIAX, TO JUCTHI C TEKCTOM
ZIOTOBOpA HYMEPYIOTCS, MPOIIHYPOBLIBAIOTCS, MECTO IMHYPOBKH CKPEIUISEeTCS KPYyTJIOH
[1€YaThIO.

3.5.4. TexcT JOoroBOpa HaIPaBJIsSIeTCs HA COTIacOBAHUE.

CornacoBanue odopmiisieTcst myTeM cOopa BH3 Ha JIHCTE CONIACOBAHHS [IPOEKTA
JIOrOBODA.

3.5.5. CornacoBaHue IPOU3BOIUTCS B T€UEHHE OJHOrO pabodero JHsS ¢ MOMEHTA
HarpaBlieHHs IIPOEKTA JIOr0Bopa pabOTHHUKY .

3.5.6. Ocdopmiienre 10roBopa, CONPOBOKIAEHHE Er0 HPU MPOBENCHHN JKCIIEPTHU3BI
OCYIECTBIISIET IOPUCKOHCYJIBT.

3.5.7. Eciu npu COIjlacoBaHUM [POEKTa JOTOBOpPAa BO3ZHHUKAET HEOOXOIUMOCT
BHECEHMA B HEIO H3MEHCHHM, TO TaKWe HM3MEHEHHUS MOTYT BHOCHTLCS TOJBKO B TOM
ClyHdae, eClli OHM He INPOTHBOpEYaT YCIOBUSM CHEIKHM M HOPMaM JeWCTBYIOLIErO
3aKOHOJIATELCTBA. B 9TOM ciiyuae IOPUCKOHCYTIBT IIPOBOJUT IIOBTOPHOE O(GOpPMICHHE H
COrJacoBaHUe TEKCTa JOTOBOpA.



3.5.8. loroBop OT MMEHH TEXHHKyMa MOJIMCHIBAET AUPEKTOP MO0 JIUIO UM
YIIOJIHOMOYEHHOE.

3.5.9. Iloanucu CTOPOH JOJDKHBI OBITH CJIETaHbI MOJTHO ¥ Pa30OpUUBO.

3.5.10. Ilocne noamucanusi KOroBopa JUPEKTOPOM (IIOJHOMOYHBIM JIAIIOM) €ro
MOJIIUCH JOMONHAETCS OTTUCKOM ITeYaTH TEXHUKYMA.

3.5.11. TIleuaTr Ha J0roBOpe NPOCTABISATH TOJIBKO B CIydasx HpPOBEICHUS
OKCTIEPTHU3HI B ITOJIHOM 00BeMe U MOJIITHUCAHHUS JOTOBOPA IIOJIHOMOYHBIM JIUIIOM.

3.5.12. OdopmneHHBIf W IIOANMCAHHBIA  JIOTOBOP  PETHCTPHpPYeTCs
IOPUCKOHCYJIBTOM.

Perucrpanus jiorosopa — 510 dukcanus Gpakra ero cosjaHus ¥ IeHCTBHA MyTeM
IIPOCTABJICHUS IOPUCKOHCYJILTOM PEKBU3MTOB "HOMEp peructpanuu” u "mara" Ha mpoexTe
WJIH TEKCTE I0T0BOpa C MOCIE/YIOIEN 3aUChIO B )KYPHAJ PETUCTPALIMHU IOTOBOPOB.

3.5.13. TlopyuMHHUKK JOroBOpPOB (KOTOpbIe MpPeJyCMaTpHBAIOT OINaTy) |
IPUIOKEHUS K HUM [ePeHatoTCs Ha XpaHeHUe U UCIIONIb30BaHKe B paboTe B OyXTaiTepuro
TLb mox pocnuck B KHUre perucTpaluy A0roBopoB. OcTaibHbIE JOTOBOPEI XPAHATCS Yy
FOPUCKOHCYJIBTA.

3.5.14. Jlna obecriedeHus: OIEPATUBHOCTH BBIMOJNHEHHUS pabOT JOMycKaeTcs
PasMHOXCHHE JOroBopa B HEOOXOAMMOM KOJHYECTBE O9K3EMILIIPOB. Pa3MHOXKEHHBIE
KOITHH TOI0BOPA 3aBEPSIOTCS FOPUCKOHCYIILTOM.

3.5.15. HcronHeHHBIE N1OTOBOpa XpaHATCS B Jelle B TEUEHHH 3-X JIeT, 3aTeM
YHUYTOXKAIOTCSI.

4. DPOPMUPOBAHUE U XPAHEHHUE JAEJI

4.1. CocraBieHre HOMEHKJIIATYPBI JIEN TEXHUKYMA.

4.1.1. Homenkiarypa fen — 9TO CHCTEMATU3MPOBAHHBIA CIUCOK HAUMEHOBAHMIA
Jielt, 00pasyrouXcs B A€IOIPOU3BOACTBE TEXHUKYMA, ¢ YKa3aHUEM CPOKOB UX XPaHEHHS.

4.1.2. B HOMeHKIaTypy Jel He BKJIOYAIOTCSl [eYaTHbIE H3JaHus, OPOLIOPEL,
CHPABOYHUKH, WH()OPMAUMOHHBIE JMCTKM, OOJJIETEHH, pe(epaTuBHbIE >KYpPHAIBI,
SKCIpecc-uHPOpMaLUs U APYTHe 110,100HbIe MaTepHakbL.

4.1.3. Homenknartypa Jeil TeXHHKYMa COCTABISAETCS W IOJIIHCHEIBACTCS
apXUBaApHyCOM, COTIacoBbIBaeTCs ¢ I'ocynapcTBenHbIM apXxuBoM KpacHOsIpckoro xpas u
YTBEPXKIACTCS NUPEKTOPOM TeXHUKyma (/lpunosicerue Ne 3).

4.1.4. 3aroyioBKM 1€ B HOMEHKJIATYpe JOJKHBI OTPaXKaTh COCTAB U COZEPIKAHME
JIOKYMEHTOB, KOTOpbIE OYIyT IPYIIITHPOBATLCS B JI€IA.

3aroJIoBOK COJIEPIKUT:

- HaMMEHOBaHUE BHJA JOKYMEHTOB (IIPOTOKOJIBL, IIEPENUCKa | T. II.), BKIFOUEHHBIX
B JIEJIO;

- YTOUHSIIOIIME CBEeHUsT 00 aBTOpaxX JOKYMEHTOB;

- IEPHOJI, K KOTOPOMY OTHOCSITCS JIOKYMEHTHI JIEJIa;

- ciioBo «Komuuy», ecinu B 670 BKIIFOYEHBI KOIIMU JOKYMEHTOB U T. II.

IIpr popmynupoBanuu 3aronoBka MOXKHO HCIIONB30BATh TEPMUH "TOKYMEHTHI",
CCJIM B €0 BKIIIOYCHB! JTOKYMEHTBI Pa3jIM4YHLIX BUJOB, C 00s3aTEbHBIM yTOUYHEHUEM
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HAaUMEHOBaHMH BHJIOB [OKYMEHTOB, BKJIIOYECHHBIX B JIEN0, W BOIIPOCA, K KOTOPOMY OHH
OTHOCATCS I10 CBOEMY COJCPIKAHMIO.

4.1.5.  Cocrapienue 3aromoBkoB Tuma «Pa3Has nepemnuckay, «Jemo ¢
OTHYETHOCTEION, «PyKoBosie MaTepraibD), «JOKyMEHTBI O OBIIEM BOIPOCAM» U T. II.
He JIOITyCKaeTCsl.

4.1.6. Homenkmnarypa nem Ha clefyrolmil rox IpencTaBiseTcs Ha YTBEPXKICHUE
AUPEKTOPY He no3Hee 20 nexabps TeKyIero roja.

4.2. dopmupoBanue el.

4.2.1. Micnio/iHeHHbIe JOKYMEHTHI IPYIIIUPYIOTCS B [ea B CTPOrOM COOTBETCTBHH C
HOMEHKJIATYPOH A€l TeXHUKYyMa.

4.2.2. B pneno, xax [IpaBUJIO, IOAIIMBAKOTCS JOKYMEHTBHI OJIHOIO TIoOfa, 3a
MCKIIFOICHUEM MEPEXOAAIMX Jen. B B €110 BKIIFOYEHB! JOKYMEHTBI 33 PasHble roJpbl,
Ha 00JIOXKKe JIeNia cie/lyeT yKasaTh AaThl IEPBOIO U MOCIEIHETO JIOKYMEHTHI.

4.2.3. B neno nopuMBaroTcs TOIBKO HCIOMHEHHbIE JIOKYMEHTBI, ¢ oopMIIEHHOM
OTMETKO} 00 UCIIOJNHEHHH I0KYyMEHTA ¥ HANPABIEHHH ero B JeJI0, YTO CBUJIETEIILCTBYET O
3aBEPIIEHUU PAOOTHI HAJ| JOKYMEHTOM.

4.2.4. BxmoueHwe B JieJ0 JOKYMEHTOB, HE OTHOCSIIHUXCS K HEMY, a TaKxke
YCPHOBUKOB 1 KOIIUW HE JIOTTYCKAETCs.

4.2.5.  JIOKyMEHTBI  NOAIIMBAIOTCS BHYTPH  felia B XPOHOJIOTUYECKOM
(HyMeparroHHOM) TIOPsIJIKE.

4.2.6. Ilpukasel 110 JIMYHOMY COCTaBY IPYHIHUPYIOTCS OTIENBHO OT [IPUKA30B 10
OCHOBHOM J€SITEILHOCTH.

4.2.7. ®opmumposaHue Jell M WX XpaHEHHe OpPTaHU3YeTCs Tak, YTOGEI
obecrieunBanack IMONHAs COXPAHHOCTH JOKYMEHTOB, BO3MOKHOCTE OBICTPOroO MOMCKa U
OIIepaTUBHOU pabOTHI ¢ HUMHU.

4.3. DKenepTusa NpaKTUYECKOH [EHHOCTH JOKYMEHTOB.

4.3.1. Tlox oKCrepTH30# LEHHOCTH JOKYMEHTOB ITOHHMAETCS OIpeeIeHue
3HaYUMOCTH JOKYMEHTOB B LIeJIsAX 0TOOpa UX /ISl JAJIbHEHIIEro XpaHeHusl.

4.3.2. Jlns opranmsaiuy u npoBejeHus paboOTHI MO SKCIEPTH3E LEHHOCTH MeNl H
AOKYMEHTOB co3naercst Jkcrepraas komuccus (OK) rexuukyma.

4.3.3. Cosmanwe DK u opranmsanusi ee paGOTBI TIPOBOANTCS B COOTBETCTBUH C
IonoxenreM 06 SKCTIIEPTHON KOMHUCCHH.

4.3.4. B cocra DK Bkiovatorest Hanbolnee KBaTH(GUIUPOBAHHBIE U OMBITHLIC B
BOIIPOCAX JICTIONPOU3BO/CTBA PabOTHUKK TeXHUKyMa. Bosrnasiser paboTy KOMHCCHH
OJIUH U3 3aMeCTUTEJIeN IUpeKTopa.,

43.5. DK Haswauaercs mnpUKasoM JMpEKTOpa, B  IIpPHKa3e OIIpeneIsIeTCs
KOJIMYECTBEHHBIA U KaUeCTBEHHBIN COCTaB KOMUCCHH.

4.3.6. DkcrepTH3a LEHHOCTH Jiedl U JOKYMEHTOB IIPOBOJHATCS IIyTEeM IOJHUCTHOIO
IIPOCMOTpa AEI.

4.3.7. Jlena, orobpaHHbIe B pe3yiibTaTe SKCIIEpPTH3HI Ha JOJICOBPEMEHHOE XpaHEeHHe,
BHOCSTCS B OIIUCH U TIEPE/IAlOTCS Ha XPaHEHUE B apXHUB.
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4.3.8. Ilociie yTBep KAHHUS OIUCEH JIeN JIONITOBPEMEHHOTO XPAHEHHUST MIPOU3BOIUTCS
0TOOp JOKYMEHTOB W JI€Jl Ha YHHUTOXKEHHE. OrobpaHHBIE [ejla BKIIOYAIOTCS B aKT O
BBIICJICHUN JOKYMEHTOB Ha yHHYTOXeHUE ([Ipunooicenue Ne 4). AKT HOJIIHCHIBAETCS
npejcenareneM 1 wieHamu OK U yTBep:KIaeTcsl TUPEKTOPOM.

4.3.9. Jlena, mOATrOTOBIEHHBIE IS ApXMBHOIO XpaHEHHUS, JOJKHEI HMETh
[IPOHYMCPOBAHHBIE  JIMCTBI, MPSIMOW  XPOHOJOTHYECKHUH TOPSIOK  PacIIONOKEHUS
AOKYMEHTOB B JI€JI€, 3aBEPUTEIILHBIN JIUCT. [l 1es ¢ 0cobo LeHHBIMH JOKYMEHTaMH, a
TaKKe CIIOXKHBIX IO COCTaBy, a TakKe JUisl Jie] C JOKYMEHTaMU OTPaHHYEHHOIO JOCTyIIa
COCTaBJISIETCS BHYTPEHHSS OITUCH JOKYMEHTOB [€eJIa.

4.3.10. YHuYTOXKEHUE [HOKYMEHTOB IIPOU3BOJMUTCH IIOCJE Ilepeaadyd Aeil  Ha
apXuBHOE XpaHeHue. l3mesbyeHMe NOKYMEHTOB B MalllWHE JUIsl yHHYTOKCHHUS Oymar
IIPOBOAUTCS B MPUCYTCTBHH, KAK MUHUMYM, JIBYX uieHOB DK.

4.3.11. Onucy 1 akThl MPeNCTaBIIAIOTCS Ha YTBEpXKIEHNE TUPEKTOPY He mo3aHee 20
STHBapsl.

4.4. Odopmiienue mei.

4.4.1. [lema texHukyma momiexar o(QOPMIEHHMIO TIPH KX 3aBEICHHH U IO
3aBepieHMd rofa. Odopmienue el BKIOYAET KOMIUIEKC paboT IO TeXHHYECKOM
00paboTKe W NPOBOAMTCA  COTPYAHHKAMH  COOTBETCTBYIONIMX  CTPYKTYDHBIX
IoApasIeIeHU .

4.4.2. B 3aBUCHMOCTU OT CPOKOB XpaHEHHs IIPOBOAUTCS IOTHOE M YaCTHYHOE
oopmIeHHE JIell.

[lonxromy odopmienuio mojyiexar Aeia MOCTOSHHOTO W BpeMeHHOTro (cBblme 10
net) xpanenus. [lonHoe odopmirenue jena npegycMaTpuBaeT:

- IO/IILIUBKY, a 3aTeM IIepeIUIeT JieJla; HyMepaluio JINCTOB B Jelle;

- COCTaBJICHHE 3aBEPUTENILHON Haucu jnena (llpunoscenue Ne 5);

- cocTaBJIeHHUE B HEOOXOMMMEIX CIIydasiX BHYTPEHHE OIMCH JOKYMEHTOB Jea;

- BHECCHHC HEOOXOJMMBIX YTOYHEHHI B PEKBH3UTHI OOJOKKM Hena (YTOYHEHHeE
Ha3BaHUS OpraHU3alUK, HHIEKCaA U 3ar0JI0BKa Jelia, IaThl aesa U JIp.)

Hena Bpemenuoro (1o 10 JieT BKIIOYHTENIBHO) XpaHEHHUs MOJIEKAT YACTHIHOMY
o(opMIIeHHIO; [eNa TOMyCKaeTesl XPaHHTh B CKOPOCIIIUBATEISX; 3aBEPHTEIbHEIC HAIIHCH
HE CTaBUTb.

B nmemsix obecnedenus COXpaHHOCTH H 3aKpEIUIEHWs IIOPAAKA DACTIONOXKCHHS
JIOKyMEHTOB, BKJIFOYCHHBIX B JIEJNIO, BCE JIMCTBI HYMEpYyIOTCsl apabCKumu Lu(paMu
BaJIOBOM HyMepaliell B [IpaBOM BEPXHEM YTy, He 3ajieBasi TEKCTa JOKYMEHTa, IIPOCTHIM
rpauyecKiM KapaHaaioM.

4.4.3. O0noKKa Jena MOCTOSHHOIO M BpeMeHHOro (cBbime 10 JeT) XpaHeHHs
OOPMIISIETCS 110 YCTAHOBJIGHHOM, Ha MOMEHT (popmupoBanus jiena, bopme (Ilpurooicerue
Ne 6).

[lo oxoHYaHWHM roja B HAJIMCH Ha OOJOXKKAX JENl MOCTOSHHOTO M BPEMEHHOTO
(cBbiuie 10 j1eT) XpaHEHUs: BHOCATCS YTOYHEHHs: IPOBEPSIOTCS COOTBETCTBUE 3ar0JIOBKOB
Jien Ha OOJIOXKKE CONEPKAHMIO MOJIIATBIX JOKYMEHTOB, B HEOOXOIMMBIX CIydasx B
3aroJIoBOK JIejia BHOCATCS IONIONHUTEIIbHbIE CBEJIEHHUs (IIPOCTABILSIFOTCS. HOMEpPa IIPUKA30B,
BHJII U (POPMBI OTYETHOCTH U T.IL.).
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5. CocraBienue oOnuceil uei.

5.5.1. Ha 3aBepmienHble jena MOCTOSHHOIO M BPEMEHHOTO (cBermme 10 ter)
XpaHeHus, MPOUICNIINE DBKCINEPTH3y UEHHOCTH, OQOPMIIEHHBIE B COOTBETCTBHH C
HACTOAIIIMU TPeOOBaHUSIMHU, €XKErOJHO COCTABISIOTCS onucH. Ha jea BpeMeHHOro (1o
10 5eT) XpaHeHHsI OITUCH HE COCTABIIAIOTCS.

Omvcy cocTaBmsiOTCs OTHENBHO Ha Jesla OCTOSHHOTO Xpamenus (Ilpunoosicenue
Ne7) u nena Bpemennoro (cBpime 10 set) xpanenus ([Ipunosicerue Ne 8).

5.52. B KaXIOM CTPYKTYpPHOM [OJpa3ielieHMd TeXHHKyMa OIHCH Ha Jela
TOCTOSHHOI'O CPOKA XPaHEHHUsI COCTABJIAIOTCS €KEr0/JHO TIPH METOIMIECKOM PYKOBOJICTBE
apxMBapuyca TeXHHKyMma. [lo oTum omnmcaM HOKyMeHTHI cratoTcs B apxub. OmucH,
[IOATOTOBJICHHBIE CTPYKTYPHBIMH ITOAPA3/EIeHUSIMH, CIY)KAT OCHOBOM IS MOATOTOBKH
CBOJIHOH OIMCH TEXHUKYMa, KOTOPYIO FOTOBHT apXUBAPUyC M [0 KOTOPOH OH CHAeT aena
Ha IOCYJapCTBEHHOE XpaHEHUE.

5.5.3. Ilpu cocraBieHHM OIUCU HeJ COOIIOAAIOTCS cleayonme TpeOoBaHHUA:
3ar0JIOBKM J1eJ1 BHOCATCS B OIMCH B COOTBETCTBUHU C MPUHSATON CXEMOM CHUCTeMaTH3aLIAN
Ha OCHOBE HOMEHKJIATYPBI JEJI;, Ka)XA0€ 1eJI0 BHOCUTCS B OIKCH ITOJ CAMOCTOSTENHHBIM
IIOPSITKOBBIM HOMEPOM (€CJIM JIeJI0 COCTOMT M3 HECKOJLKHX TOMOB HJIM 4YacTed, TO
KQXIBIH TOM WM 9a4CTh BHOCHTCH B OIMCH II0J CAMOCTOSITEIbHBIM HOMEPOM); HOPSIOK
HyMepauuu JIeNl B ONUCH — BaJlOBBIM 3a HECKOJILKO JIET; MOPSIOK MPUCBOCHHS HOMEPOB
OMUCAM  CTPYKTYPHBIX  IIOZApAa3/e/IeHUN  yCTaHABIMBAETCS II0  COIVIACOBAHMIO C
apxXUBapUyCcOM TEXHHUKYMa; rpa(bl OMUCH 3aTOJHSIIOTCS B TOYHOM COOTBETCTBUHU C TEMHU
CBEJICHUSIMU, KOTOPBIC BBIHECEHBI HA 00JIOKKY JleJia; IPH BHECCHUU B OIUCH ITOAPAL, JEJ ©
OJIMHAKOBBIMHU 3ar0JIOBKAMHU IIMIIETCS II0JHOCTHIO 3arojIOBOK IIEPBOIO Jieja, a BCe
OCTaJIbHBIC OJHOPOJHBIC Jesia oOo3HavaloTcss ciaoBamu «To Jke», Mpu 3TOM JApyrue
CBEJCHUS O JejlaX BHOCATCS  OINCH IOJHOCTHIO (Ha KaKIOM HOBOM JINCTE OITMCH
3aroJIOBOK BOCIPOM3BOJMTCS IIOJIHOCTBIO); MJISL [JeJl, COAEpKAIUX JIOKYMEHTHI 3a
HECKOJIBKO JIeT, B KOHIIC OIMCH KaXXJ0I0 CIEHyIOLIero rojaa, 3a KOTOPBIA HMEIOTCS
JAOKYMEHTBI B IJAHHOM JieJe, NeIal0TCs CChUIKM Ha HOMepa Jell, COIEPIKaINX MaTepUab]
32 JaHHBIA roJ (IIOciIe MHTepBaja 3a IOCHeJIHMN ONMMCATENLHON CTAaThed KaXKIOoro
nocneyromero rozaa); rpada onucu «llpumedanue» wucnonbsyercs s OTMETOK O
npueMe Jell, OCOOEHHOCTAX HX (U3MYECKOIO COCTOSHHUS, O IMepenade el APYyrHM
CTPYKTYPHBIM IOJpa3JIeJICHUsIM CO CCBLIKOW Ha HEOOXOIUMBIN aKT, O HAJIMYAK KOIUU U
T.IL.

5.5.4. Onmcn Jiest COCTaBIAIOTCS B yCTAHOBICHHON (hopMe: MOCTOSHHOTO XpaHeHHUs!
COCTaBJIAIOTCS B YEThIpEX 9K3eMILIsIpax, 110 JMYHOMY COCTaBy B TpeX 3K3eMILIIpax MU
YTBEPXKAAIOTCS  (COTJIACOBBIBAIOTCA) IKCIEPTHO-IIPOBEPOYHON KOMHUCCHEH apXHBHOTO
ArentcrBa KpacHosipckoro kpasl.

6. OnepaTuBHOE XpaHEHHE JOKYMEHTOB U €]l

6.6.1. C MOMeHTa 3aBejieHMsI M [0 TIepe/iadi B apXUB JieNla XPaHaTCs [0 MECTy UX
dopmMupoBaHHS.

PykoBomureny CTPyKTypHBIX HOApa3jiclieHuid ¥ COTPYJHHKH, OTBEUAIOIIHE 3a
AETOTPOU3BOJICTBO, HECYT OTBETCTBEHHOCTh 3a COXPAHHOCTH IOKYMEHTOB H J(ell.
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Hena naxomsaTcs B paGounmx KOMHATaX WIM B OTBEJEHHBIX JUIS HUX IIOMEIEHUSX,
pacnonararotcs B mkadax, 00eCrnedYMBalONIMX HMX [OJHYIO COXPAaHHOCTb. B Iemsx
IIOBBIICHUSI ONEPATUBHOCTH TTOMCKA JOKYMEHTOB Jiejia PACIIONaraloTcsl B COOTBETCTBUY C
HOMEHKJIATypol Jjei. HomeHknaTypa 1en WM BHIIMCKA H3 Hee IIOMEINAeTcs Ha
BHYTPEHHEN CTOpOHE IiKada.

Ha xopemkax 00105KeK JieN YKa3blBAIOTCsI MHIEKCHI 110 HOMEHKJIAType.

6.0.2. Beinaua Jien mopasieneHusiM Wi CTOPOHHIM OPraHU3aliIM IIPOU3BOIATCS
C paspelIeHust TUPEKTOpa TeXHUKyMa. BrijanHble [efia perucTpUpyIoTCsl B KHUTe BBIIAYM.
CTOpOHHNM OpraHu3alUsM JeNa BBIIAIOTCS TONBKO ¢ PaspeleH s JUPEKTOpa TEXHUKYMa,
10 aKTaM.

M3pATHe [OKYMEHTOB M3 [l [OCTOSHHOTO — XpaHEHUs JIOITyCKaeTcsi B
MCKTIOYUTESIBHBIX  CIydasX M [POU3BOJUTCA C  paspelieHus pPyKOBOIWUTENS C
00si3aTeNbHBIM OCTAaBICHUEM B JIele 3aBePEHHON KOMMM IOKYMEHTa W aKTa O IpUIHHAX
BBIZIa4U MTOJVIMHHUKA.
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Ilpunoscenue N 1
Munucreperso o6pasosanus Kpacnosipekoro kpas
Kpaesoe rocynapcrsennoe 6rompxerHoe

npogeccuonaabHoe 06pazoBaTeabLHOE YUPEKICHHE
«Kpacnosipekuii lopunvecknii TeXHHKYM»

IIPUKAS3
Ne
r. Kpacnosipck
O HazHAYEeHHHU 0TBETCTBEHHBIX JIHI
32 MO/ITOTOBKY K HOBOMY y4eOHOMY ro/y
B nenax moaroroBku TexHUKymMa K HOBOMY yueOHOMY romy
IMPUKA3LGIBAIO:
1. HazmayuTh OTBETCTBEHHBIM 34
1.1. 00ecleueHHe CaHUTAPHO-THIUEHHUECKOTO peKUMa B TEXHUKyME — 3aBEIYIOLIYIO

XO03SIUCTBOM

2

1.2, HOArOTOBKY TEXHHYECKOTO COCTOSIHHUS 3[aHUS, CHCTEM OTOIUICHHS, BOJOCHAOKEHHS,
QNIEKTPOCETEH, IMOXKAPHOM W  OXpaHHOW CUIHAIM3ALUM HAYaTbHAKA  XO3SHCTBEHHOTO oTIela

2

1.3. obecrieuenne roTOBHOCTH MEIUIIMHCKOTO KaGuHeTa — (ebamepa ;
1.4. obecnieuenue TeXHUKyMa TEXHUUECKUMHU CPEACTBAME 00yUeHHUs, yIeOHBIM 060PYIOBAHHEM —

3aBEYIOUIYIO XO3SIUCTBOM , 3aBeyromero Jsaboparopuedt wH()OPMAIMOHHBIX
TEXHOJIOTUH .
2. CenuaucTy o Kajpam O3HAKOMHMThH C IMPUKA30M JIAI, YKa3aHHBIX B II.

1 HacTosero nmpukasa.
3. KoHTpOJIb 3@ UCIIOJIHEHHEM TIPHKAa3a OCTABISIO 3a COOOIL.

Hupexrop KI'BIIOY "Kpacrosipckuit
IOPUIMYECKUNA TEXHUKYM " B.JI. Kopanenko

COI'JTACOBAHO
JomxHocTh
(M.0. Gammmus)

O3HaKOMJICHBI;
(MN.0. damumms)

Hcnonanures;
JIo/mKHOCTE
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®UO
Ipunoxcenue No 2

MHWHHUCTEPCTBO OBPA30OBAHUS

HaumenoBanwme anpecara
KPACHOSAPCKOI'O KPA4

U IIOYTOBBLIH aipec

Kpaepoe rocynapcrsennoe Gromxernoe
npopeccHonanbHOe 06pa30BaTeILHOE YUPEKIACHHE

«KpacHosipckuii opuandeckuii
TEeXHHKYM»

yi. YeTuHoBHuYa, 1. 9
r. Kpacnosipck, 660073
Tel./pakc § (391) 224-57-31
e-mail: kgbpoukut@yandex.ru
No
Ha No oT

YBaxaembiii (ast) !

IIpocum mpuuaTe 00bekT — KpacHOSpPCKHN I0puauueckdifi TeXHHKYM HA TOTOBHOCTH K
OTONUTENBHOMY ce30Hy 2022-2023 rT.

Hupextop KI'BIIOY "Kpachospckuii
IOPUAMYECKAN TeXHUKYM" B.JI. KoBasienko

Henonnumens:
@.U.0. ucnonnumens
Howmep cnyscebrozo menegpona
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ITpunosicenue No 3

MHUHHUCTEPCTBO OGPA30OBAHUS VYTBEPXIIAIO
KPACHOSIPCKOI'O KPAsI Hupextop KI'BIIOY
KpaeBoe rocyaapcreennoe Gro/xeTHoe "KpaCHOSpCKHUY FOPUINICCKIHA
npodeccHonaibHoe 06pa30BaTE/ILHOE YUpENAEHHE TeXHHKYM"

B.JI. KoBastenko
«KpacHosipckuii opuandecKuii

TeXHHKYM»

yl. YcTuHOBHYA, 1. 9

r. KpacHosipck, 660073
ten./dakc 8 (391) 224-57-31
e-mail: kgbpoukut@yandex.ru

No
Ha Neo 0T
HOMEHKIJIATYPA JEJI
Ha 20 rojx
HNunexc 3aroyoBOK jena KonunuectBo Cpok xpaneHus nena
nena (ToMa, 9acTH) Jien (TOMa, 9acTH) 1 HOMEP ITpumeyanue
(TOMOB, crareil o [lepeunto
yacTen )
1 2 3 4 S
HaumeHoBaHue CTPYKTYPHOIO NOJIpa3esICHUsI

ApxuBapuyc OHO

OJIOBPEHO

IIporokon DK KI'BITOVY "Kpacuosipckuii
FOPUAUYECKUH TEXHUKYM "

OT Ne

Hrorosas 3anuck 0 KaTeropusix 1 KOJIMYECTBE Jel,
3aBeJileHHbIX B 20 roay

IIo cpoxam xpanenust | KosmmuectBo aen B tom gucne

NepexoSIIuX ¢ otmeTkoit DITK

ITocTostuaOTO

Bpemennoro
(cBpie 10 Jsier)

Bpemennoro
(mo 10 ner
BKJTFOUHUTEJIBHO)

HUTOTI'O:

ApxuBapuyc OUO
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Ipunosicenue No 4

VTBEPXJIAIO
Hupexrop KI'BIIOY "Kpacuosipckuit
IOPUAMIECKUI TeXHUKYM"

B.JI. Kosayienko

AKT
Ne

O BBIACJICHUH K YHHUYTOXXCHHUIO
HOKYMEHTOB, HE MOIJICIKAIIINX XPaHEHUIO

Ha ocnoBanuu

(HaBBaHI/Ie H BBIXOOHBIC TaHHBIC NCPCHHA TOKYMECHTOB

C YKa3aHHeM CPOKOB UX XpaHEHHs)
OTOOpaHbl K YHUYTOXKCHHIO Kak He MMCIOINE  Hay4HO-UCTOPHYECKOH LEHHOCTH W yTpaTHBIIHE
IPAaKTHYICCKOE 3HAYCHUE JOKYMEHTHI (horma No

Ne | mHaexc 3aroJIOBKH KpallHHEe | MOSCHEHHS | KOJ-BO aeiu | NoNe crarei o
n/m nena JeIT 1 JIaThI (cpoxk JOKYMEHTOB ITepeunto
JIOKYMEHTOB XPpaHEHHs)
1 2 3 4 5 6 7
Htoro: JeJ 3a TFOJBI
Ormrcn e oCTosIHHOTO XpaHenus 3a TOZBL YTBEPIKJCHBL, a 10 JINYHOMY COCTaBY COIIACOBAHBI
¢ OIIK
(mpoTokoi ot No )
ApXxuBapuyc OUO
Jara

COI''TACOBAHO

IIporokon DK K['BITOY "KpacHospckuit
OPUITYCCKHHA TEXHUKYM"

oT No

JoKyMeHThI B KonmuuecTBe Jles1, BeCOM KT.
CrnaHnel B

Ha nepepa6orky no mpuemo-cuartounoi HAKJIaJIHOW OT No
ApxuBapuyc O1O

Jara
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Ipunosicernue Ne 5

JINCT 3ABEPUTEJIb JIEJIA Ne

B nene moxmmro u IPOHYMEPOBAaHO aucT (OB)

(unpamu 1 nponucsio)

c Ne o No
B TOM 9HUCIIe: INTEPHBIE HOMEpa JIHCTOR
NPOIyIIEHHBIE HOMEPA JINCTOB
+ JIMCTOB BHYTPEHHEH Omucy

Ocobennoctn pusuueckoro cocTosmms Howmepa nuctos
1 GOpMHUpOBaHUS fefa
1 3

|

ApxuBapuyc 50

Jara
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Ilpunosrcenue Ne 6

Kpaepoe rocymapcreennoe 6romkeTHOE
NpodeCCHOHATEHOE 06pa3oBaTebHOE YUpeKIeHHE
«KpacHospckuif ropuiuaeckuii TeXHIKyv»

Haunmenopanue CTPYKTYPHOTIO MOJIpa3ie/IeHus
Hunexc nena

3aroJIoBoK meina

3a roz
Ha JUCTax

XPaHUTh __ JIET

20



Kpaepoe rocynapcreennoe GromkeTHoe

Ipunosicenue Ne 7

YTBEPXJIAO

IPOQeCCHOHANBHOE 00PA30BATENLHOE YUPEeIKIEHIE Hupexrop KI'BIIOY " Kpacuosipekuit

"Kpacrosipekuit jopumdeckuii exaucym"

®onj Ne

Omnuce Ne

JI€JT IIOCTOSTHHOT'O XpaHCHHS
3620 -20  rouml

IOPUAMYECKUN TEXHUKYM"
B.JI. KoBanenko

No Unnekc 3aroJIoBOK jeiia
I/ zena

Hara nena Kon-Bo IIpumeuanue
JIUCTOB
B Jeiie

1 2 3

4 5 6

B naHHy10 ONUCE BHECEHO

JCJI

¢ Neo o Ne , B TOM YUCJIE:

JUTEPHBIE HOMEpa:
MPOITYIEHHBIE HOMEPA:

ApxuBapuyc

COI'NTACOBAHO

Iporoxon OK KI'BIIOY " Kpacuospckuit
IOPUIMYECKUH TEXHUKYM "

oT Ne

(u1dpamu 1 1ponuckio)

OO
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Kpaepoe rocynapcreennoe Or0/pKeTHOE
IpoQeccHonansuoe 06pasorarensmoe YUpEXKIeHHe
"Kpacrospexuit opumraeciuii TEXHUKYM"

®onp No

Ormuce Neo

ACIT IO ITYHOMY COCTaBY
3a20_ -20  rogpr

B HAAHHYIO OITKUCH BHECEHO

¢ Neo 1o No , B TOM uucre:
JIMTEPHBIE HOMEpa:
IIPONYIICHHEIE HOMEpa:

ApxuBapnyc

COI'TACOBAHO

IIporokon DK KI'BITOV " Kpacuospexmit
IOPHIMYCCKUN TEXHUKYM "

oT No

Hpunoxcerue Neo 8

YTBEPXJIAIO
Hupexrop KI'BITOY " Kpacuospcknii
IOPUIIMYCCKUN TEXHUKYM"

B.JI. Kosanenko

Kon-Bo
JIUCTOB

(undpamu 1 nponucsio)

OHO
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